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1. INTRODUCTION

This document describes the features and capabilities of the Contribution-based Compensation and
Appraisal System Software (CAS2NET) for the Acquisition Workforce Demonstration Project
(AcgDemo) Office of the United States Department of Defense (DOD).

1.1  Purpose

CAS2NET is an online reporting system of the Contribution-based Compensation and Appraisal System
(CCAS), a results-based, competency-linked pay banding and performance-based pay system. The
purpose of this document is to describe the features and capabilities of the CAS2NET and to define the
role of CAS2NET in supporting the Acquisition Workforce Demonstration Project (AcgDemo).

1.2 Scope

CAS2NET supports planning, feedback, assessment and reward activities of the appraisal cycle. The
Contribution Planning module encourages collaboration between employees and supervisors to refine the
contribution plan.  Additional Feedback and Mid-Point Review modules promote continuous
communication and performance improvement. Closeout Assessments review employee performance in
the event of a change in assignment or rating official. The Annual Appraisal modules enable employees
and supervisors to provide evaluations based on their respective viewpoints. The reward activities consist
of the Pay Pool Panel review and reconciliation of the Level 1 Supervisors’ evaluations and the
generation of the employee salary increase, award and bonus.

The scope of this document includes the guidance for using the CAS2NET to record and review
performance appraisals individually or collectively across different supervisory levels—and to assist Pay
Pool Administrators in their roles as CAS2Net data administrators.

1.3 Document Overview

This guide helps you get started with the CAS2NET and serves as a reference whenever you need
assistance with a particular function. This guide includes a section for each CAS2NET user role
providing guidance on how to use the system to execute their assigned responsibility in the performance
appraisal workflow and/or Pay Pool administration. This document contains the sections and appendices
described in Table 1-1.

Table 1-1: CAS2NET User Guide Contents

Section/
Sub- Name Contents
Section
) This section describes the purpose and scope of this document,
1.0 Introduction and provides an overview of document content.
This section provides an overview of the Contribution-based
Compensation and Appraisal System Software, CAS2NET User
20 CASZNE'[ Roles and their responsibilities, who should use this guide, access,
Overview transfer, sharing, and ownership of appraisal records, and the
different conventions that will be seen throughout the document.
This section describes how the system users will access the
3.0 CAS2Net User | system and what they will see upon successful log-in based on
Session their assigned role(s).
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Section/
Sub- Name Contents
Section
This section describes the role of an AcgDemo employee and
4.0 Employee available CAS2Net functionality.
This section focuses on the Level 1 Supervisor’s use of the system
Level 1 and details how to use CAS2NET to enter and edit contribution
5.0 Supervisor factors and appraisals. CAS2NET supports the Level 1
Supervisor’s ability to create and modify contribution factors for
each employee they supervise.
Level 2 This section provides guidance f_or the Leve_l 2 _Supervispr on how
6.0 . to use CAS2NET to perform rating and reviewing functions
Supervisor . ; .
described in section 5.0.
Sub-Panel This section provides guidance for the Sub-Panel Manager on
7.0 M how to use CAS2NET to review ratings and facilitate Sub-Panel
anager .
Meetings.
This section provides guidance for the Pay Pool Manager on how
to use CAS2NET to monitor the progress of appraisals across the
8.0 Pay Pool Pay Pool and review the rating of a selected employee for
' Manager completeness. It includes instructions for changing role to assume
an assigned CAS2NET role to execute their designated
responsibility.
This section provides guidance for the Pay Pool Administrator on
Pay Pool how to use CAS2NET to dovynload dgta to CMS, upload data
9.0 Administrator from CMS, and make supervisory assignments for employees, the
review of the contribution ratings of employees for fair
consideration.
This section provides guidance for the Superuser (or Full Access
Superuser, User) to perform the data administration functions described in
10.0 Full Access section 9.0. It includes instructions for changing role to assume
User an assigned CAS2NET role to execute their designated
responsibility.
11.0 Reports This section overviews the reports available to CAS2Net users.
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2. CAS2NET OVERVIEW

This section provides an overview of CAS2NET, user roles, and their responsibilities.

2.1 CAS2NET Overview

CAS2NET is an online reporting system of the Contribution-based Compensation and Appraisal System
(CCAS), a results-based, competency-linked pay banding and contribution-based pay system. CAS2NET
represents evolution of tools for the Acquisition Workforce Demonstration Project (AcgDemo) Office of
the United States Department of Defense (DOD), to augment the performance appraisal management
process. CAS2NET supports planning, feedback, assessment and reward activities of the appraisal cycle,
while the Contribution Planning module encourages collaboration between employees and supervisors to
refine the contribution plan. Additional Feedback and Mid-Point Review modules will promote
continuous communication and performance improvement, as Closeout Assessments and the Annual
Appraisal modules enable employees and supervisors to provide evaluations based on their respective
viewpoints. The reward activities consist of the Pay Pool Panel review and reconciliation of the Level 1
Supervisors’ evaluations and the generation of the employee salary increase, award and bonus.

2.2 Who Should Use This Guide?

The CAS2NET User Guide is for Employees, Level 1 Supervisors, Level 2 Supervisors, Sub-Panel
Managers, Pay Pool Managers, Pay Pool Administrators and Superusers who are assigned these roles in
the CAS2NET to perform their respective responsibilities listed in Table 2-1.

Table 2-1: CAS2NET User Roles and Responsibilities

CASZNET User Responsibilities
Role
Employee An individual who participates in the AcqDemo pay pool processes as a “demo” employee.
Responsible for:
=  Collaborating with the Level 1 Supervisor to set contribution objectives.
=  Providing self-assessments for Mid-Year Review and Annual Appraisal.
Level 1 An AcgDemo employee who is the immediate supervisor of one or more “demo” employees.
Supervisor Responsible for:
= Setting contribution objectives, and communicating performance expectations.
= Monitoring and providing performance feedback.
= Appraising performance.
=  Taking action to recognize, reward, or correct performance.
Level 2 A higher level AcqDemo official who reviews the Level 1 Supervisor’s determination of an
Supervisor employee’s performance. Responsible for:
= Reviewing employee ratings to ensure that the same standards for evaluating
performance are applied by reporting supervisors.
Sub Panel The next higher official in the pay pool responsible for:
Manager = Convening and oversight of the Sub-Panel Meeting.
= Enforcing pay pool procedures and policies.
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CalHEe Responsibilities
Role
Pay Pool The highest ranking official in the pay pool responsible for:
Manager = Managing the CCAS payouts, Contribution Rating Increases (CRI) and Contribution
Awards (CA) for their respective pay pool.
=  Convening and oversight of the Pay Pool Panel.
=  Ensuring judicious use of pay pool funds balanced against budget policies and based on
employee performance.
= Enforcing pay pool procedures and policies; and ensuring that Level 1 Supervisors
comply with timely issuance of mid-term reviews and closeout assessments.
Pay Pool The Pay Pool Administrator is responsible for:
Administrator =  Tracking the progress of the performance evaluations across pay pools.
*  Analyze performance management data across pay pools.
=  Create and modify employee record in CAS2NET.
Superuser The Superuser is responsible for:
= Qverseeing the entire CAS2Net system to ensure supervisor assignments are correct
= Assist employees and supervisors with problems or issues concerning their CAS2Net
role.
=  Create and modify employee record in CAS2NET.

2.3  Access and Authorization

User access to CAS2NET is authenticated by DOD’s e-Authentication system upon log-in. Authorization
to access CAS2NET functions is determined by the assigned user role (s) of the CAS2NET user. The
navigation bar on the left side of the screen is customized based on assigned role (s) to an individual
CAS2NET user. Thus a CAS2NET user who is an Employee and a Level 1 Supervisor will see the
menus available to both assigned roles.

2.4  Ownership of Performance Appraisal and Review Workflow

Each employee is assigned to a pay pool in the CAS2NET, and has assigned officials for each supervisory
level (i.e. Level 1 Supervisor, Level 2 Supervisor, Sub-Panel Manager, and Pay Pool Manager.) The
assignment of supervisors to employees is used by CAS2NET to control access to employee performance
appraisal by assigned officials only. The Pay Pool Administrators are assigned to pay pools which give
them access to rating data of all employees within the pay pool. Superusers have access to all employee
records and can assume any CAS2NET user role to execute a CAS2NET function.

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

* Movement among web pages is done by clicking on links. A link references another web page —
links are usually underlined on display screen or when the mouse passes over the text.

» Each web page has logical links to other related web pages. You can also use the “Back” button
on your browser to return to the previous page.

* Web pages often contain more information than can be displayed on your computer screen. In
these cases, the page will have scroll bars along its right and/or bottom margins to give you
access to the “hidden” information. Use the scroll bars to be sure you completely fill in all data
entry screens.
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» Both Internet Explorer and Netscape support changing the font size of the text on a web page to
adjust how much is visible at one time. To do this, first click anywhere in the page to set the
“focus”. Then hold down the Ctrl key and press + (plus sign) to make the text larger or = (minus
sign) to make the text smaller.

»  Movement from page to page can be very quick or very slow, depending on the amount of traffic
and the length and speed of the path the traffic must travel. It is possible for information packets
to get “lost” in transmission, so if you click on a link and nothing happens for several minutes,
click the “Stop” button on your browser and try the link again.

* If you click on a link and there is a long delay, you might get an error message something like
“the file contains no data”. This could be due to your connection being so slow that your browser
“times out”. If this happens, try the link again. If the problem persists contact AcqDemo Support
Offices.
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3. CAS2NET USER SESSION

3.1 User Login and Role Based Menu

This section describes how the system users will access the system and what they will see upon successful
log-in based on their assigned role(s).

To access the URL.: https://acqdemoii.army.mil
Note: CAS2Net is hosted on an Army server but services all DoD AcgDemo participants. Contact
your Pay Pool Administrator if you can’t access the site.

1. When the Usage Policy screen is shown, click “I Agree” button to continue.

Usage Policy

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

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

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

* Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search,
and may be disclosed or used for any USG-authorized purpose.

* This IS includes security measures (e.g., authentication and access controls) to protect USG interests—not for your personal
benefit or privacy

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

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

Figure 3-1: Usage Policy Screen

2. Next, click the “CAC Login” button to sign in.

Choose sign-in method below:

| cac rogin

ACQDEMO

Figure 3-2: CAC Logo Screen

October 8, 2013 3-1 CUG2013-OPM 1912C0033-13.0


https://acqdemoii.army.mil/

OPM 1912C0033 CAS2NET User Guide

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

PIX

Choose a digital certificate

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

Issuer

Name
CleEa RGNS v DOD CA-24

BOEHM.KARL.M.12S... DOD EMAIL CA-24

[ More Info... ][!iewCerhﬁcate...J

) Con ]

Figure 3-3: Digital Certification Selection Screen

If prompted, enter your CAC PIN.

ActivClient Login

Actividentity

ActivClient

Please enter your PIN.

Figure 3-4: CAC Pin Entry Screen

4. CAS2Net successfully logs the user in and displays the “Welcome” greeting.

You are logged in as George Garfield
Change Session | Logout

Acam
]
'mDemo

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-
based Compensation and Appraisal System (CCAS). CCAS is the process under which Demonstration employees are evaluated and

based on their to the mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from [he Title-V civil-service system around which most of the other initiatives revolve. Simplified
classification processes facilitate program. Similarly, the Federal Employees Pay Comparability|
Act, Developmental Opportunities Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues.
These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of
personnel management.

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-

Reports

Full Access User Menu

Reports

Data Maintenance
Session
Maintenance

Offline Interface
Paypool Notices
Demo Reset

The information contained herein is covered by the Privacy Act of 1974.

Figure 3-5: CAS2Net Welcome Screen
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5.

6.

If your assigned role is Employee, then the navigation bar displays the Employee Menu with the
following options: Contribution Planning, Mid-Point Review Self-Assessment, Annual Appraisal

Self-Assessment, Closeout Self-Assessment, and Reports.

B ]
MDemo

m Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel D

Acqm You are acting as Aaron Arndt
Revert | Change Session | Logout

Program with the C

Contribution
Planning

based on their contribution to the

Mid-Point Review
Self-Assessment

classification processes facilitate

Annual Appraisal

Self-Assessment personnel management.

Closeout Self-
Assessment

Reports

The i ined herein is covered by the Privacy Act of 1974.

based Compensation and Appraisal System (CCAS). CCAS is the process under which Demonstration employees are evaluated and
‘community mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from me Title-V civil-service system around which most of the other initiatives revolve. Simplified
program. Similarly, the Federal Employees Pay Comparability|
Act, Developmental Opportunities Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues.
These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of

Flgure 3-6: Employee Log In

If your assigned role is Level 1 Supervisor, then the navigation bar displays the Supervisor | Menu
with the following options: Contribution Planning, Additional Feedback, Mid-Point Review,

Annual Appraisal, Closeout Assessment, and Reports.

A Level 1 Supervisor who participates in pay pool processes as a “demo” employee will also see the

Employee Menu and sub-menu items at the top of the navigation bar.

Acqm
L[]
WDemo

m Welcome to CAS2Net

Contribution

Planning compensated based on their

Mid-Point Review
Self-Assessment

classification processes facilitate

Annual Appraisal

Self-Assessment personnel management.

Closeout Self:
Assessment

Reports

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Revert | chang.s.ssum | Logout

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-
based Compensation and Appraisal Sysiem (CCAS). CCAS is the process under which Demonstration employees are evaluated and
o the mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from the Tale-V civilservice system around which mast of the other initiatives revolve. Simplified
of o the program. Similarly, the Federal Employees Pay C
Act, Developmental Opportunities Program and Voluntary Seit Corps interventions address employee acquisition and retention issues.
These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of

The information contained herein is covered by the Privacy Act of 1974.

re acting as Peter Olson

Figure 3-7: Level 1 Supervisor Log In (Supervisor is “Demo” Employee)
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7. If your assigned role is Level 2 Supervisor, then the navigation bar displays the Supervisor 11 Menu
with the following options: Reports.

When the Level 2 Supervisor is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Pay Pool Administrator Menu:
Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and
Closeout Assessment.

A Level 2 Supervisor who participates in pay pool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

Acqm You are acting as Eileen Daniels
Revert | Change Session | Logout

| ]
MDemo

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-

g;;’::;‘i"""“"" based Compensation and Appraisal System (CCAS). CCAS is the process under which D are
9 compensated based on their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration
fticesal program, being the central intervention from lhe Title-V civil-service system around which most of the other initiatives revolve. Simplified
Feedback processes facilitate to the Di program. Similarly, the Federal Employees Pay Comparability
Act, Developmental Opportunities Program and Voluntary Emeritus Corps i tions address employ and retention issues.

These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of
personnel management.

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 3-8: Level 2 Supervisor Log In (Supervisor Is Not “Demo” Employee)
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8. If your assigned role is Sub-Panel Manager, then the navigation bar displays the Sub-Panel Manager
Menu with the following options: Sub-Panel Meeting, Appraisal Status, and Reports.

When the Sub-Panel Manager is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Sub-Panel Manager Menu:

Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal,

and

Closeout Assessment.

A Sub-Panel Manager who participates in pay pool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

Acqm
m
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self
Assessment

Reports

Sub-Panel Manager
Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Sub-Panel
Meeting

Reports

Appraisal Status

You are acting as Dan o-nhs
Revert | Change Session |

Welcome to CAS2Net

This software supports the Department of Defense Civilian Personnel De
based Compensation and Appraisal System (CCAS). CCAS is the process under which D
compensated based on their c to the mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from [he Title-V civil-service system around which most of the other initiatives revolve. Simplified
classification processes facilitate I program. Similarly, the Federal Employees Pay Comparability|
Act, Developmental Opportunities Program and Voluntary Emeritus Corps interventions address employee acquisition and retention issues.
These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of
personnel management.

Program with the Contribution-

The information contained herein is covered by the Privacy Act of 1974.

Figure 3-9: Sub-Panel Manager Log In (Manager Is “Demo” Employee)
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9. If your assigned role is Pay Pool Manager, then the navigation bar displays the Pay Pool Manager
Menu with the following options: Sub-Panel Meeting, Appraisal Status, and Reports.

When the Pay Pool Manager is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Pay Pool Manager Menu:
Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and

Closeout Assessment.

A Pay Pool Manager who participates in pay pool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

Acqm You are acting as Bob Arnold

n Revert | Change Session | Logout
MDemo
Welcome to CAS2Net
Sub-Panel This software supports the Department of Defense Civilian Workforce D Program with the Contribution-
Meeting based Compensation and Appraisal System (CCAS). CCAS is the process under which D are and
s based on their to the y mission. CCAS is arguably the cornerstone of the Demonstration
Reports program, being the central intervention from the Title-V cmi service sysrem around which most of the other initiatives revolve. Simplified
classification processes facilitate of the D program. Similarly, the Federal Employees Pay Comparability

Appraisal Status Act, Developmental Opportunities Program and Voluntary Emenlus Corps interventions address employee acquisition and retention issues.

These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of
personnel management.

= The information contained herein is covered by the Privacy Act of 1974.
Figure 3-10: Pay Pool Manager Log In (Manager Is Not “Demo” Employee)
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10. If your assigned role is Pay Pool Administrator, then the navigation bar displays the Pay Pool
Administrator Menu with the following options: Appraisal Status and Lock, Data Maintenance,
Offline Interface, Paypool Notices, Reports.

When the Pay Pool Administrator is responsible for assessing the performance of direct report
“demo” employees, the supervisor assessment menu items are included in the Pay Pool Administrator
Menu: Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and
Closeout Assessment.

Pay Pool Administrator who participates in pay pool processes as a “demo” employee will also see
the Employee Menu and sub-menu items at the top of the navigation bar.

Acqm You are acting as Francis Freeman

] Revert | Change Session | Logout
MDemo

Welcome to CAS2Net
Contribution This software supports the Department of Defense Civilian D Program with the Contribution-
i based Compensation and Appraisal System (CCAS). CCAS is the process under which Dy

= compensated based on their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration
Mid-Point Review program, being the central intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified
Self processes facilitate of to the D program. Similarly, the Federal Employees Pay Comparability|
Act Developmental Opportunities Program and Voluntary Emeritus Corps address empl and retention issues.

Annual Appraisal These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of
Self-A

Closeout Self
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 3-11: Pay Pool Administrator Log In (Administrator Is “Demo” Employee)
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11. If your assigned role is Superuser, then the navigation bar displays the Superuser Menu with the
following options: Appraisal Status and Lock, Data Maintenance, Session Maintenance, Offline
Interface, Paypool Notices, Reports.

When the Superuser is responsible for assessing the performance of direct report “demo” employees,
the supervisor assessment menu items are included in the Superuser Menu: Contribution Planning,
Additional Feedback, Mid-Point Review, Annual Appraisal, and Closeout Assessment.

A Superuser who participates in pay pool processes as a “demo” employee will also see the

Employee Menu and sub-menu items at the top of the navigation bar.

Acqm
| |
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-A

based Compensation and Appraisal System (CCAS). CCAS is the process under which D

compensated based on their contribution to the acquisition community mission. CCAS is arguably the cornerstone of the Demonstration
program, being the central intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified

classification processes facilitate to the D

Act, Developmental Opportunities Program and Voluntary Emeritus Corps ploy

These and other interventions supplement the CCAS process and taken together form a cohesive system for improving the quality of

Welcome to CAS2Net

This software supports the Department of Defense Civilian Acquisition Workforce Personnel Demonstration Program with the Contribution-
il

Revert | Chanqesesslon | togout

re acting o Eric Hoang

program. Similarly, the Federal Employees Pay Comparability

Closeout Self
Assessment

Reports

Appraisal Status
and Lock

Reports
Data Maintenance

Session
Maintenance

Offline Interface
Paypool Notices

Demo Reset

The information contained herein is covered by the Privacy Act of 1974.

and retention issues.

Figure 3-12:

Superuser Log In (Superuser Is “Demo” Employee)
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12. The CAS2Net navigation bar is customized for each user and provides access to functions that are
explicitly or implicitly by your role and responsibilities. All “demo” employees—regardless of
role—will see the Employee Menu at the top of the navigation bar.

Also, the navigation bar automatically includes supervisor assessment menu items for managers or
administrators with direct report “demo” employee assignments.

The example below illustrates the CAS2Net navigation bar customized for a Level 1 Supervisor who
is himself a “demo” employee and who has supervisor assessment responsibility for direct reports.

Acq. You are acting as Peter Olson
Revert | Change Session | Logout

|
WDemo

Welcome to CAS2Net

This software supports the Department of Defense Civilian Program with the Contribution-
based Compensation and Appraisal Syslem (CCAS). CCAS is the process under which Di are and
based on their 0 the mission. CCAS is arguably the cornerstone of the Demonstration
program being the central intervention Vrom xhe Title-V cw-l servlce system around which most of the other initiatives revolve. Simplified
facilitate o the
Act Developmental Opportunities Program and Voluntary Ementus Corps s address emp and retention issues.
These and other interventions supplement the CCAS process and taken together, form a cohesive system for improving the quality of

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal

Closeout Self-
Assessment

Reports

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

program. Similarly, the Federal Employees Pay Comparability

Figure 3-13: “Multiple Roles” Log In

The following example illustrates the CAS2Net navigation bar customized for one of the various

“Multi-Pay Pool User” user roles created to support AcgDemo components or regions.

You are acting as Caroline Martinez
Revert | Change Session | Logout

Acqm
m
MDemo

Welcome to CAS2Net
Group Menu

Regorts This software supports the Department of Defense Civiian Acquisition Demanstration Program with the Contribution-based Compensation
and Appraisal System (CCAS). CCAS is the process under which Dem. ploy luated based on their

contribution to the acquisition community mission. CCAS is arguably the comerstone of the Demonstration program, being the central

intervention from the Title-V civil-service system around which most of the other initiatives revolve. Simplified classification processes

facilitate of employ to the Der n program, Similarly, the Federal Employ Pay C Act, Di

Opportunities Program and Volun(arv Emeritus Corps int pl and retention issues. These and other

he CCAS process and taken together, form a cohesive system for improving the quality of personnel

Data Maintenance

Session

Offline Interface thansgsnent:

Paypool Notices
Demo Reset

Multipaypool
Download

The information contained herein is covered by the Privacy Act of 1974,

Figure 3-14: “Multi-Pay Pool User” Log In
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3.2 Logout

This section describes how the system users log out of CAS2Net and what they will see upon successful
log-out.

1. Click “Logout” in the top right portion of the AcqDemo page banner.

Acq. You are Ic(wzghged insns eorgle GLarﬁeI(:
E ange Sesdion ogou
EDemo

Figure 3-15: User Logout Link
2. CAS2Net displays AcqDemo logo screen with messages:
e  “You have logged out of CAS2Net!”

e  “Please close your browser to erase all login information.”

JEIEC
You have logged out of CAS?Net!

Please close your browser to erase all legin infermation.

Figure 3-16: Log Out Message
3. Close the browser; CAS2Net will wipe out all login information of the logged on person.
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3.3 Timeout Alerts

User reports of “getting kicked-off” of the system without warning prompted the creation of the Timeout
Alert feature. This section describes the Timeout Alert functionality and how it impacts your CAS2Net
session.

Per DoD policy, CAS2Net strictly enforces a 15 minute timeout on inactive sessions. This may prove
problematic for employees and supervisors entering or updating assessments. While CAS2Net must
comply with the policy, the Timeout Alert feature gives you a prompt to act before being automatically
logged off. The Timeout Alert applies to the editable assessment forms — i.e. Contribution Planning, Mid-
Point, Closeout and Annual Appraisal Self Assessments, Mid-Point Review, Additional Feedback,
Closeout Assessment and Annual Appraisal. It does not apply to the assessments that are displayed as
“read only”.

FEATURE HIGHLIGHTS:

e Session status message displayed at the bottom of the web form indicates that the “Timeout
Warning” feature is active.

m—n'lz—v—s-nla—, iy - B - o v | page » (G ook » 7
[[Overall Employee Self-Rssessment: TCharcTers Toed ]

Froblem Teamwork / Customer || Leadership / Communication Resource
Solving Cooperaticn Relations Supervision Management

Prablem Sclving

Employee Self-Assesament: {Characters used: 0

™ Release to Supervisor

Session Status Message

Jesson Acive UJ MAY 2012 Ur 43 00 _ ACtiVE

1|

Figure 3-17: Session Status Message - Active

e Session status is updated periodically on the CAS2Net server to maintain the active session while
you are working on the assessment form.

e If no activity is detected since the previous status message, succeeding session status updates
show “Session Inactive” and a sequence number.
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|| BB - e - (Tods - ”
erall Employee Sell-Assessment: aracters used af
S| Teamwork/ | Customer | Leadership/ | Communication Resource
Soiving Cooperation = Relations Supervision Management

Problem Solving
Employee Scif-Asacssment:

I” Release to Supervisor

Session Status Message

— Inactive (1)

Figure 3-18: Session Status Message — Inactive (1)

@v v@vﬁpagev-@k\nlsv "

[Overall EmpIcyee Se I%mment: T

[Characlers used: o]
Teamwark / Customer Leadership / Communication Resource
Cooperation Relations Supervision Management

Employee Self-Assessment:

Problem Solving

(Characters used. 0

I Release to Supervizor

Sesaion [nactive 03 MAY 2012 07:50:34 (2)

Session Status Message

— Inactive (2)

Figure 3-19: Session Status Message — Inactive (2)

October 8, 2013
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e After three consecutive inactive session messages (approximately 10 minutes of inactivity), the
“Session Timeout Alert” window pops-up a warning.
! - B) - M [ Page + 5 Tods -
Toverall Employee Self-Assessment. Characlers Used- o

/= Session Timeout Alert - Microsoft Internet Explorer provide ;Qlil
& | hitpst{facqdemai. army mif cacfasznet|CasZnet pkasjar. ajaxkeepalivelimeoutagn. = | % nication Resource
Idanagement
—
This session has been inactive 10 minutes.
Employ Session Timeout Alert
| The session will expire in 5 minutes and logout will be callad.
Message
Click "OK" to reactivate the current session.
oK |
Dene [ [ | | € miemet HA00% - g
" Release to Supervisor

Save

ot

|
Figure 3-20: Session Timeout Alert Message

The “inactive” and “expire in” minutes are updated every 60 seconds over the next 5 minutes.

When the session expires, the alert window closes and you are automatically logged off.

Note. Typing into any assessment field (or clicking “Save”, “Submit” or “OK” to the alert prompt)
refreshes the status and the process begins all over again.

October 8, 2013
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3.4 Cycle Year Dropdown

With the addition of the Contribution Planning module, CAS2Net’s operational calendar became sensitive
to overlapping appraisal cycles. To this end, CAS2Net now supports two operating years: “Current” and
“Next”.

CAS2Net’s “current year” is the fiscal year of the active appraisal cycle. CAS2Net’s “next year” is the
following appraisal cycle fiscal year. Bounded by final year-end processes, CAS2Net’s operating year
generally aligns with the Gregorian calendar (i.e. January thru December).

CAS2Net time sensitive features include the “Year” in web page subtitles. When screen content varies by
year, the “Year” subtitle is displayed as a dropdown list; selecting a different year triggers a screen
refresh.

Pay Pool Administrators have always had the capability to assign supervisors for “current year”
processes. Now they have the additional flexibility to override assignments for “next year” tasks. This
feature enables the PPA to assign supervisor (2) for “next year” Contribution Planning, et.al., while
supervisor (1) is still working on the “current year” appraisal.

CAS2Net differentiates supervisors by cycle year when “Year” subtitles are selected. Status web pages
show employees assigned to the user for the given year. Selecting a different year may alter the list of
assigned employees.

Acqm You are acting as Ike Hansen

1] Revert | Change Session | Logout

EDemo

Contribution Planning Status
Contribution
Planning Year: [2013[7
Mid-Point Review
Self-Assessment
2::;!’:;;‘;‘::;5:: Employee Employee Input || Contribution Planning Status
Closeout Self- Amy Artis @ @
Assessment
Reports Carmen Cavasos
Dan Curtiss

Contribution
Planning Erica Emerson
Additional i
Feedback Francis Evans
Mid-Point Review Francis Freeman
A 1 A isal

A= George Garfield B2 %)
Closeout
Assessment Key:
Reports B#  contribution Planning Complete.

@ Contribution Planning Incomplete.
Ne Contribution Planning Provided.
The information contained herein is covered by the Privacy Act of 1974.

Figure 3-21: Assigned Employees for Selected “Year”

When a supervisor clicks an employee name to view or edit a performance entry, CAS2Net displays the
item for the selected year along with a “Year” dropdown list to view previous or future cycles.

When a different year is selected for which the employee is assigned to another supervisor, CAS2Net
displays the content in “read only” mode with a note at the bottom of the page indicating that a different
supervisor is responsible for the entry.
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Acam
]
EDemo
[ mpioyeetens | Contribution Planning for Amy Artis

Contribution Year: [2014[+
Planning

You are acting 2s lke Hansen
Revert | Change Session | Logout

Mid-Point Review First Level Supervisor: Chris Babbitt
Self-A

A - . Expected
Level: Occupational Series: Career Path: 0CS Range:

Annual Appraisal ) NH - Business Management And Technical Can .

Self-Assessment L SIEalEeaY Management Professional EChtlhg

cl t Self- S . .

e —— Contribution Planning - Effective 010CT13 as of 09/26/2013 13:23:

Reports

Contribution
Planning

Additional =
Feedback

sedhac Method of Communication: Date Conducted:
Mid-Paint Review el B

Annual Appraisal TeleConference

Closeout Video Conference
Assessment Bl
Reports Other

o

Note. Chris Babbitt is this employee's 1st Level Supervisor for cycle year 2014; this record is read only.

The information contained herein is covered by the Privacy Act of 1974.

Figure 3-22: Unassigned Employee Record for Selected “Year”

October 8, 2013
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3.5

Explanatory Notes

Business rules restrict modifications to performance records for a variety of reasons and understanding
which rule applies at a given point is not intuitively obvious.

To improve transparency and clarity with respect to governing business rules, CAS2Net now provides
one or more explanatory “Notes” at the bottom of the screen to stipulate why a given performance record
may not be updated.

Mote. The supervisor has posted the closing employee review date; this record is read only.

Current cycle appraisal scores have been saved; this record is read only.

Figure 3-23: CAS2Net Explanatory Notes

CAS2Net Explanatory Notes include:

[Supervisor name] is this employee's 1st Level Supervisor for cycle year [year]; this record is
read only.

The “Year” dropdown gave the supervisor “read only” access to records maintained by another
supervisor. CAS2Net allows “read only” access to both “current year” and “next year”
supervisors, but only the assigned supervisor for the selected year may modify record content.

Current cycle appraisal scores have been saved; this record is read only.

Contribution Planning, Additional Feedback, Mid-Year Review and Closeout Assessments are
not modifiable after appraisal scores are saved. The 1* Level Supervisor may temporarily reset
all Annual Appraisal scores to “Unrated” to enable updates to these employee records.

Employee Review Date is not editable until Pay Pool [pay pool name] has been certified.
For Annual Appraisals, the “Employee Review Tab” is updated after year-end processes are

complete to signal that the appraisal has been reviewed with the employee. The date and
method of communication are not relevant until after the pay pool is certified.

Pay Pool [pay pool name] is certified; assessments for cycle year [year] are locked.
Updates to “current year” record content are not permitted after pay pool certification.

Pay Pool [pay pool name] is certified--Annual Appraisal is read only; Employee Review Date
may be entered or updated.

After pay pool certification the Annual Appraisal content is “read only” but date and method of
communication is now eligible for update.

Previous cycle records are read only.

LN

The “Year” dropdown provides Supervisors access to “current year”, “next year” and “prior
year” employee records. In all cases “prior year” content is “read only”.

Reference links to prior records are read only.

CAS2Net screens provide links to existing employee records for reference—for example, a link
to the Mid-Year Review is provided as an aid to preparing the Annual Appraisal. Clicking the
link opens a “read only” view of the record in a separate CAS2Net window.

Supervisor [supervisor name] is working on the Annual Appraisal for this period; record is read
only.

The employee may not update the Annual Appraisal Self-Assessment because the supervisor
has saved the Annual Appraisal with a checkmark in “Lock Employee Self-Assessment”. The
supervisor may remove the checkmark and click “Save” to enable employee updates.
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e Supervisor [supervisor name] is working on the Closeout Assessment for this period; record is
read only.

The employee may not update the Closeout Self-Assessment because the supervisor has saved
the Closeout Assessment with a checkmark in “Lock Employee Self-Assessment”. The
supervisor may remove the checkmark and click “Save” to enable employee updates.

e Supervisor [supervisor name] is working on the Mid-Point Review for this cycle; record is read
only.

The employee may not update the Mid-Point Review Self-Assessment because the supervisor
has saved the Mid-Point Review with a checkmark in “Lock Employee Self-Assessment”. The
supervisor may remove the checkmark and click “Save” to enable employee updates.

e The supervisor has already closed the Closeout Assessment for this period; record is read only.

Date and method of communication of the employee review meeting have been submitted
indicating that this Closeout Assessment is closed.

A “Reopen” button is provided in the “Employee Review Date” tab when the Closeout
Assessment is eligible to be reopened for updates.

e The supervisor has already closed the Mid-Point Review for this cycle; this record is read only.

Date and method of communication of the employee review meeting have been submitted
indicating that this Closeout Assessment is closed.

A “Reopen” button is provided in the “Employee Review Date” tab when the Closeout
Assessment is eligible to be reopened for updates.
e The supervisor has posted the closing employee review date; this record is read only.

Date and method of communication of the employee review meeting have been submitted
indicating that this record is closed.

The supervisor may use the “Modify” button to generate a new instance of Contribution
Planning or the “Create” button to generate a new instance of Additional Feedback.
e This appraisal status is "locked"; content is read only.

Updates are not permitted because the Pay Pool Administrator has “locked” this Annual
Appraisal.
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4. EMPLOYEE

This section describes the employee role and how to use CAS2Net to participate in the assessment
process. CAS2Net supports the employee’s ability to create and modify Contribution Planning criteria
and objectives and provide a personal Self-Assessment for Mid-Point Review and Annual Appraisal.

The Employee will have the following options appear in the navigation bar: Contribution Planning,
Mid-Point Review Self-Assessment, Annual Appraisal Self-Assessment, and Reports.

4.1

The Contribution Planning option allows the employee to collaborate with his supervisor to
create or modify objectives for the current appraisal cycle.

