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AC;I= Training Audience and Expected Outcomes

BDemo

= Audience
— Pay Pool Administrators

* Training outcomes
— Learn about new software enhancements for 2015
— Understand how to logon to CAS2Net

— Learn how to move employees from transfer pay pool to correct pay
pool

— 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
— Understand eDocuments and AutoNOA functionalities
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Acqm Agenda
N

BMDemo
1. 2015 Software Enhancements & Login 9. Create New Non-Demo Supervisor
— CAC Login — Create _Login ID for new Non-Demo
— ALTESS Single Sign-On Supervisor
2. Change Role 10. Assign Supervisor to an Employee
3. View Employee Roster Report 11. Assign Employees to a Supervisor
4. Modify/Delete Employee Record 12. Replace Supervisor Assignments
5. Moving employees from one pay pool to 13. Review History Module
another
_ _ 14. Reports
6. Creating Supervisory Structure _  Supervisor Roster by Employee
Report
7. Obtaining CAC EDIPI — Supervisor Roster by Supervisor
Report
8. Steps an employee needs to take to find — Partl, II, 11l
their EDIPI
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Ac
‘I= 2015 Software Enhancements

BDemo

= Data Maintenance
— Changed wording to “Release to Employee” instead of “Allow Pay Pool Wide Printing”
— Matched labels in Data Maintenance and Employee Maintenance
— Added system-generated warning notifying user of loss of employee data when moving employees between pay pools
—  Discontinued use of SSN for non-AcgDemo employees

=  Appraisal Modules
— Added direction to “Click for descriptors and discriminators” to get the pop-up
— Changed review tab to read “Supervisor/Employee Review”
—  Key for self-assessment status column for supervisors changed to clarify status
— Header placed on Closeout to indicate it is a Closeout assessment
— Made distinction to set Closeout apart from Annual Appraisal

= CAS2Net Forms
— Feature added to create a .PDF and electronically sign the Part |
—  Correct rating official named on past appraisals
— Removed discretionary comment on Part |

= Reports
—  Mid-point reviews included in total appraisal package
—  Archived employees removed from reports
—  List of supervisors in reports by “Last Name, First Name, M

= General/Other
— Pay pool administrators can delete erroneously started modules
—  Basic pay is term used to reference pay without locality for consistency
— Updated the salary calculation for employees coming off of temporary promotions
— Added additional narrative text conversions for bullets and other special characters not previously done
—  Fixed how decimal OCS score is stored in CAS2Net
— Added eDocument module



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.

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), law enforcement (LE), and
counterintelligence (Cl) 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.g., authentication and access controls) to protect USG interests—-not for your personal
benefit or privacy.

* Notwithstanding the above, using this IS does not constitute consentto PM, LE or Cl investigative 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 product are private and confidential. See User
Agreement for details.

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

10/1/2015 AcgDemo Training 2



Acqm Login — ALTESS Single Sign-On

= Click the “CAC Login” button to sign-in.

Choose sign-in method below:

|’- CAC Login |

ACQDEMO
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Acqm Login — ALTESS Single Sign-On
.

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

Choose a digital certificate

Identification

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

Issuer

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

I More Info... ] [\_c'iewCerl:iﬁcate.,.f

[ ok ][ cance |

= |f prompted, enter your CAC PIN.

ActivClient Login

Actividentity

ActivClient

OK | Cancel
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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.

Acq. You are logged in as George Garfield
| (george.ga rﬂdgmlll.mil _Clmnlgn fom."{
ange Session u

EDemo # £

Welcome to CAS2Net

: = This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-based Compensation and

g::n:;;:utmn Appraisal System (CCAS). CCAS is the process under which Demonstration employees are evaluated and compensated based on their contribution to the
9 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
Annual Appraisal of personnel management.
Self-Assessment

Mid-Point Review
Self-Assessment

Reports The AcqDemo Program Office requests your email address for future correspondence. Thank you!

Closeout Self- Email Address:
Assessment

eDocuments |Submit|

Full Access User Menu

Welcome
Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

——> Note: “Demo Reset” is for training versions only and will not be seen in the production version.

eDocuments
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Acqm

Change Own Email

Once entered, employees have an opportunity to edit their own email address from the
“Welcome Screen”: click on “Change Email”, enter new email, then “submit”

Acqm
]
WDemo

Employee Menu

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

10/1/2015

You are logged in as George Garfield
Email Address:george.garfield@email.mil |Submit|

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program w-rh the Contribution-based Compensation anc
Appraisal System (CCAS). CCAS is the process under which Demonstration employees are I d and comp d 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 Employ Pay Comparability Act, Develop | Opportunities Program and Voluntary Emeritus Corps inten i address emp
acquisition and retention issues. These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the qualit
of personnel management.

The AcqDemo Prog Office req your email address for future correspondence. Thank you!

Email Address:

| Submit Email Address:george@mail.com

bisal System (CCAS) CCAS is the process under WhICh
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Acam . .
B AcgDemo Website Link

 AcgDemo Program Office web site linked from logo atop CAS2Net
pages: click to access AcqDemo website

Acqm
'
BDemo

Welcome to CAS2Net

C ‘buti This software supports the Department of Defe
:mt". SRR REEL and Appraisal System (CCAS). CCAS is the pro
Planning acauisition communitv mission. CCAS is araual
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Acqm
N

~/HMDemo

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
Bl
BEDemo

Session Maintenance

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

10/1/2015

Employee

Full Access
Multi-Paypool 1
Pay Pool Admin
Paypool Manager
Sub-Panel Manager
Superuser
Supervisor T

Supervisor IT

Ackeret, Tara (AMCOM)

Battista, Sam (AMC/LH)

v| |Change to selected
[v] [change to selected

Martinez, Caroline (ACQDEMOjﬂ Change to selected

Freeman, Francis (AMC/LH)

[v] |change to selected

Arnold, Bob (AMC/LH)
Curtiss, Dan (AMC/LHA)

Army, Joe (Army)

[v] |change to selected
[v] |change to selected
|| [Change to selected

Babbitt, Chris (AMC/LHXSA) [v| |Change to selected
Daniels, Eileen (AMC/LHXSB) ﬂ Change to selected

AcgDemo Training
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Acqm
N
EDemo

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.
Ll 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.

Acqm
]
BDemo

Session Maintenance
|
Contribution
Planning

pu are acting as Francis Freeman
|_Revert§| Change Session | Logout

) ) ) Revert Garfield, George (AMC/LH) E Revert To Self
Mid-Point Review
Self-Assessment Employee Appleton, Adam A(AMC/LHA) E |Change to selected|

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

10/1/2015

Pay Pool Admin

Freeman, Francis (AMC/LH)

[] |Change to selected

Paypool Manager
Sub-Panel Manager
Superuser
Supervisor I

Supervisor IT

Arnold, Bob (AMC/LH) E |Change to selected|

Curtiss, Dan (AMC/LHA) E |Change to selected|

Hoang, Eric (AMC/LH) E |Change to selected|

Fites, George (AMC/LHXTA) E |Change to selected|

Daniels, Eileen (AMC/LHXSB) E |Change to selected|

AcgDemo Training
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Acqm

Set 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

Pay Pool Administrator
Menu eDocuments Maintenance

Corltri_hution Replace PAS Code
Planning
Additional Replace Office Symbol

Feedback

i Pay Pool
Mid-Point Review Maintain Pay Poo

Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Data Maintenance

Pay Pool Notices

eDocuments
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Acam _ L
B Assign Mandatory Objectives by Pay Pool

o Select pay pool from drop down list
» Select YES for “Allow Contribution Planning Mandatory Objectives”
e Click “Update”

Acqm
h
BMDemo

Maintain Pay Pool

Contribution Pay Pool: AMC/LH V|
Planning

Allow Contribution Planning Mandatory Objectives?|® Yes () No

Mid-Point Review
Self-Assessment

Release current cycle appraisals for review with employees? ®Yes (I No
Annual Appraisal

Self-Assessment v pdate\
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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Ac
ﬂ'= View Mandatory Objectives in CP

BDemo

ACQI.
[ [ |
BMDemo

Contribution Planning for Francis Freeman
Contribution Year: [2016 V|

Planning
Mid-Point Review Sroadiani First Level Supervisor: Tke Hansen e
Self-Assessment rtzve:n Occupational Series: Career Path: 0c Sp;.ani]e-
Annual Appraisal II 318 - Secretary NK - Administrative Support 43 - 46 - 50
Self-Assessment
Benotts Contribution Planning Effective Date: | 10/01/2015
Closeout Self- P
Assessment 4  October 2015 &

