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1. INTRODUCTION

This document describes the features and capabilities of the Contribution-based Compensation and
Appraisal System Software (CAS2NET) for the Acquisition Workforce Demonstration Project
(AcgDemo) Office of the United States Department of Defense (DOD).

1.1  Purpose

CAS2NET is an online reporting system of the Contribution-based Compensation and Appraisal System
(CCAS), a results-based, competency-linked pay banding and performance-based pay system. The
purpose of this document is to describe the features and capabilities of the CAS2NET and to define the
role of CAS2NET in supporting the Acquisition Workforce Demonstration Project (AcgDemo).

1.2 Scope

CAS2NET supports planning, feedback, assessment and reward activities of the performance cycle. The
Contribution Planning module encourages collaboration between employees and supervisors to refine
performance objectives. Additional Feedback and Mid-Point Review modules promote continuous
communication and performance improvement. The Annual Appraisal modules enable employees and
supervisors to provide evaluations based on their respective viewpoints. The reward activities consist of
the Paypool Panel review and reconciliation of the Level 1 Supervisors’ evaluations and the generation of
the employee salary increase, award and bonus.

The scope of this document includes the guidance for using the CAS2NET to record and review
performance appraisals individually or collectively across different supervisory levels—and to assist Data
Maintainers in their roles as CAS2Net data administrators.

1.3 Document Overview

This guide helps you get started with the CAS2NET and serves as a reference whenever you need
assistance with a particular function. This guide includes a section for each CAS2NET user role
providing guidance on how to use the system to execute their assigned responsibility in the performance
appraisal workflow and/or paypool administration. This document contains the sections and appendices
described in Table 1-1.

Table 1-1: CAS2NET User Guide Contents

Section/
Sub- Name Contents
Section
] This section describes the purpose and scope of this document,
1.0 Introduction and provides an overview of document content.
This section provides an overview of the Contribution-based
Compensation and Appraisal System Software, CAS2NET User
20 CAS2Net Roles and their responsibilities, who should use this guide, access,

Overview transfer, sharing, and ownership of appraisal records, and the
different conventions that will be seen throughout the document.

This section describes how the system users will access the
3.0 CAS2ZNet Log- | system and what they will see upon successful log-in based on
Inand Log-Off | their assigned role(s).
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Section/
Sub- Name Contents
Section

This section describes the role of an AcgDemo employee and
4.0 Employee available CAS2Net functionality.

This section focuses on the Level 1 Supervisor’s use of the system
and details how to use CAS2NET to enter and edit performance
factors and appraisals. CAS2NET supports the Level 1
Supervisor’s ability to create and modify performance factors for
each employee they supervise.

This section provides guidance for the Level 2 Supervisor on how
to use CAS2NET to review the rating of a selected employee for
completeness of forms and accurate application.

This section provides guidance for the Paypool Manager on how
to use CAS2NET to monitor the progress of appraisals across the
Paypool paypool and review the rating of a selected employee for
Manager completeness. It includes instructions for changing role to assume
an assigned CAS2NET role to execute their designated
responsibility.

This section provides guidance for the Data Maintainer on how to
use CAS2NET to download data to CWB, upload data from

Data CWB, make supervisory assignments for employees, the review
Maintainer of the performance ratings of employees for fair consideration. It
includes instructions for changing role to assume an assigned
CAS2NET role to execute their designated responsibility.

This section provides guidance for the Superuser to modify and
add non-demo employee record in the CAS2NET. It includes
instructions for changing role to assume an assigned CAS2NET
role to execute their designated responsibility.

Level 1

5.0 Supervisor

Level 2

6.0 Supervisor

7.0

8.0

9.0 Superuser

10.0 Reports This section overviews the reports available to CAS2Net users.
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2. CAS2NET OVERVIEW

This section provides an overview of CAS2NET, user roles, and their responsibilities.

2.1 CAS2NET Overview

CAS2NET is an online reporting system of the Contribution-based Compensation and Appraisal System
(CCAS), a results-based, competency-linked pay banding and performance-based pay system. CAS2NET
represents evolution of tools for the Acquisition Workforce Demonstration Project (AcgDemo) Office of
the United States Department of Defense (DOD), to augment the performance appraisal management
process. CAS2NET supports planning, feedback, assessment and reward activities of the performance
cycle, while the Contribution Planning module encourages collaboration between employees and
supervisors to refine performance objectives. Additional Feedback and Mid-Point Review modules will
promote continuous communication and performance improvement, as the Annual Appraisal modules
enable employees and supervisors to provide evaluations based on their respective viewpoints. The
reward activities consist of the Paypool Panel review and reconciliation of the Level 1 Supervisors’
evaluations and the generation of the employee salary increase, award and bonus.

2.2 Who Should Use This Guide?

The CAS2NET User Guide is for Level 1 Supervisors, Level 2 Supervisors, Sub-Panel Managers,
Paypool Managers, and the Data Maintainer who are assigned these roles in the CAS2NET to perform
their respective responsibilities listed in Table 2-1.

Table 2-1: CAS2NET User Roles and Responsibilities

e Responsibilities
Role
Employee An individual who participates in the AcqgDemo paypool processes as a “demo” employee.
Responsible for:
= Collaborating with the Level 1 Supervisor to set performance standards.
= Providing self-assessments for Mid-Year Review and Annual Appraisal.
Level 1 An AcgDemo employee who is the immediate supervisor of one or more “demo” employees.
Supervisor Responsible for:
= Setting performance standards, and communicating performance expectations.
= Monitoring and providing performance feedback.
= Appraising performance.
=  Taking action to recognize, reward, or correct performance.
Level 2 A higher level AcqDemo official who reviews the Level 1 Supervisor’s determination of an
Supervisor employee’s performance. Responsible for:
= Reviewing employee ratings to ensure that the same standards for evaluating
performance are applied by reporting supervisors.
Paypool The highest ranking official in the paypool responsible for:
Manager = Managing the performance pay increases based on share distribution, and performance
awards for their respective paypool.
= Convening and oversight of the Paypool Panel.
=  Ensuring judicious use of paypool funds balanced against budget policies and based on
employee performance.
= Enforcing paypool procedures and policies; and ensuring that Level 1 Supervisors
comply with timely issuance of mid-term reviews and closeout assessments.
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CAS2NET User

Role Responsibilities

Superuser The Superuser is responsible for:

= Qverseeing the entire CAS2Net system to ensure supervisor assignments are correct

= Assist employees and supervisors with problems or issues concerning their CAS2Net
role.

=  Create and modify employee record in CAS2NET.

Data Maintainer | The Data Maintainer is responsible for:

=  Tracking the progress of the performance evaluations across paypools.
»  Analyze performance management data across paypools.

=  Create and modify employee record in CAS2NET.

2.3  Access and Authorization

The user access to CAS2NET is authenticated by DOD’s e-Authentication system upon log-in.
Authorization to access CAS2NET functions is determined by the assigned user role (s) of the CAS2NET
user. The navigation bar on the left side of the screen is customized based on assigned role (s) to an
individual CAS2NET user. Thus a CAS2NET user who is a Level 1 Supervisor and a Level 2 Supervisor
will see the options used by the assigned roles.

2.4 Ownership of Performance Appraisal and Review Workflow

Each employee is assigned to a paypool in the CAS2NET, and has assigned officials for each supervisory
level (i.e. Level 1 Supervisor, Level 2 Supervisor, Sub-Panel Manager, and Paypool Manager.) The
assignment of supervisors to employees is used by CAS2NET to control access to employee performance
appraisal by assigned officials only. The Data Maintainers are assigned to paypools which gives them
access to rating data of all employees within the paypool. Superusers have access to all employee records
and can assume any CAS2NET User role to execute a CAS2NET function.

2.5 CAS2Net Conventions
CAS2Net implements common navigation conventions that are familiar to most website users.

¢ Movement among web pages is done by clicking on links. A link is the name of another
web page — links are always underlined.

e FEach web page has logical links to other related web pages. You can also use the “Back”
button on your browser to return to the previous page.

e A browser window can display multiple web pages by placing each page within a frame.
Clicking a link in a web page in one frame may cause a new page to be displayed in
another frame, and sometimes links may display the new page in the same frame.

e Web pages often contain more information than can be displayed on your computer
screen. In these cases, the page will have scroll bars along its right and/or bottom
margins to give you access to the “hidden” information. Use the scroll bars to be sure
you completely fill in all data entry screens.

e With Netscape, you can re-size the text in a page to adjust how much is visible at one
time. To do this, first click anywhere in the page to set the “focus”. Then hold down the
Ctrl key and press [ to make the text smaller or ] to make the text larger.
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e Movement from page to page can be very quick or very slow, depending on the amount
of traffic and the length and speed of the path the traffic must travel. It is possible for
information packets to get “lost” in transmission, so if you click on a link and nothing
happens for several minutes, click the “Stop” button on your browser and try the link
again.

e |f you click on a link and there is a long delay, you might get an error message something
like “the file contains no data”. This could be due to your connection being so slow that
your browser “times out”. If this happens, try the link again. If the problem persists
contact AcqDemo Support Offices.
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3. USERAUTHENTICATION AND AUTHORIZATION

3.1 User Login and Role Based Menu

This section describes how the system users will access the system and what they will see upon successful
log-in based on their assigned role(s).

To access the URL.: https://acqdemoii.army.mil
Note: CAS2Net is hosted on an Army server but services all DoD AcgDemo participants. Contact
your paypool data maintainer if you can’t access the site.

1. When the Usage Policy screen is shown, click “I Agree” button to continue.

Usage Policy

YOU ARE ACCESSING A U.S. GOVERNMENT (USG) INFORMATION SYSTEM (1S) THAT IS PROVIDED FOR USG-AUTHORIZED
USE ONLY.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

* The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration
testing, COMSEC monitoring, network operations and defense, personnel misconduct (PM), Iaw enforcement (LE), and
counterintelligence (C) investigations.

* Atany time, the USG may inspect and seize data stored on this IS.

* Communications using, or data stored on, this IS are not private, are subject to routine monitoring, interception, and search,
and may be disclosed or used for any USG-authorized purpose.

* This IS includes security measures (e.g., authentication and access controls) to protect USG interests—not for your personal
benefit of privacy

* Notwithstanding the above, using this IS does not constitute consent to PM, LE or Cl investigative searching or monitoring of
the content of privileged communications, or work product. related to personal representation or senices by attomeys.
psychotherapists, or clergy, and their assistants. Such communications and work product are private and confidential. See User
Agreement for detalls.

To continue, you must agree to the above terms and conditions.

Figure 3-1: Usage Policy Screen

2. Next, click the “CAC Login” button to sign in.

Choose sign-in method below:

| cac rogin

ACQDEMO

Figure 3-2: CAC Logo Screen
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3. Select one of your installed CAC digital certificates and click the OK button.

Choose a digital certificate 2IX

Identification

The website you want to view requests identification.

! Please choose a certificate,

Name Issuer

BOEHM.KARL.M. 129... gueslertol)

BOEHM.KARL.M. 129... DOD EMAIL CA-24

[ More Info... ][\ﬂewCemﬁcate...]

[ OK ][ Cancel ]

Figure 3-3: Digital Certification Selection Screen

If prompted, enter your CAC PIN.

ActivClient Login

Actividentity
ActivClient

Please enter your PIN.

PIN [l

| OK I Cancel

Figure 3-4: CAC Pin Entry Screen

4. CAS2Net successfully logs the user in and displays the “Welcome” greeting.

Acqm Welcome to CAS?Net , George Garfield !

mm
HENDemo ) )
The information contained herein is covered by the Privacy Act of 1974.
Employee Menu Personnel data requires safeguarding IAW AFR 37-132.

Contribution Planning

L I Please choose a module from the navigation bar at the left.

Assessment

Annual Appraisal Self
Assessment

Reports

Superuser Menu

isal Status and

Figure 3-5: CAS2Net Welcome Screen
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5. If your assigned role is Employee, then the navigation bar displays the Employee Menu with the
following options: Contribution Planning, Mid-Point Review Self-Assessment, Annual Appraisal
Self-Assessment, Reports, Password Maintenance, and Logout.

Ac.q= Welcome to CAS2Net , Aaron Arndt !
HEEEDemo

The information contained herein is covered by the Privacy Act of 1974.
Employee Menu
Conpibution Planning Please choose a module from the navigation bar at the left.

Mid-Point Review Sell-
Assessment

Annual Appraisal Self
Assessment

Reports

Password Maintenance
Change you pasmeced

Figure 3-6: Employee Log In

6. If your assigned role is Level 1 Supervisor, then the navigation bar displays the Supervisor 1 Menu
with the following options: Contribution Planning, Additional Feedback, Mid-Point Review,
Annual Appraisal, Reports, Password Maintenance, and Logout.

A Level 1 Supervisor who participates in paypool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

Acqm Welcome to CAS2Net , Chris Babbitt !
[ ]
HEEDemo
The information contained herein is covered by the Privacy Act of 1974.
Employee Menu

C ibution PI. i i i

e — Please choose a module from the navigation bar at the left.
Mid-Point Review Self-
Assessment

Annual Appraisal Self-
Assessment

Reports
Supervisor | Menu
Contribution Planning

Additional Feedback
Mid-Point Review

Annual Appraisal

Figure 3-7: Level 1 Supervisor Log In

7. If your assigned role is Level 2 Supervisor, then the navigation bar displays the Sub-Panel Manager
Menu with the following options: Sub-Panel Meeting, Appraisal Status, Reports, Password
Maintenance, and Logout.

A Level 2 Supervisor who participates in paypool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.
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When the Level 2 Supervisor is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Sub-Panel Manager Menu:
Contribution Planning, Additional Feedback, Mid-Point Review,and Annual Appraisal.

Acqm Welcome to CAS?Net Larry Koenig!

]
HEEDemo

The information contained herein is covered by the Privacy Act of 1974.

Sub-Panel Manager

Menu

P ; Please choose a module from the navigation bar at the left.
Contribution Planning

Additional Feedback

Mid-Point Review

Annual Appraisal

Figure 3-8: Level 2 Supervisor Log In

8. If your assigned role is Paypool Manager, then the navigation bar displays the Paypool Manager
Menu with the following options: Sub-Panel Meeting, Appraisal Status, Reports, Password

Maintenance, and Logout.

A Paypool Manager who participates in paypool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

When the Paypool Manager is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Paypool Manager Menu:
Contribution Planning, Additional Feedback, Mid-Point Review,and Annual Appraisal.

Acqall Welcome to CAS2Net , ' Bob Arnold !

(1]
HEEDemo
The information contained herein is covered by the Privacy Act of 1974.
Paypool Manager

Menu

Contribution Plannin Please choose a module from the navigation bar at the left.
Additional Feedback

Mid-Point Review

Annual Appraisal

Figure 3-9: Paypool Manager Log In

September 30, 2011 3-7 CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

9.

If your assigned role is Data Maintainer, then the navigation bar displays the Data Maintainer Menu
with the following options: Appraisal Status and Lock, Data Maintenance, Offline Interface,
Paypool Notices, Reports, Password Maintenance, and Logout.

A Data Maintainer who participates in paypool processes as a “demo” employee will also see the
Employee Menu and sub-menu items at the top of the navigation bar.

When the Data Maintainer is responsible for assessing the performance of direct report “demo”
employees, the supervisor assessment menu items are included in the Data Maintainer Menu:
Contribution Planning, Additional Feedback, Mid-Point Review,and Annual Appraisal.

Welcome to CAS’Net , Francis Freeman !
The information contained herein is covered by the Privacy Act of 1974,
Please choose a module from the navigation bar at the left.

Armval Agge el Set
Asscamerern

Hegorn

Data Maintainer
Menu

Apprasal Stann wd
s

Figure 3-10: Data Maintainer Log In

10. If your assigned role is Superuser, then the navigation bar displays the Superuser Menu with the

following options: Appraisal Status and Lock, Data Maintenance, Session Maintenance, Offline
Interface, Paypool Notices, Reports, Password Maintenance, and Logout.

A Superuser who participates in paypool processes as a “demo” employee will also see the Employee
Menu and sub-menu items at the top of the navigation bar.

When the Superuser is responsible for assessing the performance of direct report “demo” employees,
the supervisor assessment menu items are included in the Superuser Menu: Contribution Planning,
Additional Feedback, Mid-Point Review,and Annual Appraisal.
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Atﬁ= Welcome to CAS?Net , George Garfield !
HEEDemo

The information contained herein is covered by the Privacy Act of 1974.
Superuser Menu

Please choose a module from the navigation bar at the left.

Paypool
Impartant information for your
paypool

Demo Reset

Figure 3-11: Superuser Log In

11. The CAS2Net navigation bar is customized for each user and provides access to functions that are
explicitly or implicitly by your role and responsibilities. All “demo” employees—regardless of
role—will see the Employee Menu at the top of the navigation bar.

Also, the navigation bar automatically includes supervisor assessment menu items for managers or
administrators with direct report “demo” employee assignments.

The example below illustrates the CAS2Net navigation bar customized for a Level 2 Supervisor who
is himself a “demo” employee and who has supervisor assessment responsibility for direct reports.

Ac.q= Welcome to CAS2Net , Dan Curtiss !
HEEDemo
The information contained herein is covered by the Privacy Act of 1974.
Employee Menu
Contribution Planning Please choose a module from the navigation bar at the left.

Mid-Point Review Self-
Assessment

Annual Appraisal Self
Assessment

Reports

Sub-Panel Manager
Menu

Contribution Planning
Additional Feedback
Mid-Point Review
Annual Appraisal
Sub-Panel Meeting
Revi

Appraisal Status

View status of appraisals

Logout
Exit CAS2Nat

Figure 3-12: “Multiple Roles” Log In
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3.2  Logout

This section describes how the system users log out the system and what they will see upon successful

log-out.

1. Click “Logout — Exit CAS2Net” on the bottom of the navigation bar.

2. CAS2Net displays AcgDemo logo screen with messages:
e “You have logged out of CAS2Net!”

“Please close your browser to erase all login information.”

Ac

- Demo

You have logged out of CAS2Net!

Please close your browser to erase all login information.

Figure 3-13: Log Out Message

3. Close the browser, CAS2Net will wipe out all login information of the logged on person.

3.3 Password Maintenance

This section is only used in training versions of CAS2Net. See Section 3.1 for instructions on using a
CAC to access production CAS2Net.

This section describes how the system users change and renew the login password.

1. Click “Password Maintenance — Change your password” from the navigation bar.

2. CAS2Net displays “Password Maintenance” page:

e Name and User Id of the logged on supervisor.
e Password change criteria:

@)
O

O O O O

e}

Be at least 15 characters long.

Contain at least two upper case letters, two lower case letters, two digits, and two special
characters.

Special characters list \~ 1 #$% " & * () _-+=3}{]1[|\:;“<>?,.

Cannot begin with a number.

Cannot contain the following special characters: @ /

Be different from the User Name.

Be different at least 3 characters from the current password.

e “Enter current password” textbox.
e “Enter new password” textbox.
e “Re-enter new password” textbox.
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Password Maintenance

Your current login session is:
Name: Garfield, George
User ID: GARFIELDG

A new password must meet the following criteria:
Be at least 15 characters long
Contain at least two uppercase letters, two lowercase letters, two digits and two special characters
Contain at least two special characters from the following list: “~!#$%7&% () _~+=) (] [1\::""'<>?, .
Cannot begin with a number
Cannot contain any of the following special characters: @/
Be different from your username

Be different by at least 3 characters from current password

Enter current password : |GGG
Enter new password : [ IIGEG
Re-enter new password: |GGG

Figure 3-14: Password Maintenance Screen
Enter current password.
Enter new password.
Re-enter new password.
Click “Submit” button.

CAS2Net displays message “Success! Password changed successfully.” and prompts to return to the
ain Menu.

=N & 0 &~ w

Password Maintenance

Password changed successfully.

NOTE:You will be prompted to login in with your new password on the next link you click since your browser still has your old password cached in
memory.

Return to Main Menu .

Figure 3-15: Password Maintenance — Success!

Note: CAS2Net will display a “Failure!” message if:
e The old password is mistyped.

e The re-enter password does not match the new password.
e The new password does not meet the criteria.

Password Maintenance

New passwords did not match. Aborting password change.

Return to Password Maintenance to try again.
Return to Main Menu .

