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N | CCAS Software Overview

e Oracle application called CAS?Net

— Accessed from user’s PC via the internet using Netscape or Internet
Explorer

Master Database

— Used by data maintainers to update and maintain all pay pool personnel
data, add and delete records, and record post-cycle activities, and to
generate data files for import into the spreadsheet

— Used by SRA to generate transaction files to update DCPDS and data files
for post-cycle analysis

Appraisal and Sub-Panel Meeting Modules
— Used by first level supervisors to set scores and to input factor comments

— Used by second level supervisors in concert with first level supervisors to
review scores (sub-panel meetings)

— Used to print Part Il forms




N | CCAS Software Overview

« Sub-Panel Meeting Spreadsheet (MS Excel application)

— Offline alternative for sub-panel to review/set scores

 CCAS Spreadsheet (MS Excel application)

— Review scores of entire pay pool
— Used to set GPI, CRI, and CA compensation adjustments
—- Used to generate Part | of each employee’s appraisal form

« Comma-delimited text files (.csv)
— Used to pass data between the database and the two spreadsheets




N | CCAS Software Architecture

CAS2Net (5
Database -
—

User Modules

A

v

Browser CCAS Spreadsheet "
Factor comments
Personnel and appraisal
Data scores
Changes :
Data Maintainer Supervisors

and
Sub-panel Managers




Acqm CCAS Software Architecture

B . -
Importing and Exporting Files
BDemo e e
, /\ .
CAS*Net N Data is passed between the
CCAS CCAS Spreadsheet and CAS2Net
Master . . . -
Offline Interface Database via comma-delimited text files
\_(Oracle) ~ (.csv file extension)

Internet

(NIPRNET) \
l‘ upload
“Round Trip”
download V \

.csv file |— Import— ccAS Spreadsheet | —€XPOrt—| cgy file
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B CAS2Net

| There are no changes to the on-line CAS2Net software
this year!

* One data maintenance hint: Post-cycle losses from last year that
have not been deleted from the database do not show up on the
data maintenance pick lists this year. To find them you must use the
query form.

12



N Both Spreadsheets

* Added the number of employees rated by each supervisor
to the Delta Stats sheet

* Improved the process for hiding records of panel members
— the recommended steps are:
— First, select the rows you don’t want visible and use the highlight
function to black them out

- That way, even if they are inadvertently unhidden, no sensitive
information will be revealed

- Then, either hide the rows, or put a code in a wildcard column and
filter them out

— Hidden employees will no longer show up on the scatter plots (new
this year!)

Continued ...

13



N Both Spreadsheets (cont’d)

- If you have filters set and click on the “Unhide all Rows” button, you
will be asked if you want to clear all filters, which is required before
you can unhide all rows

—~ Reminds you that you have rows filtered out (new this year!)

— After you unhide a row on the main data sheet, that employee’s dot will
show up on the scatter plots

e NH/NJ/NK tabs are now hidden

— Hiding rows or columns on the main data sheet now carries over to
those sheets, so they no longer need to be visible

« Table tab and the “Category” column are now hidden

- They are only used internal to the spreadsheet, and they caused a
lot of questions and confusion

14




B CCAS Spreadsheet

e Added Column DP “Approved CRI + Approved CA”

* Adjusted the Locality Pay calculation on the Part | to keep
total pay (base + locality) below the Executive Schedule
Level IV limit

- Only affects a few of the highest paid employees in the highest
labor cost areas

15



B Sub-Panel Spreadsheet

 Added a row at the bottom to create a column hiding
template (like the CCAS spreadsheet)

16
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B What do | do if | have a problem?

First, try to resolve the problem locally — talk to CCAS experts in your pay pool
or other data maintainers at your location

- Army activities call Jerry Lee at 703-805-5498 or Tim Zeitler at 703-805-1077
- At Edwards AFB, check with your local AcqDemo Project Office

If you are having problems connecting to the CAS2Net website, contact the
server hosting agency (Army ALTESS)

_ (800) 981-3234

If you are having problems with your personnel data or DCPDS, contact:
— Darlene Reinhard, SRA, (210) 832-5214, darlene_reinhard@sra.com
- Mike Simmons, SRA, (210) 832-5229, mike_simmons@sra.com

If you are having problems with the CCAS or Sub-Panel spreadsheets, contact
one of the following:

- Army, Jerry Lee at 703-805-5498, jerold.a.lee@us.army.mil

-~ DoD AcgDemo Office, Jerry Lee at 703-805-5498, jerold.a.lee@us.army.mil
- ALTESS (800) 981-3234

- Mike Bowling, SRA, (210) 832-5221, mike_bowling@sra.com

- Dan Leighton, SRA, (210) 832-5225, dan_leighton@sra.com

18




B What do I do if | have a problem? (cont'd)

« If you are having problems with CAS2Net, contact one of the following:
- Army, Jerry Lee at 703-805-5498, jerold.a.lee@us.army.mil
-~ DoD AcgDemo Office, Jerry Lee at 703-805-5498, jerold.a.lee@us.army.mil
- ALTESS (800) 981-3234
- Karl Boehm, SRA, (703) 558-4065, karl_boehm@sra.com
- Tony Hoang, SRA, (703) 526-4872, tony _hoang@sra.com
- Bob Rue, SRA (210) 832-5232, bob_rue@sra.com

» Check the AcqDemo website (www.acgdemo.com) regularly for
iInformation and updates

— Help desk numbers will also be posted on the website

* Any significant announcements will be emailed to the data maintainers from
the AcgDemo Project Office

19



N | Notional Schedule of 2005/6 CCAS Events

Training
— 13 September (AM & PM) — National Capital Region
— 15 September (AM) — Huntsville, AL
— 22 September (AM) — Warren, M

Sept-Oct -- Data Maintainers update and correct their databases; employees
prepare self-assessments (Part Ill); supervisors prepare their assessments (Part
II) and assign preliminary category scores

Oct-Nov — Sub-panels meet to assign final integer scores; SRA periodically
checks pay pool data against DCPDS and posts discrepancy reports on
CAS2Net; data maintainers correct data errors

Early Dec — Pay Pool Managers make preliminary compensation decisions
(pending final GPI)

? Dec — Final 2006 GPI and locality rates loaded into CAS2Net -- Data
Maintainers MUST make a round trip to capture the new rates

NLT 4 Jan -- Data maintainers must certify final uploads to CAS2Net
8 Jan -- New pay rates go into effect
9 Jan — SRA posts upload files for the DCPDS regions

27 Jan or 2 Feb (depending on component) -- Employees receive first pay checks
at the new rates

20
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- Logging on to CAS2Net
MDemo
;f e e e _@_—l_. e h ttps: // acq demoii.ar my.m 1
Address |&] https:jjacademaiarmy.mi =

e Username and password are

HEEDemo initially your last name + your

Welcome to CASNet first initial + the last 4 dlgltS of
your social security number

]
Login to CAS2Net E

* For example, Francis Freeman
(333-33-3333) would have an
Initial account of:

— Username: freemanf3333
-~ Password: freemanf3333

|&] Done T

22



CAS2Net — Welcome Screen

University

Welcome to CAS2Net , Francis Freeman !

| ]
HEEEDemo
Appraisal Status The information contained herein is covered by the Privacy Act of 1974.
and Lock Personnel data requires safeguarding IAW AFR 37-132.

