FiCi

A(E
NN EDemo

CCAS Spreadsheets
Basic Functions
for
Pay Pool Administrators

DoD Civilian Acquisition Workforce Personnel
Demonstration Project (AcqDemo)

Presented by the AcqDemo Program Office

Ac

i www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo




Administration, Expectations, and Parking Lot i

* Administration
* Signin
* Course timing
* Introductions
* Expectations
e Parking Lot

* Ground Rules and Logistics
e Mute computer and/or phone as needed

* Do not place your phone on hold if receiving training via VTC
* Breaks

* Questions and Parking Lot review
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Course Objectives

At the completion of this course, participants will be
able to:
e Use the basic features found on the CCAS Spreadsheets

 Sorts, Filters, Hide/Unhide Columns & Rows, Set
Views, Wild Cards, Validate, Import, Export

 Understand what each of the tabs located on both the
sub-panel spreadsheet and CMS does

* How to use the Group into Categories tool
* Look for common red flags in your pay pool results
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Presenter Notes
Presentation Notes
These are the course objectives.

Individual module topics will be addressed at the beginning of each module.


FiCi

Pay Pool Process

Rating Process
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4
There are three phases to scoring employees during the sub pay pool process.
Even in small pay pools, which do not have the need for sub pay pools, these
phases should still be followed.

Phase 1 — Review Recommended Scores
Review recommended scores and ensure they align with your
organizations scoring criteria and your compensation philosophy.

Phase 2 — Rank Order and Adjust Scoring
Rank order employees as to the value of their contributions and adjust
score accordingly.

Phase 3 — Sanity Check
Look at the results of the rank ordering process to ensure that the
scoring is fair to the employees and is aligned with your organizations
compensation strategy.
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Classification and Appraisal Factors i\

Communication Mission Support

and/or Teamwork

Job Achievement
and/or Innovation

Understanding and execution
of organizational goals and
priorities

Qualifications * Communication

* Critical Thinking (verbal and written) * Working with customers to
e Calculated Risks * Interactions with develop a mutual

* Problem Solving customers, understanding of their

« Leadership coworkers, and requirements

« Supervision groups * Monitoring and influencing
S « Assignments crossing cost parameters or work,

tasks, and projects
 Establishing priorities that

reflect mission and

organizational goals

Accountability functional boundaries

—

" Determine a Categorical and Numerical Contribution Score for EACH Factor
= Must score contributions to mission and performance separately
= Average 3 factor scores to get the Overall Contribution Score (OCS)

Acql
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Presenter Notes
Presentation Notes
Under AcqDemo, there are three standard factors that are used in both classifying a position and assessing employee contribution.  These 3 factors (along with the duties and responsibilities expected of the position) are the only criteria used to classify an AcqDemo position and assess employee contribution.

These factors are standard across the entire AcqDemo project and were established specifically for the acquisition community.  The three factors are:

Job Achievement and/or Innovation –includes qualifications, critical thinking, calculated risks, problem solving, leadership, supervision, and personal accountability 

Communication and/or Teamwork – focus is on communication, both verbal and written; interactions with customers, coworkers, and groups; and assignments crossing functional boundaries. 

Mission Support – the understanding and execution of organizational goals and priorities; working with customers to develop a mutual understanding of their requirements; monitoring and influencing cost parameters or work, tasks, and projects; and establishing priorities that reflect mission and organizational goals.

Each Factor has a set of Descriptors and Discriminators that help with classifying duties and responsibilities and assessing employee contributions.  

These Factors, along with their Descriptors and Discriminators, constitute the grading criteria used for determining a position’s appropriate broadband level.  

For contribution scoring purposes, the 3 factor scores are averaged to determine employee’s Overall Contribution Score (OCS).

As mentioned, these same three factors will be used later to set expectations within the contribution plan and to assess employee contribution at the end of the cycle.  We’ll discuss that further in the CCAS chapter.



Using Factor Descriptors & Discriminators Fi\

Factor 1: Job Achievement and/or Innovation for NH-II

LEVEL DESCRIPTORS DISCRIMINATORS

LEVEL Hll

* Considered a functional/technical expert by others in the organization; is regularly * Leadership Role
sought out by others for advice and assistance.

* Pursues or creates certification, qualification, and/or developmental programs and * Mentoring/Employee
opportunities for self and others. Development

* Guides, motivates, and oversees the activities of individuals and teams with focus on
project/ program issues. Assumes ownership of processes and products, as appropriate. | * Accountability

* Develops, integrates, and implements solutions to diverse, highly complex problems
across multiple areas and disciplines. * Complexity/Difficulty

* Develops plans and techniques to fit new situations to improve overall program and
policies. Establishes precedents in application of problem-solving techniques to
enhance existing processes.

* Defines, directs, or leads highly challenging projects/programs

* Creativity

* Scope/Impact

Use Descriptors for Use Discriminators for
Categorical Scores Numerical Scores
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Determining Categorical Scores ik

* Factor level descriptors and discriminators are used to determine a
categorical score

* Descriptors are written at the top of the broadband
» High: Employee consistently and independently meets full intent of all factor
descriptors during the appraisal cycle

= E.g., meet all 14 descriptors - 6 for Job Achievement and/or Innovation,
and 4 for other two factors

» Medium: Employee meets most (defined as more than half) factor descriptors
during the appraisal cycle with minimal guidance

= E.g., meet 4-5 descriptors for Job Achievement and/or Innovation,
and 3 for other two factors

>» Low: Employee consistently meets less than most factor descriptors during the
appraisal cycle or needs greater than expected assistance in meeting them

= E.g., meet at least 1 descriptor per factor

Note: Suggested best practice, but NOT the only possible criteria for
rating. Check your Business Rules for guidance.
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Very High Scores i\

* Very High scoring has 3 options — High, Medium and Low with
corresponding numerical scores

* Scores only available for employees in the highest broadband
level for their career paths

* Factor level descriptors are available to define Very High Scores at
the mid-level

e Same for all 3 factors

Business
Management and Technical
Technical Management

Administrative

Management Support (NJ) Support (NK)

Professional (NH)

Categorical Score Numerical Score Numerical Score Numerical Score

High 115 95 70

Very High :
(VH) Scores Medium 110 91 67

Low 105 87 64
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Presenter Notes
Presentation Notes
Very high scores are available to recognize an employee for exemplary contributions and overall quality of performance, the results of which are substantially beyond what was expected and, therefore, warrant a score exceeding the top score for the highest broadband level in the employee’s career path. 

The Federal Register states …

The ‘‘very high scores’’ of 105, 110, and 115 are provided for employees in  Broadband Level IV of the Business and Technical Management Professional career path.  

The ‘‘very high scores’’ of 87, 91, and 95 are provided for employees in Broadband Level IV of the Technical Management Support career path.  

The ‘‘very high scores’’ of 64, 67, and 70 are  provided for employees in Broadband  Level III of the Administrative Support career path. 

For Very High Score descriptors, note that unlike the other descriptors, these are written at the mid-level of the score range, so 110 for NH.  


o] .’.
Broadband Level Score Ranges P\

Levels Categorical
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Rank Order

Use Factor Discriminator Language to rank order contributions

Job Achievement Communication
and/or Innovation and/or Teamwork

* Leadership role * Oral Independence

* Mentoring/Employee e Written Customer Needs
Development e Contribution to Team Planning/Budgeting
Accountability  Effectiveness Execution/Efficiency
Complexity/Difficulty
Creativity
Scope/Impact

Mission Support

Determine a Numerical Contribution Score for EACH Factor
» Same for all broadbands and career paths
» Helps establish relative value of contributions
» Places degree of impact into context

Acqm
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HCi
Determining Numerical Scores -

NH Career Path

* Review the factor discriminators _ _
Job Achievement and/or Innovation Factor

and knowledge of employee’s

contributions to rank order the 3 Hi
igh (3H -
results to determine the g ( ) 79-83
Numerical Score John. Susan 33
V4
* Numerical Score range must be
associated with the respective Dan 82

Categorical Score

Bruce, Rick 81

* Leadership Role
James 30

* Mentoring/Employee Development

* Accountability

Rose, Joe /9

* Complexity/Difficulty

* Creativity Apply logic to your thought process and judgment
«  Scope/Impact when recommending numerical scores.
12
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Presenter Notes
Presentation Notes
At the sub pay pool panel level, or the pay pool panel level if no sub pay pool panels exist, the categorical scores are further refined, and rank ordered. Adjustments are made until consistency and equity are reached.  When rank ordering employees it is possible to rank order employees with equal value to their contributions in the same position of the rank order. The contribution matrix is then completed, and the categorical scores set.
 
Based on the range of scores available for that cell in the matrix, this refined preliminary categorical score is assigned a numerical score.
 
To help guide the pay pool panel in rank ordering the employees and assigning numerical scores the factor discriminators are used, taking into consideration employee contributions as they relate to these skill sets.  As an example, for the Job Achievement and/or Innovation factor the discriminators are Leadership Role, Mentoring/Employee Development, Accountability, Complexity/Difficulty, Creativity, Scope/Impact. If part of the employee’s contribution had to do with the planning of the project. It would make more sense to consider that when rank ordering the Mission Support factor where Planning/Budgeting is a discriminator.
 
This two-step process for obtaining recommended scores for each factor is a way to ensure consistent use of the descriptors and discriminators.



Quality of Performance

e CCAS includes assessment of the
quality of performance an employee
demonstrates in achieving his/her
expected contribution results during an
appraisal cycle

* Quality of Performance rating assigned
to each factor in addition to contribution
factor scores

* Average of three performance factor
ratings translates to the annual rating of
record for awards and RIF purposes
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E www.DAU.edu | www.hci.mil | acqdemo.hci.mil
BN EDemo

13


Presenter Notes
Presentation Notes
10 U.S.C. 1597(f) requires the determination of which DoD employees shall be separated from employment in a reduction in force to be made primarily on the basis of performance.

The performance level score assigned to each contribution factor should reflect an employee’s level of performance characteristically demonstrated throughout the appraisal cycle when compared to the CCAS factor descriptors and discriminators, expected contribution criteria, an employee’s contribution plan, and the impact of the quality of the contributions on the organization. 