Figure 3-16: Password Maintenance — Failure!
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4. EMPLOYEE

This section describes the employee role and how to use CAS2Net to participate in the assessment
process. CAS2Net supports the employee’s ability to create and modify Contribution Planning criteria
and objectives and provide a personal Self-Assessment for Mid-Point Review and Annual Appraisal.

The Employee will have the following options appear in the navigation bar: Contribution Planning,
Mid-Point Review Self-Assessment, Annual Appraisal Self-Assessment, Reports, Password
Maintenance and Logout.

e The Contribution Planning option allows the employee to collaborate with his supervisor to
create or modify objectives for the current performance cycle.

e Mid-Point Review Self-Assessment enables the employee to document his own evaluation of his
performance.

e The Annual Appraisal Self-Assessment allows the employee to evaluate his achievements with
respect to each AcgDemo performance factor.

e The Reports option provides the capability to generate reports for each of the features above as
well as Additional Feedback provided by the Level 1 Supervisor.

4.1 Contribution Planning

Click “Contribution Planning” from the navigation bar. CAS2Net refreshes the screen to display the
“Contribution Planning” screen.

After discussion with their supervisor, employees can initiate the Contribution Planning process if the
there is no current plan by entering text and clicking on the Save button. This creates a draft plan that
both employee and supervisor can view and edit.

The employee may check the “Release to Supervisor” checkbox and click “Save” to inform the supervisor
that your input is complete. The “Release to Supervisor” checkbox is for information only. As long as
status remains “In Progress”, the employee may later clear the “Release to Supervisor” checkbox and
“Save” to let the supervisor know that employee input is incomplete.

Ac.q= Contribution Planning for Amy Artis
HEEDemo Year: 2011

Employee Menu Broadband Level: Occupational Series: Career Path: Expected OCS:
Contribution Planning -

ontribution Plannin I 318 - Secretary NH - Business Management And Technical 48
Mid-Point Review Self- Management Professional
Assessment
Contribution Planning Input:
Assessment Here is the employee input to start the plan.

Annual Appraisal Self-

[“IRelease to Supervisor

Figure 4-1: Employee Contribution Planning Web Form

Once the supervisor finalizes the plan and submits it, no further changes are permitted—with two
exceptions:
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1) If the supervisor performs the Contribution Planning “Modify” feature, then CAS2Net
generates a new working copy of Contribution Planning and accepts updates both the
supervisor or employee.

2) If “Release to Supervisor” is unchecked when Contribution Planning is finalized, then
CAS2Net provides a “Release” button on the employee Contribution Planning web page to
allow the employee to update the “Release to Supervisor” status.

“RELEASE” CONTRIBUTION PLANNING

Whenever Contribution Planning is in a “submitted” state or Annual Appraisal evaluations have begun,
the employee will have read only access to the Contribution Plan content.

In cases where the “Release to Supervisor” remains unchecked, CAS2Net provides a “Release” button.
The employee may click “Release” to update the employee input status.

A”.q= Contribution Planning for Aaron Arndt
HEEEDemo Year: 2011

Employee Menu Broadband Level: Occupational Series: Career Path: Expected OCS:
Contribution Planning I 322 - Clerk-Typist NK - Administrative Support 35

Mid-Point Review Self-
Assessment Contribution Planning as of 07/26/2011 16:07:

Annual Appraisal Self- ithis is a test - contribution planning, on 7/26 4:04 PM =
Assessment

E
Method of Communication: Date Conducted: ,W
I~ Face to Face
I” TeleConference
I™ Video Conference
7 Email
¥ Other [texting =]
I™ Release to Supervisor Release Exit 1

Figure 4-2: ”Release” Employee Contribution Planning

NEXT CYCLE YEAR CONTRIBUTION PLANNING

CAS2Net is focused on annual appraisals and paypool operations at the same time that new Contribution
Planning is being documented for the next performance year. During this business cycle overlap,
CAS2Net allows employees to choose between the previous and next cycle years.

When the current period of performance year is different from the active appraisal cycle year, then
CAS2Net displays the Contribution Planning “Year” as a dropdown list with both years as choices.

The “Year” dropdown is displayed on each Contribution Planning web page with the current period of
performance year selected by default.

Select the previous year from the “Year” dropdown to switch to the active appraisal cycle year.

September 30, 2011 4-2 CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

Contribution Planning for Aaron Arndt

Year: |2012 -

Broadband Level: Occupational Series:
Il

322 - Clerk-Typist

Career Path:
NK - Administrative Support

Contribution Planning Input:

I™ Release to Supervisor

Expected OCS:
35

0 of 4000)
=

=l
Save | Exit

Figure 4-3: “Next Cycle Year” Employee Contribution Planning Web Form

The capability to create “next cycle year” Contribution Planning as well as “active appraisal cycle”
Contribution Planning makes it imperative that employees correctly select the appropriate year from the
dropdown provided at the top center of the Contribution Planning screen in creating a plan for either year.

4.2 Mid-Point Review Self-Assessment

This selection is not yet unavailable. The navigation menu item is presently inactive.
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4.3 Annual Appraisal Self-Assessment

Click “Annual Appraisal Self-Assessment” from the navigation bar. CAS2Net refreshes the screen to
display the “Annual Appraisal Self-Assessment” screen.

The “Annual Appraisal
[ ]

read-only.
[ ]

Self-Assessment” consists of two main parts:

AcqgDemo performance factor.

Acqm
]
HEENDemo

Employee Menu

“Contribution Planning” which is reviewed, modified, and submitted by the supervisor and shown as

“Employee Self-Assessment”: where employee enters his achievements with respect to each

Annual Appraisal Self-Assessment
for Uli Ulanov
Year: 2011

Broadband Level:
il

Occupational Seriea: Career Path:

334 - Computer Speclaliet Management Professional
Contribution Planning:
[CP has now been entered

CF has been madified for release ta supy
Supv has added madifications to GP

One more change by employee

Supv makes ane mare change

[l | Teamwork/ || Gustomer
ERVAel  Cooperation

Leadership /
Relations

Supervision

Gommunication Resou

Manage

INH - Business Management And Technical

Expected OCS:
48

irce
ment

Problem Salving
Employee Self-Assess:
Uil Ulanow is preparing the Annual Appraisal Self-Assessment but it's not yet complete

ment:

Release t

Figure 4-4: Annual Appraisal Self-Assessment W

eb Form

Employee clicks on each performance factor tab, and types or copies and pastes from other sources
(example: MS Word, note that some special characters in Word do not work in CAS2Net) his own
evaluation of his performance for the appraisal year to the “Employee Self-Assessment” textbox. The
“hotlink” below the tabs is linked to the descriptor and discriminators of the performance factors.

Employee can modify his self-assessment over and over, and save it by clicking the “Save” button. When
he satisfies with his evaluation, he can check the checkbox “Release to Supervisor”, by then the rating
supervisor would know that he has the final version the Employee Self-Assessment.

Note: “Self-Assessment” status is information only; CAS2Net does not enforce any business rules
regarding the employee’s “Release to Supervisor” state.
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4.4

When “Reports” is clicked in the Employee Menu, CAS2Net presents the “Employee Reports” menu

Reports

which includes the following:

When the report is available for printing, CAS2Net displays the report name as a “hot link”. When the
report is unavailable for printing, CAS2Net shows the report name as simple text with the caption “(Not

Contribution Planning

Mid-Point Review Self-Assessment (not yet available)
Additional Feedback

Annual Appraisal Self-Assessment

Provided)” or “(Not Released)” appended.

When the “hot link” report name is clicked, CAS2Net runs the selected report and opens a new window to

display the generated Adobe PDF file.
Reference section “10.1 Employee Reports” for sample employee reports.

X
Ac.q= CAS2Net Reports
HEEDemo Year: 2011

Employee Reports

Figure 4-5: Employee Reports Menu

Contribution Planning for Amy Artis

Year: 2011
Broadband Level: Occupational Series: Career Path: Expected OCS:
I 318 - Secretary NH - Business Management and 48
Technical Management Professional
Contribution Planning:
Here is the employee input to stast the plan
Here is the supervisors additional input
Method of Communication: Date Conducted: 07-AUG-11

Face to Face

Figure 4-6: Sample Employee Report
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5. LEVEL 1 SUPERVISOR

This section focuses on the Level 1 Supervisor’s use of the system and details how to use CAS2Net to
rate and enter/edit performance factors in the Annual Appraisal. CAS2Net supports the Level 1
Supervisor’s ability to create and modify performance ratings for each employee they supervise, which
includes entering “Categorical” and “Numerical” ratings and recording supporting narrative comments.

If the Level 1 Supervisor is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

The Level 1 Supervisor will have the following options appear in the navigation bar: Contribution
Planning, Additional Feedback, Mid-Point Review, Annual Appraisal, Reports, Password
Maintenance and Logout.

e The Contribution Planning option allows the supervisor to collaborate with employee to create
or modify objectives for the current performance cycle.

e Additional Feedback allows the supervisor to provide helpful guidance throughout the
performance cycle.

e Mid-Point Review enables the supervisor to assess employee performance at the mid-point of the
annual the performance cycle. This feature has not been deployed.

e The Annual Appraisal allows the supervisor to document each employee’s performance ratings
and assessments with respect to the AcqDemo performance factor.

e The Reports option provides the capability to generate reports for each of the features above as
well as Additional Feedback provided by the Level 1 Supervisor.

5.1 Contribution Planning

Contribution Planning is a collaborative effort shared by the supervisor and the employee. Either party
may initiate Contribution Planning if none exists. Either may update while status remains “in progress”.
The supervisor is responsible for completing the process by entering the date and method of
communication and clicking “Submit”. If later modifications are necessary, it is the supervisor’s
responsibility to reopen Contribution Planning via the “Modify” feature.

1t is important to note that Contribution Planning must be “submitted” to be accessible by other CAS2Net
processes--such as Additional Feedback and Annual Appraisal. An entry that is “In Progress” is not
visible outside Contribution Planning web form.

CONTRIBUTION PLANNING STATUS

When “Contribution Planning” is selected in the Supervisor 1 Menu, the “Contribution Planning Status”
web page is displayed.
CAS2Net lists employees assigned to the supervisor along with Contribution Planning status columns:
e Employee
e Employee Input status—values include:
o Green ‘checkmark’ = Employee has checked “Release to Supervisor”
o Red ‘X’ = Employee has saved input without checking “Release to Supervisor”
o (blank) = Employee has NOT saved Contribution Planning input
e Contribution Planning Status—values include:
o Green ‘checkmark’ = ‘Complete’
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o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

Ac.q= Contribution Planning Status
HEEEDemo Year: 2011

Employee Menu
Contribution Planning E Input  C i Planning Status
Mid Point Review Self
Assessment . . -

Amy Atis & @
Anoual Appraisal Self
Assessment

Reports Bary Bums @

Supervisor | Menu

Contribution Planning

n Maintenance
Asmrma T rove of anctes

Figure 5-1: Supervisor Contribution Planning Status

CONTRIBUTION PLANNING WEB FORM

On the Contribution Planning Status page, click an employee name to open the Contribution Planning web form.
CAS2Net populates the screen with last saved information for selected employee (if any).

The supervisor edits and enters text as needed.

Click “Save” to save changes and refresh the web page.

Click “Exit” to return to the Contribution Planning Status web page without saving changes.

Ac.q= Contribution Planning for Amy Artis
HENDemo Year: 2011
Employee Menu Broadband Level Occupational Series: Career Path: Expected OCS

Contribution Planning “In Progress™
Here is the employee nput 1o stant the plan

Here is the supenisors addtonal nput

Method of Commaunication: Date Conducted: 8/7/2011

4 August 2011 >
“iFaceto Face " <

TeleConference
1Video Conference
Emad
) Other

“Suomt | [(Ex |

Figure 5-2: Supervisor Contribution Planning Web Form

After the supervisor meets with the employee to review the “Contribution Planning” content, the
supervisor selects the date and method of communication and clicks “Submit” indicating the
“Contribution Planning” process is complete.
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“Submit” saves changes and returns to the Contribution Planning Status page.
Note: The “Submit” button is disabled until the date conducted is selected. Once the date is
selected, the “Submit” button becomes active.

MODIFY CONTRIBUTION PLANNING

If later modifications to a plan are needed, click on the Contribution Planning from the Supervisor Menu
and select the name of the employee to open the Contribution Planning web form for selected employee.

The “Contribution Planning” input text box is pre-filled with last saved or submitted content.
Hot links provide read-only access to previously submitted “Contribution Planning” content.

The supervisor may click the “Modify” button to initiate modifications to Contribution Planning for this
employee. CAS2Net reopens the Contribution Planning input for editing pre-filled with the original
content. Note that the “Employee Input” status is unchanged by the “Modify” request.

Acg= Contribution Planning for Ivan Irinski
HENEDemo Year: 2011
Employee Menu Broadbaad Lever Occupational Series: Career Path: Expested OCS:

Contribution Planning n 85 - Guard NK - Administrative Suppart 51

Mid-Point Review Self-

it Contribution Planning as of 08052011 1003

Appraisal Self- Contribution Planning as of 08052011 10.00
t Contribution Planning as of 08052011 09:55 (Conducted

leports Contribution Planning as of 08052011 0904

SupervisoriMenu Contribution Flanning as of 08/05/2011 10:03:

icontribution planning input and then more and more text =]
Eventually, van decidesto ‘Release to Supenisor”

But then he changes his mind and unchecks Release to Supenisor”

Later he decidesit's "goodto go”

Good to go.

More supervisor input. Plus a little more.

Method of Communication: Date Conducted: IW
¥ Face to Face
I~ TeleConference
= Video Conference
= Email
I~ Other | _}
Modify | | Exit |

Figure 5-3: “Modify” Contribution Planning

Note. The caption “active” appears next to the last saved Contribution Planning entry label or
“hot link” to highlight the version that is current.

Change text as necessary and click “Save”. At this point, this new instance of Contribution Planning is
added to the CAS2Net database which is again editable by either the supervisor or the employee.

When complete and reviewed with the employee, select method of date and communication and click
“Submit”.

NEXT CYCLE YEAR CONTRIBUTION PLANNING

CAS2Net is focused on annual appraisals and paypool operations at the same time that new Contribution
Planning is being documented for the next performance year. During this business cycle overlap,
CAS2Net allows supervisors to choose between the previous and next cycle years.

When the current period of performance year is different from the active appraisal cycle year, then
CAS2Net displays the Contribution Planning “Year” as a dropdown list with both years as choices.
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The “Year” dropdown is displayed on each Contribution Planning web page with the current period of
performance year selected by default.

Select the previous year from the “Year” dropdown to switch to the active appraisal cycle year.

A'=.q= Contribution Planning Status
EEEDemo Year: [2012 -

Employee Menu

Contribution Planning

Mid-Point Review Self-

Assessment ‘ Employee ‘ Employee Input | Contribution Planning Status
Al | Appraisal Self-
A;‘Ei:mm'a'“ < ‘ Sarah Sorenson ‘
Reports

‘ Timothy Tarman ‘
Supervisor | Menu
Contribution Planning ‘ Uli Ulanov ‘ ‘
Additional Feedback
Mid-Point Review Loy
Annual Appraisal @ Contribution Planning Complete
Reports @ Contribution Planning Incomplete
View or print reports in POF format
Password Maintenance Mo Caontribution Planning Provided.

Change your password

Logout
Exit GAS2Net

Session Maintenance
Assume the role of another user

1

Figure 5-4: “Next Cycle Year” Contribution Planning Status

Acqm Contribution Planning for Sarah Sorenson
[T
HEEEDemo Year: |2012 -

Employee Menu Broadband Level: Occupational Series: Career Path: Expected OCS:

Contributi ing - !

ontribution Plannin: M 1515 - Qperations Research NH Bus’l\?ess Managzmefm And T‘echmcal 74
Mid-Point Review Self- LETEEEL FIEEEE T
Assessment
Annual Appraisal Self.
Assessment B

Reports

Contribution Planning Input: (Characters used. 0 of 4000)

Supervisor | Menu

Contribution Planning
Additional Feedback

Mid-Point Review
Annual Appraisal [/

Method of Communication: Date Conducted: I:l

4 September 2011 B
™ Face to Face Su Mo Tu We Th Fr

Sa
I TeleConference
™ Video Conference
I~ Email

I Other | =

Save Subrnit Exit

Figure 5-5: “Next Cycle Year” Supervisor Contribution Planning Web Form

The capability to create “next cycle year” Contribution Planning as well as “active appraisal cycle”
Contribution Planning makes it imperative that supervisors correctly select the appropriate year from the
dropdown provided at the top center of the Contribution Planning screen in creating a plan for either year.

September 30, 2011 5-4 CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

5.2 Additional Feedback

Additional Feedback may be created by the supervisor at any time throughout the period of performance
to provide guidance and feedback to an employee. The web page is only visible to the Level 1 Supervisor
but the employee can print the content when and if the supervisor has checked the “Release to Employee”
checkbox or “submitted” the Additional Feedback.

The supervisor can create multiple instances of Additional Feedback using the “Create” feature.

ADDITIONAL FEEDBACK STATUS

When “Additional Feedback” is selected in the Supervisor 1 Menu, the “Additional Feedback Status” web
page is displayed.

A'-‘-il= Additional Feedback Status
HEEDemo Year: 2011

Employee Menu

Contribution Planning Employee Additional Feedback Status
Mid Point Review Self-
Assessment Amy Atis

Annual Appraisal Self-
Assessment

Reports Barry Burns

Supervisor | Menu

Contribution Planning
Additional Feedback Key:
Mid-Point Review

EZ .
P — Additional Feedback Complete.
Reports @ Additional Feedback Incomplete.

View arprint arsin POF formst No Additional Feedback Provided.

Connie Celon

Password Maintenance
ci ur password

det

Session Maintenance

Assume the role of another user

Session Info

Peter Olson
Supervisor |
Revert

Figure 5-6: Supervisor Additional Feedback Status

CAS2Net lists employees assigned to the supervisor along with Additional Feedback status columns:
e Employee
e Additional Feedback Status—values include:
o  Green ‘checkmark’ = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In Progress)
o (blank) = Not Provided

ADDITIONAL FEEDBACK WEB FORM

On the Additional Feedback Status page, click an employee name to open the Additional Feedback web
form.

CAS2Net populates the screen with last saved information for selected employee (if any). Form content
includes:

e “As of” subtitle identifies the Additional Feedback by its last saved date and time. The default
for a “new” entry is the current date and time.

e Advisory text “DO NOT USE FOR MID-POINT REVIEW FEEDBACK’ emphasizes proper use.

o Employee attribute subtitle (Broadband Level, Occupational Series, Career Path, Expected OCS)

e “Contribution Planning” ‘read only’ textbox contains the last submitted information.
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e “Overall Supervisor Feedback” textbox

(Tabs by CAS2Net Performance Factor)

e Factor name subtitle => hot link to “Descriptors and Discriminators” page
e “Supervisor Assessment” textbox

(Tab for Employee Review Date)

¢ Method of Communication checkboxes (Face to Face, Teleconference, Video Conference, Email,
Other)

o “Other” method of communication text.
e Date Conducted

e Date Conducted calendar control.
(Status checkbox and action buttons)

e “Release to Employee” checkbox

e “Save”, “Submit”, and “Exit” buttons

Additional Feedback for Connie Celon
As of 08/24/2011 18:53
DO NOT USE FOR MID-POINT REVIEW FEEDBACK
Broadband Level: Occupational Series: Career Path: Expected OCS:
NH - Business Management And Technical
[} 334 - Computer Specialist Management Professional 74
Contribution Planning:
=
Overall Supervisor Feedback:
=
Employee
Problem | Teamwork/ | Customer | Leadership/ | Communication Resource Review
Solving Cooperation | Relations Supervision Management Date
Method of Communication: Date Conducted:
4  August2011 @
™ Face to Face Mo Tu We T :
1/2|3|4|5|8
™ TeleConference 7.8 9 10 11 12 13
I Video Conference 14 15 16 17 18 19 20
™ Email 21 22 ?:
I~ Other ﬁ
I~ Release to Employee Save | 1. | Euxit I
B

Figure 5-7: Supervisor Additional Feedback Web Form

Enter assessment content into the “Overall Supervisor Feedback” textbox or into one or more “Supervisor
Assessment” textboxes provided with performance factor tabs. Note that the factor name on each factor
tab is a “hot link” to corresponding “Descriptors and Discriminators” for that factor.

