ACES – Who has Overall Final Review Ratings and Which Forms are Outstanding?
This job aid will help you to:
· Determine your agency/Secretariat overall final review rating distributions;

· Identify which manager forms are not yet in ACES coordinator stage; and

· Send email appraising managers whose direct reports forms are still in planning, progress or final review stages.
Note: Prior to running the report, check to ensure Filter Options lists Process: 2010 Forms and your Secretariat and agencies are selected (see left picture below).  Also ensure that Date Options lists Current Period dates of 10/01/2009 to 09/30/2010 (see picture below on right).  If you update any these fields, be sure to click on the update button to refresh the settings.
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1) Login to ACES Online and click on the Dashboards[image: image3.png]#Dashboards



.

2) Each time you navigate to dashboards, click on Update [image: image4.png]Update




 button in order to pull the most up-to-date information on forms’ status.
I. Viewing Forms with Overall Final Review Ratings
1) Under Dashboards, a chart on bottom right of screen provides the Overall Final Review Rating Distribution (see sample below).
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2) Either click on Overall Rating Distribution link to view all forms with the overall final review ratings; OR click on any bar to view managers with a particular rating.

Below is a sample of how the screen will appear once you drill down in the data in previous step which will navigate you to Reports [image: image6.png]FiReports
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3) Under Display Options, [image: image8.png]


, click on plus + sign [image: image9.png]


 to expand the folder which will allow you to select the fields you want listed in the report.  Below are sample fields that you may find helpful in selecting:
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4) Using drop down arrow next to Items per page choose you a number that will allow you to view all manager names on one page: choose 10, 20, 50, 100, or 500.
Tip: Click on any of the column headers to re-sort the data.
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To export data into an excel spreadsheet, see Section IV. Exporting Data to Excel.

II. Forms Missing Overall Final Review Ratings & Sending Appraising Managers Email on Incomplete Forms
1) Under Dashboards, the upper left chart provides a summary of forms in a particular stage (see sample below).
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2) Click on any part of the pie chart to indentify those forms in planning, progress review or final review stages.
Note: All forms in ACES Coordinator Stage should have an overall final review rating.  Forms in final review stage may have overall final review ratings, but should be forwarded to the ACES Coordinator’s inbox.  In these cases, ask the appraising manager to click on “DONE- Send to ACES Coordinator” to forward them.

Below is a sample of how the screen will appear once you drill down in the data in previous step which will navigate you to Reports [image: image14.png]FiReports
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3) Under Display Options, [image: image16.png]


, click on plus + sign [image: image17.png]


 to expand the folder which will allow you select the fields you want listed in the report.  Below are sample fields that you may find helpful in selecting:
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4) Using drop down arrow next to Items per page choose you a number that will allow you to view all manager names on one page: choose 10, 20, 50, 100, or 500 (see picture above).

Tip: Click on any of the column headers to re-sort the data.
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5) You can send an email via the dashboard to remind appraising managers that they need to complete a reporting manager’s form in a particular stage. Click on envelope under appraising manager name (see picture that follows).
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6) Your email program will open and populate email addresses into the To: field of a new email message.  You may cut and paste their addresses into the Bcc: section of the email so that managers don’t see other managers names, and list your email address in the To: field (see sample that follows). Type your email message and send.
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Note: If more than 20 manager names are displayed after step 5) above, another window will populate (see sample below) indicating that too many addresses appear. You can highlight and copy the addresses into a new email message manually.
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IV. Exporting Data to Excel
Anytime you click on a chart to drill down, your screen will navigate you to Reports where you can customize your data and export it to Excel.

1) After you have selected the data fields you want listed in your report (in steps above), you can click on the Export to EXCEL button [image: image24.png]% Export to Excel




 which will open a File Download window.

Note: After clicking “Export to Excel” you may receive a warning message indicating that Internet Explorer blocked the site from downloading files to your computer.  Place cursor on yellow highlighted section, right click the mouse and choose “Download File”. Click again on “Export to Excel”
[image: image25.png]WS S SuccessFactors: Form List [

%, Ta help pratect your securtty, Internet Explrer blacked tis site from downloading s to your computer. Click here for options,





2) Click on Open to access the form data in an Excel worksheet, which can then be re-sorted.
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3) Once in Excel, copy the data to another Excel spreadsheet, and be sure to Save the file to your local or network drive.
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