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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 

(AcqDemo) 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 (AcqDemo).  

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 Supervisorsô 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 levelsðand 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-

Section 

Name Contents 

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

and provides an overview of document content.  

2.0 
CAS2Net 

Overview 

This section provides an overview of the Contribution-based 

Compensation and Appraisal System Software, CAS2NET User 

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

transfer, sharing, and ownership of appraisal records, and the 

different conventions that will be seen throughout the document.  

3.0 
CAS2Net User 

Session 

This section describes how the system users will access the 

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

their assigned role(s). 
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Section/ 

Sub-

Section 

Name Contents 

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

available CAS2Net functionality. 

5.0 
Level 1 

Supervisor 

This section focuses on the Level 1 Supervisorôs use of the system 

and details how to use CAS2NET to enter and edit contribution 

factors and appraisals.  CAS2NET supports the Level 1 

Supervisorôs ability to create and modify contribution factors for 

each employee they supervise. 

6.0 
Level 2 

Supervisor 

This section provides guidance for the Level 2 Supervisor on how 

to use CAS2NET to perform rating and reviewing functions 

described in section 5.0. 

7.0 
Sub-Panel 

Manager 

This section provides guidance for the Sub-Panel Manager on 

how to use CAS2NET to review ratings and facilitate Sub-Panel 

Meetings. 

8.0  
Pay Pool 

Manager 

This section provides guidance for the Pay Pool Manager on how 

to use CAS2NET to monitor the progress of appraisals across the 

Pay Pool and review the rating of a selected employee for 

completeness. It includes instructions for changing role to assume 

an assigned CAS2NET role to execute their designated 

responsibility. 

9.0 
Pay Pool 

Administrator 

This section provides guidance for the Pay Pool Administrator on 

how to use CAS2NET to download data to CMS, upload data 

from CMS, and make supervisory assignments for employees, the 

review of the contribution ratings of employees for fair 

consideration.  

10.0  

Superuser, 

Full Access 

User 

This section provides guidance for the Superuser (or Full Access 

User) to perform the data administration functions described in 

section 9.0.   It includes instructions for changing role to assume 

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 (AcqDemo) 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 

Supervisorsô 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 

CAS2NET User 

Role 
Responsibilities 

Employee An individual who participates in the AcqDemo pay pool processes as a ñdemoò employee.  

Responsible for: 

Á Collaborating with the Level 1 Supervisor to set contribution objectives.  

Á Providing self-assessments for Mid-Year Review and Annual Appraisal. 

Level 1 

Supervisor 

An AcqDemo employee who is the immediate supervisor of one or more ñdemoò employees.  

Responsible for: 

Á Setting contribution objectives, and communicating performance expectations.  

Á Monitoring and providing performance feedback.  

Á Appraising performance. 

Á Taking action to recognize, reward, or correct performance. 

Level 2 

Supervisor 

A higher level AcqDemo official who reviews the Level 1 Supervisorôs determination of an 

employeeôs performance. Responsible for: 

Á Reviewing employee ratings to ensure that the same standards for evaluating 

performance are applied by reporting supervisors. 

Sub Panel 

Manager  

The next higher official in the pay pool responsible for: 

Á Convening and oversight of the Sub-Panel Meeting.  

Á Enforcing pay pool procedures and policies. 



OPM 1912C0033 CAS2NET User Guide 

October 8, 2013 2-2 CUG2013-OPM 1912C0033-13.0 

CAS2NET User 

Role 
Responsibilities 

Pay Pool 

Manager  

The highest ranking official in the pay pool responsible for: 

Á Managing the CCAS payouts, Contribution Rating Increases (CRI) and Contribution 

Awards (CA) for their respective pay pool.  

Á Convening and oversight of the Pay Pool Panel.  

Á Ensuring judicious use of pay pool funds balanced against budget policies and based on 

employee performance.  

Á 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 

Administrator  

The Pay Pool Administrator is responsible for: 

Á Tracking the progress of the performance evaluations across pay pools.  

Á Analyze performance management data across pay pools.  

Á Create and modify employee record in CAS2NET. 

 

Superuser The Superuser is responsible for: 

Á Overseeing the entire CAS2Net system to ensure supervisor assignments are correct 

Á Assist employees and supervisors with problems or issues concerning their CAS2Net 

role.  

Á Create and modify employee record in CAS2NET. 

