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Important Note
Prior to using Administrative functions to update email address and supervisor,
be sure to first make updates in HRCMS.

% Admin Tools

Here is the complete menu you should see after clicking on Admin Tools link:

Fleaze click one of the links below to go to an Admin Tools activity.

+ Manage Users
Documents Transfer
Reset User Account
Change User Information

+ Managing Documents
Route Document
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Documents Transfer — Changing Supervisors

| Docurnents Transfer | - This
monthly uploads.

is the link you use to change someone’s appraising manager between

You’ll need to know the employee IDs for the following:
v Reporting Manager
v Former Appraising Manager
v" New Appraising Manager

Documents Transfer

Use this page to transfer existing documents from reporting manager's previous appraising manager to new appraising manager.

Transfer Reporting Manager 111111 Find User

Transfer From Appraising Manager 222222 Find User

Check if transfer from existing appraising manager
Transfer To Appraising Manager 222323 Find User
Update Reporting Manager's Appraising Manager Field

Automatic Appraising Manager Transfer. Automnatic insertion of new aporafsing manager as next document recipient if not already.

Autornatic Inbox Document Transfer To New Aporaising Manager
Autornatic £n Route Document Transter To New Appraising Manager

Autornatic Completed Document Copy to New Appraising Manager

I Transfer Reporting Manager's Docurmnent ]

Instructions
1) Research the user via the Directory button. Create a 3-column list.

Rep Mar Former app mar New app maqr
Name Name Name
Emplid Emplid Emplid

2) Click on “Admin Tools” and “Document Transfer” link

3) Transfer from Reporting Manager: Type employee ID of the reporting manager who has new
manager

4) Transfer from Appraising Manager: Type employee ID of former appraising manager

5) Transfer to Appraising Manager: Type employee ID of new appraising manager

6) For the rest of the boxes on the screen, click ALL the empty boxes, so that check marks appear in
the boxes (see sample above).

7) Click on the Transfer Reporting Manager’s Document button and a message will appear on the

Document Transfer was successful and E-Mail notifications were sent. This confirms

screen.
the transaction was processed.
8) You will also receive an email notification confirming that the document has been routed to the

new manager. The subject of the email will indicate Notifications on auto-routing documents.
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Reset User Accounts: Unlocking an Account
You will use this feature when an ACES account gets locked. This happens when a user enters the

wrong password at least five times in a one-minute period. On the sixth attempt, he/she will receive
the message below. Although HRD still processes these requests at ACES Help, ACES Coordinators
should let their employees know that they can also unlock the accounts.

i, You've reached the maximum number of login attempts. Your account
is now locked. Contact your administrator for more details.

Username: Iaaaal

Password: ||

Forgot Your Password?

Instructions

1) Click on Admin Tools button and Reset User Account

2) Do asearch by last name or username (employee ID) and click Search Users button (see sample
above)

3) If the account is locked, there is a red “x”.

Resetting User Accounts

Use this page to reset user accounts. &ny locked user accounts will be re-activated.

Find: |-'-'\|I FReporting Managers ;l

&|l Secretariats v|

Filtered by: |&ll Agencies vl

All Form type =]

First Name |-'1'\|E>< and

Last Name |-1'\n|:|ers|:n1_ and
With:

Username |aaaal_ and

Job Code [ChrgRN

Using: IEtar‘ts With vl Search Users

[T select All Status Username First Name Last Name Division Department Location Job Code
- x aaaal &lew Andersonl  MWSA 4000 FRHM ChrgRN

Fe=zet Selected Users
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Instructions for Unlocking Accounts (continued)

4) Click in box to left of X.

5) Click on Reset Selected Users button and you’ll see a message that 1 user account has been reset.

[T select All Status Username First Name Last Name Division Department Location Job Code

¥ X aaaal Alex Andersonl |[N/A 4000 FRN ChrgRN

Rezet Selected Users I

6) You can verify that the account is not locked by following steps 2 through 3 above. The user’s
account below is NOT locked, as there is a green check mark under the Status column.

