
https://www.govtstaff.com



https://www.govtstaff.com



https://www.govtstaff.com



 
 

1 

       

 
 

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

 

 
 

 
 
 
 
 
 
 

 
 
 
 
 
 

(IS Division) 
 Provident Fund Organisation 

Ministry of Labour and Employment 
Govt. of India 

 

 

 

 

 

Instruction Manual for 
 

 

 

 

 

  

https://www.govtstaff.com



 
 

2 

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. 
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.  
 

 
 
Individual Officer 

 Check the profile and get the same corrected before starting self-appraisal.  
 Get the name of Reporting and Reviewing Officer corrected before starting 

self  appraisal.  
 Save the self-appraisal and submit only when sure that the entry made is 

correct and complete. No edit after submit will be allowed. 
 Submit before due date else the APAR will move to Reporting Officer. 

Reporting and Reviewing Officers 

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

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

 

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

 

 

 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-I will display as per the screenshot given 
below:- 

 

 In part-I 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-I. Please note after clicking the Agree, any updation made by the 
HR Admin user will not reflect in the Part-I. Once satisfied with the above 
details Click Agree button, the  following screen will be displayed:- 
 

https://www.govtstaff.com



 
 

5 

 

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

 

 

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

 

 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:- 

 

 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:- 

 

 

(II) APAR for Reporting:-  
 
This functionality facilitates the user to do the reporting of the APAR of 
officials (Part-III) 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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(ii) To do the reporting part for the official worked under him for the period. 
 

 
(iii) In case the date of self-appraisal for official working under him/her is 

over, he/she needs to do the reporting for them. 
 
 

 
be reported will be displayed as per the following screenshot:- 
 

 

 

 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. 
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 After clicking the Fill button, the following screen will be displayed:- 

 

 

 

 

 

 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:- 

 

 

 

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

 

 

 

 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:- 

 

 

 

 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:- 
 

 
 
 
 

 After clicking on Filled button the following screen will be displayed:- 
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(III) APAR for Reviewing:- 
 
 This functionality facilitates the user to do the reviewing of the APAR of 
officials (Part-IV) 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. 

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

(iii) 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 

to be reviewing will be displayed as per the following screenshot:- 

 

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

 

 

 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:- 

 

 

 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:- 
 

 

 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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