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AcgDemo Training

Sub-Panel Spreadsheet, Compensation
Management Spreadsheet (CMS) and Pay Pool
Analysis Tool (PAT) for Pay Pool Administrators

FALL 2018

DOD

Civilian Acquisition Workforce Personnel Demonstration
Project (AcqDemo)
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Welcome to the Fall 2018 AcgDemo Spreadsheet training.

This training describes how to use the SubPanel Spreadsheet, the Compensation

Management Spreadsheet (or CMS) and the Pay Pool Analysis Tool (or PAT) in
support of the AcqDemo appraisal process.

This training has been refreshed for Fiscal Year 2018.
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Course Objectives

At the completion of this course, participants will be able
to:

* Understand FRN Changes

* Summarize the main functionalities of tools

* the Sub-Panel, Compensation Management (CMS), and the Pay Pool
Analysis Tool (PAT) tools

* Understand the structure of the Sub-Panel, CMS, and PAT

* Understand the overall role of a Pay Pool Administrator

* Know when and how to make a “Round Trip” between Sub-Panel
Spreadsheet or CMS and CAS2Net

* Understand how to use the Sub-Panel and CMS tool when supporting a
sub pay pool or a pay pool

* Understand how to pull data into the PAT and how to use it to review
rating and payout results

—— bt/ academo i

As you complete this course, you will understand how the latest Federal Register
changes have affected the spreadsheets.

Besides changes from last year’s spreadsheets, we’ll review some of their main
functionalities and understand how they are structured — we’ll go over each tab and
describe their individual functions.

We'll also go over the role of the pay pool administrator and learn the concept of a
round trip, which refers to the relationship between the spreadsheets and the online
tool.

Most of you will be using the spreadsheets to support a subpanel or pay pool panel
meeting. We’ll describe how they should be used during these meetings.

Finally we’ll go over the PAT and the many statistical reports it can generate for one
or several pay pools.
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Changes

» Very High Scores
* Performance Appraisal Quality Levels (PAQL)
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Besides reducing the number of factors from 6 to 3, FRN changes introduce
additional values for Very High Scores, Performance Appraisal Quality Levels and
revised handling of Temporary Promotions.

These changes are implemented in the spreadsheets.



PN Very High Scores (VHS) o

Very high scores are available to recognize an

employee for exemplary contributions and overall
quality of performance the results of which are
substantially beyond what was expected and
warrant a score exceeding the top score for the
. : highest broadband level in the employee’s career
Categorical Final PAGL path,
Wil H
Ei i } Ei E ! E; E } Very high scores for factors may only be assigned
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i to employees holding a position in Level IV of the
Business and Technical Management Professional
Career Path, Level IV of the Technical Management
3 Support Career Path, or Level I11 of the
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VHS are available as drop down options in
Categorical and Final Scores

Below is a reference tahle for VHS by Career Path
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With the latest Federal Register, organizations can recognize employees above the
100 score limit, depending on their career path and level, for each of the 3 factors.

For example, an NH4 could be assigned a categorical score of VH-L on Job
Achievement and/or Innovation. The related numerical score is 105.

As a pay pool administrator, you need to capture the decisions from the pay pool
panel members and first enter the desired categorical score from the drop down list,
then select the related numerical or “Final” score.

See the reference table indicating the available categorical score by career path and
by level.

This functionality is available in the subpanel spreadsheet and the CMS.

As before, use the Validate function from the Add-ins to confirm the categorical and
final scores align properly.
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Quality Levels (PAQL)

In order to comply with 10 U.5.C. 1597(f),
the CCAS has been modified to embrace
the quality of performance an employee
demonstrates in achieving his/her expected
contribution results through an assessment
of performance under each of the three
contribution factors
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PAQL values are available as drop down
options in the new PAQL section of the
CcMms
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The latest Federal Register introduces the concept of quality of performance into
AcgDemo.

For each of the 3 factors, organizations select a Performance Appraisal Quality
Level (also knows as PAQL and pronounced Pay Quill) after assessing employees
performance in achieving their expected contribution results.

ki

The available values are Level 1 — Unacceptable; Level 3— Fully Successful and
Level 5 — Outstanding.

These values are available as drop down options in the CMS and SubPanel
Spreadsheets and will be averaged to calculate the employee’s annual rating of
record.
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Temporary Promotion

A ratable temporary promotion is one
that starts on or before 3 July 2018
and ends after 6 Jan 2019. All others
are non-ratable so the employeeis
rated in their permanent position. An
employee on a ratable temporary
promotion needs to be moved to the
pay pool of the temporary promotion.
All others stay in the pay pool of their
- - - - - - - - - permanent position.
| NH | | 1550 | $78.200 | wa | 2822% hil bl
NH | 0893 | s92558 WA 28.22% WIS oA athle: Somepormry
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| NH | 0505 | $84.246 WA | 28.22% adjustments to reflect a CCAS rating
NH | 0381 | $63614 WA 28.22% for contributions and General Pay
| N | 0340 | SE7,098 | Yes LA | 3057% increases occurring while on that
N 0802 | $128,700 LA 30.57% temporary promotion will be applied
. ) ) ) ' ' to the temporary promotion basic pay
and not the basic pay of the
permanent position of record

Occ CY2018
Series Base Pay

Career Path
Promotion

Retained Pay?
Broadband Level
Ratable Temp
Locality Code
Locality Rate

[ Presumptive Status 7
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The Temp Promotion flag gets
downloaded with the import file from
CAS2Net and shows up as a "Yes" or
"No" in Col O of the CMS
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The latest Federal Register changes introduce a new concept on handling handle
temporary promotion salary adjustments, where such adjustments to salaries while
on a ratable temporary promotion assignment will be applied to the temporary salary
not the employee’s permanent position salary.

As a Pay Pool Administrator, use CAS2Net to setup the Temporary Promotion
status for an employee. Once that setup is made in CAS2Net, the import file into
the CMS and the Subpanel, will have a “Yes” or “No” flag indicator., where yes is
used only for ratable temporary promotions.

In the CMS, the Temporary Promotion flag gets downloaded to Col O

In the SubPanel Spreadsheet, the Temporary Promotion flag gets downloaded to
Col P.

Employees on ratable temporary promotions should be in the CMS of the pay pool
for their temporary promotion. All others should be in the CMS for the pay pool of
their permanent position.
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Role of the Pay Pool Administrator
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Let’s discuss the role of the Pay Pool Administrator
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Role of the Pay Pool Administrator

* Ensure personnel data are correct in CAS2Net

* Use the CCAS Software to present data that managers need in order to
make informed and sound npprnic:l decisions

* Shortly after the start of each pay period during the months of
September through December, go to Pay Pool Notices in CAS2Net to find
the pay period Discrepancy Report for your pay pool

* Verify any discrepancies noted by correcting CAS2Net data or confer with the

personnel office if you think the data from the Defense Civilian Personnel Data
System (DCPDS) in the discrepancy report is incorrect

* New Discrepancy Reports are available approximately twice a month

——— bt/ academo i

The Pay Pool Administrator or PPA is responsible for the accuracy of the personnel
data in CAS2Net.

A few recommendations:

« Stay abreast of all pay pool advisories sent by the PMO, which share information
about any system bugs, software updates, and other emerging issues that may
impact your pay pool activities.

» Check the status of your organization’s progress using CAS2Net status reports.
Become familiar with your organizations’ CCAS timeline to ensure all meetings
happen on a timely basis and that you are prepared to support those meetings.

* Learn how to use the software (both CAS2Net and Spreadsheets) and be ready
to produce reports that will support the decision making of your pay pool and sub
pay pool panel members

* Go to Pay Pool Notices in CAS2Net to find your bi-weekly Discrepancy Report
Posted on or about the Friday after the start of each pay period

Verify any discrepancies noted by correcting CAS2Net data or confer with
personnel
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Role of the Pay Pool Administrator (continued)

* React to pay pool managers as they decide if first-level supervisors are
going to recommend just category factor scores (i.e., 3M, 4L) or category
and integer factor scores

+ Communicate with pay pool managers to become aware of decision
* Use that knowledge when reviewing data downloaded to spreadsheets

* Remind pay pool managers that determining factor scores is a multi-step
process
* Emplovees describe their contributions on each factor
* First level supervisors edit and expand on the descriptions

* First level supervisors determine the contribution level (1-4) for each factor by
comparing the contribution description to the standard AcqDemo descriptors
and discriminators

* First level supervisors recommend a category (H, M, L) within the level (and
perhaps a specific integer score) for each factor

—— bt/ academo i

Ask to see your organizations business rules then become familiar with them.

For example, while most first level supervisors are limited to assigning categorical
scores, some organizations encourage supervisors to assign integer scores as well.
As a PPA, you need to know what is the business rule for your organization.

The result of the sub-panel meeting is that every employee should have integer
factor scores for all three factors.

Support your panel members during the meetings:

For example, start with one employee’s record and review it carefully. Review and
discuss the employee’s self-appraisal and the supervisor’s appraisal.

Refer to the descriptors and discriminators to help panel members reach a decision
on a factor score. Support the discussion and capture the decisions into the CMS or
the Sub Panel spreadsheet
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CCAS Data Processing for Pay Pool Meetings
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CAS2Net gets some of its data from DCPDS, such as names, salaries, position.
The PPA adds and/or corrects information such as adding the supervisory structure
and pay pool information.

Use CAS2Net to download and upload data adjustments without compromising
changes made during the pay pool

Use CCAS Software functionality to import and export the CSV file of data
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Concept of a Round Trip

* Use CAS2Net to download and upload data
adjustments without compromising changes made

All':ﬂ" +I‘\Q mAavs V\AAI
auring tne pay pooi

* Use CCAS Software functionality to import and
export the CSV file (Text File)
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A round trip happens when data gets downloaded and uploaded between the
Spreadsheets and CAS2Net. The Spreadsheets are sometimes called the offline
tools, because they allow organizations to capture and store decisions from pay
pools without having to login to CAS2Net, the online tool.

