PRIORITY
BY SPEED POST/e-mail

No. 17048/01/2015-1PS ACR Cell
GOVERNMENT OF INDIA/BHARAT SARKAR
MINISTRY OF HOME AFFAI RS/GRIH MANTRALAYA
North Block, New Delhi
Dated, the 24" February, 2016

To,
The Chief Secretary of all State Governments/UTs
(as per mailing list)
Sub :Implementation/adoption of Smart Performance Appraisal
Report Recording Online Window (SPARROW) and Personnel
Information Management System (PIMS) system for/by IPS
officers — Reg.
Sir/Madam,

Please refer to this Ministry's letter of even number dated 25.01.2016
regarding implementation of the Smart Performance Appraisal Report Recording
Online Window system in respect of IPS officers w.e.f. 01.04.2016.

2. 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 organization. The aim of the
system is to facilitate the electronic filing of PAR by officers in a way that is not
only user friendly but aiso allows to fill from anywhere, anytime as per their
convenience.

3. Personnel Information Management System (PIMS) is a electronic system
for maintaining the details of an employee. PIMS allows users to enter and
update the employee personal data and employment records according to the
access and role privileges. PIMS stores all the information required from an
employee as per the provisions of the Service Book.

4. For this purpose, NIC has developed a software, viz. PAR (SPARROW).
The above modules are accessible over the INTERNET using recommended
browser i.e. Intermnet Explorer and Modzilla Firefox.
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B. In order to implement SPARROW it is essential that every member of the
Service has his/her own e-mail id issued by NIC and he/she should have digital
signature certificate (DSC).

6. In case an IPS officer is not having NIC mail id, he/she should immediately
apply for the same to District-NIC Office or State NIC Office.

7. Digital Signature Certificate (DSC) provides a secure way of accessing the
application and can be presented electronically to prove one's identity or one's
right to access information or service on the internet. DSC is available in the form
of smart card or USB e Token. DSC can be obtained from any certifying
authority. The details of available CA can be found at
htto://www.cca.gov.in/cca/?g=licensed ca.html. It can be procured through any of
the licensed Certifying Authorities empanelled by Controller of Certifying
Authorities. | -

8. For impiementation of PIMS, all IPS officers need to use NIC e-mail to
register in PIMS at https./ips.gov.in. Once the registration request is submitted
the nodal officer [IG/ADG (Administration)] in the State Government should
verify/validate the request.

9. In this regard it is also informed that the NIC has prepared detailed “User
Manual” which is annexed herewith as Annexure-I.

10. Implementation Guidelines are annexed herewith as Annexure-lIA and
Annexure-11B.

11.  Quick Guidelines for Digital Signature Certificate are given at Annexure-|Il.

12. In order to implement SPARROW, you need to identify Custodian,
Additional Custodian and PAR Managers. Names of Custodian, Additional
Custodian and PAR Manager alongwith their NIC e-mail IDs should be sent to
NIC SPARROW team and MHA for providing them the required access rights in
the SPARROW. DSCs may be procured on priority basis for Custodian and
Additional Custodian.

13.  We also request you to ensure that PIMS is fully used.

14. NIC-team in State Governments have been requested to extend necessary
support to the officers for smooth implementation of SPARROW and PIMS.

15. A video conference was held on 23 Feb,2016 at MHA, North Block, New
Delhi. In this conference basic features were explained. As from 01.04.2016
submission of PARs by the officers in the Service will be done only through PAR
(SPARROW), in order to make them familarise with the software, the State
Governments are also requested to hold video conference/meetings/training
sessions with the members of the Service.
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1.

16. It is requested that contents of this letter may be given wide circulation
among the members of Indian Police Service.

Joint Secretary to the Governmen
Tele: 011 2309 2548

e-mail :jsp-mha@nic.in

Copy forwarded to the Technical Director, NIC, MHA with the request to
upload the letter on the web-site of MHA for wide circulation.
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ANNEXvRE-T.

A DIGITAL WORK PLACE SOLUTION

: i SPARROW
:Smart Performance Appraisal Report Recording Online Window .-
: User Manual

Department of Personnel & Training (DOPT)

Copyright © NIC, 2016 Dated: 19/02/16 NIC - EOF - EPAR- UM-001




Confidentiality Statement

This document contains information that is proprietary and confidential to DOPT & National
Informatics Centre which shall not be disclosed, transmitted or duplicated, used in whole or
in part for any purpose other than its intended purpose. Any use or disclosure in whole or in
part of this information without written permission of the Department of Personnel &
Training (DOPT) and National Informatics Centre (NIC), Department of Electronics and
Information Technology (DeiTY), Ministry of Communications & Information Technology is
prohibited.

Copyright 2016, National Informatics Centre
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Abbreviations

o

SPARROW - Smart Performance Appraisal Report Recording Onlin
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

Member of Service Employee belong to the service
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1. Objective
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-

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.

Copyri'gﬁi © NIC, 2016 Ver 1.4 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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2. Introduction

[N — —— - e et e

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 is pending with them.

. Copyﬂghi (@) NIC%& ,’281 6 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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3. Key Features - SPARROW

—5

Form ID: Form ID is unique and created while generation of Form

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

Standard : Grading on the Standard flow of PAR.

Representation: Officer can put for Representation in case of disagreement

Referral : Officer can Put for Referral Board for in case of disagreement with representation decision
Memorial against Assessment (MaA): Officer can Put for MaA in case of disagreement with Referral

Delays: Reduced delays in PARs submission

Communication: Timely Mobile and emails alerts at appropriate Stage

Security: Submission possible only through digital signing

Pendency: Tracking at every Stage -

Safety: No case of Missing/Lost/Damaged PARs

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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4. Roles - SPARROW

Primary

PAR Custodian
Primary Nodal Officer
Ownership Based
Centre PAR Custodian
State PAR Custodian
Admintstration Based
System Administrator
PAR Administrator
PAR Manager

EMD Administrator
Workflow Based
Reporting Authority
Reviewing Authority
Accepting Authority
Competent Authority

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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5. Roles & Responsibilities - SPARROW

PAR Custodian

Responsibilities

Manages and Maintains PAR Database
Central Repository records updating

Primary Nodal Officer
Responsibilities

Generates the PAR
Parameters for PAR are set up

mershnin Basecd

Centre PAR Custodian

Respansibilities

SPOC for Center

Maintains the records with respect to Center
State PAR Custodian

Responsibilities

SPOC for State

Maintains the records with respect to State

®

Copyright © NIC, 2015
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Administration Basad

System Administrator
Responsibilities

Maintains the records of database
Updation of Databases

PAR Administrator

Responsibilities

SPOC for maintaining database for respective cadres
Set up the PAR templates and Primary Database

PAR Manager

Responsibilities

Responsible for creating workflow for PAR

EMD Manager
Responsibilities

SPOC for maintaining and managing the Officer

Transfers and Superannuation

SPOC for maintaining and managing the Personnel

Information of Officer

Workfiow 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

Ver- 1.1
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pre

sentation

Referral

MaA
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Officer; Officer fills the | Officer willing to Put to | Officer willing to Put to | Officer willing to Put to
PAR and sends to Representation Board Referral Board Memorial against
Reporting Authority. forwards the request to | cystodian: Forwards the Assessment(MaA)

Custodian: Forwards the custodian. request to Referral | Custodian: Forwards the
PAR to Reporting | Custodian: Forwards the Board request to
Authority. request to Representation | peferral Board MaA(Competent

Reporting Authority: Board (Competent Authority) Authority)

Views the completed | Representation Board would discusses and | Competent Authority would
PAR and Grades the {Reporting & Reviewing & comments the PAR. discusses on the PAR and
PAR and forwards to Accepting Authorities), | custodian: Forwards the forwards to Custodian.

Reviewing Authority depending on Accepting PAR to Officer. Custodian: Forwards the PAR

Reviewing  Authority: Authority, either grade is | negeor. Accepts the PAR to Officer.

Views the PAR, Grades fodified By commented and sends to | Officer: Accepts the PAR and
the PAR and Forwards and torwaied to custodian. sends to Custodian.

i ; Custodian.
to Accepting Authority . PAR is closed. PAR is closed.

Accepting Authority: | Custodian: Forwards the PAR
views the PAR, to Officer.

Finalizes the grading | Officer: Accepts the PAR and
for the PAR and sends sends to custodian.
to custodian. PAR is closed.

Custodian: Forwards the
PAR to Officer.

Officer: Accepts the PAR
and sends to
custodian.

PAR is closed.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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7. Modules - SPARROW

— — - S

SPARROW comprises of the following modules, all the modules are user friendly:
e Inbox
e Sent
e Delegation
e User Assistance
o Track Your PAR
¢ PAR
o Generation
o Update Section |
o Tracking
o Force Forward
o  Workflow
o Create/Update
e Dossier
o Officers Completed PAR a
o My Completed PAR
o My ACR Status

e DSC
o Enroll
o Status

¢ NIC Email Status
s Support@HelpDesk
e Report Issue
o Check Status
o Feedback
o Role Details
e Migration
o PAR Migration
o Grading (Manually Section Upload)

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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7.1 ADMINISTRATOR - Standard Menu
Standard Menu has functionalities required to process PAR. Standard Menu is accessible by Administrators. Admin
maintains and manages the flow of PAR.

Standard Menu is as shown in Fig.SPARROW.1:

Fig.SPARROW.1

7.2 User or Officer - Standard Menu

e et e

k. -[‘,_'élegaﬁor_ij

¥ llser Assistance

¥ Verification

¥ Suppor (JHelpo};k

Fig.SPARROW.2

. Copyright © NIC, 2016 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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8. Movement of PAR -Custodian (First Steps)

8.1Create Workflow/Update
¢ To create workflows go to WorkFlow = Create/ Update.

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

—

Emplayer Search for Assessment - Workliow Creation

Assessment Period

Employee Search

by celeti Caare
3 SCOMPLETED LNOTSTARTED

Fig.SPARROW.3
e As aresult the list of searched employee page appears, select the employee as shown in Fig.SPARROW.4

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Home » Empleyee Ssarch

Employee Ssarch for Assessment - Workflow Creation

Assessment S
Period 20142015 v

¥as Chooss Designation
Employee i
Search by SelectCadre ¥ IAS

W'IN PROCESS WICCMPLETED

v T o
v

WINCT STARTED

| EROCE: ¥ ]
[ClinFROCESS BCOMPLETED  Sorsramten

show | 10 v : Results

i : Allofment. 5
Year/Balch. ¥

01APD32200

Employed Code 4

Designation

YVICE-CHAIRNAN .

ANDHRA PRADESH

Downioad PDF

i USER 1 1984
2 USER2 1684 D1APD35800 CHIEF OPERATIN . ANDHERA FRADESE
3 Bl usera 1005 01APO3BH1G COMMISSIONER B ANDHRA PRADESH
4 El USEﬁm’i 1584 014PD32500 PRL.SECY TOGQ. . ANDHRA PRADESH
h=)
5 USERE 1986 01AP034100 SR.DIRECTING ST ANDHRA PRADESH
5 ‘ USER B 1987 0TAPD34500 PRL.SECRETARY ANDHRA PRADESH
7 D usery 1691 014P035900 COMMISSIGNER T . ANDHRA PRADESH
8 L UsER® 1684 01AP032701 FRL.SECRETARY . ANDHRA FRADESH
g L usERG 1953 01APA30500 SPLGSTOGOVT, ANDHRA PRADESH
10 LSER 10 1954 01AP032300 PRL.SECRETARY ANDHRA PRADESH
1
Fig.SPARROW.4

e As aresult page appears, provide Status and Type of Form as shown in Fig.SPARROW.5:

Ver. 1.1
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Home » Workflow » Emplayes Searcn
Creation of Werk Flow - Choosing Worklow Period

USER Y
PRLSECY TO GOVT(TW) SCC AL WELFARE DEPT HYDERABAD

C1APRI2600
ANDHRA PRADESH

ANDHRA PRADESH

1984

Back To Search

Assessment Period Status Fomm Type Actions

From 01022014 1 7o 3ucacoE @ | WORKING v || —Sewsct—

TRAINING
NORKING

Fig.SPARROW.5

e Provide necessary parameters, click Continue() as shown in Fig.SPARROW.5:

#H¥) button as shown in

e A page appears, open Standard ( ), select officers, click Save (

Fig.SPARROW.6:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 . NIC - EOF - EPAR- UM-001
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T, WOk WACE SOUTION

Homa » Workfiow » Employee Searched » Craate//pdate

Work Flow for the Assessment Period : 01/04/2014 to 31/83/2015

USER 4

PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD
01AP032600

ANDHRA PRADESH

ANDHRA PRADESH

1904

Working
Form - 11AS Excepl AddlL Secy & Secy (Below Super Time Scila)

Active S.No. Stage Name Target Date Access Privileges
7 % COficer Reported Lpon USER 4 (01APD32600) [PRL.SECY T3 BOVT(TWI SOCIAL WELFA v 30042005 i ]
4 2 Reporting Authanty —Selact v 31/05/2015 [
o 3 Reviewing Authority -—Saleit— v Iﬂ’E‘E—iémE ] o) ¥ .
¢ 4 Accepting Authanty —-Salagt-- v /0712015 fil b B
i 7 5 CR Settion To Disclose LUSER (01APR40100) [COLLECTCR & DISTRICT MAGISTRATEHY v 15/08/2015 il g
v 5 Offcar Disclosure USER & (09APG32500} [PRL SECY TO GOVT(TW) SOCIAL WELFA /0212015 = 9
v 7 CR Szction for Ciosing USER (D1AFD40100) [COLLECTOR & DISTRICT MAGISTRATEHY v 3010972015 or

Fig.SPARROW.6

* A message prompts “Workflow Created Successfully”.

