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CAS2Net and CCAS 
Open Forum

Thursday
6 February 2025

1:00 PM Eastern Time

Topic:  CAS2Net Grievance Process
To join this Microsoft Teams Open Forum  on your computer, mobile app or room device 
Copy and paste the following to join the meeting 

https://teams.microsoft.com/l/meetup-
join/19%3ameeting_ZTZiNTBkMWUtZTlkMS00ZThjLTljZDEtN2Y5ZmNkYzFmNTA4%40thre
ad.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-
cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-
0164be9d07a8%22%7d



http:/acqdemo.hci.mil

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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Executive Order 14151
• In accordance with Executive Order 14151, “Ending Radical and Wasteful 
Government DEI Programs and Preferencing,” dated January 20, 2025, and 
DCPAS Message 2025022, Component Representatives must ensure that all 
necessary actions are taken to comply with this Executive Order. 

• The Executive Order requires that Federal employment practices, including 
performance reviews, refrain from considering “Diversity, Equity, and Inclusion” 
(DEI) or “Diversity, Equity, Inclusion and Accessibility” (DEIA) factors, goals, 
policies, mandates, or requirements.  

• Each participating organization must conduct a thorough review including, but 
not limited to  business rules, contribution plans, mandatory objectives, self-
assessments, supervisory-assessments, training materials, CAS2Net updates, 
and other relevant artifacts. This review must ensure that no language related to 
DEI or DEIA are referenced in any current or future materials.

• These actions need to be completed by February 7, 2025.

Many components have completed this review, but if you did not get the 
directive, do so now!

3

Presenter Notes
Presentation Notes
Before we get started, we will need to bring to your attention the Executive Order 14151….”Ending Radical and Wasteful Government DEI Programs and Preferencing.” This executive order requires that Federal employment practices, including performance reviews, refrain from considering Diversity, Equity, and Inclusion” (DEI) or “Diversity, Equity, Inclusion and Accessibility” (DEIA) factors, goals, policies, mandates, or requirements.  These actions need to be completed by Friday 7 February 2025.The next set of slides will be reviewing the process within CAS2Net for guidance.
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Executive Order 14151
We posted Pay Pool Notice 2025-5 on how to comply with the executive 
order, participating organizations should review 
 
• CAS2Net > Fiscal Year Reports:

– Contribution Plan
– Midpoint Assessment
– Annual Assessment
– Closeout Assessment
– ACDP Assessment
– Released Additional Feedback

• Organization Management > Edit Organization Level
– Mandatory Objectives Inherited from Higher Level Organizations
– Mandatory Objectives for Current Organization

4

Presenter Notes
Presentation Notes
On the screen are the steps to comply with this order at the organization level.We posted Pay Pool Notice 2025-5 on how to comply with the order, but as a reminder it can be reviewed at the Fiscal Year Reports as well as the Organization Level.The Reports to review are that of the Contribution PlanMidpoint AssessmentAnnual AssessmentCloseout AssessmentACDP AssessmentReleased Additional FeedbackYou will also want to check at the Organization Level the Mandatory Objectives that have been released and distributed amongst your organization as well.Again, a lot have completed these steps already, but please make sure you have this completed by the deadline of 7 February.
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Executive Order 14151
• For example, to review the 2025 contribution plans

– Reports
– Fiscal Year Reports > 2025
– Contribution Plan
– Select Organization /pay pool
– Click Continue

– Click Continue

– Wait for download 

5

Presenter Notes
Presentation Notes
An example of pulling a contribution plan to search for the key words can be found here.
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Executive Order 14151
• Open file

• Use the Find function

• DE&I                                                             and                                                         
diversity                                                        and equity and inclusion               
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Presenter Notes
Presentation Notes
Using this search function will allow you to narrow down the key words and terms that will need to be updated/removed. As a reminder the deadline to have this updated/completed is Friday 7 February 2025.
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Retrieving Salary Appraisal Forms for Archived Users
Two options on archived users.

1st Option:  For the Final version 
> Administrator 
> Reports > 2024 
> Salary Appraisal Form 
> Select Appraisal Form sections 

> ... filter by Employee

> Make sure to check box Include 
Archived/Transfer 

7

Presenter Notes
Presentation Notes
The next set of slides will show the process for those users that have been archived. There are two options with the first listed here:1st Option:  For the Final version > Administrator > Reports > 2024 > Salary Appraisal Form > Select Appraisal Form sections ... filter by Employee> Make sure to check box Include Archived/Transfer 
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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".