Optionally, check the “Release to Employee” button to allow the employee to print the “Additional
Feedback Report” while the entry is “In Progress”.
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Note: “Release to Employee” is disabled before text is typed into any assessment textbox.
Click “Save” to save changes and refresh the web page.
Click “Exit” to return to the Additional Feedback Status page without saving changes.

After meeting with the employee to review the “Additional Feedback” content, select the date and method
of communication and click “Submit” to indicate that the “Additional Feedback” process is complete.

“Submit” saves changes and returns to the Additional Feedback Status page.

Note (1). The “Submit” button is disabled until the date is selected. Once the date is selected, the
“Submit” button becomes active and the “Release to Employee” button is disabled.

Note (2). "Release to Employee” checkbox is automatically set when Additional Feedback is submitted.

CREATE ADDITIONAL FEEDBACK

To create another instance of Additional Feedback, click “Additional Feedback” in the Supervisor Menu
and select the name of the employee to open the Additional Feedback web form for selected employee.

The “Contribution Planning” input text box is pre-filled with last submitted content.
Hot links provide read-only access to previously submitted “Additional Feedback” entries.
The supervisor may click the “Create” button to open a new Additional Feedback for this employee.

Additional Feedback for Barry Burns

As of 08/07/2011 16:22
DO NOT USE FOR MID-POINT REVIEW FEEDBACK

Broadband Level: Occupational Series: Career Path: Expected OCS:
1 1515 - Operations Research MH - Bug[ness Ianagement And Technical 48
Management Professional

Contribution Planning:

Test plan =l
Overall Supervisor Feedback:
Feedback for Barry Burns. =
[
Employee
Problem Teamwork / Customer Leadership / Communication Resource Review
Salving Cooperation Relations Supervision Management Date
Method of Communication: Date Conducted: | 08/07/2011
¥ Face to Face
I~ TeleConference
I Video Conference
I~ Email
- Otherl :.'
¥ Release to Employee Create Exit

L4l

Figure 5-8: “Create” Additional Feedback
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When “Create” is clicked, CAS2Net opens a clean Additional Feedback web form

Enter the Additional Feedback text; check “Release to Employee” to allow the employee to print the new
Additional Feedback content and click “Save”.

When Additional Feedback input is complete and reviewed with the employee, select method of date and
communication and click “Submit”.

5.3 Mid-Point Review
This selection is not yet unavailable. The navigation menu item is presently inactive.
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5.4  Annual Appraisal

When “Annual Appraisal” is selected in the Supervisor 1 Menu, CAS2Net displays the “Annual
Appraisal Status” page. “Annual Appraisal Status” lists employees to be assessed by the supervisor along
with status information:

e Employee
e Self-Assessment status
e Categorical Status
e Numerical Status
e Presumptive Status
Status values include:
o Green checkmark = ‘Complete’
o Red ‘X’ = ‘Incomplete’ (In progress)
o (blank) = Self-Assessment Not Provided

Note: “Self-Assessment” status is information only; CAS2Net does not enforce any business rules
regarding the employee’s “Release to Supervisor” state.

Acil= Annual Appraisal Status
HEEEDemo Year: 2011

loyee Menu

Categorical Status | Numerical Status = Presumptive Status

Sarah Sorenson @ @ @ None
Timothy Tarman 5a £ None
Ul Ulanov 5a None

Key:

Annual Appraisal Complete

52 Annual Appraisal Incomplete
No Annual Appraisal Provided

Figure 5-9: Annual Appraisal Status

1. Supervisor clicks to select the employee name.

2. CAS2Net presents the Annual Appraisal page prepopulated with the selected employee data and
rating factors.

Annual Appraisal web page includes:

o Employee attribute subtitle: Broadband Level, Occupational Series, Career Path, Expected OCS.

e “Contribution Planning” ‘read only’ textbox contains the last submitted information.

e “Hot links” provide access to Additional Feedback and Mid-Point Review instances (if available).

e Tabs by rating factor: Problem Solving, Teamwork/Cooperation, Customer Relations,
Leadership/Supervision, Communication, Resource Management.

9 ¢

Each rating factor tab provides:

e “Descriptors and Discriminators” link.

e Employee Self-Assessment ‘read only’ textbox.
e Factor weight.
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e Categorical score dropdown list.
e Numerical score dropdown list.
e Supervisor comment text box.

“Save” and “Exit” buttons enable the user to keep or discard changes.

Acol
[ 1]
HEEDemo

Employee Menu

Contribution Planning
Mid-Point Review Self-
Assessment

Annual Appraisal Self-
Assessment

Reports

Supervisor | Menu

Contribution Planning
Additional Feedback

Mid-Point Review

Annual Appraisal for Dennis Donaldson

Year: 2011

Broadband Level:
I 318 - Secretary

Contribution Planning:

Occupational Series: Career Path:
NK - Administrative Support

Expected OCS:
35

help | need help

He is beyond help

Thanks you are a great boss
You are correct

Thank you...test

Annual Appraisal

Additional Feedback as of 08/03/2011 11:37 (In Progre
Additional Feedback as of 08/03/2011 1192

(ML | Teamwork / Customer || Leadership / Communication Resource
Solving Cooperation Relations Supervision IManagement

Problem Solving

8/03/2011)

Employee Self-Assessment:

Supervisor Assessment: Factor Weight: 1.0 Categorical: | 3M W Numerical: | 53 4

Denis has a good problem solving skill

Figure 5-10: Annual Appraisal Web Form

3. Supervisor, one by one, clicks each performance factor to:
e Enter comments to the Supervisor Assessment text box.
e Assign Categorical score by selecting score from the “Categorical” dropdown list.
e Assign Numerical score by selecting the correlated scores with selected “Categorical” rating
in “Numerical” dropdown list.

4. Supervisor clicks “Save” button to save the appraisal. When “Save” is clicked, CAS2Net saves the
content and displays message “Save Successful”.

5. Supervisor clicks “Exit” button to go back to “Annual Appraisal Status” page. If “Exit” is clicked
before “Save”, CAS2Net does not save the changes and returns to the “Annual Appraisal Status”
page.

6. Supervisor can go back to edit/change the appraisal and save it over and over.

Note (1):

e (CAS2Net treats “Categorical” scores as optional since they may not be required by all AcqDemo
components.

e Changing a “Categorical” score to “Unrated” does not affect the corresponding “Numerical”
Sscore.
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e Changing “Categorical” to a different rating value causes the corresponding “Numerical” score
to revert to “Unrated”.

Note (2): If Supervisor needs to change the “Contribution Planning” or Employee needs to change the
Self-Assessment, Supervisor can revert all scores (Categorical and Numerical) to “Unrated”, then click
“Submit”.
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5.5 Reports
Click “Reports” in the Supervisor I Menu of the navigation bar to display the Supervisor I Reports menu.
CAS2Net displays the following report options for the Level 1 Supervisor.

e Contribution Planning — Single Employee

e Contribution Planning — All Employees

e Additional Feedback — Single Employee

e Additional Feedback — All Employees

e Mid-Point Review (not yet available)

e Appraisal Form Parts 1l and 111 — All Employees

e Appraisal Form Parts Il and 111 — Single Employee

Ac.q= CAS2Net Reports
HENEDemo Year: 2011

Employee Menu
Contribution Planning

Mid-Point Review Self- -
Assessment Supervisor I Reports

Annual Appraisal Self-
Assessment

Reports

Supervisor | Menu
Contribution Planning
Additional Feedback
Mid-Point Review
Annual Appraisal

Reports

View ot print reports in PDF format
Password Maintenance
Change your passwoed

Logout
Exit CAS2Net

Figure 5-11: Level 1 Supervisor Reports Menu

Refer to Section “10.2 Supervisor Reports” for samples of each report.
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LEVEL 1 SUPERVISOR REPORT - SINGLE EMPLOYEE

When the “Single Employee” option is selected, CAS2Net displays the [report] Employee “Report
Generation Options” page.

» Select the name of the employee from the “Employee Selection” dropdown.
» Select the “Appraisal Year”.
*  Click the “Generate” button.

When “Generate” is clicked, CAS2Net runs the selected report and opens a new window to display the
generated Adobe PDF file.

Refer to Section “10.2 Supervisor Reports” for report samples.
Note. The “Contribution Planning — Employee” selection dropdown list includes only employees
with Contribution Planning entries.

Contribution Plan - Employee

Report Generation Options

. Artis, Amy v
Employee Selection ‘ k! £ 5
(Contribution Planning 'In Progress' or 'Complete")
| Appraisal Year | © 2011
‘ Report Format [PDF format™ is standard for all reports

* Requires Adobe® Reader®

Return To Main Page

Figure 5-12: Level 1 Supervisor Employee Report Generation Options

Contribution Planning for Amy Artis
Year: 2011

Broadband Level: Occupational Series: Career Path: Expected OCS:
I 318 - Secretary NH - Business Management and 48
Technical Management Professional

Contribution Planning:
Here is the employee input to start the plan
Here is the supervisors additional input

Method of Communication: Date Conducted: 07-AUG-11

Face to Face

Figure 5-13: Level 1 Supervisor Single Employee Report Sample
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LEVEL 1 SUPERVISOR REPORT — ALL EMPLOYEES

When the “All Employee” option is selected, CAS2Net displays the [report] Supervisor “Report
Generation Options” page.

* Select the name from the “Supervisor Selection” dropdown (defaults to user name).
* Select the “Appraisal Year”.
*  Click the “Generate” button.

When “Generate” is clicked, CAS2Net runs the selected report for all subordinate employees and opens a
new window to display the generated Adobe PDF file. Use Adobe Acrobat controls to scroll through the
report files and print selected pages.

Refer to Section ““10.2 Supervisor Reports” for report samples.

’f_"' https://cas?net.sraprod.com/reports/rwserviet - Windows Interne - |EI|5|
P —
=L = IEhttps:,l',l'casZnet.sraprnd.com,lj % || XK IGnngIe 2~
>
'5:? af Ehttps:,l',l'cas2net.sraprod.com,l’reports,l’rws...| | f?ﬁ B - o= I-_{,“’Page > (¢ Tools -
SBY § vl eomm- 4/d
IFind A
rF
‘Contribution planning for Amy Artis
Year: 2011
Hrosdhand Level: Ocrapasoas] Sk Expecind D%
n 318 - Secrelay s
Conmributicn Fhaaimp:
Hier: i fhe crigslosox impast b atut he plas
Hire i the supervsors sl tional impul
Method of Cammmnication: Diaee Conduoted: 07-A10-11

Fsoe b e

Figure 5-14: Level 1 Supervisor All Employees Report Sample

September 30, 2011 5-14 CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

6. LEVEL 2 SUPERVISOR

The Level 2 Supervisor (also known as the “Sub-Panel Manger”’) uses CAS2Net to review the rating of a
selected employee for completeness of forms and accurate application and adherence to AcgDemo
policies and procedures. The Level 2 Supervisor also reviews the performance ratings of employees for
fair consideration, and consistency across the appraising supervisors.

If the Level 2 Supervisor is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, Reports, Password Maintenance and Logout.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Level 2 Supervisor has responsibility for rating the performance of direct reports, then the
following supervisor assessment options will appear at the top of the Sub-Panel Manager Menu in the
navigation bar: Contribution Planning, Additional Feedback, Mid-Point Review, and Annual

Appraisal.
These features are detailed in Section “5. Level 1 Supervisor”.

All Level 2 Supervisors will have the following menu options: Sub-Panel Meeting, Appraisal Status,
Reports, Password Maintenance and Logout.

e The Sub-Panel Meeting option provides the tools for comparing “Categorical” and “Numerical”
scores across all employees in the Level 2 Supervisor’s reporting hierarchy.

e The Appraisal Status option provides appraisal status details by employee.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.
6.1 Sub-Panel Meeting

When Sub-Panel Meeting is selected from the Sub-Panel Manager menu, CAS2Net displays the
“SubPanel Meeting Menu” selection page.

Acqll Contribution-based Compensation and Appraisal System

]
Sofoyere

Employee Menu

Contribution Planning Sub-Panel Meeting Menu
Mid-Point Review Self-
Assessment

Annual Appraisal Self-
Assessment O Business Management and Technical Management Professional (NH)
Reports ® Technical Management Support (NJ)

# Administrative Support (NK)

Career Paths:

Sub-Panel Manager

Menu -
Preliminary (Categorical) Score Module

Contribution Planning

Additional Feedback Integer (Final) Score Module

Mid-Point Review

Annual Appraisal

Compaosite Scare Module
Presumptive Employees List
Offline Sub-Panel Meeting

Figure 6-1: Sub Panel Meeting Menu
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Choose Career Path radio button.
Click Sub-Panel Meeting Menu option to select Sub-Panel Meeting feature:
e Preliminary (Categorical) Score Module
e Integer (Final) Score Module
e Composite Score Module
e Presumptive Score Module
e Offline Sub-Panel Meeting

6.1.1 Preliminary (Categorical) Score Module

The “Preliminary (Categorical) Score Module” provides tools for reviewing and comparing employee
categorical ranking for the same performance factor relative to others in the same career path and level of
performance.

Preliminary Score Module

Commence Sub-Panel Meeting

[ List of Scores ]

Close Window

Figure 6-2: Preliminary (Categorical) Score Module “Selection”

Click the “[ List of Scores ]” link on the Preliminary Score Module selection web page to display the
names and preliminary (categorical) scores for all sub-panel employees.

Preliminary Score Module

List of Employees Preliminary Scores

Problem Customer Resource
ID | Employee Name sy Teamwork/Cooperation Relations Leadership/Supervision | Communication HdiBgement

Quarles, Richard Unrated Unrated Unrated Unrated Unrated Unrated
(3)
(3

Stewart, Tammy | Unrated Unrated Unrated Unrated Unrated Unrated
(3)
e

Udell, Vincent (3] | Unrated Unrated Unrated Unrated Unrated Unrated

Close Window

Figure 6-3: Preliminary (Categorical) Score Module “List of Scores”
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Click the “Commence Sub-Panel Meeting” button to open the Sub-Panel Meeting web page.

Preliminary Score Module

Sub-Panel Meeting for Dan Curtiss - Career Path: Business Management and Technical Management Professional (NH)
Double-click the name to assign the Integer score.

Employee Movement: IINRATEL
Guarte: ichard (3
a

e T

Resource Managemert
Move to Unrated

Move From Unrated

Edit Commerts

Close Window

Figure 6-4: Preliminary (Categorical) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

Employee names are shown is list boxes that correspond to the preliminary score category along with
integer score values, if available. Radio buttons allow the user to show a set of categories corresponding
to the lowest to the highest level of performance. Employee movement buttons are provided to
redistribute the employee higher or lower in the same list—or left or right to adjacent preliminary

category list boxes.
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6.1.2 Integer (Final) Score Module
Click “Integer (Final) Score Module” on the Sub-Panel Meeting Menu to display the Integer Score Web

Page.

Integer Score Module

Factor

Teamwory'Cooperation
Customer Relations
Leadership.Supervision
Communication
Resource Management

Factor Description

Preliminary Score Category
@ Unrated

Integer Score Selection
Employees in category
Vincent Udell (NH-3)

Richard Quarles {NH-3)
Tammy Stewart (NH-3)

Integer Score Values:

Assign Score Feset Score Edit Comments
Change Preliminary Score Category
Save Cument [Status.Changes]

Figure 6-5: Sub-Panel Meeting Integer (Final) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

The user selects Sub-Panel Meeting from the CAS2Net main menu. From the Sub-Panel Meeting menu
page, the user selects a career path and chooses “Integer (Final) Score Module”.

The “Integer Score Module” filters the Sub-Panel employees for the selected career path by performance
factor and preliminary score category. The supervisor or manager can select an employee and assign an

integer score, edit comments, and change the preliminary score category.

September 30, 2011

6-4

CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

6.1.3 Composite Score Module

The “Composite Score Module” provides a final check on the scores that have been assigned. It
calculates an overall OCS score for each employee as a weighted average of the performance factors. All
employees and their corresponding OCS scores are displayed in this list.

Composite Score Module

Name Career Path |Level [0CS Score |[Expected Score |Final Rail Psn
vy MR N

Quarles, Richard |NH ’r

Stewart, Tammy [NH m 74
Udell, Vincent, . [NH [m, 74
Yates, Zane N3 v 74

Green OCS scores are complete.

Blank OCS scores indicate one or more factors without an integer score.
Rail Position

A = Above Upper Rail

B = Below Lower Rail

C1 = Between the Upper Rail and the SPL

C2 = Between the Lower Rail and the SPL

Close Window

Figure 6-6: Composite Score Module Web Page
The user selects Sub-Panel Meeting from the CAS2Net main menu. From the Sub-Panel Meeting menu
page, the user chooses “Composite Score Module’.

CAS2Net brings up a list of employees in the Sub-Panel that includes employee name, career path,
performance level, calculated OCS score, expected score, and final rail position.

6.1.4 Presumptive Employees List
Click the “Presumptive Employees List” button to display a listing of presumptive employees.

Presumptive Employees List

The following employees are presumptive and will not be included in the Prelimary or Final Score modules.

ID | Social Security # | Employee Name | Presumptive Type
275-82-4913 Connie Celon (NH-3)

Close Window

Figure 6-7: Presumptive Employees List

The “Presumptive Employees List” includes the CAS2Net employee id, social security number, employee
name and presumptive type
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6.1.5 Offline Sub-Panel Meeting

The Offline Interface web page provides the tools to upload or download Employee Data for the Sub-
Panel Meeting.

From the Sub Panel Meeting Menu page, click “Offline Sub-Panel Meeting” to display the “Offline
Interface” page with buttons to choose download or upload employee data functions.

Contribution-based Compensation and Appraisal System Software
CAS2Net

Offline Interface

Download Employee Data

Last completed download (Eastern Time): 16-FEB-2011 09:50:12 AM

Upload Employee Data

Last completed upload (Eastern Time): None

Figure 6-8: Sub Panel Meeting “Offline Interface” Menu

SUB-PANEL DOWNLOAD EMPLOYEE DATA

Click “Download Employee Data” to display the “Offline Interface — Download Employee Data” page.

Contribution-based Compensation and Appraisal System Software
CAS2Net
Offline Interface - Download Employee Data
NOTE: Files are dynamically generated and the server may take several minutes before download starts.
Please be patient and do not repeatedly request a download file which will cause the server to slow down further and may generate duplicate
appraisal records.

To save a linked file to your computer, use a right mouse button click on the link and choose "Save Target As..."

Sub-Panel Meeting choices without hot links for the files have been locked.
Contact your data maintainer if you need to unlock a meeting.

File Description
ub-Panel Manager: Dan Curtiss

Close Window

Figure 6-9: Offline Interface — Download Employee Data

The Level 2 Supervisor has the capability to download sub-panel employee data that can later be imported
into the CCAS Spreadsheet for Sub-Panel review. When offline meeting activities are concluded, the
data can be exported from the spreadsheet and uploaded back to the CAS2Net database using the “Upload
Employees Scores” button.

Click the filename hot link to produce a text file containing CAS2Net employee data in “comma
delimited file” (CSV) file format.
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SuUB-PANEL UPLOAD EMPLOYEE DATA

Click “Upload Employee Data” to display the “Offline Interface — Upload Employee Data” page.

Contribution-based Compensation and Appraisal System Software
CAS2Net

Offline Interface - Upload Employee Data

Upload File

[ Return to Offline Interface Main Menu ]

Figure 6-10: Offline Interface — Upload Employee Data

“Upload Employee Data” parses an external text file produced by the CCAS Spreadsheet and updates the
CAS2Net database with the file content.
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6.2 Appraisal Status

The Appraisal Status web page lists Sub-Panel Manager employees’ appraisal status for review by First
Level Supervisor.

Employee Menu

Contribution Planning
Mid-Point Review Self-

Assessment 9 |
. Group y First Level Supervisor
i:r,"ei:Li g tramal Sell (with Dan Curtiss as Subpanel Manager)
Supervisor Name| Total Emp. with | Average |Standard
HE TR P Employees| Complete Scr.| Delta OCS| Deviation
Sub-Panel Manager %AA&&
Menu John Iverson 3 0 N/A| N/A]

Contribution Planning
Additional Feedback

Mid-Point Review
Annual Appraisal
Sub-Panel Meeting

Review and standardize

Appraisal Status

contribution assessments

Reports
View or print reports in POF format

Password Maintenance
Change your password

Appraisal Status

View status of appraisals

Logout
Exit CAS2Net

Figure 6-11: Level 2 Supervisor Appraisal Status
2nd Level Supervisors are shown Sub-Panel employees grouped by 1st Level Supervisor.

