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A CES   2012   A chievement &  C ompetency  E nhancement  S ystem  

What is the Stage of My Agencies 2012 ACES Forms?

& Exporting Data to Excel


I. Overview

The Dashboard provides instant up-to-date onscreen reports.  The following dashboard report will show you the current stage for all of your 2012 forms (% in planning vs. % in progress review stage, etc.).

II. Updating Dashboard Settings For 2012 ACES Forms

Note: Unless you will need to toggle back to check the status of your 2012 ACES forms, you will only need to adjust the Dashboard Filter Options once during the 2012 ACES cycle.

1. Login to ACES Online and click on the Dashboard [image: image1.png]


 button.

2. Click on [image: image2.png]


 plus sign near Filter Options [image: image3.png]B Filter Options.




 to expand the Filter Options screen.

a) Under Show: field: ensure Detailed Reporting Rights is selected and Starting from: Myself

Showing these levels: will appear if you have direct reports

b) For Include: select All Reporting Managers
c) Under Process: field: ensure “2012 Forms” is selected.

d) Under View: field: click in the following check boxes:

· Your Secretariat
· Your Agencies 

· Form Type: select:

· All Form types
e) Once all settings are selected, click on Update [image: image4.png]Update




 button.  If you ever want to change which dept(s) you are viewing repeat process in d) above and select update.
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Click on [image: image6.png]


 minus sign under [image: image7.png]EFilter Options




 Filter Options to close the window.

3. Click on [image: image8.png]


 plus sign near Date Options [image: image9.png]B Date Options




 (to right of Filter Options) to open the Date Options screen.

a) For Current Period, enter Start Date: 10/01/2011 and End Date: 09/30/2012
b) For Previous Period, enter Start Date: 10/01/2010 and End Date: 09/30/2011
c) Once all dates have been entered, click on Update [image: image10.png]Dupdate




button.
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d) Click on [image: image12.png]


 minus near Date Options [image: image13.png]B Date Options




 to close the window.

4. The bottom half of the screen will read Consolidated Reports Dashboards.  

5. To the right of Last Updated Date & Time, click on Update [image: image14.png]Update




 button to refresh the dashboard and to get the most recent dashboard information.

Note: It may take up to a minute for your screen to generate the report.  Below is a sample of how the dashboard screen will appear.  For 2012 all ACES forms are under one pie chart.

In sample to the left below there are 217 2012 ACES Forms
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III. Accessing Data from the Dashboards

Note: Via dashboards you can view forms in a particular stage, or you can choose to view all forms together in one report.  When you click on any part of the pie chart or on a pie chart hyperlink to drill down, your screen will take you to the Reports Screen where you will be able to customize the data and export it to Excel.
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Follow 1a. to view data of All ACES Forms together or 1b. to view forms in a particular stage.

1a.
To view data from all ACES forms, click on link “Form Status Grouped by Workflow” [image: image17.png]=] Form Status Grouped by Workflow




, then go to 2. below

OR

1b.
To view a list of managers who have forms in a particular stage, click on any part of the pie chart to “drill down” and list forms in that category.
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After clicking on the pie chart, a list of the forms in the relative stage will appear and you will now be in “Reports” [image: image19.png]ElReports



.
2. Under Display Options, [image: image20.png]


 click on the plus [image: image21.png]


 sign 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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IV. Exporting Data To Excel

1. After you have selected the data fields you want listed, you can click on the Export to EXCEL button [image: image23.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”
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2. Click on Open to access the form data in an Excel worksheet. The data can then be re-sorted.
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3. Once in Excel, be sure to Save the file to your local drive.

V. Other Information about Dashboard Reports

1. How to View All Forms on One Page

To view all items/forms on one page, under Items per page: drop down [image: image26.png]


 select the number that will allow you to view all ACES forms on one page (so that the all data can be exported once).

2. Employees in ACES who have No Forms

In the left pie chart you will see a listing of the number of employees who have no ACES forms.  

In this example there are 4 employees in this Agency/Secretariat who have no ACES forms.
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a) By clicking on the link above, you will get a listing of employees who have ACES accounts, but do not have a 2012 ACES form.  These include those in unclassified, statutory, and bargaining unit positions who use ACES exclusively to appraise the performance of their reporting managers.

b) After each upload to ACES, if you have any new managers who have been entered into HRCMS since the last data upload, you will notice that this number will increase.  Within a few days after the upload, HRD will create forms for these new managers to ACES and this number will then decrease.

Note: After each upload, any new managers to ACES will receive their ACES login information via email.  In addition, when ACES forms are created for these managers, they will be notified via email, in addition to their ACES coordinator.

3. What is Filter Summary? Filter Summary [image: image28.png]CIFilter Summary




 provides a high-level overview of what is being illustrated in the charts or data.
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� Note:	Security permissions are set by HRD; if you are missing permission for a particular department please contact ACES Help at � HYPERLINK "mailto:HRD-DL-ACESHelp@massmail.state.ma.us" ��HRD-DL-ACESHelp@massmail.state.ma.us�
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