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File No. HRD-11/65/2025/APAR/2024-25/ \SYyL. Dated:

To,

All Additional CPFCs (HQ)/ Director (PDNASS)

All Additional CPFCs (Zones)

Additional CPFC (ASD), Head Office/ Additional CPFC (ZTIs)
All RPFCS/OIC in charge of Regional Offices/ District Offices

Subject: Submission of Annual Performance Assessment Report (APAR) for the year 2025-
26 through SPARROW-reg.

With reference to the subject cited above, it is informed that APARs for the year 2025-
26 for all cadres, except certain cadres such as MTS, Electrician, Lift Operator, Driver and other
such cadres, are to be mandatorily filed through Smart Performance Appraisal Report Recording
Online Window (SPARROW). The SPARROW module can be accessed through Railtel VPN
URL https://sconnect.railtel.in/.

2. The timelines for completion of various activities for the year 2025-26 are as under:-
Timeline (Date on
: ’ Activity or before to be i ‘t:to d
0- completed) SRS
1 |[Mapping of Reporting and Reviewing Officers 15.05.2026 —

Submission of resume/self-appraisal by the officer reported
upon to the Reporting Officer.

Submission of report by Reporting Officer to Reviewing
Officer

APAR to be completed by Reviewing Officer and

15.06.2026 16.06.2026

15.07.2026 16.07.2026

* forwarding to Administration/CR Section 1%,08:2000 18.08.2026

5 |Disclosure of APAR to the Officer Reported Upon 25.08.2026 -
Submission of representation by Officer Reported Upon Wlth.m 15 da)cs from

6 ORU). if disclosure i.e., -
(ORL), i any 09.09.2026

1 Forwarding of repr_esentatlon by APAR Custodian to 14.09.2026 _
Competent Authority

8 Disposal of representation by Competent Authority and 14.10.2026 3
forwarding to APAR Custodian T

9 Communication of decision of the Competent Authority to Wlft.ll:::“']z;?gs grt? m B
Officer Reported Upon (ORU) by APAR Custodian decision

10 [Completion of APAR process and final taking on record 21.10.2026 _ -




3. The ACC (HQ) (Zones/PDUNASS)/ ACC (Zones/ZTIs/Sub-ZTIs/ASD) are assigned the
role of Service Admin and they have to assign the role of PAR Central Custodian (Primary)
to the OIC/RPFC (Adm)/APFC (Adm) in the offices under their jurisdiction, using the “Role
Mapping” tab available on their SPARROW homepage.

Service Admin may also assign the role of PAR Central Custodian (Alternate) to an officer, to
manage the workload.

4. PAR Central Custodian (Primary) role is responsible for creation of the APAR
workflow i.e. the APAR mapping and also the generation of APAR. APAR workflow can be
created using the “Workflow” role available on the lefi-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 available on the
SPARROW homepage of the user having the said role.

S. Any missing user profile on the SPARROW or any change to the posting profile of any
existing user can be done using the Personnel Information Management System (PIMS)
database. The PIMS data base can only be accessed by the EMD Administrator. The Service
Admins need to appoint one officer as the EMD Administrator in all the Regional Offices under
their jurisdictions and also the Zonal Office and provide the details of these officers to the Head
Office in format attached as Annexure A. The PIMS can be accessed through the NIC
WEBVPN URL “https://saccess.nic.in”.

6. Changing the EMD Administrator must be avoided; and therefore the must be selected
carefully in the first instance. However, if there are compelling reasons to change the EMD
administrator a request may be sent to Head Office at rc.hrm8@epfindia.gov.in.

7. It is further clarified that in respect of Office-in-charge (OIC) of Regional Offices
Reporting Officer will be Zonal heads and Reviewing Officer will be CPFC. Competent
Authority 1 and Competent Authority 2 both are same, and is positioned one level above the
Reviewing Officer. It is also informed that, wherever ACC is the reviewing authority for RPFC-
II/APFC cadres, the competent Authority is ACC (HQ) HR at Head Office.

8. Certain cadres like, MTS, electrician, driver and other such cadres, who do not have
official email IDs and hence not registered as SPARROW users, shall file their APARS through
HR Portal of EPFO for the year 2025-26.

9. In cases where reporting or (and) reviewing officer have retired, the DoPT guidelines
(Gazette notification number G.S.R. No. 596(E) dated 16.06.2017) state as follows:

“7A. Restriction on reporting authority, etc. in certain cases. - Notwithstanding
anything contained in rules 5, 6 and 7, it shall not be competent for the reporting
authority, reviewing authority or accepting authorily 1o write a performance appraisal
report where the authority reporting the performance appraisal report is a government
servant, after one month of his retirement from service; and in other cases, afier one
month of the date on which he demits office.”



10.

11.

12,

A No Report Certificate (NRC) is to be issued under the following circumstances:

When the Officer Reported Upon (ORU) has not worked under any Reporting
Officer or Reviewing Officer for the minimum requisite period of 90 days ( e.g., due to
long leave, study leave, maternity leave, training, suspension, or unauthorized absence)
OR
When both the Reporting Officer and the Reviewing Officer have retired, and the
extended period of one month for writing the report has lapsed.

Steps to Issue NRC:

Log in as Custodian — Workflow — Create/Update — Select assessment period —
Search employee — Click “Create/Update Workflow” — Choose Status: NRC and
Form Type: NRC — Continue — Click “Save” on the pre-filled page.

PAR Generation:
Go to PAR tab — Generation — Select assessment period — Search user — Click
“Generate” — Fill NRC form with required details — Submit to concerned ORU.

Some users have reported the following error while trying to access the Sparrow "USER
NOT AUTHORIZED TO ACCESS THE SERVICE".

This error occurs for one of the following two reasons:
1. User does not exist in Sparrow.
Solution: EMD administrator can create the user by following accessing PIMS
using the URL “saccess.nic.in”.
2. The default Login ID mentioned in SPARROW is incorrect.
Solution: The EMD administrator has to correct the Login ID in SPARROW and
make it the same as the Login ID mentioned in the KAVACH App. The Kavach
login ID is the correct one and can be found by clicking the 3 horizontal lines on
the top let side of the Kavach app homepage. The login ID is mentioned at the
top, just above the email ID.

Further, if the issue still persists, kindly forward the same to the Head Office for
resolution.

While creating a new employee i.e. a missing user, the following things may be noted:

a. Fields which are not Star Marked may be skipped.

b. Wrapper Organisation (Global) and Organisation Unit are the name of the office
where the official is posted.

c. Cadre Service Identification Number and Employee code are the same.

d. Login Type is NIC/Gov-LDAP ID

Login ID is the same as the Kavach Login ID (Kavach Login ID can be searched

as explained below in the email).

User type and Login user type is Sparrow

User name is the name of the official

Designation Classification is Others

Designation level may be marked as per the equivalence to the ministerial grade

or as others

o®
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13. It is further informed that there is a synchronization lag of about one hour between
the PIMS database and the Sparrow module. So any changes made in PIMS will take about an
hour in reflecting on the SPARROW.

14, 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.

D A copy of the user manual for SPARROW is attached herewith as Annexure B for
ready reference. However, in case of any issue, reference may be sent to
rc.hrm8@epfindia.gov.in by the concerned office.

(Issues with the approval of the Competent Authority)

Copy for necessary action:
1) RPFC (NDC) for web upload

Copy to (through EPFO website) for information:
1) PS to CPFC, FA&CAO and CVO for information
2) Hindi Section for Hindi version.



ANNEXURE A

Details of Officers designated as EMD Administrator

Name of the Officer . . Official Mobile Place of .
S. No _ Designation | Employee ID Email ID Number Posting City State
first name last name
1
2
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A DIGITAL WORK PLACE SOLUTION

Smart Performance Appraisal Report Recording Online Window
User Manual

NIC-EOF-EPAR-UM-001

Prepared by

National Informatics Centre
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Amendment History
Date Version Description Author
Aug 2016 User Manual eOfice Project Division
10 Jan 2019 3.2 User Manual eOfice Project Division
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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
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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.
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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
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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
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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
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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.
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Modules-SPARROW

SPARROW comprises of the following modules, all the modules are user friendly:
e Inbox
e Sent
e User Assistance
o Track Your PAR
e Role Detail
o  Work flow
o Create/Update
e PAR
o Generation
o Update Section I
o Tracking
o Force Forward
e IRM
e Dossier
o Officers Completed PAR
o My Completed PAR
o My ACR Status

e DSC
o Enroll
o Status

e Support@ServiceDesk
e Migration

o PAR Migration

o Grading (Manually Section Upload)
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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
e Inboo
- Sent

=" User Assistance -
Track Your PAR

= Role Detail

3 wWork flow ~
CreatefUpdate

& PAR -
Generation
Update Secfion 1
Tracking
Force Forward
Dossier -
Officers Completed PAR
My Completed PAR
My ACR Stalus
DSC -

Enroll

Stiatus

O Suppori@ServiceDesk

Fig.1
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User or Officer - Standard Menu

l#* User Assistance
Track Your PAR
= Dossier =

My Completed PAR

My ACR Status

R DSC ~
Enroll

£ Support@SeniceDesk

Fig.2
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WOITAL WA HLACE 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:

& Spamow Home » Workflow » Employee Search

Employes Search for Assessment - Workflow Creation/Updation

Workflow Within Same Organization

le# User Assistance

Assessment Period : *

QRole Detail Employee Search by : Code Emplayes Name | choose Designstion & Emai
[ Work flow = Batch CPSE v | Choose Cadre - Mobile Number