Click the supervisor name to drill down to the 1st Level Supervisor list or the detail page listing
subordinate employees.

Employee detail columns include (1st Level) supervisor name, (paypool) office symbol, employee name,
previous OCS, current OCS, expected OCS, and individual scores by each performance factor.

Sub-Panel Manager [-] 2

Menu Appraisal Status
Contribution Planning

Additional Feedback Employees with Dan Curtiss as Subpanel Manager
Mid-Point Review

Annual Appraisal Supervisor| Office Employee| Previous|| Current |Expected Probl_em Teamwor_k/ Custo_mer Leaders_h_ipf Communicatio esource
Name Symbol Name ocs ocs ocs Solving | Cooperation| Relations | Supervision Management|

Sub-Panel Meeting il AT =
FEIRoETLIEiTEE i IAMC/LHACE| char N/A 74 Unrated (Unrated Unrated |Unrated Unrated Unrated
contribution sssesments Gonzalez Quarles

Change your

Appraisal Status

Figure 6-12: Level 2 Supervisor Appraisal Status Employee Details
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6.3 Reports

Click “Reports” in the Sub-Panel Manager Menu of the navigation bar to display the Sub-Panel Manager
Reports menu.

CAS2Net provides the following report options for the Level 2 Supervisor.
e Contribution Planning — Single Employee
e Contribution Planning — All Employees
e Additional Feedback — Single Employee
e Additional Feedback — All Employees
e Mid-Point Review (not yet available)
e Appraisal Form Parts Il and 111 — All Employees
e Appraisal Form Parts 1l and 111 — Single Employee
e Appraisal Form Part 1| By Employee
e Appraisal Form Part Il by Supervisor
e Appraisal Status Report

Ac.q= [ CAS:Net Reports
HENEDemo Year: 2011

Employes Menu
Costrbubon Munamg
M2 0t erew et Sub-Panel Manager Reports

ContributSon Pl amieg - Sincic &

atnal Porm Parts 33

atasl Form Part 1) By & oyce

Figure 6-13: Level 2 Supervisor Reports Menu

Refer to Section “10.2 Supervisor Reports” for samples of each report.
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7. PAYPOOL MANAGER

The Paypool Manager uses the CAS2NET to monitor the progress of performance appraisals through the
review workflow. The Paypool Manager views the performance ratings of employees in the paypool for
fair consideration, and consistency across the appraising supervisors.

If the Paypool Manager is also a “demo” employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Paypool Manager has responsibility for rating the performance of direct reports, then the
following supervisor options will appear at the top of the Paypool Manager Menu in the navigation bar:
Contribution Planning, Additional Feedback, Mid-Point Review, and Annual Appraisal.

Refer to Section “5. Level 1 Supervisor” for information relating to these menu items.

The Paypool Manager will always have the following menu options: Sub-Panel Meeting, Appraisal
Status, Reports, Password Maintenance and Logout.

e The Sub-Panel Meeting option provides the tools for comparing “Categorical” and “Numerical”
scores across all employees in the paypool.

e The Appraisal Status option provides appraisal status details by employee.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

7.1  Sub-Panel Meeting

When Sub-Panel Meeting is selected from the Paypool Manager menu, CAS2Net displays the “SubPanel
Meeting Menu” selection page.

Contribution-based Compensation and Appraisal System Software
CAS2Net

Sub-Panel Meeting Menu

Career Paths:

© Business Management and Technical Management Professional (NH)
@ Technical Management Support (NJ)
® Administrative Support (NK)

Preliminary (Categorical) Score Module

Integer (Final) Score Module

Composite Score Module
Presumptive Employees List
Offiine Sub-Panel Meeting

Figure 7-1: Sub Panel Meeting Menu

Click the radio button associated with a given Career Path selection.
Click one of the following buttons to activate the Sub-Panel Meeting module:
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e Preliminary (Categorical) Score Module
e Integer (Final) Score Module

e Composite Score Module

e Presumptive Score Module

e Offline Sub-Panel Meeting

7.1.1 Preliminary (Categorical) Score Module

The “Preliminary (Categorical) Score Module” provides tools for reviewing and comparing employee
categorical ranking for the same performance factor relative to others in the same career path and level of
performance.

Preliminary Score Module

Commence Sub-Panel Meeting

[ List of Scores ]

Figure 7-2: Preliminary (Categorical) Score Module “Selection” Menu

Click the “[ List of Scores ]” link on the Preliminary Score Module selection web page to display the
names and preliminary (categorical) scores for all sub-panel employees.
Preliminary Score Module

List of Employees Preliminary Scores

Employee Problem Customer Resource
Pl S Solving Teamwork/Cooperation Relations Leadership/Supervision | Communication Mgt

Gonzalez, Unrated Unrated Unrated Unrated Unrated Unrated
Helen (4)

Iverson, John | Unrated Unrated Unrated Unrated Unrated Unrated
(4)

Michelson, Unrated Unrated Unrated Unrated Unrated Unrated
Nancy (4)

Close Window

Figure 7-3: Preliminary (Categorical) Score Module “List of Scores”
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Click the “Commence Sub-Panel Meeting” button to open the Sub-Panel Meeting web page.

Preliminary Score Module

Sub-Panel Meeting for Bob Arnold - Career Path: Business Management and Technical Management Professional (NH)
Double-click the name to assign the Integer score.

FACTOR: Employee Movement:

Problem Sclving . 4
Teamwork/Cooperation Michelsan, Nancy (4)
Customer Relations J

Leadership/Supervision

Communication

Resource Management
Move to Unrated
Factor Description
Mave From Unrated

Save Changes Save & Close

H (24 - 29—

Close Window

Figure 7-4: Preliminary (Categorical) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

Employee names are shown is list boxes that correspond to the preliminary score category along with
integer score values, if available. Radio buttons allow the user to show a set of categories corresponding
to the lowest to the highest level of performance. Employee movement buttons are provided to
redistribute the employee higher or lower in the same list—or left or right to adjacent preliminary
category list boxes.
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7.1.2 Integer (Final) Score Module

Click “Integer (Final) Score Module” on the Sub-Panel Meeting Menu to display the Integer Score Web
Page.

Integer Score Module Integer Score Selection

Employees in category

Nancy Michelson (NH-4)
Helen Gonzalez [NH-4)
John lverson (NH-4)

Resource Management

Factor Description

Preliminary Score Category
@ Unrated
]

Integer Score Values: m

Assign Score ResetScore Edit Comments Change Preliminary Score Category
# Save Current [Status/Changes]

[one in Category|Scores Unassigned| Paypool Employee List
Save & Close

Figure 7-5: Sub-Panel Meeting Integer (Final) Score Module Web Page

Integer scores are restricted to specific ranges that vary by career path and preliminary category. When
the preliminary category is omitted, any integer score for the given career path is selectable.

The “Integer Score Module” filters the Sub-Panel employees for the selected career path by performance
factor and preliminary score category. The supervisor or manager can select an employee and assign an
integer score, edit comments, and change the preliminary score category.
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7.1.3 Composite Score Module

The “Composite Score Module” provides a final check on the scores that have been assigned. It
calculates an overall OCS score for each employee as a weighted average of the performance factors. All
employees and their corresponding OCS scores are displayed in this list.

From the Sub-Panel Meeting menu page, click “Composite Score Module’.

Composite Score Module

Gonzalez, Helen = |NH lw—liltmili
Iverson, John NH ’I\l—lilqoili
Michelson, Nancy [NH ’I\I—lilaoili

Green OCS scores are complete.

Blank OCS scores indicate one or more factors without an integer score.
Rail Position

A = Above Upper Rall

B = Below Lower Rail

C1 = Between the Upper Rail and the SPL

C2 = Between the Lower Rail and the SPL

Close Window

Figure 7-6: Composite Score Module Web Page

CAS2Net brings up a list of employees in the Sub-Panel that includes employee name, career path,
performance level, calculated OCS score, expected score, and final rail position.

7.1.4 Presumptive Employees List

From the Sub-Panel Meeting menu page, click the “Presumptive Employees List” button to display a
listing of presumptive employees.

Presumptive Employees List

The following employees are presumptive and will not be included in the Prelimary or Final Score modules.

ID | Social Security # | Employee Name | Presumptive Type
275-82-4913 Connie Celon (NH-3)

Close Window

Figure 7-7: Presumptive Employees List

The “Presumptive Employees List” includes employee id, social security number, name and presumptive
type.
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7.1.5 Offline Sub-Panel Meeting

The Offline Interface web page provides the tools to upload or download Employee Data for the Sub-
Panel Meeting.

From the Sub Panel Meeting Menu page, click “Offline Sub-Panel Meeting” to display the “Offline
Interface” page with buttons to choose download or upload employee data functions.
Contribution-based Compensation and Appraisal System Software
CAS2Net
Offline Interface

Download Employee Data

Last completed download (Eastern Time): 16-FEB-2011 09:50:12 AM

Upload Employee Data

Last completed upload (Eastern Time): None

Figure 7-8: Sub Panel Meeting “Offline Interface” Menu

SUB-PANEL DOWNLOAD EMPLOYEE DATA

Click “Download Employee Data” to display the “Offline Interface — Download Employee Data” page.

Contribution-based Compensation and Appraisal System Software
CAS2Net
Offline Interface - Download Employee Data

NOTE: Files are dynamically generated and the server may take several minutes before download starts.
Please be patient and do not repeatedly request a download file which will cause the server to slow down further and may generate duplicate appraisal records.

To save a linked file to your computer, use a right mouse button click on the link and choose "Save Target As..."

Sub-Panel Meeting choices without hot links for the files have been locked.
Contact your data maintainer if you need to unlock a meeting.

Paypool File Name File Description

AMC/LH |ppAMCLH o CCAS.csv Paypool: AMC/LH

AMC/LH AMCLH to Sub-Panel Bob Arnold.csv Sub-Panel Manager: Bob Armnold
AMC/LH | ppAMCIH te Sub-Panel (No Sub-Panel).csv|Sub-Panel Manager: None Assigned

[ Retumn to Offline Interface Main Menu ]

Figure 7-9: Offline Interface — Download Employee Data

The Paypool Manager has the capability to download employee data that can later be imported into the
CCAS Spreadsheet for paypool or sub-panel review. When offline meeting activities are concluded, the
data can be exported from the spreadsheet and uploaded back to the CAS2Net database using the “Upload
Employees Scores” button.

Click the filename hot link to produce a text file containing CAS2Net employee data in “comma
delimited file” (CSV) file format.
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SuUB-PANEL UPLOAD EMPLOYEE DATA

Click “Upload Employee Data” to display the “Offline Interface — Upload Employee Data” page.

Contribution-based Compensation and Appraisal System Software
CAS2Net

Offline Interface - Upload Employee Data

Upload File

[ Return to Offline Interface Main Menu ]

Figure 7-10: Offline Interface — Upload Employee Data

“Upload Employee Data” parses an external text file produced by the CCAS Spreadsheet and updates the
CAS2Net database with the file content.
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7.2 Appraisal Status

The Appraisal Status web page lists Sub-Panel Meeting employee appraisal status for review by Sub-
Panel Meeting managers grouped by 1st and/or 2nd Level Supervisor.

Acqm Appraisal Status

HEEDemo
Grouped by Subpanel Manager

Paypool Manager 7 Total Emp. with | Average |Standard
Menu e Employees| Complete Scr.|Delta OCS| Deviation
Contribution Planning not specified) JQ&J

L Bob Arnold N/A N/A
Additional Feedback #
Mid-Point Review Dancutiss | 4 o ~wal  wal
P w——— Francis Evans N/A N/A

. Helen Gonzalez 1.5 212

Sub-Panel Meeting
Review and standardize John Iverson 10 -27.0 N/A|
EH T Larry Koenig 6 0.0 4.58
Reports Nancy Michelson 6) 0.0 N/A

View or print reports in PDF format

G | S %)
el RN LB LR =R =R =R

Password Maintenance
Ghange: your pasword Grouped by First Level Supervisor

Appraisal Status (with Bob Arnold as Subpanel Manager)

View status of appraisals S Emp. with | Average ||Standard
Logout p Employees| Complete Scr.|Delta OCS| Deviation
Exit CASZNet Dan Curtiss 2 0 N/A| N/A|
Session Maintenance Francis Evans 1 0 N/A N/A

Assume the role of another user

Session Info

Bob Arnold
Paypool Manager|
Revert

Figure 7-11: Paypool Manager Appraisal Status

Paypool Managers are shown sub-panel employees grouped by 2nd Level Supervisor. Information
columns include supervisor name, total employees, number of employees with complete scores, average
delta OCS, and standard deviation.

Click a supervisor name to drill down to the lower level supervisor list or the detail page listing
subordinate employees.

Employee detail columns include (1st Level) supervisor name, (paypool) office symbol, employee name,
previous OCS, current OCS, expected OCS, and individual scores by each performance factor.

Sub-Panel Manager [<] €
Menu Appraisal Status

Contribution Planning

Additional Feedback Employees with Dan Curtiss as Subpanel Manager

Mid-Point Review

Annual Appraisal Supervisor| Office Employee| Previous|| Current |Expected Probl_em Teamwor_k/ Custo_mer Leaders_h_ipf Communication Resource
Name Symbol Name 0oCs 0ocs 0CS Solving | Cooperation| Relations || Supervision Management|

Sub Panel Meeting el Eiiia :
Review and standardize elen \AMC/LHACB| iy N/A 74 Unrated (|Unrated Unrated Unrated Unrated Unrated
contribution asessments Gonzalez Quarles

Reports

View or print reports in PDF format

Password Maintenance
Change your password

Appraisal Status

View status of sppraisals

Figure 7-12: Level 2 Supervisor Appraisal Status Employee Details
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7.3 Reports

Click “Reports” in the Paypool Manager Menu of the navigation bar to display the Paypool Manager
Reports menu.

CAS2Net displays the following report options for the Paypool Manager.
e Contribution Planning — Single Employee
e Contribution Planning — All Employees
e Additional Feedback — Single Employee
e Additional Feedback — All Employees
e Mid-Point Review (not yet available)
e Appraisal Form Parts Il and 111 — All Employees
e Appraisal Form Parts Il and 111 — Single Employee
e CAS2Net Status Report
e Appraisal Status Report
e Supervisor Roster by Employee
e Supervisor Roster by Supervisor

Ac.q= CAS:2Net Reports
HEEDemo Year: 2011

Paypool Manager
Menu

Contribution Planning
omriation Hanmin Paypool Manager Reports
Additional Feedback

Mid-Point Review Contribution Planning - Single Employee
Annual Appraisal Contribution Planning - All Employees
Sub-Panel Meeting Additional Feedback - Single Employee

Review and stendardize Additional Feedback - All Employees
confribution assessments = F 3
Report Mid-Point Review

eports -
View or print reports in PDF format Appraisal Form Parts I and I - All

i Employees
Password Maintenance = -
e - Appraisal Form Parts 1T and 111 - Single
Change your password
Employee

CAS2Net Status Report
Logout Al | Status Report

Exit CAS2Net Supervisor Roster by Employee
Session Maintenance Supervisor Roster by Supervisor

Assume the role of another user

wrnold
iypool Manager|

Appraisal Status

View status of appraisals

Figure 7-13: Paypool Manager Reports Menu

Refer to Section “10.2 Supervisor Reports” for samples of each report.
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8. DATA MAINTAINER

This section provides guidance for the CAS2Net Data Maintainer to monitor the progress of appraisal
activities for employees in the assigned paypool and utilize CAS2Net online tools to perform day to day
paypool administration.

If the Data Maintainer is also a “demo”employee, then the following “Employee Menu” options will
appear in the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-
Assessment, Annual Appraisal Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Data Maintainer has responsibility for rating the performance of direct reports, then the
following supervisor options will appear at the top of the Data Maintainer Menu in the navigation bar:
Contribution Planning, Additional Feedback, Mid-Point Review, and Annual Appraisal. These
features are detailed in Section “5. Level 1 Supervisor”.

The following options appear in the Data Maintainer Menu of the navigation bar after you have
successfully logged in: Appraisal Status and Lock, Reports, Data Maintenance, Offline
Maintenance, Offline Interface, Paypool Notices, Password Maintenance and Logout.

e Appraisal Status and Lock summarizes the appraisal status of employees in the assigned
paypool by supervisor level; provides the capability to drill down by supervisor to list employee
details; and locks or unlocks appraisals by sub-panel manager or for the entire paypool.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

e Data Maintenance provides maintenance tools for creating or updating employee records;
supports assignment of one or more employees to the Level 1 Supervisor, Level 2 Supervisor,
Sub-Panel Manager, or Paypool Manager of your assigned paypool; provides the capability to
assign one or more supervisors to an employee in your assigned paypool.

e The Offline Interface option provides tools for selecting a paypool or sub-panel employee data
file to “Download Employee Data” or “Upload Employee Data”.

e The Paypool Notices option provides the capability to generate Employee Notice documents
detailing individual payout information.
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8.1 Appraisal Status and Lock

The Appraisal Status and Lock web page provides tools to approve and lock appraisals by 2nd Level
Supervisors or Paypool Managers. Locking the scores prevents incidental updates after end of cycle
activities have commenced.

Acgm Appraisal Status and Lock
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Suparvmar Kema | o
Ceambutes Munsmg Employsss | Complete Scr.  [Delte OCS  |[Deviston
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Figure 8-1: Data Maintainer - Appraisal Status and Lock
Preliminary and final scores must be complete in order to approve the appraisal for paypool review.

The “Appraisal Status and Lock” summary page lists paypool status information in three sets: by Paypool
Manager, by Sub-Panel Manager (2nd Level Supervisor), and by 1st Level Supervisor As long as
corresponding employee appraisal scores are complete, appraisals can be locked at the Sub-Panel
Manager level or for the entire paypool.

The supervisor name is a hyperlink to drill down to the 1st Level Supervisor list or the detail page listing
subordinate employees. Employee detail columns include (1st Level) supervisor name, (paypool) office
symbol, employee name, previous OCS, current OCS, expected OCS, and individual scores by each
performance factor.
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8.2 Reports

Click “Reports” in the Data Maintainer Menu of the navigation bar to display the Data Maintainer
Reports menu.

CAS2Net displays the following report options Data Maintainer.
e CAS2Net Status Report
e Appraisal Form Part 1| By Employee
e Appraisal Form Part Il By Supervisor
e Appraisal Status Report
e Download Employee Data
e Employee Roster
e Post-Cycle Activity Report
e Supervisor Roster by Employee
e Supervisor Roster by Supervisor
e Zone A/CIP Report

‘-':.ﬂl= CAS=Net Reports
EEED:mo Year: 2011

Emiployes Manu
-t e S Data Maintainer Reporks

Deata Maintainer Menu
Seprnnl Shbud wnd Lod

eharn o e aempicn ek Sp s als.

e

T o prinrTAgLm In PO draar
ki Wlan b o

hari, a2
e M b n o
[T r———]

i Inbwrtece

el i

Figure 8-2: Data Maintainer Reports Menu
Refer to Section “10.2 Supervisor Reports” for samples of each report.

EMPLOYEE ROSTER

Click “Employee Roster” to generate a list of employees in the paypool.

Employee Roster Report

9 Mamc

h oy ® Oficx 3ymdel

® 0
ot JEEETH

“ Requires Adobe® Rcader®

Figure 8-3: Employee Roster Report Generation Options
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Since the Data Maintainer’s primary duty is to review and update the basic personnel data on all
AcgDemo employees in your paypool, the first thing you may choose to do is click on the Reports link on
the main menu to bring up the Data Maintainer report menu.

After clicking on Employee Roster, and choosing a sort order (name or office symbol), click the”
Generate” button to launch Adobe Acrobat Reader with a roster of all AcqDemo employees in your
paypool. If you do not have Adobe Acrobat Reader on your computer, there is a button that will take you
to Adobe’s website from which you can download the reader.