Note:
Custodian\PAR Manager Creates\updates the workflow.
PAR is generated only by Custodian for whom workflows are created.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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8.2 Update Workflow

e Toeditor Update( )workflow, search Officer, a page appears, click Update () button as shown
in Fig.SPARROW.7:

Home » Ao b cyee Seaih

Creation of Work Flow . Choosing Woskflow Period

Name USER 4

Cesignaticn PRLSECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD
G 01APD3I260G

ANDHRA PRADESH

ANDHRA PRADESH

1984
Sack Te Searck
Assessment Period Status Form Type Actions
From 01022018 ) e 3wovems|E) WORKING Form-|IAS Except A v

Fig.SPARROW.7

e A page appears, Standard ( ),Update fields, click Update() as shown in Fig.SPARROW.8: »

Home » Workflow » Employee Searched » Createdjpdats

Work Flow for the Assessment Period | 01:04/2014 to 3170372015

USER 4

PRLSECY TO GOVT(TW) SGCIAL WELFARE DEPTHYDERABAD
01APO32600

ANDHRA PRADESH

ANDHRA PRADESH

1984

Working
Form -11AS Except Addl. Secy & Secy (Below Super Time Scale)

Active S.No. Stage Name Target Date Access Privileges
- 1 Officer Reportes Ugon SVT(TW) SOCIAL AELFA v W0U015 il = HE

o z Ruporing Aumaonty USER 1 (0TAPO32200) MCE-CHARMAN & MANAGING DIRECTC v 31/08/2018 = B8 &

7 3 Reviewing Auinorty RATING OFFICER NRLM UND  + 300672015 5] = BB

v 4 USER 310445038315 - 310772013 i B &

- 3 CR Setbon To Dissiose USER (014PD401D0) |[COLLECTCR & DISTRICT M N 15082015 (72 -

’ E: USER 4 101APD32600) [PRL SECY TO GOVT[TW) SOCIAL WELFA 31082015 572 —~ = B

2 7 CR Settion far Clesing USER (014P040100) [COLLECTCR & DISTRICT MAGISTRATEHY * 3_“0\'05-':015 @ = B3 &

Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Fig.SPARROW.8

A message prompts “Workflow Updated Successfully”.

Copyright © NIC, 20186 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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8.3 Generation of PAR

e Go to PAR = Generation ,select Assessment Period, click Search (@) button and Quick Action ()as
shown in Fig.SPARROW.9:

=ome » APAR Generation

Generation of APAR

Assessment Period 2014-2075 b |

Employae Search by hopsea Sesignakon ¥ r § i Choase Cadre v [ v

Gengrated ¥ NotGenenaten ¥

¥

E Form - 11AS Excest 01AFQ32600 t384 USER 4 FRLSECY 7O GO 010472074 31032015

wing g1 of 1 eniriss First Preious 1 Next Last

Fig.SPARROW.9

Note:

= Generate Send . Genrate & Send
Generate (, Send [ and Generate & Send ( ) buttons are for

movement of physical files.

aft
e As aresult the Section | form screen appears, custodian fills the details and click Save As Draft )
button, unique Form ID is generated as shown in Fig.SPARROW.10 & Fig.SPARROW.11 respectively:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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KTACOMN. MO0 FLACE SRATION

Homs » eFarm » Generation
Officer Name : USER 4 Cadrg : ANDHRA PRADESH Sarvicr:1AS Designation : PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD Batch : 1984 Assessment Pariod : 010472014 (0 310372015

Standard-

Basic Information (Te e Hlsd In by Aomisistation DaislonPersonne! Department)
1. Name of
the Ofcar
reporied

| tpon

| 2. 8ervce s 3 Cadre ANDHRA PRADESH

|

| 4. Yearaf & A il
 Allotent 1454 Z Date ofBirth 30/04/1056 LEd)

L& Present 7.Frasent
Grade - Fost

ke

9 Repsriing, Revigwing ang Actepiing Authcfilies @
Period Worked
Authority Name Designation
From Date To Date
o Repermina Authann LISER 1 e MICECUARILAN # LAARA 2142004 31:03{25:5‘_ R - EE— S
ate:
« Please 0o #ot Copy & Paste From Any Rich Text Editor Like MS-Ward, Excel etc.
« Having any issue duriag Submit & Signing. Kindly Tioubieshoo
Fig.SPARROW.10

Home » APAR Ganera
Generation of APAR
Assessment Period 2 2014-2078 ¥
Employes Sedrch by 1 O T Chogse Desigaghion v ploynn N i Choase Cadre v JAS ¥

Gererated ¥ Not Generaled ¥

| Downioss POF

Form - | 1AS Except . . 1854

2600

Showing

R T

f 1 10f1 entrizs First

Fig.SPARROW.11

Note:
a. PAR can be Sent only after generation.

Dated: 19/02/16 NIC - EOF - EPAR- UM-




B e

8.4Send PAR

e Click Send To Employee (& ), a message page appears as shown in Fig.SPARROW.12:

Message

APAR ID 2015-01042014-31032015-29 has been successiully sent to USER 4
(01APD32600) - PRLSECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD (|

Fig.SPARROW.12

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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A TAGTTRL WERE AL SCATION

9, Movement of PAR-Standard Flow

Stage 1: Office

fill PAR:

2015-07042814-

o ClickPARID ( Z'7#20752% )45 open PAR as shown in Fig.SPARROW.13:

Home » infiex

Inhex

B Sancard M Representaton B Retersai ¥ Blemonai Te Prasidant

| Downieaz PoE

&
¥

4 Sg}siﬂqle & émpt.sthne. S

USER Cfficer Reparted

|
i
\ S Evia 2 016
‘ Form- | 1AS Except .. 020022016 (COLLECTORE DI 2016 s

1‘Shcr.lwf\g 1io Tgf 1 enines First Frevious 1 e

Fig.SPARROW.13

s Officer fills the Section 1l form and click Send To Reporting Authority( &) button, as

shown in Fig.SPARROW.14:

Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Home » gFom » Inbo

Officer Name : USER 4 Catre : ANDHRA PRADESH Service :1AS Designation : PRLSECY TO GOVI(TW) SOCIAL WELFARE DEPT HYDERABAD Batch : 1984 Assessment Pericd : 01/04/2014 to 31/0372015

1 Brief Dastripton of Dulies

t0njectves of the posivon you kold and the 1asks you are rRoured to perisrm in asout 100 Words?

2 annual

Work Plan ana Achiev

Deliverabies

Tasks to be Performed Initial Mid Year Actual Achievement

cessful compietion of an exiraordinany
G in Bme and costs)? If 5o please

it

ligve that you have made any excepbional contnbuben g s
men (tgsulting in sgn:ficant oenefits to the public andior 1

e periog unger

Fream Any Rich Text Edfor L

MS-Word, Excel slc,
whmit & Sigamg. Kindly Troch THik

Fig.SPARROW.14
A message prompts successfully sent to as shown in Fig.SPARROW.15:

Message

APAR ID 2015-01042014-31032015-26 of USER 4 (01AP032600) - PRLSECY TO
GOVT{TW) SOCIAL WELFARE DEPT HYDERABAD has been successfully sent to
USER 1 (VICE-CHAIRMAN & MANAGING DIRECTOR A P STATE WAREHOUSING
CORPN LTD HYDERABAD)

Fig.SPARROW.15

Note:

a. Form has Section I and Section II.

b. Section I is updated by Custodian/ Personnel Department.
c. Section II to be updated by Officer.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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e@ffice

Fenimat WORK WACE poLeTion

Stage 2: Reporting Authority perfarms the following steps to Forward to Reviewing Authority:
Z B £ Vi & I H
2015-01042014-
TR . .
s Click PARID(~ \132015-23 ) to open the Form as shown in Fig.SPARROW.16:

FHome » Intox

Inbex

m m B Sancand M Rspresentaton B Referal B Memontsl To Presdent
Show 10 v |Resuts P B | Downloaa POE |

4 sentnaeg  Cument g o Queck

Stage’ ¥ Action
i a4 3 USER 4 i USER 4 2 Repotng
1 O ‘ Famr-| IS Ereapt... (PRL SECY TOGO, SzRzEaTS {FRL SECY TO GO QM22ME | alority
First Fravious 1 Next

?Ehn.’-mg 4o Tof 1 anties

Fig.SPARROW.16
* A page appears,Reporting uthorit views Section | & Section Il forms, grades the PAR in Section Ill, click Send to
Send To Reviewing Authority

Reviewing Authority (€ ) button as shown in Fig.SPARROW.17:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001




Home » gFarm b dnkor

Officer Hame : USER 4 Cadre : ANDHRA PRADESH Service :

1AS Designation : PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD Batch : 1984 Asstssment Period : 01/04/2814 to 31/03:2045

Standard

Sravigw

i e responses relatng 0 Bie actomplishmants of the waork pian and unforesesn lashs as Sled outin Section

| 2 Paase commanton the claim (T 5382 of e¥pepional coririputien by the officer raponed upsn

s tha oficer rapantsd upon metwith any sigmileant faiivres inresgectof s wark? It yes. please fumisn faclual detadls

agree with the skill ug-gradation needs 3% enhfied by 1 oficer?

ce WS- Word, Excejeic.

Saved

Fig.SPARROW.17
A message prompts successfully sent as shown in Fig.SPARROW.18:

Megsags

APAR 1D 2015-01042014-31032015-29 of USER 4 (01AP032600) - PRLSECY TO
GOVTITVW) SOCIAL WELFARE DEPT HYDERABAD has been successiully sentio
USER Z {CHIEF OFERATING OFFICER NRLM UNDP NEW DELHI)

Fig.SPARROW.18
Note:

a. Section 1 & Section Il are both in readable mode.
¢. PAR can be either Save As Draft or Send to Reporting Authority.

ority performs the following steps

2015-01042014-

s (Click PARID ( H3ante= ) to open PAR as shown in Fig.SPARROW. 19:

4

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/1 NIC - EOF - EPAR-UM-001 _g
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A DAGETS Wih WUALE SOLmon

Home » Inbos

Inbox

M Sndard M Representation M Referrai B Memornial To Presigent

| |show 10 v Resuis | Downloss POF

Ofmcer Detad Rereved Dn' & &

=, USER 4 . . USER ! o
Form - | 1AS Excepl {PRL SECYTOGO 03/02/2016 b mamzems | RELCRE

m [ el
]

Showing 110 1 of 1 entfies

Fig.SPARROW.19
e Reviewing Authority views Section |, Section Il & Section IIl forms, grades the PAR in Section IV,click Sent to

Accepting Authority ( Sl tieb sl o5 shown in Fig. SPARROW.20:

Home » eForm » inbox

Officer Name : USER 4 Cadre ;: ANDHRA PRADESH Service 1 [AS Designation : PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD Batch : 1884 Assessment Peric! 1 010472014 10 31032015

Standard

Review Q

Freview

1. Do you agfee with tne assessment mace by e reporing officer with respact ta the cuutand the varieus atiributes in settion N7 Do you agree
with the assessment of the reparting oficer in respectof extracrdinary achievements andlor sigrificant faitures of the maSificer reported upon?
(In case you do ot agree =il any of the numerical assessmenty of alnbutes please record your assessment/n the column proviced for you in that
sechon and initial your entries)

®yesNo
2. In case of difference of opinign details and reasons far the same may Be given

3. Comments, ifany. on the pen picture written by the Reporting Authority

4. Recommendation relatng to domain assignment (Pisase tick mark any four)

« Pleasa Do Not Copy & Paste From Any Rich Text Editor Like MS-Ward, Excel elc.
« Having any igsue dusing Submit & Signing. Kindly Tioublechons

- Sond To Accepting Authority’ | IEGESTE

Fig.SPARROW.20

e A message prompts successfully sent as shown in Fig.SPARROW.21:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Message

APAR ID 2015-01042014-21032015-22 of USER 4 (01AP032500) - PRLSECY TO
GOVT{TW) SOCIAL WELFARE DEPT HYDERABAD has teen successfully sentto
USER 3 (COMMISSIONER BC WELFARE HYDERABAD)

Fig.SPARROW.21

201501042914~
e ClickPARID (- 227229 )0 open PAR as shown in Fig.SPARROW. 22:

Home » nkioy

Intax

m W Stangard M Representaton M Refersa! M pemonal To Presiment

Snox 10 ¥ Resulls ) ‘ Downioad POF

- Received On | &

b USER 4 < LISER 2 . Accephing
E u 0 | Femeias B L SECY TG 65 02022016 (LIS ORERATIN 02022016 yrEEE
First  Frewous 1 0 Next  Last

Shawing 1 0.1 272 entnes

Fig.SPARROW.22
e Accepting Authority view Section |, Section II, Section Ill & Section IV forms and finalises garde in Section V

)as shown in Fig.SPARROW.23:

form,click Send To CR Section (

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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R AR, WO IATE FELLTION

Home » eForm » Inbox

Oificer Nome : USER 4 Cadre : ANDHRA PRADESH Service :1AS Designation: PRL,SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD Batch : 1984 Assessmant Period : 01/04/2014 (o 3110372015

© Standard

Acceplante g

l Previaw

| 1. Do you agree with tne remarks of tha reportingirevieving authorities
|@ives BINo

| 2. In £ase of giflerence of opinion detads and raasons for e same May be given.