Create/Update ¥ WINPROCESS (v mCOMPLETED (¢ OJNOT STARTED

@Support@ServiceDesk

Fig.3

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

_ button as shown in Fig.4:

Workﬂnw With All Organization
Assessment Period : | 20172018 M|
Employee Search by : Code - | choose Designation v Email

L2 User Assistance = Batc crse v | choose Cadre - Mobile Numbe:
WINPROCESS W COMPLETED @ OINOT STARTED
QRoke Detail
_ - .
N e N =N
" a

D.5. SUDHAKA.. 1900 51001 DIRECTOR FINANCE CENTRAL SER... [E—

12 o SUDHIR SHAR 1800 34275 DIRECTOR EXPLORATION CENTRAL SER [e—

13 o SURINDER SIN 1900 33m GENERAL MANAGER HR NOT APPLICAB. Create Workflow

©Supor@SeniceDesk i o TALERI SUVAR.. 1900 7548t CHIEF MANAGING DIRECTOR CENTRAL SER... o
15 a Shyam Sundar 1900 11688 DIRECTOR CENTRAL SER... Create Workliow
16 a SUBIR DAS 1800 46628 DIRECTOR CENTRAL SER Create Workliow
17 =] KR VASUDEVAN 1900 90388760 DIRECTOR FINANCE CENTRAL SER. Create Workliow
18 a SUBIR CHANDRA 1900 90025582 NOT AVAILABLE CENTRAL SER. Create Workfiow

19 o Gopu Sudarsan.. 1800 temp_tpse34 CHAIRMAN CUM MANAGING DIRECTOR CENTRAL SER... Create Workfiow

20 o VENKATASUBR 1800 95087 CHIEF VIGILANCE OFFICER CENTRAL SER [e—

Showing 11 to 20 of 25 entries
First  Previeus 1 ‘ 2 ‘ 3 Next  Last

Fig.4

Copyright Ver3.2




c@fflce

L WO FACE SOUSTION

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

@ Support@ServiceDesk

Home » Workflow » Define Workflow

Basic Information

Code: 3301 Name: SURINDER SINGH Designation: GENERAL MANAGER HR
Service: CRSE Cadre: NOT APPLICABLE Qrganization: TELECOMMUNICATIONS CONSULTANTS INDIA LIMITED
(ToiL)
Batch: 1500
©) Baktosearch

Creation of Work Flow - Choosing Workow Period

T
From: | 011042017 W To: 3tmaz0is i | woRKaNG v — SELECT—

1

CPSE APAR Form

e C(lick Continue (

) button

e A page appears, open Standard (

Fig.6:

Fig.5
as shown in Fig.5.

), select officers, click Save

) button as shown in

@ Spamrow

Q Inbox

| User Assistance ¥

QRole Detail

[ Work flow =

£ Dossier v

©Support@ServiceDesk

Basic
Code: TEMPBED? Name: SURENDER SINGH SIROHI Designation: DIRECTOR
Service: CPSE Cadre: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
Batch: 1800 Status: WORKING Form Type: CPSE APAR Form

Waork Flow for Assessment Period :01/04/2017 to 31/03/2018

Standard

I
1 Officer Reported Lipon | SURENDER SINGH SIROHI(TEMPBEDT)[DIRECTOR -BHARAT ELECTRONICS LIMITED]
2 Reporting Autharity [seteer- . M 052018
3 Reviewing Authority ‘ _SELECT- v L\_ 30/06/2018
4 Accepting Authority | ~seLecr- v |6 3uoroois
i CR Secfion To Disclosa | ATUL BHATTIC2116)(CHAIRMAN -MECON LIMITED)] ¥ 1610812018
& Officer Disclosure \ SURENDER SINGH SIROHI(TEMPBEDT)[DIRECTOR -BHARAT ELECTRONICS LIMITED] v \ 310812018
T CR Section for Closing | ATUL BHATT(C2H1BICHAIRMAN MECON LIMITED] v 31082018
Action

[--]

Fig.6

Note:

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

Copyright
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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:

— | Batch: 1900 status: WORKING Form Type: CPSE APAR Form ‘
Q Inbox Work Flow for Assessment Period :01/04/2017 to 31/03/2018
WORKFLO WA SAVE AND UEDATE SUGCESSFULLY
Representation |D
|#* User Assistance =
Disposal | Access
Stage Target Date Days Privileges

QRole Detail

1 Rep - CR Section ATUL BHATT(C2118)[CHAIRMAN -MECON LIMITED] - 30092018 | X 15 £ B
[ Work flow +

2 Competent Authority- Stage | _SELECT- ~ |6, 15/102018 | X 30 4.7

3 Rep-Reporting Authorty Jp— Sle | poozos | % i OE
&= Dossier ~

4 Rep - Reviewing Authority _SELECT- v |6, 15/11/2018 | X 15 1.7

5 Rep - Accepting Authority _SELECT- v |6, 3112018 | X 15 1.7
© Suppori@ServiceDesk

§  Competent Authorty - Stage I j— Sa, | [sizave |x o +[2]

7 Rep - CR Section To Disclose ATUL BHATT(C2116)[CHAIRMAN -MECON LIMITED] v a0i22018 | X 15 +].%]

8 Rep - Emplayee Disclosure SURENDER SINGH SIROHI(TEMPBEGOT)[DIRECTOR -BHARAT ELECTRONICS LIMITED] v a0i22018 | X 15 +].%]

g Rep - CR Section for Closing ATUL BHATT(C2116)[CHAIRMAN -MECON LIMITED] v a0i22018 | X 15 +].%]

Action
[ Update Save and Next Back To Employee Search

Fig.7

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

i L LT BN R 0 it ENERAL MANAIESR HA

_ e —
_ Train £ Ciie NOT APPUCASLE M dien TELESIMAA BTGNS CONBULTANTE L,

W Unor funiance *
Bawn

WORKFLOW DATA SAVED AMD UPDATED SUCCESSFULLY

Fig.8

Note:

Custodian\PAR Manager Creates\updates the workflow.

Copyright © NIC, 2019
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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:

Sparrow

Home » Workflow » Define Workflow

Basic Information

Code: TEMPBEQO7 Name: ‘SURENDER SINGH SIROHI Designation: DIRECTOR

< Sent
_ Service: CPSE Cadre: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
|+ User Assistance ~ Batch: 1900
& Role Detail <) Back to search
WORKFLOW DATA SAVE AND UPDATE SUCCESSFULLY
[ Work flow +
Creation of Work Flew - Choosing Werkflow Period

B PAR «
_ 2

Delete
€ Support@ServiceDesk

From: | 01/04/2017 To: | 31032018 | WORKING |-| | CPSE APAR Form

Fig.9

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

ce BINCHRRCHDIIEUTEYY]  sparrow-cpse.eoffice.gov.in says About~ Helpv  Shi  w
Updation in work flow might impact the improper movement of the
Home » Workllow » Define Workflow APAR and may contains the incorrect data, if PAR already generated |
and moved. |
Are you sure you want to update?
Basic Information —8M8M8M8M8M8
Cote: TewsEw  Name e oecron
Sen

Service: CPSE Cadre: BHARAT ELECTRONICS LIMITED

o -
& Role Detail <) Back to search
0 Work WORKFLOW DATA SAVE AND UPDATE SUCCESSFULLY
lork flow
Creation of Work Flow - Choesing Workflow Period

B PAR -

- Update

From: | 01/04/2017 To: | 311032018 | WORKING |-| | CPSE APAR Ferm

Fig.10

Standard
e A page appears, Standard (), Update fields, click Update ) as shown in Fig.11:
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L WO FACE SOUSTION
e
Code: TEMPBEDT Name: SURENDER SINGH SIROHI Designation: DIRECTOR
EAlCH Service: CPSE Cadre: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
Batch: 1900 Status: WORKING Form Type: CPSE APAR Form
-
L User Assistance - Work Flow for Assessment Period :01/04/2017 to 311032018
Standard
QRole Detail

m
Stage
g““:éd | SURENDER SINGH SIROHITEMPEEQT)[DIRECTOR -BHARAT ELECTRONICS LIMITED] 300412018
2001
Upon ]
2 ET‘“"QQ | GOUTAM CHATTARJEE(SD124)[DIRECTOR -MECON LIMITED] | EY 311052018 4t
uthori
@Support@ServiceDesk -
e : :E;’h‘”f't‘;‘g | PK SARANGI(SD163)[DIRECTOR -MECON LIMITED] MRS 2nieraone e
uthori
& ARCERING || pa ESH KUMAR CHAUDHRY(PBID2S JUOINT SECRETARY DEPARTMENT OF PUSLIC ENTERPRISES GOI-HEAVY INDUSTRIES & PUE ENTERPRISES - DEPARTMENT OF PUBLICEN... | = 307201 18
Authority
5 |&R | ATUL BHATTIC216)ICHAIRMAN -MECON LIMITED] | M| 1562018 &
Section To
Disclose |
© gmle' | SURENDER SINGH SIROHITEMPEEQT)[DIRECTOR -BHARAT ELECTRONICS LIMITED] | - | 3110812018 b
jsclosure
7 R | ATUL BHATT(C2118){CHAIRMAN -MECON LIMITED) | - 311082018 e
Seation for
Closing T}

we andNext | Back To Employes Search

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 » Workflow » Define Workflow

Basic

- Sent Code: TEMPBEDT Name: SURENDER SINGH SIROHI Designation: DIRECTOR
Senl
Service: CPSE Cadre: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
1 User Assistance v Bateh: Te0
G Role Detail <) Backto search

