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Creating Mid-Cycle Changes 
 

During the performance period and following employee acknowledgement of their performance plan, the 
Rating Official may determine that an update to the performance plan is required.  Changes can be made 
exclusive of the final 90 days of the rating period.  For example, the Rating Official may add, remove or edit 
a critical element, goal, weight, or contributing factor.  Each change to a performance plan must be 
acknowledged by the Reviewing Official, Rating Official and Employee (in that order).  Although the Rating 
Official actually makes the changes to the employee’s plan, the Rating Official is the second person to 
acknowledge the changes in ePerformance.  Follow these steps to create changes to an employee’s 
performance plan. 
 

1. Log into ePerformance. 
2. The “My Tasks & Employees” module opens to the “My Tasks” tab. 

 

3. Select the  “Open” icon, adjacent to the desired employee. 

 
4. Open the desired element to be modified and make the change(s), ensuring each change is saved; 

and repeating for any other elements that need change(s). 

 

Note:  For each change made to the performance plan, the Reviewing Official will receive an an email 
notifying them of the change.  If only one change is made, the Reviewing Official will receive one e-mail.  
If there were multiple changes are made within a 15-minute time period, the Reviewing Official may 
only receive one e-mail listing a summary of all plan changes. 

5.  Log out of ePerformance 
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