Routing Forms to Final Review Stage

For 2-Staged Evaluation Process
(For ACES Coordinators with Administrative Delegated Access)

I. Overview

For those agencies that have elected to utilize a two-staged evaluation process for ACES 2010, which omits the progress review stage, forms will need to be routed from Planning or Progress Review Stage to Final Review Stage.
Those ACES Coordinators with Administrative Delegated Access can utilize the “Route Document” Feature to move forms to Final Review Phase.  For those ACES Coordinators without Administrative Delegated Access, please contact Lisa Pollack at the Human Resources Division at Lisa.D.Pollack@massmail.state.ma.us for assistance in routing forms.
II. Running Dashboard Reports to Determine Form Stage, and to Retrieve Document ID Numbers 
Prior to routing an ACES form, ACES Coordinators will need to check the current stage of the ACES form, and retrieve the ACES Form Document ID numbers.
a) Forms in Planning Stage

Forms that are in Planning Stage with objectives on them should be manually checked prior to the form being routed to Final Review stage to ensure that Manager Objectives add up to 100%, at least 2 Manager Objectives have been entered and that at least one Career Growth Objective has been entered onto the form.
b) Forms in Progress Review Stage

For forms in progress review phase, these should already have at least 2 Manager Objectives adding up to 100% and at least one Career Growth objective.  (Forms were checked by the ACES system for validation of these fields when the Appraising Manager clicked on the “Done” button in the Planning Stage moving forms to Progress Review Stage).
ACES Coordinators can run dashboard reports to determine who has objectives on their forms, the stage of agency ACES forms and to retrieve the Document ID numbers.  Please refer to dashboard job aids at links below for additional assistance.

What is the Stage of My Agencies 2010 ACES Forms?


Who has Objectives on their ACES Forms?



III. Using Route Document Feature to Move Forms to Final Review Stage.

After the Document ID Numbers have been identified, ACES Coordinators with Administrative Delegated Access can utilize the “Route Document” Feature to move forms to Final Review Stage.

	Important Note:
	Using Route Document skips all the Validation in the form [i.e., manager objectives adding up to 100%, between 2 and 4 Manager Objectives having been entered, at least one Career Growth Objective having been added, and progress (if applicable) and final ratings having been entered on the form]. Therefore, prior to routing a document, please verify through reviewing the actual ACES form, that all required fields have been filled out as appropriate.


1. After logging into SuccessFactors at https://performancemanager4.successfactors.com/login?company=MA&, click on Admin Tools and Route Document [image: image1.png]* Managing Documents
Route Document





2. Enter the Document ID Number and click on Find Document button. (It is a 5-digit number)
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Route Document

Use this page to route the document to a different step in the routing map.

Document 1d: [26217

Find Document





3. The screen below will appear.  Confirm it is the correct form by looking at form title (that appears above gray title bar) and verifying correct parties are involved before pressing any buttons.  If you are on the wrong form, click on the “Dashboards” or “Reports” tab at top to research Document ID again.
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Use this page to route the document to a different step in the routing map. You can find the document first by the document ic

Document 1d: [26217
2010 ACES Form for Alex Anderson1
Routing Map (Modify Stage)

Modify Stage
Type Description Status  Person

Alex Andersonl
cEEMEX Flanning skipped | LATIEEON 0

Alex Andersont
cEEMEX Progress Review current | Ale Andersont

Alex Andersont
cEEMEX Final Review new A Andes o
Bl ACES Coordinator new  David Wallz c

Signing Stage

Type Description Status  Person
en Appraising Manager Signs | new  Mark Lancaster | OO
ex Matrix Manager signs  skipped c
e Reporting Manager Signs | new | Alex Andersonl | €

Complete folder €

Find Document





4. The current phase of the form is in purple backfill along with the names of managers whose inbox the form is in.
5. Determine which phase you want to send the form to and then click on the radio button so a dot appears next to the phase you want to move it to.
6. Click on “Route to Selected Step” button.

7. Look at screen and confirm that the correct phase is highlighted in purple.

8. Notice the “Route to Selected Step” button is now grayed out.  You may make another change by selecting another radio button.
9. To route another document enter a new Document ID then click “Find Document” button.  Follow step 3 through 8 to repeat the process.

Appraising Manager and Reporting manager will receive the following email indicating the form has been routed to the next stage.
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Tor  Alex Andersont
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Subject: ACES Online: Workflow Pragress Natice

Please be advised that the docwment 2010 ACES Form for Alex ndersonl has moved from the Progress Review phase to the Final Review phase.
This docunent was last with Mark Lancaster and is due on 09/30/2010.
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PerformanceNlanager
Copyright 2006 SuccessFactors, Inc. ALl rights reserved.
This message vas sent by the ACES Online application licensed by the Commnuealth of Massachusetts.
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