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What is CARS?

Census Awards and Recognition System (CARS)
IS an automated, web-based awards application

Managers, supervisors, and administrative officers may use
CARS for all aspects of the awards process.

Depending on access and approval levels, users are able

to initiate and approve awards, create users, track awards,
and generate awards data and reports.
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Awards Process Before CARS

Administratively Burdensome

» Paper intensive

» Time consuming

» Manual processing

» Filing nightmare

» Continuous research required

» Duplicate awards/lost documentation

» Fragmented means to monitor budget expenditures
» Authorization uncertain

» Delegated authorities unclear
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Awards Process Before CARS

Performance gives rise
to an AWARD

A 4

Supervisor drafts
justification for AWARD
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AWARD form completed
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Supervisor reviews and
signs AWARD form
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Special Achievement Award form
sent to Human Resources (HR)
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CARS Streamlined Process

Performance
gives rise
to an AWARD

A 4
Supervisor uses
CARS to submit
justification
for AWARD
|

ACCOUNTING AUTO-VALIDATED
v
Appropriate
Manager
approves AWARD
in CARS

FINANCE Division
initiates payment
to employee

I
AUTOBATCH to NFC to process and AUTOBATCH to NFC to appear
appear on leave and earning statement on leave and earning statement

| |

A 4

AWARD printed from

Special CARS with pay date _
Achievement and ytd totals for Cash-ln-a-|.=|a_sh
Award paid employee Award paid in
next pay period 3-5 business days




Advantages for the Agency

» Expedites the payment of awards

» Ensures valid cost accounting
» Reduces paperwork

» Streamlines the time it takes to create, approve, and process awards; electronic
routing and approval

» Automatically tracks individual employee’s awards history
» Allows managers to check current awards balances and limits of their employees

» Gives managers “hands-on” access to awards data for budget, tracking, and
reporting purposes

» Makes it easier for a manager to know what information is required for a
particular award

» Integrates with E-mail for instant routing and notification

» Provides on line inventory management for merchandise awards

G




Advantages for Human Resources

» Provides greater financial accountability and accuracy; Super User
has access to all award activity and reports

» Supports self-service, reducing the volume of paperwork and
processing in HR

» Eliminates extensive research of HR files

» Makes awards data immediately available; the analysis of trends is a
simpler process

» Turn around time for processing award is now hours instead of days
or weeks; payment to employee expedited and indicated on award form

.




The Future of CARS

» Will include all incentive awards programs, and allow processing
of group awards

» Will indicate a work units’ yearly awards pool and make instant
calculations of remaining budget

» Will continue to have enhancements based on manager’s/user’s
feedback — more useful functions, etc.

.



3 CARS login - Netscape
File Edit Wiew Go Communicator Help

On-line
CENSUSIAWATUSEARECOUMILIONISYSTeTi
User 1D |
Password |
Luglnl
Iaqnenﬂy Asked Questions

I P'- Privacy Policy

The Census Awards and Recognition System contains sensitive personnel data (for example, social security numbers, salaries,
and work histories), which are to he treated in a confidential manner. Only authorized personnel with a need to know the personal
information may have access to it. Don’t entrust data to others without calling attention to this warning. Any information printed
from this system should he treated as confidential and should he properly deposited of in a " document destruction container.”
Any employee who violates this privacy policy may be suhbject to disciplinary action, a fine of $5,000 or hoth. (Privacy Act 5.
U.5.C.552a).
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¥ CARS Main Menu - Netscape

File Edit Wiew Go Communicator Help
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©® Approve Awards
© Initiate Award
*  View Awards
® Reports
" User Profile
» Create CARS User
® CARS Users List
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I Edit CARS User - Metscape

File Edit Miew Go Communicabor  Help

Approve Awards Initiate Award

(@inen

Edit CARS User

UserID: PEJS A0D1
Name: GEOFREEY

Passweord: |**FF ***

Tiﬂe:l Branch Chief

—— BaDS0s A0S & Hee0aNiiion SYsiG

View Awards Reports

D

Search User Profile
® NELP  * RIQS
® LOG-OUT ® HOME

elete User PEJSADD

Role: |MGR ~|

E-mail:| Geofrey@census cov

Access/Approval Level-
CIAF($500 -]  sAAf0% -]

16-digit ORG My Org
0000000000+ [ves -]
|0000000000% [res =]
| o
| e
| No =
| No =

On the Spot::l Mo 'I

Create User
Mo =

Mo =
[No ]
[No ]
Mo =
Mo =

(john. ¢.smith{@notes. census.gov)

Concur Approve

No [ves &
No [ves &
[No ] Mo ]
o =] Mo ]
Mo = Mo =
Mo = Mo =
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37 select Award Type - Netscape

File Edit View Go Communicator Help

Approve Awards  Initiate Award View Awards Reports
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Initiate Award for

Search

® NELP
® LOG-OUT o HOME

Employee: NS I (format 12345678
OR
Select Employes
S
- N

* DIV 14 H EC HQEO HPZ ATL

Type of Award: |Please Select One j Continue |

[Cash-In-&-Flash
apecial Achievement Award
On-The-Spot Award

& [==| Document: Done

User Profile

(* indicates current listing)

® Rigs



¥ Initiate Award - Netscape

File Edit Wiew Go Communicator Help

@v....

