A Streamlined Approach to the Management Performance

Evaluation Process
Cascading Job Aid for Planning Stage

I) What is Cascading?

The cascading feature allows managers to send (or “cascade”) their management or career objective(s) to their direct reports and other reporting managers in the ACES system.  A manager who receives a cascaded objective, can then modify the objective to tailor it more specifically to his/her role.  This method of sending objectives to others ensures organizational alignment with strategic objectives in a consistent and efficient manner.  Any manager who receives a cascaded objective will automatically have the objective appear on their ACES Form.  One manager can send a strategic goal or an objective about mandatory training to all 6 of his direct reports without all six having to enter it on their own, hence eliminating duplication of effort.
You can check with your Agency ACES Coordinator whether your entire agency will be utilizing the cascading feature. If your entire agency is not utilizing the cascading feature, you may want to use this feature for your particular unit.  If you choose not to use cascading, enter your objectives directly on your ACES Form as you would normally do.  Navigate to the ACES 2013 Planning Stage page to review the current job aids.
Important Notes for Cascading
· Where to Cascade Objectives from There are two parts to the online system for 2013:  Your ACES 2013 Form and a separate page for entering objectives to cascade. Objectives can only be cascaded from the “CLICK HERE FOR CASCADING” link.

· Create Objectives in Stages If an entire is agency is utilizing the cascading feature, it is suggested that objectives be cascaded using a top-down tiered approach, starting with the cabinet secretary and agency head and then to the next level of managers in the hierarchy and so on down the chain of command.  If senior managers don’t cascade their objectives early enough in the process, managers lower in the hierarchy will be waiting for objectives to be cascaded to them.  In the interim, those managers could create objectives in ACES and then need to reconcile those with objectives cascaded to them at a later date.
II) Logging into ACES
1. Click to:   https://performancemanager4.successfactors.com/login?company=MA&
2. Enter Username: Employee ID and Password: Your Password

	Tips:
	If you Forgot Your Password, click on this link on the login page to have a system generated password sent to you by email.

Make sure to bookmark this page for quick access on your next visit.  In Internet Explorer, click on Add to Favorites in the Menu bar, and then click on the Add button.



III) Cascading Manager Objectives
[image: image18.png]



1. Click on Home link.
2. Under Quick Links on the left side of the screen, click on “CLICK HERE FOR CASCADING” link.
3. To create objectives in the I. Manager Objective section that can be cascaded to other managers, on the right hand side of the screen next to “Switch Plan:”, (if not already selected) select “Commonwealth of MA - 2013 Objectives” from the drop down list.

	Note:
	How many Manager Objectives are required on the form? The Manager Objective section requires a minimum of at least two objectives and up to four objectives. If needed, more than 4 objectives can be entered.



4. Click on “Create New Objective” button on right side of screen.

5. Follow steps a) or b) below depending on whether you will create your own objectives or choose objectives from a goal library and modify those objectives to tailor them to your position.
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a) Click on Management Objective button to create your own objective.  Enter your objective text, optional milestones, and assign a weight between 0% and 75%. Then click on save changes button.  The window closes and the objective will now appear in the Cascading Module.  Repeat steps 4 and 5 until all objectives are entered.
OR

b) Click on Sample Management Objective button. Click on the side arrow [image: image2.png]


to expand the goal categories.  You can then click in boxes to select the objective(s) you want to add to the Cascading Module.  Then click on Add Selected Objective, to add those objectives to the Cascading Module.  Enter optional milestones, and assign a weight between 0% and 75%. Then click on save changes button.  Repeat steps 4 and 5 until all objectives are entered. Skip to step 7 if you do not need to edit any of the objectives you entered.
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6. If needed, you can edit any objective, by clicking on icon [image: image4.png]


 under “Action” on right side of screen. Once done editing the objective click on “Save Changes” to save your edits, or “Cancel” to close the window and discard any changes made.
On the screen, under Reporting Manager Hierarchy, your name will be listed along with your manager direct reports.  If one of your direct report names is missing from the list, contact your Agency ACES Coordinator. 