A Participating Organization may supplement the generic criteria with additional standards that identify milestones, production, due dates, or other measurable aspects of success contributing to the accomplishment of the goals and objectives necessary to meet an organization’s mission and are achievable during the appraisal cycle. 

Our organizational policy regarding this is XXX

Federal Register notice, Section II.D.2.f.(2), “Quality of Performance”

Quality of Performance
      (a)  Appraisal Criteria. 10 U.S.C. 1597(f) requires the determination of which DoD employees shall be  separated from employment in a reduction in force to be made primarily on the basis of performance. In order to comply with 10 U.S.C. 1597(f), the CCAS has been modified to embrace the quality of performance an employee demonstrates in achieving his/her expected contribution results through an assessment of performance under each of the three contribution factors. Three performance appraisal levels are provided as shown in Table 3 below together with generic quality criteria. The performance level to be assigned to each contribution factor should reflect an employee’s characteristic level of performance during the appraisal cycle as compared to the CCAS factor descriptors and discriminators, expected contribution criteria, an employee’s contribution plan, and the impact of the quality of the contributions on the organization. A Participating Organization may supplement the generic criteria with additional standards that identify milestones, production, due dates, or other measurable aspects of success contributing to the accomplishment of the goals and objectives necessary to meet an organization’s mission and are achievable during the appraisal cycle.

(b)  Performance Appraisal Process. The quality of performance appraisal is conducted in conjunction with the contribution scoring process. As the rating official considers such items as  the employee’s self-assessment, customers’ feedback, and personal observations in preparation for assigning preliminary CCAS  categorical  scores,  he/she  will also assess the quality of the employee’s performance in achieving his/her contribution results under each of the three contribution  factors.  A preliminary performance appraisal level of either Level 5—Outstanding, Level 3—Fully Successful, or Level 1— Unacceptable from Table 3 will be assigned by the rating official to each of the three contribution factors. The three performance appraisal levels are averaged to calculate the annual rating  of record. The resulting quotient will be rounded to the nearest tenth of a  decimal point. The final average will then reflect the employee’s overall job performance during the appraisal cycle based on the rating criteria outlined in Table  4.


PAQL Score PAQL Criteria

Determining PAQL Scores

Examples

Criteria

An employee’s quality of performance exhibited
in achieving his/her contribution results
Level 5 — substantially and consistently surpasses the
Outstanding factor-specific expected contribution criteria and
the employee’s contribution plan goals and
objectives.

An employee’s performance consistently
Level 3 — achieves, and sometimes exceeds, the factor-

Employee’s
performance made
distinguishable
outcomes, set
precedent, industry-
wide recognition,
etc.

Employee’s
performance gets

Average of 3
Scores
>43=5

Average of

AtE
Demo

Fully Successful specific expected contribution criteria and o] Ob deome il 2 Scox;es
. . .. sometimes exceeds <43=3
his/her contribution plan goals and objectives. .
expectations.
, . Employee’s
An employee’s performance fails to meet the
) : performance shows .
expectations for quality of work and the : Any Single
Level 1 — ) .. unsatisfactory _
e il required results for the goals and objectives set quality, quantity or Score of 1 =
forth in his/her contribution plan for the . D Overall 1
aopraisal evele timeliness of work,
PP yeie. incomplete, etc.
14
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CCAS Spreadsheet
Starting Spreadsheet
Importing & Exporting Data
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~Tip-
After downloading the
CAS2Net data,
remember to "lock" the
Pay Pool or Sub Pay
Pool in CAS2Net. This
ensures that no one
can make changes in
CAS2Net while your
Pay Pool/Sub Pay Pool
is in session.

Sub / Pay Pool
Panel Meetings Start

Ac
1

Understanding CAS2Net Roundtrips ik

~Tip-~
At the end of each
panel day, remember
to export from
CMS/Sub Pay Pool

&
& 0o » tool, and upload your
Sop € 9% Employee Data into
é,o CO [:9 *
9 -G CAS2Net to “back-up”
“ 1’)?7@ your data.

Sub / Pay Pool Panel
Meetings Ends

Sub / Pay Pool Panel
Deliberations and Scoring
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Spreadsheet Set-up — Downloading Files P\

1. In CAS2Net, go to “Offline Interface”

then select “Download Employee Data”
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Spreadsheet Set-up — Downloading Files i

3. Open the downloaded file and select “Save as”

T —
LK

PR CrTin: I-lriaza

T

4. Save to appropriate Pay Pool folder

¥ &£ o 8

Nganiiz =

Eanddisaon B pul 8 e i) 3 41 i ki f2ow i
Fecemis bt Dot
[
= Frlas e T e P T L e . g <. e i G ?
Idermy Crameh (
3 ok ~TIPS-~
[ b
- %\r Do NOT change the core naming convention |
Jowa /“, ” /“, _ ”
T from “ppXXX_to_CMS” or “ppxxx_to Sub-Panel” |
Swratyze | Wit Fredl o mu Speted Yo e i = o dd d d d I d h I
» DOa ate and time of download to the file
w HideFziten 'f 'f
. name:

“bpXXXX_to_CMS_20190724 1311” s
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Spreadsheet Set-Up HG
Enabling Spreadsheet Macros

» Open the SPP Spreadsheet/CMS file
» Click on the “Enable Content” box

11 Sacurlty Warning Sce actfve contert Fias baen disabled. Click for mare de

A7 v fe

R 2R N T i i

| Sub-Panel Meeting Spreadsheet

Cytle: 2016 Wersion: 2
The purpose of this spreadsheet is to assign preliminary and final contribution scores to employees.

Data/Spreadsheet Download - Download the ofine managers meeting data Paypool Data Lagtimport

file from CAS2Net and save it bo your hard drive, then click on Imgort to lead the Lasl Expor

7 [fle inio th import View  Expor s

. file int2 this spreadshest. Lest Hodied: - (e Today

Appraisal Score Entry = Once the file has been hoased, click Viewte ga Scores
directly to the Data 1 fo enter praliminary and final scores. To assign scores

b

=+1Macros have not been

and mevt laale

20
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Spreadsheet Set-Up HCi

Enabling Spreadsheet Macros — Complete

Screen will refresh and enable macros

When complete, do a “Save As” to retain an unpopulated

spreadsheet file for future access.

Repeat the same steps for CMS

J Sub-Panel Meeting Spreadsheet

Ciycle: 2015 Viersian: 2

The purpose of this spreadsheet is to assign prefiminary and final contribution scores to employees.

5 |Data/Spreadsheet Download = Dawnlad the offine managars meeting data Paypool Data Lact mgart
£ [fle from CASZNes and save & 1o your hard ciive, e click an Impor; 3 load tha in g Exatrl
- |flinto dh : ort View  Export gt b
; |] file into this spraacshae! mport = L Last Mortiod Lz Today

¢ |Appraisal Score Entry -- Crica the file has been loadea. click Viewls go
ciractly 1e the Data fab fo enler preliminary nd final stores. To assign seores
Lsing an intariace tatis simir 12 the on-ine Wanagers Maeting, clck the Group into Cateqories
10 | Group into Cadagovies Ik, Thisfom Slters employaes 3y Career Path, Fack,
and Seore Level, For each seora level {1 through 4) selected there wil be

Scores

11 | etween four and seven fst bases representing the avaiadle prelimnary scorss Summary Reports
12 |for that vl pis boves represanting the upper and lower limfs of the pracading
3| st evels, respectively. Emolayaes wihouta praimnary score vl show Ralls Report

Up inthe Unrated listbor. Employess cen be moved arcund in listbares (e,

The screen should cycle rapidly through a variety of tabs as the macros are loaded.
Once complete, you are ready to import your data
21
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Spreadsheet Set-Up Fix

Enabling Spreadsheet Macros
S (alternate method)

; ,' | may be required when opening and
17 activating the macros for both the Sub
Pay Pool Spreadsheet and the CMS

@ The required steps are outlined in the
following slides
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Spreadsheet Set-Up HG
Enabling Spreadsheet Macros — Step 1

» Open the SPP Spreadsheet/CMS file
= Do not click “Enable Content” button
» Instead, click on the “Some active content has been disabled...” link

1| Securlty Warning  Scme artive conter s been disabled. Click for more details, Dbl Corfent

- I =0 B 20 O O O 1 o O I O I -

| Sub-Panel Meeting Spreadsheet

Cycle: 2018 Verson; 2
The purpose of this spreadsheet is to assign preliminary and final contribution scores to employees.

DataiSpreadsheet Download - Download the offine managers meeting data Paypool Data LastImpart

file from CAS2Net and save it o vour hard drive, then chick on Import b load the Last Faparf

[ into thi import View Export o

. file it this spreadsheet, Last Modded: _ =2 Today

Appraisal Score Enfry - Once the fle has been loaced, click Wiewte go Scores
directly 1o the Data 1a2 1o enier praliminary and final scores. To assiqn scores
using an inferf
Group nto Cat
and Score Ley

=+ Macros have not been

and met laale

23
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Spreadsheet Set-Up HG
Enabling Spreadsheet Macros — Step 2

» The screen will refresh and show information about the Sub
Panel/CMS spreadsheet
» Click “Enable Content” button to show dropdown list of options

©
K Info

Maw

CMS 2017 v03_2108

&
o it Ty (CCAS « Final Diata » 2108 - SEA 10

SAWE |
|_‘-| Scurity Warning Properties -
Save Ao b, A

Actige content mighl contain viruses and other securily hazards. The Tollowing conlen Bl

_E"'"L:l!-' has fieen disabiled: Title
Print Lontent COM Add-ins T
2l shauld enable content anly if ol trust the contents of the file.
Share Catagoneas
net Center Sathings
Expuit earn micee aboid Aclive Content

Related Dates
Pullish Lost Modificd
Protect Workbook Created
1. ,’ & Ihestructure of the workbook has been locked to prevent umdanted changes, such Last Printed
Praotect a5 maowing, deleting, or adding shests.
Workbook =

S Oneor more shests in this workbook haee been locked Lo prevent sowanted

Related People
Authar

coouank
Account Chaamipas 1o the diata.