8

Presenter Notes
Presentation Notes
There are two options with the first listed here: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

9

Presenter Notes
Presentation Notes
The next set of slides will be our review of the Grievance Module within CAS2Net.



http:/acqdemo.hci.mil

• 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

10

CAS2Net Grievance Module 

Presenter Notes
Presentation Notes
Accessing the module as an administrator can be performed through CCAS Management > Grievances. As an administrator/super user you have the ability to facilitate, oversee, and administer the grievance process for your assigned organization. While you CAN review the grievance, return it to the employee/supervisor for modifications, and review/submit to pay pool manager for a decision.It is important to note that you CANNOT modify the employee’s grievance. For a Grievance, there are two ways in which it can be initiated.It is important to be able to discuss with your business the appropriate way that they prefer. However, the capability is provided for both the employee and administrator.Employees will be able to submit their grievance once the window has been set for their business. While the timeframe is consistent, it is based upon the business of the exact dates that encompass the window of opportunity.The second way to initiate the grievance is that of the administrator. An employee must perform the administrator of the interest in a grievance, and the process will then be initiated to the employee’s CAS2Net menu.
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Organization Management
 Settings

for
CCAS Grievances

11

Presenter Notes
Presentation Notes
As mentioned earlier, the grievance process is initiated through that of the organization level setting the window of opportunity. The next set of slides will review this process within the CAS2Net system.
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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

Presenter Notes
Presentation Notes
It should be noted and understood that the following steps are in accordance with your local business rules/process. The time frame for the process is that of 15 calendar days. From the start date to the end date. This period of time is for when the employee has to initiate the process and not necessarily how long the process will take.The grievance window is set within the Organization Details of the CAS2Net system. We’ve highlighted for you where to find the grievance start date and date.
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• CAS2Net Grievance Process with a Grievance Window

13

CAS2Net Grievance Process with a Grievance Window

Presenter Notes
Presentation Notes
On the screen is the Grievance Process workflow outlining the process including the 15-day window.All submitted grievances will have the same timeline for the supervisor’s recommendation, In this example listed, we created a deadline of  NLT 25 Feb, for the Supervisor to submit the recommendations to Pay Pool.While the manager’s review and decision, e.g., NLT 15 Mar
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• Once a Window has been established employees will have the Grievance 
module to submit a grievance within the designated timeframe. 

• To initiate a grievance as the employee, go to Menu > Employee > Grievance
– Select Grievance 
– Note: the employee will only have this option if a Grievance Window was 
set by the administrator

CAS2Net Grievance Process – With a Grievance Window

Presenter Notes
Presentation Notes
Looking at the process of entering the Grievance Window within CAS2Net. The Grievance window will need to be established as the Admin/Org level. Once established, the employee will then be able to enter their grievance within the system.We will navigate to: Grievance (as an employee)



http:/acqdemo.hci.mil

• CAS2Net Grievance Process without a Grievance Window

15

CAS2Net Grievance Process – Without Grievance Window

Presenter Notes
Presentation Notes
So we’ve reviewed the perfect scenario of a grievance process in which a window was not established.The same standards apply The problem must be presented within 15 days following the date of the act or event that the employee believes created the problem. Or the date the employee became aware of/should have become ware of the act or event.We see the employee decides to grieve the assessment – they will have 15 calendar days of the supervisor’s date of communication.The number of days will be the same, it will just vary depending upon the first initiation date.
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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

Presenter Notes
Presentation Notes
Initiating a Grievance without a window can be done through the annual assessment. Administered by the administrator, within their Annual Assessment.
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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

Remember in Order to Enable a 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

Presenter Notes
Presentation Notes
As we mention the Grievance process, it’s important to note and understand that 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 signTo 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 buttonSelect the appropriate reasoning and save
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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

18

Presenter Notes
Presentation Notes
As an administrator, there is also the option to assign and sub panel manager as the grievance manager.This capability is found beside the Grievance Start/End Date. It is a toggle that can be set to Yes/No.When selected as Yes (green) – the assigned sub panel manager(s) would be responsible for reviewing, granting/denying, and signing and finalizing the grievanceWhen selected as No (red) - the assigned pay pool manager would be responsible for reviewing, granting/denying, and signing and finalizing the grievance
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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

