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Housekeeping Items 

2

1. Presentations are sent in advance through the CAS2Net Pay Pool Notices
2. Posted to What’s New
3. Available in User Notifications
4. Enter your email address in chat                                                                                        

if you did not receive it

5. Please remember to “Mute” your phone to prevent any background noise and 
additional feedback.

6. All Open Forum Sessions will be recorded
7. Each recorded session will be posted to the AcqDemo website (including 

presentation slides) at 
https://acqdemo.hci.mil/training.html#cas2netOpenForums

https://acqdemo.hci.mil/training.html#cas2netOpenForums
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Before we start with the grievance 
process …
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Retrieving Salary Appraisal Forms for Archived Users
Two options on archived users.

1st Option:  For the Final version 
> Administrator 
> Reports > 2023 
> Salary Appraisal Form 
> Select Appraisal Form sections 

> ... filter by Employee

> Make sure to check box Include 
Archived/Transfer 

5
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Retrieving Salary Appraisal Forms for Archived Users

2nd Option:  For the "sign" 
version 
> Administrator 
> CCAS Management 
> Annual Assessments 
> Fiscal Year
> Make sure to check the box 
Include Archived/Transfer 
> Search user 

> Use Offline Signature to 
"sign".
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CAS2Net Grievance Module

7
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• To Access the Grievance Module, go to Menu > 
Administrator > CCAS Management > Grievances

• Administrator/Super Users facilitate, oversee, and 
administer the grievance process for their assigned 
organization(s).  
– You can review the grievance, return it to the 

employee or supervisor for modifications, and 
review and submit grievance to pay pool manager 
for decision

– You cannot modify an employee grievance
• There are two ways to start a grievance:  

― (1) Employee – if a Grievance Window has been set, 
Employee initiates a grievance in the designated 
timeframe

― (2) Administrator - employee informs the 
administrator that s/he wants to submit a grievance. 
The administrator then “initiates” the grievance 
option to the Employee CAS2Net menu

8

CAS2Net Grievance Module 
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Organization Management
Settings

for
CCAS Grievances
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• IAW local business rules/process.  The Grievance Window is the specified time frame 
(start date and end date, 15 calendar days) entered by the administrator to allow 
employees to initiate and submit grievances themselves. 

• The grievance window only effects the employee’s ability to initiate a grievance. 
– As the administrator, you will have the ability to “initiate” a grievance on the employee’s behalf 

regardless if a Grievance Window is set or not
• To set a Grievance Window, go to Administrator > Organization Management > Organization 

Details

Organization Management
Set a Grievance Window
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Organization Management 
Assign Sub Panel Manager as Grievance Manager 

• IAW local business rules/process, Administrators assigned at the pay pool level can 
set the sub panel manager as the grievance manager (approver for grievances) 
versus the default which has the pay pool manager as the grievance manager. 

– When the designated toggle is selected to Yes, the assigned sub panel manager(s) would be 
responsible for reviewing, granting/denying, and signing and finalizing the grievance

– When the designated toggle is selected to No, the assigned pay pool manager would be responsible 
for reviewing, granting/denying, and signing and finalizing the grievance

• To set the sub panel manager as the approver of grievances, go to Menu >   
Administrator> Organization Management > Organization Details

– Click Yes on Use Sub Panel for Grievance Manager toggle then save

11
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Organization Management 
Assign Sub Panel Manager for BUE Grievances 

• IAW local business rules/process, Administrators assigned at the pay pool level can 
set the sub panel manager as the grievance manager (approver for grievances) for 
BUE (bargaining unit employees) vice the default which has the pay pool manager 
as the grievance manager. 

– When the designated toggle is selected to Yes, the assigned sub panel manager(s) would be 
responsible for reviewing, granting/denying, and signing and finalizing the grievance

– When the designated toggle is selected to No, the assigned pay pool manager would be responsible 
for reviewing, granting/denying, and signing and finalizing the grievance

• To set the sub panel manager as the approver of BUE grievances, go to Menu > 
Administrator> Organization Management > Organization Details

– Click Yes on Use Sub Panel for Grievance Manager toggle then save

12
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Organization Management 
Recalculate Time off Award (TOA)

• Administrators can set your pay pool to have the option to have grievances 
recalculate Time Off Award (TOA). 
– Note: This would only apply if TOA in lieu of a Contribution Award (CA) was 

offered and selected during the associated annual assessment process. 
• To set grievances to recalculate TOA, go to Menu > Administrator> Organization 

Management > Organization Details
– Click Yes on Grievances Recalculate Time Off Award toggle then save

13
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Will business rules require 
coordination with HR, LMR, Legal, 

EO, Union Representative or 
someone designated by the Head of 

the Participating Organization?

