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To Search for Multiple ACES Forms within a Secretariat/Agency

1) Login to ACES
2) Under the Home dropdown, click on Generate Reports
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3) Click on the Analytics Link 

4) Click on the Classic Reporting Link
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These reports preserve the format of the original reports provided with
this system. If you're already familiar with these reports, you can continue

t0 use them as usual,





5) Under Classic Reporting, Click on Detailed Document Search
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a) On Detailed Document Search page, click on Detailed Search radio button, ensure the following fields are selected:

· Under Department select departments

· Under Division select your division

· For Location:  select Managers to get only the managers in your secretariat/agency
b) Ensure that Active Document Subjects Only is selected
[image: image4.png]4

- bitps:/performancemanagesd successfactors.comyacme?bpte_company=MABfbacme. o=anaytics&lb_reporttreedestnew=TI8&b_eportsreportinder= 104018, s rb=GUgPususfogBebULG1 ZUucE3cse3d -8

File Edit View Favorites Tools Help

S Favorites | 5 2] Intemet Explorer cannot d... ] Web Slice Gallery v 2] Customize Links 2] Free Hotmail % Windows Marketplace ] Windows Media ] Windows J| New Folder v - SuccessFactors -3 felds |.. il Success Factory - Form.

[+ Succesbacors: Detaea Document Serch ||

] NewCases - Support Porta...

o~

petalled bocument >earchn

Detailed Document Search

Depending on the breacth of your query, the report may tae several minutes to appear below. For docurment contents export process, if could take more than several minutes. The maximurn number of docurnents in one report process is 999

© Reporting Manager Document Folder Search:
‘Reporting Manager Docurnent Folder Search! is used (o view the confents of a specific user's inbox, En Route folder, or Completed folder.
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7) Click Generate Report to obtain results.

To Search for an Individual ACES Form:

1) Login to ACES

2) Under the Home dropdown, click on Generate Reports

3) Click on the Analytics Link 

4) Click on the Classic Reporting Link
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These reports preserve the format of the original reports provided with
this system. If you're already familiar with these reports, you can continue

t0 use them as usual,





6) Under Classic Reporting, Click on Detailed Document Search
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c) On Detailed Document Search page, click on Detailed Search radio button, ensure the following fields are selected:

· Under Department select departments

· Under Division select your division

· For Location:  select Managers to get only the managers in your secretariat/agency

d) Ensure that Active Document Subjects Only is selected
7) Under Subject Username, enter the Employee ID or if you don’t know Employee ID, click on Find User to search the directory by last name and first name and click Search button, then click on Select User.  This will input the employee ID number in Subject Username box as appears below.
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8) Under Document Name, select All to choose forms for all years or select Other and year form(s) that you are looking up.  (Note: You can use Control key to select multiple year forms to access)
[image: image8.png]performancemanagerd successfactors.com/acme’ JgPuSusfagBebUIG1ZUucE3coi253d#focus

File Edit View Favorites Tools Help

s Favorites | % 2] Intemet Explorer cannot d... ] Web Slice Gallery v 2] Customize Links 2] Free Hotmail % Windows Marketplace ] Windows Media ] Windows J| New Folder v - SuccessFactors -3 fields I.. il Success Factory - Form C... ] NewCases - Support Porta...

ﬁj  SuccessFactors: Detaile... X | @ CEQ I Bv B v O @ v bagew sseyr Todsw @~ 7
4000 “| |0 BLC +| |2 Appraiser only |~ i
© ADD o cAD 1 Coordinator role only
© AGR o csw ) Dept Heads or Direct Reports
o ALA ) DAC Managers £
) ANF o pcc o NA
O ATB © DOE 1 Reports & Administration only,

O BCA - |0 por ~ | | T Reports or Admin Function  ~

Active Document Subjects Only:

Form creator Username: Find User...
Subject Username: Find User...

Subject Employee Id: 1111111

Subject Job Code:

Hire Date: From/On(MM/DD/YYYY): to(MM/DD/YYYY):
DocumentName: ¢ ay o Other| LN SN0 ~
2014TEST ACES Form
CMCP draft
Confidential Survey for ACES Coordinators
Confidential Survey for DOR Pilot Users 2
Status:  All(Except Draft and Deleted) e [
Document Ended: From/On(MM/DD/YYYY): to(MM/DD/YYYY):
Date Completed: None
© Today
© From/On(MM/DD/YYYY): to(MM/DD/YYYY):
(When Date Completed is selected, results contain only completed documents if any.)
Last Modified: None
© Today

© From/On(MM/DDYYYY): to(MM/DD/YYYY):
Last Routed:

to(MM/DD/YYYY):

Evnart Eila Earmat: Misraanfi's Cuanl -

= @ Intemet | Protected Mode: On G- RiN% -




9) For Status, ensure that All is selected

[image: image9.png]All(Except Draft and Deleted)
: From/On(MM/DDANYY): to(MM/DDANYY)

Date Completed:  fone
© Taday
€ From/on(MM/DDANYY); to(MM/DDANYY)
(When Date Completed is selected, results contain only completed documents if any.)

@ hone
© Taday
€ From/on(MM/DDANYY); to(MM/DDANYY)

Last Routed: @ none

© Taday
© From/on(MM/DDANYY); to(MM/DDANYY)

Export File Format: [Microsafts Excel =





10) Navigate to bottom of page and click on Generate Report [image: image10.png]


 button.
11) Form(s) will appear. Click on hyperlink to access the form.
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Document Information Button

1) After generating a form, once accessing it in steps above, you can click on [image: image12.png]


 Document Information button to find out:

· the tracking history of a form

· what is the current stage of the form

· who form is currently with

The Comments Section also lists any email content that the person wrote before routing the form.  If document was routed through administrative tools, it will also be listed here.
2) Click on X at top right hand top of screen to close the Document Information window.
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