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Dated 24 Mar, 2025
OFFICE MEMORANDUM

Subject: Workflow generation and submission of Annual Performance Assessment
Report (APAR) for the year 2024-25 in respect of Junior Engineers (C&M), Group-B
(Non-Gazetted) - regarding

The undersigned is directed to refer to the subject mentioned above and to inform that
the online submission of Annual Performance Appraisal Reports (APARs) has been in effect
for CWES Gr. B officers since the FY 2018-19.

2. It may be noted that Employee Master Data (EMD) for all JEs has already been created.
However, for newly joined employees and any cases that may have been inadvertently
overlooked, new EMD should be created. This task will be carried out at the level of the
concerned Superintending Engineer (Coordination) only. Detailed instructions for the creation
of EMD are provided at Annexure-I. All JEs are requested to ensure that their EMDs are
updated and accessible on the SPARROW/PARICHAY portal (sparrow-cwc.eoffice.gov.in).

3. Workflow for APAR 2024-25 in respect of JEs posted in CWC (HQ) will be generated by
Estt-VI Section and that for JEs posted in the field offices will be generated by the concerned
SE (Coord.). All JEs posted in field offices are, therefore, requested to intimate their basic
data for workflow generation in Annexure-II to the concerned SE (Coord.) through their
Controlling Officers by 31.03.2025. Similarly, JEs posted in CWC (HQ) are requested to
forward the details as per Annexure-II to Estt.-VI Section by 31.03.2025.

4. The officers who have been promoted from JE to AD-II/SDE are requested to inform their
basic data for workflow generation (Annexure-II) for the period of JE to the concerned SE
(Coord.)/Estt-VI in CWC (HQ) before the transfer of their SPARROW from Group-B Non-
gazetted to Group- B Gazetted. Similarly, the workflow of officers who have been transferred
from one region/CWC (HQ) to another region will be generated by the concerned SE
(Coord.)/CWC (HQ) for the period before their transfer.

5. On receipt of APARs in their SPARROW account, the Officers Reported
Upon/Reporting Officers/Reviewing Officers will initiate and complete the action on their
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part within the timeline prescribed by DoPT i.e.15-04-2025/30-06-2025/31-07-2025. All the
concerned officers i.e. Officer Reported Upon / Reporting Officers / Reviewing Officers are
to ensure adherence to the timeline prescribed for this purpose by the DoPT.

6. It is reiterated that all the information should be sent to their concerned Superintending
Engineer (C)/ Estt-VI in CWC (HQ as per the Annexure attached with this O.M. For any
clarification, the officer concerned may contact the following helpline number:

|Establishment-VI Section 011-29583510

7. All the controlling officers are requested to ensure that a copy of this O.M. is sent to all
concerned JEs (C&M) posted under them urgently through email or any other electronic
telephonic means of communication.

D

(Sumitra Toppo)

To

All Superintending Engineers (Co-ordination), Central Water Commission
(through email):

Copy for information and necessary action:
1. Chief Engineer (HRM), Central Water Commission, Delhi
2. All Chief Engineers of Central Water Commission, Delhi
3. Secretary, Central Water Commission, Delhi
4. All Directors/SE of Central Water Commission
5. All JEs of Central Water Commission through CWC'’s portal




Pro-Forma for creating EMD

ANNEXURE-I

Employee
Code

Appellation

Name

Father
Name

Date
of
Birth

Date
of
Joining

Qualification

NIC
email




ANNEXURE-II

S. Assessment Officer Reported Upon
No | Period (from (ORU
01-04-2024 to | Name | Designation Employee Biometric Mobile NIC
31-03-2025) Code Code Number | email
1 2 3 5 6 7 8
Reporting Officer Reviewing Officer
Name | Designation | Biometric | Employee | Name | Designation | Biometric | Employee
Code Code Code Code
9 10 11 12 13 14 16
Date of continuous appointment to the | Date on which property return is Educational
i present grade submitted Qualification
(for the year 2024)
17 18 19
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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.

Cupyright © DPE, 2019 Ver.1.0
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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 © DPE, 2019 Ver.1.0
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Roles- SPARROW

Primary
e PAR Custodian

Ownership Based
¢ PAR Central Custodian-"PSU Custodian Nodal Officer"
o PAR Manager-"Assistant to Nodal Officer"

¢ EMD Administrator

Administration Based

o System Dossier Custodian-"Nodal Officer Administrative Ministry"

Workflow Based
e Reporting Authority
e Reviewing Authority

e Accepting Authority

Competent Authority

Copyright © DPE, 2019 Ver.1.0
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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

Responsible for PAR generation

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 © DPE, 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 © DPE, 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 & v 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 _ _

the PAR to Officer. PAR to Officer.

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.

Authority, either grade is
modified or commented and
forwarded to Custodian.

Custodian: Forwards the

PAR to Officer.

Officer: Accepts the PAR and
sends to custodian.

PAR is closed.

Officer: Accepts the PAR
and sends to custodian.

PAR is closed.

Officer: Accepts the PAR
and sends to Custodian.

PAR is closed.

Copyright © DPE, 2019
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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)

CDpyright ©) DPE. 2019 Ver.1.0
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ADMINISTRATOR (Primary Custodian/ Super Custodian)- Standard Menu

Standard Menu has functionalities required to process PAR. Standard Menu is accessible by Administrators
(Primary Custodian & Super custodian).

Admin maintains and manages the flow of PAR.

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

L~ User Assistance -
Track Your PAR

= Role Detail

[ wWork flow -
Create/Update

E PAR -
Generabion
Updale Seciion 1
Trackimng
Force Forward

= Dossier -
Crfficers. Completed PAR
My Completed PAR
My ACR Status

E DSC -

Enrcll

Status

& Suppori@SernviceDesk

Fig.1
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User or Officer - Standard Menu

#& Sparrow

l#* User Assistance
Track Your PAR
Dossier =

My Completed PAR

My ACR Status
B DSC -

Enroll

£ Support@SeniceDesk

Fig.2
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Movement of PAR -Custodian (First Steps)

Create Workflow/Update

e To create workflows go to Work flow Create-> Update.
e Select the Assessment period; search Officer, to create a workflow as shown in Fig.3:

Home ¢ Workflow » Emplapes Saarch

Employee Searth for Assessment - Worddlow CreefionUndafion

Assessment Period :*

Ermmboyes Search by : Ghaxes Desgnarion

cRae v Ghoose Cadre

¢ WINPROCESS » mCOMPLETED g [1MOT STARTED

Fig.3

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

Workflow . .
button as shown in Fig.4:

= - - :
MINPROCESS || WCOMPLETED w CINDT STARTED m
e E— | 2o | e [ e [ smives |

| e ey e
v secares S

12 o SUDHER SHAR 1800 uIT5 DIRECTOR EXPLORATION CENTRAL SER..

| 13 o SURINDER 54 1500 13 GENERAL MANASER HR NOT APPLICAR |
1" o TALER] SR, 1500 75481 CHIEF MANATING DRECTCR CENTRAL SER. Ctals Veodow
1 o Shyam Sonder 1500 11528 DIRECTOR GENTRAL SE. Creaile Wosfiow

i o  RBSUDEVRN 1600 HIMETED DIRECTOR FIANCE CENTRAL SER.
1 o SUBIR-CHANDRA 1800 0025842 HOT AMLABLE CENTRAL SER.:

1% o oo Sudarsan 1500 femp_tpsa3d CHARMAN CUM MANAGING DIRECTOR

OFFICER.

2. o VEMIKATASUBR. 1500 5067 CHEF WGE

Showing 1110 20 07 28 entriea.

Fig.4

CDD"_I,I'Fighl' © DPE, 2019 Ver.d.0

16



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

Home ¥ Workdow ¢ Define Workflow

sl Inframason

Code: 00 Hzme: Dewigrstion; GENEFAL MAKAGER HR

Senvice: PaE Cadre Orgerization: TELECOMMUNIZATIONS CONSLLTANTS DI LIWITED:
[T

Batea: 1500

Back o se

Form Typa

Fig.5
e C(lick Continue () button as shown in Fig.5.

