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To,
All Additional CPFCs (HQ)/ Director (PDNASS)
All Addl. CPFCs (Zones)
All RPFCs/OIC in charge of ROs/ASD-HO/ZTIs/DOs

Subject: Submission for Annual Performance Assessment Report (APAR) for the year
' 2024-25 through SPARROW-reg.

Madam/Sir,

With reference to the subject cited above, it is to inform that APARs for the year
2024-25 for all cadres are to be mandatorily filed through Smart Performance Appraisal
Report Recording Online Window (SPARROW). The SPARROW module can be accessed
through URL https://sconnect.railtel.in/ and the login details to be wused for
https://sconnect.railtel.in/ are the same as being currently used for the Virtual Private
Network (VPN) being used for accessing e-office i.e., https://epfo-vpn.rcil.gov.in.

2 In this connection, the timelines for completion of various APAR activities for the
year 2024-25 are as under: -
5. Activities Timeline (Date on or Auto Forward
No. before to be completed)
1 |Mapping of Reporting and Reviewing[31° August, 2025 -
Officers
2 |Submission of resume/self-appraisal by|20™" September, 2025 215 September,
the officer reported upon to the 2025
Reporting Officer
3 [Submission of report by Reporting/10th October, 2025 11'" October, 2025
Officer to Reviewing Officer -
4 |APAR to be completed by Reviewing|31% October, 2025 01 November, 2025
Officer and to be sent to
Administration or CR Section / Cell
5 |Disclosure of APAR to the officerl07™" November, 2025 -
reported upon

6 |Submission of representation, if any,Within 15 days from the date of disclosure i.e.
on APAR by the officer reported upon 22" November, 2025

Forwarding of representation by the[28t" November, 2025

APAR Custodian to the Competent
Authority

~J




8 |Disposal of representation by the|17t"December, 2025
Competent Authority and forwarding it
to APAR Custodian

9 [Communication of the decision of the[Within 10 days from the finalization of decision
Competent Authority by the APAR|by the Competent Authority

Custodian to the officer reported upon
10 [End of APAR process after which the|31%t December, 2025
APAR will be finally taken on record

3. It is informed that the submission of Self appraisal by the Officer Reported Upon
(ORU) will begin with effect from 1%t September, 2025. In this regard it has been observed in
the past that there have been lapses in filing of APARs causing delays in holding DPCs.
Therefore, it should be ensured by the concerned ACCs that the above timelines for APAR
activities are strictly adhered to.

4, The ACC HQ/ ACC (Zones) are assigned the role of Service Admin and they have to
assign the roles of PAR Central Custodian (Primary) and Employee Manager Details (EMD)
Administrator to OIC/RPFC (Adm)/APFC (Adm) in the Regional Offices under their
jurisdiction, using the “Role Mapping” tab available on their sparrow homepage. Both roles
may be assigned either to the same or to different officials. Similarly, ACC-HQ PDUNASS and
ACC ZTIs/Sub-ZTls, shall be assigned the role of Service Admin and they have to further
assign the roles of Central PAR Custodian and EMD Administrator to the RPFC (Adm) in the
said offices. For Head Office, the role of Service Admin shall be assigned to ACC (ASD) and
the roles of Central PAR Custodian and EMD Administrator has to be further assigned to
the RPFC ASD, Head Office (Flow chart-1 attached).

5. PAR Central Custodian (Primary)role is responsible for creation of the APAR
workflow i.e. the APAR mapping and also generation of APAR. APAR workflow can be
created using the “Workflow” role available on the left-hand side panel of the sparrow
homepage of the user having the PAR Central Custodian (Primary) role. Similarly, APAR
generation can be done using the “Generation” button under the PAR tab take available on
the sparrow homepage of the user having the said role.

6. EMD administrator role is responsible for making any modifications or adding any
missing details in the service data shown on sparrow in respect of any user under that
office. ACC HQ/ACC Zones, ACC HQ/ACC, PDNASS & ZTls, ACC ASD (HO) shall send a list of all
officers who are assigned the role of EMD administrator under their jurisdictions, to Head
Office mentioning their name, designation, name of office, email id, mobile number and
employee ID on email ID rc.hrm8@epfindia.gov.in

7. The correctness of APAR mapping in respect of all the officials under the jurisdiction
of an RO shall be certified by respective OIC of the ROs. The correctness of APAR mapping in
respect of OICs of ROs and the officials of Zonal office shall be certified by the concerned
ACC Zone. Similarly, the correctness of APAR mapping in respect of all the officials under the
jurisdiction of a ZTI shall be certified by the ACC ZTI and that in respect of ACC ZTls and the
officials of PDUNASS, the same shall be certified by the ACC HQ PDUNASS. Further, the
correctness of APAR mapping in respect of all the ACC HQ / ACC, Zones, ACC HQ PDNASS
and the Officials at HO shall be certified by ACC, ASD (Flow chart-2 attached).



8. It must be ensured that data in respect of all the officials in SPARROW is complete in
all respect and duly filled up. Any modifications in this regard can only be carried out by the
EMD Administrator.

9. A copy of the user manual for SPARROW is attached herewith for your ready
reference. The video tutorials for creation of workflow, generation of APAR and other such
activities available on the YouTube channel of sparrow team
(www.youtube.com/@sparroweoffice6575/videos). However, in case of any issue in this
regard, reference may be sent to rc.hrm8@epfindia.gov.in by the concerned office.

(Issues with the approval of the Competent Authority)

Regional P.F. Comimissioner-1i (HRD-II)

Copy for necessary action:
i. RPFC (NDC) for web upload

Copy to (through EPFO website) for information:
i. PSto CPFC, FA&CAO and CVO for information
ii.  Hindi Section for Hindi version.

(Uday Gupta)
mmissioner-1l (HRD-)




Flowchart - 1

Role Assignment in SPARROW

ACC HQ/ACC Zones
(Role: Service Admin)

ACC HQ PDNASS &
ACC ZTls/Sub-ZTls
(Role: Service Admin)

ACC ASD Head Office
(Role: Service Admin)

Assign roles to OIC/RPFC (Adm)/

APFC (Adm):

e PAR Central Custodian
(Primary)

e EMD Administrator

Assign roles to RPFC

(Adm):

e PAR Central
Custodian (Primary)

e EMD Administrator

Assign roles to RPFC

ASD:

e PAR Central
Custodian (Primary)

e EMD Administrator

Role Assignment

Completed




Flowchart - 2

APAR Mapping Correctness Certification

Officials under RO
certified by OIC of
RO

Officials under ZTI
certified by ACC ZTI

OICs of ROs & Zonal
Office Officials certified
by ACC Zone

ACC ZTls & PDNASS
Officials certified by
ACC HQ PDNASS

ACC HQ/ACC
Zone/ACC HQ
PDNASS & HO
Officials certified
by ACC, ASD

Certification
Completed
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SPARROW Smart Performance Appraisal Report Recording Online
Window

PAR Performance Appraisal Report

MaA Memorial against Assessment

CR Central Repository

EMD Employee Manager Details

SPOC Single Point of Contact

CCA Cadre Controlling Authority

DSC Digital Signing Certificate
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Objective

The electronic Annual Performance Appraisal Report (SPARROW) is an online system based on the comprehensive
performance appraisal dossier that is maintained for each member of the Service by the State Government/Central
Government. The aim of this system is to facilitate the electronic filling of PAR by officers in a way that is not only
user friendly but also allows to fill from anywhere anytime as per their convenience. Similar convenience will be
available to the officers at different Stages in the workflow hierarchy of filling and submission process. The system
is also expected to reduce delays in submission of completely filled PARs.

Copyright © NIC, 2019 Ver3.2
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Introduction

PAR filling process starts at the beginning of the financial year. The Custodian of the respective
Ministry/department sends the blank PAR forms to the Individual officer. The officer fills the PAR for further
submission to his/her Reporting Officer. The PAR moves from Reporting officer to Reviewing officer and to
Accepting Authority mandatorily marking CR Section a slip.

With the electronic system in place, the recording and movement of PAR forms becomes seamless, quick and
convenient due to inbuilt alert mechanisms through different modes at appropriate Stages. The system provides
status check so that the officers’ know where their PARs pending as well as what are pending with them.

Copyright © NIC, 2019 Ver3.2

7



Key Features- SPARROW

PAR ID: Unique ID for PAR.
Search Criteria: To search on various parameters like name, date etc.
Draft: To save the PAR as Draft and work later.
Flows of PAR
e Standard: Grading on the Standard flow of PAR.
o Representation: Officer can put for Representation in case of disagreement.
o Referral: Officer can Put for Referral Board for in case of disagreement with representation decision.
e Memorial against Assessment (MaA): Officer can Put for MaA in case of disagreement with Referral
Communication: Timely mobile and emails alerts at appropriate Stage.
Security: Submission possible only through digital signing.
Pendency: Tracking at every Stage.

Safety: No case of Missing/Lost/Damaged PARs.

Copyright © NIC, 2019 Ver3.2
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Roles- SPARROW
Primary

e PAR Custodian
Ownership Based

e Central PAR Custodian

e State PAR Custodian

e PAR Manager

e EMD Administrator
Administration Based

e System Administrator

e Service Administrator
Workflow Based

e Reporting Authority

e Reviewing Authority

e Accepting Authority

Competent Authority

Copyright © NIC, 2019 Ver3.2
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Roles & Responsibilities- SPARROW

Roles and Responsibilities

Primary
PAR Custodian

Responsibilities

Central Repository records updating.

Manages and Maintains PAR Database.

Ownership Based

PAR Central Custodian
Responsibilities

SPOC for Center.

Maintains the records with respect to Center.

PAR State Custodian
Responsibilities
SPOC for State.

Maintains the records with respect to State.

PAR Manager
Responsibilities

Responsible for creating workflow for PAR.

EMD Administrator
Responsibilities

SPOC for maintaining and managing the Officer
Transfers and Superannuation.

SPOC for maintaining and managing the Personnel
Information of Officer.

Copyright © NIC, 2019 Ver3.2
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Administration Based

System Administrator
Responsibilities

Maintains the records of database.

Updates employee Databases.

Workflow Based

Reporting Authority

Responsibilities

Views the completed PAR of an officer.

Grades the PAR and forwards to Reviewing Authority.

Reviewing Authority

Responsibilities

Views the forwarded PAR from Reporting Authority.
Grades the PAR and forwards to Accepting Authority.

Accepting Authority
Responsibilities
Views the Forwarded PAR from Reviewing Authority.

Finalizes the grading for PAR and forwards to
Custodian.

Competent Authority
Responsibilities

Responsible for Reassessing the PAR during Referral
and Memorial against Assessment.

Copyright © NIC, 2019 Ver3.2
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Workflow Oriented Movement of PAR

Workflow Based Movement of PAR

First Steps by Custodian to be performed before initiating the PAR to Officers

Workflow is created for Officer.

PARs are only generated and sent to Officer, whose workflows are created.

Custodian receives an email on every movement of PAR.

Custodian closes the Accepted PAR.

Standard Representation Referral MaA
Custodian: Generates | Officer willing to Put to | Officer willing to Put to | Officer willing to Put to
and forwards the PAR to | Representation Board | Referral Board Memorial against
Officer Reported upon. forwards the request to . Assessment(MaA)
custodian. Custodian: Forwards
Officer: Officer fills the the request to Referral | Custodian: Forwards the
PAR and sends to | Custodian: Forwards the | Board request to MaA(Competent
Reporting Authority. request to Representation Authori
P 8 y Bo(ilr d P Referral Board )
Reporting Authority: (Competent Authority) | Competent Authority
Views the completed | Representation Board | would discusses and | would discusses on the PAR
PAR and Grades the PAR | (Reporting & Reviewing & | comments the PAR. and forwards to Custodian.
and forwards to | Accepting Authorities), ] )
Reviewi . . . Custodian: Forwards | Custodian: Forwards the
eviewing Authority depending on Accepting i )
. . . | the PAR to Officer. PAR to Officer.
Authority, either grade is

Reviewing Authority:
Views the PAR, Grades
the PAR and Forwards to
Accepting Authority

Accepting  Authority:
views the PAR, Finalizes
the grading for the PAR
and sends to custodian.

Custodian: Forwards
the PAR to Officer.

Officer: Accepts the PAR
and sends to custodian.

PAR is closed.

modified or commented and
forwarded to Custodian.

Custodian: Forwards the

PAR to Officer.

Officer: Accepts the PAR and
sends to custodian.

PAR is closed.

Officer: Accepts the PAR
and sends to custodian.

PAR is closed.

Officer: Accepts the PAR
and sends to Custodian.

PAR is closed.

Copyright © NIC, 2019 Ver3.2
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Modules-SPARROW

SPARROW comprises of the following modules, all the modules are user friendly:

Inbox

Sent

User Assistance

o Track Your PAR
Role Detail

Work flow

o Create/Update
PAR

o Generation

o Update Section I

o Tracking

o Force Forward
IRM

Dossier

o Officers Completed PAR
o My Completed PAR
o My ACR Status
DSC

o Enroll

o Status
Support@ServiceDesk
Migration

o PAR Migration

o Grading (Manually Section Upload)

Copyright © NIC, 2019 Ver3.2
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ADMINISTRATOR (Primary Custodian/ Super Custodian)- Standard Menu
Standard Menu has functionalities required to process PAR. Standard Menu is accessible by Administrators
(Primary Custodian & Super custodian).