3. Cnerall grage jona
scoreof 1-10)

Date c2o2208 Signature of Accepting Authorily

fiafarence Document Uploadian|y paf fitas will 3mp masimum size Choose file  No file chosen

Mot
. Fse se Do Not Copy & Paste From Any Richi Text Edllor lec Ms Word, Excel alc.

« Having any issue during Submit & Signing. Kindly Troul

o ==

Fig.SPARROW.23
e A message prompts successfully sent as shown in Fig.SPARROW. 24:

Massage

APAR 1D 2015-01042014-31032015-20 of LISER 4 (01AFP032600) - PRL.SECY TO
GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD has been successfully sent 1o
USER (COLLECTOR & DISTRICT MAGISTRATEHYDERABAD)

|- Back To Inbox

Fig.SPARROW.24

forms the following steps to disclose PAR:

o Click PAR ID( 3103201529 )46 open PAR as shown in Fig.SPARROW. 25:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Hzme » Inbos

Inbox

M Starogard B Represeniaion @ Referral B Memgrial To Presicent
Srow 10 ¥ Rasults | Downicad PCF

Current

o FORN=IAS Endepl PRl SECY T0GO. Gamaneg (COMMSSIONER ozezzets  grieenTe
Snewing 113 1 g1 sitltias First Pravious 1 Next Last
Fig.SPARROW.25
. \ ) Disclose To Officer . o
* PAR is opened, click Disclose to Officer ( ' E2) to disclose the PAR as shown in Fig.SPARROW. 26:

Home + eFarm » Inoo

Otficer Name : USER 4 Cadre : ANDHRA PRADESH Service :IAS Designation : PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPTHYDERABAD Batch: 1984 Assessment Period : 010472014 10 310372015

Standard

e — e ————e —

Basc Informatitin (To b filed in oy

USER 4
1AS 3 Catre ANDHRA PRADESH
154 5 Det ofBitn 300111955
7 Present
4 Fost

ting Autrerities

# Reporting. Reviewing ang Agg

Peried Worked
Authority Name Designation
From Data To Date
Mote
« Pigass Do Not Copy & Paste From Any Rieh Text Editor Like MS-Word, Excel el
. ng any Issue dunng Subimit £ Signing. Kindly ot
Fig.SPARROW.26

e A message prompts successfully sent as shown in Fig.SPARROW. 27:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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FDOGITAL SR BLACE BULOTION

Message

APAR 1D 2015-01042014-31032015-20 of USER 4 (01AFPD32600) - PRL SECY TO
GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD has been successfully sert o
USER 4 (PRLSECY TO GOVT(TW} SOCIAL WELFARE DEPT HYDERABAD)

Fig.SPARROW.27

forms the following steps to Accept PAR:
2015-07042074-

e Click PARID ( =7032075-2¢

Stage 6: Officer pe

) , to view PAR grading as shown in Fig.SPARROW., 28:

Home » ingox

Inksox

B Sandard

| Jenow/10

i SentDate &

B gepresenation @ peiemat Mgenarial To Presidant

Jcannkead PO

Current Stage &

I
|
|
EShcw:ng 110 1¢i1 eninies

Ver. 1.1

Dated: 19/02/16

— 26 —

NIC - EQF - EPAR- UM-001

)as shown in Fig.SPARROW.29:
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Home r eForm » InDox

Officer Name - USER 4 Cadre : ANDHRA PRADESH Sarvice 11AS Designation : PRLSECY TO GOVI(TW) SOCIAL WELFARE DEPT HYDERABAD Batch: 1984 Assessment Period : 010472014 10 3103/2013

w
i

LISER 4

145 3 Cage ANTHRA PRADESH

1984 6 Dateof Birth  303%/1958

7. Presant
 Paosl .
9 Regoting Reviawing and Accephng Avthonties
Pericd Worked
Autharity Name Designation
From Date To Date
Noie 3
-
Fig.SPARROW.29

e A message prompts successfully sent as shown in Fig.SPARROW. 30:

Message

APAR ID 2015-01042014-31032015-29 of USER 4 (01AP032600) - PRLBECY TO
GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD has been successfully sent to
LISER (COLLECTOR & DISTRICT MAGISTRATEHYDERABAD)

Fig.SPARROW.30

Note:
a. Officer can either Accept or Put for Representation.

e Click PARID ( - ©5=077

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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ARG, WORE: MALE SITION

Homs » Inbox

inbox

g ]

Mariat Troce Process (1)

B smngarg M Representaton B Refarral 8 Memonai To Fresioent

Officer fietad | 4 RecewedOn &

USER 4 pae USER 4
(FRLSECY TO GO... SNE (PRL.SECY TO'GO.

R Sechon for

210212
020022016 oot

Daswnioad FOF

‘She—wn-;" to 1af entrles

Firsy Plresaus

o (Click Close {

Fig.SPARROW.31

) to close the PAR as shown in Fig.SPARROW.32:

Home » eForm » inbos

Officer Name; USER 4 Cadre: ANDHRA PRADESH Service :1AS Dasjgnation: PRL.SECY TO GOVT

ety

Basiz Information [To 22 fiad in by Adminisitation DavsioniParsonnel Depantmant

1. Name of
the Cfficer
reporied
upon

UZER 4

4. Yearao!

Allptment 1054 5, Date of 8irth 30771956

B Fresent T-Present
Grads Fost

&, Regortng. Reviewing arng Atcepling Aulhorties

Authority Name Designation

2, Servite 1AS 3.Cadre ANUHRA PRADESH

Period Worked

From Date To Date

(TW) SOCIAL WELFARE DEPTHYDERABAD 8atch : 1984 Assessment Period ; 010472014 10 31032015

Mate:

« Havinig any issue during Submit & Signing. Kindly Treugigsnoor

» Pizise BaNot Copy & Paste From Any Rich Text Editor Like MS-Waord, Excelatc,

Fig.SPARROW.32

e A message prompts successfully completed as shown in Fig.SPARROW. 33:

— 38—
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Messaye

APAR 1D 2015-01042014-21022015-259 of USER 4 (01APO32600) - PRLSECY TO
GOVT(TW) SOCIAL WELFARE DEFT HYDERABAD has been successiully campleted

Fig.SPARROW.33

Copyright © NIC, 2016

Dated: 19/02/16
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A COGTM SR WACE SOLITICN

10.Movement of PAR- Representation Flow

ﬁh

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

e Click Put for Representation ( FULIOC REprs seaiation ), to Put for Representation as shown in Fig.SPARROW. 34:

Home » gForm » IABSY

OHicer Namea : USER 1 Cadre : ANDHRA PRADESH Service :1AS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOU SING CORPN LTD. HYDERABAD Balch: 1904 Assessmant
Pertod : 010472014 1031032015

orkfow Details

| 13, Details of PARS of AIS efficers notwritien by this oficer as repartingireviewing duthenty for the previcus year
|

A
14, Date of Filfing Lhe propery return for year snsing
December
-
| 15. Date of last prescribed medical examinationifor
| officers over 40 years of age).
| Atazh copy of the summary of the medical fapeit
Dale: 020272016 Signature (AdministratveParsonnel Dept)
USER
(D1APDAGH00) -

COLLECTOR & DISTRICT MAGISTRATEHYLERAEAD

ate;
« Plaase Do Nol Copy & Paste From Any Rich Text Editor Like MS-Word, Excel elc.
« Having any issue during Submit & Signing, Kindly Troubleshoot

m Put for Representation Sauved

Fig.SPARROW.34

e A window appears,enter remarks and Submit(m) as shown in Fig.SPARROW.35:

Ver. 1.1 Dated: ; NIC - EOF - EPAR.
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Letter | - Employee

Case for Representation

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

Date: 02222016 Signature

Reference Document Lipload Choose file | No file chosen

Fig.SPARROW.35
A message prompts successfully sent as shown in Fig.SPARROW. 34:

Message

AFAR 1D 2015-01042014-21032015-13 of USER 1 (01APD32200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AP STATE WAREHOQUSING CORPN LTD HYDERABAD has
teen successfully sentlo UUSER (COLLECTOR & DISTRICT
MAGISTRATEHYDERABAD)

Fig.SPARROW.34

Stage 2: Custodian performs the following steps to forward the request:

20715-01042214-

o ClickPARID (- “**" """ ) to open PAR as shown in Fig.SPARROW.35:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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AL WORR FUACE SCLIMION

B S:angard @ Representaton M Referai  ® Kemonal To President

APARID 4 Officer Detai: Recetved On & § Sentpatr $ Cs‘;;’;e“‘ 3

¥

‘ & ’ : USER 1 Sbitg USER 1 A RATE
‘ ' E ® o0 FophH S Extapt (VICE-CHAIRMAN _. P a0te [VICE-CHAIRMAN YemEsia

Showing 1o 10f 1 enties

Fig.SPARROW.35

e Custodian fills the Letter Section form and click Send To Accepting Authority (
button, as shown in Fig.SPARROW.36:

Home » eFarm » inbox

Officer Name : USER 1 Cadre : ANDHRA PRADESH Ssrvice :1AS Designation: VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPN LTD. HYDERABAD Batch: 1984 Assessment
Period : 01104/2014 to 31032015

Praviaw

Latter | - Employee
Case or Represantaton

| would Tike to go for répresentation and request for higher grades

Signature

USER 1

(01AP032200) -

VIGE-CHAIRMAN & MANAGING DIRECTOR A P STATE
WAREHOUSING CORPN LTD. HYDERRBAD

Dater 02MN22014

Leter Il - Azcepling Authonty

Note:
« Plsase Da Not Copy & Paste From Any Rich Text Editor Like MS-Word, Excel ¢lc,

» Having any issue during Submit & Signing. Kindly Troubleshaot

. Send To Accepiing Authority

Fig.SPARROW.36

e A message prompts successfully sent as shown in Fig.SPARROW.37:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Hessage

APAR 1D 2015-01042014-31032015-18 of USER 1 (01AP032200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AP STATE WAREHQUSING CORPN LTD HYDERABAD has
peen successfully sent to USER 4 (PRLSECY TO GOVT(TW) SOCIAL WELFARE DEPT
HYDERABAD)

Fig.SPARROW.37

Note:
a. Custodian forwards to Representation.