Standard
e A page appears, open Standard (-), select officers, click Save m) button as shown in

Fig.6:

Basic
Coda TEWPIEGT Namu: D raation: CHRECTOR
Sorvice: CPsE Cadra: Diganization: BHARAT ELECTRONCS LIMITED
Basch: 1B St Fatm Typa: CPSE APAR Form

e e pote por SURENDER SNGH SROHITEMFEEDT JOIRECTOR B-ARAT ELECTRONICS LIMITED] -

Global Targol Dl / Aute
Search Jf :

2 Reporting Aulrarty eELECT = ! A0S
3 Rwiging Aulhocy erlpT I ol [+[5T3
ACKEEN AErRay ~BELECT- + 6, | moma T BE»
i CR Seston Ta Dsclose ATUL BHATTIC2HEICHAIRMAN MECON LMTED] g & kil
f Diesr Dhcrmce: SURENDER SINGH SIROHITEMPEEDTIDIRECTOR -BHARAT ELECTRONICS LIMITED] - il (117
CA Sacten for Closng _— AT A gy o it | G = ‘1[1:
¥ ATUL BHATTIC2HENCHAIRM AN -MECON LIMITED] - wmgoe | @

Acthon

Back To Employos Szarch

Fig.6

Note:

Global Search ({4‘ ): To serach the officer from global organization.
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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 |

8 Inbox Work Flow for Assessment Peflod 01042017 to 31032018

WORKFLOW DT A SO JD LLATE SUCCESSRULLY

I User Assistance =

I ool
G Fole Detail
P 428 St ATUL BHATTIC2 1BCHARMAN MECON UIMITED] g [pumzns | x
D1 Wark B =
Cempelent Authorlty- Stage | R [E=T E.i.iflﬂ-'l’i"-s 1 [ 1]7]
3 Fiep - Repariing Authorty _SELECT- - 6 || jpsoens (x| 15 *] %]

4 Rip - Reviewing Authiority —— S | [EmeeE x5 (r]7]
W OsC -

5 Fep - Accauting Auhnerily L ILAT -6 || pumenis | |5 (]
S50 = =

] Compatent Authorly - Stage 1 RO =Y |Erzeme | X | |30 [2].5]

7 Rep - CR Sectan To Discloes ATUL BRATTIC21IGHOHAIRIAN MECON LIMITED] v Brzene | X |15 HE

L B SURENDER SINDH SIROHITEMPEENOTIDIRECTOR -BHARAT ELECTRONICS LIMITED] x puraeme. [ | [ i

8 | Rep- CR Seckon for Closing ATUL BRATTIC2 1BHCHARMAR -MECON LIMITED] r fpurzeme || s By

- Action =

Save und Nexd Back To Emjiloyes Search

Fig.7

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

Cinte ¥ LT R AT SIk (rrisgdpan EIR S, WAsAIES R
L] i T Al £ [Ty VL v e rEow i L TAR T
[ 5]

WORKFLOW DATA SAVED AMD UPDATED SUCCESSFULLY

[o B S

Fig.8

Note:
Custodian\PAR Manager Creates\updates the workflow.

Copyright © DPE, 2019 Ver.1.0
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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:

it i Home b Workfiaw ¢ Define Workfiow
Basic
Couda: TEMPBED? N SLRENDER 5INGH SIROHI Dasignation; TOR
Sarvice: cREE Cadie: CENTRAL SERVICES Organization: BHARAT ELECTRONICS LIMITED
Baleh: 1000

« ) Back 1o search

WORKF LOW DATA SAVE AND UPDATE SUCCESSFULLY

Creation of Yok Flow - Choosng Wordow Penod

Fromm: | 0042077 To: 21032018 WORKING = | cP=E AFAR Form |' |

Fig.9

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

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

Updation in
APAR and

w might impac

per movement of the
T PAR already generated

Home » WorkNow » Define Worklow et Ll

ANG TDVEC,
E Are you sure you want to update?
Barsic i
Code: TEMPBED7 Kame: IEI, Caneel DIRECTOR
Sarvice: CP3E Cadre: — <L BHARAT ELECTRONICS LIMITED
Batch: 1800
¥ Batk 1o somch

WEIRKFLL SAVE ANTI LIPDATE SU
[ Work flow = NCORK ANE ANTI LIPDATE £
Crealion of Work Flow - Choosng Workflow Period
=3 s “ rom o

From: | punaz To: 30ZOE WORKING | cPsE aPaR Form |-

Fig.10

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

Cupyright © DPE, 2019 Ver.d.0
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SURENDER SINGH SIROH!

Dasignation: DIRECTOR

Senica: CPSE Cadra: Organation: BHARAT ELECTRONCS UMITED

Batch: 1500 Status: Fomm Type: GPSE APAR Fom

Wiork Flow Tor Assessment Period 01042047 to 31032618

oSt o | SURENDER SPGH SIRCHITEMPSEDTDIRECTOR -BHARAT ELECTRONICS LIMITED! - 002013 1]
e >
Uaan |
FEOCAND || G CHATTARJEES01 24 DR ECTOR MECCH LIMITED] L HOEI0E (+]]
Austharnity
a2
k. Z’ "”;"‘? F K SAFANG HEDTSEDIRECTOR MESON LIMITED] - @&, AEENTE (1] Lo}
LTty
w
§ 0 SEeeS || RadESH KUMAR CHALIDHRY(PEES {CINT SECRETARY DERARTMENT OF 2UBLIC ENTERPRISES BOLHESVY INDUSTRIES § PUB ENTERPRISES - DERARTMENT OF BUBLICEN.. | = | €4 3FIE G-
b}
= || ATLL BHATTICZ115[CHAIRMAN KON LIMITED) - 15062018 21}
Section To L
Digclosa i}
B || o SURENDER SINGH SIRHITENPSEDT (IIRECTOR -BHARAT ELES 5 LWITED) [4]°]
Disclozurs
= = ] =
i o ATLL BHATT(CZ 1B CHAIRMAN MECON LIMITED) (4]
Sestion tor
Ciosing

Saweand Nt | - Bank To Employes Seerch

Fig.11
e Amessage prompts “WORKFLOW DATA SAVED AND UPDATED SUCCESSFULLY"”.

To delete the workflow perform the following steps:

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

Home » Workdlow » Define Workfiow

Basic lnfe
Coda: TEMPEEDT Name: SUREMNCER SINGH SIROH! Desigration: R
Service: GRsE Cadre: CENTRAL SERGES S S
VUORSFLOW DATA SAVE AND LIPOATE SUCTESSFULLY

Assessmant Pariod

Tos | 512098 WORKING - CP5E &PaR Form i -

Fig.12

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

Submit
( ; ) button as shown in Fig.13:

CDpyright ©) DPE. 2019 Ver1.0
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Worldiow Delation

Reason for Deletion: *

Fig.13

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

sparrow-cpse.eoffice.gov.in says

Are you Sure you want to delete?

Cancel

Workflow Deletion

Reason for Deletion:

user transferred to another depariment

Any of the Reference file is to be upload :

| Choose file | amritsar to delhi.pdf

(Allowed File FormatMex Size - PDF3 M3)

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

CDpyright ©) DPE, 2019 Ver.1.0
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WORKFLOW DATA DELETED SUCCESSFULLY

Generation of PAR

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

Homes APAR GRnerasen

Generation of APAR

Azsesament Period |

Employes Saarch Ly Empicyee Cods Chaose Designation » SURENDER SINGEH SIRCH

CRSE g Chogss Cadre ¥

W) Generated hn NotGenerated

Search.
| 3 CFSE ARAR Fom TENFEEDT 1920 SURENDER 51 DIRECTOR 03-04-2017 31.03-2018

First Pievious 1 el Lt

Showing 1107 of © anlrles

Fig.15

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

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

i L

W= BT R s b T, YR [ =y

lerngjaaines WS [T =il B nenr Bl LT Sl BRE ST
ki 11

LEe )
T O RTT AT RAL B TOIT OF ORI E ERTCUTTEE & PO TS (T POE S §ET TR DT & b ARG OERE A ARG TR TF CEWTREL PN R BT CTOR T P TR e
Fist ot pragt psssigd Wemm 51 063817 I LI FEAE
ot el vy g fwm ool Fors bare mhosd b Sbed o by P 1w el G s g 1 b ey T maad bame afles ke 1 ue Len

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

¥ Bl P (Pw e Sl s
11 mmaves rrde

1, Dt of fimin ragen =]

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

Employes Search by | Empioyee Code Chocse Designaton v SURENDER SINGH SIROHI

CFSE v Chogse Cadne ¥

¥ Generated o Mot Genersied

Search Capy Enc:i| pc.=| sy Snm|ﬂm|

Form Type

E 2018-D104201T-3103201 8- 20716551 CPSE APAR Form TEMPBEOT | 1800

DIRECTOR 01-04-2017 1033093 m

Showing 1101 ar 1 entilea

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:

=" IIIII‘..IIHI:"I:I:"‘:I T S n

i s 3 sl OF o (R AR
e A

- REWOR el miseca - sal

Emraagrtece RECTOR Annanarhnr] e ARDEI0AF i PN
[

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

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

1 diarme of b Cifucnr raporisd upaon ERTER i A
I ey Wanna

& Dwiw ol Py

i Drod Aradwee & Profenssrsl Crasivhe shos

Fig.18

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

Cnpyright ) DPE. 2019 Ver1.0



& Sparow
== —

| APAR 1D . 2016-01042017-31032018-2016551 has been Sent Successfully to SURENDER SiNGH SIROHI (TEMPBECT) [DIRECTOR | |

& Role Daail

{) BACK Click the Link 1o rediract hack

m
L3 -
s

nviceDesk

Fig.19
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Movement of PAR-Standard Flow
Stage 1: Officer performs the following steps to fill PAR:

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

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

Hama» Inbax

W Siandard M Rspresentsion

Seath Copy || Exest | PoE | cov | e
P CPSE APAR Farm ATUL BHATT | 15113018 Dfcer Reparted
@ Suppon@Senieeisk Showing 110 1 ¢f 1 entres
First VD, Next Lasi

Fig.20

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

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

Oﬁ|Ce Smarl Perormance Appraisal Reporl Recording Online Window (SPARROW) Abait = Help =  Mr. SURENDER 5 SIROHIDFECTOR - B, =
o St ewercics mharv )
r Basic
Nama: SURENDER SINGH SIROHI Cadra: CENTRAL SERVICES Sarvice: CPSE
Dagignation; CIRECTOR Batch: 1600 Agsessment Poriod: O1:04/20%7 fo 310312013
+ Sent . " P
Workflow Detalls (Kindly click her2 and verity the Details of Assecsing Authorfies By hovering the mauga over the respective name ) [+ ]
L Standard
3. During the pericd under report, do you bellave that you have made any exceptional contribution, 2., succasstul otan « 28k or major i