Admin maintains and manages the flow of PAR.

Standard Menu for Primary Custodian/ Super Custodian is shown in Fig.1:
& Sparmow
= Inboe
- Sent

L~ User Assistance -
Track Your PAR

= Role Detail

[ Work: flosw -~

Create/Update

B PAR ~

Generalion
Updaie Seclion 1
Trackimng
Force Forward
= Dossier -
Officers Completed PAR
My Completed PAR
My ACR Status
B DSC -~
Enrcl

Status

& Suppori@SernviceDesk

Fig.1
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e®ffice

PO WS FUACY SOURTION

User or Officer - Standard Menu

Copyright © NIC, 2019

l#* User Assistance
Track Your PAR
= Dossier =

My Completed PAR

My ACR Status

R DSC ~
Enroll

£ Support@SeniceDesk

Fig.2
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A OO WORS FUACE SOUSTION

Movement of PAR -Custodian (First Steps)

Create Workflow/Update
e To create workflows go to Work flow Create->Update.

e Select the Assessment period; search Officer, to create a workflow as shown in Fig.3:

Home b Workflow » Emplayée Saarch

e
ok Emelozee Search for hasrssmart - Warkdhow CreasonUseizion

Assessment Period :*

SRk Detall Esmployes Search by - Ghacss Desgnadion

[ itk e

Ghoose Cadre

¢ WINPROCESS » mCOMPLETED g [1MOT STARTED

Fig.3

e As a result the list of searched employee page appears, select the employee and click Create Workflow

Workflow . .
button as shown in Fig.4:

Aasassment Pariod

Employna Search by s Code .

LRgE

HINPROCESS | @COMPLETED W ONOT STARTED

Search.

Showing 1110 20 07 28 entriea.

opy | s || cov | FOF | w10 1 |
S S N s = =
1" o D5, SUDHAKE... 1300 1081 DIRECTDR FINANCE CENTRAL SER..
1 o SUDHER SHAR 1800 4275 DIRECTOR EXPLORATION CENTRAL SER.. m
| " o SURINDER 514 1500 3K GENERAL MANASER HR NOT APPLICAR m |
14 o TALERI BLLAR 150 75451 CHIEF MANAGING DRECTDR CENTRAL SE7 o o
T o Shyam Suncer 1500 1628 DRECTOR GENTRAL SER. Creale Vefow
18 o SUBROAS 1500 45520 RECTGR CENTRAL SER
7 o  RBSUDEVRN 1600 HIMETED CAREGTOR FINANGE CENTRALSER. m
1 o SUBIR GHANDRA 1600 XI25EE2 40T HUHLAELE CENTRAL S5 e ek
13 o So Sodarsan 1500 femp_tpsedd
o o VEMRATASUBR. 1500 08

Fig.4
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A GO WORE FUACY SOURTION

e Asaresult page appears; provide Status and Type of Form as shown in Fig.5:

Home & Workdlow ¢ Define Workflow

Baaic Infrmason —

odes a0 Mame: Dewignation; CENERAL MARACER HR

Srevice: CPSE Cadre: COrgerization: TELELD 33 CONSULTANTS
L)

Batea: 1600

Bk bn seis

Fig.5

e C(lick Continue () button as shown in Fig.5.
Standard
e A page appears, open Standard (-), select officers, click Save (m) button as shown in

Fig.6:

- Basic
Lot TEWPIEGT Namu: D raation:
Sarvica: CPSE Cadra: Digarizaticn:
Rakch: 1800 Sratis: Farm Typa: CPSE APAR Form

Work Flow Ine Assesament Penod [IOL2017 1o 310302018

kel g SURENDER SINGH SROHITEMPEEDT JDIRECTOR -S8-ARAT ELECTRONICS LIMITED] -

Global Vargot Pl / Aute
Search J -

Reporting Aulkory _SELECT- oz ! L
3 Revieaing Aulhorty ~EELECT- =6, || mea0is I &
Arcepeng Aoy _BELECT- 18 o | LH-
§ CR Section To Discloss ATUL BHATTICZHECHAIRKMA T-I_'[ aE
& Ciffeer Dacksre i ECTRONICE LIMITED = fl b
[ Batan for Closna ATUL BHATTICZHSICHAIRMAN MECON LIMITED] A i @ &
 Acthon

Saveand Mad | Back To Employos Ssarch

Fig.6

Note:

Global Search (t“ ): To serach the officer from global organization.
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O LAY S

Auto delegation (E ): Custodian can provide the auto delegation privileges by clicking the Auto Delegation

(E) button as shown in Fig.6, in that case the PAR will be moved to custodian account for Manual Process

for the further approval (Refer Manual Process (Inbox/ Sent)).

Save and Next
Save and Next (-): To create the Representation workflow for the officer, Fig.7:

BHalch; 1900 Status: WORKING Form Type: CPSE APAR Form |
Work Flow for Assessmsent Perlod 01042017 ta 3103201
LEDATE SLUCCESSFULLY
" User Ausiatance =
nlsml Actiss
Target Date Privileges
G Fole Detail |
AL ATUL BHATTIC2TI{GHARMAN -MECON LIMITED] [puazte i st
Cempalent Authorty- Stage T & | | amoeme [an 1l
El Fep - Raporiing Aulhorty _SELECT- i |18 [(+].5]
4 Rep - Raviewing Authority — = [1srmimaE [5 DE
§ Fiep - Accauting Authorily _SELEeT (£ BiRote |15 R B
& SupportElSenvicellesk E s 2 _ T
5| Compatent Authodly - Stage 1 T = [15r2201e [z 38
P 08 oclion T Checiors ATUL BHATTIC211GCHAIRMAN -MECON LIMITED] [2on2z0te 15 L
£ R - Empleryes Disciosure SURENDER SINOH SiROHITEMPEEDNTIDIRECTOR -BHARAT ELECTROMICS LIMITED] - ponzene X s Tl
¢ Rep-CRScontor Closing ATUL BEATTIC2 HBEGHARMAN MECON LIMITED] pwrezee (7 s BH
Action — - —
m e nd Newt | Back T Exngiloyee Search

Fig.7

e A message prompts “Workflow Data Saved and Updated Successfully”, as shown in Fig.8:

. L1 RETSY,
s, LT v,

[T L ¥ (et bui Evi S s a0 E A

Varim i [ T TEL EEComar ol G, Tani T il
[ 5]

WORKFLOW DATA SAVED AMD UPDATED SUCCESSFULLY

Fig.8

Note:

Custodian\PAR Manager Creates\updates the workflow.
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A GO WORE FUACY SOURTION

PAR is generated only by Custodian for whom workflows are created.

Update/ Delete Workflow
To update the workflow perform the following steps:

e To edit or Update workflow, search Officer, a page appears, click Update ) button as shown in
Fig.9:

& Spamow

Home ¥ Workfiow » Define Workfiow

g
_ Codo: TEMPBEDT Wame: SURENDER SINEH SIROH Dasignation: ARECTOF
« Sent
Sarvice: CPSE Cadig: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LINMITED:

WOIRKF LOW DATA SAVE AND UPDATE SUCCESSFULLY

Creation of Work Flow - Choosng 'Workflow Penod

e L S 7

Fromm: | 08042017 To: | 31032018 WORKING | cRSE AFAR Form

Fig.9

e A confirmation dialogue box appears for workflow updation, click OK (“) button, as shown in Fig.10:

Smart Performance Ap S il v-R i T A R =1

Updation in w
APAR and
and moveds

w might impac

the incorr
Home » Workfiaw » Define Workfiow -

Are you suTe yYou want to updated
Basic Informision —

Code: TEMPBED Name: DIRECTOR
Service: CFSE Cadre: ——— iy e BHARAT ELECTRONICS LIMITED
Batch: 00

& Hole Datail ) Back 1o soaeh
WORKFLGW DIATA SAVE ANTI UPDATE SU
[ Work flow =
Craslion of Work Flow - Choosng ‘Workflow Period

mm m it _ e

From: | pupe/z0q To: | 3032018 WORKING | CPSE APAR Form |' |

Fig.10

Standard
e A page appears, Standard (), Update fields, click Update ) as shown in Fig.11:
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A OO WORS FUACE SOUSTION

r Basic Informaton
Coe TEnmEsT Harme: Danignatian: DRECTOR
servica cpse Cadre Organatian: SHARAT ELECTRONGS LIMITED
Baten: 1500 status Fomm Type: GREE APAR Fom
Wiork Flow Tor Assessmant Perind 01042047 ta 31X32615
Access
Ll Priviigpes
oS! o | SURENDER SPGH SIRCHITENPSENT KCIRECTOR -BHARAT ELECTRENICS LIMITEDE 21}
e
oo
RAPCAND || on A SHATTARJEE(S0H 24 DR ECTOR -MECTH LIMITED] . |6 HOEI0E ] ]
Austharity 1
a2
B 5 i Sarvicalesk 1 Re 0
D5 3 Reveung a i B~
Authoiiy
i}
SECROG | | RAMESH KUMAR GHALIDHRY(PELS JICINT SECRETARY DERARTMENT OF SUBLIC ENTERPRISES BOLHEMVY INDUSTRIES § PUE ENTERPRISES - DEPARTMENT OF PUSLICEN., | = | & 3FIE (] L
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Fig.11
e Amessage prompts “WORKFLOW DATA SAVED AND UPDATED SUCCESSFULLY"”.

To delete the workflow perform the following steps:

Delete
To Delete workflow, search Officer, a page appears, click Delete (-) button as shown in Fig.12:

Home » Workdlow » Define Workfiow

Basit: lnfg

[
7 Code: TEMPEETT Name: SURENCER SINGH SIROH! DesigRatian: DRECTOR
+ sont
Sereice: GRSE Cadre: CENTRAL SERAGES arpanation: BHSRAT ELEGTRONICS UMITED

o -

& Rk Dital ©) Bk msanrch

1L WORMFLOW DATA SAVE AND UPDATE SUCGESSFULLY

DO Wik Tiow =

Ceeation of Waork Fiow - Ghoosrg Waoriflow Fenod

| weorkane - CRIZ £285 Fom |= Upasia

DSupponiga ServiceDesk

Fig.12

A page appears, enter the Reason for Deletion, Upload Reference File ) and click on Submit

Submit
( : ) button as shown in Fig.13:
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Worldiow Delation

Fig.13

e A confirmation dialogue box appears, click on OK (“) button as shown in Fig.14:

sparrow-cpse.eoffice.gov.in says

Are you Sure you want to delete?

Cancel

Workflow Deletion

Reason for Deletion:

user transferred to another depariment

Any of the Reference file is to be upload :

| Choose file | amritsar to delhi.pdf

(Allowed File FormatMex Size - PDF3 M3)

Fig.14
e A message prompts “WORKFLOW DATA DELETED SUCCESSFULLY”.
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WORKFLOW DATA DELETED SUCCESSFULLY

Generation of PAR

e Go to PAR > Generation, select Assessment Period, search user and click Search (m) button
then click on Generate () as shown in Fig.15:

& Sparow Home s APAR Generaion

Generation of APAR

Azsesament Period |

Employes Saarch by : Chaose Desipnation v SURENDER SINGH SIROHI

GPSE v Chpgse Cadie ¥

¥ Denerated b Mot Generated

Search.

GPSE APAH Form TEMPBEDT 1 SURENDER 8i. DIRECTOR b8-04-2017

Showing 1107 of © anlrles

Fig.15

e As a result the Basic Information form screen appears, custodian fills the details and click Draft

DRAFT
(-) button, unique Form ID is generated as shown in Fig.16 & Fig.17 respectively:

W= PR e R s bR, [
lerngjaaines WS [T i B nenr Bl T
ki 11

[
TR CSMANCT APPRATLL EUPCNT OF CREE EXDCITTRE §, U TR | DS PN, ERTC TRV DT g R RS MARLGURIE (3 CORTREL MU RLCTON AT P SR
Pish Hen prat-peised o S G417 b TLOAFEAN
Lt e ey -t i ks P g . Ml 1 By B - b 0 ey ey g M gt afipeched | s s
ey | B i

[ea Fom Pt Frg i Mo o e P |
P mamnd Uil od i i g1 repaas b sman

3 [ ow wl e

¥ Bl P (Pw e Sl s
11 mmaves rrde

1. Dt o fimim

Fig.16
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Homa s APAR Genaraban
Genaraiion of APAR
Assessment Period | 20172018

Emplayes Search by | Empioyee Cods Choose Designaton L f SURENDER SINGH SIROHI

@ Role Detail s .