Stage 3: Accepting Authority performs the following steps for consideration:

2015-01042074-
e Accepting Authority opens PAR ID( 21213 ) as shown in Fig.SPARROW.38:

M Standard M Representation M Referral M Memonal To Prasident

| Downicas FOF

Current Quick
A A a
SentDate & Stage. ¥ Achon’ [ ]

¥

Rep-
USER 1 I USER -
(VICE-CHAIRMAN G20 ICOLLECTGR § B O2prons :if._‘:,':"?
=3 g 112 10l 1t enlriss First Pravious 1 Haxt Last
Fig.SPARROW.38

e A page appears , Accepting Authority enters remarks , forward the request to next authority and click Send To ()
button, as shown in Fig.SPARROW.39:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Home » eFosm » Inbox

Officer Name,: YSER 1 Cadre : ANDHRA PRADESH Service 11AS Designation: VICE-CHAIRMAN & MANAGING DIRECTOR A R.STATE WAREHOUSING CORPHN LTD. HYDERABAD Balch : 1884 Assessment
Period : 01/04/20%4 to 310312015

Petiiy

Letter I - Accepting Authosity

Case &or Representation

Signatite

USER

(01AP240100] -

COLLECTOR § DISTRICT MAGISTRATEHYDERABAD

ST

e
» Pieass Do'Not Copy & Paste From Any Rich Text Editor Like MS-Wori, Excal etc.
ing any Issue during Submit & Signing, Kindly Trpubleshoct

2 (Reo - Reparing Adihority)
| UEER 2 (Rep - Reviewin Tity)
| USER (Rep-CR Section To Discloss)

Fig.SPARROW.39

s A message prompts successfully sent as shown in Fig.SPARROW.40:

Message

APAR 1D 2015-01042014-21032015-19 of USER 1 (D1AP032200) - VICE-CHAIRWMAN &
MANAGING DIRECTOR A P STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successiully sent to USER (COLLECTOR & DISTRICT
MAGISTRATEHYDERABAD)

Fig.SPARROW.40

Stage 4: Custodian performs the following steps to disclose PAR to Officer:
2015-010420174-
e Custodian opens PARID ( ATE0E0NAS ) as shown in Fig. SPARROW. 41:

: Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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W Stangard M Reprecertation @ Referrat B Memoral To

e USER 1 — USER 4
oS e, (VCE-CHARMAN i {FRLSECYTD GO

Fig.SPARROW.41

e A page appears, click Disclose to Employee i) as shown in Fig.SPARROW.42:

Home » sFonm » i

Otcer Name - USER 1 Cadre - ANDHRA PRADESH Sarvice :IAS Designation : VICE-CHAIRMAN & MANAGIRG DIRECTOR AP.STATE WAREHOUSING CORPN LTD. HYDERABAD Batch: 1984 Assassment
Period 1 01:0472014 15310372015 e

Represantation Seledt

A USER T
(Q1AP03I2200) -
VICE-CHAIRWAN & MANAGING CIRECTOR A P.STATE
WAREHOUSING CORPH LTD. HYDERABAD

Legerli - Szcening Authoniy

r Represeniation

Signature

USER

{1APIABIOD) -

COLLECTER 3 DISTRICT NASISTRATEHYDERARAD

aste From Any Rich TextlE
Submit & Sipning. Kindly

FLike MEWord, Excel ate,
tashoqt

Fig.SPARROW.42
e A message prompts successfully sent as shown in Fig.SPARROW.43:

Ver. 1.1 Dated: 19/02/16 ~ NIC- EOF - EPAR- UM-001
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s
o
GO WOR Y LA SOLNTION

Message

APAR ID 2015-01042014-31032015-19 of USER 1 (01APD32200) - VICE-CHAIRMAN &
MANAGING DIRECTOR A P STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successfully sent to USER 1 (VICE-CHAIRMAN & MANAGING DIRECTOR

AP STATE WAREHOUSING CORPN LTD. HYDERABAD)

Fig.SPARROW.43

Note:
a. CR Section receives the PAR from Accepting Authority and forwards to Officer.

Stage 5: Officer performs the following steps to Accept PAR:

2015-01042014-
3103201518

* Click PAR ID( ) to open the disclosed PAR as shown in Fig.SPARROW.44:
Home » Inbox
Inbox

I
T SR

lghow 10 7 |Resuls

M Spangard ™ Representaton B Referral

&

s 4 " Receivedon & Sentfly, SentDate:d | Corrent Stage, &

¥

Rep - Employes

W pemor

i Downbad FOF

Quick Actior |

al To President

E m Form- IS Except 33022015 R eToR a5 papezots  eR-EMR
Showing 1101 0f 1 entries i Tevious ’
Fig.SPARROW.44
| Piit to Refferal Board .
e Officer either Accepts ( Jfccept ) or Put for Referral Board(i& Wi Hefern Dasst as shown in

Fig.SPARROW.45:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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-Offic N

Home » 2Fom » (HGox

Officar Name : USER 1 Cadre : ANDHRA PRADESH Sssvice :IAS Desighation : VICE-CHAIRMAN & MANAGING DIRECTCR A.P.STATE WAREHCUSING CORPN LTD. HYDERABAD Baich : 1884 Asspssment
Pericd - 01:047014 to 310372015

Select -

Frevisw

Lefizr |- Employes

Tase iorRepresenmanon

Iwould like to-go fof representation and reguest for highergrades.

016 Signature
USER
{G1AP2IZ200) -
VICE-CHAIRNMAN & MANAGING DIRECTOR AP STATE
WAREHOUSING CORPH LTD HYDERABAD

Previaw

Fig.SPARROW.45

Note:
a. Stage 6 & 7 are followed for Movement of PAR- Standard.
b. Referral Board is a Competent Authority.

Copyright © NIC, 2016

ed: 19/02/16 NIC - EOF - EPAR- UM-001
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11.Movement of PAR - Referral Flow

Stage 1: Officer performs the following steps to request to Referral Board:

to Refferal Board

e Click Put to Referral Board (
Fig.SPARROW.46:

Letter | - Emplayes

Case for Referral Board

Date: 0310272016 Signamre

Referance Document Upload Choose file | No fils chesen

Fig.SPARROW.46
e A message prompts successfully sent as shown in Fig.SPARROW.47:

Message

APAR ID 2015-01042014-31032015-18 of USER 1 (01APD32200) - VICE-CHAIRIMAN &
MANAGING DIRECTOR A P.STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successiully sent to USER (COLLECTOR & DISTRICT
MAGISTRATEHYDERASAD)

Fig.SPARROW.47

Dated: 19/02/16 - EPAR- UM-D04

| Copyright © NIC, 2016
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Stage 2: Custodian performs the following steps to forward the request:
2015-01042014-

31032015-15

o Click PARID (™ ), as shown in Fig.SPARROW.48:

Home » Inbox

Inbox

B Standzrd M Representation B Referrar 3 Memonal To Presigent

Corent. 4 Qoick 4
Stage Y Acfiod °¥

. " USER 1 s USER 1 - Ref- CR
E ® Fomii=1 A3 Exeent MICECHARKMAN . L NIQE-CHAIRMAN GRS gacien
Showing T4 71 enties Firs Pravious ] Mexrt La
Fig.SPARROW.48

e A page appears, click Sent to competent Authority (
Fig.SPARROW.49:

Copyﬁ?ght © NIC, 2016 Ver. 1.1 Dated: 19/02/16

NIC - EOF - EPAR-UM001 g

) as shown in
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R ARCTI WORKALE SCUTTHN

Home » sFomm » Inbox

Officer Name : USER 1 Cadre : ANDHRA PRADESH Service :1AS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPN LTD. HYDERABAD Batch : 1684 Assessment
Period : 01/04i2014 10 31/03:2015

Leter| - Employae

Case for Referral Boarg

Date 03022816 Signature
YSER 1
{01APDZ2200) -
VICE CHAIRKAN 8 MANAGING DIRECTOR A P_STATE
WAREHOUSING CORPN LTD. HYDERABAD

TR A

+ Pizase Do Hat Copy & Paste From Any Rich Text Eddor Like Ms Waord, Excel el
« Having any ssue during Submit & Sigaing. Kindly Trout

Fig.SPARROW.49
e A message prompts successfully sent as shown in Fig.SPARROW.50:

Message

APAR |D 2015-01042014-21022015-19 of USER 1 (C1AP032200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AP STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successfully sent to USER 2 (CHIEF OPERATING OFFICER NRLM UNDE NEW
DELHI)

Fig.SPARROW.50

Note:
a. Custodian is responsible to forward the Case to competent authority.

Stage 3: Competent Authority performs the foliowing steps for consideration:
5-01042014-
? DJ 015-18 o g .
e Competent Authority views PAR ID{ ™ ),as shown in Fig.SPARROW.51:

Dated: 19/02/16 NIC - EOF - EPAR: UM-001

Copyright © NIC, 2016 Ver. 1.1
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W Stangard M Representaton @ Referzt ™ Memaorial To Fresigent

| Downmimr j

d Current
RecevedOn & Sent By S SentDaie & Stage’

Rsf-
USER 0202018 Com
(COLLECTOR & DI ganame :3;::::“

x)
D

01

0

USER 1 030,

o - B
Fom - HIAS Except . PACE-CHAIRMEN

n
L}

Prayious 1 Nexl Las

Fig.SPARROW.51

Send To€R Secti
e A page appears,click Send to CR Section () as shown in Fig.SPARROW.52:

Hame » eFerm » noox
Officer Name : USER 1 Cadre : ANDHRA PRADESH Service : IAS Designation : VICE.CHAIRMAHN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPKN LTD, HYDERABAD Batch : 1934 Assessment

Period : 010472014 to 310372015

Signanie
USER

D1APOLI1000 -

COLLECTOR & DISTRICT MAGISTRATEHYDERAEAD

Slanature

Date 03/M2:201%

Raference Dosument Uplcat Cheose file No file chosen

Note:
« Please Do Nol Copry & Paste From Any Rich Text Editor Like MS-Word, Excel etc.
« Havingany issue during Ssbmit & Signing, Kindly Troublaghgo:

Fig.SPARROW.52

A message prompts successfully sent as shown in Fig.SPARROW.53:

F - EPAR- UM-001

Dated: 19/02/16 NIGC -

Copyright © NIC, 2016 Ver. 1.1
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& Daite WS MACE SELENION

Message

APAR 1D 2G15-01042014-21032015-18 of USER 1 (01AP032200) - VICE-CHAIRMAN &
MANAGING DIRECTOR A P STATE WAREHOUSING CORPNLTD HYDERASAD has
been successfully sent to USER (COLLECTOR & DISTRICT
MAGISTRATEHYDERABAD)

\Back Tolbox

Fig.SPARROW.53

Note:
a. Competent Authority sends PAR to Custodian.

Stage 4: Custodian performs the following steps to disclose PAR to Officer:

2015-07042014-

e Custodain views PARID( = 732075 ) a5 chown in Fig.SPARROW. 54:

Home » Inbox

Inbox

& Officerpetad & RecewvdOn &

Rsf- CR Sectol
To Disclose

E s USER 1 USER 2
Foray=11A8 Exept... ICE-CHARAN U sad (CHIEF DFERATIN

Fig.SPARROW.54
" Disciose To Empioyee

)as shown in Fig.SPARROW.55:

e A page appears,click Disclose To Employee (

Copyright €

© NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF
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Harse veFern » 0o

(itficer Name - USER 1 Cadre - ANDHRA PRADESH Service t1AS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPN LTD. HYDERABAD Baich : 1984 Assessmant
Py $ 14720 2015

Seiect ¥

USERT
IT1APO32200) -

VICECHAIRMAN & MANAGING DiRECTOR A P.STATE
WAREHOUSING CORPN LT{: HYDERABAD

R T T R 5 SHRIT,

Leger |l - Aclapting Authonty

Cass for Referral Board

(G1APOATI0D) -
COLLECTOR & DISTRICT MAGISTRATEHYDERABAD

From Any Richy Text
T & Signing. Kindl

ke M S-Word, Excel etc.

Fig.SPARROW.55
s A message prompts successfully sent as shown in Fig.SPARROW.56.

Message

APAR 1D 2015-01042014-21032015-1¢ of USER 1 (01AP032200} - VICE-CHAIRMAN &
MANAGING DIRECTOR AP STATE WAREHOUSING CORPN LTO. HYDERABAD has
been successiully sent to USER 1 (VICE-CHAIRKAN & MANAGING DIRECTOR

AP STATE WAREHOUSING CORPN LTD. HYDERABAD)

Fig.SPARROW.56

Note:
a. Custodian receives PAR and discloses to Officer.