Acom
| Employee Roster
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Figure 8-4: Employee Roster Report
The employee roster lists the following information for each employee:

ID number (a number assigned by the database for internal use)
Last Name

First Name

Middle Initial

Suffix

SSAN

Office Symbol

Presumptive Status

Retained Pay Status

Career Path

Broadband

Occupational Series

Current Base Pay

Locality Pay Area Code

Servicing Civilian Personnel Office Code
Previous OCS

Appraisal Period Start Date

You can print the roster by clicking the printer icon in Adobe Acrobat Reader. By comparing the printed
roster with other rosters and listings provided by your personnel office or maintained within your
paypool, you can annotate errors and omissions on your paypool database roster. Once you have marked
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up the roster to reflect the actual status of every AcgDemo employee in your paypool, you may use the
Data Maintenance module to update the CAS2Net database.

8.3 Data Maintenance

The Data Maintenance module supports modifications to employee attributes and supervisor relationships
on the CAS2Net database.

Clicking on the Data Maintenance link in the left side navigation bar of the Main Menu displays the
Employee Maintenance Menu.

Ac.q= Contribution-based Compensation and Appraisal System Software
HEEEDemo

CAS?Net

Employee Menu Employee Maintenance Menu
Contribution Planning
Mid-Point Review Self
Assessment

Annual Appraisal Self.
Assessment

Reports Insect New Employee Record

Data Maintainer
Menu

Appraisal Status and

Lock

View and 103 emplores

scprana

Reports

v 4t reports in POF fo
o oyt — Intemal ROA

Data Maintenance

Maintan empiopes data

Password Maintenance

Change your password

Offline Interface

Figure 8-5: Data Maintenance — Employee Maintenance Menu

Employee Maintenance Menu options include:

e Modify/Delete employee record using query form

¢ Modify/Delete employee record using quick pick list
e Insert New Employee Record

e Assign Supervisors to an Employee

e Assign Employees to a Supervisor

e Replace Supervisor Assignments

8.3.1 Create Employee Record

CAS2Net provides two navigation paths to the “Add an Employee Record” web page.

1. Select “Insert New Employee Record” from the Data Maintenance “Employee Maintenance Menu”
2. Click the “Add an Employee Record” link on the “Employee Picklists by Career Path” screen.

The “Add an Employee Record” page contains fields for all data elements stored in the database. Four
data elements are mandatory for the creation of a new non-demo record (SSN, first name, last name, and
occupational series) — the labels on these fields are highlighted in yellow.
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When all data is entered, scroll to the bottom of the screen and click the “Add” button. The only non-
demo employees who need to be entered into the database are CAS2Net users: data maintainers and
paypool superusers.

The Data Maintainer would use this function to create records for employees joining the paypool during
the post-cycle period, which runs from 1 October through early January.
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ADD EMPLOYEE RECORD WEB FORM

Add an Employee Record

Enter values for a new employee record.
Required fields for non-demo employees are colored yeflow and marked with an astensk ().
date and login name are required for demo employee records.

Al fields except for middie nitial, suffix

Part 1 - Complete this section for all Demo and Non-Demo employees

Prefix:
First Name: *
Middle Initial:
Last Name: *
Suffix:

SSN: *

Part 2: Complete this section for all Demo e

Demo: emo

— T
[ ] condar |

Start Date:
(mm/dd/yyyy)?
End Date:
(mm/dd/yyyy)?
Basic Pay:
Retained Pay Status: i Retained Pay
Presumptive Rating O None
Sooni ®Due to time
®Due to circumstance (recertify)
® Due to crcumstance (expected)
Last OCS:

Post-cyde Activity: © None

® Temporary Promotion

® Permanent Promotion
® Demotion

CCPO Code:

Locality Code:

Service: ® Air Force

® Army

® Marine Corp

®Navy

® Office of the Secretary of Defense

Level 1 Supervisor:
Sub-Panel Meeting:
Paypool Manager:

Career Path: © N/A-Not Assigned

® NH-Business Management and Technical Management
Professional

® NJ-Technical Management Support

® NK- Administrative Support

O Not Assigned

®Level 1

®Lavel 2

®Level 3

®Level 4

Paypool Code:

Broadband Level:

Organization:

Office Symbol:
wv

. o

Part 3: Complete this section for all employees requiring CAS2Net user
accounts

User Account: B Create CAS2Net user account

O Employee

® Supervisor [

® Sub-Panel Manager
® Paypool Manager

Login Name:

Group:

® Data Maintainer

What to do if employee is...
promoted?

leavin,

Joming

Insert the New Employee Record first.
Then the link to supervisor assignments
will be enabled.

[Assign Supervisors]

Figure 8-6: Add Employee Record Web Form
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8.3.2 Modify/Delete Employee Record

CAS2Net offers two menu items for locating the employee record to be modified.

The first option, “Modify/Delete employee record using query form”, lets the Data Maintainer enter
search criteria to locate employees with given attributes.

The second, “Modify/Delete employee using quick pick list”, lets the Data Maintainer search for
employees by career paths.

Using Query Form: This method takes you through a query screen in which you can enter information
about the employee record(s) you want to modify or delete — entering SSN is the most direct way to get
exactly the record you want. If you enter more general criteria, such as broadband and career path, you
will get a list of all employees in the database matching those criteria. You may use the % symbol as a
wild card in your queries.

After you enter the query criteria, scroll to the bottom of the screen and select the order in which you
want the records sorted (optional), and then click the “Find” button. The query form is shown on the
following page.
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SEARCH EMPLOYEE QUERY FORM

Middie Initial:
Last Name:

Sodial Security Num:

Demo:

Presumptive Rating Status:

Service:

Broadband Lavel:

o
® Domo
® Non- Demo

®Due to time
® Due to crcumstance (recertify)
cted)

o

® Not Assigned
®level 1
®Lavel 2
®Level 3
®Lovel 4

Paypool Code:

Organization:

Career Path:

Retained Pay Status:

L Add an Expio

[ Back to Home Page 1

Office Symbol:
LOV (Leave blank for af)

ass Management and Technical Management Professional

® Technical Management Support
® Administrative Support

® Sub-Panel Manager
® Paypool Manager

® Data Maintaner
@ RT Onkne Viewer
®RT User

® RT Superuser

oA
L]

Figure 8-7: Search Employee Record Query Form
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Enter one or more search criteria and click “Find”.

The query produces a list of records that match the query criteria as shown below. The records are
displayed in groups of ten. You can then select a specific employee from the resulting list (shown below)
by clicking on the employee’s ID link.

Empioyee menu

Contribution Planning Em ployees
Mid-Point Review Self-

S} 5 ﬂ SSN Name Home Org| Career Path m CPO| Series| Salary|Group Service
[2572]227-22-1234| Danielle Hoang|AMC/LH__ |[NH ] 0025_|$24,837|Employee |osD
Renorts ﬂ 123-45-6914| Eric Hoang AMC/LH NI 4 0332 ||$24,837|Superuser| OSD

y |2573] 123-45-6915| Tony Hoang N/A [0 $0]Superuser
Data Maintainer Q 227-11-1234| Andrew Hoang| AMC/LH NJ 4 0019 | $24,837|Employee |OSD
Menu
Appraisal Status and
Lock

View and lock employee
Reporis

View or print reports in PDF format New Quen

Data Maintenance

Maintain employee data Add new Employee record
Password Maintenance

Change your password Data Maintenance Menu ]
Offline Interface

Records 1 to 4 of 4

Figure 8-8: Search Employee Record Query Results

Using quick pick list: The second search option, “Modify/Delete employee using quick pick list”, lets
the Data Maintainer search for employees by career paths.

B
Data Maintainer Employee Picklists By Career Path

Appraisal Status and
Lock
View and lock employee

apprasals
N/A - Not Assigned Flynn, Tnish (unassigned) b

Reports
View or print reports in POF format

NH - Business Management and Technical Management Professional

Password Maintenance
Change your password NJ - Technical Management Support

Offline Interface

s NK - Administrative Support

Paypool Notices
Important information foe your
paypoo!

Logout
Exit CAS2Net [_Add an Employe:
Session Maintenance

Assumne the role of ancther user

[.Back to Home Page 1

Figure 8-9: Modify/Delete Employee Record Using Quick Pick List

This method takes you through a screen to pick employees by selecting from dropdown lists from each
career path. Select an employee from one of the dropdown lists then click on the "submit™ button.

When an employee is selected from either search screen, CAS2Net displays the Employee Detail form for
updating or deleting AcqDemo employee information.
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EMPLOYEE DETAIL WEB FORM

Employee Detail

ID:
Prefi

First Name:
Middle Initial:
Last Name:
Suffix:

SSN: 298-10-3720

Part 2: Complete this section for all Demo employees

In Demo:

Start Date:
(mm/dd/yyyy) 2
End Date:
(mm/dd/yyyy)2
Basic Pay:

02/07/1999

Retained Pay Status:
Presumptive Rating & None
EEL s ®Due to time
®Due to circumstance (expected)
® Due to circumstance (recertify)
Last OCS:

9 None What to do if employee is...

® Temporary Promotion promoted?
® Permanent Promotion Iea\(m?
® Demotion oRIEE}

9L - AIR FORCE PENTAGON,
LA Los Angeles 2

Post-Cycle Activity

CCPO Code: SHDC 20330

Locality Code:

Service: ® Air Force

© Army

® Marine Corp

®Navy

® Office of the Secretary of Defense
Level 1 Supervisor:

Peter Olson

Supervisors:
following link

Sub-Panel Meeting: Assign Supervisors

Helen Gonzalez

Paypool Manager:

Bob Arnold

® N/A-Not Assigned

& NH-Business Management and Technical Management
Professional

®NJ- Technical Management Support

# NK- Administrative Support

Career Path:

Broadband Level: Not Assigned
®level 1
QlLevel 2
®lLevel 3
®Level 4

Series: 0318 SECRETARY

Organization: Paypool Code:

Office Symbol:

AMC/LHACA JEel%

Part 3: Complete this section for all employees requiring CAS2Net user accounts

No existing CAS2Net user account.
Contact the CAS2Net Help Desk to create an account if needed.

Wl Create account

Login Name: ATARTISA3T20

User Account:

i

Figure 8-10: Employee Detail Web Form

Changes to Supervisor must be done using the
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You will have to scroll up and down to see all of the data fields. The following data elements are open
for direct entry or modification:

Part 1: Complete this section for all Demo and Non-Demo employees

First Name

Middle Initial

Last Name

Suffix

SSN

Part 2: Complete this section for all Demo employees

Start Date (date entered Acq Demo)

End Date (date departed Acq Demo)

Current Fiscal Year Base Pay (does NOT include locality pay)

Last Year’s OCS (if available)

Supervisor Names (Level 1 Supervisor, Managers Meeting, and Pay pool Manager)
Office Symbol

Occupational Series

7 Wild Card Column Entries (do not use, these come from the CCAS spreadsheet)
2 Supervisor Names for Part 1 of the Appraisal Form (from the CCAS spreadsheet)
Comments for Part 1 of the Appraisal Form (from the CCAS spreadsheet)

Part 3: Complete this section for all employees requiring CAS2Net user accounts
Login Name

The following data elements may be changed only by selecting from dropdown lists, check boxes, or
radio buttons:

\ Part 1: Complete this section for all Demo and Non-Demo employees

Prefix (not used) Dropdown List
\ Part 2: Complete this section for all Demo employees \
In Demo Flag Check Box
Retained Pay Status Check Box
Presumptive Rating Status Radio Buttons
Temporary/Permanent Promotion (during the post-cycle period) Radio Buttons
Servicing CCPO Code Dropdown List
Locality Code Dropdown List
Service Radio Buttons
Broadband Level Radio Buttons
Pay pool Code Dropdown List
Career Path Radio Buttons
\ Part 3: Complete this section for all employees requiring CAS2Net user accounts
Group (employee, supervisor, etc.) Dropdown List

Supervisor Names, Office Symbol, and Occupational Series (Number and Title) may be changed by either
typing in a value or selecting from a list of values. Click the LOV link to select from the list of values.
New values entered for Supervisor Names and Office Symbol will be added to the list of values once the
employee record is updated.
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Given the long list of Occupational Series, you will be prompted to enter a search criterion when you
click on the LOV link for Series. You may use the % symbol as a wild card in your search. For example,
entering™3%" for the search criterion will return all Series with a 3 in it (see below). You may update the
search criterion and click the "Find" button or click on a Series ID link to select the value.

When changes are complete, scroll to the bottom of the screen and click the “Update” button to save the
changes to the CAS2Net database. If you want to delete the employee from the database, click the
“Delete” button. If you have made changes, but want to revert back to the previous values (before
clicking the “Update” button), click the “Revert” button.

3 List Of Values: Series - Microsoft Internet Explorer provi... [E[=] E3 I

-

List Of Values: Series

Zearch criterion for Senes:

IB% Findl Close |
el e
D

[0030  |[SPORTS SPECIALIST
[0301  |SPECTALIST/ANALYST -
[0334  |COMPUTER SPECIALIST
[0340  [PROGRAM MANAGEMENT
[0341  [ADMDIT ASST/OFFICER
[0343  [PROGRAM ANALYST =

Figure 8-11: Occupational Series “List of Values”

Unlike other screens in CAS2Net, you cannot “Back” out of the Employee Detail screen. To exit the
screen and return to the list of employees, click the “Close” button at the bottom of the screen.
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8.3.3 Transfer Paypool

To move an employee from one paypool to another, use the “Transfer Paypool” feature.
Start by clicking “Data Maintenance” from the navigation bar.

Acqm
HE
HENDemo

Employee Menu

Contribution Planning

Mid-Point Review Self-
Assessment

Annual Appraisal Self-
Assessment

Reports

Contribution-based Compensation and Appraisal System Software
CAS2Net

Employee Maintenance Menu

d using query form
record using quick pick list

Insert New Employee Record

Data Maintainer

Menu Assign Supervisors to an Employee

Appraisal Status and
Lock

View 8nd lock employee
sppranals

Reports

Vi rint reports in PDF f "t
ew o print n forma: Intemal DOA

Paypool Notices
[reryrr————
paypool

Logout

Exit CASINot

Figure 8-12: Transfer Paypool — Data Maintenance Menu

Select the “Modify/Delete employee record using query form” link.
CAS2Net refreshes the screen to display the “Look for Employee(s)” search screen.

Look for Employee(s)

In text fields you may use the % symbol as a wildcard. Text fields are not case sensitive.
Person ID:
First Name:
Middle Initial:

Last Name:

Social Security Num:

Demo: O Al
® Demo

@® Non-Demo

Figure 8-13: Transfer Paypool — Employee Search Query Form
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Enter the name of the employee you want to find.

Scroll to the “Organization” section of the form and select “(transfer)” from the “Paypool Code”
dropdown list.

Organization: Pa | Code:

Office Symbol:
LOV (Leave blank for all)

Figure 8-14: Transfer Paypool — Search by “From” Paypool

Click the “Find” button (located at the top and/or bottom of the screen).

Look for Employee(s)

In text heids y>u may use the % symbol as 3

[LAdd an Employee Record 1 [ Data Maintenance Meny 1

Figure 8-15: Transfer Paypool — Employee Search “Find” buttons
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CAS2Net refreshes the screen to display a list of employees in the transfer paypool. (This means the
employee is waiting to be put into a paypool and be given supervisor assignments)

Select an employee you would like to modify by clicking on their “ID” number.
If you entered a name to search for, only people with that name will be displayed.

Employees

[ 1D|'ssN Name Org Career Career Path)| Leve CPO Serles Salary Group lServn |
Jor_Jlo318_]i$17,889|Employee]/ar
[2571|012-34-5678|Jane Transfer][ || 2y 1 l6z ]logo1 |[$75,000|Employeel/aF =

Records 1 to 2 of 2

New Query
Add new Employee record

Data Maintenance Menu
Figure 8-16: Transfer Paypool — Search Results

CAS2Net opens a new internet browser window to display the Employee Detail Screen for the select
employee.

Part 1 - Complete this section for all Demo and Non-Demo employees

ID:
Prefix:

First Name:
Middle Initial:
Last Name:

Suffix:

SSN: 653-63-1132

Part 2: Complete this section for all Demo employees

In Demo: Demo

Start Date: (mm/dd/yyyy) 2 [PTIRER
End Date: (mm/dd/yyyy)? _

Basic Pay:
Figure 8-17: Transfer Paypool — Employee Detail Input
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Scroll down to the “Organization” section of the Employee Detail Form and select the “Paypool Code”
dropdown list.

Choose the name of the paypool you want to move the selected employee to.

e
Organization: Pa | Code:

Office Symbol:
AMC/LHXTA JEel%

Figure 8-18: Transfer Paypool — “To” Paypool Selection

Click the “Update” button located at the bottom of the screen.
CAS2Net displays a message at the top of the Employee Detail screen indicating successful updates.
Click the “Close” button at the bottom of the Employee Detail Screen.

Tip: Generate the Employee Roster report from time to time to check your progress in
cleaning up the paypool database.

Row updated

Figure 8-19: Transfer Paypool — Employee Detail Update
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8.3.4 Record Post-Cycle Activities

Another very important function of the Data Maintainer is recording post-cycle activities. Post-cycle
activities include all gains, losses, and temporary and permanent promotions occurring between 1 October
2001 and early January. These activities are recorded using the Data Maintenance — Employee
Maintenance path from the Main Menu.

Post-cycle losses are recorded by following Path (1) to the Employee Detail screen and entering an End
Date during the post-cycle period for the employee. Post-cycle gains are recorded by following Path (2)
and then filling in all of the normal data elements, including a Start Date during the post-cycle period.
Note that post-cycle gains and losses are only entered for employees leaving or joining AcqDemo during
the post-cycle period. Transfers between paypools are NOT considered gains or losses.

Post-cycle promotions are recorded by following Path (1) to the Employee Detail screen and then
selecting the appropriate promotion radio button under “Temp/Perm Promotion”. Once you have selected
the type of promotion, click the “View” button and enter the requested information. Don’t forget to save
your changes. The post-cycle data form for temporary promotions is shown below.

; Temporary Promotion - Microzoft Internet Explorer provided by SRA International

Temporary Promotion

EE Level: M Start: _ New Basic Pay: -
tnc:

Career
I-'::lf:m ME Administrative Suppont -

Save | Clear

C : 101 3 : not stored i Jet untl you alse hit the "Update”

Figure 8-20: Temporary Promotion Web Form

Note that once you enter the promotion data and click the “Save” button, you have still not
physically updated the CAS2Net database. That will not happen until you get to the end of the
Employee Detail screen and click the “Update” button.
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8.3.5 Create Supervisory Structure; Obtain CAC EDIPI

Make sure you have added all non-demo supervisors and have assigned them the highest supervisory user
role they will have:

e Paypool Manager (PPM) is highest (note that each paypool can have only one PPM)
e Sub-Panel Manager also called Supervisor 2 is the next highest
e Supervisor 1 is the lowest level of supervisor

Note each level of supervisor can also act as lower levels of supervisor

e PPM can be assigned as Sub-Panel Manager and Supervisor 1

e Sub-Panel Manager can be assigned as Supervisor 1

e You create your own sub-panels or sub-paypools when you assign Sub-Panel Managers. You
will be able to download these into the Sub-Panel version of the CCAS spreadsheet, which allows
the sub-panel to review ratings, but does not allow them to assign payouts.

Make sure that you have created records for all non-demo supervisors and have assigned all supervisor
roles before assigning supervisors to an employee or employees to a supervisor

Note: You will need to obtain the Social Security Number and Common Access Card (CAC) Electronic
Data Interchange Personnel Identifier (EDIPI) for each non-demo user
OBTAINING CAC EDIPI

The following steps can used by the employee to find his EDIPI.

1. Open ActivClient:
2. Double-click the ActivClient icon in your Windows system tray

SEWV LR %y, 32epm

Figure 8-21: Windows ActivClient Icon
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10 digit EDIPI follows name in the title bar, but cannot be copied.
3. Double-click “Smart Card Info” icon.