Search Copy | Ewel | pc.=| = | Show 10 rows
| |

From Data

E 2013-D1042017-3203201 8- 2016551 CPSEAPARFofm  TEMPBEDT | 1900 SUREMDER 81 DIRECTOR 01-04-2017 31032018

Showing 1101 ar 1 enbles

Frar  Prevoos | 1 Mest  Laat

Fig.17
Send PAR

o Fill the form and click Send To Officer Reported Upon ) button, a

confirmation window appears click on OK (

) button as shown in Fig.18:

C Scdamwscomesioy m
o REWORR Bt Sin -
Cornegrafece RE ¥ Aanenartmr] Faved

Fomn
PURF(MRANT T ARFRAINAL BT OF DT ERTCUTA W I Eras (i C 10, LU L DO CV0H 8 00 ) G ki, WL A i of CH TR e BT PO RS Pl
T on i pomriaed it LT b JUBTCRINE
E v e gwery xS of B R s bl b Ml m iy (e corcerrml of s msinity Lafuly ipeieg T anin S sfiscted o e fm

Szt o - [l hieaien
VT o Wil s [y e Higaradin lmaons 4 P postmened dsfmrmn i Db Frmedd oo om 1140 |
Parnrmai {lang of e nEre i s

Ve of phee DATcmr rapor e gun
I ey Wanna

& Dot ol Pk

[Fi]

i Drod Aradwee & Profenssrsl Crasivhe shos

-

Fig.18

e Asaresult message page appears PAR is sent to the officer as shown in Fig.19:
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& |nbeoe

i |ser Assistance -
& Role Daail

| APAR |D . 2016-01042017-31032018-2016551 has been 3ent Successfully o SURENDER 3iNGH SIROHI (TEMPBECT) [DIRECTCR | |

{) BACK Click the Link 1o rediract hack

Copyright © NIC, 2019
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Movement of PAR-Standard Flow

Stage 1: Officer performs the following steps to fill PAR:

Click PARID ( e ) under My Par tab to open PAR as shown in Fig.20:

® Spanow

_ SPARROW portal for various services have been spiitted, you may
s

_ PN Pl

Seatn Eurel | AOF | ogy | Shaw 10 rows:
_mm ey Gt 3o e
2ME

CPSE APAR Farm ATUL BHATT | 12018 Omcer Reported.

D Suppon@Senicelesk Showing 1 1o of 1 entres

Fig.20

e Officer fills the Self Appraisal form and click Send To Reporting Authority

Send To Reporting Authori S
poriing S ) button, as shown in Fig.21:

= -'Oﬁ|ce Smarl Perdformance Appraisal Reporl Recording Online Window (SPARROW) Abdiit Help =  Mr. SURENDER SINGH SIROHIDEECTOR - B, »
o St ewercics mharv )
r Basic
Nama: SURENDER SINGH SIROHI Cadra: CENTRAL SERVICES Sarvice: CPSE
Dagignation; CIRECTOR Batch: 1600 Agsessment Poriod: O1:04/20%7 fo 310312013
Workfiow Detalls (Kindly chick her2 and verity the Details of Assessing Authorfies By hovering the mauga over the respective name ) [+ ]
Standard
3. During the perod under report, do you belleve that you have made any exceptional contribution, €., succasshul of an task or major =

{r2sulting in i benafits to the Company andior reduction to time and costs)? if so, please give a verbal desc nphon [within 100 words):

made any excepliongs conlributon, e g. successiul Comaietion of an exiraornanty chalanping fass or maion systemalls Fmpiovermant geculling (n sgnificant

€ Suppon@SanviceDesk

4.Wnat are the constraints that hindered your performance?

performarce

5. Plagae indicate speciie areas of raining that will add value 1 you:

For the currenl assignment; Disihi

For your future career: Kokata

. Declaration

S o gt oy

Fig.21

e A confirmation window appears click on OK (“) button as shown in Fig.22:
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Smart Performance Appraisa

sparrow-cpse.eoffice.gov.in says

ut « Help

COnce Form is Submitted, data will not be changed. Are You Sure want

Basic Information To submit.
Name: SURENDER SINGH SIRCHI Service:
Designation: DIRECTOR Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

Self Appraisal

3. During the period under report, do you believe that you have made any exceptional contribution, e.g. successful completion of an extraordinarily challenging task or major
systematic improvement {resulting in significant benefits to the Company and/or reduction to time and costs)? If so, please give a verbal description {within 100 words):

Fig.22

e A message prompts “Sent Successfully to” as shown in Fig.23:

APAR |D - 2018-01042077-31032018-2016551 haa been Sent Succasafully io GOUTAM CHATTARJEE (50124) [DIRECTOR |

(€) BACK Click e Link 10 redirac! Dack

Fig.23
Stage 2: Reporting Authority performs the following steps to Forward to Reviewing Authority:

e Click PARID ( Sl sl a il i ) under Access Par tab to open the Form as shown in Fig.24:

Able in your Inbox. Flease use respective services portal for assessing the PARS of such officers .

Hama Inbax

W Standard @ Represeniation

Capy | :xs| FOF | 5 | Show 100 mus
B ——— T T
WmOosc CFSE APAR Fomm SURENDER 51 181172018 SURENDER 51 1EIRmE REporting ALtho
G Suppon@SenviceDesk Shosii 11010 1 ednes
First wans | 1 | Next =
Fig.24

e A page appears, Reporting Authority views Basic Information & Self Appraisal forms, grades the PAR in

Send To Reviewing Authori
Appraisal, click Send to Reviewing Authority ) button as shown in Fig.25:
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r Basic
Nama: SURENDER. SINGH SIROHI Cadre; CENTRAL SERVICES Sarvice: cP3E
Designation; DIRECTOR Batch: 1500 Assessment Period: O10a2HT o
Workflow Details. (Kindly click here and vesify the Details of Assessing Authorities by hovering the mouse aver fhe respective name )
Standard
— SECTION 11l : Appraisal of the Reporting Authonity -
1. Please state wheter you agree with the refating to the it of the work plan as Tilled out in Section IL not, please furmish factual details,

Fiease state whether you agree wilh tne responsss rslaing 1o the accomposhments of the work plan as filled out m Section I If a1 gleass fumish factust detaiis

&S

Z. Plegse comment on the claim (if any} made by the officer reported upon about iis exceptional contribution.

Pleasa comr an the claim {f any | made by the officer reported upon about his axcestonal corfrbulion

3, Has the officer regorted upon met with any significant shortfall in achisving the targets? i yes, pleass fumish factual details.

Has the offi 7 reponed upon mat with any sqrficant snomail in achievng the targets? If yen, pesss fumisn faius

4. [0 you agree with the constraints mentioned by the officer reported upan that nad Rinfered his performance and, If 3o, to What axtent?

Astraints mentoned by the officer reported upon that had nincersa his peciarmance and, i 50, o what extent

Da you:agree with the

5. Do you agree with the competency up-pradation needs as identified by the Officer?

Fig.25

e A confirmation window appears click on OK (“) button as shown in Fig.26:

S Bl RNl IS sparrow-cpse.eoffice.gov.in says About v Help =

Cnce Form is Submitted, data will not be changed. Are You Sure want

Basic Information

To submit.
Name: SURENDER SINGH SIRCHI Service:
Designation: DIRECTOR Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Appraisal

Standard

SECTION Il : Appraisal of the Reporting Authority

1. Please state whether you agree with the responses relating to the accomplishments of the work plan as filled out in Section ILIf not, please furnish factual details.

Please state whether you agree with the responses relafing to the accomplishments of the work plan as filled out in Section 110 not, please furnish factual details.

2. Please comment on the claim {if any) made by the officer reported upon about his exceptional contribution.

Fig.26

* A message prompts “Sent Successfully” to as shown in Fig.27:
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APAR D - 2018-01042077-31032013-2016551 has been Sent Successfully to F K SARANGI {30169) [DIRECTOR |

(%) BACK Click the Link 1o recirect hack .

@ Suppont@SeniceDesk

Fig.27
Stage 3: Reviewing Authority performs the following steps to forward to Accepting Authority:

e C(Click PARID ( e ) under Access Par tab to open PAR as shown in Fig.28:

& Sparow
ervices pul‘!ﬂl for assessing the PARSs of such officers
m e
=" Usar Assstance =

Search

Copy |Ex:e‘| POF |:s-; |5r|mv|cl:m

Fomm Type P— Recarved On f—— [E—— Quck Action
Fay

CPSE APAR Fomm SURENDER E1 18M112018 GOUTAM CHAT. 1811201E

' : .

Shiyaing 11¢ t of 1 eniries

Fig.28
e Reviewing Authority views Basic Information, Self Appraisal & Appraisal forms, grades the PAR in

Reviewing, click Sent to Accepting Authority (

) as shown in Fig.29:
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 Basic
Name: SURENDER SINGH SIRCHI Cadre: CENTRAL SERVICES Service: CPSE
Designation; D¥RECTOR Batch: 1000 Assessment Period: 0142047 o 314022012
Workflow Details: (Kindly chck here and vesify the Details of Assessmg Authordies by hovermg the mouse aver tha respecive name )

Standard

o

Saction IV - Review by the Reviewing Authonty

1. Do you #gras with ihe assessment mada by Me Reporting OMicer with respect to discharge of responsibilities and various atirbutes of te officar reported upon in Section M7 (n case you agrea with the
ASSESKIMANIS made by thi Reporting Authority, please make a note 10 Mat effect in the space provided for vou in lam No.6 & 7 of Section 0l and intial IL 17 you do nol agres with any of the numerical
ASIESSMENTS Made by e Reporting Auhorty, please record your assessments in e space provided for you in Tiem No.6 & 7 of Section Il and sl your entries).

@yvezONO

2. Do you agree with the assessment of the Reporting Officer 0 respect of i aindior signi ahoitfaila of the officer reported upoa?

®YES UND

3.In case ot difterance of opinion, details and reasons 1or e same may be given,

flersnce of oo e may 2 given

4. Comments, if any, on the pen picture written by the Reporling Authority.

irany. on The en plkluns witten by e A

ng Aoty

Fig.29

e A confirmation window appears click on OK (“) button as shown in Fig.30:

I CUR R EL RN el sparrow-cpse.eoffice.gov.in says About ~  Help +

COnce Form is Submitted, data will not be changed. Are You Sure want
Basic Information To submit.

Name: SURENDER SINGH SIRCHI Service: CH
Cancel
Designation: DIRECTOR Assessment Period: 01

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

]
Reload Old PAR

Standard

Section IV — Review by the Reviewing Authority

1. Do you agree with the assessment made by the Reporting Officer with respect to discharge of responsibilities and various attributes of the officer reported upon in Section llII? {In case you &
assessments made by the Reporting Authority, please make a note to that effect in the space provided for you in lem No.6 & 7 of Section Il and intial it. If you do not agree with any of the numg
assessments made by the Reporting Authority, please record your assessments in the space provided for you in Item No.6 & 7 of Section Il and intial your entries).

@YES UNO

Fig.30

e A message prompts “Sent Successfully” to as shown in Fig.31:
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& Sparrow

APAR 1D 2018-01042017-31052018-2M6551 has been Sent Successiully io RAJESH KUMAR CHALIDHRY (PE2E | [JOINT SECRETARY
DEFARTMENT OF PUBLIC ENTERPRISES GO

(€) BACK Click the Link 10 redirect hack

Fig.31
Stage 4: Accepting Authority performs the following steps to send the PAR to CR:

e Click PARID ( ol leshi s el Ui ) under Access Par tab to open PAR as shown in Fig.32:

L]

_ services have been splitted, you may found that PARs of other services officer are not available in your Inbox. Please use respective services porial for assessing the PARs of such officers .
_ R

_ W Stangart W Representanon

oW

ooy || mem || poe || cov || soow fomeue

APAR ID Formn Type Oficesy Detail Received On m 5 L Curment Stoge | Guick Action

SURENDER S, 1611172018 F K SARANGI

Accantng Auihg

Showng 1tz 1 ¢ 1 entres

eDesk

First Pravious 1 Next

Fig.32

e Accepting Authority view Basic Information, Self Appraisal, Appraisal & Reviewing forms and finalizes

grade in Accepting form, click Send To CR Section ()as shown in Fig.33:
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r Basic
Nama: SURENDER SINGH SIROHI Cadra: CENTRAL SERVICES Sarvice: CPSE
Dasignation; CIRECTOR Batch: 1600 Agsessment Poriod: O1:04/20%7 Yo 31/03/2013
Workfiow Details (Kindly chick hers and verify the Delails of Assessing Authoriiies by hovering the mouse over the respeciive name ) [+ ]
Standard
e
Onverall Grade by Reporting Omfcer (Out al 100%) 278 Crverall Grade by Reviewing OTRCer {Cul of 100%) 220

Section ¥ - Accaptance by iha Accepting Authority

1. 15 the overall grade given by the Reporting/Reviewing Authority 5 consistent with the pen picture given by them 7

@YES DD

2. Do you agree with the remarks of the Reporting/Reviewanyg Autharnities?

®YESTIND

3.In case of difterence of opinion, details thereol and reasans tor the same may be given,

I cass of oflersnce of ooinon, details fersof and reasons for e same may be gwven

4, Overall grade on & grade of 1-10 (Grades should be assigned on & scabe o 1-10, with 10 referving 10 the best grade amd 1 to e lowes! grade),

Fig.33

e A confirmation window appears click on OK (“) button as shown in Fig.34:

IR MR Tl sparrow-cpse.eoffice.gov.in says About + Help ~

Cnce Form is Submitted, data will not be changed. Are You Sure want
Basic Information To submit.