Stage 5: Officer performs the following steps to Accept PAR:

e Click PARID ( ) to view remarks as shown in Fig.SPARROW.57:

Copyright © NIC,

Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-UD1
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e@®ffice

A DOGAL WO BUACE SOLUTIN

Home » inbox

inbox

B sungard @ Representiton  ® Referral

Ref- Emptoyee
Disciosure

USER P
630202016 b CeCToREL. 030272016

B jtemoria; To President

| Dewmizas poiz

First Previaus

or Put for Memorial

e A page appears,Officer either |

g bbb il o< shown in Fig.SPARROW.58:

against

Assessment

Homs » eFomm » in0ox

Officer Name 1 USER 1 Cadre : ANDHRA PRADESH Servic
Period : 01/04/2014 to 310242015

Hails

e:1AS Designation: VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPHN LTD. HYDERABAD Batch: 1984 Assessment

Praview

Lettzr |- Employse

Case for Referral Boara

Sianatung
USER1

(01APD32200) -
VICE-CHAIRMAN & MANAGING DIRECTOR AP.STATE

WAREHOUSING CORPHN LTD. HYDERABAD

Date: 03022046

B4

Previgy

Mote:
« Please Dis: Not Copy & Paste From Any Rich Text E¢ltor Like MS-Word, Exceletc.
« Having any 1ssue during Submit § Simng. Kindly Traubleshos:

-m Pt for Mertorial To President ]

Fig.SPARROW.58

Note:
a. Stage 6 & 7 are followed as for Movement of PAR- Standard.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/

“NIC - EOF - EPAR- UM-001
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12.Movement of PAR - Memorial against Assessment Flow

Stage 1: Officer performs the following steps to request to MaA:

e Click Put for Memorial to President { sFMESOCIERIOHOR F EEEsent ) and Submit () remarks as shown

in Fig.SPARROW.59:

Letter | - Employee

Memorial to President

Date 03022016 Signaturs

Reference Document Upload Choose file | No file chosen

Fig.SPARROW.59
e A message prompts successfully sent as shown in Fig.SPARROW.60:

Message

APAR 1D 2015-G1042014-31032015-19 of USER 1 (01AP032200) - VICE-CHAIRMAN &
AANAGING DIRECTOR A P.STATE WAREHOUSING CORPN LTD. HYDERABAD has
peen successully sentto USER (COLLECTOR & DISTRICT
MAGISTRATEHYDERABAD)

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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=@ffice

A COGITRL WO WACE SUTION

Fig.SPARROW.60

Stage 2: Custodian performs the following steps to request MaA:

20150704204~

s Clicks PARID ( STRRIS ) to open the PAR as shown in Fig.SPARROW.61:

Hame & Inboy

fnbox

B tiemana: To Presicent

B sangard @ Representaton @ Referral

7 i Cowrioad POF

‘S‘h-:wﬁi

Hep-CR

3015
& i g . USER 1 USER 1 oy
: = " gigigg;f Form-4 S Excapl. VIGE-CHAIRMAN 030242016 (VICE-CHAIRMAN 0322018 oen
First Piesisds 1 Next ast

i
Showeng tio 10 1 entries
{

Fig.SPARROW.61

as shown in

e A page appears, click Send To Competent Authority

Fig.SPARROW.62:

Home » sFerm » Inbox
Officer Name : USER 1 Cadre : ANDHRA PRADESH Service : [AS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR AP.STATE WAREHOU SING CORPN LTD. HYDERABAD Batch : 1884 Assessment

Period : 010412014 10 3103

Memaonal To President

Sesbion g o SO 7

Eranew

Letisr| - Emplayes

WMemssal to President

Signature

Drate- 03022018
WSER 1
{01AFD32200 -
VICE-CHAIRMAN 8 MANAGING DIRECTOR AP STATE
WAREHOUSING CORPN LT, HYCERABAD

Note:
- Plaase Do Not Copy & Paste From Any Rlch Text Editor Like MS.Word, Excel ete.
« Havingany issue during Submit & Signing. Kindly Trougleshoot

F - EPAR- UM-001
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Fig.SPARROW.62

A message prompts successfully sent as shown in Fig.SPARROW.64:

[ ]
Massage

APAR ID 2015-01042014-31032015-18 of USER 1 {01AP032200) - VICE-CHAIRMAN &

MANAGING DIRECTOR A P STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successiully sent to USER 3 (COMMISSIONER BC WELFARE HYDERABAD)

Fig.SPARROW.64

Stage 3: Competent Authority performs the following steps for consideration:
2015-01042014-
)as shown in Fig.SPARROW.65:

3103201518

Competent Authority opens PAR ID (

Intox
B Siandard ™ Representation ® Referral

® |emonal Ta Fresigent

A
v

hiec -

APARID: &
- —— USER 1 3 - USER . i
E L] Farm -1 1AS Except NICE-CHAIRMAN 03022018 (COLLECTCR & D1 03022076 :Sggﬁfnt
g g 110 1 of Tentnss Firs Bravin Nert Las
Fig.SPARROW.65

Ver. 1.1 Dated: 19/02/16

Copyright © NIC, 2016

Send To CR Section
e A page appears, click Send to CR Section () as shown in Fig.SPARROW.66:

NIC - EOF - EPAR- UM-001
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A DRCEIS, WOR R WLALE SOLUTION

Heme » eForm » Inbox

Officer Naime : USER 1 Cadre : ANDHRA PRADESH Service:IAS Designation : VICE-CHAIRMAN 8 MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPN LTD. HYDERABAD Batch : 1984 Assessnient
Pariod : 01/04/2014 10 31/03/2015

Memotial To President Silect

‘ =
| Letter ll- Azcapting Authonty

| Memonal o President

|
| Date: 030212018 Signanire

USER

{D1APSSO100) -

COLLECTOR & DISTRICT MAGI STRATEMYDERARAD

RS Al il s T

Letter Il - Memorial To PresidentiCompetent Authonty)

Memarial 1o President

Note:
+ Please Do Not Copy & Pasle From Aany Rich Text Editor Like MS.Word, Excal erc.

Fig.SPARROW.66
e A message prompts successfully sent as shown in Fig.SPARROW.67:

Mugsage

APAR (D 2015-01042014-31022015-19 of USER 1 (01AP032200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AP, STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successfully sent to USER (COLLECTOR & DISTRICT
MAGISTRATEHYDERABAD)

Back To Inbox

Fig.SPARROW.67

Stage 4: Custodian performs the following steps to disclose PAR to Officer:

2015-01042014-
3103204515

e Click PARID("

) to open the PAR as shown in Fig.SPARROW.68:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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B Representzton B Referral @ WMemorial Te Fresigent
Seow 10 ¥ Resuls 'T | Dowrkes P07

A
v

Kep - CR Section

e USER 1 . USER 3 P
= - 1B - LRt (VICE-CHAIRMAN BaaROe (COMMISSIONER 03025 Tohisciese
Smowing ‘o1 of 1 enties st Previous 1 Mert  Lawt

Fig.SPARROW.68

e A page appears click Disclose To Employee () as shown in Fig. SPARROW.69:

Officer Name : USER 1 Cadre : ANDHRA PRADESH Service :iAS Designation : VICE.-CHAIRMAN & MANAGING DIRECTCR A.P.STATE WAREHOUSING CORPR LTD. HYDERABAD Batch: 1984 Assessment

Period : 010472014 to 310312015

E z  Hafin ] T ey e e =R A AR T 0 = A s A &
memorial To President Select E
= S SrieE L - T = 2 T = e ——————

Frevizw

Lererl- Empioyes

alto President

Bake. 02022016 Signature
USER 1
(01APD3I2200) -
VICE-CHAIRMAM & MANAGING DIRECTOR AP STATE

WAREHOUSING CORPN LTD. HYDERABAD

R T T O R FETeEEeE

S ol g

Preview

Note
» Please Do Not Caopy & Paste Fram Any Rich Text Ecitor Like

BAS-Wordl, Excelelc,

« Having any issue during Submit £ Signing. Kindty Toubis:

Fig.SPARROW.69

A message prompts successfully sent as shown in Fig.SPARROW.70:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Message

APAR ID 2015-01042014-31032015-19 of USER 1 (01APG32200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AF STATE WAREHOUSING CORPN LTD. HYDERABAD has
been successiully sent to USER 1 (VICE-CHAIRMAN & MANAGING DIRECTOR

AP STATE WAREHOUSING CORPN LTD. HYDERABAD)

" ‘Hack Toinbox

Fig.SPARROW.70

Stage 5: Officer performs the following steps to Accept PAR:

2015-01042014-
3103201518

e (Click PARID ( ) to view the PAR as shown in Fig.SPARROW.71:

Home » [nbox

inbox

"y PAR (1)

W sandard M Represeptaton @ Refeat @ Nemorial To Pry

APARIL

Iep - Employes
Disclosure

LBER
(COLLECTCR & D1...

I
‘§S".o'.'.-‘ng 110’1 of 1 entries First Presvizus i Meent Last

Fig.SPARROW.71

e A page appears, click | Accept ( ) as shown in Fig.SPARROW.72:

- EPAR- UM-001

Copyright © NIC,

Dated: 18/02/16
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Home »aFom ) inbox

Gificer Mame : USER 1 Cadre ; ANDHRA PRADESH Service : IAS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR A.P.STATE WAREHOUSING CORPN LTD. HYDERABAD Batch : 1984 Asssssment
Penod : 01042014 10 31032015

Hemonal @ Fresigent

20 Signature
USER
(914P232260} -
VICE-CHAIRMAN B MANAGING DIRECTOR A P.STATE
WAREHOUS!NG CORPN LTD HYDERABAD

S

AL Se -y
ok SR psse s,

Freviaw

y Mot Diipy 8 Paste From Any Rich Text Waord, Excelel,

saue duiing Subniil & Sining King

Fig.SPARROW.72

e A message prompts successfully sent as shown in Fig.SPARROW.73:

Message

APAR ID 2015-01042014-31022015-19 of USER 1 (01AP032200) - VICE-CHAIRMAN &
MANAGING DIRECTOR AP STATE WAREHOLISING CORPN LTD HYDERABAD has
been successfully sent to USER (COLLECTOR & DISTRICT
MAGISTRATERYDERABAD)

Fig.SPARROW.73

Stage 6: Custodian performs the following steps for Closure of PAR:

e Click PARID ~

() to open the PAR as shown in Fig.SPARROW.74:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16
- é o By

NIC - EOF - EPAR- UM-001




e0®ffice

A AN, WO, MALE ST

Homa » Inboy

Inbex

W signdard ™ Representation @ Referral  ® Memornal To Pre

i Cownicas PLE

:-gr;;ﬂa[g% Lhrtent Stage S  Action’

Iep-CR

|
| < 4201 < USER 1 e USER1 . Sectan far
' E ] Form -1 1AS Except. ICE-CHAIRMAN 04022015 MG E-CHAIRMAN 04/62/2018 :f_;c:'gg‘u

First Fragigus 1 el ast

Fig.SPARROW.74

e A page appears, click Close ( £ioee ) for closure of PAR, as shown in Fig.SPARROW.75:

Home » eForm » Inbox

Officer Naré t USER 1 Cadre : ANDHRA PRADESH Service 11AS Designation : VICE-CHAIRMAN & MANAGING DIRECTOR AP.STATE WAREHQUSING CORPN LTD. HYDERABAD Batch : 1984 Assessment
Period : 01704/2014 10 35032015

[+ Workfiow Detail

Fraview

Letisrl - Employss

lemorial lo Frasiden!

Oate: 030272016 =
USER 1

{05AP0OA2200: -
VICE-CHAIRMAN & MANASING DIRECTOR AP.STATE |
WRREHOUSING CORPN LTD. HYDERABAD

Previgw

ving any issue during Submu & Signing, Kindly Troubleshoot

Fig.SPARROW.75
e A message prompts successfully Completed as shown in Fig.SPARROW.76:

Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Massage

APAR ID 2015-01042014-31032015-19 of USER 1 (01AP032200) - VICE-CHAIRMAN &
MAMAGING DIRECTOR A P STATE WAREHOLISING CORPN LTD. HYDERABAD has
been suncessfully completed

Fig.SPARROW.76

Note:
a. Custodian closes the PAR finally.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16




13.Common Functionalities of PAR-

Custodian (Central or State) & Record Keeper (Central or State) & Administrator & Manager

L

13.1 Inbox/ Sent
. Inbox/ Sent Items are classified into My PAR, Assess PAR, Delegated, Manual Process and Process (Inbox)

A s PAR (D) | Defngatod (Q) WManusl Process{l;

)/ My PAR, Assess PAR, Delegated,
Arsess AR | Delegeisd Provessed PE] £ s 1)

Home » Inbas

Inbox

B Siandsrd ™ Beprasentanes W Referral M Memonal To Presdent

I IEi‘.Mrg b 1 of 1 entries Faat

Fig.SPARROW.77

13.1.2 Assess PAR (Inbox/ Sent)

, click open to view as shown in Fig.SPARROW.78 and send to next authority as

shown in Fig.SPARROW.79:

_ Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 'NIC - EOF - EPAR- UM-D01
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B Sioncare M Ropreseniation @ Referral B Metroris) To Prescent

CumentStege' & Guick Action #

USER & sims sn 2 o
:JE.R CIRECTING S QATTIINE Reporing Authartty

Frst Prewns 1 Mex Les

Fig.SPARROW.78

Homa s sFoim e Inhos

©fficar Name : USER & Cadre : ANDHRA PRADESH Servics : IAS Designation : SRUDIRECTING STAFF NATIONAL DEFENCE COLLEGE WO DEFENCE NEW DELHI Batch : 1988 Aszessment Perind : 010412014 to 31:0272015

Praview

e whelher you aorss vk she responsssigiamg to the stcompishments of ihe waork plan sno unforsssen tasks a5 fled sut m Secton L IF
rnish tactual aetads:

I Peass romment on the slam (f mace! of saceplional sontibution oy the offier reponied upon

-Word. Excelsic,
< Kingdly Tros

Fig.SPARROW.79

13.1.3 Delegated (Inbox/ Sent)
Ber 7
)

» Delegated (i

) depicts the delegated privileges as shown in Fig.SPARROW,.80 & Fig.SPARROW.81:

X
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- B DOGETRL WOk BUACE SCOLTION

Hems » Inbox

fnhox

UEER S HEER Y

o zmce
(SROIRECTING & BB (R BiRECTIHG S {CHIEF OPERATI
First Fravious 1
[
Fig.SPARROW.80

Hoime » eFarm ¥ Inkox

Officer Name : USER 5 Codre : ANDHRA PRADESH Servics : IAS Designation : SR.OIRECTING STAFF NATIONAL DEFENCE COLLEGE WO DEFENCE NEW DELHI Batch : 1988 Assessment Period @ 01042014 1o 31032013

on §

Indusiry end Trade

Cukure 37 Informatsn

tnzzrnal affnics and Defence

Hatural Resourea Managenment

Housing & Urban SHars

Ensrgy ard Envinonment
L Personnsl § Gensral Agmicistration. Govetnenze Reform, Regulatory Systems
I Communicaiion Systems end Connsctiity Infrastrutiure I
T Schnes & Techoobgy

11 Dweral grade {ona
ssgre of 1-10)

Date: 050228 Signdture of Reportng Authodly

Refensnre Docunient Upiosdionty pol fi2s aith 2 plaxatum 3221 | Choase fils | No fle ¢hosen

Hote:
Fiease Do Not Copy & Pasgte From Any Rich Text Editer Lide M5 Word, Exal ste,

issue during Submit & Signing, Kingly Troublesting

Fig.SPARROW.81

Note:

Firstly User should exist to whom the privileges should be delegated, if not; create Non Member of
Service officer with the help of PIMS.

