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Final Review Stage:  Appraising Manager Enter Ratings and Comments
This job aid is designed to provide instructions for completing the Final Stage for the 2014 ACES Form.   Final Stage begins on September 2, 2014 and must be completed by 
September 24, 2014.

The ACES online application is currently experiencing two issues in the Final Review phase of the application: 1) The Review Comments Field is not allowing the Appraising manager to enter final comments and 2) Reporting Managers potentially may be able to view comments entered by the Appraising Manager.  To mitigate these issues, the online process has been modified.  Please follow the steps listed below to complete the Final Stage of ACES.

Appraising Manager Step Actions:

1. Your Reporting Manager should notify you once he/she has completed all of the ACES responsibilities, i.e., entering comments and certifying the EPRS obligations have been completed.  If you don’t receive notification soon, please check with the Reporting Manager to remind him/her to enter comments.  

2. Log into ACES and click on the ACES Inbox link. This displays the ACES Form page. Click on the link with the Reporting Manager’s name to access the ACES form for 2014.  After the page loads, make sure that the route map at the top of the page has Final Review highlighted.  

Enter Ratings: 

NOTE: This is a change in the process.  Please follow the steps as listed.  You will not be entering your comments at this point.
1. Click on the Manager Objectives button in the left navigation bar. DO NOT ADD COMMENTS AT THIS TIME.

For each objective, from the drop down menu labeled Final Rating, select the appropriate rating for each objective.  Remember to use the Save icon near the top of the form throughout the process.  

2. Click on the Career Growth Objectives link in the left navigation bar.  For each objective, from the dropdown menu labeled Final Rating, select the appropriate rating.

3. Click on the Core Managerial Competencies link in the left navigation bar.  For each competency, from the drop down menu labeled Final Rating, select the appropriate rating.  

4. Click on the Final Review Overall Comments link in the left navigation bar. From the drop down menu labelled Overall Final Review Rating on the right hand side of the screen, select the appropriate rating.

5. Click the button labeled Send Final Review to ACES Coordinator for HR Approval.  This button is located immediately below the route map at the top of the page.

6. The Route Map page labeled 2014 ACES Form for (Reporting Manager’s name) loads.  Click the button located on the bottom right labeled Send Final Review to ACES Coordinator for HR Approval.  Your ACES Inbox loads.  The ACES form for the Reporting Manager will now be in the step called Final Review Comments by Appraising Manager.
You are not done!  Please continue with the steps under Entering Comments.


Entering Comments:
1. Click on the link with the Reporting Manager’s name to access the ACES form for 2014.  Confirm that the route map at the top of the page says Final Review Comments by Appraising Manager.


2. To enter comments for each Manager Objective: Click on the Manager Objectives button in the left navigation panel.  Review comments entered by your Reporting Manager for each objective.   Enter your comments in the field labeled Comments by (Your Name).  Remember to use the Save icon near the top of the form throughout the process.

3. To enter overall comments: Navigate to the last Manager Objective listed and after the comment you entered for this objective:
a. Press the Enter key twice
b. Enter the text: “MANAGER OVERALL FINAL REVIEW COMMENTS:”  
c. Enter your comments for the overall performance.
NOTE: For an overall rating of Exceeds Expectations or Exceptional, you must enter comments to support the rating.

5. To enter comments for each Career Growth Objective: Click on the Career Growth Objectives link in the left navigation bar.  Add your comments in the field labeled Comments by (your name).

6. Click the button labeled Send to ACES Coordinator below the route map. The Route Map page labeled 2014 ACES Form for (Reporting Manager’s name) loads.  Click the button located on the bottom right labeled Send to ACES Coordinator.  
You have now completed the Final Review stage.  

Based on activity in the system it may take a little time to upload the final page.

Note: If you need further assistance please contact:
MassHR Employee Service Center           

Phone: 617-979-8500

TTY: 617-248-0546
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