Name: SURENDER SINGH SIRCHI Service:
Cancel
Designation: DIRECTOR

Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

‘ ‘ Accepiing

2. Do you agree with the remarks of the Reporting/Reviewing Authorities?

Standard

WYESTTNO

®@YESUNO

Fig.34

e A message prompts “Sent Successfully” as shown in Fig.35:
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“

APAR D - 2015-01042097-31032018-2016551 has been Sent Successiully to ATUL BHATT (C2115) [CHAIRMAN |

(%) BACK Click the Link 1o redirect back

Fig.35
Stage 5: Custodian performs the following steps to disclose PAR:

Click PARID ( e ) under Process tab to open PAR as shown in Fig. 36:

ces officer are not avaliable in your inbox. Please use

P portal for g the PARS of Such officers .

T I

W Standard W Represantztion

ooy |Exm| o |[:5'f |5m.uarm

Carront Stage

01 Work flow = CPSE APAR Form DEEPAK SABH. ATUL BHATT CR Secuon To
m CPSE APAS Form GOUTAM CHAT SALIL KUMAR OR Section To
CPSE APAR Fomn SURENDER 51 1812018 RAJESH KUmA 16112018 CR Section To
_ Showing 1103 of 3 arires
_ e e : I I

& Suppori@SenviceDesk

Fig.36

Disclose To Officer

e PARis opened, click Disclose to Officer ( ) to disclose the PAR as shown in Fig.37:
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D

- Bagic Inf
Serdice: CFEE

Name: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES

Designation: il Batch: 1200 Assessment Penod: 01042047 1o 310372013

Standard

Workflow Details {Kindly cick here and vesify the Details of Assessing Authoriies by hovenng the mouse over the respective name.)
L Use

sistance -

9
el

This i fo certify hat this APAR { PAR Wl = 2018-11042017-31032010-2016551 | for the period 01042017 1o 31032018 his betn disclosed 1o the efficer seported upon | SURENDER SINGH SIRDHI ) and all
acTions In Eompliance to the DOPAT .M No. 21099/1/2005-E5t [A) (PLIT} dated 14th May, 2009 In connecton with the Annus Performance Appraisal repart of the officer nave heen compietso

Date: Signature At Disclosure Level

3 o | Ma il .
Referance Upload only pef filss with Jmi maximum size| | Chooss file | Ma ks chosen

Fig.37

e A confirmation window appears click on OK (“) button as shown in Fig.38:

SINEUR RGN ERERRN]  sparrow-cpse.eoffice.gov.in says

Are you sure you want to submit 7

Assessment Period:

Designation: DIRECTOR

r Basic Information
Name: SURENDER SINGH SIRCHI Cancel Service: CPSE
iod: 01/04/2017 to 31/03/2013

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Standard

| | Disclose To Officer

Disclose To Officer

This is to certify that this APAR ( PAR Id : 2018-01042017-31032018-2016551 ) for the period 01/04/2017 to 31/03/2018 has been disclosed to the officer reported upon { SURENDER SINGH SIROHI ) and all
actions in compliance to the DOP&T O.M No. 21011/1/2005-Estt. (A) (PL.III) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

Fig.38

e A message prompts “Sent Successfully” as shown in Fig.39:

o NIC, 2019 Ver3.2

Copyright

33



2 Irebex

“
L+ Uiser Assistance ¥

& Role Detal APARID - 2018-010420%7-31032018-2016551 has been Sent Successiully to SURENDER SINGH SIROHI (TEMPEECT) [DIRECTCR |
h1(53 2hl
[ Work flow = {) BACK Click the Link 10 redirert back
6 Suppor@ServiceDesk
Fig.39

Stage 6: Officer performs the following steps to Accept PAR:

e Click PARID ( ol leshi s el Ui ), to view PAR grading as shown in Fig.40:

SPARROW portal for various sarvices have be

o Usar Assstance =

Showing 1o 1 of 1 enties

Fig.40

Put for R tation .
e C(Click I Accept mase Put to Representation () as shown in Fig.41:
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Nams: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CPaE

Designation: Batch: 1800 Assessment Period: 01042047 to 31022018
Workflow Details (Kindly chick here and verify the Details of Assessing Authorities by howvenng the mause over the respective name )
standard

Officer Acceptance

o

OFFICER ACCEPTANCE

The full APAR { PAR Id : 201801042017 0321 82016551 | including Wee ovsrall score and assessment of itegrity has been shown/'communicated Lo me. The Imal grading awarded 10 has also been noted,

Signature A1 DMcer Level

Refarance Uploadt [only paf fiies witl 3t maximim size] | Choose fie | N Tie chosen

Putfor Represeniation

Fig.41

Note:

Put for Representation button will appears for those officers whom Representation workflow is created.

e A confirmation window appears click on OK (“) button as shown in Fig.42:

SINEUREERNENERIEE]  sparrow-cpse.eoffice.gov.in says About ~  Help ~

Are you sure you want to submit 7

Basic Information

Name: SUREMNDER SINGH SIRCHI Cancel Service:

Designation: DIRECTOR Assessment Period:

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

| | Officer Acceptance

Standard

OFFICER ACCEPTANCE

The full APAR { PAR Id : 2018-01042017-31032018-2016551 ) including the overall score and assessment of integrity has been shown/communicated to me. The final grading awari

Fig.42
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e A message prompts “Sent Successfully” as shown in Fig.43:

() BACK Click the Link 10 redirect back

AFAR D - 2018-01042017-31032018-2016551 has been Sent Successiully o ATUL BHATT (C2116) [CHAIRMAN ]

Fig.43

Stage 7: Custodian performs the following steps for Closure of PAR:

e C(lick PARID (‘ 2017-01042016-31032017-111451 |) under Process tab to open the PAR as shown in Fig.44:

| |
seuq’i
I T
1 E [ | 2 %

DEEPAK SABH.

Received On
CPEE APAR Fom a4

CFES APAS Fomm GOUTAM THAT

CPSE APAR Fom SURENDER 1

Showng 1l 2 of 3 eniries

€ Supporti@ServiceDesk

SPARROW portal for various services have been spiitted, you may found that PARs of other sen

W Standard @ Regresentatior

ooy || mee || POF || osv || show imoue

Sent By Seni Dale Cament Stage Ruick Action
ATUL BHATT | 04 CR Section To
SALIL KUMAR
SURENDER & 1GM12018 GR Sectien
Firs! Pray 1 Hext

Fig.44

e (lick Close () to close the PAR as shown in Fig.45:
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D

[RENREE

Name: SURENDER SINGH SIROHI Cadre: GENTRAL SERVICES Service: GPSE
_ Designation; R Batch: Agsesament Perod: O1/04/207T 1o 310272018
_ Workflow Detalls (Kindly chick here and verlfy the Details of Assessing Authoriles by hovering the mouse over e respeciive name } [+ ]

Standard

[ Work fiow =

The full APAR { PAR 11 : 2012 01042017-31032018-2016551 } inchuding ihe ovarall scorg and assassment of intagrity has bean shown'communicatod 1o ma. The final grading awardod 10 has atso bean noted,

Date: 16112018 Signature At Officer Level

Mr. SURENDER SINGH SIROHI{TEMPBEOT) - IRECTOR

Fig.45

e A confirmation window appears click on OK (“) button as shown in Fig.46:

Smarl Performance App SRR sl e -0tel a=Re i R0

©rice Form s Submitted, data will not be changed, Are You Sure want

r Basic Information To submit.
Name: SURENDER SINOH SIRCHI - T c . Service: CPSE
ance
Designation: DIRECTOR — Assessment Period: 017042017 t0 310312013
Workflow Details (Kindly click here and verifv the Details of Assessing Authorities by hoverng the mouse over the respective name.) [+ ]
standard

&)

OFFICER ACCEPTANCE

The full APAR ( FAR Id © 2018-01042017-31032018-2010551 | including the overall score and assessment of integrity has been shownic icaied to me. The final grading awarded 10 has also been noted.

Fig.46

e A message prompts “Successfully Closed” as shown in Fig.47:

Copyright © NIC, 2019 Ver.3.2
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& Suppori@SenaceDesk

APAR D - 2016-01042097-31032018-2016351 has been Successiully Closed

{X) BACK Click the Link 1o redirect back

Copyright

© NIC, 2019
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Movement of PAR- Representation Flow

Stage 1: Officer performs the following steps to Put for representation:

. . Put for Representation . R
e (lick Put for Representation ), to Put for Representation as shown in Fig.48:

r Basic Ink
Hamg: P K S4RANGI Catre: CENTRAL SERVICES Sarvice: CPSE
Designation: DIRECTOR Batch: @00 Assessmonl Pariod: 01042017 10 311032012
Workflow Details (Kindiy click here and verify e Delails of Assessing Authodties by hovering the mouse over the respective name j a

Standard

i 7 |- Rivie I sty I Officor Accoplance

OFFICER ACCEFTANCE

The fall APAR | PAR id : 20160104201 7-31032018-201 5568 | mefuding the overail score and assesament of inteq ity has been shown/communicated to me. The Ninal grading awarded 10 has also been noted.

Date: Signature AL Officer Level

Rafarence Upload fonty pdf Fles with 3mb maximem sire) :_ Browsa. | Mafite 2slecten

Fig.48

e A window appears, enter the reason, Browse the reference file (if any) and click Yes(m) as shown in
Fig.49:

Copyright © NIC, 2019
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Put for Representation

Letter | - Employee

Case for Representation

| 'would like to go for representation and request for higher grades,

Date: Signature

Reference Upload (only pdf files with 3mb maximum size| ofile selected.

Fig.49

o A message prompts successfully sent as shown in Fig.50:

APAR IO - 201B-01042017-31032048-2015858 has been Sent Successhilly to ATUL BHATT (C2116) [CHAIRMAN ]

{£) BACK Chek tha Link fo redirsct back

Fig.50

Stage 2: Custodian (Rep-CR Section) performs the following steps to forward the request:

2018-01042017-21032018-2015668 .
e Click PARID ( ) to open PAR as shown in Fig.51:

Copyright © NIC, 2019
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m i

L
Bant

SPARROW portal for various services have been aplitted, you may found that PARs of other services officer are not available in your Inbox

W Stordard W Repressntancn

| Llser Agsitinee - I ) - -
semce [ [ | [ 2l | [0 || o0, || St
R B Y
[ work fiow - t £ ] = CPSE APAR Fam F K SARANGI P4 SARANGI o Rea - CR Sectian

2 E - 201 - ATUL BHATT | Revewing Auth.
B PAR -
3 E - 2H1B-010401 7- CPSE APAR FSR& SASTR 1110018 ATULBHATT | A OB Rextewing AUt
m SHonog 13k Jentics
Fiesl Prandcus Next Ll

B SupporigBarvicaDask

Fig.51

e (Custodian (Rep-CR Section) fills the Letter Information form and click Send To Competent Authority-

Send To Competent Authority- Stage |

Stage I ) button, as shown in Fig.52:

r Bagic Information
Name: P SARANGE Caore: CENTRAL SERVICES Service:
Designation: CIRECTOR Batchi 1300 Assgasment Perlod:
L |
Woarkflow Details (Kindly riick hers and varify the Dietails of Assessing Aithnities by havenng the mouse aver the raapective nams | n
Representotion

tian ) - . -

T el ik 3590 Tor reprsentniion end raquest for figher arades

Datec 30¢11/2013 Sagrature
Shri. P K SARANGI
30169
DIRECTOR

Lettar Seetion

CR SECTION

| Hinely revims fhe sersminnes]

Date:

Ratarante Upioad [any FT Hies wih S masimam gizq) | Ghoossfie | fo fle choisn

Send T Campetunt Aulhority- Stage |

Fig.52

e A confirmation window appears click on OK (“) button as shown in Fig.53:
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ENENSRENGINENEE  cparrow-cpse.eoffice.gov.in says About v Help v

Once Form is Submitted, data will not be changed. Are You Sure want

Basic Information To submit.

Name: P K SARANGI Service: CPSE

Designation: DIRECTOR “ Cancel Assessment Period: 01/04i20)

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovening the mouse over the respective name.)