Delegate the privileges to created User. Refer (Delegation Procedure)

Now the User (Non Member of Service) login to utilize the privileges delegated.

The changes done on the PAR by User (Non Member of Service) can be viewed by the Officer (who

has delegated the privileges).

13.1.4 Manual Process (Inbox/ Sent)

201501042014
e Click PARID ( 2123201550 ) 0 open the PAR as shown in Fig.SPARROW.82:
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inox

W stoncard M Representoton B Referrel B Mamorel To Prescant

~ | Downosd P07

- . ussR s UsER 3 usER £ R Zezeging
L] Folm - 1145 Exent (SR DIRECTINGS .. (COMMISSIOHER (PRL.SECY TO6O. CRUEEOIE Linarey
Firg Prevams. 1 MNast Last

Shoaws V131 of ¥ énines

Fig.SPARROW.82
e A page appears, click the respective button to forward to the next authority as shown in Fig.SPARROW.83:

Hom= ¢ 2Fm or TG
Officer Name : USER 5 Tadre - ANDHRA PRADESH Service 1 JAS Designation : SR.DIRECTING STAFF NATIONAL DEFENCE COLLEGE MO DEFENCE NEW DELHI Batch : 1288 Assessment Period : 01/0472014 to 311032015
Standard L
(¥ |
Pravsw
I
|
I
Dats: JEGTIS Spreture of Azcepting AulhorRy
| Choose file | No fiie chasen
1 e Choose file | No fie chosen
¢ & Pasts From Any Rich Text Eaitor Like MS-Word, Excal ete.
ing Ssbmit & Signing. Kindty Trgy et
Fig.SPARROW.83

Note:
Manual Process is performed by Custodian only.

13.1.5 Process (Inbox/ Sent)

) depicts the PAR’s to be disclosed by custodian as shown in Fig.SPARROW.84
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NOTAL WS e HATE SOLETION

Home » inbos

Inhox

M siandare W Beprecentaioe B Refsral W nlamons

Sent Date §

Cumt-su'g_e' ¢

Showing 110 1.01 1 entries

S 2 Ein s USER 4 ARG CR Sestion To
i & . form= K R (SROIRECTING S BEREEE (PRL SECY TO GO OSOA0IE | Djackas
Frs me 1

Fig.SPARROW.84

13.1.6 Processed PAR (Sent)
Processed PAR
e Processed PAR (i

shown in Fig.SPARROW.85

) depicts those PAR’s which are processed and manually processed by custodian as

Homs + Sept

APARID

USER 4 AMDHRA

Eng-DiO:JQI-‘—SIGEZNE— | 145 Bazept

W ctanoard W Papresentstion ¥ Sefarral B Memodl To Srescant

{ Downioad FOF

Sent Date | §

! % Forras {FRL SECY TOGO. FRADESH FRLcEcvTORS. R OffEcticpiz
E B om EOGEREINENE fum.lasEeen fACE-EHARM i AGE CHaRan tezams  GELIERS L
3 E - 231 SORONENRINE  pom. (48 Bent, \L'.?g:-"::HiIRI-WI ;J?:E;;{‘:H Jsl'f Z-II:HAIP.I.\:n g;.'cls:_jf;m;ﬁ e
4 Eom | DEHMNLEAU0NDIE ey s Bt B ENOHRS, i R caRaT0e Cficer Disclssra cpen
5 E L] ?EI SOICENLICNE  porn- 1125 Exept }.Sig‘gvéﬁtéﬁh'éﬂ 'Jf;lv HalRMa g:r f":;: = gt
| Showng ttoSol S enties Fra Oy 1
| R e o R . '} N —3
Fig.SPARROW.85
Note:
- P Open .
Can view the send PAR by clicking the Open ( “**" ) link.
13.1.7 Force Forward (Sent)
" Force Forward : i : i
e Force Forward ( ) depicts those PAR’s which are forwarded by custodian as shown in

Fig.SPARROW.86

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16
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B Sionoerd M Represeriation @ Referral M jremarial To Presdert

Shaa 10 v | Resuky e

| :I?;rr-arr: :

m
-

- s = e £l 5 USER . . R
i [SROIRECTING § {COLLEGTOR § DI T DG Ogen
JSER S USERS USER
= & Fod. | 15S B SMEERS Lo o o 5 = CE0Z2015 Discloss “iney
= E L] Form . | 1A% Exept SR OIRESTINGS EROIRECTIHGS ltf.%;iﬁca?%?ﬁ:'z LEAOTZ0E Cfficer Disclogisre ipEr
Shoame 11020 2%mirks Frer TreEs 1 Maxt LA

Fig.SPARROW.86

Note:
Can view the PAR by clicking the Open { ***" ) link.
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13.2 Delegation

e Goto Delegation(),to assign privileges, search the user to whom the delegate the privilages as shown
in Fig.SPARROW.87:

Home: » Oslsgabon

Oelegation - Assigning Previleges

Seorch by : UserCreated  ® A3 User
Employee Search by i ea £ Choose Designoton. ¥ 3 Aamn  Choose Care v
Show! 10 v | Resus Sounizad PIF

D1ARD22200 'ACE-CHARMAN AlDHRAFRADESH

2 C1ARQ3Z300 PRLSECRETARY ANDHRA PRADESH
3 2 D14APJISE00 CHIEF OPERATIN ANDHRA PRADESH
4 LSER3 D1aP15818 COMMISSIONER B ANDHRA FRADESH

&0 FALSECY TOGD AHDHRA FR:

S USER4 DIAPSIIED

3 USER S C1AP034100 SR DIRECTIHG ST &NDHRAFR

C1AP324500 PRLSECRETARY ANDHRAE PRADESH

& COMMISSIONER T 2HDHRL FR =~
E FRLSECRETARY |, ANDHRE PRADESH
{14 UsER SPLC3STOGD ... AMIDHRA PRADESH
Showing 110 10,57 |3 entries Fitt Preveus | L
Fig.SPARROW.87

e Select the privileges to Add(),to delegate for specific time period and click the Submit (
shown in Fig.SPARROW.88:
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reomay Deiszathon

Deaizgation - Assigning Previleges

Search by Usarfrasted ' Al st

Employee Saarch by

Choxe Desgratien ¥

Choose Cadre

ACE-CHAIRMAN
PRLSECRETARY

CHIEF OFERATIN

ANOHRA PRADESH
ANOHRA FRADESH

ANDHRA PRADESH

Sriiezests be Delegntes
DRAFT DELEGATION 2
SEND DELEGATION }
COMPLETE DELEGATION

Caisgatad Friviiegss

4 SER 3 DIAFGIES S COMMISSIONER B ANDHRA PRADESH
g USER ¢ O1APDA2E00 PRLEECY TOGO. ANDHRAPRADESH
2 UZER & CIAFDIIT0 SR.DIRECTING 5T AHDHRA PRADESH
7 D12P034S00 PRLEECRETARY ANDHRA PRADEEH
g USER D1APQ2£900 CSOIIISSIONER T . ZHOHRA PRADESH
] USER B 014P022701 PRL.SECRETARY ANDHRA PRADESH
= SER DIAPDIE00 SFELCSTOGONT LHOHRA PRADESH
Shaaing 1113 5410 entiias [ Fravious 1 e Lsx
2R L ranald R LoER From: 081022015

e A message prompts “Save Successfully”.

Fig.SPARROW.88

Note:

a. Privileges can be added or removed before submit.

Copyright © NIC, 2016 Ver. 1.1
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13.3 User Assistance
13.3.1 Track Your PAR

e Go to User Assistance (), click Track Your PAR (Tra:k ToUERAR ), select Assessment Year, a list
appears as shown in Fig.SPARROW.89:

Home » Track Self Status

Track Seif Status

Assessment Period

Show | 10 » | Resile

APARID Work Stalus

| COPE01042014-310520 550 WORKING o1g4azme R

Shewing 1101 of 1 entries

Fig.SPARROW.89
e Click PARID, a window displays the status as shown in Fig.SPARROW.90:

STAFF NATIONAL - o 2
040/2ME LAk NETIONAL ypeer Reported Upon Flrwerded Submated

HEW DEH

2 SERATING OFFICER Repottng Authorky Forwasdad Submated
DF NEW DELHD

3 ONER BCWELFARE  Revivwmng Buthority Foraarded Subr=ied

! Revdowng Authorky Forwarded Subaifed

£ spiing Autho 7 perit

Fig.SPARROW.90
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13.4 PAR

13.4.1 Generation
Refer to Steps mentioned under Movement of PAR —Custodian (First Steps)—> Generation of PAR section.

13.4.2 Update Section I
* Go to PAR (m), click Update Section | ), select Assessment Year and click the Search

Bheel ) button, a list appears as shown in Fig.SPARROW.91:

(

Home 1 SAR Update Sec

Update Section

Assessment Penod -
ror G}d\ Ererstes

Cnoosa Desgnation

Search by

Choupe Cocre A .

Employee Search by

SR DIRECTING ST 1988 E=x

USER &

Fig.SPARROW.91
Cllck Open ( ) link, as aresult Update Section screen appears, update the section | form and click the Update

button as shown in Fig.SPARROW.92:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001

70



AT WOKE BUACE S TION

Home » PAR Upsate Saction

Update Section

Sasi irformation (To be fiad in by Sdministeaign Drehiensoigntel Dapartms

1 MHame of
the Officer USER S
rEpoT=a upan

2 Sardce e 2 Cocre ANDHRA PRADESH
::t‘ea;::_:f 1985 S Datecf Buth 21071961

4 Repditing. Reviewng &rd Attaping ~uthoitics

Authority Name

Ezperting Suthorty USER 2

Reviewing AUTomy UsER 3
2sceping Authorey USER4

10 Pericd of sheencé on leove, ele,

7. Fresent Fost

Designation

CHIEF CPERATING OFF

OHER BLC WE

SESY TOHEDUTITW

Periocd From Period To Type
(2l s
L J
11, Traking Program Atended
Date From Date To Institute

fif % Bl x
]

12 Awzrcstonours

14, Date of Fiing the property relum fof year encng
Détember

40 yaars of age)
oy of fhe summary ot the medical repy

th Imb

Referencs Dosument Uplasiony pof iz

Nota
+ Please Do Hot Gopy & Paste From Any Rich Text Editor Lke MS-Word, Excal etc,

+ Having any fsste during update (DSC Signing), Kindly T

=
Y

B4

Framdey
{aa]
w
Perlod Worked
From Date To Date
[Vt B USO8
e e
CUGEIDIE
) =
GIGazoTE 2102IS
07 = [

Remarks

Subject

Signature | Administrative Personnz] Dept)
USER

(CHAPEABION! -

COLLECTOR & DSTRICT MAGI STRATEHYDERABAD

“Choosefile | No fle chosen

sshoct

Fig.SPARROW.92
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e A message prompts Details Update as shown in Fig.SPARROW.93:

Message

Details of USER -(01AP034100) is Updated.