When the data entered into a spreadsheet during a pay pool meeting is uploaded
into CAS2Net using the export file, it writes over what was in CAS2Net with the new
pay pool decisions.

Data can also be downloaded from CAS2Net into the Spreadsheets using the
import file

11
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Round Trip Applications

* If a software issue is discovered during the paY pools,
you will receive a new spreadsheet in Pay Pool Notices
o If currently usmg a spreadsheet
EXPUI’L dllu uplUdU YUU[ udl.d to LH;‘ILI\IEL
* Download the new Spreadsheet from Pay Pool Notices
* Open the new Spreadsheet

* Download and import your data into it from CAS2ZNet and continue
working

+ This ||Jrocess will save the work you have already done in the Sub-
Panel or CMS tools

* If data was already uploaded, perform the same steps starting
with downioad the new Spreadsheet

* The Round Trip process will be demonstrated later in
this training

—— bt/ academo i

Sometimes, a new version of a spreadsheet is published because it needs a
software fix.

The new spreadsheet is made available for download from CAS2Net Pay Pool
Notices.

One application of a round trip is that the PPA can safely replace the existing
spreadsheet with the new one and keep any data already stored in the existing
spreadsheet:

First, the PPA exports the data from the spreadsheet for upload to CAS2Net using
the Export function

After downloading the new spreadsheet, the PPA simply downloads and imports the
stored data from CAS2Net into the new, fixed spreadsheet, without having to re-
enter any data.

Always remember that the data must be uploaded to CAS2Net to start the process

12
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To ensure CAS2Net data records are up to date, Pay Pool Administrators access
the CAS2Net Pay Pool Notices module to download and review discrepancy reports

that identify mismatches between what is in CAS2Net and what is in DCPDS

PPAs update the CAS2Net records if the discrepancy is confirmed.

It is important for PPAs to access Pay Pool Notices and review these discrepancy

reports. Otherwise, the pay pool work will need to be redone when the data is

finally corrected.

13
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Round Trip Applications (Continued)

* If an error is discovered during a pay pool regarding
3 salary for example, you cannot change the salary

thao cnrandchant
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* Export and upload to CAS2Net to keep any recent
changes you made

* Make the salary change in CAS2Net
* Download and import to Spreadsheet

Continue your pay pool work

L

* Note: don’t keep working offline when updating data

I http://acqdemo. hei.mil

Keeping the records up to date gets done in CAS2Net. Remember that only some
of the data fields that can be edited in the spreadsheets, including scores, control
point decisions and discretionary awards.

All other fields such as salaries, names, locality, etc must be corrected in CAS2Net
using the Data Maintenance module.

If you discover a salary error during a pay pool, for example, do a round trip: export
and upload your existing data into CAS2Net, correct the record in CAS2Net Data
Maintenance, download and import back into the Spreadsheet.

14
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Concept of a “Wildcard”

* In any CMS, Sub Panel or PAT Spreadsheet, a yellow-colored cell in a
dataset conventionally means it can be edited. White cells are either
downloaded or computed

o Y
vou i any

i a
turned to this same worksheet in

»

Values entered or compute
export back to CAS2Net, and w
subsequent imports

* Formulas entered in this column will not be preserved through
subsequent export-import cycles unless the formula is also entered in
the yellow cell immediately below the wide gray line after the last
person's record

* The formuia is only saved if you import back into the same spreadsheet
you used to do the export

=9
o
™
- =
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* You can change the column heading by clicking in the cell immediately
above the heading, using the down arrow to enter the cell, and
changing the heading in the formula bar
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In the spreadsheet, cells are protected (that's why you need to do a round trip to
correct that data in CAS2Net) but some cells are editable. You can tell you can edit
a cell if it is yellow. White cells are protected while grey cells are not applicable.

The Spreadsheets have a number of “wildcard” columns that can be used to record
data, provide information, store formulas and other entries that would be helpful to
support a pay pool. For example, you can use wildcard to establish categories
within your pay pool (such as “HQ” and “Field”) simply by filling out the wildcard cell
for each record. Note that you can then create your own statistical categories
based on the ones you have defined for your organization.

Note that formulas won’t be kept through a round trip unless you enter that formula
in the yellow cell at the bottom of your list of records, below the wide gray line after
the last person’s record

15



Loading Sub-Panel or CMS
Tools for a Sub Pay Pool or Pay Pool
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Let’s discuss how to prepare for a sub panel or pay pool panel session

16



|

— ﬁ
e mDemo
Downloading Steps

* From CAS2Net Menu, select “Offline Interface”

* Select the pay pool from the picklist you wish to work with
(in case you are responsible for several pay pools)

* Click “Download Employee Data” button

* Select applicable file
* Entire pay pool (“CMS”)
* Sub pay pools (shows sub panel manager’s name)

I 2 http://acqdemo. hei.mil

Preparing for a panel meeting starts in CAS2Net.
Login to CAS2Net as a PPA, and select “Offline Interface” from your PPA menu

This is when you must download records stored in CAS2Net. The way to do that is
to use the “Download Employee Data” button which will generate an import file for
your CMS or Sub Panel spreadsheet.

Make sure to select the correct pay pool from the picklist and choose the file you
need

17



rnghapee Menu
Contribution
Planning

Mid-Point Review
Self-Assessment

Annual Aparaisal
Sell-Assessment

Closeout Self-
Assescment

Reports

——
Welcome
Reports
Data Maintenance

Session
Maintenance

| Ofline tntectace
Paypool Notices
Demo Reset
RT Database

Downloading Data from CAS2Net —m—-

Offline Interface

AMCALH -

Townload Employes Data
Last completed download: None

i
LpORd EOpIOYRs DU ]
Last compieted upiosd: Nore

i H

Offline Interface - Download Employee Data

NOTE: Files are dynamically generated and the server may take several minutes before download starts.
Please be patient and do not repeatedly request & download file which will cause the server to slow down further and may generate duplicate appraisal records.
To save a linked file to your computer, use a right mouse button dick on the link and choose "Save Target As..”

Sub-Panel Meeting choices without hot links for the files have been locked.
Contact your pay pool sdministrator if you need to unlock » meeting.

Paypool File Name File Description

AMC/UH[ ppAMCLH to_CHS.csv | Payposl: AMCILH
PRAMCLH_to_Sub-Panel_Chris_Babbitt.csv Sub-Panel Mansger: Chris Bsbbitt
PPAMCLH_to_Sub-Panel_Francis_Freeman.csv Sub-Pansd Manager: Francis Freeman
PRAMCLH_to_Sub-Panel_Nancy_Michelson.cxv Sub-Panel Manager: Nancy Michelson

PPAMCLH_to_Sub-Panel_(No_Sub-Panel).csv
PPAMELH_to_Sub-Panel_Tony_Hoang.csv

[ Return to Offline Interface Main Menu ]

T hewiscademoeimi

From the OFFLINE INTERFACE, select the pay pool for which you are preparing
your spreadsheet

Click DOWNLOAD button

CAS2net displays the files that are available for download

Click on the selected file to download
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Naming Convention

* The naming convention for CSV files helps identify the data source and
the file function

= Pay Pool import file from CAS2net to CMS Spreadsheet:
+ pp(Pay Pool Name)_to_CMS.csv
+ Example: ppAMCLH_to_CMS.csv where AMCLH is Pay Pool Name

* Sub-Pay Pooi import fiie from CASZNet to Sub-Panei Spreadsheet:
* pp(Pay Pool Name)_ to_Sub-Panel_(Sub Panel Manager Name).csv

+ Example: ppAMCLH_to_Sub-Panel_Bob_Arnold.csv where Bob Arnold is the sub panel
manager’s name
* Pay Pool export file from CMS Spreadsheet:
* pplPay Pool Name) to Master.csv
+ Example: ppAMCLH_to_Master.csv
= Sub-Pay Pool export file from Sub-Pane! Spreadsheet:
* Pp(Pay Pool Name)_Sub-Panel_()_to_Master_(5ub Panel Manager Name).csv
+ Example: ppAMCLH_to_Master_Bob_Arnold.csv

* Sub-panel managers and pay pool managers can access their own files
for download

—— bt/ academo i

To ensure you select the correct file, CAS2Net uses a naming convention that helps identify
whether the file is a CMS import file or Sub Pay Pool import file.

An “Import file” downloads data from CAS2Net to CMS or Sub Panel

An “Export file” uploads data from CMS or Sub Panel spreadsheet back to CAS2Net, which
is considered to be the “Master”

Both Import and Export files are text files, which means their extension is “CSV”

When you download from CAS2Net to the CMS, look for the one that shows the pay pool
name followed by “to_ CMS”.

When you download from CAS2Net to the SubPanel spreadsheet, look for the one that
shows the pay pool name followed by “to_SubPanel”; for SubPanel import files, the name
of the Sub Pay Pool manager is added to the file name.

When you are ready to upload your meeting data back to CAS2Net, use the “Export” button
on either the SubPanel or CMS and generate an export file.

The Export filename from CMS shows the pay pool name followed by
to_Master” and the extension .csv

The Export filename from a Sub Panel spreadsheet shows the pay pool name followed by
“to_Master”, the name of the Sub Panel Manager and the extension “CSV”

19
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The CSV File
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* The result of the download is a text file that
* holds employee data
* is formatted for importing into the Sub-Panel or CMS tools (note
that the formats are different and the tool will generate a
warning message if you try to import the wrong type of file)
20 v
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This is an example of what a CSV file looks like.

It is a dataset formatted to support the Import or Export function between CAS2Net
and the spreadsheets.

Do not attempt to edit the text files manually, because that may cause your
spreadsheets to malfunction or even crash
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Macro Enabled Warning

Enable Content when opening the CMS to allow the macros to function properly
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Compensation Management Spreadsheet

The purpose of this spreadsheet is to record aporaisal scores and set basic pay rates and contribution-based financial swards.
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After you download the latest version of the CMS from CASNet, save it in a folder
on your computer or laptop.

