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Completing a Progress Review 
Two formal progress reviews are required for GS employees (as required by the GEAR pilot project), and 
they are typically conducted in March and June of the annual rating cycle (unless directed otherwise).  The 
Rating Official initiates the progress review by entering progress review text into each critical element (limit 
of 385 characters).  Once the Rating Official documents the progress review and acknowledges, the 
employee is required to acknowledge the progress review.  The progress review text appears on the 
performance form.  These formal progress reviews do not preclude a Rating Official from meeting with and 
providing employees more periodic feedback on their performance.  Documentation of other discussions 
may be incorporated into ePerformance in the Notes Section or outside the ePerformance environment.  
Notes within ePerformance do not appear on the performance form; and notes cannot be edited (after 
saving) nor removed at any time. 

1. Log into ePerformance. 
2. From the “My Tasks” tab, select the employee’s performance plan to record the progress review.  

Click the “Open” icon to open the plan. 

 
 

3. Open the first plan element by clicking on the “Open” icon. 

 
 

4. Enter the progress review text in the progress review field.  

 

 

 

 

 

 

 

 

 
Limit 385 
Characters 

SCMS Rev. 3.0/PFM_Exh90.pdf 1 of 2 (06/2012)



Rating Official Job Aid for the GS ePerformance Module 

Revision 0 Page 2 
 

Completing a Progress Review (Continued) 

5. Click on “Save Element” and then “Close.”

 
 

6. Repeat steps 3-5 for the remaining elements.  

 

 

 

7. NOTE:  This is the ideal step to stop and schedule a meeting with the employee to discuss their 
progress review (before your acknowledgement) because you may desire to edit some of the 
progress review text based on the discussion.  For the meeting, you can print a PDF copy of the 
entire plan, or just the progress review page.   
When you are ready to acknowledge the progress review and submit to the employee for their 
acknowledgement, take the following steps:  (1) open the plan, (2) scroll to the bottom, (3) check 
the box next to the text “Signatures certify that the employee’s progress toward meeting the job 
performance outcomes/expectations was discussed with the employee,” (4) type your name in 
the signature box, then (5) click “Submit.”  

8. Click “OK,” then either log out of ePerformance or proceed to another ePerformance task. 
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