Fig.SPARROW.93
13.4.3 Tracking

i), click Tracking (T2°H"2 ), select Assessment Year and click the Search m) button, a
list appears as shown in Fig.SPARROW.94: )

Home » Track Steiis =
Track Status

Assessment Period

Employee Search by
==

Crosss Desigastion ' g Chooss Cacre v Choose Sarvie T ANDHRA PRaDESH ¥ Choose Form

S 20142015 NORKING o1/42014 IS BhoHEA SNDHRA PRADESH 1384
Any g An " T a e . i Ha -
20142018 AGRRING oI42014 1IE ;LESE(H SHOHRA PRADESH 1284
USER £ — e T o SHOHRA S
i — 20042015 WeRKiNG D1R4014 . 30wiE el AiDHR: PRADESH 1525
rovg 118 250 2 Enres Frs Prevous 1 Med  isst

Fig.SPARROW.94

e Click PARID, a window displays the status as shown in Fig.SPARROW.95:
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& DRGTTEL WO WATE BELINON

Forwardes

Fikmitted

=
2 Forwarcss Subrided
2 Reveamic Authonty Farwarces Sunetian
|
A Azcegting AnhorRy Fenngross

Fig.SPARROW.95

13.4.4 Force Forward

Force Forward

), click Force Forward ( ), select Assessment Year and click the Search (5

button, a list appears as shown in Fig.SPARROW.96:

Home ) Forca Forwaring
Force Femarding

M Siengsid W Representaton B Referral W Memaeinl To Prasident

Assessment Period®

Employeze Search by : Enpieyen Saoe Chosse Designglics ¥ S o= Name Sgtar Choese Guure ¥

104014 usERs 2HDHRS usER
! E | = 1250 (SRORECTING 5. FRACESH {COLLECTOR &D1,.. CEORaYS,

[Showig 1101 of { eniries

Fig.SPARROW.96

e (Click Send (ﬂ) button, a window displays enter the reason and click the Submit () button as shown in
Fig.SPARROW.97:

Ver. 1.1 Dated: 19/02/16 " NIC - EOF - EPAR- UM-001
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Homs » Fose Fanting

Foree Forvarding

force forw por M Referrat 8 Memorl To Prasasst

Reason for Force Forwarding.

Azsesament Perigd 2 W 2
Employes Szarch iy . i Chadss Desgnslion ¥

Skowing 1o of | eniies E First Previous: 1 Past Law

Fig.SPARROW.97

* A message prompts “Send successfully”.

AR- UM-001
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13.5 Workflow

13.5.1 Create/ Update

Refer to Steps mentioned under Movement of PAR -Custodian (First Steps)= Create Workflow/
Update & Movement of PAR -Custodian (First Steps)->Update Workflow section.

| Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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13.6 Dossier
13.6.1 Officers Completed PAR

e Go to Dossier (),ciick Officers Completed PAR (LZ<e7s Completed PAR |y colact the Assessment Period, list

appears is as shown in Fig.SPARROW.98:

Home » Doamet » Tudrs Zoopadec P

Employte Search for Dossier

Assessinent Pariad

Employee Search by

Show 10 » Rexds

| Dowcicaa FCF |

Fig.SPARROW.98

* Click User Name, a page appears as shown in Fig.SPARROW.99, can view and download the PAR

Hoos v Dossier » Employes Search

Employee Search far Dossier

USER 4

01APORE00
1934

Designation
Comre
ASSESIMEnt 1ear

S.No Document Type

1 ACR Saction POF Generate
2 ACR Complete

3 ACR Section FOF Gensrate

CR Sectizh POF Generate

ACR Saction £OF Genarsta

ACR Ssctisn POF Generate

Section Name

ACR Section PDF Generate -Basic Infarmation
ACR Complete -Completed

ACR Sechion PDF Generate -Self dppraisal
ACR Ssction PDF Generate -Accephing

ACR Section PDF Generate -Reviswing

ACR Secon POF Generste -Appraisal

PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT
HYDERASAD

ANDHRA PRADESH

2014-2015

Download

View w

View v

View ¥

View

Vew -

View | w

Fig.SPARROW.99

Note:

a. Completed PAR’s can be downloaded and viewed.

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

13.6.3 My ACR Status

Copyright © NIC, 2016

Ver. 1.1

t.7c]/
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Can view his/ her ACR/ PAR Status.

Awaited: PAR for that Particular period has not been received or does not exist.
Received: PAR has been received.

NRC: Non Reporting Certificate.

i B3

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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13.7 DSC
13.7.1 Enroll

|
* Plug DSC, click Enroll (IE,N)u ) link under DSC (

Button, as shown in Fig.SPARROW.100

) module and click DSC Registration ( DSC Regin i )

Certificate Akas Hame

&

o gata svsilsbie sl

Stizwiog Tia 00/ D enries

Fig.SPARROW.100
[ Register |
e Select the enrolled certificates and click Register (L_.Eg's L ) Button as shown in Fig.SPARROW.101 *

Baits O Ao e 3
sadto

Fig.SPARROW.101

) Button as shown in Fig.SPARROW.102

‘- m Howe verfy your User PIN:

o

" Emadie soft kmvbosrd

Fig.SPARROW.102
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as shown

e A message prompts, ‘The DSC has been registered successfully’, click OK (l
Fig.SPARROW.103

W Hame ¢ DES Repaatn

;

DS EnroBment
Preacs inserl your o Tebon be 1653 rour Cagital Carihcaty Infunnabon
¥ Dekog atthy Digital Cettificals * Signing
¥ tinet Assidinie € Raimshy @Hep @ 2ack

e R R e o

Sedtn

e T W e e ) R s W R ASSS R T

Ecor Ca

¥ Demans,

= '
P
h
.

Fig.SPARROW.103

e User can view the registered DSC (Active), as shown in Fig.SPARROW.104

Herm ¢ DD 8 Regrvaion

Shaw 10 v Risdt
Cmtreste Seming. | 4 CorlitvainAaslizme 4 Coilificats s aond Ta ¢ Cortiate pisnedpy - § fms, £ WA

v s AesTiacce
. . CHATESTMA 2014 G,
T 4 2014 BIGHE- G
TERTI e s seEeraman: AR NYE2T RTINS RENEL

1 1293055170 TIR0RATE SERSLIA 2174701 30nCoase %
G STeBUIARE CI0.2 8 1172380054 Qr'Personal 0O - 39399957 Ceitl

2 ? £

g

Enowiig 118 1 of 1 eobies

|

%

Fig.SPARROW.104

in

Note:
To deactivate registered DSC, click Deactivate DSC ().

Inactive DSC cannot be activated,
DSC certificate is must for Custodian.

13.7.2 Status

o Click Status link to view the status of DSC registered in organization, shown in Fig.SPARROW.105

Hota » OSC » Stzks

Show!10 v Resufis

O zation Name ¢ Oficers Posted %

ANDHRA PRADESH

1

Showng 112 1681 entrieg

Fig.SPARROW.105
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13.8 NIC Email Status
e (Click NIC Email Status link to view the status of emails registered in organization, shown in Fig.SPARROW.106

NIC Email Regretered

Fig.SPARROW.106

©

>
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13.9 Support@Helpdesk

13.9.1 Report Issue

Report Issus

s Go to Support@Helpdesk, click Report Issue ( ), a page appears, enter necessary details and submit as

shown in Fig. SPARROW.107:

Signout

4 |
e@ffice SUPPORT®

Welcome USER

55&25& Report Your Issue

STATUS OF

1SSUES
Reported Via Selact Megivm - v
EXCRL — —— ==
GENERATE Froduct * SelectProdust v Medule * Select Module Y

Salect Browser ised * | Select Erowser v Browser Version *
Erief Subject *

Detailed Description

Staps to reproduce *

Haass provide t

Categaory * iy ﬂr'r-.crm-ai" v e : Sev;ity: Nermal ¥ /i .
Upload File: | Choosé file | No file chosen Files upto SMB{screenzhot! supperting decument

Reportad By:Name * |USER - eOffice UseriD user

Sub Department * ;Seie:_t__geégftnleiiii I 7}:‘ Section » -
Room Ho,/Address | ehone nofextn. i
sMail ID * mmukesh@riz.in Mobile Mo, 998

Enter the code hers : -_- o B mvki Can't read the iag

st

iCwyrig}at € 2011, RIC. Designed & Developed by Mational Informatics Centre

Fig.SPARROW.107
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13.9.2 Check Status

e Click Check Status link to view the status of issue reported as shown in Fig.SPARROW.108:

-@ffice suppORTS

s.x0 Y proDUCT
"0

T2878  Sparrew
2 TIg5: Spavow
3 T233  Sparros
2k Y2767  Sporrow
5 T2751  Sparrow
> 12737 Searow

= Sparren
3 Sparrew
15 TS0 Spamow

Signout

Weleome lucal-admni2

: Asggred To Assignez To ¥ Product Seluck Product ¥ Stalus Selest Stabus ¥ Scb-Dest Selest Sut-Test ¥

3 ; £ SUDMITTED S ASSIGNED ] : v
SUMMARY SURMITTED &Y = - ATUS REMARKS ACTION
" T

dmins3 (WG

ML AFFAIRS) e Suib:sd
q GAQSS AGrEABtE [ s \ NA Resclyed &  calculating L- (g =
S focal-admind {EIHAR N Elhcay = LD
f-admini3 {MANIFUR
i e Submmad
S =5 =
drad - iocaladmind fapary  1i-0F-zaid A 3]
defaul
cad by GAD L cocon .
Haryans and NIC Hargana fﬂ-iff;;_‘_}:;’ NA Submitad 3]
nama ig not A Lai
Zasdasdatd N2 Relected For Tasung BRI
= e i e mipmise tha
dote 1abel bX BNOUIEBE i s (mrvAR) Na Resoived & THOTR O o gy

Regolved &
Cicred.

3 ccrnment

NIC{ODISHS)

nNa

waraing fine

as par PAR
rules
AFRR

Rassived &

&547 gensranion NIC(ODISHE) i

13.9.3 Feedback
e Click Feedback link to send a feedback regarding application, as shown in Fig.SPARROW.109:

Copyright © NIC, 2016

Fig.SPARROW.108
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SPARROW - FEEDBACK FORM

Q. How user-friendly do you find the application?

Excellent ' Good ' Average L fair ' Poor

Any other suggestions

(Max:500) You have 500 | characters left,

Q. What was your experience at the time of recording of PAR. Whether the delegation to PA served its
purpose?
O Excellent O Good O Average O fair < Poor
Any other suggestions

(Max:500) You have 500 | characters left.

Q. What was your experience with the DSC?

Excellent ' Good ' Average ' fair ' Poor

Any other suggestions 4 g e Sk B -

{Max:500) You have E_:& | characters left.

Q. What was your experience at the time of uploading the Medical Report, ete?

 Excellent Good . Average '~ fair . Poor

Any other suggestions 1o W e DS ey S e R

{Max:500) You have B30 | characters left.

Fig.SPARROW.109

Note:
Provide all the mandatory fields (*) to fill the Report Issue.
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13.10 Role Details

e Click the Role Details link to view the roles assigned to the officer within the selected organization as shown in

Fig.SPARROW.110

tetall

Orgamisation | Chosas ans

Role PaR

HTRAL SUSTODIAN {Frimsry}

# Role Assigned ¥ Role Revoked

SHR| R B SIkHa
EISIADIMINL )
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AGKMUT-E5a rh-snastae ok n
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ptdesl@ni in

H3CAR

ATDIWIC EMERGY seatpendsT2@ren
AVUSH aniganerivala@nk in
EMAR, T ksl in

z
o

PAR CENTRAL
GlIARAT CUSTODEAN
[Primary)

16042014

s O

18052514

EiHAR

(Primary)

BT04IR0IS

1gi0T2ne

e
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13.11 Migration

13.11.1 PAR Migration
» Click the PAR Migration link under Migration, Search the user and select as shown in Fig.SPARROW.111

Hoime + Mgralon
Megration
- Chorse Desgnalon * USERD & ANDHRAFRADESH *  Choose Service ¥  Chooss Giobsl Ovganisaten
Employee Search by
S.No. APARID Officer Detail Cadre Allotment Year/Balch
USER 3 o A oS
1 l (COMMISSIONER BGSVELFARE HYDERABAD) ANDHRAPRADESH Lo
Nt
1
Fig.SPARROW.111

e Click on New (m) button as shown in Fig.SPARROW.112

Home » Mgration Fomm

Migration Form

Hare USER 3
Desgratisn © COMMISSIONER BC WELFARE HYDERABAD
Coda : 01AP028815
Caare ANDHRA PRADESH
Aliotmert VeurBatn 1995
[N ]
Show 10 v [Resolts Downisad PDE

Assespment Year Work Status

1 20142013 Warking 0142014 3U032015

Showing 110 1 of 1 entres Fast Prasious 1

£ Back To Search

Fig.SPARROW.112
e As a result the page appears is shown in Fig.SPARROW.113, fill the form, Upload the pdf and click the Save

() button, shown in Fig.SPARROW.113
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Hame o Migration Form

Megration Foon

- Basic Detads

Nemz USERZ
= - COMMISHIONER 8C WELFARE HYDERABAD
D1ABDIYES
ANDHRA PRADESH
1985
— PAR Delails
Assessment e
Perind” i =
From {ate” To Date”
Officer Hame  USERS
- Fosteld
1 Work Statys’ i * Form Type .
| Closed ot
Status T Closed date

Final Gradhng

Designation Grade{Numnber) Grade{Text). Szt

Designation Grade(Mumlbery Grade(Text). -

Designation Grade{Number) Grade{Text): -Sska- A\

- Arkiions) Detaits - — —

ACR Status’

| Ghosse flig | Mo fiechozen

Fig.SPARROW.113
e As aresult message prompts PAR Migrated Successfully.

