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Topic: Instruction for using the CMS Update Tool Version 2 for the CMS Grievance Mode.

Discussion: The 2018 CMS v3 did not have the 2019 GPI and in the grievance mode was
generating an erroneous Alpha 2 Delta Y on the Compensation Adjustment Form. This
Compensation Adjustment Form is used to update the payout in the employee’s History in
CAS2Net. Note: The employee’s History in CAS2Net can only be updated by your Component
Superusers and the DoD AcqDemo Program Office.

The new CMS Update Tool Version 2 can be downloaded from CAS2Net 2.0 > Pay Pool
Notices.
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Click “Save”. NOTE must save the Tool in the same folder with the CMS.



Click “Select CMS to Update”.
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Highlight/select PP#### CMS 2018 v3-Grievance

Double click on the selected file or click “Open”

Click “OK”

Opening CMS

Opening: ChUJsers\jalee\Desktop'\2018 Grievance\PP4100 CMS
2018 v3-Grievance.xlsm
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The Part One's can now be generated. The updated CMS will
need to be re-opened and macros enabled.

Click “OK”
NOTE: Excel may close.

NOTE: The updated CMS will need to be re-opened and macros enabled.

You will need to re-open Excel and the updated PP#### CMS 2018 v3-Grievance
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Double click on the selected file or click “Open”
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Compensation Management Spreadsheet

Cycle: 2018 Version: 3

The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.

Data/Spreadsheet Download — Download the data fle from the CAS?Nel,
then click on Import o load he fie into this spreadshet
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|Generate Part 1's - First use the fiters to select employees; sort data by
preferred order; then click on the Generate Part | to generate Part | of the
|Appraisal Form for each selected employee.

Catter-plots of OCS Score by Salary
Current Pay & 2018 SPL

New Pay & 2019 SPL

Part 1 of Appraisal Forms
Open Existing Evaluation

Vallidate Data, then use the filters to select individuals and use sort to put the data in preferred order.

Generate Part 1 of Appraisal Forms
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Cydle: 2018 Version: 3

The purpose of this spreadsheet is to record appraisal scores and set basic pay rates and contribution-based financial awards.

Datal Spreadsheet Download — Dovnioad the data file from the CASZNet
[then ciick on Import to load the file into this spreadshee

|Appraisal Score Entry - Once the file has been loaded. assign categorical
[and final scores for each factor, and view reports and graphs.

Score Normalization — Compare score distributions to look for anomalies
land scale differences. Run preliminary pay adjustment scenarios. Set CRI
land CA parameters and assign pay outs to employees

Data Maintenance — All additions, deletions, and modifications must be.
|done i the central database. Al columns except for data entry and “wild-
card” are locked. To preserve your work, export the data from this
|spreadsheet and upload to CAS*Net before changing any information in

Final “G” Setting — This spreadsheet comes with a best estimate:of

Once you have been noffied that "G" s set, make a final found trip to
Net. The final “G" value and related parameters will be included in the

|download of your paypool data.

Final Compensation Setting — After the final round trp to update "G",

[finalize the pay adjustments and awards for your pay pool

Data Upload - Use Export to create a file for uploading the resuls from your
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|Generate Part 1°s — First use the fiters to select employees: sort data by
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Scatter-plots of OCS Score by Salary
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mpensation Management Spreadsheet

Cycle: 2018 Version: 3

The purpose of this spreadsheet is to record appraisal scores and set basie pay rates and contribution-based financial awards.

DataiSpreadsheet Download - Download the data file from the CAS*Net,
then click on Import to load the file into this spreadsheet

Appraisal Score Entry - Once the file has been loaded, assign categorical
and final seores for each factor, and view reports and graphs.

Score Normalization - Compare score distributions to look for anomalies
and scale differences. Run preliminary pay adjustment scenarios. Set CRI
and CA parameters and assign pay outs o employees

Data Maintenance — All additions, deletions, and modifications must be
done in the central database. All columins except for data entry and “wild-
card” are locked. To preserve your work, export the dala from this
spreadsheet and upload to CAS?Net before ehanging any information in

&

Final “G" Setting — This spreadsheet comes with a best estimate of "G
Once you have been noified that "G is set, make a final round trip o
CAS2Net. The final "G" value and related parameters will be included in the
download of your paypool data

Final Compensation Setting — After the final round trip to update "G,
finalize the pay adjustments and awards for your pay pocl

Data Upload — Use Export to create a file for uploading the results from your
pay pool to GAS"Net

Generate Part 1's — First use the fiters to select employees; sort data by,
preferred order; then click on the Generate Part | o generate Part | of the.
Appraisal Form for each selected employee.

Click “Yes” (Option to Validate)
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Before generating Part 's please make sure
Employee Data has been validated,
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Part 1 of Appraisal Forms
Open Existing Evaluation

Validate Data, then use the fiters fo select individuals and use sort to put the data in preferred order.

Generate Part 1 of Appraisal Forms
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Part I. CCAS Salary Appraisal Form and Compensation Adjustment Form, click Tab with
Employee’s Name to open the Part I.
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The revised Part [: CCAS Salary Appraisal Form is the source document for the personnel
actions required to correct the CRI, base salary and locality (NOAC 891), CA (NOAC 886), and
if applicable, CRI Carryover (885).

The Compensation Adjustment Form is the source document for the Administrators with
CAS2Net User Profile History edit access to update the History files in CAS2Net with the
changes due to the grievance. Administrators who do not have access to edit the History files
should contact their Group/Component Superuser or the PMO.

Action: Please inform your Administrators on this 2019 Retro GPI updated CMS tool to the
CMS Grievance Mode.

Note: If you have any questions please email the AcqDemo Program Office,
AcgDemo.Contact@hci.mil.
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