Download the Import file from CAS2Net and save it in the same folder where you
saved your CMS file. This is very important: the CMS import function will not work
if the files are not in the same folder.

The CMS and SubPanel run multiple macros in the background to process the data
and perform calculations. These macros need to be enabled in order for your CMS
or Subpanel spreadsheet to work properly. Click on the “Enable Content” button to
initiate the spreadsheet macros.

21
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Importing the CSV file n——.
Compensation Management Spreadsheet

Cydle 2018 Version dev 23
The purpese of this spreadsheet & to record appralsal scores and set bask pay rates and conribution-based financial awards.

[Data Spreacshest Downioad — Download Me Gala fle fTom e CASNEL Pay Pool Data Lt mpat
hen cick on Impor 1o Ioad e fe e s spreacshest Vigw Expor 180 et =
|Appraisal Score Entry — Once ihe fle has been lcaded. assign catequrcal D | _usrow |
and nal scoresfor each factor, and view repeds and gapns Parameters
s Bl il Y3 XOH By anames o SgtCRI and CA Parameters
scde dfferences Fun prefrwnan pay adustment scemance. Sel CRI and CA
parameters 00 2SS 3y auts 1o empky
Summary Reports
Diata Mantenance — Al addfions, defeions, and modiic ions mus! be done
in e central cafabase. All corms ecel for data ey and ‘widcad e Rails Report
locked T presene yeur work, expart Ihe data Mo s spraadshest and
uphoad fo CAS*het before changing any infomation In CASNet Career Path Factor Matrices ranked by Final Score
(Final “G " Sating — This spreadsneel comes wih 3 besl estimate of G

Once you have been notfied Inal 'G* is set. make afinal round Ty by Summary Statistics of Delta OCS
CASIHEL The fnal "G" valoe and relaled paramelers wil b inclued inthe
cownioad of your paypodl dta

Distribution of Delta OC§
Final Compensation Seting — Afler the final round iip 1o update 3", fraize
A i ac ek et s R il oy O Customizable Summary
Diata Upload — Use Export to creatie 3 e for Lploading the results rom yor
pay pool 1o CAS et Scatter-piots of OCS Score by Salary
|G emerate Part 75 - First use the fllers 1o sekect employees: sort data by Current Pay & 2018 5PL  New Pay & 2019 SPL
prefermed order. then clck on the Generale Pad | 1o generale Part] of the
[Appraisal Form for each Selected employee. Part 1 of Appraisal Forms
Open Existing Evaluation

Validate Data, then use the filters fo sehect indviduals and use sorf fo put the data in preferred order
Generate Part 1 of Appraisal Forms
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After you enable the macros, it’s time to import your records into the CMS using the
‘Import” button. Remember to have the “import” file saved in the same folder as
your CMS.
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Importing from Networking Resources

Import X

It appears you are trying to import from a network resource such as
Microsoft OneDrive or something similar, While the import should

still work vou will have to browse to locate the import file. It is
recommended that the CMS and import file are placed on a local drive
that is not linked to a network resource.

Path=https://csracorp-my.sharepoint.us/personal/michael_bowling_csr

2_com/Documents

o]

‘You may see this message upon importing your text file from a network resource such
as Microsoft OneDrive

23 9>
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If you are working in a Cloud environment, you may experience a problem trying to
import your text file into your spreadsheet.

This may affect the CMS, the SubPanel and the PAT

If the import does not work, you should save both your import file and your
spreadsheet to a local drive, such as your hard drive that is not linked to a network

resource.

Make sure your spreadsheet and it import file are both in the same folder.
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il Add-ins Function

+ Add-ins offer several functionalities such as copy, import, hide,
unhide

+ The add-in options vary by tab; click on "Add-in" button to reveal
available options from the tab you are working in

P S, e 0 . st e

24
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The add-in function is available on each tab at the top of your toolbar. Add-ins offer
functionalities such as copy, export, hide, unhide, etc. that may not be available in
Excel in the CMS.

Click on “Add-in” to reveal the options available for the tab you are working in.

Each tab has its own set of options. For example, the Contents tab offers “copy”,
“Import”, “Export”, “Output Charts” and also “Grievance” giving you access to the
Grievance Calculator.

The Data tab has many options to help you display records during your pay pool
panel meeting including hide, unhide, filter, sort, highlight, column width, as well as
Validate your records and clear circles
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i Importing CSV and Clear Wildcard “/MDemo
.
Compensation Management Spreadsheet
Cycle. 2018 Verson dev 23
The purpose of this spreadshest is to record sppraisal scores and sef basic pay rates and coniribution-based financial swards.
[DatarSpreadsheet Download — Dowrioad fhe data fie from the CAS et Pay Pool Data Last Ingort
jthen cick on import to ioad the fe inio this spreadsheet Import View Export Last Export
Last Modkhed Use Today
Appraital Score Entry - Once the fis has been loaded, assign categoncal
and final eeareeior sach factar and view reporte and araske Baramatas Chear Wideard Duta?
Score Hormalization — Compare score distributions fo look for anamabes and sel
|scale dfferences. Run prefminary pay adustment scerarios. Set CRIand CA
[parameters and assign pay outs to employees 0 Since this i5 the firs? time you ane importing to
Data Maintenance - All Mdions. & a0 i s st D Summary his CMS, would you like 10 clear the Wildcard
i the certral database Al columns except for data entry and “widcand’ are Ra column data? You will have 1o make 2 round trip
locked To preserve your wark, export the data from this spreadsheet and for 1his 10 take affect in CASINeL
upload to GASAHiet before changig any informaion in GAS et ca
Final “G" Setting - This spreadsheet comes wilh a best estimate of "G."
Once you have been notfed that "G" i sel, make 2 fnal reund o 1o Sy ve | No
ICAS2Net. The fral "G" value and related parameters wil be included n the
dowrioad of your paypool dats
Final Compensation Setting - Afier the final round tnp 1o update 6", fralze
the na adesctmants and saarde dor poer pa: pool o4 & Summany
72 et = e peed Customizable Summ v
Data Upload — Use Export to create afile for uploadeg the resuls from your
pay pool ta CAS et Scatter-plots of OCS Score by Salary
{Generate Part 1's -- First use the flters i select employees, sor data by Current Pay & 2018 SPL New Pay & 2019 SPL
ipreferred arder, then click on the Generate Part| o generate Part | of the
Apprarsal Form for each selected employee. m‘“wm
Open Existing Evaluation
Vabdate Data, then use the filters fo select indnaduals and use Sorf fo puf the data m prefermod order.
Generats Part 1 of Appraisal Forms
N =
I hepdfscoemoeim §

The first time you import your data records for the new cycle, you may have picked
up some wildcard data from last year or some remarks you had entered for your
Part I.

Entering “yes” clears it all so you can start from scratch for the new cycle.
Entering “no’ keeps it and you can re-use old formulas and remarks from last year.

Once you do a round-trip, whatever is uploaded with the spreadsheet will overwrite
what was in CAS2Net last year, including all wildcards
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“Import Complete” Indicator

Compensation Management Spreadsheet

Cycle 2018 Version: dev 23
The purpose of this spreadahest /s to record appraisal scores and set basic pay rates and contribution-based financial swards.

[ e e e ey Pay Last imgert. TG2018 {10732 AUIVEDT)
i = Cirveriarns i e CAS TR Y
chek o Impont o load the fle nio this spreadsheet Import View Export Lt Expest
Last Moot Use Toosy
Score Entry - Once the fle has been loaded, stsgn categoncal
|an finai scores for each tactr, ana view repons and graphs Parameters [ 3
Score = Campare 0 look for anomabes and Se1CRI —
[scaie déferences. Run prelmnary pay adusiment scenanos. Sef CRI and CA [
and assgn pay outs 10 empioyees.
ol it i " = Summary RePO ymoor Compietet
[Giasa idaintenance &5 SGGRONS GEEUTS, NG MO IO M e one
[ e central database AN colsmrs except lor data entry and ‘wid-Card” are Rails Ry :I
ked To preserve your work, export the data from s spreadsheet and Save oK
o GAS?Net before changng any informaton n CAS"het Career ||
=G Setting - Thes sqreadshest comes wih a best estimate of "G " 3 ,
[Omce you have been notibed that "G* is set, make a final round tnp to Summary Stalistics of Della OCS
[CAS2Het The final "G" value and related parameters wil be included i the
[fmmont s R s O Distribution of Delta OCS
|Final Compensation Setting - Aer e final round ¥ 1o update “G7, finakze
pary aussiments and awards for your pay pool Customizable Summary
Upload - Use Export o create a tie for uploading i1 results from your
pay pool ta CAS et Scatter-plots of OCS Score by Salary
Part 1's — First use the fiers 1o select employees. sort data by Current Pay & 2018 SPL New P 19 SP
|preferred ceder, hen chici.on the Generate Part| o genersie Part | of the
il Form for sch selecled employes Part 1 of Appraisal Forms
Open Existing Evaluation
Viskidate Data, then use the flers 1o select indhadusls and Lise S0t 1o put the data in preferred order.
Generate Part 1 of Appraisal Forms

v 5y ~
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As you start importing your data, the Import function displays a blue indicator that
shows the progress of the import.

This may take while, so do not press anything until the “Import Complete” message
comes up and you click “OK”
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Using the Sub Pay Pool Spreadsheet
For a Sub Pay Pool

27
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Let see how to use the Sub pay pool spreadsheet for a sub pay pool session
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How to Conduct a Sub Panel Meeting

* Offline, sub-panel spreadsheet support
— Download the spreadsheet from Pay Pool Notices module into CAS2Net
- Download a data file from CAS2Net
— Import the data file into the spreadsheet
— Use file naming convention to identify the correct file

I 2 http://acqdemo. hei.mil

As you do for the CMS, you must first download the latest version of the Sub Panel
Spreadsheet from CAS2Net and save it in a folder on your computer.