14
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Grievance Reviewer Role

• A Grievance Reviewer may be either an AcqDemo or non-AcqDemo 
individual with the responsibility to review grievances on behalf of an 
employee and/or a pay pool panel as defined by the organization’s CCAS 
grievance process. 
– A Grievance Reviewer may be HR, LMR, legal, EO, union representative or as 

designated by the Head of the participating organization
• A Grievance Reviewer can review, print, and track employee grievance 

progress/status but cannot approve or modify any grievance as reviewers 
have a read-only role in CAS2Net. 

• The pay pool administrator assigns the Grievance Reviewer role in (1) 
Organization Management or (2) User Profile.

• Once the role is assigned, the user will see a Grievance Reviewer Module in 
their navigation menu. 

15
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Add Grievance Reviewer Role – Organization Management
• The pay pool administrator assigns the Grievance Reviewer role in (1) 

Organization Management or (2) User Profile.
• Go to Organization Management
• Scroll down                                                                             

to User Roles
• Click on Add Roles
• Select User                                                                                                      

(Could be                                                                                     
external users.                                                                                                     
Must have a                                                                                                        
User Profile))

• Select role                                                                               
Grievance Reviewer

• Click Save

• User sees new role

16
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Add Grievance Reviewer Role – User Profile
• The pay pool administrator assigns the Grievance Reviewer role in (1) 

Organization Management or (2) User Profile.
• Go to User Management
• Click on User

• Scroll down to                                                                                                     
Organization Roles

• Click Add Roles
• Select Organization
• Select Grievance Reviewer
• Click 

• User sees new role

17
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Remove Grievance Reviewer – Step 1 of 2
To remove the role 
Grievance Reviewer
• Step 1
• Open User Profile
• Scroll down to 

Organization Roles
• Click on User
• Pop-up
• Select Delete

• Pop-up

• Select Delete
• Role deleted
• Step 2 Go to 

Organization 
Management

18
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Remove Grievance Reviewer – Step 2 of 2
Step 2 to remove 
Grievance Reviewer
• Scroll down to                 

User Roles
• Click on User
• Pop-up

• Select Delete

• Pop-up

• Select Delete

• Role deleted

19
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CCAS Grievance

With Grievance Window
Without Grievance Window

20
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• CAS2Net Grievance Process with a Grievance Window

21

CAS2Net Grievance Process with a Grievance Window
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• Once a Window has been established employees will have the ability to initiate 
a grievance within the designated timeframe. 

• To initiate a grievance as the employee, go to Menu > Employee > Annual 
Assessment

– Select the Initiate Grievance button
– Note: the employee will only have this option if a Grievance Window was 
set by the administrator

CAS2Net Grievance Process – With a Grievance Window
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• To bypass employee annual 
assessment signature requirement, 
go to Menu > Administrator > CCAS 
Management > Annual Assessments.
― Select preferred employee from 

the table, click Employee 
Unavailable for Signature button

― Select the appropriate reasoning 
and save

Enable Grievance 
• To initiate a grievance, the Annual Assessment must be in the “Employee 

Signed” status.
― CAS2Net will not allow a grievance to be initiated until the employee 

has either signed the annual assessment and/or the administrator 
bypass the signature requirement for the employee with justifiable 
reason(s) not to sign
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• CAS2Net Grievance Process without a Grievance Window

24

CAS2Net Grievance Process – Without Grievance Window
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• To initiate a grievance for an employee as the administrator, go to:
– Menu > Administrator > CCAS Management > Annual Assessment
– Select the Initiate Grievance button
– Select the preferred Fiscal Year and employee from the table
– Note: The administrator will have the ability to initiate a grievance on the 
employee’s behalf regardless if a Grievance Window was set or not

CAS2Net Grievance Process – Without Grievance Window
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• A grievance can be routed from the former supervisor to another 
supervisor in the former pay pool by accessing the employee’s History. 
– Administrator must have Can Edit History permissions set in their user profile

• Go to Administrator > User Management > Assigned > History:
– Past Salary/Compensation > Select applicable FY > Organization Information 

• Select desired supervisor 1
• Select the Matrix checkbox to populate dropdown with supervisors outside of 

your assigned pay pool(s) (may need to coordinate with the former pay pool 
administrator for the name of the new supervisor)

– Save once done
– Enter Justification
– Yes/No email to employee and supervisor.