. Content Linprcdes
Dptions Contents

Paramelens U

Data

MH ] Last Modified By

Ry nrrnine

24
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Demo

Spreadsheet Set-up

Enabling Spreadsheet Macros — Step 3

Click “Enable All Content” from the dropdown list

Irfiz
Mew
Cpen
Save
Save As
Frimt
Share
Expoet
Fubilish

Close

Ao

Cptions

www.DAU.edu | www.hci.mil | acqdemo.hci.mil

Info
CMS 2017 v03_2108

Documents = 2017 CCAS = Fial Data = 2108 - 5E4 10

Security Warnin
@ . g

Active content might contain vinases and other sacunily hazads. The folkowing contenl
Enabile hizs Been disabled

.a-a..l Enable All Content | he comtenls of [he file,
V.

able all actrws cantant for th

Advanced Dptions

Salect which active content should be enabled

This content will be enabled for this session anly

o IZ77 The structure of the workbook has been locked to prevent urwanted changes, such
Protect as mowing, deleting, or adding sheets.

Warkbook = I, Ome or mare sheats in ths workbook have been kacked to prevent unwanied

changes i the data.
Contents Unprotect
Parameters Unprotect

NE! Unprotect

(18]

Properties -
Size
Title
Tags

Categories

Felated Dates
Last Modified
Crealed

Last Printed
Related People

Author

Last Moditied By

25




Spreadsheet Set-Up HG
Enabling Spreadsheet Macros — Complete

Screen will refresh and enable macros

When complete, do a “Save As” to retain an unpopulated
spreadsheet file for future access.

Repeat the same steps for CMS

e — .
J Sub-Panel Meeting Spreadsheet

Ciycle: 2015 Viersian: 2

The purpose of this spreadsheet is to assign prefiminary and final contribution scores to employees.

5 |Data/Spreadsheet Download = Dawnlad the offine managars meeting data Paypool Data Lact mgart
£ [fle from CASZNes and save & 1o your hard ciive, e click an Impor; 3 load tha in g Evnirt
- |flinto dh : ort View  Export gt b
? |] TER IR o == - L Moded Lz Today

¢ |Appraisal Score Entry -- Crica the file has been loadea. click Viewls go
ciractly 1e the Data fab fo enler preliminary nd final stores. To assign seores
Lsing an intariace tatis simir 12 the on-ine Wanagers Maeting, clck the Group into Cateqories
10 | Group into Cadagovies Ik, Thisfom Slters employaes 3y Career Path, Fack,
and Seore Level, For each seora level {1 through 4) selected there wil be

Scores

11 | etween four and seven fst bases representing the avaiadle prelimnary scorss Summary Reports
12 |for that vl pis boves represanting the upper and lower limfs of the pracading
3| st evels, respectively. Emolayaes wihouta praimnary score vl show Ralls Report

o |upinthe Unrated listbor. Employess cen be moved arcund in listbares (e,
rieaft Lin e evan’ ane aifrem the Cnratard listheie nsina e buiers an fig

(araar Path Fartar Matrleas rankad by Final Seore

The screen should cycle rapidly through a variety of tabs as the macros are loaded.

Once complete, you are ready to import your data.
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FiCi

New Microsoft Macro Security

At the end of August 2022 Microsoft did a security update to disable Macros in
downloaded files. This can be identified by a pink security line.

2021 Compensation Managerment Spreadsheet Version 3_2112010_1531.xlem - Excel

Insert Page Layout Dats Reiew View Help ACROBAT :;:' Tell me what you want to do
-
b -T"r-'c”r M5 Sans Serif -Ja
* B Copy -
asle
¥ Fanmat Painter
Clipbaard s Fank Alignment Humbes Skyles

g SECURITY RISKE  Microsoft has blocked macros from running becawse the sowrce of this file s unirusted. Leainn More
AT o e

] B C D E F G H I J K L I | (4] = 4] R R
1 Compensation Management Spreadsheet
2 Cycla: 2021 ‘Version: 3
3 The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.
4
S s T I Career Path Factor Matrices ranked by Final Score
15 | |CASTeL
16 Final *G" Setting — This spreadsheet comes with a best estimate of "G." Summary Statistics of Delta OCS
17 Once you have been notifed that "G is 38t make & inal round trip to
18 CASZMet The final "G" value and related parameters will be Included in the _— .
1g| |downioad of your paypon data Distribution of Delta OCS
20 Final Compensation Setting - After the final round tip to update "G",

; " ry
54 | |finalize the pay adjusimants and awards for your pay poal. Custoplzable Sunm
Data Lipload - Lise Export to create & file for upboading the resuls from your
;; pay I.Hltll:i 16 CASENaL pon ploading ¥ Scatter-plots of OCS Score by Salary
. gw Pay & 3023 SPL

54| |Generate Part 1's - First use the fiters to select employees; sart data by Current Pay & 2021 SPL N
25 preferred order; then click on the Generate Part | to generate Part | of the Bart 1 of A isal F
5| |Ameraisal Form far each selected empioyee art 1 of Appraisal Forms
27 Cpen Existing Evaluation
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o] .’.
New Microsoft Macro Security i\

Ogien

To unlock the macros: N
Print

& Move to Onelrive

B Sharewith Skype

2 Send with Dropbox Trarsfer

1) Right click on spreadsheet file

% GShare..
Wiew in Dropbox

Copy Crepbox link

Version history
Lock

Wanagement Spreadsheet Version 3xlsm 2) LEft CIiCk on | Corwert to Adabe PDF

:l, Cormvert to Adobe POF ard Ebail

Show more options Rt

=* Share...

[ Mame

gﬂ 2021 Compen

@8, 2021 56-Panel Mee”™ = R

b4 0 =N ot ™
@ Estimated Payout C: - L r = Ly

Send a copy.

Copy Crophox link

87 pp9989_to_CM5_202 (3] Open Enter Lock Editirg
Version History
B pp9999_to_sp9999-5  §5 Open with 5 e e
View Camiments
£7 Compress to ZIP file Malks: onling-coly
I' Scan with Miocaoft Defender...
Copy as path Open with..
PI’DpE‘I"tiES 3) Left CI ICk On Give acoes to
. Copy as peth
Properties & Shae
Dro p‘bDX Reslore previous versions
Send to
& OneDrive Cut
Copy

o

Share with Skype

Create shercut
Delete

narme

Show more options Shift+F10
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o] .’.
New Microsoft Macro Security i\

File is now able to

4) Left click on
Unblock check box

5) Left click on
Apply

run Mmacros

B 2021 Sub-Panel Meeting Spreadsheef e X B_ 2021 Sub-Panel Meeting Spreadsheet v. B 2021 Sub-Panel Meeting Spreadsheet v3_SHELL xlsm Pr... X

General Securty Details Previous Versid

1 Sub-Panel Meeting Spread
CH

Type of file:  Microsoft Excel Macro-Enabled
COpens with: ﬂ Excel

General Securty Details Previous Versions

1 Sub-Paniel Meeting Spreadshed
8o

Type of file:  Microsoft Excel Macro-Enabled Wo
Opens with: g Excel

General Securty Details Previous Versions

EE. 1 Sub-Panel Meeting Spreadsheet v3_SHELL xlsm

Type offile:  Microsoft Excel Macro-Enabled Worksheet {xdsm)

Cpens with: g Excel Change...

Location: C:\Users JohnK\Dropbox'Acg [ 3 Location: C:\lUsersJohnK\Dropbox AcqDemo Location: C:Users'JohnK\Dropbox ' AcgDemo Training \NAVE

Size: 571 KB (585,166 bytes) Size: 571 KB (585,166 bytes) Size: 571 KB (585,166 bytes)

Size on disk: 576 KB (589,824 bytes) Size on disk: 576 KB (589,824 bytes) Size ondigk: 572 KB (585,728 bytes)

Created: Tuesday, August 16, 2022, 7.24;
Modffied: Saturday, Movember 27, 2021, 2:
Accessed: Today, September 4, 2022, 1 minut!

Created: Tuesday, August 16, 2022, 7.24:46 AM
Modified: Saturday, November 27, 2021, 2:34:42 PM
Accessed: Today, September 4, 2022, 12:55:13 AM

Created: Tuesday, August 16, 2022, 7:24:46 AM
Maodffied: Saturday. Movember 27, 2021, 2:34:42 PM
Accessed: Today, September 4, 2022, 1 minute ago

Arbutes: ] Readonly [ Hidden Mtibutes: [ Read-only (] Hidden Advanc Rl Attrbutes: (] Readonly [ Hidden Advanced...
Security: This file came from ancther Security: This file came from ancther

computer and might be blocked to ko computer and might be blocked to ko

help protect this computer. help protect this computer.

Cancel Apph Cancel Apply Cancel Apph
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Spreadsheet Set-Up — Importing Files

1. Open the appropriate spreadsheet tool

(CMS in this example) 3. Select the appropriate file to import:

= ‘ppXXX _to CMS”for the CMS Spreadsheet

= ‘DpXXX_to_Sub-Panel (SPPM name)” for the Sub- Panel
spreadsheet

N S — — _—_ — S :
G._ /-.-'::3‘.1‘.([ b +[

2. Select “Import”

D E L M

Compensation Management Spreadsheet

Version: 1

F G H | J K

Cycle: 2016
The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based finai

DatalSpreadsheet Download -- Downloadthe datafile fromthe CASZNet,
then clickon Importto loadthe fileinto this spreadsheet

—

Appraisal Score Entry — Once the file has been loaded, assign categorical
8 andfinal scores foreach factor, andview reports and graphs

9 Score Normalization -- Compare score distributionstolookfor anomalies
10 |and scaledifferences. Run preliminary pay adjustment scenarios. Set CRI
and CA parameters and assign pay outs to employees

Data Maintenance — Al additions, deletions, and modifications must be
donein the central database. All columns exceptfor data entry and “wild-
13| |card” are lacked. To presenveyour work, export the data fromthis

14| |spreadsheetanduploadto CAS?Met before changing any informationin
15 |CAS™Met

16 Final “G" Setting —- This spreadsheet comeswith a bestestimate of "G."
17| |Once you have beennotifiedthat"G" is set, make a final roundtrip to

18 |CAS2Net The final"G" value and related parameters will be includedinthe
19 download ofyour paypool data.

