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The following slides may be slightly different when you access CAS2Net due to continuing refinement of CAS2Net.
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Purpose

This job aid is a guide on the work flow 
for the CCAS Contribution Plan in 

CAS2Net. 
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Contribution Plan Submitted – Email Notification 
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https://cas2net.army.mil/                
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CAS2Net Login
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Click

Click

Click

Enter

Use
https://cas2net.army.mil
and Save to Favorites

2

3

4

5

6

7

1

https://cas2net.army.mil/
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Contribution Plan – Overview - Supervisor 
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Contribution Plan - Supervisor
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Click

Click
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Contribution Plan - Supervisor
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Click on Name/Row to Open 
Employee’s Contribution Plan

Or go to Navigation Menu and Click Supervisor > Contribution Plan
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Contribution Plan - Supervisor
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Click Contribution Plans 
to See Rated Employees



http:/acqdemo.hci.mil

Contribution Plan - Supervisor
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Ensure Current Fiscal Year



http:/acqdemo.hci.mil

Contribution Plan - Supervisor

10

Employee has submitted to 
Supervisor 1


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Contribution Plan - Supervisor

11

Click on Name/Row to Open 
Employee’s Contribution Plan
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Contribution Plan - Supervisor
The Contribution Plan review process by the Supervisor is the same for 
Contribution Plans with Individual Objectives, Individual Objectives with 
Mandatory Objective(s), Individual Objectives by Three Factors, and 
Individual Objectives by Three Factors with Mandatory Objective(s).
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Contribution Plan - Supervisor
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Note Submitted

Review

Review
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Contribution Plan - Supervisor
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Option
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Contribution Plan - Supervisor
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If Employee’s Contribution Plan is good, see next slide to approve…

If returning Contribution Plan to 
employee, change to Slide Show 
then click on this button to go to 

Return to Employee
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Contribution Plan - Supervisor
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Check One



http:/acqdemo.hci.mil

Contribution Plan - Supervisor
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Click

Method and Date 
of Communication 

Completed
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Contribution Plan - Supervisor
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Click

Approved and Released 
to Employee
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Contribution Plan - Supervisor
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Note 
Change 

from 
Submitted 

to 
Approved 
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Contribution Plan – Supervisor – Generate PDF
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Click to Print
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Contribution Plan – Supervisor – Generate PDF
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Downloading…         

Please wait for download to begin!           
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Contribution Plan – Supervisor – Generate PDF
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Click
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Contribution Plan – Supervisor – Generated PDF
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Contribution Plan - Supervisor
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Note
Click on Pie Slice

Click 
To Logout

Click 

Modify or Return Contribution 
Plan to Employee, go to next slide



http:/acqdemo.hci.mil

Contribution Plan – Supervisor
Return to Employee

or Modify
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Contribution Plan - Supervisor 
Modify / Return to Employee
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Anytime after approving a contribution plan, the approved plan 
can be “Return to Employee” by the supervisor or “Modify” by 
the supervisor. 

Click on “Approved” or the Employee’s Name/Row to open the 
contribution plan.
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Contribution Plan - Supervisor 
Modify / Return to Employee
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Click Return to Employee
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Contribution Plan - Supervisor 
Modify / Return to Employee
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If returning 
Contribution 
Plan to 
employee, 
enter 
justification

Click
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Contribution Plan Returned – Email Notification 
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Email notification is 
not sent when the 
contribution plan is 
modified by the 
supervisor.

Reason for 
Return to 
Employee
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Contribution Plan – Supervisor Modify

30Click to Modify
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Contribution Plan – Supervisor Modify
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Click

Method and Date 
of Communication 

Cleared
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Contribution Plan – Supervisor Modify
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1. Modified by Supervisor

2. Document review 
with employee by 
entering method 

and date of 
communication

3. Click Approve

4. Click Yes

Approved Plan
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Contribution Plan – Supervisor - Reports
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The Reports Section is populated with the APPROVED Contribution Plans, Midpoint 
Assessments, Closeout Assessments, Additional Feedback, Annual Assessments and 
Salary Appraisal Forms.  In this slide, 2019 only has the approved Contribution Plan

And 2018 has the APPROVED plans, assessments and the Salary Appraisal Forms.
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Contribution Plan – Supervisor 1 to Supervisor 2
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Click
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Contribution Plan – Supervisor 1 to Supervisor 2
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Click
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Contribution Plan – Supervisor 1 to Supervisor 2
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Note

Note
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Contribution Plan – Supervisor 1 to Supervisor 2
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Note
“Ready for Supervisor 2 Approval”

Click 
To Logout

Click 

See Next Slide for 
Supervisor 2 Approval
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CAS2Net
Questions, Issues, Problems

Altess ServiceNow Service Desk 
24/7/365

usarmy.radford.peo-eis.other.service-desk@mail.mil
or

1-800-981-3234
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