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Re-route an Employee Performance Plan (In the Event an Employee is Unable or 

Unwilling to Sign) 

At any task pending employee action, the Rating Official may re-route the performance plan to the next 

task, or the former task.  Occasionally, an employee is either unable or unwilling to sign and 

acknowledge their plan at one of the required acknowledgement instances.  The System provides the 

capability for the Rating Official to bypass the employee’s acknowledgement and the PDF of the 

employee’s Performance Plan will display either “Employee Unable to Sign” or “Employee Declined to 

Sign” in the Employee Signature field, depending on the reason for signature bypass. 

1. From the My Tasks & Employee module – My Tasks tab, select the  Open Plan icon adjacent to 

the employee for whom you wish to bypass an acknowledgment and signature. 

The Employee Plan opens to the Plan Info tab.  The acknowledgement field is not displayed as the 

current task owner is the employee who is either unable or unwilling to acknowledge the plan’s 

creation. 

 

2. Select the Re-Route link. 

The Re-Route Plan window displays; containing a drop down menu of possible re-route paths as well 

as a comment field for entering a reason why you are re-routing the plan. 

SCMS Rev. 3.0/PFM_Exh85.pdf 1 of 2 (06/2012)



ePerformance User Guide Department of Energy (DOE) 165 

 

3. Select the Next Task from the Re-Route drop-down menu. 

The Reason Code drop-down menu is displayed. 

Note:  To pull the plan back to the former task (in the event that the rater wishes to edit the plan 

and re-release to the employee), select the former task, from the re-route to drop down menu.  

 

4. Select the appropriate Reason Code, enter a comment, and select the Re-Route link. 

A confirmation message displays; Do you wish to Re-Route Plan? 

5. Select the OK button. 

You are returned to the My Tasks and Employees – My Employees tab.  The PDF is updated to reflect 

the rater’s indication of employee non-acknowledgement.  
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