20 Final Compensation Setting — After the final roundtrip to update"G",
71| [finalize the pay adjustmentsand awards foryour pay pool

» Data Upload - Use Exportto create a file for uploading the results from your
pay poolto CAS Net

2 (Generate Part 1's —- First use the filters to selectemployees: sortdata by
preferred order, then click on the Generate Part | to generate Part| of the
Appraisal Form for each selected employee

Last
Last
Last g

Parameters
SetCRland CA Parameters

Summary Reports
Rails Report
Career Path Factor Matrices ranked by Fi

Summary Statistics of Delta OCS

Distribution of Delta OCS
Customizable Summary

Scatter-plots of OCS Score by Salary

CurrentPay & 2016 SPL  New Pay & 2(
Part 1 of Appraisal Forms

Open Existing Evaluation

Validate Data, then use the filters to select indivig

Generate Part 1 of Appraisal Forms

T L

Ffi
Fraf:

Wartivi 0

Tablke Tzn

hemne

g

|-T|I-l:|::'fl:'b':l e
g Lbura
4 Faroriz 3 Ly, K e LCTRSEATIT)
B [eidzz B g
§ lownzo: 'll_l Pk
Fouerd Fam Axlere
|LTEES TasleTog
s iR T WL
FroiPey Fee £ Camieten e roe X6
Pt Pl w
Tbk Tl HE ——
Friy Upefres

btesrrrs T
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Spreadsheet Set-up — Importing Files i

When the file has been successfully imported, save the
spreadsheet using the pre-determined naming convention

Cvoier 2076 wEien: 1

| Pt Syranids i Toweinad .. Dowrinad e Sats e oo the CAS-Hl
P ¢l b i bevarsol B Dol Bl by B o pemaciaieel]

| RSN SO0 LINITY — Unca T B R D80 108383 8RMGN CEgoncll
AU LE0MBE PO ESONEMION JNG S Dw MDA 300 o BNt

mmm Comearns E0ong SEmMDUImMET ID0KTor 3nimalay
(3N cEls OEaIEncoE Fum PRI By SUCTEn BN IN0E Sal CRI
|sd T pat arnders s wysign pay outs by eployees

1

|Pada Maistsanses — Al Adalians Salafimns and mnSheniers mas hs
|dens i the cenfral datalase. All oohumna esceplBor date anly and “wild-
(card are BecREd. o preaenve PO W gxpon I data tomha

| GRE0ETE I 203 el 0I0 0 LG D DERORE ORangend 3 INFIFmd8 Do
|Gt

EFI'II =" SeATieg — Tris SPreGoeneal CHMaE W 3 DEEI AEdman of &
{Dnce pou B Dednsolfied Bal 'GT i sl make analsoundirig io
§r'.-:7=.‘r..-| Thes Brod 57 paliss mond rebafadd o ar e baes il b arcbetad e the
| vz of poasr porjpassd data

:I ol Compedsabon S&Mmg - ANé e bAalroshding B codale ™"
|Peados e pav admecimonizond swds lor vour oo 0o

|Cata Uplodd — Lh64 Expart i 0adle 3 6 5 upio 33ng Fe o pulls BOm your
|py pool by CAS el

| st Pt 1% — Firsd ipos Ts SBsis & o phart s iy, il AL Ty

| prelesrad e fhan dick nn B Geasrshe Do | in geneomie Par | of fhe
;NED'!l!-]-i Formily each splecisdampiores

The purposo of thia spveodshedd &8 fo record apprasal scores and sof basic pay ratcs and corsnbunos-based Tmancial owovels.

Py Praad Nt Ep—
impert Visw Espen

Ly bapart

W
Pasameices
SRLGRIaNG LA PArameTers
Summary Reposts
Ralls Repon .
ierporT
EW

Summary Statistics of Deita OCS [ S

Djstrbagtion of Dats OCS -
ustomizable Summary

Leafinr-ploty of (% Senm by Salnry
Current Pay & 2018 SPL  MewPay 5 3017 SPL

Past 1 of Appraieal Foams

Vgl Dafa. hon Jec e fifer fo ooice! movealado and unt ool o pot the dala m proforog amcr

Ganwrate Part | of Apprainal Forms

@ You are ready to begin working in your spreadsheet!
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HT
Updating CAS2Net — Exporting Files -

» Once validated, export the data file from the CMS
= Create the file by clicking on the Export link on the CMS
“Contents” worksheet

Paypool Data Last Import: 7/31/2015 (8:53:23 AN)(CDT)
|I‘I'IEDI'|: View Last Export:
Last Modified: Use Today

Scores

» Save the export file generated by the CMS
= Save file as: “ppXXX_to_Master _date time”

Group into Categories

Summary Reports
Rails and RoR Report

Career Path Factor Matrices ranked by Final Score

- 8 Chooe File to Uplosd

{___:.l- _._ J rr! Desktop  »

| Digamize = Mo tolder
Summary Statistics of Delta OCS s
== Pictures AL Mticrosodit Excel 2010
Distribution of Delta Dcs B videos B | hficrotaft Outlack 2010
e — A Mcrosoft PowerPoint 2000
M Computer 9] Macroraft Word 2000
&L Local Dink (C:) = NAVSEA FY16 Pay Pool Schedule
Scatter-plots of OCS Score by Salary el CD Drive (D) TRl pp2113 e CHAS_ 161017 1442
=% seall DNMAEANRFK BN pp2113_to OIS 161028 1122
Current Pay & 2018 SPL G katherineisgrig (hn Tk pp?113_te_Master_161028_1130
& PRD DB

kg Meteork " Prrvecy Act Reguest Ter Records
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1. In CAS2Net, go to “Offline Interface” 2. Select “Browse”

—_—r—

then select “Upload Employee Data”

Uz G5 Spezackres

Sl L e L P P 3.

Saleci el

&% Choote File to Uploasd

DR k-_; re g r‘ Desitop  »

| Difgamize = Heew Folder

| Favorntes
== Pictures B Mucrosodt Ewcel 2010

B Ydeos | hficrotaft Cutlack HOL0

| Mhucrosoft PowerPomnd 2000

1] P et Wiorsd 2000

= nAVSEA FY16 Pay Pool Schedule

Eh] pp2113 te CWIS_ 161017 14432

3. Select the export file you just
created. Filename should be: b 8 oo o e 8 1D
“DpXXX_to_Master_date_time” / X i Bt oo

File name MR EREN TR TR T ET

33
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4. Select “Upload”

Lekead CRES Spradanest

’
= You should see a “Data Values Uploaded” screen
= Pay attention to any upload errors listed in the “Status” column

@ You have successfully uploaded your data to CAS2Net!

34
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FiCi

CCAS Spreadsheet
Basic Functions

Ac
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Add-ins Toolbar il

=] a — 2023 Sub-Panel Meet

File Home Insert Page Layout Formulas Data Review View Help ACROBAT Q Tell me what you want to do

ER Copy E_'i‘.lmpnrt ‘;_%Expnrt 1 I Capture Chart Images
[Z Validate [ Clear Circles _&” Highlight ™ Hide X Unhide |E|Unhide &l 2% Hide =) Unhide [T Unhide &l . Clear Al Filters %] Sort

Menu Commands Custom Toolbars

The Add-ins toolbar is a custom toolbar that allows increased
function within the CMS spreadsheets.

On the Sub-Panel Sheet, you have the ability to copy data,
Import/export .csv data files, capture chart images for use in briefs,
validate spreadsheet data, highlight cells, hide and unhide columns
or rows, clear all filters, and sort columns

We will go over these tools.

Ac
1
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Spreadsheet Set-Up HG
Restoring a Missing Add-ins Tab

If the Add-ins tool bar is missing features:

* Selecting the “Contents” worksheet and returning to the data sheet may resolve this
issue

To restore a missing “Add-Ins” option that has disappeared, close all open
Excel spreadsheets and reopen only the spreadsheet you are working
with (i.e, Sub-Panel or CMS) ?

Hame Insert Page Layaut Farilas Mata Revisw
S % >

Al L
"} C D r r ] 1 I J K 1 M '
: Compensation Management Spreadsheet

©“Add-Ins” tab should be restored

Help ACROBAT Q Tell me what you want to do

R Copy | B - ] re LNart [mages |
| E= validate [ Clear Circles &’ Highlight 3 Hide X Unhide |[E|Unhideall 2% Hide 2] Unhide [T Unhide Al W% Clear All Filters £ Sort |

Menu Comman ds Custom Toolbars
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Spreadsheet Set-Up HG
Hiding and Unhiding Rows and Columns

You are able to Hide and Unhide Rows and columns on your
spreadsheet by using these add-in features

b 3 -
File Haome Insert Page Layout Formulas Data Review View Help ACROBAT '  Tell me what you want to do
ER Copy ?ﬁ-lmport ‘;_%Export 1 I Capture Chart Ima
[= validate [ Clear Circles £H|ghl|@ [E| unhide Al ¥ Hide = u@ Clear All Filters 2] Sort
Menu Commands Custom Toolbars
Sym Name Purpose
e hige | Hide Column Hides selected column
Hunhide | Unhide Column Unhides rows between selected columns

Z|unnidean| Unhide All Columns Unhides all columns

2 Hige| Hide Row Hides selected row
£ unhide | UNhide Row Unhides rows between selected rows
M unhide ail|  Unhide All Rows Unhides all rows

Ac
Il
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Presenter Notes
Presentation Notes
Now, let’s continue with the CMS set-up.

We’ve covered importing the data and setting up the parameters the CMS will use for its computations. Our discussion now moves to setting up the CMS for use during pay pool deliberations.


Spreadsheet Set-Up HG
Hiding Rows and Columns
1. Click on the “Add-ins” tab

2. Highlight the rows or column you want to hide
3. Click on the hide icon 1

ACFTEAT

Return to
Main Menu

J

Goto
Feores

-
2
3
4]
5
B
7

Blus arows mfcals oigs
B sl ko filer e dala
Last Mama Firet Mama Sub-Parad Mg Managers Py Pood Manager Mame

:

sredior Innawmtinn
Cammunicaticn

ard'or Taasraork
Mizsion Support §

iy dzhigvem ent
Mission Support
Missicn Suppart

g

BE Wiy
T0 |Deman
T1 S
T2 fmarpour
T3 e

T4 Camon
TE Dabniggen
T& LCrerson
TT funak

TB |Zoen=n

geg

Ei:]
B0
81 =
B2 |Enter an X this row o hide cobmns
B3
B4
B85
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Presenter Notes
Presentation Notes
Now, let’s continue with the CMS set-up.