[T select all Status Username First Name Last Name Division Department Location Job Code

Reset Selected Users I

aaaal Alex andersonl  Train TRM PRM ChragRM

How does user get their correct password?

7) To send the user their password so they won’t get locked again, ask the user to click on “forgot
your password” link on the login screen. You as the ACES Coordinator could also complete this

on behalf of the user.

Username: |

Password: |

Login |

Forgot Your Password?

8) This brings you to another screen where you enter the username or employee ID. Click on “email
me” and user should receive an email within a minute with their current login information.

Username: |1 0EE43

Ermnail Me |

Note:

If the user does not receive an email within a minute, it usually means his/her email is
invalid in HRCMS and ACES. Your payroll staff can update HRCMS. See next
section Change User Information: Change email address, departments or ACES
Coordinator for updating email address in ACES.
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Change User Information: Change email address, departments or ACES Coordinator
You use this feature to update a manager’s email address, ACES Coordinator (HR Rep), Division, or
Dept. between monthly uploads.

Change user information.

Ilse this page to change the user information.

Find: |.ﬁ.II Reporting Managers ;I

&l Secretariats = |
Filtered by: all .ﬁ.gencies;l
All Form type |

With: First Mame | and

Last Name | and

Username Inwadzinski and

Job Code I

Using: [starts with =] | sSearch users |

Active Users Only: |

Active Users Only: [

Save Changes | Resetl

* Required Fields
se docurment transfer screen to change appraising manager informmation,

* Username: Inwadzinski

* First Mame: IRepnr‘ting

* Last Name:lManager

ACES Coordinator User Middle Name:l

* Email:IIisa.d.pDIIacl{@massma
nager: ffahey
* Human Resuurce:llﬂﬁﬁ-flS (Mo HR

* Department:lHRD 'I < New Denpt.
Job Code: [EO7MAD
o New Division |
Division: | ECAF

L-:u:atiu:un:lr'-.l,-“.ﬁ. ;I

* Time El:une:IEST [Eastern Standard Time] -]
Hire Date: |07/03/1995

Name (or EmpID) Email Update
\ * Sender: Male i Female/

Ernplaoyvees Id:ltester

Title: |.ﬁ.dmini5tratnr WII
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Instructions:

1)
2)
3)
4)
5)

6)

7)

8)

Click on Admin Tools button and Change User Information

Type in the last name or username, and click the Search Users button.

Click in the radio button to access the manager’s information, and click on “Edit Information”
Find the field you want to edit, such as “Email”

Type in the revised email address and click on “Save Changes” button. A message will appear
confirming edits have been saved.

Your data has been saved.

You can verify the new email address is displaying in the directory button in upper right corner of
the screen, by clicking on “Directory” button and entering last name or user name and the
“Search” button.

&% Directory |

Inter-agency transfers (continue with next steps)

If you have used the Documents Transfer screen and managers have transferred from one dept or
one secretariat to another, you will want to update Division, Department, and Human Resource
(username of ACES Coordinator) field, Agency and Functional Title (see instructions that
follow).

Grade LeveI:IM?

Agency: |Human Resources Divi: < New Agency Name

Functional Job Cu:u:le:l

Functional Title:l

Ethnic Origin:l

Binpropriation .ﬁ.ccount:l

FTE: |

Job Numl:uer:l

HR/CMS Division: |

PayOrg:l

Home Llnit:l

HR/CMS Job Lacation: |

Salary F‘Ian:l

Functional Title: IDf'Fiu:iaI form testergl < New Functional Title

Last Updated Date: [24-Jan-07

Matrizx Manager:l (Mo Marsdger
Default LDcaIe:IEninsh ;I
Save Changes I Reset |

Human Resource. Type in the username of the ACES Coordinator in the new agency. This is the
employee ID of the ACES Coordinator. (see screen shot on page 5)

9) To change Division or Department, use the drop-down menu next to those fields. Please note if

you change Departments, the Division field does not automatically change to the correct division.
You need to manually select both the Division and Department.
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10) Agency: Type in the new Agency Name.
11) Functional Title: Enter new functional title; be sure to keep within 30 characters.
12) Click on Save Changes button. You can check new information via the Directory button.