{r2sulting in benefits to the Company andior reduction to time and costs)? if so, please give & verbal description [within 100 words):

e That j

made any edcepliongs cantribution, e 9. successil Completion of an ey ohnarily chalgnping 1ass or maor syshematk Frprovemant gesulling in sgnificant

4.Wnat are the constraints that hindered your performance?

performarce

5. Plagae indicate speciic areas of fraining that will acd value m yea:

For the currenl assignment; Disihi

For your future career: Kokata

. Declaration

Sand To Roporting Autharity

Fig.21

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

CDD‘_I,I'Fighl' ©) DPE, 2019 Ver1.0




ST NECTI N E RN 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 “
Designation: DIRECTOR

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

Service:
Cancel

Assessment Period:

Standard

Self Appraisal

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

Fig.22

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

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

(@) BACK Cligk Ihe Link 1o rediract ack

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

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

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

Hama Inbax

W Standard @ Represeniation

o [ |7 [0 [
Sent By Sent Date Cument Stage Quick Acbon
_ CFSE APAR Fomn SURENDER 81 BURENDER 51 16108 Reporing Autho
Showing 1o 1 of 1 enres
First  Previnus | 4 Next £

Fig.24
e A page appears, Reporting Authority views Basic Information & Self Appraisal forms, grades the PAR in
Send To Reviewing Authori
Appraisal, click Send to Reviewing Authority o Sevewg — ) button as shown in Fig.25:

Cnpyright © DPE, 2019 Ver.d.0
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- Basic

Name: SURENDER SINGH SIROHI Cadre; CENTRAL SERMVICES Service: CPIE

Designation: DIRECTOR Batch: 1200 Assessment Period: 104207 to 31032018

Workflow Details (Kindly click here and vesify the Details of Assessing Authorifies by hovenng the mouss over e respeciive name )

Standard

— SECTION 11l : Appraisal of the Reporting Authonity

1. Pleage state whether you agree with the relating to the i of the work plan 2s filled oul in Section ILH nod, please fuimish factual details.

Frease stata whether you agree wih tne responsss relating 1o the accomplsnments. of the work plan as filled out n Secton || {Frai please fumish factust detais

&S

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

g the elaim f any) made by the officar mparled upon abaut his axcastional corérbulion

3. Has tha officer regorted upon mat with any significant shortfall in achiaving the targets? i yas, pleass fumish factual details.

Has the offic er fepaned upon mat with any sgrieant anorfall iIn achey

3 the targeta? It yea, pegss furmsn faousl getalis

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

D you agree witn the constrainis menboned oy fhe officer reported upen tha: had nindersa his pedarmance and, i 50, o what extent

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

Fig.25

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

SIEUR R BRI ETSE  sparrow-cpse eoffice.gov.in says About ~

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

Basic Information

Help =

To submit.

Name: SURENDER SINGH SIRCHI _— Service:
. KR -
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

Appraisal

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:

CDpyright ©) DPE. 2019 Veri.0
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APAR D - 2018-01042077-31032013-2016551 has been Sent Successfully to F K SARANGI {30169) [DIRECTOR |

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

§ Supponi@SeniceDesk

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 s inbox

W Stardars @ Representanon

== | B | POF | oS | Shee 10 o
Form Type Omcer Detall Received On Sent By Sent Date Current Stage Quick Acbon
CPSE APAR Fomm SURENDER E1 18112018 GOUTAM CHAT. 1811201E Raviawing Auth
Fiiasl e 1 | Wt
Fig.28

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

Reviewing, click Sent to Accepting Authority (

) as shown in Fig.29:

CDD"_I,I'Fighl' © DPE, 2019 Ver.d.0
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r Basic
Name: SURENDER SINGH SIRCHI Cadre: CENTRAL SERVICES Service: CPSE
Designation; D¥RECTOR Batch: 1000 Assessment Period: 0142047 o 314022012
Workflow Details: (Kindly chck here and vesify the Details of Assessmg Authordies by hovermg the mouse aver tha respecive name )

Standard

o

Saction IV - Review by the Reviewing Authonty

1, Do you #gran with (ha assessment neada by e Regerting OMicer wilh respect to discharge of responsibilities and varioos atiibuies of the officar reporied upon in Section W7T 0n case you agrea with the
ASSEEEIMANTS made by thi Reporting Authority, pledse nake a nota 10 D@1 aifact in the space provided fos you in am No.f & 7 of Saction 0 and intial i1 7 you do ool agres wih any of the numeical
ASSESSMENTS made by the Reporting Auihafity, please record your a33853ments in e space proviged for you in 1tem Nos & 7 of Section 1 and inial your entries).

@yvezONO

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

®YES UND

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

flersnice of ogi

SAINE My B2 DIven

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

iramy. on 1he pen plelurs witten by Me REpoNg Authorty

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 +

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

Name: SURENDER SINGH SIRCHI -
Designation: DIRECTOR

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

Service: CH
Cancel

Assessment Period: 01

Standard

Reload Old PAR

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:

Copyright © DPE, 2019 Ver.1.0
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APAR 1D 2018-01042017-31052018-2M6551 has been Sent Successiully io RAJESH KUMAR CHALIDHRY (PE2E | [JOINT SECRETARY
DEFARTMENT OF PUBLIC ENTERPRISES GO

(€) BACK Click the Link 10 redirect hack

Fig.31

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

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

I#* Lser Assistance w

Seach ooy | = || poe || cav | Shaw 121ue

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

Home s Inbax

W Siangart W Represenianan

Showng 1tz 1 ¢ 1 entres

E n 20%8-0042017 .

CPSE APAR Form SURENDER S, 1611172018 P K SARANGI . 161208 Azcaptng Authg

Fig.32

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

grade in Accepting form, click Send To CR Section ()as shown in Fig.33:
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- Basic
CPSE

Onverall Grade by Reporting Omfcer (Out al 100%) 220

Sgction ¥ - Accaptsnce by tho Accepting Authority

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

2. [0 you Ares with the remarks of the Reporting Reviewng Authonities?

BYESEING

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

In cass of ciflersace of apinsn, details fersof and reasoms for ihe same may be guen.

4, Overall grade on @ grade of 1-10 (Grades should be assigned on a scake of 1-10, with 10 referving 10 the best grade and 110 e lowes! grade),

10

Nama: SURENDER SINGH SIROHI Cadra: CENTRAL SERVICES Sarvice:

Dasignation; CIRECTOR Batch: 1600 Agsessment Poriod: O1:04/20%7 Yo 31/03/2013
Workfiow Details (Kindly chick hers and verify the Delails of Assessing Authoriiies by hovering the mouse over the respeciive name ) [+ ]
Standard
T |

e—
Overall Grade by Reviewing OTRcer {Cul of 100%) 220

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

About ~ Help ~

To submit.

Basic Information

Name: SUREMNDER SINGH SIRCHI
| Cancel |

Designation: DIRECTOR

Service:

Assessment Period:

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

Standard

Reviewing Accepting

Appraisal

Basic Information Self Appraisal

WYESTTNO

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

®@YESUNO

Fig.34

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

Copyright © DPE, 2019
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APAR 1D - 2018-01042017-31032018-201655 1 has been Sent Successiully to ATUL BHATT (C2116) [THAIRAMAN |

(%) BACK Click the Link 1o redirect back

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

e Click PARID ( 2013-01042017-21032018-2016551

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

ces officer are not avaliable in your inbox. Please use

P portal for g the PARS of Such officers .

Hiome # Inbox

W Slandard @ Representziion

Seach ooy | Suat | Ao | sy | Shaw 13 i00s
Nork flow = 1 1 A0148-04 L 5
[ Work fio E 7 %

CPSE APAR Form DEEPAK SABH.. D40 B ATUL BHATT { ZR Secuon To
E n CPSE APAR Fomn SUIREMDER 51 1wHI20E RAJESH KUt 1EMIZ018 CR Saction To
Showing 1o 2 of 3 anires
_ A o I

Fig.36

Disclose To Offic
e PARis opened, click Disclose to Officer ( Seose 0 = ) to disclose the PAR as shown in Fig.37:

CDpyright © DPE, 2019 Ver1.0




CPEE

Serdice:

CENTRAL SERVICES
01042047 1o 310372013

SURENDER SINGH SIROHI Cadre:
Batch: 1200 Assessment Penod:

Nama:

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

Standard
T T

Disclose To Officer

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

Signature At Disclosure Level

Dals:

Reference Upboad [only pef files with Jmb maximum size| | Choose file. | Ma file chosen

Fig.37

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

sparrow-cpse.eoffice.gov.in says

Smart Performance App
Are you sure you want to submit 7

r Basic Information
“ | Cancel | Service: CPSE
Assessment Period: 01/04/2017 to 31/03/2018

SURENDER SINGH SIRCHI

Name:

Designation: DIRECTOR

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

Standard

RSN Disclose To Officer

Disclose To Officer

ing

aisal ‘ Appraisal | Rev

Basic Information

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.IIl) 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:

Ver.1.0
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APARID - 2018-01042017-31032018-2016551 has been Sent Successfully to SURENDER SINGH SIROHI (TEMPBECT) [DIRECTOR |

{) BACK Click the Link 10 redirert 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 portal for various sarvices have be

Homa » intiox

W Standars W Representabon

Showing 1o 1 of 1 enties

Fig.40

Put for R tatio .
e C(Click I Accept mase Put to Representation () as shown in Fig.41:

Copyright © DPE, 2019 Ver.1.0
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& Spamow femEiE

Nams: SURENDER SINGH SIROHI Cadre: CENTRAL SERVICES Service: CP9E

Designation: DIRECTOR Batch: 1040 Assessment Period: 01042047 to 31022018
Workflow Details (Kindly chick here and verify the Details of Assessing Authorities by howvenng the mause over the respective name )
Standand

OFFICER ACCEPTANCE
The full ABAR { PAR |d : 201801042017 31032018 2016551 | including U zrall score and ol integrity has been shown'communicated Lo me. The fmal grading awarded 12 has also been noted,
Data:
Signature Al DMcer Level
Referance Upboad [only pf fies with Jmib maximum size) | Choose fie | Na file cnosen
Putfor Represeniation
Fig.41

Note:

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

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

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

Are you sure you want to submit 7

Basic Information

Name: SUREMNDER SINGH SIRCHI Cancel Service:

Designation: DIRECTOR Assessment Period:

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

| | Officer Acceptance

Standard

OFFICER ACCEPTANCE

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

Fig.42

Copyright © DPE, 2019 Ver.1.0
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e A message prompts “Sent Successfully” as shown in Fig.43:

() BACK Click the Link 10 redirect back

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

Fig.43

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

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

Home s Inbax

+ Sant
...| SN R
|+* User Assistance = | ) )
Searn

i B :
APAR ID Foom Type Offices Detail Received On
[ Work Tiow = 1 E [ ] 2 . CPSE APAA Form DEEPAK S4BH., 04, 2
CPSE APAS Form BOUTAM THAT 051018

2 £ =

‘
3 E | |
m Showng 1l 2 of 3 eniries

€ Suppom@ServiceDesk

CPSE APAR Fomm SURENDER Si 1w1Zma

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

W Siandard W Fepresentatian

iy | Emt| POF | osv | Shaw 10 Fowe

Sent By Cument Stage Quick Acfion
ATUL BHATT | CH Section To .
SALIL KUMAR D5MINITIE GR Section To

SURENDER Si 16112015 R Sectien Tor

Firsl Pravious 1 Hext Last

Fig.44

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

Copyright © DPE, 2019
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- Basic
Name: SURENDER SINGH SIROHI Cadre: GENTRAL SERVICES Service: GPSE
Designation; C¥RECTOR Batch: 1800 Agsesament Perod: O1/04/207T 1o 310272018
Workflow Detalls (Kindly chick here and verlfy the Details of Assessing Authoriles by hovering the mouse over e respeciive name } [+ ]

Standard

o

OFFICER ACCEPTANCE

Tha Full APAR { PAR 111 : 20130104 20717-3103201 8-2016551 } inchuding the ovarall Score and assasement of iNgeity has heon showncommunicatod 1o ma. The Tnal grading awardod 10 has also heen notsd,

Date: 16112018 Signature At Officer Level

Mr. SURENDER SINGH SIROHI{TEMPBEOT) - IRECTOR

Fig.45

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

About - Help =

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

Once Form 1s Submitted, data will not be changed. Are You Sure want

r Basic Inf ion To submit.
Name: SURENDER SINOH SIRCHI El i c v | Service: CPSE
ance
Designation. CIRECTOR — Assessment Pariod: D/D42017 to 31032013
Workflow Details (Kindly click here and verifv the Details of Assessing Authorities by hoverng the mouse over the respective name.) [+ ]
standard

&)

OFFICER ACCEPTANCE

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

Fig.46

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

CDpyright ©) DPE, 2019 Ver.1.0
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APAR D - 2016-01042097-31032018-2016351 has been Successiully Closed

{€) BACK Click the Link 1o rediract back

Fig.47

CDD'}I‘Fighl’ ©) DPE, 2019 Ver1.0
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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
Ramg: P K S4RANGI Catre: CENTRAL SERVICES Sarvice: CPSE
Diesignation: DIRECTOR Barch; @00 Assessman| Pariod: 01042017 10 311032012
Workflow Details (Kindiy click here and verify e Delails of Assessing Authodties by hovering the mouse over the respective name j
Standard

B fifemradisi | - Balf Agrpins |—-.. vl | Reviwing ]— -[ sncteinn To Oficer ROLTRE ]

OFFICER ACCEFTANCE

The full APAR | PAR id ! 20160104201 7-3103201 8- 2015668 ) mciuding the overall score and asseszament of inteqrity has bean shown/communicated to me. The tnal grading awarded 10 kas also bean noted.

Date: Signature AL Officer Level

Rofarenca Upload oty paf flss with 3mb maximum size) | Browss | Nofie ssiscen

Put for Repreasatalion

Fig.48

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

CDpyright ©) DPE. 2019 Ver.1.0
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Put for Representation

Letter | - Employee

Case for Representation

| '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

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

MESSAGE

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

@ BACK Chok tha Link 1o redirect back

Fig.50

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

Click PARID (

2018-01042017-3103201 8-2015663

) to open PAR as shown in Fig.51:

Copyright © DPE, 2019
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L] <
_ SPARROW portal for various services have been aplitted, you may found that PARs of other services officer are not available in your Inbox
R

ke Liseer Agsisbinee -

W Stordard W Repressntancn

3 2 Srow 10 rows
mm T o e

CPSE APAR Fomm P K SapaNGl AMITE P ¥ SARANOI Rea - CR Sectian

NIFUA KUMAR rHIIE ATUL BHATT | Fenewing A0t

3 E - B0 7-. F5RK SASTR Ll ATULBHATT | NANENE Reiewng Aurn

Shawing 1 o 3 of 3 entries

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:

Bagic

Name: P SARANGE Caore: CENTRAL SERVICES Service: CPSE

Designation: CIRECTOR Batchi 1300 Assgasment Perlod: TI042017 10 31022018

Woarkflow Details (Kindly riick hers and varify the Dietails of Assessing Aithnities by havenng the mouse aver the raapective nams | n
Hepreazntntica

T el ik 3590 Tor reprsentniion end raquest for figher arades

Date: S0M142013 Sariature
Shri, P K SARANG
50168
DIRECTOR

Letter Section

CH SECTION

Hinely revizw the neriamaancs]

Date:

Batarance Upload [aniy pat files with 3mi maximem aiza) | Ghoossfia | Ao fls cheien

Fig.52

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

CDpyright ©) DPE. 2019 Ver1.0
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ENENSRENGINENEE  cparrow-cpse.eoffice.gov.in says About v Help v

Once Form is Submitted, data will not be changed. Are You Sure want
To submit.
Name: P K SARANGI Service: CPSE

Designation: DIRECTOR “| Cancel | Assessment Period: 0104120

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

Basic Information

Representation

Self Appraisa ‘ Appraisal | Reviewing | Accepting | Disclose To Office

Letter Information  IESEEIENNGTINEIETE
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:

&
“

T APAR 1D 2018-01042017-310320158-2015668 has pacn Senl Sutcessiully 1o RAJESH KLIMAR CHALDHRY (FBINZE | [AIINT SECRETARY DEFARTMENT OF
G Roke Detail PUBLHC ENTERPRISES G01]

[ ek flow =
() BACK Click M Link 10 redirec! hack

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 §|

_ il
I i SoERa
ity Paril]

L Uger

Search: Cory Excel ” FOF | L5V ” Show 10 rows.

1 E [ ]

Form Type Omticer Detad Recened On m Sent Date Carrent Siage Quick Action

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

Showing 1 o 1.of 1 eniies

CDpyright y DPE. 2019 Ver1.0
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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:

Hamea: P K SARANGI Core: CENTRAL SERVICES Service: CFSE
_ Designation: DIRECTOR Bateh: 300 Lssessment Period: D407 10 3028
Sent Workflow Details (Kindly click here and verify the Detalls of Assessing Authorities Dy Novering the mouse over the respective name:} a
Reprasantation
m msie Information || S Apnmimst | Apprisal I T — ! Acceptmg | Ditctans To Dmcar |
| indiy review the performance -
Oate: 30M1E018 Signature
Shil ATUL BHATT
C21E
CHAIRMAN

Lutter Section
REMARKS OF COMPETENT AUTHORITY

Kinidty considar

Date:

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

2] Nofilo selacled

Fig.56

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

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

Fig.57

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

Copyright © DPE, 2019 Ver.1.0
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APARID - 201B-01042017-31032018-2015668 has been Sent Succeasflly to ATUL BHATT (C2116) [CHAIRKAN |

) BACK Click tha Link 1o redirect back
gt

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:

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

Homa s Indigx

W Standard @ Represeniation

[ [ [
APARID Fomm Type Offvcer Dutad Received On Senl By Sent Date Currant Stage Guick Achon
E [ ] CPSE APAR Fom FRSARANG .. DIMZZNE RAJESH KUMA 03M220E Rep - Reporting....
2 E [ ] CPSE APSR Fomn NIRAZ KUMAR 201112048 ATUL BHATT Reviewing Auth
3 E [ | CPSE APAR Form FSR.K SASTR.. 1HI0201E ATUL BHATT ( Reviawing Auth
Showing 1 bz 3 ¢f 3 enfnes
Firsl Pravious 1 Next L

Fig.59

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

) button, as shown in Fig.60:

CDpyright ©) DPE. 2019 Ver.1.0



Name: F K SARAND Care: CENTRAL SERVICES Service: CPaE
Designation: CIRECTOR Batch: 1200 Assesament Penod: ONGH/Z09T 1 3132013
Workflow Details {Kindly chck here and verify the Deiails of Assessing Authoriles by hovenng the mouse over ihe respective name.)
Representation
Tl on Bas: b | kil | r T
Kindty consicar
:
Date: 03422048 Signature
A Wi, RAJESH KUMAR CHAUDHRY
PROZE
JOSNT SECRETARY DEPARTMENT OF PUBLIC
ENTERPRISES GO
Letter Secton
REMARKS OF REPORTING AUTHORITY
Ra-congier ihe mather
Date:
Reference Upload (orily pef files with Smb maximum size)
Fig.60
e A confirmation window appears click on OK (“) button as shown in Fig.61
-
Help -

sparrow-cpse.ecffice.gov.in says

Once Form is submitted, data will not be changed. Are You Sura want

Basic o To submit
CPSE

041042017 to 3102018

Name: P K BARANGE Service:
Cancel |

DIRECTOR Assessment Period:

Designation:

Workflow Details (Kindiy click here and venfy the Details of Assessing Authomiies by hovering the mouse over the respecive name.)