We’ve covered importing the data and setting up the parameters the CMS will use for its computations. Our discussion now moves to setting up the CMS for use during pay pool deliberations.


Spreadsheet Set-Up HG
Unhiding Rows and Columns

Click on the “Add-ins” tab

Highlight the rows or columns on either side of the ones you want to
unhide
Click on the unhide icon

Sul- Povel Mueeting 201 wlakan - Escel

Qe me what you want i2-do

Return to
Miain Menu

Goto
Heores

i ATToES ndkalke Nakds
= o M the ek
Last Masie First Hama Middla Suffiz SASHHe 1D
Initial

[x]
'3
=
[

aniar Ted s

151 Laval Sup Sub-Panel Mg
Mame Managers kame

Previous OGS

Previous Rating of

Rezard

anddlar Inmavatian

Camimunicatia

MEssion Suppert E
Communication =g
analor Teamsork E

Weszion Buppart

11 [Rbier Har 2 1-Feb-00 Ele i DNt Trish Fhann ks Akl
12 | s SREN | i a | 1-Fef-a8 Blein Dankets TiH PR B Aunakd
13 |Emerzon Erica 005 49 1-Feh-0a ki Harrsen Trish Fien B Aunarid
14 | Zuitriggen ZFack (1 1-Fab-08 Geonge Fres Tiiah Fiye Bch Amokd
15 |Canison Foberd 3003 i 24-0cl-D0 Helen Coniaag Trish Fimn Bl Armead
ELil EAE Ed L I 1-Fati-B0 Ereen Trish Flyew Db Armiod

3 1-F'eb-Ug Enieen D d Insh I by Bob Amaid

T
e 457 &8 1-Feb-00 Efean Dansk Trish Fien Bl Arrikd
o~ T’ p o~ 1 ] 2 1-Feb-g8a Eiii rts T Fhen Ech Amik

£ =
5

. R 1-Fen-on AN Trish Fian el Arrid

You can Unh’de AII Rows or s A | 1-AN-11 |Pefer Qésen 11N F e Boh Amakd
. 138 7 T-Jul- 40 Pelir Ciscn Trish Fiyem Bty Aumarkd

Columns by Chooslng the 1 75 T-hil-#0 Patier Triah Fhyee ot Amaid

" . 128 T 1-Aug03 | Peier Ciso Trish Fien Bl AR
approprlate Add"n L LA 1-Aug-05 Pleber D Trish Fhen Bob Amokd

126 0 3 Z4.0ci00  Helen Gonzaes I'nsh Fiyem Beh Amaok 1 ' - 3 40
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Presenter Notes
Presentation Notes
Now, let’s continue with the CMS set-up.

We’ve covered importing the data and setting up the parameters the CMS will use for its computations. Our discussion now moves to setting up the CMS for use during pay pool deliberations.


Spreadsheet Set-Up — Using Wildcard Columns

FiCi

» Using wildcard columns to identify basic aggregate identifiers
will facilitate custom data analysis in the PAT

8 wildcard columns are available in the CMS spreadsheet.

Mandatory uses for Org are:

igores GF
LRl Awards

Elus arrows indicat
se&l Lo filler the dala

=B B =R R g P L

Last Hame

a9
K

11 Black
12 Brown

13 Ruhein

First Hame

Wildcard 1 (Column 1):
Wildcard 2 (Column AU):
Wildcard 3 (Column AV):
Wildcard 4 (Column BV):
Wildcard 5 (Column CZ):
Wildcard 6 (Column DW):
Wildcard 7 (Column EA):

Wildcard 8 (Column ED):

.Tip.
Wildcard headings can be
Modified by clicking in the
Row 9 heading box

& falds

Nildcard 1 Mikdcard 2
Jocupational TAWILA
Series

Wildcard 3

Suparvisor

Wildcard 4
Broadband

DLAWLA
DAL
AW

www.DAU.edu | www.hci.mil | acqdemo.hci.mil

~Note-
Only the first four wildcards
are available on the sub panel
spreadsheet

DM ' Do

.Tip.
Remember, Wildcard data survives the
roundtrip, however formulas do not.
>> See workaround on slide 46 <<

WildCard & WildCard & Sub  WildCard 7
Control Point Panal
Designalions

Wildcard &



Ac

Storing Wild Card Formulas

Alignment Mumber Styles

G H I

Headings for wildcards.
Select cell above heading,
arrow down, and edit heading in
formula bar.

iffix CAS2NetID Paypool Office Symbol

Presumptive
Status?
Retained Pay?

Total CY 19 Base Pay = $0

Occ C
Series

Career Path
roadband Level

Farmat
- Clear~

Cells Editing

~Tip -~ \
You can store a wildcard
formula in the yellow
highlighted cell after the grey
bar signifying the end of data.
These formulas will
automatically populate the
wildcard when new data is
imported

J

- -

Some formulas used on the Sub Panel Spreadsheetis:

=$AX12-$R12

This would show how the value of an employee’s contributions compared to the previous year
Or

=$M13

This would populate an employees Occ Series in the wildcard column

E www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo
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Ac
1

e Added column for EDIPI data

Sub-Panel Meeting Spreadsheet New Columns 2023

FiCi

B Cc D

1| Retumn to Set View
2 | Main Menu
3
4 | Golo
5 Scores
6
7 | Blue arrows indicate fields
8 | settofilter the data.

Last Name First Name Middle Suffi

Initial

9 - - -
10|
11 |BUNTING INDIGO 1000000001
12 |FINCH GOLD 1000000002
13 [USER |SUPER | 1000000004

v

* Added columns for requested Time-off award and approved time-off

award percentage

* Drop down options
e 0%

25%

50%

75%

100%

A

Return to

Set View

Main Menu

Goto
Scores

Blue arrows indicate fields

set to filter the data
Last Name

First Name

Used in
Calculations
BUNTING INDIGO $98 898
FINCH GOLD
USER SUPER
WARBLER RUMPED

E www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo

Control Pointlll |Requested % |Approved %
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Set Views

Set View allows users to quickly select a subset of relevant
columns while working with a pay pool spreadsheet. 5 views are
available on the Sup-Panel Spreadsheet and 8 views on the CMS

Spreadsheet

To select a view click on
Set View. A pop up
window will appear
where you can choose

Kthe view you wish to use. g

/ To create a view enter
the views name in
Column B in the light
blue area below your
spreadsheets data. The
enter an X in any
column you wish to hide

K in the view

Ac
Il

A =
Return to Set View

Categorical Scores
Final Scores, OCS

iew Name
ategorical Scores
inal Scores, OCS
PA0L, RaR, Rail

Personal Wiew

E www.DAU.edu | www.hci.mil | acqdemo.hci.mil
Demo

Enter an ¥ in this row ta hide columns

5 | Scores PAQL, RoR, Rail
E Personal View
g if:g;‘ﬁ_::ﬂ:: fields and edit heading in formula bar.
Last Name First Name Middl Suffi CASZNet Paypool |Office Symbol oo
e ] [[1] E_ |
Initial B
Initial E g
:
8
o
g v v v v v w
10 ~Note-
11 |CHICKADEE CAPPED 237658 3009 Diw 2
12 |FALCON PEREGRINE 224914 30049 Columns A & B cannot be
13 [JunCo DARKEYED 240705 3009 g .
14 |SPARROW CHIPPING 232655 5003 D 2 hidden by Set Views.
15 |STRATOR ADMIN ZITRAT 3009 Diw 2
16 | THRUSH HERMIT 240704 3009 i
17 e BLLE 245511 3003 ON 2 0
18 |KINGLET ALY -CROWHNED 242861 3009 i
19 | TOWHEE CANYON 242560 30049 i
20 [BUNTING INDIGO 247853 3009 i
21 [SWaN MUTE 242564 3004 i
22 [UsER SUPER 237545 3009 Diee 1 i

44



Full View

Scores View

Rank Order View

TOA View

Ac
Il
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Suggested Views

All Columns

Last Name

First Name

Middle initial or Suffix (if needed)
Previous OCS

Previous Rating of Record

Start Date

Position Start Date

15t Level Supervisor

Last Name

First Name

Middle initial or Suffix (if needed)
OCC Series

Previous OCS

Previous Rating of Record

Start Date

Position Start Date

15t Level Supervisor

Last Name

First Name

Middle initial or Suffix (if needed)
15t Level Supervisor

Categorical scores

Final Scores

PAQL Scores

Expected OCS

2022 OCS

Delta OCS

Rating of Record

Any Needed Wild Cards

Categorical scores
Final Scores

PAQL Scores
Expected OCS
2022 OCS

Delta OCS

Rating of Record

Any Needed Wild Cards

Delta OCS
Rating of Record
Requested % to TOA

Approved % to TOA a5



Suggested Views

Pre-Check Last Name Locality Code
First Name Start Date
Middle initial or Suffix (if needed) Position Start Date
Presumptive Status 15t Level Supervisor
Retained Pay Wild Cards

Ratable Temp Promotion

46
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Changing Scores M

A B U X Y i AA AB AC AD AE AF AG ""'
| | Retum to Set ﬂ Click on cell whose
2 | Main Menu Scores
3 score you want to
4 ]l G()t{] h
5 | Scores c ange
6 2. Click on cell a
7 | Blue arrows indicate fields H
8 | settofilter the data. Categorical Final PAQL second time to
Last Name First Name 1st Level Sup E S g x t - = £ = = E br,'n up score
Name E¥ §: £ |EF §: § |B% = g up
$2 5§ - |82 5§ - |88 Z options menu
5 E- § |5 ErF 5§ |5E 3 .
s £5 2 =5 g5 @ |38 3. Click on the score
o = = o= E L= .
9 = . . "*H O FHEH E - s you wish to change
22 |Cawuto Dan Peter Olson 3M 3M M 74 75 e .
23 Chalian John Peter Olson I T it to from the list of
38 |Lahren John Peter Olson 3M M 3M options
39 |Blitzer Joshua Peter Olson am am am 3 3
52 |Alvarez William Peter Olson 3Mm 3m M 3 3 3
53 |Hoang Danielle Peter Olson am am 7 A |70 71 3 3 3
55 |Cavasos Carmen ke Hansen ML 2ML g 40 41 3 3 3
60 |Ulanov Uli George Fites 2ML 2ML 71 33 34 3 3 3
70 |Cillizza Brooke Tammy Stewart M M 75 51 51 3 3 3
72 |Stelter Jim Tammy Stewart M 3m 52 50 3 3 3
74 | Wiljjzen \iilen, Eilaen Nanial 2M 2L g v |29 29 5 3 3
75 _i‘-’ T - 2M 2M 2T polis] 36 36 3 3 3
76 |If ~11P~ M M M 50 50 50 3 3 3
gg‘; You can also change a score by
just typing it in after you choose
the cell, as long as it matches
\_ available options 47
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Tracking Panel Decisions HG
Highlighting Recommended Score Changes

