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Dated:

i 030CT 202
All Additional CPFCs (HQ)/All Addl. CPFCs (Zones)
Director (PDNASS)
All RPFCs/OIC in charge of ROs/ASD-HO/ZTIs/DOs
Subject: Timelines for electronic submission for Annual Performance Assessment
Report (APAR) for the year 2021-2022 in respect of all cadres (Group 'A’, 'B’
and 'C’ cadres) through HR-Soft application software- regarding.
Madam/Sir,

The Annual Performance Assessment Report (APAR) for the year 2021-2022 has become due
for report and review in respect of all the officers and staff of EPFO. With the launch of APAR filling
module in the HR-Soft application software, it was made mandatory for all officers in the cadre of
ACC(HQ), ACC, RPFC-1, RPFC-II, APFC, DD (Vig.), AD(Vig.), DD(IS), AD(IS), Director (OL), DD(OL),
AD(OL), Section Officer and EO/AAQ to submit their self appraisal to report & review through electronic
mode only. Now, it has been decided that the submission of APAR in respect of the all cadres shall be
mandatory through electronic mode. For this, instructions were issued to all field functionaries for
competing the APAR mapping process in respect of all cadres by 12" September 2022.

2. For completion of APAR process for the year 2021-2022, the timelines for various APAR activities
are mentioned hereunder:-

s. Activities Deadline
No
1 | €reation of workflow and Generation of APAR 4" October 2022
2 | Submission of self-appraisal by the officer reported upon to the | 315 October 2022
Reporting Officer
3 | Submission of report by Reporting Officer to Reviewing Officer | 30" November 2022
4 | Submission of report by the Reviewing Officer 31st December 2022
5 | Disclosure of APAR to the officer reported upon 10" January 2023
6 | Submission of representation, if any, on APAR by the officer | Within 15 days from the
reported upon to APAR Custodian date of disclosure of APAR
7 | Forwarding of representation by the APAR Custodian to the | 31% January 2023
Competent Authority
8 | Disposal of representation by the Competent Authority and | Within one month from the
forwarding it to APAR Custodian date  of receipt of
representation by  the
Competent Authority

Pagelof3
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9 | Communication of the decision of the Competent Authority by within 15 days from the
the APAR Custodian to the officer reported upon finalization of the decision
by the Competent Authority

End of entire APAR process after which the APAR will be finally l 31t March 2023

] 10
taken on record

3 It may kindly be noted that APAR of few cadres mentioned at Annexure-A shall be accepted
through physical mode as per the existing paper-based format for the reporting year 2021-2022.

\
Encl: Instruction Manual for filling/Reporting/Reviewing APAR j/ﬂ&
(Ajeet Kumar)
Regional P.F. Commissioner-1 )
-7

Copy to (through EPFO website) for information and necessary action:

(i) RPFC (NDC) for web upload.
(i) PS to CPFC, FA&CAQ and CVO for information.
(i)  Hindi Section for Hindi version.
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DESIGNATION

ACCOUNT OFFICER

ASSISTANT ADMINISTRATIVE OFFICER
BEARER-CANTEEN

CONSULTANT

COOK-CUM-GUEST HOUSE ATTENDANT
COUNTER/COUPON CLERK-CANTEEN
DIVISIONAL MANAGER
HALWAI-CUM-COOK—CANTEEN
HELPER TO ELECTRICIAN

JOINT DIRECTOR GENERAL

LEGAL ASSISTANT

MANAGER & SALESMAN/CLERK-CANTEEN
MANAGER GR.III-CANTEEN

LIFT OPERATOR

PEON

PLUMBER

PRESS CO-ORDINATOR

PUMP OPERATOR

SUPERVISOR (COMPUTER CELL)
TEA/COFFEE MAKER-CANTEEN

WASH BOY-CANTEEN
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(IS Division)
Employees’ Provident Fund Organisation
Ministry of Labour and Employment
Govt. of India

Instruction Manual for

Filling/Reporting/Reviewing of
Annual Performance Appraisal Report (APAR)
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Module : Annual Performance Appraisal Report

APAR is a new Module introduced in the HR Software to Fill self appraisal/ Reporting/
Reviewing of the Annual Performance Appraisal report of each official. The APAR
module is available in first page once the user login the HR software through their
individual logins.