—f@au:ﬁmma wmmﬂw

Praject: [0000000 Clost ORG(16-digit): | 0000000000000000

Period of Recognition - from |D 1/01/2002 gp ||:|5,#|:|1f2cu:|2 (Format MIM/DDY YY)
Amount of Recognition: |$5EI "l

Apnmve &ﬁarda Initiaie Award View Awards Reports Search

Initiate Cash-In-A-Flash Awards (CIAF)
Name: CLATUDIA PayPlan: GM-0201-00 ORG: HRED 0000000000000000
ACCS:

Tnmediate Supetwsor (print on CD3267: IOPE ional

Trnmediate Supetwzor Title (print on CD326): I'C'Dt ional

Eewiewing Official (print on CD326): |0Dt ional

Eewviewng Official Title (print on CD326%: IC'IJt ional

Forward for: | Please Select One |

‘Please Select One /
Approval/Concurrence ,
Additional Action Continue |
Review within Division/Office
Reviews within Bureau

Narrative:
The justification for the award is typed in this space and must ;I
include at least 50 characters.

[

IE |="|D'= | |DDcument: Cone

User Profile
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¥ CARS Award - Netscape
File Edit MWiew Go Communicabor  Help

Approve awards Initiate Award View Awards Reports Search User Profile

® NELP ® RiQS
C@Eﬂn—ﬂm

o LOG-OUT e HOME
e ICET S ISTAW AT SR Sﬂ@ﬂ@m

New Award - CIAF 200208098546 Created Successfully!
Will be Forwarded to VERONICA

Assard Type: CIAF

Recipient: CLATTDTA

Org Code: 0000000000000000
Appropriation Code: 0000000 0000000000000000
Amount; Ea0

;i‘:g;ﬁum 1/1/02-5/1102

Initiate Mew Awvard Lsing Same Award Info

@ |='1D'= | Docurment: Done

Narrative: The justfication for the award 15 typed m this space and must mclude at least 50 characters.
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i view Award - Netscape

File Edit MWiew Go Communicabor  Help

Apnmvo Awa.rda Initiate Award View Awards Reports Search User Profile

® NELP * RIQS
C@%ﬂu—ﬂm ® LOG-OUT e HOME

—rmMﬁE£ Wmmﬂw

Award - CIAF 200208098546

Recipient: CLATTDIA

Date Created: 802 10:04:0% AN

Initiator: VEROHICA

ORG: 0000000000000000

ACCSK: 0000000 0000000000000000

Period of Recognition 1/1/02-5/1/02

Narrative: The justification for the award 15 typed m this space and must mclude at least 50 characters.
Date Approved: Pending

Ttem Picked up: o

Lmeunt of Recog:ﬁtion:l $50 'l

Action Needed - Approval

Approval’Action j

[ ward Approved
Foreard For Action

Send a FYT to: FYT Notes:

Delete this Award
=

=

L

Subrmit |
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# RECOMMENDATION FOR RECOGNITION - Netscape

File Edit Mew Go Communicator

FORM CD-326 CIAF 200208095555

RECOMMENDATION FOR RECOGNITION

NAME OF EMPLOYEE

CLAUDIA

SOCIAL SECURITY NUMBER

000-00-0000

ORGANIZATION

EMPLOYEE RELATIONS BRANCH
HUMAN RESOURCES DIVISION
U.S. CENSUS BUREAU

'APPROPRIATION CODE

0000000 0000000000000000

PERIOD OF RECOGNITION
1/1/02-5/1/02

TYPE AND AMOUNT OF RECOGNITION:

CASH-IN-A-FLASH AWARD $50

YEAR-TO-DATE* (1/1/02-8/9/02) $350

w*%%% Award will be initiated by Treasury in 3-5 business days*****

NARRATIVE

The justification for the award is typed in this space and must include at least 50 characters.

