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Course Objectives

At the completion of this course, participants will be able
to
— Review changes for 2015

— Summarize the main functionalities of the Sub-Panel and
Compensation Management (CMS) tools

— Understand the structure of the Sub-Panel and CMS tools
— Understand the overall role of a Pay Pool Administrator

— Know when and how to make a “round trip” between Sub-
Panel spreadsheet or CMS and CAS2Net

— Understand how to use the Sub-Panel and CMS tools when
supporting a sub pay pool or a pay pool
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= Added capability to convert the CMS into a grievance calculator
= Presumptive employees now added to download import

= Presumptive status can be changed in the CMS and Sub-panel
spreadsheets

= Added a column on the Data sheet to indicate when employees
are coming off Retained Pay

= Added ability to import multiple file into the Sub-panel
spreadsheet
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Overview of
CAS2Net and CMS
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= QOracle application called CAS?Net
— Online @ _hitps://academoii.army.mil

Master Database

— Used to update and maintain all pay pool personnel data, add and delete
records, and record post-cycle activities

— Used to generate data files for import into the spreadsheet

Appraisal and Sub-Panel Meeting Modules
— Used by first level supervisors to set scores and to input factor comments

— Used by second level supervisors in concert with first level supervisors to
review scores (sub-panel meetings)
= This can also be done in the Sub-Panel or CMS spreadsheet

- Used to print forms
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Acq. You are logged in as George Garfield
Change Session | Logout
Tl
EDemo

Employee Maintenance
Contribution

Mid-Point Review
Self-Assessment
Modify/Delete employee record using query form
Annual Appraisal

Self-Assessment Modify/Delete employee record using quick pick list
Closeout Self- Insert New Employee Record
Assessment

Reports Assign Supervisors to an Employee

Assign Employees to a Supervisor

Replace Supervisor Assignments

Welcome Replace PAS Code

Reports Replace Office Symbol

Data Maintenance
Session Maintain Pay Pool
Maintenance

Offline Interface
Paypool Notices
Demo Reset

RT Database
Maintenance
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CMS Spreadsheet Overview

= The spreadsheet is a Microsoft Excel workbook called CMS 2015 v1.0.xIsm
consisting of 10 tabbed worksheets™

= The workbook may be downloaded from the Pay Pool Notices section of
CAS2Net located at hitps://acqgdemoii.army.mil. The workbook initially comes
“empty” and must be populated with data by importing a file

= CAS2Net, a database application written in Oracle, creates the import files.
Any time afileis imported into the workbook, all existing data are
cleared and replaced with data from the imported file

Note that there is a version for Sub-Panels that will be introduced later
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£ B i D E F G H | J K L M N (0] B Q R
: Compensation Management Spreadsheet
2 Cycle: 2015 Version: PR 02
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Data/Spreadsheet Download - Downloadthe data file from the CASENet, Pay Pool Data Last Import: &M18/2015 (11:16:26 AM}(COT)
G then click on Importto loadthe file into this spreadsheet. Import View Export Last Export:
7 . . . LastModified: |  UseToday
Appraisal Score Entry — Once the file has beenloaded, assign categorical
8 andfinal scores for eachfactor, andview reports and graphs. Parameters
9 Score Normalization -- Compare score distributionsto lookfor anomalies
10 and scale differences. Runpreliminary pay adjustment scenarios. Set CRI SetCRIand CA Parameters
and CA parameters and assign pay outs to employees.
11 Summary Reports
12 Data Maintenance — All additions, deletions, and modifications must be ry P
done in the central database. All columns exceptfor data entry and “wild- Rails Report
13 card” are locked. To preserve your work, export the data fromthis
14 spreadsheetand uploadto CAS®*Met before changing any information in Career Path Factor Matrices ranked by Final Score
15 CASINet. areerramh factor Tairices rankec by Tinal score
16 Final “G" Setting — This spreadsuhge_t comeswith a bestestimate of"G.” Summary Statistics of Delta OCS
17 Once you have beennotifiedthat "G” is set, make a final roundtrip to
18 CASZMet. The final"G” value and related parameters will be includedinthe o, .
19 |dewnload ofyour paypool data. Distribution of Delta OCS
20 Final Compensation Setting — After the final roundtrip to update "G", Customizable Summa
29 finalize the pay adjustments and awards for your pay pool. ustomizable summary
Data Upload — Use Exportto create a file for uploading the results from your
§§ pay pogl to CASINet p P g ¥ Scatter-plots of OCS Score by Salary
Mew Pay & 2016 SPL
24 Generate Part 1's — First usethe filters to selectemployees; sort data by Current Pay & 2015 SPL
25 preferred order; then click on the Generate Part | to generate Part| of the Part 1 of A isal F
% Appraisal Form for each selected employee. a of Appraisal Forms
27 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sort to put the data in preferred order.
ig Generate Part 1 of Appraisal Forms
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CCAS Software Overview

= Sub-Panel Meeting Spreadsheet (MS Excel application)
— Offline alternative for sub-panel to review/set scores for sub-panel
— Spreadsheet is called Sub-Panel Meeting 2015 v1.0.xIsm

* CMS Spreadsheet (MS Excel application)

— Review scores of entire pay pool
— Used to set GPI, CRI, and CA compensation adjustments
— Used to generate Part | of each employee’s appraisal form

= Comma-delimited text files (.csv)
— Used to pass data between the database and the two spreadsheets

10
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CAS2Net

Database

User Modules

Browser CMS Spreadsheet Browgs
P ergw;ne/ - = Fﬁhi Factor comments
ata : : —I—"" | and appraisal
Changes 4 —_Z g e— scores
S BT >

.. Supervisors
Pay Pool Administrator pand

Sub-panel Managers

11
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Sub Panel Spreadsheet Structure

12
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Sub Panel Spreadsheet Overview

What it is:

= The sub-panel spreadsheet is a Microsoft Excel workbook called Sub-
Panel Meeting 2015 v1.0.xIsm

= |tis atool to help supervisors rate their employees

= The sub-panel spreadsheet duplicates some of the
functionality of the online assessment module

What it is not:
* |tis not used to determine compensation
* |t does not generate Appraisal Forms

13
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Tab

1. Contents Provides a brief description of the workbook, its purpose, and
contents

2. Data Is the main worksheet in the workbook

3. Matrix Rank orders employees by individual factor score and by OCS

4. Ralils Provides counts and percentages of employees by rail position

5. Delta Stats  Displays Delta OCS averages and standard deviations

6. Delta Plot Displays the data from the previous tab in graphical form

7. Cur OCS Shows OCS vs. current (unadjusted) pay on top of the CY2012
SPL and rails

14
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Sub Panel Spreadsheet “Contents” Tab

£ B % D E F G H I J K L M N 0 B Q
1 Sub-Panel Meeting Spreadsheet
2 Cycle: 2015 Yersion: PR 01
3 The purpose of this spreadsheet is to assign preliminary and final contribution scores to employees.
4
5 Data/Spreadsheet Download -- Downloadthe offline managers meeating Paypool Data Last Import:
6 data file from CAS2Met and save itto your hard drive, then click onImport to I - Last Export:
- : mport Vie Export
7 loadthe file into this spreadsheet. - Last r.mdiﬂed:l:l m
8 Appraisal Score Entry -- Once the file has beenloaded, click Viewto go Scores
g directly to the Datatab to enter preliminary andfinal scores. To assign
scores using aninterface thatis similarto the on-line Managers Meeting, Group into Categories
10 click the Groupinto Categoriezlink. This form filters employees by Career
Path, Factor, and Score Level. For each score level (1 through 4) selected
11 |there will be between four and seven list boxes representing the available Summary Reports
12 preliminary scores farthat level plus boxes representing the upper and lower .
13 |limits ofthe preceding and next levels, respectively. Employees without a Rails Report
14 preliminary score will show up inthe Unrated listbox. Employees can be . .
moved aroundin listboxes (left, right, up and down) and toffrom the Unrated Career Path Factor Matrices ranked by Final Score
15 listboxusingthe buttons on the form. To assign afinal score, double-click
1? SEELLEeE Summary Statistics of Delta OCS
18 Data Maintenance -- All additions, deletions, and modifications must be L. .
19 donein CAS2Met. All columns exceptfor data entry and “wild-card” are Distribution of Delta OCS
locked. To preserve your work, export the data fromthis spreadsheet and
20 uploadto CASZMet before changing any information in the database.
21 Scatter-plots of OCS Score by Salary
Data Upload -- Use Exportto create a file for uploading the results from your
22 | |pay poolto CAS2Met, Current Pay & 2015 SPL
23
24
25
26
27
28
29
30

i
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= Provides a brief description of the workbook, its
purpose and contents

= Appears first as you open the workbook and activate
the macros

= Allows to import and export files and navigate around
the workbook

= Displays the cycle year in the upper left corner just
below the red title bar. The date and time of the last
import and export of files into and out of the workbook
are shown in the upper right corner

16
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Return to
Main Menu

Sub Panel Spreadsheet “Data” Tab

B

Goto
Scores

Tota! CY 14 Base Pay =

Headings forwildcards.
Select cell above heading,
arrow down, and edit heading

Blue arrowsindicate fields in formula bar.

setto fiter the data.

Last Name First Name Middle Suffix |CASZNet ID |Paypool Office Symbol d d % = - 'E = Occ
Initial ] E - § series
- REIE
i £ & &
E 5 S
- - - - - - - - - - - - w
Garfield George 3 AMCILH | ANMC/LHAA a 0 0 MNH 3 0856
Harris Henry 26 AMC/LH | AMC/LHAB a 0 0 NH 2 0830
Grimes Garth 25 AMCILH | AMC/LHAA a 0 0 NH 3 0343
Donaldson Dennis 22 AMCILH | AMC/LHAA b 0 0 MK 2 0318
Irinski van 27 AMCILH | AMC/LHAB b 0 0 MK 3 0085
Karnes Keith 29 AMC/LH | AMC/LHAB b 0 0 MK 2 D085

Enter an X in this row to hide columns

Career Path
NH Business Mgmt & Technical Mgmt Professional
MJ Technical Management Support
NK Administrative Support

Presumptive Status

N_Blmre

» M| Contents | Data . Matric - Rails -~ Delta Stats Delta Plot " Cur OCS . #2

dy | 17
]
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= Contains all of the data

= |s where individual contribution factor scores are
recorded

= Has 3 yellow-colored “Wildcard” columns that let you
enter your own data, formulas, etc.

* [ncludes built-in “Add-ins” support functionalities such
as Validate, Clear Circles, Highlight, Hide/Unhide,
Clear All Filters and Sort

= Has 2 links in the upper left corner: one to return to
the Main Menu (Contents) and one to go to the
Scores section of the Data tab (further right in the
worksheet)

18
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| A B| C D E G H J K M N ] P R S T U w X Y Z Al AC AD AE Al AH Al AJ AL AM AN
Return to Main Menu
Return to Data
Factor Matrix
All NH NJ NK
|
Each list gives the name All Career Paths NH Career Path
and integer score on the
factor. Lise the buttons to
rank order the lists by Final Scores
integer score. 2014 OCS prb solving team wk cust ritns leadership comm rarc mgmt
NK Donaldson Dennis 2 47 Garfield George 3 TS Garfield George 3 73 Garfield George 3 73 Garfield George 3 73 Garfield George 3 73| Garfield George 3 73 Garfie
NK  Irinski hean 3 59 Harris Henry 2 79 Harris Henry 2 73 Harris Henry 2 73 Harris Henry 2 73 Harris Henry 2 73| Harriz Henry 2 73 Harris
Rank Onder NK Karnes Keith 2 44 Grimes  Garth 3 79 Grimes  Garth 3 73| Grimes  Garth 3 73|Grimes  Garth 3 73 Grimes  Garth 3 73|Grimes  Garth 3 73| Grime:
Lowest to Highest MH Garfield George 3 74
NH Harris Henry 2 T4
Rank Order NH Grimes Garth 3 T4
Highest to Lowest
Rank Order
Lowest to Highest
by Broadband
Rank Order
Highest to Lowest
by Broadband
4 » M| Contents . Data | Matrix ./ Rails - Defta Stats . Defta Plot . Cur OCS %1 [ Il |

11
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= Rank orders employees by individual factor score and
by OCS. Employees are identified by career path, last
name, first name, and broadband

* |ncludes a sort order on scores (low to high or high to
low) that may be done by broadband or across all
broadbands

— The order can be selected with the four buttons on the left

= Has links in the upper left corner to return to the Main
Menu (Contents) worksheet or the Data worksheet

20
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Sub Panel Spreadsheet “Rails” Tab

Inappropriately compensated above the rails
Appropriately compensated between the rails = SPL
Appropriately compensated between the rails <= SPL
Inappropriately compensated below the rails

A B C D E F G H J
Return to Main Menu
]
Rails Report
Final
NH NJ NK Total
Rail Zone| Number Percent | Number Percent| Number Percent [Number Percent Definition of Rail Zone
A 0 0.0% 0 MIA, i 0.0% 0 0.0%
| 1 33.3% 0 MNiA 0 0.0% 1 16.7%
Cc2 0 0.0% 0 MNiA 3 100.0% 3 50.0%
B 2 66_T% 0 MNIA, 1] 0.0% 2 33.3%
Total 3 100.0% 0 MNIA 3 100.0% 6 100.0%
Upper and Lower Rails
G551 Step1 SPL base CCSs Upper Rail Lower Rail SPL
2014 $17,881 1.0200425 min 1.00 519,809 516,874 518,341
max  115.00 5190256  S$162,070 5176,163
4 » M| Coptents " Data " Matrix | Rails . Delta Stats Delta Plot " Cur QC5 ¥J

nER!