Mid-Point Review Self-Assessment enables the employee to document his own evaluation of his
performance.

The Annual Appraisal Self-Assessment allows the employee to evaluate his achievements with
respect to each AcgDemo contribution factor.

Closeout Self-Assessment enables the employee to rate his contribution when he has a job or
rating official change during the cycle.

The Reports option provides the capability to generate reports for each of the features above as
well as Additional Feedback provided by the Level 1 Supervisor.

Contribution Planning

Click “Contribution Planning” from the navigation bar. CAS2Net refreshes the screen to display the
“Contribution Planning” screen.

After discussion with their supervisor, employees can initiate the Contribution Planning process if there is
no current plan by entering text and clicking the “Save” button. This creates a draft plan that both
employee and supervisor can view and edit.

For your information, the Contribution Planning page displays the following attributes:

First Level Supervisor Name
Broadband Level
Occupational Series

Career Path

Expected OCS Range

You are acting as Adam A. Appleton
Ravert | Change Session | Logout

Contribution Planning for Adam A. Appleton
Year: 2013+
First Level Supervisor: Vincent Udell
Y Expected
OCS Range:
66-70-73

Broadband
Level:

m 1550 - Computer Science

Occupational Series: Career Path:

NH - Business Management And Technical
Management Professiona ]

Contribution Planning Effective Date: 10/01/2012

4 October2012 ¥

1/2 3 456
7 8 9 10111213
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

7IEmployee Narrative Complete save |[_Exit

is covered by the Privacy Act of 1974.

Figure 4-1: Employee Contribution Planning Web Form
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The “Contribution Planning Effective Date” defaults to the first day of the appraisal cycle—e.g.
“10/01/2012” for fiscal year 2013. If necessary, use the calendar control to select the appropriate date.

299

Enter contribution objectives into the “Contribution Planning ‘In Progress’” textbox.

When finished entering information, the employee should check “Employee Narrative Complete” and
click “Save” to inform the supervisor that his input is complete. The “Employee Narrative Complete”
checkbox is for information only. As long as status remains “In Progress”, the employee may later clear
the checkbox and click “Save” to let the supervisor know that employee input status is again incomplete.

Once the supervisor finalizes the plan and submits it, no further changes are permitted—uwith two
exceptions:

1) If the supervisor performs the Contribution Planning “Modify” feature, then CAS2Net
generates a new working copy of Contribution Planning and accepts updates from either the
supervisor or employee.

2) If “Employee Narrative Complete” is unchecked when Contribution Planning is finalized,
then CAS2Net provides an “Employee Narrative Complete” button on the employee
Contribution Planning web page to allow the employee to update the employee input status.

NEXT CYCLE YEAR CONTRIBUTION PLANNING

CAS2Net is focused on annual appraisals and pay pool operations at the same time that new Contribution
Planning is being documented for the next appraisal year. To accommodate appraisal cycle overlap,
CAS2Net allows employees to choose between the previous and next cycle years.

The Contribution Planning “Year” is presented as a dropdown that defaults to the current appraisal cycle.
CAS2Net also provides options to select the “Previous Year” for historical purposes, or the “Next Year”
to input information for the following appraisal cycle.

Select the “Next Year” in the dropdown list to switch to next year’s Contribution Planning page.

Acqm You are acting as Adam A. Appleton
1] Revert | Change Session | Logout

BDemo
Contribution Planning for Adam A. Appleton
Contribution Year: 2014
Planning

Mid-Point Review First Level Supervisor: Vincent Udell

Self-Assessment Broadband Occupational Series: Career Path: 05:?;;:;1~
Annual Appraisal =

Self-Assessment

NH - Business Management And Technical
Mana al

2 66-70-73
lanagement Profession:

1550 - Computer Science
Closeout Self-
Anacasmont Contribution Planning Effective Date: | 10/01/2013
Reports
£ 4 October 2013 [ 4
112/3|4|5
6 7 8 9 101112
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

Contribution Planning Input:

Employee Narrative Complete Save Exit

= The information contained herein is covered by the Privacy Act of 1974.
Figure 4-2: “Next Cycle Year” Employee Contribution Planning Web Form
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The capability to create “next cycle year” Contribution Planning as well as ““active appraisal cycle”
Contribution Planning makes it imperative that employees correctly select the appropriate year from the
dropdown provided at the top center of the Contribution Planning screen in creating a plan for either year.

Notes.

4.

The “Character Count” shown on the right just above the Contribution Planning textbox shows
the actual number of characters entered.

When the 6000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

“Employee Narrative Complete” is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state. Unchecking “Employee
Narrative Complete” does not prevent the supervisor from submitting the date and method of
communication signaling that the Contribution Planning is closed.

When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment
records are locked—including Contribution Planning, Mid-Point Review Self-Assessment, and
Closeout Self-Assessment.

When copying text from MS Word some special characters in Word may not work in CAS2Net.
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4.2  Mid-Point Review Self-Assessment

Click “Mid-Point Review Self-Assessment” from the navigation bar. CAS2Net refreshes the screen to
display the “Mid-Point Review Self-Assessment” screen.

For your information, the Mid-Point Review Self-Assessment page displays the following attributes:

First Level Supervisor Name
Broadband Level
Occupational Series

Career Path

Expected OCS Range

The “Mid-Point Review Self-Assessment” consists of two main parts:

e “Contribution Planning” which has been reviewed and submitted by the supervisor is displayed as
“read only”. The Contribution Planning “Effective Date” is included in the subtitle.

o “Employee Self-Assessment” where the employee enters his achievements with respect to each
AcgDemo contribution factor.

Acq. You are acting as Adam A_Appleton
[ Revert | Change Session | Logout
EDemo
Mid-Point Review Self-Assessment
—— for Adam A. Appleton
Planning
Mid-Point Review Year: |2013[]
Self-A: t
cli-Assessmen First Level Supervisor: Vincent Udell
Annual Appraisal Broadband S S B Expected
Self-Assessment Level: EESIEIEERIEE sy Malls 0CS Range:
_ NH - Business Management And Technical _ _
Closeout Self- I 1550 - Computer Science Management Professicnal 66 -70-73
Assessment
Contribution Planning - Effective 010CT12:
Reports Here is the employee input to start the plan.

LG Teamwork / | Customer || Leadership / | Communication Resource
Solving Cooperation Relations Supervision Management
Problem Solving
Employee Self-Assessment: (Characters used: 0 of 4000)

Employee Narrative Complete

The information contained herein is covered I_J! the Frivac! Act of 1974,
Figure 4-3: Mid-Point Review Self-Assessment Web Form
o Click on any contribution factor tab to input the assessment for that factor.

e  Click the factor name “hotlink” above the textbox to access descriptor and discriminators for the
respective factor.

e Check “Employee Narrative Complete” and then click “Save” when you are satisfied with your
evaluation to inform your supervisor that the self-assessment is complete.

e  Uncheck “Employee Narrative Complete” and click “Save” to revert the self-assessment status to “In

Progress” indicating to the supervisor that you have additional input.
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Notes.

1. The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

2. “Employee Narrative Complete” is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state. Unchecking “Employee
Narrative Complete” does not prevent the supervisor from locking the Mid-Point Review Self-
Assessment.

3. The self-assessment page is displayed as “read only” when the supervisor has saved the Mid-
Point Review with a checkmark in “Lock Employee Self-Assessment”.

4. When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment
records are locked—including Contribution Planning, Mid-Point Review Self-Assessment, and
Closeout Self-Assessment.

5. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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4.3 Annual Appraisal Self-Assessment

Click “Annual Appraisal Self-Assessment” from the navigation bar. CAS2Net refreshes the screen to
display the “Annual Appraisal Self-Assessment” screen.

For your information, the Annual Appraisal Self-Assessment page displays the following attributes:

First Level Supervisor Name
Broadband Level
Occupational Series

Career Path

Expected OCS Range

The “Annual Appraisal Self-Assessment” consists of two main parts:

e “Contribution Planning” which is reviewed, modified, and submitted by the supervisor and shown as
“read only”. The Contribution Planning “Effective Date” is included in the subtitle.

e “Employee Self-Assessment” where employee enters his achievements with respect to each
AcgDemo contribution factor.

Acq. You are acting as Adam A. Appleton
] Revert | Change Session | Logout
MDemo
Annual Appraisal Self-Assessment
Contribution for Adam A. Appleton
Planning
Mid-Point Review Year: 2013
S RS First Level Supervisor: Vincent Udell
Annual Appraisal Broadband Occupational Series: Career Path: Expected
Self-Assessment Level: ; i 0CS Range:
1 1550 - Computer Sdience NH - Business Management And Technical 66 - 70 - 73

Closeout Self- Management Professional

Assessment . - - .
Contribution Planning - Effective 010CT12:

Reports Here is the employee input to start the plan.

LB | Teamwork / | Customer | Leadership / | Communication Resource
Solving Cooperation Relations Supervision Management
Problem Solving
Employee Self-Assessment: (Characters used: 0 of 4000,

Employee Narrative Complete

Session Active 26 SEPTEMBER 2013 10:13:30

The information contained herein is covered I_J! the Pn‘vac! Act of 1974,
Figure 4-4: Annual Appraisal Self-Assessment Web Form

e Click on any contribution factor tab to input the assessment for that factor.

o Click the factor name “hotlink” above the textbox to access descriptor and discriminators for the
respective factor.

o Check “Employee Narrative Complete” and then click “Save” when you are satisfied with your
evaluation to inform your supervisor that the self-assessment is complete.
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e Uncheck “Employee Narrative Complete” and click “Save” to revert the self-assessment status to “In
Progress” indicating to the supervisor that you have additional input.

Notes.

1. The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

2.  “Employee Narrative Complete” is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state. Unchecking “Employee
Narrative Complete” does not prevent the supervisor from does not prevent the supervisor from
locking the Annual Appraisal.

3. When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment
records are locked—including Contribution Planning, Mid-Point Review Self-Assessment, and
Closeout Self-Assessment.

4. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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4.4  Closeout Self-Assessment

CAS2Net supports one or more Closeout Assessments for an employee during an appraisal cycle to
evaluate employee contributions in the event of a change in position or rating official. Either the
employee or the supervisor can initiate the Closeout process.

CLOSEOQOUT SELF-ASSESSMENT STATUS

When “Closeout Self-Assessment” is selected in the Employee Menu, CAS2Net displays the “Closeout
Self-Assessment Status” for the employee.

fcom v ™7 T T A M sl
MDemo
Employee Menu
_ Closeout Self-Assessment Status
Contribution
Planning Year: 2013/
Mid-Point Review
Self-Assessmen t

Annual Appraisal Employee Closeout Period I " Closeout Status

Closeout Self- Adam A. Appleton New
Assessment

Reports Key:
[B#]  Closecut Salf-Assessment Complets.

B  Clossout Self-Assessment Incomplete.

Mo Closeout Self-Assessment Provided.

The information contained herein is covered by the Privacy Act of 1974.

Figure 4-5: Employee Closeout Self-Assessment Status

CAS2Net lists Closeout details along with status columns:

o Employee—Name of the individual

e Closeout Period—Start and end dates of existing Closeout Assessment record(s); “New” provides access
to an empty web form for defining a new Closeout period

o  Self-Assessment—status values include:
o  Green ‘checkmark’ = ‘Closeout Self-Assessment Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

e Closeout Assessment Status—values indicating supervisor status include:
o  Green ‘checkmark’ = ‘Closeout Assessment Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

CLOSEOUT SELF-ASSESSMENT WEB FORM

Click a specific date range under Closeout Period to update the Closeout Self-Assessment for an existing
Closeout period —or--click “New” initiate the Closeout Self-Assessment for a new Closeout Period.

CAS2Net refreshes the screen to display the “Closeout Self-Assessment” web form.
For your information, the Closeout Self-Assessment page displays the following attributes:

First Level Supervisor Name
Broadband Level
Occupational Series

Career Path

Expected OCS Range
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The “Closeout Self-Assessment” consists of three main parts:
e Closeout details: Closeout Period “Start Date”, “End Date” and “Reason for Closeout Assessment”.

e “Contribution Planning” which has been reviewed and submitted by the supervisor is displayed as
“read only”. The Contribution Planning “Effective Date” is included in the subtitle.

e “Employee Self-Assessment” where employee enters his achievements overall or with respect to each
AcgDemo contribution factor.

hcq. You are acting as Adam A_ Appleton
| ] Revert | Change Session | Logout
HEDemo
Employee Menu Closeout Self-Assessment
Contribution for Adam A. Appleton
Planning

Mid-Point Review Year: 2013 |z|

Self-Assessment

First Level Supervisor: Vincent Udell

Annual Appraisal Broadband - - Expected
Occupational Series: Career Path:
Self-Assessment Level: P 0CS Range:
~ : MH - Business Management And Technical Can
Closeout Self- 1 1550 - Computer Science SErerorEm: T 66 -70-73
Assessment
Reports Start Date: End Date:
[ 10/1/2012 | |
4 September 2013 October 2013 ]
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
1|2/2|4|5| 6|7 2930
8 0 10 11 12 12 14
15 16 17 18 19 20 21
22 23 24 25[26]27 28
2030 1 2 3 4 5 1|2
B, for cl + A
L O :
Contribution Planning - Effective 010CT12:
Here is the employee input to start the plan. b

(Characters used: 0 of 4000)
m

Overall Employee Self-Assessment:

Problem k/ || C Leadership / || G ication
Solving Cooperation Relations Supervision

Resource
Management

Problem Solving
Employee Self-A T (Characters used: 0 of 4000)

-

Employee Marrative Complate

Session Active 26 SEFTEMBER 2013 11:19:26

The information contained herein is covered by the Privacy Act of 1974,
Figure 4-6: Closeout Self-Assessment Web Form
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1. Select “Start Date” and “End Date” in the calendar interval control.

2. Select “Reason for Closeout Assessment” from the dropdown list. For option “Other”, enter
explanatory text in the space provided.

3. Enter “Overall Employee Self-Assessment” narrative text.

And | Or

4. Click on any contribution factor tab to input the assessment for that factor.

5. Click the factor name “hotlink above the textbox to access descriptor and discriminators for the
respective factor.

6. Check “Employee Narrative Complete” and then click “Save” when you are satisfied with your
evaluation to inform your supervisor that the self-assessment is complete.

7. Uncheck “Employee Narrative Complete” and click “Save” to revert the self-assessment status to “In
Progress” indicating to the supervisor that you have additional input.

Notes.

1. The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

2. “Employee Narrative Complete” is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state. Unchecking “Employee
Narrative Complete” does not prevent the supervisor from locking the Closeout Self-Assessment.

3. The self-assessment page is displayed as “read only” when the supervisor has saved the Closeout
Assessment with a checkmark in “Lock Employee Self-Assessment”.

4. When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment
records are locked—including Contribution Planning, Mid-Point Review Self-Assessment, and
Closeout Self-Assessment.

5. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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4.5 Reports

When “Reports” is clicked in the Employee Menu, CAS2Net presents the “Employee Reports” menu
which includes the following:

e Contribution Planning

e Additional Feedback

e Annual Appraisal Self-Assessment

e Appraisal Form Parts I, 1l and 11l — Single Employee
e Mid-Point Self-Assessment

e Mid-Point Review

e Closeout Self-Assessment

e Closeout Assessment

Acq. You are acting as Adam A. Appleton
[ Revert | Change Session | Logout
MDemo
I R
Contribution Employee Reports
Planning
Contribution Planning
Mid-Point Review
Self-Assessment Additional Feedback
femrrel) =] Annual Appraisal Self-Assessment
Self-Assessment Appraisal Form Parts I, IT and III - Single Employees
Closeout Self- Mid-Point Self-Assessment
Assessment

Mid-Point Review

Reports Closeout Self-Assessment

Closeout Assessment

Figure 4-7: Employee Reports Menu

Click on the report name to bring up the corresponding report options page. Make selections as indicated
and click “Generate”.

Acq. You are acting as Adam A. Appleton
[ Revert | Change Session | Logout
EDemo
m Contribution Planning - Single Employee
Contribution Report Options
Planning
Employee Selection: AMC/LH Appleton, Adam A
Mid-Point Review Lot E ee E
Self-Assessment w2013
_ Appraisal Year: =~ 2012
Annual Appraisal 2011
Self-Assessment -
C d: |G t
Closeout Self- =
Assessment
Reports

Figure 4-8: Employee Reports Options
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Reference section “11.1 Employee Reports” for sample employee reports.

Contribution Planning for Uli Ulanov
Year: 2013

Broadband Level: Occupational Series:

Career Path: Expected OCS:
I 301 - Specialist/Analyst

NH - Business Management and 42
Technical Management Professional

Contribution Planning:
This 15 Ult's new Contribution Planning instance.
Method of Communication:

Date Conducted: 08/22/13
Face to Face

Figure 4-9: Sample Employee Report

October 8, 2013 4-12 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

5. LEVEL 1 SUPERVISOR

This section focuses on the Level 1 Supervisor’s use of the system and details how to use CAS2Net to
rate and enter/edit CCAS factor assessments in the Annual Appraisal module. CAS2Net supports the
Level 1 Supervisor’s ability to create and modify contribution ratings for each employee they supervise,
which includes entering “Categorical” and “Numerical” ratings and recording supporting narrative
comments.

If the Level 1 Supervisor is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Closeout Self-Assessment and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

The Level 1 Supervisor will have the following options appear in the navigation bar: Contribution
Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, Closeout Assessment and
Reports.

e The Contribution Planning option allows the supervisor to collaborate with the employee to
create or modify contribution plans for the current appraisal cycle.

e Additional Feedback allows the supervisor to provide helpful guidance throughout the appraisal
cycle.

e Mid-Point Review enables the supervisor to assess employee contributions at the mid-point of
the annual the appraisal cycle.

e The Annual Appraisal allows the supervisor to document each employee’s contribution ratings
and assessments with respect to the AcqDemo contribution factor.

o Closeout Assessment is used to review employee contributions in the event of rating official or
job change during the appraisal cycle.

e The Reports option provides the capability to generate reports for each of the features above as
well as Additional Feedback provided by the Level 1 Supervisor.

5.1 Contribution Planning

Contribution Planning is a collaborative effort shared by the supervisor and the employee. Either party
may initiate Contribution Planning if none exists. Either may update while status remains “In Progress”.
The supervisor is responsible for completing the process by entering the date and method of
communication and clicking “Submit”. If later modifications are necessary, it is the supervisor’s
responsibility to generate another Contribution Planning instance via the “Modify” feature.

It is important to note that Contribution Planning must be “submitted” to be accessible by other CAS2Net
processes--such as Additional Feedback and Annual Appraisal. An entry thatis “In Progress” is not
visible outside the Contribution Planning web form.

CONTRIBUTION PLANNING STATUS

When “Contribution Planning” is selected in the Supervisor 1 Menu, the “Contribution Planning Status”
web page is displayed.
CAS2Net lists employees assigned to the supervisor along with Contribution Planning status columns:

e Employee

e Employee Input status—values include:

o Green ‘checkmark’ = Employee has checked “Employee Narrative Complete” (Complete)
o Red ‘X’ = Employee has saved input without checking “Employee Narrative Complete” (In Progress)
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o (blank) = Employee has NOT saved Contribution Planning input

e Contribution Planning Status—values include:
o Green ‘checkmark’ = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)

o (blank) = Not Provided

Acqm
[ [ ]
MDemo

........

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Contribution Planning Status
Year: 2013[7

Employ E Input | C ing Status

Connie Celon

Hershel Hummer

Mark Mucker

Key:
BZ]  contribution Planning Complete.
(3]  contribution Planning Incomplete.

No Contribution Planning Provided.

The information contained herein is covered by the Privacy Act of 1974.

You are acting as Peter Olson
Revert | Change Session | Logout

Figure 5-1: Supervisor Contribution Planning Status

CONTRIBUTION PLANNING WEB FORM

On the Contribution Planning Status page, click an employee name to open the Contribution Planning

web form.

CAS2Net populates the screen with last saved information for selected employee (if any).

October 8, 2013
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Acqm You are acting as Peter Olson
[ Revert | Change Session | Logout
MDemo
Contribution Planning for Connie Celon
Contribution Year: 2013~
Planning
Mid-Point Review o First Level Supervisor: Peter Olson ——
Self it N o )
Level: Occupational Series: Career Path: 0CS Range:
Annual Appraisal _ NH - Business Management And Technical e
Self-Assessment I 330 = ErmieT SRl Management Professional H= e
Closeout Self-
R Contribution Planning Effective Date:| 10/01/2012
Reports
4 October2012
Su Mo Tu We Th Fr Sa
7 8 9 1011 1213
Contribution 14 15 16 17 18 15 20
Planning 21 22 23 24 25 26 27
Additional 28/29|30)31
Feedback
Mid-Point Review Contribution Planning Input: (Characters used: 0 of 5000)
Annual Appraisal
Closeout
Assessment
Reports
Method of Communication: Date Conducted:
4 September 2013 b
(¢ ) e Su Mo Tu We Th Fr Sa
[CITeleConference 1|2|3|a|s|e|7
[vides Conference 8 9 10 11 12 13 14
IEmail 15 16 17 18 19 20 21
Dother 22 23 24 25[26
[sove | (o |t
ssio
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-2: Supervisor Contribution Planning Web Form

For your information, the Contribution Planning page displays the following employee attributes:
e  First Level Supervisor Name

e Broadband Level

e  Occupational Series
e  Career Path

e Expected OCS Range

The employee may or may not have initiated the Contribution Planning record. The supervisor may now
enter or edit Contribution Planning fields as appropriate.

The “Contribution Planning Effective Date” defaults to the first day of the appraisal cycle—e.g.
“10/01/2012” for fiscal year 2013. If necessary, use the calendar control to select the appropriate date.

1. Enter contribution objectives into the “Contribution Planning ‘In Progress’” textbox.

2. Click “Save” to save changes and refresh the web page.

3. Click “Exit” to return to the Contribution Planning Status web page without saving changes.
4

After the supervisor meets with the employee to review the “Contribution Planning” content, the
supervisor selects the date and method of communication and clicks “Submit” indicating the
“Contribution Planning” process is complete.

“Submit” saves changes and returns to the Contribution Planning Status page.
Note: The “Submit” button is disabled until the date conducted is selected. Once the date is
selected, the “Submit” button becomes active.

Once the record has been submitted, no further changes are permitted.

October 8, 2013 5-3 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

MODIFY CONTRIBUTION PLANNING

If later modifications to a plan are needed, click on the Contribution Planning from the Supervisor | Menu
and select the name of the employee to open the Contribution Planning web form for selected employee.

The “Contribution Planning” input text box is pre-filled with last saved or submitted content.
Hot links provide “read only” access to previously submitted “Contribution Planning” content.

The supervisor may click the “Modify” button to initiate modifications to Contribution Planning for this
employee. CAS2Net reopens the Contribution Planning input for editing pre-filled with the original
content. The “Employee Input” status is unchanged by the “Modify” request. Note that the new record
will not be added to the CAS2Net database until the supervisor clicks “Save” or “Submit”.

Acom L e
MDemo
Contribution Planning for Adam A. Appleton
Contribution Year: |2013[+|

Planning
Mid-Point Review First Level Supervisor: Vincent Udell

Self-Assessment Expected

0CS Range:
NH - Business Management And Technical o 70 _ 73
Management Professional

Broadband

Level:
Annual Appraisal o
Self-Assessment

Occupational Series: Career Path:

1550 - Computer Science

Closeout Self- o ) )
e Contribution Planning - Effective 010CT12 as of 09/25/2013 16:03: actie
Here is the employee input to start the plan.

Reports

Contribution
Planning
Additional
Feedback L
Method of Communication: Date Conducted: | 09/25/2013
Mid-Point Review Face to Face
Annual Appraisal TeleConference
Closeout Video Conference
Assessment =5l
Reports Other

Note. The supervisor has posted the closing employee review date; this record is read only.

The information contained herein is covered by the Privacy Act of 1974.
Figure 5-3: “Modify” Contribution Planning

Note. The caption “active” appears next to the last saved Contribution Planning entry label or
“hot link” to highlight the version that is current.

Change text as necessary and click “Save”. At this point, this new instance of Contribution Planning is
added to the CAS2Net database which is again editable by either the supervisor or the employee.

When complete and reviewed with the employee, select date and method of communication and click
“Submit”.

NEXT CYCLE YEAR CONTRIBUTION PLANNING

CAS2Net is focused on annual appraisals and pay pool operations at the same time that new Contribution
Planning is being documented for the next appraisal year. To accommodate appraisal cycle overlap,
CAS2Net allows supervisors to choose between the previous and next cycle years.

The “Year” dropdown displayed on each Contribution Planning web page provides access to the current
year, the prior year and the next year.

Select the next year from the “Year” dropdown to input Contribution Planning for the coming year.
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Acqm You are acting as Vincent Udell
[ Revert | Change Session | Logout
MDemo
Contribution Planning for Adam A. Appleton
Contribution Year: 2014[-|
Planning
Mid-Point Review L First Level Supervisor: Vincent Udell —,
Self B N S )
Toser Occupational Series: Career Path: 0CS Range:
Annual Appraisal o7 1550 - Computer Science NH - Business Management And Technical o 70 _ 73
Self-Assessment Management Professional
Closeout Self-
FereETanl Contribution Planning Effective Date: | 10/01/2013
Reports
4 October2013 P
Su Mo Tu We Th Fr Sa
6|7 8|9 10/11/12
Contribution 13 14 15 16 17 18 19
Planning 20 21 22 23 24 25 26
Additional 27 28 29 30 31
Feedback
Mid-Point Review Contribution Planning Input: (ch
Annual Appraisal
Closeout
Assessment
Reports
Method of Communication: Date Conducted:
4 September2013 P
P i e Su Mo Tu We Th Fr sa
TeleConference 1|2|3|a|s|6|7
Video Conference 8 9 10 11 12 13 14
Email 15 16 17 18 19 20 21
— 22 23 24 25[26]
(ave][submi] et ]
The information contained herein is covered by the Privacy Act of 1974,

Figure 5-4: “Next Cycle Year” Supervisor Contribution Planning Web Form

The capability to create “next cycle year” Contribution Planning as well as “active appraisal cycle”
Contribution Planning makes it imperative that supervisors correctly select the appropriate year from the
dropdown provided at the top center of the Contribution Planning screen in creating a plan for either year.

Notes.

1. The “Character Count” shown on the right just above the Contribution Planning textbox shows
the actual number of characters entered.

When the 6000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

Contribution Planning is the only narrative that accepts 6000 characters. Other types of narrative
textboxes, such as contribution factor assessments, are limited to 4000 characters each.

2. “Employee Narrative Complete” is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state.

Employee input status “In Progress” does not prevent the supervisor from submitting the
Contribution Planning as “complete”.

3. When any factor score is saved in the Annual Appraisal, in-cycle assessment records are
locked—including Contribution Planning, Additional Feedback, Mid-Point Review, and Closeout

Assessment.

4. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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5.2  Additional Feedback

Additional Feedback may be created by the supervisor at any time throughout the appraisal cycle to
provide guidance and feedback to an employee. The web page is only visible to the Level 1 Supervisor
but the employee can print the content when and if the supervisor has saved a checkmark in “Release
Employee Report” or has submitted the Additional Feedback.

The supervisor can create multiple instances of Additional Feedback using the “Create” feature.

ADDITIONAL FEEDBACK STATUS

When “Additional Feedback” is selected in the Supervisor 1 Menu, the “Additional Feedback Status” web
page is displayed.

Acqm You are acting as Vincent Udell
[ ] Revert | Change Session | Legout
MDemo
.
Additional Feedback Status
Contribution
Planning Year: 20137
Mid-Point Review
Self-Assessment
Annual Appraisal -
el s et Employee Additional Feedback Status
Closeout Self- Adam A. Appleton
Assessment
e Keith Karnes
Lance Lawrence

Contribution
Planning Key:

e B2 Additional Feedback Complete.
Feedback 32 additional Fezdback Incomplete.
Mid-Point Review Mo Additional Feedback Provided.

Annual Appraisal

Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 5-5: Supervisor Additional Feedback Status

CAS2Net lists employees assigned to the supervisor along with Additional Feedback status columns:
e Employee

o Additional Feedback Status—values include:
o Green ‘checkmark’ = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

ADDITIONAL FEEDBACK WEB FORM

On the Additional Feedback Status page, click an employee name to open the Additional Feedback web
form.

CAS2Net populates the screen with last saved information for selected employee (if any). Form content
includes:
o “As of” subtitle identifies the Additional Feedback by its last saved date and time - The default
for a “new” entry is the current date and time
e Advisory text “DO NOT USE FOR MID-POINT REVIEW FEEDBACK’ emphasizes proper use
o Employee attribute subtitle:
o  First Level Supervisor Name
o Broadband Level
o Occupational Series
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o Career Path
o Expected OCS Range

e “Contribution Planning” ‘read only’ textbox contains the last submitted information - The
Contribution Planning “Effective Date” is included in the subtitle

e “Overall Supervisor Feedback” textbox

(Tabs by CCAS Contribution Factor)

e Factor name subtitle => hot link to “Descriptors and Discriminators” page
e “Supervisor Assessment” textbox

(Tab for Employee Review Date)

o Method of Communication checkboxes (Face to Face, Teleconference, Video Conference, Email,
Other)

e “Other” method of communication text
e Date Conducted

e Date Conducted calendar control
(Status checkbox and action buttons)

o “Release Employee Report” checkbox
e “Save”, “Submit”, and “Exit” buttons

= rent e R
WDemo
Additional Feedback for Adam A. Appleton
gllaan:;i‘_l:';lien Year: 20137

As of 09/26/2013 10:30

Mid-Point Review
Self-Assessment
DO NOT USE FOR MID-POINT REVIEW FEEDBACK
Annual Appraisal
Self-Assessment First Level Supervisor: Vincent Udell
Broadband
Closeout Self- Dol

Assessment - Busi i
I 1550 - Computer Science NH - Business Managameant ﬁ.nd Tachnical
Management Prafessional

Expected
0Cs Range:

66 -70-73

Occupational Series: Career Path:

Reports
Contribution Planning - Effective 010CT12:

Here is the employee input to start the plan.

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal Overall Supervisor Feedback: (Characters used: 0 of 4000)

Closeout
Assessment

Reports

Employee
LN Teamwork / | Customer | Leadership / | Communication Resource Review
PP Cooperation | Relations Supervision Management Date

Problem Solving

Supervisor Assessment: (Characters used: 0 of 4000}

Relesse Employes Report [Save | [ Subme ][ ext |

Session Active 26 SEPTEMBER 2013 10:30:00

The information contained herein is covered by the Privacy Act of 1974,

Figure 5-6: Supervisor Additional Feedback Web Form
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1. Enter assessment content into the “Overall Supervisor Feedback” textbox or into one or more
“Supervisor Assessment” textboxes provided with contribution factor tabs. Note that the factor name
on each factor tab is a “hot link” to corresponding “Descriptors and Discriminators” for that factor.

2. Optionally, check the “Release Employee Report” checkbox to allow the employee to print the
“Additional Feedback Report” while the entry is “In Progress”.

Note: “Release Employee Report” is disabled before text is typed into any assessment textbox.
Click “Save” to save changes and refresh the web page.

4. Click “Exit” to return to the Additional Feedback Status page without saving changes.

Note. Since “Exit” does not update the database, CAS2Net will prompt you to click “Save” when
changes are outstanding.

5. After meeting with the employee to review the “Additional Feedback” content, select the date and
method of communication and click “Submit” to indicate that the “Additional Feedback” process is
complete.

“Submit” saves changes and returns to the Additional Feedback Status page.

Note (1). The “Submit” button is disabled until the date is selected. Once the date is selected, the
“Submit” button becomes active and the “Release Employee Report” checkbox is disabled.

Note (2). "Release Employee Report” checkbox is automatically set when the Additional Feedback is
submitted.
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CREATE ADDITIONAL FEEDBACK

To create another instance of Additional Feedback, click “Additional Feedback™ in the Supervisor | Menu
and select the name of the employee to open the Additional Feedback web form for the selected
employee.

The “Contribution Planning” input text box is pre-filled with last submitted content. The Contribution
Planning “Effective Date” is included in the subtitle.

Hot links provide “read only” access to previously submitted Additional Feedback and the Mid-Point
Review records.

The supervisor may click the “Create” button to open a new Additional Feedback record for this
employee.

Jﬂ‘-_;q. You are acting as Chris Babbitt
[ Revert | Change Session | Logout
BDemo
Additional Feedback for Timothy Tarman
Contribution Year: [2013[7
Planning
Mid-Paint Review As of 12/19/2012 12:25
Self-Assessment
DO NOT USE FOR MID-POINT REVIEW FEEDBACK
Annual Appraisal
Self-Assessment First Level Supervisor: Chris Babbitt
Broadband - N . Expected
iloseout Set"-_ Nt Occupational Series: Career Path: 0CS Range:
ssessmen - Ens :
o D)= B (e MH - Business Management ;snd Technical =T
Management Professional

Reports

Contribution Planning - Effective 010CT12:

Starting Timothy Tarman's Contribution Planning on 10/31/2012. Ready for Chris Babbitt, Supervisor E
Supervisor I Menu

Held meeting with Tim today and added these words... {per Chris Babbitt) -- modified 12/1%
Contribution
Planning
Additional
Feedback
Mid-Point Review [*
Annual Appraisal Additional Feedback as of 12/19/2012 12:25 (Conducted 12/15/2012)
Claseout Additional Feedback as of 12/19/2012 12:24 (Conducted 12, 112)
[ — Mid-Point Review as of 12/10/2012 13:31 (Conduct=d 12/13/2012)
Reports Overall Supervisor Feedback:

created more additinal feedback -

Employee
PN . .rwork / || Customer || Leadership / || € icati R = Review
Solving Cooperation Relations Supervision Management Date
Problem Solving
Supervisor Assessment:
-
Release Employes Report
MNote. Tha supervisor has posted the closing employee review date; this record is read only.
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-7: “Create” Additional Feedback

When “Create” is clicked, CAS2Net opens a clean Additional Feedback web form. Note that the new
record is not added to the CAS2Net database until the supervisor clicks “Save” or “Submit”.
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Enter the Additional Feedback text.

Optionally check “Release Employee Report” to allow the employee to print the new Additional
Feedback content and click “Save”.

