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User or Officer - Standard Menu 
 

Fig.1 
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Movement of PAR –Custodian (First Steps) 

Create Workflow/Update 
• To create workflows go to Work flow Create→Update. 

• Select the Assessment period; search Officer, to create a workflow as shown in Fig.2: 
 

 

Fig.2 

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

( ) button as shown in Fig.3: 
 

Fig.3 
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Note: 
 
Global Search ( ): To serach the officer from global organization. 

 
• As a result page appears; provide Status and Type of Form as shown in Fig.4: 

 

 

Fig.4 

• Click Continue ( ) button as shown in Fig.4. 

• A page appears, open Standard ( ), select officers, click Save ( ) button as shown in 
Fig.5: 

 

Fig.5 
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• A message prompts “Workflow Data Saved and Updated Successfully”, as shown in Fig.6: 

 

Fig.6 
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Generation of PAR 

• Go to PAR → Generation, select Assessment Period, search user and click Search ( ) button 

then click on Generate ( ) as shown in Fig.7: 
 

Fig.7 

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

( ) button, unique Form ID is generated as shown in Fig.8 & Fig.9 respectively: 
 

Fig.8 
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Fig.9 

Send PAR 
 

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

confirmation window appears click on OK ( ) button as shown in Fig.10: 
 

Fig.10 

• As a result message page appears PAR is sent to the officer as shown in Fig.11: 



8 

 

 

Fig.11 
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Movement of PAR-Standard Flow 

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

• Click PAR ID ( ) under My Par tab to open PAR as shown in Fig.12: 
 

Fig.12 

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

( ) button, as shown in Fig.13: 
 

Fig.13 

• A confirmation window appears click on OK ( ) button as shown in Fig.14: 
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Fig.14 

• A message prompts “Sent Successfully to” as shown in Fig.15: 
 

Fig.15 

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

• Click PAR ID ( ) under Access Par tab to open the Form as shown in Fig.16: 
 

Fig.16 

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

Appraisal, click Send to Reviewing Authority ( ) button as shown in Fig.17: 
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Fig.17 

• A confirmation window appears click on OK ( ) button as shown in Fig.18: 
 

Fig.18 
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• A message prompts “Sent Successfully” to as shown in Fig.19: 

 

Fig.19 

 

Stage 3: Reviewing Authority performs the following steps to send the PAR to CR  

 

       Click PAR ID ( ) under Access Par tab to open PAR as shown Fig. 20 

 

 

Fig.20 

 

 

 

 

 

• Reviewing Authority views Basic Information, Self Appraisal & Appraisal forms and Finalize grade in 

Reviewing form,  click Sent to CR Section ( ) as shown in Fig.21: 
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Fig.21 

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

Fig.22 

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



 

 

Fig.23 



Time schedule for preparation/completion of APAR
(Reporting year- Financial year)

S.No. Activity Date by which to be completed
I. Distribution of blank APAR 31st March.

forms to all concerned (i.e., to (This may be completed even a week earlier).
officer to be reported upon where
self-appraisal has to be given and
to reporting officers where self-
appraisal is not to be given)

2. Submission of self-appraisal to 15th April.
reporting officer by officer to be
reported upon (where applicable).

3. Submission of report by reporting 30th June
officer to reviewing officer

4. Report to be completed by 31st July
Reviewing Officer and to be sent
to Administration or CR
Section/Cell or accepting
authority, wherever provided.

5. Appraisal by accepting authority, 31st August
wherever Drovided

6. (a) Disclosure to the officer 01 st September
reported upon where there is no
accepting authority

(b) Disclosure to the officer 15th September
reported upon where there is
accepting authority

7. Receipt of representation, if any, 15 days from the date of receipt of
onAPAR communication

8. Forwarding of representations to
the competent authority

(a) where there is no accepting 21 st September
authority for APAR

(a) where there IS accepting 06th October
authority for APAR

9. Disposal of representation by the Within one month from the date of receipt of
competent authority representation.

10. Communication of the decision of 15tllNovember
the competent authority on the
representation by the APAR Cell

II. End of entire APAR process, after 30th November
which the APAR will be finally
taken on record
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