Route a Grievance to Former Supervisor/Pay Pool
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CAS2Net Grievance Process –
Email Feature and Set Due Dates

27

• Option to provide additional information in the email notifying the 
employee that their request to submit a grievance was initiated

• After saving, administrator has the option to set due dates by clicking on 
the calendar icon. 
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• The General Information panel displays the dates the grievance was received and 
submitted by the Employee, Supervisor, and Manager. Additionally, the 
Administrator can set an Employee Due Date, Supervisor Due Date, and Manager 
Due Date for a grievance.

—The Due Date fields can also be viewed by the supervisor and manager for 
reference 

—CAS2Net generated email notifications as the due date approaches and when 
then grievance is past due

28

Grievance Submission and Due Dates
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• To access and review grievances, go to Menu 
> Administrator > CCAS Management > 
Grievances

• You can refer to an employee’s grievance 
status and determine where he/she is in the 
grievance process. 

Grievance Status 



http:/acqdemo.hci.mil

Reports > Appraisal Status
• Appraisal Status Report provides

– Grievance Status
– Grievance Employee Due Date
– Grievance Employee Submit Date
– Grievance Supervisor Due Date
– Grievance Supervisor Received Date
– Grievance Supervisor Submit Date
– Grievance Manager Due Date
– Grievance Manager Received Date

30



http:/acqdemo.hci.mil

Grievance Status Report
• The Grievance Status Report provides a count of grievances in the selected 

Pay Pool(s) as well as an individual grievance status breakdown.
– Also included is a breakdown of Grievance Decisions: Granted Request, Granted Request 

with Adjustment, Denied Request, Denied Request (Timeliness), Denied Request 
(Prohibited Discrimination) 

• To access the report, go to Menu > Administrator > Reports > Fiscal Year 
Based Reports > Select Fiscal Year > Grievance Status Report

31
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Grievance Report
• The Grievance Report generates a 

detailed PDF of the selected Pay 
Pool(s)/employee(s). 

• To access the report, go to Menu > 
Administrator > Reports > Fiscal 
Year Based Reports > Select Fiscal 
Year > Grievance
– For the Employees filter select the 

“Include Archived/Transfer” 
checkbox to include archived and 
transferred employees in the search.  

32
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— Confirm User Profile > History > Past Assessments ensure the scores and adjustments to the 
supervisor narrative were made

— Confirm User Profile > History > Past Salary / Compensation captured the adjustments from 
the Summary of Score Change panel for CRI, CA, Carryover, New Base Pay as applicable

— Confirm adjustments were duly recorded on the employee’s Salary Appraisal Form under 
Administrator > Reports > Salary Appraisal Forms

— If Organization Management > Organization Details > Grievances Recalculate Time Off Award 
is set at Yes, then check the revised CA to TOA hours

• A grievance marked as “Completed by Manager” means a decision was made by 
the Manager but still would require the administrator to review and complete 
the following tasks before releasing the results to the employee:
― Review the “Summary of Score Change” panel for the revised payout

Prior to Releasing Grievance Results 
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Release Grievance Results
• To release/communicate grievance results to the employee, go to Menu >        

Administrator> CCAS Management > Grievances
― From the table, select preferred employee to view grievance
― Select Release to Employee, then Yes to confirm

• After releasing the grievance decision to the employee, grievance status 
will update from “Completed by Manager” to “Released” 

• Request/submit appropriate requests for personnel actions:
― NOAC 894 - General Adjustment
― NOAC 891 - Regular Performance Pay
― NOAC 886 - Lump Sum Performance Payment RB-NILPA 
― As required, NOAC 885 - Lump Sum Performance Payment RB-ILPA 

(Rating Based In Lieu of Pay Adjustment)

34
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Grievance – Return to a Previous Step
• Grievance status – Released

• Grievance status – Completed by Manager

35
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Grievance – Return to a Previous Step
• Grievance status – Supervisor 1 Submitted to Pay Pool

• Grievance status - Employee Submitted to Pay Pool

36
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Grievance – Return to a Previous Step 
• Grievance status – Draft – after grievance is returned to employee

• Once Grievance status is back to Released – capability to return to a 
previous step

• Grievance status – Draft – before Employee Submitted to Pay Pool

37
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The pay pool panel/manager's decision is final unless 
the employee requests reconsideration by the next 
higher official.

