ACES Reports

How to Look up an Individual ACES Form and Track the History


1) Click on Reports [image: image1.png]


 tab
2) Click on Classic Reporting
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These reports preserve the format of the original reports provided with
this system. If you're already familiar with these reports, you can continue

t0 use them as usual,





3) Under Classic Reporting, click on Detailed Document Search
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a) On Detailed Document Search page, click on Detailed Search radio button, ensure the following fields are selected:

· Under Department select departments

· Under Division select your division

· For Location:  select
· All Form types
b) Ensure that Active Document Subjects Only is selected
[image: image4.png]Detailed Document Search

Detailed Document Search
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4) Under Subject Username, enter the Employee ID or if you don’t know Employee ID, click on Find User to search the directory by last name and first name and click Search button, then click on Select User.  This will input the employee ID number in Subject Username box as appears below.
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5) Under Document Name, select All to choose forms for all years or select Other and year form(s) that you are looking up.  (Note: You can use Control key to select multiple year forms to access)
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6) For Status, ensure that All is selected
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7) Navigate to bottom of page and click on Generate Report [image: image9.png]


 button.
8) Form(s) will appear. Click on hyperlink to access the form.
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Document Information Button

1) After generating a form, once accessing it in steps above, you can click on [image: image11.png]


 Document Information button to find out:

· the tracking history of a form

· what is the current stage of the form

· who form is currently with

[image: image12.png]The following information was entered when the document was created, and is updated automatically.

Form creator Mark Lancaster
Subject: James Bento

Type: Form

Title: 2012 ACES Form for James Bento
Due Date: (MM/DD/YYYY) 09/30/2012

Status: Modify Stage

Document Id: 34741

The following checkiist lustrates the approval chain for this document. The current owner of the process in the approval chain is highiighted.

Act Routing Map
Person status Action MM/DD/YYYY)  Comments
LCTL ) Modify Stage
Mark Lancaster | Completed  Create 01/30/2012 Creation.
Type  Description Status  Person
Mark Lancaster  Completed  Modi 01/30/2012 Creation.
? i /20 CEEMEX Planning current | Mark Lancaster
Current
ey JamesBento  InProgress InProgress 09/30/2012 CEEMEX Progress Review new | James Bento
JamesBento  NotStarted | NotStarted  09/30/2012 CEEMEX |Final Review new |James Bento
JamesBento  NotStarted | NotStarted  09/30/2012 & ACES Coordinator new | David Wellt
David Wall1 Not Started | Not Started | 08/30/2012 Signing Stage
Mark Lancaster | Not Started  Signature | 09/30/2012 Tvee  |Description Status |Person
Jomes Bemto ot sterted | signatare | o3/a072012 en Appraising Manager Signs | new | Mark Lancaster
e Reporting Manager Signs | new | James Bento

Completed Folder





The Comments Section also lists any email content that the person wrote before routing the form.  If document was routed through administrative tools, it will also be listed here.
2) Click on X at top right hand top of screen to close the Document Information window.
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Current Status of Form indicates Planning Stage
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