When Additional Feedback input is complete and reviewed with the employee, access the “Employee
Review Date” tab to select the date and method communication and click “Submit”.

Notes.

1. The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

2. When any factor score is saved in the Annual Appraisal, in-cycle assessment records are
locked—including Contribution Planning, Additional Feedback, Mid-Point Review, and Closeout
Assessment.

3. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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5.3 Mid-Point Review

The Mid-Point Review enables the supervisor to assess employee contributions at the mid-point of the
annual the appraisal cycle. The web page is only visible to the Level 1 Supervisor but the employee can
print the content when and if the supervisor has saved a checkmark in “Release Employee Report” or has
submitted the Mid-Point Review.

MID-POINT REVIEW STATUS

When “Mid-Point Review” is selected in the Supervisor 1 Menu, the “Mid-Point Review Status” web
page is displayed.

C You are acting as Chris Bal
q hri: bbitt
“m Revert | Change Session | Logout
MDemo
Mid-Point Review Status
Contribution
Planning Year: 2013
Mid-Paint Review
Self-Assessment
Annual Appraisal A t || Mid-poi i
e Self Mid-Point Review Status
Closeout Self- Barry Burns 4] 50
Assessment
Reports Danielle Hoang 57} 50
Timothy T
- othy Taceman = =
uli Ulanav
Contribution
Planning
Key:
?::l';l;:’(':' ]  Mid-Point Review Complate.
T €  mid-Point Review Incomplete.
_ Mo Mid-Point Review Provided.
Annual Appraisal
Closeout
Assessmen| &
Reports
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-8: Supervisor Mid-Point Review Status
CAS2Net lists employees assigned to the supervisor along with Mid-Point Review status columns:
e Employee

e  Self-Assessment status—values include:
o  Green ‘checkmark’ = Employee has checked “Employee Narrative Complete” (Complete)
o Red ‘X’ = Employee has saved input without checking “Employee Narrative Complete” (In Progress)
o (blank) = Employee has NOT saved the Mid-Point Review Self-Assessment

e Mid-Point Review Status—values include:
o Green ‘checkmark’ = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

MID-POINT REVIEW WEB FORM

On the Mid-Point Review Status page, click an employee name to open the Mid-Point Review web form.

CAS2Net populates the screen with last saved information for selected employee (if any). Form content
includes:

e Mid-Point Review “Year”

o Employee attribute subtitle:
o  First Level Supervisor Name
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Broadband Level
Occupational Series
Career Path

Expected OCS Range

o Conditional advisory message to alert the supervisor that the employee’s Mid-Point Review Self-
Assessment is incomplete

e “Contribution Planning” ‘read only’ textbox contains the last submitted information - The
Contribution Planning “Effective Date” is included in the subtitle

(Tabs by CCAS Contribution Factor)

e Factor name subtitle => hot link to “Descriptors and Discriminators” page
o  “Employee Self-Assessment” ‘read only’ textbox
e “Supervisor Assessment” textbox

o O O O

Acq. You are acting as Vincent Udell
[ | ] Revert | Change Session | Logout
MDemo

Employee Menu Mid-Point Review for Adam A. Appleton

Contribution Year: 2013 |E|

Planning
Mid-Point Review First Level Supervisor: Vincent Udell

Self-Assessment Br::::ﬁnd Occupational Series: Career Path:

Expected
0OCS Range:

66 -70-73

MNH - Business Management And Technical
Management Professional

Annual Appraisal

Self-Assessment II1 1550 - Computer Science

Closeout Self-
Assassmant : WARNING: The

Reports Contribution Planning - Effective 010CT12:
Here is the employee input to start the plan. -

ployee has not completed the M

Supervisor I Menu

Contribution
Planning

Additional
Feadback

Mid-Point Review
Employee

Annual Appraisal c
= Review

BN Teamwork [/ | Customer || Leadership / || Communication Resource

Closeout Solving Cooperation Relations Supervision Management Date
Assessment

Reports Problem Solving
Employee Self-Assessment:

cters used: 0 of 4000)

Supervisor Assessment: {Ch

"

Release Employses Report F Lock Employee Self-Assessment l:l

Session Active 26 SEFTEMBER 2013 10:49:12

The information contained herein is covered by the Privacy Act of 1974.

Figure 5-9: Supervisor Mid-Point Review Web Form
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(Tab for Employee Review Date)

o Method of Communication checkboxes (Face to Face, Teleconference, Video Conference, Email,
Other)

e “Other” method of communication text
e Date Conducted
e Date Conducted calendar control
(Status checkbox and action buttons)
e “Release Employee Report” checkbox
o “Lock Employee Self-Assessment” checkbox
e  “Save”, “Submit”, and “Exit” buttons
1. Enter assessment content into “Supervisor Assessment” textboxes provided with contribution factor

tabs. Note that the factor name on each factor tab is a “hot link” to corresponding “Descriptors and
Discriminators” for that factor.

2. Optionally, check the “Release Employee Report” checkbox to allow the employee to print the “Mid-
Point Review Report” while the entry is “In Progress”.

Note: “Release Employee Report” is disabled before text is typed into any assessment textbox.

3. Optionally, uncheck the “Lock Employee Self-Assessment™ to enable the employee to update his self-
assessment record when the supervisor saves the Mid-Point Review.

Note: “Lock Employee Self-Assessment” defaults to “checked” in keeping with PMO policy that the
self-assessment should not change when the supervisor begins work on the Mid-Point Review.
Once saved, the “checked” or “unchecked” value persists until changed by the supervisor.

4. Click “Save” to save changes and refresh the web page.
5. Click “Exit” to return to the Mid-Point Review Status page without saving changes.

6. After meeting with the employee to go over the “Mid-Point Review” content, select the date and
method of communication and click “Submit” to indicate that the “Mid-Point Review” process is
complete.

“Submit” saves changes and returns to the Mid-Point Review Status page.

Note (1). The “Submit” button is disabled until the date is selected. Once the date is selected, the
“Submit” button becomes active and the “Release Employee Report” checkbox is disabled.

Note (2). "Release Employee Report” and “Lock Employee Self-Assessment ” checkboxes are
automatically set when the Mid-Point Review is submitted.

REOPEN MID-POINT REVIEW

CAS2Net allows supervisors to reopen the Mid-Point Review at any time before the supervisor has begun
scoring contribution factors in the Annual Appraisal for the given cycle year.

To reopen the Mid-Point Review for modifications or corrections, click “Mid-Point Review” in the
Supervisor Menu and select the name of the employee to open the Mid-Point Review web form for the
selected employee.

Select the “Employee Review Date” tab and click the “Reopen” button. CAS2Net immediately clears the
employee review date and method of communication to revert the Mid-Point Review status back to “In
Progress”.
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Optionally uncheck “Lock Employee Self-Assessment” and click “Save” to enable the employee to
update the Mid-Point Review Self-Assessment.

Follow steps previously described in sub-section “Mid-Point Review Web Form” to edit and submit
changes.

Note that reverting to “In Progress” status has the following normal—but possibly unintended—
consequences:

o Contribution Planning text and effective date are refreshed to capture recently “submitted”
information.

o The 1st Level Supervisor who last saves the assessment is the supervisor-of-record for reporting
purposes. Earlier supervisor information may be overlaid by the “reopen” process.

TOw A CIITS G0
] Revert | Change Session | Logout
MDemo
Employes Menu Mid-Point Review for Timothy Tarman
Contribution Year: 20132 |Z|
Planning
Mid-Point Review Broadband First Level Supervisor: Chris Babbitt S
Self-Assessment i ies: :
Level: Occupational Series: Career Path: 0OCS Range:
Annual Appraisal _ MNH - Business Management And Technical e
Self-Assessment 80 = ey L EnE g Management Professional e
Closeout Self- Contribution Planning - Effective 010CT12:
Assessment Starting Timothy Tarman's Contribution Planning on 10/21/2012. Ready for Chris Babbitt, Supervisar -
Reports Held meeting with Tim today and added these words... (per Chris Babbitt) -- modified 12/15
Supervisor I Menu
Contribution
Planning 5
?::ﬂ:::' Additional Feedback as of 12/19/2012 12:25 (Conducted 12/15/2012)
Additional Feedback as of 12/19/2012 12:24 (Conducted 12/13/2012)
Mid-Point Review
i Overall Employee Self-A
Annual Appraisal this is my salf assessment overall -
Closeout
Assessment
Reports
Overall Supervisor Assessment:
test =
Employee
T i/ || Cust Leadership / || C ication - HEEE
g Coop ion lati: Supervision Management Date
Method of Communication: Date Conducted: | 12/13/2012
Face to Face
TeleConfarence
Video Conference
Ermnail
Othar
-
Release Employes Report || Lock Employee Self-Assessment
Note. The supervisor has posted the closing employee review date; this record is read only.
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-10: “Reopen” Mid-Point Review
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Notes.
1.

The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

The employee’s self-assessment status is information only. CAS2Net does not enforce any
business rules regarding the employee’s “Employee Narrative Complete” state.

Employee input status “In Progress” does not prevent the supervisor from saving information into
the Mid-Point Review.

The employee’s Mid-Point Review Self-Assessment is displayed as “read only” when the
supervisor has saved the Mid-Point Review with a checkmark in “Lock Employee Self-
Assessment”.

When any factor score is saved in the Annual Appraisal, in-cycle assessment records are
locked—including Contribution Planning, Additional Feedback, Mid-Point Review, and Closeout
Assessment.

When copying text from MS Word some special characters in Word may not work in CAS2Net.

When the “Reopen” button is clicked, the Mid-Point Review status reverts to “In Progress” with
the following normal—Dbut possibly unintended—consequences:

o Contribution Planning text and effective date are refreshed to capture recently “submitted”
information.

o The 1* Level Supervisor who last saves the Mid-Point Review is the supervisor-of-record for
reporting purposes. Earlier supervisor information may be overlaid by the “reopen” process.

October 8, 2013 5-15 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

5.4  Annual Appraisal

The Annual Appraisal allows the supervisor to document each employee’s contribution ratings and
assessments with respect to the AcqDemo contribution factor.

ANNUAL APPRAISAL STATUS

When “Annual Appraisal” is selected in the Supervisor 1 Menu, CAS2Net displays the “Annual
Appraisal Status” page. “Annual Appraisal Status” lists employees to be assessed by the supervisor along
with status information:

e Employee

o Self-Assessment status

e Supervisor Narrative status

e Categorical Status

e Numerical Status

e Presumptive Status

Status values include:

o Green checkmark = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In progress)
o (blank) = “Not Provided’

Note: “Self-Assessment” status indicates whether the employee has checked “Employee Narrative
Complete”. “Supervisor Narrative” status indicates that the supervisor has checked “Supervisor
Narrative Complete” on the Annual Appraisal. Both checkboxes are information only; CAS2Net does not
enforce any business rules regarding narrative status values.

You are acting as Tke Hansen
cting as Tke
Revert | Change Session | Logout
EDemo
:
Annual Appraisal Status
Contribution
Planning Year: 2013
Mid-Point Review
Self-Assessment
Annual Appraisal Self- Supervisor Categorical Numerical E
Self-Assessment Emploves Assessment Narrative Status Status e
Closeout Self- Amy Artis [£%] [£%4] @ Mone
Carmen
Reports o 7] [27] None
[ e [ i X
Dyanne Dancy 274] [5%4] Nane
Contribution
Planning o 2 e Due To Circumstance
Erica Emerson B2 B e lrcurms;
Additional
Feedback Francis Evans 7] [£74] None
Mid-Point Review Frands
None
P e & &
Closeout George Garfield 574] [574] Nane
Key:
Reports 4
£} Annual Appraisal Complete.
74 Annual Appraisal Tncomplete
No Annual Appraisal Provided
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-11: Annual Appraisal Status
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ANNUAL APPRAISAL WEB FORM

Click the employee name to open the Annual Appraisal web page. CAS2Net presents the Annual
Appraisal page prepopulated with the selected employee data and rating factors.

Annual Appraisal web page includes:

o Employee attribute subtitle:

o Broadband Level

o Occupational Series
o Career Path

o Expected OCS Range
o Actual OCS

e Conditional advisory message to alert the supervisor that the employee’s Annual Appraisal Self-
Assessment is incomplete

99 ¢

e “Contribution Planning” ‘read only’ textbox contains the last submitted information - The
Contribution Planning “Effective Date” is included in the subtitle

e “Hot links” to access “current year” Additional Feedback, Mid-Point Review and Closeout
Assessment records (if available)

e Tabs by rating factor: Problem Solving, Teamwork/Cooperation, Customer Relations,
Leadership/Supervision, Communication, Resource Management

(Each factor includes)

o “Descriptors and Discriminators” link

o Employee Self-Assessment ‘read only’ textbox
o [Factor weight

o Categorical score dropdown list

o Numerical score dropdown list

o Supervisor comment text box

e (Tab for Employee Review Date)

o Method of Communication checkboxes (Face to Face, Teleconference, Video Conference,
Email, Other)

o “Other” method of communication text
o Date Conducted
o Date Conducted calendar control

e (Status checkbox and action buttons)
o “Supervisor Narrative Complete” checkbox
o “Lock Employee Self-Assessment” checkbox
o “Save” and “Exit” buttons
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Acq. You are acting as Vincent Udell
m Revert | Change Session | Logout
BDemo
Annual Appraisal for Adam A. Appleton
Contribution Year: 2013
Plannin
° el Occupational Series: Career Path: Exgl::c;ed St
Mid-Point Review Level: P - : Range: ocs:
SRR e NH - Business Management And .
Il 1550 - Computer Science . 9 N 66 -70-73 N/A
Annual Appraisal Technical Management Professional
Self-Assessment Contribution Planning - Effective 010CT12:
Closeout Self- Here is the employee input to start the plan. E
Assessment
Reports
Contribution -
Planning
Additional Employee
Feedback ST Teamwork / || Customer | Leadership / | G ication R ce Review
Mid-Point Review ELUUN | Cooperation | Relations Supervision Management Date
Annual Appraisal Problem Solving
Closeout Employee Self-Assessment:
Assessment Here is the employee self-assessment narrative. -
Reports
Supervisor Assessment: Factor Weight: 1.0 Categorical: UnratedE Numeric: UnratedE|
None m
(Characters used:- 4 of 4000
O Supervisor Narrative Is Complete /] Lock Employee Self-Assessment Exit
Note. Employee Review Date is not editable until Pay Pool AMC/LH has been certified.
Session Active 26 SEPTEMBER 2013 11:33:33
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-12: Annual Appraisal Web Form

1. One by one, click each contribution factor to:
e Enter comments to the Supervisor Assessment text box.

Assign Categorical score by selecting score from the “Categorical” dropdown list.
Assign Numerical score by selecting the correlated scores with selected “Categorical” rating
in “Numerical” dropdown list.

2. When every factor has been assigned a “Numeric” score, CAS2Net calculates and displays the Actual
OCS in rightmost portion of the employee attribute subtitle. When any numeric factor score is
missing, CAS2Net shows the Actual OCS as “N/A”.

3. Check the “Supervisor Narrative Complete” checkbox when all assessments are entered and
complete.

4. Optionally, uncheck the “Lock Employee Self-Assessment” to enable the employee to update
his self-assessment record when the supervisor saves the Annual Appraisal.
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Note: “Lock Employee Self-Assessment” defaults to “checked” in keeping with PMO policy that the
self-assessment should not change when the supervisor begins work on the Annual Appraisal.
Once saved, the “checked” or “unchecked” value persists until changed by the supervisor.

5. Click the “Save” button to save the appraisal. When “Save” is clicked, CAS2Net saves the content
and displays message “Save Successful”.

6. Click the “Exit” button to go back to “Annual Appraisal Status” page. If “Exit” is clicked before
“Save”, CAS2Net does not save the changes and returns to the “Annual Appraisal Status” page.

7. As the rating supervisor, you can go back to edit/change the appraisal and save it over and over.

ANNUAL APPRAISAL - EMPLOYEE REVIEW TAB

After the pay pool is certified and the supervisor has reviewed the Annual Appraisal with the employee,
the supervisor should access the Annual Appraisal “Employee Review Date” tab to enter the date and
method of communication.

Acq. You are acting as Vincent Udell
.. Revert | Change Session | Logout
BDemo
Annual Appraisal for Adam A. Appleton
Contribution Year: 2013
Plannin
’ oot Occupational Series: Career Path: Expot::csted GIETEL
Mid-Point Review Level: P : ) e 0Cs:
SRl T NH - Business Management And .
II1 1550 - Computer Science Y] g . 1 66 -70-73 MN/A
Annual Appraisal Technical Management Professional
Self-Assessment Contribution Planning - Effective 010CT12:
Closeout Self- Here is the employee input to start the plan. -
Assessment
Reports
Contribution -
Planning
Additional Employee
Fesilizgy Problem | Teamwork / | Customer | Leadership / | C ication R o] Review
Mid-Point Review Solving Cooperation | Relations Supervision Management Date
Annual Appraisal Method of Communication: Date Conducted:
Closeout Face to Face
== TeleConference
Reports Video Conference
Email
Other
-
O Supervisor Narrative Is Complete [ Lock Employee Self-Assessment Exit
MNote. Employee Review Date is not editable until Pay Pool AMC/LH has been certified.
Session Inactive 26 SEFTEMBER 2013 11:36:54 (1)
The information contained herein is covered by the Privacy Act of 1974.

Figure 5-13: Annual Appraisal “Employee Review Date” Tab
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Notes.

1. CAS2Net treats “Categorical” scores as optional since they may not be required by all AcqDemo
organizations. Changing a “Categorical” score to “Unrated” does not affect the corresponding
“Numerical” score. Changing “Categorical” to a different rating value causes the corresponding
“Numerical” score to revert to “Unrated”.

2. The “Character Count” shown on the right just above each assessment textbox estimates the
number of saveable characters in the textbox, calculated as the actual number of characters
entered plus 10% for padding. The padding is necessary because the CAS2Net database is
configured with a universal multi-byte character set that uses more than one position to store
some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

3. The employee’s self-assessment status is information only. CAS2Net does not enforce any
business rules regarding the self-assessment “Employee Narrative Complete” state.

Employee input status “In Progress” does not prevent the supervisor from saving information in
the Annual Appraisal.

4. When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment
records are locked—including Contribution Planning, Additional Feedback, Mid-Point Review,
and Closeout Assessment.

5. To enable changes to “current year” Contribution Planning, Additional Feedback, Mid-Point
Review or Closeout Assessment records, the supervisor can reset all scores (Categorical and
Numerical) to “Unrated”, then click “Save”.

6. When copying text from MS Word some special characters in Word may not work in CAS2Net.
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5.5

Closeout Assessment

CAS2Net supports one or more Closeout Assessments for an employee during an appraisal cycle to
evaluate employee contributions in the event of a change in position or rating official. Either the
employee or the supervisor can initiate the Closeout process.

CLOSEOUT ASSESSMENT STATUS

When “Closeout Assessment” is selected in the Supervisor 1 Menu, the “Closeout Assessment Status”
web page is displayed.

Acqm You are acting as Chris Babbitt
] Revert | Change Session | Logout
HWDemo
Closeout Assessment Status
Contribution
Planning Year: 2013[7]
Mid-Point Review
Self-Assessment
Annual Appraisal = H
Sl Asseeaaant Employee Closeout Period | Self- Closeout Status
Closeout Self- Barry Burns New
e Danielle Hoang New
Timothy Tarman New
Supervisor T Menu
_ 01 OCT - 03 MAY [£74] EA
Contribution )
Planning Uli Ulanov 04 MAY - 10 JUN 574
Additional
Feedback L=

Mid-Point Review Key:

Annual Appraisal [£%4) Closeout Assessment Complete.

Closeout @ Closeout Assessment Incomplete.
Assessment
Mo Closeout Assessment Provided.

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 5-14: Supervisor Closeout Assessment Status

CAS2Net lists employees assigned to the supervisor along with Closeout Assessment status columns:

Employee—Name of each employee assigned the selected cycle year

Closeout Period—Start and end dates of existing Closeout Assessment record(s) - “New”

provides access to an empty web form for defining a new Closeout period

Self-Assessment—status values include:

o Green ‘checkmark’ = ‘Complete’; Employee saved checked “Employee Narrative Complete”

o Red ‘X’ = ‘Incomplete’ (In Progress); Employee saved blank “Employee Narrative
Complete”

o (blank) = Not Provided; Employee has NOT saved the “Closeout Self-Assessment”

Closeout Assessment Status—values indicating supervisor status include:

o Green ‘checkmark’ = ‘Closeout Assessment Complete’

o Red ‘X’ = ‘Incomplete’ (In Progress)

o (blank) = Not Provided
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CLOSEOUT ASSESSMENT WEB FORM

Click a specific date range under Closeout Period to update the Closeout Assessment for an existing
Closeout period —or--click “New” initiate the Closeout Assessment for a new Closeout Period.

CAS2Net refreshes the screen to display the “Closeout Assessment” web form with the last saved
information for selected employee (if any). Form content includes:

e (Closeout Assessment “Year”

o Employee attribute subtitle:

First Level Supervisor Name
Broadband Level
Occupational Series

Career Path

o Expected OCS Range

O O O O

e Conditional advisory message to alert the supervisor that the employee’s Closeout Self-
Assessment is incomplete
e Closeout Period details:
o  “Start Date”
o “End Date”
o “Reason for Closeout Assessment”

e “Contribution Planning” ‘read only’ textbox contains the last submitted information - The
Contribution Planning “Effective Date” is included in the subtitle

e “Hot links” to access “current year” Additional Feedback, Mid-Point Review and previous
Closeout Assessment records (if available)
o “Overall Employee Self-Assessment” ‘read only’ textbox

e “Overall Supervisor Feedback” textbox

(Tabs by CCAS Contribution Factor)
e Factor name subtitle => hot link to “Descriptors and Discriminators” page

9 ¢

o “Employee Self-Assessment” ‘read only’ textbox

e “Supervisor Assessment” textbox

(Tab for Employee Review Date)

o Method of Communication checkboxes (Face to Face, Teleconference, Video Conference, Email,
Other)

e “Other” method of communication text

e Date Conducted

e Date Conducted calendar control

(Status checkbox and action buttons)

o “Release Employee Report” checkbox

o “Lock Employee Self-Assessment” checkbox

e  “Save”, “Submit”, and “Exit” buttons
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Acqm
[ |
HMDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

[ cmployectiens | Closeout Assessment for Barry Burns

You are acting as Chris Babhitt
Revert | Change Session | Logout

Year: [2013]+]

First Level Supervisor: Chris Babbitt

Broadband A S . Expected
Level: Occupational Series: Career Path: 0CS Range:
I 1515 - Operations Research NH - Business Management And Technical 55 - 96 - 29

Management Professional

Start Date: End Date:

w0/1/2012 —
'3

4 September 2013 October 2013

Su Mo Tu We Th Fr Sa Su Mo TuWe Th Fr Sa
1/2|3 4|5|6 |7 2930

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25[26]27 28

29 30 2

1
6 7.8

woh

L H : :

Contribution Planning - Effective 010CT12:

Mid-Point Review as of 09/13/2013 14:23 (In Progress)

Overall Employee Self-Assessment:

Overall Supervisor H (Characters used: 0 of 4000)

-

LB | Teamwork / | Customer | Leadership / || Communication Resource
Solving Cooperation Relations Supervision Management
Problem Solving
Employee Self-A it
-
Supervisor Assessment: (Charscters used: 0

Release Employee Report [ Lock Employee Self-Assessment
Session Inactive 26 SEPTEMBER 2013 11:48:09 (2)

The infi tion contained herein is covered by the Privacy Act of 1974,

Figure 5-15: Supervisor Closeout Assessment Web Form
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1. Enter assessment content into “Overall Supervisor Assessment” and “Supervisor Assessment”
textboxes provided with contribution factor tabs. Note that the factor name on each factor tab is a
“hot link” to corresponding “Descriptors and Discriminators” for that factor.

2. Optionally, check the “Release Employee Report” checkbox to allow the employee to print the
“Closeout Assessment Report” while the entry is “In Progress”.

Note: “Release Employee Report” is disabled before text is typed into any assessment textbox.

3. Optionally, uncheck the “Lock Employee Self-Assessment™ to enable the employee to update his self-
assessment record when the supervisor saves the Closeout Assessment.

Note: “Lock Employee Self-Assessment” defaults to “checked” in keeping with PMO policy that the
self-assessment should not change when the supervisor begins work on the Closeout Assessment.
Once saved, the “checked” or “unchecked” value persists until changed by the supervisor.

4. Click “Save” to save changes and refresh the web page.
5. Click “Exit” to return to the Closeout Assessment Status page without saving changes.

6. After meeting with the employee to go over the Closeout Assessment content, select the date and
method of communication and click “Submit” to indicate that the Closeout Assessment process is
complete.

“Submit” saves changes and returns to the Closeout Assessment Status page.

Note (1). The “Submit” button is disabled until the date is selected. Once the date is selected, the
“Submit” button becomes active and the “Release Employee Report” checkbox is disabled.

Note (2). "Release Employee Report” and “Lock Employee Self-Assessment ” checkboxes are
automatically set when the Closeout Assessment is submitted.

REOPEN CLOSEOUT ASSESSMENT

CAS2Net allows supervisors to reopen a Closeout Assessment at any time before the supervisor has
begun scoring contribution factors in the Annual Appraisal for the given cycle year.

To reopen the Closeout Assessment for modifications or corrections, click “Closeout Assessment” in the
Supervisor Menu and select the employee’s Closeout Period date range to open the Closeout Assessment
web form.

Select the “Employee Review Date” tab and click the “Reopen” button. CAS2Net immediately clears the
employee review date and method of communication to revert the Closeout Assessment status back to “In
Progress”.

Optionally uncheck “Lock Employee Self-Assessment” and click “Save” to enable the employee to
update the Mid-Point Review Self-Assessment.

Follow steps previously described in sub-section “Closeout Assessment Web Form” to edit and submit
changes.

Note that reverting to “In Progress” status has the following normal—»but possibly unintended—
consequences:

o Contribution Planning text and effective date are refreshed to capture recently “submitted”
information.

o The 1* Level Supervisor who last saves the assessment is the supervisor-of-record for reporting
purposes. Earlier supervisor information may be overlaid by the “reopen” process.
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Acq. You are acting as Chris Babhbitt
.. Revert | Change Session | Logout
MDemo
Closeout Assessment for Uli Ulanov
gfan:;iiz;tion Year: 2013[7

Mid-Point Review First Level Supervisor: Chris Babbitt

Self-Assessment Broadband Occupational Series: Career Path: Expected
Level: 0OCS Range:
Annual Appraisal _ - NH - Business Management And Technical o
Self-Assessment u 334 - Computer Specialist Management Professional SE=EL =
Closeout Self-
Assessment Start Date: End Date:
10/1/2012 5/3/2013
Reporis
Reason for Closeout Assessment:

Contribution Contribution Planning - Effective 010CT12:
Planning This is Uli Ulanov's Contribution Planning for 2013, =
Additional And this is Chris Babbitts' input to Uli's Contribution Planning for 2013,
Feedback
Mid-Point Review
Annual Appraisal
Closeout
Assessment i
Reports Overall Employee Self-Assessment:

Uli Ulanov's "overall" closeout review self-assessment. =

Overall Supervisor Assessment:

Chris Babbitt's "overall” closeout review supervisor assessment -

Employee
Problem || Teamwork / Customer | Leadership / C ication R ce METEL
Solving Cooperation Relations Supervision Management Date
Method of Communication: Date Conducted: | 05/15/2013

Face to Face
TeleConference

Video Conference

Email
Other
a
Release Employee Report | Lock Employee Self-Assessment

Mote. The supervisor has posted the closing employee review date; this record is read only.

tion contained herein is covered by the Privacy Act of 1974,

The ir

Figure 5-16: “Reopen” Closeout Assessment
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Acqm You are acting as Chris Babbitt
.. Revert | Change Session | Logout
MDemo
[ mptoyeeviens | Closeout Assessment for Uli Ulanov
Contribution Year: :
Planning 2013
_ _ - First Level Supervisor: Chris Babbitt
Mid-Point Review
Self-Assessment Bmadba_nd Occupational Series: Career Path: Expected .
Level: 0CS Range:

Annual Appraisal

_ e NH - Business Management And Technical _ _
Self-Assessment = I = e Erawal e Management Professional LE=EileEE
Closeout Self_ R Y e renw :
Assessment Reopen Successful .
Reports
Start Date: End Date:
10/1/2012 5/3/2013
4 April 2013 May 2013 13
Contribution Su Mo Tu We Th Fr Sa  Su Mo Tu We Th Fr Sa
Planning 31(1]2|3|4|5]|6 28 29 30)1|2|3| 4
REE | 7|8|9|10|11|12|13| 5 6 7 8 9 10 11
mona
Feedback 14/15/16/1718[19|20| 12 13 14 15 16 17 18
i ~ i 21|22|23|24|25 26|27 | 19 20 21 22 23 24 25
RAEEUIER e 28[2930] 1 2 3 4 26 27 28293031 1
Annual Appraisal 5/|6|7|8|92|10j11||2]|3|a|5|6|7|8B
Closeout .
Assessment for C

Change in Supervisor E| | =
Reports

Contribution Planning - Effective 010CT12:
This is Uli Ulanov's Contribution Planning fer 2013. -

And this is Chris Babbitts' input to Uli's Contribution Planning for 2013,

Chris Babbitt modified the Contribution Planning text on June 17 at 16:10 p.m.

ov Employee Self-Assessment:

Uli Ulanov's "overall” cl it review self t. =
Overall Supervisor Assessment: (Characters used: 639 of 4000)
Chris Babbitt's "overall” closeout review supervisor assessment =

Employee
Problem | T k / | Cust Leadership / | C ication R ce HIERE
Solving Cooperation Relati Supervision Management Date

Method of Communication: Date Conducted: | |

4 September 2013 P
Su Mo Tu We Th Fr Sa

[Face to Face

[TeleConference 1|2(3|4|5|6|7
[video Conference 8 9 10 11 12 13 14
EEmail 15 16 17 18 19 20 21

Eother 22 23 24 25[26]

| s

3]14|5

101112

- %)

Y| Release Employee Report [lLock Employee Self-Assessment
Session Active 26 SEPTEMBER 2013 12:09:43

The information c« ined herein is covered by the Privacy Act of 1974.

Figure 5-17: “Reopened” Closeout Assessment Web Form
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Notes.

1.

The “Character Count” shown on the right just above each assessment textbox estimates the number
of saveable characters in the textbox, calculated as the actual number of characters entered plus 10%
for padding. The padding is necessary because the CAS2Net database is configured with a universal
multi-byte character set that uses more than one position to store some characters.

When the 4000 character maximum is exceeded, CAS2Net pops up a warning that excess
characters will be truncated and displays the text that is affected.

The employee’s self-assessment status is information only. CAS2Net does not enforce any business
rules regarding the employee’s “Employee Narrative Complete” state.

Employee input status “In Progress” does not prevent the supervisor from saving information into
the Closeout Assessment.

The employee’s Closeout Self-Assessment is displayed as “read only” when the supervisor has saved
the Closeout Assessment with a checkmark in “Lock Employee Self-Assessment”.

When any factor score is saved in the Annual Appraisal, “current year” in-cycle assessment records
are locked—including Contribution Planning, Additional Feedback, Mid-Point Review, and Closeout
Assessment.

When copying text from MS Word some special characters in Word may not work in CAS2Net.

When the “Reopen” button is clicked, the Closeout Assessment status reverts to “In Progress” with
the following normal—Dbut possibly unintended—consequences:

o Contribution Planning text and effective date are refreshed to capture recently “submitted”
information.

o The 1* Level Supervisor who last saves the Mid-Point Review is the supervisor-of-record for
reporting purposes. Earlier supervisor information may be overlaid by the “reopen” process.
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5.6 Reports

Click “Reports” in the Supervisor I Menu of the navigation bar to display the Supervisor I Reports menu.

CAS2Net displays the following report options for the Level 1 Supervisor.

e Contribution Planning — Single Employee

e Contribution Planning — All Employees

e Additional Feedback — Single Employee

o Additional Feedback — All Employees

e Appraisal Form Parts I, 1l and 111 — Single Employee
e Appraisal Form Parts I, 1l and 11 — All Employees

o Mid-Point Review — Single Employee

e Mid-Point Review — All Employees

e Closeout Assessment — Single Employee

o Closeout Assessment — All Employees

Acqm You are acting as Chris Babbitt
[ ] Revert | Change Session | Logout
HMDemo
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Contribution Planning - Single Employee
Contribution Planning - All Employees
Additional Feedback - Single Employee

Additional Feedback - All Employees
Appraisal Form Parts I, II and III - Single Employees
Appraisal Form Parts I, IT and III - All Employees
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee

Closeout Assessment - All Employees

Figure 5-18: Level 1 Supervisor Reports Menu

Refer to Section “11.2 Supervisor Reports” for samples of each report.

October 8, 2013
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LEVEL 1 SUPERVISOR REPORT - SINGLE EMPLOYEE

When the “Single Employee” option is selected, CAS2Net displays the [report] Employee “Report
Generation Options” page.

»  Select the name of the employee from the “Employee Selection” dropdown.
* Select the “Appraisal Year”.
*  Click the “Generate” button.

When “Generate” is clicked, CAS2Net runs the selected report and opens a new window to display the
generated Adobe PDF file.

Refer to Section “11.2 Supervisor Reports” for report samples.

Note. The “Contribution Planning — Employee” selection dropdown list includes only employees
with Contribution Planning entries.

Acqm You are acting as Chris Babbitt
[ Revert | Change Session | Logout
MDemo
Contribution Planning - Single Employee
Contribution Report Options
Planning
Employee Selection: AMC/LH Appleton, Adam A
Mid-Point Review Py [=] |appicton, I=]
Self-Assessment | 2014
1 isal Appraisal Year: " 2013
Annual Appraisa PP * 2012

Self-Assessment

2011

Closeout Self-
Assessment

Reports Return to Reports Menu

Contribution
Planning

Command: |Generate

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 5-19: Level 1 Supervisor Single Employee Report Selection

Contribution Planning for Amy Artis
Year: 2011

Broadband Level: Occupational Serfes: Career Path: Expected OCS:
I 318 - Secretary NH - Business Management and 48
Technical Management Professional

Contribution Planning:
Here is the employee input to start the plan

Here is the supervisors additional input

Method of Communication: Date Conducted: 07-AUG-11

Face to Face

Figure 5-20: Level 1 Supervisor Single Employee Report Sample
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LEVEL 1 SUPERVISOR REPORT — ALL EMPLOYEES

When the “All Employee” option is selected, CAS2Net displays the [report] Supervisor “Report

Generation Options” page.