Wiew and lock

employee appraisals
Reports

W 6 Ul fpeis I Please choose a module from the navigation bar at the left.
FPLF format

Data

Maintenance
hdaintain employes

1 1 data
NaV|g atl on Issues Tracking
Froblem reports and

Frame change requests antry

and tracking
Passworid
Maintenance
Change wour pasamard
Offline Interface
Offline Interface

Paypool Notices

Important information
forwour pawpoaol

Logout
Exit CAS2Net

P;all:ll'lli— = - nkternet
D R 23




- Changing Your Password

Explorer provided by Defense Acquisition University

« Itis very important to change
your password

Password Maintenance

Your current login session is:
Name: Freeman, Francis
User ID: AIFREEMANF9153

 Your new password must meet

the following criteria:
e S — ' — Be at least 8 characters long

Enter current pas

Snte ner B — Contain at least one uppercase letter

Re-enter new password: an d one num be r

— Cannot begin with a number

-~ Cannot contain one of the following
special characters: @ /

- Be different from your username

— Be different by at least 3 characters from
@hone 8 g current password

24



Ensuring the Data are Correct
Reports Module

CAS*Net Reports

 Employee roster

— Best way to get a snap shot of your

pay pool

— Need to ensure that every
employee has the correct
information (salary, broadband,
career path, locality, CCPO,
occupational series, presumptive
status, retained pay)

w | CHME B[4 4k M % Shes -@ QOMNE - K

||_|:

Acqm
[ Employee Roster

- * Download employee data

— Download (.csv format) pay pool
data and pull into a blank Excel
spreadsheet

= 25



Ac.q= Adding, Modifying, Removing Employees/Supervisors

Data Maintenance Module

/2 CAS2Net - Microsoft Internet Explorer provided by Defense Acquisiti ﬁ . Ad d i n g R e C O rd S
|| Fle Edt ven Faowes Tods Mep
— Insert New Employee Record

 Changing Records
— Modify/Delete using Quick Pick

o List
— Modify/Delete using Query
el Form

Maintenance

26



Inserting a New Employee/Supervisor Record
Data Maintenance Module

« Demo Employees

Add an Employee Record

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

First Name: *
Middle Initial:
Lasi Name: *
Suffix:
SSN: ®

Part 2: Complete this section for all Demo employees

Demo: EDemo

Start Date: | | calenoar |
— T

Session

Retained Pay
Status:

Presumptive
Rating Status:

Last OCS:

Post-cycle

* All employees, demo supervisors, and non-
demo supervisors of demo employees must have

records in CAS2Net

Name

SSN

Demo checkbox (checked)

Start date

Basic Pay

Retained pay (tied to salary and CP/BB)
Presumptive status

Post cycle activity (promotions, etc.)
CCPO

Locality

Service

Career path

Broadband

Pay pool #

Office symbol

Occupational Series

Group (employee, supervisor, sub-panel)

* Non-demo employees (military,

SES, etc.)

Name
SSN
27



Person ID:

First Name:

Middle Initial:

Last Name: %babb%
Social Security Num:

Demo:

Presumptive Rating Status:

Servicing CPO:

Service:

Broadhand Level:

Modifying Employee Data Using Query Form

Data Maintenance Module

Search criteria may consist of one or
many of the following:

ID

Name

SSN
Demo/non-demol/all
Presumptive status
Servicing CPO
Service

Broadband

Pay Pool #

Office symbol
Career path
Occupational series
Login name

Group (supervisor, sub-panel, etc.)

Multiple sort options

28



Acqm Modifying Employee Data Using Query Form
- Data Maintenance Module

« If your query results in one person,
then that employee’s detail screen
will automatically open

« If your query results in more than
one person, the list of employees
who met the criteria will appear

10 records are displayed at a time

* You can jump quickly by tens using
the page links on the right side of
the form

* Click on the ID of the person whose
detail you wish to modify

29




Acqm Modifying Employee Data Using Quick Pick Lists
- Data Maintenance Module

ZCAS2Net - Microsoft Internet Explorer provided by Defense Acquisition University.

JF\\e Edit Yiew Favortes Took Help

Employee Picklists By Career Path ° nghllght the person’s name In the
drop down list whose detail you

S wish to view and click the submit

I¥H - Eusiness Management and Technical Management Frofessional

Garfield, Gearge (AMCILH) = b Utto n

Amit, Aaron [AMC/LHATA) -

Arndt, Aaron (AMC/LHETA)
Artis, Amy (AMC/LHACA)
Da

NJ - Technical Management Support

NK - Administrative Support

 The person’s employee detail will

Irinski, lvan (AMC/LHADA)
Karnes, Keith (AMC/LHADE)

Williams, Wilson (AMC/LHXSE; automatlca”y Open |n a Separate

window

Maintenance

30



Assigning Group Roles in CAS2Net

Supervisory Structure

-
BDemo
Pay Pool Manager
Sub-Panel Manager
Supervisor Supervisor Supervisor

Employee | Employee | Employee
Employee | Employee | Employee
| Employee — | Employee

— | Employee

Employee

 Employees have to be assigned to
supervisors at three levels

15t level supervisor
— Sub-panel manager
- Pay pool manager

Writes appraisals and recommends
categorical/numerical scores

31



Acqm Assigning Group Roles in CAS2Net

Supervisory Structure Example

(Sub-Panel Manager)

Larry Koenig

/

\

Chris Babbitt
(Supervisor, Level 1)

Eileen Daniels — mil.
(Supervisor, Level 1)

|

Sarah Sorenson
Timothy Tarmon

Ul Ulanov

l

Violet Vinson

Wilson Williams (NK)

Yolanda Yeakley

32




Assigning Group Roles in CAS2Net

Data Maintenance Module

User Account:

Login Name:

Group:

DO NOT need to complete
this section for employees

For supervisors, sub-panel
managers, and the pay pool
manager

—  Check the checkbox to create an
account

- DO NOT fill in the Login Name
text box (CAS2Net will
automatically assign a username)

— Last name, first initial, last
four of SSAN

— Use the radio buttons to assign to
proper group
— Assign to highest applicable

group
33



Acqm Assigning Group Roles in CAS2Net

Supervisory Structure

» Before you begin assigning
Contribution-based Conlpens%ﬁitT and Appraisal System Software S u p e rVI S O rS t.C) e m p I Oye e S J
every supervisor must have an
account (record) in CAS2Net

* Two options for assigning
SUpervisors:
— Assign supervisors to an employee
— Assign employees to a supervisor

34



Assigning Group Roles in CAS2Net

Supervisory Structure

e Assigning supervisors to an employee

— Select the employee you wish to
assign supervisors to from the drop
down list

— Using the respective drop down lists
assign each level of supervision

) CASZhet - Microsait Internet Euplorer provided by Deflense Acquisition Unfversity

— Direct reports to the pay pool manager
should have a “null” sub-pool manager
value

35




Assigning Group Roles in CAS2Net

Supervisory Structure

* Assigning employees to supervisors

— Select the supervisor you wish to
assign

— Select the level of supervisor (first
level, sub-panel manager, pay pool
manager) by clicking the associated
radio button

— Check the employees who belong to
that supervisor

— Click submit at the bottom of the form

36



Acqm Assigning Group Roles in CAS2Net

Supervisory Structure

* Replacing supervisor
assignments

— Select the level of supervisor
that is being replaced (first level,
sub-panel manager, pay pool
manager)

— Select who is going to be the
replacement

37



Assigning Group Roles in CAS2Net

Making sure it is correct

)1 Anret - Musrosslt okt Explorer previded by Dl Aoguisition Unversity
Fle EM Vew Fros Tok Hed

n:

*  Two reports will help you ensure your supervisory
structure is correct

e Supervisor roster by employee

- Lists employee, first level supervisor, sub-panel
manager, and pay pool manager

e Supervisor roster by supervisor

- Lists pay pool manager, sub-panel supervisor, first level
supervisor, and employee

A rASP Mhoroalt Interret Exlores prervided by Deberse Acgursition University 18] x] B (ASPL Micrmall Tntrenet Fxploner pravided by Delonse Acguisflion Linkeeraiby M1
Fls [ View Faotes Tok  hel [ = | Fls [ View Faotes Tok  hel | = |

=] < - E AP B Ak e @ -2 OO[E 2 -|H =] < - E AP B Ak e @ -2 OO[E 2 -|H
&l e -] B -8 |

v v
Acqm Acqm
= Supervisor Roster B
MDemo
Paypoc! Manager Sub-panel Superviscr First Lovel Supervisar Em ployes Nama
Bob Aokl AMCLH inone) Bob Amold C
w3 Erabbl
Barry Burres
Ecb Armeld Dan Curtiss. ele ARICILHAL
on, AMGILHAD
Francs Evare
Dan Curtiss Helen Gonzaler ob Ao
Sl dor B Al
Tohn earwon Erica Emerson Bob Amald
Erin Evans Bab &mald
Bob Aenald
Francs Evona Loy Kosn Bob Armald
Warcy |.'.r|-i|-..\n Bk Aemald
Bab Amald
Bob Ameald
Felen Gonzades Peter Olson Bub Aerwold
Bob Arrald
Bob Amald
Fichard Cuarles Bob Amald
Bab Armald
Bab Amald
| Bob Armald
> T Tvarson Tk Aenald
Jabs mmy Vincent Lidel John Iverson Bob Amald
o Vincont Lided Johi lvatson Bob Amald =
STl 7e1 * 7 ssznim 1O £l [[$T " T 1er1t v w0 gsamim 10 | | LI_I




- Data Quality Assurance

e The quality of your pay pool data is critical and is
checked in CAS2Net in two ways

* Internal DQA (via data maintenance module)

* Discrepancy Reports (via pay pool notices module)

39



Data Quality Assurance
Internal Data Quality Assurance (DQA)

* The internal DQA report, can be run by DM at any
e Msebige B time to check for:

- Employees with no first-level supervisor, sub-panel
supervisor, or pay pool manager

- Employees with start date out of range

- Missing CCPO, Service, Career Path, Broadband, or
Locality Area

- Post-cycle promotions with base pay >= promotion pay
- Post-cycle demotions with base pay < demoted pay
- Post-cycle promotions with promotion pay outside of

range
05T HREMNEL eplorer provided by De(Ense ACUSIan University alelxl

B o - Presumptives to be recertified but have no previous OCS
- Presumptive due to time status does not match start date
- Base pay is too low for broadband and career path

- Retained pay status is inconsistent with base pay

- Duplicate SSANs

- More than one person listed as pay pool manager

- Post-cycle promotion with current broadband >=
promotion broadband

- Post-cycle demotion with current broadband <= demotion
broadband

- Expired temporary promotions

40



Data Quality Assurance

Contribution-based Compensation and Appraisal System Software

CAS?Net

Paypool Notices List

E racrosalt Encel - ppi Somi 3e0v 02 _discrepancy.sds =181 ]
] b B3 vew Jreet Fomast Fook e Wndow o -8 x
By SRV rhe-f . L e
C E F | G | H ] J K -

| |DISCREPANCY REPORT FOR PAYPOOL:  AMC_LH  on 13MOVOZ |
= —

4 | THE FOLLOWING INDIVIDUALS ARE NOT FOUND ON OUR MDCPDS EXTRACT

5 |Pleasa vorify that thay belong in your database

6

7 |0 S5 Harne C Retain Pay Presumgtae  Basepay

UBEFiF 431-23-4343 Tast Test MNH na Q 4B

9 (1243 334323333 Somebody Jo# HH [i T3S

10

11 [THE FOLLOWING RECURDS HAVE A DISCREPANCY BETWEEN BETWEEH PAYPOOL INPUT AND MICPDS

12

13 o S5AH Mare Wismatch

18123433 3273232222 Test Tem2

15 C C RO CHI0 FT MONMOUTH bJ*

16 b DSTUNE ARSENAL AL~

17 Lac -

18 b

12

20 4343 44444 Jones Sam

2 ELEC RD CMID FT MONMOUTH MJ*

Fr} D REDSTONE ARSENAL AL

FE] ok -

2

o

36 (4343 00G-3IM

Fid o= 1071

0

2

£}

ET]

32

Ex}

34

%

%

ar |
]

= =
aae winctionn ) Repuort { etk [ 14 I L1/

Discrepancy Reports

Data in the CAS2Net will be
compared against the Defense
Civilian Personnel Data System
(DCPDS)

Results of the comparison will be
distributed to the pay pools via
discrepancy reports

Located in the pay pool notices
module

Should not assume that the DCPDS
data is correct, if you are not sure,
ask your human resources office

41
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Who Does What?

(Sub-Panel Manager)

Larry Koenig

/

\

Chris Babbitt
(Supervisor, Level 1)

Eileen Daniels — mil.
(Supervisor, Level 1)

|

Sarah Sorenson
Timothy Tarmon

Ul Ulanov

l

Violet Vinson

Wilson Williams (NK)

Yolanda Yeakley

43




What Level 1 Supervisors Can Do

A CAS2ZNet - Micro:
JF\\e Edit  Yiew

nternet Explorer provided by Defense Acquisition University

Acql
| | ]
HEEDemo

Empl

Welcome to CAS2Net , Chris Babbitt !

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

Personnel data requires safeguarding IAW AFR 37-132.

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

‘@ Done:

N

Employee Appraisal

- Complete Part Il (supervisor
assessment) and recommend
appraisal scores

Reports
—  Print Part Il Forms

Issues Tracking
— Report problems with CAS2Net

Password Maintenance
- Change password

Logout
-~ Logout of the CAS2Net

44



Employee Appraisal

Employee Appraisal

Perform appraisal on:

Each supervisor can see only
those employees whom he or she
supervises

Red X's on the yellow folders
indicate an incomplete appraisal

Green checks on the yellow
folders indicate a complete
appraisal

Supervisors simply click on the
name of each employee to open
the appraisal window

45



Employee Appraisal

Year 2003

e b into the respective text box. Each text
box holds 4,000 characters.

|« Supervisors enter in factor comments

e Supervisors can assign categorical
and/or numerical scores for each
factor depending on pay pool
guidance

* All supervisors within a pay pool
should complete the employee
T appraisal module consistently:

Career Path: Busmess

LAsiet - Micresoll Inberet Explorer pravided by Defense ACqusiin University =l =]
Pl Cd Ve Pavorler  Took teb [ v |

- Either every supervisor completes the
online form or no one does

— Every supervisor should assign the
same type of scores — all just
categorical or all both categorical and
numerical for example

46



CAS*Net Reports

Reporis List

Retum To Main Fage

Supervisors can print draft and final Part Il forms at
any time, but should not distribute the forms to
employees until the pay pool manager has approved
the final scores and appraisals

Data maintainers may also elect to print all the Part Il
forms and then distribute them to each supervisor

Before the final upload is complete, any printed Part Il
forms will display a message stating that they are

44 M|#% 2 -@ D0O0E|3- R

CCAS SALARY APPRAISAL DOCUMENT

NAME: Uk Ulanoy ORGANIZATION: AMC L

RATER: Chiss Babbilh bes: 6

PARTIL Super

Unrated

hmicns 20 peoblee. Pros
areuss individid tisim dovelopment

Unrated
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N What Sub-Panel Managers Can Do

; CAS2Net - Microsoft Internet Explorer provided by Defense Acquisition University =) 5[

JFiIe Edt Wew Favorites Tools Help ﬁ

Acqll Welcome to CAS?Net , Larry Koenig !
[ [ |
HENDemo
Employee The information contained herein is' covered by the Privacy Act of 1974,
Appraisal Personnel data requires safeguarding IAW AFR 37-132.

