[image: image4.jpg]Commonwealth of Massachusetts

HRD &=

Resources
Division




    



2016 ACES Final Review Stage: Appraising Manager 
The job aid is designed to provide instructions for completing the Final Review Phase of the Commonwealth’s Performance Review cycle for managers.
1. Ask your Reporting Manager(s) if they have entered their final review comments and updated milestones or objectives if needed.  If not, provide the Reporting Manager with a deadline that allows you ample time to complete the form by September 30th.  Login and assign ratings and comments only after the Reporting Manager has completed their portion.

2. Log into ACES Online. 
3. Click on the ACES Inbox tab.

4. Locate your Reporting Manager’s (Direct Report) 2016 ACES form and click on the link to access the form.

5. Verify that the form is in the Final Review Phase. The Final Review Phase box will have green backfill.  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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6. If the form is in the Progress Review Phase, click on the “Share Progress Review with Reporting Manager and Send Form to Final Review Stage”.
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7. Click on the Manager Objectives button in the Left Navigation bar.   


8. Review the comments (if any) by the Reporting Manager in the Final Review Comments by Reporting Manager (name) field under each objective.  Add comments to the Final Review Comments by Appraising Manager section, if appropriate.

9. Select the appropriate rating for each objective from the Final Rating drop-down list. (Exceptional, Highly Effective, Successful Performer, Below Expectations or Not Applicable). For more information on rating definitions, please visit the following link: http://www.mass.gov/anf/docs/hrd/policies/aces/aces-final-review-rating-definitions.doc


10. Click on the Career Growth Objectives button in the Left Navigation bar.   
11. Select the appropriate rating for each objective from the Final Rating drop-down list:  Didn’t Accomplish; Partially Accomplished; In-progress multi-year objective; or Accomplished.  

12. Review the comments (if any) in the Comments by Reporting Manager field under each objective. Add comments to the Comments by Appraising Manager section, if appropriate.

13. Click on the Core Managerial Competencies button in the Left Navigation bar.   
14. Select the appropriate rating for each behavioral statement from the Rating by Appraising Manager drop-down list: Not applicable-not needed for role; Does not demonstrate; Sometimes demonstrates; or Almost always demonstrates.    
15. Click on the Final Review Overall Comments button in the Left Navigation bar.
16. Review the comments (if any) by the Reporting Manager.  Enter comments in the Final Comments by Appraising Manager field.
17. Click on the Final Review Overall Rating button in the Left Navigation bar.
18. Select the Overall Final Review Rating from the drop-down list.  (Exceptional, Highly Effective, Successful Perfomer, Below Expectations)
19. Click “Close and Save” button at the bottom of the form.  To complete the final review process, click on the Send to ACES Coordinator stage button.
20. On the next screen select Send Final Review to ACES Coordinator for HR Approval button.
You may also select the Cancel & Return to Form if you need to do additional work on the form before sending to the ACES Coordinator.
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21. REMEMBER:  You should not verbally or electronically share any final review ratings or feedback with your Reporting Manager(s) until ratings for your entire agency have been approved.  Once approved, ACES Coordinators will be instructed to move forms to Signature Stage where the Reporting Manager can see final ratings and comments when the form reaches their inbox.   At that time you should schedule a final review meeting.
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