Track changes to recommended scores to advise rating

official(s) of change and rationale
= The narrative language must support the score

1. Click on “Add-ins”
| tab
2. Click on “Highlight”
option
3. Change color of cell
using pop-up color
palette to indicate

change

(e.g., Light Red for
lower, Light Green for
higher, Yellow orange
. © mu 2 for additional
S o e = T A information needed)

hhhhh

<Y Remember to highlight any row with sensitive data black to avoid
accidental viewing

Ac
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Sorting Columns |'\|

2019 Sub-Panel v4 (1)xlsm - Bxcel

Help ACROBAT Q Tell me what you want to do

HE Unhide [Z]Unhide All 2% Hide =] Unhide [l Unhide Al B Clear All Filters 2] Sort

You can sort by up to 3 columns
by selecting sort from the
Add-ins toolbar F G H I J K

Custom Toaolbars

Each column can be sorted in

either Ascending or Descending i CY
Sort Employee Data *
order _
| E-casanetm <] © Ascendng
" Descending
Suffix CAS2NetID Paypool Office Symbg Thenby i
| ﬂ {+ Ascending ;
(" Descending :
Then by ?
&
J i
] OK | Close | 0l
( o 4501 AMC/LH |AMC/LHAC oy 0 0 NH
~ T’ p ~ 3905 AMC/LH |AMC/LHXTB 341 3 0 NH
If you select a column before choosing 3904  AMC/LH|AMC/LHXTA 346 3 0 | NH
sortfrom the Add-ins tool bar it will 3903 AMG/LH| AMC/LHXSA 803 0 E NH
. . 0
become your first sort by option 160  AMC/LH AMC/LHXSB 346 0 NH
450 ARLC O LD ARAC L LIV DY DAL (A} 0 ML

\\ J
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Qo .’.
Filters ik

arrlodeo'ul'ulrnu,”ar;d (Ield i{‘ﬁég&ing
You can filter columns to informula bar.
] . |
selections of the pay a % § B
2 § & 8
pool. T § ° 3
. : m
To do this, select the n:
drop-down menu in the H AMC/LHXSB 33 &l soraroz 3 | 0343 | s695
Al SortZto A I
column header cell. e Trexe g Sty ot Ty ggg
Then choose which values H| AMC/LH o | 3 | 1102 | so3s
you wish to see by H AMC/LH . | 3 0025 $79;3‘
) . H AMC/LH 25 51l 3 | 0025 $79.8
checkmg or unchecklng H|AMC/ 334 | F(selectal 3 | 0334 $74,9
their boxes by left clicking Y M2 o s igzg
on them C/LHXSA 803 ?----?B'I{anksl 3 | 0803 $92,31
AMC/LHA 1550 77 41
H| AMC/LHA 1550 / ~Tip-~ \KBA*
H AMC/LHXSB 346 You can clear filters by selecting p4.9
“Clear Filter From” from the
drop-down menu or by choosing

From the Add-ins toolbar
; . Clear All Filters —/

~aTip~
The Sort options in this drop-down menu |
- Do Not Work -
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Other Filter Options

Jok Achid

anillor nn

Py Dot

MOERTONEN & o
EE¥ i

:

g :

Missian
Joki Achid

wlior Inn

T il 7
o @1 il
v by (el Ll

i
[ ] fi
] n

)
|

Migioan

£ E
5

Prey

Cancr

64,35
B4, 05
00 50
60 01
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Other options are to filter by Color,

mith =

Text Fritwry

< (Select AN}
& Aarnn
My

* Asdrew

o Caney

= Conne

= Clan

* Francs

F Jchn

oK Cancel

T3
4
]
127|

A ik

=k [iqua

1l Rk

Ceka Shars

AMIC
AMC
AMG
ARG
AMIC
ARG
AL

Dl

Or by Numbers

FiCi




Validating the CMS

' Tailme whan you want do de

Ceitles _,_:'l.,...lu T3 e % Untuie [ Ushiaie 211 & Hedie ] Ushide [[[f ushdie 211 % Clewi a0 Flesn £ Saal
Validate your data prior to
A B . o A ¥ £ AR Ab A AD AE AF AG AF, AL AN AN Al Fl=
] rm—— exporting your file from the ra Pastion
2 Main Menu
o Spreadsheet.
5 Scommy
(i]
T | Blup arvaws indkcale folde
B sotie B8 o dala Categorical Final PAGL
Last Kaine Firs: Maing Middla Suffin CASZNei D | Stan Dabe T8t Larw] Sup Bub-Fanol Mig Pay Pool Masager E g E -E _i E g E-— E; 'E g g = E. Wildcard 2 Wildcaid 1 g E
nitinl Hams Managers Hame  Kame EE T i T 1 = =4 -
s s g 2 3
s: 5z 0 B: a3 A: gz 4
i1 s (3 E E o= 5 FE 3
$1 °1 F WSS
o 3| - - = - - -1
1
1 Trsh Flym Lizh Amadd =3 (5] 7E T4 T
Esca 30 iFaba3 o= Hanaen Trsh Flgrn i It
Lack 1o 14+ab33 Liworge Fiies Inigh Flnn b phaed L]
Pz bt 3003 2402180 Heden Gonzaies Triah Flynn H kL 1 k] T3 I i i Do, SPEY Et T35 T
Ed 161 1Fab-3 Eismr Damsin Trish I lgnn ¥ EL L B ¥ E 1 SPEY L rian T
A B K| L M M (u] P a R s T u v W X ¥ Z Al AR AC | AD AE AF Al AK
! Aemto
2 Miain Menu
3
4 | Gols q q 0
- - — You cannot run validation while rows
& . .
AP— or columns are hidden or filters are
Last Hame First Hame j f gf.-n:lm gwm :Eﬂ:mul E E E % ;E Ssam Dene l"!:;:".;mcl Sup :::::::I"T:w ::f“:mlnlm.mbl Set. If y0u do[. yo.u Will get a quning
Pl e £ message reminding you to unhide all
) i Tt ) columns and rows and clear all filters
e at N T P CRICREERE g e i before running the validation macro.
13 Emersan Erica HH b | [ 345 ER] 5 ] 458 1 )
14 | 2erbngs Iack i LT3 0.0 S A6 L&, B 1
15 n;..:.-..:.'. HH 552,367 ) 1 T [ m ] m |
165 |rader HH 1 1-Fab A TERaET D [Tr=h Fiym T
:H Edssn Darnsly
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» The CMS gives you an automated method to check for errors in your data

through the validation process
= |nconsistent data entries are circled in red, indicating an error

Validating the CMS (cont.) i

A B G D E * Y Fd AA AR _AC  AD | AE | AF | AG Ak Al
' Retum to
2 Main Menu
3
4  Gobo
5 Scores
i}
7 Blua g inidicate okl
# | metbo fiker the data. PAGL
Last Hame  First Name Michdle Sullix CASZNet 10 5§ s+ & tg 5t E e e
Imitial EF 3; £ iz |4 F
Eg 3 = EE 8 =
E2 §§ 18§
E_. g= K EE g- 2
= = |= = s |=
32 852 § 2 52 3
£5 5 g g
g - - - - -
10
11
12
13 |Emerson
14 | Zutriggen Zack ol
15 Carlson Rinberd £t ] 3 |Dawia SRRy
16 Miler

After clicking on the “Validate” button and correcting any highlighted inconsistencies, the “Clear Circles” button
removes all red circles. You can also click on the “Validate” button again to clear the circles from corrected items, and
keep the circles on any you have missed fixing.

(3 Tell e what you went b do

a

B oot i Export 1) Castuie Charl Images

& Clear Circles I-_'Hl;"h:]'r. I Hide 11 Unhige S Untide M1 52 Hide 1 Unhide B Unbode 80 8 Clear 80 Fikiers £

A Sort

I Vahdate

Custom Teolber:

Menu Commands

ACL]
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Tabs - Matrix

The Matrix Tab gives you options to see the rank order of your entire Pay Pool.
It will show the overall score of all Career Paths, then Individual Factor scores
for each Career Path.