* Select the name from the “Supervisor Selection” dropdown (defaults to user name).

* Select the “Appraisal Year”.
*  Click the “Generate” button.

When “Generate” is clicked, CAS2Net runs the selected report for all subordinate employees and opens a
new window to display the generated Adobe PDF file. Use Adobe Acrobat controls to scroll through the

report files and print selected pages.
Refer to Section “11.2 Supervisor Reports” for report samples.

Acqm
[ [ ]
HDemo
Contribution Plan by Supervisor
Planning

Selection Type: Self as supervisor
Mid-Point Review
Babbitt, Chris[+]

Self-Assessment Supervisor Selection:

@ First Level Supervisor
Sub-Panel Meeting

Annual Appraisal Supervisor Type:
Self-Assessment P e
Closeout Self- i)

Assessment . © 2013
Assessment Year: . . 5

Reports 2011

Report Format: PDF format™ is standard for this report

Contribution Return to Reports Menu
Planning
Additional

Feedback
Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

You are acting as Chris Babbitt
Revert | Change Session | Logout

The information contained herein is covered by the Privacy Act of 1974.

Figure 5-21: Level 1 Supervisor All Employees Report Selection
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,f,"- https://casZnet.sraprod.com,/reports /rwserviet - Windows Internekt =10 %

ey - IEhttps:,l',l'casZnet.sraprod.com,lj % 4[| X IGoogIe L~

= 5
{:f dhr Ehttps:Il'll'cas2net.sraprnd.comjrepnrts!rws...| | @ & - oo - ik Page - (0 Toals -

BAYIC e[ eeFm- o

Year: 2011

Brosshand Levelz Ocrapmseasl Sl [T Expecmd OC%:

Im 31R - Scorclay NH - Fusncxs Managemesl and 4
Techrseal Managemest Profoxsoesl

Contributica Phanimyg:

Hiere: i e crmglosroe irmput b staert (he ples

Hiere: i e s pervisors skditional imput

AMeihod of Communicaticn: Date Canducied: 07-A110-11

Face s Face

Figure 5-22: Level 1 Supervisor All Employees Report Sample
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6. LEVEL 2 SUPERVISOR

The Level 2 Supervisor uses CAS2Net to review the ratings of assigned employees for completeness of
forms and accurate application and adherence to AcgDemo policies and procedures. The Level 2
Supervisor also reviews the contribution ratings of employees for fair consideration, and consistency
across the appraising supervisors.

If the Level 2 Supervisor is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Closeout Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Level 2 Supervisor has responsibility for rating the performance of direct reports, then the
following supervisor assessment options will appear at the top of the Level 2 Supervisor Menu in the
navigation bar: Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal,
and Closeout Assessment.

These features are detailed in Section “5. Level 1 Supervisor”.

The Level 2 Supervisor menu features the Reports option to view the following reports:

e Contribution Planning reports to view contribution planning objectives for current and past
appraisal cycles.

e Additional Feedback reports to view optional employee guidance given during the appraisal
cycle.

e Mid-Point Review reports to view employee contribution assessments at the mid-point of the
annual appraisal cycle.

e Closeout Assessment reports to view employee performance assessments in the event of a
change in position or rating official.

e Annual Appraisal reports to view employee contribution ratings and assessments with respect to
the AcgDemo CCAS factors.

e Appraisal Status Report summarizes assessments status by employee.
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7. SUB-PANEL MANAGER

The Sub-Panel Manager uses CAS2Net to review the rating of a selected employee for completeness of
forms and accurate application and adherence to AcgDemo policies and procedures. The Sub-Panel
Manager also reviews the contribution ratings of employees for fair consideration, and consistency across
the appraising supervisors.

If the Sub-Panel Manager is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Closeout Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Sub-Panel Manager has responsibility for rating the performance of direct reports, then the
following supervisor assessment options will appear at the top of the Sub-Panel Manager Menu in the
navigation bar: Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal,
and Closeout Assessment.

These features are detailed in Section “5. Level 1 Supervisor”.

All Sub-Panel Managers will have the following menu options: Sub-Panel Meeting, Appraisal Status,
and Reports.

e The Sub-Panel Meeting option provides the tools for comparing “Categorical” and “Numerical”
scores across all employees in the Sub-Panel Manager’s reporting hierarchy.

o The Appraisal Status option provides appraisal status details by employee.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.
7.1 Sub-Panel Meeting

When Sub-Panel Meeting is selected from the Sub-Panel Manager menu, CAS2Net displays the
“SubPanel Meeting Menu” selection page.

You are acting as Dan Curtiss
Revert | Change Session | Logout

Acqm
L]
MDemo

Sub-Panel Meeting

Contribution Scoring Modules By Career Path
Planning
MOTE: Scoring Modules are LOCKED.
Mid-Point Review A
Self-Assessment Business Management and Technical Management Professional (NH)
“ Technical Management Support (NJ)

Annual Appraisal @ Administrative Support (NK)

Self-Assessment | |
Closeout Self-

Assessment [ |

Reports Scoring Review Modules

[ Composite Score Module |

Sub-Panel Manager
Menu [ Presumptive Employees List |

| Gffline Sub-Panel Meeting |

T
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Sub-Panel
Meeting

Reports

Appraisal Status

974.

The information contained herein is covered by the Privacy Act of 1974.
Figure 7-1: Sub Panel Meeting Menu
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Choose Career Path radio button.
Click Sub-Panel Meeting Menu option to select Sub-Panel Meeting feature:
e Preliminary (Categorical) Score Module
e Integer (Final) Score Module
e Composite Score Module
e Presumptive Score Module
e Offline Sub-Panel Meeting

7.1.1 Preliminary (Categorical) Score Module

The “Preliminary (Categorical) Score Module” provides tools for reviewing and comparing employee
categorical ranking for the same contribution factor relative to others in the same career path and level of
performance.

Preliminary Score Module

| Commence Sub-Panel Meeting

[ List of Scores ]

| Close Window |

Figure 7-2: Preliminary (Categorical) Score Module “Selection”

Click the “[ List of Scores ]” link on the Preliminary Score Module selection web page to display the
names and preliminary (categorical) scores for all sub-panel employees.

Preliminary Score Module =
11 Quarles, Richard (3) | Unrated Unrated Unrated Unrated Unrated Unrated
12 Stewart, Tammy Unrated Unrated Unrated Unrated Unrated Unrated
(3)
13 Udell, Vincent (3) Unrated Unrated Unrated Unrated Unrated Unrated
2572 | Hoang, Danielle (1) | Unrated Unrated Unrated Unrated Unrated Unrated
2611 | Hummer, Hershel Unrated Unrated Unrated Unrated Unrated Unrated
(3)
2612 | Appleton, Adam (3) | Unrated Unrated Unrated Unrated Unrated Unrated
2613 | Mucker, Mark (3) Unrated Unrated Unrated Unrated Unrated Unrated

Figure 7-3: Preliminary (Categorical) Score Module “List of Scores”
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Click the “Commence Sub-Panel Meeting” button to open the Sub-Panel Meeting web page.

Preliminary Score Module
Sub-Panel Meeting for Dan Curtiss - Career Path: Business Management and Technical Management Professional (NH)
Double-dlick the name to assign the Integer scare.
[T Y T —
Appleton, Adam (3)
Hoana, Danielle (1] ]
(o Up Hummer, Hershel (3) 79
Teamwork/Cooperation -~ - - Mucker, Mark (3) 81
Custemer Relations ‘ Left H Deselect H Right ‘ Quarles, Richard (3) 78
Leadership/Supervision sl Stewart, Tammy (3) 73
Communication ~ Down Udell, Vincent (3) 85
Resource Management
Move to Unrated
‘ Factor Description |
| Move From Unrated
|  save Changes | ‘ Save & Close |
FTI - E—— N ) — N T ) E—— I PR E———
Edit Comments
Close Window

Figure 7-4: Preliminary (Categorical) Score Module Web Page

Integer (Numeric) scores are restricted to specific ranges that vary by career path and preliminary
category. When the preliminary category is omitted, any integer score for the given career path is
selectable.

Employee names are shown is list boxes that correspond to the preliminary score category along with
integer score values, if available. Radio buttons allow the user to show a set of categories corresponding
to the lowest to the highest level of performance. Employee movement buttons are provided to
redistribute the employee higher or lower in the same list—or left or right to adjacent preliminary
category list boxes.
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7.1.2 Integer (Final) Score Module

Click “Integer (Final) Score Module” on the Sub-Panel Meeting Menu to display the Integer Score Web
Page.

ﬂ' CASZNet : Sub-Panel Meeting : Integer Scores Module - Windows Internet Explorer provided by SRA International, I = IEllll

IE https:,l’,l’casZnet.sraprnd.com,l’acq,l’testl,l’acqtastl.Mngeeting‘PreliminaryScore?action=FinaI&JOBI[j '@' Certificate Error | | %4 | A IGoogIe 2|~

J File Edit ‘iew Favorites Tools  Help

" »
32\’ ke ECASZNet 1 Sub-Panel Meeting @ Integer Scores Module | | J ]’-} R - l-_-:‘,‘-Page ~ 10k Todls ~
Factor Employees in category
Problem Solving incent Udell (MH-3) a5
Teamwork/Cooperation Mark Mucker (NH-3) 81
Customer Relations Hershel Hummer (NH-3) 79
Leadership/Supervision Richard Quarles (NH-3) 78
Communication Tammy Stewart (NH-3) 73
Resource Management Danielle Hoang (NH-1) g

Factor Description

Preliminary Score Category =
'S

L 1M 1H

21 C2ML C2M

© 2MH 2H

3L r3M 3 Integer Score Values: 115 -

4L C4aMm  C4H Assign Score | Reset Score | Edit Comments |
€ Very High Change Preliminary Score Category |

Save Current [Status/Changes] |

| Category Legend

None in
Category

Save & Close |

=l
Done ’_ ’_ ’_ ’_ ’_ ’_ € mnternet H100% v 4

Figure 7-5: Sub-Panel Meeting Integer (Final) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

The user selects Sub-Panel Meeting from the CAS2Net main menu. From the Sub-Panel Meeting menu
page, the user selects a career path and chooses “Integer (Final) Score Module”.

The “Integer Score Module” filters the Sub-Panel employees for the selected career path by contribution
factor and preliminary score category. The supervisor or manager can select an employee and assign an
integer score, edit comments, and change the preliminary score category.
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7.1.3 Composite Score Module

The “Composite Score Module” provides a final check on the scores that have been assigned. It
calculates an overall OCS score for each employee as a weighted average of the contribution factors. All
employees and their corresponding OCS scores are displayed in this list.

Composite Score Module
| |

| | |
Appleton, Adam |NH |III | |?O | |
Hoang, Danielle |NH |I | |1? |C2 |
Hummer, Hershel| NH |]ZII | |73 |C1 |
Mucker, Mark | NH lm | |72 |c2 |
Quarles, Richard |NH |III | |?4 |B |
Stewart, Tammy | NH |]ZII | |74 | B |
Udell, Vincent | NH lm | |74 |c2 |
Yates, Zane | N3 v | |74 |B |

QCS scores are complete.
Blank OCS scores indicate one or more factors without an integer score.
Rail Position
A = Above Upper Rail
B = Below Lower Rail
C1 = Between the Upper Rail and the SPL
C2 = Between the Lower Rail and the SPL

| Close Window |

Figure 7-6: Composite Score Module Web Page

The user selects Sub-Panel Meeting from the CAS2Net main menu. From the Sub-Panel Meeting menu
page, the user chooses “Composite Score Module’.

CAS2Net brings up a list of employees in the Sub-Panel that includes employee name, career path,
performance level, calculated OCS score, expected score, and final rail position.
7.1.4 Presumptive Employees List

Click the “Presumptive Employees List” button to display a listing of presumptive employees.
Presumptive Employees List

The following employees are presumptive and will not be included in the Prelimary or Final Score modules.

47 | 902-38-8834 Erica Emerson (NH-2) | Due to circumstance (recertify)

| Close Window |

Figure 7-7: Presumptive Employees List

The “Presumptive Employees List” includes the CAS2Net employee id, social security number, employee
name and presumptive type.
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7.1.5 Offline Sub-Panel Meeting

The Offline Interface web page provides the tools to upload or download Employee Data for the Sub-
Panel Meeting.

From the Sub Panel Meeting Menu page, click “Offline Sub-Panel Meeting” to display the “Offline
Interface” page with buttons to choose download or upload employee data functions.

The name of your pay pool will be displayed in the Pay Pool dropdown. If you have access to multiple
pay pools, select the name of the pay pool you want to access.

Acq. You are acting as Dan Curtiss
Revert | Change Session | Logout

B ]
MDemo

Offline Interface

Contribution
Planning

Mid-Point Review

Self-Assessment Pay Pool: |AMC/LH hd

Annual Appraisal Download Employee Data
Self-Assessment Last completed download (Eastern Time): 12-SEP-2012 04:20:00 PM

Reports Upload Employee Data

Last completed upload (Eastem Time): 17-AUG-2012 03:59:51 PM

Final certification is disabled.
Meny

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Sub-Panel
Meeting

Figure 7-8: Sub Panel Meeting “Offline Interface” Menu

SUB-PANEL DOWNLOAD EMPLOYEE DATA

Click “Download Employee Data” to display the “Offline Interface — Download Employee Data” page.

Acqm You are acting as Dan Curtiss
[~ Revert | Change Session | Logout
WDemo
Offline Interface - Download
Contribution NOTE: Files are dynamically generated and the server may take several minutes before download starts,
Planning 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.

Mid-Point Review : )
Self-Assessment To save a linked file to your computer, use a right mouse button dlick on the fink and choose "Save Target As..."

Anguisl Appraiss) Sub-Panel Meeting choices without hot links for the files have been locked.
Self-Assessment Contact your data maintainer if you need to unlock a meeting.

Reports

:

Contribution
Planning

AMC/LH ppAMCLH_to_Sub-Panel_Dan_Curtiss.csv Sub-Panel Manager: Dan Curtiss

Additional
Feedback

Mid-Point Review
Annual Appraisal

Sub-Panel
Meeting

Reports

Appraisal Status

The information contained herein is covered by the Privacy Act of 1974,

Figure 7-9: Offline Interface — Download Employee Data

The Sub-Panel Manager has the capability to download sub-panel employee data that can later be
imported into the CMS Spreadsheet for Sub-Panel review. When offline meeting activities are concluded,
the data can be exported from the spreadsheet and uploaded back to the CAS2Net database using the
“Upload Employees Scores” button.
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Click the filename hot link to produce a text file containing CAS2Net employee data in “comma

delimited file” (CSV) file format.

SUB-PANEL UPLOAD EMPLOYEE DATA

Click “Upload Employee Data” to display the “Offline Interface — Upload Employee Data” page.

Acqm
]
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports
Sub-Panel Manager
Menu
ion
ar

Additional
Feedback

Mid-Point Review

Sub-Panel
Meeting

Reports

Appraisal Status

You are as Dan Curtiss
Revert | Change Session | Logout

Offline Interface - Upload
Specify AMC/LH upload file: Browse.

Upload File

[ Return to Offline Interface Main Menu |

Figure 7-10: Offline Interface — Upload Employee Data

“Upload Employee Data” parses an external text file produced by the CMS Spreadsheet and updates the

CAS2Net database with the file content.
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7.2 Appraisal Status

The Appraisal Status web page lists Sub-Panel Manager employees’ appraisal status for review by First
Level Supervisor.

Acom You are as Dan Curtiss
m Revert | Change Session | Logout
MDemo
sk
Contribution Grouped by First Level Supervisor
Planning (with Dan Curtiss as Subpanel Manager)
Mid-Point Review Supervisor Emp Count Appraisals Complete Avg Delta OCS Std Dev

Self-Assessment

Chris Babbitt

Self-Assessment Helen Gonzalez

Annual Appraisal

John Iverson
Reports

Sub-Panel Manager
Menu

Contribution
Planning

Peter Olson

Additional
Feedback

Mid-Point Review
Annual Appraisal

Sub-Panel
Meeting

Reports

Appraisal Status

The information contained herein is covered by the Privacy Act of 1974.

Figure 7-11: Sub-Panel Manager Appraisal Status
2nd Level Supervisors are shown Sub-Panel employees grouped by 1st Level Supervisor.

Click the supervisor name to drill down to the 1st Level Supervisor list or the detail page listing
subordinate employees.

Employee detail columns include (1st Level) supervisor name, (pay pool) office symbol, employee name,
previous OCS, current OCS, expected OCS, and individual scores by each contribution factor.

Employees with Dan Curtiss as Subpanel Manager

Supervisor Office Employee Previous Current Expected Problem Teamwork/ Customer Resource

s s Communication

Name Symbol Name 0OCS 0CSs 0OCSs Solving Cooperation  Relations  Supervision Management
Adam 0
Peter Olson AMC/LH Appletan N/A antany) 70
Peter Olson AMC/LH Tershel N/A 73 73 79 73 65 74 75 72
Hummer (Comp.)
Mark 75
Peter Olson AMC/LH Mucker 62 (Comp.) 72 81 o7 71 78 72 78

Figure 7-12: Sub-Panel Manager Appraisal Status Employee Details
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7.3

Reports

Click “Reports” in the Sub-Panel Manager Menu of the navigation bar to display the Sub-Panel Manager
Reports menu.

CAS2Net provides the following report options for the Sub-Panel Manager:

Contribution Planning — Single Employee
Contribution Planning — All Employees
Additional Feedback — Single Employee
Additional Feedback — All Employees

Appraisal Form Parts I, 1l and 111 — Single Employee
Appraisal Form Parts I, 11 and I11 — All Employees

Contribution Planning Status

Mid-Point Review — Single Employee
Mid-Point Review — All Employees
Closeout Assessment — Single Employee
Closeout Assessment — All Employees

e Appraisal Status Report

Acqm
L[]
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Sub-Panel Manager
Menu

Contribution
Planning

Additional
Feedback

Mid-Paint Review
Annual Appraisal

Closeout
Assessment

Sub-Panel
Meeting

Reports

Appraisal Status

You are acting as Dan Curtiss
Revert | Change Session | Logout

Reports

Sub-Panel Manager Reports

Contribution Planning - Single Employee
Contribution Planning - All Employees
Additional Feedback - Single Employee

Additional Feedback - All Employees
Appraisal Form Parts I, II and III - Single Employees
Appraisal Form Parts I, IT and T11 - All Employees
Contribution Planning Status
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee

Closeout Assessment - All Employees

Appraisal Status Report

The information contained herein is covered by the Privacy Act of 1974.

Figure 7-13: Sub-Panel Manager Reports Menu

Refer to Section “11.2 Supervisor Reports” for samples of each report.
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8. PAY POOL MANAGER

The Pay Pool Manager uses the CAS2NET to monitor the progress of performance appraisals through the
review workflow. The Pay Pool Manager views the contribution ratings of employees in the pay pool for
fair consideration, and consistency across the appraising supervisors.

If the Pay Pool Manager is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Closeout Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Pay Pool Manager has responsibility for rating the performance of direct reports, then the
following supervisor options will appear at the top of the Pay Pool Manager Menu in the navigation bar:
Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and Closeout
Assessment.

Refer to Section “5. Level 1 Supervisor” for information relating to these menu items.

The Pay Pool Manager will always have the following menu options: Sub-Panel Meeting, Appraisal
Status, and Reports.

e The Sub-Panel Meeting option provides the tools for comparing “Categorical” and “Numerical”
scores across all employees in the pay pool.

e The Appraisal Status option provides appraisal status details by employee.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

8.1 Sub-Panel Meeting

When Sub-Panel Meeting is selected from the Pay Pool Manager menu, CAS2Net displays the “SubPanel
Meeting Menu” selection page.

Acqm You are acting as Bob Arnold
[ Revert | Change Session | Logout
WDemo

Sub-Panel Meeting

Sub-Panel Scoring Modules By Career Path

Meeting

MOTE: Scoring Modules are LOCKED.

Reports ) )
Business Management and Technical Management Professional (NH)

Appraisal Status _ Technical Management Support (NI}

& Administrative Support (NK)

Scoring Review Modules

[ Composite Score Medule ]

[ Presumptive Employees List ]

[ Offline Sub-Panel Meeting ]

e information contained herein is covered by the Priva

Figure 8-1: Sub Panel Meeting Menu

Click the radio button associated with a given Career Path selection.

Click one of the following buttons to activate the Sub-Panel Meeting module:
e Preliminary (Categorical) Score Module

October 8, 2013 8-1 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

o Integer (Final) Score Module
e Composite Score Module

e Presumptive Score Module

e Offline Sub-Panel Meeting

8.1.1 Preliminary (Categorical) Score Module

The “Preliminary (Categorical) Score Module” provides tools for reviewing and comparing employee
categorical ranking for the same contribution factor relative to others in the same career path and level of
performance.

Preliminary Score Module

| Commence Sub-Panel Meeting

[ List of Scores |

| Close Window |

Figure 8-2: Preliminary (Categorical) Score Module “Selection” Menu

Click the “[ List of Scores ]” link on the Preliminary Score Module selection web page to display the
names and preliminary (categorical) scores for all sub-panel employees.

Preliminary Score Module

5] Gonzalez, | Unrated Unrated Unrated Unrated Unrated Unrated
Helen (4)

7 Iverson, Unrated Unrated Unrated Unrated Unrated Unrated
John (4)

1472 | Michelson, | Unrated Unrated aMm Unrated Unrated Unrated
Nancy (4)

| Close Window |

Figure 8-3: Preliminary (Categorical) Score Module “List of Scores”
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Click the “Commence Sub-Panel Meeting” button to open the Sub-Panel Meeting web page.

Preliminary Score Module

Sub-Panel Meeting for Bob Arnold - Career Path: Business Management and Technical Management Professional (NH)
Double-dlick the name to assign the Integer score.

Gonzalez, Helen (4) EH
Iversen, John (4) 24

Michelsen, Nancy (4] 97

Teamwork/Cooperation
Customer Relations

Up
‘ Left H Deselect H Right |

Down

Leadership/Supervision
Communication
Resource Management

o lie e ]

| Factor Description | | Hove to Unrted | ‘

Mowve From Unrated

| Save Changes | | Save & Close |

I — TH(a- 29—

Edit Comments

Close Window

. | of]

Figure 8-4: Preliminary (Categorical) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

Employee names are shown is list boxes that correspond to the preliminary score category along with
integer score values, if available. Radio buttons allow the user to show a set of categories corresponding
to the lowest to the highest level of performance. Employee movement buttons are provided to
redistribute the employee higher or lower in the same list—or left or right to adjacent preliminary
category list boxes.

October 8, 2013 8-3 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

8.1.2 Integer (Final) Score Module

Click “Integer (Final) Score Module” on the Sub-Panel Meeting Menu to display the Integer Score Web
Page.

Factor Employees in category
Problem Solving Nancy Michelson (NH-4) 97
Teamwork/Cooperation John Iverson (NH-4) 94
Customer Relations Helen Gonzalez (MH-4) 92

Leadership/Supervision
Communication
Resource Management

Factor Description

|»

Preliminary Score Category
I

CilL CiM C1H
C2L C2ML € 2M
" 2MH " 2H
3L C 3M  3H Integer Score Values: [115 -
CaL € 4aM € 4H ; .
_ Assign Score | Reset Score | Edit Comments |
T Very High

Change Preliminary Score Category |

| Category Legend Save Current [Status/Changes] |

Mone in
Category

Save & Close |

Paypool Employee List |

=
Figure 8-5: Sub-Panel Meeting Integer (Final) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

The “Integer Score Module” filters the Sub-Panel employees for the selected career path by contribution
factor and preliminary score category. The supervisor or manager can select an employee and assign an
integer score, edit comments, and change the preliminary score category.
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8.1.3 Composite Score Module

The “Composite Score Module” provides a final check on the scores that have been assigned. It
calculates an overall OCS score for each employee as a weighted average of the contribution factors. All
employees and their corresponding OCS scores are displayed in this list.

From the Sub-Panel Meeting menu page, click “Composite Score Module’.

Composite Score Module

[Level |
Gonzalez, Helen |NH |I‘u" | |9D |C1 |
Iverson, John | NH |N | |9|D | |
Michelson, Nanc*,r| NH |I‘-.f’ | |9|D |C1 |

OCS scores are complete.
Blank OCS scores indicate one or more factors without an integer score.
Rail Position
A = Above Upper Ralil
B = Below Lower Rail
C1 = Between the Upper Rail and the SPL
C2 = Between the Lower Rail and the SPL

Close Window

Figure 8-6: Composite Score Module Web Page

CAS2Net brings up a list of employees in the Sub-Panel that includes employee name, career path,
performance level, calculated OCS score, expected score, and final rail position.

8.1.4 Presumptive Employees List

From the Sub-Panel Meeting menu page, click the “Presumptive Employees List” button to display a
listing of presumptive employees.

Presumptive Employees List

The following employees are presumptive and will not be included in the Prelimary or Final Score modules.

47 [902-28-2834 Erica Emerson (MH-2) | Due to circumstance (recertify)

| Closa Window |

Figure 8-7: Presumptive Employees List

The “Presumptive Employees List” includes employee id, social security number, name and presumptive
type.
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8.1.5 Offline Sub-Panel Meeting

The Offline Interface web page provides the tools to upload or download Employee Data for the Sub-
Panel Meeting.

From the Sub Panel Meeting Menu page, click “Offline Sub-Panel Meeting” to display the “Offline
Interface” page with buttons to choose download or upload employee data functions.

The name of your pay pool will be displayed in the Pay Pool dropdown. If you have access to multiple
pay pools, select the name of the pay pool you want to access.

Acqm You are acting as Bob Arnold

Revert | Change Session | Logout
WDemo
offfine Interface

Contributi
Planning Offiine Interface Menu
Additional
Feedback Pay Pool: [AMC/LA -
Mid-Point Review Download Employee Data

) Last completed download (Eastern Time): 12-SEP-2012 04:20:00 PM
Annual Appraisal

Upload Employee Data

Sub-Panel [ Upload Employee Data |
M‘;etiI?;'e Last completed upload (Eastern Time): 17-AUG-2012 03:59:51 PM
Reports Final certfication is disabled

Appraisal Status

Figure 8-8: Sub Panel Meeting “Offline Interface” Menu

SUB-PANEL DOWNLOAD EMPLOYEE DATA

Click “Download Employee Data” to display the “Offline Interface — Download Employee Data” page.

Acqm You are acting as Bob Arnold
B Revert | Change Session | Logout
MDemo
Offline Interface - Download
Cahht NOTE: Files are dynamically generated and the server may take several minutes before download starts.
Planning 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.
Additional : )
Feedback To save a linked file to your computer, use a right mouse button click on the link and choose "Save Target As..."
Mid-Point Review  Sub-Panel Meeting choices without hot links for the files have been locked.

Contact your data maintainer if you need to unlock a meeting.
Annual Appraisal

Sub-Panel
Meeting
AMC/LH ppAMCLH_to_CCAS.csv Paypool: AMC/LH
Reports AMC/LH ppAMCLH_to_Sub-Panel_Bob_Arnold.csv Sub-Panel Manager: Bob Amold
Appraisal Statis AMC/LH ppAMCLH_to_Sub-Panel_(No_Sub-Panel).csv Sub-Panel Manager: None Assigned

[ Return to Offline Interface Menu |

Figure 8-9: Offline Interface — Download Employee Data

The Pay Pool Manager has the capability to download employee data that can later be imported into the
CMS Spreadsheet for pay pool or sub-panel review. When offline meeting activities are concluded, the
data can be exported from the spreadsheet and uploaded back to the CAS2Net database using the “Upload
Employees Scores” button.

Click the filename hot link to produce a text file containing CAS2Net employee data in “comma
delimited file” (CSV) file format.
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SuB-PANEL UPLOAD EMPLOYEE DATA

Click “Upload Employee Data” to display the “Offline Interface — Upload Employee Data” page.

Acom You are acting as Bob Arnold
] Revert | Change Session | Logout
WDemo
Offline Interface - Upload
a‘;‘;ﬁi’,;";e' Specify AMC/LH upload file | Biowse
Reports
Upload File

Appraisal Status

[ Return to Offline Interface Main Menu ]

Figure 8-10: Offline Interface — Upload Employee Data

“Upload Employee Data” parses an external text file produced by the CMS Spreadsheet and updates the
CAS2Net database with the file content.
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8.2  Appraisal Status

The Appraisal Status web page lists Sub-Panel Meeting employee appraisal status for review by Sub-
Panel Meeting managers grouped by Subpanel Manager and 1* Level Supervisor.

Acom You are as Bob Arnold
[ Revert | Change Session | Logout
MDemo
Appraisal Status
Contribution
Pk Grouped by Subpanel Manager
Additional Manager Emp Count Appr Complete Avg Delta OCS Std Dev
Feedback
t specified 4 54
Mid-Point Review (not spedified) 5 5 1.0 35
Bob Arnold 3 2 20 0.0
Aocval Appraisst Dan Curtiss 8 7 33 236
Sub-Panel Francis Evans 3 3 43 306
Meeting Helen Gonzalez 7 7 27 320
Reports John Iverson 10 10 15 268
P e Larry Koenig 6 3 43 379
Nancy Michelson 6 6 02 279

Grouped by First Level Supervisor
(with Bob Arnold as Subpanel Manager)

Supervisor Emp Count Appraisals Complete Avg Delta OCS Std Dev

Dan Curtiss 2 1 -2.0 N/A
Francis Evans 1 1 -2.0 N/A
The inf ion contained herein is d by the Privacy Act of 1974,

Figure 8-11: Pay Pool Manager Appraisal Status

Pay Pool Managers are shown sub-panel employees grouped by 1% Level Supervisor. Information
columns include supervisor name, total employees, number of employees with complete scores, average
delta OCS, and standard deviation.

Click a supervisor name to drill down to the lower level supervisor list or the detail page listing
subordinate employees.

Employee detail columns include (1st Level) supervisor name, (pay pool) office symbol, employee name,
previous OCS, current OCS, expected OCS, and individual scores by each contribution factor.

Appraisal Status
Employees with Dan Curtiss as Subpanel Manager
Supervisor Office Employee Previous Current Expected Problem Teamwork/ Customer Leadership/ Communication Resource
Name Symbol Name 0CsS 0Cs 0CS Solving Cooperation Relations _Supervision Management
Chris Danielle 18
Babbitt AMC/LH Hoang 77 (Comp.) 17 9 24 16 22 22 17
Helen Richard 7]
Eonesls AMC/LHACB Quarles N/A (Comp.) 74 78 87 86 66 76 78
John Tammy 78
- AMC/LHADA Stewart N/A (Ges) 74 73 80 62 94 73 84
John Vincent 77
T —— AMC/LHADB udell N/A (Comp.) 74 85 85 74 78 70 71
gOhm AMC/LHADC Zane Yates N/A i 74 75 71 78 83 95 81
verson (Comp.)
Adam 0
Peter Olson AMC/LH Appleton N/A ] 70
Peter Olson AMC/LH  Lershel oy, /3 73 79 73 65 74 75 72
Hummer (Comp.)
Mark 75
Peter Olson AMC/LH Mucker 62 (Comp.) 72 81 67 71 78 72 78

Figure 8-12: Level 2 Supervisor Appraisal Status Employee Details
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8.3 Reports

Click “Reports” in the Pay Pool Manager Menu of the navigation bar to display the Pay Pool Manager

Reports menu.

CAS2Net displays the following report options for the Pay Pool Manager:

Spreadsheet

e Contribution Planning — Single Employee

e Contribution Planning — All Employees

o Additional Feedback — Single Employee

o Additional Feedback — All Employees

e Appraisal Form Parts I, 1l and 11l — Single Employee
e Appraisal Form Parts I, Il and 111 — All Employees
o CAS2Net Status Report & Excel

e Contribution Planning Status

e Mid-Point Review — Single Employee

o Mid-Point Review — All Employees

e Closeout Assessment — Single Employee

o Closeout Assessment — All Employees

e Appraisal Status Report

e Supervisor Roster by Employee

e Supervisor Roster by Supervisor

Appraisal Status

Acqm You are acting as Bob Arnold
[ ] Revert | Change Session | Logout
MDemo
Sub-Panel Pay Pool Manager Reports
Meeting
Contribution Planning - Single Employee
Reports

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

Contribution Planning - All Employees
Additional Feedback - Single Employee
Additional Feedback - All Employees

CAS2Net Status Report & Excel Spreadsheet
Contribution Planning Status
Mid-Point Review - Single Employee
Mid-Point Review - All Employees

Closeout - Single Empl

Closeout Assessment - All Employees
Appraisal Status Report

Supervisor Roster by Employee

Supervisor Roster by Supervisor

Figure 8-13: Pay Pool Manager Reports Menu

the Privacy Act of 1974.

Refer to Section “11.2 Supervisor Reports” for samples of each report.
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9. PAY POOL ADMINISTRATOR

This section provides guidance for the CAS2Net Pay Pool Administrator to monitor the progress of
appraisal activities for employees in the assigned pay pool and utilize CAS2Net online tools to perform
day to day pay pool administration.

If the Pay Pool Administrator is also a “demo” employee, then the following “Employee Menu” options
will appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Closeout Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Pay Pool Administrator has responsibility for rating the performance of direct reports, then the
following supervisor options will appear at the top of the Pay Pool Administrator Menu in the navigation
bar: Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and
Closeout Assessment. These features are detailed in Section “5. Level 1 Supervisor”.