Representation

Kindly consider
5
Date: 03112/2018 Signature
Mr. RAJESH KUMAR CHAUDHRY
PRIOZE
JOINT SECRETARY DEPARTMENT OF PUBLIC
ENTERPRISES GOI

Fig.61

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

CDpyright ) DPE, 2019 Ver.d.0
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co *
_ APAR 1D - 2018.01042097-31032018-201 5668 has been Sent Successfully to GOUTAM CHATTARJEE (50124) [DIRECTOA |
D Role Detail

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

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

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

Fig.63:

portal for assessing the PARs of such officers .

Home kInbog

W Slandzrd @ Ragresentation

Search Copy Excal | FOF SV ” Show 10 rowe.

Ex o fomhoe 1] Ofoute (1] fesion 1] Sethy 0] Setem (| Cimmsow
1 E

CP3E APAR Form P K SARANGI ( 03nzzo18 ATUL BHATT 03122018 Rep - Reviewin
Showing 1 ta 1 of 1 enines

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 Hecording Onlinag Window (SPARIROW)

Hmma 1K BARANGH Candres CEMTRAL BERVCES oPue
Desianation DIRECTOR Patch: 1200 CUOWEDIT W 3UnET A
Workflow Details (indiy click here and verity the Dstalls of Assessing Authonties by havenng the mouse over the respective name ) a
Itapranantation
T T | . T
Facconsider ine manc: - . " . v L T ]
Date: 0322018 Signatuie

S ATUL AT

CHAIRMAN

Lottar Sagnon

Cnpyright © DPE, 2019 Ver.d.0
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e A confirmation window appears click on OK (“) button as shown in Fig.65:

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

=

Fig.65

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

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

(%) BACK Click the Link 1a redirect back

Fig.66

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

Stage II:

2018-01042017-3103201 8-2015663

e Rep- Accepting Authority clicks the PARID ( ) to open the PAR as shown in

Fig.67:

SPARROW portal for various services havi
_ oo
i
Ler User Assistance = |
Search: Copy || Excai ” FOF | Lev ” Show 10 rows.
1 E [ ]

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

W Slandard @ Ragresentaion

Showing 110 107 Tenties

Fral  Pradous 1 Mext  Lagt

Fig.67

CDp}fFight © DPE, 2019 Verd.0
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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
= - - Stag button, as shown in Fig.68:

Designation; DIRECTCR Batch: 1900 Assessment Period: OUO42017 fo 30022013

{ Nama: P K 8ARANGL Cadre; CENTRAL SERVICES Services CPSE
. Sent

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

fepresentation

i+ User Assistance =

O wilh e respor - ' ' ' ' -

Date: 031 22018 Hgnaiurs
Shr GOUTAM CHATTARJEE
50124
DIRECTOR

Letter Section
REMARKS OF ACCEPTING AUTHORITY

Firie.

Data;

Fig.68

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

Fig.69

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

CDp}fFight © DPE, 2019 Verd.0
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a Inhax

MESSAGE

=* User Assistance =

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

@ BEACK Click the Link fa redirect back

Fig.70

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

SPARROW portal for varicus services have £

Home »inbox

W Standsrd @ Representation

Cogy Excel | FOF sV ” Show 10 rows

1 E [ ] 21301042077 CPSE APAR Form P SARANGE ( G3M 22018 SUREMDER 31 0322018 Compatent Auth. ..

Showing 143 1 of 1 enines

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:

Bazic
Hama: B K SARANG) Cadra: CELTRAL SERVCES Sorvice: cREE
Designation: DIRECTOR Batch: 1300 Aszescmant Prriod: OU4A/Z017 10 TU0I01E
Workflow Details (i<indiy click here and vesify the Detailz of Assessing Authorities Dy hovering the mouse over the respective name. ) a
Representation
o ull al: il s -

Dhates 03 212018 Signature

Me. SURENDER SIHGH SIROH
TEMPBEDT
DIRECTOR

Latter Section
COMPETENT AUTHORITY

Dati;

=] !

Fig.72

Copyright © DPE, 2019 Ver.1.0
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e A confirmation window appears click on OK (“) button as shown in Fig.73:

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

=

Fig.73

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

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

@) BACK Chck the Link {o redirect back .

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

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

Fig.75:

SPARROW portal for various sarvices have been splitted, you may found that PARs of other services officer are not available in your Inbox. Please use ret
m i
|
sy Part) | Astass Varid) | | Frocess)
#* User Assistance =
Searth: Gagy | Ex:.e| POE | cs-/_| Shaw 10 o
& Role Detail
APARID Form Type Omcer Detall Recenved On Sent By Sent Daie Current Stage Quick Action
[ Work flow = 1 E [} bl T CPSE APAR Form DEEPAK SABH. [ B FWITE
2 E
2 PAR - u
3 E | ] 2038 CF3E APAR Form F K SARANG! 03"2R018 BOUTAM CHAT 03N T8 Rep- CR Serlio.
m Showing 1te 30! 3 enines

First  Frevious 1 Mext Last

W Standart @ Reprasentanan

ATUL BHATT CR Section To

CPESE APAR Fom GOUTAM CTHAT. 0sHE EALIL KUMAR CR Saction To.

Fig.75

CDp}fFight © DPE, 2019 Verd.d
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- Basic

Nama: P K SARANG] Cadra; CENTRAL SERVICES Saivice:

DIRECTOR Batch: 1600 Agsessmant Pariod:

Dasignation:

CPSE

010402047 1o 310302013

Workfiow Details (Kindly chick hers and verify the Delails of Assessing Authoriiies by hovering the mouse over the respeciive name )

Repiesentation

REMARKS OF ACCEPTING AUTHORITY

Fne
Diate: 03122018 Signature
Mr. SURENDER SINGH SIROHI
TEMPEEDT
DIRECTOR

Letter Section
COMPETENT AUTHORITY
Done
Diate: 03122018 Signature
Shri GOUTAM CHATTARJEE
524
DIRECTOR

o

Fig.76

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

CIEU RS INERDERR S cparrow-Cpse enflice.govin says

Dnea Formy s Sehmitted, das will not be Are You Sure want

s T subimit

Nama: F W SARANG|

- Service:
| cancel
1 Assessment Penod:

Designation: DIRECTOR

CPEE

01042047 1o 310372013

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

Represantation
= Us i

istance = T
Latter Infnnmation  [EEEECIRTEATH IR P e | Raviewang | 5

REMARKS OF ACCEPTING AUTHORITY

& Rale Detail
Fe

Date: 03422018 Signature
Mr. SURENDER SINGH SIROHI
TEMPBEDT
DHRECTOR

Fig.77

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

Copyright © DPE, 2019
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& Spam

“
i User Assistance =

APAR ID . 2016-01042077-31032018- 2015668 has been Sent Succeselully to P K SARANGH (50169) [DIRECTOR ]
Roie
{4 BACK Click the Link 1o redirsct back .

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

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

SFARROW portal for various services have |

Home b Inbak

W Slandan @ Ragreseniation

Copy Excel || FOF | 3V ” Show 10 rows.

1 E | ] 7017

CPSE APAR Form 0322018 ATUL BHATT 03122078 Rep -Employee

Showing 1 ta 1 of 1 enines

@SernceDask

Frst  Fresoaus 1 fEdt Last

Fig.79

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

- Basio

Hame: P K SARANGI Cadre: CENTRAL SERVICES Serdice: CF3E
Designaton: DIRECTOR Batch: 1900 Assessment Period: OVO4I2017 fo 3UDN2E18

Workflow Details (Kindly click here and vesity the Detalls of Assessing Authorlies Dy Novenng Ihe mMouse over the respechive nama.} a

Itepre sentation

Letter imtormation  [EEEEERINES T Ngoramal | Apormisal | Hevswing | Accerimg

Fine

Drate: 0501 22048 Signatune

Mr. SURENDER SINGH SIROHI
TEMPBEDT
HRECTOR

o

Luttar Sachion
COMPETENT AUTHORITY

Dane

Signature

Shiri, GOUTAM CHATTAR. EE E
H0124
DIRECTOR

Date: 031272018

Fig.80

CDp}fFight ©) DPE. 2019 Veri.0
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e A confirmation window appears click on OK (“) button as shown in Fig.81:

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

o=

Fig.81

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

AFARID - 2018-01042017-31032018-2015658 has been Sent Successiully to ATUL BHATT (C2116) [CHAIRMAN ]

{X) BACK Click the Link 1 redirct back

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

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

Fig.83:

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

Hamas Inbax

W Standart W Representation
Dopy =22} | POF | csv Show 10 rows.