Route Document
Use this feature to move a form from one stage to another stage in planning, progress, final review and
ACES coordinator stage. You would use this feature if a certain step has been completed, but the

CoME!
appraising manager has not clicked on the DONE | button to close the stage.

Important | Using Route Documents skips all the validation in the form (i.e., manager objectives
Note: adding up to 100%, between 2 and 4 Manager Objectives having been entered, at least
one Career Growth Objective having been added, and progress and final ratings having
been entered on the form). Therefore, prior to routing a document, please verify through
reviewing the actual ACES form, that all required fields have been filled out as
appropriate.

You can find the form to route by Form ID (also referred to as Document ID), by form template,
by Employee’s folder, or by Subject User. The steps below find forms by Form ID or Document ID.

1) Click on Admin Tools button and Route Document

2) Enter the Form ID/Document ID and click on Search.

Note: To access Document IDs, see next section entitled Accessing Document ID Numbers

adioh Lo AU =

Route Document

Select Forms Select An Action Summary

Search By: IF::rm j{n =

[34741

Search |
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3) The screen below will appear. Confirm it is the correct form by looking at form title and verifying
that the correct parties (reporting manager and appraising manager) are listed before pressing any

buttons.

4) If have accessed the wrong form, click on the “back” button to navigate back to the Route

Document page.

Current State End State

Modify Stage

1. Planning
£\ James Bento
£\ Mark Lanc...

Due Date: 03/02/2012
1 forms

Form Title : 2012 ACES Form for James Bento (ooc 1o: 34741 )

D Current step of selected forms Iterative Step Collaboration Step a Step Owner

How do you want to route the form?

o Mowe the form cne step forward

o

s Mowe the form to a specific step

o Mowve the form to a new step

5) The current phase of the form is in green backfill. The name(s) of the process owner (whose inbox

the form is in) will be listed in the box.

6) Determine which phase you want to send the form to and click on “Move the form to a specific

step”.

D Current step of selected forms Target Step Iterative Step

Current State End State
Modify Stage
1. Planning 1. Planning
£ James Bento James Bento
£ Mark Lanc... Mark Lanc...
Due Date: 03/02/2012 Due Date: 03/02/2012
1 forms
2. Progress ...
3. p James Bento
. Progress ... Mark Lanc...
James Bento Due Date: 05/07/2012
Mark Lanc... ue Date: Us/usy

Due Date: 05/07/2012

Form Title : 2012 ACES Form for James Bento (ooc1o: 34741 )
Collaboration Step 8 Step Owner

How do you want to route the form?

o Move the form one step forward

c

% Move the form to a specific step

Move forms to the following step:

|Se|ecta step... E3|

Reason for changes:

@ Move form on behalf of James Bento, Mark Lancaster

c

Skip step to continue the process

Add comments (optional)
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7) At drop down menu Move forms to the following step:, select the step you want to move the form

to.

8) Look at the screen to confirm that this is the stage you want to route the form to, which will be

highlighted in blue.

Search for Forms Select Forms

D Current step of selected forms Target Step Iterative Step

Current State End State
Modify Stage
1. Planning 1. Planning
£ James Bento James Bento
£ Mark Lanc... Mark Lanc...
Due Date: 03/02/2012 Due Date: 03/02/2012
1 forms

2. Progress ...

2. Progress ... & 1ames Bento

James Bento £ Mark Lanc.... .
Mark Lanc... Due Date: 05/07/2012
Due Date: 05/07/2012 1 forms

3. Final Review 3. Final Review

Summary

Form Title : 2012 ACES Form for James Bento ooc 1o: 34741 )

Collaboration Step & Step Owner

How do you want to route the form?

o Move the form one step forward

o

© Move the form to a specific step

Move forms to the following step:

|2. Frogress Review =l

Reason for changes:

© Move form on behalf of James Bento, Mark Lancaster

r

Skip step to continue the process

Add comments (optional)

o Move the form to a new step

9) At the bottom of the page, click on the Next button.