In APAR there are four parts PART-I (System populated data), PART-II (Self Appraisal
by the officer/official), PART-III (to be filled by the Reporting Officer) and PART-IV (to
be filled by the Reviewing Officer).

In APAR module, four functionalities are available with the EPF Employee user,
namely (a) Self APAR, (b) APAR for Reporting, (c) APAR for reviewing, (d) APAR
Report. Brief description is given below:-

(a) Self APAR: This functionality facilitates the user to submit his/her APAR to the
reporting officer. The system shows the Reporting and Reviewing Officer’s
name as added by the PAR Custodian in your office. If wrong you should
approach the PAR Custodian for making necessary changes.

It also displays a Profile page which is non-editable. In case the Officer finds
any data wrong he should contact the admin to get the data corrected. If agreed
upon the profile part will become part of the APAR and no further edit will be
allowed.

There is a facility to save the self-appraisal. However, when submitted no
further editing will be permitted.

(b) APAR for Reporting: - This functionality facilitates the user to do the reporting
of the APAR of officials working under him/her and as per the APAR mapping
done by the APAR custodian of the respective office.

Each officer can open the link and see whether the names of officers listed
actually worked under them and if not, they should report the fact to the PAR
Custodian for correction.

They will be able to fill the Report only when the officer has submitted the self-
appraisal or when the time for self-appraisal has lapsed. Similarly, when the
time for reporting has lapsed the officer will not be able to record the report and
the task will move to the Reviewing Officer.

Once the reporting has been submitted by the Reporting officer and the task is

submitted no further edit will be allowed by the system. So, the officer should
save the data, go through it again and then submit.
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(c) APAR for Reviewing: - This functionality facilitates the user to do the reviewing
of the APAR of officials working under him/her and as per the APAR mapping
done by the APAR custodian of the respective office.

The process is same as that for the Reporting officer.

An APAR where the self-appraisal submitted followed by reporting officers
report, an APAR where self-appraisal time lapsed and reporting officer directly
reported, and APAR where the reporting officers time lapsed will appear for
review.

Entered data can be saved but once Submitted no further edit will be allowed.

(d) APAR Report: - This functionality facilitates the user to download his self-
appraisal and the marks given by the reporting and reviewing officer.

This will be available for download only after the Reviewing Officer has
completed the review.

Dos and Don’ts

Individual Officer

e Check the profile and get the same corrected before starting self-appraisal.

e Get the name of Reporting and Reviewing Officer corrected before starting
self — appraisal.

e Save the self-appraisal and submit only when sure that the entry made is
correct and complete. No edit after submit will be allowed.

e Submit before due date else the APAR will move to Reporting Officer.

Reporting and Reviewing Officers
e Get the list of officers for reporting corrected if one is missing and if someone
wrongly added.

e Save data before submit as after submit no edit will be allowed.
e Submit before due date as task will move to higher level.
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Process Flow

=l APAR
Self APAR
APAR For Reporting
APAR For Reviewing
APAR Report

Designed, Developed and Hosted by: Employees’ Provident Fund Organisation, India

Last Updated 06, Jun 2018 (V222 ) (1)
Best viewed in 1340x780 resolution in IE 8 or above.

(N Self APAR (Self Appraisal):

This functionality facilitates the user to submit his/her APAR to the reporting
officer. The following screen will be displayed:-

SELF APAR

Period From

1 | | | || [ JH 01042020 34032021 | Fill

Designed, Developed and Hosted by: Employees’ Provident Fund Organisation, India

| ast Updates 06, Jun A8 (V727) (=1}
Best viewed in 1340x780 resolution in IE 8 or above.

» Please note that the Fill button will be enabled when the self appraisal
submission date is opened. Also when the submission date is over the Fill
button will be disabled.