7. Select the objectives you want to cascade/send to your direct reports by clicking in the boxes next to those particular objectives:
8. Click on “Cascade Selected” button toward the top of the screen.

9. A new window will open. Click in boxes next to those reporting manager(s) in which you want to cascade your objectives to, and click on the “Next” button
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10. A new window will appear listings all the objectives you have selected to cascade. You can edit any of the objectives as needed.  Click on “Cascade” button to send those objectives to your direct report(s).
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11. The screen will list the manager(s) who have received the objectives you have cascaded to them and the number of managers whose objectives are now aligned with your objectives.
	Note:
	If a Manager Deletes an Objective You Cascaded: If a manager deletes an objective that you cascaded to him/her, in the Cascading Module you will see a message under the particular objective noting that the objective was deleted along with a date and time stamp of when it occurred.
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12. To create objectives in the II. Career Growth section that can be cascaded to other managers, in the right hand side of the screen, next to “Switch Plan:”, select “2013 Career Growth Objectives” from the drop down menu.  Follow step 4 through 12 of this section (III) Cascading Manager Objectives to add Career Growth Objectives to your form that can be cascaded to other managers.
IV. How to Cascade Objectives to Other Managers in ACES

If not already completed, follow steps 1. through 6. in Section III) Cascading Manager Objectives to create objectives that can be cascaded.

1. Are the objectives you want to cascade in the Manager Objective or Career Growth section? If needed, click on drop down menu next to “Switch Plan” to access objectives you want to cascade.

2. Select the objectives you want to cascade/send to other managers in ACES by clicking in the boxes next to those particular objectives (see sample that follows):

3. Click on “Cascade Selected” button toward the top of the screen.

4. Click on “Find Other Reporting Managers” link.
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5. Enter information, such as First Name and Last Name, and click on “Search” button
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6. On the next screen, the relative manager(s) name should appear.  Click on in checkbox near the manager’s name and click on “Add Selected” to confirm the name of the reporting manager in which you want to receive the cascaded objective.
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7. The next screen will list the reporting manager name with a checkbox next to it who will receive your cascaded objective.
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8. A new window will appear listing all the objectives you have selected to cascade.  It will also list any other managers in which you have already cascaded these objectives to.  You can edit any of those objectives as needed.  Click on “Cascade” button to send those objectives to that manager in ACES.
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V. Objectives that have been Cascaded to Me
1. Click on Home link.
2. Under Quick Links on the left side of the screen, click on link “CLICK HERE FOR CASCADING”
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3. Any objectives that have been cascaded to you will appear on the screen.  Below each objective cascaded to you it will list the manager who has cascaded a particular objective to you.

If needed, you can edit any objective, by clicking on icon [image: image14.png]


 under “Action” on right side of screen.
4. These cascaded objectives will also appear on you 2013 ACES Form.  Navigate to “My Forms”, and click on your 2013 ACES form to view it.

	Note:
	If you want to cascade any of your objectives to your direct reports, you will need to navigate to the “CLICK HERE FOR CASCADING” link to complete this.
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VI. Other Cascading Features
A) How to Delete a Cascaded Objective

1. Navigate to the “CLICK HERE FOR CASCADING” link.  

2. Click in checkbox next to objective(s) that you want to delete.

3. Click on “Delete Selected” button to delete those particular objectives.

	Note:
	If you delete an objective that your appraising manager sent to you, he/she will receive an alert message under the Cascaded Objective that was deleted.
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B) Sending Duplicate Objectives to Other Managers
If you try cascading an objective(s) that you have previously already sent to a particular manager, you will receive the warning message below to notify you that you are sending a duplicate objective.
1. Click on Cancel button 
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2. Click on Cancel button again to cancel sending objective to the same manager again.
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