Su Mo Tu We Th Fr Sa |
eDocuments 7282930 1|23

4 5 6|7 8 9 10

Pay Pool Administrator 11 12 13 14 15 16 17
Menu 18 19 20 21 22 23 24

25 26 27 28 29 30 31

Contribution

Planning

ontribution Planning Input: e .
Additional andatory Objectives (Characters used: 0 of 6000)
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status

Individual Objectives (Characters used: 0 of 6000)
and Lock

Reports

Data Maintenance

Nfflina Tntarfara
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Acqm Viewing the Employee Roster Report

-
|lDemo

Acqm = Use the Employee
“Rbemo Roster Report to
print and review

Reports the list of _
famnis employees assigned

il B vt it Apprais?l Form Parts I, II and 111 - Single Employees to yo u r pay pool .
Self-Assessment Appraisal Form Parts I, IT and IIT - All Employees )

Annual Appraisal CAS2Net Status Report & Excel Spreadsheet ChECk to See If any
Self-Assessment Mid-Point Review - Single Employee d e m O e m p I Oyees
Reports Mid-Point Review - All Employees : B

Closeout Self- Closeout Assessment - Single Employee are m ISSI n g fro m
Assessment Closeout Assessment - All Employees yo u r pay p00| . I f
eDocuments Appraisal Form Part IT By Employee they are’ they may

Appraisal Form Part IT By Supervisor

Pay Pool Administrator Appraisal Status Report be in “tranSfer pay
Download Employee Data pool”
Efanl-:::]?-.;tmn Post-Cycle Activity Report L C I I C k =5 Re p O rtS”

e upervisor Roster by Employee H H
‘:ggl;tt:gzzl Ssu:ervisor :DS[’EI’ bvaEupErv\i’sor fro m th e N aVI g atl O n
Mid-Point Review Zone A/CIP Report Bar CASZ N et
Annual Appraisal refreshes the
Lol screen to display

Assessment

Welcome the IiSt Of reports-
o P = (Click the “Employee

Roster” link from
Data aintcnance the reports list.
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Acqm Viewing the Employee Roster Report

-
BDemo

" CAS2Net refreshes to display the “Employee Roster Report” screen.

" Select your pay pool from the “Paypool Selection” dropdown.

" 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 Selecti0+: AMC/LH ZJ I

Mid-Point Review
Self-Assessment . ) USAF

Option: g Al other
Annual Appraisal

Self-Assessment Report Format: ® PDF

) Excel
Reports

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

Return to Reports Menu
Pay Pool Administrator
Menu

Contribution
Planning

Additional
Feedback
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Viewing the Employee Roster Report

Acqm
N
EDemo

=  CAS2Net refreshes to display the Employee Roster Report.

Acqm

B Employee Roster

MDemo
Pay Pool:
1D Last Name First Name MI Suffix SSN Office Presumptive Retain Career BB Occ Base Locality CCPO Prev Start Date
(last 4) Symbol Status Pay Path Level Series Salary Code 0OCSs

2612  Appleton Adam A 4445 AMC/LHA None N NH 3 1550 569,561 AS 69 D1-JAN-11
43 Arndt Aaron 0138 AMC/LHXTA Circum (recertify) N MK 2 0322 538,005 41 aL a7 01-FEB-99
19 Artis Amy 3720 AMC/LHXTA None N NH 2 0318 S57.827 aL 61 01-FEB-99
15 Babbitt Chris 0912 AMC/LHXSA None N NH 3 0803 565,685 aL 65 24-0CT-00
1843 Bumns Barry 6289 AMC/LHACA None N NH 2 1515 557,851 1 aL 98 12-AUG-01
44 Butler Bryce 0219 AMC/LHXTA None N NH 4 0025 595 665 41 aL 85 01-FEB-99
45 Cavasos Carmen 7986 AMC/LHXTE None N NH 2 0246 $59,593 M aL 63 01-FEB-99
21 Celon Connie 4913 AMC/LHACA None N NH 3 0334 §76,232 41 aL 73 01-AUG-03
4 Curtiss Dan 9047 AMC/LHA None N NH 4 0830 596,030 1 aL 85 01-FEB-99
46 Dancy Dyanne 0943 AMC/LHXTE None N MK 1 0322 523,961 41 aL 15 01-FEB-99
22 Donaldson Dennis 3941 AMC/LHACE None N NI 2 0318 536,538 M aL 40 01-FEB-99
47 Emerson Erica 8834 AMC/LHXTB Circum (recertify) N NH 2 0341 564,723 41 aL 64 01-FEB-99
23 Evans Erin 3175 AMC/LHACE None N NH 3 0830 565,182 1 aL 69 01-FEB-99
5 Evans Francis 9045 AMC/LHX None N NH 4 0830 $111,896 441 aL 93 01-FEB-99
24 Farnsworth Fred 7422 AMC/LHACE None N NH 2 0830 $51,758 4 aL 57 01-FEB-99
17 Fites George 8173 AMC/LHXTA None N NH 3 0896 592,748 41 aL 82 01-FEB-99
2 Freeman Francis 9153 AMC/LH None Y MK 2 0318 529,713 1 aL 26 01-FEB-99
3 Garfield George 8079 AMC/LH None N MNJ 4 0856 $94 186 41 gL 83 01-FEB-99
6 Gonzalez Helen 0075 AMC/LHAC None N NH 4 0340 $110,691 4 aL 93  15-MAY-03
25 Grimes Garth 5297 AMC/LHACE None N NH 2 0850 $35,702 41 aL 36 01-FEB-99
18 Hansen ke 3651 AMC/LHXTE None N NH 3 0830 567,375 1 aL 68 01-FEB-99
26 Harris Henry 3813 AMC/LHADA None N NH 2 0830 $59,570 gL 60 01-FEB-99
2571 Hoang Andrew 1234 AMC/LH None N NJ 1 0019 $29,130 a0 X 27 26-JAN-11
2572 AMC/LH None N 3 0025 566,683 80 X 67 07-JUL-10

Hoang

10/1/2015
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Acam Modify/Archive Employee Record:
| Transfer Pay Pool

BDemo

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

. Select the “Modify/Archive employee record using query form” link.

Acqm |
[ | |
BDemo

Contribution =

Mid-Point Review
Self-Assessment

Modify/Archive employee record using query 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

Pay Pool Administrator
Menu eDocuments Maintenance

Ccll!trl_but[on Replace PAS Code
Planning

Additional Replace Office Symbol
Feedback

Mid-Point Review HaintainEavRoo]

Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status
and Lock

Reports
I Data Maintenance I

10/1/2015

19

AcgDemo Training




Modify/Archive Employee Record:
Transfer Pay Pool

Acqm
N
EDemo

" 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
[ [ |
EDemo

Contribution

Planning Find

Mid-Point Review

Look for Employee(s)

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

Self-Assessment Select Group: ® Active Only
. 3 Archived Only]
Annual Appraisal CIAll
Self-Assessment
Reports Person ID:
Closeout Self- First Name:
Assessment Middle Initial:
eDocuments Last Name:

Social Security Num:

Pay Pool Administrator N
Menu Demo: @ All
) Demo

10/1/2015

Contribution Sllmiamy
Planning

. Presumptive Rating Status: @ All
Additional ONane
Feedback ) Due to time

Mid-Point Review

Annual Appraisal

Due to circumstance (recertify)
) Due to circumstance (expected)

Clacannt Servicing CPO: All [v]
Assessment
Welcome STERITES All ﬂ
:Egr:;izl Skatis Broadband Level: @ All
) Not Assigned
Reports COllevel 1
Clevel 2
Data Maintenance OLevel 3
CiLevel 4

Offline Interface

AcgDemo Training
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Acqm Modify/Delete Employee Record:
| Transfer Pay Pool

BDemo

Empioyes Menu Look for Employee(s)

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

Planning [Find]

s | et = Scroll to the “Organization” section of the form and select
— [P “(transfer)” from the “Pay Pool Code” dropdown list.