21
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* Provides counts and percentages of employees by rail

position
— The table shows rail position by career path based on final,
numerical OCS

* |ncludes a link to the Main Menu (Contents) worksheet in
the upper left corner
= Prints reports clicking on the printer icon in the Excel

toolbar

22
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Sub Panel Spreadsheet “Delta Stats” Tab

A B C D E F G
Return to Main Menu Delta Flot Grouping
" ; Hide with only one
View Delta OCS Distribution Supervisor T Showall ‘ s

™ Wildcard Col # 2 -

Summary Statistics of Delta OCS Score

Average Delta OCS Score Standard Deviation

Owverall £.00 790

MH 10.33 987

HJ M2 M2

NK 1.67 1.53

| Inu Total

Barry Burns M M 1
Baob Arnold M2 M2 2
HJ

NK

Barm Burns A0 A0 1
Erin Evans M M 2
Barmy Bumns MHAd MHAd 2
Baob Arnold M2 M2 2
Erin Evans MAA, MAA, 2

i v M| Contents . Data . Matrix Rais | Delta Stats .~ Delta Plot ~"Cur OCS - ¥#J

23
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Sub Panel Spreadsheet “Delta Stats” Description

Displays Delta OCS averages and standard deviations
— The top of the worksheet shows statistics by career path and overall

— The bottom of the worksheet shows statistics for groups of employees
within each career path

— The groups can be defined by either first level Supervisor (column X on the
main data sheet), Office Symbol, or any other grouping scheme entered into
the first Wildcard column (H) on the main data sheet

= Filters out groups with only one employee (N/A for Standard Deviation)

— Click on the button labeled “Hide with only 1 employee” at the top of the
worksheet

— Click on the “Show all” button to restore the display
= Can be printed by clicking on the printer icon on the Excel tool bar

= Has links to go back to the Main Menu (Contents) worksheet, and to the
Delta OCS distribution plots

24
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Return to Main Menu
View Delta OC 5§ Statistics

Distribution of Delta OCS

NH Career Path
010
——
—m—Garmy Bums
Sob Amold
0.00 | -
-00-42-34-25-18-10-2 © 1422 30 3B 45
HK Career Path . Overall
0.20
0.20
0.10 a p— ——
i i 0.10 —g—Barny Bums
=g arry Bums
Bob Amakd
Efn Evans
— E 7 EV 3NS5
0.00 - F
-E0-42-324-25-18-10 -2 & 14 ZZ 30 3 45 .
0.00 BEE e J T
-E0-44-3532-20-2074 B -2 4 1010 2228 34 4045

P M| Contents . Data . Matrix Rails Delta Stats | Delta Plot . Cur OCS .~ ¥J 25
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.=Demo Sub Panel Spreadsheet “Delta Plot” Description

= Displays the data from the “Delta Stats”
worksheet

= Has links to go back to the Main Menu
(Contents) and the Delta OCS Statistics

worksheets

26
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QOCS Results: Current Pay and 2015 SPL
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= Shows, for each career path, how employee

pay and contribution compare to the SPL and
rails for a given year

— To preclude employees from appearing on the
scatterplots, filter or hide rows for those
employees on the Data tab

— To identify the specific values associated with a
dot on the graph, place the mouse pointer on the
dot (only works if there are fewer than 255 people
in the sub-panel)

o If you filter the data tab to get the count of displayed
employees to under 255, you will be able to see names

28
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CMS Spreadsheet Structure

29
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1. Contents Provides a brief description of the workbook, its purpose, and
contents

2. Parameters Is where the pay pool manager sets the parameters that define the
pay adjustment scenario for the pay pool

3. Data |s the main worksheet in the workbook

4. Matrix Rank orders employees by individual factor score and by OCS

5. Rails Provides counts and percentages of employees by rail position

6. Delta Stats Displays Delta OCS averages and standard deviations

7. Delta Plot Displays the data from the previous tab in graphical form

8. Cur OCS Shows OCS vs. current (unadjusted) pay on top of the CY2014 SPL
and rails

9. New OCS Is identical to the previous two, except that OCS is plotted with new
(adjusted) base pay against the 2015 SPL and rails

10. Summary Produces a summary of the rating and payout results that can be

printed a single page wide in landscape mode and as many pages

long as are needed for your pay pool
30
I —
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£ B i D E F G H | J K L M N (0] B Q R
: Compensation Management Spreadsheet
2 Cycle: 2015 Version: PR 02
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Data/Spreadsheet Download - Downloadthe data file from the CASENet, Pay Pool Data Last Import: &M18/2015 (11:16:26 AM}(COT)
G then click on Importto loadthe file into this spreadsheet. Import View Export Last Export:
7 . . . LastModified: |  UseToday
Appraisal Score Entry — Once the file has beenloaded, assign categorical
8 andfinal scores for eachfactor, andview reports and graphs. Parameters
9 Score Normalization -- Compare score distributionsto lookfor anomalies
10 and scale differences. Runpreliminary pay adjustment scenarios. Set CRI SetCRIand CA Parameters
and CA parameters and assign pay outs to employees.
11 Summary Reports
12 Data Maintenance — All additions, deletions, and modifications must be ry P
done in the central database. All columns exceptfor data entry and “wild- Rails Report
13 card” are locked. To preserve your work, export the data fromthis
14 spreadsheetand uploadto CAS®*Met before changing any information in Career Path Factor Matrices ranked by Final Score
15 CASINet. areerramh factor Tairices rankec by Tinal score
16 Final “G" Setting — This spreadsuhge_t comeswith a bestestimate of"G.” Summary Statistics of Delta OCS
17 Once you have beennotifiedthat "G” is set, make a final roundtrip to
18 CASZMet. The final"G” value and related parameters will be includedinthe o, .
19 |dewnload ofyour paypool data. Distribution of Delta OCS
20 Final Compensation Setting — After the final roundtrip to update "G", Customizable Summa
29 finalize the pay adjustments and awards for your pay pool. ustomizable summary
Data Upload — Use Exportto create a file for uploading the results from your
§§ pay pogl to CASINet p P g ¥ Scatter-plots of OCS Score by Salary
Mew Pay & 2016 SPL
24 Generate Part 1's — First usethe filters to selectemployees; sort data by Current Pay & 2015 SPL
25 preferred order; then click on the Generate Part | to generate Part| of the Part 1 of A isal F
% Appraisal Form for each selected employee. a of Appraisal Forms
27 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sort to put the data in preferred order.
ig Generate Part 1 of Appraisal Forms

31
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= Provides a brief description of the workbook, its purpose
and contents

= Appears first as you open the workbook and activate the
macros

= Allows to import and export files, navigate around the
workbook, and generate Part | of the Appraisal Forms

= Displays the cycle year in the upper left corner just below
the red title bar. The date and time of the last import and
export of files into and out of the workbook are shown in
the upper right corner

32
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CMS Spreadsheet “Parameters” Tab

A B c D E H J K L M
1
2 Return to Main Menu Resst to
3 Default Values
4 Return to Data
5 You may sef any parameters in Yellow
B Scenario Summary
7 Start with little orno CRI and CA set-aside and increase it gradually. If you reducethe
o set-aside after allocating your discrefionary funds, your remainderwill go negative and
GPI [G] o 1.00 you will have to delete all or some of your allocafions and startoveragain. Setaside
_ may change if rolloveramount changes. The cashaward amountis 90% of the total
GS-1/step1 pay (16) $ 18,343 s bud;et. = =
10 GS-1/step1 pay (15) $ 18,161 | Cash Amount Plus Unused GPI
12 CRI% 2 260000% $71,379 $71.379| I Check box if this is your organization’s first cycle in AcqDemo
13 CRl Set-Aside O ®$ 0.000000% $0
14 Award' 0.000000% $0
16 Beta 1 (CRI) 0 Beta1and2
17 Beta 2 (Award) 1= Upper Rail
18 Minimum CRI Dollar Amount 0= SPL
19 Minimum CRI Carryover Amt A= Lawer Rail
20 Minimum Award Dellar Amount
99 GPI (G) Carry Over g ~ ¥ Use Control Points
23 CRI Remainder $ 69,287 [ Use Awards
24 Award Remainder $ - Check Use Awards if your organization has received
25 Alpha 1 1.0000 written approval, from the Deputy Assistant Secretary
of Defense for Civilian Personnel Policy, to pay CCAS
26 Alpha 2 _
— Payout Awards.
27 Minimum CRI Budget % 2.0
28 Minimum Award Budget % 1.000000

33
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* |s where the pay pool manager sets the parameters that define
the pay adjustment scenario for the pay pool
— Only yellow-colored cells can be edited

= Shows the first three and the last seven lines in the table in
white to notify you they are for information only and are not
adjustable by the pay pool manager

— Note: detailed description of each parameter is available in the
“BACKUP” section of this presentation

34
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A B C D E H J K L M M 0] B Q R S
1 Return to Edit ‘
Main Menu Parameters Above EX-IV
3 Cap Dollars
4 | Goto Tots! CY 15 Base Pay for Funding 53,158,371 50
5 | Scores GBI Totzl CY 15 Adjusted Base Pay 53,385 561

6 | CRI Awards

T Blue arrowsindicate fields
zetto fiter the data.

g8
Last Name First Name Middle Suffix CASZNet D d d a % | % 'E = Occ CY2015 k] 5 CY2015 Pay Used in ] Start
Initial 8 E E Z % series BasePay 3 Used in CRI | Award g
E' E T 5 K] & E‘ and CA Funding E
g £ & §& T 2 Calculations  Limitation | £
) &3 E
9 - - - w - w - - - - - - - - - w -
10
11 Burns Barry 1843 i} 0 | MH | 2 | 1515 [ 530,798 | LA | 27.168% £30,798 £35,183 12-£
12 | Wichelson Mancy 1472 0 0 | NH | 4 [ 0830 | 585613 | LA | 27.16% 585,613 5108,865 29.¢
13 Harris Henry 26 i} 0 | NH | 2 | 0830 | 557,983 0.00% §57,983 g57,023 1-F
14 | Tarman Timothy 37 0 0 | NH | 3 [ 0340 | 584822 | LA | 27.16% 534,922 5107987 1-F
15 |Curtiss Dan 4 1] ] MH | 4 | 0830 | $983850 | LA | 27.16% £98,850 125,698 1-F
16 Hansen ke 18 0 0 | NH | 3 [ 0830 | 592787 | LA | 27.16% 592 787 5117,988 1-F
17 Wartinez Mary 31 0 0 | NH | 3 | 0830 | S70,134 | LA | 27.16% $70,134 $89,182 1-F
18 | Artis Ay 19 0 0 | NH | 2 | 0318 | 554459 0.00% 5§54 459 554 459 1-F
19 Sorenson Sarah 35 1] ] MH 3 | 1515 | 5&76,873 0.00% 575,873 75,873 1-F
20 | Zurbriggen Fack 42 0 0 | MH | 2 | 0346 | 558579 | LA | 27.16% 558,579 574,489 1-F
21 |udel Vincent 13 1] ] MH 3 | 0850 | SBBBSE | LA | 27.16% $58 656 $87 303 1-F
22 |Babbitt Chris 15 0 0 | NH | 3 | 0803 | 562551 0.00% 562,551 552 551 24
23 |Fites George 17 o 0 | NH | 3 | 0896 | S60469 | LA | 27.16% $50,469 $76,892 1-F
24 |Celon Connie 21 0 0 | NH | 3 [ 0334 | 570832 | LA | 27.16% 570,832 $90,070 1-A
25 |Evans Francis £ 0 0 | NH | 4 [ 0830 | 5103144 | LA | 27.16% 5103,144 5131,158 1-F
26 Gonzalez Helen 0 0 | NH | 4 [ 0340 | 595535 | LA | 27.16% §95,535 5121,482 15-h
27 |verson John 7 0 0 | NH | 4 [ 0830 | 593845 | LA | 27.16% 593,845 5119,333 1-F
28 |Quarles Richard 11 0 0 | NH | 3 [ 0830 | 567637 | LA | 27.16% 567,637 586,007 1-F
29 |Stewart Tammy 12 o 0 | NH | 3 | 0830 | 575626 | LA | 27.16% $75,626 $95,166 1-F
30 Evans Erin 23 0 0 | NH | 3 [ 0830 | 5787T1 LA | 27.16% 578,771 5100,185 1-F
31 Famnsworth Fred 24 0 0 | NH | 2 | 0830 | 542235 | LA | 27.16% 542 235 $53,708 1-F
32 Grimes Garth 25 0 0 | MH | 2 | 0850 | 833576 | LA | 27.16% $33,576 542 595 1-F
33 Jerris Jane 28 0 0 | NH | 3 [ 0830 | 570185 | LA | 27.16% 570,185 589,260 1-F
M4 4 » M| Contents . Parameters | Data . Matrix " Rails - Delta Stats Delta Plot .~ Cur OCS .New OCS .~ Summary .~ ¥ T4 [m] »

35
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= Contains all of the data

* |s where individual contribution factor scores and
compensation adjustments are computed and
recorded

= Has 8 yellow-colored “Wildcard” columns that let you
enter your own data, formulas, etc.