» On Clicking the fill button, part-l will display as per the screenshot given

below:-
APAR For Year: 2020-2021, EID: NU280374058171003, SNo: 1
| ~PART-1
tia)oficerlome [} t(bjDesignafiorn [ | 2Dac DTBEth 28034974
éf_il;fn?r"!fn‘:fﬂ'}“ ZONAT 3fa)Pay Band £200-20200 3B)Present Pay  20200.00
4F et [ ] ey Confimaion  pwzianiy

LEAVE — EL 14072020

1507/2020.06/07/2020-06/0712020

By chicking the agree bution you confinm that above deatils are comrect. the detalls will be saved (only in APAR Database) and can not be edited, in case
the above deails ae not corect, kindly contact the HR Admin of your office 10 ger the same corrected.

[ Agree |

5.ADseNCE pariod

» In part-l the details of the officer will be displayed. In case any updation in
detail like Officer Name, Designation, Date of Birth or Absence Period is to
be updated, the same can be done through the HR Admin user of the
concerned office. Once the details are updated the same will be displayed
in the Part-l. Please note after clicking the Agree, any updation made by the
HR Admin user will not reflect in the Part-l. Once satisfied with the above
details Click Agree button, the following screen will be displayed:-
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M Gemail

@ FRM

tocathost:Z164 says

Last Updatad 06, Jun 201 X33
= 2L ) By clicking the agree button you confirm that above destils are comect.

the details will be saved fonly in AF

In caze the sbove datails are nol

Database) and can not be edited.
rect, kindly contact the HR Admin

a1 Q106021 12:37:35

of your office to get the same corrected. Do you want to continue?

Prganisation

ployment, Government of India)

PART-I
1{a).Oficer Mame I:I:\ 4{b].D=signaticn I:l #.Cale OF Birlh 2AAOANETL
éfiif;i,"fﬁf;'u':“" 220032007 dta).Pay Band 5200-20200 {h).Presanf Fay 29200 00

EL 1410712020
08/072020-05/07/2020
By clicking the agree buttan you confirm that above deatils are carrect. the details will be saved (only in APAR Database) and can not be edited. In case
the above details are not correct, kindly contact the HR Admin of your office to get the same corrected.

4ialConfirmation ST
nata 22M 32017

G.Abaencs period

[ Agree |

» Click OK to continue, the following screen will be displayed:-

APAR For Year: 2020-2021, EID: 3, SNo: 1
—PART-1
1(a).Officer Hama |:|r. 1(b}.Crezgnaton : 1.Date Of Bith 28031974
Zrresmnt PostBale. 5oz otz 3(al.Pay Sand 5200-20200 Ub)PreseniPay 2920000

Of Appaointment

L

LEAVE —FEL
15/07/2020,08/07
By clicking the agres button you that above deaiils are correct. the details will be saved (only in APAR Database) and can not be edited. ln case
the above details are not correct, kindly contact the HR Admin of your office to get the same corrected.

&{a].Confirmation

o 2203ZT

B.Abzence period

PART-II

8(a).Brief Rezume of the work done
1y ihe officer reported upon during
ine periad from 1o bARfing out any
spacld achievemenis suing the
pericdito be filed by the officer
reported ugpan)

it
{maximum 1000 wors)

|blpieasa specify
targetiohjectz/goalziin guantitative on
other tarmy of work you set for
yoUrzEll o thal were sat far you sight
1o ten ems of work in the ader of
orify and your emenl againsi
target exmaple “Annual octon
plan for your divigions) particulardy
having regard ta remant
planned and actuzlly made fhrough
Zeld portal for thoze govermmeant
servants wha handled procwrement
during the perod under referencs.

