
Intro to ACE Performance Management
Achieve Your Goals
Contribute to TC's Success
Excel in Your Profession



What We’ll Cover Today
● ACE Cycle

● ACE Stages

● How to Access

● Navigating the System

● Detailed Walk Through the System at Each Stage

○ Stage 1: Initial Goal Planning

○ Stage 2: Mid-Year Progress Review

○ Stage 3: Year-End Assessment

● Other Items

○ Cascading Goals as a Manager

○ Accepting New Reviews as a Manager

○ Printing Completed Reviews  

Oct  2024 Intro to  ACE 2



ACE Cycle
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ACE Cycle
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TC ACE enables employees to ACHIEVE their career aspirations, CONTRIBUTE to the success of the College 
and EXCEL in their profession.  



ACE Stages
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66

ACE Stages

Aug to Dec Jan to Mar Apr to Jun



How to Access
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Log into the Employee Portal

Log into the Employee Portal, head to the Resource section and click All Resources
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Click the Employee Resources button 

You will be taken to an All Resource page where you can find all resources available to you. Find and click the 
Employee Resource button. 
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Click the ACE Performance Management link

You will be presented with all the resources categorized as Employee Resources. From there, you can find and click 
the ACE (Achieve, Contribute, Excel) - Performance Management link. 
*If you wish, you can click the icon next to the title and save this to your bookmarks.
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Navigating the System
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ACE Performance Home Page

Your 
Performance 
Reviews

Current Step

Your Team’s 
Performance 

Reviews

Performance Review Name
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Home Screen – Employee View
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Home Screen – Manager View
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Home Screen – Manager View
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Umbrella View for all Direct Reports
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ACE Process Home Page - Start Tab
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Navigating through Tabs 

● You will address each of these tabs at different stages during the review. 
● They will always be displayed to you. 
● To navigate between tabs, simply click on each one.
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Other Tabs Screen
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Stage 1: Initial Goal Planning
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Goal Planning Tab

● In this tab, you will document your SMARTER goals for the year
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Adding New Goals
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Adding Goals from Previous Review

1. Click Add Goal (located towards 
the bottom of the screen

2. Click Goal from previous 
review
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Adding Goals from Previous Review

3. Click Goals & Objectives

4. Review goals from your previous 
review
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Adding Goals from Previous Review

5. Select a specific goal. It will be 
highlighted in blue.

6. Click Add Goal. It will be added 
to your goal listing in the Goal 
tab.
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Moving to the Next Tab

● To navigate between tabs, simply push the tab name
● To help you keep track of which tab you’re in, refer to the top 

of the section, where the tab name is also displayed
●
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Mid Year & Year End Assessment Tabs

Although these tabs are visible, please skip them during the Initial Goal 
Planning stage. The items are locked, and no action is required.
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Next steps Tab

● Each stage will also include 
a Next Steps tab, where you 
can view a summary of your 
progress so far. 

● You'll also see the upcoming 
stage name.

● You’ll have the option to 
proceed to it if desired.
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Stage 2: Mid-Year Progress Review
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Stage 2: Mid-Year Progress Review

The Mid-Year Progress Review begins with the employee, who will 
reflect on their progress toward the SMARTER goals. Afterward, the 
employee will pass it on to their manager for their feedback.
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Goal Planning tab as the Employee 

During the Mid Year 
Progress Review, 
please review each 
listed goal and add 
your comments 
towards your 
progress.
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Mid Year tab as the Employee 

● In the Mid Year tab, please 
reflect on your progress towards 
the SMARTER goals and record 
your thoughts here. This will be 
viewable by your manager

● Afterwards, you’ll pass the 
review to your manager.

● They will also reflect on your 
progress. 

● You will be able to review their 
feedback after that.
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Year End Assessment tab as the Employee 

During the Mid-Year Progress Review stage, you may begin documentation to 
these questions. However, you will have the opportunity to address and finalize 
your responses during the final stage of the performance process.
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Next steps tab as the Employee 

Now the employee will pass the Mid-Year 
Progress Review to their manager. 

Please push the “Go to next step” button 
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Goal Planning tab as the Manager 

During the Mid Year 
Progress Review, 
please review each listed 
goal and new comments 
the employee may have 
added. You can add your 
comments on your 
employee’s progress.
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Mid Year tab as the Manager 

● Please review your 
employee’s Mid Year 
reflection. 

● Then you can write your 
feedback.

