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CAS2Net 2.0
Administrator Training

Session
28 Mar 19 @1400
29 Mar 19 @ 1000

Conference line 28 Mar 19:
Dial: +1 (786) 535-3211 
Access Code: 175-694-189 

Prepared by:  
Irene Rincon (RGG) & 

Jerry Lee (MPF)

Conference line 29 Mar 19:
United States: +1 (571) 317-3122

Access Code: 969-264-813
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Agenda
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 Audience:  Administrators

 Objective:  Better Understanding of CAS2Net 2.0 Home Menu 
and Administrator Functions in Trusted Agent, Reports and Pay 
Pool Notices
 Home Menu
 Welcome:  Notifications/Dashboards
 FAQs
 Contacts

 Administrator Menu
 Trusted Agent
 Reports – Employee Data Report
 Pay Pool Notices

 Admins Prep for Mid-Points
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Home Menu Overview
Index: Notifications,
Points of Contacts, &

Dashboards
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Home Menu
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Home Menu On 
Every Users Acct
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Home Menu > Index 
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User Account Accesses determines the number of 
Panels available.  In this example there are 6 
different Panels.

Panel 1 – System Notifications

Panel  2 – User Notifications

Panel  4 – Administrator Dashboard

Panel  5 – Supervisor 1  Dashboard

Panel  6 – Supervisor 2  Dashboard

Panel  3 – Points of Contact
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Index - Notifications and POCs 
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Five Most Recent 
User Notifications

Points of Contact 
Information

Panel 1 – System Notifications

Panel  3 – Points of Contact

Panel 2 – User Notifications
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Index - Dashboards
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 Dashboards provides status of: (based on your role)
 Contribution Plan
Midpoint Assessment
 Closeout Assessment
 Annual Assessment

 As a supervisor (1 or 2) - overview view of all assigned 
employees status 

 As Manager or Administrator - overview view of Group, 
Pay Pool, or Sub-Panel Level 
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Index – Supervisor 1 Dashboard
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Click on 
Pie Slice 

for 
Employee 

Detail

Employee Detail
(Click on Name to Open File)

Supervisor 1 
Dashboard
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Index - Supervisor 2 Dashboard
Contribution Plan, Midpoint Assessment, Closeout Assessment, Additional Feedback, and Annual 
Assessment
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Supervisor 2 
Dashboard

Click on 
Pie Slice 

for 
Employee 

Detail

Employee Detail
(Click on Name to Open File)
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Index – Manager Dashboard
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Click on 
Pie Slice 

for 
Employee 

Detail

Employee Detail
(Click on Name to Open File)
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Index – Administrator Dashboard
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Click on Pie 
Slice for 

Employee 
Detail

Employee 
Detail

(Click on Name 
to Open File)
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Home Menu Overview
FAQs
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Home > FAQs
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Select 
/Click

Select 
/Click
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FAQs Topics
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 Topics organized by role 
assignment
 Following main topics on all 

FAQS:  
 AcqDemo & CAS2Net 2.0 

Introduction
 Contribution-Based 

Compensation and Appraisal 
System (CCAS)
 Employee FAQs/Job-Aids
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FAQs
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Select 
/Click
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Home > FAQs
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Home > FAQs
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Home Menu Overview
About
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Home > About
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Select 
/Click
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Home Menu Overview
Contacts
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Contacts
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 Index POC 
 Supervisor
 Sub-Panel Manager
 Pay Pool Manager

 POC on Home Menu
 Component/Organization

 Altess ServiceNow
 1-800-981-3234
 usarmy.radford.peo-eis.other.service-desk@mail.mil
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Contacts

Contacts list is available on all users Home Menu

Click
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Administrator Menu Overview
Trusted Agent

Reports – Employee Data Report
Pay Pool Notices
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Administrator Menu > 
Trusted Agent
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 Define: User who is granted Supervisor role in order to 
perform the supervisory task in absence of a supervisor

When/Why would I use this?
When a Supervisor is or will be unavailable to perform the 

Supervisor function, due to mission requirements, in 
CAS2Net.