Representation

Letter Information |
Case for Representation

| would like to go for representation and request for higher grades

Date: 30/11/2018 Signature

Shri. P K SARANGI
50169
DIRECTOR

Letter Section

CR SECTION

Fig.53

e A message prompts “Sent Successfully” as shown in Fig.54:

Fig.54
Stage 3: Competent Authority- Stage I Officer performs the following steps for consideration:

2018-01042017-31032018-2015665
o Competent Authority- Stage I officer click PARID ( ' - ) to open the PAR as shown

in Fig.55:

SPARROW portal for various services have been §|

Home +inhox

W Slandard m Represzeniation

Search: Copy || Excel || FOF | oV || Show 10 rows

m Form Type Omticer Detad Recened On “ Sent Date Carrent Siage Quick Action
1 E [ ]

CPSE APAR Form P K SARANCE | Jort12a13 ATUL BHATT ( A012018 Compatant At

First Prevdous 1 MNed Lasl

Showing 1 o 1.of 1 eniies

Copyright © NIC, 2019 Ver.3.2

42



e@ffice

A COOMTN WORS FLACY SOUSTION

Fig.55
e A page appears , Competent Authority enters remarks , click Send to Reporting Authority

( Send To Accepting Authority

) button to forward the request to next authority, as shown in Fig.56:

- Basic
Hame: P K SARANGI Core: CENTRAL SERVICES Service: CFSE
_ Designation: DIRECTOR Batch: 4300 Aszessment Period: D407 10 3028
S Workflow Details (Kindly click here and verify the Detalls of Assessing Authorities Dy Novering the mouse over the respective name:} a
Reprasantation
b Aasistance * T T T
lsic Intarmation | SeAppmEsl | Apprmisal | flesseng ! Actaptng | DHscians To emcar |
m . o )
Oate: 30M1E018 Signature
Shil ATUL BHATT
C2116
CHAIRMAH
£
Lutter Section

REMARKS OF COMPETENT AUTHORITY

Kinidty considar

Date:

Reference Upioad {only pdi files with 3mb maxmum size) [ ir

Fig.56

e A confirmation window appears click on OK (“) button as shown in Fig.57:

Unee Form i Suomittza, data will not be changed. Are You Sure wart To submit.

(]| [oConeste]

Fig.57

e A message prompts “Sent Successfully” as shown in Fig.58:

Copyright © NIC, 2019
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® Spamow

APAR D - 201B-01042017-31032018-2015668 has been Sent Succeasfiilly to ATUL BHATT (C2116) [CHAIRMAN |

{€) BACK Click tha Link 10 redirect back

Fig.58
Stage 4: Rep-Reporting Authority performs the following steps to forward PAR to Rep-Reviewing Authority:

2018-01042017-21032018-2015665

e Rep-Reporting Authority clicks the PAR ID ( ) to open the PAR as shown in
Fig.59:

SPARRCW portal for various services have been splitted. you may found that PARS of«

Homa » Indax

Saarh Camy | Excel | POF | Cav | Shaw 10 rows.

I e T
1 E n 20%78-0%0 3 o 1B

W Standard W Represenizton

CP3E APAR Fom FKSARANGI . RAJESH KUMA 03122018 Rep - Reporting....
2 E [ ] CPSE APSR Fomn NIRAZ KUMAR ATUL BHATT | 20M12018 Reviewing Auth
3 E [ | CPSE APAR Form FSR.K SASTR.. 1HI0201E ATUL BHATT { Miz0e Reviawing Auth
Showing 1 bz 3 ¢f 3 enfnes
First Prewvious 1 Next L

Fig.59

e A page appears , enter the remarks and click Send To Reviewing Authority

Send To Reviewing Authority

) button, as shown in Fig.60:

Copyright © NIC, 2019
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i CPEE

| e fie chosen

Reference Lpload (orly puf files with 3mb maximm size)

Name: P K SARAND| Care: CENTRAL SERVICES Service:
Designation: Batch: 1200 Assesament Penod: O142047 to 31372013
Workflow Details {Kindly chck here and verify the Deiails of Assessing Authoriles by hovenng the mouse over ihe respective name.)
Representation
Kindly considar
Date: 02/12/2018 Slgnature
Mr. RAJESH KUMAR CHAUDHRY
PBROZE
JOSNT SECRETARY DEPARTMENT OF PUBLIC
ENTERPRISES GO
Letter Secton
REMARKS OF REPORTING AUTHORITY
Re-<onsder tha mather
Date:

Fig.60

e A confirmation window appears click on OK (“) button as shown in Fig.61:

Abol -

IR EREN G BRI sparmow-cpse eoffice.gov.in says
Once Form is submitted, data will not be changed. Are You Sura want

Help -

Basic Ir ion 1 To submit
Name: P K BARANGI ) Service:
Cancel
Designation: ~ DIRECTOR s Assessment Period: D404/2047 to 31022018
Workflow Details (Kindiy click here and venfy the Details of Assessing Authomiies by hovering the mouse over the respecive name.) ﬂ
Representation
Kindly consider
Date: 031272013 Signature
Mr. RAJESH KUMAR CHAUDHRY
PRIDIE
JOINT SECRETARY DEPARTMENT OF PUBLIC
ENTERPRISES GOI

Fig.61

A message prompts “Sent Successfully” as shown in Fig.62:

o NIC, 2019 Ver3.2
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_ APAR 1D - 2018.01042097-31032018-201 5668 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOA |
D Role Detail

[ Work flow = \:D BAGK Click the Link o redirect back .

Fig.62
Stage 5: Rep-Reviewing Authority performs the following steps to forward PAR to Rep-Accepting Authority:

.. . , 2018-01042017-31032018-2015668 )
e Rep- Reviewing Authority clicks the PARID ( ) to open the PAR as shown in

Fig.63:

portal for assessing the PARs of such officers .

Home # Inbox

W Slandzrd @ Ragresentation
Search ,7 E ﬁ”ﬂ Iﬂ” Show 10 rows.

2078-0104207 CFSE APAR Form P K BARANG { 03nzzo18 ATUL BHATT D3AZZ018 Rep - Reviewin

=

First Prastaus | 1 Mant |ast

Fig.63

Send To Accepting Authority

)

e A page appears, enter the remarks and click Send To Accepting Authority (
button, as shown in Fig.64:

sSmart Performance Appraisal Report Fecording Online Window (SPARIZOW) About - Hete — B GOGTAM CHAT TARICEIECTOR - M. -

oPuE

I BARANG) CEMTRAL SERMCES

Cadre;
Demignation DIRECTOR Batch: 1300

OUOAZDAT I 3UDLIRIA

Workflow Detaila (Kindiy click here and verify the Detalls of Assessing Authorities by havenng the mouse aver the respective name ) a

ILapro santation
T

Facconsider ine manc:

Date: 03422048 Signatine

S ATUL AT

CHAIRMAN

Lottar Sagnon
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e A confirmation window appears click on OK (“) button as shown in Fig.65:

Cnce Formis Submitted, data will not be changed. Ars You Bure want To submit

[ [

Fig.65

e A message prompts “Sent Successfully” as shown in Fig.66:

AFAR D - 2016-01042017-31032018-2015648 has been Sent Successfully to SURENDER SINGH SIROH! (TEMPEEDT) [IRECTOR |

(%) BACK Click the Link 1a redirect back

€ Supp

Fig.66

Stage 6: Rep-Accepting Authority performs the following steps to forward PAR to Competent Authority-
Stage II:

. . _ 2018-01042017-31032018-2015668 )
e Rep- Accepting Authority clicks the PARID ( ) to open the PAR as shown in

Fig.67:

SPARROW portal for Varlous services hawvi

Home kInbok

W Slandard @ Ragresentaion

Search: Copy || Excai ” FOF | Lev || Show 10 rows.
1 E [ ]

CPSE APAR Form PKEARANG | oanz201a GOUTAM CHAT 0222018 Rep - Accepting .

Showing 110 107 Tenties

Fral  Pradous 1 Mext  Lagt

Fig.67

Copyright © NIC, 2019
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e A page appears , enter the remarks and click Send To Competent Authority- Stage II

Send To Competent Authority- Stage Il

button, as shown in Fig.68:

{ Nama: P K SARANGI Cadre: CENTRAL SERMICES Service: CFSE

Designation; DIRECTCR Batch: 800 Assessment Pernod: OUO42017 fo 30022013

Workflow Details (Kmdly click here and vesify the Delatls of Assesaing Authorities by havenng the mouse over the respective name )

Representation

O wlth e repon ' ' ' -

Date: 031 22018 Hgnaiurs
Shr GOUTAM CHATTARJEE
50124
DIRECTOR

Letter Section

REMARKS OF ACCERTING AUTHORITY

Fine
Date:

Reforence Ugload jonly pdf fles with 3mb maximam sizs) | B | ok seiecten

Fig.68

e A confirmation window appears click on OK (“) button as shown in Fig.69:

Cnce Formis Submitted, data will not be changed. Ars You Bure want To submit

Fig.69

e A message prompts “Sent Successfully” as shown in Fig.70:
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@

AFAR 1D - 2016-01042017-31032018-2015659 has been Sent Successfully to GOUTAM CHATTARJEE {50124) [DIRECTOR ]

" User Agsistance =

@j BACK Click the Link fa redirect back

Fig.70

Stage 7: Competent Authority- Stage II performs the following steps to forward PAR to CR Custodian (Rep-
CR Section):
) , 2018-01042017-31032013-2015663
e Competent Authority- Stage II clicks the PARID ( ) to open the PAR as shown
in Fig.71:

SPARROW portal for varicus services have £

Home »inbox

Search: Copy || Exest | FOF || C58V || Shew 13 rowe.

W Standsrd @ Representation

(=4 slance =

= Dossier v

O SupportiE) K

1 E L] CP3E APAR Form P K SARANGE ( Q3212018 SURENDER 31 031202018 Compatent Auth. .
Showing 1ta 1 of 1 enines
= First Previous | 1 Mext Last

Fig.71

e A page appears, enter the remarks and click Send To CR Section ( Send 1o CR Section ) button, as shown

in Fig.72:

- Basic
Hama: B K SARANG) Cadra: CELTRAL SERVCES Sorvice: cREE
Designation: CIRECTOR Eatch: 1200 Assescmant Parod: OU4A/Z017 10 TU0I01E
Workflow Details (i<indiy click here and vesify the Detailz of Assessing Authorities Dy hovering the mouse over the respective name. ) a
Representation
Letter iIntormation N —
Fine = = 5 p -
Date: 031 202018 Sigrnature
Me. SURENDER SINGH SIROHI
TEMPBEOT
DIRECTOR

Latter Section
COMPETENT AUTHORITY

Dati;

Retorence Uptoad (only pdf Nlos with 3mb masimam size) | Browse. | Mo file seleced

Fig.72
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e A confirmation window appears click on OK (“) button as shown in Fig.73:

Once Form ia Submifted, data will not be changed. Are You Sure want To submit

=

Fig.73

e A message prompts “Sent Successfully” as shown in Fig.74:

APAR D : 2015-01042017-31032018-2015668 has basn Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN ]

@ BACK Chick the Link 1o redirzct back

Fig.74
Stage 8: Custodian (Rep-CR Section) performs the following steps to disclose PAR:

2018-01042017-31032018-2015668
e Custodian (Rep-CR Section) clicks the PARID ( ) to open the PAR as shown in

Fig.75:

SPARROW portal for various sarvices have been splitted, you may found that PARs of other services officer are not available in your Inbox. Please use ret

m i
B R
sy part) | Aesess vorrsy | manant vrocassii) (] |
l#* User Asmistance =
Searth: Gaoy | Exned
& Rale Detail
APARID Form Type Omcer Detall Recenved On Sent By Sent Daie Current Stage Quick Action
E [ ] 2 G41VI018 L B

Shaw 110 rows.

ror || oo

[ Work flow = 1 CPSE APAR Form DEEPAK SABH. ATUL BHATT CR Section To
z E ] CPSE APAR Form COLTAM CHAT EALIL KLIMAR CR Section To
& PAR -
3 E [] CFSE APAR Fom F K SARANG 03MIE08 COLUTAM CHAT Rep- CR Sectio
m Showing 1623 ot 3 entres
- o : - -

Fig.75
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Disclose To Emplo:
e A page appears, click Disclose To Employee () button, as shown in Fig.76:

 Basic information -

Nama: P K SARANG! Cadre: CENTRAL SERVICES Sarvice: CPSE
Dasignation; CIRECTOR Batch: 1600 Agsessment Poriod: O1:04/20%7 Yo 31/03/2013
Workfiow Details (Kindly chick hers and verify the Delails of Assessing Authoriiies by hovering the mouse over the respeciive name ) [+ ]
Repiesentation
REMARKS OF ACCEPTING AUTHORITY -
Fne
Diate: 03122018 Signature
Mr. SURENDER SINGH SIROHI
TEMPEEDT
DIRECTOR
Lemter Section
COMPETENT AUTHORITY
Done
Diate: 03422048 e L
Shri GOUTAM CHATTARJEE
50124
DIRECTOR

Fig.76

e A confirmation window appears click on OK (“) button as shown in Fig.77:

sparrow-Cpse eoffice. govin says

Onhea Form is Sehmits iz will not b= ch,

ged. Ara ¥ou Sure want

- Basic Inf

Nama:

Hesinaten:

P K SARANGI

DIRECTOR

n || Cene

Serdice:

Assessment Penod:

CPEE

01042047 1o 310372013

Represantation

Workflow Details ({Kindly cick here and vesify the Details of Assessing Authoriles by hovenng the mouse over the respective name.)

= Usal | |

: Letter imfonmation o o0
m REMARKS OF ACCEPTING AUTHORITY
Fe

Signature

Mr. SURENDER SINGH SIROHI
TEMPBEDT
DHRECTOR

Fig.77

e A message prompts “Sent Successfully” as shown in Fig.78:

Copyright © NIC, 2019
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“
APAR |D . 2018-01042077-31032013-201 8666 has besn Sent Succasefully to P K SARANGE
& Raole Detail

%) [DIRECTOR |

m [€) BACK Click the Link to redirect back .