You must also download an Import file for your subpanel and save it in the same
folder where you saved your Sub panel Spreadsheet.

Remember the naming convention: look for a file with the pay pool name, followed
by “to_Subpanel” and the name of the Sub Panel manager. All import files will have
a ‘CSV” extension
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Getting Ready for a Sub Panel Meeting

» By the end of October all AcqDemo employees should have completed their
self-appraisals and all supervisors should have completed Part Il of the
appraisal Form containing category scores on each of the three factors,
assigned Performance Appraisal Quality Level scores, along with supporting
narrative comments for each employee

* By early to mid-November sub panel managers should conduct sub-panel
meetings, if applicable. This can be accomplished either using the online sub
panel meeting or by using the sub-panel spreadsheet

* First-level supervisors usually participate in the sub-panel meetings

‘ Part| CCAS Salary Appraisal Form
Part Il Supervisor Assessment
Part Il Employee Self Assessment

I 2 http://acqdemo. hei.mil

It is important to set aside some time to prepare for the subpanel meetings.

By the end of October, as the PPA, check with the supervisors that all employees
have completed their self-appraisals and that the supervisors have completed their
appraisals.

You can run a status report from CAS2Net. You can also generate the Part Il and
Part Il reports as read aheads to help pay pool panel members get ready to the
meeting.

The supervisors should have assigned categorical scores for each of the 3 factors
and also the Performance Appraisal Quality Level scores (PAQL) that they want to
‘recommend to the sub panel members.

29



[

— —————
I..I\I mDemo
Getting Ready for a Sub Panel Meeting (Continued)

* You are ready for your sub-panel meeting if:
- The CAS2Net database reflects the status of your pay pool on 30 Sept
- All employees have completed their Part Ills
- All first-level supervisors have completed their Part Iis

m
0

ven if the Part |Is were done supervisors should take

~+lhna o ||ﬂ_nﬂ—|n.ﬂ| mAanakino
U UiIc SuwTpalici iiiccuing

ﬂrr-

[ f\l'\:f\f'
per Copices
- Other documentation on employee contributions should also be taken to the

meeting (e.g., letters of appreciation, awards, commendations, publications)

o
Q)
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Use this short checklist to see if you are ready!
For the Subpanel:
- Make sure all records are up to date in CAS2Net by October 1

- Confirm all self appraisals and supervisor appraisals have been done

You may want to print the Part Il and Part Il and bring them to the meeting or send
as read-ahead

Make sure you apply all PIl protection measures when printing reports
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Important Technical Tips

* Save your spreadsheet as an .xIsm file unless
unavailable
31
—— hetp:academo heimil

To maintain all Macros in your spreadsheet functional, save it as an “xlsm” which is
Excel with Macros.

Not saving the macros will cause your spreadsheet to malfunction or crash next
time you want to open it.

As a matter of process, it is a good idea to “export” all data records after each
meeting, save it on your computer and upload it to CAS2Net.

If something happens to your spreadsheet because you did not save it as a .xlsm,
you can always download a fresh copy and download your saved data from
CAS2Net (doing a round trip)

Saving the data and having an organized file naming and folder structure are the
key to not losing data!
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Sub Panel Meeting -

PPM
1 : 1
Sub-Panel Sub-Panel Sub-Panel
| 1 1 |
Supv Supv Supv
Empl Empl Empl
[ Empl l: Empl li Empl
Empl Empl Empl

= The meeting is held as soon as all employees have received category scores on all
three factors from their first level supervisor, usually early November

= The purpose of the meeting is to normalize recommended category scores across
supervisors and assign integer scores

= Note: Pay adjustments are not discussed at a sub-panel meeting

I 0 http://acqdemo. hei.mil

A sub panel meeting is held to normalize scores across your organization

This ensures that supervisors who tend to score too high or too low are brought in
line with the rest of the sub-panel. The Meeting helps supervisors get a shared
understanding of the meaning of each score; Most supervisors assign a categorical
or preliminary score (such as 2L or 3H) before the sub panel meeting, in CAS2Net.
However, some organizations expect supervisors to also assign a numeric score
and a performance score. Refer to your organization’s business rules to find out
what is expected from your supervisors.

It is important to remember that the Sub Panel meeting is expected to normalize
scores. It does not discuss any salary or award decisions

For the organization pictured, there would be 4 sub-panels: one for each sub-panel
manger to review the employees under the supervisors, and one run by the PPM to
rate the superviors.

The sub-panel managers are direct reports to the PPM and do not go to a sub-
panel; however, the PPM reviews the scores of the direct reports with his or her
supervisor.
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Sub Panel Meeting Process

NH — Job Achievement and/or Innovation

2H 3L 3M 3H AL
Jane Doe (65) Bill Davis (66) Mary Cox (70) Jeff Green (82) Ruth Lopez (83)
Harry Smith (63) | Sally Brown (64) Fred Cantu (80) Dan Johnson (79)

John Jones (62)

For each career path and each factor

1. Puteach employeein the contribution matrix based on the first-level
supervisor’'s recommendation

2. By discussing and comparing contributions, move employees between
categories

Rank order empioyees within each category
4. Assigninteger scores

w

‘ This is called “normalizing” or “leveling” scores

I 2 http://acqdemo. hei.mil

Scores need to be consistent across employees based on the factors descriptors
and discriminators.

You can use the “ Group into Categories” functionality to achieve the normalization
of your sub panel’s employees scores.

You can visualize your employee’s names by category and rank order them to help
assign integer scores.

Note that the PAQLs are entered into the spreadsheet data tab directly. The PAQLs
are assigned based on the descriptors, not from rank ordering.
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Sub-Panel Meeting Spreadsheet

Cucle: 208 Vermor: dev 2
The purpose of this spreadsheet is fo assign and final c ores 1o I
Downicas e pErs Mmeetng data Paypool Data Lastbmport: TIA2078 (7-40: 35 AMNCDT)
fl from CASINet and save & 12 your hard drive, then cick on import 10 loed
the fie la this spreadabest Impornt View Export L:;m¢£w
Use Today

[Appraisal Score Entry —Once te fie has been ibaded. clck View 10 g0 o
larectyy 1o tne Data tab 1o enter predmnary and fral scores To assign scores
o b e a5 e s i o ( CroupintoCatesores e click Here
[Group im0 Calegones k. This form fRers eepicyees Dy Career Pain, Factor, - N ¥ R b
[0 Score Level For sach scane level (1 through &) seiected there wil be \‘Hﬁu—/
[oetween four and seven il bones representng the avaistle prelmnary scores Surmnmary
for that level plss boxes representng the upper and lowerimts of the R
lorecedny and next levess, respecovely Empioyees wirout & prelmeary score s Report
wil 3hgw up n e Unraled isfbon. Employees can be moved around n
[istboxes (left, right, up and down) and tarfrom the Unrted lstbox using the Career Path Factor Matrices ranked by Final Score

gy

[outtans on the form. To asaign 8 fnal score, double-cick the

loame

[Dats Maintenance - 21 sdatons deletens and MOdfcatons Tust be done
|cas2net before changing any information in the database

Scatter-plots of OCS Score by Salary
[Data Upioad - Use Expart fo creaste a fie forupiading the resuls from your
Joay poot to CAStiet Current Pay £2018 SPL
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From the “Contents” tab, click on “Group into Categories”



Group into Categories

[/ MDemo

Group into Categories

Career Path Level Empioyes Movement
| #nl w0 e e W
i 2
| Al T ... | [P
& Job Achievernant C3
and/or Innovation 4 Dawn ‘

~ Comuncation andloc

= |
Move to Unrated
" Mission Support Aty
1' I Maove from Unrated

i
{1L(0-5) 1M (6 - 23) 1H (24 - 29)

{ Butler Bryce (4)

This screen emulates the CAS2Net Preliminary Score Module (see next slide)

T hewiscademoeimi

35

Use this screen to group employees into categories based on their contributions

Do this for career path, factor, scoring level
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Group into Categories

Carpor Path Level Emglores Movems

BN TN OCNK c1 Up

Factor i

s Left Right Uneated

o Kohciment | @3 UL
and/or Innovation 4 Down oy o

Comuncation andfor Yeakdey Yolands (3) ™

Teamwork
) R | Move to Unrated I

Mission Sunport
( Move from Linrated } |
Close

H (62 - 66) 3L (61 - 661 M (67 - 78) M (79 -83)

Adtis Amy (2) 65

Farrouesth Frad (21 &5

Grimes Garth (2) (]

Hanrts Henry (2) 65

Red Richard (2) 65

Ukancv U (2) &5 cenit (3) 77

Zurbriggen Zack (2) 65 Hansen lke (3) 7%

Cavasos Carmen (2) L] Appleton Adam (3) 5
Mucker Mark (3) 75
Babibitt Chels (3) 72
Ceion Connie (3) 7]
Fites George (1 72
Quartes Richard (3} i
Stewart Tammy (3) n
Tarman Timothy (3) n

Based on panel discussion, select employee to move into category; in this example, panel
wants to move “Lawrence, Lance” to 3M; to do so, click on the “Move from Unrated” bnggcon

I 20 http://academo.hel.mil oS

Look at the list of names. During the subpanel meeting, you may get the direction
to move people around, whether to rank order them in one category, or to move
them to different categorical score, lower or higher level.

In this example, Lance Lawrence is still unrated. Note that you can move any

employee to the “Unrated” section if the panel has a difficult time making a decision.

You may consider the “Unrated” section as a parking lot until the panel is ready to
make a decision.

