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Final Review Stage: Moving Approved ACES Online Performance Evaluation Form to Signature Stage
The job aid is designed to provide instructions for moving the approved online performance evaluation form from the ACES Coordinator State to Signature Stage.
Step Actions:
ACES online performance evaluation forms should be moved to the Signature Stage once rating distribution has been approved by the Human Resources Division and HRD or your secretariat has notified you in writing or this approval.
1. Log into ACES Online:
(https://performancemanager4.successfactors.com/login?company=MA&)

2. Click on the ACES Inbox and click on HR link. 
3. Verify all 2013 forms are in your inbox. 
· If some forms are missing from your HR inbox, contact the Appraising Manager and to send the form to the ACES Coordinator.  If the Appraising Manager is not available, go to Admin Tools and select Route Document to move form(s). 
4. Select a specific ACES Online performance evaluation form or all forms you wish to move to the signature stage.
· From the Items per page drop-down list, select  a number high enough  so that list of all ACES forms displays on one page
· To select all ACES Online Forms, click in the empty box to left of  the Form Title column header field.  This action will place check marks next to all ACES online forms.  
CAUTION: Prior year ACES forms may still be in your HR Inbox.  Use caution to ensure you are selecting the appropriate forms.  
· Deselect any ACES forms that should not be moved to the Signature Stage. 
· Click the Approve button to move all selected ACES Online forms simultaneously to the Appraising Manager in the Signature Stage.

Last updated date: 10/28/13


Page 1 of 1
