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2014 Final Review Stage: Reporting Manager (Navigating the ACES Online Application)
The job aid is designed to provide instructions for completing the Final Review Phase of the Commonwealth’s Performance Review cycle for Managers.
1. Log into ACES
 Online: Type your Employee ID in the Username field.

2. Type your current password in the Password field.

3. Click on the Login button.  The ACES home page opens.

4. Click on the ACES inbox tab. 

5. Find your 2014 ACES form.  Click on the link to access your form.
6. The route map at the top of your form will be highlighted to indicate the current stage of your ACES form.  If the Progress Review box is highlighted, ask your Appraising Manager to move the form to Final Review phase by clicking on the Share Progress Review with Reporting Manager and Send Form to Final Review Stage button.  If the map is not displaying, click the plus sign (+) next to the Route Map on the top of the left margin. 
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7. Review the FINAL REVIEW INSTRUCTIONS section for steps to complete this phase.  Enter optional comments in the Final Review Comments by (your name) field for each Manager Objective.

8. Review and update optional Milestones, if needed.
9. Click on hyperlink in left margin, Career Growth Objectives. 
10. Enter optional comments in the Comments by Reporting Manager section.
11. Click on hyperlink in left margin, Core Managerial Competencies. 
12. Enter optional comments in the Comments by Reporting Manager section.
13. Click on hyperlink in left margin, Final Review Overall Comments. 
14. Enter optional comments in the Final Comments section. 
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15. Click on Save icon at top of form to save the entire form.  Click “Close and Save” button at the bottom of the form.
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� HYPERLINK "https://performancemanager4.successfactors.com/login?company=MA&" �https://performancemanager4.successfactors.com/login?company=MA&�
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