Form Type Officer Detail Recenved On Sent By Sent Date Current Stage Lwick Acbon

@ Fole Detail
@ PAR ~

CPEE APAR Fomn DEEPAK SABH 041102018 ATUL BHATT D408 CR Section Tor

CPSE APAR Form GOUTAM CHAT. EALIL KUMAR CR Saction To

CFSE APAR Fomn F K SARANCE 031212018 F K SARANCH 03122018 Rep - CR Sacto

Showing 110 3of Jentres

Firat Previous 1 Heat La=t

Fig.83

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

Copyright ©) DPE, 2019 Ver1.0



Nama: P SARANGI Cadre:

NTRAL SERVICES Sarvice; CPSE
Designation: DIRECTOR Batch: 1900 Azsessment Period: 01042017 1o 31032018

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

Regresentation

Mr. RAJESH KUMAR CHALIDHRY

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

Later Sockion

Fig.84

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

Smart Parformance App ISR ia U v e ek X R =1

i, éata will not by

- Basic

Name: P K SARANGI Service: CPIE
Cancel

Designation: DIRECTOR Assessment Period: 01042097 1o 310372018

Workflow Detalls [inaly chick here and verity the Detalls of Assessing Authorgles oy hovenng the mouse aver e respecive name. )

Rapresantaion

Mr. RAJESH KUMAR CHAUDHRY
PEi2E

JOINT SECRETARY DEPARTMENT OF PUBLIC
iiiatad

Lefter Sechion

Fig.85

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

MESSAGE

APAR 1D - 2016-01042097-31032013-201 5668 has been Successiully Closed

(Q BACE Click the Link 1o redirect back .

Fig.86

Copyright © DPE, 2019 Ver.1.0
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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:

i Assessment Yesr
Salact AssEsmMant year 20172013

Crmanzation View Mires Dt Tatal PAR Transaciicn Transachons on Weeky Bases

CSuppoi@Senicaliesk

Han Tue Wed  Thurs Frl sar Sun

Fig.87
Dashboard

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

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

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

Hrgankaiion Total PAR Trans aciion Transactions on Wisehdy Basis

30

b}
3

e
2

Tramsaction Number
a Z

=1

o

Hhan T Wea  Thes  Frl sar Sun

CDpyright ©) DPE, 2019 Ver.d.0



Fig.88

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

Home » Dashtoard

Assessmant Peniod : 20172018 b
Data is refreshed in every § minutes.
ORGANIZATION
searan. | | Copy || Excel || POF || csv || Show 10 rows
m Organization Officers Posted PARs Gencrated PARs Generatoe... Penting with O... Pending with R...

MECON LIMITED 5 25 n 2 2 1 1 o

Showing 110 1 0f 1 entriee
First Previous 1 Mext Last

Fig.89

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

Home » DashEoard

Assessmant Peniod : 20172018 b
Data is refreshed in every § minutes.

ORGANIZATION

searon. | | Copy || Exesl || POF || o8V || Show 10 ros |

m p— P —— PARS Closed PARS Generats... || | Penuing withO... | | Pending with R... || | Pending wih R...
1 5 25 n 2 1 1 o

MECON LIMITED

Showing 110 1 of 7 entries

First Previous | 1 Mext Last

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:

CDpyright © DPE, 2019 Ver.d.0
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DashBoard Send Alert Window

Messaoe to Send s Alert.

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

{Check at least one checkBox(")}

[]e-mail [@] 2vs

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

= T LT

process/access the same. Regards,SPARROW TEAM

(Check at least one checkBox(*))

# E-mail [ SMS

Fig.92

Copyright © DPE, 2019

Ver.1.0
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Common Functionalities of PAR

Custodian (Central or State), PAR Manager & Officers

Inbox/ Sent

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

( )/ My PAR, Assess PAR, Forward

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

My PAR (Inbox/Sent)

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

SPARROCW portal for various services have baen splitted, you may found that PARs of other services officer are not avallabie In your InboX. Please use res

Home » inbox

| My Par{1)} | Assesy Parl) | Manual Frocessii) | Procesal(?) |

W Standard W Representanon

searcn: [ | Copy || Excel || POF || csv || Srow 10 ows |
T S B K
2018-01042017.. CRSS 4RAR Fom 01112018 ATULBHATT (.. 112018 Cftiear Reportad.
Showing 110 1.0f 1 2nires —
First Previous | 1 | 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 availabie i

Haomie » Inbox

W Standard W Represertation

CPSE APAR Form NIRAJ KUMAR . 02412018 NIRAJ KUMAR . 0211208 Regorting Autho. .
CPEE APAR Form PSR K SASTR HHMW2ME ATUL BHATT | 111002018 Reviswing Auth
E [ ] 078-0104201 CPEE APAR Form RITA AHLAWAT... 23102078 ATUL BHATT .. 252018 Repoming Autho...
Showing 1 to 3 of 3 entries
First Fravious | 1 | Next Last

Copyright © DPE, 2019 Ver.4.0
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Fig.94

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

r Basic Information

Name: NIRAJ KUMAR Cadre: CENTRAL SERVICES Service: CPSE

Designation: DIRECTOR Batch: 1900 Assessment Period: 01/04/2017 to 31/03/2018

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

SR Appraisal
~
Reload Oid PAR 9

SECTION Ill : Appraisal of the Reporting Authority

Standard

nform

ation | Self App

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

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

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

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

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

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

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

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

|
Fig.95

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

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

Home ¥ Inbox

W Sfandard M Represertaton

GComy |Emcc|| POF || cs*.f| Srow 10roms

Officer Detail Sent By Sent Date Current Stage Caick Action
1 E u CP3E APAR Form ASHOH HUMA. .. 1912018 ATUL BHATT (. 018 Cfficer Reported. .
2 E [ ] 2018-01042017 CPSE APAR Form RITA AHLAWAT IEN0R018 ATUL BHATT 25102018 Repoding Autho

Showing 1 o 2 of 2 entries
First Previous | 1 | Next Last

Fig.96

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

c) DPE, 2019 Veri.0
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- Basic Ir i 1
Name: ASHOK KUMAR SINGH Cadre: CENTRAL SERMICES Service: CREE
Designation: CHAIRMAN Batch: 1800 Assessment Period: 0170412047 fo 3102013
Workflow Details (Finaly click here and verfy the Details of Assessing Authorities by hovering the mouse over the respective name | a
Stanoard

d Oid PAR

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

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

(Obiectives of the position you hoid and the responsibiities you are required to dischargs. in about 100 waords

2. Annual work plan and achievement:

5.No, Task to be performed Weigh Deliverabl Achievement
1 (Ubrectives of iz posnion you hioid and the responsDites you are fequired 1o Oischargs, N = '!L' required to discharge, in about 100 &
wit 100 o LE =
about 100 words) i words) 5 3
10.00

Tatal

Note:
Manual Process is performed by Custodian only.

Process (Inbox/Sent)

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

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

Home» Inhox
W Standsrd W Representation

o [oomn || em | [ | [o5¢ | [ Srowrems |

SNo L APAR ID Form Type Officer Detall Received On Senl By Senl Date Current Stage Quick Action

k] E [ ] 2018-0104204 7 CPSE APAR Formi DEEFAK 3ABH O4/Mnzme ATUL BHATT (LR R el § CR Section To

2 E [ ] 2018-01042017 CPSE APAR Form GOUTAM CHAT O5MD201E Sal Il WUMAR 051102018 CR Section To
Showing 110 2.0 2 enties

First Previous 1 Neat Last

Fig.98

Ver.1.0
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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 s Sen|
W Standad W Representation

My Sdr | Asseus B | Process Maniial Process

ASSESSMENT PERIOD : 2017-2018 ¥

| Copy || Excel | POF || csv || Seow 10 1ows

Search: I
Quick
AFARID Form Type Officer Detail Force Forward By Sent Date Sent To Stage Action

E 2018-01042017-31032018- CPSE APAR Foem NIRAL KLIMAR NIRALKLMAR ATUL BHATT | 10iTN2018 Omicer Reported

20715634

1

Showling 1ta 1 ol T entres
First Previous 1 Next Last

Fig.99

e Clickthe! licon to view the sent APAR.

CDpyright © DPE, 2019 Verd.0
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User Assistance

Track Your PAR

ra i Track Your PAR
e Go to User Assistance — | SEEEEE ), click Track Your PAR (_), select
Assessment Year, a list appears as shown in Fig.100:

Home ¥ APAR Tracking

Track My APAR

Assessment Period @ 2017-2018

Oficer Datail

ATUL BHATT {C.