That official would then render the final decision on 
the grievance outside of CAS2Net

38
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CAS2Net Next Higher Official – A Preview
Released Grievance

Has the statement

Revised 

39



• Added Module • Added New Role

40

CAS2Net Next Higher Official – A Preview
• Added Module
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CAS2Net Next Higher Official – A Preview
• Employee sees Request to Next Higher Official 

• CAS2Net generated Employee Due Date (editable by Administrator)

• References

41
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CAS2Net Next Higher Official – A Preview
• Employee must acknowledge applicability and understanding statement 

(modified for Next Higher Official process in CAS2Net 

42
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CAS2Net Next Higher Official – A Preview
• Employee sees Approved Scores, Manager’s Decision on the grievance

• Completes                                                                                                                    
basis for                                                                                                                    
reconsideration                                                                                                              
for final review 

43
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CAS2Net Next Higher Official – A Preview
• If Supervisor Assessment is checked to Yes, Employee sees Manager 

Decision on Supervisor Narrative
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CAS2Net Next Higher Official – A Preview
• Employee completes Basis for Reconsideration for Final Review

• Employee completes Request for Adjustment to Supervisor Narrative

45
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CAS2Net Next Higher Official – A Preview
• Employee sees the remaining two factors

46
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CAS2Net Next Higher Official – A Preview
• Employee has the option to Complete Offline
• Employee has the options to Withdraw, Save, attach Attachment, Submit 

to NHO 
• CAS2Net will flow to Administrator for review before Submitting to NHO

47



• Administrator – New Module • Next Higher Official – New Role

48

CAS2Net Next Higher Official – A Preview
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CAS2Net Next Higher Official – A Preview
• Request goes first to the Administrator before Administrator Submits to 

NHO
• NHO sees (as will the Administrator and Trusted Agent) 

49
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CAS2Net Next Higher Official – A Preview
• NHO sees (as will the Administrator and Trusted Agent)

• Due Dates

• References 
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CAS2Net Next Higher Official – A Preview
• NHO sees (as will the Administrator and Trusted Agent)  Acknowledgment 

Statement

51
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CAS2Net Next Higher Official – A Preview
• NHO sees (as will the Administrator and Trusted Agent) 

• If Employee toggled Scores to Yes 

• NHO sees (as will the Administrator and Trusted Agent)

• NHO (Administrator/Trusted Agent) enters decision 

52



http:/acqdemo.hci.mil

CAS2Net Next Higher Official – A Preview
• Next Higher Official sees Employee Basis for Reconsideration for Final Review

• Next Higher Official must complete Next Higher Official Summary of Basis for 
Adjustment (option for Administrator to enter NHO Summary of Basis for 
Adjustment) 

53
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CAS2Net Next Higher Official – A Preview
• If Employee toggled Supervisor Assessment to Yes 
• Next Higher Official sees Manager Decision to Supervisor Narrative

• Next Higher Official sees Employee Basis for Reconsideration to the Supervisor 
Narrative 
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CAS2Net Next Higher Official – A Preview
• Next Higher Official sees Request for Adjustment to Supervisor Narrative 

• Next Higher Official must complete Next Higher Official Decision on Supervisor 
Narrative with option to copy employee adjustment, copy manager adjustment, or 
enter NHO adjustment  (option for Administrator to enter NHO Decision on 
Supervisor Narrative) 

55
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CAS2Net Next Higher Official – A Preview
• Same process for the other two factors 
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CAS2Net Next Higher Official – A Preview
• CAS2Net re-calculates

• NHO Closing Statement

• Or

• NHO completes review … Sign and Finalize

57
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CAS2Net Next Higher Official – A Preview
• CAS2Net generated email to Administrator 

• Administrator reviews, ensure User Profile > History > Past Assessments > Past 
Salary / Compensation > Salary Appraisal Form match NHO decision.  Prepare and 
forward/submit all required personnel actions retroactive to the effective date (first 
day of the first full pay period in January).

