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Final Review Stage: Moving Approved ACES Online Performance Evaluation Form to Signature Stage

The job aid is designed to provide instructions for moving the approved online performance evaluation form from to the Signature Stage.
Routing: In the Signature State the ACES Online form goes to 1) the Appraising Manager for an electronic signature, 2) to the manager being appraised (Reporting Manager), and then 3) to the ACES Inbox/Completed folder for all parties.

In signature stage, the ACES online forms are in read-only format.  The form cannot be edited.  Comments can be added in the Signature section.
Step Actions:

1) Navigate to the ACES Inbox.  Locate the 2013 forms in the third column titled Step that reads, “Appraising Manager Signs” or “Reporting Manager Signs”.

2) Open and read the form(s).  Additional comments may be added in the Signature section located at the bottom of the form, before electronically signing.

3) After any additional comments have been added, select the icon Click Here for Electronic Signature at the bottom of the form.  By electronically signing the form, the ACES application places a date stamp and your name in italics on the form.

4) On the next screen, select the Click Here for Electronic Signature box.  
NOTE: To add further comments to the form, click on the Cancel & Return to Form box.  To change comments or ratings on the main portion of the form, select the Send to ACES Coordinator for Edits.  The ACES Coordinator can return the form to the Final Review stage.
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