Snowing 1t 1071 enines

Eucel | | POF | | csv | | Show 10 rows
Assessment Work Allotment Know your
Year Stalus FIIXII Work To Cadre Organization Year/Balch custodian
20172018 WORKING 01042017 | M-032018 | GENTRAL SER MECONLIMITED | 800
First Previous 1 | Next Last

Fig.100

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

PAR Tracking Detall

Officer Name - ATUL BHATT

Designation : CHAIRMAN

W Standad W Representation

PAR Period : 11-04-2017 to 31-03-2018

Empinyes Code 02116

‘Work Status : Working

Sent Current More
S Ho. Sent By Dale SeniTo Current Siage Status Last Open Date Details

ATUL BHATT (. 1-11-  ATULBHATT(C Cfficer Reported Panding 18-11-2048 11°2. Click
4018

Fig.101

e C(lick information icon (

) (Fig.54), the Role Details window appears, as shown in Fig.102:

Copyright © DPE, 2019

Ver.1.0
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MECCH LIMITED

MECON LIMITED

ATUL BHATTIC

SALIL KUMAR

Department of Public Enterprises

Role Details

Oilicer Organization Email 10 Alldment Year Rode Assigned
MECON LIMITED CENTRAL SER PAR CENTRAL

MECON LIMITED CENTRAL SER PAR CENTRAL

Fig.102

Copyright © DPE, 2019

Assigned Date Revoked Date

15-03-2018

15-05-2018

Ver.1.0
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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

#I 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 v ‘|

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 ...

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

Revoked
Year Cadre Role Assigned Assigned Date Date

12-10-2018

12-10-2018

Copyright

) DPE, 2019
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Workflow

Create/ Update

e Refer to steps mentioned under Movement of PAR- Custodian (First step)—2>Create Workflow/ Update and
Update/ Delete Workflow.

CDpyright © DPE, 2019 Ver.1.0
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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 Seclion

Lipaate S2ntion

Assessment Period |

i User Assistance v

Employse Search by ; Ctvose Desigatan v

QHole Detal
etk Ba CPSE ¥ Choose Cadre T

T ——

Search

““ LSS ety lonty

Copy Encal| ror || osv snmnsmrn|

Quick Action

N
2018-0104201 7- 3103201 &- 2015665 DEEPAK SABHLOR 20000025 DIRECTCR tge2
2 201A-01 04201 T-3 11 0201 7-201 5565 GOUTAM CHATTARIEE a0124 DIRECTOR 1500 -+
3 2018-01042017-31032018-2015666. ATUL BHATT came CHAIRMAN 1200
4 20480104204 T-2103201 8- 201 5664 NIRAJ KUMAR TEMPISEEAD DIRECTDR [ +]
5 2018-01042017-3103204 8- 2015865 EB.BHIDE 0356 CHAIRMAN ﬂ
8 20180104201 T- 3103300 82015883 P5.RK SASTRY F3.RK SASTRY DIRECTOR 1900 [ +]
7 2016-01042017-31032016-201 5683 SUBRATA BISWAS s DIRECTOR 1300 =
: 20180104201 7-3103201 B-2054549 RITA AHLAWAT 025 ASSISTANT FR 1200
g 2018-D1042047-3103201 8- 2015678 ASHCK KUMAR SINGH 1450 CHAIRMAN 1300 4]
10 2018-01042017-3 103201 62018501 G ARAVINDAN an2643 DIRECTCR 1300 n

Showing 1 fp-1oetteniries

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:

CDp‘y‘Fighl’ ©) DPE. 2019 Ver1.0
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- Basic Ir
Name: DEEPAK SABHLOK Cadra: CENTRAL SERVICES Service: CPSE
Designafion: DIRECTOR Batch: 1952 Assessment Period: D1N4200T fo 31032018
Standard
SECTION I
-
From Date To Date
Reparting Authadty Tl BHATT CHAIRMAN 9110412017 i ENET S
RECRWRO0 AUTRONTY ATUL BHATF CHAIRMAN UD4Z01T i IS &
ACEaRng Moty ARUL BT CHAIRMAN rDAracTT T IUEE0E o
2. Perioll of absence on leave, elc. during the year.
Period
Absence Category Type Remarks
From To
| ]
9. Qualification acquired and Training programmes attended during the year.
(a) Details of Gualification acquired during the year.
SrNo. Details of Qualifications Institution from which studied Details of subjects studied Marks obtained =
Upaata !

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

MESSAGE

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

o
L

Fig.106
Tracking

PAR
e Go to PAR = , click Tracking m), select Assessment Year and click the Search

(m) button, a list appears as shown in Fig.107:

Copyright © DPE, 2019 Ver.1.0




Home b AFAR Tracking

Traciona of APAR

ASBaRIMANT Pariod |

5 Nome WECTH LIMITED -

Employae Ssarch by - Empioysa Code Croose Dasignation ,

Chooes Form v

o
o
13
.
o
a
g
]
)
)

APARID L = Organmation Yoar/Batch
1 SALIL KUMAR | amT-2m8 WORKING @71zan7 CENTRAL SER.. MECON LIMITED 1800 [i]
Z DEEPAK SABH 0172018 WORKING 01042017 N0z-20m8 CENTRAL SER.. MECON LIMITED 1982
3 2 T-2018 WORKING 01042017 31032018 CENTRAL SER. MECON LIMITED: 1200 i)
4 GOUTAM CHAT 0172018 WORKING 01-04-2017 31-40-207 CENTRAL SER MECON LIMITED 1900 Li]
E 0. SHOME (DR, . WORKING 3103-2018 CENTRAL SER.. MECCHN LIMITEC 1800 i}
E F O EARANGE | WORKING 01042017 | 31032018 | CENTRAL SER MECON LIMITED. 1900 (i}
7 ATLIL BHATT (C 0172048 WORKING 04.04.2017 CENTRAL SER MECON LIMITED 1000 [i]

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

W Siandaid W Representation

PAR Period : 01-04-2017 to 07-12-2017
Officer Name _ 3ALIL KUMAR Employee Code . 53489

Designation : DIRECTCR Work Status : Werking

Sent current
Senl By Date SentTo Current Stage Slalus Last Open Daie
* n

ATUL BHATT {C.. D4-10-  SALIL KUMAR (.. Oficer Reported . Forwarded
2018

SALIL KUMAR (... 04-10- | QOUTAM CHAT... Reporiing Autho... Forwarded
2018

GOUTAM CHAT ... 04-10- | RAJESH KUMA_ . Reviewing Auth_.. Forwarded
2018

RAJESH KUMA D2-10- | P K SARANGI | Accepting Aucho Forwarded
2015

P K SARANGE (... D4-10- | ATUL BHATT (C... CR BectionTo .. Forwarded
2018

ATUL BHATT (C... D410~ | SALIL KUMAR... Qmcer Disclosure Forwarded
2013

SALIL KUMAR { Da-10- | ATUL BHATT {(C. CR Section for Closed (04-10-2018 12
2018

Fig.108

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

Copyright © DPE, 2019 Ver.0
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Role Details

- T T — e m AssgneaDate | Revoked Date

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

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

Fig.109
Force Forward

AR ¥ | Force Fonward|
¢ Go to PAR 8 , click Force Forward ( Force Forward ), select Assessment Year and click the

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

Homes Force Forward

Azgessment Period |

Employes Search by ¢ Emphyyee Gode Chooze Cesigrabon v

CFsSE A Choose Cadre v

1 W Representaton

Show 10 raws |

Dificar Datail C Sent B Received By Canrant Slage s [ chio

E L ] NIRASKUMAR .. CENTRAL SER.. NIRAJ HUMAR ... Lz-11- ATULBHATT C.. Repotting Autha...  31-05-2H8B Fome Fomward @

2018

2 E L DEEFAXSABH..  CENTRALSER. ATULBHATTC.. | Dd-10- ATULBHATTC..  CRSsctonTo . 1508-2018 =
2018

3 E [ ] 3 ATISL BHATT CENTRAL 53 STULBHATTC Dé-14- ATUL BHATT . Offser Reporkad 04218 a
5886 s

4 E L SOUTAM CHAT CENTRAL 5ER SALIL KUMAR 1 10 ATULBHATT G CR Seetion T 1508-2018 i
2018

5 E | § ASHOK KUMA CENTRAL SER. ATUL BHATTC 1511 ABHOK KLIMA. Oficer Repovied. I0-04-2018 Force Forward e

018 S .

-] E | § ATUL 8OBTI C CENTRAL SER ATULBRATTC 210 ATUL SCETIC. DOfficer Repodead I0-04-2018 Feitce Farwand l

Fanlil .

7 E ™1 20 SUBRATAEIS.,. CENTRALSER..  ATULBHATTC.. | 1210 SUERATA BIS... Offcer Reportsd.,,  30-04-2015 5
31032018-2015683 panyfi}

g E L ] 2018-0704HH17- 5.0, BHIDE C.. CENTRAL SER. ATULBHATT C.. M-k S8 BHIDECGH... Offcer Repoted...  20-4-2018 m .