Let’s say that the panel wants to assign a “3M” to Lance. Click on his name and
then click the button that says “Move from Unrated”
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Group into Categories

Group into Categories

Name: Lawrence Lance (3)

re:| 3M ¥

Apply | Cancel I

Carver Path Level Ermghoyes Movement
S CHOC MK . ™
Fasctor ©2 Leht Right I Unvated
Job Achievesment 3 r
- Lawrence Lance (3) ”
andiar Innavation ~a iy Hoang Dardele (3) ]
~ Comuncation and/or Yeakdey Yolanda (1) £
_— oy || [Coommmms ]
1o Ureat
Mission Support 4l
=] Hove from Uewated |
] —— ]
H (82 - 68) 3 (61 - 66) M (&7 - 78)
ety Ay (2 [ Evaen Erin (3] ”»
Farnsworth Fred (2) &5 Hemenar sl () Lid
Grimes Garth (2) 65 Jervs Jane (1) ™
Harrls Henry (3) [ b J
iﬂl::(&"u?;ﬂ :; I_‘ﬁ-
U : 2
Zurtriggen 2ack (2 & Assign Categorical Sc.. X ]
Canvasos, Carman (7) ] ] 5
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Use the Assign categorical score interface to assign the categorical score that gets

M-8

[/ MDemo

* The “Assign
Categorical
Score”
interface

annears
appsals

* Click on drop

down list and
calect "INV

STITLL 2V

* Click on the
“Apply” button

37
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decided by the sub panel members

Make sure the click on the “apply” button
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HCi | | EaDemo
Group into Categories

Group into Categories *  Employee appears in 3M
column

Canser Path Lavel Emgiloyes: Movement
. N TN OO ~1 up
. *  Aspanel discussionscontinue,
! : LUk I e Unrated you may further move
& Job Achievement 3 e employee usingthe
and/or Innovation o Down - - o) — halnglr?s\ree Movement
~ Comuncation and)or
Teamwork
~ ) Feoel]| Mowe to Unrated |
MREROn SUpport i . *  To move employee to a lower
I pove from Uncated | level, hishlilshifmﬁ’lw‘-’ﬂ's
Close: name and click “Lef
M (62 - 661 3L (61 - 66) 3
Artis Amy () &5 ]
Grimes, Garth (2) 6 7
Harris Heney (2) 65 ]
Resd Richard (2) &5 w
Ulanay UM (2) 5 77
Zurbriggen Zack (2) 65 76
vasos Carmen (1) L ]
7S
n
&) 72
Quaries Richard (1) n
Stewart Tameny (3} 2l
T v 71
< Lawrence Lance (3) 7

38
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Another way to assign scores is to move the name of the employee to another
column.

In this example, let’'s assume that the sub panel members now decide to change
Lance Lawrence’s score to a 3L

Locate the Employee Movement interface (top middle). All you need to do is
highlight the name of the employee and click on the “ left” button to move the
employee to the “3L” column —
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Group into Categories -

Group into Categories

Career Path Level — [~ Employee Movement

FNH TN TN c1 Up

Hoang Danielle {3)
Vealey Yolanda (3) 78

H (62 - 66) (61 - 66) 3M (67 - 78)

Artis Amy (2) 65 Lawrence Lance (3) Evans Erin (3) 78
Farnsworth Fred (2) 65 Hummer Hershel (3) 78

12

Grimes Garth (2) 65 Jesris Jane (3) 78
Harris Henry (2) 65 Virson Viclet (3) Fl:
Reid Richard (2) 65 Sarenson Sarah (3) 7
Ulanow UN (2) 65 Udell Vincent (3} i
2urbriggen Zack (2) 65 Hansen Tke (3) 76
Cavases Carmen (2) 2} Appleton Adsm (3) 75
Mudcer Mark (3) 75
Babbitt Chris. (3) 72
Celon Connie (3) 72
Fites George (3) 72
Quarles Richard (3) 7

Stewart Tammy (3 71

Employee is now in the “3L” column

39 |
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This screen confirms that Lance Lawrence has been assigned to the “3L” category
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" Mission Support

1 Move from Unrated I

° o guo *
e " MDemo
Group by Category

Career Path Level -

En e * For each factor,
1 Up | use “Up” or

- (— L n

FaJasrAchi t G: - J o | poestad toD ﬂ'\v:r\:'e AR

& (o] EVemen

*® and/or Innovation 4 Down | | employees within

~ Comuncation and)/or a category to an

Teamwork appropriate order,

oy || _eretoumates | asdirected by

panel discussion

—
sl || I « You can group by

Pay Schedule,
Broadband rating

2H (62 - 66) 3L (61 - 66)
| Artis Amy (2) 65 | Lawrence Lance (3) level, and Factor
Farmnsworth Fred (2) 65 Hoang Danielle (3)

Grimes Garth (2) 65 Yeakley Yolanda (3)
Harris Henry (2) 65
Reid Richard (2) 65
Ulanov Ui (2) [
Zurbriggen Zack (2) 65
Cavasos Carmen (2) 64
40
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The Employee Movement interface is available for moving employees to a higher
category (right), a lower category (left), and also to rack and stack employees within
a category, with up or down buttons.

As seen earlier, use the “move to unrated” if the sub panel members cannot make
an immediate decision on a score for any employee. Once they are ready to decide
on a score, use the “move from unrated” to assign the score

Other functions include grouping by career path, by factor and by level
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° o guo
i Assign Integer Score HDemo
Career Path Level Employee Movement .
SNH O CNK i w * To assign a score,
Factor ca | Rt | | gooted double click on
& Job Achievement. -3 ’
andlor Innovation o Down employee’s name
Comuncation and/or
Teamwork
i Aoty | Move to Unrated |
¢ Mission Support i s
o ([ rom ot | ‘ * Select a score frgm
—‘ the drop down list
of the “Assign
2H (62 - 66) 3L (61 - 66) 3 lnbamar Crmeal!
Artis Amy (2) 65 A0 HILCETI JLui
Farnsworth Fred (2] 65 Danielle (3 $
Grimes Glarl!l (z}( ! 65 :::wmw Tuldnda[ [;J interface
Harris Henry (2) 65
Reld Richard (2) 65
Ulanov Ui (2) 65
Zurbriggen Zack (2) 65

Mame Lawrence Lance (3)
Category: Job Achievement
Pre-Score: 3L

Apply Cancel

41
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Once the sub panel members are satisfied that employees are similar in their
contribution within each category, it is time to start assigning integer or numeric
scores.

Double click on an employee’s name to display the “assign integer score” interface

From the drop down list, select the integer score decided by the sub panel
members.

Note that the list of available scores will be limited to the scores aligned with the
categorical score that was assigned to the employee
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i Display of Integer Score ——y—
Group into Categories
5 s | | Fmelor 3 Lawrence, Lance
—w TP Iw flca up has an integer
|
- | C
Factor 2 Lot | Right | — score of 63
& Job Achievement |®3
e [C4 ﬂ[ Note that the
Comuncation and | T
e . . preliminary and
C Mission Support Apply ‘ _Mowbotnated | numerical score
T | changes show up
Close in the data tab
H (62 - 66) 3L (61 - 66) .
Artis Amy (2) &
Famsworth Fred (2) 65 Hoang Danielie (3)
Grimes Garth (2) &5 Yeakley Yolanda (3)
Harris Henrv (2} 65
Reid Richard (2) 65
Ulanov Uli (2) 65
Z2urbriggen Zack (2) a5
Cavasos Carmen (2) o4
42
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In our example, Lance Lawrence was assigned a numerical score of 63.

The numerical score is displayed next to the employee’s name; the score will also
be reflected in the data tab and other applicable tabs after you hit the apply button.
You do not have to re-enter the numeric score in the data tab.
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Fix Data Tab

Y z AA AB AC AD AE AF A

~ Categorical i Final | PAQL
i s i 3 i s

g%gé ;5%%-5% §§%§§
i-ii-éw-mifsi-én-Hg-éi-E

Job Achievement

T hewiscademoeimi

" MDemo

Here is the main data
entry saction of the data

tab.
Note that all of the cells

are yellow meaning they
are editable

43

This is the main data entry section of the Data Tab. Note that data entered using

group into categories will appear in columns Y to AD
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Retumn to Main Menu
Rgturn to Data
Factor Matrix
| Al NH M4 NK
E ey e grvws e e ot ANl Coreer Paths NH Career Poth
FWRRY AP 07D e Aoy
Libnw e Beaorne &0 el ovcke
e bty b i Soove
w Fap
20 OCS vt Jobs Achievement Lvl -
W, Freeman Francis 2 L] Curtiss Dan 4 k] Use the Matrlx
N Donaldeor Dervs: 2 45 Ew Fi 4 2
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N Wilkama ‘Wilson 2 & Chusarte Fechard 3 n
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Higre st o Lowa M Diarcy Dyesrwne 1 - ] Uclell Vircend a ™
N) Garfisld Geon 4 a2 Blabis [= 1t 3 ” H - 1
= il ol R P G 3 7 distributions by
eyt r| HJ OConnor Clive “ @ Harsen ke 1% % e .
NI Fasoms Pancs 3 e Ay @ ow® -
Oy Ercactans - Poee: 3.9 Chn Covie 3 T (Career Path and
maer| | LS BT 12 ER.m 1
(i e e )3 —tm 3 B Broadband
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N Lo Ve 1 77 Sowaen Swah 3 T = Review score
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NH Jerris Jarw 3 w Burns Barry 2 x
NH Lawerce Lance 3 ] Hoang Darelle 3 ™
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4 % M| Contents Data| Matrix JRalks  Deka Stats  Deka Pt Cur OCS %2 44
http://acqgdemo.hci.mil 9.5

The Rank Order interface gives you a way to sort employees based on their score
and also group them by factor and/or career path. It sorts the scores from highest
to lowest or lowest to highest by career path

This functionality is available from the Matrix tab of the Sub Panel Spreadsheet
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Return to Main Menu
Rails Report
Final
NH NJ NK Total
Rail Zone| Number Percent | Number Percent) Number Percent Number Percent Definition of Rail Zone
A 4 11.1%) 0 0.0% 0 00%| 4 B.0%! Inappoprialely compensated above the rais
c1 1 28%| o 00%| 1 143%| 2 4.0% Appropristely compansated bebvesn the rals > SPL
c2 5 13.9% 1 14.3% 2 286% 8 16.0% Appropriately compensated between the rads <= SPL
B | 2 T2.2% ] 85.7% 4 57 1%:F 36 T2.0% Inappropriately compensated below the rails
Total 36 100.0% 7 100.0% 7 100.0%| 50 100.0%
Upper and Lower Rails
G5-15iep 1 SPL base CCS  Upper Fail _Lower Fail __ SPL
e [T LT Tr min 100 120,009 [T
max oo ST IEESM PWISM
* M| Cortents Dota M.m:).-l.\ Stws - DetaPir Cur0CS V3 If4 Ll
45
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The rails report is available from the Rails tab of the Sub Panel spreadsheet
The definition of the various Rails is displayed on the right side of the screen.