Creation of Work Flow - Cheosing Worldlow Peried

S S S~ ™~

From: | D1/D472017 To: | 31/03/2018 | working | cPsE APAR Form | |

WORKFLOW DATA SAVE AND UPDATE SUCCESSFULLY

@Support@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:

Copyright
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A CONITAL WEMA PLACE SOUSTION

Workflow Deletion

Reason for Deletion: *

User transfered (o another depariment

Any of the Reference file is to be upload :

Choose file |[amritsar to delhi pdf

TETowES TTE Fomatiia: Size - PDF/3 M3)

Fig.13

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

sparrow-cpse.ecffice.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 Formathax Size - PDF3 MB)

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

Copyright © NIC, 2019
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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 » APAR Generation

Generation of APAR

+ Sent N
Assessment Period : 2017-2018 v
)
I User Assistance v Employee Search by : Employee Code Choose Designation v SURENDER SINGH SIROHI
& Role Detail
paten CPsE N Choose Cadre N
3 Work flow « @ Generated (¢ Mot Generated
C4] Cd arch

:

Generation m“-m“
—— 1 £ CPSE APAR Form TEMPBEQ7 1800 SURENDER SI DIRECTOR 01-04-2017 31-03-2018
Showing 1o 1 of 1 entries

Tracking
Force Forward First Previous Next Last

@ Support@ServiceDesk

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:

lwanysalne BRECTOR Hakn i Bt Perisl w3017 W NS

== o

PAURF R ROL APPHATRAL B POET OF CHLF ERDCUTHE 8, FURC TRONAL [NRIC POR S, GEC TPV D8R C TIN5 00 89 AND: G NI HAL MAMAGERTN OF CENTHRAL PUBLIC 31 CT0M ENTERPSI S S0P Sk
Fem fop poge pereed fom FIGEHAT o OLFAE
1P e vy nacbumm of [hin Foave whosssl be Sled o by P G oo el T g gud b iy 4 aeebally repdae They Euings by #fies ke |n S b

Sactam |- Haws informaiioe
AP Dop ilell i3 By B i, iietoiogd | - B it b APl s (M Wi 0ff W P31 )
A

T v ol [ 4 Y i e W] nqn s
24 rapoyes Rmioe

3. Diave o el

)

Fig.16

Copyright © NIC, 2019




Home » APAR Generation

m Generation of APAR

Assessment Period : 2017-2018 v

Employee Search by : m ode Chaose Designation A SURENDER $INGH SIROHI
@ Generaied (¢ Not Generated

Designation Quick Action

1 E 2018-01042017-31032018-2016551 CPSE APAR Form TEMPBEO7 1900 SURENDER S DIRECTOR 01-04-2017 31-03-2018

Showing 1 to 1 of 1 entries

@ Support@ServiceDesk First Previeus Next Last

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:

SR e ——— m
L rebleien DRRELTOR Ansanarmes] Suriod DL )

roRm
PERFORMANCE APPRAISAL REPORT OF CHEF EXECUTIVES. FUSCTIONLL DIRECTORS, EXECUTVE DIRECTORS (B9 AND GENERAL BANAGERIER OF CENTRAL Pl SECTOR ENTERPRILE WCPiEs)
Fid Won i v oo QLELINT e J003ER
Each and swery wnciion of B, e shekd be llid i by e concmmed offce uibority Carully imadeg he imbnscSom sflsdhed o this fem

Lection | - Duass Iboimmatan
116 B FiB) o [y o Fumobes Himimsr ek T o] Rl mima 1 oy ot ¥ouies] o Wb CIVSE |
Pl [ts of S offce eperied wpan

B Sagmed i S e o i

1 Marrey of S Dfficer reporisd upon
TA repioyes Mamiar
3 Cuiw ol Rirkh ; 3 . 4

4. Bred Acadersic & Profeasional Cuakic sboan

Fig.18

e Asaresult message page appears PAR is sent to the officer as shown in Fig.19:
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“
| User Assistance v

& Role Detail | APAR ID : 2018-01042017-31032018-2016551 has been Sent Successfully to SURENDER SINGH SIROHI (TEMPBEDT) [DIRECTOR ] |
ole Detail

3 Work flow + () BACK Click the Link ta redirect back

B PAR «

@ Support@ServiceDesk

Fig.19

Copyright © NIC, 2019 Ver.3.2
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Movement of PAR-Standard Flow

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

Click PARID ( 2013-01042017-21032013-2016551

) under My Par tab to open PAR as shown in Fig.20:

SPARROW portal for various services have been splitted, you may

Home » Inbox

| Syt Represenizien

E= Dossier ~
APARID Form Type Received On Sent Date Current Stage Quick Action
[ | 2319 01042017. CPSE APAR Form 15112018 ATUL BHATT (. 181172018 Officer Reported. ..

@ Support@ServiceDesk Shewing 1 to 1 of 1 enfries
First Previous E Next Last

Fig.20
e Officer fills the Self Appraisal form and click Send To Reporting Authority

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

Smart Performance Appraisal Report Recording Online Window (SPARROW) About v  Help~  Mr. SURENDER SINGH SIROHI(DIRECTOR -B...

r Basic Infermation

Name: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 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.)

|+ User Assistance ~ il
| Self Appraisal |
pi (resumng in signi benefits to the Company and/or reduction to time ana costs)? If so, please give a verbal description (within 100 words):
C v
During the period under report, do you believe that yeu have made any eqg of an challenging task or major systematic improvement (resulting in significant

benefits to the Company and/or reduction to time and costs)
€ Support@ServiceDesk A

4. What are the constraints that hindered your perfermance?

performance

5. Please indicate specific areas of training that will add value to you:

For the current assignment: Delhi
Z
For your future career: Kolkata
e
6. Declaration

Fig.21

e A confirmation window appears click on OK (“) button as shown in Fig.22:
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OITRL WEME PLACE SOLSTION
SINE NG PN EN RN ERED  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 ID - 2013-01042017-31032018-2016551 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOR |
= Uossier «
B DSC - (<) BACK Click the Link to redirect back

@ Support@ServiceDesk

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. Please use respective services portal for assessing the PARsS of such officers .

Home » Inbax

:@ W Standard W Representation
lo# User Assistance ~

R DSC ~ 1

© Support@ServiceDesk Showing 1 to 10f 1 entries
First Previous E Next Last

Fig.24

Search:

—
E [ ] 2018-01042017.

CPSE APAR Form SURENDER S 16/11/2018 SURENDER S 16/11/2018 Reporting Autho

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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¢ Basic Information
Name: SURENDER SINGH SIROHI 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.)
Standard
l#* User Assistance »
| Appraisal |
_ SECTION Il : Appraisal of the Reporting Authority -
== Dossier ~
1. Please state whether you agree with the relating to the of the work plan as filled out in Section ILIf not, please furnish factual details.

@ Support@ServiceDesk Please state whether you agree with the responses relating to the accomplishments of the work plan as filled out in Section I1If not, please furnish factual details.

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

Flease comment on the claim (if any) made by the officer reported Upon about his exceptional contrioution

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

Has the officer reported 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 constraints mentioned by the officer reported upon that had hindered his performance and, if so, fo what extent

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

Send To Reviewing Authority

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:
. ] “ 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.)

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:

Copyright © NIC, 2019 Ver.3.2
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“
l#* User Assistance »

APAR ID : 2018-01042017-31032018-2016551 has been Sent Successfully to P K SARANGI (50169) [DIRECTOR |
== Dossier ~
R DSC ~ @ BACK Click the Link to redirect back

@ Support@ServiceDesk

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

Click PARID ( 2013-01042017-21032013-2016551

. ) under Access Par tab to open PAR as shown in Fig.28:

ervices portal for assessing the PARs of such officers .

Home » Inbox

|l User Assistance ~

E= Dossier ~
APAR ID Form Type Officer Detail Received On Sent Date Current Stage Quick Action
R DSC ~ 231B 01042017... CPSE APAR Form SURENDER Sl. 16112018 GOUTAM CHAT. 16/11/2018 Reviewing Auth

© Support@ServiceDesk Showing 1 to 1 of 1 entries
First Previous E Next Last

Fig.28

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

) as shown in Fig.29:

Reviewing, click Sent to Accepting Authority (
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r Basic Information
CENTRAL SERVICES Service: CPSE

Name: SURENDER SINGH SIROHI Cadre:
Assessment Period: 01/D4/2017 to 31/03/2018

Designation: DIRECTOR Batch: 1900

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

l#* User Assistance « Standard
ossier * :
Reload Oid PAR
C - ; } . : ‘ ,
Section IV — Review by the Reviewing Authority

@ Support@ServiceDesk

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 upen in Section III? (In case you agree with the
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 llland i it. If you do not agree with any of the numerical
assessments made by the Reporting Authority, please record your assessments in the space provided for you in ltem No.6 & 7 of Section lll and intial your entries).

‘@YES ONO

and/or signi shortfalls of the officer reported upon?

2. Do you agree with the assessment of the Reporting Officer in respect of inary
‘@YES ONO
3.1n case of difference of opinion, details and reasons for the same may be given.

In case of difference of opinion, details and reasons for the same may be given.

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

Comments, if any, on the pen picture written by ihe Reporting Authority.

