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Closeout
Annual
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Employee
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 Annual Assessment in 

CAS2Net. 
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Annual Assessment – Employee
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The Annual Self-Assessment process by the Employee 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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CAS2Net Login
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Click

Click

Click

Enter

Use
https://cas2net.army.mil
and Save to Favorites
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https://cas2net.army.mil/
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Annual Assessment - Employee
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Click
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Annual Assessment
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If you see this message, your pay pool business rules require 
an approved contribution plan 

in order to initiate an annual self-assessment.
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Annual Assessment - Employee
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Click 
“Factor Descriptors”

For
Hot Link to

Level Descriptors
See Next Slide

Three Factor Tabs

4,000 Characters for Each Factor
Can Paste 3,600 Characters from Word Doc
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Annual Assessment - Employee
Hot Link to Factor Level Descriptors
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Writing Tool Kit
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment
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Save/Preview/Print/

Bold/Italic/Underline

Insert Remove Numbered List/Insert Remove Bulleted/

Decrease Indent/Increase Indent/ 

Align Left/Center/Align Right/Justify/

Maximize/Show Blocks

Cut/Copy/Paste/Paste as Plain Text/Paste from Word/

Undo/Redo/Find/Replace/Select All
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Auto Save
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment
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Best Practice to Save Often

Auto Save is activated 
upon typing or 

pasting text

Auto Save after 
300 seconds (5 minutes)
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Spell Check
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual Assessment

11



http:/acqdemo.hci.mil

Annual Assessment - Employee
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Click on Hot Link
To See Approved Midpoint Review

(See Next Slide)

4,000 Characters for Each Factor
Can Paste 3,600 Characters from Word Doc
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Hot Link to Approved Midpoint Review 
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Click
To Return To

Annual 
Assessment
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Annual Assessment - Employee
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4,000 Characters for Each Factor
Can Paste 3,600 Characters from Word Doc
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Auto Save 
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Best Practice to Save Often

Auto Save is activated 
upon typing or 

pasting text

Auto Save after 
300 seconds (5 minutes)
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Annual Assessment - Employee
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Developed a computer program to track material storage and delivery of widget amplification parts from the G-4 to the PMO and testers. This 
tracking system cut reorder costs by 20% and improved delivery time on average by 20 days as of the mid-point of the rating period. By the end 
of the fiscal year, the computer program was adopted by all the command's six PMO. The impact command-wide resulted in a 27% savings in 
reorder costs and imp[roved delivery time on average by 18.5 days.

Type or 
Paste from 
Word Doc 

or Midpoint 
then 

update
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Annual Assessment - Employee
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This year I planned to publish three technical journal articles on program analysis on widget amplification but submitted five of which four were 
published.  The result impacted  in a desired advancement in the project in direct support of our mission to better project the risk assessment.
Coordinated with all nine PMO's and the headquarters and 79 contractors to resolve a classified e-mail problem that resulted in the 
enhancement of operational security for all parties involved.  This solution was adopted command-wide 65 days ahead of the projected 
operational date.

Type or 
Paste from 
Word Doc 

or Midpoint 
then 

update
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Annual Assessment - Employee
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Volunteered to take the lead in developing and teaching six Microsoft Office classes and various administrative correspondence courses to other 
Office Automation Assistants and division personnel. The Director made the training mandatory for all action officers that resulted in 12 
additional classes. This saved $167, 343.67 in TAD and vendor development and training costs, which was then allocated to other unfinanced 
requirements across the command.

Type or 
Paste from 
Word Doc 

or Midpoint 
then 

update

Once completed, Click Submit to Supervisor 1
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Annual Assessment - Employee
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Click
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Annual Assessment - Employee
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Changed from Draft to Submitted

Note
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Annual Assessment - Employee
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Click 
To Logout

Click 
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Annual Assessment – Email Notification
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https://cas2net.army.mil/                

Supervisor, Sam
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Annual Assessment – Supervisor
Return to Employee
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Reason for 
Assessment 
Returned to 
Employee

Employee updates Annual Self-Assessment and submit to Supervisor 1.
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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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mailto:usarmy.radford.peo-eis.other.service-desk@mail.mil
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