The following options appear in the Pay Pool Administrator Menu of the navigation bar after you have
successfully logged in: Appraisal Status and Lock, Reports, Data Maintenance, Offline
Maintenance, Offline Interface, and Paypool Notices.

o Appraisal Status and Lock summarizes the appraisal status of employees in the assigned pay
pool by supervisor level; provides the capability to drill down by supervisor to list employee
details; and locks or unlocks appraisals by sub-panel manager or for the entire pay pool.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

o Data Maintenance provides maintenance tools for creating or updating employee records;
supports assignment of one or more employees to the Level 1 Supervisor, Level 2 Supervisor,
Sub-Panel Manager, or Pay Pool Manager of your assigned pay pool; provides the capability to
assign one or more supervisors to an employee in your assigned pay pool.

e The Offline Interface option provides tools for selecting a pay pool or sub-panel employee data
file to “Download Employee Data” or “Upload Employee Data”.

e The Paypool Notices option provides the capability to generate Employee Notice documents
detailing individual payout information.
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9.1 Appraisal Status and Lock

The Appraisal Status and Lock web page provides tools to approve and lock appraisals by Subpanel or
Pay Pool Managers. Locking the scores prevents updates after end of cycle activities have commenced.

Acqm You are acting as Francis Freeman
] Revert | Change Session | Logout
WDemo
m Appraisal Status and Lock
Contribution Grouped by Paypool Manager
Planning
Manager Emp Count Appr Complete Avg Delta OCS Std Dev Lock
Mid-Point Review
Self-Assessment (nat specified) 5 ] M/A N/A
Annual Appraisal Bob Arnold 46 2 11.5 0.71
EERs e Sam Battista 1 o N/A N/A
cl it Self-
e There are employees with incomplete appraisals. | ) OFF

Reports

Grouped by Subpanel Manager

Pay Pool Administrator
Menu Manager Emp Count Appr Complete Avg Delta OCS Std Dev  Lock

Appraisal Status {not specified) 3 0 N/A N/A () OFF

and Loc

Reports Chris Babbitt 47 2 11.5 0.71 OFF

s Helen Gonzalez 1 0 N/A N/A OFF

Offline Interface E
Tony Hoang 1 0 N/A n/a () OFF

Paypool Notices

Grouped by First Level Supervisor

Supervisor Emp Count Appraisals Complete Avg Delta OCS Std Dev
(not specified) 4 0 NfA N/A
Chris Babbitt 4 ¢} M/A N/A
Dan Curtiss 2 ] NfA NfA
Eileen Daniels 5 ¢} M/A N/A
Francis Evans 1 ] NfA NfA
George Fites 3 0 /A N/A
Helen Gonzalez 2 0 M/A N/A
Ike Hansen 8 1 12.0 N/A
John Iverson 3 0 MfA /&
Margaret Manager 1 o N/A N/A
Nancy Michelson 2 0 M/A /&
Peter Olson 3 ] M/A N/A
Richard Quarles 4 1 11.0 /&
Tammy Stewart 3 0 M/A /&
Vincent Udell 4 0 M/A N/A
Zane Yatey 3 0 M/A /& -
The information contained herein is covered by the Privacy Act of 1974. =

Figure 9-1: Pay Pool Administrator - Appraisal Status and Lock
Preliminary and final scores must be complete in order to approve the appraisal for pay pool review.

The “Appraisal Status and Lock” summary page lists pay pool status information in three sets: by Pay
Pool Manager, by Sub-Panel Manager (2nd Level Supervisor), and by 1st Level Supervisor As long as
corresponding employee appraisal scores are complete, appraisals can be locked at the Sub-Panel
Manager level or for the entire pay pool.

The supervisor name is a hyperlink to drill down to the 1st Level Supervisor list or the detail page listing
subordinate employees. Employee detail columns include (1st Level) supervisor name, (pay pool) office
symbol, employee name, previous OCS, current OCS, expected OCS, and individual scores by each
contribution factor.
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9.2

Reports

Click “Reports” in the Pay Pool Administrator Menu of the navigation bar to display the Pay Pool
Administrator Reports menu.

CAS2Net displays the following report options Pay Pool Administrator:

Appraisal Form Parts I, 1l and 111 — Single Employee
Appraisal Form Parts I, 1l and 111 — All Employees
CAS2Net Status Report & Excel Spreadsheet
Mid-Point Review — Single Employee

Mid-Point Review — All Employees

Closeout Assessment — Single Employee

Closeout Assessment — All Employees

Appraisal Status Report

Download Employee Data

Employee Roster

Post-Cycle Activity Report

Supervisor Roster by Employee

Supervisor Roster by Supervisor

Zone A/CIP Report

Acqm
[ |
MWDemo

Contribution
Planning

Reports

Pay Pool Administrator Reports.

Appraisal Form Parts I, I and III - Single Employees

Mid-Point Review

Self-Assessment Appraisal Form Parts I, II and III - All Employees
CAS2Net Status Report & Excel Spreadsheet

Contribution Planning Status

Annual Appraisal
Self-Assessment

Closeout Self- Mid-Point Review - Single Employee

Assessment Mid-Point Review - All Employees

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Closeout Assessment - Single Employee
Closeout Assessment - All Employees
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
Reports Supervisor Roster by Employee
Supervisor Roster by Supervisor
Zone A/CIP Report

Data Maintenance

Offline Interface

You are acting as Francis Freeman
Revert | Change Session | Logout

Paypool Notices

the Privacy Act of 1974.

Flgure 9-2: Pay Pool Administrator Reports Menu

Refer to Section “11.2 Supervisor Reports” for samples of each report.

October 8, 2013 9-3

CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

EMPLOYEE ROSTER

Click “Employee Roster” to generate a list of employees in the pay pool.

Acqm You are acting as Francis Freeman
n Revert | Change Session | Logout
mDemo
ROV W Employee Roster
Contribution o
Planning Report Options
Mid-Point Review Paypool Selection: [AMC/LH +]

Self-Assessment o TS
PUON: & Al other

Annual Appraisal
Self-Assessment & PDF
Report Format: © Excel
Reports
# Name
SortBy: © Office Symbol

Pay Pool Administrator
co

Appraisal Status

and Lock Command: | Generate

Reports
[ Retumn to Reports Menu ]

Data Maintenance
Offline Interface

Paypool Notices

Figure 9-3: Employee Roster Report Generation Options

Since the Pay Pool Administrator’s primary duty is to review and update the basic personnel data on all
AcgDemo employees in your pay pool, the first thing you may choose to do is click on the Reports link
on the main menu to bring up the Pay Pool Administrator report menu.

After clicking on Employee Roster, and choosing a sort order (name or office symbol), click
the”Generate™ button to launch Adobe Acrobat Reader with a roster of all AcqDemo employees in your
pay pool. If you do not have Adobe Acrobat Reader on your computer, there is a button that will take you
to Adobe’s website from which you can download the reader.

Acqm

N | Employee Roster

—

fMDemo
Pay Pool:

Last Name First Name MI Suffix 85N Presumpiive Refain Career BB Occ Base Locality CCl
{iast 4) Symbol Status Fay Level Senes  Salary e

2612 Appieton Adam 244a AMCALH Naone N NH 3 1550 572,000 BD AS ma D1-JAN-11
43 Armdt Aaron 0138 AMCAHXTA  Circum (racartify) N N 2 0¥ 35804 41 WL 3 01-FEBD9
15 Babbitt Chris o2 AMCALHXSA None N NH 3 D803 376,725 8L na  24-0CT-00
1843  Bums Barry [F] AMCALHACA None ] NH 2 1515 546,401 41 8L nia 12-ALG-01
4 Butler Bryce o219 AMCLHXTA None N MH 4 D0ZS |/HT 41 8L na  D1-FEB-%9
45 Cavasos Carmen TOES AMCAHXTE MNone M NH 2 0246 S46401 41 oL nfa  01-FEB-09
A Celon Connse 4813 AMCALHACA Time N NH 3 034 576,725 41 8L ™M D-AUG-03
4 Curliss Dan 4T AMCAHA  None L} WH 4 0830 $107.107 41 8L nfa 01-FEB-#
46 Dancy Dyanne 0943 AMCLHXTE None N MK 1 D032z 324,837 41 8L nia  D1-FEB-99
I Donagson  Denns 3541 AMCILHACE Hone I WK I 0318 535804 a1 ©OL  wa DIFEBE
a7 Emerson Erica 8334 AMCAHXTE Circum (recerify) N NH 2 0341 46,401 41 9 50 0D1-FEB99
2 Evans Erin 75 AMCALHACE MNone N WH 3 0830 $TG,T25 41 9L nfa  01-FEB-8
5 Evans Francis S045 AMCLHX None N MH 4 DE3g #0707 41 8L nia  D1-FEB-99
Fo ] Farmsworih Fred Tdz2 AMCALHACE None N NH 2 D830 546,401 41 8L nia  01-FEB-09
17 Files Geome 8173 AMCALHXTA None N NH 3 Degs $TET2S 41 oL nia 01-FEB99
2 Freeman Francis o153 AMCALH Nang ¥ MK 2 o318 535804 41 5L O Di-FEBSS
3 Garfield Geonge ] AMCLH Hone N MHJ 4 Desg 376,725 41 8l nia D1-FEB-99
L Gonzalez Helen 0075 AMCALHAC  Nonme N NH 4 0340 $orior 41 8L nia
T Gnmes Garih i1 AMCHACE Wone N NH I UB50 BEA0T 41 GC na
18 Hansen ke 3651 AMCALHXTE MNome N NH 3 D30 576,725 41 oL nia
26 Harris Henry 813 AMCALHADA None N NH 2 D& 546,401 | nia
25711 Hoang Andrew 1234 AMCALH Nane N MJ 1 o019 324837 BO X na
2572  Hoang Danielle 1234 AMCAH HNone N NH 1 0025 $24,837 X v
2574 Hoang Ernic 6914 AMCLH Naone N HJ 1 0332 524 837 = nia
11T Hummer Hershel 45EE AMCIH Haong ] NH 3 [i[27%] 76,000 0 A na
ar Innskd van G207 AMCALHADA None N MK 3 DOES 346,568 41 8L nia
T Iverson John 132 AMCAHAD  None N NH 4 0830 $107.107 41 8L nia
2 Jemis Jane 2347 AMCALHADA None N MH 3 D& 76,725 41 5L na
2 Kames Feith 312 AMCAHADE Mone M WK 2 0085 535804 41 0L nia
k1] Lawrence Lance a3z AMCALHADE MNone N NH 3 DE30 576,725 41 5L nia  Oi-FEB-S9
3 Martinez Mary 253 AMCAHADE Mone N WH 3 0830 STGT25 41 8L nfa  01-FEB-99
1472 Micheison Nancy 0710 AMCALHXT  None N NH 4 DE3g 0707 41 8L na 2%-SEP-00
2613 Mucker Mark 5555 AMCALH None N NH 3 D505 575,000 B0 AS 62 10-0CT-1
Report unon:  September 13, 2012 3:09 PM Fage 10f 2

Figure 9-4: Employee Roster Report
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The employee roster lists the following information for each employee:

e ID number (a number assigned by the database for internal use)

Last Name

First Name

Middle Initial

Suffix

SSAN

Office Symbol

Presumptive Status

e Retained Pay Status

e Career Path

Broadband

Occupational Series
Current Base Pay

Locality Pay Area Code
Servicing Civilian Personnel Office Code
Previous OCS

Appraisal Period Start Date

You can print the roster by clicking the printer icon in Adobe Acrobat Reader. By comparing the printed
roster with other rosters and listings provided by your personnel office or maintained within your pay
pool, you can annotate errors and omissions on your pay pool database roster. Once you have marked up
the roster to reflect the actual status of every AcqgDemo employee in your pay pool, you may use the Data

Maintenance module to update the CAS2Net database.

9.3 Data Maintenance

The Data Maintenance module supports modifications to employee attributes and supervisor relationships

on the CAS2Net database.

Clicking on the Data Maintenance link in the left side navigation bar of the Main Menu displays the

Employee Maintenance Menu.

Acqm
1]
MDemo

Employee Maintenance

Contr\butlon

........ Employee Maintenance Menu

Modify/Delete employee record using query form

Annual
Self-Ass:
Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance

Offline Interface

Paypool Notices

Modify/Delete employee record using quick pick list

Insert New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments

Replace PAS Code

Yo Francis Freeman
R | Ch ng B | Legout

Figure 9-5: Data Maintenance — Employee Maintenance Menu
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Employee Maintenance Menu options include:

¢ Modify/Delete employee record using query form

o Modify/Delete employee record using quick pick list
o Insert New Employee Record

e Assign Supervisors to an Employee

e Assign Employees to a Supervisor

o Replace Supervisor Assignments

e Replace PAS Code

9.3.1 Create Employee Record
CAS2Net provides two navigation paths to the “Add an Employee Record” web page.
1. Select “Insert New Employee Record” from the Data Maintenance “Employee Maintenance Menu”
2. Click the “Add an Employee Record” link on the “Employee Picklists by Career Path” screen.

The “Add an Employee Record” page contains fields for all data elements stored in the database. Four
data elements are mandatory for the creation of a new non-demo record (SSN, first name, last name, and
occupational series) — the labels on these fields are highlighted in yellow.

When all data is entered, scroll to the bottom of the screen and click the “Add” button. The only non-
demo employees who need to be entered into the database are CAS2Net users: Pay Pool Administrators
and pay pool superusers.

The Pay Pool Administrator would use this function to create records for employees joining the pay pool
during the post-cycle period, which runs from 1 October through early January.
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ADD EMPLOYEE RECORD WEB FORM

Acqm
||
WDemo
Add an Employee Record
Enter values for a new employee record.

Required fields for non-demo employees are colored green and marked with an asterisk (*).
All fields except for middle initial, suffix, and end date are required for demo employee records.

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

First Name: *

Middle Initial:

Last Name: *

Suffix:

SSN: *

Part 2: Complete this section for all Demo employees

Demo: * ¥ Demo

(mm/dd/yyyy)?

End Date:
(mm/dd/yyyy)?

Basic Pay:

Retained Pay Status: [~ Retained Pay
Presumptive Rating & None
Status:  Due to time
€ Due to circumstance (recertify)
€ Due to circumstance (expected)
Last OCS:

Post-cycle Activity:  None What to do if employeeiis...
promoted?

leaving?

joining?

€ Temporary Promotion
© Permanent Promotion
© Demotion
CCPO Code: [Select One |
Locality Code: [Select One =l
Service: & Air Farce
© Army
© Marine Corp
© Navy
© Office of the Secretary of Defense

assignments will be enabled.
Pl T ek [Assign Supervisors]

Sub-Panel Meeting
Paypool Manager:

Center Senior Functional:

Career Path: & N/A-Not Assigned
" NH-Business Management and Technical Management
Professional
© NJ-Technical Management Support
© NK-Administrative Support
Broadband Level: & Not Assigned
Clevel 1
Clevel 2
CLevel 3
Clevel 4

Organization: Paypool Code: *
AMC/LH =

PAS Code (Air Force only):

Office Symbol:
Lov
Series: LoV

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

CAS2Net Access: * ¥ CAS2Net Access
EDIPI: *
Group: * & Employee

[Data Maintenance Menu] [Back to Home Page]
The information contained herein is covered by the Privacy Act of 1974.

Supervisors: Level 1 Supervisor: Insert the New Employee Record first. Then the link to supervisor

Figure 9-6: Add Employee Record Web Form
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9.3.2 Modify/Delete Employee Record

CAS2Net offers two menu items for locating the employee record to be modified.

The first option, “Modify/Delete employee record using query form”, lets the Pay Pool Administrator
enter search criteria to locate employees with given attributes.

The second, “Modify/Delete employee using quick pick list”, lets the Pay Pool Administrator search for
employees by career paths.

Using Query Form: This method takes you through a query screen in which you can enter information
about the employee record(s) you want to modify or delete — entering SSN is the most direct way to get
exactly the record you want. If you enter more general criteria, such as broadband and career path, you
will get a list of all employees in the database matching those criteria. You may use the % symbol as a
wild card in your queries.

After you enter the query criteria, scroll to the bottom of the screen and select the order in which you
want the records sorted (optional), and then click the “Find” button. The query form is shown on the
following page.
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SEARCH EMPLOYEE QUERY FORM

Acq. You are acting as Francis Freeman
N Revert | Change Session | Logout

BMDemo

Look for Employee(s)

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

Planning
Mid-Point Review
Self-Assessment

Person ID:
Annual Appraisal First Name:
Self-Assessment Middle Initial:
Reports Last Name:

Social Security Num:

Menu Demo: “ All

Appraisal Status © Demo
and Lock CINon-Demo
Reports - -
® Presumptive Rating Status: &~ Al
Data Maintenance  None
© Due to time
Offline Interface € Due to circumstance (recertify)

¢ Due to circumstance (expected)
Paypool Notices

Servicing CPO: |AH |

Service: | Al j

Broadband Level: & All
© Not Assigned
Clevel 1
Clevel 2
C Level 3
Clevel 4

Organization: Paypool Code:
All hd

Office Symbol:
LOV (Leave blank for all)

Career Path: & All
© Not Assigned
¢ Business Management and Technical Management Professional
" Technical Management Support
© Administrative Suppaort

Series: LOV (Leave blank for all)

Login Name:

Group: & All
€ Employee
€ Supervisor I
" Sub-Panel Manager
€ Paypool Manager
€ Superuser
© Data Maintainer
C RT Online Viewer
© RT User
© RT Superuser
 Supervisor IT

Retained Pay Status: = All
 Yes
 No

[Add an Employee Record] [Data Maintenance Menu]
[Back to Home Page]

The information contained herein is covered by the Privacy Act of 1974.

Figure 9-7: Search Employee Record Query Form
Enter one or more search criteria and click “Find”.

The query produces a list of records that match the query criteria as shown below. The records are
displayed in groups of ten. You can then select a specific employee from the resulting list (shown below)
by clicking on the employee’s ID link.
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Acqm
[ |
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Employee(s) Matching Criteria

You are acting as Francis Freeman
Revert | Change Session | Logout

‘Query criteria: Last Name: hoang ‘ New Query H

1 Show [ioxl records per page

ID SSN Name ~ Home Org Career Path Level CPO Series Salary Group Service  EDIPL

2571 -1234 Hoang, Andrew AMC/LH NI I 7X 0019 %0 Employee = OSD

2572  -1234 Hoang, Danielle AMC/LH NH 1 7X 0025 30 Employee = OSD

2574 -6914 Hoang, Eric AMC/LH NJ I 7X 0332 s$0 Superuser  OSD

2573  -6915 Hoang, Tony N/A 0 30 Superuser
1 Show [i0x] records per page

Figure 9-8: Search Employee Record Query Results

Using quick pick list: The second search option, “Modify/Delete employee using quick pick list”, lets

the Pay Pool Administrator search for employees by career paths.

Acqm
[ [ |
BDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Employee Picklists By Career Path

N/A - Not Assigned

You are acting as Francis Freeman
Revert | Change Session | Logout

NH - i g and Technical Pr

NJ - Technical Management Support

NK - Administrative Support

IAmD\d, Bob (AMC/LH) j Submit
.|App\eton, Adam (AMC/LH) j Submit
|Garﬂe\d, George (AMC/LH) j Submit

[Amdt, Aaron (AMC/LHXTA)

j Submit

[Add an Employee Record] [Data Maintenance Menu] [Back to Home Page]

Figure 9-9: Modify/Delete Employee Record Using Quick Pick List

This method takes you through a screen to pick employees by selecting from dropdown lists from each
career path. Select an employee from one of the dropdown lists then click on the "submit™ button.

When an employee is selected from either search screen, CAS2Net displays the Employee Detail form for
updating or deleting AcqDemo employee information.

October 8, 2013
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EMPLOYEE DETAIL WEB FORM

mDemo
Employee Detail

BOTTOM

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

1D: 2612
Prefis:

First Name: Adam

Middle Initial:

Last Name: Appleton
Suffixc:

SSN: 222-11-4444

Part 2: Complete this section for all Demo employees

In Demo: F Demo

Start Date: 01/01/2011/[_Calendar_|
(mm/dd/yyyy) ? b

End Date: (mm/dd/yyyy)? [_calendar_|
Basic Pay: o

Retained Pay Status: r

Presumptive Rating Status: & None

" Due to time

© Due to circumstance (expected)

 Due to crcumstance (recertify)
Last OCS:

& None

 Temporary Promaotion
 Permanent Promaotion
 Demotion

[iew |

Past-Cycle Activity

CCPO Code:
Locality Code:
Service:

|AS - FORT BELVOIR FT BELVOIR VA 22060
[DCB Wash DC/Baltimare 24.22 =]

 Air Force

= Army

 Marine Corp

© Navy

© Office of the Secretary of Defense

Level 1 Supervisor:

Peter Olson

Level 2 Supervisor:

Supervisors:

Sub-Panel Meeting:

Dan Curtiss

Paypool Manager:

Bob Amald

Center Senior Functional:

Career Path: © NfA-Not Assigned

Professional

© NI-Technical Management Support
© NK-Administrative Support

 Not Assigned

C Level 1

C Level 2

* Level 3

T Level 4

Broadband Level:

Series: LOV 1550 | COMPUTER SCIENCE

[ Code:
AMC/LH

PAS Code (Air Force only):

Organization:

Office Symbol:
AMC/LH Lov

CASZNet Access:
EDIPI:

F CASZNet Access

Employee vI

Group:

& NH-Business Management and Technical Management

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

View Loss

What to do f employee is...
promoted?

leaving?

joining?

Changes to Supervisor must be done using the following
link

[Assign Supervisors]

Click this button to see supervised employees:

Supervised List

Part 4: Mid-Point Review Unlock

Save Date:

Conducted:

Released:

I Unlack Mid-Paint Review

Status:

[ update |[ Delete |[ Revert |[ Close | ToR

The i

d herein is

ed by the Privacy Act of 1974.

Figure 9-10: Employee Detail Web Form
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You will have to scroll up and down to see all of the data fields. The following data elements are open
for direct entry or modification:

Part 1: Complete this section for all Demo and Non-Demo employees
Prefix
First Name
Middle Initial
Last Name
Suffix
SSN
Part 2: Complete this section for all Demo employees \
In Demo checkbox (check to indicate “Demo” employee status)
Start Date (date entered Acqg Demo — mm/dd/yyyy selection via Calendar button)
End Date (date departed Acq Demo — mm/dd/yyyy updated via Calendar, View Loss buttons)
Basic Pay text field (for current fiscal year; does NOT include locality pay)
Retained Pay Status checkbox
Presumptive Rating Status radio buttons —
None, Due to time, Due to circumstance (expected), Due to circumstance (recertify)
Last OCS (if previous year OCS is available)
Post-Cycle Activity radio buttons and helpful hint links —
None, Temporary Promotion, Permanent Promotion, Demotion
What to do if employee is... promoted?, leaving?, joining?
CCPO Code dropdown list
Locality Code dropdown list
Service radio buttons —
Air Force, Army, Marine Corp, Navy, Office of the Secretary of Defense
Supervisors name fields (“current year” supervisors entered via Assign Supervisors link) and
list of subordinates —
Level 1 Supervisor, Level 2 Supervisor, Sub-Panel Meeting, Pay pool Manager,
Center Senior Functional
Note. Center Senior Functional is a horizontal managerial review role by
functional area rather than a vertical organizational hierarchy. A CSF
reviews appraisals of assigned employees only through reports.
Click the Supervisor List button to see supervised employees
Career Path radio buttons —
N/A-Not Assigned, NH-Business Management and Technical Management
Professional, NJ-Technical Management Support, NK-Administrative Support
Broadband Level radio buttons —
Not Assigned, Level 1, Level 2, Level 3, Level
Series (click LOV (List of Values) to select Occupational Series from “list of values” popup
window)
Organization —
Paypool Code dropdown list
PAS Code dropdown list (for Air Force only)
Office Symbol dropdown list

Part 3: Complete this section for all employees requiring CAS2Net user accounts
CAS2Net Access checkbox (check to authorize access to CAS2Net
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EDIPI text field (see section 9.3.5 Create Supervisory Structure; Obtain CAC EDIPI)
Group dropdown list

Part 4: Mid-Point Review Unlock |
Status information, requested action checkbox —

Save Date, Conducted, Released

Unlock Mid-Point Review checkbox

Part 1: Complete this section for all Demo and Non-Demo employees
Enter or update employee name and title as appropriate.

Part 2: Complete this section for all Demo employees
Enter or update employee attributes as appropriate.

Supervisor Names, Office Symbol, and Occupational Series (Number and Title) may be changed by either
typing in a value or selecting from a list of values.

Click the Series LOV (List of Values) link to select from the list of Occupational Series values. New
values entered for Supervisor Names and Office Symbol will be added to the list of values once the
employee record is updated.

Given the long list of Occupational Series, you will be prompted to enter a search criterion when you
click on the LOV link for Series. You may use the % symbol as a wild card in your search. For example,
entering"3%" for the search criterion will return all Series with a 3 in it (see below). You may update the
search criterion and click the "Find" button or click on a Series ID link to select the value.

3 List Of Values: Series - Microsoft Internet Explorer provi... [E[=] E3 I

-

List Of Values: Series

Zearch criterion for Series:

IB% ml Close |

Series

D
[0030  |SPORTS SPECIALIST
[0301  |SPECIALIST/ANALYST -
[0334  |COMPUTER SPECIALIST
[0340  [PROGRAM MANAGEMENT
[0341  [ADMIN ASST/OFFICER
[0343  [PROGRAM ANALYST =

Definition

Figure 9-11: Occupational Series “List of Values”

Part 3: Complete this section for all employees requiring CAS2Net user accounts
If the employee’s login information was not prepopulated during the DCPDS data load —
e  Check “CAS2Net Access” checkbox to enable access to CAS2Net.

e Enter the employee’s EDIPI information. Section 9.3.5 Create Supervisory Structure; Obtain
CAC EDIPI provides instructions for retrieving the employee’s EDIPI information.

e Select “Employee” from the dropdown list.
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Part 4: Mid-Point Review Unlock

This feature enables the Pay Pool Administrator to “reopen” a completed Mid-Point Review and reset the
status to “In Progress”. See also section “Level 1 Supervisor”, sub-section “Reopen Mid-Point Review”.

Check the “Unlock Mid-Point Review” box and then click ‘Update” to clear the method of
communication and date conducted from the employee’s Mid-Point Review to enable updates to the
supervisor assessment text.

Note. To enable the employee to update his Mid-Point Review Self-Assessment, the supervisor will need
to open the Mid-Point Review form, uncheck “Lock Employee Self-Assessment” and click “Save”.

When changes are complete, scroll to the bottom of the screen and click the “Update” button to save the
changes to the CAS2Net database. If you want to delete the employee from the database, click the
“Delete” button. If you have made changes, but want to revert back to the previous values (before
clicking the “Update” button), click the “Revert” button.

Click “Close” to return to the previous page. Unlike other screens in CAS2Net, you cannot “Back” out of
the Employee Detail screen. To exit the screen and return to the list of employees, click the “Close”
button at the bottom of the screen.
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9.3.3 Transfer Pay Pool

To move an employee from one pay pool to another, use the “Transfer Pay Pool” feature. The pay pool
administrator of the employee’s current pay pool moves the employee record to a special “(transfer)” pay
pool. Employee records in the “(transfer)” pay pool are visible to all pay pool administrators. The
administrator of the employee’s new pay pool then retrieves the employee record from the “(transfer)”
pay pool.

Note: Special above-pay pool administrators such as All Army, All Air Force,
MARCORSYSCOM and others have access to multiple pay pools and can directly move
employee records among pay pools they have access to.

THE EMPLOYEE'S CURRENT PAY POOL ADMINISTRATOR:

Start by clicking “Data Maintenance” from the navigation bar.

Acqm You are acting as Francis Freeman
[~ Revert | Change Session | Logout
MDemo

Employee Maintenance

Contribution
Planning Employee Maintenance Menu

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
Menu

Appraisal Status Replace PAS Code

and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Figure 9-12: Transfer Pay Pool — Data Maintenance Menu

Select the “Modify/Delete employee record using query form” link.
CAS2Net refreshes the screen to display the “Look for Employee(s)” search screen.

Look for Employee(s)

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

Person ID:

First Name:
Middle Initial:
Last Name:

Social Security Num:

Demo: & Al
 Demo
© Non-Demo

Figure 9-13: Transfer Pay Pool — Employee Search Query Form
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Enter the name of the employee you want to find—or leave blank to retrieve all employees in the pay
pool.

Click the “Find” button (located at the top and/or bottom of the screen).

e . Look for Employee(s)

ext fields you may use the % symbol as a wildcard. Text fields are n

Figure 9-14: Transfer Pay Pool — Employee Search “Find” buttons

CAS2Net refreshes the screen to display a list of employees in the pay pool. Select the employee to
modify by clicking anywhere in the row.

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

Employee(s) Matching Criteria

|Quer\r criteriat Paypool: (transfer)

New Query ||
1 Show [f0=] records perpage
1D SSN Name ~ Home Org Career Path Level CPO Series  Salary Group Service EDIPI
19 -3720 Artis, Amy NH I aL 0318 50 Employee AR
1 Show [10=] records per page

Figure 9-15: Transfer Pay Pool — Search Results

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

BOTTOM

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

ID: 19

Prefix:

First Name: Amy

Middle Initial:

Last Name: Artis

Suffix:

SSN: 298-10-3720

Part 2: Complete this section for all Demo employees

In Demo: W Demo

Start Date: 02/01/1999 | Calendar |

(mm/dd/yyyy) ? :
End Date: (mm/dd/yyyy)? | Calendar | View Loss
Basic Pay: 0

Figure 9-16: Transfer Pay Pool — Employee Detail Input

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

Choose the “(Transfer)” pay pool to move the employee out of the current pay pool.

= e Organization: Pa Code:
------ - = AMC/LH
= i — PAS Code (Air Force only):

Eem s Office Symbol:
— AMC/LHXTA LOV

Figure 9-17: Transfer Pay Pool — “To” Pay Pool Selection
Click the “Update” button located at the bottom of the screen.
CAS2Net displays a message at the top of the Employee Detail screen indicating successful updates.
Click the “Close” button at the bottom of the Employee Detail Screen.
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Tip: Generate the Employee Roster report from time to time to check your progress in
cleaning up the pay pool database.

Success!

Row updated

- Update Wl Delete || Revert || Close | TOP

Figure 9-18: Transfer Pay Pool — Employee Detail Update

THE EMPLOYEE'S NEW PAY POOL ADMINISTRATOR:

Start by clicking “Data Maintenance” from the navigation bar.

Acqm
[ ]
MDemo

‘Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Employee Maintenance

Employee Maintenance Menu

Modify/Delete employee record using query form

Replace PAS Code

You are acting as Francis Freeman
Revert | Change Session | Logout

Modify/Delete employee record using quick pick list

Insert New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments

The information contained herein is covered by the Privacy Act of 1974.

Figure 9-19: Transfer Pay Pool — Data Maintenance Menu
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Select the “Modify/Delete employee record using query form” link.

CAS2Net refreshes the screen to display the “Look for Employee(s)” search screen.

Look for Employee(s)

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

Person ID:

First Name:
Middle Initial:
Last Name:

Social Security Num:

Demo: “ Al
 Demo
© Non-Demo

Figure 9-20: Transfer Pay Pool — Employee Search Query Form

Enter the name of the employee you want to find—or leave blank to retrieve all employees in the Transfer

Pay Pool.

Scroll to the “Organization” section of the form and select “(transfer)” from the “Pay Pool Code”

dropdown list.

P
phe—
[RORSPRE,
R
ity M

Look for Employee{s)

Organization: Paypool Code:
(transfer) =
Office Symbol:
LOV (Leave blank for all)

Figure 9-21: Transfer Pay Pool — Search by “From” Pay Pool

Click the “Find” button (located at the top and/or bottom of the screen).
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R . Look for Employee(s)

ext fields you may use the % symbol as a wildcard. Text fields are n

Figure 9-22: Transfer Pay Pool — Employee Search “Find” buttons

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

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

Employee(s) Matching Criteria

|Quer\r criteria: Paypool: (transfer)

New Query ||
1 Show [10=] records perpage
J1¥] SSN Narme ~ Home Org Career Path Level CPO  Series Salary Group Service EDIPI
19 -3720 Artis, Amy NH Il 9L 0318 30 Employee AR
1 Show [10=] records per page

Figure 9-23: Transfer Pay Pool — Search Results

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

BOTTOM

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

ID: 19

Prefix:

First Name: Amy

Middle Initial:

Last Name: Artis

Suffix:

SSN: 298-10-3720

Part 2: Complete this section for all Demo employees

In Demo: ¥ Demo

Start Date: 02/01/1999 | Calendar |

(mm/dd/yyyy) ? )
End Date: (mm/dd/yyyy)? | Calendar | View Loss |
Basic Pay: 0

Figure 9-24: Transfer Pay Pool — Employee Detail Input

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

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

Organization: Pa Code:
AMC/LH =
PAS Code (Air Force only):

— Office Symbol:
_______ : AMC/LHXTA LOV

Figure 9-25: Transfer Pay Pool — “To” Pay Pool Selection

October 8, 2013 9-21 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

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

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

Click the “Close” button at the bottom of the Employee Detail Screen.

L

Success!
Row updated

Delete

Revert

Close | TOP

Figure 9-26: Transfer Pay Pool — Employee Detail Update

Tip: Generate the Employee Roster report from time to time to check your progress in cleaning up the

pay pool database.
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9.3.4 Record Post-Cycle Activities

Another very important function of the Pay Pool Administrator is recording post-cycle activities. Post-

cycle

activities include all gains, losses, and temporary and permanent promotions occurring between 1

October and the start of the new pay year in early January. These activities are recorded using the Data
Maintenance — Employee Maintenance path from the Main Menu.

Post-Cycle Activities are recorded in Part 11 of the Employee Detail web page.

Post-Cycle Activity: & None What to do if employee is...

¢ Temporary Promotion Fron_lot;id?
" Permanent Promotion _i?::‘;::‘g_l;
" Demotion ] g:?

Figure 9-27: “Post-Cycle Activity” in Part Il of Employee Detail Screen

To the right of the “Post-Cycle Activity” radio buttons are links to popup windows that provide
instructions for handling three common situations that require Post-Cycle Activity settings.

POST-CYCLE ACTIVITY GUIDANCE

For online guidance on employee promotions, click What to do if employee is promoted?.

When an employee is promoted

1. Employee receives a permanent promotion or demotion between 1 October and the start of the new
pay year:

+ Do NOT change the employee’s broadband level or Basic Pay on the Employee Detail screen. For
CiCAS nurnnses  this infarmatinn mnost he as Af 30 Sentember sven if it channes after that date

Figure 9-28: What to do if employee is ... promoted?

CAS2Net provides these guidelines to follow when an employee is promoted:

1.