 

2.3 Access and Authorization  

User access to CAS2NET is authenticated by DODôs 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. 

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

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

Å Each web page has logical links to other related web pages.  You can also use the ñBackò button 
on your browser to return to the previous page. 

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

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

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

entry screens. 
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Å 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 

ñfocusò.  Then hold down the Ctrl key and press + (plus sign) to make the text larger or - (minus 

sign) to make the text smaller. 

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

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

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

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

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

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

ñtimes outò.  If this happens, try the link again.  If the problem persists contact 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 AcqDemo participants. Contact 

your Pay Pool Administrator if you canôt access the site. 

 

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

Figure 3-1: Usage Policy Screen 

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

Figure 3-2: CAC Logo Screen 

 

https://acqdemoii.army.mil/
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3. Select one of your installed CAC digital certificates and click the OK button.  

Figure 3-3: Digital Certification Selection Screen 

If prompted, enter your CAC PIN. 

Figure 3-4: CAC Pin Entry Screen 

4. CAS2Net successfully logs the user in and displays the ñWelcomeò greeting. 

Figure 3-5: CAS2Net Welcome Screen  
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5. If your assigned role is Employee, then the navigation bar displays the Employee Menu with the 

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

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

Figure 3-6: Employee Log In 

 

6. If your assigned role is Level 1 Supervisor, then the navigation bar displays the Supervisor I  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 ñdemoò employee will also see the 

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

Figure 3-7: Level 1 Supervisor Log In (Supervisor is ñDemoò Employee) 
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7. If your assigned role is Level 2 Supervisor, then the navigation bar displays the Supervisor II  Menu 

with the following options: Reports. 

When the Level 2 Supervisor is responsible for assessing the performance of direct report ñdemoò 

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 ñdemoò employee will also see the 

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

Figure 3-8: Level 2 Supervisor Log In (Supervisor Is Not ñDemoò 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 ñdemoò 

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 ñdemoò employee will also see the 

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

 

Figure 3-9: Sub-Panel Manager Log In (Manager Is ñDemoò 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 ñdemoò 

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 ñdemoò employee will also see the 

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

Figure 3-10: Pay Pool Manager Log In (Manager Is Not ñDemoò 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 

ñdemoò 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 ñdemoò employee will also see 

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

Figure 3-11: Pay Pool Administrator Log In (Administrator Is ñDemoò 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 ñdemoò 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 ñdemoò employee will also see the 

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

Figure 3-12: Superuser Log In (Superuser Is ñDemoò 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 ñdemoò employeesðregardless of 

roleðwill 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 ñdemoò employee assignments. 

The example below illustrates the CAS2Net navigation bar customized for a Level 1 Supervisor who 

is himself a ñdemoò employee and who has supervisor assessment responsibility for direct reports. 

Figure 3-13: ñMultiple Rolesò Log In 

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

ñMulti-Pay Pool Userò user roles created to support AcqDemo components or regions. 

Figure 3-14: ñMulti-Pay Pool Userò 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 ñLogoutò in the top right portion of the AcqDemo page banner. 

Figure 3-15: User Logout Link 

2. CAS2Net displays AcqDemo logo screen with  messages: 

¶ ñYou have logged out of CAS2Net!ò 

¶  ñPlease close your browser to erase all login information.ò  

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 ñgetting kicked-offò of the system without warning prompted the creation of the Timeout 

Alert  feature.  This section describes the Timeout Alert functionality and how it impacts your CAS2Net 

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 ï 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 

ñread onlyò. 

FEATURE HIGHLIGHTS:  

¶ Session status message displayed at the bottom of the web form indicates that the ñTimeout 

Warningò feature is active.  

Figure 3-17: Session Status Message - Active 

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

you are working on the assessment form.  

¶ If no activity is detected since the previous status message, succeeding session status updates 

show ñSession Inactiveò and a sequence number.  
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Figure 3-18: Session Status Message ï Inactive (1) 

Figure 3-19: Session Status Message ï Inactive (2) 
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¶ After three consecutive inactive session messages (approximately 10 minutes of inactivity), the 

ñSession Timeout Alertò window pops-up a warning.  

Figure 3-20: Session Timeout Alert Message 

¶ The ñinactiveò and ñexpire inò 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 ñSaveò, ñSubmitò or ñOKò to the alert prompt) 

refreshes the status and the process begins all over again.  

 

  
































































































































































































































































































