This report allows pay pool panel members to see the distribution of employees in
the A zone (above the upper rail), the B zone (below the lower rail) , C1 zone which
is above the SPL but on or below the upper rail, and C2 zone, which is on or below
the SPL but on or above the lower rail
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Rails Report

* Calculates how employees’ scores (as a Count and a

Percent) map to the different rail zones (A, C1, C2,

n\
'}

* Clis above the SPL and on or below the upper rail
* C2is on or below the SPL and on or above the lower rail

46
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The rails report displays both counts and percentages by zone
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OCS Results MDemo

OCS Results: Current Pay and 2018 SPL

0 70 80 o0 100

50
ocs
Upper Rl SR Loww RSl = MNH Ml = MK |

Visualize overall current pay vs OCS

T hewiscademoeimi

The OCS Results current pay and 2018 SPL shows the distribution of current pay to
OCS for each employee, represented by a dot.

This is a good visual for sub pay panel members to look at, to assess how their
workforce is distributed across the zones

If there are less than 256 people in the subpanel, the name of each employee and
their current salary is displayed if you hover the mouse over the dot

Note that a different shape and color of dot is used for each career path.

47



" MDemo

Using the CMS Spreadsheet
for a Pay Pool

48
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We are now going to review how to use the Compensation Management
Spreadsheet for a pay pool panel meeting
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i Pay Pool Meeting WDemo
PPM
L
I 1 1
Sub-Panel Sub-Panel Sub-Panel
I 1 1 1
Sy Crirmus S
UU'-I" R v Uu'-l'"
—  Empl —  Empl —  Empl
m Empl = Empl — Empl
—  Empl —  Empl —  Empl
= The meeting is held as soon as all sub-panel meetings are over, usually early
December
= The purpose of the meeting is to review and normalize scores across sub-panels
and assist the PPM with pay adjustments and awards
49
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The pay pool meeting usually is held following the completion of all sub pay pool
panel meetings.

While sub pay pool meetings were focused on normalizing and assigning numeric
scores, the pay pool meeting focuses on normalizing scores across all subpanels
and also making decisions on pay adjustments and awards. Recall that money
decisions are not made in sub panel meetings.
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Conducting a Pay Pool Panel Meeting o

Conducting a Pay Pool Panel Meeting

* Meeting must be done offline: computations are done
in the CMS only

- nnufnln‘jr'l tha C IUIC
Ui Vi

Notices module of CASZNet

* Download the entire pay pool data file from CAS2Net

* Import the data file into the CMS Spreadsheet

* Importing a Pay Pool data file is the same as importing a
Sub-Panel data file; remember the file naming
convention to help you select the correct file

I 2 http://acqdemo. hei.mil

Before starting your pay pool panel meeting, make sure that you have downloaded
the latest CMS from CAS2Net pay pool notices.

Import your pay pool data into the CMS from the Import file, which you downloaded
from CAS2Net

When selecting the import file from CAS2Net, make sure you select the one that
says “to cms” in the filename, not the sub pay pool import file
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Let review the import process for the CMS

Start with CAS2Net and select your import file. Download and save to your
computer, in the same folder where you have saved your CMS

Open your CMS and enable macros. Click on Import from the Content tab to view
and select your import file.
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|“|\| Parameter Setting for First Year

" MDemo

First year pay pools should check the first
cycle box and set CI funding to 2.4% and CA
funding to 1.3%

Return to Main Meny Rrsato_ |

Detunt vates |

| You may set any parameters in Yetow |

Start with ke or no CBS and CA
- prase

18,765 | Cash Amount Plus Unused GP|
$70 045 $85 276 = Check boxif this is vour organization's first cycle in AcgDemo
CRI Set-Aside 0% 9% % %0
Award% $40 407
Award Set-Aside 0o, 9% 80 Bets?
Beta 1 (CRI) Betal b Ut Pl

Beta 2 (Award) = Lipper Fial 25 = 2 above SPL
Minimum CRI Dollar Amount De SPL = T sbove SPL

Minimum CRI Carryover Amt o Lo Fiil =1
Minimum Award Dollar Amount m e Lower Ral
4 i
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The Parameter tab allows you to tailor your pay pool parameters based on your
business rules. The standard funding ceiling for FY18 is 2.26% for CRI and 1% for
CA

You can edit the pre-populated yellow cells as required by your pay pool.

For example, you can enter a CRI set aside, either % or $, that your pay pool can
distribute as a discretionary CRI

Refer to the 2018 Funding Guidance Letter from the PMO for guidelines.
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Data Sheet: Override Options —

Copy to Opt Sig

|Start Date % % 2% 1stLevel Sup Name Sub-Panel Managers  Pay Pool Manager Name
= 2 % Meeting
£ £ o
@ @ -
> > ]
=] =] 2
g 3 3
12-Aug-01 0 0 1 Helen Gonzalez Chris Babbitt Bob Amold
29-Sep-00 0 0 1 |Francis Evans Chris Babbitt Bob Amold
i-Fed-99 0 0 i |Tammy Stewari |Ciris Babbitt |Bob Amold
1-Feb-99 0 0 1 |Vincent Udell |Chris Babbilt |Bob Amold
1-Feb-99 0 0 1 |Trish Flynn Trish Flynn Tnsh Flynn

= CRI Override set to 1 means the employee does not receive a CRI payout from the CRI
computation algorithm
= The supervisory hierarchy comes from CAS2Net 53
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In the Data Sheet, use the Override options to tailor the way you want to calculate
employees’ pay and/or award

For example, for someone who is retiring, override their CRI (set to 1) since they
won’t be receiving future paychecks; same for CA; the Override function removes
the employee’s from the algorithm

You also have a way to rollover to CA automatically to get the whole payout as an
award: just select “1” in the “Rollover CRI to CA” column

The CMS will automatically roll over to a carry-over award any CRI money that
cannot be earned due to hitting a pay cap, hitting control point, or being on retained

pay



H<I

Data Sheet: Enter Part | Form Data “'HDemo

= Use the columns shown to
enter names that will be
shown under the signature
block on the Part | Form for

e _
= Use this if you want to display
the rater’s name — may be i

useful if signature is not easy
to read.

Part 1: Optional Signature  Part 1: Remarks

= Also, enter optional remarks
for the Part | Form for each
employee.

T hewiscademoeimi

In the Data sheet, you can optionally enter the name of the supervisor and
additional comments or remarks, which will be displayed in the Part I form
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*  Gray highlighting means the
employee is not eligible for
discretionary CRI

* Yellow highlighting means they

ow to
igi Allowabl | exceed Pay Pay
are eligible lomath |eooned
* Note that the spreadsheet | | l |
enforces the several pay caps
that apply — there are more am % nm 628 B 2000 0 $T0.405 158,975
4 52 ] 298 | 5ESX M o 0 METT | o
than just the top of the pay s 0 45 057% 7683 500% 0 4T 53654
hamd laan dabla bhalaad 0 - " anres T Esa N n o o e0n %8
band {see table below) b = = oo w5 oo L] i se0,7%9
0 0 ] 000% w22y 000 ] 13057 $348
258 4n 2577 uz: IS 000 ] TEE 80759
5% w0 . %% wss 6002 o s $sarar
11551 450 $15m 43 84 820 200002 a S04 706 k)
0 ] ] 000 ] 00 ] s 17755
T8 ] WATET BE% 087 200% ] IATE s
— bl T F+- 3 iGn55 i L] FHRIT k]
Locality Pay
Category Pay | [~ Rating Contribution Award Ban i Pay pla o catty pay may et
amewd Exacitna Lovel N Basie ey
Inappropriately Compensated .4 | ©2419 i::,“e” or NO () YES
YES— Up to 6% YES
Approprately Compensated -C YES Miry Aot acasd uppsr (1! NP For am s vea's Py poslmarage soooves woto YES
OCS of Ml saliy 107 O ent beo sobend vel $10000 Amounts escesdng 310000
"egue o cal oo mmanders epn Yl
YES—Upto 20%
Inappropriately Compensated -B YES "-:‘" m"""“"‘ -l """‘"L:":- YES YES
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The CMS color convention is the same as the Sub Panel Spreadsheet. Grey
means it is not applicable, yellow means you can edit the content of a cell; white is
not editable.

The Data sheet CRI section includes a column to enter any discretionary amounts —
note that Discretionary CRI that can be negative or positive this but cannot be

If negative, the unspent amount goes into the pot and gets recovered to others

The CMS enforces pay caps, such as the ones displayed in the table by Zone.
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i\ Data Sheet: Control Points “MDemo
Control points can be set for each employee
Computed Max Allow to CY2018 UR CY2019 LR [Control |Allow Over |Max Base Approved [New
Base Pay 2019 |Allowabl |exceed Pay Pay Point  |Control Pay 2019 CRI $ Base Pay
e CRI % |20% limit Point? 01
$54,450 20.00% 0 $70.405 $59.975 0 $61389 $3.074 | $54.450
s 20003 i $HE7T $12485 ¢ $123647 i s1a54 45208 smsM2
$67.603 6.00% 0 $74.724 $63.654 N—= 0 $69.951 $445 $67.603
87,549 0.00% 0 $94.8% $80.769 0 $87.549 $0 $87.543
$62.237 0.00% 0 $39.057 $32419 0 $62.237 $0 $62.237
56
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The CMS lets you set Control points to support your organization’s business rules.