Fig.78
Stage 9: Officer performs the following steps to Accept PAR:

2018-01042017-31032018-201:5668
o C(Click PARID( ' - ) to open the disclosed PAR as shown in Fig.79:

SFARROW portal for various services have |

W Slandan @ Ragreseniation

I=* User Assistance =

h:

Copy Excel || FOF | csv ” Show 10 rows.

1 104701

01047017 CPSE APAR Form 0322018 ATUL BHATT 03122078 Rep -Employee

No
E [ ]

Showing 1 ta 1 of 1 enines
Fredous | 1 fEdt Last

Fig.79

e Officer click I Accept (m) button as shown in Fig.80:

i Basi
Hame: P K SARANG] Cadre: CENTRAL SERVICES Service: CFBE
Designation: CIRECTOR Batch: 1300 Assessment Period: 040412017 fo JUDL20S
|
Workflow Details (Kindly click here &nd verity the Detalls of Assessing AUThOrTIES Dy NOvErng Ihe MoUse over the respeciive namea ) a

Itepre sentation

Letter imtormation  [EEEEERINES Pyr— " | Accesong |

Fine

Drate: 0501 22048 Signatune

Mr. SURENDER SINGH SIROHI
TEMPBEDT
HRECTOR

o

Luttar Sachion
COMPETENT AUTHORITY

Dane

Signature

Shiri, GOUTAM CHATTAR. EE 3
H01374
DIRECTOR

Date: 031272018

Fig.80

Copyright © NIC, 2019
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e A confirmation window appears click on OK (“) button as shown in Fig.81:

Once Formis Submitted, data will not be changed. Ars You Bure wanl To submit

ok || [ canea |

Fig.81

e A message prompts “Sent Successfully” as shown in Fig.82:

AFAR D - 2016-01042017-21032018-2015658 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN ]

{%) BACK Click the Link 1a redirect back

Fig.82
Stage 10: Custodian (Rep-CR Section) performs the following steps for closure PAR:

2018-01042017-31032018-2015668
e Custodian (Rep-CR Section) clicks the PARID ( ) to open the PAR as shown in

Fig.83:

SPARROW portal for various services have been spiitted, you may found that PARS of other serv

W Standart W Representation

@ Fole Detail =
Work flow = 1 E 2018-D1042017 CPSE APAR Fom DEEPAK SABH 041102018 ATUL BHATT | D408 CR Section Tor
n

Form Typs Officer Detail Recenved On Sent By Sent Date Current Stage Uwnck Acbon

CPSE APAR Form GOUTAM CHAT. EALIL KUMAR

CR Section To

- . = —
3 E [ ] 8-I0:

Showing 110 3of Jentres

CFSE APAR Fomn F K SARANCE F K SARANGI

Rep - CR Sacto

Firat Previcis 1 Newt  Lamt

Fig.83

e A page appears, enter the remarks and click Close () button, as shown in Fig.84:
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r Basic

Batch:

Designation:

Nama: P K SARANG| Cadra: CENTRAL SEFMVICES Servics; CPSE

Aggeasment Period: 01042017 1o 31032018

Workflow Details (Kindly click here and verify the Detmls of Assessing Authorities by hovering the moose over the respective name. )

Regresentation

Mr. RAJESH KUMAR CHALDHRY

Later Sockion

FBDZE
JOINT SECRETARY DEFARTMENT OF PUBLIC
ENTERPRISES GOI
Letter Section
Letter Section
REMARKS OF REPORTING AUTHORITY
Re-conswet the malier
Dister: 03202018 Signature
Shri. ATUL BHATT
ca16
CHAIRMAN

Fig.84

e A confirmation window appears click on OK (“) button as shown in Fig.85

Smart Performance App

SPArrow-Cpse.eniice. govan says

want

- Basic

Name: P K SARANGI

Designation:

Serdice: CFSE

Assessment Period: 01042097 1o 310372018

Workflow Detalls (Kinaly cick here and verity the Details of Assessing AULNOreies By NOVENNG the MOUSE ONEr e rEspective name.)

Rapresantaion

Letfer information 8 wtion | ST At | |

QRole Datail Mr. RAJESH KUMAR CHAUDHRY
PBbzE
JOINT SECRETARY DEPARTMENT OF PUBLIC
Histam

Lefter Sechion

Fig.85

e A message prompts “Successfully Closed” as shown in Fig.86:

& Role Detsil APAR 1D - 2018-01042097-31032013-201 5666 has been Successiully Closed
inle Datail
(Q BACE Click the Link 1o redirect back .

Fig.86
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Home

It contains the statistical data (pie-graph, bar-chart, line graph) of the respective organization in which the logged in
officer has assigned with the Custodian (Central/ State), as shown in Fig.87:

# Homa

S e R ey
| [ |
#h Aszessment Yesr
Salact Assasmant year 2017-2013
Orpaneation Vieew Miors: Detaitss= Tatal PAR Transachon Transacions on Weekly Base

a3

&

@ Suppo@Senicaliesk

=1
a

Trarsaction Number
=

3

8

o

Wan  Tue  Wed  Thurs  Frl ED Tun

Fig.87
Dashboard

It contains the complete data regarding the APAR(s) and officer(s) posted in respective organization. Also Custodian
can send customize alert to the officer, with whom APAR(s) is pending.

Steps to view APAR status and to send Customize pendency alerts:

View More Details==
e C(lick View More Details ) button as shown in Fig.88:

8 Assesemant
Selact Assesment year 2077-2018
Otz Total PAR Trarsaction Transactions on Wesdy Basis
30
70
s 250 4-
o
a0 2200
o =
i < 150
T g
100
20 E
10 50 4
B ol o
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Fig.88
o The Dashboard screen along with APAR(s) status appears, as shown in Fig.89:

Home » Dashtoard

AZEEIEMANT Period : 2017-2018 v
Data is refreshed in every § minutes.

ORGANIZATION

searan. | | Copy || Excel || POF || osv || Show 10 Tows

5. N0 I Diganization Officer’s Postad PARs Generated PARs Ganerate... Pending with O... Pending with R...

MECON LIMITED 5 25 n 2 2 1

Showing 110 1 of 7 entries
First Previous i Mext Last

L3

Fig.89

e C(lick the Numeric value under pending with column, as shown in Fig.90:

Home » DashEoard
AZEEIEMANT Period : 2017-2018 v
Data is refreshed in every § minutes.

ORGANIZATION

searan. | | Copy || Excel || POF || osv || Show 10 Tows |

Organization Officers Postad PARS Generated PARS Closed PARs Ganerate... Pending with O... Pending with R... Pending with R...
1 5 25 n 2 1 1 o

MECON LIMITED

Showing 110 1 of 7 entries
First Previous | i Mext Last

L3

Fig.90

Send Alert
e The screen appears, check the officers to whom alert needs to be send and click Send Alert )

button.
e The Dashboard Send Alert Window appears, select the mode through which alert is to be send and click

Send Alert
Send Alert ( button, as shown in Fig.91:

Copyright © NIC, 2019
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DashBoard Send Alert Window

Messaoe to Send s Alert.

SintMEdem PAR'S fof recording your commants = pending @ yoor inbax |t 15 raquasted to
process/aciess Me sama. Regards SPARROW TEAM

{Check at least one checkBox(")}

[]e-mail [@] 2vs

s

Fig.91

Note:

Custodian can also customize the message as per requirement (Fig.90).

e A message prompts “Alert Sent Successfully” as shown in Fig.92:

sparrow-cpse.eoffice.gov.in says

Alert Sent Successfully

0 ST T

process/access the same. Regards,SPARROW TEAM

(Check at least one checkBox(*))

¥ E-mail || SMS

Copyright © NIC, 2019
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Common Functionalities of PAR

Custodian (Central or State), PAR Manager & Officers

Inbox/ Sent

e Inbox/ Sent [tems are classified into My PAR, Assess PAR, Manual Process and Process (Inbox)

(m )/ My PAR, Assess PAR, Forward

Delegated, Process Force Forward and Manual Process
My Par
{ y por | )

My PAR (Inbox/Sent)

e MyPAR ) depicts Self PAR’s sent as shown in Fig.93:

SPARROW ponal for vanous services have been spiitted, you may found that PARs of other services officer are not avallabie in your InboXx. Please use res

Home » inbox

mparm| Parcl) | i Processll | & |

Search: | | Copy || Excel || POF || csv || Srow 10 rows |

T o e e O e e s

20718-01042017 CPSE APAR Form 01112018 ATULBHATT (. 01112018 OMicer Reported.

W Standard W Representanon

Showing 110 1.0 1 anines

First Previous Next Last

Fig.93
Assess PAR (Inbox/ Sent)

A Par(2
e Assess PAR (), click APAR ID as shown in Fig.94:

SPARROW portal for various services have been splitted, you may found that PARs of other services officer are not availabiz i

fomie » InDax

seach | Coay | el || POF |r“cv || Sraw 10 roms

W Standard W Represertation

CPSE APAR Form NIRAJ KUMAR . 112018 NIRAJ KUMAR . 02117218 Reporting Autho..
2 E CPEE APAR Form PSRHK SASTR HrMD2me ATUL BHATT | 11102018 Revizwing Auth
3 E n 2078-01042077 .. CPEE APAR Form RITA AHLAWAT... 23102078 ATUL BHATT .. 28102018 Ragoming Autho...
Showing 1 o 3 of 3 entries
First  Provious 1 | Mext  Last
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Fig.94

e Fill the form and send to next authority as shown in Fig.95:

r Basic Information
Name: NIRAJ KUMAR Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 to 31/03/2018

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name )

| Appraisal
~
Reload Oid PAR 9

SECTION Ill : Appraisal of the Reporting Authority

Standard

1. Please state whether you agree with the responses relating to the accomplishments of the work plan as filled out in Section ILIf not, please furnish factual details.

Please state whether you agree with the responses relating to the accomplishments of the work plan as filled out in Section ILIf not, please furnish factual details.

2. Please comment on the claim (if any) made by the officer reported upon about his exceptional contribution.

Please comment on the claim (if any) made by the officer reported upon about his excaptional contrisution.

3. Has the officer reported upon met with any significant shortfall in achieving the targets? If yes, please furnish factual details.

Has the officer reporied upon met with any significant shortfall in achieving the targets? If yes, please furnish factual details.

4, Do you agree with the constraints mentioned by the officer reported upon that had hindered his performance and, if so, to what extent?

Do you agree with the consiraints mentioned by the officer reported upon that had hindered his performance and, if so, fo what extent

|
Fig.95

Manual Process (Inbox/ Sent)
e C(Click APARID to open the PAR as shown in Fig.96:

1, you may found that PARs of other services officer are not available in your Inbox. Please use respective services portal for assessing the PARs of such officers .

Home ¥ Inbox

W Sfandard M Represertaton

seaen | Cony || Sxcet || POF || s | Stow 10 oS

|
e T o T e R
1 E [ ] !

CPSE AFAR Form ASHOR KUMA. . 192018 ATUL BHATT L. 2e Cfficer Reported...

CPSE APAR Form RITA AHLAWAT 25102018 ATUL BHATT | 2EMINZ01E Repoding Autho

7 E ™

Showing 1 o 2 of 2 entries
Next Last

First Previous 1

Fig.96

e A page appears; fill the form and click the respective button to forward the APAR to the next authority ON
BEHALF of officer as shown in Fig.97:
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Basic Information —

Name: ASHOK KUMAR SINGH Cadre: CENTRAL SERMICES Service: CREE

Designation: CHAIRMAN Batch: 1800 Assessment Period: 011042047 fo 31032018
Workflow Details (Kinaly click hers and verity the Details of Assessing Authoriies by hovering the mouse over the respective name | a
Stanoard

load Ok PAR

Saction 1| - Sell-appeaisal of the officer reported Lpon

1. Brief description of responsibélities
[Objectives of the position you bold and the responsibilities you are required 0 discharge, in about 100 words)

m yau hoid and the responsibiiities you are required to dischargs. in about 100 words).

2. Annual work plan and achievement:

5.No, Task to be performed

Deliverabl Achievement
1 ives of ffiz posnion you hoid and the responshilites you are required 1o oRcharges, m = = -
orids) o ot -
) P
Total 10.00
-
= i L T sl Lotino oF facle

Note:

Manual Process is performed by Custodian only.

Process (Inbox/Sent)

e Process ( ) depicts the PAR’s to be disclosed by custodian as shown in Fig.98:

s of other services officer are not available in your Inbox. Please use respective services portal for assessing the PARS of such officers .