19

Presenter Notes
Presentation Notes
This option is also available within the BUE as well.Found within the same section of Organization Details, however, it is beside the Sub Panel Manager option – labeled: Use SPM for BUE GrievanceThis capability is found beside the Grievance Start/End Date. It is a toggle that can be set to Yes/No.When selected as Yes (green) – the assigned sub panel manager(s) would be responsible for reviewing, granting/denying, and signing and finalizing the grievanceWhen selected as No (red) - the assigned pay pool manager would be responsible for reviewing, granting/denying, and signing and finalizing the grievance
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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

20

Presenter Notes
Presentation Notes
The last option listed beside the Grievance Window deadline dates is that of the Grievances recalculate Time Off Award.This toggle provides the ability to have grievances recalculate Time Off Award. This would only apply if TOA in lieu of a Contribution Award was offered and selected during the associated annual assessment process.
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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. 

21

Presenter Notes
Presentation Notes
Within the Grievance process there is the option of a Grievance Reviewer Role. This role is assigned by the Admin within the user’s profile or the organization mgmt.This person 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. – examples of this person could be HR, LMR, Legal, EO, Union Rep or as designated by the head of the organization.The capabilities of the reviewer are that of being able to review, print, and track employee grievance progress/status. They cannot APPROVE or MODIFY – read only access.
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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

22

Presenter Notes
Presentation Notes
Here are the visual steps of adding the role within the Organization Management.The person would be listed under the User Roles.
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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

23

Presenter Notes
Presentation Notes
Here is the visual steps for adding to the user profile.The individual should be searched within User Management > Assigned
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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

24

Presenter Notes
Presentation Notes
Removing this role is also found within the Organization Management as well as the User Profile.In this example we’ve navigated to the User Profile first, and Organization Management second.
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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

25

Presenter Notes
Presentation Notes
Removing the Grievance reviewer is as simple as adding them.You would navigate to the same section of User Roles, highlight the name you like to delete. The options to edit/delete will be present, select Delete and confirmThe role is then deleted
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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

Presenter Notes
Presentation Notes
In addition to Grievance Reviewers, a grievance can be routed to a former supervisor/pay pool as well.The Administrator must have “Can Edit History” permissions set in their user profile before completing.As an administrator, navigate to User Management > Assigned (find the party in question) > HistoryFrom Supervisor 1 – select Matric checkbox to populate dropdown with supervisors outside of your assigned pay pool
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Route a Grievance to Different Manager
• A grievance can be routed from the former manager to another manager 

in the 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 Manager from the dropdown 
– Save once done
– Enter Justification
– Yes/No email to employee and supervisor.

27

Presenter Notes
Presentation Notes
The ability to route a grievance to a different manager is also available within the process.As an administrator, you would search and find the employee and look into their history.From the history you would select:Past Salary/Compensation > Select applicable FY > Organization Information Select desired Manager from the dropdown Save once doneEnter JustificationYes/No email to employee and supervisor
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CAS2Net Grievance Process –                                                               
Email Feature and Set Due Dates

28

• 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

29

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
– Grievance Release Date
– Grievance Employee NHO Due Date

31

Presenter Notes
Presentation Notes
Updated screenshot … new columns in blue
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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

32



http:/acqdemo.hci.mil

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
– Filter by Organization

– Filter by Employees select the 
“Include Archived/Transfer” 
checkbox to include archived and 
transferred employees in the search.  

33
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Attachments to Grievance
• Employee > Grievance > Attachments > Upload Documents
• Supervisor > Grievance > Employee > Attachments > Upload Documents
• Administrator > Grievance > Employee > Attachments > Upload Documents

• When Grievance is Released to the employee, the employee will see only 
his/her attachments

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

• NOTE:  The intent of the “Bypass Supervisor”                         was to push a grievance 
directly to the manager to deny, bypassing the supervisor, in the case of an invalid 
grievance. If this option is elected, the manager will only have the option to select 
the Denied Request, Denied Request Due to Timelessness, or Denied Request 
Based on Prohibited Discrimination.

