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Contribution-based Compensation 
and Appraisal System

(CCAS)
Contribution Plan

Mid-Point
Closeout
Annual

1

Supervisor 1
The following slides may be slightly different when you access CAS2Net due to continuing refinement of CAS2Net.
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Purpose

This job aid is a guide on the work flow 
for the CCAS Annual Assessment in 

CAS2Net. 
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Annual Assessment – Email Notification
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https://cas2net.army.mil/                

Supervisor, Sam
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CAS2Net Login
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Click

Click

Click

Enter

Use
https://cas2net.army.mil
and Save to Favorites
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https://cas2net.army.mil/
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Annual Assessment – Supervisor
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The Annual Assessment process by the Supervisor is the same for 
Contribution Plans with Individual Objectives, Individual Objectives with 
Mandatory Objective(s), Individual Objectives by Three Factors, and 
Individual Objectives by Three Factors with Mandatory Objective(s).
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Annual Assessment - Supervisor
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Supervisor 
Dashboard

• Not Started
• Draft 
• Approved
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Annual Assessment - Supervisor
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Click 
To See 
Names
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Annual Assessment - Supervisor
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Option 1
To Open

Click Row

Option 2
Click  Click

Click
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Annual Assessment - Supervisor
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Click Row
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Annual Assessment - Supervisor
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Annual Assessment - Supervisor
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4,000 Characters for Each Factor
Can Paste 3,600 Characters from Word Doc

Click 
“Factor Descriptors”

For
Hot Link to

Level Descriptors
See Next Slide
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Annual Assessment - Supervisor
Hot Link to Factor Level Descriptors
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Writing Tool Kit
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment
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Save/Preview/Print/

Bold/Italic/Underline

Insert Remove Numbered List/Insert Remove Bulleted/

Decrease Indent/Increase Indent/ 

Align Left/Center/Align Right/Justify/

Maximize/Show Blocks

Cut/Copy/Paste/Paste as Plain Text/Paste from Word/

Undo/Redo/Find/Replace/Select All
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Auto Save
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment
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Best Practice to Save Often

Auto Save is activated 
upon typing or 

pasting text

Auto Save after 
300 seconds (5 minutes)
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Spell Check
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment
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Annual Assessment - Supervisor
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4,000 Characters for Each Factor
Can Paste 3,600 Characters from Word Doc

Score                     Score                                                    Score
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Annual Assessment – Supervisor - Scoring
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1L
1M
1H
2L
2ML
2M
2MH
2H
3L
3M
3H
4L
4M
4H

Reference Point for Categorical Score Reference Point for Numeric Score

1 - Unacceptable
3 – Fully Successful
5 - Outstanding
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Annual Assessment - Supervisor
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Type 
or 

Paste 
from 
Word 
Doc

Select Scores

Incomplete until all 
factors are assessed 

and scored
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Annual Assessment - Supervisor
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Type 
or 

Paste 
from 
Word 
Doc

Select Scores
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Annual Assessment - Supervisor
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All factors are 
assessed and scored

Select Scores

Type 
or 

Paste 
from 
Word 
Doc
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Annual Assessment - Supervisor
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Select One
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Annual Assessment - Supervisor
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See Next Slide for Each Option
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Annual Assessment - Supervisor
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= Save, pending further action

=  Cancel, resort to last saved or Auto Saved

If Yes, Must Enter
Justification Then 

Click Yes

Click
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Annual Assessment - Supervisor
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Annual Assessment - Supervisor
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Submitted 
to

Pay Pool
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Annual Assessment - Supervisor
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Submitted 
to

Pay Pool

If your pay pool business rules require a Supervisor 2 Approval, view in Slide Show 
format then click this button.  Otherwise, go to next slide
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Annual Assessment - Supervisor
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Click

BUT if the annual assessment 
needs to be modify, see next slide.
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Modify Annual Assessment - Supervisor
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After the supervisor submitted the 
annual assessment to the Pay Pool, 
the annual can be modified.
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Modify Annual Assessment - Supervisor
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See Next Slide
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Modify Annual Assessment - Supervisor
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Modify Annual Assessment

Modify Assessment

Supervisor Can Modify:
• Supervisor Assessment
• Categorical Score
• Numeric Score
• Performance Score
Click Save then Submit to Pay Pool 
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Return to Employee
Annual Assessment - Supervisor
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Modify Annual Assessment
Return to Employee

Supervisor can 
Return to Employee

to modify self-assessment
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Return to Employee
Annual Assessment - Supervisor
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Supervisor can 
Cancel and 

Submit to Pay Pool



http:/acqdemo.hci.mil

Return to Employee
Annual Assessment - Supervisor
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Return to Employee

If Supervisor selects 
Return to Employee

for employee to modify 
self-assessment
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Return to Employee
Annual Assessment - Supervisor
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If Yes, Must Enter
Justification Then 

Click Yes

Click
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Return to Employee
Annual Assessment - Supervisor
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Reason 
Assessment 
Returned to 
Employee
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Return to Employee
Assessment – Employee to Supervisor
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Return to Employee
Annual Assessment - Supervisor
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Return to Employee
Annual Assessment - Supervisor
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Review / Update 
Supervisor Assessment

Categorical Score
Numeric Score

Performance Score
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Return to Employee
Annual Assessment - Supervisor
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Review / Update 
Supervisor Assessment

Categorical Score
Numeric Score

Performance Score
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Return to Employee
Annual Assessment - Supervisor
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Review / Update 
Supervisor Assessment

Categorical Score
Numeric Score

Performance Score
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Return to Employee
Annual Assessment - Supervisor
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Review Categorical Score
Numeric Score

Performance Score
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Annual Assessment - Supervisor
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Annual Assessment - Supervisor
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Approved and Submitted 
to Pay Pool

If your pay pool business rules 
require a Supervisor 2 Approval, 

go to next slide
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Annual Assessment – Supervisor 1 to Supervisor 2
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Click
Submit to Supervisor 2
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Annual Assessment – Supervisor 1 to Supervisor 2
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Ready for Supervisor 2 Approval

Click 
To Logout

Click 
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Annual Assessment – Email Notification
Supervisor 1 to Supervisor 2
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CAS2Net
Questions, Issues, Problems

Altess ServiceNow Service Desk 
24/7/365

usarmy.radford.peo-eis.other.service-desk@mail.mil
or

1-800-981-3234
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