{i). Targat

{maximum 1000 words)

[ii}.Achizvements

o

{maximum 1000 words)
(). Total bugst
procurement by the |
minisiry/Depar i 1i
rupeesias may be applicable in the
case of the officer reporied upon)
(1) Total procurcment through gom |
portal made by himber during the _
perind of reporiin Bs.) (maximum 100 words})
(ii}j.5% of procurement theough Gel |
portal as zgainst the bugert indicated
in the targat

n
[maximum 100 words)

{mazimum 100 words)

(iii}.Mrocurcmecnt madc outsidc gem | |
portal and reason therefor. imaximum 100 words}

(iv).5tep taken for promotion of GeM | |

intre
ministryid 100 words)

Wdivitionisection

| Save Draft | Submit

» Enter the data in the respective fields. It is suggested to click Save Draft
frequently so that in case of session time out or network lost, the entered
data is not lost. When Save Draft is clicked, following screen will be
displayed:-
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localhost:2164 says

4 Data saved into Draft

=

> After entering the complete data, click the SUBMIT, following screen will
be displayed:-

localhost:2164 says

3 By clicking the SUBNTT buttan the APAR will be submitted to your
reporting officer, and can not be edited. Do you want to continue?

“ i

» Click OK to continue or click Cancel to do more editing. Please note that
once the data is finally submitted, no editing is possible the Save Draft and
Submit buttons will be disabled. After successful submission following
screen will be displayed:-

| localhost2164 says

4 APAR Submitted Successfully

» After final submission, the Fill button is replaced by filled. The filled form can
be seen, by clicking the Filled button as per screenshot displayed below:-

SELF APAR

Reviewing officer Period From Period To Self Apar

| | | Do) | Oumpme | sumaot | | Filed |

()  APAR for Reporting:-

This functionality facilitates the user to do the reporting of the APAR of
officials (Part-11l) working under him/her and as per the APAR mapping done
by the APAR custodian of the respective office. The reporting officer has to
do the following activities:-

(i) To check the list of officials mapped to him/her for reporting are correct
or not, in case incorrect, he/she should coordinate with the APAR
Custodian of the respective office to un-map/re-map the same
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(i) To do the reporting part for the official worked under him for the period.

(i)  In case the date of self-appraisal for official working under him/her is
over, he/she needs to do the reporting for them.

» Click the APAR for Reporting button and a list of officers whose’ APAR is to
be reported will be displayed as per the following screenshot:-

APAR FOR REPORTING

| . ] View [FLL

» The reporting can be done when the Fill button is enabled and it will be
enabled ONLY when the start date and end date are announced. The
reporting officer can view the self-appraisal of the official by clicking the view
button. In case the official has not submitted his/her APAR to the reporting
officer, the view button will display the blank form. It is further submitted that
in the case the official has not submitted his/her APAR and the last date is
over the reporting officer can still Report his APAR by using the Fill button.

Self APAR Details o
PART- I
Uticer Name Designanion | s FCTER TR
Prasant Post D04 2203207 Pay Band 5200-26:200 Prasent Pay 2920000
Fermanent Post [ ion Dale 22032017 Abserce period LEAVE —EL 14/07/2030.

15/07/2020,08/0712020-03/07/2020

rPART-II

6{a)Biel Resums of ihe wark done =
by the oficer reparted upon during
the pericd fFom to brinfing oul any
epecial achisvements suring tha
periotilo be flled by e officer
rcportcd upon)

{bjplease speciy
als{in guanti

o aisi] an
other term) of work you sst for
yourself or thatwere =et far you, sight
fa fzn items of work in the order of &
priority and youw achevement sgainst
each target exmaple ‘Annual action
plan for your divisions) paricularly
kaving regard to procurement
planned and actually made through )
BeM porial for those govemment
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» After clicking the Fill button, the following screen will be displayed:-

APAR For Year: 2020-2021, Name: [

PART-1II

7. Doaa the raporing oficer agree wath statement mada in pan-ILf not

3 -
2 ectert of dizagieement and rezson thersol |I"h"=r'\u'lI 50 wards}

8. Siaf= of health(pl=as= indicate whether) |[l|ia.(a|lldlll 50 words}

{a). The officer is physically encmetic imazimum 50 wardsy

9. Effectiveneas in the deviopment and of schi casie
Indicr schaduled rkes

(&) Abtude towands schedulad castes ander scheduled Hbes

Jaximam 50 werds)

|
|.
|

(b}, Mentally alen [ imaximum 50 words)
|
| lmmnmum Srwords)
|

{B). Sersifhily o social justice |-|max':|-um 50 worids}

{e). Abilty to 1ake quick and e¥ective action 1o prevent and quudl

airasilies ond ensure jusfice fo scheduied cestes and for scheduled | Jimasirmum 50 words)
ribes

or senwauiea e o T * e fimazimarm 50 words)
10intagrity [ [imaximum 50 words
PART-A