YT 018 -

Fig.110

Note:

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

. Faorce Forward .
e (lick Force Forward ( button, a Force Forward window appears; enter the Reason for

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

Copyright © DPE, 2019 Ver.1.0
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Force Forward

First Temclate

Reason of Force Forward

‘ agtion 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 ©) DPE, 2019 Ver1.0
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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 © DPE, 2019

Ver.1.0
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Dossier

Officers Completed PAR

e (Goto Dossier

Dossier = g
, click Officers Completed PAR Officers Completed PAR ),

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

& S parrovr Homa Dossiar CMears Complatad Par
Empioyes Searchior Dossier

Assessment Periml ; NT-2018

Sent

s Assistance =

Employen Saarch by : Employee Cods

=
=3
Seanch
= IBM

B Dossier v

L) KLIMAR
GOUTAM CHATTARLIEE
3 INORA
4 PARTHAPROTIM BOSE
g R QUFTY
i
7
| SUDHIR RAHEIA
g SUDIF KUMAR NANDA

10 SUREMDER, SINGH SIROHI

1900

1900

1900

1900

1900

1900

1800

1900

1900

1900

Excal | POF | CSV || Show t0rows |

101}
1(0)
1001
1011
100}
101)
2(0}
101}

100}

Cheose Designation F Employs s hianig Chooze Glabal Grganizst T
CFsE E Cheose Cadre T
[ |
Aliotment YearmBatch Employes Code

5125 DIRECTOR

0124 DIRECTOR

03a JUMIOR ACCOUNTANT

E342 CHARMAMN

RRW40Z CHYRMAN CLN MANASING DIRECTOR

Ca480 DIRECTOR

TEMPBEDS DIRECTOR

TEMPRAHE A MEMEER {PLG)

TEMPOB2CPSE DIRECTOR

TEMPBEQT DIRECTOR

Fig.114

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

Copyright © DPE, 2019
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Home ¥ Giossier Officers Compieied Par

Empyee Search for Dossier

- Basic
Code: TEMPEEDT Hama: SURENDER SHGH SROHI Dasignation: TRECTCR
Batch: 1800 Cadre: CENTRAL SERVEES Agseaamant Year 2M7-2018

©

1 BLR SerMon FOF Generie

Docament Type

ACH Section POF Gengrate -

Hac Informaton

g

2 ACR Srion POF Ganrats ACA Saddion POF Genarata - Revawing &
3 LR Seclion FOF Gensiale ACR Seclion POF Genersts - Officer dccsntance £
4 ACR Seclion FOF Ganerats ACA Sedlion POF Genarsta - Diackas To OMcer &

A Sechion FOF Generais ACA Seclion POF Genersle - Accepling +
[ ACR Complele ACR Conplets - Compieted o
T ACR Sactbn FOF Generate ALCR Section PDF Oensrate - Seif Apprasal dl
8 ACR Saction FOF Genarate AR Gecfion POF Benerxte - Appraisal &

PARID : 20 B0 020 171 (EE-2018E51
Period ¢ DUD4207 TO ILERRME

Statua s ‘Working E
Form Name CPSE APAR Form

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 © DPE, 2019 Ver.4.0

73



Department of Public Enterprises

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.

CDpyright ©) DPE. 2019 Veri.0
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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:

TROME WGranen
Migration
Employee Search by : Cink Chooes Designatian v Erifikyeel Man Chooge GLubgl Organizal v

Hat Choose Cadre ¥ CPSE T

@ Fale Detail
2 PAR -

Search; copy | el | q:||=| csy || show 1o rowe |
=

“ i Tt oot
421 M 1500

MARENDRA Jal

NCT APPLICASLE

422 NGT APPLICASLE 1200
a4z SUNDAR BANE NOT APPLICABLE 1200
424 RITENCRA KR NCT APPLICABLE 1500
425 H BHA. HOT APPLICABLE =00
B Megraton =
426 NiRJA SARAF MOT APPLICABLE 1600
PAR Migration
aii AZ=CH MOT APPLICASLE 1400
Orading] Manually Secton
L ) 428 NOT APPLICABLE 400
420 TRERAD NOT APPLICASLE 1200
430 PK_SATPATHY. NGT AFPLICASLE 1500
Showing 421 to 430 of 530 enéres
Firet Pravious 1 42 43 a4 53 Mt Last

Fig.116

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

Hame * Migration Form

Nigration Form

Naime: SURENDER SINGH SIROHI Allotent Year Batch: 1400 Code: TEMPBEIT

Designation: DIRECTCR Cadre: CENTRAL SERVICES

5.No Assessment Year Work Status Work From Work To

Na records are thers

(4 | Back to Employee search

Fig.117

CDpyright ©) DPE, 2019 Ver1.0
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o Upload the pdf by clicking Choose File () button and Upload () button, as shown in
Fig.118:

oma » Migration Form

Wigration Form

Dual RepormngDivisional Commissioner -

Dual Reporting/Divisional Oficertiame Designation:
Commissioner ittt
Grads [Number): OficeiDrade Grade [Teat): Chases Hrade =
Reviewing Dotais
Reviewing Authonty: ReviswingOficariams Designauon; ReviewingificarDesiy
Grade (Mumodr: Reviswingl A SladofTani: Chaose Grads r
Accepting Details 3
Accepting Auth ; p o - Designation: — v | Chooss file | Muliple post . #e login pdl
y Arceptiroificeibams ArcepfingCficerDesio) Uslnad
Gresde (Wi berk ArceptingOfcerGrade e{Text): Choose Grads L
Dotzlls
ACR Status™ Qeiect .

(%) Back to Detsils

Fig.118

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

oma » Migration Form

Wigration Form

Dual RepormngDivisional Commissioner -

Dual Reporting/Divisional Cfitetias Designation:
Commissioner ittt
Grade [Number): Grade [Texty:

OfficerCrade

Reviewing Dotais

Reviewing Authonty: ReviswingOficariams Designauon; ReviewingificarDesiy

Grade [Numbar}: Grado{Tex1):

rirane Choose Grade X

Reviswing(f

LChmort o e ctosen

Accepting Authority: AlbephratithcelNarms Designation: ArcepfingOficerDesigy

Grads {Humber); ArcepiiraOiffcerGrata crelle: Chopse Grade ¥
Detalls

ACR Status™ Seect .

(%) Back to Detsils

CDD‘_I,I'Fighl' ©) DPE, 2019 Ver1.0
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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?

— ‘ “

ing/Divisional Commissioner

)n?rtlnnglwsmnal OfficerName Designation: OfficerDesg

sioner

lumber): P Grade (Text): Choose Grade ¥
Fig.120

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

Home # Migrafion Form

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

| Migration detais and Document Saved Successfully |

1 )

2017-2018 Working 2420 16062017 Edi ﬂ

« | Back o Empioyse search

Fig.121

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

. . B Migration ~ .
Migration ) module, select the Assessment Period, and search the user and select as shown

in Fig.122:

CDpyright ©) DPE. 2019 Ver1.0
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& Sparrow Home Grading (Manuaty Saction Uplosd)

Assessmunt Pariod :

Employee Search by Chooss Deaigratian v Empioyes Name v

et Choosa Catre v cPsE ¥

QFRale Detai
B PAR =
o

Search: Copy Exrel | FOF | (== Show 12 raws |
““ izt
1 = 1200

CENTRAL SERVICES

2 M P CHAUOH CENTRAL SERVICES 1500

3 T K FATTNAIK CENTRAL SERVICES 1500

4 0. SHOME CENTRAL SERVICES 1200

i Wi 5 RAJESH BOEL CENTRAL SERVICES 1900
PAR Migraticn 8 S K PATTANAYAK CENTRAL SERVICES 1900

7 RAKESH TUMA... CENTRAL SERVICES 1500

a MNIRAJ KLIMAR CENTRAL SERVICES 1600

2 DEEFPAK SABH CENTRAL SERVICES 1832

10 ATUL BHATT GENTRAL SERVIGES 160

Showing 110 10 of 530 eniries

Fig.122

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

Heome ¥ Grading [Manually Seciion Upioad)

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

PARID : 2018-01042017-3103201 8- 2015673

1 0110472017 31/03/2018 Appraisal ‘Working
2 010412017 DS Reviswing Working 2
3 01/04/2017 3103/2018 Accepting Working

« | Back o Empioyes Search

Fig.123

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

CDpyright ©) DPE. 2019 Ver1.0




ome » Grading (Manually Section Upload)

PAR Details » Update

- Basic Datails
Name: UMESH DHATRAK Designation: CHAIRMAN CLIN
MANAGING DIRECTOR
Code: TB155 Cadra: CENTRAL SERVICES
Allotment Year: 1200
r PAR Details
Assessment Penod : 5017305
Kot 010412017 o b 3032015
Officer Nome. ¢ UMESH DHATRAK Post Heldt pstiel
Work Saiie: \Warking Foan Type: CPSEAPAR Form
~ = e
Closed Status:™: STANDARD Closed Date™ 7E0E
r Grading
Reporting Authority GOUTAM CHATTARJE
Designation: SRR
Please select and fill Grade{Manually Section Upload):
* Numerical Grading 10.00 (I Textual Grading Cotes T . (£)Back To FAR Detaite

Fig.124

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

I EUR S W NENTHERRIET  sparrow-cpse eoffice.gov.in says About ~  Help ~

Are you sure you want to submit?
Grading (Manually Section Upload) ——
o
tails » Update
Details
I:H UMESH DHATRAK Designation: CHAIEMAN CUM
MAMNAGING DIRECTOR
a: 78135 Cadre: CEMNTRAL SERVICES
tment Year: 1800
etails
essment Period : 2017-2018

Fig.125

e Asaresult message prompts “Updation of Grade successfull !!!”, as shown in Fig.126:

CDpyright © DPE, 2019 Verd.0
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Home » Grading (Manually Secfion Upload)

¥ PAR Details

Lipdation of Grage succassiul 1l

Hame:

Designation:

UMESH DHATRAK Allotment YearBatch: 1800 Code: 78135
CHAIRMAN CUM MANAGING Cadre: CENTRAL SERVICES
DIRECTOR

BAR 10 : 201201042017 31032018 2015673
1 D1/04/2017 V0 Appraisal \warkng m
2 017042017 ERTi gl Reviswing wierking m
3 041042017 /0EE Accepting \Warking m
) Back'to Employes Seaich
Fig.126
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