Who assigns this role?
 Administrator or Super User can assign this role
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Trusted Agent
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Must have this 
role in your Menu
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Trusted Agent
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 Two Panels:
 Organization Level 
 User Drop-down 

Menu to select 
PayPool for that 
Supervisor

 Trusted Agents
 Select “Add Trusted 

Agent” to assign role 
of Trusted agent
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Add a Trusted Agent
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Supervisor, Lead

TrustedAgent, Lead

Use Drop Down 
menus to find 
User (supervisor) 
whose roles 
require Trusted 
Agent 

Once roles 
have been 
assigned, 
Select “Save” 
Button
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Trusted Agent Added to List
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Supervisor, Lead TrustedAgent, Lead
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Delete a Trusted Agent
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Supervisor, Lead TrustedAgent, LeadSelect 
/Click

To Delete Role 
Assignment, 
Select the 
Supervisory Role 
that needs to be 
modified
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Delete a Trusted Agent
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Supervisor, Lead

TrustedAgent, Lead

Select Delete to 
delete the role 
assignment

Confirm by 
selecting 
“Delete” again.
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Trusted Agent Removed
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Trusted Agents list is no longer populated



http:/acqdemo.hci.mil

Administrator Menu Overview
Reports – Employee Data Report
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Admin> Reports
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Select /Click
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Admin> Reports
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• Fiscal Year Based 
Reports
– Reports captured 

based on fiscal data
– Report buttons 

populate based on 
Approved/Released 
Assessments

• Current Setting 
Reports
– Reports based on 

current data
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Reports > Appraisal Status 
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• Appraisal Status
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Reports > Appraisal Status 
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• 20 Column Spreadsheet
• Provides Status on:

– Contribution Plans
– MidPoint Assessment
– Closeout 
– Annual Assessments

• Statuses: 
– Approved
– Draft
– Not Started
– Submitted 

• Midpoint/Annuals 
counts the # of  
characters in each 
factor field

1. Employee Id  
2. Last Name 
3. First Name 
4. Office Symbol 
5. Supervisor 
6. Sub-Panel 
7. Sub-Panel Manager 
8. Paypool  
9. Paypool Manager 

10. AcqDemo Start Date 
11. Contribution Plan Status 
12. Midpoint Status  
13. Midpoint - Job 

Achievement and/or 
Innovation 

14. Midpoint - Communication 
and/or Teamwork 

15. Midpoint - Mission Support 

16. Closeout Status  
17. Annual Status 
18. Annual - Job Achievement 

and/or Innovation 
19. Annual - Communication 

and/or Teamwork 
20. Annual - Mission Support 
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Current Settings Reports
• Five Type of Current Reports

• Employee Data
• Field selection Report

• Employee Roster
• Snapshot Report on Employees

• Presumptive Status, Retain Pay, Career 
Path, Broadband Level, Occ Series, 
Salary, Locality, HRSO code, Prev OCS, 
Start Date

• Supervisor Roster
• List of employees and their Supervisor 

1, Supervisor2, PayPool Manager, and 
Sub-Panel Manger Names

• Organization Roster
• List Group, PayPool, Sub-Panel CAS2Net IDs

• Organization Role Roster
• List user role assignment: Manager, 2nd Manager, Administrator, and SuperUser
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Employee Data Report

• Select Employee Data Button
– Report default includes all employee
– Option check box for “Only Demo 

Employee”
• Select fields to populate report

– Default includes Pay Pool and Employee 
Name

– Check Box for all fields



http:/acqdemo.hci.mil 39

Employee Data Report
Field Options

1. Pay Pool  
2. Employee Name  
3. Pay Pool Manager  
4. Sub-Panel Manager  
5. 1st Level Supervisor  
6. 2nd Level Supervisor  
7. CAS2Net ID#  
8. EDIPI  
9. Email Address  
10. AcqDemo Start Date  
11. Start Date in 

Organization  
12. Home Organization  
13. Office Symbol  
14. Retained Pay Status  
15. Presumptive Status  
16. HRSO Code  

