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Document Transfer:  Changing Supervisors in ACES
After Logging on, the Admin Tools Menu can be found at the top left corner of the ACES screen.

Important Note
Prior to using Administrative functions to update email address and supervisor, 
Verify accurate updates have been made in HR/CMS.
 
[bookmark: Manage_User_Menu]Here is the complete menu you should see after clicking on Admin Tools dropdown:
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[bookmark: Reset_User_Password]Documents Transfer – Changing Supervisors

[bookmark: Documents_Transfer][image: ] - This is the link you use to change someone’s appraising manager between monthly uploads.

You’ll need to know the names of the managers for the following:
· Reporting Manager
· Former Appraising Manager
· New Appraising Manager
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Instructions:
1) Employee Name:  Type employee name of the reporting manager who has new manager
2) Old Manager: Type name of the  former appraising manager
3) Change Manager: Click on the Direct Manager radio button. 
4) Manager Name: Enter new appraising manager’s name 
5) Click all check boxes. 
6) Click on send.
7) 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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