e e

— OE;“M

o e HS e

O Due to crcumstance [expected)
Annual Appralsal

Servicing CPO:
Closeon t = el &
Assessm ent
S Service: il ™
Apprasal Status Broadband Lewel: LTY
O ot Assigned
OLeved 1
OlLevel 2
OLeved 3
OLavel 4
Organizatian: Pay Paol Code:

M [ Organization: Paypool Code:

Office Symbal:

LOV. (Lava blan for il - (transfer) ||
Career Path: an Office Symbol:

O ot Assigned

2 Busl d Technical rofessional

O rachnieal manegamart Suppert LOV (Leave blank for all)
O Administrative Suppor

Series: LOV (Leave biari for )

Login Mame:

Group:

(o] ruser

0 Pay Pocd Administratar
CiAT Anline Viewer
QAT user

/AT Suparuser

O Supervisor 1T

Retained Pay Status: -

Oves
One

[Fina]

[Add an Employes Record ) [Data Maintenance Menu]
[Back to Home Page]
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Acqm Modify/Delete Employee Record:
| Transfer Pay Pool

BDemo

Empioyes Menu Look for Employee(s)

In text flelds youw may use the % symbol as a wildcard. Text fields are not case sensitive.
Cantribution GRILOEg J

Planning [Fina]

Mid-Foint Review

e | Sh e o TN Look for Employee(s) N

Heports Parzon D!

e 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: Fin d
Pay Pool Administrator
Menu Demo: -
D Dema
O MNon-Dema

Contribution

Planning
Presumptive Rating Status: @ &

Additional O None

Feedback O Due to tme

Mid-Point Review (? Duse to circumstance [recertify)

O Due ta drcumstance [expected)

Annual Appraisal

Servicing CRO:

Closeout e Al ~
Assessment

s 5 = Click the “Find” button (located at the top and/or

Appraisal Status

Broadband Level: - a
© Mok Assigred
e = bottom of the screen).
Data Maintenance OLevel 3
offline Interface Creve
Pay ool Notices Organization: Pay Poal Code:
Al |

eDocuments office Symbol:

LOW (Leave biank for all)

Career Path: ®
O ot Assigned
O Business Management and Technical Management Arofessiona
O Technkcal Management Support
O Administrative Suppor

Series: LOV (Leave bizris for o)
Login Name:

Group: (X
O Emplayee
D Supervisor T
O Sub-Panel Manager
O\ Pay Pant Manager

O Superusar
O Pay Poct Administratar

CRT anline Viewer 1 d
CRT user Fln

AT Suparuser
O Supervisor 1T

Retaimed Pay Status: -

[Add an Employee Record] [Data Maintenance Menu]

One - [Back to Home Page]

[Add an Employee Record ] [Data Maintenance Menu]
[Back to Home Page]
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Acqm Modify/Delete 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).

= Select an employee you would like to modify by clicking on their “ID”

number.
= |If you entered a name 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) IRequery | | New Query“
M 1 Show 10 v| records per page
;‘;ﬂ:i‘;;"‘:sgs::sr 1D SSN Arch Name ~ Home Org Career Path Level CPO Series Salary Group Service
] 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 .
e [Add an Employee Record] [Data Maintenance Menu]

Closeout Self-
Assessment
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Acqm Modify/Delete Employee Record:
| Transfer Pay Pool
EDemo

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

Acqm
N |
BDemo

Employee Detail

BOTTOM

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

1D: 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  [H (mm/dd/yyyy)
End Date: (mm/dd/yyyy)? T (mm/dd/yyyy)
Basic Pay: 69561
Retained Pay Status: O
Presumptive Rating Status: @ None
C Due to time

) Due to circumstance (expected)
) Due to circumstance (recertify)

Last OCS: 69
Post-Cycle Activity: ® None What to do if employee is...
i d?
() Temporary Promotion - pror[mte
©) Permanent Promotion I_e_av_lngj'
) Demotion GG
CCPO Code: AS - FORT BELVOIR FT BELVOIR VA 22060 v
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Acqm Modify/Delete Employee Record:
N Transfer Pay Pool
EDemo

Employee Detail

BOTTOM

Part 1 - Camplete this section for all Demo and Non-Dema employees

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

= Choose the name of the pay pool
you want to move the selected
i employee to.

= Click “OK” to message from
webpage.

Organization: Paypool Code:
AMC/LH |+

I PAS Code (Air Force only):

e — cnsaue e Office Symbol:
5 AMC/LHACA oV

Reieased:
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Acqm Modify/Delete Employee Record:
N Transfer Pay Pool

BDemo

Employee Detail

Em:':lovee Detail BD-erM

fcg)
WDemo

Row updated

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 Detall 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.

Part 4: Mid-Point Review Unlock

Status: Save Date:
Conducted:
Released:
!

i Boiat Do

Fart 31 Compiete thiz caction far all employees requiring CAS2ZNe user accaunts

Update| | Archive| | Revert| History || eDocuments | | Close
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AC£I= 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 (note that each pay pool can have only one
PPM).

— Sub-Panel Manager also called Supervisor 2 is the next highest.
— Supervisor 1 is the lowest level of supervisor.

= 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.

10/1/2015 AcgDemo Training 27
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Acam

Obtaining CAC EDIPI

Steps Employee Needs to Take to
Find Their EDIPI
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Open ActivClient

» Note that EDIPI is on the back of the CAC card — on the card it is called
“DoD ID Number”

10/1/2015 AcgDemo Training 29




Acqm ActivClient

= 10 digit EDIPI follows name in the title bar, but can not be copied.
» Double-click “Smart Card Info” icon.

@ ActivClient - [BOEHM.KARL.M.1292860206's Smart Card]
. File Edit View Tools Help

QAR OB QO

4 % Tasks View v X 5%
My Certificates Tasks - m i‘"q ._ﬁ

Lq View my certificates SOEadec GBI | My Certificates  Personal Data
My Personal Info Task -

, View My Personal Info

Help Tasks -
@ Get help on using this software
-J:y Troubleshoot a problem

& Ready Technical information abot

10/1/2015 AcgDemo Training 30



Acqm
N

ActivClient (cont’d)

= 10 digit EDIPI located in the User Name field, and can be copied.
= Copy and send to pay pool administrator to establish account.

@ ActivClient - [BOEHM.KARL.M.1292860206's Smart Card]
. File Edit View Tools Help

QA A NS @ @O
v X

4 % Tasks View

Help Tasks
@ Get help on using this software
#3 Troubleshoot a problem

& Ready

-

@ Smart Card Info

User Name

BOEHM.KARL.M. [EEFEIFIE

Manufacturer:
Model:

Unique

Gemalto

TOP DL GX4 144K FIPS

CUID = 4070-5072-8400-007A-7E0D

10/1/2015

AcgDemo Training
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Acqm Create New Employee Record:
N Non-Demo Supervisor

BDemo

= Once you have the SSN and EDIPI, click “Data Maintenance” from the Navigation Bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

= Select the “Insert New Employee Record” link.

Acam
[ | ]
HMDemo

Data Maintenance
Contribution 5
Planning

Mid-Point Review
Self-Assessment

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

Superuser Menu
eDocuments Maintenance
Welcome

Appraisal Status Replace PAS Code

sl Lok Replace Office Symbol
| Data Maintenance Maintain Pay Pool
Session

Maintenance
Offline Interface
Pay Pool Notices
Demo Reset

eDocuments
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Acqm Create New Employee Record:
N Non-Demo Supervisor
EDemo

Add an Employee Record

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

Ml Address:

e Prefix:

Do

i w .
e e i First Name: *
‘End Date (mm/ dd/yyyy)? 7 (mmdedfyyyy)

i

sy sas - Middle Initial:

Precumptive Ratng status: &

Last 0cs:
postcyce Acthity:

Last Name: *

pom
e Suffix:

6P Code:
Locality Eade:
Service:

SSN: * Check Duplicate
SSN required only for Demo employees

Tnsert the New Employee Recod s, Then the ik EMa il Add ress:

{asign Supenvisos]

CAS2Net displays the Add an Employee Record screen.

In Part 1 of the form:
— Social Security Number is not required for non-Demo employees
— The fields in green are mandatory.

i — Enter email address if available.