17. Career Path  
18. Broadband  
19. Occ Series  
20. Acquisition Career Field 

(Current Only)  
21. Certification Level 

Required (Current Only)  
22. Certification Level 

Completed (Current 
Only)  

23. Locality  
24. Base Salary  
25. Control Point Salary  
26. Previous OCS  
27. EOCS Lower  
28. Expected OCS  
29. EOCS Upper  

30. Categorical Factor 
Scores  

31. Final Factor Scores  
32. Current OCS  
33. PAQL Raw Avg Rating  
34. Performance Rating of 

Record  
35. PAQL Factor Scores  
36. Wildcard 1  
37. Wildcard 2  
38. Wildcard 3  
39. Wildcard 4  
40. Wildcard 5  
41. Wildcard 6  
42. Wildcard 7  
43. Wildcard 8 
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Employee Data Report

• Example
– Selected  check box for “Only 

Demo Employee”
– Pay Pool
– Employee Name
– 1st Level Supervisor
– AcqDemo Start Date
– Home Organization
– Office Symbol
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Employee Data Report

• Select Pay Pools
– Option to Select

• All 
• One
• Multiple
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Employee Data Report



http:/acqdemo.hci.mil

Administrator Menu Overview
Pay Pool Notice
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Admin> Pay Pool Notices
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Select /Click
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Pay Pool Notices
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Archive Pay Pool Notices

46



http:/acqdemo.hci.mil

Archive Pay Pool Notices
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Administrator Prep for
Mid-Points
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• Appraisal Status Reports
• Dashboards
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Administrator Training Sessions

March 28, 2019 @ 2:00 pm
March 29, 2019 @10:00 am 

TOPICS
• Home Menu

• Welcome:  Notifications/Dashboards
• FAQs
• Contacts

• Administrator Menu
• Trusted Agent
• Reports – Employee Data Report
• Pay Pool Notices

• Admins Prep for Mid-Points
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Administrator Training Sessions

April 9, 2019 @ 1000
April 9, 2019 @ 1400

Topics: 

• Administrator Menu
– User Management

• Assigned – Bulk Change
• Bulk Update – Review 

Spreadsheet
– Update History Due to 

Grievance
– eDocuments

April 25, 2019 @ 1000
April 25, 2019 @ 1400

Topics: 
• TBD – Administrator 

Inputs

• Send topics to 
AcqDemo.Contact@hci.mil

mailto:AcqDemo.contact@hci.mil
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Open Discussion
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Additional Resources
 CAS2Net 2.0 Users Guide
 Website eLearning:
 CAS2Net 2.0 for Employees and Supervisors
 CAS2Net 2.0 for Administrators

 Job Aid for Employee, Supervisor 1 and 2 (Contribution 
Plan, Midpoint Assessment, and Annual Assessment)

 Focus Session Slides
 Electronic Contact Info:
 Altess ServiceNow Service Desk 24/7/365
 1-800-981-3234
 usarmy.radford.peo-eis.other.service-desk@mail.mil

AcqDemo Program Support

52

Presenter
Presentation Notes
The AcqDemo Program Office provides a variety of support.  These include overall program operating procedures; a website that includes reference material, tutorials, and newsletters. 
The AcqDemo website also provides training on subjects including HR training, Workforce Overview, CCAS for Supervisors, Pay Pool Administration, and Pay Pool Training.  
For program details, visit the AcqDemo website:  acqdemo.hci.mil.  For questions, contact your local AcqDemo team or email the AcqDemo Program Office at:  AcqDemo.Contact@hci.mil.
The following e-Learning courses are also available:
AcqDemo 101
Giving and Receiving Feedback
Contribution Planning
Writing an Annual Appraisal Self-Assessment
CCAS for Employees
CCAS for Supervisors
HR Flexibilities
Understanding the Pay Pool Process
…and recently added…
CAS2Net 2.0 for Employees and Supervisors
CAS2Net 2.0 for Administrators
New courses will be developed, and existing courses updated as needed.  Check the AcqDemo website for the latest information.
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