You have
several
options as
to how to
rank order
the
employees

A B| © D E G H J K M N o P R, S 1
1 -
> Return to Main Menu
3 Return to Data
4 |Factor Matrix
5 All NH NJ NK
6 | L]
7 |Each list gives the name All Career Paths NH Career Path
8 |and integer score on the
9 |factor Use the buttons to
10 |rank order the lists by Final Scores
integer score. Job Achievement Communication
2018 OCS Lwvl Scr and/or Innovation Lwvi Scr  and/or Teamwork Lwvl Scr Mig
MNH Chaffetz Bill 3 85 Emerson Erica 2 Emerson Erica 2 Emer
MNH Barnes Catherine 4 84 Zurbriggen Zack 2 Zurbriggen Zack 2 Zurbri
Rank Order MNH Campos Melissa 3 82 Chaffetz Bill 3 85 Barnes Catherine 4 84| Chaffy
Lowe st to Highest MH  Arroyo Peter 3 az Barmnes Catherine 4 84 Chaffetz  Bill 3 83 Barng
MNH Starr Suzanne 3 81 Campos Melissa 3 82 Campos Melissa 3 82 Camg
Rank Order MNH Lashinsky Kimberley 3 81 Arroyo Peter 3 82 Arroyo Peter 3 82 Starr
Highest to Lowest MH Cooper Erich 3 a1 Starr Suzanne 3 81 Starr Suzanne 3 81 Lashil
MNH Kooiman David 3 81 Lashinsky Kimberley 3 81 Lashinsky Kimberley 3 81 Coop
Rank Order MNH  Smith Kathleen 3 81 Kooiman David 3 81 Cooper Erich 3 81 Kooin|
Lowest to Highest MH Hummer Hershel 3 80 Smith Kathleen 3 81 Kooiman__ David 3 81 Smithy
A by Broadband MNH Amanpour Erin 3 78 o
2 NH Sorenson Sarah 3 7 -~ T’ p -~
- Rank Order NH  Miller Ed 3 77
Highest to Lowest MNH  Sciutto Tom 3 7T 5 9 f' s o f o
55 e N e > I’|The Matrix Tab will not filter out sensitive information
27 — MH Carlson  Robert 3 76 9 g 9
S Ny anson oD S so use caution when using this tab
29 NH Cavuto Dan 3 75 Tier Rarl 3 76 Whller Rarl 3 76 Kilead
30 MNH Chalian John 3 75 Miller Ed 3 76 Chalian John 3 76 Lahre]
31 NH Lahren John 3 75 Alvarez William 3 76 Cavuto Dan 3 75 Cavut
32 MNH  Alvarez William 3 7a Yeakley Yolanda 3 75 Yeakley Yolanda 3 75 Miller
55 MH Bruce Kristin 3 74 Cavuto Dan 3 74 Lahren John 3 74 Chalig 54
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Qo .’.
Tabs — Rails and RoR i\

The Rails and RoR Tab allows you to see the number and percentage of
employees falling into different zones as compared to the payout rails. Also,

it shows the number and percentage of employees receiving each Rating of
Record option.

1

2

3 Rail: Repori

L 174 ) .

5 MNH MJ MK Tiatal

& Rail Zone | Mumisar Parcent | Numbar  Parcant | MNurnbar  Parcant | Nurnbear  Parcent Definition of Rail Zone

[ A a 00% a HA [x] 0.0% o 0.0% nappropnaisly compersaled abovs Be rais

8 c1 2 250% a Wi o 0.0% 2 15.4% ApproprisisEly comperEaled bebessn Be rais = SPL

g c2 i} Fh0% a Hiay ] 10007 11 LS R Approgeiaely Comperaaled belmsdsn B rais <= SPL

0 B a 00% [u] M 'ﬂl [u] 0 fFvl [x] 0% napproge iy compemaled below Ihe rak

11 Tatal a8 100.0% Q iy | 5 100.0% | 13 100.0%

12

13

14 Performance Rating of Record

15

16 NH NJ HK Teatal

17 Rating of Re) Numbsar Percent | Number Percent | Number Percent  Number Percent Definiticn of Rating Record

18 1 i 0iss i} M 1] 0.0% (n] 0.5 naceeplabe

18 3 a 1000% a H& =] T 13 L Fuly Successful

20 5 ] 0% 1] MA| O 00% O (% Gulstanding B

Fal Total 8 10000% a My | 5 000% 13 10010 NT’p ~

22 Nate- Oy wsls mess e ncged i isbalbon L. . .

] It is important to understand your organization’s

2 Upperand Lower Rats Compensation Strategy on how payouts can be

z B e S T i affected by the zone in which an employee falls.

20 max 115 5186 828 S0EK SR 45k 504

El1] ’

N

a2z

]
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Tabs — Rails and RoR (cont.) i

Further down the Rails and RoR Tab you can also see the # of employees with

specific raw averages of PAQL scores by Office Symbol. Also, the # of
employees with specific Delta scores by supervisor.

36

37| Raw Avg PAQL by Office Symbol

38

39 1.0 3.0 3.7 4.3 5.0

40 # % # % # %o # %o # %
41
42 All Rated 2 18% 8 73% 1 9% 0% 0% 1
43
44| Div1 1 100.0% 1
45| Div2 3 100.0%
45| DIV2 3 100.0% 3
47
48
49
50

51 Delta OCS Distribution by Supervisor

52

53

54 <=5 -4 -3 -2 -1 0 1 2 3 4 >=5 Total
55
56 All Rated 2 1 1 4 1 3 12
57
58| AMERICAN ROBIN 1 1 2
59| DEWEY WOODPECKER 1 4 1 2 7
60 | SUPER USER 1 1 2

61
A2

Total

Contents | Data | Matrix | Rails and RoR | Delta Stats | Delta Plot | Cur OCS [4]

56
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Tabs — Delta Stats

The Delta Stats Tab is one of the most useful tabs to ensure fairness across the
pay pool. It can be used to help spot anomalies in your pay pool results.

Show all

This tab allows you to

e s v vy see both the Avg. Delta

Score and Avg. Deviation
from a Delta Zero.

T impart S Spoet 1 Capoure CRantimages
e Coomnsnd Cuszm Faelban

A

A B C D

Return to Main Menuy Deits Plol Grouping
. View Deilta OCS Distribution T ra— Riptspan
£ Whidcant Cola ] -
2 Summary Statistics of Delta OCS Score
3
4 Avorage Dalta 005 Score Standaid Devation
5 Owerall D6l 157
L] HH 0 21
T M. 17
B JHE i 11
8
11 HH
13 [his Babibif ZEB
14 Ellzern Daniak 248
15 Gaorge Files 2 |
16 Heden Gonzal 227
17 Ik2 Hensen 0 000
18 Pater Okan 171
18 Rilchard Cuar 071
20 zh Fhyriry i
21 bt g | [ N
22
24 LA
26 Tarreity Shewart 17
27
28 ME
3 Ellzer Danialk 300 N
iz Heden Gonzzkez -1.820 His
a3 ks Hansen 5 9F ar
34 Fkngnd Dusies 1 N
Conlels = Data | Matvix | Radsand B Dialta Shats ta Mot | Cur 0C

You can sort these by
Supervisor or any of
your Wildcards.

~Tip -~
While anomalies may warrant further examination to
ensure fairness within the pay pool., many times they
do not require any changes in the scoring.
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Tabs — Delta Stats (cont.) P

* The “Delta Plot Grouping” box at the top of the Delta Stats

worksheet allows you to select what you would like to see Delta Stats
about. A single picklist is provided with the list of all available fields that
can be utilized for grouping data.

Delta Plot Grouping

Superyisor v Refresh

YWildcard 2
51 Wildcard 3

missing value of selected group
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Tabs — Delta Plot i\l

The Delta Plot Tab shows a visual representation Delta OCS. This is shown by
each career path and an overall representation.

.. D E F G H 1 1 [ T B
Distribution of Delta OCS i ’p »
The data will be shown by the sort option

/ 4 S —"“\ chosen on the Delta Stats Tab

( ~Tip-~

Us the Capture Chart Images to

[——Chm et |
——iger DenEn SEL
——leg e FIES

gl Gos Lo

export the Charts from either the _ R _& ]
Delta Plot or Cur OCS Tab to an Excel | ,ﬁ mrpent | |

Il i Foyna
P T Tarwa Yoty

3102 6 1422303848

Spreadsheet or a PowerPoint slide

.00 Frret
FE) SRR3R -2 8 1062 2 3440 2R

Cwerall
26 HE Career Path -

2T oase

£[i1] LI

2 ing | RS R ——

1 —— b TR

—— 0N L
— Gy Fies

——r Hana —n e
—— P’ {Ha 0"
o Tamawy Trewal

NARDE R LT

I 0294

—=—Rc-ad daten
ir =Ty e
k] AL R Weaen! Lzl

(L]
43 S04 38 33 26-26023 3 4 1016 2326 M 4048

a5
Conisals | Daka | Malree | Rasks and Rer |:~.|.=.< Dats st ) 005 59
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Q .’.
Tabs — Cur OCS i

The Cur OCS Tab shows a visual representation of an employees OCS as
compared to their current salary.

~Tip-~
Use the Format option to change the
size of plot points for easier viewing

OC3 Reaulls: Current Pay and 2018 SPL

110080 4

= -Tip- h

You can see which employee an
individual data point represents by
hovering your cursor over that data

\ point /
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Group into Categories Tool
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. - HC
The Group into Categories Tool -

The Group into Categories Tool is where employees will be rank
ordered during the second phase of the Sub Pay Pool Process

Ac
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- - HT
Group into Categories Tool — How to Start

To start the
“Group into Categories”
tool
” EE— 1. Click on “Contents” tab
Bl Sub-PanelMeeting Spreadsheet |

The gupose of this spreadvhest i o assigm prenvnery avd fuss con b on scoms fo smpkyes

2. Click on “Group into Categories”

5 Lt Lt il - Cwomdind D §RA3 Tl st sl
B VRN RE WO AL A M O T OFRE TR DK O ERDT MY

.  _Z option

Figilz and Rl Arpory
larewr Path Factor Matrices ranksd by Final Score

1 a8

e )

5 E £

% ta w 4% nara. Summiry Seatistics of Deleg 005

76 [T M — A S, R b e b e

1o e CARCHRL 20 ok gt ik ard “wklcand” e Oistribution of Dakia DC%

oo hmched To peen el wark spad e data Fon i sprsacd e and ~ ~
I e b 1 e Ry Sy ST in a

N e | e Before entering the Group into Categories
: tool. filter out any sensitive employees.
(Those in the sub pay pool that some
members should not see)

If you highlighted their rows black, you can
do this in a column you haven’t added

; ~Tip -~ highlights such as “start date” by choosing

:.: . i 1w Whenever you leave the tool, all filters will \ a color filter of “No Fill” /

—{ clear on the spreadsheet, so remember to
k refilter sensitive names.

63
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o] .’.
The Tool - Navigation i

To Navigate the Group into Categories tool, select a Career Path,

Broad Band Level, and Factor.