The PPAs enter the control point amount into the “Control Point” point for each
affected employee. Once entered, PPA can specify whether the control point can
be overridden by entering “1” in that cell

For example, entering 1 next to “$129,641” would bypass the effect of the control
point. The employee’s pay would be capped at “$129,641” if the cell remains “0”,
which would activate the control point.
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Total Descretonary Amerd = s
Totel Award = 509,516

L ] .’.
Carry-Over Awards
€ d * MDemo
cT cu cv oW CX cY cZ DA
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In the CA section, the pay pool panel members can see any carryover award in
column CT; the sum of all carryover awards is displayed in column CV, at the top.

The pay pool can decide on discretionary awards. The PPA enters the
communicated dollar amounts in column CW
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Anytime during the pay pool meeting, it is a good idea to check the Delta Stats tab
for unusual OCS values .

While it is not necessarily wrong, it may indicate that the normalization of the scores
has not been completed



et o

"\‘Day Pool Meeting: Check Rank Ordered Data ' "oem

4 A ac ] E G H ! 4 K MM o L R. 8 T v w. X ¥ z AB AC  AD AE AF M

1
Fgurn to Mam Meny

2
5 | Feham o Dty
4 Factor Matrix
S| Al MH W MK
sl
T | Ench kst pves e name and | AN Carear Paihs HH Caresr Paih MJ Caress Pathy

8 mioge acom on e fackor
0 |Use the bultona o mnk
‘orter i hatn Dy miwpar

10 | scom Final Somes
ok : ok Achivemert

b1 o 0% L G b invarvation Lol fr  ancles Teamwerh  Lnl Slor  Mimsien fopwert Ll S AWOCS LW Ser s inervalion. L
2 M Gorser  Heian ™ Matrms My 3 Mates by 3 Gereser Heien o Vaw  Zww
L] b B B w Dusbrggens Zack T Dubeggen Tus Bt B : W Hissn  Ba
1 Sk Cioe M Mchaisen Harcy «n Hocs  Hdn 3 N M 1 chaisan  Harcy « n Frone  Farad
1 et W Eww  Faos 4w Emeson  Enca T Emen e Euw  Faor 4 W Tuman  Teory
16 W bean Jin " Mcheien  Harcy 4 W Dy i Ml Jn i« m OCarver O
i o Oroe W Viesen  Vidw 1w Evern Frwos & W Marwieen Nare 4 Wieeen Ve I m Howg Ene
ol Mi s Dasel @ Goredar  Helon 4 BEars  Freas el T » o
1 N dggien  ddem 1 m b e PR T 4 W dpieon  adem 1
= o | W Yo . = Baw B 4 Bhmesn  dn 5 Lot — 1 =
[ Lowent 1o et MU Vieesd 1 e Viewsr, Vet 3B Ve Vel ) BCde  Cowe 1 o=
2N mememam | M4 o Corrve 1w Horg  Daeie } Dbag  Dwele 3 W Ouies  Fichwd 3 o=
n - M Oustes  Fichaed 1 ® Acgisn  ddwn 3 Acceen  Aden 3 WEws  Ewn 1 =
N s G Wi Eve  Enn 18 Uded Vet 3 RUSE  Viees 3 Blewwes Lwee » B
25| gt oLaws 1 Laewrcn  Laren 1w Cdon  Corew 3 B Cdan e 3 RMke ek 3 ®
| _Seaen | M Mucke Mk 12 Ouwies  Fichurd 1 D Cuwies  Fichad 3 0 Mamrar Moy s on
n W Sowsen  Sedh am Laworce  Lance 1 W Lswee  Laee ) e U Ny »om
F] W Mace e s Matw b 3 Whke M 3 Rk ek ) B Chw 1 ®
0 H4_Baor___Cheis P Sorwren._ S, 371 Sorermen.__Saeshy 377 Sorerwen._ Swsh, 371 Yases__Yolans -

Contents | Parameters | Data | Matrix | Rails | DeltaStats = DeltaPlot | CurOCS | NewOCS | Summary

Ready  Scroll Lock

In the Matrix worksheet, check scores by career path and factor
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The CMS Matrix is similar to the Sub Panel Spreadsheet Matrix tab.

The PPA can check scores by career path and factor and display the results to the
pay pool panel members for further assessment
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Pay Pool Meeting: Check Current OCS Results

* Check where
overall
contribution
scores for current
pay plot against
new upper rail,
lower rail and SPL

OCS Results: Current Pay and 2017 SPL

+ |f there are fewer
than 255
employees in the
pay pool, hovering
the mouse over

the dot will
display the
employee’s name

o

0 3 o w 0 00

ocs
—ipper Rail SR w—lower Ral ¢ NM N L
rarneters _ Data  Matrx  Rals _ DebaStats  Deka Plot @I‘c« 0OCS _ Summary 132 naL 60
b
e

The Current OCS tab shows the distribution of employees across the zones (A, B,
and C)

If you hover over a point, you will see the employee’s name and scores.

Note that if you have more than 255 employees in your pay pool, you need to go
back to data sheet to see the data
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Pay Pool Meeting: Change Scores HDemo

* Change scores directly on the
PAGL Data worksheet

Job

Achbeverment
1 for nnovation

Communication
4 Vor Tearmwork

» |If Categorical Scores are used,

*hasion Support
]

Vior Tearmwark
*8qsion Support

Communication
7 C

B I I change them first and then use
T T O T - O the drop down list to change
H - aH £l 2] £ 5 5 5 i
e i O U T ) e the numerical score
& a oA -} & = i 3 3
M ™M ™M 7 ” 7 3 3 3
o H H 73 -3 " 3 5 3
™ MM ™M L] n n ] 3 3
H H H 82 &2 82 3 5 3
™ - - ] « £ ] ] L]
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The CMS does not have a “GROUP into CATEGORIES” functionality such as in the
Sub Panel Spreadsheet.

You need to enter changes to scores and PAQL directly into the data tab.

If you change a numerical score, you need to adjust the categorical score first and
make sure that the selected numerical score is within the range for that categorical
score.

Enter PAQL by selecting from the drop down list, as explained earlier in this course:

For each of the 3 factors, organizations select a Performance Appraisal Quality
Level (also knows as PAQL and pronounced P-qual) after assessing employees’
performance in achieving their expected contribution results.

The available values are Level 1 — Unacceptable; Level 2 — Fully Successful and
Level 3 — Outstanding.

These values will be averaged to calculate the employee’s annual rating of record.
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Uploading Data Back to CAS2Net
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At the end of you pay pool meeting, you need to upload your data from the CMS
back into CASNet.

The next slides will review that process, which is in essence the reverse of the
Import process
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Compensation Management Spreadsheet

Cycle: 2018 Version: dev 23
The purpose of this spreadsheet is fo record appraisal scores and set basic pay rates and contribution-based financial swards.
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From the Contents worksheet, click on the Export button to create an
export CSV file
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After validating your data, (from the Add-ins at the top of your spreadsheet), use the
CMS Content tab “export “button to initiate the export process
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i Save CSV File WDemo
Organize * New folder = (7]
= Desktop A Name oo * Save the CSVfilein a
Bonumunts 0. ppAMCLH_to_CMS_5_16_2018 6/25/2018 11:02 AM protected folder
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« Pictures

* Note: CMS

B Videos

25 Windows (€) Spreadsheet applies
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Save s type: [Comima Defiag ¥ functionality to
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~ Hide Folders Tools ~ Save Cancel
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The Export function will generate an Export text file that you will need to save onto
your computer, in the same folder where your CMS is saved.

The Export function also assigns the filename, generated based on the naming
convention for an export file (in this case, the file will show “to Master” in its name)
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Paypool Motices
Demo Reset

RT Database
Maintenance
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To upload your export file to CAS2Net, login to CAS2Net and click on “Offline
Interface

Look for the “upload” button and click on “Upload Employee data”
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Upload to CAS2Net “/mDemo
" HDemo
ET——— Offline Interface - Upload Employee Data

Anmual Asprateal T T

Closeout Self
Assess

Reports

Welcome
Reports
Data Maintenance

Paypoal Notices
Demo Reset
RT Database
Maintenance

Select saved CSV file and Upload to complete the process
I bep/facqdemohaimi
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At this point, you will need to specify the location of your export file, on your
computer.

Click on “Browse” and select your saved Export file (the one that shows “to Master”
in the filename)
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Pay Pool Meeting: Part | Form *MDemo

Compensation Management Spreadsheet

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 fie from the CAS Het
fihen chck on import 9 load the fle nio ths

{Appraisal Score Entry — Once the file has been liaded, assign categorical
jard final scones for each tacter, and view reports and graphs

s - Compare scon 10 ook for anomaties and
iscale diferences. Fun prelminary pay adusiment scenanos. Set CRI and CA
and 855N pay outs 1o emplay

Data Maintenance - Al addbons, deletons, and modficatons must be done
i the central database. Al columns eacepl for data entry and “wild-cand” are

[Final “G" Setting - Thes spreadshee! comes with 2 best estmate of G
Orvie you have been notfed that G” is set, make a final round np 10
CASINet. The final "G vale and related parameters wil be nciuded in the
download of your paypoo! data

Final Compenation Setting - Afer the firal round inp o update *G", fralige
fthe pay adustments and awards for your pay pool

Data Upload — Use Export to create o fle for uploading the resulls from your
ipary pool 1o CAS et

(Generate Part 1's - First use the flers to select employess: sorl data by
iprefeed order, hen chck on the Generate Fart | to generate Part | of the
{Apprassal Form for each selected employee.

