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A Streamlined Approach to the Management Performance

Evaluation Process
Quick Reference Guide for 2011 Progress Review Stage

	ACES 2011 – Progress Review Phase

(April – May 2011)

All ACES users complete the action steps in the Progress Review Phase (Reporting, & Appraising Managers)
This Quick Reference Guide will help ACES users:

· Verify the ACES form is in progress review stage

· Modify/update objectives and milestones in the Form

· Enter comments under Manager Objectives section

· Assign rating for each Manager Objective and select a Progress Review Overall Rating.
	
	Logging in to ACES Online

1. Click to: https://performancemanager4.successfactors.com/login?company=MA& 
2.  Enter the following:

Company Id: MA

Username: Employee ID number

Password: 6-12 characters, letters & numbers, case sensitive

Forgot Your Password? Use this link to have your password emailed to you within minutes

Once logged in, click the “My Forms” button on the top horizontal navigation bar to access the link to the ACES form.
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IMPORTANT:  Remember to use the “SAVE” button every 10 to 15 minutes as your login session will timeout after 30 minutes. �





Moving ACES Form to Progress Review Phase


Reporting Manager:


After logging into the system, ensure your ACES form is in Progress Review Phase:


Go to the My Forms tab next to the Home tab.


Find your ACES form.  Click on the link to the form.


The progress review phase box will have a green backfill.


If the current phase is progress review, skip to box B to start working on your form for progress review.


If the form is in the Planning Phase, and you have entered between 2 and 4 Manager Objectives, and at least One Career Growth Objective, ask your appraising manager to click on the DONE button to move the form to progress review stage.





Update Objectives & Milestones; Enter Comments; Assign Progress Ratings


Reporting Manager:


Open your 2011 ACES form via the My Forms tab.


Manager Objectives Section:  Review and edit objectives and milestones, if any.  Add optional comments in the “Progress Review Comments by Reporting Manager” field under each objective.


Progress Review Overall Rating and Comments:  Enter optional comments.


Perform a spell check by clicking on icon �in the upper right corner of the form.  


Save your edits by clicking on the Save icon � in the upper right corner of the form. 


Inform your appraising manager that you have finished entering comments onto your form for progress review phase.





Update Objectives & Milestones; Enter Comments; Assign Progress Ratings (continued)





Appraising Manager:


Important Note: The appraising manager will be able to view the reporting manager progress comments. However, the progress review ratings and progress comments you enter will not be able to be viewed by the reporting manger until you click on the “DONE” button. 


Open your reporting manager’s 2011 ACES form via the My Forms tab.


Manager Objectives Section:  Select a progress rating for each Manager Objective, and enter comments under “Progress Review Comments by Appraising Manager” fields.


For more information on rating definitions, please visit:





� HYPERLINK "http://www.mass.gov/anf/docs/hrd/policies/aces/2011/aces-definitions-progress-review.doc" ��http://www.mass.gov/anf/docs/hrd/policies/aces/2011/aces_definitions_progress_review.doc


�


Progress Review Overall Rating and Comments:  Select an overall progress review rating, and enter overall progress review comments.


Perform a spell check by clicking on icon � in the upper right corner of the form.


Save your edits by clicking on the Save icon � in the upper right corner of the form. 


Click on the DONE � button to close the Progress Review Stage, and to share your progress ratings with your reporting manager.  A new window will open where you can enter optional comments to include in the email notification.  These comments will not appear on the form.


Schedule a one-on-one meeting with your reporting manager to discuss the progress review.








For help with ACES, please e-mail:


� HYPERLINK "mailto:HRD-DL-ACESHELP@massmail.state.ma.us" ��HRD-DL-ACESHELP@massmail.state.ma.us�





Frequently Asked Questions (FAQs)





I forgot my password.


Click the “Forgot Your Password?” link on the login screen to have your password emailed to you. You will be redirected to a page where you may retrieve your password via e-mail by entering your Employee ID in the Username box and then clicking on Email Me.  





My account is locked.


If you have tried unsuccessfully to login five or more times, your account will automatically be locked.  Please contact your Agency ACES Coordinator or email � HYPERLINK "mailto:HRD-DL-ACESHelp@massmail.state.ma.us.?subject=My%20ACES%20Account%20is%20Locked%20or%20No%20Email%20when%20Requesting%20Password" ��ACESHelp� to have your password unlocked and your login sent to you via email. 





How do I know what phase the form is currently in?


The graphic on the top of the form will indicate the current phase which will be highlighted in green.


�








Why I’m not receiving any email notifications about ACES?


There may be several reasons why you are not receiving your email messages:


You may not have a valid email address in ACES Online.  Check your name under the “Directory” tab located in the upper right corner of the screen.  Report any changes to your Agency ACES Coordinator who will update this information in the payroll system (HRCMS) and ACES.


There could be a SPAM filter preventing your entire department from receiving these messages. HRD has worked with the Information Technology Division (ITD) to add SuccessFactors to their “white list” of acceptable senders.


The email may be sent to your Bulk Mail folder.


If you are not receiving messages and your email address is correct in ACES, please check with your IT department.





I cannot locate my direct reports form in my inbox


Notify your Agency ACES Coordinator who will make the change in the payroll (HRCMS) and ACES systems. 








Need More Help?


You may contact your � HYPERLINK "http://www.mass.gov/anf/docs/hrd/policies/aces/2009/pol-aces-coordlst.doc" ��Agency ACES Coordinator� or the Human Resources Division’s �HYPERLINK "mailto:HRD-DL-ACESHelp@massmail.state.ma.us.?subject=Progress%20Review%20Question"��ACESHelp� Email.
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