@ ActivClient - [BOEHM.KARL.M.1292860206's Smart Card]
File Edt View TJools Help
) .,/‘ q‘ - = RN —
y @) - O B @
€ % Tasks View v X N %
My Certificates Tasks - 5 '—q \'/J
(G View my certificates My Certificates  Personal Data

-}

My Personal Info Task
| View My Personal Info

Help Tasks
@ Get help on using this software

3 Troubleshoot a problem

4 Ready Technical information abou

Figure 8-22: Smart Card Info Icon

10 digit EDIPI located in the User Name field, and can be copied
4. Copy and send to Data Maintainer to establish account

=

@ ActivClient - [BOEHM.KARL.M.1292860206's Smart Card]

File Edit View Tools Help

: y AR - 3
O A RSB T3
4 % Tasks View v X
Help Tasks - @ Smart Card Info
@ Get help on using this software
v".; Troubleshoot a problem

User Name BOEHM.KARL. M. peatizispisls

Manufacturer: | Gemalto

Model: | TOP DL GX4 144K FIPS

Unique | CUID = 4070-5072-8400-007A-7E0D

.4 Ready

Figure 8-23: Smart Card Information Screen
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CREATE NEW EMPLOYEE RECORD: NON-DEMO EMPLOYEE

Once you have the SSN and EDIPI, click “Data Maintenance” from the navigation bar. CAS2Net
refreshes the screen to display the Employee Maintenance Menu.

Select the “Insert New Employee Record” link.

Ac.q= Contribution-based Compensation and Appraisal System Software
HENEDemo

CAS2Net

Employee Menu Employee Maintenance Menu
Contribution Planning

Mid-Point Review Self-
Assessment

Annual Appraisal Self
Assessment

Reports

Data Maintainer
Menu

Appraisal Status and

Lock
View and lock employee

sppraisals
Reports

View or print reports in POF format
Data Maintenance
Maintain employee data

Modify/Delete employee record using query form
loyee record using quick pick list

v Employee Record

Assign Supervisors to an Employee
Assign Employees to a Supervisor

Replace Supervisor Assignments

Intemal DQA

Password Maintenance
Change your password

Offline Interface
i intartare

Figure 8-24: Insert New Employee Record Link
* CAS2Net displays the Add an Employee Record screen.
* In Part 1 of the form:

— Enter the first and last name along with the Social Security Number of the employee
being added.

The fields in yellow are mandatory

Part 1 - Complete this section for all Demo and Non-Demo employees

Prefix:

First Name: *
Middle Initial:
Last Name: *

Suffix:

SSN: *

Figure 8-25: Add Employee Record — Part 1
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In Part 2 of the form:
e Click the “Demo” checkbox to Uncheck and make the employee Non-Demo.
e Scroll to the “Organization” section of the form to the “Paypool Code” dropdown list. Select

the paypool name in which you want to put your employee into.

Part ) Commplete 1hin sox tasm bow ol Ovsmms e rmpleryves

(v rver
Sart Date
(/&S yyyy )t
ot Date

(wom/ 4/ yyyy )l
Ponm Pay

Bt bt Py Maten

PO st v Gty
Saten

Last 0%

Poat cytie Activity

In Part 3 of the form:
e Enter the user’s EDIPI in the provided text box.
e Select radio button for desired User Group.
e Click the “Add” button at the bottom of the screen.

Brert the New § sghoyes Bocord et Thea the Snh te
N

P e TN

(Asssgm Sugmeviners )

Figure 8-26: Add Employee Record — Part 2

Part 3: Complete this section for all employees requiring CAS2ZNet user accounts

* Be Sure to collect 2 DD287S from the user to anthorize access.

EDIPI:

e—

© Employee

® Supcrvisor |

@ Sub-Pancl Manager
@ Paypool Manager

@ Data Maintainer

® Supcruser

® Full Access

® All Army

@ Al Air Force

@ All Marine Corps

® All Navy

® A1 OSD

® All Edwards (4001-4013)
® All MARCORSYSCOM (3000-3002)
©® AMSAA (129x)

® AMCOM (121x)

® AT&L (500x)

® MDA (510x)

@ Regional User

® Super Regional User
® Super Navy Regional
@ Supcr Army Regional

__by ihe Privacy Act of 1974 by ihe Privacy Aci ol RN
Figure 8-27: Add Employee Record — Part 3
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CAS2Net refreshes the screen to display a successful update.
Confirms:

» The employee has been successfully inserted
*  Employee’s ID number

+ SSN

*  Name

Employee Inserted

ID: 2611 SSN: 123-44-5678 Melissa Mango

Insert Another Employee
Edit Inserted Record

Data Maintenance Menu

Figure 8-28: Add Employee Record Successful
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8.3.6 Assign Supervisors to an Employee
To assign supervisors to an employee, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

Select the “Assign Supervisors to an Employee” link.

Contribution-based Compensation and Appraisal System Software
CAS2Net

u
HENEDemo

Employee Menu Employee Maintenance Menu
Contribution Planning
Mid-Point Review Self
Assessment

Annual Appraisal Self
Assessment

Reports

Data Maintainer
Menu

Appraisal Status and
Lock

View and 103 empioyoe
sovmbals Replace Supervisor Assignments

Reports
Vv o peiet prts in POF J
ew O prit repo orma Internal DOA

Figure 8-29: Assign Supervisors to an Employee Link
The Assign Supervisor to an Employee screen is displayed.

Select an employee’s name from the dropdown list.

Acol Assign Supervisors to an Employee:
[ [ ]

HEEDemo

Please select an Employee to Assign Supervisors

Employee Menu

Contribution Planning Employee: (
Mid-Point Review Self- E -
A — Level 1 Supervisor: (1
Annual Appraisal Self- Sub-Panel Manager: (
Assessment

Reports Pay Pool Manager: f

Data Maintainer

Menu

Appraisal Status and
Lock Data Maintenance Menu

View and lock employee
appraisals Please send comments/suggestions about this form to Karl Boehm

Reports
View or print reports in PDF format

Data Maintenance
Maintain employee dsts

Password Maintenance
Change your password
Offline Interface

Offline Interface:

Paypool Notices
Important information for your
paypool

Logout

Exit GAS2Net

Session Maintenance

Scoriens the el nf annthor e

Figure 8-30: Assign Supervisors to an Employee Web Form

CAS2Net refreshes the supervisor dropdown lists to display the selected employee’s current supervisors.
Select the desired supervisors to assign to the selected employee using the provided dropdown lists.
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To undo selections made, and view the current supervisor assignments, click the “Reset” button.

Select the desired supervisors to assign to the selected employee and click the “Assign” button.

Assign Supervisors to an Employee:

Employee: Artis, Amy (AMC/LH) v I

’ Level 1 Supervisor: ‘ Olson, Peter (AMC/LH) v

Sub-Panel Manager: Gonzalez, Helen (AMC/LH) v
Pay Pool Manager: Amold, Bob (AMC/LH) v

[ Assign J Reset

Figure 8-31: Assign Supervisors to an Employee — Supervisor Selection

Once you click the “Assign” button, CAS2Net displays the following message : “Supervisor(s)
successfully assigned.”

If no supervisor assignments have been changed and the “Assign” button is clicked, the following
message is displayed: “No supervisor changes made.”

Note that above paypool superusers need to assign supervisors who are in a different paypool than the
employee using this module.

Assign Supervisors to an Employee:

Supervisor(s) successfully assigned.

Employee: Artis, Amy (AMC/LH) v

Level 1 Supervisor: Evans, Francis (AMC/LH) v
Sub-Panel Manager: Gonzalez, Helen (AMC/LH) v
Pay Pool Manager: Amold, Bob (AMC/LH) v

fassion JReca]

Figure 8-32: Assign Supervisors to an Employee Successful
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8.3.7 Assign Employees to Supervisor

To assign employees to a supervisor, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

Select the “Assign Employees to a Supervisor” link.

Ac.q= Contribution-based Compensation and Appraisal System Software
HENEDemo

CAS2Net

Employee Menu Employee Maintenance Menu
Contribution Planning

Mid-Point Review Self " p dove ary f
Aisoiiaent Modify/Delete employee record using query form

Annual Appraisal Self Modify/Dek
Assessment

Reports

cord using quick pick st

Data Maintainer
Menu
Appraisal Status and

2 Supervisor Assignments

Internal DOA

Figure 8-33: Assign Employees to Supervisor Link
The Assign Employees to a Supervisor screen is displayed.

Select a supervisor name from the dropdown list and select the supervisor role you want to assign (first
level, sub-panel, or paypool manager).

Ac.q= Assign Employees to a Supervisor:
HEMDemo

Please Select a Supervisor to Assign Employees
Employee Menu

Contribution Planning Supervisor: [ e ——— M| Sort By: & Name @ Org
Mid-Point Review Self-
Assessment

Annual Appraisal Self

Assessment m

Reports

© First Level Supervisor # Sub-Panel Meeting ‘#® Paypool Manager

I Data Maintenance Menu l
Data Maintainer

Menu Please send comments/suggestions about this form to Karl Boehm

Appraisal Status and
Lock

View and lock employes
appraisals

Reporis

View or print reports in PDF format
Data Maintenance
Msintain employee data
Password Maintenance
Change your password
Offline Interface

Offline Interface

Paypool Notices
Important information for your

peypool

Figure 8-34: Assign Employees to Supervisor — Supervisor Selection
CAS2Net refreshes the screen to display a list of employees reporting to the selected supervisor.
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Note: to view employees under the selected supervisor in a different level of supervision, select the
desired radio button.

To sort the list of employees by Name or Organization, select the “Name” or “Org” radio button.

Click the check boxes next to employee name(s) of those employee(s) you want to assign to the selected
supervisor. To assign all employees listed, click the “Check/Uncheck All” checkbox.

To undo selections click the “Reset” button.

To submit selections, click the “Submit” button.

Assign Employees to a Supervisor:

SNty Gonzalez. Helen (AMC/LHAC) ISorl By: © Name @ Orgl

© First Level Supervisor @ Sub-Panel Meeting @ Paypool Manager

| M Check/Uncheck All

(E Ison, Peter (AMC/LHACA) ! M Quarles, Richard (AMC/LHACB)
[_.—;'ndt, Aaron (AMC/LHXTA) | MArtis, Amy (AMC/LHACA)

[ *] Bl‘lv)bltvt, Cmnﬁ (AM&:}LH)&SQ { l Bumns, Brarryr (AMEAHA@j -
m atler, Bryce (AMC/LHXTA) M Cavasos, Carmen (AMC/LHXTB)
[_c zlon, Connie (AMC/LHACA) ! M Curtiss, Dan (AMC/LHA)

{ M Dancy, Dyanne (AMC/LHXTB) { M Donaldson, Dennis (AMC/LHACB)

M E nerson, Erica (AMC/LHXTB) M Evans, Erin (AMC/LHACB)

M E /ans, Francis (AMC/LHX) [.Farnsworth, Fred (AMC/LHACB)

M F tes, George (AMC/LHXTA) M Freeman, Francis (AMC/LH)
Garfield, George (AMC/LH) M Gonzalez, Helen (AMC/LHAC)

l M G mes, Garth (AMC/LHACB) [ M Hansen, Tke (AMC

M Hamis, Henry (AMC/LHADA) M Irinski, Ivan (AMC/LHADA)
M I"'erson, John (AMC/LHAD) M Jernis, Jane (AMC/LHADA)

Figure 8-35: Assign Employees to Supervisor — Employees Selection

Verify the selected employees have been assigned to the supervisor.

Repeat for each supervisory role held by the selected supervisor by clicking on each of the levels of
supervisor radio buttons.
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8.3.8 Replace Supervisor Assignments
To assign employees to a supervisors, click “Data Maintenance” from the navigation bar.
CAS2Net refreshes the screen to display the Employee Maintenance Menu.

Select the “Replace Supervisor Assignments” link. Use this option when a supervisor is replaced by
another person.

Ac:= Contribution-based Compensation and Appraisal System Software
HENEDemo

CAS2Net

Employee Menu Employee Maintenance Menu
Contribution Planning
id-Poi jew Sel
x:::,:::,ﬁw" sl Modify/Delete employee record using query form
Annual Appraisal Self Modify/Delete employee record using quick pick list

Assessment
eports Insect New Emplovee Record
Rep. nsect New Emplovee Record

Data Maintainer
Menu Assign Supervisors to an Employea
Appraisal Status and
Lock
View and 1o empioyoe
sopranat
Reports

o in POF
View or priet reports in POF format Intemal DOA
Data Maintenance
Maintain empioyee data
Password Maintenance
Change your password

Figure 8-36: Replace Supervisor Assignments Link
The Replace Supervisor Assignments screen is displayed.

Select a supervisor name from the “Original Supervisor” dropdown list.

Acﬂ= Update Supervisor Assignments
HEEDemo

Employee Menu Manager Level:

Contribution Planning
Mid-Point Review Self-
Assessment

Annual Appraisal Self-
Assessment

Reports

O First Level Supervisor
¥ Sub-Panel Meeting
¥ Paypool Manager

original Supervis

Data Maintainer
Menu

Appraisal Status and
Lock

View and lock employee Update Clear

appraisals
Reports Data Maintenance Menu

View or print reports in PDF format

. Please send comments/suggestions about this form to Karl Boehm
Data Maintenance

Maintain employee data
Password Maintenance
Change your password
Offline Interface

Offline Interface

Paypool Notices

Important information for your

paypool

Figure 8-37: Update Supervisor Assignments — Supervisor Selection

Click the associated radio button to select the level of supervision you want to replace assignments for the
selected supervisor.
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Select the name of the supervisor you want to replace assignments with from the “Replacement
Supervisor” dropdown.

To clear selections, click the “Clear” button.

To submit changes, click the “Update” button.

Update Supervisor Assignments

Manager Level:
© First Level Supervisor

@ Sub-Panel Meeting
@® Paypool Manager

Original Supervisor:

Arnold. Bob (AMC v

Relacement Suervisor:
Updte

Figure 8-38: Replace Supervisor Assignments — Update

CAS2Net displays a message indicating the number of successful replacements between the two selected
supervisors.

Update Supervisor Assignments

6 Replacements of Bob Arnold with Ike Hansen

Manager Level:
© First Level Supervisor

® Sub-Panel Meeting
@ Paypool Manager

Original Supervisor:
Replacement Supervisor:

Update

Figure 8-39: Replace Supervisor Assignments Successful
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8.4  Offline Interface

The “Offline Interface” enables the Data Maintainer to transfer paypool information to and from the CCAS
Spreadsheet for Paypool Panel evaluation.

Click “Offline Interface” in the Data Maintainer Menu of the left side navigation bar. CAS2Net displays the Offline
Interface menu.

Ac.q= Contribution-based Compensation and Appraisal System Software
HEEDemo

CAS’Net

Offline Interface
Employee Menu

Contribution Planning
Mid-Point Review Self-

Assessment Download Employes Data

Annual Appraisal Self- Last completed download (Eastern Time): 20-SEP-2011 05:45:08 PM
Assessment

Reports Upload Employee Data

. Last completed upload (Eastern Time): 09-SEP-2011 11:46:43 AM
Data Maintainer Menu a P { b

Appraisal Status and Lock Final certification is disabled.
View and lock employee appraisals

Paypool Notices
Important information for your paypool

Figure 8-40: Offline Interface Menu

8.4.1 Download Employee Data

When the CAS2Net database includes all of the AcqDemo employees in your paypool, and all of the data
elements have been reviewed and corrected, you are ready to export files for use in the CCAS
spreadsheet. You have two methods for doing this, depending on how your paypool plans to use the
spreadsheet.

Method 1: Some paypools prefer to have only one spreadsheet containing all employees, into which all
factor scores can be entered. These paypools can either use the same spreadsheet, filtered by managers
meeting, to sequentially record scores from each meeting, or can capture the results of the various
meetings on paper and then transcribe them into the spreadsheet. To generate a single export file
containing all paypool employees, click on the Offline Interface link on the Main Menu, then click the
Download Employee Data button, and then select the file named “PPxxx_to CCAS.csv”. Follow the
instructions on the screen for downloading the file (the procedure depends on which browser you are
using). Point to where on your hard drive you want the file saved, click the “Save” button and you are
done.

Method 2: Other paypools prefer to have a separate spreadsheet for each of their managers meetings. To
generate these separate files, proceed as in Method 1 above, but when you get to the list of files, select the
file named “PPxxx_to CCAS name.csv”’ where “name” is the first manager for whom you want to create
a separate file. Continue the download process as in Method 1 above. Repeat this process for each
manager. Employees whose records are not reviewed at a managers meeting (i.e., direct reports to the
paypool manager) are contained in a file named “PPxxx to CCAS_(No Manager).csv”.
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Click the “Download Employee Data” button to list the data files available for download.

Contribution-based Compensation and Appraisal System
Software
CAS*Net

Offline Interface - Download Employee Data

MNOTE: Alcs arc Synamically gomcratcd and Rc scrver may ke scversl mimutcs Bofore Sownload Marts.
Piceac B petont end do not reposicdly requext @ dowaloed fic which willl cauac B acrver B0 slow down
frPcr and may gencratk Suphcatc appraisl recorda.

To save & hakcd Sic ©© your computicr, uac & right mousc BuSion dick on Bic ek end ooac “Seve Target
ot

S~ Pancl Mcclng oty ok hot hnica for Bc flica have Boon lodked.
Contact your dats maimtaincr if you sccd o unlock & mcclng

Feypool | e Neme Pie Dwacription
AT/ IA‘D:J' o _CCAS cwe Paypocl: A/
Sb-Pancl Manager: Bob Armcld
=A-Pancl Mamsger: Dan Curtm

SlrPancl Mamager: Molca Conzalex
Sb-Panc] Mansger: Joba Iversce

|
|
|
|
Sb-Pancl Mamager: Framca Bvama |
|
|
|

SA-Panc Mamager: Larry Koomg
v [ SubrPencl Mameger: Mancy Mchiclon |
AT P ———— |

[ Rctorn o Offinc Intcrface Main Memu |

Figure 8-41: Offline Interface — Download Employee Data

Files that are available for downloading are displayed as hyperlinks. A filename shown as ordinary text
indicates that the content has been locked. The Data Maintainer can utilize the “Appraisal Status and
Lock” functionality to unlock the file.

Click a filename link and follow the Windows “File Download” instructions to “Open” or “Save” the
employee data file.

Click “Return to Offline Interface Main Menu” to exit.

8.4.2 Upload Employee Data

The CCAS spreadsheet that managers use to enter scores and adjust compensation does not permit
changes to basic personnel information — that can only be done directly on the CAS2Net database using
Data Maintenance functions. All personnel data errors discovered after managers start using the
spreadsheet must be corrected in the CAS2Net database. A new download file with the corrected data
must then be generated for import into the spreadsheet. However, each import into the spreadsheet
completely overwrites the information already in the spreadsheet. So managers do not lose any work they
have already accomplished in the spreadsheet, the CAS2Net database is designed to upload and download
the data elements that managers control in the spreadsheet. Therefore, before using the CAS2Net
database to correct errors discovered by a manager, the manager must first export a file from his or her
spreadsheet for upload to the database. The exported file will be named ppXXX_to_CAS2Net_name.csv.
If the file contains the entire paypool, the manager’s name will not be part of the file name.
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To upload the file to the CAS2Net database, click on the Offline Interface link on the Main Menu, and
then click the Upload Employee Data button. Then, either type in the full name of the file you want to
upload, or click the “Browse” button to go find the file.

Acqm [ Contribution-based Compensation and Appraisal System

L1 Software
HERDemo CAS*Net

Offline Interface - Upload Employee Data

T [

[ Rcturn > Offinc Intcrisce Mata Momy |

Figure 8-42: Offline Interface — Upload Employee Data

Depending on the version of your web browser, your browse window may be set to look for HTML Files
only — use the dropdown list under file type to select “All Files (*.*)”. Once you have located and
highlighted the file, click “Open” and then click “Upload File”. At this point all of the data elements
entered into the spreadsheet, such as contribution scores, wild card entries, and pay adjustments, are
stored in the CAS2Net database. You can now update personnel information and download and import a
new file back into the spreadsheet, which will contain the corrected personnel data as well as all of the
spreadsheet data that was stored from the upload. The manager can then proceed on with the CCAS
process from where he or she left off without having to re-enter any data.
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8.5 Paypool Notices

Select “Paypool Notices” from the Data Maintainer Menu on the left side navigation bar to display a list
of available Paypool Notices files.