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

Assessment Period: 01

Designation: DIRECTOR

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

]
joad 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:

Ver3.2

Copyright



c@fflce

L WO FACE SOUSTION

“
| User Assistance »

APAR ID - 2018-01042017-31032018-2016551 has been Sent Successfully to RAJESH KUMAR CHAUDHRY (PB/028 ) [JOINT SECRETARY
DEPARTMENT OF PUBLIC ENTERPRISES GOI]
B DSC ~
_ () BACK Click the Link ta redirect back

@ Support@ServiceDesk

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:

@& Spamow
E services have been splitted, you may found that PARs of other services cofficer are not available in your Inbox. Please use respective services portal for assessing the PARs of such officers .
@ 1 S B Representon
l#* User Assistance

== Dossier ~
APAR ID Form Type Officer Detail Received On Sent Date Curmrent Stage Quick Action
R DSC ~ [ | 2018-01042017. CPSE APAR Form SURENDER 8I 16112018 P K SARANGI 16/11/2018 ccepting Autho

@ Support@ServiceDesk Showing 1to 1 of 1 entries
First  Frevious m Next  Last

Fig.32

Home » Inbox.

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:

Copyright © NIC, 2019




_ [ e
Spa
Name: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CPSE
m 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.)
Standard
l#* User Assistance
| |
| Ee—
Overall Grade by Reporting Officer (Out of 100%) 220 Qverall Grade by Reviewing Officer (Out of 100%) 220

@ Support@ServiceDesk Section V — Acceptance by the Accepting Authority

1.1s the overall grade given by the R ing/Revi Authority is i with the pen picture given by them ?

®YES UNC

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

@YES ONO

3.In case of difference of opinion, details thereof and reasons for the same may be given.

In case of difference of cpinion, details thereef and reasons for the same may be given.

4, Overall grade on a grade of 1-10 (Grades should be assigned on a scale of 1-10, with 10 referring to the best grade and 1 to the lowest 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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| User Assistance v
R DSC ~

€ Support@ServiceDesk

APAR ID : 2018-01042017-310320118-2016551 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |

(<) BACK Click the Link to redirect back

Fig.35

Stage 5: Custodian performs the following steps to disclose PAR:

Click PARID ( 2013-01042017-21032018-2016551

) under Process tab to open PAR as shown in Fig. 36:

& Role Detail

O Work flow ~

@ Support@ServiceDesk

ces officer are not available in your Inbox. Please use respective services portal for assessing the PARs of such officers .

Home » Inbox

W Standard W Representation

Pmcess[}]
m-- o T e

e PARis opened, click Disclose to Officer (

Copyright © NIC, 2019

2018-01042017... CPSE APAR Form DEEPAK SABH... 04/10/2018 ATUL BHATT (... 04/10/2018 CR SectionTo .
2 E [ ] 2018-01042017... CPSE APAR Form GOUTAM CHAT. 0510/2018 SALIL KUMAR ... 0510/2018 CR Section To .
3 E [ ] CPSE APAR Form SURENDER 8l 16M1/2018 RAJESH KUMA 16M1/2018 CR Section To
Sheowing 1 to 3 of 3 enfries
First Previous m Next Last
Fig.36
Disclose To Officer

) to disclose the PAR as shown in Fig.37:
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r Basic Infermation

Spamow

Name: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CPSE

m Designation: DIRECTOR Batch: 1900 Assessment Period: 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
l#” User Assistance v
o]
& Role Detail 9
Bileiion S Disclose To Officer
B PAR =
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) (PLIII) dated 14th May, 2009 in connection with the Annual Performance Appraisal report of the officer have been completed.

€ Support@ServiceDesk

Date:
Signature At Disclosure Level

Reference Upload (only pdf files with 3mb maximum size) | Choose file | No file 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

r Basic Information

Name: SURENDER SINGH SIRCHI Cancel Service: CPSE

Designation: DIRECTOR 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.)

‘ | | Disclose To Officer

Standard

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:

Copyright © NIC, 2019 Ver3.2
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Q Role Detail
[ Work flow +

€ Support@ServiceDesk

APAR ID - 2018-01042017-31032018-2016551 has been Sent Successfully to SURENDER SINGH SIROHI (TEMPBEDT) [DIRECTOR ]

(<) BACK Click the Link ta redirect back

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

Home » Inbox

SPARROW portal for various services have be

W Standard W Representation

lo# User Assistance ~

E= Dossier ~
APAR ID Form Type Received On Sent Date Current Stage Quick Action

R DSC ~ (]

© Support@ServiceDesk Showing 1to 1.0f 1 entries

[ | e | o] soroem
2018-01042017. CPSE APAR Form 1611172018 ATUL BHATT ( 16/11/2018 Officer Disclosure
First Previous m Next Last

Fig.40

Put for R tation .
e C(Click I Accept M)GBG Put to Representation () as shown in Fig.41:
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~ Basic Information

Name: SURENDER SINGH SIROHI 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.) a

Standard
|#* User Assistance
e
B DsC ~ OFFICER ACCEPTANCE

)

& Support@ServiceDesk

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 awarded 10 has also been noted.

Date: Signature At Officer Level

Reference Upload (only pdf files with 3mb maximum size) | Choose file | No file chosen

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.)

Standard

| | Officer Acceptance

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:

= “

|+ User Assistance »

APAR ID : 2018-01042017-31032018-2016551 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |
== Dossier ~

SC w () BACK Click the Link ta redirect back

@ Support@Se

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:

Spammow

m Homey ncex
| S Represerinien
| ‘ | Process(3)
——

lo# User Assistance ~
& Role Detail _ _
APAR ID Form Type Officer Detail Received On Sent By Sent Date Current Stage Quick Action
P = ™

2018-01042017. CPSE APAR Form DEEPAK SABH 04/10/2018 ATUL BHATT ( 04/10/2018 CR Section To

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

O Work flow ~
2 E ™ 2018-01042017... CPSE APAR Form GOUTAM CHAT. 05110/2018 SALIL KUMAR .. 05110/2018 CR Section To .
-
3 £ = 2018-01042017.... CPSE APAR Form SURENDER §I... 161112018 SURENDER §I... 161112018 CR Section for .

-
Shewing 1 to 3 of 3 enfries

First Previous \I| Next Last

& Supporti@ServiceDesk

Fig.44

e (lick Close () to close the PAR as shown in Fig.45:
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[ o iomaten
Name: SURENDER SINGH SIRCHI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 to 31/03/2018

« Sent
_ Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.) n
—
e
Q Role Detail
[ Work flow =
OFFICER ACCEPTANCE

o

M 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 awarded 10 has also been noted.
@ Support@ServiceDesk

Date: 16/11/2018 Signature At Officer Level

Mr. SURENDER SINGH SIROHI (TEMPBEOT) - DIRECTOR

Fig.45

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

TN RRENTINENTERRNY  sparrow-cpse.eoffice.gov.in says

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

r Basic Information To submit,
Name: SURENDER SINGH SIRCHI Service: CPSE
Cancel
Designation: DIRECTOR Assessment Period: 01/D4/2017 to 31/03/2018
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.) ﬂ
Standard

| | | | Officer Acceptance

o

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 awarded 10 has also been noted.

Fig.46

e A message prompts “Successfully Closed” as shown in Fig.47:
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& Role Detail
3 Work flow =

& Support@ServiceDesk

APAR ID : 2018-01042017-31032018-2016551 has been Successfully Closed

(<) BACK Click the Link ta redirect back
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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
@ Sparow
Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 0 31/03/2018
Werkflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)
Standard
|2 User Assistance
‘ | | ‘ ‘Officer Acceptance
B DSC - OFFICER ACCEPTANCE

@ Support@SeniceDesk

The full APAR { PAR Id : 2018-01042017-31032018-2015668 ) including the overall score and assessment of integrity has been shown/icommunicated to me. The final grading awarded 10 has also been noted.

i

Date: Signature At Officer Level

Reference Upload {only pdf files with 3mb maximum size) No file selected

|
Fig.48

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

Letter | - Employee

Case for Representation

I'would like to go for representation and request for higher grades.

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:

& Sparrow

“
l” User Assistance +

APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |
= Dossier «
(<) BACK Click the Link ta redirect back -

& Support@SeniceDesk

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

Home » Inbox

W Standard W Represeniation

I Assess Par(3) | | |
Search:
B T T T e

1 E [ ] CPSE APAR Form P K SARANGI PKSARANGI 30111208 Rep - CR Section
2 E [ ] 8-01042017-. CPSE APAR Form NIRAJ KUMAR ATUL BHATT ( 12018 Reviewing Auth
3 E [ ] 2018-D1042017-. CPSE APAR Form PSRK SASTR ATUL BHATT ( Reviewing Auth

Shewing 1 to 3 of 3 entries

First  Previous Next  Last

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:

@& Spamow Basic

Name: P K SARANGI Cadre: CENTRAL SERVICES Service: cPsE
Cllies Designation: DIRECTOR Batch: 1900 Assessment Period: 010412017 to 31/032018
Sent a = B o z o o

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

|2 User Assistance -

QRole Detail

) Work flow ~ | would like to go for representation and request for higher grades

4
R o
Shri. P K SARANGI

50169
DIRECTOR

Representation

presentation

@support@ServiceDesk

Letter Section

CR SECTION

| Kindly review the performance]

Date:

Reference Upload (only pdf files with 3mb maximum size) Mo file chosen

To Competent Authority- Stage |

Fig.52

e A confirmation window appears click on OK (“) button as shown in Fig.53:

Copyright © NIC, 2019 Ver3.2
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Smart Perfor = sparrow-cpse.eoffice.gov.in says

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

Basic Information

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:

MESSAGE

APAR I - 2013-01042017-3103201-2015568 has been Sent Successfully fo RAJESH KUMAR CHAUDHRY (PE/028 ) [JOINT SECRETARY DEPARTMENT GF
QRole Detail PUBLIC ENTERFRISES GOI|

[ Work flow ~
_ (<) BACK Click the Link to redirect back

B PAR ~

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 s|
Homenbox
W Standard m Representation

|~ User Assistance +
m --- APARID SR Officer betai m Sentbate EImEIETS i

[ ] 2018-01042017 . CPSE APAR Form P K SARANGI (. 301112018 ATUL BHATT (. 301112018 Competent Auth

8 Support@SenviceDesk Showing 1to 1 of 1 entries

Next Last

First Previous
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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:

& Inbox Designation: DIRECTOR Batch: 1800 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.) a
Representation
lo” User Assistance + - - B B - - - - -
Letter Information | Basic Information Self Appraisal Appraisal ‘ Reviewing | Accepting ‘ Disclose To Officer
_ Kindly review the performance -
= Dossier +
Date: 30111/2018 Signature

Shri. ATUL BHATT
c216
CHAIRMAN

Letter Section
REMARKS OF COMPETENT AUTHORITY

Basic
& Sparrow
Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE

I

@ Support@SeniceDesk

Kindly consider.

m

Date:

Reference Upload {only pdf files with 3mb maximum size) No file selected

Send To Reporting Authority

Fig.56

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

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

- Cancel

Fig.57

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

m APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |
@ BACK Click the Link to redirect back .