A of work Mage to this section would be 30%)

(i) Srmmplishnent of plansd wokiwork aulled s pe e
alictied *

(i) Quaiity of pulout *

L) AnalyEcal sbiity * |

(i i 1 oF exceptionall wrork A task perf: %]

Crverall grading on werk autpal

rPART-B

B{A af P i fo this secticn would be H%)

[h.Atituds to werk *

(I).5enge of responzbility *

{iif).M sintenance of dicipline *

(). Commumcation skilis *
{viLeadership Gaukties *

{vil.Capacity 1o veork In leam soint >

{vii). Capacity to wark in fime limil *

{viii].inter-peronal relations *

Cverall grading on personal Affnbutes

—PART-C

ciA of i ightage to this seclion would be 30%)

(i of rules regy i A of funchion and
abilily and abiliy to apply lhem correctly *

(i) Straegic planning aouiry *

(il).Cecieion making ability

{iv).Coordination abxiiy *

(vhAbility to motivale and develop subardinates *

Owverall grading on funcional competancy

Pen piciure by the reporing officerplease commeni(n about 100 words) |
on the owerzll qualities of the efficer including areas of strenght and

lesser sfrenghiz and his attitude toveards weaker zeclion: wharever
application commerts or stap iaken by the officer for promotion of
procurement on Gem during the period under reporl. percentage of
procurement on Geh and hisfher albtude fowerds full implemeniztion of 2 R
gem in the officer may alse be recorded | 100 wards)
13.Cveral numerical grading on the basis of weight 2ge gven

AL THE) and 11(C sbove on 2 seale of 1-10

14.has the officer eny specig characteristics and /or any outstanding

mesils or abdifies which would jusfify his 2dvancement and spacail
seleckon for higer appointment aut of tum? Tso please mendion thase |{maximum 50 words}

characienstics berfy and indicafe why you corsider him it for oot of furm
| Save Draft | Submit |

promotion

Kindly note * marked fields are mandatory.

» Enter the data in the respective fields. It is suggested to click Save Draft
frequently so that in case of session time out or network lost, the entered
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data is not lost. When Save Draft is clicked, following screen will be
displayed:-

localhost:2164 says

4l Data saved inmto Draft

— “ | 3

» After entering the complete data, click the SUBMIT, following screen will
be displayed:-

| localhost:2164 says

By clicking the SUBMIT buttoan the APAR will be submitted to your
reviewing officer, and can not be edited. Do you want to continue?

» Click OK to continue or click Cancel to do more editing. Please note that
once the data is finally submitted, no editing is possible and the Save Draft
and Submit buttons will be disabled. After successful submission following
screen will be displayed:-

| localhost2164 says

4 APAR Submitted Successfully

» After final submission, the Fill button is replaced by filled. The filled form can
be seen, by clicking the Filled button as per screenshot displayed below:-

APAR FOR REPORTING

Em Mame Disigestion APAR -5l Appestsal Ropart By OfTisar

| gy | | Filled

» After clicking on Filled button the following screen will be displayed:-
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APAR For Year: 2020-2021, Name:

 PART-IIL

= ectenl of disagre=ment and reason ihereal
B, State of haathipleass indicate whathar)

{a). The officer is physically =nergebc

1b), Mentxly aler

1. Effectivenazs in the deviopmant and profection of echadued casts
andéor gcheduled libes

{a). Attdude lowards scheduled casles andios scheduled inbes
{b). Sensitvity o social justice

(€] ity to take quick snd effective action 10 prevent znd guwl
afocifies and ensure jusfics ko scheculed casbes and for scheduled
bz

7. Does tha reporting afficsr agree with statement mads in partaLif nat

{maximum 50 werds)
[maximum 50 wordsk
(marimum 50 words)
{imsexisum 50 words)
(masimum 50 words}
{maximum 50 words)