Haome» Inhox
W Standsrd W Representation
Search Shaw 10 rows
= 2018-0104204 7 CPSE APAR Formi DEEPAK SABH O4/Mnzme ATUL BHATT n4r10i2018 CR Section To
2 E [ ] 2018-01042017 CPSE APAR Form GOUTAM CHAT 05102018 Sal L KUMAR 051102018 CR Sechion To
First Previous 1 Neat Last

Fig.98

Copyright © NIC, 2019
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Force Forward (Sent)

Force Forward
e Force Forward ( ) depicts those PAR’s which are forwarded by custodian as shown in

Fig.99:

Hame s Senf
W Standad W Representation
ASSESSMENT PERIOD : 2017-2018 ¥
Search: | | Copy || Excel || POF || Gsv || Soow 101ows |
Guick
AFARID Form Type Cfficer Detail Force Forward By Sent Date Sent To Stage Action
1 B 2018-01042017-31032018- CPSE APAR Form NIRAJ KUMAR NIRAJ KUMAR ATUL BHATT 10 TN20ME Omcer Reported m
2015684
Showing 1t 1 0f ¥ entres
First Previnus | Next Last

Fig.99

e Clickthe! licon to view the sent APAR.
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User Assistance

Track Your PAR

ra i Track Your PAR
e Go to User Assistance (), click Track Your PAR (_), select

Assessment Year, a list appears as shown in Fig.100:

Home ¥ APAR Tracking
Track My APAR
Assessment Period @ 2017-2018 v
Search: Eucel || FOF || csW || Show 10 ows:
Assessment Work Allotment Know your
Officer Deatail Year Stalus Fuxn Work To Cadra Organization Year/Balch LT
D420 7-310520 18- ATUL BHATT {C. 2017-2018 WORKING O1-04-2017 310320138 CENTRAL SER MEZON LIMITED ]
Snowing 1t 1.0 1 enines
First Previous 1 | Next Last

Fig.100
e C(lick PARID, PAR Tracking Detail window appears as shown in Fig.101:

W Standad W Representation
PAR Tracking Detall

PAR Period : 01-04-2017 to 34-03-2018
Officer Name - ATUL BHATT Empioyes Code - C2116

Designation ; CHAIRMAK Work Status : Warkg

Sent i
m s e : = s nmr‘ Hate

ATLL BHATT i 0i-11- ATULBHATT(C. Cfficer Reported Panding 19-11-2018 11°2.
a0a

Fig.101

e C(lick information icon ( ) (Fig.54), the Role Details window appears, as shown in Fig.102:

Copyright © NIC, 2019
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swo. | Organization Omeer Organization

1 MECCH LIMITED ATUL BHATTIC MECON LIMITED

2 MECON LIMITED SALIL KUMAR MECON LIMITED

Copyright © NIC, 2019

Role Details

Email 1D ANlotment Year

CENTRAL SER

CENTRAL S8ER

Fig.102

Role Assigned

PAR CENTRAL

PAR CENTRAL

15-03-2018

15-05-2018

Ver3.2
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Role Detail

Click the Role Detail module, select the Organization/ Role and click Submit
the roles assigned to the officer within the selected organization as shown in Fig.103:

) button to view

Organization

¥ Role Revoked

Search

Home »Role Detail

| Choose Global Orgnizati. . | * ‘ | Role

‘Organization

AIRPORTS AUTHORITY OF
INDIA

ANDHRA PRADESH

ANDHRA FRADESH

BALMER LAWRIE & CO. LTD.

BHARAT COKING COAL
LIMITED

BHARAT HEAVY ELECTRICALS
LIMITED

BHARAT PETROLEUM
CORPORATION LIMITED

BHARAT PUMPS &
COMPRESSORS LIMITED

BRAHMAPUTRA CRACKER AND
POLYMER LIMITED

BRAHMAPUTRA VALLEY
FERTILIZER CORPORATION
LIMITED

Showing 1 to 10 of 95 entries

¥/ Role Assigned :

Officer Detail

SHALINI SHAR. ..

P. K. SARANGI(

P. K. SARANGI(...

RATNA SEKHA..

AHUTI SIWAIN(.

SUMATI SHAR.

MANISHA AGA.

AWADHESH N...

ASIT DAS(GEN...

ROHINI KANTA

| ‘ Choose Role h ‘|

Officer Organization

AIRPORTS AUTHORITY OF
INDIA

ANDHRA PRADESH

ANDHRA PRADESH

BALMER LAWRIE & CO. LTD.

BHARAT COKING COAL
LIMITED

BHARAT HEAVY ELECTRICALS
LIMITED

BHARAT PETROLEUM
CORPORATION LIMITED

BHARAT PUMPS &
COMPRESSORS LIMITED

BRAHMAPUTRA CRACKER
AND POLYMER LIMITED

BRAHMAPUTRA VALLEY
FERTILIZER CORPORATION
LIMITED

ap059@ifs nic.in

ap05e@ifs.nic.in

Allotment

1800 NOT APPLICAB...
1082 ANDHRA PRAD
1982 ANDHRA FRAD. ..
1800 NOT APPLICAB...
1900 NOT APPLICAB...
1600 NOT APPLICAB.
1900 NOT APPLICAB.
1900 NOT APPLICAB...
1800 NOT APPLICAB...
1900 NOT APPLICAB.

PAR CENTRAL ...

Dassier Custodian

Dossier Custodian

PAR CENTRAL ...

PAR CENTRAL ...

PAR CENTRAL .

PAR CENTRAL ..

PAR CENTRAL ...

PAR CENTRAL ...

PAR CENTRAL ...

Revoked
Year Cadre Role Assigned Assigned Date Date

03-10-2015

11-10-2018

12-10-2018

23-10-20158

23-10-20158

19-06-2018

23-10-2018

03-10-2015

26-10-2015

23-10-2018

12-10-2018

12-10-2018

Fig.103

Copyright © NIC, 2019
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Workflow

Create/ Update

e Refer to steps mentioned under Movement of PAR- Custodian (First step)—>Create Workflow/ Update and
Update/ Delete Workflow.

Copyright © NIC, 2019
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PAR

Generation
e Refer to Steps mentioned under Movement of PAR -Custodian (First Steps) Generation of PAR section.

Update Section I

PR -
e GotoPAR (), click Update Section I (| e ), select Assessment Year and click the
Search m button, a list appears as shown in Fig.104:

Home v PAR Updale Seclion

Lipaate S2ntion

Assessment Period |

Empioyee Search by |

CFSE v

Raportad Emor @ Al Gonarated PARS

P—

Search | Copy Encel| ror || osv || stow it |
EXa Fom 1D [ e ] cote —— Allotment Yeai Quick Action
1 180104z 115665 DEEPAK 8ABHLOW 20000023 L R ]
GOUTAM CHATTARIEE 50124 DIRECTOR 1300
3 2018-0104201T- 3103201 8-201 5666 ATUL BHATT c21e CHAIRMAN 1300
4 201 3-01D42017-29022012-2015664 NIRAJ KLMAR TEMPZEREAD DIRECTOR

01042017-3103204 8- 20158658 EB.BHIDE 0356 CHAIRMAN

manmauuuaﬁl

q 2018010420 PRI PSR« SASTRY FERK SASTRY DIRECTCR 1900
© Suppon@ServceDesk 7 2018-01042017-31032018-201 5683 SUBRATA BISWAS 3180282 DIRECTCR 1300
8 20180104201 7-3103201 B-2054549 RITA AHLAWAT 17 ASSISTANT PR 1900
g 2048010420 O1E-2015678 1650 CHAIRMAN 1400
10 2018-01042017-3 103201 62018501 G ARAINDAN an2643 DIRECTOR 1300

Showing 1 Lottt aniies

Fig.104

e C(Click Quick Action ( *# ) icon (Fig.58), the Update Section I screen appears, update the Section I form and
Update Section

click the Update Section (

) button as shown in Fig.105:
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- Basic Ir
Name: DEEPAK SABRLOK Cadra: CENTRAL SERVICES Service: CPSE
Designafion: DIRECTOR Batch: 1952 Assessment Period: D1N4200T fo 31032018
Standard
SECTIONI
-
From Date To Date
Repoting Autnority TUL BHATT CHAIRMAN o10e201T il 032018 i
Reviewing Authority ATUL BHATT CHAIRMAN TUD201T il ||
ACEaRng Moty ARUL BT CHAIRMAN rDAracTT il IUEE0E o
2. Perioll of absence on leave, elc. during the year.
Period
Absence Category Type Remarks
From To
| &
9. Qualification acquired and Training programmes attended during the year.
(a) Details of Gualification acquired during the year.
SrNo. Details of Qualifications Institution from which studied Details of subjects studied Marks obtained =
Updata Secton

Fig.105
o A message prompts “Updated Successfully” as shown in Fig.106:

MESSAGE

APAR D : 2018-D1042017-31032015-2015565 has been Updated Successiully.

o
L

Fig.106
Tracking

PAR Tracki
e Go to PAR = ), click Tracking ( aERng ), select Assessment Year and click the Search

(m) button, a list appears as shown in Fig.107:
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Home b AFAR Tracking

Traciona of APAR

ASBIEEMANt Pariod 1

Employas Search by :

APARID

Cong Gnaose Dasignation .

- MECON LIMITED .

GPac - Choos= Cadre v Choose Fom v

Organzation Yoar/Batch

SALIL KUMAR {... amT-2m8 WORKING @71zan7 CENTRAL SER.. MECON LIMITED 1800 [i]
DEERAK SABH 0172018 WORKING 01042017 31032018 CENTRAL SER.. MECON LIMITED 1982
SUDHIR RAHE WORKING 01042017 032018 CENTRAL SER. MECON LIMITED: 1200 i)
GOUTAM CHAT 0172018 WORKING 01-04-2017 CENTRAL SER MECON LIMITED 1900 Li]
0. SHOME (DR, . WORKING 3103-2018 CENTRAL SER.. MECCHN LIMITEC 1800 i}
F O EARANGE | WORKING 01042017 | 31032018 | CENTRAL SER MECON LIMITED. 1900 (i}
ATLIL BHATT (C 0172048 WORKING 04.04.2017 CENTRAL SER MECON LIMITED 1000 [i]

Fig.107

e C(lick PARID, PAR Tracking Detail window appears as shown in Fig.108:

Officer Name . SALIL KUMAR

Designation : DIRECTCR

Sent current
Senl By Date SentTo Current Stage Status
4 n

ATUL BHATT {C.. D4-10-  SALIL KUMAR (..

W Slandad m Represenialion

PAR Period : 01-04-2017 to 07-12-2017

Employee Code : 03489

Work Status : Werking

Last Open Daie

Oficer Reported.... Forwarded

2013

SALIL KUMAR (..

04-10- | QOUTAM CHAT...

Reporiing Autho... Forwarded

2018

GOUTAM CHAT ... 04-10- | RAJESH KUMA_ .

Reviewing Auth... Forwarded

2018

RAJESH KUNMA D2-10- | P K SARANGI (
2015

P K SARANGE (... D4-10- | ATUL BHATT (C...

Accepting Aucho Forwarded

CR BectionTo .. Forwarded

2018

ATUL BHATT (C... D410~ | SALIL KUMAR...

Qcer Disclosure Forwarded

2013

SALIL KUMAR { Be-10- | ATUL BHATT (C.

CR Section for Closed (04-10-2018 12

2018

Fig.108

e (lick information icon (

Copyright © NIC, 2019
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Role Details

Organiration Omcer Detall Omcer Organization Email D Aflotment Year m Role Assigned Aszigned Date Revoked Date

MECCON LIMITED ATUL BHATTIC. .. MECON LIMITED 1900 CENTRAL 8ER... FAR CENTRAL ... 15-05-2018

2 MECGN LIMITED SALIL KUMAR... MECOM LIMITED 1800 CENTRAL SER.. PAR CENTRAL ... 15-06-2018

Fig.109
Force Forward

i Force Foward
e Go to PAR o ), click Force Forward ( T AR ), select Assessment Year and click the

Search (M) button, a list appears as shown in Fig.110:

Homes Force Forward

AT

Employee Seareh Ly Emphyee Code Chaose Cesigratan v

CF3E L4 Chooss Cadre "

W Representanon

Show 10 raws |

Dificar Datail C Recoivad By Currant Slage cfio

E L] - NIRASKUMAR .. CENTRAL SER.. NIRAJ HUMAR ... Lz-11- ATULBHATT C... gporting Autha...  31-05-2H8 Fome Fomward
5664 018
2 E om DEEPACSABH..  CENTRALSER.  ATULBHATTC.. 0410 ATULBHATTC..  CRSechonTo . 15082018 &
2018
3 Eoom ATUL BHATT CENTRAL SER ATUL BHATTC Di-11- ATUL BHATT €. Offcer Raportad an4-2018 a
018
4 E L SOUTAM CHAT CENTRAL 5ER SALIL KUMAR 510 ATULBHATT G G Saction To 1508-2018 i
2008
5 E | § ASHOK KUMA CENTRAL SER. ATUL BHATTC 1511 ABHOK KLIMA. Oficer Repovied. 30-04-2018 Force Forward a
018 S
-] E | § ATUL 8OBTI C CENTRAL SER ATULBRATTC 210 ATUL SCETIC. DOfficer Raported I0-04-2018 Feitce Farwand .
Fanlil
7 E ] 20 SUBRATAEIS. . CENTRALSER..  ATULBHATTC.. 1210 SUBRATA BIS. Ofcer Reported...  30-04-2015 5
31032018-2015683 panyfi}
g E L ] 2018-0704HH17- 5.0, BHIDE C.. CENTRAL SER. ATULBHATT C.. 1Al SB.BHIDE CH... Offcer Repoted...  20-4-2018 m .
018 5

Fig.110

Note:

B
Alert Icon ( ): To send customize alert to the officer, with whom officer’s PAR is pending.