{osta Msintenance Menu] (Back o Home Page]
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Create New Employee Record:
Non-Demo Supervisor

= |n Part 2 of the form: — Click the “Demo” checkbox to Uncheck and make the supervisor Non-Demo.
b | — Scroll to the “Organization” section of the form to the “Paypool Code” dropdown

list. Select the Pay Pool name in which you want to put your employee into.

ol
.._: - Part 2: Complete this section for all Demo employees
el
e ) ' l Demo: * [ |Demo l
Pt e S e e Start Date: (mm/dd/yyyy)? T (mm/ddiyyyy)
P T End Date: (mm/dd/yyyy)? T (mmdddiyyyy)
S e o Basic Pay:
B Py
et e Py Retained Pay Status: [IRetained Pay
;; ?ﬁ:"::' Presumptive Rating Status: & pone
PR —r— O Due to time
-‘-"....:..,. = o O Due to circumstance (expected)
— — ) Due to circumstance (recertify)
R Cate T
Lty e S
— e
= — St o Bt et . T B
o gt =
b e . S NRTAUININNNISLUauVe Juppui e
— Broadband Level: @ Not Assigned
ptsanrzse O Level 1
o - O Level 2
e Clevel 3
] ) Level 4
= - - ===
Pa—— et Organization: Paypool Code: *
SR AMC/LH [~]
Ot bt
= ot PAS Code iAII‘ Force only):
D e e Office Symbol:
AL A * (atiwn e LOV
B i g -
- e Series: LOV

v e
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Acqm Create New Employee Record:
N Non-Demo Supervisor
EDemo

= |In Part 3 of the form:
— Enter the user’s EDIPI in the provided text box.
— Select desired User Group from list.

=  Click the “Add” button at the bottom of the page.

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

CASZNet Access: * T
| EDIPI: * Eheck Duplicate

Group: * @ Employee
i) Supervisor I
2 Sub-Panel Manager
'Pay Pool Manager
' Pay Pool Administrator

dd] [iear]

[Data Maintenance Menu] [Back to Home Page]
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Acqm Create New Employee Record:
N Non-Demo Supervisor

BDemo

= 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 ]
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AC;I= Assign Supervisors to an Employee

BDemo
» Click “Data Maintenance Menu”. CAS2Net refreshes the screen to display the Employee
Maintenance Menu.

=  Select the “Assign Supervisors to an Employee” link.

\cqm
|
MDemo

Data Maintenance
Contribution
planning

Mid-Point Review
Self-Assessment
Modify /Archive employee record using query form

Annual Appraisal
Self-Assessment Modify/Archive employee record using quick pick list

Reports Insert New Employee Record

Closeout Self-
Assessment

eDocuments

Replace Supervisor Assignments

eDocuments Maintenance

Welcome

Appraisal Status Replace PAS Code

and Lock Replace Office Symbol

Reports

Data Maintenance Maintain Pay Pool

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

10/1/2015 AcgDemo Training 37
I —



AC;I= Assign Supervisors to an Employee

BDemo

= The Assign Supervisor to an Employee screen is displayed.
= Select an employee’s name from the dropdown list.
\cqm
'
MWDemo

Assign Supervisors to an Employee

Contribution
Planning

Please select an Employee to Assign Supervisors

Mid-Point Review Supervisor Assignments

Self-Assessment

Cycle Year: 2015
Annual Appraisal

Self-Assessment Employee: (null)

Reports

Level Upervisor: |null)

Closeout Self-

Assessment Level 2 Supervisor: (null}

eDocuments Sub-Panel Manager: (null)

Pay Pool Manager: (null)

Center Senior Functional: (null}
Welcome -Assign

Appraisal Status
and Lock

Reports Pleaze send comments/suggestions about this form to CAS2Net Support

Eu‘wgu:u [ [©

[ Data Maintenance Menu ]

Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Motices
Demo Reset

eDocuments
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AC;I= Assign Supervisors to an Employee

BDemo

= CAS2Net refreshes the
supervisor dropdown

Ac:,= i i
BDemo lists to display the
) ) selected employee’s
i ke i current SUpervisors.
= Select the desired
L S By “""ﬂl"“f 2”1|5 d ? supervisors to assign to
Annual Appraisal e el LR CsL) b the Selected employee
Self-Assessment Level 1 Supervisor: Hansen, Ike (AMC/LH)1 ﬂ o g
using the provided
Reports Level 2 Supervisor: Arnold, Bob (AMC/LH)3 [+] .
glsis.s:s‘;:::::llf- Sub-Panel Manager: Babbitt, Chris (AMC/LH)1 [+ d ropdown IIStS -
s e Pay Pool Manager: Arnold, Bob (AMC/LH)3 v u TO undo SeleC'uonS
Center Senior Functional: Flynn, Trish (AMC/LH)G w made’ and V|ew the

I= = current supervisor

Welcome [ Data Maintenance Menu ] aSS|g n mentS, CI |Ck the
:Esrla;:il Status Please send comments/suggestions about this form to CAS2Met Support “Reset” button .
Reports L] Select the desired

Data Maintenance

supervisors to assign to

T the selected employee
and click the “Assign”
button.
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AC;I= Assign Supervisors to an Employee

BDemo

= Once you click the
“Assign” button,
CAS2Net displays the

Ac:= '
EDemo foIIowmg message :
Assign Supervisors to an Employee Superwsor(s)
successfully

Contribution - -

= Supervisor(s) successfully assigned. H 7
Planning aSS|gned.
Mid-Point Review Supervisor Assignments
Self-Assessment n

If no supervisor

Cycle Year: 2015
Annual Appraisal -
Self-Assessment Employee: Appleton, adam A (AMC/LH) assli g nme ntS h ave
Reports Level 1 Supervisor: Hoang, Eric {(AMC/LH)5 been Changed and
glsc;s:szl;:;:lf- Level 2 Supervisor: Arnold, Bob (AMC/LH)3

the “Assign” button
Pay Pool Manager: Arncld, Bob (AMC/LH)3 IS CI ICked J the

Center Senior Functional: Flynn, Trish (AMC/LH)6 fOI IOWI ng message IS
Welcome @I dISp|ayed : “NO

eDocuments Sub-Panel Manager: Babbitt, Chris (AMC/LH)1

[<] <] | Il ) el

:EI;IE:‘S:;' Status [ Data Maintenance Menu ] SuU perVISor Changes
Tr Please send comments/suggestions about this form to CAS2Net Support made =

Data Maintenance

= Note that above pay
pool superusers need

Session
Maintenance

Offline Interface

Pay Pool Notices to assign supervisors
Demo Reset WhO are in a
eDocuments

different pay pool
than the employee
using this module.
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Acqm
N
EDemo

\cqm
n
BDemo

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

Reporis
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

10/1/2015

Assign Employees to a Supervisor

Data Maintenance

Data Maintenance Menu

Meodify/Archive employee record using gquery form
Modify/Archive employee record using quick pick list
Insert New Employee Record

Assign Employees to a Supervisor I

eDocuments Maintenance

Replace PAS Code

Replace Office Symbol

Maintain Pay Pool

AcgDemo Training

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.

41



AC;I= Assign Employees to a Supervisor

BDemo

= The “Assign
Employees to a

Supervisor”
cm screen is
mDemo displayed.
Assign Employees to a Supervisor
Cnntri_butiun = SEIeCt a
:‘:::::t o Please Select a Supervisor to Assign Employees Su pe rV|SOr name
Self-Assessment Supervisor: (nullj----------mmmmm oo Vl Sort By: ® Name ) Org from the
g:ﬂ?:;;ﬂsg::i' ® First Level Supervisor ) Supervisor 2 ) Sub-Panel Meeting ' Paypool Manager O CSF dropdown ||St
Reports D0 and SEIeCt the
PO P Submit| |Reset )
Pt E ] supervisor role
Data Maintenance Menu
eDocuments you Want to

Pleaze send comments/suggestions about this form to CAS2Net Support

assign (first

contributs level, sub-panel,
Planning CSF, OI’ pay pOOI
Fecdback manager).

Mid-Point Review

10/1/2015 AcgDemo Training 42




Acqm
N
EDemo

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.