* [ncludes built-in “Add-ins” support functionalities such
as Validate, Clear Circles, Highlight, Hide/Unhide,
Clear All Filters and Sort

= Has links in the upper left corner: (1) to Return to the
Main Menu (Contents); (2) to Edit Parameters; (3) to
Go To Scores, GPI, CRI and Awards within Data

worksheet
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CMS Spreadsheet “Matrix” Tab

Return to Main Menu
Return to Data
Factor Matrix
All. NH NJ HNK
Each list gives the name .AII Career Paths
and integer score on the
factor. Use the buttons to
rank order the lists by
integer score. 2014 OCS
NK  Artis Ay
NK Donaldsen Dennis
Rank Order NK Irinski fvan
Lowest to Highest NK Karnes Keith
NJ  “ates Zane
~Rank Order MJ Parsons  Patricia
fighest to Lowest NJ  Rhone Ronald
NH Freeman Francis
Rank Order NH Garfield George
Lowest to Highest NH CURTISS Dan
by Broadband MH Gonzalez Helena
NH Olson Peter
Rank Order NH Quarles Richard
Highest to Lowest MH Stewart Tammy
Wi I NH Udel Vincent
NH Burns Barry
NH Evans Erin
NH Grimes Garth
NH Harriz Henry
NH Jerris Jane
NH Lawrence Lance
NH Martinez Mary
NH MNance Nolan
NH O'Connor Oliwve
» M| Contents Parameters .~ Data | Matrix

|

44
a7
59
44
70
52
85
&1
74
50
g4

100
g6
g9
74
74
74
74
74
80
70
78
79
g9

R L - P T R G o L U S R U IUR (R o)

Rails

Delta Stats

NH Career Path

prb solvi
Freeman Francis
Garfield George
CURTISS Dan
Gonzalez Helena

Olzon Peter
Quarles Richard
Stewart Tammy
Udell Wincent
Burns Barry
Evans Erin
Grimes  Garth
Harris. Henry
Jerris Jane
Lawrence Lance
Martinez Mary
Nance  Nolan

O'Conner Olive

Delta Plot

ng
2 8
3T
4§
LI )
4 100
4 85
LI ]
379
378
3
3
2
4
3
3
3
4

= o =

79
79
79
50

&
79
&

[=1

wy

Cur OCS

team wk cust ritns
Freeman Francis 2 &1 Freeman Francis
Garfield George 32 73 Garfield George
CURTISS Dan 4 50 CURTISS Dan
Gonzalez Helena 4 92 Gonzalez Helena
Olzon Peter 4 100 Olzon Peter
Quarles Richard 4 %3 Quarles Richard
Stewart Tammmy 4 115 Stewart Tammy
Udell Vincent 3 73| Udell Vincent
Burns Barry 3 73 Burns Barry
Evans Erin 3 73 Ewvans Erin
Grimes  Garth 3 73|/Grimes  Garth
Harris Henry z T3 Harris Henry
Jerris. Jane 4 90 | Jerris Jane
Lawrence Lance k] Lawrence Lance
Martinez Mary 3 77 MWartinez Mary
Mance Molan 3 79 Nance  MNolan
O'Connor Olive 4 &9 0'Connor Olive
Mew OCS .~ Summary .~ ¥J

Final Scores
leadershig
&1|Freeman Francis
73 Garfield George
50 CURTISS Dan
9%|Gonzalez Helena
100 Olzon Peter
95| Quarles Richard
96 Stewart Tammy
73|udel Wincent
73 Burns Barry
73|Evans Erin
73|Grimes  Garth
73|Harris Henry
90 |Jerris Jane
Lawrence Lance
77 Martinez Mary
79|Nance  Nolan
8%|0'Conner Olive
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= Rank orders employees by individual factor score and by
OCS. Employees are identified by career path, last name,
first name, and broadband

* |ncludes a sort order on scores (low to high or high to low)
that may be done by broadband or across all broadbands
— The order can be selected with the four buttons on the left

= Has links in the upper left corner to return to the Main
Menu (Contents) worksheet or the Data worksheet
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CMS Spreadsheet “Rails” Tab

Return to Main Menu

Rails Report

Final
NH NJ NK Total
Rail Zone| Number Percent | Number Percent| Number Percent [Number Percent Definition of Rail Zone
A 0 0.0% 1] LA 0 0.0% 0 0.0% Inappropriately compensated above the rails
C1 0 0.0% ] LA 0 0.0% 0 0.0% Appropriately compensated between the rails = SPL
c2 2 100.0% ] MNIA 1 100.0% 3 100.0% Appropriately compensated between the rails == SPL
B 0 0.0% 1] MNLA 1] 0.0% 1] 0.0% Inappropriately compensated below the rails
Total 2 100.0% 0 [IA 1 100.0% 3 100.0%

Note: Qniy visible rows are included in tabulation

Upper and Lower Rails

G5-1 5tep1 5PL base CCS Upper Rail Lower Rail SPL
2015 $18,181 1.0200427 min 1.00 520,007 517,043 518525
max 115.00 3192185 51836596 3177530
c -
2015' 81 8.343! 1.0200425 min 1.00 220,207 217,214 18711
max 115.00 5194085 5155333 $179,710
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BDemo Description

= Provides counts and percentages of employees by rail
position
— The table shows rail position by career path based on final,
numerical OCS

* |ncludes a link to the Main Menu (Contents) worksheet in
the upper left corner
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Return to Main Menu Delta Plot Grouping
{* Supervisor ; :
Hide with only one
. — . Refresh Showe All
View Delta OCS Distribution " QOffice Symbol employee

" Wildcard Col # ~

Summary Statistics of Delta OCS Score
|

Average Delta OCS Score Standard Deviation

Overall 0.73 5,80

HH 1.35 £.21

HJ -2.00 FR:l

MK 0.50 1.29

HH Total
Bary Burnz 475 754 4
Bob Arnold F.oo 11.31 2
Dan CURTISS -1.450 212 2
Erin Evans 0.0o MHA 1
Helena Gonzalez -2.80 778 2
Jane Jemis 0.75 1.26 4
tary Martinez -2.50 .7a 2
HJ

Jane Jemis 2.00 M 1
tary Martinez -4.00 9,90 2
MK

Bary Burns 1.00 M/ 1
Dan CURTISS -1.00 HiA 1
Erir Evans 1.00 1.47 2
Overall

Bary Burns 4.00 B.7H 5
Bob Arnold .00 1.3 2
Dan CURTISS -1.33 1.53 3
Erin Evanis 0.67 1.15 3
Helena Gonzalez -2.80 778 2
Jane Jemis 1.00 1.22 5
tary Martinez 325 7oz 4

» M | Contents Parameters . Data .~ Matrix Rails | Delta Stats - Del@ Plot - Cur OCS - Mew DCS
i Filtar Mnada |
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BDemo Description

= Displays Delta OCS averages and standard deviations
— The top of the worksheet shows statistics by career path and overall

— The bottom of the worksheet shows statistics for groups of employees
within each career path

— The groups can be defined by either first level Supervisor (column X on
the main data sheet), Office Symbol, or any other grouping scheme
entered into the first Wildcard column (H) on the main data sheet

= Filters out groups with only one employee (N/A for Standard
Deviation)

— Click on the button labeled “Hide with only 1 employee” at the top of the
worksheet

— Click on the “Show all” button to restore the display
= (Can be printed by clicking on the printer icon on the Excel tool bar

= Has links to go back to the Main Menu (Contents) worksheet, and to
the Delta OCS distribution plots
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Return to Main Menu

View Delta OCS Statistics

CMS Spreadsheet “Delta Plots” Tab

Distribution of Delta OCS

MNH Career Path NJ Career Path
0.30 0.10
0.20 -
—
e Barry Burns
0.10 i == B Arnold e
i Dian CURTISS o— o Jeris
: 'ﬁhk == Brin Byars Mery Martinez
0.00 - jﬂﬂ-\h’“ ; #= Helens Gonzslez 0.00 777 """
-50 -30 -10 10 30 Jane Jerris -50 -30 -10 10 30 50
Mary Martinez
NK Career Path Data
0.30 0.40
0.30
0.20
J— 0.20 1 _—
010 ==g==Barry Burns | === Bamy Bums
' Dan CURTIES 010 | —— BobAmald
i Er iy Eivars : I i Dzn CURTISS
- ‘ s By in Evans
0.00 B pirvwwigy A 0.00 SEEEE ddﬂ&h- aaaanaay | ==h= Heleng Gonzalez
-50 - -10 1 30 50 -50 -30 -10 10 30 50 Jane Jerrs
I » M| Contents Parameters . Data  Matrix . Rails . Delta Stats | Delta Plot - Cur OC5 " Mew DCS - Summary . #2
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BDemo Description

= Displays the data from the “Delta Stats”
worksheet

= Has links to go back to the Main Menu
(Contents) and the Delta OCS Statistics

worksheets
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OCS Results: CurrentPay and 2015 SPL

140000

If the pay pool
has less than
255 records, you
can hover over
each dot to see
employee’s
name and data

120000

100000

80000

Salary

80000

40000

20000

OCs5

— pper Rail SPL = Lower Rail = NH a MJ MK

Matrix .~ Rails -~ Delta Stats Dela Plot | Cur OCS ‘New OCS - Summary .~ %2
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BDemo Description

= Shows, for each career path, how employee pay
and contribution compare to the SPL and rails for
a given year
— To preclude employees from appearing on the

scatterplots, filter or hide rows for those employees on
the Data tab

— To identify the specific values associated with a dot on
the graph, place the mouse pointer on the dot (only
works when there are fewer than 255 people in the

pay pool)

46



Acqm
N

CMS Spreadsheet “New OCS” Tab

OCS Results: New Pay and 2016 SPL
140000 -
120000 A
100000 4
20000
-
i
a
50000
40000
20000 4
1] T T T T T
a 20 40 a0 20 100
oC5
— pper Rail SPL = Lower Rail = NH a Ml MK
47
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BDemo Description

* |s identical to the “Cur OCS” worksheet, except that
OCS is plotted with new (adjusted) base pay against
the new SPL and rails

— Provides an estimate of what the contribution vs. pay
relationship in the pay pool might look like next year if each
employee contributes at the same level they did in last year

— Comparing this plot with the current OCS/pay scatter plot
shows the effect of the pay adjustments — hopefully,
movement of employees toward the appropriately
compensated zone (between the rails)
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Summary Tab

Feset Cobmns
Lazt Hame | First Name ‘= 3 E Occ Series E CY2014 1st Level Sub-Panel a g Gi Approred Hew Base Fimal Base |Total Award E T 3

a H * o Base Pay Sup Hame Managers =] =] CRI § Pay 2013 Pay + -]

E 'E x Meeting E z Locality E :.l'.

3 & 8 E &

-

Freeman Franciz MH 2 318 02422 SE000 Earry Burns Eob Arnold 61 1 580 1274 53554 435 anz 61
Garfizld Gearge MH 3 &56 02422 TA000 Eiab Arnald Dan CURTIES T4 -1 a0 &E0 SO6TO 100205 455 6
CURTIEE Dian MH 4 330 n.24z22 10EE00 Earry Burns Earry Burnz a0 1] - 1556 103252 135713 574 =l
Gonaale Helena MH 4 340 0.2716 111400 Earry Burns Eab Arnald a4 2 114 243 15005 146240 137% a4
Qlzon Peter MH 4 G50 0.2me 165275 dane Jerriz Helena Gonealez ) -1 &0 o 164075 164075 2153 m
Gluarles Richard MH 4 50 01416 NE000 dane Jerriz Helena Gonealez a6 1 150 2143 121325 138502 1203 L)
Stewart Tammy MH 4 &30 0.2413 120000 Mary Martinez | Helena Gonzalez a3 3 1200 F353 124555 154652 15dE ]
Udell Wincent MH 3 &50 0.2M6 53300 Mary Martinez | Helena Gonzalez i) -G 33 1] 30733 115460 ] &2
Takes Zane MJ 4 a0z 0216 FE300 Mary Martinez | Helena Gonaalea T -1 HE3 1) S31583 115405 ] &1
Artiz Amy Nk 2 e n.24z22 43500 Dan CURTIZE | Bob Arnald 44 -1 435 437 444352 55133 273 46
Burnz Barry MNH 3 340 0.271e F25aT Dan CURTISS | Bob Arnald 4 -3 26 1Te 33533 106304 ar [
Donaldzan Diennis MK 2 s 0.271e 44000 Earry Burns Dan CURTISS 47 1 440 21 45061 57300 S55 45
Evans Erin MNH 3 a0 0216 TE000 Dan CURTIZE | Bob Arnold 4 1] a0 1076 TESG 101545 k] [
Grimes Garth MH 3 343 02716 S5E00 Barry Burns Dan CURTIES 4 15 553 S422 61730 TE55A 3255 62
Harris Henry MH 2 g30 02716 57700 Bab Arnald Dan CURTIES 4 15 517 5050 63327 0527 275 63
Irinzki Ivan Nk 3 35 0.2716 55000 Erin Evans Dan CURTIES 53 2 550 1370 56320 12373 55 55
derriz Jane MH 4 &30 0.2403 125000 Helena Gonaalea) Bob Arncld a0 -5 1250 1] 126250 156664 ] 5]
Karnes Ksith MK 2 35 0.271e 43000 Erin Evanz Dan CURTISS 44 1] 430 534 44024 55331 21 45
Lawrence Lance MNH 3 330 0.271e 2000 Erin Evanz Dan CURTISS T 1] 120 1003 TET23 IIT4E 553 il
Martinez Mary MH 3 &30 0.2M6 TA000 Helena Gonzalea| Bob Arnold T8 3 a0 223 G201 104235 1223 6
Mance Molan MH 3 &50 0.2M6 S4500 dane Jerris Helena Gonzalea T3 1 Gd5 1505 SHE53 110442 &3 T3
O'Connar Qlive MH 4 a0z 0.2a72 101000 dane Jerriz Helena Gonaalea &3 2 010 2241 104251 154132 1235 &3
Parzanz Patricia MJ 3 G560 0.2422 SE500 dane Jerriz Helena Gonaalea 62 2 5&5 1430 B0515 T2 58 &1
Rheane Ronald [N 3 56 0.2716 E1000 Mary fartinez | Helena Gonzalea ES 3 E10 130 3340 S0543 a54 63