Acqgl Contribution-based Compensation and Appraisal System

L1 Software
HEREDemo CASNet

Empiopes Manu Paypool Notices List
Coambubcn Manning
LobER=th it L e i)
Pt

Bnnusl Aepraal Set
Botsmaareen

Idmpcrtd

Data Maintsiner Manu
Aeprinl Shitue wnd Look
iy i i oG ek SOOI,

] A"

‘o o privETAGOE In PO brmar

Pl Pa ] Spwcadalicet

AR oot

it o e i [ Faypool Mollcrs Top Moma
o gy ek b

I i o e e ow

Figure 8-43: Paypool Notices List

Select a CCAS Spreadsheet from the filename list—e.g. Sub-Panel Meeting [Version #].xls or CCAS
[Version #].xls.

Follow the Windows “File Download” instructions to “Open” or “Save” the Excel spreadsheet containing
the Paypool Notices.
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9. SUPERUSER

This section provides guidance for the CAS2Net Superuser on how to use CAS2Net to oversee paypool
operations.

If the Superuser is also a “demo” employee, then the following “Employee Menu” options will appear in
the upper portion of the navigation bar: Contribution Planning, Mid-Point Review Self-Assessment,
Annual Appraisal Self-Assessment, and Reports.

Refer to Section “4. Employee” for information relating to the Employee Menu features.

When the Superuser has responsibility for rating the performance of direct reports, then the following
supervisor options will appear at the top of the Data Maintainer Menu in the navigation bar:
Contribution Planning, Additional Feedback, Mid-Point Review, and Annual Appraisal. These
features are detailed in Section “5. Level 1 Supervisor”.

The following options appear in the Superuser navigation bar after you have successfully logged in:
Appraisal Status and Lock, Reports, Data Maintenance, Offline Interface, Paypool Notices, Session
Maintenance, Password Maintenance and Logout.

e Appraisal Status and Lock summarizes the appraisal status of employees in the assigned
paypool by supervisor level; provides the capability to drill down by supervisor to list employee
details; and locks or unlocks appraisals by sub-panel manager or for the entire paypool.

Refer to Section “8.1 Appraisal Status and Lock” for more information about this feature.

e The Reports option provides the capability to generate reports that list employees, appraisal
status, assessments, etc.

e Data Maintenance provides maintenance tools for creating or updating employee records;
supports assignment of one or more employees to the Level 1 Supervisor, Level 2 Supervisor,
Sub-Panel Manager, or Paypool Manager of your assigned paypool; provides the capability to
assign one or more supervisors to an employee in your assigned paypool.

Refer to Section “8.3 Data Maintenance® for information relating to data maintenance functions.

e The Offline Interface option provides tools for selecting a paypool or sub-panel employee data
file to “Download Employee Data” or “Upload Employee Data”.

Section “8.4 Offline Maintenance” describes the CAS2Net to CCAS Spreadsheet “Offline
Interface”.

e The Paypool Notices option provides the capability to generate Employee Notice documents
detailing individual payout information.

Refer to Section “8.5 Paypool Notices” for information on this feature.

e The Session Maintenance option provides the capability to assume the role assigned to another
CAS2NET user in your paypool for the purpose of executing his responsibilities in his absence.
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9.1

Reports

Click “Reports” in the Superuser Menu of the navigation bar to display the Superuser Reports menu.

CAS2Net displays the following report options for the Superuser.

Section “10.2

CAS2Net Status Report

Appraisal Form Part 1l By Employee

Appraisal Form Part Il By Supervisor

Appraisal Status Report
Download Employee Data

Employee Roster

Post-Cycle Activity Report

Supervisor Roster By Employee

Supervisor Roster By Supervisor

Zone A/CIP Report

Acqm
]
HEEEDamo

Empioges Manu
Loatnbutica I1.|r||r|

Apprewd sy wnd Lock
i ] K gk MO

ldmportd

Ty o prineTagsrn. I POE brvar
it Vo o e an ow
[T—————

S o1, Wil 7 B i oW
Lk ok e O L

Lttt It
b ok bl

CAS:Net Reports
Year: 2011

Supeeruser Reporks

Figure 9-1: Superuser Reports Menu

Supervisor Reports” provides samples of CAS2Net reports.
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9.2 Session Maintenance

This section describes how the system users change and assume the role of another user.
1. Login as Superuser or Full Access User.

2. Click on “Session Maintenance — Assume the role of another user”.

3. CAS2Net displays Session Maintenance screen, includes:

e User Group: Group of organizations, or roles such as Supervisor Level 1, Supervisor Level 2,
Paypool Manager, Data Maintainer, etc....
e Selection: displays a dropdown list which contains the supervisors’ names for each User Group.

e “Change to selected” buttons.

Session Maintenance

Your current role is:
Garfield, George (AMC/LH)
Superuser

User Group Selection
DUICR LIl - comarn, Francis (AMC/LH) Change to selected

Change to selected

i3 E‘ntbloyé}‘:

Paypool Manager | B 1) Change to selected
Superuser Garfield, George (AMC/LH Change to selected
Supervisor, Level 1 T, Chris (AMC/LHXSA) Change to selected

Supervisor, Level 2 sreiss an (AMC/LEA) Change to selected

Figure 9-2: Session Maintenance Screen

4. Select a role and name from the dropdown list that you wish to assume the role, and then click
“Change to selected” button.

5. CAS2Net displays:

The current role shown as the name and role of the assumed supervisor.

A “Revert To Self” button.

The appropriate menu options in the left navigation bar for the selected supervisor and role.
Options to switch to different roles within the organization the assumed.

Note: When CAS2Net changes the current role to the selected name and role, the menu options also
changed. The example here shows the assumed supervisor is “Supervisor, Level 17, the left navigation
bar shows all options belong to that role:
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]
HEEEDemo

Employee Menu

Contribution Planning
Mid-Point Review Self-
Assessment

Annual Appraisal Self.
Assessment

Reports

Supervisor | Menu

Contribution Planning
Additional Feedback
Mid-Point Review
Annual Appraisal

View or print reports in PDF format

Session Maintenance

Your current role is:
Babbitt, Chris (AMC/LHXSA)
Supervisor, Level 1

Revert To Self

rndt, Aaron (AMC/LEXTE)
1d, Bob (MMC/LH)
Garfield, George (AMC/LH)
Change to selected

Change to selected

urtiss, Dan (AMC/LER)

Figure 9-3: Session Maintenance — “Current Role Is...” Screen

6. To resume work as the logged in supervisor, click the “Revert To Self” button.
7. CAS2Net goes back to the logged on Superuser or Full Access User’s Session Maintenance screen.

September 30, 2011
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10. CAS2NET REPORTS

The CAS2NET Reports functionality allows supervisors to generate reports that list employees, appraisal
status, supervisor assignments, etc. Note: CAS2NET-RPT-04, CAS2NET-RPT-05, CAS2NET-RPT-06
were terminated and do not exist.

The CAS2NET Reports functionality allows supervisors to generate reports that list employees, appraisal
status, supervisor assignments, etc. Note: CAS2NET-RPT-04, CAS2NET-RPT-05, CAS2NET-RPT-06
were terminated and do not exist.

10.1 Employee Reports

e Clicking Reports in the Employee menu of the left side navigation bar brings up a list of reports
that are available to the employee.

e CAS2Net displays CAS2Net report menu

CAS2Net Reports
Year: 2011

Employee Reports

Figure 10-1 : Employee Reports Menu

10.1.1 Contribution Planning
e From the CAS2Net employee report menu, select Contribution Planning (only when provided).

e CAS2Net displays Contribution Planning reports (see figure: Sample Employee Contribution
Planning Report).

September 30, 2011 10-1 CUG2011-GS-35F-4594G11.0



GS-35F-4594G CAS2NET User Guide

Contribution Planning for Henry Harris
Year: 2011

Broadband Level: Occupational Series: Career Path: Expected OCS:
I 830 - Mechanical Engineering NH - Business Management and 48
Technical Management Professional
Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation. and differs from the mechanical engineer
by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this useful skill-set the technologist often mowves into first-line supervisory positions.

Method of Communication: Date Conducted: 10-AUG-11
Email

Figure 10-2 : Employee Contribution Planning Report

10.1.2 Mid-Point Review Self-Assessment
Deployment pending.

10.1.3 Additional Feedback

e From the CAS2Net employee report menu, select Additional Feedback (only when provided).
e CAS2Net displays Additional Feedback report (see figure: Sample Additional Feedback Report).

Additional Feedback for Henry Harris
As of 07/14/11 10:37

Broadband Level: Occupational Series: Career Path: Expected OCS:
II 830 - Mechanical Engineering NH - Business Management and 48
Technical Management Professional
Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation, and differs from the mechanical engineer
by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this useful skill-set the technologist often moves into first-line supervisory positions.

Overall Supervisor Feedback:
This is a test. Henry has this overall assessment.

Problem Solving

Problem Solving - Henry has goed problem solving skill

Teamwork/Cooperation

Teamwork/Cooperation - Henry works well with others...

Customer Relations

Customer Relations - Henry has good relationship with the customer

Leadership/Supervision

Leadership/Supervision - not applicable. Henry 1s not a supervisor

Communication

Commumcation - Henry can communicate. ...

Resource Management

Resource Management - Henry knows how to manage resources....

Method of Communication: Date Conducted: 07/11/11
Email

Figure 10-3: Employee Additional Feedback Report
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10.1.4 Annual Appraisal Self-Assessment

e From the CAS2Net employee reports menu, select Annual Appraisal Self-Assessment (only when
provided).

e CAS2Net displays Annual Appraisal Self-Assessment report (see figure: Sample Annual
Appraisal Self-Assessment Report).

Annual Appraisal Self-Assessment for Henry Harris
Year: 2011
Broadband Level: Occupational Series: Career Path: Expected OCS:
I 830 - Mechanical Engineering NH - Business Management and 48
Technical Management Professional

Contribution Planning:
The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation, and differs from the mechanical engineer

by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this useful skill-set the technologist often moves into first-line supervisory positions.

Problem Sclving

test for henry's self assessment problem solving

Teamwork/Cooperation

Customer Relations

Leadership/Supervision

Communication

test for henry, communication. self assessment

Resource Management

Figure 10-4: Annual Appraisal Self-Assessment Report
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10.2 Supervisor Reports

Clicking Reports in the supervisor menu of the left side navigation bar brings up a list of reports that are
available to the supervisor role.

CAS:Net Reports

Reports List

Maintenance
Maintain employes
data

Session

Session Info

Figure 10-5: Supervisor Reports Menu

10.2.1 Contribution Planning — Single Employee
e From the Supervisor Reports menu, select Contribution Planning — Single Employee.

e CAS2Net displays Contribution Plan — Employee screen (see figure: Sample Contribution
Planning Report — Single Employee selection).

e Select employee from the Employee Selection dropdown list.

e CAS2Net displays Contribution Planning report with the selected employee name print on the
title (see figure: Sample Contribution Planning Report — Single Employee)

Contribution Plan - Employee

Report Generation Options

Employee Selecti
tion Planning 'In Progress' or 'Complete'))

Report Format __ |[PDF form. wdard for all reports

* Requires Adobe® Reade

Return To Main Page

Figure 10-6: Contribution Planning Report — Single Employee Selection
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Contribution Planning for Henry Harris
Year: 2011

Broadband Level: Occupational Series: Career Path: Expected OCS:
I 830 - Mechanical Engineering NH - Business Management and 48
Technical Management Professional

Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation, and differs from the mechanical engineer
by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this usetul skill-set the technologist often moves into first-line supervisory positions.

Method of Communication: Date Conducted: 10-AUG-11

Email

Figure 10-7: Contribution Planning Report — Single Employee

10.2.2 Contribution Planning — All Employees

From the Supervisor Reports menu, select Contribution Planning — All Employees.
CAS2Net displays Contribution Plan screen.

Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the

reports, his/her name is defaulted and no other names show in the dropdown list).

CAS2Net displays Contribution Planning reports of all employees, with each employee name
print on the title of each employee Contribution Planning report (Note: All Employees report
format is the same as Single Employee format, see figure: Sample Contribution Planning Report

— Single Employee for example).

Contribution Plan

Report Generation Options

Selection = .
Self as supervisor
Type
Supervisor Selection|[EENETRETTIIEES

© First Level Supervisor
Su ¥ @ Sub-Panel Meeting
Paypool Manager

° 2011
Report Format PDF format* is standard for all reports

. . = } Get e
Requires Adobe® Reader® | A<

Return To Main Page

Figure 10-8: Contribution Planning Report — All Employees Selection
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10.2.3 Additional Feedback — Single Employee

e From the Supervisor Reports menu, select Additional Feedback — Single Employee.

e CAS2Net displays Additional Feedback — Employee screen (see figure: Sample Additional

Feedback Report — Single Employee selection).
e Select employee from the Employee Selection dropdown list.

e CAS2Net displays Additional Feedback report with the selected employee name print on the title

(see figure: Sample Additional Feedback Report — Single Employee).

Additional Feedback - Employee

Report Generation Options

Appraisal Year © 2011
Report Format PDF format™ is standard for all reports

* = i = - = j Get
Requires Adobe® Reader® WA +CosE READER

Return To Main Page

Figure 10-9: Additional Feedback Report — Single Employee Selection
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Additional Feedback for Henry Harris
Asof 07/14/1110:37

Broadband Level: Occupational Series: Career Path: Expected OCS:
il 830 - Mechanical Fngineering NH - Business Management and 48
Technical Management Professional
Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation, and differs from the mechanical engineer
by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this useful skill-set the technologist often moves into first-line supervisory positions.

Overall Supervisor Feedback:
This is a test. Henry has this overall assessment.

Problem Solving

Problem Solving - Henry has good problem solving skill

Teamwork/Cooperation

Teamworl/Cooperation - Henry works well with others.

Customer Relations

Customer Relations - Henry has good relationship with the customer

Leadership/Supervision

Leadership/Supervision - not applicable. Henry is not a supervisor

Communication

Communication - Henry can communicate

Resource Management

Resource Management - Henry knows how to manage resources....

Method of Communication: Date Conducted: 07/11/11

Email

Figure 10-10: Additional Feedback Report — Single Employee

10.2.4 Additional Feedback — All Employees

From the Supervisor Reports menu, select Additional Feedback — All Employees.

CAS2Net displays Additional Feedback screen (see figure: Sample Additional Feedback Report -

All Employees selection).

Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the

reports, his/her name is defaulted and no other names show in the dropdown list).

CAS2Net displays Additional Feedback reports of all employees, with each employee name print

on the title of each employee Additional Feedback report.

(Note: All Employees report format is the same as Single Employee format, see figure: Sample

Additional Feedback Report — Single Employee for example).
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Additional Feedback

Report Generation Options

Selection C
Self as supervisor
Type
Supervisor Selection||[JSEVELRETNERS

© First Level Supervisor
Supervisor Type ® Sub-Panel Meeting
@ Paypool Manager

© so11
Report Format PDF format™ is standard for all reports

+ S - N G -
Requires Adohe Reader@ | A [HSNUEG—-

Return To Main Page

Figure 10-11: Additional Feedback Report - All Employees Selection

10.2.5 Mid-Point Review
(Deployment Pending)

10.2.6 Appraisal Form Parts Il and Ill — Single Employee
e From the Supervisor Reports menu, select Appraisal Form Parts 1l and 11l — Single Employee.

e CAS2Net displays Appraisal Form Parts 1l and 1l screen (see figure: Sample Appraisal Form
Parts Il and Il — Single Employee selection).

e Select employee from the Employee Selection dropdown list.

e CAS2Net displays CCAS Salary Appraisal Document report in two parts: Part 1l — Supervisor
Assessment and Part 111 — Employee Self-Assessment (see figure: Sample Appraisal Form Parts 11
and 11l — Single Employee, Part Il and figure: Sample Appraisal Form Parts Il and Il — Single
Employee, Part I11).
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Appraisal Form Part II & III

Report Generation Options

Employee Selection

Appraisal Year

Report Format PDF format® is standard for all reports

Requires Adobe® Reader® | /A [ANupm

Return To Main Page

Figure 10-12: Appraisal Form Parts Il and I11 — Single Employee Selection
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CCAS SALARY APPRAISAL DOCUMENT

NAME: Henry Harris RATER: Tammy Stewart ORG: AMC/LH

Eroadband Level: Occupational Series: Career Path: 0Cs:

I 830 - Mechanical Engineering NH - Business Management and 75
Technical Management Professional

Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation, and differs from the mechanical engineer
by having intimate knowledge of the technical and fabrication procedures required for the production of goods and services. With
this useful skill-set the technologist often moves into first-line supervisory positions.

PARTII Supervisor Assessment

DRAFT Assessment - not complete until finalized by Pay Pool Panel

Instruction: Provide comments regarding employes's contribution against each factor during the current Ca tegoritnl Numeric
vear and a score of each factor. Score: Score:
Problem Solving 3M 71
None

Teamwork/Cooperation 3L 66
None

Customer Relations 3H 82
None

Leadership/Supervision 3L 65
None

Communication 3H 83
None

Resource Management 4L a3
None

Signature Date

Figure 10-13: Appraisal Form Parts 11 and 111 — Single Employee, Part 11
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CCAS SALARY APPRAISAL DOCUMENT

NAME: Henry Harris RATER: Tammy Stewart ORG: AMC/LH
Broadband Level: Occupational Series: Career Path: OCs:
I 830 - Mechanical Engineering INH - Business Management and Technical 73

Management Professional

Contribution Planning:

The mechanical Engineering often works between the craftperson and the engineer. He or she differs from the craftperson by
having detailed knowledge of the scientific and engineering theory behind the operation. and differs from the mechanical
engineer by having intimate knowledge of the technical and fabrication procedures required for the production of goods and
services. With this useful skill-set the technologist often moves into first-line supervisory positions

PARTIII Employee Self-Assessment

Problem Solving

test for henry's self assessment problem solving

Teamwork/Cooperation

Customer Relations

Leadership/Supervision

Communication

test for henry. communicafion. self assessment

Resource Management

Figure 10-14: Appraisal Form Parts Il and 111 — Single Employee, Part 111

10.2.7 Appraisal Form Parts Il and Ill — All Employees
e From the Supervisor Reports menu, select Appraisal Form Parts Il and 11 — All Employees.

e CAS2Net displays Appraisal Form Parts 1l and 1l screen (see figure: Sample Appraisal Form
Parts Il and I11 - All Employees selection).

e Select supervisor name from the Supervisor Selection dropdown list (if Supervisor | runs the
reports, his/her name is defaulted and no other names show in the dropdown list).

e CAS2Net displays all employees’ CCAS Salary Appraisal Document reports:

o CCAS Salary Appraisal Document cover page: supervisor name, supervisor role, year of
performance (see figure: Sample Annual Appraisal Report Parts Il and 11l — All
Employees, cover page).

o CCAS Salary Appraisal Document reports of all employees, each employee’s report
contains two parts: Part Il — Supervisor Assessment and Part 11l — Employee Self-
Assessment.

(Note: All Employees report format is the same as Single Employee format, see figure:
Sample Appraisal Form Parts Il and 11l — Single Employee, Part 1l and figure: Sample
Appraisal Form Parts Il and 111 — Single Employee, Part 111 for example).
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Appraisal Form Part II & II1

Report Generation Options

Selection ,
Self as supervisor
Type
Super\nsor LA e i Stewart, Tammy A

0 First Level Supervisor
. Sub-Panel Meeting

Return To Main Page

Figure 10-15: Appraisal Form Parts Il and 111 — All Employees Selection

CCAS SALARY APPRAISAL DOCUMENT

Supervisor of group: Tammy Stewart

CCAS SALARY APPRAISAL DOCUMENT

Supervisor Role: First Level Supervisor

Criteria: Supervisor: Tammy Stewart
Supervisor Role: First Level Supervisor
Appraisals Year: 2011

Figure 10-16: Annual Appraisal Report Parts Il and 111 — All Employees, Cover Page
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10.2.8 Appraisal Form Part Il by Employee

Generates a report, presenting an employee’s appraisal form which details their categorical and numerical

score per factor including comments.