10/1/2015

Acqm
|
EDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Assign Employees to a Supervisor

Assign Employees to a Supervisor

Supervisor: Arnold, Bob (AMC/LH)

® 2015 O 2016

|v] Sort By: ® Name O

Org

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

Annual Appraisal
Self-A t

Reports

Closeout Self-
Assessment

eDocuments

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Welcome

Appraisal Status

[Jarndt, Aaron (AMC/LHXTA)

[ check/Uncheck All
ApMeton, Adam A{AMC/LHA)
M ArtE, Amy (AMC/LHXTA) [JBabbitt, Chris (AMC/LHXSA)

CiBrdiken, Billy (AMC/LH)

[1Burns, Barry (AMC/LHACA)

“eufler, Bryce (AMC/LHXTA)

[JCavasos, Carmen (AMC/LHXTB)

Clcelllin, Connie (AMC/LHACA)

[ Curtiss, Dan (AMC/LHA)

“IDaflby, Dyanne (AMC/LHXTB)

[CJpenaldson, Dennis (AMC/LHACB)

E‘Errlrsnn, Erica (AMC/LHXTBE)

[JEvans, Erin (AMC/LHACE)

= E\r.lm, Francis {AMC/LHX)

[JFarnsworth, Fred (AMC/LHACB)

CIFitd, George (AMC/LHXTA)

[JFreeman, Francis (AMC/LH)

DGa'eId, George (AMC/LH)

[JGonzalez, Helen (AMC/LHAC)

ool s, Garth (AMC/LHACE)

[IHansen, Ike (AMC/LHXTB)

[ Harris, Henry (AMC/LHADA)

[JHoang, Andrew (AMC/LH)

[CJHoang, Danielle (AMC/LH)

[CHoang, Eric (AMC/LH)

[JHummer, Hershel (AMC/LH)

[Irinski, Ivan (AMC/LHADA)

[Iverson, John (AMC/LHAD)

[Jerris, Jane (AMC/LHADA)

[Karnes, Keith (AMC/LHADBE)

[JLawrence, Lance (AMC/LHADB)

and Lock
fieports: [IMartinez, Mary (AMC/LHADB)} || (! Michelson, Nancy (AMC/LHXT)
CIMucker, Mark (AMC/LH) CIMance, Nolan {(AMC/LHAC)
Data i e
[Jo'Connor, Olive (AMC/LHADC) || [l Olson, Peter (AMC/LHACA)
Session e :
Mitenance I Parsons, Patricia (AMC/LHADC) || CJ Quarles, Richard (AMC/LHACE)

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

AcgDemo Training

[IReid, Richard (AMC/LHXTA)

[Jrhone, Ronald (AMC/LHADC)

[JSorenson, Sarah (AMC/LHAC)

[Jstewart, Tammy (AMC/LHADA)

[JTarman, Timothy (AMC/LHXSA)

[CJudell, Vincent (AMC/LHADB)

CUlanov, Uli (AMC/LHXSA)

[CIWinson, Vielet (AMC/LHXSB)

CIwilliams, Wilson (AMC/LHXSB)

[¥atey, Zane (AMC/LHADC)

[yeakley, Yolanda (AMC/LHXSB)

[JZurbriggen, Zack (AMC/LHXTA)

I Submit Ies_et

[ Data Maintenance Menu ]

Please send comments/suggestions about this form toc CAS2Net Support
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AC;I= 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

Assign Employees to a Supervisor

Contribution _
Planning upervisor: Arnold, Bob {AMC/LH) ﬂ Sort By: ® Mame O Org

Mid-Point Review

ol R ® First Level Supervisor ) Supervisor 2 ) Sub-Panel Meeting ' Paypool Manager ') CSF

Annual Appraisal =215 210

Self-Assessment
(] check/Uncheck All

Ml appleton, Adam A(AMC/LHA) M Artis, Amy (AMC/LHXTA)

Reports

c"}seiﬂs';:::tlf' | Butler, Bryce (AMC/LHXTA) M Dancy, Dyanne (AMC/LHXTE)
W1Emerson, Erica (AMC/LHXTE) Evans, Francis (AMC/LHX)
eDocuments = -
Clarmdt, saron (AMC/LHXTA) [l Babbitt, Chris (AMC/LHXSA)
| ClBracken, Billy (AMC/LH) || 0l Burns, Barry (AMC/LHACA) |
Superu M T
| [Clcavasos, Carmen {AMC@’LHK‘!’E]” [l Celon, Connie (AMC/LHACA) |
Contribution [ Curtiss, Dan (AMC/LHA) [] Donaldson, Dennis (AMC/LHACE)
Plﬂl'll'liﬂl] Meisame Ere faraci ooy MEearmeuaracth Cead fAasec i a—oh
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Acqm
N
EDemo

Acqm
iR
BDemo

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

10/1/2015

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

I Replace Supervisor Assignments I

eDocuments Maintenance

Replace PAS Code

Replace Office Symbol

Maintain Pay Pool

AcgDemo Training

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.

45



Acqm
N
EDemo

lcqm
n
BEDemo

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

10/1/2015

Replace Supervisor Assignments

= The “Replace
Supervisor
Assignments”
Update Supervisor Assignments screen is

. Cvcfe Year: d |Sp|ayed .

= Selecta
supervisor
name from the
“Original
Supervisor”
dropdown list.

pdate

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

AcqDemo Training g



AC;I= Replace Supervisor Assignments

BDemo

= Select which level of \Com
supervision you want i
to replace Update Supervisor Assignments
assignments for the " e
selected supervisor. id-Point Review ©2015 only
= Select the name of AU Apveasal NoRaner bk
the supervisor you ot ®First Lev
want to replace Closeout self- S
assignments with epprmnie —
from the e e o) v
“Replacement I T e T
Supervisor” Aoprasal staus —
dropdown. e § Dot pesiners e
u To clear SeleCtiOI’]S, LRl (NN e Please send comments/suggestions about this form to CAS2Net Support
click the “Clear” Maintenance
b UttO n ] Offline Interface
Pay Pool Notices
= To submit changes, Demo Reset

click the “Update” eDocuments
button.
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AC;I= Replace Supervisor Assignments

BDemo

\cqm
= CAS2Net .
. EDemo
displays a - -
message Update Supervisor Assignments
|ndicates the Contribution 11 Replacements of Bob Arnold with Francis Freeman
Planning
. . : L 0 1
number of el 02015 nd 2016
successful Annual Appraisal 02016 only
replacements Reports —
between the Slose ook OSupervisor2
'l:'?ul:--F‘ane! Meeting
tWO SeleCtEd eDocuments . ;t:_‘yFs-:-c-: Manager
Superviso rS- Original Supervisor:
Arnold, Bob (AMC/LH) [v]
Welcome Replacement Supervisor:
Freeman, Francis (AMC/LH) ﬂ

Appraisal Status
and Lock

s

Data Maintenance [ Data Maintenance Menu ]

Session

Mt enanen Please send comments/suggestions about this form to CAS2Net Support

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

10/1/2015 AcgDemo Training i



Acqam :
B Supervisor Dashboard

BDemo

= Have supervisors use the improved Annual Appraisal status to track

progress.
Annual Appraisal Status
Year: 2015
Employee Self-Assessment | Supervisor Narrative || Categorical Status || Numerical Status || Employee Review || Presumptive Status
Danielle Hoang @ @ None
Timothy Tarman @ % & None
Uli Ulanov @ g None
Key
Annual Appraisal Complete.
g Annual Appraisal Incomplete.
No Annual Appraisal Provided.
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Acqm History Module
N |

BDemo

= Select “History” button in the Employee Detail screen.

L P = w

Part 3: Complete this section for all employees requiring CAS2Net user accounts

CAS2Net Access: CAS2Net Access
EDIPI:
Group: Employee ﬂ

Part 4: Mid-Point Review Unlock

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

‘Update| | Archive| ‘ F{everl History |eDocuments | | Ciose|
_

TOP
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Acqm History Module
L] |
HMDemo

Employee History Data for: Aaron Arndt (ID# 43)

u Previous Past Assessments:
CyCIe data Click on the OCS score to be changed or the "Edit Assessment” button to change factor scores and text.
Wl” be OCS Score
I . 2002 55 n/a - Pres. Circum.
dISpIayed 2003 55 n/a - Pres. Circum.
1 2011 36 n/a - Pres. Circum.
. C“Ck on the 2012 36 n/a - Pres. Circum.
OCS score to
Chal"]‘ge.lt or Past Salaries:
the Edlt Click on the salary value to be changed.
Assessment”
bUtton to 2002 $31,307
2003 $32,278
Change 2011 $35,804
factor scores 2015 $38,005
and text.

Past Compensation Adjustments:
Click on the cycle year to be changed.

