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ACES: Objective Search Job Aid

· Go Home

· Select Generate ACES Reports

· Select Analytics
· Select Classic Reporting

· Select Objective Search

· Click on dropdown menu and select which objectives you want to report on

· Click on search by individual or detailed search
· If individual search, enter the manager’s name

· If detailed search, select appropriate department and division and “managers”
· Click active users only if you only want to see active employees

· Last modified should indicate “none”

· Export file format should indicate “excel”

· Click Generate report

· Your results should reflect the following fields:

	Reporting Manager Full Name
	Department
	Division
	Location
	Objective Id
	Manager Objective
	Category
	Last Modified On