The summary tab prints one page wide in landscape mode and as many pages as are needed for
your pay pool.
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Role of the Pay Pool Administrator
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= Ensure personnel data are correct in CAS2Net

= Monitor the organization’s progress in the CCAS
pro)cess (scores, assessments, sub-panel meetings,
etc

= Use the CCAS Software to present data that
managers need in order to make informed and sound
appraisal decisions

= Shortly after the 15t of the month (October through
December), go to Pay Pool Notices in CAS2Net to
find your monthly Discrepancy Report

— Verify any discrepancies noted by correcting CAS2Net data
or confer with personnel
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= React to pay pool managers as they decide if first-level supervisors
are going to recommend just category factor scores (i.e., 3M, 4L) or
category and integer factor scores
— Communicate with pay pool managers to become aware of decision
— Use that knowledge when reviewing data downloaded to spreadsheets
= Remind pay pool managers that determining factor scores is a
multi-step process
— Employees describe their contributions on each factor
— First level supervisors edit and expand on the descriptions

— First level supervisors determine the contribution level (1-4) for each
factor by comparing the contribution description to the standard
AcqDemo descriptors and discriminators

— First level supervisors recommend a category (H, M, L) within the level
(and perhaps a specific integer score) for each factor
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CCAS Data Processing for Pay Pool Meetings

DCPDS

CAS2Net

Pay Pool Panel meeting
starts Pay Pool Panel meeting
ends

Pay Pool Panel Meeting adjusts .
———————————————————————————— scores and compensation data e RO ETEEEE R L P LT EE
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= Use CAS2Net to download and upload data
adjustments without compromising changes
made during the pay pool

= Use CCAS Software functionality to import
and export the CSV file (Text File)

54



Acqm

] . o
BDemo Round Trip Applications

» |f a SW issue is discovered during the pay
pools, you will receive a new spreadsheet in
Pay Pool Notices;

— If currently using a spreadsheet, do an Export and
Upload; download the new Spreadsheet, do a
Download and Import and continue working

— If data was already uploaded, perform the same
steps starting with download the new Spreadsheet
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DCPDS
%»409
"one,b
CAS2Net L oge
TTTS %
Pay Pool N,
. Notices ”
LN -

N
A

Data Maintainers review e
Pay Pool Notices and
update records in
CAS2Net

SRA receives Extract from
DCPDS and identifies
mismatches

SRA posts Pay Pool Notices to
CAS2Net € -----------ooooooooooooooooo
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Round Trip Applications (Continued)

= |[f an error is discovered during a pay pool
regarding a salary for example, you cannot
change the salary in the spreadsheet

— Export and upload to CAS2Net to keep any recent
changes you made

— Make the salary change in CAS2Net
— Download and import to Spreadsheet
— Continue your pay pool work
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= |nany CMS or Sub Panel Spreadsheet, a yellow-colored cell in
a dataset conventionally means it can be edited. White cells are
either downloaded or computed

= Values entered or computed in a “Wildcard” cell will be saved in
any export back to CAS2Net, and will be returned to this
worksheet in subsequent imports

= Formulas entered in this column will not be preserved through
subsequent export-import cycles unless the formulais also
entered in the yellow cell immediately below the wide gray
line after the last person's record

= The formula is only saved if you import back into the same
spreadsheet you used to do the export

= You can change the column heading by clicking in the cell
Immediately above the heading, using the down arrow to enter
the cell, and changing the heading in the formula bar
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Loading Sub-Panel or CMS
Tools for a Sub Pay Pool or Pay Pool
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= From CAS2Net Menu, select “Offline Interface”

= Select the pay pool from the picklist you wish to work
with (in case you are responsible for several pay
pools)

= Click “Download Employee Data” button

= Select applicable file
— Entire pay pool ("CMS”)
— Sub pay pools (shows sub panel manager's name)
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Acqm
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EDemo

Offline Interface

Contribution Offline Interface Menu
Planning
Pay Pool: AMC/LH El
Mid-Point Review
Self-Assessment Download: [ 1 Download Employee Data | |

Annual Appraisal Last completed download: None

S ANt Upload: | Upload Employee Data |
Closeout Self- Last completed upload: None
Assessment

Reports

Offline Interface - Download Employee Data

ot v

Welcome

NOTE: Files are dynamically generated and the server may take several minutes before download starts.
Reports
Please be patient and do not repeatedly request a download file which will cause the server to slow down further and may generate duplicate appraisal records.
Data Maintenance . ) ) _ _
To save a linked file to your computer, use a nght mouse button click on the link and choose "Save Target As..."
Session
Maintenance Sub-Panel Meeting choices without hot links for the files have been locked.

Contact your pay pool administrator if you need to unlock a meeting.

Offline Interface |

Paypool Notices Paypool File Name File Description

Demo Reset AMC/LH| ppAMCLH to CMS.csv | Paypool: AMC/LH

RT Database ppAMCLH_to_Sub-Panel_Chris_Babbitt.csv Sub-Panel Manager: Chris Babbitt

Maintenance pPAMCLH_to_Sub-Panel_Francis_Freeman.csv Sub-Panel Manager: Francis Freeman
ppAMCLH_to_Sub-Panel_Nancy_Michelson.csv Sub-Panel Manager: Nancy Michelson
ppAMCLH_to_Sub-Panel_(No_Sub-Panel).csv Sub-Panel Manager: Mone Assigned
pPAMCLH_to_Sub-Panel_Tony_Hoang.csv Sub-Panel Manager: Tony Hoang

[ Return to Offline Interface Main Menu ]

61



Acam
|
BDemo

Naming Convention

= The naming convention for CSV files helps identify the data
source and the file function

— Pay Pool import file from CAS2net to CMS Spreadsheet:

o pp(Pay Pool Name) to CMS.csv
o Example: ppAMCLH_to_CMS.csv where AMCLH is Pay Pool Name

— Sub-Pay Pool import file from CAS2Net to Sub-Panel Spreadsheet:

o pp(Pay Pool Name) to Sub-Panel (Sub Panel Manager Name).csv

o Example: ppAMCLH to_Sub-Panel Bob Arnold.csv where Bob Arnold is the
sub panel manager’s name

— Pay Pool export file from CMS Spreadsheet:
o pp(Pay Pool Name) to Master.csv
o Example: ppAMCLH_to_Master.csv

— Sub-Pay Pool export file from Sub-Panel Spreadsheet:
o Pp(Pay Pool Name) Sub-Panel () to Master (Sub Panel Manager Name).csv
o Example: ppAMCLH_to Master_Bob_Arnold.csv

= Sub-panel managers and pay pool managers can access their
own files for download
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gcle !CRI% CRI Set-AsAwd%  Awd Set-ZBeta 1 (CR Beta 2 (CAMinimum Min CRIC Min CA ar Type Pay Cap 2 Pay Cap 2(Use CA

2014 2 0 1 2 1 1 ] 0 0 PAY 157100 155500 1

G SPLstepl SPLbase NH1 MNH2 MNH3 NH4 NJ1 NJ2 MNJ3 MNi4 MNKL MNK2 MNK3 Locality CtAK AT

1 17981 1.020043 32510 66687 95049 132118 32510 49904 66687 95049 32510 45061 60699 Locality R: 24.69 15.29
Last Name First Nami Middle Ini Suffix D Paypool Office SynwildCard Presumpt Retained | Career Pat Broadbani Occ Series Starting Bi Locality Cc Previous ( Start Date
Freeman Francis 2 AMC/LH  AMC/LH 0 0 NH 2 318 58000 WA 61 25-Jan-99
Garfield George 3 AMC/LH  AMC/LHAA 0 0 NH 3 856 79000 WA 68 HEHHHHEH
CURTISS Dan 4 AMC/LH  AMC/LHA 0 0 NH 4 830 106600 WA 100 18-Jul-01
Gonzalez Helena 6 AMC/LH AMC/LHB 0 0 NH 4 340 111400 LA 100 25-Jan-99
Olson Peter 10 AMC/LH  AMC/LHBA 0 1 NH 4 850 163275 LA 103 25-Jan-99
Quarles Richard 11 AMC/LH  AMC/LHBA 0 0 NH 4 830 118000 ZX 100 25-Jan-99
Stewart Tammy 12 AMC/LH AMC/LHBB 0 0 NH 4 230 120000 SD 100 25-Jan-99
Udell Vincent 13 AMC/LH  AMC/LHBE 0 0 NH 3 850 89900 LA 83 25-Jan-99
Yates Zane 14 AMC/LH AMC/LHBB 0 0 N 4 802 88300 LA 83 25-Jan-33
Artis Amy 19 AMC/LH 0 0 NK 2 318 43500 WA 45 19-Jan-99
Burns Barry 20 AMC/LH  AMC/LHAA 0 0 NH 3 340 82597 LA 77 25-Jul-11
Donaldsor Dennis 22 AMC/LH  AMC/LHAA 0 0 NK 2 318 44000 LA 46 25-Jan-99
Evans Erin 23 AMC/LH AMC/LHAB 0 0 NH 3 830 73000 LA 78 25-Jan-99
Grimes  Garth 25 AMC/LH  AMC/LHAA 0 0 NH 3 343 55800 LA 65 25-Jan-93

= The result of the download is a text file that
— holds employee data

— is formatted for importing into the Sub-Panel or CMS tools
(note that the formats are different and the tool will
generate a warning message if you try to import the wrong
type of file)
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Enable Content when opening the CMS to allow the macros to function properly

! Security Warning  Some active content has been disabled. Click for more details. Enable Content
AT - 5
H B C D E F G H | J K L M N ] B Q
1 Compensation Management Spreadsheet
2 Cycle: 2014 Version: Dev27
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Datal/Spreadsheet Download -- Download the data file fromthe website, Pay Pool Data Last Import:
5 then clickon Importto loadthe file into this spreadsheet. Import View Export Last Export:
7 Appraisal Score Entry — Onepiaiaaa P : " imal mport — ¥port oot Liodifiod: Lice Today

andfinal scores for each factor,

Score Normalization -- Comp
10 and scale differences. Runpn
and CA parameters and assign|

11| |Data Maintenance — All additic
12 donein the central database. Al

13 card™ are locked. To presernve
14 spreadsheetanduploadto the
15 informationin the database. e I I a e O r e
L ]

16 Final “G" Setting — This sprea
17 Once you have been notifiedth

CAS2Met. The final "G" value a
18 download of your paypool data.

"

20 Final Compensation Setting
finalize the pay adjustments an

21
Data Upload — Use Exportto o
22 pay poolto the central database onthe website. Current Pay & 2014 SPL MNew Fay & ZUTo sFL
23 Generate Part 1's — First use the filters to selectemployees; sort data by .
24 preferred arder; then click on the Generate Part| to generate Part| of the Part 1 of Appraisal Forms
gg Appraisal Formfor each selected employee. Open Existing Evaluation
27
28 Validate Data, then use the filters fo select individuals and use sort fo put the data in p
gg Generate Part 1 of Appraisal Forms
21

W 4 » M| Contents  Parameters . Data . Matrix . Rais . Delta Stats Delta Plot .~ Cur OCS _~'Mew OCS5 -~ Summary .~ %2

Ready | 64
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Importing the CSV file

I J K L M M 0 P Q R

Compensation Management Spreadsheet

The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.

| »

1
2 Cycle: 2015 Version: PR 02
3
4
5 Data/Spreadsheet Download -- Downloadthe datafile fromthe CASZNet,
& then clickon Importto loadthe file into this spreadsheet.
I[! Appraisal Score Entry — Once the file has been loaded, assign categorical
8 andfinal scores for each factor, andview reports and graphs.
9 Score Normalization -- Compare score distributionsto lookfor anomalies
10 and scale diffierences. Run preliminary pay adjustment scenarios. Set CRI
and CA parameters and assign pay outs to employees.
11
12 Data Maintenance — All additions, deletions, and modifications mustbe
donein the central database. All columns exceptfor data entry and “wild-
13 card” are locked. To preserve your work, export the data fromthis
14 spreadsheetanduploadto CASINet before changing any informationin
15 CASMet.
16 Final “G™ Setting — This spreadsheet comeswith a best estimate of "G."
17 Once you have been notifiedthat "G™ is set, make a final round trip to
18 CAS2Met. The final "G” value and related parameters will be includedinthe
19 download of your paypool data.
20 Final Compensation Setting — After the final roundtrip to update "G",
29 finalize the pay adjustments and awards for your pay pool.
29 Data Upload — Use Exportto create a file for uploading the results from your
7 pay poolto CASMet.
24 Generate Part 1's — First usethe filters to select employees; sort data by
75 preferred order; then click on the Generate Part| to generate Part| ofthe
% Appraisal Formfor each selected employee.
27
28
29
30
31
32
33
24
M 4 » M| Contents -~ Parameters - Data  Matrix Rails Delta Stats

Delta Plot

Last Import: 8192015 (11:16:36 AM)CDT)
Last Export:

LastModified:| |  UseToday

Pay Pool Data

Parameters

Set CRland CA Parameters
Summary Reports

Rails Report

Career Path Factor Matrices ranked by Final Score

Summary Statistics of Delta OCS

Distribution of Delta QCS
Customizable Summary

Scatter-plots of OCS Score by Salary
CurrentPay & 2015 SPL  New Pay & 2016 SPL

Part 1 of Appraisal Forms
Open Existing Evaluation

Validate Data, then use the filfers fo select individuals and use sort fo put the data in preferred order.