IMMEDIATE SUPERVISOR DATE
Immediate Supervisor Name

‘mmediate Supervisor Title
REVIEWING OFFICIAL DATE
Reviewing Official Name
Reviewing Official Title
APPROVING OFFICIAL DATE
Approved Electronically by 8/9/02
Veronica, Branch Chief
HUMAN RESOURCES OFFICE REPRESENTATIVE DATE
IMPREST FUND CASHIER (Cash-in-a-flash Award ONLY) DATE
EMPLOYEE/RECEIPT OF CASH (Cash-in-a-flash Award ONLY) DATE




' Reports - Netscape

File Edit Wiew Go Communicator Help

Apnrnve &ﬁarda Initiaie Award View Awards Reports

(@B

JWM@WWMW

Select Report
Approval Date: from I to IEH 9/02
Aoward Type: |»‘-‘aLL |
Report Type: Employee

| -] or

Search User Profile
® JELP  ® RIQS

® LOG-OUT o HOME

Submit |

ORG Code: I 0000000000000000

Summary

-

Awrards Total by Cost ORG Code

Awwards Total by ORG Code

Aweards Total by Project

Employees Reached Award Limit For Year(FY01)
Employees Reached Award Limit For Year(FY02)
All My Employees with Awards - FY2001

All My Employees with Awards - FY2002

All My Employees - FY2001

All My Employees - Fy2002
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Report Summary - Netscape

File Edit Wew Go Communicator Help
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|D0cument: Done

Apnrnva Awards Initiate Award View Awards Reports Search User Profile I~
® HELP ® RQS
@Eﬂﬂ_ﬂm e LOG-OUT » HOME
— BISDS RS & Wﬂhm 311@&@@
View Heport for Emplovees
Reports by Repori Name Award Type Approval Date
Submit | | Awards Tatal by Cost ORG Code - ALL = | to [5/9/02
ORG Code: | 0000000000000000
Awards Total by Cost ORG
Name Asvard ORG Approved Type Cost ORG Project Gross CIAF Net
JULIETTE 0000000000000000 8/19/01 SAL 0000000000000000 0000000 $ 200 PHA —
JULIETTE 0000000000000000 45401 CIAF 0000000000000000 0000000 $ 802 % 500
JULIETTE 0000000000000000 SAgim2 CIAF 0000000000000000 0000000 $158 $ 100
CHRISTOPHER 0000000000000000 /1832 CIAF  0000000000000000 0000000 $138 % 100
CHRISTOPHER 0000000000000000 10412/ CIAF  0000000000000000 0000000 §77 % 50
LATASHA 0000000000000000 s2102 CIAF 0000000000000000 0000000 § 474 % 300
LATASHA 0000000000000000 9/19/01 DAL 0000000000000000 0000000 $ 1,300 § M
ANTHONY 0000000000000000 51802 CIAF 0000000000000000 0000000 138 % 100
ANTHONY 0000000000000000 91801 SAA 0000000000000000 0000000 $ 1,500 $MA
OLIVIA 0000000000000000 5/18/02 CIAF 0000000000000000 0000000 $138 $ 100
OLIVIA 0000000000000000 171802 CIAF 0000000000000000 0000000 $138 % 100
OLIVIA 0000000000000000 S18M02 CIAF 0000000000000000 0000000 $138 %100
MARCUS 0000000000000000 L1802 CIAF 0000000000000000 0000000 § 158 $ 100
MARCUS 0000000000000000 6/2T01 CIAF  0000000000000000 0000000 $ 361 $ 350
CHEYNEY 0000000000000000 1/8/032 CIAF 0000000000000000 0000000 § 3532 $ 330
CHEYNEY 0000000000000000 Br19/01 EEV 0000000000000000 0000000 $ 1,500 §HA
CLAUDIA 0000000000000000 1802 CIAF  0000000000000000 0000000 §1s8




+T-1- Report Summary - Netscape

File Edit Yiew Go Communicator Help

_ Approve Awards  Initiate Award View Awards Reporis Search  User Profile [~
B ® HELP  ® RIQS
L On-line ® LOG-OUT ® HOME

— " eSS AT & Wmmﬂw

View Report for Employvees

Reports by Report Name Award Type Approval Date
Submit | IEmplnyees Reached Award Limit For YearFY¥01) j ALL - I to |B/9702

ORG Code: IOOOOOOOOOOOOOOOO

Employees Reached Award Limit For the Year(FYO1)

Award Type Limit

CIAF F1000 Per Tax Year (L2007 - 1273120010

SAA 10% of Salary Per Fiscal Year (10/01/2000 - 8/20/2001)

OT= F125 Per Fiscal Year (100172000 - 33072007

Employees Reached Award Limit For the Year(FY01)
Name ORG Code Nalary CTIAF Net CIATF Gross sAA GTS Total %9 Salary
GEORGIA 0000000000000000 £72400 $1000 $ 1,573 $ 11,3001 20%) $0 $2,873 4 06%
ROBERT 0000000000000000 $57550 $1000 $ 1,573 $ 1,00001.74%) $0 $2,573 304%
Total %2000 53,146 $2,300 50 %5446