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

@] Dene |15 |8 meemet

Employee Appraisal

—  Complete Part Il (supervisor
assessment) and recommend
appraisal scores

Sub-Panel Meeting

-~ Review and consolidate appraisals
and recommended scores

Reports

—  Print Part lIs
Issues Tracking

— Report problems with CAS2Net
Password Maintenance

-~ Change password

Appraisal Status

— Appraisal status for supervisors under
sub-panel manager

Logout
— Logout of the CAS2Net

49



Appraisal Status

Appraisal Statos

» Displays aggregate statistics for
each supervisor in the sub-panel.

* By clicking on the supervisors
name, scores for each employee
will be displayed. The OCS and
expected OCS are also displayed.

50



N Employee Appraisal

552 = sn Et nrenvided by Defense Acquisition University ° C | i C k O n th e e m p | Oye e ,S n am e to
B e Py complete the Part Il assessment

Perform appraisal on:

Preliminary Status| Integer Status | Erj Presumptive Status

/] 7]

e Functions the same as level 1
supervisors

appraisals

Logout

ession
Maintenance

51



| Sub-Panel Meeting

 The main menu for the sub-panel
meeting module presents several
Contribution-hased C ompensggg?;:td Appraisal System Software O p t| O n S

Sub-Panel Meeting Menu

— Three radio buttons allow the
manager to select which career
path he would like to look at. Only
one career path can be viewed at
one time

— Two options for running a sub-
panel meeting

— Composite score module
— Presumptive employee list
— Scatter plot

— Offline meeting option

Integer (Final) Score Module

Plot OCS vs Current Salary

Offline Sub-Panel Meeting
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Preliminary Scores

Used to facilitate the CCAS
benchmarking and ranking process

* Sub-panel managers can move
employees:
— left and right between categories
— up and down within a category

* Numerical scores can also be
assigned by double-clicking on an
employee’s name
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B Integer Scores

« Used to facilitate the CCAS
benchmarking and ranking process

* Numerical scores can be assigned
by selecting the employee’s name,
selecting a score from the drop-

down list, and clicking assign score

« Categories that are green, have
employees in them and they all
have scores

« Categories that are white, have
employees in them, but they do not
all have scores yet

« Categories that are gray, do not
have employees in them
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N Composite Scores

* Sub-panel managers can use the
composite score module to see a
rollup of the scores

Composite Score Module

Name  |CareerPath m OCS Score [Expected Score [Final Rail Psn
e - @l B

Close Window

[&] Done [ 18 g mtemet
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| Presumptive Employees

* Sub-panel managers can see a
listing of employees within their
sub-panel who are presumptive

@] one N
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N Scatter Plot

« A scatter plot showing the
i o v o T [+ | employee’s current base

 https://cas2net.sra.com/reports/rwcgib0?db=acqtest&report=/ora3/app/reports/marmtg_graph2.rep&P - Micrasoft I —|&] x|

B3 E e (8 B0 E]K < b v« ]eh= |- e|0O0NEE-|[Q | | d : h E
aEslE salary plotted against their
dl SPL Plot of OCS vs Current Salary ﬂ
fé Employees reporting to Francis Evans {Sub-Panel Meeting) O CS
E S140,000 —
el
E §120000 —|
£
?m_ 5100000 —|
7 s80,000 —|

s60,000 —|

540000 —|

s20000 —|

30 T T T T T T T T T 1
0 10 20 0 40 50 & ™ 80 %0 100

Employee oCcs Salary

IChris Babbitt 75 $61,86

IGeorge Fites 76.5 $62.,891

Ike Hansen 73.8] $63,924

[#] W 41011 » 1 Bsx1in [0 A A 4] L;I

|&] pone | |5 | mernet
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B Offline Meetings

* The sub-panel manager has the
Contribution-based Compensation and Appraisal System Software 0O pt| on tO use th e Su b - p ane I

CASNet

Ofts et spreadsheet to conduct the meeting

' . !Da’Fa. maintainers are the only
individuals who have access to both
the CCAS spreadsheet and the sub-
panel spreadsheet

* Sub-panel managers can do uploads
and downloads but will have to get
the spreadsheet itself from the data

o= Cslenee maintainer
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Appraisal Status and Lock

e Appraisal Status

— Data maintainers can see the
status of supervisors completing
assessments and some
aggregate statistics on how they
scored their employees

— Click on a sub-panel manager’s
name and the scores of each
employee in that sub-panel will
appear in a separate window




« Appraisal Lock

e
| EBak - S - Doearch [ilFavories (o |- S H &

-~ Data maintainers can lock out

individual sub-panel meetings,

P ? tion|

IR
44 44 o sy

Lock Entire Paypool

preventing any further changes to
scores (factor comments can still be
changed)

 Once a sub-panel is LOCKED:

15t level supervisors will not be able to
enter change appraisal scores

— Sub-panel managers will not be able
to conduct sub-panel meetings using
the online module, nor will they be
able to upload or download data into

their sub-panel spreadsheet

[ 18 [ werer

]
Histart H E5BH ”H [Btrbes - Miceseft .| SyrRamang | Ejcasaetoet |[Eicasavet-ricr..

zomsmawt o | ocking the entire pay pool prevents
any supervisor/sub-panel manager
from changing scores
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| What is the CCAS spreadsheet?

It is actually a stand-alone VisualBasic application built around an Excel
spreadsheet 10 120

It contains ,’L/thabbed worksheets and the main data sheet has ]7/16 columns

Most of the columns contain formulas and are “protected” (i.e., you can’t
change them); only columns intended for data entry are “open”

The tool comes “empty” (i.e., it contains no data) until you download your pay
pool file from CAS2Net and import it into the spreadsheet

The rows will contain information on each demo employee in your pay pool as
of 30 Sept 2005

The spreadsheet can be used to enter or modify factor scores (categorical and
numerical)

The primary use of the spreadsheet is the allocation of General Pay Increase
(GP1), Contribution Rating Increase (CRI), and Contribution Award (CA)
dollars to employees based on their Overall Contribution Scores (OCS)
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- How do | get the spreadsheet?

Create a folder on your computer in which you want to store the spreadsheet
Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
Select “Pay Pool Notices” from the links on the left

In the File Name column, you should see an underlined link to a file called
“CCASvV7.0.xls” (version number may change during the cycle as errors are
reported and corrected)

Follow the download instructions on your screen, which is do a right-mouse
click then select “Save Target As....”

When prompted for a save location, point to the folder you created
Save the file (it may take a minute or two to download)

You now have the “empty” CCAS spreadsheet saved on your computer!
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- How do | get my pay pool data for the spreadsheet?

* Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
o Select “Offline Interface” from the links on the left
e Click the “Download Employee Data” button

* Inthe File Name column, you should see an underlined link to a file called
“PPXXX_to_CCAS.csv” where “XXX” is your pay pool number

— Do NOT download any of the files labeled “ppXXX_to_Sub-Panel Name.csv”; these
files will NOT import into the CCAS spreadsheet!

* Follow the download instructions on your screen, which is do a right-mouse
click then select “Save Target As....”

 When prompted for a save location, point to the folder you created for storing
the CCAS spreadsheet

« Save the file

* You now have your pay pool data ready for import into the “empty” CCAS
spreadsheet saved on your computer!
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| How do | get the data into the spreadsheet?

 Open the CCAS spreadsheet (CCASv7.0.xIs)

 When prompted, select “Enable Macros”

—- If you don’t get this prompt, your security setting in Excel may be set too high. In
Excel, go to <tools><macro><security> and change the setting to “Medium”

* Once the spreadsheet is open (which may take a few seconds), click the
“Import” button on the custom toolbar at the top. You will be prompted to select
the file to be imported

« Select the file you downloaded from CAS2Net (ppXXX_to CCAS.csv) and click
“Openll

* Depending on the size of your pay pool, this may take a few minutes, during
which time the screen will flash and change

* You will receive a confirmation message that the import was successful. Go to
the tab labeled “Data” and confirm that you have a row of data for each demo
employee in your pay pool
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B What do | do if the data are wrong?

If you discover personnel data that is wrong in the spreadsheet, such as pay,
presumptive status, career path, or broadband, it must be corrected in CAS2Net
(these columns are protected in the spreadsheet and cannot be changed!)

However, to preserve any scores or pay adjustments you have made in the
spreadsheet, you must first transfer the data to CAS2Net as follows:

Click the “Export” button on the custom toolbar and at the prompt indicate where
you want the export file saved (the file name is “ppXXX_to Master.csv’ where
XXX is your pay pool number)

Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
Select “Offline Interface” from the links on the left

Click the “Upload Employee Data” button and then click “Browse” to locate the
file you just exported from the spreadsheet. Once you have selected it, click
“Open” and then “Upload File”. After a few seconds you should see a list of the
records that were successfully uploaded and any errors that were encountered.
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B What do | do if the data are wrong? (cont’d)

 Now you are ready to correct the erroneous personnel data in CAS2Net — see
the instructions for Data Maintenance

* Once the errors have been corrected, repeat steps 2 and 3 to download the
corrected data to your computer and then import it back into the CCAS
spreadsheet

* You now have correct personnel data in your spreadsheet, including any score
or pay information you had entered before discovering the errors

This is called a “Round Trip” and you may

have do several of them during the cycle.

Be sure to follow the instructions carefully
so you do not lose any valuable
information in the spreadsheet
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B How do | enter/change preliminary scores?

Depending on how your pay pool operates, your employees may or may not
have categorical scores when you import data into the CCAS spreadsheet. If
you need to enter or change categorical scores, follow these steps:

On the “Data” tab click “Scores” under “GoTo” in the upper left corner of the
worksheet — this will take you to columns AB through AG which contain the
preliminary or categorical scores

— Note that the employees’ names and SSN’s remain visible no matter where you are
on the Data sheet

To enter or change a score, simply click in the appropriate cell, then click the
down arrow to open the list of valid categories for the employee’s Career Path,
and then select the category you want to enter
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B How do | enter/change preliminary scores? (cont'd)

* You can also type in the categories (e.g., 2H, 3M, 4L); however, if you type

something that doesn’t match a valid category for the employee’s career path,
you will get an error message

Please do not copy and paste ranges of
preliminary scores into the CCAS
spreadsheet from another spreadsheet. If
any of the scores are inappropriate for the
employee’s Career Path you can damage
the spreadsheet

Also, please do not delete preliminary
scores once they are entered. If you want
to replace them with blanks, select the
blank from the top of the dropdown list of
valid categories
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N | How do | enter/change integer scores?

* Depending on how your pay pool operates, your employees may or may not
have numerical scores when you import data into the CCAS spreadsheet.
Before your pay pool manager can proceed with pay adjustments, every non-
presumptive employee must have numerical scores for all six factors!! If you
need to enter or change numerical scores, follow these steps:

 On the “Data” tab click “Scores” under “GoTo” in the upper left corner of the
worksheet — this will take you to columns AH through AM which contain the
numerical scores

« To enter or change a score, simply click in the appropriate cell, then click the
down arrow to open the list of valid numerical scores for the corresponding
categorical score, and then select the number you want to enter

— If there is no corresponding categorical score for a factor, the drop-down list includes
the entire range of numerical scores appropriate for the employee s Career Path and
broadband
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N | How do | enter/change integer scores? (cont’d)

* You can also type in the numbers; however, if you type something that doesn’t
match a valid score for the corresponding categorical score, you will get an
error message

Please do not copy and paste ranges of
numerical scores into the CCAS
spreadsheet from another spreadsheet. If
any of the scores are inappropriate for the
corresponding categorical score you can
damage the spreadsheet.
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N | How can | format the spreadsheet for printing or projecting?

* You can hide a row or column by selecting any cell in the row or column and
then clicking the appropriate “Hide” button on the custom toolbar at the top of
the Data tab. If you “hover” on the button it will indicate whether it hides rows
or columns (the graphic on the button provides the same information)

-~ You can hide ranges of rows or columns by highlighting cells across the range and
then clicking the appropriate “Hide” button

- You can unhide rows/columns by highlighting the cells on each side of the hidden
rows/columns and then clicking the appropriate “Unhide” button

— You can unhide all hidden rows/columns by clicking on the appropriate “Unhide All”
button

* You can sort the rows on the Data tab by clicking on the “Sort” button on the
custom toolbar at the top of the sheet. You can sort on any column, or
combination of up to three columns. Sorts may be in either ascending or
descending order.
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Acq. How can | format the spreadsheet for printing or projecting?
| (cont'd)

* You can display only the rows containing a particular value in a particular
column by using filters or combinations of filters (e.g., display only NH-2s).
Each column heading contains a drop-down arrow — activate the filter by
clicking the arrow and then selecting the value you want displayed from the list.

- Once afilter is activated, the drop-down arrow turns blue. You can de-activate the
filter by clicking the blue arrow and selecting “All” from the list.

— You can de-activate all filters in the spreadsheet by clicking the “Clear All Filters”
button on the custom toolbar

* You can highlight a cell or range of cells by selecting the cells and then clicking
the “Highlight” button on the custom toolbar at the top of the sheet. This gives
you a pallet of colors with which to highlight the cells. You can remove the
highlighting by selecting the cells, clicking the “Highlight” button and clicking
the “No Fill” button.

* You can print sections of the spreadsheet by selecting the area to be printed,
then going to <File><Print Area><Set Print Area> and then printing the
selection

- You will always get columns A and B (first and last name) in addition to the columns
you selected. You will also always get the column headings.
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Acq. What reports/displays are available to help my pay pool
review scoring results?

Matrix Tab — Lists employees by factor score and OCS within each Career
Path and by OCS for the entire pay pool. The sort order can be changed with
the buttons on the left.

Rails Tab — Shows the number and percent of employees by rail zone within
each Career Path and overall.

