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Employee Login – Login Page 

 

 

Home Page 

 
 
 

 

Your first time login password 

is ‘password’. Please change 

the password at the time of 

first login. 

Enter your employee code 

www.acepro.co.in 

Click on settings 

to change your 

password 

Click ‘Set Goals’ to begin 

Goal Setting 
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Guidelines to set SMART Goals 

 

 

 

 

 

 

 

 

 

 

 

 

 

Key Result Area (KRA) and Key Performance Indicator (KPI) 

 
 

Place the cursor on 

‘English’ and 

‘Marathi’ buttons 

to view the 

guidelines 

‘Place the cursor on the tool tip “?” or in the text box to 

view the definition of Key Result Area (KRA) and Key 

Performance Indicator (KPI) and fill accordingly. 

Select Individual or Organization or 

Unit/Team level as applicable 

Goal Description means details of the 

key activities that you will perform to 

achieve your Key Result Area / Goal. 

You can list down 5-6 key activities 

that you do under that goal. 
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Competency Definitions and Proficiency Levels 

 

Total of all 

goals will add 

up to 100 only 

Competency Definitions 

are available in English 

and Marathi. Click on the 

buttons to view the 

detailed matrix. 

Employee will be 

assessed on these 

competencies at the time 

of annual performance 

review. 

Click on submit button to 

submit your goal setting 

form to your manager 
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Version History 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(2) Click on the link to see 

the details (1) First click on Version History to view 

the previous versions of set goals 
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Manager Login – Home Page 

 
 

View Employee’s Goals 

 
 

 

 

 

 

Click on ‘Set Goals’ to view your team member’s goals 

Go to Team Tab 

Manager can view employee’s goals in read-only mode 
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Competency Definitions and Proficiency Levels 

 

 

Return for Editing 

 
 

Competency Definitions are available 

in English and Marathi. Click on the 

buttons to view the detailed matrix. 

Employee will be assessed on these 

competencies at the time of annual 

performance review. 

 

If you want to suggest any changes 

in the goals, you can click the 

‘Return for Editing’ button. A 

window will open up for you to 

specify the reason for returning the 

form and state the changes that 

your team member needs to make. 

After stating the reason, click 

‘Submit’ and the form will be sent 

to your team member for edits. 

 
To approve goals, click ‘Approve’ 

button. Once you approve, the 

goals will be locked and this will 

complete the goal setting for your 

team member. 
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Version History 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Version History (contd.) 

 

Click on Version link to view details. The latest 

version of set goals will appear first. 

 

The revised goal form will be seen 

by the manager. 

 

Manager can view the previous versions of the 

goals set in order to be sure that only suggested 

changes have been made by the team member 
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Dashboard – Goal Setting Status for the team 

 
 

 

Thank You! 

Go to Dashboard tab to view the 

goal setting status for your team 

 
Total count of employees 

in your team 

 

Employees who have not initiated goal setting 

 

Employees who have 

started the process 

but are yet to 

complete goal setting 

 

Employees have submitted goals 

and manager is yet to approve 

 
Manager has approved and 

goal setting is completed 

 