Career Path Level The Tool will then divide all the
O NH (°N] 7 NK - employees by categorical score
e ctor ~ o for that Career Path, Broad Band
= Job Achievement 3 Level, and Factor.

andfor Innovation o)

Communication andfor

Teamwark The Tool will also show the
) M Sppent Apply highest-level categorical score for

the previous Broad Band Level
Close and the lowest categorical score

for the next Highest

Ac
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The Tool — changing categorical scores

You can move Employees within the tool by selecting the employee
and using the employee movement buttons

Left will lower an
employee’s categorical
score

Down will lower an
employee’s position in rank
order

/ ~Tip -~ )

When you move employees and
change scores these changes also

Employee Movement

Left

v |
Down \

Mowve to Unrated

Mowve from Unrated

happen to the data on the
spreadsheet. You will need to track
these changes to highlight them after

K use of the tool. j

Ac
Il
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Up will raise an
employee’s position in
rank order

Right will raise an
employee’s categorical
score

You can also move

them to an unrated
categorical status or
from the unrated area
to a categorical score




3M (67 - 78)

Amanpour Erin (3)
Kileade Brit (3)

P, You can change an employee’s
Geade 1 ) numerical score by double clicking
Miller Ed (3)
teakiey Yolnca () on the employee’s name

Bila Abby (3)
Bruce Kristin (3)
Celan Connie {3)
Duffy Mark (3)

authammer ( c c c
Assign Integer Score The Assign Integer Score window will
' appear

Borger Manu (;
Bream Matt (3
Vinson Violet ( Mame: Berman Mark {3)
Wallace Juan (]
Sidner Hala (3] Category: Job Achievement
Smith John (3) h

Pre-Score: 3M

Final Scare:

& You can either select a score
from the drop-down menu for
final score or type in a numerical
score that corresponds with this
categorical scores point range.

~Tip~ Then click apply to accept the
After changing a numerical scores, if you click apply new score

in the navigation area, all employees will be re-rank
ordered based on their numerical scores.

66
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| Non- Filtered

~Tip-~
While filtering allows you to rank order smaller
batches of similar employees. Always do a final rank
order of the entire sub pay pool.

Ac
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To make your rank order more
manageable you can filter your data on
the spreadsheet before entering the
tool. This will allow you to rank order
smaller groups of similar employees.
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Common Anomalies for Scores

* High/Low delta scores (anything other then a -1, 0, or +1)
- The further the delta score is from the expected the more scrutiny it should be given
- Delta scores may be further delineated by the employee’s position in their pay range

(+1 Delta for an employee with an OCS at the top or beyond the pay range of a position may warrant
additional scrutiny)

* Any categorical score in a higher broadband

* Any categorical/numerical score outside the pay range of the employee
*  Employee with current OCS below last year’s OCS

* Employee with previous years rating of record (ROR) a 5 and is now a 3
* Rating of record 5’s with less delta 0 score

* Groups with much higher/lower delta then avg or rating of record (ROR)

- Supervisor

- Occupation series and/or Job duties ~Note-

- Broadband Level Anomalies do not mean that the ratings are

- Location Based wrong, the ratings should just be double checked

- Employees working on special projects (classified) vs normal

- Representation on Pay Pool (within 1 or 2 levels vs greater then 1 or 2 levels)
- Supervisors vs Non-Supervisors

- Other?

* Unusually high/low avg delta compared to previous years
* Unusually high/low percentage of 5 rating of record (ROR) compared to previous years
* Large delta scores where other monetary recognition has been given
* All scores requiring CIP consideration (delta scores in “A” region or PAQL of 1)
68
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Activity: Demonstration of Spreadsheet

In this activity, we will use the features we have been shown in this
presentation to look for anomalies in our pay pool data.

You can choose to either:

a) Practice using these tools by searching for the anomalies at the
same time the instructor is showing you how to search for them, or

b) Just watch how the instructor uses the features of the spreadsheet
to examine the data for anomalies

~Note-
A copy of the sample spreadsheet being used
should have been sent with your class invite.
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Note taking

One of the vital jobs of a Pay Pool
Administrator is to record the minutes of
Sub Pay Pool / Pay Pool meetings.
While recording the changes on the
spreadsheet is important, as equally
important is the reasoning behind these
changes.
These notes may help in the following areas:
(1) to notify rating officials of scoring
changes,
(2) to understand the sub pay pool results
( Tin. B for the pay pool, and
Whenever possible have two pay pool (3) to provide information for grievances or

administrators in any pay pool meetings. requ ests for reconsideration.
One to manage the spreadsheet and one to
\_ record the minutes of the meeting. )

70

Ac
E www.DAU.edu | www.hci.mil | acqdemo.hci.mil
BN EDemo




M - HC
Taking Minutes during Pay Pool Panels

There are two main areas of focus when recording minutes for
during Pay Pool Panel discussions:

Employee Scores and Appraisal Review
* Reasoning behind scoring changes
* Why further clarification may be needed in appraisal
* Justification for any scores deemed to be inappropriate/red flags

Organizational AcqDemo Processes (Lessons Learned)

* Any changes or additions needed in business rules or compensation
strategy

* Appraisals that were deemed written well/poorly by panel
* Any process changes wanted/needed for future cycles

~Tip-«
As a final part of the Pay Pool Panel meeting, you should review any lessons learned
from this year’s cycle while it is still fresh in the panel members minds
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The Way Forward

72
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Presenter Notes
Presentation Notes
So what’s next….


HCi
Topics of Discussion -

* Summary
* Open Forums

- *Support




Course Summary i\l

Knowledge essential to a PPA’s effectiveness:

% Understand the organization’s Compensation Strategy
% Know your Organization’s Business Rules
% Know AcgDemo’s Operating procedures

% Data accuracy in the Spreadsheets is essential to compensation
calculations

% Know the options available to your pay pool to adjust compensation

= Practice with the spreadsheet to gain familiarity
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CAS2Net and CCAS Open Forumé P
TEAMS Meeting Information:

To Access trainingas a TEAMS guest:

1. Copyand paste the web linkinto your web browser — Microsoft Edge recommended.
a. Besureyouare NOT logged in through your TEAMS or Microsoft Office account when accessing

through the web browser.
https://teams.microsoft.com/l/meetup-
join/19%3ameeting NzQwY2I3MTktZmI1YSOOYWMOLThhY2YtMDI4AMDA3ZDIzNGMw%4
Othread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bclf-
cba317187058%22%2c%220id%22%3a%22ad5815de-5095-4600-8a86-

0164be9d07a8%22%7d When the “Open Microsoft Teams” dialogue box opens, click Cancel.

2. Select Continue on this Browser.
3. Continue with audioand video options, then enter your name.

4. Click Joinnow.

Or call in (audio only)
+1 571-403-9146,,394774786# <tel:+15714039146,,394774786#> United States, Arlington
Phone Conference ID: 394 774 786#

TroubleShootingTips:

1. Clearyour web browsers cache:
https://support.google.com/accounts/answer/32050?hl=en&co=GENIE.Platform%3DDesktop

2. Tryusinga different web browser.

3. Ifunabletologin through a web browser,use the TEAMsdial-in number to followalongwith the session. 7
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https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzQwY2I3MTktZmI1YS00YWM0LThhY2YtMDI4MDA3ZDIzNGMw%40thread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-0164be9d07a8%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzQwY2I3MTktZmI1YS00YWM0LThhY2YtMDI4MDA3ZDIzNGMw%40thread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-0164be9d07a8%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzQwY2I3MTktZmI1YS00YWM0LThhY2YtMDI4MDA3ZDIzNGMw%40thread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-0164be9d07a8%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzQwY2I3MTktZmI1YS00YWM0LThhY2YtMDI4MDA3ZDIzNGMw%40thread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-0164be9d07a8%22%7d
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NzQwY2I3MTktZmI1YS00YWM0LThhY2YtMDI4MDA3ZDIzNGMw%40thread.v2/0?context=%7b%22Tid%22%3a%221c21be44-2435-49bf-bc1f-cba317187058%22%2c%22Oid%22%3a%22ad5815de-5095-4600-8a86-0164be9d07a8%22%7d
https://support.google.com/accounts/answer/32050?hl=en&amp;co=GENIE.Platform%3DDesktop

Remaining 2023 Open Forum Schedule i

(All Sessions 1pm — 2:30pm ET)

21 September: CAS2Net Sub-Panel Meeting and CMS Online
28 September:  Macro Free Sub Panel Spreadsheet and Macro Free CMS

05 October: Discrepancy Reports

12 October: Lock/Unlock Supervisor 1, Sub-Pay Pool and Pay Pool
19 October: Pay Pool Analysis Tool (PAT)

02 November: Initial and Final Upload

16 November:  Not Final Reports and Data Complete Reports

07 December:  Grievance/Grievance Window

(H
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Open Forum
Questions?

Erin.Murray@dau.edu

Jerry.lee@dau.edu

AcqgDemo.Contact@dau.edu
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mailto:Erin.Murray@dau.edu
mailto:jerry.lee@dau.edu
mailto:AcqDemo.Contact@dau.edu

AcqDemo Program Office
* Operating Guide
* AcgDemo Website
* Reference Material
* Conversion Tool Calculator
* Training
* Workforce Overview
* CCAS for Supervisors
* HR Training
* Business Rules Development

e Electronic Contact Information

* acgdemo.hci.mil o
« AcgDemo.Contact@dau.mil » Spreadsheets Training
e Cas?2Net test site » CAS2Net 2.0 for Employees and Supervisors

» AcqDemo 101
» Contribution Planning
» Giving and Receiving Feedback

» CCAS Appraisal Feedback for Supervisors

» Writing an Annual Appraisal Self-
Assessment

» CCAS for Employees

» CCAS for Supervisors

» HR Flexibilities

» Understanding the Pay Pool Process

e https://cas2net-test.army.mil/ . » CAS2Net 2.0 for Administrators 7 /
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Presenter Notes
Presentation Notes
Lastly, just some items of information for you…here are some support tools sponsored by the program office.

If you have questions, please look to your transition team for answers first and for trickier ones, please allow them the opportunity to research an answer with the program office and get back to you.  Otherwise, we can take your question at this helpdesk email and here is the AcqDemo website address…

http://acqdemoii.hci.mil/
mailto:AcqDemo.Contact@dau.mil
https://cas2net-test.army.mil/
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CCAS Spreadsheets

Basic Functions
for

Pay Pool Administrators

DoD Civilian Acquisition Workforce
Personnel Demonstration Project (AcqDemo)

Thank you
for attending!
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