@ Support@SeniceDesk

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

. . ) 2018-01042017-31032018-2015668 )
e Rep-Reporting Authority clicks the PAR ID ( ) to open the PAR as shown in

Fig.59:

SPARROW portal for various services have been splitted, you may found that PARsS of «

Home » Inbax

- Assess Par(3)
l#” User Assistance v

& Role Detail
APAR ID Form Type Officer Detail Received On Sent Date Cument Stage Quick Action
fof - [ ] 2018-01042017. CPSE APAR Form P K SARANGI 03122018 RAJESH KUMA. 03122018 Rep - Reporting.
[ Work flow

2 E " 2018-01042017. CPSE APAR Form NIRAJ KUMAR 201112018 ATUL BHATT ¢ 201112018 Reviewing Auth
-
3 £ . 2018-01042017.... CPSE APAR Form PSRK SASTR. 1102018 ATUL BHATT (.. 1102018 Reviewing Auth
Showing 1 to 3 of 3 entries
" o E| - -

W Standard W Representation

Fig.59

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

Send To Reviewing Authori

) button, as shown in Fig.60:
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r Basic Infermation

Spamow

Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE

m Designation: DIRECTOR Batch: 1900 Assessment Period: 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.)
Representa
l#* User Assistance =
Letter Information ‘ ‘
QRole Detail -
Kindly consider.
[ Work flow « =3
Date: 03/12/2018 Signature
@ PAR ~ Mr. RAJESH KUMAR CHAUDHRY
PBI023
m JOINT SECRETARY DEPARTMENT OF PUBLIC

ENTERPRISES GOI
@ Support@ServiceDesk

Letter Section
REMARKS OF REPORTING AUTHORITY

Re-consider the matter.

Date:

Reference Upload (only pdf files with 3mb maximum size) | Choose file | No file chosen

Send To Reviewing Authority

Fig.60

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

EINELAENGINENRN  sparrow-cpse.eoffice.gov.in says R
N N Once Form is Submitted, data will not be changed. Are You Sure want
Basic Information To submit.
Name: P K SARANGI Service: CPSE
G |
Designation:  DIRECTOR e Assessment Period: 01/0472017 10 310372013
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)
Representation
Letter information | |
<
Kindly consider.
4
Date: 03/12/2018 Signature
Mr. RAJESH KUMAR CHAUDHRY
PBI028
JOINT SECRETARY DEPARTMENT OF PUBLIC
ENTERPRISES GOI

Fig.61

e A message prompts “Sent Successfully” as shown in Fig.62:
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|# User Assistance »

G Role Detail APAR D - 2018-01042017-31032018-2015668 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOR |
ole Detail
[ Work flow @ BACK Click the Link to redirect back
B PAR v

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

L . _ 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 .
W Standard m Representation
==

_ n 2018-01042017. CPSE APAR Form P K SARANGI (... 03i12/2018 ATUL BHATT (... 031122018 Rep - Reviewin..

Showing 11o 1 of 1 eniries
First Previous Next Last

Home » Inbox

& Support@SenviceDesk

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:

Smart Performance Appraisal Report Recording Online Window (SPARROW) About ~ Help ~ Shri. GOUTAM CHATTARJEE(DIRECTOR - M. ~

Name P K SARANGI Cadre: CENTRAL SERVICES Service cPSE
Designation: DIRECTOR Batcn: 1800 Assessment Perioa: 010412017 to 31/02/2018
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name ) a

Representation

Re-consider the matter,

Date: 031212018 Signature

Shri. ATUL BHATT

CHAIRMAN

Letter Section

Reference Upload (only pdf files with 3mb maximum size) [(Browse... ] Mo file selected.

Fig.64

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

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

Cancel

Fig.65

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

“
I User Assistance

APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to SURENDER SINGH SIROHI (TEMPBEQ7) [DIRECTOR |
= UDossier +
@ BACK Click the Link to redirect back _

@ Support@SeniceDesk

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 various services havi
tomerinees

|
My Par{0) | Assess Par(1)
I User Assistance —

R DSC ~ 1 E [ | 2018-01042017. CPSE APAR Form P K SARANGI (. 03/12/2018 GOUTAM CHAT 03/12/2018 Rep - Accepting .

Showing 110 1 of 1 entries

W Standard @ Representation

€ Support@SeniceDesk

First Previous Next Last

Fig.67
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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:

r Basic
@& Sparrow
Name: P K SARANGI 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.)
Representation
|2 User Assistance
[N Basic information | Self Appraisal | Appraisal ‘ Reviewing | Accepting ‘ Disclose To Officer
m B i
B DSC ~
Date: 0311212018 Signature

& Support@SeniceDesk Shri. GOUTAM CHATTARJEE
50124
DIRECTOR

Letter Section

REMARKS OF ACCEPTING AUTHORITY

i

Fine

Date:

i

Reference Upload {only pdf files with 3mb maximum size) Mo file selected.

[corcanges i o | A
Fig.68

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

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

Fig.69

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

m APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOR |
@ BACK Click the Link to redirect back .

& Support@SeniceDesk

Fig.70

Stage 7: Competent Authority- Stage II performs the following steps to forward PAR to CR Custodian (Rep-
CR Section):

. , 2018-01042017-31032018-2015665
e Competent Authority- Stage II clicks the PARID ( ) to open the PAR as shown

in Fig.71:

SPARROW portal for various services have t
omen e
|  Stancars m Represerizten
| Assess Par(1)

l# User Assistance +

R o T T R
W DSC ~ 1 E ] 2018-01042017... CPSE APAR Form P K SARANGI (... 03i12/2018 SURENDER SI.. 03122018 Competent Auth..

& Support@SeniceDesk Showing 1to 1 of 1 entries
First Previous Next 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:

r Basic
@ Sparrow
Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE

Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 to 31/02/2018

Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)
Representation
Lr User Assistance +
Letter information
— Fine =
= Dossier +
W DSC ~
Date: 03/12/2018 Signature

Mr. SURENDER SINGH SIROHI
TEMPBEOT
DIRECTOR

& Support@SeniceDesk

I

Letter Section
COMPETENT AUTHORITY

Done| ‘

Date:

m

Reference Upload (only pdf files with 3mb maximum size) No file selected

G ]
Fig.72

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

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

Fig.73

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

& Sparrow

“
l” User Assistance +

APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |
= Dossier «
(<) BACK Click the Link ta redirect back -

@ Support@SeniceDesk

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

Homey ncex
Manual Process(2 | Process| |
lo# User Assistance ~

& Role Detail N _
APARID Form Type Officer Detail Received On Sent By Sent Date Cument Stage Quick Acfion
o1 W v (] - . orm . ection To .
3 Work flor 1 E 2018-01042017. CPSE APAR Fi DEEPAK SABH 04/10/2018 ATUL BHATT ( 04/10/2018 CR Section Tc

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

W Standard W Representation

My Par(1) | Assess Par(2)

2 E [ | 2018-01042017... CPSE APAR Form GOUTAM CHAT.. 05/10/2018 SALIL KUMAR ... 05/10/2018 CR Section To .

3 E [ ] 2018-01042017... CPSE APAR Form P KSARANGI . 03122018 GOUTAM CHAT.. 03122018 Rep - CR Sectio...

Shewing 1 to 3 of 3 enfries
First Previous E Next Last

© Suppori@ServiceDesk

Fig.75
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Disclose To Employee

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

Basic Information

Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE

m Designation: DIRECTOR Batch: 1900 Assessment Period: 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.) n
Representation
lo# User Assistance
[ |
& Role Detail REMARKS OF ACCEPTING AUTHORITY .
Fine
[ Work flow =
4

Date: 03/12/2018 Signature
Mr. SURENDER SINGH SIROHI
TEMPBEO7
DIRECTOR

Letter Section

@ Support@ServiceDesk

Letter Section

COMPETENT AUTHORITY
Done
&
Date: 03/12/2018 Signature
Shri. GOUTAM CHATTARJEE
50124
DIRECTOR

Fig.76

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

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

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

~ Basic Information

To submit.
Name: P K SARANGI Service: CPSE
Cancel
Designation:  DIRECTOR - Assessment Period: D1/D42017 to 3110312018
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.)