Generate Part 1 of Appraisal Forms

Cur OCS " New QOCS Summary .~ ¥2 |I|4I Il |




Importing CSV and Clear Wildcard

B C D E F G H | J K L M M 0 P Q R -

1 Compensation Management Spreadsheet
2 Cycle: 2015 Version: PR 02
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Data/Spreadsheet Download -- Downloadthe datafile fromthe CASINet, Pay Pool Data Last Import:
6 then clickon Importto load the file into this spreadsheet. Import View Export Last Export:
7 . . . LastModifies:| |  UseToday

Appraisal Score Entry — Once the file has been loaded, assign categorical
a andfinal scores for eachfactor, andview reports and graphs. Parameters
2, Score Normalization -- Compare score distributionsto look for anomalies
10 and scale differences. Run preliminary pay adjustment scenarios. Set CRI SetCRland CA Parameters

and CA parameters and assign pay outs to employees.
L ; i - icat [ Clear Wildcard Data? % =5
19 Data Maintenance — All additions, deletions, and modifications must be ear ¥y lldcar ar

donein the central database. All columns exceptfor data entry and “wild-
13 card”™ are locked. To preserve your work, export the data from this
14 |spreadshestanduploadto CAS®Net before changing any information in Since this is the first time you are importing to Bl Score B
15 EAS IR this CMS, would you like to clear the Wildcard F
16 |Final “G" Setting — This spreadsheet comeswith a best estimate of"G." column data? You will have to make a round trip
1T Once you have been notifiedthat "G” is set, make a final round trip to for this to take affect in CAS2Net.
18 CAS2Met. The final"G" value and related parameters will be includedin the
19 download of your paypool data.
20 Final Compensation Sefting — After the final roundtrip to update "G", Ves Mo |
2 finalize the pay adjustments and awards foryour pay pool.
29 Data Upload — Use Export to create a file for uploadingthe results from your W
2 pay poolto CASNet. ! N —y i

. : ew Pay & 2016 SPL

24 Generate Part 1's — First use the filters to selectemployees; sort data by CurrentPay & 2015 SPL
25 preferred order; then click on the Generate Part | to generate Part | of the Part 1 of A isal F
o6 Appraisal Formfor each selected employee. a or Appraisal Forms
27 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sort to put the dala in preferred order.
%g Generate Part 1 of Appraisal Forms
N
32 b
33
24 v
4 4 ¢ M| Contents . Parameters . Data . Matrix . Rails . Delta Stats . Defta Plot " Cur OCS “MNew OCS . Summary % 4] Il |
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“Import Complete” Indicator

“Import Complete” indicates the CSV file has imported correctly

B E D E F G H | J K L M N 0 E Q R -

: Compensation Management Spreadsheet
2 Cycle: 2015 Version: PR 02
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Data/Spreadsheet Download -- Downloadthe datafile from the CASINet, Pay Pool Data Last Import: &/18/2015 (2:16:38 PM}(CDT)
6 then clickon Importto loadthe file into this spreadsheet. Import View Export Last Export:
v Appraisal Score Entry — Once the file has beenloaded, assign categorical Last odified. m
a andfinal scores for each factor, andview reports and graphs. Parameters
9 Score Normalization -- Compare score distributionsto look for ang”™
10 and scale differences. Run preliminary pay adjustment scenarios Import H"- - u' ters

and CA parameters and assign pay outs to employees.
L - " - ficat |
19 Data Maintenance — All additions, deletions, and modifications mi

donein the central database. All columns exceptfor data entry anl | Import Complete!
13 card® are locked. To preserve your work, export the data from this
14 spreadsheet and uploadto CAS®Net before changing any informai : .
15 |casmet Save | oK |ptrices ranked by Final Score 3
18 Final “G™ Setting — This spreadsheet comeswith a bestestimate
17 Once you have been notifiedthat "G" is set, make a final roundtrip
18 CAS2Met. The final "G value and related parameters will be includedinthe e ,
4g |downloadofyour paypool data. Distribution of Delta OCS
20 Final Compensation Setting — After the final roundtrip to update "G”", Customizable Summa
2 finalize the pay adjustments and awards for your pay pool. ustomizable >UMMAry

Data Upload — Use Exportto create a file for uploading the results from your
;g pay poglto CASHNet P P g ¥ Scatter-plots of OCS Score by Salary

- . ewray & U106 S>FL

54 |Generate Part 1's — First usethe filters to selectemployees; sort data by CurrentPay & 2015 SPL  NewPay & 2016 SPL
75 preferred order; then click on the Generate Part | to generate Part | of the Part 1 of A isal F
%6 Appraisal Formfor each selected employee. a ol Appraisal Forms
27 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sort to put the dafa in preferred order.
§3 Generate Part 1 of Appraisal Forms
Kl
32 B
33
24 i
M 4 » M| Contents / Parameters . Data . Matrix . Rails . Defta Stats . Delta Plot . Cur OCS . Mew OCS . Summary .~ #J nER il | » 67



Acam
|
BDemo

Using the Sub Pay Pool Spreadsheet
For a Sub Pay Pool
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2 Ways to Conduct a Sub Panel Meeting

= On-line with CAS2Net

— Must have done part lls on line
— Sub-panel module facilitates the leveling process

= Off-line, sub-panel spreadsheet support
-~ Download the spreadsheet from CAS2Net
-~ Download a data file from CAS2Net
— Import the data file into the spreadsheet
— Use file naming convention to identify the correct file

Note: the Sub Panel spreadsheet offers a “rack and stack™
capability through the “Group into Categories” link of the
“Contents” tab
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Getting Ready for a Sub Panel Meeting

= By the end of October all AcqDemo employees should
have completed their self-assessments and all supervisors
should have completed Part Il of the Appraisal Form
containing category scores on each of the six factors,
along with supporting narrative comments for each
employee

= By early to mid-November second-level supervisors should
conduct sub-panel meetings, if applicable. This can be
accomplished either using the online assessment module
iIn CAS2Net or offline, using the sub-panel spreadsheet

= First-level supervisors usually participate in the sub-panel
meetings
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BDemo Continued

= You are ready for your sub-panel meeting If:

- The CAS2Net database reflects the status of your pay pool on 30
Sept 2014

- All employees have completed their Part llls

— All first-level supervisors have completed their Part lls (on or off
line)

= Even if the Part lls were done on-line, supervisors
should take paper copies to the sub-panel

meeting

— Other documentation on employee contributions should also be
taken to the meeting (e.qg., letters of appreciation, awards,
commendations, publications)
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Important Technical Tips

*= Save your spreadsheet as an .xlsm file
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Sub-Panel Sub-Panel [Sub-PaneI }
( ! ) 1 . Ve 1
Supv [ Supv ] Supv ]
Empl Empl Empl
Empl Empl Empl
Empl Empl Empl

- _/ - J . J

= The meeting is held as soon as all employees have received category scores on all
six factors from their first level supervisor, usually early November

= The purpose of the meeting is to normalize recommended category scores across
supervisors and assign integer scores

= Note: Pay adjustments are not discussed at a sub-panel meeting
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NH — Problem Solving
2H 3L 3M 3H aL
Jane Doe (65) Bill Davis (66) Mary Cox (70) Jeff Green (82) Ruth Lopez (83)
Harry Smith (63) | Sally Brown (64) Fred Cantu (80) Dan Johnson (79)

John Jones (62)

For each career path and each factor

1. Put each employee in the contribution matrix based on the
first-level supervisor's recommendation

2. By discussing and comparing contributions, move
employees between categories

3. Rank order employees within each category
4. Assign integer scores

This is called “normalizing” or “leveling” scores
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Sub-

Cycle: 2015 Version: PR 01

Normalize Scores

nel Meeting Spreadsheet

The purpose of this spreadsheet is to assign preliminary and final contribution scores to employees.

—D‘mm =T tm | Lk =
lJ M=

Data/Spreadsheet Download -- Downloadthe offline managers meeting
data file from CASZ2MNet and save it to your hard drive, then click on Import to
|loadthe file into this spreadsheet.
Appraisal Score Entry -- Once the file has beenloaded, click View to go
directly to the Datatab to enter preliminary andfinal scores. To assign
scores using aninterface thatis similartothe on-line Managers Meeting,
click the Group into Categorieslink. This form filters employees by Career
Path, Factor, and Score Level. For each score level (1 through 4) selected

1 there will be between four and seven list boxes representingthe available

12 preliminary scores forthatlevel plus boxes representing the upper andlower

13 limits ofthe preceding and next levels, respectively. Employees withouta

14 preliminary score will show upinthe Unrated listoox. Employees can be
movedaroundin listboxes (left, right, up and down) and tofromthe Unrated

15 listbox usingthe buttons on the form. To assign afinal score, double-click

16 | [the emplovee's name.

17

18 Data Maintenance -- All additions, deletions, and modifications must be

19 donein CASZMNet. All columns exceptfor data entry and “wild-card™ are
locked. To preserve your work, export the data fromthis spreadsheetand

20 uploadto CASZMet before changing any informationinthe database.

21
Data Upload -- Use Exportto create a file for uploadingthe results from your

22 | |pay poolto CAS2Met.

23

24

25

26

27

28

29

30

31

4 4 » M| Contents ./ Data . Matrix .~ Rails Delta Stats Delta Plot

Last iImport: 8M19/2015 (1:07:56 PM)(COT)
Last Export:

Paypool Data

Import Vie Export
— LastModified:| |  UseToday
Click here

S —

Scor
Ggintn Categoeries

Summary Reports
Rails Report

Career Path Factor Matrices ranked by Final Score

Summary Statistics of Delta OCS

Distribution of Delta OCS

Scatter-plots of OCS Score by Salary
Current Pay & 2015 SPL

¥ NER! il
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Group intc Categories
-

Group into Categories

Career Path
* MH M1 T NE

Factor

{*" Problem Solving

" Teamwork

" Customer Relations
(" Leadership

" Communications

(" Resource Management

1L{0-5)

Lewvel

1
" 2
("3
4

Apply

Close

Employee Movement

Up

Left Right

Unrated

Down

Move to Unrated

Mowve from Unrated

1M (& - 23)

Garfield George (3)
Grimes Garth (3)
Harriz Henry (2)

This screen emulates the CAS2Net Preliminary Score Module (see next slide)
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CAS2Net Preliminary Score Module

Acqm are acting as Dan Curtiss

.. Change Session | Logout

MDemo
- Sub-Panel Meetin . 45
FRRp 9 Preliminary Score Module
Scoring Modules By Career Path Commence Sub-Pa Meeting
Mid-Paint Review = Business Management and Technical Management Professional (NH)
Self-Assessment O Technical M_anaqcrnl:nt Support (NJ) [ List of Scores |

3 Admi Oppor

Annual Appraisal - .
Seli-Assessment |Preliminary (Categorical) Score Module |
Heports Clase Wind

Scoring Review Modules

Sub-Pancl Manager
Menu Composte Score Module

Contri Preliminary Score Module s

Planning

Additional Sub-Panel Meeting for Dan Curtiss - Career Path: Business Management and Technical Management Professional (NH)
Feedback

Double-click the name to assign the Integer score.
Mid-Point Review

Annual Appraisal UNRATED -
Hoang, Danielle (3) 9
Sub-Panel - Hummer, Hershel (3} 79
Problem Solving Up Mucker, Mark (3) 81
Teamwork/Cooperation - Quarles, Richard (3] 78
Customer Relations Left | ‘ Deselect | | Right ‘ Udell, Vincent (3) 35

Leadership/Supervision
Communication
Resource Management

CO00®

Down

| | Move to Unrated |

Factor Description

‘ Move From Unrated

| Save Changes | Save & Close ‘

1M (6 - 23)--

2L (22 - 29)--

Edit Comments

Close Window
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Group into Categories

Career Path Lewvel Employee Movement

f* i i

* MNH M1 MK 1 Up

Factor 2 Left Right o
i -

{* Problem Solving * 3 — Garfield George (3)
" 4 Grimes Garth (3

I:H 1l
Teamwork Harris Henry (2)

(" Customer Relations

™ Leadership Apply

" Communications

Move to Unrated ‘

Close

(" Resource Management

2H (52 - 66) 3L (61 -66) M (67 - 78)

Based on panel discussion, select employee to move into category; in
this example, panel wants to move “George Garfield” to 3M; to do so,
click on the “Move from Unrated” button
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Group into Categories
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Group into Categories

Career Path
s NH M1 ONK

Factor

{* Problem Solving

™ Teamwork

" Customer Relations
" Leadership

" Communications

" Resource Management

2H (62 - 68)

Level
|
2
{* 3
4

Apply

Close

Employee Movement

v |
Left Right

Down

Move to Unrated ‘

| Maove from Unrated |

3L (61 - 6a)

Unrated

Garfield George (3
Grimes Garth (3)
Harris Henry (Z)

3M (57 - 78)

Name: Garfield George (3)

4 '’
Assign Categorical ... ﬁ

The “Assign
Categorical
Score” interface
appears

Click on drop
down list and
select “3M”

Click on the
“Apply” button
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Group into Categories

Career Path — Level Employee Movement -

B MH NI MK e Up

Factor ik :
Right Unrated
i+ 3 —

{* Problem Solving Grimes Garth {3)

Down :
o
" Teamwork 4 Harris Henry (2)
" Customer Relations
" Leadership Apply Move to Unrated

" Communications Move from Unrated

Close

" Resource Management

2H (62 - 66) 3L (61 -866)

= Employee appears in 3M column

= As panel discussions continue, you may further move employee
using the “Employee Movement” buttons

= To move employee to a lower level, highlight employee’s name and
click “Left”
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Career Path Level Employee Movement

(% { {

* MH M1 ME o1 Up

Fal:b]r I:J_\- 2 E. .................. E .
o LEH: Right Unrated
L

{* Problem Solving Down Grimes Garth (3)
(4 Harris Henry (2)