New G CRI CA CRI

Cycle Salary G IA Salary CA Al1DY BBM A2DY AD I Disc DiscOvrOvrRoll
2001 $30,102 $0 $1,231 $31,307 $0$1,231  n/a $1,620 $0 $0 $0 $0 $0 $0$0$0$0$0
2014 $37,628 $377 $0 $38,005 $0 $0 n/a $0  $500 $0 $0 $0 $0 $1%0%0%0%0
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Acqm

History Module
-
~/HMDemo
Edit OCS
Year: 2002

0CS Score: 42

Command: I'deate Cancel

Past Salaries:
Edit Salary

Click on the salary value to be changed.

2002
2003 TI7 278
2011 $35,804
2015 $38,005
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Acqm History Module
L]

Aaron Arndt - 2001 Compensation Adjustment Form

Assessment
# Factor Cat Score Score |Presumptive|(]|
1 [Problem Solving
2 [Teamwaork/Cooperation,
3 |Customer Relations
4 |Leadership/Supervision
5 |Communication
6 [Resource Management
0CS
Base Pay and Award Calculations Parameters
Base Pay 2001:$30,102 G:3.1%
Expected OCS: 38 CRI:2.26000%
Relative Score: +0.01 CA:|1.30000%
UR Pay: $32,507 SPL Year: 2001
LR Pay: $29,040 SPL $14,244
Intercept: !

CRI Target Pay: $30,099
CA Target Pay:$32,507
Rail Zone:C2

SPL Base:|1.0200430

Beta 1:
Beta 2:[1

[=]

CRI Delta Y:-%3
CA Delta Y:$2,405

Alpha 1:| 1.000000
Alpha 2: 0.237000

G$f $933
Alphal CRI Delta
Discretionary CRI: 30

Alpha2 CA Delta Y:$569
Discretionary CA: 50

New Base Pay2002:$31,035
Total Award: $569

Command: Wm‘
10/1/2015 AcgDemo Training
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Acqm
N

~EDemo

Reports

» Click “Reports” from the Navigation Bar. 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

10/1/2015

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, IT 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 IT By Supervisor
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
I Supervisor Roster by Employee I

Supervisor Roster by Supervisor
Zone A/CIP Report

AcgDemo Training
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Acqm
-
HEDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
Planning

Additional

10/1/2015

Supervisor Roster by Employee

Pay Pool Selection: AMC/LHv

® PDF
HEpoct bormat: ) Excel .

Command: | Generate

Return to Reports Menu|

AcgDemo Training

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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Acqm Reports
-

~/HMDemo

Acqm .
B Supervisor Roster by Employee

= CAS2Net generates ~ EDemo
the report in PDF
H Employee Name Supervisor, Level 1 Sub-panel Supervisor Paypool Manager
format (Or Excel If Appleton, Adam A, AMC/LHA Francis Freeman Chris Babbitt Bob Arnold
selected) i Amdt, Aaron, AMC/LHXTA Francis Freeman Chris Babbitt Bob Arnold
Artis, Amy, AMC/LHXTA Francis Freeman Chris Babbitt Bob Arnold
Babbitt, Chris, AMC/LHXSA Francis Freeman Chris Babbitt Bob Arnold
Burns, Barry, AMC/LHACA Francis Freeman Chris Babbitt Bob Arnold
n Report dlsplays the I|St Butler, Bryce, AMC/LHXTA Francis Freeman Chr?s Babb?tt Bob Arnold
. Cavasos, Carmen, AMC/LHXTB ke Hansen Chris Babbitt Bob Armold
Of employees N the Celon, Connie, AMC/LHACA Peter Olson Chris Babbitt Bob Arnold
Curtiss, Dan, AMC/LHA Ike Hansen Chris Babbitt Bob Arnold
SeleCted pay pOOI Dancy, Dyanne, AMC/LHXTB Francis Freeman Chris Babbitt Bob Arnold
. . Donaldson, Dennis, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
along W|th thell’ Emerson, Erica, AMC/LHXTB Francis Freeman Chris Babbitt Bob Arnold
. . Evans, Erin, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
aSSIg ned Su pe rvISOrs. Evans, Francis, AMC/LHX Francis Freeman Chris Babbitt Bob Arnold
Farnsworth, Fred, AMC/LHACB Richard Quarles Chris Babbitt Bob Arnold
Fites, George, AMC/LHXTA Nancy Michelson Chris Babbitt Bob Arnold
Freeman, Francis, AMC/LH ke Hansen Chris Babbitt Bob Arnold
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, ke, 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 Armold
Irinski, lvan, AMC/LHADA Tammy Stewart Chris Babbitt Bob Arnold
lvarann .Inhn AMC/1 HAD Nan Curtiss Chriz Rahhitt Bnh Arnnld
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Acqm
-
“/HDemo

Use the Supervisor
Roster Report to
review the
supervisory
structure of your

pay pool.

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

Select the
“Supervisor Roster
by Supervisor”
reports link.

10/1/2015

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

Reports

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, IT 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 II By Supervisor
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report

Supervisor Roster by Employee

l_Supervisor Roster by §upervisor |

Zone A/CIP Report

AcgDemo Training =



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.

Supervisor Roster by Supervisor

Contribution Report Options

Planning

Pay Pool Selection: AMC/LH V|

Mid-Point Review

Self-Assessment .
Report Format: — EDi:

. ) Excel
Annual Appraisal
Self-Assessment Command:
———

Reports

Return to Reports Menu|

Closeout Self-
Assessment

eDocuments

Pay Pool Administrator
Menu

Contribution
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Acqm Reports

= CAS2Net generates the
report in PDF format Acqm

(or Excel if selected). B Supervisor Roster
EDemo
n Report d |Sp| ays the aypool Manager Sub-panel Supervisor First Level Supervisor Employee Name
job Amold, AMC/LH Chris Babbitt Chris Babbitt Hoang, Danielle , AMC/LH
breakdown of the Tarman, Timothy , AMC/LHXS,
. Ulanov, Uil , AMC/LHXSA
supervisory structure Dan Curtiss Gonzalez, Helen , AMCILHAC
| , John , AMC/LHAD
for the selected pay Nance, Nolan | AMCILHAC
Eileen Daniels Hoang, Enic , AMGILH
p00| . Sorenson, Sarah , AMG/LHAC
vinson, Violet , AMC/LHXSB
Williams, Wilson , AMC/LHXSE
Yeakley, Yolanda , AMC/LHXS
- Thls report |S Francis Evans Michelson, Nancy , AMC/LHXT
. . Francis Freeman Appleton, Adam A, AMC/LHA
esse nt|a||y a wiring Amdt, Aaron , AMC/LHXTA
Attis, Amy , AMC/LHXTA
d|ag ram for the Babbitt, Chris , AMC/LHXSA
. . . Bums, Barry , AMC/LHACA
organization displayed Butler, Bryce . AMC/LHXTA
. Dancy, Dyanne , AMC/LHXTB
horizontally rather than Emerson, Erica , AMC/LHXTB
Evans, Francis , AMC/LHX
vertical |y Quarles, Richard , AMC/LHACI
George Fies Foang, Andiew  ANCILH
10/1/2015 AcqDemo Training 2



Acqm
N

MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, IT and I1I - Single Employees
Appraisal Form Parts I, IT and IITI - All Employees
CAS2Net Status Report & Excel Spreadsheet

Reports

The “Employee
Roster” report is
useful to see all

Annual Appraisal
Self-Assessment

Mid-Point Review - Single Employee the employees

Reports Mid-Point Review - All Employees in the pay pOOI.
CloseoitSclf- Closeout Assessment - Single Employee

Assessment Closeout Assessment - All Employees

eDocuments Appraisal Form Part IT By Employee

Appraisal Form Part IT By Supervisor
Appraisal Status Report

Pay Pool Administrator
Menu

Contribution e—
Planning Post-Cycle Activity Report

Download Employee Data

Employee Roster

Additional Supervisor Roster by Employee

Feedback Supervisor Roster by Supervisor

Mid-Point Review Zone A/CIP Report

Annual Appraisal
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Reports

= CAS2Net refreshes the screen to display the Employee Roster Generation Options.
= Select a pay pool from “Paypool Selection” dropdown.
= Click the “Generate” button.