● Lastly, you will use the 
stars to to respond “Yes” 
or “No” to the question
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Year End Assessment tab as the Manager 

During the Mid-Year Progress Review stage, you may begin documentation to 
these questions. However, you will have the opportunity to address and finalize 
your responses during the final stage of the performance process.
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Next steps tab as the Manager 

● A score will now populate in the 
manager Overall Rating section. 
Please disregard as it is intended to 
compile all ratings accumulated over 
the course of the entire process

● Click “Go to the next step” to progress 
the ACE review along
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Stage 3: Year-End Assessment
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Stage 3: Year-End Assessment

The Year End Assessment also begins with the employee, who will 
reflect on their progress toward the SMARTER goals. Afterward, the 
employee will pass it on to their manager for their final feedback.
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Goal Planning tab as the Employee 

During the Year End 
Assessment, you 
have one last 
opportunity to 
provide any self 
reflection on each 
goal
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Mid Year tab as the Employee 

No action is needed by the 
employee on this tab during 
the Year End Assessment.

Instead, you may review the 
feedback from your manager
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Year End Assessment tab as the Employee 

Self reflect and 
respond to each listed 
question. 

Afterwards, you will 
pass the review to 
your manager for 
year-end feedback.
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Next steps tab as the Employee 
● A score will now populate in the manager 

Overall Rating section. Please disregard 
as it is intended to compile all ratings 
accumulated over the course of the 
entire process. You may see all of your 
manager’s feedback at the end of the 
process

● Click the “Go to next step” button to pass 
the year end assessment to your 
manager
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Goal Planning tab as the Manager 

During the Year-End 
Assessment, please 
review each listed goal 
and your employee’s 
comments. Then, you 
can  add any final 
comments on your 
employee’s goals.
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Mid Year tab as the Manager 

During the Year-End 
Assessment, you can bypass 
the Mid Year tab. You have 
already completed this tab
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Year End Assessment tab as the Manager 

● Review your employee’s 
response to the year end 
questions

● Provide feedback by using the 
“Add comment” button

● In the Summary box, use the 
stars to select your employee’s 
performance category
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Next steps tab as the Manager 

● The ACE Performance Review is 
now complete.

● You will see the complete 
“manager Overall Rating” now 
listed.

● Click the “Go to the next step” 
button to share your final 
feedback with your employee
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Employee Acknowledgement

● ACE is only available for 
the employee at this time.

● Editing is disabled; the 
purpose is solely to 
review all comments.

● Employee may add any 
last comments at this time



Other Actions
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Cascading Goals as a Manager

Go to the Performance Module 
home page

Hover over the ‘My team’ on the 
top left and click ‘Organizational 
Chart’

Step 1 Step 2

Click your own name on the 
organizational chart
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Cascading Goals as a Manager

Click the Performance header. 

Locate your current review. 
Under Status find Current. From 
the ‘I want’ drop down menu, 
choose Cascade Objectives

Step 3 Step 4

You will be presented with a 
listing of your goals and your 
team members
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Cascading Goals as a Manager

Choose the radio button(s) for the 
applicable goal(s) and team 
member,  and click Next

Step 5 Step 6

On the next page, confirm the goal/team 
member combination and click Next
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Cascading Goals as a Manager

Your goals have now been 
cascaded to the 
appropriate team member

Click Close

Step 7
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Accepting Reviews for New Direct Reports
If you are assigned a new direct report and they 
have a performance review in progress, you will 
be prompted to accept their review. 

To do so, please do the following:

1. Head to the Team Performance Reviews 
section

2. You’ll be presented with an “Action Required” 
box. Please click “Show me”
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Accepting Reviews for New Direct Reports

3. You will be taken to a new 
screen displaying the name of 
your new direct report. Click on 
“Action Review” to proceed.

4. You will see an alert showing 
who the review is currently 
assigned to. To take ownership, 
check the box next to “Assign 
the review to me (take 
ownership),” then click “Save.”
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Accepting Reviews for New Direct Reports

5. Refresh your page.

6. Now head back to your 
performance module home 
page. Navigate to the Team 
Performance Reviews section 
and you will now see you
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Viewing Completed Performance Reviews
In the About me tab, 
click the Performance 
review link

You will see all of your performance reviews 

Change the status to 
COMPLETE and click 

Search



Printing Completed Performance Reviews
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Sample: PDF Version of Completed Review
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Appendix A: Performance Categories
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Viewing Archived Performance Reviews - Employee

In the About me tab, click the 
Performance review link

You will see all of your performance reviews 

Change the status to 
ARCHIVED and click 

Search
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Viewing Archived Performance Reviews - Manager

In the My team  tab, click the 
Performance reviews link

Change the status to 
ARCHIVED and click 

Search



64

Questions?
Contact HRISTeam@tc.columbia.edu