Force Forward
e (lick Force Forward (-) button, a Force Forward window appears; enter the Reason for

Force Forwarding and click the Submit m) button as shown in Fig.111:

Copyright © NIC, 2019
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e

Force Forward

First Temclate

Reason of Force Forward

‘ action reguired|

Fig.111

e A confirmation window appears click on OK (“) button as shown in Fig.112:

sparrow-cpse.eoffice.gov.in says

This ACR is Force Forwarding, Do you want to forward it?

First Template

Reason of Force Forward

Action required.

Fig.112

e A message prompts “Sent successfully” as shown in Fig.113:

Copyright © NIC, 2019




sparrow-cpse.eoffice.gov.in says

APARID : 2018-01042017-31032018-2015664 has been Sent
Successfully to ATUL BHATT (C2116) [CHAIRMAN ]

First Template

Reason of Force Forward

Action required.

Fig.113

Copyright © NIC, 2019
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Dossier

Officers Completed PAR

Dossier = g
e Go to Dossier ), click Officers Completed PAR e ),

o Select the Assessment Period, list of officers appears, click the user Name as shown in Fig.114:

ar CMcers Complatad P31

Empioyes Seanchior Dozsier

Assessment Periml ;

b User Assistance =

Employea Saarch by : Ertiployee Cody Cheose Desigration Emipilo; i Chooge Glabal Grganlzst v

Rnle Detail | [&]
&2 Rnle Detal Batc CFSE E Chooss Cadre

Seann | Copy || Exrel | POF | s Show 10 rews |
= IBM
Aliotment YearmBatch Employes Code Desgnation Total (\Wewed) PAR
B Dossier v
5125

1900 DIRECTOR 1(1)

1900 50124 DIRECTOR 1[0}

3 INCIRA 1900 033 JURIOR ACCOUNTANT 1L}
4 PARTHAPROTIM BOSE 1900 E342 CHARMAN 1i1)
RK CLFTA 1900 RRW40E CHARMAN CUN MANASING DIRECTOR 1i}

] SALI MAR 1900 C3480 DIRECTOR 1(1)
7 SHARAL £ 1800 TEMPBEDS DIRECTOR 2(0)
a EUDHIR RAHEIA 1900 TEMPRAHE A MEMEER (PLG) 1(1})
B SUDIF KUMAR NANDA 1900 TEMPOB2CPSE DIRECTOR 100}

Migration =

1 SUREMUER SINGH SIROHI 1900 TEMPEEDT DIRECTOR 111

Fig.114

e A page appears, click the download icon to view and Download (I'!'l) the PAR as shown in Fig.115:

Copyright © NIC, 2019
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Home ¥ Giossier Officers Compieied Par

2 Inbex 3 = o
Empuyes Search for Dosser
« Sonk
r Basx
12 Usr Assistanca: = Code: TEMPEEDT Hame: SURENDER SHGH SROHI Duaignation: TRECTCR
Batch: 1800 Cara: CENTRAL SERVEES Asseasmint Yaar: 20172018

&FRole Detail

@ [

Standard

PARID :
Period ¢
Satus:
Form Name ; CPSE ARAH Form

Docament Type

1on FOF Genemie A Sectinn FOF Generote - Bosc information

g

2 ACR Section POF Gangrate ATH Seclion POF Genarate - Revewing &
3 LR Seclion FOF Gensiale ACR Seclion POF Serierle - Officer Acoeniance £
4 ACR Seclion FOF Ganerats ACA Sedlion POF Genarsta - Diackas To OMcer &

A Sechion FOF Generais ACA Seclion POF Genersle - Accepling *
L3 ACR Complete ACR Conplets - Compieted o

ACR Sacibn FOF Generate ACR Section POF Denerate - Seif Apprasal dl
8 ACR Saction FOF Genarate AR Gecfion POF Benerxte - Appraisal &

Fig.115

Note:
Completed PAR’s can be downloaded and viewed.

Reference uploaded during PAR submission can also be viewed here.

My Completed PAR
e Officer can view his/ her Completed PAR details.

My ACR Status

e (Canview his/ her ACR/ PAR Status.
1. Awaited: PAR for that Particular period has not been received or does not exist.
2. Received: PAR has been received.
3. NRC: Non Reporting Certificate.
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DSC

To enroll the DSC with SPARROW application and to view the status of registered DSC.

Note:

For complete process refer the DSC Handbook manual.

Support@ServiceDesk

For any query, click the Support@ServicesDesk module, the user is redirected to NIC Service Desk for complaint
registration.

Copyright © NIC, 2019 Ver3.2
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Migration

This process is available with PAR custodian. The process is to move the Old PAR(s) into the application.

PAR Migration

— Migration +
e C(lick the PAR Migration () sub-module under Migration ) module, seach

the user and select as shown in Fig.116:

e
& Bpaow
Migration

Employee Search by :

Search;

Chaoee Deslgnatian 4

Choose Cadre v CAgE

NOT AFPLICABLE

Choose GLobal Organizal v

Copy | Excal | FOF | csy

Show 10 owe |

“ i Tt “ oot

422 NOT APPLIGAILE 1200
423 NOT APPLICABLE 1200
424 R KR NOT APPLICABLE 1500
425 H BHA HOT APFLICASLE 1500
B Migraton -

426 MNIRJA SARAF MOT APPLICABLE 1600

PAR Migraticn
aii ASHOK GANAR) MOT APPLICASLE 1400

Orading] Manually Secton

Upload) 428 N NOT aFPLICABLE 1900
428 TRKRAD HET AFPLICABLE 1900
430 FK SATRATHY WOT AFPLICASLE 1900

Showing 421 to 430 of 530 enirs:
Firet Prasinus 1 a2 432 a4 et Las
Fig.116
e C(lick on New (m) button as shown in Fig.117:
Hame * Migration Form
MilFation Fom
Name: SURENDER SINGH SIROHI Allotment Year/Balch: 1000 Code: TEMPEEIT
Designation: DIRECTCR. Cadre: CENTRAL SERVICES
NEW
5.No Assessment Year Work Status Work From Work To

Na records are thers
«) Back to Employee searcn

Copyright ©

NIC, 2019
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o Upload the pdf by clicking Choose File (W) button and Upload () button, as shown in
Fig.118:

Homa » Migration Form
Migration Form

Dual RepormngDivisional Commissioner

Dual Reporting/Divisional OFicertiame Designation:
Commissioner ’

Grads [Number):

T Grade [Text): -
OfficerCrade (Ft Chooss Grade \

Roviewing Dotalls

Revlewing Authorty: R e W e Designation: e e S S
Grade {Numbarj: < Grada|Text): Choosa Grade v

I Ia | i o5t ie T
Accepting Authority: P Designation: ey '|u&T:me |f‘-"‘-|-'rE post . fe Ingin pd
Grade {Number): T Grade{Text): ot ==

cerCrade

Additional Dotalls —

ACR Status™

m ! Back to Details

Fig.118

Submit
e Migration form fields gets enabled, fill the form, and then click the Submit ( - ) button, as shown in
Fig.119:

Homa » Migration Form
Migration Form

Dual RepormngDivisional Commissioner

Dual Reporting/Divisional Oficertiame Designation:

Commissioner ittt

Grads [Number): i Grade [Teat):

' I ! OfficerCrade (Ft Chaoss Grade ¥

Roviewing Dotalls

Reviewing Authanty: e Designation:

A & ReviswingOficarDes
Gradg {Numbar): ReviswingOrariacs Sadof o Chooss Grads ¥
L Chmere e ol coeen
Accepting Authority: e Designation: Atcbai RCicarPusi
Gresde (Wi berk ArcepiiraOiffcerGrata crelle: Chopse Grade ¥
Agditional Dotals — —
ACR Status™ e =

! Back to Details

Copyright © NIC, 2019 Ver3.2
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e A confirmation window appears click on OK (“) button as shown in Fig.120:

T EN R EYHILIET  sparrow-cpse.eoffice.gov.in says

Are you sure you want to submit?

— | “

Cancel

rorting/Divisional

Designation:

- OfficerMame OfficerDesg

sloner

jumber): OfficerGrade Grade (Text): Checse Grade v
Fig.120

e Asaresult message prompts “Migration details and Document Saved Successfully”, as shown in Fig.121.

Home # Migrafion Form

Migration Form
| Name: SURENDER SINGH SIRCHI Allotment Year/Batch: 1400 Code: TEMFBEQT
Designation: DIRECTOR Cadra: CENTRAL SERVICES

| Migration detais and Document Saved Successfully |

I I S R N N
1 i

2017-2018 Working 2420 16062017 Edt ﬂ

« | Back o Empioyse search

Fig.121

Grading (Manually Section Upload)
e (lick the Grading (Manually Section Upload) )sub-module under

B Migration ~

Migration
in Fig.122:

) module, select the Assessment Period, and search the user and select as shown

Copyright © NIC, 2019

77



e@ffice

A OO WORS FUACE SOUSTION

Homes Gragng (Manuaty Saction Upload)

Assessmunt Pariod :

Employee Search by : Cade Chaose Dealgraban L

Chaosa

Organizal ¥

d Chooga Cadrg v CPSE v

Searh: | copy | Ewel | FOF | C5U || Show 10 mws |
I T | B
CENTRAL SERVICES 1200
2 11 P CHALDH CENTRAL SERVICES 1200
3 T K FATTNAIK CENTRAL SERVICES 1200
a 0. SHOME CENTRAL SERVICES 1200
i Mhpatity 5 RAJESH BOEL CENTRAL 3ERVICES 1600
PR Migration a S K PATTANAKAK CENTRAL SERVICES 1600
Manally Section 7 RAKESH TuMA... CENTRAL SERVICES 100
2 MIRAJ KLIMAR CENTRAL SERVICES 1600
3 DEEPAK SABH CENTRAL SERVICES 1082
1 ATUL BHATT GENTRAL SERVIGES 1800

Showing 110 10 of 530 eniries

Fig.122

e The screen appears is shown in Fig.123, click the Edit (m) button as shown in Fig.123:

Home ¥ Grading {Manualh

¥ PAR Details
Mame: UMESH DHATRAK Allotment Year/Batch: 1500 Code: TE13S
Designation: CHAIRMAN CUM MANAGING Cadra: CENTRAL SERVICES
DIRECTCR

PARID : 2018-01042017-3103201 8- 2015673

1 0410212017 03018 Appraisal Working
2 DD&2017 DAE01E Reviswing Working
3 01/04/2017 3103/2018 Accepiing Working

« j Backo Employea Search

Fig.123

Updat d
o Enter the Grade and click on Update Grade () button as shown inFig.124:
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Home ¥ Gracing [Manually Section Lipicad)

PAR Details » Update

e A confirmation window appears click on OK (“) button as shown in Fig.125:

Basic Datalls —
Name: UMESH DHATRAK Designation: CHAIRMAN CLIM
MANAGING DIRECTOR
Code: TB135 Cadre: CENTRAL SERVICES
Allptment Year: 1900
r PAR Details
Assessment Penod : 5017305
From Date : " To Date : o
: o147 I0E
Officer Name : UMESH DHATRAK Past Held: peati
Wiork Sraius Fomn Type: =
\Warking Bl CPSEAPAR Form
Closed Status:™: STANDARD Closed Date™ 7E0E
r Grading
Reporting Authority GOUTAM CHATTARJE
Diesignation: SRR
Please select and fill Grade{Manually Section Upload):
* Numerical Grading 10.00 ‘Textual Grading Choose Grace v Upsdate Grade EJEaCk Th B Derlls
Fig.124

SRR el ERERERWIE]  sparrow-cpse eoffice.gov.in says

Grading (Manually Section Upload) |

Are you sure you want to submit?

Cancel

tails » Update

Details

e: UMESH DHATRAK Designation: CHAIRMAN CUM
MANAGING DIRECTOR

e: 78135 Cadre: CENTRAL SERVICES

tment Year: 1800

etails

essment Period @ 2017-2012

About +  Help =

e Asaresult message prompts “Updation of Grade successfull

Copyright © NIC, 2019
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as shown in Fig.126:
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A OO WORS FUACE SOUSTION

Faome » Grading (Manually Seclion Udload)

¥ PAR Details

Lipdation of Grage sutcassiul 11

Hame: UMESH DHATRAK Aliotment YearBatch: 1800 Code: 78135

Designation: CHAIRMAN CUM MANAGING Cadre:
DIRECTOR

Period From Section Name ACR Type “

PARID : 201801042017 -31032018.2015673

CENTRAL

ERVICES

1 01/04/2017 V0 Appraisal \Wiarkng m
2 017042017 ERTi gl Reviswing wiorking m
3 041043017 3I0EIE Accepting Warking m

« ) Back 10 Employes Seaich

Fig.126
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