{ " Teamwork
{ " Customer Relations

(" Leadership Apply Move to Unrated

$C Move from Unrated

Close

{ " Resource Management

2H (62 - 66) m 3M (67 - 78)

| | Garfield George (J) |

Employee is now in the “3L" column
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Career Path Level Employee Movement

{o { {

* NH M1 ME 1 Up

Factor 2 .
& Left Right Unrated
L ]

* Problem Salving 3
4 Down

" Teamwork

{ " Customer Relations

{ Leadership -‘!'-FII:IW Mowve to Unrated

'cC icati : :

ammUnleatons i Move from Unrated :
{ " Resource Management Close
2H (62 - 68) 3L (61-66) 3M(B7-A

Garfield George (3)
Grimes Garth (3)
Harris Henry (2)

= For each factor, use “Up” or “Down” buttons to move employees within
a category to an appropriate order, as directed by panel discussion

= You can group by Pay Schedule, Broadband rating level, and Factor
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Group intc Categories
A

Career Path Lewvel Employee Movement

f*NH NI O NK Ch Up

Factor (/12 Left Right | Unrated
=

{* Problem Solving '3
4 Dawn

" Teamwork

" Customer Relations

(" Leadership Apply Move to Unrated ‘

" Communicati

ommunicatons Move from Unrated |
" Resource Management Close
2 (62 - 66) 3L (51 - 66) M (57 - 78)
Garfield George (3)

Grimes Garth (3)
Harris Henry (2)

. '’
Assign Integer Score @

Mame: Garfield George (3)

Category: Problem Solving

Pre-Scoes

Apply

Cancel

R ——

Assign Integer Score

To assign
a score,
double
click on
employee’
S hame

Select a
score from
the drop
down list
of the
“Assign
Integer
Score”’

interface
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Group into Categories

Career Path Level Employee Movement
{* i i
* MNH M1 MK 1 Up
Factor (2 )
" Left Right Unrated
(]
{* Problem Solving 3
4 Down
" Teamwork
" Customer Relations
(" Leadership Apply Move to Unrated
l"_" . . _—
Communications Move from Unrated
" Resource Management Close
2H (62 - 66) A (61-66) 3 (67 -
Garfield George (3) 63
Grimes Garth (3 a2
Harris Henry (2] 54

George has an integer score of 63

Note that the preliminary and numerical score changes show up in

the data tab 84
I —
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Return to Main Menu

Return to Data

Factor Matrix
All NH NJ NK

Each list gives the name All Career Paths NH Career Path
and integer score on the
factor. Use the buttons to
rank order the lists by
integer score. 2013 OCS prb solving team wk

NK Freeman Francis 2 46 Burns Barry 2 30 Burnz Barry M (11 = 7
NK Donaldson Dennis 2 5 Michelson Nancy 4 20 Michelson Nancy 4 u Use the Matrlx
Rank Order NK  Irinski fvan 3 51 Curtiss  Dan 4 86/ Curtiss Dan 1
Lowest to Highest NK Karmes  Keih 2 M Evans Francis 4 89|Evans  Francis 4 WO rkS h eet to
HK Wiliams  Wilson : 43 Gonzalez Helen 4 83 Gonzalez Helen 4
Higﬁ:;tktflﬂi:est NK Arndt Aaron : 38 verson  John 4 B4 lverson John 4
NK Dancy Dyanne 112 Quarles Richard 3 67 Quarles Richard = CO m pare SCO re
NJ  Garfield George 4 77 Stewart Tammy 3 73 Stewart Tammy =
Rank Order NJ  ‘“atey Zane 4 e udell Vincent 3 &3 Udell Vincent 3 - - =
Lowest to Highest NJ  O'Connor Olive 4 8BS Babbitt Chris 3 63| Babbit Chris 3 d IStrI butlons by
by Broadband NJ Parsons  Patricia 3 60 Fites George 3 62 Fites George 3
NJ  Rhone Ronald 3 48 Hansen lke 3 83 Hansen |ke : Career Path and
Rank Order MNJ Hoang Andrew 1 12 Artis Army 2 58 Artiz Ay 3
Highest to Lowest MJ Hoang Eric 112 Celon  Conmie 2 70/Celen  Connie ¢
TEEE NH Burns Barry 2 30 Evans Erin 3 75 Evans Erin b Broad band
NH Michelson Mancy 4 30 Farnswor Fred 2  5S4|Farnswor Fred H
NH Curtiss Dan 4 38 Grimes  Garth 2 32 Grimes  Garth H
NH Ewvans Francis 4 39 Harris Henry 2 60 Harris Henry H
NH Gonzalez Helen 4 85 Jerris Jane 3 66| Jerris Jane :
NH Iverson John 4 B4 Lawrence Lance 3 B2 Lawrence Lance i = ReVieW SCO re
NH Cuarles Richard 3 BT Martinez Mary 3 69 Martinez Mary 3
NH Stewart Tammy 373 Nance  Melan 3 Mance  Molan : . . "
NH Udell Vincent 3 B8 Serenzon Sarah 2 75 Sorenson Sarah H d Istrl b utl O n by
NH Babbitt Chris. 3 63 Tarman Timethy 2 79 Tarman Timothy 3
NH Fites George 3 B2 Ulanow Ui 2 42|Ulanov Ul H
NH Hansen ke 3 8 Vinson  Viokt 3 74|Vinson Viokt i FaCtO r by Caree r
NH Artis Ay 2 58 “eakley “olanda 3 82 Yeakley “Yolanda
NH Celon Connig FI— Zurbrigge Zack 2 88 Zurbrigge Zack H h
NH Ewvans Erin 3 75 Butler Bryce 4 23| Butler Bryce q Pa.t
NH Farnswortt Fred 2 54 Cavasos Carmen 2 63 Cavasos Carmen 2
NH Grimes Garth @2 32 Emerson Erica 2 Emerson Erica H
NH Harris Henry 2 60 Mucker Mark 3 T6|Mucker Mark 3
NH Jerris Jane 3 66 Heang Daniele 3 &5 Hoang Danielle =
NH Law 3 B2 Appleton Adam 3 65 Appleton Adam :

b M| Contents Parameters Delta Stats Delta Plot " Cur OCS - "Mew OCS " Sumi
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A B C D E F G H J K L M M 0 P 'f'
’ Return to Main Menu
2
3 Rails Report
4 Final
5 NH NJ NK Total
) Rail Zone| Number Percent | Number Percent| Number Percent |Number Percent Definition of Rail Zone
i A 0 0.0% 0 MNSA 0 0.0% 0 0.0% Inappropriately compensated above the rails
8 C1 1 16.7% 0 MR 1 100.0% 2 28 6% Appropriately compensated between the rails = SPL =
g c2 o) 83.3% 0 LA 0 0.0% o) 71.4% Appropriately compensated between the rails <= SPL
10 B 0 0.0% 0 MNIA 0 0.0% 0 0.0% Inappropriately compensated below the rails
11 Total 6 100.0% 0 MNIA, 1 100.0% [ 100.0%
12
13
14
15 Upper and Lower Rails
16
17 GS-1 5tep1 SPL base CCS Upper Rail Lower Rail  SPL | ¥
18 2045 S18.161  1.0200427 min 1.00 520,007 517,043 518,525
19 max 115.00 $192,165 3163696 5177930
20
21
22

w

a7
M 4 » M| Contents . Data MatrDelta Stats .~ Delta Plot . Cur OCS %2 nEN ] » [
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= Calculates how employees’ scores (as a
Count and a Percent) map to the different rail
zones (A, C1, C2, B)

— C1 is above the SPL and on or below the upper
rail

— C2 is on or below the SPL and on or above the
lower rail

= Shows Inferred and Final reports
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OCS Results

OCS Results: Current Pay and 2015 SPL
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= Visualize overall current pay vs OCS

89



Acam
|
BDemo

Using the CMS Spreadsheet
for a Pay Pool
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EDemo Y J
PPM
( ! R s N\ 1
Sub-Panel Sub-Panel [Sub-PaneI]
( ! R I ; e 1
Supv [ Supv ] Supv ]

Empl Empl Empl
Empl Empl Empl
Empl Empl Empl

= The meeting is held as soon as all sub-panel meeting are over, usually early
December

= The purpose of the meeting is to review and normalize scores across sub-panels
and assist the PPM with pay adjustments and awards

91
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Conducting a Pay Pool Panel Meeting

Conducting a Pay Pool Panel Meeting

- Meeting must be done off-line, there are no on-line
support tools; computations are done in the CMS
only

— Download the CMS spreadsheet from CAS2Net

— Download the entire pay pool data file from
CAS2Net

— Import the data file into the CMS Spreadsheet

— Importing a Pay Pool data file is the same as
importing a Sub-Panel data file; remember the file
naming convention to help you select the correct
file
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Pay Pool Meeting: Importing Snapshot

Offline Interface - Download Em ompensation Management Spreadsheet

Cycle: 2015 Wersion: PR 02

The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.

NOTE: Files are dynamically generated and the server mz
Please be patient and do not repeatedly request a downlo
To save a linked file to your computer, use a right mouse

Sub-Panel Meeting choices without hot links for the files h
Contact your pay pool administrator if you need to unlock

AMC/LH

ppAMCLH_to_CMS.csv

ppAMCLH_to_Sub-Panel_Chris_Babbi
pPAMCLH_to_Sub-Panel_Francis_Fre
pPAMCLH_to_Sub-Panel_Nancy_Mich
PPAMCLH_to_Sub-Panel_(No_Sub-Pz
PPAMCLH_to_Sub-Panel_Tony_Hoan

.CRI% CRI Set-As Awd%
2014 2 0 1 2 1

1 17981 1.020043 32510 66687 95049
Last NameFirst NamiMiddle Ini Suffix D

Data/Spreadsheet Download -- Downloadthe datafile from the CAS?Net,
then click on Importto load the fileinto this spreadsheet.

Appraisal Score Entry — Once the file has beenloaded, assign categorical
andfinal scores for each factor, andview reports and graphs.

Score Normalization — Compare score distributionsto lookfor anomalies
and scale differences. Runpreliminary pay adjustmentscenarios. Set CRI
and CA parameters and assign pay outs to employees

Data Maintenance — All additions, deletions, and modifications must be
done in the central database. All columns exceptfor data entry and “wild-
card” are locked. To preserve your work, export the data from this
spreadsheetanduploadto CAS2Met before changing any informationin
CAS*Net.

Final “G" Setting — This spreadsheet comeswith abestestimate of "G
Once you have been notifiedthat "G” is set, make a final round trip to
CAS2Met. The final"G” value and related parameters will be includedinthe
download ofyour paypool data.

Final Compensation Setting — After the final roundtrip to update "G”,
finalize the pay adjustments and awards for your pay pool.

Data Upload — Use Export to create a file for uploading the results from your
pay poolto CAS®Net.

Generate Part 1's — First use the filters to select employees; sort data by
preferred order, then click on the Generate Part| to generate Part | of the
Appraisal Form for each selected employee

Awd Set-/Beta 1(CRBeta 2 (CAMinimum Min CRIC Min CA ar Type

G SPLstepl SPLbase NHL NH2 NH3 NH3
132118 32510 49904 66687 95049 32510 45061
Paypool  Office SynWildCard Presumpt Retained |Career Pa Broadbani Occ Series Starting Bi Locality Ct Previous ( Start Date

Pay Cap 2 Pay Cap 2(Use CA
1 [t} 0 0 PAY 157100 155500 1
NJ1 NJ2 NJ3 N4 NK1 NK2Z NK3

2 AMC/LH AMC/LH 0 0 NH 2 318 58000 WA
3 AMC/LH AMC/LHAA ] 0 NH 3 856 79000 WA
4 AMC/LH  AMC/LHA 0 0 NH 4 830 106600 WA
6 AMC/LH AMC/LHB 0 0 NH 4 340 111400 LA
10 AMC/LH AMC/LHBA 0 1NH 4 850 163275 LA
11 AMC/LH  AMC/LHBA 0 0 NH 4 830 118000 ZX
12 AMC/LH AMC/LHBB 0 0 NH 4 830 120000 SD
udell Vi 13 AMC/LH AMC/LHBB 0 0 NH 3 850 89900 LA
Yates  Za 14 AMC/LH AMC/LHBB 0 0 N) 802 88300 LA
Artis Amy 19 AMC/LH 0 0 NK 43500 WA
Burns  Barry 20 AMC/LH  AMC/LHAA 0 0 NH 82597 LA
Donaldsor Dennis 22 AMC/LH  AMC/LHAA 0 0 NK 44000 LA
Evans  Erin 23 AMC/LH AMC/LHAB 0 0 NH 73000 LA
Grimes  Garth 25 AMC/LH  AMC/LHAA 0 0'NH

Locality CtAK

60699 Locality R¢ 24.69 19.29

Pay Pool Data Last Import: 8/19/2015 (2:18:59 PM)(CDT)

Impert View Export Last Export:
LastModified:] |  UssToday
Parameters

SetCRIand CA Parameters
Summary Reports
Rails Report
Career Path Factor Matrices ranked by Final Score
Summary Statistics of Delta OCS

Distribution of Delta OCS
Customizable Summary

Scatter-plots of OCS Score by Salary
CurrentPay & 2015 SPL  NewPay & 2016 SPL
Part 1 of Appraisal Forms
Open Existing Evaluation
Validate Data, then use the filters to select individuals and use sort to put the data in preferred order.