Planning

i i i I Pay Pool Selection: AMC/LH |V I
Mid-Point Review
Self-Assessment ) USAF

Option:
= ® All oth

Annual Appraisal ) il
Self-Assessment Report Format: ® PDF

O Excel
Reports

‘® Name
Closeout Self- Sort By: O Office Symbol
Assessment ) ID
eDocuments Command: | Generate

Return to Reports Menu|
Pay Pool Administrator
Menu

Contribution
Planning
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Acqm
|
BDemo

= CAS2Net
generates

Reports

Acqm
|

Employee Roster

the report in MDemo
Pay Pool

PDF format ID  LastName First Name MI Suffix SSN Office Presumptive  Retain Career BB Occ  Base Locality CCPO Prev StartDate

(last4)  Symbol Status Pay  Paih  level Seres Salary  Code 0cs

(Or EXCG| I.I: 2612 Appleton Adam A 4145 AMC/LHA  None N NH 3 1550 569,561 A3 69 O1-JAN-1
43 Amdt Aaron 0138 AMG/LHXTA Circum (recertify) N NK 2 0322 $38,005 9L 37 O1-FEB-99
19 Artis Amy 3720 AMC/LHXTA None N NH 2 0318 557,827 9L 61 01-FEB-99

Se|eCted) . 15 Babblt Chris 0912 AMCILHXSA None N NA 3 0803 565,685 5L 65 24-0CT00
1843 Bums Barry 6289 AMG/LHACA None N NH 2 1515 $57851 41 9. 58 12-AUGDI
44 Butler Bryce 0219 AMC/LHXTA None N NH 4 0025 505665 41 9L 85 01-FEB-99
45 Cavasos Carmen 7386 AMCI/LAXTE None N NA 2 0246 559598 41 oL 63 OI-FEB09
21 Gelon Connie 4913 AMG/LHACA None N NH 3 0334 $76232 41 9L 73 01-AUG03

Report 4 Curtiss Dan 9047 AMC/LHA  None N NH 4 0830 595,030 41 9L 85 01-FEB-99

) %  Dangy Dyanne 0943 AMCILAXTE None N NK 1 0322 5230961 41 OL 15 01 FEB 9

d| Spl ays a“ 22 Donaldson Dennis 3941 AMG/LHACB None N NK 2 0318 $36538 41 O 40 01-FEB-99
47 Emerson Erica 8824 AMC/LHXTB Circum (recertify) N NH 2 0341 $64723 41 9L 64 O01-FEB-99

the Demo 75 Evans Erin 3175 AMC/LHACE None N N3 0830 565182 41 OL 69 OIFEBO9
§  Evans Francis 9045 AMG/LHX  None N NH 4 0830  $111896 41 9. 93 O0I-FEB-99

employees 24 Famsworth Fred 7422 AMC/LHACE None N NH 2 0830 $51758 41 oL 57 O01-FEB99
7 Fies George 8173 AMCI/LAXTA None N NH 3 0896 552748 41 O 82 DI-FEB99

for th e 2 Freeman Francis 9153 AMC/LH  None Y NK 2 0318 $29713 41 9. 26 01-FEB-99
3 Garfield George 8079 AMC/LH  None N NS 4 0856 504186 41 oL 83 O0I-FEB99
&  Gonzalez Helen 075 AMG/LHAC _None N NH 4 0340 5110691 41 O 93 15MAY-03

SeleCted pay 25 Grimes Garth 5297 AMC/LHACE None N NH 2 0850 $35702 41 9L 36 O0I-FEB-99
18 Hansen Ike 3651 AMC/LHXTB None N NH 3 0830 $67375 41 9L 68 O01FEB.99

pool and

some of their

and pertinent

information.
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Acqm
N

MDemo

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

10/1/2015

Reports

Full Access User Reports

Appraisal Form Parts I, IT and III - Single Employees
Appraisal Form Parts I, II 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 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

AcgDemo Training

Reports

The “Download
Employee Data”
report is actually a
download to CSV.

It is useful for
downloading
employee data in
CAS2Net for local
use.
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Acqm

CAS2Net refreshes the screen to
display Download Employee
Generation Options.

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal

Reports

Download Employee to Spreadsheet File

Report Options

Pay Pool Selection:

Ofc of Secy Army

Self-Assessment

Records Selection: ® Demo employee records only

BReport= O All demo and non-demo employee records
= Select a pay pool from “Paypool Clossout Self-  pay pal

Pay Pool Manager

H 7 ¥ Managers Meeting Manager
Do ts g g g
Selection” dropdown. ST Sl b
Wl 1st Level Supervisor
[] Center Senior Functional
CAS2ZNet ID#
1 Wel ¥l EDIPI
= Select or de-select desired data clcome 1 sen
Reports ¥ Employes Name
elements . Data Maintenance gg‘:lga'dtiress
Session End Date
Maintenance [ PAS Code

¥ Home Organization
| Retained Pay Status
¥ Presumptive Status
Temp/Perm Promotion
¥ CCPO Code

W Career Path

¥ Broadband

¥ Occ Series

Locality

W Current Base Salary
M Previous OCS

i Expected OCS

W Preliminary Scores

Offline Interface Data Fields:

= (Click the “Generate” button.

Pay Pool Notices
Demo Reset

eDocuments

=  Qutput will be a Comma Separated
Values (CSV) file which can be
imported into Excel or other
applications.

Final Scores
¥ Current OCS
Wl User Group

3 At SV) file
I Command: :_éenera{é-_.

|Return to Reports Menu
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Acam _ _ _ .
B Mid-Point Review Report with Rater’s Name

BDemo

The mid-point review report shows the Rater’s name in the header

Mid-Point Review for Adam A Appleton
RATER: Bob Arnold

As of 09/15/14 15:15
Broadband Level: Occupational Series: Career Path: Expected OCS:

I 1550 - Computer Science NH - Business Management and 70
Technical Management Professional

Contribution Planning:

Appleton CP

Employee Self-Assessment:

Supervisor Assessment:

Problem Solving

mid point review by supervisor

Teamwork/Cooperation
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Acqm

eDocuments Module
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Acqm
N
EDemo

eDocuments Module

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

Contribution
Planning

Mid-Point Review

Employee

Employee Supervisor
Signature Signature

Manager
Signature
(Optional)

eDocument
Status

Self-Assessment

Annual Appraisal

No Employees Selected

Self-Assessment
Reports

Closeout Self-
Assessment

eDocuments

Key:
bed

E

Complete.

Incomplete.

Not Provided.

Pending Final Approval. Employee Annual Appraisal document is not ready for signatures.

Full Access User Menu

Welcome
Reports
Data Maintenance

Session
Maintenance

Offline Interface
Pay Pool Notices
Demo Reset

eDocuments

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

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: |2014 ™

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 @ m

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

KK KKK XK

George Garfield

Annual Appraisal

Closeout Key:
Assessment @

Complete.
Welcome @ Incomplete.
Reports Not Provided.
eDocuments
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Acqm

eDocuments Module

For supervisors and managers, the eDocument Status page lists Annual Appraisals by employee for a given appraisal cycle.
* Use the Year dropdown to select a fiscal year.

* Click the Employee Name link to go to the eDocument update page.

Acqm
|
MDemo
eDocument Status - Annual Appraisal(s) for Year: (2014~
Contribution .
S Employee Supervisor Manager Signature eDocument
Blanning Emploves 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 @ Incomplete.
Reports Not Provided.
eDocuments
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Ac
:= eDocuments Module

~/HMDemo

 You'll need to get

Acqm
the Annual ]
. EDemo
Appraisal to
attach your eDocument - 2014 Annual Appraisal for Amy Artis

signature. FOr s
Planning

the first person

Mid-Point Review The 2014 Annual Appraisal for Amy Artis has.a 2
to Slg n y CASZ Net GEIEESEs R To req_uest a new document, click the CAS2Net report link3 Genera!e ?014 Annual .:Anprnisal PD
N Annual Appraisal Et;g;\:lltn;ed to saw;ekthe g:}nerated report file to your computeosisaing.andunloading
provides a report Self-Assessment e Bncime g o
i Reports
Iln k to gene rate To upload a signed document, use the browse button below to locate your saved document and click
H Closeout Self- "Upload File”.
the PDF flle Assessment
™ . File to upload: Browse...
. eDocuments
* Click the
Welcome
Generate
Adobe P DF Fi Ie Note. Refer questions related to this document to the Pay Pool Administrator

or Amy Artis's 1st Level Supervisor, Tke Hansen.

link to produce
an unsigned copy
of the CAS2Net
report “Appraisal
Parts 1,11, and
.
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Acq.
B eDocuments Module

~/HMDemo

Acqm
B

MDemo If a signed copy of the
eDocument - 2014 Annual Appraisal for Aaron Arndt Annual Appraisal has

--------------------------------------------------------------------------------------------------------

Contribution E File upload successful. The eDocument has been updated in the CAS2Net Document Repository. E a | rea dy been Saved'
S e D R R R A

’
youlll need to ade
Self-Assessment .
Annual Appraisal Appraisal Parts I, 11, and IIL.pdf 09-SEP-2015 11:06:51 AM yOU r Slgnatu re to
Self-Assessment Click the file name link to open the document. To save to your computer, right click the file name and Sa me docu me nt

choose "Save Link As..."