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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Manager Option to Release to Employee
• The Manager has the 

following actions:
– Return (does not work)

– Cancel (back to the previous page)

– Save
– Return to Pay Pool (to the 

administrator)

– Sign and Finalize (submit 
grievance decision to the 
administrator)

– Attachments
• If Sign and Finalize is selected 

… the status is Completed by 
Manager …
– Return (does not work)
– Cancel (back to the previous page)

– Save
– Release to Employee
– Attachments

38

Presenter Notes
Presentation Notes
It is important to know that once the Manager selected Sign and Finalize, the Manager has the option to Release to Employee.  Need to emphasize that the manager can release the decided grievance to the employee before the review by the administrator.
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Manager Option to Release to Employee
• If the Manager selected 

Release to Employee, then 
selected Yes, the grievance is
– Released to supervisor

• Complete Supervisor 1 
Approval tab

• Sign and Release to 
Employee

– Released to employee, 
who can
• Signs Salary Appraisal / 

Annual Assessment
• Option to submit a 

Request to Next Higher 
Official

– Released to administrator 
(see slide 33  - 
Request/submit appropriate 
requests for personnel 
actions)

39
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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 
― NOAC  009 – Rating of record update
― As required, NOAC 810 – Change in Diff for a Supervisory/Team Leader Cash 

Differential
― As required, NOAC 885 - Lump Sum Performance Payment RB-ILPA (Rating 

Based In Lieu of Pay Adjustment)
― As required, NOAC 846 – Time Off Award

41
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The pay pool panel/manager's decision is final unless 
the employee requests reconsideration by the next 
higher official.

The employee can use the CAS2Net Request to Next 
Higher Official to submit a request for 
reconsideration to the next higher official.

That next higher official would then render the final 
decision on the grievance in CAS2Net.

42



• Employee • Next Higher Official

43

CAS2Net Next Higher Official - Module
• Administrator
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CAS2Net Next Higher Official
Released Grievance

                

     

Has the statement

And buttons
• Request to Next Higher 

Official
• Cancel (back to previous page)

• Attachments

44

If you are dissatisfied with my decision in this matter, in accordance with the DoD 
AcqDemo Operating Guide, paragraph 7.2, you may request a reconsideration for final 
review by the next higher official to the Pay Pool Panel/Manager by selecting Yes to 
Request to Next Higher Official. And that you acknowledge that you must submit your 
request within 15 calendar days of the date released by the administrator, or in 
accordance with the Collective Bargaining Agreement.
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CAS2Net Next Higher Official
• When employee selects Request to Next Higher Official

– Pop-up

– Select Yes
– If Error message

     (CAS2Net programmer working to fix the reason for the error message)

– Back Arrow
– Employee selects Request to Next Higher Official
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CAS2Net Next Higher Official
• Employee/Administrator/NHO/Trusted Agent for NHO sees Request to 

Next Higher Official 

• CAS2Net generated Employee Due Date (editable by Administrator)

• References
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CAS2Net Next Higher Official
• Employee/Administrator/NHO/Trusted Agent for NHO has a link to the 

employee grievance 

• Next section is the References
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Click
Open
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CAS2Net Next Higher Official 
•                       Employee must acknowledge applicability and understanding 

statement (modified for Next Higher Official process in CAS2Net) in order 
to submit to the NHO

• As of 6 Feb 2025
– Missing section for reconsideration
– Error messages when saving
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CAS2Net Next Higher Official 

• Only the 
Administrator/NHO 
/Trusted Agent for NHO 
sees the decision 
options

• Employee/Administrator
/NHO/Trusted Agent for 
NHO sees Approved 
Scores, Manager’s 
Decision on the 
grievance, Summary of 
Basis for Change, I 
believe …, and Employee 
Basis for Change

• Employee completes 
– Summary of Basis for 

Change and 
– Employee Basis for 

Change
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CAS2Net Next Higher Official 
• If Supervisor Assessment is checked to Yes, 

Employee/Administrator/NHO/Trusted Agent for NHO sees the Manager 
Decision to Supervisor Narrative
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CAS2Net Next Higher Official 
• Employee completes Basis for Reconsideration for Final Review

• Employee completes Request for Adjustment to Supervisor Narrative
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CAS2Net Next Higher Official 
• Employee completes the remaining two factors
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CAS2Net Next Higher Official 
• 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
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• Administrator • Next Higher Official 
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CAS2Net Next Higher Official 
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CAS2Net Next Higher Official 
• Request goes first to the Administrator before Administrator Submits to 

NHO
• NHO sees (as will the Administrator and Trusted Agent for the NHO) 
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CAS2Net Next Higher Official
• NHO sees (as will the Administrator and Trusted Agent for the NHO)

• Due Dates

• References 
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CAS2Net Next Higher Official
• NHO sees (as will the Administrator and Trusted Agent for the NHO)  

Acknowledgment Statement
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CAS2Net Next Higher Official
• NHO sees (as will the Administrator and Trusted Agent for the NHO) 