- Inferred distribution is estimated from categorical scores (if you use them)

— Final distribution is based on numerical scores

Delta Stats Tab — Shows average Delta OCS by Career Path and by first-level

supervisor. Delta OCS is the difference between an employee’s expected

OCS (computed from their base pay and the Standard Pay Line) and their

actual OCS

-~ You can compute Delta OCS for groups other than first-level supervisor by

identifying the groups in Column H (Wildcard 1) on the Data tab and then clicking
the “Wildcard 1” radio button under “Delta Plot Grouping” at the top of the Delta
Stats tab

— The report also shows Standard Deviation, a statistical measure of the range of
Delta OCS for each group
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Acq. What reports/displays are available to help my pay pool
review scoring results? (cont’d)

» Delta Plot Tab — Plots the information from the Delta Stats tab graphically

 Cur OCS Tab — Scatter plot of each employee’s current base pay and OCS
superimposed on the SPL and rails (most useful display)

— Each Career Path is shown with a different symbol; symbol size can be changed with
the “Format” button on the custom toolbar

- Each employee’s name can be viewed by “hovering” the cursor arrow on the dot

 Inf OCS Tab — Scatter plot of each employee’s current base pay and estimated
OCS (based on categorical scores) superimposed on the SPL and rails

« New OCS Tab — Scatter plot of each employee’s new base pay and OCS
superimposed on the SPL and rails

You can copy and paste the scatter plots into PowerPoint or Word, but
be sure to use <Edit><Paste Special><Picture> or you will copy the
entire spreadsheet into your briefing or document!!
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Acq. What reports/displays are available to help my pay pool
- review scoring results? (cont’d)

« If you hide employees on the main data sheet and no longer want their “dots” to
show up on a scatter plot, just click the “Replot” button at the upper left of the
scatter plot sheet

« Likewise, if you unhide employees on the main data sheet and now want their
“dots” to show up, click the “Replot” button on the scatter plot sheet
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| How do | help my pay pool manager set up a pay scenario?

Go to the “Parameters” tab and do the following:

In the yellow cell next to “CRI%” type in your pay pool's CRI percent. This
must be at least 2.0% unless your pay pool is in its first CCAS cycle, in which
case it must be at least 2.4%

In the cell next to “CRI Set-Aside” type in either the percent or dollar amount of
the CRI pot you want set aside for discretionary allocation

— This should not exceed 20%

- The radio buttons tell the spreadsheet whether you are going to enter the set-aside
as a percentage or dollar amount
In the yellow cell next to “Awd%” type in your pay pool’'s CA percent. This
must be at least 1.0% unless your pay pool is in its first CCAS cycle, in which
case it must be at least 1.3%

In the cell next to “Awd Set-Aside” type in either the percent or dollar amount of
the CA pot you want set aside for discretionary allocation

— The radio buttons tell the spreadsheet whether you are going to enter the set-aside
as a percentage or dollar amount

77



How do | help my pay pool manager set up a pay scenario?
(cont’d)

* In the yellow cell next to “Beta 1 (CRI)” designate what pay line your pay pool
wants to use as its target for adjusting base pay

- Default is “0” (Standard Pay Line, or SPL)
- “1” (Upper Rail)
—- “1” (Lower Rail)

Army Policy is that CRI will be

set at “1” (Upper Rail).

* Inthe yellow cell next to “Beta 2 (CA)” designate what pay line your pay pool
wants to use as its target for setting awards

- Default is “0” (Standard Pay Line, or SPL) e s
_ “1" (Upper Rail) Army Policy is that CA will be

set at “1” (Upper Ralil).
- “1”" (Lower Rail) (Upp )

* Inthe yellow cell next to “Minimum CRI dollar amount” type in the smallest
annual pay raise your pay pool wants to allow

Local Discretion

This does not mean everyone in your pay pool will get at least that
amount! It means that if the spreadsheet computes an amount less than
that, it will be set to ZERO!! Some pay pools use this parameter to

prevent employees from getting insignificant raises i




Acq. How do | help my pay pool manager set up a pay scenario?
(cont’d)

In the yellow cell next to “Minimum CA dollar amount” type in the smallest
award your pay pool wants to allow

This does not mean everyone in your pay pool will get at least that
amount! It means that if the spreadsheet computes an amount less than
that, it will be set to ZERO!! Some pay pools use this parameter to
prevent employees from getting insignificant awards

« The rest of the information on the Parameter tab is read-only, you cannot
change it.

* You can reset all parameters to their default values with the button at the top of
the screen

* Once you set the parameters, they will “survive” round trips to CAS2Net

Use discretionary CRI and CA with great care. The spreadsheet
automatically allocates money in a fair and rational manner, consistent
with all AcqDemo rules. If your pay pool sets aside discretionary
money, it must also be allocated in a rational, consistent manner
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Acq. How can | keep certain employees from automatically
receiving CRI and/or CA in the spreadsheet?

« This is usually done for employees who are leaving AcgDemo or being
promoted during the post-cycle period (1 Oct 05 through the start of the first
pay period in 2006). Since they will not receive a pay increase from CCAS in
2006, exempting them from the spreadsheet computations retains money in
the pay pool for allocation to other employees.

 The process is as follows:

— Go to columns R and S on the “Data” tab and scroll down until you find the
employee you want

-~ The default value in these columns is “0”, Army Policy is that employee will
if you want to exempt the employee from receive any CRI and CA as determined
the automatic CRI allocation, click in by their OCS.
column R, click the down arrow, and
select “1” from the drop-down list (or
just type a “1” into the cell)

- Do the same thing in column S if you want to exempt the employee from the
automatic CA allocation
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Acq. How can | convert CRI to CA for employees leaving
AcgDemo?

 Some pay pools do this for employees who are retiring or leaving AcqDemo
during the post-cycle period (1 Oct 05 through the start of the first pay period in
2006). Since they cannot receive their CRI as a pay increase in 2006, the
spreadsheet has a feature allowing you to give it to them as an award.

 The process is as follows:

— Goto column T on the “Data” tab and scroll down until you find the employee you
want

— The default value in this column is “1”, which means that if the employee’s CRI puts
them over a pay cap, the amount over the cap is automatically added to their award
amount. If you want ALL of the employee’s CRI added to their award amount
regardless of pay caps, click in column T, click the down arrow, and select “2” from
the drop-down list (or just type a “2” into the cell)

Army Policy for individuals who left AcqDemo or retired after 30 Sep but

before the January payout is that they will receive any CRI as an addition
To their CA. Enter “2” in Column T.

- If you do not want capped CRI to roll over to CA, select or type “0” in column T
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| How can | give GPIl to employees in Zone A?

 Employees in Zone A (above the upper rail) do not automatically receive the
General Pay Increase (GPI). The pay pool manager may give them all or part
of the GPI as follows:

o Click on “GPI” under “GoTo” on the Data tab. This takes you to the GPI
section of the spreadsheet. Scroll over to column CA, “Discretionary G
Amount”

* As you scroll down through the employees, the ones highlighted in yellow are
in Zone A. The pay pool manager may type in a discretionary GPl amount up
to the maximum amount shown in column BY

AcgDemo policy does not encourage giving GPI to employees in Zone A.
Freezing the pay of these individuals while the SPL and rails move up
each year helps bring them into the Appropriately Compensated zone
more quickly. Withholding GPI also increases the size of the CRI pot.

Ultimately, it is a pay pool panel/personnel policy board decision
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| How do | give discretionary CRI to employees?