Reports

Closeout Self- . .
To upload a signed document, use the browse button below to locate your saved document and click

Assessment . £
Upload File".
o . . o .
© (:cumen ° File to upload: | Browse... nght ClICk the Flle
Welcome

el
Signature Status

download the
Employee Name: Date Signed: R R
(1 snature o A 09/09/2015 previously signed copy
oo Signature Method: (O Digital ' Handwritten O Declined to Sign
of the CAS2Net report
Save 5
“Appraisal Parts I, I,
and I11”.

Note. Refer questions related to this document to the Pay Pool Administrator
or Aaron Arndt's 1st Level Supervisor, Francis Freeman.

This example will now
follow “ Aaron Arndt”
through the rest of

the process. -



Acam
| Use Adobe Pro to Sign the Appraisal

BDemo

 Use Windows File Explorer to locate the PDF file.

e Right click on file name and select Edit with Adobe Acrobat

[] MName Date modified Type Size

"X Appraisal Parts Ii_and Ill Open with Adobe Reader XI F\crobat D... 18 KB
Open
Print

Open with Sublime Text 2

Edit with Adobe Acrobat {}
Combine files in Acrobat...

Edit with Notepad++

B po

Convert to PDF in Foxit Reader

Scan for Viruses...

Open with ¥

Share with k
Restore previous versions

Send to b
Cut
Copy

Create shortcut
Delete

Rename

Properties
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e Click the Sign button
* Click Sign with Certificate under the Work with Certificates tab

CCAS SALARY APPRAISAL DOCUMENT FOR 2014
Part I: CCAS Salary Appraisal Form

E Sign with Certificate

Name: Aaron Amdt Series: 0322 Appraisal Period:

CASZNetID: 43 Broadband Level: From: 01-0CT-13 :

Organization: AMC/LHXTA Retained Pay: No To: 30-SEP-14 Eﬂ; Time Stamp Document
Career Path: K Presumptive: Due to circumstance (recertify)

lﬁ Validate All Signatures

Approved By: | Pay Pool Manager Effective Date of Appraisal: January 1, 2015
Discuss evaluation with employes and obtain signature conf Signature of employee does not constitute agreement with
CCAS apprasal

- Dapeaby sageesi by o
danielle_dancy@sra.c 2 .
om e e e
Supervisor Print | Sign Oate
Employee Print [ Sign Date
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Acam
| Use Adobe Pro to Sign the Appraisal —

The message box below appears.

e Click the Drag New Signature Rectangle ... button

r I
Adobe Acrobat A ﬂ

. ) To begin signing, choose the 'Drag New Signature Rectangle’ button, and then
' 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
signing process.

L Drag New Signature Rectangle ... J { Cancel ]

L#
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Use Adobe Pro to Sign the Appraisal

e Choose the certificate from the Sign As: dropdown box.

e Click the Sign button.

Sign As: danielle_dancy@sra.com (Communications Server) 201680

Certificate Issuer: Communications Server Info...
CCAS SALARY APPRAISAL DOCUMENT FOR 2014
Part |: CCAS Salary Appraisal Form
Hame: Aaron Amdt Series: 0322 Appraisal Period: Appearance: Standard Text ¥
CASINetID: 43 Broadband Level: From: 01-0CT-13
Organization: AMCALHNTA Retained Pay: Mo To: J-SEP-14
Carcer Path:  nx Presumptive:  Due o circumstance (recertfy) Digitally signed by
Approved By: | Pay Pool Manager Effective Date of Appraisal: January 1, 2015 d a n i e I I e da n danie"e_dancy@sra_com
guc:sm“:z:mmwlﬂfﬂmmswm CAANLER SRune BF $TECybE GIH 0T CORSELE IR A S DN:

cn=danielle_dancy@sra.com

pr——— = CY@Sra.COM  pate:2015.09.09 1029:59

——

om e -05'00"
wperymor Frant [ Sign Date
Emgioyes Print TEgn Bame
[_] Lock Document After Signing @
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Use Adobe Pro to Sign the Appraisal

* |If prompted, enter your CAC PIN.

ActivClient Login - -2

-

Activldentity

ActivClient

Please enter your PIN.
| Ny i
l [ ok | cancel |
. — !
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Save the Signed File

e 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 LII, and 1l 9/9/2015 10:03 AM Adobe Acrobat D.. 18 KB
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AC;I= Upload the Signed File
BDemo

eDocument - 2014 Annual Appraisal for Aaron Arndt

locate the file you just

S|gned. Appraisal Parts 1,11, and LTILpdf 09-SEP-2015 11:06:51 AM

Cheke tha file name link 1o open the documant. To save to your computer, right dick the fle nama and
choose "Save Unk As..."

Use the Browser to

Click Upload File to
make the file available Tm‘?“:wHMMW.MIHHW“MMWHDMIGNH!HM documaent and click

for the next person to File to upload; | Browse... | Upload File

sign it or to make it : :

available for sending to

’ Employes Name: “Date Signed:
t h e e m p I Oyee S eo P F' - 5'9”':[#" Aanron Arnde 09/ 09/2015 | Calendar
Cartifipd A
Complete Sipnature Method: Dugital Handwmnitten Dedined to Segn
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AUtoNOA Process



Acqm

Background

 The AutoNOA process with CAS2Net can be
considered a learning experience

— Prove programs are portable across components
— Quantity not enough to make an impact on cost

— Within 3 years could be as many as 46,000
employees in AcqDemo

— To collect signed appraisal forms for AutoNOA,
the new eDocuments module has been built into
CAS2Net

o CAS2Net users must have Adobe Pro to digitally sign
appraisal forms




Ac
ﬂ'= AUtoNOA Process Description

 Upload signed appraisal forms to eOPF via AutoNOA
— AutoNOA staff will process documents to employees’ eOPF

— No longer need to scan and process each appraisal form
Individually

— Army has access to eOPF for global Army users

e CAS2Net eDocuments Transfer module

— Rename signed and uploaded appraisal forms to AutoNOA
specifications

« SSN and date formatted as 8 digits is current naming format,
but expect change to DoD ID and date in future

— Collect and compress signed appraisal forms in a zip file
— No need for DCPDS region information



Acam AutoNOA Process Description

N :
EDemo (continued)

 AutoNOA has a team managing incoming
files

e How do we send files to AutoNOA?
— Option 1: Secure FTP via ALTESS

— Option 2: Give AutoNOA team access to
CAS2Net software to pull files using Regional
Notices module (CAS2Net currently does this for
the DCPDS regions)




Acqm

Timeline

e January 2016 is the target date for the first
AutoNOA upload

 Trials and mock uploads will be tested throughout
the end of cycle phase

 DCPDS transactions need to be completed a week
after the first pay period in January 2016

e Incorporate any grievances if needed

— For grievances: we’ll pull out the one that’s revised if
needed, we don’t need to put the entire upload on
hold; records can be revised individually after main
upload



Acqm Reports

BDemo
Other reports available to Pay Pool Administrators

» Appraisal Form Parts I, 11, and Il — Single Employees (and All Employees) generates one or all
parts of the Appraisal for a specified employee or all employees for a specified supervisor.

= CAS2Net Status Report & Excel Spreadsheet shows all statuses for all employees in the pay pool.
=  Contribution Planning Status shows status only for Contribution Planning.

»  Mid-Point Review — Single Employee (and All Employees) generates the Mid-Point Review Form.

= Closeout Assessment — Single Employee (and All Employees) generates the Closeout Assessment
Form.

= Appraisal Status Report shows status only for Appraisals.

= 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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Acqm Questions

= Do you have any additional questions?

THANK YOU
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