Represental
l#* User Assistance «
e ]
@ Role Detail REMARKS OF ACCEPTING AUTHORITY -
Fine
[ Work flow ~
4
Mr. SURENDER SINGH SIROHI

TEMPBEO7
DIRECTOR

Fig.77

e A message prompts “Sent Successfully” as shown in Fig.78:
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“
| User Assistance v

& Role Detail APAR ID : 2018-01042017-31032018-2015668 has been Sent Successfully to P K SARANGI (50169) [DIRECTOR |
ole Detail
3 Work flow + () BACK Click the Link ta redirect back

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

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

SPARROW portal for various services have |

Home » Inbax

W Standard @ Representation

W—l
| User Assistance

Search

[ ] 2018-01042017.. CPSE APAR Form 03M12/2018 ATULBHATT (. 031212018 Rep - Employee..

& Support@SeniceDesk Showing 1to 1 of 1 entries

First Previous Last

Fig.79

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

r Basic
&® Spa
Name: P K SARANGI Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1900 Assessment Period: 010412017 to 31/03/2018
Workflow Details (Kindly click here and verify the Details of Assessing Authorities by hovering the mouse over the respective name.) a
Representation
I~ User Assistance +
Letter information ‘ ‘

m o i
Date: 03/12/2018 Signature
@ Support@SeniceDesk Mr. SURENDER SINGH SIROHI
TEMPBEQ7
DIRECTOR

n

Letter Section

Letter Section
COMPETENT AUTHORITY

Done

Date: 03/12/2018 Signature

Shri. GOUTAM CHATTARJEE
50124
DIRECTOR

i

I

Fig.80
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e A confirmation window appears click on OK (“) button as shown in Fig.81:

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

Gancel

Fig.81

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

B DSC -

& Support@SeniceDesk

APAR ID - 2018-01042017-31032018-2015668 has been Sent Successfully to ATUL BHATT (C2116) [CHAIRMAN |

@ BACK Click the Link to redirect back .

Fig.82

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

e Custodian (Rep-CR Section) clicks the PARID (

Fig.83:

2018-01042017-2103201 8-201 5665

l#” User Assistance v

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

Home » Inbax

W Standard W Representation

My Par(1)

Assess Par(2)

“-- APARID o Officer Detar _ Seat bate S—— Quick Action

2018-01042017. CPSE APAR Form DEEPAK SABH 04/10/2018 ATUL BHATT 04/10/2018 CR Section To
2 E [ | 2018-01042017... CPSE APAR Form GOUTAM CHAT.. 05/10/2018 SALIL KUMAR ... 05/10/2018 CR Section To .
3 E [ ] 2018-01042017... CPSE APAR Form P KSARANGI . 03122018 PKSARANGI . 03122018 Rep - CR Sectio...

Showing 1 to 3 of 3 entries

First Previous E Next Last

Fig.83

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

Copyright © NIC, 2019
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- Basic Information

Name: P K SARANGI 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.)

Representation
122 User Assistance v
Letter information
& Role Detail Mr. RAJESH KUMAR CHAUDHRY -
PBI028
JOINT SECRETARY DEPARTMENT OF PUBLIC
D) Work flow ~ ENTERPRISES GOI

Letter Section

Letter Section
REMARKS OF REPORTING AUTHORITY

@ Support@ServiceDesk Re-consider the matter.

Date: 03/12/2018 Signature
Shri. ATUL BHATT
c2116
CHAIRMAN
Letter Section

Letter Section 9

Fig.84

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

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

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

Smart Performance App|

r Basic Information

To submit.
Name: P K SARANGI Service: CPSE
Cancel
Designation: DIRECTOR e Assessment Period: 01/04/2017 to 31/03/2013
Workflow Details (Kindly click here and verify the Details of Assessing Autherities by hovering the mouse over the respective name.) ll

Represental
l#” User Assistance v
Letter Information ‘ ‘
& Role Detail Mr. RAJESH KUMAR CHAUDHRY =
PB/028
JOINT SECRETARY DEPARTMENT OF PUBLIC
3 Work flow = ENTERPRISES GOI
Letter Section

Letier Section

Fig.85

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

“

& Role Detail APAR ID - 2018-01042017-31032018-2015668 has been Successfully Closed
ole Detail
[ Work flow « @ BACK Click the Link to redirect back

Fig.86

NIC, 2019 Ver3.2
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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:

= 5 25 N ) 5

Officers Posted PAR Generated PAR Closed In Process PAR

lo” User Assistance
& Role Detail & Assessment Year

Select Assesment year 2017-2018 v

Organization [ — Total PAR Transaction Transactions on Weekly Basis

300

250

© Support@SenviceDesk 200

Transaction Number
I
3

Mon Tue Wed  Thurs  Fri Sat Sun

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:

o2 3 25 ) 5

I+ User Assistance v
& Role Detail @ Assessment Year

Select Assesment year 20172018 v

e View More Details>> Total PAR Transaction Transactions on Weekly Basis

300

PAR Generated In Process PAR

250

© Support@SenviceDesk 200

150

Transaction Number

Mon Tue wed  Thurss  Fri sat sun

Copyright © NIC, 2019
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Fig.88
o The Dashboard screen along with APAR(s) status appears, as shown in Fig.89:

Home » DashBoard
Assessment Period : 20172018 v

Data is refreshed in every 5 minutes.

ORGANIZATION

Officer’s Posted PARs Generated PARs Closed PARs Generate... Pending with O... Pending with R... Pending with R...
1 5 25 1" 2 2 1 1 0

MECON LIMITED

Showing 1 to 1 of 1 entries

First Previous Next Last

4 L3

Fig.89

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

Home » DashBoard

Assessment Period © 2017-2018 v
Data is refreshed in every 5 minutes.

ORGANIZATION

Officer’s Posted PARs Generated PARs Closed PARs Generate... Pending with O... Pending with R.... Pending with R....
1 25 11 2 1 1 0

MECON LIMITED 5

Showing 1 to 1 of 1 entries

First Previous Next Last

1 3

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

Message (o Send As Alert;*

SirMadam,PAR's for recording your comments is pending in your inbox. It is requesied fo
process/access the same. Regards, SPARROW TEAM.

(Check at least one checkBox("))

E—man sMs

Send Alert Close

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

process/access the same. Regards, SPARROW TEAM.

(Check at least one checkBox(*))

4 E-mail [ SMS

Copyright © NIC, 2019

Fig.92

57



C@fflce

L W HLACE X

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 (Inbox/Sent)

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

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

Home » Inbox

W Standard B Representation

I T T
2018-01042017 CPSE APAR Form 011172013 ATUL BHATT ( 011112018 Officer Reported
Showing 1 to 1 of 1 entries
First Previous m 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 available i

Home » Inbox

| Assess Par(3) | | |

O e |_omy oo
2018-D1042017... CPSE APAR Form NIRAJ KUMAR . D2111/2018 NIRAJ KUMAR .. 0271172018 Reporting Autho.

W Standard W Representation

2 E [ | 2018-01042017. CPSE APAR Form PSR.K SASTR 11102018 ATUL BHATT 111102018 Reviewing Auth
3 E [ | 2018-01042017... CPSE APAR Form RITA AHLAWAT... 25102018 ATUL BHATT (.. 25/10/2013 Reporting Autho. ..
Showing 1 to 3 of 3 enfries
First  Previous E Next  Last

Copyright © NIC, 2019
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Fig.94

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 ) a

Standard
| Appraisal
Reload Old PAR
SECTION Ill : 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 fumnish 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 exceptional contrioution

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)
Click APAR ID 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
W Standard W Representation

Home » Inbox

Search:
mal ] e i e
({ 19/11/2018 Officer Reported

CPSE APAR Form ASHOK KUMA, 191172018 ATUL BHATT {
RITA AHLAWAT 25102018 ATUL BHATT 25/10/2018 Reporting Autho

2018-01042017. CPSE APAR Form
First Previous E Next Last

2 E "

Showing 1 to 2 of 2 entries

Fig.96
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:

Ver3.2
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r Basic Information

Name: ASHOK KUMAR SINGH Cadre: CENTRAL SERVICES Service: CPSE
Designation: CHAIRMAN Batch: 1900 Assessment Period: 0170472017 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

_ Appi |
N
Reload Old PAR

Section Il — Self-appraisal of the officer reported upon

1. Brief description of responsibilities
(Objectives of the position you hold and the responsibilities you are required to discharge, in about 100 words).

(Objectives of the position you hold and the responsibilities you are required to discharge, in about 100 words)

2. Annual work plan and achievement:

S.No. Task to be performed

Deli Achievement
1 (Cbjectives of the position you hold and the responsiDIlities You are required 10 disCharge, in ¢ 10 required to discharge, in about 100 .
about 100 words) 5 words) ‘/f .
Total 10.00
©
Fig.97

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:

Rs 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 Standard B Representation
‘ | Process(2)

O T e e oo L omscen

2018-01042017 CPSE APAR Form DEEPAK SABH 04/10/2018 ATUL BHATT ( 04710/2018 CR Section To

2 E [ | 2018-01042017... CPSE APAR Form GOUTAM CHAT... 05/10/2018 SALIL KUMAR ... D5M10/2018 CR Section To ..

First Previous \I| Next Last

Showing 110 2 of 2 entries

Fig.98

Copyright © NIC, 2019 Ver3.2
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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:

Home» Sent

W Standard W Representation

T - |

| S—

ASSESSMENT PERIOD : 2017-2018 v
[ o [ o e

Qulck
m.l APARID AR Officer Detai — Sent Date HOMoBE)

2018-01042017-31032018- CPSE AFAR Form NIRAJ KUMAR . NIRAJ KUMAR . ATULBHATT (... 10M0/2018 Officer Reported..
2015664

Showing 1 to 1 of 1 entries

First Previous Next Last

Fig.99

e Clickthe! licon to view the sent APAR.