Employee receives a permanent promotion or demotion between 1 October and the start of the

new pay year:

o Do NOT change the employee's broadband level or Basic Pay on the Employee Detail screen.
For CCAS purposes, this information must be as of 30 September, even if it changes after
that date.

e Select the type of action (Permanent or Demotion) under Post-Cycle Activity and click the
View button. Enter the required information (effective date, new broadband, new basic pay,
new occupational series, and new career path).

o CAS2Net will automatically ensure that the correct pay adjustment and award are uploaded to
DCPDS and will automatically update the employee's information after the start of the new
pay year.

Employee receives a permanent promotion or demotion on or before 30 September:

e Simply update the relevant information on the Employee Detail screen.

Employee will be serving on a Temporary Promotion at the start of the new pay year, regardless
of when that Temporary Promotion started:

e Do NOT change any information on the Employee Detail screen. This must reflect the
employee's permanent broadband and permanent basic pay as of 30 September even if the
employee is actually serving in a higher broadband at a higher pay.
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Select the type of action (Temporary) under Post-Cycle Activity and click the View button.
Enter the required information (start and end dates, temporary broadband, temporary basic
pay, temporary occupational series, and temporary career path).

CAS2Net will automatically ensure that the correct pay adjustment and award are uploaded to
DCPDS.

For online guidance on managing departures, click What to do if employee is leaving?.

When an employee leaves

1. Employee transfers from your pay pool to another AcqDemo pay pool between 1 October and the start
of the new pay year:

« Do not delete the employee's record or enter a loss date.

Nn nat maova the amnlavea’s racard ta the Tranefar maw nnal nntil aftar tha ctart af tha naw ma caar

Figure 9-29: What to do if employee is ... leaving?

CAS2Net provides these guidelines to follow when an employee is leaving:

1.

Employee transfers from your pay pool to another AcqDemo pay pool between 1 October and the
start of the new pay year:

Do not delete the employee's record or enter a loss date.

Do not move the employee's record to the Transfer pay pool until after the start of the new
pay year. The employee will be rated by your pay pool and will receive a salary adjustment
and award from your organization.

After the start of the new pay year, transfer the employee's record to the Transfer pay pool so
the gaining pay pool data maintainer can pick it up and move it to the new pay pool. Notify
the gaining data maintainer when this is done.

Employee leaves AcgDemo (retirement, separation, transfer to GS position, etc.) between 1
October and the start of the new pay year:

Enter the employee's End Date (first day not covered by AcqDemo) on the Employee Detail
screen, click the View Loss button, and enter a reason for the loss.

Do not delete the employee's record until after the start of the new pay year. Since the
employee was in your pay pool on 30 September, he or she must still be rated.

After the start of the new pay year, delete the employee's record from CAS2Net.

Employee leaves AcgDemo (retirement, separation, transfer to GS position, etc.) before 30
September:

Enter the employee's End Date (first day not covered by AcqDemo) on the Employee Detail
screen, click the View Loss button, and enter a reason for the loss.

Delete the employee's record from CAS2Net.
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For online guidance on how to handle new employees, click What to do if employee is joining?.

When you gain an employee

of the new pay year:

1. Employee transfers to your pay pool from another AcgDema pay pool between 1 October and the start

« Do not create a new record for the employee.
14 A &

| mY FES £ sl | 0 | il —Fa FS 5 + TR S

Figure 9-30: What to do if employee is ... joining?

CAS2Net provides these guidelines to follow when an employee is leaving:

1. Employee transfers to your pay pool from another AcqDemo pay pool between 1 October and the
start of the new pay year:

e Do not create a new record for the employee.

o Do not transfer the employee's old record to your pay pool until after the start of the new pay
year. The employee will be rated by his or her previous pay pool and will receive a salary
adjustment and award from that organization.

e After the start of the new pay year, go to the Transfer pay pool and move the employee's
record to your pay pool. If the record is not in the transfer pay pool, contact the employee's
previous pay pool data maintainer and have them move the record to Transfer so you can pick
it up.

2. Employee joins your pay pool from outside AcqDemo (new hire, transfer from GS positions, etc.)

any time during the year:

e Use Insert New Employee Record to add the employee to your CAS2Net database. Enter the
employee's first day in AcqgDemo as the Start Date. If the employee starts between 1 October
and the start of the new pay year, they will not be included in the on-line and offline appraisal
and compensation modules of CAS2Net for that cycle. However, CAS2Net will ensure that
the employee receives the General Pay Increase.

o If the employee is entering your pay pool due to a promotion, use the new promotion
information at the employee detail page and do not enter a promotion.
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PosT-CYCLE ACTIVITIES

Post-cycle losses are recorded by following Path (1) to the Employee Detail screen and entering an End
Date during the post-cycle period for the employee. Click “View Loss” to enter descriptive text.

Start Date: 02/01/1999| Calendar
(mm/dd/yyyy) ?
End Date: (mm’dd,ww)? 10/12/2012 Calendar

Figure 9-31: Record Post-Cycle “End Date”

Please indicate which of the following best reflects
what the emplovee will be doing after leaving AcgDemo.

Select the most important one:

| {nully j

If needed: enter explanation for loss

Return to Employee Maint | Cancel |

Figure 9-32: Record Post-Cycle Loss

Post-cycle gains are recorded by following Path (2) and then filling in all of the normal data elements,
including a Start Date during the post-cycle period. Note that post-cycle gains and losses are only entered

for employees leaving or joining AcgDemo during the post-cycle period. Transfers between pay pools
are NOT considered gains or losses.
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Post-cycle promotions are recorded by following Path (1) to the Employee Detail screen and then
selecting the appropriate promotion radio button under “Temp/Perm Promotion”.

C None
. s & Temporary Promotio —
= Post-Cycle Activity © Permanent Promotio m
© Demotion

Figure 9-33: Record Post-Cycle Promotion

Once you have selected the type of promotion, click the “View” button and enter the requested

information. Don’t forget to save your changes. The post-cycle data form for temporary promotions is
shown below.

Temporary Promotion

BB Level: [(nul) -] Start Date: | Calends | New Basic Pay:f0

mm/dd/yyyy

End Date: [ Calend

mm/dd/yyyy __aen_ar_'
Series: Career <7 =
LoV Path: [N/A Not Assigned :I

Save | Clear
ﬁ—‘ Changes to Promotion Status are not stored in CAS2Net until you also hit the "Update”
ons button on the employee record,

Figure 9-34: Temporary Promotion Web Form

Note that once you enter the promotion data and click the “Save” button, you have still not physically
updated the CAS2Net database. That will not happen until you get to the end of the Employee Detail
screen and click the “Update” button.
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9.3.5 Create Supervisory Structure; Obtain CAC EDIPI

Make sure you have added all non-demo supervisors and have assigned them the highest supervisory user
role they will have:

e Pay Pool Manager (PPM) is highest (note that each pay pool can have only one PPM).
e Sub-Panel Manager also called Supervisor 2 is the next highest.
e Supervisor 1 is the lowest level of supervisor.

Note each level of supervisor can also act as lower levels of supervisor

PPM can be assigned as Sub-Panel Manager and Supervisor 1.

e Sub-Panel Manager can be assigned as Supervisor 1.
You create your own sub-panels or sub-pay pools when you assigh Sub-Panel Managers. You
will be able to download these into the Sub-Panel version of the CMS spreadsheet, which allows
the sub-panel to review ratings, but does not allow them to assign payouts.

Make sure that you have created records for all non-demo supervisors and have assigned all supervisor
roles before assigning supervisors to an employee or employees to a supervisor.

Note: You will need to obtain the Social Security Number and Common Access Card (CAC) Electronic
Data Interchange Personnel Identifier (EDIPI) for each non-demo user.

OBTAINING CAC EDIPI

The following steps can be used by the employee to find his EDIPI.

1. Open ActivClient:
2. Double-click the ActivClient icon in your Windows system tray

SEV LR R camy, s 324pm

Figure 9-35: Windows ActivClient Icon
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10 digit EDIPI follows name in the title bar, but cannot be copied.
3. Double-click “Smart Card Info” icon.
10 digit EDIPI located in the User Name field, and can be copied

¥ ActivClient - [BOEHM.KARL.M.1292860206's Smart Card]
Eile Edit View Jools Help
N D~ .| &N yhe
) 4] ®e- O B- QO
€ % Tasks View v X 0 %
My Certificates Tasks - 'rq \;J
G View my certificates My Certificates  Personal Data

&

My Personal Info Task
% View My Personal Info

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

4 Ready Technical information abou

Figure 9-36: Smart Card Info Icon
4. Copy and send to Pay Pool Administrator to establish account

[

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

R Ny Y=pcr

# % Tasks View v X

Help Tasks | Q) smartcararfo
@ Get help on using this software

":} Troubleshoot a problem
User Name BOEHM.KARL.M. jelrlsi]s

Manufacturer: Gemalto

Model: TOP DL GX4 144K FIPS

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

4 Ready

Figure 9-37: Smart Card Information Screen
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CREATE NEW EMPLOYEE RECORD: NON-DEMO EMPLOYEE

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

Select the “Insert New Employee Record” link.

Acqm
[ [ |
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Menu

Appraisal Status
and Lock

Reports

Data Maintenance
Offline Interface

Paypool Notices

Pay Pool Administrator

Employee Maintenance

Employee Maintenance Menu

Modify/Delete employee record using query form
Modify/Delete employee record using quick pick list

You are acting as Francis Freeman
Revert | Change Session | Logout

Insert New Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments

Replace PAS Code

The information

ined herein is covered by the Privacy Act of 1974.

Figure 9-38: Insert New Employee Record Link

CAS2Net displays the Add an Employee Record screen.

In Part 1 of the form:

»  Enter the first and last name along with the Social Security Number of the employee being

added.
The fields in green are mand

atory.

L

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

Prefix:

First Name: *
Middle Initial:
Last Name: *
Suffix:

SSN: *

Figure 9-39: Add Employee Record — Part 1
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In Part 2 of the form:

e Click the “Demo” checkbox to Uncheck and make the employee Non-Demo.

e Scroll to the “Organization” section of the form to the “Pay Pool Code” dropdown list. Select

the pay pool name in which you want to put your employee into.

Part 2: Complete this section for all Demo employees

Demo: * P Demo
Calendar
(mm/dd/yyyy)? e
End Date: | Calendar
(mm/dd/yyyy)? X
Basic Pay:
Retained Pay Status; ™ Retained Pay
Presumplive Rating 5 None
Status: T Due to e
 Due 1o crcumstance (recertify)
T Due to orcumstance (expected)
Last OCS:
M"m Mlvky: = None
" Temporacy Promotion [ —
© Permanent Promobon - -
~ Demation
CCPO Code: [Select One |
Locality Code: |Select One -l
Service: T Air Force
C Army
 Manne Corp
© Navy
~ Office of the Secretary of Defense
Supervisors: Level § Supervisor:
Leved 2 Supervisor:
Sub-Panel Meeting:
Paypool Manager:
Center Semor Functional:
Career Path: & N/A-Not Assgned
© Nr-Business Management and Techaical Management
Professional
© Ni-Techncal Management Support
© RK-Administrative Support
Broadband Level: = Not Assigned
Clevel )
Clevel 2
Clevel 3
T level 4
Orgamzation: P Code:
AMC/LH =
orce ondy):
Office Symbol:
Lov
Series: Lov

Figure 9-40: Add Employee Record — Part 2
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In Part 3 of the form:
o Enter the user’s EDIPI in the provided text box.
e Select radio button for desired User Group.
o Click the “Add” button at the bottom of the screen.

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

CAS2Net Access: * W CAS2Net Access
EDIPI: *
Group: * @ Employee

Figure 9-41: Add Employee Record — Part 3

CAS2Net refreshes the screen to display a successful update.
Confirms:

* The employee has been successfully inserted

*  Employee’s ID number

+ SSN

*  Name

Acqm
L1 |
MDemo
Employee Inserted

Successfully Inserted
[Insert Another Employee]

[Edit Tnserted Record]

[Data Maintenance Menu]

The information contained herein is covered by the Privacy Act of 1974,

Figure 9-42: Add Employee Record Successful
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9.3.6 Assign Supervisors to an Employee
To assign supervisors to an employee, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.
Select the “Assign Supervisors to an Employee” link.

Acql You are acting as Francis Freeman

[ Revert | Change Session | Logout
MDemo

m 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
Menu

Appraisal Status Replace PAS Code

and Loc

Reports
Data Maintenance
Offline Interface

Paypool Notices

The information ined herein is by the Privacy Act of 1974.

Figure 9-43: Assign Supervisors to an Employee Link

The Assign Supervisor to an Employee screen is displayed.

Select the supervisor assignment effective year—“current” or “next” (e.g. 2013 or 2014)—from the
“Cycle Year” dropdown.

Select an employee’s name from the dropdown list.

Acqm You are acting as Francis Freeman
Revert | Change Session | Legout
[ [ |
WDemo

Assign Supervisors to an Employee

Contribution
Planning

Self-Assessment

Please select an Employee to Assign Supervisors

Cycle Year: 2013 [=]
Annual Appraisal
Self-Assessment Employ R =
Closeout Self- =
Level 1 : | (null
Asscssment eue & (nu 5
Reports Level 2 Supervisor: |(null &
Sub-Panel Manager: | (null)-—-- — [7]
oy peotmansaer: o
Menu
Center Senior Functional: | (nullj--------=—mmmeeemeeeeeeeeeeeee []
Appraisal Status
e e
Reports [ Data Maintenance Menu ]

Deis(Hascaass Please send comments/suggestions about this form to CAS2Net Support

Offline Interface

Paypool Notices

The information ined herein is covered by the Privacy Act of 1974.

Figure 9-44: Assign Supervisors to an Employee Web Form

CAS2Net refreshes the supervisor dropdown lists to display the selected employee’s supervisors.
Select the desired supervisors to assign to the selected employee using the provided dropdown lists.

To undo selections made, and view the current supervisor assignments, click the “Reset” button.
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Select the new supervisors to be assigned to the selected employee and click the “Assign” button.

Once you click the “Assign” button, CAS2Net displays the following message: “Supervisor(s)

successfully assigned.”

If no supervisor assignments have been changed and the “Assign” button is clicked, the following

message is displayed: “No supervisor changes made.”

Note that above pay pool superusers need to assign supervisors who are in a different pay pool than the

employee using this module.

Acqm
[
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports.
Data Maintenance
Offline Interface

Paypool Notices

You are acting as Francis Freeman
Revert | Change Session | Legout

Assign Supervisors to an Employee

Supervisor(s) successfully assigned.
Cycle Year: 2013
Employee: |Appleton, Adam A (AMC/LH)
Level 1 Supervisor: |Udell, Vincent (AMC/LH)1
Level 2 Supervisor: Arnold, Bob (AMC/LH)3
Sub-Panel Manager: |Babbitt, Chris (AMC/LH)1

Pay Pool Manager: Battista, Sam (AMC/LH)6

FE®MEE E

Center Senior Functional: |Iverson, John (AMC/LH)2

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

The information Il herein is covered by the Privacy Act of 1974.

Figure 9-45: Assign Supervisors to an Employee Successful

“CURRENT YEAR” VERSUS “NEXT YEAR” SUPERVISOR ASSIGNMENTS

“Current year” supervisor assignments control all supervisor relationships for the active appraisal cycle
and employee history access. “Next year” supervisor assignments are presumed unchanged—unless and

until the pay pool administrator explicitly assigns another supervisor for the “next year”.

Acqm
[ ]
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

You are acting as Francis Freeman
Revert | Change Session | Logout

Assign Supervisors to an Employee

Supervisor Assignments

Cycle Year: 2014 []

Employee: Appleton, Adam A (AMC/LH) []

Level 1 Supervisor: (2013 default: Vincent Udell)--------- []

Level 2 Supervisor: (2013 default: Bob Arnold)----------- [+]
Sub-Panel Manager: (2013 default: Chris Babbitt)--- -I=]

Pay Pool Manager: (2013 default: Sam Battista)--------- [=]
Center Senior Functional: (2013 default: John Iverson)-——--—-— [

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

The information contained herein is covered by the Privacy Act of 1974.

Figure 9-46: Assign “Next Year” Supervisors to an Employee
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Only explicit “next year” assignments are stored in the CAS2Net database. Missing “next year”
assignments are populated from the “current year” defaults.

Select the supervisors to be explicitly assigned for “next year” and click the “Assign” button. To remove
a “next year” assignment, select the “current year” default from the dropdown list—e.g.

“(2013 default: Bob Arnold)”.

Once you click the “Assign” button, CAS2Net displays the following message: “Supervisor(s)

successfully assigned.”

If no supervisor assignments have been changed and the “Assign” button is clicked, the following
message is displayed: “No supervisor changes made.”

Acqm
]
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lodl

Reports
Data Maintenance
Offline Interface

Paypool Notices

Assign Supervisors to an Employee

Supervisor(s) successfully assigned.

Supervisor Assignments

Cycle Year:
Employee:
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Revert | Change Session | Logout

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

The information contained herein is covered by the Privacy Act of 1974.

You are acting as Francis Freeman

Figure 9-47: Assign “Next Year” Supervisors to an Employee Successful
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9.3.7 Assign Employees to Supervisor

To assign employees to a supervisor, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

Select the “Assign Employees to a Supervisor” link.
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Revert | Change Session | Logout

You are acting as Francis Fraeman

Figure 9-48: Assign Employees to Supervisor Link

The Assign Employees to a Supervisor screen is displayed.

Select a supervisor name from the dropdown list and select the supervisor role you want to assign (first
level, sub-panel, or Pay Pool Manager).

Select the cycle year radio button—*“current” or “next” (e.g. 2013 or 2014)
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Please send comments/suggestions about this form to CAS2Net Support

Paypool Manager = CSF

The information contained herein is covered by the Privacy Act of 1974.

You are acting as Francis Freeman
Revert | Change Session | Logout

Figure 9-49: Assign Employees to Supervisor — Supervisor Selection

CAS2Net refreshes the screen to display a list of employees reporting to the selected supervisor.

Note: to view employees under the selected supervisor in a different level of supervision, select the

desired radio button.
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To sort the list of employees by Name or Organization, select the “Name” or “Org” radio button.

Click the check boxes next to employee name(s) of those employee(s) you want to assign to the selected

supervisor. To assign all employees listed, click the “Check/Uncheck All” checkbox.

To undo selections click the “Reset” button.

To submit selections, click the “Submit” button.
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[Culanow, Uli (AMC/LHXSA)

[vinson, Violet (AMC/LHXSB)

Cwilliams, Wilson (AMC/LHXSB)
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[[Jveakley, Yolanda (AMC/LHXSE)
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Submit

[ Data Maintenance Menu ]

Please send comments/suggestions about this form to CAS2Net Support

The information contained herein is covered

the Privacy Act of 1974.

Figure 9-50: Assign Employees to Supervisor — Employees Selection

Verify the selected employees have been assigned to the supervisor.

Repeat for each supervisory role held by the selected supervisor by clicking on each of the levels of

supervisor radio buttons.
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“CURRENT YEAR” VERSUS “NEXT YEAR” SUPERVISOR ASSIGNMENTS

“Next year” supervisor assignments are presumed to be unchanged from the “current year”—unless and
until the pay pool administrator explicitly assigns another supervisor for the “next year”.

An employee name is “checked” when an explicit “next year” assignments has been stored in the
CAS2Net database. An “unchecked” employee name means that the employee is assigned to another
supervisor or that the “next year” assignment defaults to “current year” supervisor.

Select the employees to be explicitly assigned for “next year” and click the “Submit” button. Uncheck
the employee name to remove an explicit “next year” assignment and restore the “current year” default.
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the Privacy Act of 1974.

Figure 9-51: Assign Employees to “Next Year” Supervisor — Employees Selection
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9.3.8 Replace Supervisor Assignments
To assign employees to a supervisor, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

Select the “Replace Supervisor Assignments” link. Use this option when a supervisor is replaced by
another person.

Acqm You are acting as Francis Freeman
Revert | Change Session | Logout
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Mid-Point Review
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Modify/Delete employee record using query form
Annual Appraisal

Self-Assessment Modify/Delete employee record using quick pick list
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Reports Assign Supervisors to an Employee

Assign Employees to a Supervisor

Replace Supervisar Assignments
Menu

Appraisal Status Replace PAS Code

and Lock

Reports
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Offline Interface

Paypool Notices

Figure 9-52: Replace Supervisor Assignments Link
The “Update Supervisor Assignments” screen is displayed.

Select a supervisor name from the “Original Supervisor” dropdown list.
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Figure 9-53: Update Supervisor Assignments — Supervisor Selection

Click “current year” or “next year” radio button to select the effective “Cycle Year”.

Click the associated radio button to select the level of supervision you want to replace assignments for the
selected supervisor.
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Select the name of the supervisor you want to replace assignments with from the “Replacement
Supervisor” dropdown.

To clear selections, click the “Clear” button.
To submit changes, click the “Update” button.

CAS2Net displays a message indicating the number of successful replacements between the two selected

supervisors.
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Figure 9-54: Replace Supervisor Assignments Successful
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Figure 9-55: Replace Supervisor Assignments Successful
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9.3.9 Replace Personnel Accounting Symbol (PAS) Code

To replace the Personnel Accounting Symbol (PAS) code values, click “Data Maintenance” from the
navigation bar.

CAS2Net refreshes the screen to display the Employee Maintenance Menu.
Select the “Replace PAS Code” link to replace all instances of a given PAS code with the specified value.
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Figure 9-56: Replace PAS Code Link
The Replace PAS Code screen is displayed.
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Figure 9-57: Replace PAS Code Web Page

Enter the “Original PAS Code” and “Replacement PAS Code” values.

Click “Update” to employee records that match the “Original PAS Code” to the specified “Replacement
PAS Code”. CAS2Net executes replace procedure and displays:

“Number replacements of Original PAS Code with Replacement PAS Code”
Click “Clear” to reset input fields to blanks.
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9.4 Offline Interface

The “Offline Interface” enables the Pay Pool Administrator to transfer pay pool information to and from
the CMS Spreadsheet for Pay Pool Panel evaluation.

Click “Offline Interface” in the Pay Pool Administrator Menu of the left side navigation bar. CAS2Net
displays the Offline Interface menu.

The name of your pay pool will be displayed in the Pay Pool dropdown. If you have access to multiple
pay pools, select the name of the pay pool you want to access.

You are acting as Francis Freeman
Revert | Change Session | Logout

Offline Interface

Offline Interface Menu

Pay Pool: [AMC/LH ]

Dow ce Data
Last completed download ime): 12-SEP-2012 04:20:00 PM

Jp Data
Last completed upload (Eastern Time): 17-AUG-2012 03:59:51 PM

Final certification is disabled.

Offline Interface

Paypool Notices

The it i i herein is covered by the Privacy Act of 1974.

Figure 9-58: Offline Interface Menu

9.4.1 Download Employee Data

When the CAS2Net database includes all of the AcqgDemo employees in your pay pool, and all of the data
elements have been reviewed and corrected, you are ready to export files for use in the CMS spreadsheet.
You have two methods for doing this, depending on how your pay pool plans to use the spreadsheet.

Method 1: Some pay pools prefer to have only one spreadsheet containing all employees, into which all
factor scores can be entered. These pay pools can either use the same spreadsheet, filtered by managers
meeting, to sequentially record scores from each meeting, or can capture the results of the various
meetings on paper and then transcribe them into the spreadsheet. To generate a single export file
containing all pay pool employees, click on the Offline Interface link on the Main Menu, then click the
Download Employee Data button, and then select the file named “PPxxx to CMS.csv”. Follow the
instructions on the screen for downloading the file (the procedure depends on which browser you are
using). Point to where on your hard drive you want the file saved, click the “Save” button and you are
done.

Method 2: Other pay pools prefer to have a separate spreadsheet for each of their managers’ meetings.
To generate these separate files, proceed as in Method 1 above, but when you get to the list of files, select
the file named “PPxxx_to CMS_ name.csv” where “name” is the first manager for whom you want to
create a separate file. Continue the download process as in Method 1 above. Repeat this process for each
manager. Employees whose records are not reviewed at a managers meeting (i.e., direct reports to the
Pay Pool Manager) are contained in a file named “PPxxx_to CMS_(No Manager).csv”.
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Click the “Download Employee Data” button to list the data files available for download.
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EDemo
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Mid-Point Review NOTE: Files ara dynamically generated and the server may take sevaral minutes before download starts.

Self-Assessment
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Annual Appraisal and may generate duplicate appraisal records.

Self-Assessment . .
To save a linked file to your computer, use a right mouse button click on the link and choase "Save Targst As...

cl t Self-
aSSaul 5 Sub-Panel Meeting choices without hot links for the files have been locked.

Assessment
Contact your pay pool administrator if you need to unlock a meeting.
Reports
Paypool File Name File Description
Full Access User Menu AMC/LH ppAMCLH_to_CMS.csv Paypaoal: AMC/LH
ppAMCLH_to_Sub-Panel_Chris_Babbitt.csv Sub-Panel Manager: Chris Babbitt
Reports

: [ Return to Offline Interface Main Menu ]
Data Maintenance

Session
Maintenance

Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 9-59: Offline Interface — Download Employee Data

Files that are available for downloading are displayed as hyperlinks. A filename shown as ordinary text
indicates that the content has been locked. The Pay Pool Administrator can utilize the “Appraisal Status
and Lock” functionality to unlock the file.

Click a filename link and follow the Windows “File Download” instructions to “Open” or “Save” the
employee data file.

Click “Return to Offline Interface Main Menu” to exit.

9.4.2 Upload Employee Data

The CMS spreadsheet that managers use to enter scores and adjust compensation does not permit changes
to basic personnel information — that can only be done directly on the CAS2Net database using Data
Maintenance functions. All personnel data errors discovered after managers start using the spreadsheet
must be corrected in the CAS2Net database. A new download file with the corrected data must then be
generated for import into the spreadsheet. However, each import into the spreadsheet completely
overwrites the information already in the spreadsheet. So managers do not lose any work they have
already accomplished in the spreadsheet, the CAS2Net database is designed to upload and download the
data elements that managers control in the spreadsheet. Therefore, before using the CAS2Net database to
correct errors discovered by a manager, the manager must first export a file from his or her spreadsheet
for upload to the database. The exported file will be named ppXXX_to_CAS2Net_name.csv. If the file
contains the entire pay pool, the manager’s name will not be part of the file name.
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To upload the file to the CAS2Net database, click on the Offline Interface link on the Main Menu, and
then click the Upload Employee Data button. Then, either type in the full name of the file you want to
upload, or click the “Browse” button to go find the file.

You are acting as Francis Freeman
Revert | Change Session | Logout

Offline Interface - Upload
Specify AMC/LH upload file: Browse.

Upload File

[ Return to Offline Interface Main Menu |

Offline Interface

Paypool Notices

Figure 9-60: Offline Interface — Upload Employee Data

Depending on the version of your web browser, your browse window may be set to look for HTML Files
only — use the dropdown list under file type to select “All Files (*.*)”. Once you have located and
highlighted the file, click “Open” and then click “Upload File”. At this point all of the data elements
entered into the spreadsheet, such as contribution scores, wild card entries, and pay adjustments, are
stored in the CAS2Net database. You can now update personnel information and download and import a
new file back into the spreadsheet, which will contain the corrected personnel data as well as all of the
spreadsheet data that was stored from the upload. The manager can then proceed on with the CMS
process from where he or she left off without having to re-enter any data.
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9.5 Paypool Notices

Select “Paypool Notices” in the Pay Pool Administrator Menu on the left side navigation bar to display

the Pay Pool Notices menu.
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Figure 9-61: Paypool Notices Menu

Click “Upload Paypool Notice” to display the “Paypool Notices — Upload File” options screen.
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File Upload

File to upload: Browse.
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Paypool target(s): - AMC/LH

Upload File

[ Paypool Notices Menu |

Figure 9-62: Paypool Notices Upload

Enter the name of the file to upload or use the “Browse” button to navigate to it in the windows file

directory.

Add descriptive text to annotate the content and/or purpose of the file to be uploaded.

Choose one or more Paypool target(s) radio buttons.
Click “Upload File” to retrieve the file and store it in the CAS2Net database.

CAS2Net confirms that the file was successfully uploaded.
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File uploaded: cas2net employee CP report (1).pdf
File description: Contnbution Planning Report PDF

| Paypool target: AMC/LH - confirmed

[ Paypool Notices Menu |

Figure 9-63: Paypool Notices Upload Confirmation
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VIEW OR DELETE FILE

Click “View/Delete Paypool Notices” in the Paypool Notices Menu to display the Paypool Notices file

list.
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To save a linked file to your computer, use a right mouse button click on the link and choose "Save Target As...”

[ Paypool Notices Menu ]

Figure 9-64: Paypool Notices List

Click on a filename link to view [and save] the Paypool Notices file.

To delete files, check the leading checkbox on the left of one or more files to be deleted. To quickly
select all files listed, click the top checkbox in the table header. Click “Delete” to remove the selected
files from the CAS2Net database.
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Self-Assessment

Annual Appraisal
Self-Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

You are acting as Francis Freeman
Revert | ChangeSession | Logout

Paypool Notices - Delete Files

Paypool File Status

AMC/LH F32469/cas2net employee CP report (1).pdf The selected paypool notice has been removed. File successfully deleted.

[ Paypool Notices Menu ]

Figure 9-65: Paypool Notices — Delete Files Successful
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10. SUPERUSER

This section provides guidance for the CAS2Net Superuser on how to use CAS2Net to oversee pay pool
operations.

If the Superuser is also a “demo” employee, then the following “Employee Menu” options will appear in
the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-Assessment,
Annual Appraisal Self-Assessment, Closeout Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Superuser has responsibility for rating the performance of direct reports, then the following
supervisor options will appear at the top of the Pay Pool Administrator Menu in the navigation bar:
Contribution Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, and Closeout
Assessment. These features are detailed in Section “5. Level 1 Supervisor”.

The following options appear in the Superuser navigation bar after you have successfully logged in:
Appraisal Status and Lock, Reports, Data Maintenance, Offline Interface, Paypool Notices, and
Session Maintenance.

o Appraisal Status and Lock summarizes the appraisal status of employees in the assigned pay
pool by supervisor level; provides the capability to drill down by supervisor to list employee
details; and locks or unlocks appraisals by sub-panel manager or for the entire pay pool.

Refer to Section “9.1 Appraisal Status and Lock™ for more information about this feature.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

o Data Maintenance provides maintenance tools for creating or updating employee records;
supports assignment of one or more employees to the Level 1 Supervisor, Level 2 Supervisor,
Sub-Panel Manager, or Pay Pool Manager of your assigned pay pool; provides the capability to
assign one or more supervisors to an employee in your assigned pay pool.

Refer to Section 9.3 Data Maintenance” for information relating to data maintenance functions.

o The Offline Interface option provides tools for selecting a pay pool or sub-panel employee data
file to “Download Employee Data” or “Upload Employee Data”.

Section “9.4 Offline Interface” describes the CAS2Net to CMS Spreadsheet “Offline Interface”.

o The Paypool Notices option provides the capability to generate Employee Notice documents
detailing individual payout information.

Refer to Section “9.5 Paypool Notices” for information on this feature.

e The Session Maintenance option provides the capability to assume the role assigned to another
CAS2NET user in your pay pool for the purpose of executing his responsibilities in his absence.
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10.1 Reports

Click “Reports” in the Superuser Menu of the navigation bar to display the Superuser Reports menu.

CAS2Net displays the following report options for the Superuser:

e Appraisal Form Parts I, Il and 111 — Single Employee
e Appraisal Form Parts I, Il and 111 — All Employees
e CAS2Net Status Report & Excel Spreadsheet
e Contribution Planning Status
e Mid-Point Review — Single Employee
e Mid-Point Review — All Employees
o Closeout Assessment — Single Employee
e Closeout Assessment — All Employees
e Appraisal Status Report
o Download Employee Data
e Employee Roster
e Post-Cycle Activity Report
e Supervisor Roster By Employee
e Supervisor Roster By Supervisor
e Zone A/CIP Report
=T Ravert | Chage St | Lonint
MDemo
and Lock
Appraisal Form Parts I, IT and ITI - Single Employees
Repurts- Appraisal Form Parts I, IT and I11 - All Employees
Ezim b Erres CAS2Net Status Report & Excel Spreadsheet
Session Contribution Planning Status
Maintenance
Mid-Point Review - Single Employee
i R Mid-Point Review - All Employees
Paypool Notices Closeout - Single Empl
Demo Reset Closecut Assessment - All Employees
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
Supervisor Roster by Employee
Supervisor Roster by Supervisor
Zone A/CIP Report
Figure 10-1: Superuser Reports Menu
Section “11.2  Supervisor Reports” provides samples of CAS2Net reports.
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10.2 Session Maintenance

This section describes how the system users change and assume the role of another user.
1. Login as Superuser or Full Access User.

2. Click on “Session Maintenance — Assume the role of another user”.

3. CAS2Net displays Session Maintenance screen, includes:

e User Group: Group of organizations, or roles such as Supervisor Level 1, Supervisor Level 2, Pay
Pool Manager, Pay Pool Administrator, etc.
o Selection: displays a dropdown list which contains the supervisors’ names for each User Group

e “Change to selected” buttons

- s Trink
AC:: You are logoed s as h ":
®Demo
[ 7 b e Session Maintenance
G R S

Data Mantesance —
AMCOM (121x) | Ov™ Dummy (AMSaN-1R) 3}

Seasion

Moantrman e

ANESAR (329w [0 Burmemy (1296 - |

Offine Intertace
Paypood Notkes ATAL (500x) | DTy Dvmmy OME =)
Rogoonad Noties -
ATEC (1100-1120) |
A Al Yorce - [idwards | Do Durmerry (09X =
AN MARCORSYSCOM | 2y Dumey (Wi |

€S CSS 1015/1025

Comter St Tunctionad | C™™1 Dummy {AFTC/P) =)

DASA-PIAA 1023/1026 |

Emphoyee
S o —
MDA (510x) | =y Doy (90T 3

PLO GCS 101771027 | 0 Dy (SFALGCS S50

PLO Integeation 10186/102g | T ey
Poy ! o [Cummy Ownmy 11120

Pay Pool Managey | OV Demmy (AFTC/P

TACOM (1250-1258) | oMy Dumeny

The information comained hereim is covered by the Privacy Act of 1974,

Figure 10-2: Session Maintenance Screen

4. Select a role and name from the dropdown list that you wish to assume the role, and then click
“Change to selected” button.
5. CAS2Net displays:

e The current role shown as the name and role of the assumed supervisor
o A “Revert To Self” button
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e The appropriate menu options in the left navigation bar for the selected supervisor and role
e Options to switch to different roles within the organization the assumed

Note: When CAS2Net changes the current role to the selected name and role, the menu options also
changed. The example here shows the assumed supervisor is “Supervisor, Level 17, the left navigation
bar shows all options belong to that role:

Wil are scting as Chris Rl
. Mewiet | Chasge Secas | Ligeat
BDemo
- — Session Maintenance
Cantrik
Pansing
Mid Primd Rrvies Rewert |78, Grcrgs [AMCLA) 5] Herwert To S

[T B PR

Figure 10-3: Session Maintenance — “Current Role Is...” Screen

6. To resume work as the logged in supervisor, click the “Revert To Self” button.
7. CAS2Net goes back to the logged on Superuser or Full Access User’s Session Maintenance screen.
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11. CAS2NET REPORTS

The CAS2NET Reports functionality allows supervisors to generate reports that list employees, appraisal
status, supervisor assignments, etc.