10) A message will appear confirming you have successfully routed the form (see sample below)

[ Route Document

Search for Forms

Select Forms

Select An Action

| I-"'g You have successfully routed the forms. See the summary below

1 were moved to "Progress Review" step

1 form(s) originally on step: "Planning" step

11) To route another document, click on “Back to Search Forms”.
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Accessing Document ID Numbers
A list of all current reporting manager Document IDs can be access through a Report entitled List
Views — Form List.

ER
1) Click on Reports

e

t-j; List Views

2) Click on List Views

@ Forr List

3) Click on Form List

4) Click + sign next to Filter Options , to open window. Ensure that the correct
year’s forms is selected under “Process”

H Filter Options Date Options

Show:
' Team View Starting from: II""IW:.I’E-Ehc 'I Find User...
' Detailed Reporting Rights

m |AII Reporting Managers_l

View:
ﬂ Secretariats ﬂ Form type

¥ EcHs ¥ oMer ¥ Appraizer only =
Coordinator rale only

CRP

Cept Heads or Direct Reports
Managers |-
M/ A

FRM T

EURCURCUIC I

D

5) Click + sign next to Date Optlons, to open window. Ensure that the correct

year’s form is selected under “Process”. Ensure that Current Year - Start Date and End Date are
accurate.

. d . : .
6) Click on “Update button” @ to ensure you are getting the most updated information on
forms.

7) Click + sign next to Display Options , to open window.
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8) Select relative fields under Display Options window. Be sure to include Document ID. Below are
some fields that you may find helpful in selecting.

Filter Info: Reporting Manager Info: Form Info: Form Status: Performance:
¥ oivision - Reporting Manager Name [T source © current Stage v Rating (Rounded)
¥ Department W Last Name M Form Title [T Currently With (name) [~ Normalized Rating (Rounded)
[T Location ¥ First Name T Form Template ¥ current Step

[T Middle Name ¥ Document Id ™ Step Type

[T Username - Completicn Status
v Employes 1d [T Due Date

7 Job Title 7 Past Dus/Not vet Due
[T Email

I Appraising Manager

[ Hr Manager

[T 10b Code

. Generate Report I
9) Click on Generate Report to run the report.

Iterms per page: Im *I

10) Under Items per page be sure that you have a chosen a number from the
drop down to allow all of your reporting manager names to appear on the screen.

2
11) Select Export to Excel I _ Export to Excel Ito open Excel and export the reporting manager
information into an Excel worksheet.

12) You may receive pop-up window at the top of your screen blocking you from downloading the file.
Bring your cursor arrow so it is over the message, and right click with your mouse and click on
“Download file”.

T = T TIETOT T T ITTIT L. T T

&, To help protect your security, Internet Explorer blocked this site from downloading files to vour computer, Click here For options. ..

@
13) Select again Export to Excel I ~ Export to Excel I

14) Click on “Open”

File Download =]

Do you want to open or save this file?

L@ j Marme:  Farr_list_0S_07_2012,xls
[H]

Type: Microsoft Excel Worksheet

From: performancemanagerd,successfackors,com

Open Save | Cancel I

| -"‘~| “Wwhile fileg from the Internet can be ugeful, some files can potentially
d harm your computer. IF pou do not tust the source, do not open or
= save this file. What's the risk?

15) Once in Excel, be sure to save your worksheet after exporting it. Data in Excel can then be re-
sorted as needed.
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