If your pay pool manager has set aside part of your CRI budget for
discretionary allocation, here is how you allocate it:

Click on “CRI” under “GoTo” on the Data tab. This takes you to the CRI
section of the spreadsheet. Go to column CG, “(PPM Input) -Discretionary
CRI”

The cell in row 8 at the top of this column shows the amount of discretionary
CRI available for allocation. As the money is allocated, this cell keeps track of
the remaining balance.

As you scroll down through the employees, the ones highlighted in yellow are
eligible for discretionary CRI. The pay pool manager may type in discretionary
CRI amounts until the available balance has been fully allocated. The
spreadsheet will not allow you to allocate more than the total amount available.
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| How do | give discretionary CA to employees?

If your pay pool manager has set aside part of your CA budget for discretionary
allocation, here is how you allocate it:

Click on “Awards” under “GoTo” on the Data tab. This takes you to the CA
section of the spreadsheet. Go to column CV, “(PPM Input) -Discretionary
Award”

The cell in row 8 at the top of this column shows the amount of discretionary
CA available for allocation. As the money is allocated, this cell keeps track of
the remaining balance.

As you scroll down through the employees, the ones highlighted in yellow are
eligible for discretionary CA. The pay pool manager may type in discretionary
CA amounts until the available balance has been fully allocated. The
spreadsheet will not allow you to allocate more than the total amount available.
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N | What should | check for when I'm done?

First, click the “Validate” button on the custom toolbar at the top of the Data
tab. When you click this button, the spreadsheet automatically checks for the
following conditions:

-~ Numeric factor scores that are outside the appropriate numeric range for the
corresponding factor category score. This situation can occur if you change a
category score, but forget to also change the corresponding numerical score.
Missing (blank) numerical scores are also identified.

— Discretionary GPI amounts that exceed the maximum allowable amount. This
situation can occur if the final approved GPI percentage is less than the estimated
percentage initially used in the spreadsheet.

— Discretionary CRI given to employees not eligible to receive it (e.g., Zone A,
presumptive due to time, or on retained pay). This might occur if an employee’s
status is changed in the spreadsheet after discretionary CRI has been given.

— Total discretionary CRI exceeds the amount set aside. This can occur if the set
aside amount is reduced after discretionary CRI has been allocated to employees.
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N | What should I check for when I'm done? (cont’'d)

— Discretionary CA given to employees in Zone A. This situation can occur if an
employee’s OCS is changed, moving them into Zone A, after already receiving
discretionary CA.

— Total discretionary CA exceeds the amount set aside. This can occur if the set
aside amount is reduced after discretionary CA has been allocated to employees.

 The spreadsheet identifies invalid data by putting a red circle around each bad
cell. It also puts a red tag with the word “invalid” above the heading of each
column containing one or more invalid data elements to make it easier for you
to locate the red circles. You can clear the red circles by either correcting the
invalid data and clicking the “Validate” button again, or by clicking the “Clear
Circles” button next to the “Validate” button.

 As a minimum you should validate your spreadsheet anytime GPI is changed
to a lower percentage, or anytime your CRI or CA set-aside amounts are
reduced. Itis also a good idea to run the validation periodically throughout the
CCAS process, and certainly before you make your final upload from the
spreadsheet to CAS2Net. o6



N | What should I check for when I'm done? (cont’'d)

* Next, go to the Awards section of the Data tab, find column CY (“Awards
>$10K”), and look for values of “Yes” in that column. All awards greater than
$10,000 must be approved by your installation commander — bring these to the
immediate attention of your pay pool manager.

 Then go to the next column (CZ — “Unsat Adjective Rating?”) and look for
values of “Yes” in that column. If these individuals are receiving awards, you
will have to work with your servicing personnel office to manually upload their
awards because they will reject from the mass upload.

* Finally, go over to column DE (*Mandatory CIP”) and look for values of “1” in
that column. These employees must immediately be placed on a Contribution
Improvement Plan — bring these to the attention of your pay pool manager.
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Acq. How can | create my own columns and rows in the
spreadsheet?

» There are 8 Wildcard Columns on the Data tab — these are “open” and you
may enter anything you want in those cells

— The values you enter will survive a round trip

- You can edit the column heading by placing the cursor in the cell above the heading
and then using the down arrow to enter the cell

— If you enter a formula in a Wildcard Column, be sure to also enter it in the
yellow cell at the bottom of the column so it will survive round trips

 There are also 5 Open Rows at the bottom of the Data tab — these can be used
to enter formulas for computing column totals, averages, etc.

- These formulas will survive a round trip if you use the same spreadsheet
throughout the process
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How do | get the data back to CAS2Net when I'm done?

 When you are absolutely certain that all scores and pay adjustments in the
spreadsheet are correct and final (usually in late December), do the following:

Click the “Export” button on the custom toolbar to create and save your final
“ppXXX_to_Master.csv” file

Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
Select “Offline Interface” from the links on the left

Click the “Upload Employee Data” button and then click “Browse” to locate the file
you just exported from the spreadsheet. Once you have selected it, click “Open”
and then “Upload File”. After a few seconds you should see a list of the records that
were successfully uploaded and any errors that were encountered.

If (and only if) there were no upload errors, check the “Confirm if Final
Upload” box and click the “Return” button

If you need to make changes, click the “De-Certify Final Upload” button on the
Offline Interface screen and repeat the final upload process
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| How do | generate Part I's?

» Before generating your Part I's, filter the rows on the Data tab to display just
the employees for whom you want to generate forms. For example, you might
only want to generate forms for employees in one organization or who report to
one particular supervisor. Then sort the rows in the order you want the forms
generated.

 Then, go to the “Contents” tab and click the link “Generate Part | of Appraisal
Forms”. You will get a dialog box called “Print Options” with the following
choices:

—- “Date for Pay Pool Manager Signature”, which shows the current date — you can
change the date to whatever you want to appear on the Part I's as the PPM
signature date. Enter dates in the same format shown in the dialog box
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How do | generate Part I's? (cont’d)

— A check-box for “Print Page 2 (scores)” — check this box only if you want to
supplement the normal one-page Part | with all or some of the following information

on a second page:

Factor Scores
Delta OCS
Relative Score
Bigger Plot

-

—

Check the boxes to indicate which of these
you want printed on page 2

-~ You will be asked to select a save location for the forms — the forms are stored in
batches of 40, so if you have more than 40 employees selected, you will be asked
for a save location for each batch. The files are automatically named “Form_1.xIs”,
“Form_41.xls”, “Form_81.xIs” etc. Be patient, it might take several minutes to

generate the forms.

— Once the forms are generated and saved, you will be asked if you want to print
them. You can either print them immediately, or you can close the file and print
them later.
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n What is the Sub-Panel Meeting spreadsheet?

 |tis an off-line alternative to the on-line Sub-Panel module in CAS2Net

 The main Data tab looks and functions just like the CCAS spreadsheet,
except it does not include the pay or awards columns

 The Data tab can be used to enter or modify factor scores (categorical and
numerical), just like the CCAS spreadsheet

 The spreadsheet also includes a user interface that mimics the functionality
of the on-line Sub-Panel module in CAS2Net
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| How do | get the spreadsheet?

Create a folder on your computer in which you want to store the spreadsheet

Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
Select “Pay Pool Notices” from the links on the left

In the File Name column, you should see an underlined link to a file called
“Sub-Panel Meeting_Vv7.0.xIs” (version number may change during the cycle
as errors are reported and corrected)

Follow the download instructions on your screen, which is do a right-mouse
click then select “Target Save As....”

When prompted for a save location, point to the folder you created
Save the file (it may take a minute or two to download)

You now have the “empty” Sub-Panel Meeting spreadsheet saved on your
computer!
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N | How do | get the sub-panel data for the spreadsheet?