Session
Maintenance

Appraisal Form Part II

Report Generation Options

[FoT YELETETG BT AMC/LH Amdt, Aaron b

Appraisal Year

Report Format | PDF format™ is standard for all reportsj

* Requires A Get

ADOBE' READER'

Return To Main Page

Figure 10-17: Appraisal Form Part 11 by Employee Report Selection
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CCAS SALARY APPRAISAL DOCUMENT

NAME: Biyce Butler ORGANIZATION: AMCLH

RATER: George Fites ocs: 76

PARTII Supervisor Assessment

DRAFT Assessment - not complete until finalized by Pay Pool Panel

Instruction: Provid - i yes against each factor during the currsm Categorical Numerie
year and a score of each factor Score: Score:
Problem Solving M 77

Independently defines, directs. or leads highly challenging project/programs. Identifies and resolves highly complex problems
not susceptible to treatment by accepted methods. Develops. integrates, and implements solutions to diverse, highly complex
problems across nwltiple areas and disciplines. Anticipates problems, develeps sound solutions and action plans to ensure
progrm/mission accomplishment. Develops plans and techniques to fit new sifvations to improve overall program and policies
Establishes precedents in application of problem-solving techniques to enbance existing processes.

Teamwork/Cooperation 3M 78

Works with others to accomplish complex p ‘progthms. Applies innovative approaches to resolve unusual/difficult issues
significantly impacting important policies or programs. Promotes and maintains environment for cooperation and teamwork.

Leads and guides ofhers in formulating and executing team plans. Expertise is sought by peers
Customer Relations aM 75

Guides and integrates functional efforts of individuals or teams in support of customer interations. Seeks innovative approaches
to satisfy customers. Establishes customer alliances, anticipates and fulfills customer needs. and translates customer needs to
programs/projects. Interacts independently and proactively with customers to identify and define complex/difficult problems and
to develop and implement strategies or techniques for resolving program/project problems (e.g., determining priorities and
resolving conflict among ! i 3

Leadership/Supervision 3M 76

Provides gnidance to individuals/teams; resolves conflicts. Considered a functional/technical expert by others in the organization;
is regularly songht ont by others for advice and assistance. Defines, organizes, and assigns activities to accomplish
projects/programs goals Gides, motivates, and oversees the activities of individuals and teams with focus on projects/programs
issues. Fosters individualiteam development by mentoring, Pursues or creates training development programs for self and others.

Communication 3M 75

Communicates project of program results to all levels, internally and externally. Reviews and approves, or is a major contributor
to/ lead author of, management reports or contractual documents for external distribution. Provides inputs to pelicies. Presents
briefings fo obtain consensus/approval.

Resource Management amMm 77
Plans and allocates resources to lish multiple projects/programs. Tdentifies and optimizes resources to accomplish
mmltiple projects/programs goals. Effectively lishes multiple projects/p goals within ideli
Signature Dare
Last Revised: 20 August 1999 Page 1 of1

Figure 10-18: Appraisal Form Part 11 by Employee Report
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10.2.9 Appraisal Form Part Il by Supervisor

Presents a list of employee appraisal forms by supervisor, which details their categorical and numerical
score per factor including comments.

Appraisal Form Part II

Report Generation Options

Selection N —

a

Maintenance

Maintain employee Sub-Panel Meeting
data

Session Paypool Manager

Assessment Year

Report Format PDF format™ is standard for all reports

* Reguires Adobe® Reader® Ly

Return To Main Page

Demo Reset

Figure 10-19: Apraisal Form Part 11 Selection

CCAS SALARY APPRAISAL DOCUMENT

CCAS SALARY APPRAISAL DOCUMENT

Supervisor of group:  Chris Babbitt

Supervisor Role: First Level Supervisor

Criteria: Supervisor: Chris Babbitt
Supervisor Role: First Level Supervisor
Appraisals Year: 2010

Figure 10-20: Appraisal Form Part Il by Supervisor (PAGE 1)
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CCAS SALARY APPRAISAL DOCUMENT

NAME: Sarah Sorenson ORGANIZATION: AMC/LH

RATER: Chris Babbitt ocs: 74

PARTII Supervisor Assessment

DRATFT Assessment - not complete until finalized by Pay Pool Panel

Insmction: Provide comments regarding employees coniribution against each factor during the current Categorical Numeric

year and a score of each factor. Score: Score:
Problem Solving 4M 87
Can change comment.
Teamwork/Cooperation 3L 65
None
Customer Relations M 69
None
Leadership/Supervision 3H 83
None
Communication M 74
comment added 1/27/2011
Resource Management 3L 66
None

Signature Date

Appraisal cycle ending 30 September 2010

Figure 10-21: Appraisal Form Part Il by Supervisor (PAGE 2)
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10.2.10 Appraisal Status Report
Presents the status of appraisals within a paypool.

Appraisal Status Report

Report Generation Options

Report Format OF for andard for all reports

“ i g readerm | A 5
Feqpicps Adoba® Agalenp 1:4"‘—-

Return To Main Page

Figure 10-22: Appraisal Status Report Selection

Paypool Personnel  Assigned  Appraisals Pct Target Funding Finalize?
Count PPM Completed ~ Complete CRI CA CRI CA Can? Did?
AMCILH 43 43 13 30.2% SPL UR 2 1
1PP's: 43 43 13 30.2% 0 []

Figure 10-23: Appraisal Status Report
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10.2.11 Download Employee Data
Presents employees within a paypool’s information based on selected data fields.

-
B Microsoft Excel - acqtesti.offline_interface.empdownload_csv [Read-Only]

Eﬂ File Edit W¥iew Insert Format  Tools Data  Window  Live Meeting  Help Typeaquestionforbelp = 2 @ X
RN RN N AR Y- A e oA [
é Snaglt [ | Windaw - ! EBMeet o | ﬁ;gsar Preferences... | Live Meeting Help = !
H1 - A& Prelim Score 1

A | e Jc|] o | E | F [ G T [ u [ v [ w | x [ ¥ =
| 1 [Paypool 1st Level Superisor ID#  Last MameFirst Name Start Date  Locality Code
| 2 |AMC/LH Gearge Fites 43 Arndt Aaran 1-Feb-99 LA
| 3 [AMC/LH Peter Olson 19 Artis Amy 1-Feb-99 LA
| 4 |AMC/LH Larry Koenig 15 Babbitt | Chris 25-0ct-00 NA
| & |AMC/LH Peter Olson 1843 Burns Barry 12-Aug-01 LA
| B |AMC/LH George Fites 44 Butler Bryce 1-Feb-93 LA
| 7 |AMC/LH ke Hansen 45 Cavasos | Carmen 1-Feb-99 LA
| 8 [AMC/LH Peter Olson 21 Celan Cannie 1-Aug-03 LA
| 9 |AMC/LH Bob Arnold 4 Curtiss | Dan 1-Feb-99 LA
| 10 |AMC/LH ke Hansen 46 Dancy Dyanne 1-Feb-99 LA
| 11 |AMC/LH | Richard Quarles 22 Donaldson Dennis 1-Feb-99 LA
| 12 |AMC/LH ke Hansen 47 Ernerson |Erica 1-Feb-93 LA
| 13 |AMC/LH Richard Cuarles 23 Evans Erin 1-Feb-93 LA
| 14 |AMC/LH | Bob Arnold 5 Evans Francis 1-Feb-92 LA
15 |AMC/LH Richard Cluarles 24 Farngwartt Fred 1-Feb-99 LA
|16 |AMC/LH Mancy Michelson 17 Fites George 1-Feb-99 LA
|17 |AMC/LH | Bob Arnold 2 Freeman  Francis 1-Feb-99 LA
| 18 [AMC/LH Bob Arnold 3 Garfield  George 1-Feb-93 LA
| 19 |AMC/LH | Dan Curtiss 6 Gonzalez Helen 158-May-03 LA
| 20 |AMC/LH Richard Cluarles 25 Grimes | Garth 1-Feb-93 LA
| 21 |AMC/LH Mancy Michelson 18/ Hansen  |lke 1-Feb-99 LA
| 22 |AMC/LH Tarmmy Stewart 26 Harris Henry 1-Feb-99 LA
| 23 |AMC/LH Tammy Stewart 27 lrinski Ivan 1-Feb-93 LA
| 24 |AMC/LH | Dan Curtiss 7 lverson John 1-Feb-93 LA
| 25 |AMC/LH Tammy Stewar 28| Jerris Jane 1-Feb-93 LA
| 26 |AMC/LH Vincent Udell 29 Karmes | Keith 1-Feb-92 LA
| 27 |AMC/LH Vincent Udell 30 Lawrence Lance 1-Feb-99 LA
| 28 |AMC/LH Vincent Udell I Martinez  Mary 1-Feb-99 LA
| 29 |AMC/LH |Francis Evans 1472 Michelson Mancy 29-Sep-00 LA
| 30 |AMC/LH Vincent Udell 32 Mance Malan 1-Feb-93 LA
31 [AMC/LH |Zane Yates 33/0'Connar | Olive 1-Feb-99 LA et
4 4 » n\acqtestl.offline_interface / [< ¥
Ready Sum=4290 UM

Figure 10-24: Download Employee Data — Excel Worksheet
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10.2.12 Employee Roster Report

Use the Employee Roster Report to print and review the list of employees assigned to your paypool.
Check to see if any demo employees are missing from your paypool. If they are, they may be in “transfer
paypool”.

Click “Reports” from the navigation bar. CAS2Net refreshes the screen to display the list of reports.

Click the “Employee Roster” link from the reports list.

Acg= Employee Roster Report
HEEDemo

Appraisal Status
ock Report Generation Options

View and lock

ree appraisals Paypool Selection| /LU SNz IS
i '.” S Report Format || PDF format® is standard for all reports
© Name

Sort By ® Office Symbol

Command

* Requires Adobe@®

Return To Main Page

Password
Maintenance
Chanoe vour password

Figure 10-25: Employee Roster Report Selection

CAS2Net refreshes to display the “Employee Roster Report” screen.
Select your paypool from the Pay pool Selection dropdown (Only two choices for Data Maintainers).

Before the report is generated, you have the option to sort the data by Name, Office Symbol, or ID. Select
the desired “sort by” radio button.

Click the “Generate” button.
CAS2Net opens a new window to display the generated Employee Roster Report.
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Acqm
| Employee Roster
MDemo
e First Name MI Sufix SSN
(last 4) 5

&4 Ama Aaron 0138 AMC/LHXTA  Circum (recensy) N NK 2 0322 $0 &1 L na  D1-FEBSS
15 Ams Amy 3720 AMCILHACA None N N 2 038 50 &1 L na  D01-FEBS9
15 Baboit Chas 0912 AMCLLHXSA None N N 3 0203 50 93 9. na  250CT-00
843 Bums Bamy 528 AMCILHACA None Bl N F] 515 30 a1 L na  12AUGDOT
4 Buter Bryce 0219 AMCILHXTA None N N 3 oo2s 50 41 L na  D01-FEB-S9
45 Cavasos Camen 7986 AMC/LHXTS None N NH 2 0246 50 41 oL na  01-FEBSp
I Cceon Connie 2513 AMCILHACA Time N N 3 0354 30 41 SC na  O1-AUGOS
4 Curtiss Dan 9047 AMCALHA  None N N 4 0830 50 41 L na 01-FEBS9
4  Dancy Dyanne 0943 AMCLLHXTB None N NK 1 02 50 41 9. na DI-FEBSY

igEon s T 7 Wone N N F] o318 W0 4 L na OIFEBGS
47 Emenson Erica LTAT) AMC/LHXTS Circum (recensy) N N 2 0341 %0 41 sL na O1-FEBSS
23 Evans Enn N7 AMCILHACB None N N 3 0830 50 41 9. na  DI-FEBSY
T Eams Francis F045 AMCILHX  None ] N 3 W0 4 L na OIFEBGS
24 Famsworn Fred 7422 AMC/ILHACE None N N 2 0830 $0 41 sL na O1-FEBSS
17 Fites George 8173 AMC/LHXTA None N Nt 3 0896 50 41 9. na DI-FEBSY
7 Freeman Francs EIES) AMCILH None Y NK FJ o318 W0 an L na OIFEBGS
3 Garfieid George 2079 AMCILH None N N 4 ousE $0 41 oL na O1-FEBSS
6 Gonzalez Helen 0075 AMCALHAC  None N N 4 0340 50 41 9L na  15-MAY-03
25 Gnmes Gamn §257 AMC/LHACE None N N 2 0850 50 41 SL na OI-FEB39
18 Hangen ke 2681 AMC/LHXTE None N N 3 0830 $0 41 oL na O1-FEBSS
2% Hams Henry 3813 AMC/LHADA None N N 2 0830 50 41 9. na  DI-FEBSY
T nnem Tvan Gl AMCILHADA None N MK 3 0o8s 30 41 L na OIFfEBSs
7 Iverson Jonn 122 AMCALHAD  None N N 4 0830 $0 41 9L na DI-FEBS9
28 lecns lang ANT AMCA HADA Mong N 121 A 0830 20 41 -7 na 01-FER-S9

Figure 10-26: Employee Roster Report
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10.2.13 Post Cycle Activity Report

Produces a list of employees based on leavers, joiners, temporary promotions, permanent promotions, and
demotions.

Post-Cycle Activity Report

Appraisal Status
and Lock Report Generation Options

View and lock

employee appraisals LEWHLT B EYa i AMC/LH v
xint reports Report Format | PDF format™* is standard for all reports

© Name

Maintenance
@® Office Symbol

Maintain employee Sort By

® D

* Requires Adobe®

Return To Main Page

Ctfline Interface

Paypool Notices

Important information
for your paypool
Demo Reset

Figure 10-27: Post Cycle Activity Report Selection

Acqm

R
HMDemo

Pay Pool:

Leavers
(none)

Post-Cycle Activity

Joiners
(none)

Temporary Promotions
(none)

Permanent Promotions
(none)

Demotions
(none)

Figure 10-28: Post Cycle Activity Report
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10.2.14 Supervisor Roster by Employee Report

Presents a list of employees and their supervisor.

View and lock
employee appraisals

Reports

View or print reports in
PDF format

Data

Maintain employee

ion
ntenance

ssume the role of

Supervisor Roster by Employee

Report Generation Options

Paypool Selection
Report Format || PDF format™ is standard for all reports

Command

* Requires Adobe

Return To Main Page

Figure 10-29: Supervisor Roster by Employee Report Selection

Acqm

B Supervisor Roster by Employee

HMDemo

Employee Name Supervisor, Level 1 Sub-panel Supervisor Paypool Manager
Aaron Amdt George Fites Nancy Michelsen Bob Amold
Amy Artis Peter Olson Helen Gonzalez Bob Amold
Chris Babbitt Lamy Koenig Francis Evans Bob Amold
Bamy Bums Peter Olson Helen Gonzalez Bob Amold
Bryce Butler George Fites Nancy Michelson Bob Amold
Carmen Cavasos |lke Hansen Mancy Michelson Bob: Amold
Connie Celon Peter Olson Helen Gonzalez Bob Amold
Dan Curtiss Bob Amold Bob Amold
Dyanne Dancy Ike Hansen Nancy Michelsen Bob Amold
Dennis Donaldson Richard Quarles Helen Gonzalez Bob Amold
Erica Emersen Ike Hansen Nancy Michelson Bob Amold
Erin Evans Richard Quarles Helen Gonzalez Bob Amold
Francis Evans Bob Amold Bob Amold
Fred Famsworth Richard Quaries Helen Gonzalez Bob Amold
George Fites Nancy Michelson Francis Evans Bob Amold
Francis Freeman Bob Amold Bob Amold
George Garfield Bob Amold Bob Amold
Helen Gonzalez Dan Curtiss Bob Amoid Bob Amold
Garth Grimes Richard Quarles Helen Gonzalez Bob Amold
Ike Hansen Nancy Michelson Francis Evans Bob Amold
Henry Harris Tammy Stewart John Iverson Bob Amold
Ivan Irinski Tammy Stewart John Iverson Bob Amold
John Iverson Dan Curtiss Bob Amold Bob Amold
Jane Jerris Tammy Stewart John Iverson Bob Amold
Keith Kames Vincent Udell John Tverson Bob Amold
Lance Lawrence Vincent Udell John Iverson Bob Amold
Mary Martinez Vincent Udell John Iverson Bob Amold
Nancy Michelson Francis Evans Bob Amold Bob Amold
Nolan Nance Vincent Udell John Iverson Bob Amold
Olive O'Connor Zane Yates John Iverson Bob Amold
Patricia Parsons Zane Yates John Iverson Bob Amold
Richard Quarles Helen Gonzalez Dan Curtiss Bob Amold
Ronald Rhone Zane Yates John Iverson Bob Amold
Sarah Sorenson Chris Babbitt Lamry Koenig Bob Amold
Tammy Stewart John Iverson Dan Curtiss Bob Amold
Timothy Tarman Chris Babbitt Larry Koenig Bob Amold
Vincent Udell John Iverson Dan Curtiss Bob Amold
Uli Ulanov Chris Babbitt Larry Koenig Bob Amold
Violet Vinson Eileen Daniels Larry Koenig Bob Amold
Wilson Williams Eileen Daniels Larry Koenig Bob Amold
Zane Yates John Iverson Dan Curtiss Bob Amold
Yolanda Yeakley Eileen Daniels Larry Koenig Bob Amold
Zack Zurbriggen George Fites Nancy Michelson Bob Amold

Number of Employees: 43

Report run on: 24-FEB-2011 11:09:08

Page 1of 1

Figure 10-30: Supervisor Roster by Employee Report
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10.2.15 Supervisor Roster by Supervisor Report

Presents a list of a supervisor breakdown by supervisors, listing their employees.

Appraisal Status
and Lock
View and lock

ee appraisals

View or print reports in
POF format
Data

dats
Session

Session Info

George
|Garfieid
Superuser

Supervisor Roster by Supervisor

Report Generation Options

Paypool Selection
Report Format | PDF format™ is standard for all reports
Command nerate

* Requires A

Sub-panel Supervisor First Level Supervisor
Bob Amold, AMC/LH [ Bob Amold Dan Curbss, AMC/LHA
Francis Evans, AMC/LHX
Francis Freeman, AMCLH
George Garfield, AMC/LH

Bob Amold Dan Curtiss Helen Gonzalez, AMCILHAL
John Iverson, AMCILHAD
Dan Curtiss Helen Gonzalez Fichard Quaries, AMCILHACE
John Iverson Tamnny Stewart, AMCILHADA

Vincent Udel, AMCALHADB
Zane Yates, AMC/LHADC

Francis Evans Larry Koenig hiris Babbit, AMCILHASA,
Mancy Mcheison George Files, AMCILHXTA
Ike Hansen, AMC/LHXTB
Helen Gonzalez Peter Olson Ay Artis, AMCILRACA

Barry Bums, AMC/LHACA

Connie Celon, AMC/LHACA
Fichard Quaries Dennis Donaldson, AMGILHACE

Erin Evans, AMC/LHACE

Fred Famsworth, AMC/LHACE

Garth Grimes, AMC/LHACB

John Iverson Tammy Stewar Henry Hams, AMC/LHADA

Ivan Ininski, AMCLHADA
Jane Jems, AMC/LHADA

Vincent Udell Kefth Kames, AMCILRADE
Lance Lawrence, AMC/LHADB
Mary Martinez, AMC/LHADE
Nolan Nance, AMC/LHADB

Zane Yales Oive O'Connor, AMCILHADC
Patricia Parsons, AMC/LHADC
Ronald Rhone, AMC/ILHADC

Larmy Koenig Chiis Babbitl Sarah Sorenson, AMCILHXSA,
Timothy Tarman, AMC/LHXSA
Ul Ulanov, AMC/LHXSA

Jeen Daniels Violet Vinson, AMCILFASE

Witson Williams, AMC/LHXSB
Yolanda Yeakley, AMCILHXSE

Nancy Michelson George Fites Aaron Amdt, AMC/LHXTA
Bryce Butier, AMC/LHXTA
Zack Zurbriggen, AMC/LHXTA

Ike Hansen Carmen Cavasos, AMC/LHXTB

Dyanne Dancy, AMC/LHXTE
Erica Emerson, AMC/LHXTE

Report runon:  24-FEB-2011 11:10:27 Page 10l 1

Figure 10-32: Supervisor Roster by Supervisor Report
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10.2.16 Zone A/CIP Report

Displays a Zone A/CIP diagram displaying if an employee’s OCS is 6-8 points lower than their expected
OCs.

Ac.q= Zone A/CIP Report
HEENDemo

Appraisal Status
d Lock Report Generation Options

e appeaisal Paypool Selection| Ut siz]
reports in Report Format || PDF format™ is standard for all reports

:
‘ :

* Requires A

Return To Main Page

Figure 10-33: Zone A/CIP Report Selection
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Figure 10-34: Zone A/CIP Report
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