Copyright © NIC, 2019
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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 : 2017-20138 v

o) o ) [ [
Assessment Work Work Allotment Know your
APARID Officer Detail Year Status From Work To Organization Year/Baich custodian
2018-01042017-310320158-]  ATUL BHATT (C... 2017-2018 WORKING 01-04-2017 31-03-2018 CENTRAL SER.. WMECON LIMITED 1900
2015666

Showing 1to 1 of 1 entries

First Previous \I| Next Last

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

M Standard M Representation
PAR Tracking Detail

PAR Period : 01-04-2017 to 31-03-2012
Officer Name : ATUL BHATT Employee Code - C2115

Designation : CHAIRMAN Work Status - Working

Sent Current More
Date SentTo Current Stage Status Last Open Date Details

ATUL BHATT (C... D1-11- ATUL BHATT (C... Cfficer Reported... Pending 18-11-2018 11:2. Click
2018

Fig.101

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

1 MECCN LIMITED ATUL BHATT(C.. MECON LIMITED 1900 CENTRAL SER... PAR CENTRAL .. 15-03-2018

MECCN LIMITED SALIL KUMARL... MECON LIMITED 1900 CENTRAL SER... PAR CENTRAL .. 15-06-2018

Fig.102

Copyright © NIC, 2019 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 » PAR Update Section
Employee Search by : EmployeeCode Choose Designation v Employee Name
Reported Error @ All Generated PARs.

:
““ AlotmentYear Suick Action
1

Generation
2018-01042017-31032018-2015665 DEEPAK SABHLOK 20000028 DIRECTOR 1032
Update Section 1
f— 2 2018-01042017-31102017-2015668 GOUTAM CHATTARJEE 50124 DIRECTOR 1900
ErclE e et 3 2018-01042017-31032018-2015666 ATUL BHATT C2116 CHAIRMAN 1900
4 2018-01042017-31032018-2015664 NIRAJ KUMAR TEMP98666D DIRECTOR 1900
= Dossier
5 2018-01042017-31032018-2015862 $.B. BHIDE 0338 CHAIRMAN 1900
B DSC ~
6 2018-01042017-31032018-2015853 PS.RK SASTRY PS.RK SASTRY DIRECTOR 1900
@ Support@ServiceDesk 7 2018-01042017-31032015-2015652 SUBRATA BISWAS 3160262 DIRECTOR 1000
8 2018-01042017-31032018-2064549 RITA AHLAWAT 025 ASSISTANT PR. 1900
El 2018-01042017-31032018-2015676 ASHOK KUMAR SINGH 1859 CHAIRMAN 1900
10 2018-01042017-31032018-2016501 G ARAVINDAN 302643 DIRECTOR 1900

Showing 1 tr—’-ﬂﬂg:‘—‘—?nmes

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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WORA PLACE ST
Basic Information
Name: DEEPAK SABHLOK Cadre: CENTRAL SERVICES Service: CPSE
Designation: DIRECTOR Batch: 1932 Assessment Period: 01/04/2017 to 31/03/2013
standard
SECTION |
From Date To Date
Reporting Autharity ATUL BHATT CHAIRMAN 011042017 m} 31/03/2018 i}
Reviewing Authority ATUL BRATT CHAIRMAN 0110412017 m} 31/03/2018 m}
Accepting Authority ATUL BHATT CHAIRMAN 011042017 m} 310312013 i}
8. Period of absence on leave, etc. during the year.
Period
Absence Category Type Remarks
From To
T i )
9. Qualification acquired and Training programmes attended during the year.
(a) Details of Qualification acquired during the year.
SrNo. Details of Qualifications Institution from which studied Details of subjects studied Marks obtained
Update Section
I—I -

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

APAR ID : 2018-01042017-31032018-2015665 has been Updated Successfully.

©

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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Fomey ARAR Tracking
m UEBELLEIAE
- Sent
Assessment Period : 20172018 M
e User Assistance v
Employee Search by : Employee Code Choose Designation v Employee Name MECON LIMITED v
& Role Detail Batch cPSE v Choose Cadre v Choose Form v
[} Work flow ~

Search
[ PAR ~
Generation
pEt==ischon! SALIL KUMAR ( 20172018 WORKING 01-04-2017 07122017 | CENTRAL SER. WECON LIMITED o
Tracking
Force Forwad 2 2018-01042017-31032018-  DEEPAK SABH 2017-2018 WORKING ~ D1-04-2017  31-03-2018 | CENTRALSER. MECONLIMITED 1882
orce Forwan oienes
3 2018-01042017-31032018-  SUDHIR RAHE 20172012 WORKING ~ D1-04-2017  31-03-2018 | CENTRALSER. MECONLIMITED 1200 i)
105928
4 2018-01042017-31102017-  GOUTAM CHAT. 2017-2018 WORKING 01042017  31-10-2017 | CENTRALSER. MECONLIMITED 1200 [}
2015889
© Support@ServiceDesk
5 2018-01042017-31032018-  D. SHOME (DIR. 20172012 WORKING  01-04-2017 31032013 CENTRALSER. MECONLIMITED 1200 [}
2015860
s 2018-01042017-31032018- | P K SARANGI (- 20172018 WORKING | D1-04-2017 | 31032018 | CENTRALSER. MECONLIMITED 1200 ©
2015868
7 2018-01042017-31032018- | ATUL BHATT (C... | 2017-2018 WORKING ~ D1-04-2017  31-03-2018 | CENTRALSER. MECONLIMITED 1200 o
2015586

Fig.107
e C(lick PARID, PAR Tracking Detail window appears as shown in Fig.108:

W Standard W Representation

PAR Tracking Detail

PAR Period : 01-04-2017 to 07-12-2017
Officer Name : SALIL KUMAR Employee Code : 3483

Designation - DIRECTCR Work Status - Working

Curmrent More
Sent By Current Stage Status Last Open Date Details

ATUL BHATT (C. SALIL KUMAR { Officer Reported. Forwarded
SALIL KUMAR (... GOUTAM CHAT... Reporting Autho.. Forwarded
GOUTAM CHAT. . RAJESH KUMA. .. Reviewing Auth... Forwarded
RAJESH KUMA. .. P K SARANGI (... Accepting Autho... Forwarded

P K SARANGI (... ATUL BHATT (C.. CR Section To ... Forwarded

ATUL BHATT (C.. SALIL KUMAR (.. Officer Disclosure Forwarded

SALIL KUMAR (... ATUL BHATT (C.. CR Section for .. 04-10-2018 12....

Fig.108

e (lick information icon ( ) (Fig.61), the Role Details window appears, as shown in Fig.109:

Copyright © NIC, 2019 Ver.3.2
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Role Details

T [ — m Jy——— Role Assigned | AssignedDate | Revoked Date
1

MECON LIMITED ATUL BHATTI(C.. MECON LIMITED CENTRAL SER... PAR CENTRAL .. 16-03-2018

MECON LIMITED SALIL KUMAR(. . MECON LIMITED CENTRAL SER FAR CENTRAL 16-06-2018

Fig.109
Force Forward

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

m) button, a list appears as shown in Fig.110:

Search
Home » Force Forward

[ ]

Choose Designation v

CPSE T Choose Cadre v

W Standard m Represemahcn

B PAR ~ Sem Expected
APAR ID Officer Detail Sent By Received By Current Stage Due Date Alert
Generation
2018-01042017- NIRAJ KUMAR . CENTRALSER..  NRAJKUMAR..  02-11- ATULBHATT C Reporiing Autho...  31-05-2018 Fo,ce Fo=rd
Update Section 1 31032018-2015864 2018
Tracking 2 E [ ] 2018-01042017- DEEPAK SABH CENTRAL SER. ATUL BHATT C. 04-10- ATULBHATT C CR Section To .. 15-08-2018 2
31032018-2015665 2018
Force Forward
3 E 1 2018-01042017- ATUL BHATT CENTRAL SER. ATUL BHATT C 01-14- ATUL BHATT Officer Reported 30-04-2018 a
31032018-2015666 2018
4 E ] 2018-01042017- GOUTAM CHAT..  CENTRALSER..  SALILKUMAR .. 05-10- ATULBHATTC CR Section To .. 15-03-2018 2
31102017-2015869 2018
5 E [ ] 2018-01042017- ASHOK KUMA... GENTRAL SER... | ATUL BHATTC... 19-11- ASHOK KUMA. Officer Reported...  30-04-2018 2
@ Support@ServiceDesk 31032018-2015676 2018
6 E 1 2018-01042017- ATUL SOBTI C CENTRAL SER. ATUL BHATT G 26-10- ATUL SOBTIC. Officer Reported 30-04-2018 2
31032018-201567% 2018
7 E 1 2018-01042017- SUBRATABIS. CENTRAL SER. ATUL BHATT C 12-10- SUBRATABIS Officer Reported 30-04-2018 i
31032018-2015683 2018
8 E [ ] 2018-01042017- S.B.BHIDE C GENTRALSER... | ATUL BHATTC... 1-10- .8 BHIDE GH Officer Reported...  30-04-2018 2
5 . 2018 =

Fig.110

Note:

[
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 ) button as shown in Fig.111:

Copyright
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e G

Force Forward

First Template

Reason of Force Forward

Action required|

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
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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:

cw

= Deossier ~

Officers Completed PAR
Officer Grading Report
My Completed PAR

My ACR Status

Officer ACR Sialus
@ Support@SeniceDesk

B Migration ~

Home » Dossier Officers Completed Par

Employee Search for Dossier

Assessment Period : 2017-2018

Employee Search by: Emplc

Baich

Search:

1

BHANU KUMAR
2 GOUTAM CHATTARJEE
3 INDRA
4 PARTHA PROTIM BOSE
5 RK GUPTA
8 SALIL KUMAR
7 SHARAD SAMGHI
8 SUDHIR RAHEJA
9 SUDIP KUMAR NANDA

S

SURENDER SINGH SIROHI

1900

1900

1900

1900

1900

1900

1900

1900

1900

1900

Choose Designation B

CPSE B

5125

50124

038

E342

RRW408
3489
TEMPBEO4
TEMPRAHEJA
TEMP982CPSE

TEMPBEOT

Employee Name Choose Global Organizat B

Choose Cadre B

DIRECTOR

DIRECTOR

JUNIOR ACCOUNTANT

CHAIRMAN

CHAIRMAN CUM MANAGING DIRECTOR

DIRECTOR

DIRECTOR

MEMBER (PLG)

DIRECTOR

DIRECTOR

Total (Viewed) PAR

(1)

1(0)
1(0)
101y
100}y
101}
2(0)
1)
100}

101

m

Fig.114

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

& Inbox

Employee Search for Dossier

- Basic
7 User Assistance ~ Code: TEMPBEQT Name: SURENDER SINGH SIROHI Designation: DIRECTOR
Batch: 1500 Cadre: CENTRAL SERVICES Assessment Year: 20172018
&Role Detail
PARID: 2018-01042017-31032018-2016551
Period : 01/0472017 TO 317032018
Status : Working £
Form Name : CPSE APAR Form
@Suppori@SeniceDesk -
m— s p— p— pu—
1 ACR Section PDF Generate ACR Section PDF Generate - Basic Information
z ACR Section FOF Generate ACR Section FDF Generate - Reviewing )
3 ACR Section PDF Generate ACR Section PDF Generate - Officer Acceptance &
4 ACR Section PO Generate ACR Section FDF Generate - Disclose To Officer &
ACR Section PDF Generate ACR Section PDF Generate - Accepting *
6 ACR Complete ACR Complete - Completed )
7 ACR Section PDF Generate ACR Section PDF Generate - Seff Appraisal &
8 ACR Section POF Generate ACR Section FDF Generate - 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.

Copyright © NIC, 2019
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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:

FIGME ¥ TAgraton

& Spamow

m Migration
Employee Search by : Code Choose Designation v Employee Name Choose OlLobal Organizal ¥

Choose Cadre T CPSE r

421

NARENDRA JAIN NOT APPLICABLE 1000
422 SURINDER SIN_ NOT APPLICABLE 1200
423 SUNDAR BANE.. NOT APPLICABLE 1200
424 RITENDRAKR.... NOT APPLICABLE 1900
_ 425 MOYUKH BHA. NOT APPLICABLE 1900
B Migration ~
426 NIRJA SARAF NOT APPLICABLE 1800
PAR Migration

427 ASHOK GAWARI NOT APPLICABLE 1200

Grading(Manually Section
Upload) 423 N. K. NANDA NOT APPLICABLE 1900
429 TRKRAO NOT APPLICABLE 1800
430 P K. SATPATHY NOT APPLICABLE 1800

Showing 421 to 430 of 530 entries
First Previous 1 42 4s 53 Next Last

Fig.116

e C(lick on New (m) button as shown in Fig.117:

Home » Migration Form

Migration Form

Name: SURENDER SINGH SIRCHI Allotment Year/Batch: 1800 Code: TEMPBEO7

Designation: DIRECTOR Cadre: CENTRAL SERVICES

I R T R

Na records are there

<) Back to Employee search

Fig.117
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e Upload the pdf by clicking Choose File () button and Upload (

Fig.118:

) button, as shown in

Home » Migration Form

Migration Form

Dual Reporting/Divisional Commissioner

Dual R?p?l‘llnnglVllend OfficerName Designation: OfficerDesg
Commissioner
Grade (Number): Grade (Text):

OfficerGrade

Reviewing Details

Reviewing Authority: ReviewingOfficerMame Designation: ReviewingOfficerDesig

Choose Grade v

Grade (Number): Grade(Text):

R ngOfficerGrade Choose Grade v
Accepting Details
Accepting Authority: AcceptingOfficerName Designation: AcceptingOfiicerDesigl
Grade (Number): AcceptingOfiicerGrade Grade(Text): Choose Grade v

r Addi Details

ACR Status™: Select M

< ) Back o Details

Choose file

ultiple post ...ile login.pdf

Fig.118

Migration form fields gets enabled, fill the form, and then click the Submit (

Fig.119:

Submit

) button, as shown in

Home » Migration Form

Migration Form

Dual Reporting/Divisional Commissioner

Dual R?p?l‘llnnglVllend T Designation: OfficerDesg
Commissioner
Grade (Number): OfficerCrade Grade (Text): Choose Grade v

Reviewing Details

Reviewing Authority: ReviewingOfficerMame Designation: ReviewingOfficerDesig

Grade (Number): Grade(Text):

R ngOfficerGrade Choose Grade v
Accepting Details
Accepting Authority: AcceptingOfiicerName Designation: AcceptingOfficerDesigl
Grade (Number): AcceptingOfficerGrade Grade(Text): Choose Grade v

r Addi Details

ACR Status™: Select M

< ) Back o Details

Mo file chosen
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Fig.119

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

Designation:

rorting/Divisional

- 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 » Migration Form

Migration Form

Name: SURENDER SINGH SIRCHI Allotment Year/Batch: 1900 Code: TEMPBEOT

Designation: DIRECTOR Cadre: CENTRAL SERVICES

Migration details and Document Saved Successfully |

I I N AU N
1 2017-2018 Working 210472017 16/06/2017 ,ﬂ

« | Back to Employee 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
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Spamow Home » Grading (Manually Section Upload)

m Assessment Period : e N
Employss Search by :

Choose Designation v e Name Choose GLobal Organizai ¥

I User Assistance = Baich Choose Cadre v CcPSE v
& Role Detail

SC -

Search:

I S S N
1 SUDHIR RAHEJA CENTRAL SERVICES 1900

2 M. P. CHAUDH. CENTRAL SERVICES 1900
3 T K PATTNAIK CENTRAL SERVICES 1800

@ Support@ServiceDesk
4 D. SHOME CENTRAL SERVICES 1800
I LIERD © 5 RAJESH GOEL CENTRAL SERVICES 1200
PAR Migration [ S K PATTANAYAK CENTRAL SERVICES 1200
Grading(Manually Section 7 RAKESH TUMA.. CENTRAL SERVICES 1900

Upload)

8 NIRAJ KUMAR CENTRAL SERVICES 1800
9 DEEPAK SABH. CENTRAL SERVICES 1982
10 ATUL BHATT CENTRAL SERVICES 1900

Showing 1o 10 of 530 entries

Fig.122

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

Home » Grading (Manually Section Upload)

» PAR Details
Name: UMESH DHATRAK Allotment Year/Batch: 1900 Code: 78135
Designation: CHAIRMAN CUM MANAGING Cadre: CENTRAL SERVICES
DIRECTOR

PARID : 2018-01042017-31032018-2015673

1 017042017 31/03/2018 Appraisal Working
2 01/04/2017 31/03/2018 Reviewing \Working
3 01/042017 31/03/2018 Accepting Working

« ) Back to Employes Search

Fig.123

Update Grad
o Enter the Grade and click on Update Grade ( e ) button as shown inFig.124:

Copyright © NIC, 2019 Ver3.2
78



e@ffice

WOITAL WA HLACE SOUSTION

Home » Grading (Manually Section Upload)

PAR Details » Update

r Basic Details
Name: UMESH DHATRAK Designation: CHAIRMAN CUM
MANAGING DIRECTOR
Code: 78135 Cadre: CENTRAL SERVICES
Allotment Year: 1900
r PAR Details
Assessment Period : 2017-2018
From Date : D1/0412017 Tobate: HIIEEE
Officer Name : UMESH DHATRAK Post Held: postHeld
Work Status : Working Form Type: CPSE APAR Form
Closed Status:*: STANDARD Closed Date*: P —
r Grading
Reporting Authority GOUTAM CHATTARJE
Designation:

DIRECTCR

Please select and fill Grade(Manually Section Uplead):

*'Numerical Grading 10.00 Textual Grading Choose Grade v < )Back To PAR Details

Fig.124

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

SINEUREE R nEU W] sparrow-cpse.eoffice.gov.in says About +  Help =
Are you sure you want to submit?
Grading (Manually Section Upload) |
; I J
tails » Update
Details
I:H UMESH DHATRAK Designation: CHAIEMAN CUM
MAMNAGING DIRECTOR
a: 78135 Cadre: CEMNTRAL SERVICES
tment Year: 1800
etails
essment Period : TG

Fig.125

e Asaresult message prompts “Updation of Grade successfull !!!”, as shown in Fig.126:
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Home » Grading (Manually Section Upload)

¥ PAR Details

Updation of Grade successfull 1 |

Name: UMESH DHATRAK Allotment Year/Batch: 1900 Code: 78135
Designation: CHAIRMAN CUM MANAGING Cadre: CENTRAL SERVICES
DIRECTCR

PAR ID : 2018-01042017-31032018-2015673

1 01/04/2017 311032013 Appraisal Working m
b 01/04/2017 31/03/2018 Reviewing Working m
3 01/04/2017 311032018 Accepting Warking m

¢ ) Back to Employee Search

Fig.126
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