11.1 Employee Reports

e Clicking Reports in the Employee menu of the left side navigation bar brings up a list of reports
that are available to the employee.

o CAS2Net displays CAS2Net report menu

Acq. You are acting as Adam A. Appleton
[ ] Revert | Change Session | Logout
HMDemo
Com oo
Contribution Employee Reports
Planning
Contribution Planning
Mid-Point Review
Self-Assessment Additional Feedback
OO Annual Appraisal Self-Assessment
Self-Assessment Appraisal Form Parts I, II and III - Single Employees
Closeout Self- Mid-Point Self-Assessment
ol Mid-Point Review
Reports Closeout Self-Assessment

Closeout Assessment

Figure 11-1: Employee Reports Menu

October 8, 2013
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11.1.1 Contribution Planning
o From the Employee Reports menu, select Contribution Planning — Single Employee.
o CAS2Net displays the “Contribution Plan — Employee” for the employee.

e Click “Generate” to produce the report.

Acqm You are acting as Peter Olson
Revert | Change Session | Logout

MDemo

[ Erpioyee wems | Contribution Planning - Employee
Contribution "
Planning Report Options
Mid-Point Review | Employee Selection: [Appleton, Adem =

Self-Assessment & 2012

Annual Appraisal © 2011
Self-Assessment Report Format: PDF format® is standard for this report

Appraisal Year:

Reports Command: | Generate

Supervisor I Menu Return to Reports Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Reports

Figure 11-2: Employee Contribution Planning Report Selection

o CAS2Net displays Contribution Planning report with the selected employee name print on the
title (see figure: Employee Contribution Planning Report).

Contribution Planning for Uli Ulanov
Year: 2013

Broadband Level: Occupational Series: Career Path: Expected OCS:

I 301 - Specialist/Analyst NH - Business Management and 42
Technical Management Professional

Contribution Planning:

This 15 Ult's new Contribution Planning instance.

Method of Communication: Date Conducted: 08/22/13

Face to Face

Figure 11-3: Employee Contribution Planning Report
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11.1.2 Additional Feedback

o From the Supervisor Reports menu, select Additional Feedback — Single Employee.
o CAS2Net displays Additional Feedback — Employee screen for the employee.

e C(Click “Generate” to produce the report.

Acqm
[
MDemo

Contribution
Planning

Mid-Point Review
Self-Assessment - & 2012
Appraisal Year:

Annual Appraisal 2011
Self-Assessment

Reports Command:

Additional Feedback - Employee

Report Options

Employee Selection: s

Report Format: PDF format* is standard for this report

Generate |

You are acting as Peter Olson
Revert | Change Session | Logout

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Reports

Supervisor I Menu Retum to Reports Menu

Figure 11-4: Additional Feedback Report Selection

o CAS2Net displays Additional Feedback report with the selected employee name print on the title

(see figure: Employee Additional Feedback Report).

Broadband Level: Oecupational Series:

I 301 - Specialist/Analyst

Contribution Planning:

This is Uli Ulanov's Contribution Planning for 2013.
This is George Fites' portion of the Contribution Planning for 2013.

Overall Supervisor Feedback:

Additional Feedback for Uli Ulanov
As of 05/07/13 10:11

NH - Business Management and 42
Technical Management Professional

This is Beorge Fites” 2013 "overall feedback™ Additional Feedback for Uli Ulanov.

Career Path: Expected OCS:

Problem Sohing

This i5 Beorge Fites' 2013 "problem solving”™ Additional Feadback for Ul Ulanov.

Teamwork'Cooperation

Cuztomer Relation:

Leadership/Supervizion

Communication

This 15 Beorge Fites' 2013 "commumication” Addiional Feedback for Ul Ulanov.

BResource Management

Methed of Communication:

Face to Face

Date Conducted: 03/07/13

Figure 11-5: Employee Additional Feedback Report
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11.1.3 Annual Appraisal Self-Assessment
e From the Employee Reports menu, select Annual Appraisal Self-Assessment.
o CAS2Net displays the “Annual Appraisal Self-Assessment — Single Employee” for the employee.

e Click “Generate” to produce the report.

pam esert | =
BEDemo
Employee Menu Annual Appraisal Self-Assessment - Single Employee
Contribution
Planning

Employee Selection: AMC/LH El Ulanaw, Uli E|

Mid-Point Review

Self-Assessment . a 2013
Appraisal Year: et
Annual Appraisal )
Self-Assessment Command:
Closeout Self-
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.
Figure 11-6: Annual Appraisal Self-Assessment Report Selection

e CAS2Net displays Annual Appraisal Self-Assessment report (see figure: Annual Appraisal Self-
Assessment Report).

Annual Appraisal Self-Assessment for Uli Ulanov
Year: 2013
Ercadband Level: Dccupational Series: Career Fath: Expected OCS:
I 301 - Specialist/Analyst NH - Business Management and 42
Technical Management Professional
Contribution Planning:

This is Ult's new Contibution Planning instance.

Froblem Solving
This is T Ulanow's Anmnal Appraissl Self-Assessment for 2013,

Teamwork/Cooperation

Customer Eelations

Leadership/Sopervision

Commumnication

Fesource Management

Figure 11-7: Annual Appraisal Self-Assessment Report
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11.1.4 Appraisal Form Parts |, Il and Il

e From the CAS2Net employee reports menu, select Appraisal Form Parts I, 11 and Il — Single
Employee.

o CAS2Net displays Appraisal Form Parts I, Il and 11l — Single Employee screen.

e C(Click “Generate” to produce the report.

o CAS2Net displays CCAS Salary Appraisal Document report in three parts: Part | — Salary
Appraisal Form and Contribution Planning; Part Il — Supervisor Assessment and Part Il —
Employee Self-Assessment (see figures: Appraisal Form Parts I, Il and 11l Report, Contribution
Planning ; Appraisal Form Parts I, Il and 111 Report, Part | (Pages 1 and 2); Appraisal Form Parts
I, Il and 111 Report, Part 11; and Appraisal Form Parts Il and 111 Report, Part 111).

i acti Danielle H.
hcom Revert | Chage et | o]
HEDemo
Appraisal Form Parts I, II and III - Single Employee
Contribution Report Options
Planning
" i Part I onky
Mid-Point Review _ W% Part IT onk
Self-Assessment Report Options: [ P:rls 110; "I'II

i Parts I, IT & III

Annual Appraisal
Self-Assessment Employee Selection: AMC/LH El Hoang, Daniells E|

Closeout Self- Appraisal Year: 2013

Assessment
T Command:
The information contained herein is covered by the Privacy Act of 1974.
Figure 11-8: Appraisal Form Parts I, 11 and 111 Report Selection
CCAS SALARY APPRAISAL DOCUMENT FOR 2012
NAME: Dan CURTISS BRATER: Bany Bumns ORG: AMCLH
Eroadband Level: Ocoupational Series: Career Path: QL5
v 230 - Mechanical Engineening MNH - Busmess Management and 100
Techmeal Management Professional

Contribution Planning:

The DoD Crvilian Acqusition Workforee Personnel Demonstration Project (AcqDemo) 15 a Congressionally-mandated project
designed to show that the DoDr Acquusinon, Teclmology. and Logsiics (AT&L) workforce can be iunproved by providmng employees
with a flexible, responsive personnel system that rewards employee contnbunion and provides line managers with greater authority
over personnel actions.

The AcqDemo 15 designed to attract. motivate, and retain high=quality acquisition. technology. and logistics professionals.

Figure 11-9: Appraisal Form Parts I, 11 and 111 Report, Contribution Planning
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

Part |: CCAS Salary Appraisal Form

Hame:
CASZNet ID:
Organization:
Career Path:

Dan CURTISS Series: D&30 Appraisal Period:
4 Broadband Level: From: 01-0CT-11
AMCILHA Retained Pﬂ'!.": No To: 30-SEP-12
NH Presumptive: None

CCAS appraisal.

Bob Amold, Pay Pool Manager

Employee Signature

Discuss evaluation with employee and obtain signature confiming discussion. Signature of employes does not constitute agreement with

Date

Date

Date

Appraizal Detail

Upper Rail 0CS 95
SPL OCS 98
Lower Rail OCS5 102

Owerall Contribution Score: 100
Mext Year's Expected SPL OCS: 99
Approved Rail Position c2

Employee Contribution Pay Comparison Chart

The graph plots the Employee Appraisal relative to the standard pay line
{SPL) and rails. The top and bottom lines are the Upper and Lower Rails.
The middie line is the SPL. The point is the Employee Appraisal.

140K
120K

100K

k.

Owerall Contribution Score

Compensation Detail

3125000 Current Rate of Base Pay
30 G lncrease
+ 352,532 CRI Increase
$127,5322 Mew Rate of Base Pay
+ 527,988 Locality Pay = @ 24.22%
$155,500 Mew Total Salary

51.078

Contribution Award

*Lecality pay has been reduced to cap total salary at the Executive
Schedule Level IV salary cap.

Privasy Aot 3tatement (552a of § LL.E.C.)

1. AUTHORITY: Seotion IILD, Feoeral Asgicter Motios dafed January B, 1988,

2 PURPOSE: This form cummariss the annual svaluation of an smployss o6 contributicn throwgh
CCAS accacement.

3 ROUTINE USE: Thic form ks a computer-gensrated form that ks produced for sach smployes and
oarvkalng the cwarall sconbribation coons and cpaces for the cignaturs of the PPM, the cupsrdcor, and the
employes. The criginal of Sic Torm will be maintained In acocrdance with agency procedurss.

4 DISCLOSURE: The information oondained within thic form Ic perconal In nabsre and ko rectriotsd to
thocs with appropriste parmicclone. Information oollscted on thic fom may b wead for chatictioal and
Impact analycic.

Remarks

Figure 11-10: Appraisal Form Parts I, Il and 111 Report, Part | (Page 1)
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

Part I: CCAS Salary Appraisal Form Fage 2
Hame: Dan CURTISS Series: 0830 Appraisal Period:
CAS2NetID: 4 Broadband Level: |, From: 01-0CT-11
Organization: AMC/LHA Retained Pay: Mo To: 30-SEP-12
Career Path: NH Presumptive: Mone
Factor Categorical Score Final Score
Problem Solving 4H 100
Teamwork/Cooperation 4H 100
Customer Relations 4H 100
Leadership/Supervision 4H 100
Communication 4H 100
Resource Management 4H 100
acs 100
Delta OCS 2
140F
1201 b
100FK
a0k
BOK
Ea] = =
20K ==
Ok
i 20 40 G0 a0 oo 120

Owerall Contribution Score

Figure 11-11: Appraisal Form Parts I, 11 and 111 Report, Part | (Page 2)
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

NAME: Dan CURTISS RATER: Bany Bumns ORG: AMICTH
Broadband Level: Occupational Series: Career Path: S
v %30 - Mechanical Enginsering NH - Busmess Management and 100
Technical Management Professional
PARTII Supervisor Assessment
DRAFT Assessment - not complete until finalized by Pay Pool Panel

Instruction: Provide comments regarding emploves's conwibution agaimst sach factor during the curent Categorical Numeric

year and a score of each factor. Score: Score:
Problem Solving 4H 100
None
Teamwork/'Cooperation 4H 100
None
Customer Relations AH 100
None
Leaderzhip/Supervizion 4H 100
None
Communication 4H 100
None
Eesource Management 4H 100
None

Figure 11-12: Appraisal Form Parts I, Il and 111 Report, Part 11
CCAS SALARY APPRAISAL DOCUMENT FOR 2012

NAME: Dan CURTISS RATER: Banry Bums ORG: AMCILH

Broadband Level: Occupational Series: Career Path: DS

v 830 - Mechanical Engineenng NH - Business Management and Technical 100
Management Professional

PARTIII Employvee Self-Assessment

Problem Solving

This 1s Dan Curfiss' self-assessment for the problem solving factor.

Teamwork'Cooperation

Thas 15 my assessment for the Teamwork/Cooperation factor

Customer Relations

Leaderzhip/Supervision

Communication

Resource Management

Figure 11-13: Appraisal Form Parts I, Il and 111 Report, Part 111
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11.1.5 Mid-Point Review Self-Assessment
e From the Employee Reports menu, select Mid-Point Self-Assessment.

e CAS2Net displays the “Mid-Point Review Self-Assessment — Single Employee” for the
employee.

e Click “Generate” to produce the report.

A M= Ll
HMDemo
Mid-Point Review Self-Assessment - Single Employee
Contribution
Planning

Employee Selection: AMC/LH El Appleton, Adam A |E|

Mid-Point Review
Self-Assessment . @ 2012
Appraisal Year:

2011
Annual Appraisal
Self-Assessment Command:
Closeout Self-
Assassment |Return to Reports Menu
Reports

The infermation contained herein is covered by the Privacy Act of 1974,
Figure 11-14: Mid-Point Review Self-Assessment Report Selection

o CAS2Net displays the Mid-Point Review Self-Assessment report (see figure: Mid-Point Review
Self-Assessment Report).

Mid-Point Review Self-Assessment for Uli Ulanov
Year: 2013

Broadband Level: Occupational Series: Career Path: Expected OCS:

1I 301 - Specialist/Analyst NH - Business Management and 42
Technical Management Professional

Contribution Planning:

Overall Employee Self-Assessment:

Problem Solving

This is Uli Ulanov's Mid-Point Review Self-Assessment for 2013,

Teamwork/Cooperation

Customer Relations

Leadership/Supervision

Communication

Resource Management

Figure 11-15: Mid-Point Review Self-Assessment Report
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11.1.6 Mid-Point Review

e From the CAS2Net employee reports menu, select Mid-Point Review.
e CAS2Net displays Mid-Point Review — Single Employee screen.

e Click “Generate” to produce the report.

e CAS2Net displays Mid-Point Review report with the selected employee name print on the title
(see figure: Mid-Point Review Report).

Acq. You are acting as Adam A. Appleton
] Revert | Change Session | Logout
BMDemo
Mid-Point Review - Single Employee
Contribution Report Options
Planning
Employee Selection: AMC/LH Appleton, Adam A
Mid-Point Review oy E ik E
Self-Assessment Appraisal Year: 2 2011
Annual Appraisal Command:
Self-Assessment
Closeo self-
Assassment
Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-16: Mid-Point Review Report Selection
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ALid-Point Review for Uli Ulanov
Asof 09/11/13 08:50

Eroadband Level: Occupational Series: Career Path: Expected 5
I 301 - Specialist' Analyst MH - Business Management and 42
Techmeal Management Professional

Contribution Planning:

This 15 Uli's new Confribution Planming mstance.

Employee Self-Azsezsment:

Problem Solving

This is UL Ulanov's Mid-Point Beview Self-Assessment for 2013,

Teamwork/Cooperation

Customer Relations

Leadership/Supervision

Communication

Resource Management

Supervizor Assessment:

Problem Solving

This is George Fites 2013 "problem solving” Mid-Point Eeview supervisor assessment for TTH Ulanow,

Teamwork/Cooperation

Customer Relations

This is George Fites 2013 "customer relagons” Mid-Point Beview superviser assessment for Ul Ulanonw,

Leadership/Supervision

Communication

Resource Management

Method of Communication: Date Conducted: 09/11/13
Face to Face

Figure 11-17: Mid-Point Review Report
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11.1.7 Closeout Self-Assessment

o From the Employee Reports menu, select Closeout Self-Assessment.

o CAS2Net displays the “Closeout Self-Assessment — Single Employee” for the employee.

e  Click “Generate” to produce the report.

Appraisal Year: % 2013

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment Return to Reports Menu

Reports

The information contained herein is covered by the Privacy Act of 1974.

¥ actil uli Ulanov
Ao evert || e
EDemo

Closeout Self-Assessment - Single Employee

Contribution Report Options

Planning

E Selection: AMC/LH ul » Ul
Mid-Point Review et L b} |Uiarov, u =
Self-Assessment i 2014

Figure 11-18: Closeout Self-Assessment Report Selection

o CAS2Net displays the Mid-Point Review Self-Assessment report (see figure: Closeout Self-

Assessment Report).

Closeout Self-Assessment for Uli Ulanov
Year: 2013
First Level Supervisor: Chris Babbtt

Expected OCS
Broadband Level: Occupational Series: Career Path: Range:

I 334 - Computer Specialist NH - Business Management and 48 - 51 -55
Technical Management Professional

Start Date: 10/01/2012 End Date: 05/03/2013 As Of: 06/04/1310:22

Reason for Closeout Assessment: Change in Supervisor

Contribution Planning:

Overall Employee Self-Assessment:

Ul Ulanov's "overall" closeout review self-assessment.

Problem Solving

Uli Ulanov's "problem solving" closeout review self-assessment

Teamwork/Cooperation

'Uli Ulanov's "teamwork and cooperation” closeout review self-assessment

Customer Relations

Uli Ulanov's "customer relations" closeout review self-assessment.

Leadership/Supervision

Ul Ulanov's "leadership and supervision” closeout review self-assessment

Communication

Uli Ulanov's "communication” closeout review self-assessment.

Resource Management

Ul Ulanov's "resource management” closeout review self-assessment.

Figure 11-19: Closeout Self-Assessment Report
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11.1.8 Closeout Assessment
e From the CAS2Net employee reports menu, select Closeout Assessment.
o CAS2Net displays Closeout Assessment — Single Employee screen.
e Click “Generate” to produce the report.

o CAS2Net displays Closeout Assessment report with the selected employee name printed in the
title (see figure: Closeout Assessment Report).

¥ acti Uli Ulanov
hcam et | e S
EDemo
Closeout Assessment - Single Employee
Contribution Report Options

Planning
Employee Selection: AMC/LH Ulanow, Uli

Mid-Point Review El El
Self-Assessment

Annual Appraisal

Self-Assessment Command:

Closeout Self-
Assessment Return to Reports Menu
Reports

The information contained herein is covered by the Privacy Act of 1974.
Figure 11-20: Closeout Assessment Report Selection
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Closeout Assessment for Ul Ulanov
Year: 2013
First Level Supervisor: Chris Babbitt

Start Date: 100012012 End Diate: 05032013

Feason for Closesnt Assessment: Change in Superisar
Contribution Planming:
This is Tk Ulanos's Contribution Planmimg for 2013

And this is Chris Babhétts' inpat to Uli's Contribution Planrings for 2013.
Chriz Babbitt modified the Comtritution Planming text on Fome 17 at 16:10 pm

Owerall Emplovee Sel-Assessment:
T Ulanew’s "owerall” closeouf review self-asseszment.

Expecied 005
Broadband Level: Oocupatiomal Series: Career Path: Fsmge:
I 334 - Computer Specilist NH - Buzmess Marnagement and 48 - E1 -35

Techmical Management Profeszional
A OFf: (9726713 12200

Froblem Solvizz

U Ulanow’s “peohblem sohding” dioseont review salf-messmmant

Teammwork Cooperation

Ul Ulano's “sanmvork 2nd cooperation” clossout review welf-assesmant

Cuseomer Relation:

U7 Ulanon's "costomer relations” closeout muiew self-asses sment

Leaderhip Sepervizion

Ul Uanow's “leadardp and supanvision” closeout review walf-assowmant
Communicaden

UL Ulanow's “commumicaton” clesecst moview self-assesmment

Feesonrce Management

U Ulanon's "rewoeros ant” closeout reiew walf-asseunant
Sopervisor Asessment:

Chris Babbatt's "overall” closeouf review sapervisor assessment

I: uhhm gul 1-. -

Chmris Babbist's. "pooblem solving” clossout raview superrisor asmes et
Teammroric Cooperation

Chris Babbitt's. "wanmrerk and cooparation” clossout rentaw soparvisor aisessmsant
Cuseemer Reladons

Chris Babbints "customer relaticns” closout mnview SUDSOVIsT a5 amant.

Chris Babbist's. "leadarsbop and supanvision” closeout meniew sopariisor a5 wmsamsant.
Communicabon

Chris Babbitt’s. "commmication” clossost meview mpandsor assemant.

Fesource Management

Chris Babbist's "resoraros mumagsnvant” closeout Ieview Soparidsor Anvtanant.
Method of Commumication: Date Conducted:

Figure 11-21: Closeout Assessment Report

October 8, 2013 11-14

CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

11.2 Supervisor Reports

Clicking Reports in the supervisor menu of the left side navigation bar brings up a list of reports that are

available to the supervisor role.

Acqm

Contribution Planning - Single Employee
Contril ing - All
Feedback - Single
Feedback - All

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self- Appraisal Form Parts I, IT and III - Single Employees

Assessment Appraisal Form Parts I, IT and III - All Employees

You are acting as Chris Babbitt
Revert | Change Session | Logout

m

HDemo
[ SE—— Reports
Planning

Reports Mid-Point Review - Single Employea
Mid-Point Review - All Employees

Supervisor T Menu cl - Single
Closeout Assessment - All Employees

Contribution

Planning

Additional

Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-22: Supervisor Reports Menu

11.2.1 Contribution Planning — Single Employee

Single Employee.

o From the Supervisor Reports menu, select Contribution Planning —

o CAS2Net displays Contribution Plan — Employee screen (see figure: Contribution Planning
Report — Single Employee Selection).

o Select employee from the Employee Selection dropdown list and click “Generate” to produce the
report.

[ )

title (see figure: Contribution Planning Report).

CAS2Net displays Contribution Planning report with the selected employee name print on the

Acqm
|
HDemo

Contribution
Planning

Revert |

Employee Selection: AMC/LH Appleton, Adam A
Mid-Point Review oy El er
Self-Assessment 2014
2012

Annual Appraisal Appraisal Year:

You are acting as Chris Babbitt

Contribution Planning - Single Employee

=

Change Session | Logout

2012
Self-Assessment 2011
Closeout Self-
=
Assessment Senerate
Reports Return to Reports Menu

Contribution

Planning

Additional
Feedback

Figure 11-23: Contribution Planning Report — Single Employee Selection
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Contribution Planning for Uli Ulanov
Year: 2013

I 301 - Specialist/Analyst NH - Business Management and 42
Technical Management Professional

Contribution Planning:

This 15 Ult's new Contribution Planning instance.

Method of Communication: Date Conducted: 08/22/13

Face to Face

Broadband Level: Occupational Series: Career Path: Expected OCS:

Figure 11-24: Contribution Planning Report

11.2.2 Contribution Planning — All Employees
o From the Supervisor Reports menu, select Contribution Planning — All Employees.
o CAS2Net displays Contribution Plan screen.

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the

reports, his/her name is defaulted and no other names show in the dropdown list).

e Click “Generate” to produce the report.

e CAS2Net displays Contribution Planning reports of all employees, with each employee name
print on the title of each employee Contribution Planning report (Note: All Employees report
format is the same as Single Employee format, see figure: Contribution Planning Report for

example).
Aol mevert T T
EDemo

Contribution Plan by Supervisor

Planning
Selection Type: Self as suparvisor
Mid-Point Review
Self-Assessment Supervisor Selection: Babbitt, ChrisE

& First Level Suparvisor
. Sub-Panel Meeting

Annual Appraisal

Self-Assessment Supervisor Type:

Closeout Self- - 2014
Assessment Assessment Year: = 2013

ear . 2012
Reports Zoz011

Report Format: PDF format® is standard for this report

Supervisor I Menu G I: |Generate
Contribution Return to Reports Menu
Planning
Additional

Feedback
Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-25: Contribution Planning Report — All Employees Selection
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11.2.3 Additional Feedback — Single Employee

Report — Single Employee Selection).
Select employee from the Employee Selection dropdown list.

Click “Generate” to produce the report.

(see figure: Additional Feedback Report).

From the Supervisor Reports menu, select Additional Feedback — Single Employee.
CAS2Net displays Additional Feedback — Employee screen (see figure: Additional Feedback

CAS2Net displays Additional Feedback report with the selected employee name print on the title

Acqm
m
HEDemo

Contribution
Planning
Employee Selection: AMC/LH

El Harris, Hanry

Mid-Point Review
Self-Assessment 2014

_ 2013
Annual Appraisal Appraisal Year:
Self-Assessment

Additional Feedback - Single Employee

You are acting as Chris Babbitt
Revert | Change Session | Logout

Closeout Self- .
C

Assessment Generate

S Return to Reports Menu

Supervisor I Menu

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-26: Additional Feedback Report — Single Employee Selection

October 8, 2013
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Additional Feedback for Uli Ulanov
As of 05/07/13 10:11

Broadband Level: Oeceupational Series: Career Path: Expected OCS:

I 301 - Specialist/Analyst NH - Business Management and 42
Technical Management Professional

Contribution Planning:

This 15 Uli Ulanov's Contribution Planning for 2013.
Thus 1s George Fites' portion of the Contnbution Planming for 2013.

Overall Supervisor Feedback:
This is Beorge Fites’ 2013 "overall feedback™ Additienal Feedback for Uli Ulanov.

Problem Solving

Thiz is Beorge Fites' 2013 "problem solving” Additional Feedback for Ul Ulanow.

Teamwork'Cooperation

Customer Relations

Leaderzhip/Supervizion

Communication
This is Beorge Fites' 2013 "commumnication” Addiional Feedback for Uli Ulanov.

Eesource Management

Method of Communication: Date Conducted: 03/07/13

Face to Face

Figure 11-27: Additional Feedback Report
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11.2.4 Additional Feedback — All Employees
e From the Supervisor Reports menu, select Additional Feedback — All Employees.
o CAS2Net displays Additional Feedback screen (see figure: Additional Feedback Report - All

Employees Selection).

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the
reports, his/her name is defaulted and no other names show in the dropdown list).

e C(Click “Generate” to produce the report.

e CAS2Net displays Additional Feedback reports of all employees, with each employee name
printed in the title of each employee Additional Feedback report.

(Note: All Employees report format is the same as Single Employee format, see figure:
Additional Feedback Report for example).

Acqm
]
HEDemo

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Supervisor I Menu
Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

You are acting as Chris Babbitt
Revert | Change Session | Logout

Additional Feedback - All Employees

Selection Type: Self as suparvisor
Supervisor Selection: Babbitt, ChrisE

@ First Level Supervisor
. Sub-Panel Meeting

- 2014
2 2013
i 2012
- 2011

Report Format: PDF format® is standard for this report

Command:
Return to Reporis Menu

Supervisor Type:

Assessment Year:

Figure 11-28: Additional Feedback Report - All Employees Selection
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11.2.5 Appraisal Form Parts I, Il and Ill — Single Employee
e From the Supervisor Reports menu, select Appraisal Form Parts I, Il and Il — Single Employee.

e CAS2Net displays Appraisal Form Parts I, 11 and 111 screen (see figure: Appraisal Form Parts Il
and 111 — Single Employee selection).

o Select employee from the Employee Selection dropdown list and click “Generate” to produce the

report.

e CAS2Net displays CCAS Salary Appraisal Document report in three parts: Part | — Salary
Appraisal Form and Contribution Planning; Part 1l — Supervisor Assessment and Part 1l —
Employee Self-Assessment (see figures: Appraisal Form Parts I, 1l and I1l Report, Contribution
Planning ; Appraisal Form Parts I, Il and Il Report, Part | (Pages 1 and 2); Appraisal Form Parts
I, I1'and 111 Report, Part 11; and Appraisal Form Parts Il and 111 Report, Part I11).

Closeout
Assessment

Reports

¥ actis Chris Babbitt
Acom et | e
EDemo
Appraisal Form Parts I, IT and III - Single Employee
Planning
0 . PartI onhy
Mid-Point Review _ % Part II onl
Self-Assessment Report Options: I P:rts uo; }’II

Annual Appraisal |

Self-Assessment Employee Selection: AMC/LH Izl Appleton, Adam A Izl
Closeout Self- @ 2013
Assessment o sp12
2011
Reports
= Appraisal Year: 20032
2002
S _ " 2001
! 2000
Contribution G d: |Generate
Planning
Additional Return to Reports Menu
Feedback

Mid-Point Review

Annual Appraisal

1@ Parts 1, 1T & III

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-29: Appraisal Form Parts I, 11 and 111 — Single Employee Selection

CCAS SALARY APPRAISAL DOCUMENT FOR 2012

Broadband Level:
v

NAME: Dan CURTISS RATER: Bany Bums ORG: AMICTH
Occupational Series: Caresr Path: QTS5
830 - Mechanical Engineering MH - Busmess Management and 100

Technical Management Professional

Contribution Planning:

The DoD Civilian Acquisition Workforce Personne]l Demonstration Project (AcqDemo) is a Congressionally-mandated project
designed to show that the DoD Acquisition. Technology. and Lomstics (AT&L) workforce can be improved by providing employees
with a flexible, responsive personnel system that rewards employes contnbution and provides Ling managers with greater authority
over personnel actions.

The AcqDemo 15 designed to attract. motivate, and retain high=quality acquisition. technology. and logistics professionals.

Figure 11-30: Appraisal Form Parts I, 11 and 111 Report, Contribution Planning

October 8, 2013
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

Part |: CCAS Salary Appraisal Form

Hame: Dan CURTISS Series: 0830 Appraisal Period:
CASZNetID: 4 Broadband Level: |, From: 01-0CT-11
Organization: AMC/LHA Retained Pay: Mo Ta: 30.SEP-12
Career Path: MH Presumptive: Mone

CCAS appraisal.

Bob Amold, Pay Pool Manager

Employes Signature

Discuss evaluation with employee and obtain signature confirming discussion. Signature of employes does not constitute agreement with

Date

Appraisal Detail

Cwerall Contribution Score: 100
Mext Year's Expected SPL OCS: 99
Approved Rail Position c2

Upper Rail 0CS 95
SPLOCS 98
Lower Rail OCS 102

Employee Contribution Pay Comparison Chart

The graph plots the Employes Appraisal relative to the standard pay line
{SPL) and rails. The top and bottom lines are the Upper and Lower Rails.
The middiz line is the SPL. The paint is the Employes Appraisal

140K
120K

100K

aa
Owerall Confribution §core

Lon 121

Compensation Detail
§125.000
50
§2.532
£127,532
+ 327 068
$155,500

§1.072

Current Rate of Base Pay
G Increase

+

CRI Increase
Mew Rate of Base Pay
@ 24.22%

Lacality Pay »

Mew Total Salary
Contribution Award

"Locality pay has been reduced to cap total salary at the Executive
Schedule Level IV salary cap.

Privacy Aot 2iatement (8522 of § LLE.C.}

1. AUTHORITY: Esotion IILD, Federal Asgicter Motios dated January B, 1988,

2. PURPOZE: Thic A4Th CLTMariss the annual ewalusaticn of an smployss LG sontributicn throwgh
CCAE accacomant.

3. ROUTIME USE: Thic form e a compuier-gensrated form that ko produced for ssch senployes and
eontalng the cverall contribution coors and cpace for the cignaturs of the PPM, the cupersicor, and the
senployes. The criginal of Sile form will be malriained In soocrdanos with agenoy proosdurse.

4 DIFCLOZURE: The Information sontainesd within thic form lc perconal In nabaes and ko reciriotsd o
thoce with appropriate permicclons. Information sollectsd on thic form may be soad for ctatictical and
Impacd analyols.

Remarks

Figure 11-31: Appraisal Form Parts I, 11 and 111 Report, Part | (Page 1)
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

Part I: CCAS Salary Appraisal Form Fage 2
Hame: Dan CURTISS Series: 0830 Appraisal Period:
CAS2NetID: 4 Broadband Level: |, From: 01-0CT-11
Organization: AMC/LHA Retained Pay: Mo To: 30-SEP-12
Career Path: NH Presumptive: Mone
Factor Categorical Score Final Score
Problem Solving 4H 100
Teamwork/Cooperation 4H 100
Customer Relations 4H 100
Leadership/Supervision 4H 100
Communication 4H 100
Resource Management 4H 100
acs 100
Delta OCS 2
140F
1201 b
100FK
a0k
BOK
Ea] = =
20K ==
Ok
i 20 40 G0 a0 oo 120

Owerall Contribution Score

Figure 11-32: Appraisal Form Parts I, 11 and 111 Report, Part | (Page 2)

October 8, 2013
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

NAME: Dan CURTISS RATER: Bany Bumns ORG: AMICTH
Broadband Level: Occupational Series: Career Path: S
v %30 - Mechanical Enginsering NH - Busmess Management and 100
Technical Management Professional
PARTII Supervisor Assessment
DRAFT Assessment - not complete until finalized by Pay Pool Panel

Instruction: Provide comments regarding emploves's conwibution agaimst sach factor during the curent Categorical Numeric

year and a score of each factor. Score: Score:
Problem Solving 4H 100
None
Teamwork/'Cooperation 4H 100
None
Customer Relations AH 100
None
Leaderzhip/Supervizion 4H 100
None
Communication 4H 100
None
Eesource Management 4H 100
None

Figure 11-33: Appraisal Form Parts I, Il and 111 Report, Part 11
CCAS SALARY APPRAISAL DOCUMENT FOR 2012

NAME: Dan CURTISS RATER: Banry Bums ORG: AMCILH

Broadband Level: Occupational Series: Career Path: DS

v 830 - Mechanical Engineenng NH - Business Management and Technical 100
Management Professional

PARTIII Employvee Self-Assessment

Problem Solving

This 1s Dan Curfiss' self-assessment for the problem solving factor.