(maximum 50 words)

{maximum 50 words)

i} Cuahty of oulput *

(8] EMfctiveness in brnging about (he deveiopment of scheoulsd casles
andior scheduled fribes s {maximum 50 wordaj
tihtagrity a {maimum 50 words)
rPART-A
AA of work outpu to this section would be 40%%)
. : of plienned : eflotted as per subject g
aliottea * 2

[} AnalyEcal apaty * 5
{ivl-Sccomplzhment of 1 wrork funfy tash el
raral prading on work ouipul 205
rPART-B
BIA

of Perscnal Atiri

[i)-Aihucie towork *

[H).Sanze of rasponsibiity =

iii .M aintenance of dicipline *

[V Communization skis
(viLeadershp Qaulibes *
(wik.Capacity 10 work I & aim spiit
(wii).Capacsy to work in tines limit *
(i it veral 1 dhalions

Ovyeral grading on perzonal Attributes

o ||| el & e e e
0

i

g to this section would bs 30%)|

—PART-C

{ilBnawdedys.of e reg
ability znd abifity (v apply fhem corecky *

[H)-Siraegic planning aoility *

(iithDecision making ability *

[iv)-Coamination atliry *

[v)-Andiky t> moFvate and develop subordnates *

Csenl gracling an funclional compstency

of

in area of functian ang

W@ | e e

[

g2 10 this sectlon would be 30%)

on the ocverall quaiiies of the offizar ncloding zreas of sirenghf and
leszar siranghis and hie affitude towarde weaker section. wharaver
applicaton comments o step taken by Ihe offcer Tor promolion of
procurement on Gem durng the penod under reoor percentage of
mrocurement an B and hisher sttitudz towards full implementafion
o in fhe officer niay also be recorded.
{3 .0verall numerical grading an the hazis of waighl age aven in
11{A),11(B) and 1{C) zbave on a scale of 1-10
14 haz the offeer any spesial ch and for any outstand
muerite or sbiiliaa which woilld juatify his advancament and specail
selechon for Niger apEniment 0ul of luim? it £ please mernion hese

pramction

Kinclly note * marked fislds are mandatory.

Pen picture by the reporing oficer pizzse commentiin about 130 wonds)

of

charactenstics benfy and ingicate wivy you consider him i for out of turn

51

ag

A{maximum 100 words)

(maximurn 50 words)

https://www.govtstaff.com



() APAR for Reviewing:-

This functionality facilitates the user to do the reviewing of the APAR of
officials (Part-1V) working under him/her and as per the APAR mapping done
by the APAR custodian of the respective office. The reporting officer has to
do the following activities:-

(i) To check the list of officials mapped to him/her for reviewing are
correct or not, in case incorrect, he/she should coordinate with the
APAR Custodian of the respective office to un-map/re-map the
same.

(i) To do the reporting part for the official worked under him for the
period.

(i)  In case the date of self-appraisal for official working under him/her
is over, he/she needs to do the reporting for them.

» Click the APAR for Reviewing button and a list of officers whose’ APAR is
to be reviewing will be displayed as per the following screenshot:-

APAR FOR REVIEWING

Designed, Developed and Hosted by: Employees’ Provident Fund Organisation, India
Last Updated 06, Jun 2018 (V222 ) {:1)
Best viewed in 1340x720 resolution in |E 8 or above.

» The reviewing can be done when the Fill button is enabled and it will be
enabled ONLY when the start date and end date are announced. The
reviewing officer can view the self-appraisal of the official by clicking the
view button. In case the official has not submitted his/her APAR to the
reporting officer, the view button will display the blank form. It is further
submitted that in the case the official has not submitted his/her APAR as
also the reporting officer has not reported his/her APAR and the last date is
over, the reviewing officer can still do the reviewing his/her APAR by using
the Fill button.

» The reviewing officer can see the APAR Self Appraisal as in case of
Reporting officer. Further, the reviewing officer can also see the reporting
done by the reporting officer by clicking the view button under Reporting
Officer APAR column.

