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How to Modify a Plan to Obtain or Document HLR Approval 
 
Once a performance plan has been “Approved”, if the HLR did not approve the plan, or the RO did not document the HLR’s approval, then 
the RO can modify the plan which will enable the RO to go through the approval process again and either obtain or document the HLR’s 
approval.  Follow the steps listed below to accomplish this.   
 
From the RO’s main MyPerformance screen, the RO would open the employee’s performance plan by clicking the <Go> button next to 
“Update” on the drop down menu   
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1. Navigate to the “Step 3:  Performance Elements and Standards” tab 
2. On the row for Performance Element #2 (or any element), click on the <Update> button    
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3. When it opens, click in the “Performance Element and Standard(s)” box and take a period off the end of the last sentence, or if there is 
no period, take one character off a word.   

4. Click on the <Save> button.  The performance element status changes from “Approved” to “Pending”. 
5. Click in the “Performance Element and Standard(s)” box again and put the period back on the last sentence, or put the character back 

that you took off in a word. 
6. Click on the <Save> button.   
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7. Click on the <Go Back to Performance Elements> button to return to the Step 3 tab. 
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8. Performance Element 2 status now shows as “Pending” and there is now a “Step 5. Performance Elements and Standards Re-
approvals” tab. 
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9. Click on the “Step 5. Performance Elements and Standards Re-Approvals” tab.  (NOTE:  If the plan has been modified more than once, 
you may have a Step 6 or Step 7 Re-Approval tab) 

10. In the middle of the screen, click on the <Start> button for “Step 1:  Rating Official – Request or Document Higher Level Review” to 
start the re-approval process.  This will allow you to choose either Option A to transfer it to the HLR for their approval, or Option B to 
document the HLR’s approval. 
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11. The RO has two options.  Option A is used to physically transfer the Plan to the HLR, and allows the RO to send an email to the HLR to 
notify them that the plan has been sent to them for approval. To use this choice, either leave the default message in the “Message to 
Higher Level Reviewer” block, or type in a message of your choosing.  Then click on the <Transfer to Higher Level Review with E-mail 
notification> button.  If you want to transfer the plan but don’t want to send an email to the HLR, then click on the <Transfer to High 
Level reviewer without E-mail Notification> button. 
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12. Option B is another option that can be used which does not transfer the plan to the HLR, but instead allows the RO to document the HLR ’s approval 
for them.  This option should ONLY be used with the HLR’s permission.   

 
To use Option B, after the RO clicks on the first <Start> button on the “Step 4:  Approvals and Acknowledgments” tab, on the “Step 1: Rating Official 
– Request or Document Higher Level Review (If required)” row, the RO should scroll down to where the screen shows “Option B” as shown below.  
The RO would then click on the calendar icon to select the date the HLR reviewed the employee’s plan and told the RO they approved it. Then the 
RO would choose what method the HLR told the RO the plan was approved from the drop down menu next to the words “Method of Review”.  Then 
the RO would click the <Save> button in the Option B section. 

 
The date that was filled in as the date the HLR approved the plan becomes the Approval date of the plan which is reflected on the Step 1:  Plan 
Details tab of the plan and on the RO’s MyPerformance Main Page in the “Approval Date” column.   
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13. Once the HLR approves the plan, or the RO documents the HLR approval, the RO should then talk to the employee and communicate 
the re-approved plan to the employee.  Then the RO would “Update” the employee’s plan and click on the “Step 4: Approvals and 
Acknowledgments” tab again to complete the next step.  The RO should click on the <Start> button for “Step 3: Rating Official – 
Document Communication to Employee”.   
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14. After clicking on the <Start> button on Step 3, the RO would document that they communicated the plan to the employee by clicking on 
the calendar icon to select the date the approved plan was communicated to the employee “Communication Date” block.   

 
Then the RO would choose a “Communication Method” that was used to communicate the plan to the employee from the drop down 
menu next to “Communication Method”.   
 
Finally, the RO needs to transfer the plan to the employee for their Acknowledgment by clicking on the <Save and Transfer to 
Employee for Acknowledgment> button.  If the employee is unable or unwilling to acknowledge the plan themselves, the RO can 
acknowledge the plan on the employee’s behalf by clicking on the <Save and go to Step 4> button. 
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15. If the RO transferred the plan to the employee for their Acknowledgment, then the employee would “Update” the plan and go to the 
“Step 4: Approvals and Acknowledgments” tab and click on the <Acknowledge Receipt> button on the row that says “Step 4  
Employee – Acknowledgment”.  Then the employee would click on the icon next to the “Date” box and select the date they 
acknowledged the performance plan.  The last step is to click on the <Save> button.   
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16. If the RO needs to document the employee’s Acknowledgment on their behalf, they would click on the <Start> button on the row saying 
“Step 4 Rating Official – Document Employee Acknowledgment”.   

 
The RO would then choose the acknowledgment method from the drop down menu next to “Acknowledgment”.  Then the RO would 
choose the date the Acknowledgment was received from the employee, or the date the employee declined acknowledgment.   
 
The RO would then click on the <Save> button:  

  
 