Generate Part 1 of Appraisal Ferms

AT

61 25-Jan-99
68
100 18-Jul-01
100 25-Jan-99
103 25-Jan-99
100 25-Jan-99
100 25-Jan-99
83 25-Jan-93
83 25-Jan-99
45 139-Jan-93
77 25-Jul-11
46 25-Jan-93
78 23-Jan-99
65 23-Jan-9;
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CMS Spreadsheet “Parameters” Tab

A B Cc D E H J K L M -
1
2 Return to Main Menu Reset to ‘
3 Default Values
4 Return to Data
5 Qou may set any parameters in Yellow |
6  Scenario Summary
7 Start with little ormo CRI and CA set-asideand increase it gradually. If you reducethe

o set-aside afterallocating yourdiscretionary funds, your remainderwill go negative and
GPI [G] o 1.00 you will have to delete all or some of your allocations and startoveragain. Setaside
G5-1.I'StEp1 pay [151 $ 18 3473 maycéhgngg itf rolloveramount changes. The cashaward amountis 90% of the total
z awan uoget.
10 G5-1/step1 pay (15) $ 18,161 | Cash Amount Plus Unused GPI
12 CRI% 2 260000% 71,379 $71.379| [ Check box if this is your organization's first cycle in AcqDemo r
13 CRISet-Aside Oy ®$ 0.000000% $0
14 Award% 0.000000% $0
16 Beta 1 (CRI) 0 Beta 1.and 2
17 Beta 2 (Award) 1= Upper Rail
18 Minimum CRI Dollar Amount 0= SPL
19 Minimum CRI Carryover Amt 1= Lower Rail
20 Minimum Award Dollar Amount |
99 GPI (G) Carry Over $ _ ¥ Use Control Points
23 CRI Remainder 3 69 287 [~ Use Awards
24 Award Remainder $ - Check Use Awards if your organization has received
25 Alpha 1 1.0000 written approval, from the Deputy Assistant Secretary
of Defense for Civilian Personnel Policy, to pay CCAS
26 Alpha 2 _ %
— ayout Awards.
27 Minimum CRI Budget % 2.0
28 Minimum Award Budget % 1.000000
29 A
M 4 » M| Contents | Parameters - Data . Matrix Rails Delta Stats Delta Plot " Cur OCS . New OCS . Summary .~ ¥J |I| 4| 1] | »
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Data Sheet: Override Options

T L VoW X Y z
Copy to Opt Sig

Start Date ~ ™ B % |1st Level Sup Name  Sub-Panel Managers Pay Pool Manager

= = [ g Meeting Hame

E E O

- = |5

= = -

o o =

o =

|9 |- g - E - - -

25-Jan-99 0 0 1 Barry Burn= Bob Arnold Bob Arnold
25-Aug-05 0 0 1 |Bob Arnold Dan CURTISS Bob Arnold
18-Julk-01 0 0 1 |Barry Burns Barry Burns Bob Arnold
25-Jan-55 0 0 1 |Barry Burns Bob Arnold Bob Arnold
25-Jan-55 0 0 1

Jane Jerris Helena Gonzalez Bob Arnold

e e - 1 Ml & el

= CRI Override set to 1 means the employee does not receive a CRI payout from the
CRI computation algorithm

* The supervisory hierarchy comes from CAS2Net o5
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- Data Sheet: Enter Part | Form Data
BMDemo

= Use the columns shown to
enter names that will be
shown under the signature
block on the Part | Form for
each employee. ot

Part 1: Remarks

= Use this if you want to =
display the rater’s name —
may be useful if signature is
not easy to read.

= Also, enter optional remarks
for the Part | Form for each
employee.
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Data Sheet: CRI Section

Cl CJ CK CL CM CHN CcO cP CQ CR
R Total CRI G carry-over= $0.00
00 Default= £33 342 CRIBudget=  £38,852.00
- H H H Discretionary= -350 CRI Set Aside = $0.00
Gray hlgh“ghtmg mgans the Computed = £33732 Alphat= 0.195777
employee is not eligible for
discretionary CRI Avsilable
Balance=
(Default CRI) fiz3 . Computed |Computed|Computed Max Allow to  [CY2015 UR Pay CY2015 LR
. . . AlphatDelta¥ UG CRIS CRI % Base Pay Allowable |exceed Pay
= Yellow hlghllghtlng means R 2015 CRI%  |20% limit
they are eligible
n Note that the Spreadsheet 21,274 )] 21,274 2.20% 59,854 5.00% 0 255,155 55,503
£330 )] 2320 1.11% £30,670 5.00% 0 £34,331 £71,838
enforces the several pay 51,586 50 51,586 1.49% 5108,252 £.00% 0 5115846 598,684
22 501 -210 2,491 2.24% 2115005 5.00% 0 £125,417 £108,338
caps that apply — there are 21,775 3| 21,775 1.09% 2165 250 £.00% 0 5141275 120,345
more than jUSt the tOp Of the 82,193 850 82 143 1.82% §121,323 5.00% 0 5130,484 5111162
23,353 )] 23,353 2.79% £124 553 5.00% 0 £138,499 £117,980
pay band (see table bGlOW) 50 50 50 0.00% 590,799 0.00% 0 584,331 571,838
5176 )] 5176 0.21% 533,599 5.00% 0 534 331 571,838
€1 N7R N €1 N7R 41 WReL E70 ARR R NNAEL n R4 171 71 237
o ) N Locality Pay
Category General Pay Increase Contribution Rating Increase Contribution Award Basic Pay plus localtiy pay may not

exceed Executive Level IV basic pay.

Could be reduced or

| iatel ted -A N N YE

nappropriately Compensa e denied O O S
YES— Up to 6% YES

Appropriately Compensated -C YES May not exceed upperrail of NPR for employee's Pay pool manager approves up to YES

OCS or maximum salary for current broadband level. [ $10,000. Amounts exceeding $ 10,000
require local commander's approval.

YES— Up to 20%

Inappropriately Compensated B YES Over 20%requires local commander's approval. M ay YES YES
not exceed 6% above the lower rail or the maximum

salary for current broadband level.

97



Acqm
n

BDemo

Control points can be set for each employee

Data Sheet: Control Points

Computed Max Allow to  (CY2015 UR Pay CY¥2015 LR |Control Allow Max Baze 1Apprmred Hew Baze Pay
Baze Pay Allowable |exceed Pay Point Over Pay 2015 CRI S 2015
2015 CRI % 20% limit Control
Point?
w w b w w w w
200,854 5.00% 0 65, 156 $55,503 0 262,060 21,274 500 8504
280,670 5.00% 0 284 331 571,835 282,000 0 282,000 2530 230,670
2109 252 6.00% 0 2115,846 208 684 0 - 114,062 %1 586 2109 252
44 C nnc =it Ny n EATC A47T &4 NS oo im & A4 4 4LC NANc
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- CMS
BDemo Handling Carry-over Awards in

= Business Rules as published in, “Fiscal Year 2015 Rating
Cycle Pay Pool Funding for the Department of Defense
Civilian Acquisition Workforce Personnel Demonstration
Project (Change 1)” memorandum on 7 August 2015
— Award funding is available for this year
— Extra CRI funding does not rollover to fund CA

— Carry-Over award money for those on retained pay or who hit a
demo pay cap cannot be redistributed to other employees

— Carry-Over award money due to control points can be
redistributed — use Column U on the data tab (see slide 88) to not
include the person in the CRI algorithm, set discretionary set
aside to a large enough amount to cover the payout up to the
control point, and use discretionary CRI in column CK (see slide
91) to give the employee the increase up to the control point
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Award Funding for the 2015 Cycle

Start with little orno CRI and CA =et-asideand increaze it gradually. If you reducethe
set-aside afterallocatingyour discretionary funds, yourremainderwill go negative and

you will have to delete all or zome of your allocations and startoveragain. Setaside
may change if rolloveramount changes. The cashaward amountis 90% of the total
award budget.

[ Check box if this is your organization's first cycle in AcgDemo

Check Use Awards if your organization has received
written approval, from the Deputy Assistant Secretary
of Defense for Civilian Personnel Policy, to pay CCAS

GPI (G)% 1.00

G S-1/step1 pay (16) $ 18,343

GS-1/step1 pay (15) g 18,161 | Cash Amount Plus Unused GPI
CRI% 2 260000% $71,379 $71,379
CRI Set-Aside Q% @ 0.000000% $0

Award% 1 [0N000% $35,060

Award Set-Aside Q< @g 0.000000% $0

el i 0 Beta 1and 2
Deta £ (Awara) 1 1= Upper Rail
Minimum CRI Dollar Amount $0 0= SPL
Minimum CRI Carryover Amt 0 1= Lower Rail
Minimum Award Dollar Amount 0

GPI (G) Carry Over ¢ ~ ¥ Use Control Points
CRI Remainder $ 68,287 v Use Awards

Award Remainder $ 20,205

Alpha 1 1.0000

Allpf'.la 2 1.0000 Payout Awards.
Minimum CRI Budget % 20

Minimum Award Budget % 1.000000
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Acqm AcgDemo Implementation of Carry-Over

] .
BDemo Award Business Rules

= CMS spreadsheet allows to set award % and set aside in
the Parameter tab

= Note the you are permitted to hold employees out of the
algorithm who are going to retire or move out of
AcgDemo before the start of the new pay year
— In the past, many pay pools converted CRI for these employees
to carry-over awards
— Because that is not possible this year, the person can be held out

of the algorithm, which means their payout is redistributed across
all other eligible employees

*The PMO will check CMS results to ensure that pay pools have followed the rules limiting the
redistribution of carry-over awards
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DG OH ol BN DK | oL oM

Tota! Carryover Award = Available Award Dollars = 321,852.00
58450 3437

Total CA Pos Delta ¥ = Dizcretionary Set-Aside =

= Note that Carry-
Over Awards are

Total Default Award = 521,404 Alpha2 = 0.107911
shown in column Total Discretionary Award = 5399
Tota! Award = 523,909

DG

Remainder = |
Carryover |CA Pos Computed Award [{g20 80T 4
= Column DK ShOWS Award Delta ¥ Discretionary f
the sum of any
Carryover Award, - - - -
Com pUted Award 20 36,511 5702 599 2301 new §
=4 G
and/or 20 54,493 5485 S0 5435 new §
. ) 20 28,104 5874 S0 5874 new §
D|Scret|ona|’y 20 12,777 51,378 50 51,378 new 5
51,775 39,069 5978 S0 52,753 new 6
Award 50 511,205 51,209 50 51,209 new 6
30 317,130 31,843 50 31,848 new 6
20 20 30 30 20 new &
= A cell near the top 50 5901 597 50 597 new 6
20 55,493 $593 S0 5593 new §
of columns DI 50 527,695 52,938 $300 $3,288 new 6

show the total of
carry-over awards
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Data Sheet: Triggers
EDemo J9
= The Appraisal Rating column is DQ | DR DS

computed based on the
guidance from the Federal
Register and can take on the
values of 1, 3, 4, or 5 where 1 is
Unsatisfactory

= An employee whose OCS is less

than or equal to the scores in the ww | = |
. ™ [--] —
table below will be place on a 28 |5 S
Mandatory Contribution °F |F |8
Improvement Plan (CIP) 2 | |E
w - - g -
CIP Triggers
Broadband NH NJ NK 61 14 0
1 010 0 76 | 44 | 0
2 14 14 14
91 72 0
3 44 36 34
4 79 54 g4 72 0
101 72 0
05 T2 Il
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Pay Pool Meeting: Check Delta Stats Scores

A B C D E
Return to Main Menu Delta Plot Grouping
+ Supervisor S
Hide with only o
. L Refresh Show All
View Delta QCS Distribution " Office Symbol employes

" Wildcard Col # 4 -

Summary Statistics of Delta OCS Score

— —
Average Delta OCS Score Standard Deviation
Owverall 0.79 580
MH 1.35 B2
HJ -2.00 EX:l
MK 0.50 1.29 L k f
MH Total
Barry Burns 470 7.54 4
Bob Arnold 7.00 1.3 2 extrel I Ie Or
Dan CURTISS -1.50 212 2
Erin Evans 0.00 R A 1
Helena Gonzalez -2.80 778 2 |
Jane Jemiz 0.75 1.26 4 u n usua
Mary Martinez -2.50 7.7a 2 a e ra e d e Ita
" V g
Jane Jems 200 T AA, 1
Mary Martinez 400 3.90 2 O C S | b
values by
MK
Barmy Bumns 1.00 M A8, 1 '
Dan CURTISS -1.00 T A 1 SuperVISor
Erin Evans 1.00 1.4 2
Overall
Barry Burng 4.00 E7R L3
Bob Arnold 7.00 1.3 2
Dan CURTISS 1,33 153 3
Enin Evans 0.E7 1.15 3
Helena Gonzalez -2.50 7.va 2
Jane Jemiz 1.00 1.22 A
Mary Martinez 325 7.3z 4

» M | Contents Parameters - Data .~ Matrix Rails | Delta Stats - Delta Plot " Cur OCS . Mew OC
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.=Demo Pay Pool Meeting: Check Rank Ordered Data