• If Employee toggled Scores to Yes 

• NHO sees (as will the Administrator and Trusted Agent for the NHO)
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CAS2Net Next Higher Official
• Administrator must enters decision before submitting to NHO

• Next Higher Official sees Employee Basis for Reconsideration for Final Review

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

• Currently working for deployment this cycle the option for the administrator to 
submit to NHO without recommending a decision and NHO Summary of Basis for 
Adjustment 59
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CAS2Net Next Higher Official
• If Employee toggled Supervisor Assessment to Yes 
• Next Higher Official sees Manager Approved Change to Supervisor Annual 

Appraisal Narrative

• Next Higher Official sees Employee Basis for Reconsideration to the Supervisor 
Narrative 
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CAS2Net Next Higher Official
• 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  (Note:  Administrator must enter NHO Decision on 
Supervisor Narrative [Currently working for deployment this cycle the option for the administrator to submit to 
NHO without recommending a decision and NHO Summary of Basis for Adjustment.]

• ) 
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CAS2Net Next Higher Official
• Same process for the other two factors 
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CAS2Net Next Higher Official
• CAS2Net re-calculates

• NHO Closing Statement

• Or

• NHO completes review … Sign and Finalize

63



http:/acqdemo.hci.mil

CAS2Net Next Higher Official
•  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
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Grievance in CAAS2Net - Things to Remember

65

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. 



http:/acqdemo.hci.mil

Planning for FY25 End of Cycle 

• Wednesday 1 Oct 2025
– 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 2025 Sub-Panel Meeting Spreadsheet, 2025 
CMS, and 2025 Pay Pool Analysis Tool

• Thursday 20 Nov 2025 – start Not Final Reports / Data Complete Reports
• Friday 12 Dec 2025 – Initial Upload
• Wednesday 8 Jan 2026– Final Upload
• 11 to 24 January 2025 - First Full Pay Period in January
• ~16 Jan 2026 at 12:00 pm ET – PMO marks pay pools Completed
• ~18 Jan 2026 – PMO post pay transactions to regional pay offices
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Planning for FY26 End of Cycle 

67

• Wednesday 1 Oct 2026
– 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 2026 Sub-Panel Meeting Spreadsheet, 2026 
CMS, and 2026 Pay Pool Analysis Tool

• Thursday 19 Nov 2026 – start Not Final Reports / Data Complete Reports
• Friday 4 Dec 2026 – Initial Upload
• Wednesday 23 Dec 2026– Final Upload
• 3 to 16 January 2027 - First Full Pay Period in January
• ~8 Jan 2027 at 12:00 pm ET – PMO marks pay pools Completed
• ~10 Jan 2027 – PMO post pay transactions to regional pay offices

Presenter Notes
Presentation Notes
This is an early warning order due to the earliness of the 2027 first full pay period starting on 3 Jan 2027.  In 2023, it was 15 Jan, in 2024 it was 14 Jan, in 2025 it was 12 Jan, and in 2026 it will be 11 Jan; but in 2027 it will be 3 Jan.  Meaning less time for the end of year process pay pools in November-December 2026.
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2025 Open Forum Schedule

68

Date Time Topic

2 January 1pm – 2:30pm ET CCAS Pay Transactions 

6 February 1pm – 2:30pm ET CCAS Grievance, Next Higher Official Process, and 
Archive/Transfer

6 March 1pm – 2:30pm ET Assigning Mandatory Objectives, Mid-Point Review, 
Additional Feedback, and Closeout Assessment

3 April 1pm – 2:30pm ET Communicating with AcqDemo Program Office on CAS2Net 
and CCAS Issues 

1 May 1pm – 2:30pm ET Reports – FY-based Reports & Current Settings Reports 

5 June 1pm – 2:30pm ET Macro Free Sub Panel Spreadsheet and Compensation 
Management Spreadsheet (CMS) Introduction

3 July 1pm – 2:30pm ET Creating Sub-Organization Levels and Assigning Sub-Panel 
Managers, and User Role Assignments

7 August 1pm – 2:30pm ET CCAS Spreadsheet Test Schedule (Offline Sub-Panel Meeting 
Spreadsheet, Offline CMS, Macro Free versions, and 
CAS2Net Online versions)

Open Forum Sessions are held on the 1st Thursday of each month
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Open Forum
Questions?
AcqDemo.Contact@dau.edu  

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