• CAS2Net generated email to Employee, Supervisor, and Manager 

• Supervisor 1 opens Salary Appraisal Form, select method of communication, select 
date of communication, check box signed by supervisor 1, save, sign and release to 
employee  … CAS2Net generated email to employee

58
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CAS2Net Next Higher Official – A Preview
• Next Higher Official Deployment Timeline

– 7 February:  CAS2Net Training Unit Acceptance Test
– 21 February:  CAS2Net Production

59
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Grievance in CAAS2Net - Things to Remember

60

1. CAS2Net won’t allow a grievance to be initiated for/by the employee 
until the employee has either signed the annual assessment and/or the 
administrator waived the signature requirement for the employee with 
justifiable reason(s) in CCAS Management > Annual Assessments > 
Employee > select “Employee Unavailable for Signature.” See User Guide 
under Administrator > Grievances > Enable Grievances. 

2. The Administrator/Super User facilitates, oversees, and administers the 
grievance process. See User Guide under Administrator > Grievances > 
Grievance Overview. 

3. Setting a Grievance Window allows the employee to file a grievance on 
their own vs through the Administrator. However, the Administrator will 
have the ability to initiate a grievance with or without a Grievance 
Window. 

4. To route a grievance to a former supervisor in the former pay pool, see 
slide 26 for guidance. 
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Planning for FY24 End of Cycle 

• Tuesday 1 Oct 2024
– CAS2Net activates end-of-cycle modules:  Appraisal Status, Offline 

Interface and Previous Cycle Data, Sub-Panel Meeting, CMS Online, 
Macro-Free Sub-Panel Meeting, Macro-Free CMS

– Pay Pool Notices with 2024 Sub-Panel Meeting Spreadsheet, 2024 
CMS, and 2024 Pay Pool Analysis Tool

• Thursday 21 Nov 2024 – start Not Final Reports / Data Complete Reports
• Friday 13 Dec 2024 – Initial Upload
• Wednesday 8 Jan 2025– Final Upload
• 12 to 25 January 2025 - First Full Pay Period in January
• 17 Jan 2025 at 12:00 pm ET – PMO marks pay pools Completed
• NLT 21 Jan 2025 – PMO post pay transactions to regional pay offices

61
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2024 Open Forum Schedule
 01 February, 1pm – 2:30pm ET: CCAS Grievance, (T) Next Higher Official Process
• 07 March, 1pm – 2:30pm ET: Assigning Mandatory Objectives, Mid-Point Review, Additional 

Feedback, and Closeout Assessment
• 04 April, 1pm – 2:30pm ET: Communicating with AcqDemo Program Office on CAS2Net and 

CCAS Issues 
• 02 May, 1pm – 2:30pm ET: Reports – FY-based Reports & Current Settings Reports 
• 06 June, 1pm – 2:30pm ET: Macro Free Sub Panel Spreadsheet and Compensation 

Management Spreadsheet (CMS) Introduction
• 11 July, 1pm – 2:30pm ET: Creating Sub-Organization Levels and Assigning Sub-Panel 

Managers, and User Role Assignments
• 01 August, 1pm – 2:30pm ET: CCAS Spreadsheet Test Schedule (Offline Sub-Panel Meeting 

Spreadsheet, Offline CMS, Macro Free versions, and CAS2Net Online versions)
• 05 September, 1pm – 2:30pm ET: Post Cycle Modules (Appraisal Status, Offline Interface, 

Previous Cycle Data, Sub-Panel Meeting, CMS Online, and Macro-Free CMS)
• 12 September, 1pm – 2:30pm ET: Transfer, Archive and Post Cycle Activities
• 19 September, 1pm-2:30pm ET  End of Cycle Checklist
• 26 September, 1pm-2:30pm ET: Sub Panel Spreadsheet and CMS (Offline, Online, and Macro-

Free)
• 03 October, 1pm-2:30pm ET: Discrepancy Reports
• 10 October, 1pm-2:30pm ET: Lock/Unlock Supervisor 1, Sub-Pay Pool and Pay Pool
• 17 October, 1pm-2:30pm ET: Pay Pool Analysis Tool (PPAT)
• 07 November, 1pm-2:30pm ET: Initial and Final Upload 
• 21 November, 1pm-2:30pm ET: Not Final Reports and Data Complete Reports
• 05 December, 1pm-2:30pm ET: Grievance/Grievance Window

62
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Open Forum
Questions?
AcqDemo.Contact@dau.edu

Erin.Murray@dau.edu
jerry.lee@dau.edu
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