A Bl C D E G H J K M N 0 P R
Return to Main Menu
Return to Data
Factor Matrix
All NH NJ HNK
Each list gives the name All Career Paths NH Career
and integer score on the
factor. Use the buttons to
) |rank order the lists by I th M s
| |integer score. 2014 0CS prb solfing team wk n e atrlx
L NH Olson Peter Lawrenct Lancsg k] rence Lance 3
3 MH Stewart Tammy Olson  Peten 4 Stejwart Tammy 4 WO rkSheet
% anpjdnﬁnoHr?;rll—est NH Quarles  Richarg Stewart Tam 4 n Peter 4 )
] NH Gonzalez Helena Quarles Richard 4 95 Qugrles Richard 4
3 - - NH CURTISS Dan Gonzalez Helepa 4+ 52 Gongzalez Helena 4 CheCk SCO reS by
', -I:i_i;l:::tktooltdoe\:est T NH Jerris Jane CURTISS Dan 4 CURTISS Dan 4
- NH O'Connor Olive Jerris Jang 4 Jane 4
] o - NH MNance Nalan O"'Connor Olive 4 O"Cqnnar Olive 4 Ca ree r path a n d
] Rank Order NH Martinez  Mary Martinez Ma 3 Nanfe Nolan 3
1 Lowest to Highest NH Garfield George Garfield Geofge 3 7% Marfinez Mary 3 factor
2 by Broadband NH Udell Vincent Udell Vincgnt 3 79 Garfield George 3
3 - NH Burns Barry| Burns Bari 3 79 Udgll Vincent 2
! Rank Order NH Evans Erin Evans Erin 3 79 Bupgns Barry 3
3 Highest to Lowest NH Grimes Garth Grimes  Garth % 79 Evans  Erin 3
3 by Broadband NH Harris Henry Harris. Henny! 2 79 Gpmes  Garth 3
f NJ “fates Zane Mance  Nelan 3 79 Harris Henry 2
3 NH Lawrence Lance Freeman Francis\ 2 reeman Francis 2
L) NJ Rhone Ronald
] M) Parsons  Patricia
1 MH Freeman Francis
? NK  Irinski han
3 MK Denaldson Dennis
| NE  Artis Ay
3 NK Karnes Keith

41 b M| Contents Parameters . Data | Matrix .~ Rails - Delta Stats Delia Plot .~ Cur OCS “MNew QOCS .~ Summ

earu | 105
_________________________________________________________________________________________________________________________________________________________|
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BEDemo Pay Pool Meeting: Check Current OCS Results

Check where
overall
contribution
scores for
current pay
plot against
new upper
rail, lower rail
and SPL

OCS Results: CurrentPay and 2015 SPL

140000
120000
100000

80000

If there are
fewer than
255
employees in
the pay pool,
hovering the
mouse over
o ) - - - - - the dot will

) ocs display the

——UpRail ——SPL ——LlowarRal = NH 4 NI r MK employee’s

Matrix . Rais .~ Defta Stats .~ Delta Plot | Cur OCS ‘New OCS .~ Summary . ¥d name

40000

20000
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_________________________________________________________________________________________________________________________________________________________|



Acqm
N

Pay Pool Meeting: Change Scores

HMDemo
AC AD AE AF AG AH Al AJ  AK AL  AM AN @ AD
et
Scores = Change scores

directly on the Data
worksheet

Categorical Scores Final Scores n |f Categorica] Scores

= 2] = ]

SR : E, £ 2 B £ : E, are used, change

2 = CR o " = = .

RS N tla £ LI : them first and then

=1 - = -

AFIFIFFFE = =1 = =] =] [+ use the drop down

list to change the
ZNMH | 2ZMH 2MH | 2MH | 2MH | 2KH 61 61 51 61 61 51

3H [3M 3WM (3N |3M |3M 9 T3 73 73 T3 73 numerica I score
4 [4M 4K 4N 4N |4 50 80 20 50 50 20
4 |[4M 4H 4H [4M |4W 52 g2 &9 &9 52 52
4H |4H 4H 4H |4H |4H 1000 100 1000 1000 100 100
4 |[4H 4M 4H [4M |4M 95 o8 85 100 95 o5
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Uploading Data Back to CAS2Net
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BDemo Create Export CSV File

A B = D E F G H | J K L W N 0 = Q R -

1 Compensation Management Spreadsheet

2 Cycle: 2015 Version: PR 02

3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.

4

5 Data/Spreadsheet Download -- Download the datafile fromthe CAS2Net, Pay Pool Data Last Import: &18/2015 (2:18:29 PM)(CDT)

6 then click on Importto loadthe file into this spreadsheet. Import View |Export Last Export:

7 . . . LastModified:] |  UseToday
Appraisal Score Entry — Once the file has beenloaded, assign categorical

8 andfinal scores foreach factor, andview reports and graphs. Parameters

9 Score Normalization -- Compare score distributionsto look for anomalies

10 and scale differences. Run preliminary pay adjustment scenarios. Set CRI SetCRland CA Parameters
and CA parameters and assign pay outs to employees.

11 Summary Reports

12 Data Maintenance — All additions, deletions, and madifications must be y P

donein the central database. All columns exceptfor data entry and “wild- Rails Regnrt
13 card” are locked. To preserve your work, export the data fromthis
14 spreadsheet and uploadto CAS®Met before changing any informationin

- Career Path Factor Matrices ranked by Final Score
15 CAS et
16 Final “G” Setting —- This spreadsheetcomeswith a bestestimate of "G.” Summary Statistics of Delta OCS

ilfi COnce you have been notifiedthat "G” is set, make a final roundtrip to

18 CASZNet. The final"G” value and related parameters will be includedinthe e
19 download of your paypool data. Distribution of Delta OCS

20 Final Compensation Setting — After the final roundtrip to update "G”,
21 finalize the pay adjustments and awards for your pay poal.

Customizable Summary

29 Data Upload — Use Export to create a file for uploading the results from your
7 pay poolto CASIMet.

24 Generate Part 1's — First usethe filters to selectemployees; sort data by
preferred order; then click on the Generate Part | to generate Part | of the

Scatter-plots of OCS 5core by Salary
CurrentPay & 2015 SPL  NewPay & 2016 SPL

25 Appraisal Formfor each selected employee. Part 1 of Appraisal Forms
26 L .
97 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sorf to put the data in preferred order.
ég Generate Part 1 of Appraisal Forms L
K]l 3
qui * M| Contents  Parameters .~ Data . Matrix , Rais .~ Delta Stats Delta Plot .~ Cur OCS “New OCS . Summary ¥ nER 1] | »
From the Contents worksheet, click on the Export button to create
an export CSV file
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A B c D E F G H I ] K L M N (o] P Q
GPI (G)% ._GS—lfstep GS-1/step CRI% CRI Set-AsAward% Award SeiBeta 1 (CR Beta 2 (Av Minimum Minimum Minimum GPI (G} Ca CRI RemalAward RelAlphal Alpha:
1 17981 17803 2 0 1 2 1 1 0 o o 0 70 -52 0.195777 0.107%
Last Name First Nami Middle Ini Suffix CAS2ZNet | Pay Pool Office Syn Wildcard : Presumpt Retained | Career Pai Broadbani Occ Serie: C¥2014 Ba Locality Cc Locality R: CY2014 =
Freeman Francis 2 AMC/LH AMC/LH 0 0 NH 2 318 58000 WA 02422 ssc W ave t e I e
) 5
Garfield George ] Save As - - (et p:2922 73¢ .
CURTISS Dan _ - | d - 2422 106€ I
Gonzalez Helena ) ) .« TRAINIMG » Training Fall 2014 » CMSfiles » 55 and Import files Search 55 and Imy ol 2716 1114 n a p ro eC e
- < E
Olson Peter z _ S _ . ).2716 1308
Quarles  Richard Y R = 1416 118 fold er
Stewart  Tammy %] Microsoft Excel Documents library e BT pa1s| 130
Udell Vincent 55 and Import files ) .2716 895
Burns  Barry — L 2716 828
Evans Erin o LRI 1 Name Date modified 12716 78c
. Bl Desktop 4
Grimes  Garth 558

EL] ppAMCLH_to_CMS.csv 3
& Downloads 9716 N

Harris Henry .
Jerris Jane = Recent Places 2409 N Ote . C M S
H .

Lawrence Lance ) L2716 72C

Martinez Mary @ Libraries 2715 79

Nance  Nolan = Documents .2716 84c S preadSheet

o'Connor Olive o' Music - — | R2872  101¢

Yates Zane Sl sss L2716 882 - - H

Parsons  Patricia File name: ppAMCLH_to_Master.csv hd :.2422 582 a p p I I eS b u I It-l n

Rhone Ronald Save as type: | Comma Delimited (*.csv) '] :2?16 61l 0 0

Artis Amy L2422 432

Donaldso: Dennis Authors: Dancy, Danielle Tags: Add atag Title: Add a title -.2?16 aac nam I ng CO nventlon
Irinski  Ivan 2716 55¢

Karnes  Keith

»

Hide Folders s @ swe | [ Genea | |pEe e funCtlonality tO
generate filename

» W | Sheet1 /72 4] il
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Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Full Access User Menu

Welcome
Reports
Data Maintenance

Session
Maintenance

Offline Interface

Paypool Motices
Demo Reset

RT Database
Maintenance

Uploading Employee Data

Offline Interface

Offline Interface Menu

Pay Pool: AMC/LH E

Download: | Download Employee Data |

Lastcomaleted download: None

C Upload: | Upload Employee Data) |
"None
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Select saved CSV file and Upload to complete the process

Upload to CAS2Net

Offline Interface - Upload Employee Data

Contribution
Planning

Specify AMC/LH upload file:

Command: Upload File

|Return to Offline Interface Main Menu|

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Full Access User Menu

Welcome
Reports
Data Maintenance

Session
Maip

Paypool Notices
Demo Reset

RT Database
Maintenance
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Pay Pool Meeting: Part I Form

Make sure you organize the records in the data tab in the order you want them printed

A B C D E F G H | J K L M M 0 P Q R -

1 Compensation Management Spreadsheet
2 Cycle: 2015 Version: PR 02
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
5 Data/Spreadsheet Download — Downloadthe data file fromthe CASINet, Pay Pool Data Last Import: 8/18/2015 (2:18:58 PM}(COT)
& then click on Importto loadthe file into this spreadsheet. Import View Export Last Export:
7 . . . Last Modified:| | m

Appraisal Score Entry — Once the file has beenloaded, assign categorical
8 andfinal scores for each factor, andview reports and graphs. Parameters
g Score Normalization -- Compare score distributionsto look for anomalies
10 and scale differences. Run preliminary pay adjustment scenarios. Set CRI Sw

and CA parameters and assign pay outs to employees.
11 Summary Reports
12 Data Maintenance — All additions, deletions, and modifications must be v P

donein the central database. All columns exceptfor data entry and “wild- Rails Regnrt
13 card” are locked. To presernve your woark, export the data fromthis A
14 spreadsheetand uploadto CASNet before changing any information in Career Path Factor Matrices ranked by Final Score =
15 CASINEet. areer—amn Tactoratrices rankec by Tina’l score
16 Final “G" Setting — This spreadsheet comeswith a best estimate of"G.” Summary Statistics of Delta OCS
17 Once you have beennotifiedthat "G” is set, make a final roundtrip to
18 CASZNet. The final "G" value and related parameters will be includedinthe e
19 download ofyour paypool data. Distribution of Delta OCS
20 Final Compensation Setting — After the final roundtrip to update "G", Customizable Summa
29 finalize the pay adjustments and awards for your pay pool. ustomizable summary

Data Upload — Use Exportto create a file for uploading the results from your
§§ pay poglto CASINet P P a ¥ Scatter-plots of OCS Score by Salary

MNew Pay & 2016 SPL
24 Generate Part 1's — First use the filters to select employees; sort data by Current Pay & 2015 SPL =
25 preferred order; then click on the Generate Part | to generate Part | of the Part 1 of A isal E
o Appraisal Form for each selected employee. art 1 or Appraisal Forms
o7 Open Existing Evaluation
28 Validate Data, then use the filters to select individuals and use sort to put the data in preferred order.
gg Generate Part 1 of Appraisal Forms | &
i
e - ul
M 4 » M| Contents - Parameters - Data . Matrix -~ Rails . Delia Stats Defta Plot " Cur OCS “Mew OCS . Summary . ¥2 [ L | »
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BACKUP
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Parameters Description

. CRI % - The pay pool’s overall CRI budget, expressed as a percent of total annual base pay in the pay pool as of 30 September 2005. This value must be at
least 2.0 percent, which is also the default value. The two cells to the right of the percent show the dollar amount of the resulting CRI budget, and the enhanced
CRI budget including unspent GPI money.

. CRI Set-Aside - The percent of the pay pool’s overall CRI budget that is set aside for discretionary allocation by the pay pool manager. The default is 0.0
percent. You have the option of entering this value as a percent or dollar amount. The default algorithm built into the spreadsheet allocates the remaining
budget.

. Awd % - The pay pool’s overall CA budget, expressed as a percent of total annual base pay in the pay pool as of 30 September 2005. This value must be at

least 1.0 percent, which is also the default value. In accordance with the AcqDemo Federal Register announcement, the value specified here is automatically
multiplied by .9 to establish the CCAS award budget used in the workbook. The other 10 percent of the award funding is reserved for non-CCAS awards
throughout the year. The two cells to the right of the percent show the dollar amount of the resulting CCAS CA budget, and the enhanced CA budget including
unspent CRI money.

. Awd Set-Aside - The percent of the pay pool’s overall CA budget that is set aside for discretionary allocation by the pay pool manager. The default is 0.0
percent. You have the option of entering this value as a percent or dollar amount. The default algorithm built into the spreadsheet allocates the remaining
budget.

. Beta 1 (CRI) — Establishes target pay for CRI allocation as follows:

. 1 = upper rail

. 0 = SPL (default value)

. -1 = lower rail

. Beta 2 (CA) — Establishes target pay for CA allocation as follows:

. 1 = upper rail

. 0 = SPL (default value)

. -1 = lower rail

. Minimum CRI Dollar Amount — Any calculated CRI amounts below this minimum will be set to zero and the money added to the discretionary CRI remainder

for allocation to other employees. The default is $0.

. Minimum CA Dollar Amount — Any calculated CA amounts below this minimum will be set to zero and the money added to the discretionary CA remainder for
allocation to other employees. The default is $0.
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