Avward Total without OTS $5,446

*EEE*Repart reflects anly aweards entered in CARS since 10012000775
FEREERRCIAF grass approved after 7292001 reflects reduction in Federel fae %757 El
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+'F- Report Summary - Netscape

File Edit

Miew  Go Communicator

Help

Apprm Awards Initiaie Award

(e

View Awards

Reports

—— BRDSTS RS & Wmumm&m

Search

User Profile
® NELP

® [HgSs

8 LOG-CUT » HOME

View Report for Employees
Reports hy Report Name Award Type Approval Date
Subrmit | |AII by Employees - FY2002 j ALL | to |B/9702
ORG Code: |
All My Employees - FY2002

MName ORG Code Salary CTAF MNet CTAF Gross SAA OIS Tatal 0 Salary
CLAUDIA 0000000000000000 $35694 $ 100 $ 158 $0 $0 $158 0.28%
AUDREY 0000000000000000 $36631 § 450 710 $0 $20 $730 1.99%;
JESSICA 0000000000000000 $72400 $ 350 $ 352 $0 $0 $552 0.76%
JEFFREY 0000000000000000 $23707 § 200 5316 $0 $ 30 $366 1.54%
THOMAS 0000000000000000 Flads $ 330 § 268 $0 $0 $263 1 87%
JASON 0000000000000000 $59407 $ 150 $ 237 $ 1,60002 65%) 50 $1,837 3.09%,
PHYLLIS 0000000000000000 $26090 $ 100 $ 158 $0 $0 $158 0.18%
LATASHA 0000000000000000 335584 $ 000 41,421 4 600(1.69%5) $ 70 $2,001 538%
CYNTHIA 0000000000000000 $57550 $ 200 $316 $0 $0 $318 0.55%:
FRANKLIN 0000000000000000 $66E31 $ 150 4216 $0 $0 $216 0.32%
ROSALIND 0000000000000000 $79473 300 § 431 $ 1,80002 26%0 $20 $2,251 2.83%
XAVIER 0000000000000000 $24334 $ 430 §710 $0 $ 20 $730 3.00%

Total $3900 56,093 $4,000 $180 $10,273

Award Total without OTS $10,093
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¥ Initiate Award - Netscape

File Edit Wiew Go Communicator Help

_Approve Awards  Initiate Award View Awards Reports Search  User Profile

® [P ® RIQS
On-Kre

JWM@WWMW

Initiate On-The-Spot Award (07S)

Name: CLATUDIA PayPlan: GM-0201-00 ORG: HRD 0000000000000000
Approving ORG{16-digit): IOOOOOOOOOOOOOOOO

Period of Recognition - from |D 1/01/02 ¢p ||:|5,#|:|1f|:|2 (Format MIM/DDE YY)

OTS Level- I 'I OTS Ttem(optional): |*****Emp|uyee Choice*™™* =]
Narrative: i;m
The justifB on for the award is cyped in this space and mwust ;I
include afr t 50 characters.

[ -

Tmne diate Superwsor (print on CD326): IOPE ional
Trnmediate Supetwsor Title (print on CD326): I'C?'IJt ional
Eewewng Official (prnt on CD326%: I'C'Dt ional
Eewewing Official Title (print on CD326): IOIIIt ional

Forward for: | Flease Select One |

Continue |
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+'Fr 0TS Category C Listing - Metscape
Fil= Edit

Yieww Go  Communicakor

Help
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Back Earnard Reload Home Search  Metzcape Print Securty Shop
?n The SPOT -
~ATEMADV
_AICOURY
Matne b
Item R Dezscription mtatus
*Pulsar raan's watch * Available with a
) hI&N'S WATCH black faceblack leather strap or whate Lvrailahle
tacebroam leather strap
Cos LADYV'S WATCH *Lady's watch made by Pulsar ¥ Whate Bvailshle
tacebroam leather strap
cal 35N Carners *Black 35ML camera mare by Bvailable
Dvlinolta
*Ivlade by Frankhn *Features spell : i
32 WOBRDLILSTER check, dictio and thesaurus Lvailahle
thony ANIFN cassette wallanan :
35 WALKLIAN (arvailable in analog oxly) Lvailahle
30 BINOCTILARS Vrvitar PV senes binoculars *Viewing bvailable
range of 367 ft.




- CARS Main Menu - Netscape

File Edt Yew Go Communicator Help

] i ® HELP  ® RIQS
@Eﬂn—ﬂm : 4 o LOG-AU'T o HOME
el C € NSUSTAW AT{ STARECOUNTUIONESySTEN

Initiate Aswards Approve Awards
View Awards Reports

User Profile New CARS Users
CARS Users List

Search Awards On-The-Spot Management
Create Finance File for CAMS Finance Cert List

NFC Batch List Reset Finance Flag for NFC Batch
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