* Go to the CAS2Net website (https://acqdemoii.army.mil) and log in
o Select “Offline Interface” from the links on the left
e Click the “Download Employee Data” button

* Inthe File Name column, you should see underlined links to a series of files
called “ppXXX_to_Sub- Panel_Name.csv” where “XXX” is your pay pool number
and “Name” is the name of each of your pay pool’s sub-panel managers

— Do NOT download the file labeled “ppXXX to CCAS.csv”; this file will NOT import
into the Sub-Panel Meeting spreadsheet!

« Select the file for the sub-panel manager you want and then follow the
download instructions on your screen —which is do a right-mouse click then
select “Target Save As....”

 When prompted for a save location, point to the folder you created for storing
the Sub-Panel Meeting spreadsheet and save the file

* You now have the sub-panel data ready for import into the “empty” Sub-Panel
Meeting spreadsheet saved on your computer!

You will have to repeat this process for
each sub-panel manager in your pay pool

95
- .. m  w w ——



Acq. How do | get the sub-panel data for the spreadsheet?
N (cont’d)

* Note that sub-panel managers cannot download the spreadsheet themselves,
only data maintainers can

 However, once you give them the “empty” spreadsheet, they can download
their sub-panel data themselves for import into the spreadsheet, and they can
upload scores back to CAS2Net themselves

« Once you, as the data maintainer, lock the sub-panel, the manager can no
longer do file downloads or uploads, but you will still be able to
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| How do | get the data into the spreadsheet?

* Open the Sub-Panel Meeting spreadsheet (Sub-Panel Meeting_v7.0.xls)

 When prompted, select “Enable Macros”

- If you don’t get this prompt, your security setting in Excel may be set too high. In
Excel, go to <tools><macro><security> and change the setting to “Medium”

* Once the spreadsheet is open go to <File><Save As> and save the file with the
name of the Sub-Panel manager added to the file name

— This will preserve the “empty” spreadsheet for use by other sub-panels

* Next, click the “Import” button on the custom toolbar at the top. You will be
prompted to select the file to be imported.

« Select the file you downloaded from CAS2Net (“ppXXX_to_Sub-
Panel_Name.csv”) and click “Open”

 Depending on the size of the sub-panel, this may take a few minutes, during
which time the screen will flash and change

* You will receive a confirmation message that the import was successful. Go to
the tab labeled “Data” and confirm that you have a row of data for each demo
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n What do | do if the data are wrong?

Just like the CCAS spreadsheet, if you discover personnel data that are wrong
in the Sub-Panel Meeting spreadsheet, they must be corrected in CAS2Net —
these columns are protected in the Sub-Panel Meeting spreadsheet and
cannot be changed!

Therefore, you must do a “round trip” to preserve any scores you have entered
before correcting the errors in CAS2Net — see the CCAS spreadsheet
instructions for how to do a round trip
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n How do | enter/change preliminary scores?

* Depending on how your pay pool operates, employees may or may not have
categorical scores when you import data into the Sub-Panel meeting
spreadsheet. There are 2 ways to enter or change categorical scores:

e First Option:

— Just like the CCAS spreadsheet, click “Scores” under “GoTo” in the upper left corner
of the “Data” tab— this will take you to columns V through AA which contain the
categorical scores

-~ Note that the employees’ names and SSN’s remain visible no matter where you are on the
Data sheet

- To enter or change a score, simply click in the appropriate cell, then click the down
arrow to open the list of valid categories for the employee’s Career Path, and then
select the category you want to enter

- You can also type in the categories (e.g., 2H, 3M, 4L); however, if you type
something that doesn’t match a valid category for the employee’s career path, you
will get an error message
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n How do | enter/change preliminary scores? (cont’d)

e Second Option:

- The second way to assign categorical scores is to go to the “Contents” tab and click
on the link “Group into Categories”

— This brings up a interface that looks and operates just like the categorical Score
module in CAS2Net — see those instructions for how to use the interface
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n How do | enter/change integer scores?

* Depending on how your pay pool operates, employees may or may not have
numerical scores when you import data into the Sub-Panel meeting
spreadsheet. There are 2 ways to enter or change numerical scores

e First Option:

— Just like the CCAS spreadsheet, click “Scores” under “GoTo” in the upper left corner
of the “Data” tab— this will take you to columns AB through AG which contain the
numerical scores

- To enter or change a score, simply click in the appropriate cell, then click the down
arrow to open the list of valid numerical scores for the corresponding categorical
score, and then select the number you want to enter

— If there is no corresponding preliminary score for a factor, the drop-down list includes the
entire range of numerical scores appropriate for the employee’s Career Path and
broadband

- You can also type in the number; however, if you type something that doesn’t match
a valid score for the corresponding categorical score, you will get an error message
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B How do | enter/change integer scores? (cont’d)

 Second Option:

- The second way to assign numerical scores is to go to the “Contents” tab and click
on the link “Group into Categories”

— This brings up a interface that looks and operates just like the Categorical Score
module in CAS2Net — see those instructions for how to use the interface
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Acq. What reports/displays are available to help the sub-panel
review scoring results?

« Matrix Tab — Lists employees by factor score and OCS within each Career
Path and by OCS for the entire pay pool. The sort order can be changed with
the buttons on the left.

« Rails Tab — Shows the number and percent of employees by rail zone within
each Career Path and overall.
— Inferred distribution is estimated from preliminary scores (if you use them)
— Final distribution is based on integer scores

« Delta Stats Tab — Shows average Delta OCS by Career Path and by first-level
supervisor. Delta OCS is the difference between an employee’s expected
OCS (computed from their base pay and the Standard Pay Line) and their
actual OCS

— You can compute Delta OCS for groups other than first-level supervisor by
identifying the groups in Column H (Wildcard 1) on the Data tab and then clicking

the “Wildcard 1" radio button under “Delta Plot Grouping” at the top of the Delta
Stats tab

— The report also shows Standard Deviation, a statistical measure of the range of
Delta OCS for each group
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Acq. What reports/displays are available to help the sub-panel
- review scoring results? (cont’d)

« Delta Plot Tab — Plots the information from the Delta Stats tab graphically

o Cur OCS Tab — Scatter plot of each employee’s current base pay and OCS
superimposed on the SPL and rails (most useful display)

- Each Career Path is shown with a different symbol; symbol size can be changed
with the “Format” button on the custom toolbar

- Each employee’s name can be viewed by “hovering” the cursor arrow on the dot

 Inf OCS Tab — Scatter plot of each employee’s current base pay and estimated
OCS (based on preliminary scores) superimposed on the SPL and rails

You can copy and paste the scatter plots into PowerPoint or Word, but
be sure to use <Edit><Paste Special><Picture> or you will copy the
entire spreadsheet into your briefing or document!!
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| How do | get the data back to CAS2Net when I'm done?

 When the Sub-Panel meeting is finished, do the following:

— Click the “Export” button on the custom toolbar to create and save a file
called “ppXXX_to_Master Name.csv” file

— Go to the CAS2Net website (https://acgdemoii.army.mil) and log in
—  Select “Offline Interface” from the links on the left

— Click the “Upload Employee Data” button and then click “Browse” to locate
the file you just exported from the spreadsheet. Once you have selected it,
click “Open” and then “Upload File”. After a few seconds you should see a
list of the records that were successfully uploaded and any errors that were
encountered.
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