T hewiscademoeimi \

Pay Pool Data Last bmpert. PRL2018 (10 55 52 AMBCOT)
Import  View Export Lt Frgea |
Last Modied UseToday |
Parameters

Sot CRI and CA Parameters

Summary Reports
Rails Report
Career Faih Facior fiairices ranked by Finai Score
Summary Statistics of Delta OCS
Distribution of Delta OCS
Customizable Summary

Scatter-plots of OCS Score by Salary

Current Pay & 2018 SPL  New Pay & 2019 SPL
PPart 1 of Appraisal Forms
Open Existing Evaluation

Validale Dada, then use the fillers lo sefect ndniduals and wse sorf fo puf the dala in prafarred order
| Generate Part 1 of Appraisal Forms
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You can generate an Appraisal Form from the Content tab of the CMS.
At the end of the pay pool meeting, after validation, click on Generate Part | of

Appraisal Forms
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i Example of a Part | SMDemo

1] Part |: CCAS Salary Appraisal Form

The Part I generated from the
CMS is identical to the one
generated in CAS2Net in
Reports

By default, the CMS generates a
Part I for each record of your
pay pool

If you only need one or a few
select records, you need to
filter the list of records in the
data sheet before generating
the Part I from the Contents
sheet

Conterits _Adam A Appletan

68
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This is an example of a Part |
It can also be generated as a report from CAS2Net —

You can limit and order the selection of records by filtering and sorting the data
records in the Data tab prior to generating the Part | — the CMS will only generate a
Part | for those records that have not been filtered out (are displayed on the data
tab).

This is important to remember because generating hundreds of Part | can take a
while.
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data click the title and make a selection from picklist on
CY2018 Base|1st Level Sup Name 2 [
Pay % g -1
I3 =

45 /

% $50568  Helen Gorzaker 3 64
% S106788 Francs Evans 5 99
% 85309 Tammy Stewart 3 [:.3
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The summary tab offer a
quick print-ready view of
your pay pool results.

You can change the
default fields by
selecting another data
column from the
available drop down list
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The Summary tab is the last tab in the CMS

It is a ready to print summary of your pay pool results

You can tailor the headers by selecting the desired data column from the available

drop down list
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Pay Pool Analysis Tool (PAT)
T bp/acqdem i 9.

The Pay Pool Analysis Tool is used to combine the results of one or several pay
pools (CMS) and produce analytical graphs and statistics

Pay pools can quickly generate graphs and tables that can be used in PowerPoint
presentations or other reports



i“iCi Create Import file for PAT .I.-nem.,

The export file from the CMS is also the import file for the PAT.

Create the file by clicking on the Export link in the CMS and save it

in the same folder as the PAT.

Compensation Management Spreadsheet

Cycle X0 Vermen duev 71
The purpose of this ;'mh! to record apprasal scores and sef Dasic pay rafes and contribution-based fanancral awards.
[Datar Sproadshost Downloal - Dowsdosd the daa Me Fom the CAS et Fay Pool Data Last brport AZ00W (259 3% PAICOT)
o s i e T (-
anc fnal scores for sach factor, and wew tgons and gragha. Parameters
Score Mormalization - Compare score distnbutions 1o look for anomakes and W
e 1V MR Komlbld. W (M
B e R iy
ocked. To ettt you Wik, expor i ks bom B sareadibes and Falln Reged
kormation m CAS et c
Final “G" Sedling - This spreadshest comes wih a best esbmate of G *
Once yind have bewn noted that "G s sat. make anal ound tngto Summary Statistics of Delta OCS
[CASINet The fnal “G” value and related parameters wil be included = the
downicad of your paypool dats Distribution of Dalta OCS
Final Compensation Setting - Attsr the fnal reund tng 1o update “G° fmakze
Ene pay sduitmests and swards bor yous pay ool Customizable Summary
Do Upload — Une Expen 10 craste 8 Sle Tor upieadesg the resulls kom you
oy ool 1o CASTHet Scatter-plots of OCS Score by Salary
o o (T oo em o o i o CUIEMPAYAZOIOSPL  NewPay8Z0195PL
[ Agprarsal Form ke each yelected smgicyee Part 1 of Apprasal Forms.
Open Existung Evaluation
Vasgate Data, hen use Me MBES 10 SSOCT NOWMOUAS and use S0 10 DUt e Gl N prefired order
i1of Forms
71 off
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Instead of uploading the CMS export file to CAS2Net, you can first import it into the
PAT if you wish to generate statistical views of your pay pool results.

Follow the same directions as we just went over to Export a file from the CMS and
then save the export to your computer, where your PAT resides



Contents Page for PAT

Pay Pool Analysis Tool (PAT)
208 devTt

For Official Lise Ordy
Personal Dta - Privacy Act of 174

This tool combenes one o more export fles from the Comper [[=22] analysis of the pay pooll 5]

How to use this spreadsheet
Importens o e From €

results including OCS, R, CA and funding.

Tabie of Contents

(=21

Pan Pool Data from CMS

Average OCS and Delta DTS by Fating Official, Sub-paned Mor, Pay Poal, and Wildcard
Average OCS and Delta OCS by Career Path and Band

Zore Dhsiributions by Mumber snd Percent for various proups

Dustribution Charts by Pay Pool and Wildeard

Statishics on Salary Incresse and Award |$ and ] by Pay Pool

Above Statistics in Chart Form

Statistics on Salary Incresse and Award [$ and %] by vanous oroups and widcard
Abowve Stafistics in Chast Form

Absove Wildcsrd Stahistics in Chart Form

Sagtishics on Funding Amcunts Budgeted snd Allscated by Pay Pasl

Above Slalistics in Char Form

Susmenany of het Draw Statistics by Career Path, Band. and Wildeard

Above Stahstics i Chart Form

Courts by Career Paih and Band Combinations

Average Sslary by Carser Path and Bard Combinstions

PFleport of Flail Zone and OCS Chan for Aggregste Fleport

T hewiscademoeimi

e —

[/ MDemo
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When you first open the PAT, you will see a long list of hot links that help you

navigate the spreadsheet. Each hot link under “Table of Content” links to a tab in

the PAT
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-~ Example of Statistical Tables o
Rating Statistics
Analyred Population does
not include Presumptives
Due to Time
a
o g
N.J-1
MNJ-2
NJ-3 515 515
NJ-4 78.7 8.7
NK-1 19.0 19.0
NK-2 39.4 39.4
NE-3 42.0 42.0
Average Delta OCS 1.4 1.4
NH-1
NH-2 17 1.7
NH-3 1.4 1.4
NH-4 0.8 [I%:]
MNJ-1
NJ-2
NJ-3 20 20
NJ-4 1.0 1.0
MNE-1 10 10
NE-2 1.2 1.2
NK-3 3.0 3.0
73
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The Statistical Tables view shows statistics overall and by Pay pool. If you have
several pay pools to analyze, the Overall will show the results for all your pay pools.

In this case, only one pay pool is being analyzed, therefore the Overall and by Pay
Pool results are identical
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Sample Chart

Rating of Record Distribution by Pay Pool
Rating of Record Distribution by Pay Pool
100%
- o
0% — AMCALH
o e
| e 1 ) 3 ) 5
Employees
[Overalt | s | 10.6% | oI | 5% |
AMCLH 46 19.6% 115.2% 43.5%
vz | 3B | 231% | 1359% | S1.3% |
74 WY :
T bew/scademoeimi :

This is an example of a Sample Chart: Rating of Record distribution by pay pool
and overall

It displays the number of employees being rated in each pay pool and shows their
distribution across 3 Rating of Record levels (1, 3, and 5)



Net Draw —oo—e

Net draw is the funding drawn from CRI and CA funding pots by a group minus the funding
contributed to CRI and CA funding pots for the group, shown as a percentage. Itis a good
measure to compare payouts between groups.

Net Draw by Occ series

1.000%
0.824%

0.800%
o -
0.400%

0.200%

0.000% -

-0.200%

-0.400%

-0.600%

-0.800%
-1.000% <0.883%
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The Net Draw analysis reveals how a group has contributed funding to the pay pool
and how that group drew funding from the CRI and CA funding pots.

In this example, it shows that PP801 drew more funding than it contributed (net
draw is positive) — PP1102 on the other hand, drew less funding than it contributed
(net draw is negative)
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Creating a Briefing
The PAT allows the organization to generate a
briefing of results. Note that the PAT ensures that
only pictures are captured for the briefing, thus
preventing exposure of the underlying data within
the spreadsheet.
76 .
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The PAT allows organizations to create briefing slides where any graph or table is a
picture to protect the backup data from become visible

To create charts, click on the “output charts” button from the Add-Ins tab
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ikl Select List for Results Briefing —oo—e

[ Capture Chans E

L3 Highlght the charts to be pasted 25 mages and select the apphcation option. ‘

Worksheet Name Chart Title
Zone Dstribubon by Pay Podl -
Zone Drstribubon by Group Zone Distribubon by Occ series
Payout Charts Average Carryover Award % by Pay Pool
Payout Charts by Group Average Salary Increase % by Pay Pool
Payout Charts by Wildcard Average CA % by Pay Pool
Funding Charts Average Carryover Award § by Pay Pool
Net Draw Charts Average Salary Increase § by Pay Pool
Average CA § by Pay Pool
Alphal by Paypool
Alpha 2 by Paypool

Average Total Award % by Paypool

Average Total Award $ by Paypoal

Average Salary Increase % by Band

Ayarane Salary Incranes 4 by Carsar PathBand
Average CA Award % by Band

Average CA Award % by Career Path/Band
Average Carryover Award % by Band

Average Carryover Award % by Career Path/Band
Average Salary Increase § by Band

Average Salary Increase § by Career Path/Band lj
Applcation Ontiane SeectAl | D Al 'I
* Paste into Excel
" Paste into PowerPoint ] Cancel |
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The PAT offers various ways to generate the charts:

First select the worksheet that you are interested in including in your briefing.

Next, select the Chart you are interested to see being generated, for example, the
“Zone Distribution by Pay Pool” chart

Select whether you want the output to be in Excel or PowerPoint, then click “export
Charts”



THANK YOU
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[/ MDemo

78

78