Teamwork'Cooperation

Thas 15 my assessment for the Teamwork/Cooperation factor

Customer Relations

Leaderzhip/Supervision

Communication

Resource Management

Figure 11-34: Appraisal Form Parts I, Il and 111 Report, Part 111
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11.2.6 Appraisal Form Parts I, Il and Ill — All Employees

e From

the Supervisor Reports menu, select Appraisal Form Parts I, 11 and 111 — All Employees.

o CAS2Net displays Appraisal Form Parts 1, 11 and 111 screen (see figure: Appraisal Form Parts I, 11
and 111 - All Employees Selection).

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the
reports, his/her name is defaulted and no other names show in the dropdown list).

e C(Click

“Generate” to produce the report.

e CAS2Net displays all employees’ CCAS Salary Appraisal Document reports:

o CCAS Salary Appraisal Document cover page: supervisor name, supervisor role, year of
performance (see figure: Annual Appraisal Report Parts Il and 111 — All Employees, cover
page).

o CCAS Salary Appraisal Document reports of all employees, each employee’s report
contains three parts: Part | — CCAS Salary Appraisal Form, Part 1l — Supervisor
Assessment and Part 11 — Employee Self-Assessment (see figures: Appraisal Form Parts
I, I1'and 111 Report, Contribution Planning ; Appraisal Form Parts I, Il and 111 Report, Part
I (Pages 1 and 2); Appraisal Form Parts I, Il and Il Report, Part 1l; and Appraisal Form
Parts 1l and Il Report, Part I11).

hom Ravert | Charg Sl 2e S
BDemo
Pay Pool Manager Mes Appraisal Form Parts I, IT & III - By Supervisor

Meeti

ng

Reports @ Part II only

Appraisal Status

. Part I anly
Report Options: " Parts 11 & III
~ Parts I, IT & III

Selection Type: All Paypool Supervisors
Supervisor Selection: AMC/LH Arncld, Bob [=]
_. Supervisor 2
~ Paypool Manager

| 2013
- 2012
- 2011
- 2003
- 2002
- 2001

Report Format: PDF format® is standard for this report

Command:
Return to Reports Menu

Supervisor Type:

Assessment Year:

The information contained herein is covered by the Privacy Act of 1974,

Figure 11-35: Appraisal Form Parts I, 11 and 111 — All Employees Selection
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CCAS SALARY APPRAISAL DOCUMENT FOR 2012

CCAS SALARY APPRAISAL DOCUMENT

Supervisor of group: Bob Arnold

Supervisor Role: First Level Supervisor

Bob Amaold

Criteria: Supervisor:

Supervisor Role: First Level Supervisor

Appraisals Year: 0mz2

Figure 11-36: Annual Appraisal Report Parts I, 11 and 111 — All Employees, Cover Page

October 8, 2013
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11.2.7 Mid-Point Review — Single Employee

o From the Supervisor Reports menu, select Mid-Point Review — Single Employee.

e CAS2Net displays Mid-Point Review — Employee screen (see figure: Sample Mid-Point Review

Report — Single Employee selection).
o Select employee from the Employee Selection dropdown list.

e Click “Generate” to produce the report.

o CAS2Net displays Mid-Point Review report with the selected employee name print on the title

(see figure: Mid-Point Review Report).

Acqm
'm
HDemo

Contribution

Revert | Change Session | Logout

Mid-Point Review - Single Employee

You are acting as Chris Babbitt

Feedback
Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Planning
Employee Selection: AMC/LH Ulanow, Uli

Mid-Point Review El El
Self-Assessment 2014

_ 2013
Annual Appraisal Appraisal Year: ;-
Self-Assessment S ALl

2011

Closeout Self- .
Assessment ErTriT e
Reports Raturn to Reports Menu
Supervisor I Menu
Contribution
Planning
Additional

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-37: Mid-Point Review Report — Single Employee Selection
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ALid-Point Review for Uli Ulanov
As of 09/11/13 08:50

Eroadband Level: Occupational Series: Career Path: Expected DC5:
I 301 - Specialist' Analyst MH - Business Management and 42
Techmeal Management Professional

Contribution Planning:

This 15 Ult's new Confribution Planming mstance.

Employee Self-Azsezsment:

Problem Solving

This is UL Ulanov's Mid-Point Feview Self-Aszessment for 2013,

Teamwork/C ooperation

Customer Relations

Leadership/Supervision

Communication

Resource Management

Supervizor Assessment:

Problem Solving

This is George Fites 2013 "problem solving™ Mid-Point Feview supervisor assessment for T Ulanow,

Teamwork/C ooperation

Customer Relations

This is George Fites 2013 "customer reladons” Mid-Point Feview supervisor assessment for U Ulanow,

Leadership/Supervision

Communication

Fesource Management

Methed of Communication: Date Conducted: 0911713

Face to Face

Figure 11-38: Mid-Point Review Report
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11.2.8 Mid-Point Review — All Employees

e From the Supervisor Reports menu, select Mid-Point Review — All Employees.

e CAS2Net displays Mid-Point Review screen (see figure: Sample Mid-Point Review Report - All

Employees selection).

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the
reports, his/her name is defaulted and no other names show in the dropdown list).

o Click “Generate” to produce the report.

o CAS2Net displays Mid-Point Review reports of all employees, with each employee name print on

the title of each employee Mid-Point Review report.

(Note: All Employees report format is the same as Single Employee format, see figure: Mid-Point

Review Report for example).

Acqm
[ ]
HEDemo

Selection Type: Self as suparviser
Mid-Point Review

Revert | Change Session | Logout

Mid-Point Review - All Employees
Planning

You are acting as Chris Babbitt

Feedback
Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Self-Assessment Supervisor Selection: Babbitt, Chris[¥|
Annual Appraisal - . @ First Level Supervisor
Self-Assessment EETET T i Sub-Panel Meeting
Closeout Self- 2014
Assessment Assessment Year: = 2013

2012
Reports 2011

Report Format: PDF format® is standard for this report

Supervisor I Menu Command:
Contribution Return to Reports Menu
Planning
Additional

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-39: Mid-Point Review Report - All Employees Selection
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11.2.9 Closeout Assessment — Single Employee

o From the Supervisor Reports menu, select Closeout Assessment — Single Employee.

o CAS2Net displays the Closeout Assessment — Single Employee screen (see figure: Closeout

Assessment Report — Single Employee selection).
o Select employee from the Employee Selection dropdown list.

e Click “Generate” to produce the report.

o CAS2Net displays Closeout Assessment report with the selected employee name printed in the

title (see figure: Closeout Assessment Report).

Acqm
[
BDemo

Contribution
Planning

Revert | Change Session | Logout

Closeout Assessment - Single Employee

You are acting as Chris Babbitt

Contribution
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

Employee Selection: AMC/LH Ulanov, Uli
Mid-Point Review El E
Self-Ass t i
. essman Appraisal Year: ;- ggi‘;
Annual Appraisal e
Self-Assessment Command:
Closeout Self-
Assessment Return to Reports Menu
Reports
Supervisor I Menu

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-40: Closeout Assessment Report — Single Employee Selection

October 8, 2013
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Closeout Assessment for Ul Ulanov
Year: 2013
First Level Supervisor: Chris Babbitt

Start Date: 100012012 End Diate: 05032013

Feason for Closesnt Assessment: Change in Superisar
Contribution Planming:
This is Tk Ulanos's Contribution Planmimg for 2013

And this is Chris Babhétts' inpat to Uli's Contribution Planrings for 2013.
Chriz Babbitt modified the Comtritution Planming text on Fome 17 at 16:10 pm

Owerall Emplovee Sel-Assessment:
T Ulanew’s "owerall” closeouf review self-asseszment.

Expecied 005
Broadband Level: Oocupatiomal Series: Career Path: Fsmge:
I 334 - Computer Specilist NH - Buzmess Marnagement and 48 - E1 -35
Techmical Management Profeszional

A OFf: (9726713 12200

Froblem Solvizz

U Ulanow’s “peohblem sohding” dioseont review salf-messmmant

Teammwork Cooperation

Ul Ulano's “sanmvork 2nd cooperation” clossout review welf-assesmant

Cuseomer Relation:
U7 Ulanon's "costomer relations” closeout muiew self-asses sment

Lesdership Sapervizion
Ul Uanow's “leadardp and supanvision” closeout review walf-assowmant

Communicaden

UL Ulanow's “commumicaton” clesecst moview self-assesmment

Feesonrce Management

U Ulanon's "rewoeros ant” closeout reiew walf-asseunant
Sopervisor Asessment:

Chris Babbatt's "overall” closeouf review sapervisor assessment

I: uhhm gul 1-. -

Chmris Babbist's. "pooblem solving” clossout raview superrisor asmes et
Teammroric Cooperation

Chris Babbitt's. "wanmrerk and cooparation” clossout rentaw soparvisor aisessmsant
Cuseemer Reladons

Chris Babbist's: "customes relations” cloweout mviw sIEsamyisor 3556 asent.

Chris Babbist's. "leadarsbop and supanvision” closeout meniew sopariisor a5 wmsamsant.
Communicabon

Chris Babbitt’s. "commmication” clossost meview mpandsor assemant.

Fesource Management

Chris Babbist's "resoraros mumagsnvant” closeout Ieview Soparidsor Anvtanant.
Method of Commumication: Date Conducted:

Figure 11-41: Closeout Assessment Report
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11.2.10 Closeout Assessment — All Employees
e From the Supervisor Reports menu, select Closeout Assessment — All Employees.

o CAS2Net displays Closeout Assessment — All Employees screen (see figure: Closeout
Assessment - All Employees selection).

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the
reports, his/her name is defaulted and no other names show in the dropdown list).

o Click “Generate” to produce the report.

e CAS2Net displays Closeout Assessment reports of all employees, with each employee name
printed in the title of each employee Closeout Assessment report.

(Note: All Employees report format is the same as Single Employee format, see figure: Closeout
Assessment Report for example).

¥ acti Chris Babbitt
Ac:: Revert | Change Sescon | Logout
HEDemo

Closeout Assessment - All Employees

Planning

Selection Type: Salf as supervisor
Mid-Point Review
Self-Assessment Supervisor Selection: Babbitt, Chrislzl

@ First Level Suparvisor
. Sub-Panel Meeting

Annual Appraisal

Si i T H
Self-Assessment L

Closeout Self- - 2014
Assessment Assessment Year: = igig
Reports = 2011
Report Format: PDF format® is standard for this report
Supervisor I Menu Command:
Contribution Return to Reports Menu
Planning

Additional
Feedback

Mid-Point Review
Annual Appraisal

Closeout
Assessment

Reports

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-42: Closeout Assessment - All Employees Selection
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11.3 Administrative Reports

Clicking Reports in the navigation menu of any CAS2Net manager or administrator user provides access
to combinations of supervisor and administrative reports, depending on the specified role.

This section documents the administrative reports that provide information for managing pay pools and
employees as they participate in CAS2Net—including:

CAS2Net Status Report & Excel Spreadsheet
Appraisal Status Report

Download Employee Data

Employee Roster

Post-Cycle Activity Report

Supervisor Roster by Employee

Supervisor Roster by Supervisor

Zone A/CIP Report

Note. Section 11.2 Supervisor Reports details employee assessment reports available to all supervisors.

Acqm
'm
BDemo

Employee Menu

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Youw are acting as Francis Freeman
Revert | Change Session | Logout

Reports

Pay Pool Administrator Reports

Appraisal Form Parts I, IT and II1 - Single Employees
Appraisal Form Parts I, IT and III - All Employees
CAS2Net Status Report & Excel Spreadshest
Mid-Point Review - Single Employee
Mid-Point Review - All Employees
Closeout Assessment - Single Employee
Closeout Assessment - All Employees
Appraisal Form Part I1 By Employee
Appraisal Form Part II By Supervisor
Appraisal Status Report
Download Employee Data
Employee Roster
Post-Cycle Activity Report
Supervisor Roster by Employes
Supervisor Roster by Supervisor
Zone AJCIP Report

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-43: Pay Pool Administrator Reports Menu
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11.3.1 CAS2Net Status Report & Excel Spreadsheet
The CAS2Net Status Report summarizes status information for all current year employee assessments

within a pay pool.

Contribution
Planning

Mid-Point Review
Self-Assessment

CAS2Net Status Report

Paypool Selection:

Report Format:

You are acting as Francis Freeman
Revert | Change Session | Logout

Report Options

AMC/LH ||
Comma Separated Values {CSV) fil=

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

Annual Appraisal A Name
Self-Assessment SortBy: Office S_',rmhol
. Supearvisor [1st lavel)
Closasut Self- i 1D
Assessment
Command:
Reports
Return to Reports Menu

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-44: CAS2Net Status Report Selection

A B C D E F G H I 1 K L M :
1 |CAS2Net Status Report |
2
3 |Paypool AMC/LH Status Ke (Blank)=Not Started
4 AsOf: 10/9/2013 15:52 S=Started
5 R=Released =
6 N=Not Complete (annual appraisal only)
7 Y=Complete (annual appraisal only)
8

Mid- Mid- Self
Office Sub-Panel  AcgDemo CPEmp CPSupv Point Point Assessm  Annual
9 EmplID Last Name First Name Symbol Supervisar Mgr StartDate  Input Approval Self  Review ent  Appraisal
10 2612 Appleton Adam AMC/LHA  Chris Babbitt  Chris Babbitt 1-Jan-11 s R s Y
11 43 Arndt Aaron AMC/LHXTA Helen Gonzalez Chris Babbitt 1-Feb-99 Y
12 19 Artis Ay AMC/LHXTA Ike Hansen Chris Babbitt ~ 1-Feb-99 Y
13 15 Babbitt Chris AMC/LHX5A Helen Gonzalez Chris Babbitt  24-Oct-00 Y
14 2614 Bracken Billy AMC/LH Peter Clson Chris Babbitt 1-Jan-11
15 1843 Burns Barry AMC/LHACA Helen Gonzalez ChrisBabbitt 12-Aug-01 R Y
16 44 Butler Bryce AMC/LHXTA Chris Babbitt  George Fites  1-Feb-99 s R R N
17 45 Cavasos Carmen AMC/LHXTE Ike Hansen Chris Babbitt 1-Feb-99 Y
EI 21 Ccelon Connie AMC/LHACA Peter Olson Chris Babbitt  1-Aug-03 I Y _I

19 4 Curtiss Dan AMC/LHA  lke Hansen Chris Babbitt  1-Feb-99 Y
20 46 Dancy Dyanne AMC/LHXTB ke Hansen Chris Babbitt  1-Feb-93 Y
21 22 Donaldson Dennis AMC/LHACE Richard Quarles Chris Babbitt  1-Feb-99 ¥
22 47 Emerson Erica AMC/LHXTE Ike Hansen Chris Babbitt 1-Feb-99 R 5 ¥ =
4 4 » M| CAS2NetStatus ppAMCLH ¥ ) el il | [

Figure 11-45: CAS2Net Status Report
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11.3.2 Appraisal Status Report
Presents the status of appraisals within a pay pool.

Acam R T e e
WDemo
Empioyetiem Appraisal Status Report

Contribution Report Options
Planning

Paypool Selection: AMC/LH[»|

Mid-Point Review

Self-Assessment Report Format: PDF format® is standard for this report
Annual Appraisal Command:

Self-Assessment

Closeout Self- Return to Reports Menu

Assessment

Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-46: Appraisal Status Report Selection

Acqm
i
EDemo

Test Data

Paypool Personnel Assigned Appraisals Pct Funding Finalize?

Appraisal Status Report

Count PPM Completed Complete CRl CA Can? Did?

AMCILH
1 PP's:

Figure 11-47: Appraisal Status Report

October 8, 2013 11-34 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

11.3.3 Download Employee Data

Presents employees within a pay pool’s information based on selected data fields.

-
Microsoft Excel - acqgtest1.offline_interface.empdownload_csv [Read-Only]

(5] Bl Edit iew Insert Format Took Data  window  Live Mesting  Help Type aquestion forhelp = o & %
RN~ RERE = RN« N RN S R A - HLE -0 -|B I U|E “ 5 A B
& snagtt = | window - ! : FF Meet Now | 57 User Preferences... | Live Mesting Help ~ !
H1 - & Prelim Score 1

A B [c|] o [ E | F G T v [ [w | x| v [R®
| 1 |Paypool 1st Level Superisor |ID#  Last NameFirst Mame  Start Date |Locality Code
| 2 |AMC/LH George Fites 43 Arndt Aaran 1-Feb-29 L&
| 3 |AMC/LH Peter Olson 19 Artis Ay 1-Feb-99 LA
4 |AMC/LH Larry Koenig 15 Babbitt  Chris 25-0ct-00 NA,
| 5 |AMC/LH Peter Olson 1843 Bums Barry 12-Aug-01 LA
| B |AMC/LH George Fites 44 Butler Bryce 1-Feb-99 LA
| 7 |AMC/LH Ike Hansen 45 Cavasos  |Carmen 1-Feb-99 LA
| 8 |AMC/LH Peter Olson 21 Celon Connie 1-Aug-03 LA
| 9 |AMC/LH Bob Amald 4 Curtiss  Dan 1-Feb-29 L&
| 10 |AMC/LH Ike Hansen 46 Dancy Dyanne 1-Feb-99 LA
1T |AMC/LH Richard Quarles 22 Danaldson Dennis 1-Feb-39 LA
| 12 |AMC/LH Ike Hansen 47 Ernerson |Erica 1-Feb-929 LA
| 13 |AMC/LH Richard Quarles 23 Evans Erin 1-Feb-99 LA
| 14 |AMC/LH Bob Amald 5 Evans Francis 1-Feb-29 L&
| 156 |AMC/LH Richard Quarles 24 Farngworth Fred 1-Feb-99 LA
16 |AMC/LH Nancy Michelson 17 Fites George 1-Feb-39 LA
| 17 |AMC/LH Bob Amold 2 Freeman |Francis 1-Feb-93 LA
| 18 |AMC/LH Bob Amold 3 Garfield | George 1-Feb-99 LA
| 19 |AMC/LH Dan Curtiss 6 Gonzalez Helen 15-May-03 LA
| 20 |AMC/LH Richard Quarles 26 Grimes  |Garth 1-Feb-99 LA
| 21 |AMC/ILH MNancy Michelson 18 Hansen Ike 1-Feb-29 L&
| 22 |AMC/LH Tammy Stewart 26 Harris Henry 1-Feb-99 LA
| 23 |AMC/LH Tammy Stewart 27 |Irinski lvan 1-Feb-99 LA
| 24 |AMC/LH Dan Curtiss 7 lverson  |John 1-Feb-929 LA
| 25 |AMC/LH Tammy Stewart 28 Jerris Jane 1-Feb-99 LA
| 26 |AMC/LH Yincent Udell 29 kames  Keith 1-Feb-29 L&
| 27 |AMC/LH Vincent Udell 30 Lawrence Lance 1-Feb-99 LA
| 28 |AMC/LH Yincent Udell 31 Martinez  Mary 1-Feb-39 LA
| 29 |AMC/LH Francis Evans 1472 Michelson Mancy 29-Sep-00 LA
| 30 |AMC/LH Vincent Udell 32 Mance Molan 1-Feb-99 LA
31 |AMC/LH Zane Yates 33 O'Connor | Olive 1-Feb-99 LA hd
W 4 ¢ M| acqtest1.offline_interface / | < S|
Ready Surn=4290 MUM

Figure 11-48: Download Employee Data — Excel Worksheet
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11.3.4 Employee Roster Report

Use the Employee Roster Report to print and review the list of employees assigned to your pay pool.
Check to see if any demo employees are missing from your pay pool. If they are, they may be in
“Transfer Pay Pool”.

Click “Reports” from the navigation bar. CAS2Net refreshes the screen to display the list of reports.
Click the “Employee Roster” link from the reports list.
CAS2Net refreshes to display the “Employee Roster Report” screen.

¥ acti Fi is F
A°ﬂ= Revert) | Ol Saarr e
HEDemo

Emgloyee Menu Employee Roster

Contribution Report Options
Planning

Paypool Selection: AMC/LH
Mid-Point Review v - E

Self-Assessment o USAF
Option:
@
Annual Appraisal ¢ All ather
Self-Assessment @ PDF

Report Fi at:
orm o Excel

Closeout Self-
Assessment a Name
Sort By: ' Office Symbol

Reports L ID
Command:

Pay Pool Administrator

Menu Return to Reporis Menu

Appraisal Status

and Lock

Reports

Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-49: Employee Roster Report Selection

Select your pay pool from the Pay pool Selection dropdown (Only two choices for Pay Pool
Administrators).

Before the report is generated, you have the option to sort the data by Name, Office Symbol, or ID. Select
the desired “sort by” radio button.

Click the “Generate” button.
CAS2Net opens a new window to display the generated Employee Roster Report.
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Acqm
| Employee Roster
MDemo
e First Name MI Sufix SSN
(last 4) 5

&4 Ama Aaron 0138 AMC/LHXTA  Circum (recensy) N NK 2 0322 $0 &1 L na  D1-FEBSS
15 Ams Amy 3720 AMCILHACA None N N 2 038 50 &1 L na  D01-FEBS9
15 Baboit Chas 0912 AMCLLHXSA None N N 3 0203 50 93 9. na  250CT-00
843 Bums Bamy 528 AMCILHACA None Bl N F] 515 30 a1 L na  12AUGDOT
4 Buter Bryce 0219 AMCILHXTA None N N 3 oo2s 50 41 L na  D01-FEB-S9
45 Cavasos Camen 7986 AMC/LHXTS None N NH 2 0246 50 41 oL na  01-FEBSp
I Cceon Connie 2513 AMCILHACA Time N N 3 0354 30 41 SC na  O1-AUGOS
4 Curtiss Dan 9047 AMCALHA  None N N 4 0830 50 41 L na 01-FEBS9
4  Dancy Dyanne 0943 AMCLLHXTB None N NK 1 02 50 41 9. na DI-FEBSY

igEon s T 7 Wone N N F] o318 W0 4 L na OIFEBGS
47 Emenson Erica LTAT) AMC/LHXTS Circum (recensy) N N 2 0341 %0 41 sL na O1-FEBSS
23 Evans Enn N7 AMCILHACB None N N 3 0830 50 41 9. na  DI-FEBSY
T Eams Francis F045 AMCILHX  None ] N 3 W0 4 L na OIFEBGS
24 Famsworn Fred 7422 AMC/ILHACE None N N 2 0830 $0 41 sL na O1-FEBSS
17 Fites George 8173 AMC/LHXTA None N Nt 3 0896 50 41 9. na DI-FEBSY
7 Freeman Francs EIES) AMCILH None Y NK FJ o318 W0 an L na OIFEBGS
3 Garfieid George 2079 AMCILH None N N 4 ousE $0 41 oL na O1-FEBSS
6 Gonzalez Helen 0075 AMCALHAC  None N N 4 0340 50 41 9L na  15-MAY-03
25 Gnmes Gamn §257 AMC/LHACE None N N 2 0850 50 41 SL na OI-FEB39
18 Hangen ke 2681 AMC/LHXTE None N N 3 0830 $0 41 oL na O1-FEBSS
2% Hams Henry 3813 AMC/LHADA None N N 2 0830 50 41 9. na  DI-FEBSY
T nnem Tvan Gl AMCILHADA None N MK 3 0o8s 30 41 L na OIFfEBSs
7 Iverson Jonn 122 AMCALHAD  None N N 4 0830 $0 41 9L na DI-FEBS9
28 lecns lang ANT AMCA HADA Mong N 121 A 0830 20 41 -7 na 01-FER-S9

Figure 11-50: Employee Roster Report

October 8, 2013 11-37 CUG2013-OPM 1912C0033-13.0



OPM 1912C0033 CAS2NET User Guide

11.3.5 Post Cycle Activity Report

Produces a list of employees based on leavers, joiners, temporary promotions, permanent promotions, and
demotions.

A.c.q= You 'n'ecal:ting as FI_HIKiSIFI'EEII“
MDemo
Employee Menu PDSt—CyCle Activity
Contribution Report Options
Planning

Paypool Selection: AMC/LH[¥|

Mid-Point Review

Self-Assessment Report Format: PDF format™® is standard for this report
Annual Appraisal & Name
Self-Assessment Sort By: . Office Symbol
2 1D

Closeout Self-
Assassment Command:
Reports

Return to Reports Menu

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.
Figure 11-51: Post Cycle Activity Report Selection

Acam
. |
“MDemo
E AR E AMCILH |

Leavers ‘

Post-Cycle Activity

(none)

Joiners
(none)

Temporary Promotions ‘
(none)

Permanent Promotions ‘
(none)

Demotions ‘
(none)

Figure 11-52: Post Cycle Activity Report
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11.3.6 Supervisor Roster by Employee Report
Presents a list of employees and their supervisor.

A.C:= You are acting as F@l:]cilereemﬂ
BEDemo
Employee Menu Supervisor Roster by Employee

Contribution
Planning

Paypool Selection: AMC/LH[¥]|

Mid-Point Review

Self-Assessment Re Fo . -1 :S;I

Annual Appraisal

Self-Assessment Command:
Closeout Self-

Assessment Return to Reports Menu
Reports

Pay Pool Administrator
Menu

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-53: Supervisor Roster by Employee Report Selection
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Acqm

N Supervisor Roster by Employee

~MDemo
Employee Mame Supervisor, Level 1 Sub-panel Supervisor Paypool Manager
Amdt, Aaron, AMC/ILHXTA George Fites Mancy Michelson Biob Armold
Artis, Amy, AMCLHXTA
Babkitt, Chiris, AMC/LHXSA Lamy Ko=nig Framcis Evans Biob Armold
Bums, Barry, AMC/ILHACA Peter Olson Helen Gonzalez Biob Armald
Butler, Bryce, AMC/LHXTA George Fites Mancy Michelson Bob Armaold
Cavasos, Cammen, AMC/LHXTE k= Hansen Mancy Michelson Bob Amaold
Celon, Connie, AMC/LHACA Peter Olson Helen Gonzalez Bob Armold
Curtiss, Dian, AMC/LHA Baob Armold Biob Armold
Diancy, Dyanne, AMC/LHXTB ke Hansen Mancy Michelson Biob Armold
Donaldsaon, Dennis, AMCLHACE Richard Quarles Helen Gonzaler Bob Armaold
Emerson, Erica, AMC/LHXTB k= Hansen Mancy Michelson Bob Amaold
Evans, Erin, AMC/LHACE Richard Quarles Helen Gonzalez Biob Armold
Ewvans, Francis, AMC/LHX Baob Armold Bob Armold
Farnswarth, Fred, AMC/LHACE Richard Qluares Helen Gonzalez Biob Armold
Fites, George, AMC/ILHNTA Mamcy Michelson Framcis Evans Bob Armold
Freeman, Francis, AMC/LH Bob Amaold Bob Armold
Garfield, George, AMC/LH Baob Armold Biob Armold
Gonzalez, Helen, AMC/ILHAC Ciam Curtiss Bob Amaold Bob Armold
Grimes, Garth, AMC/LHACE Richard Qluares Helen Gonzalez Biob Armold
Harns=en, ke, AMCILHXTE Mamcy Michelson Framcis Evans Biob Armold
Harris, Henry, AMC/LHADA Tammy Stewart John heerson Bob Armaold
Hoang, Andrew, AMCILH George Fites John heerson Bob Amaold
Hoang, Danielle, AMCILH Chris Babbitt Dan Curtiss Biob Armold
Hoang, Erc, AMCILH Eileen Daniels Larry Koenig Bob Armold
Hummer, Hershel, AMCILH Peter Olson Dan Curtiss Bob Armold
Irimski, lvam, AMCLHADA Tammy Stewart John heerson Biob Armold
hearson, John, AMCALHAD Diam Curtiss Bob Amaold Bob Amald
Jermis, Jane, AMC/LHADA Tammmy Stewart John herson Bob Armaold
Kames, Keith, AMC/LHADB Wimceant Lidell John heerson Biob Armold
Lawrence, Lance, AMC/ILHADE Wimcent Lidel John lhverson Bob Armold
Martinez, Mary, AMC/LHADB Wimcant Lidel John heerson Biob Armold
Michelson, Mancy, AMCALHXT Framcis Evans Biob Armold Biob Armold
Mucker, Mark, AMC/LH Peter Olson Dian Curtiss Bob Armaold
Nance, Molan,
O"Connor, Olive, AMC/LHADC Zane Yales John heerson Biob Armold
Parsons, Patricia, AMC/LHADC Zane Yates John hverson Bob Armold
Quarles, Richard, AMC/LHACE Helen Gonzalez Dan Curtiss Biob Armold
Reid, Richard, AMC/LHXTA
Rhone, Ronald, AMC/LHADC Zane Yates John lverson Bob Armold
Soremsan, Sarah, AMCG/LHAC Eileen Daniels Helen Gonzalez Bob Armold
Stewart, Tammy, AMCLHADA John heerson Dan Curtiss Bob Armold
Tarman, Timathy, AMCLHXEA Chris Babbitt Larry Koenig Biob Armold
Udell, Vincsnt, AMC/LHADE Johm heerson Dan Curtiss Biob Armold
Ulanow, U, AMCILHXSA Chris Babbitt Larry Koenig Bob Armaold
Vinson, Violet, AMCILHXSE Eilleen Daniels Larry Kioenig Bob Armaold
Williams, Wilson, AMC/LHXEE Eilleen Daniels Larry Koenig Biob Armold
ates, Zane, AMCLHADC John heerson Dan Curtiss Bob Armold
‘feakley, Yolanda, AMCILHXEB Eilzen Danigls Larry Koenig Biob Armold
Zurbriggen, Zack, AMC/LHXTA George Fites Mancy Michelson Biob Armold
Reportrum an: 18-5EP-2012 11:21:43 Page 1of 1

Figure 11-54: Supervisor Roster by Employee Report
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11.3.7 Supervisor Roster by Supervisor Report

Presents a list of a supervisor breakdown by supervisors, listing their employees.

Acqm
[ | ]
EDemo
Employ=e Manu

Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Appraisal
Self-Assessment

Closeout Self-
Assessment

Reports

Appraisal Status
and Lock

Reports
Data Maintenance
Offline Interface

Paypool Motices

Pay Pool Administrator
Menu

Supervisor Roster by Supervisor

Paypool Selection: AMC/LH [»]

a POF
i Excel

Command:

Return to Reports Menul

Report Format:

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-55: Supervisor Roster by Supervisor Report Selection
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Acqm
|
~EDemo

Supervisor Roster

Sub-panel Supervisor First Level Supervisor Employee Hame
[none) Bob Armald Curtiss, Dan . AMC/LHA
Evans, Francis , AMC/LHX
Fresman, Francis . AMCILH
Garfield, George , AMC/LH
Biob Armold Dan Curtiss Gonzalez, Helen , AMCILHAC
Iverson, John , AMC/LHAD
Francis Evans Michelson, Nancy , AMCILHXT
Dian Curtiss Chris Babbitt Haang, Danielle | AMCLH
Helen Gonzalez Cluares, Richard , AMC/LHACE

John heerson

Stewart, Tammy , AMCILHADA
Lidell, Vincent , AMC/LHADB
Yates, Zane , AMCILHADC

Peter Olson Hummer, Hershel , AMCILH

Mucker, Mark , AMC/ILH
Francis Evans Larry Koenig Babbitt, Chris | AMC/ILHXSA
Mancy Michelson Fites, George , AMCILHXTA

Hansen, lke , AMC/LHETB

Helen Gonzalez

Eilean Daniels

Sorenson, Sarah , AMC/ILHAC

Peter Olson

Bums, Barry . AMC/LHACA
Calon, Connie , AMC/LHACA

Richard Quarles

Donaldson, Dennis , AMC/LHACE
Evans, Erin , AMC/LHACE
Famsworth, Fred , AMC/LHACE
Grimes, Garth , AMC/LHACE

John heerson

George Fites

Haoang, Andrew , AMC/ILH

Tammmy Stewart

Harmis, Henry , AMC/LHADA
Irinski, hean , AMC/LHADA
Jemis, Jane | AMCLHADA

Vincant Udell

Kames, Keith , AMC/LHADE
Lawrznee, Lance | AMC/ILHADE
Martinez, Mary , AMC/LHADB

Zane Yates

O'Connor, Olive , AMCILHADC
Parsons, Patricia , AMC/LHADC
Fhone, Ronald , AMCILHADC

Larry Koenig

Chris Babbitt

Tarman, Timothy , AMC/LHAXSA
Wanoy, Ul , AMCLHXSA

Eilzen Daniels

Hoang, Eric, AMCH

Vinson, Viclet , AMC/LHXSE
Williams, Wilson , AMCILHXSB
Yeakley, Yolanda , AMC/LHXEB

Mancy Michelson

George Fites

Amdt, Aaron , AMCLHXTA
Butler, Bryce |, AMC/LHXTA
Zurbriggen, Zack , AMC/LHXTA

|2 Hansen

Cavasos, Camen . AMCILHXTE
Dancy, Cyanne | AMCILHXTB
Emerson, Erica . AMC/LHXTE

Report run on:  18-5EP-2012 11:35:21

Page 2of 2

Figure 11-56: Supervisor Roster by Supervisor Report
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11.3.8 Zone A/CIP Report

Displays a Zone A/CIP diagram displaying if an employee’s OCS is 6-8 points lower than their expected
OCs.

Acqm You are acting as Francis Freeman
| ] Revert | Change Session | Logout

| ]
BDemo

Contribution Report Options
Planning

Paypool Selection: |AMC/LH[¥]

Mid-Point Review

Self-Assessment Report Format: PDF format® is standard for this repart
Annual Appraisal C Genarate
Self-Assessment

——
Assessment

Reports

Pay Pool Administrator

Menu

Appraisal Status

and Lock

Reports

Data Maintenance
Offline Interface

Paypool Notices

The information contained herein is covered by the Privacy Act of 1974.

Figure 11-57: Zone A/CIP Report Selection

Acqm
i | Zone A/CIP Report
HDemo Paypool: 5100

Report of Previous A Zone Employees

Last Name First Name 1D SSAN PP# Ofc Career BBL Occ Current 2003 2004

Symbol Path Series Salary
e = . == * 5100DEM- NH 3 B01 . X
AB(1)
- - " 5100DEM- NH 4 801 3 T H
AB(2)

Figure 11-58: Zone A/CIP Report
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