» After clicking on the fill button reviewing officer APAR form will open as per
screenshot given below:-
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APAR For Year: 2020-2021, Name: _

—PART-TV
15.Jength of service under rewiswing oficer From ' 01/04/2020 To 31032021
16.Does (he reviewing officer agies with he assesment made by the
rEporing officer with respect 1o work aulput and the yanous snbutes?
does the reviewirg officer agree with the asacsmert of repporting officer - =
in respect of exraardinary schisvement and of signigicant failwes ol e (Clyes () g
official reported upon’?(if not egreement with any of numencal
assessments of athibules pleass mesord your assessmant in the coumn
provide for you In that section and Inital you entries)
17.in caze of diszgiesment the reason for the same may be given

““(maximum 500 words]
18.Pen picture by the reporfing officer please commeni(in aboul 100
wiords) on 1he averall gualitias of the officer inclucing areas of strenght
and lesser sirenghis and his affitude fowards weaker section. whesever
appicalion comments an stap laken by the afficer for promofion of
procurement on Gent durng e penod under report percentage of
procurement on Geld and Fisher atftede iowards ful implementation of A 2
gem In the oMzer may ales be recorded. 100 words]
PART-A
Al of wark g to this section would be 40%)
Reporting afficer
{I]- Sccompashment of plannad workivark alletied 35 per subject aliotted | | c
(i), Quality of output * | |!s
{1 Anakybeal sbiliny * [ 5
i af otk unf task " |
Oiarall grading on work oulpil
rPART-B
B 11 of P AR te this section would be 30%)
(P ettty 1o work * [ | 577
(W] Sense of responsEin © | | 5.5
fii) Manlenince of diciline * | | &
(i) Cammuniestion akins - | 4
[v]-Leadership Cauiites * | | 5
(wi)-Capacity 1o work in e am spint * | li®
vl Capacity 1o work in Ting Ami © | |'s
[wilii.nter-peranal selations | | 5
Overall grading on persanal Atinbutes 155
—PART-C
T of funciional to this section would be 30%)
Ty of tules ir area of funcbon and | | 5
akility 2nd abibly jo apply Ihem comecily *
(. Strasgic panming =ty * | | 5
fiil).Decizion making =ity * | |5
(P)-Coarmination abiany « [ I3
[vl-Abtity to motivate and develon subordinates * | | 5
Overzll grading on functonal competency ]
5.overall numernical grading on e basis of weight age given in 51
11(A} 11By and 11{T)
| Save Draft || Submit
Kindhy npte * marked fields are mandatory.

» Enter the data in the respective fields. The grading of reporting officer will
also be displayed on right side for reference. It is suggested to click Save
Draft frequently so that in case of session time out or network lost, the
entered data is not lost. When Save Draft is clicked, following screen will be
displayed:-

localhost:2164 says

4| Data Saved into Draft

https://www.govtstaff.com



» After entering the complete data, click the SUBMIT, following screen will
be displayed:-

| localhost:2164 says

By clicking the SUBMIT button the APAR will be reviewed, and can not

be edited. Do you want to continue?
“ S

TE e

» Click OK to continue or click Cancel to do more editing. Please note that
once the data is finally submitted, no editing is possible and the Save Draft
and Submit buttons will be disabled. After successful submission following
screen will be displayed:-

| localhost:2164 says

1 APAR Submitted Successfully

» After final submission, the Fill button is replaced by filled. The filled form can
be seen, by clicking the Filled button as per screenshot displayed below:-

APAR FOR REVIEWING

Designed, Developed and Hosted by: Employees’ Provident Fund Organisation, India
Last Updated 06, Jun 2018 (V 2.22) (::1)
Best viewed in 1340x780 resolution in IE 8 or above.

» Filled button enables the reviewing officer to see the reviewing work done
by him/her.

(IV) APAR Report:-

This functionality facilitates the user to download his self appraisal and the
marks given by the reporting and reviewing officer. A complete APAR of the
officer/official including all four parts can be downloaded in pdf format. The
report will be available after the disclosure date as decided by the HRM
Division.
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