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Acknowledging 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 employee’s plan is required.  After the Rating Official 
makes the changes, those changes require acknowledgement in ePerformance by the Reviewing Official, 
Rating Official, and Employee, in that order (these acknowledgements do not get printed on the form).  The 
employee receives an email when it’s time to acknowledge the changes.  If there is an unacknowledged 
change by any party, the plan cannot be released to the next step in the performance review process until 
all changes have been acknowledged.  Follow these instructions to acknowledge changes. 

1. Log into ePerformance.  
2. The default view for nonsupervisory personnel is their active plan. 

3. Select the “Open” icon.  

4. Click on the “Change History” Tab. 

 
5. Select the check box(es) next to the change(s). 

 
6. Check the acknowledgement box, type in your complete name, then click “Submit.” 

 
7. Click “OK” in the confirmation box. 

8. Log out of ePerformance. 
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