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 GOAL PENDING MODIFICATION APPROVAL 

When an employee modifies a goal that was assigned, the manager will see the screen below when 

they receive the work plan for approval.  Note the banner PENDING MODIFICATION APPROVAL.  

To deny the modification, the manager will select DENY (red arrow in screenshot below).   

 
An edit screen will open.  The manager will scroll down and select DENY 

 

A comment box will open.  The manager will enter a comment and select DENY REQUEST. 

 
When the workplan returns to the employee for final signature the employee will see that the goal was 

denied and the originally entered goal will be on the workplan.  
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NEW GOAL PENDING APPROVAL 

When an employee creates and adds a new goal to their workplan the manager will see the screen 

below when they receive the work plan for approval.  Note the banner NEW - PLEASE REVIEW.   

To deny the addition, the manager will select the drop down box and select DELETE  (red arrow in 

screenshot below)

 

A confirmation screen will appear. Select Delete. 

 
This removes the goal.  It will not appear when the workplan returns to the employee for final 

signature.   
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RE-OPENING A STEP 

If a manager approves a modification or goal addition in error, the indirect manager can re-open the 

previous manager approval step.  This sends the workplan back to the manager for action.   

To re-open a step, the indirect manager simply selects Reopen Step (see read arrow below).

 

Then the indirect manager selects the MANAGER APPROVE PERFORMANCE PLAN step to 

reopen and adds comments.   

 
Then select SAVE. This sends the workplan back to the Manager where they can deny the 

modification or delete the goal addition.  