13.11.2 Grading (Manually Section uploaded)

Ver 1.1

ight © NIC, 20 ed: 19/02/16

Q9 -

NIC - EOF - EPAR- UM-001

Le



i

Copyr‘sght © NIC, 2016 Ver. 1.1 Dated: 19/02/16 _NIC - EOF - EPAR- UM-001

eOffice Project Division
National Informatics Centre

Department of Electronics and Information Technology
Ministry of Communications and Information Technology
A-Block, CGO Compiex, Lodhi Road, Wew Delhi - 110003 India

608




SPARROW

Smart Performance Appraisal Report Recording Online Window

=
o
&
I
<
o
i

Prepared by

Ric| National Informatics Centre




cerics

SPARROW Implementation

Steps for Service Controlling Organization &
Nodal Organizations

This document is for reference to the service controlling authority/department for SPARROW
implementation.
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1. Introduction
As part of SPARROW implementation underline modules are provided:

1. Smart Performance Appraisal Report Recording Online Window (SPARROW-ePAR) :
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 Service by the Organization. The aim of the system is to facilitates 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.

2. Property Related Information System Management (PRISM) : PRISM is an online
system through which service officer can file asset and liability electronically.

3. Personnel Information Management System (PIMS) : Personnel Information
Management System (PIMS) is a electroic system for maintaining the details of an
employee. PIMS allows users to enter and update the employee personal data and
employment records according to the access and role privileges. PIMS stores all the
information required from an employee as per the provisions of the Service Book

4. Knowledge Management System (KMS) : eOffice KMS enables users to create and
manage electronic documents that can be viewed, searched and shared. It is also
capable of keeping track of the different versions modified by different users (Tracking
history). It also contains a dynamic workflow to keep document in various stages.

All above modules are accessible over the INTERNET using recommended browser i.e. Internet Explorer
and Mozilla Firefox.

2. Implementation pre-requisites
For implementation of various eOffice modules mentioned in Introduction, there are some pre —
requisites and defined as below:

2.1.NIC e-mail ID:

A name based NIC email id is required for each user to access the application.

» If employees of respective service and other users who are required to access the
application doesn’t possess name base NIC email id, then organization/service

_



controlling authority can go for bulk email id creation by filling the form available at
http://mail.nic.in/docs/forms/MailService Bulk e-mail Subscription Form.pdf and

submit to the NIC coordinator.

e If organization wants the individual employee who is not having NIC email id to get this
on his own, employee can download the single subscription form from
http://mail.nic.in/docs/forms/MailService e-mail Subscription Form.pdf and forward it
through his organization to NIC coordinator positioned in respective state/organization.

2.2.Digital Signature Certificate (DSC):
is the digital equivalent of physical, or paper certificates. DSC provides a secure way of accessing
the application and can be presented electronically to prove one’s identity or one’s right to
access information or services on the internet. DSC is available in the form of a smart card or
USB eToken. As the PAR is required to be electronically signed, hence digital signature certificate
is to be obtained by all users and authorities.

e To obtain the digital signature certificate, organization / service controlling authority can
opt for any certifying authority. The details of available CA can be found at
http://www.cca.gov.in/cca/?q=licensed ca.html. NIC eOffice project division is
requested to be informed the CA through which the DSC is being procured so to enable
it technically. Currently SPARROW application is supporting the DSC procured through
(n)Code Solutions (NICSI Empaneled vendor), emudhra.

2.3.0rganization Information and Role Details:
A name of organizations, employee (with respect to authority) and roles in standard format
where officers are posted are to be provided to NIC eOffice project division in MS EXCEL and
notified copy to support-sparrow@nic.in and/or any other email id provided by service
controlling organization . Any changes during the implementation also need to be informed in

same way.The employee basic information (related to roles) and role definition defined as:

Copyright © NIC, 2016
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2.4.Network connectivity:
Organizations will ensure that all the users/ authority has the Internet/NICNET connectivity to
access the application. Application is best accessed through Internet explorer and Mozilla

Firefox.

2.5.Helpdesk Creation for SPARROW :
For providing on-site support to the end users, a help desk manned by a dedicated team of staff
will be established at the service controlling organization’s premises. Help-desk support staff will
respond to telephone calls and e-mails from users looking for help with problems and queries
related to SPARROW application.
e Requirements:
i. The department should have officers with technical knowledge in the
department.
ii. The officers must have an active email id and landline number
e Responsibilities:
i.  The officers will resolve all the issues that might occur to the users while
accessing the SPARROW application.
ii.  In case they will not be able to solve the problem then they will route the call
to the concerned expert and will also escalate the problems to the
management as and when required.

3. Implementation Activities

3.1.Workshop and Training
All users and nodal officers are required to be sensitized about the application through workshops
and training program. A user manual may be referenced for the same.

3.2.Master Data Setup :
All the required data is to be provided to support-sparrow@nic.in for setup and URL is to be made
operational . For any master data addition or deletion in PIMS organization nodal officer can contact

at support-pims@nic.in .

3.3.Registration and Confirmation :

All users required to registered themselves using NIC — email id and to be confirmed by the
respective organization admin (creator or verifier) . After the confirmation DSC is required to be
registered for the user. Help of local NIC team may be taken by the user for registering the DSC.

3.4.PAR Data Setup
Respective custodian of organization is required to create the workflow for each officer for PAR
processing and generate the same. User manual may be referenced for the same
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1. Introduction

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 Service by the
State Government/ Central Government. The aim of the system is to facilitates 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.

PAR filling process starts at the beginning of the financial year. The custodian of the respective
Organization 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 officer mandatorily marking CR Section a slip.

There are some prerequisites that need to be fulfilled before implementing the application.

Copyright @ NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001
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2. Prerequisites:

2.1 NIC email ID

Steps for getting NIC email ID

All officials of implementing department must have NIC email Ids for login into eOffice (SPARROW)
application. For obtaining NIC email ID, user needs to perform the following steps:

Step 1: User can download the forms for email account creation (individual/group) using the following
links:

mailnicin/docs/MailService e-mail Subscription FormVerOp7pdf.

For Individual Subscription: http:

For Bulk Subscription: http://mailnicin/docs/MailService Bulk e-mail Subscription FormVerOp7pdf

Steps 2: The users will now fill the above downloaded form, get it signed from Competent Authority
department and then submit it to NIC Coordinator of the department for email ID creation.

Note:

The form should be filled in CAPITAL LETTERS.

Signatures of Competent Authority and NIC Coordinator of the department must be
with date and seal.

All the fields must be filled.

Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001
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2.2 Digital Signing Certificate (DSC)

Digital Signature Certificate (DSC) is the digital equivalent of physical, or paper certificates. DSC provides
a secure way of accessing the application and can be presented electronically to prove one’s identity or
one’s right to access information or services on the internet. DSC is available in the form of a smart card
or USB eToken.

A digital signature uses the system of Public Key encryption to verify that a document has not been
altered. Public key encryption (PKE) uses a system of two keys:

e A private key, which only you use (and should protect with a well-chosen, carefully, protected

passphrase); and
e A public key, which other people use. Public keys are often stored on public key servers.

Pre-requisites for DSC Installation:

1. JAVA Installation
2. JAVA Security Settings
3. Middleware (USB Token Driver) Installation

Following steps will be followed to acquire the DSC:

Step 1: Obtain DSC from Certifying Authority (CA) as follows:

e Fill up and submit the duly signed DSC form to CA (For digital signature and non-deputation
certificates).

e Get the DSC token (hardware).
Digital Signature Certificates (DSC) Installation Process:

Following steps will be followed to install DSC:

Step 1: Install JRE

e Download Java version 1.8 if not available already on your desktop/ laptop (Refer Error!
Reference source not found.)

Step 2: Configure Java Security Settings

e Open Java from control panel

- Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001
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¢ Go to security tab and set security level to Medium/ Low.
Step 3: Install Middleware (Token Drivers)
e Download the DSC token drivers provided by CA.

e |nstall the DSC token driver.

Note:
The DSC is applicable for 2 years.

Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001
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2.3 NIC Net/ Internet

The user should have NIC Net and internet connectivity in their system.

NIC Net is the network connectivity provided by NIC which allows user to access SPARROW application.

2.4 Browser Compatibility

The SPARROW application is compatible in all the three browsers i.e. Internet explorer, Mozilla Firefox
and Chrome; however in case of DSC the application is incompatible with chrome browser.

Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIG - EOF - EPAR - PD-001
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3. Implementation Process:

3.1 Registration Process in SPARROW

Step 1: The officer has to register the NIC name based email ID with the application by logging into
SPARROW, as shown in Fig.SPARROW.1.

Wt Fob 17 151101 IST 2015

m@fﬁcg

Fig.SPARROW.1

Step 2: A request form will appear with GUEST as login name. All the mandatory fields have to fill by the
officer. Send the request by clicking the Send Request for Registration |

¥ ) Button as shown in Fig.SPARROW.2, a request will be generated
and sent to the creator of the particular organization, as shown in Fig.SPARROW.3.

Copyright © NIC, 2016 Ver: 1.0 Dated: 17102]1(?_ NIC - EOF - EPAR - PD-001
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Welcome To PIMS

« Your registration request kas been sent successiully to the Admin for
appreval

Fig.SPARROW.3

Step 3: Creator of the organization verifies the details of the officer by clicking the Approve (&
) Button, as shown in Fig.SPARROW.4 and registers his /her NIC email ID with the application, as a result
a message prompts is shown in Fig.SPARROW.5.

c©ffice

A IR WORK PLACE STLUTON £} wEcrRiZECEI (DOFT.DEL

Approve Registration

Employee Appointment Date of Joining
S.No Code Name Date of Birth  Adhaar No Gender Designation typa Designation Login Id Action
it THMENT T R
UsER, 14/08/1662 13023491011 MALE ey Era IR L7/02/2616

Fig.SPARROW.4

Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001




officd

c@ffice ,
ATHBITAL WORK PLAGE 24 umie G MrESFRICEDESK DOPT-DEM) ©
|

1

'- Registration Approved Successfully. ] %

|

Approve Registration

Employee

SiNo Code

Name Date of Birth  Adhaar No Gender Designation tApppolnhnEnt Oate:nfivining Login Id

|
Designation Action :
|
1

No Record Found

Fig.SPARROW.5

Step 4: After the approval officer can access the PAR (SPARROW) application using email id registered at
Step 1, shown in Fig.SPARROW.6.

Fig.SPARROW.6

Step 5: As a result the screen appears is shown in Fig.SPARROW.7, click the e-PAR (SPARROW) link as a
result the screen appears is shown in Fig.SPARROW.8 to access the application.
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3.2 DSC Enrollment:
Following steps will be followed to Enroll DSC with SPARROW:

Stepl: Plug DSC, click Enroll ([.EEE" ‘) link under DSC (ﬁ) module and click DSC Registration (

DSC Registration ) Button, as shown in Fig.SPARROW.9

Certificate Issued To {3 Cortificats lssued By ) siars 4 W3

Fig.SPARROW.9

oy
Step 2: Select the enrolled certificates and click Register (!_._egu(_—“——_s__j;) Button as shown in
Fig.SPARROW.10

Fig.SPARROW.10

Step 3: Enter User PIN and click Login (@) Button as shown in Fig.SPARROW.11
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Fig.SPARROW.11

Step 4: A message prompts, ‘The DSC has been registered successfully’, click OK {

shown in Fig.SPARROW.12

s Enrofiment

Plgazy inser s a-Toren 0 reard oo Digtal Catfieats Infoimatisn

b Dlwgalion CeptsiCemticale - Sivng

¥ el heshtiach

K

Emed

» SapporigHepiek

Fig.SPARROW.12
Step 5: User can view the registered DSC (Active), as shown in Fig.SPARROW.13
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1 135355179 71803
THHRAR SYSGUIARAT, G 4.5.£17280084, Ou T HmoRM, CI5- 939455 Coill

m
E
£

Shewens Tla 1901 seindy

| T TS

+ sumeneHeniek

Fig.SPARROW.13

Note:

; . : : | penctivats DSC |
To deactivate registered DSC, click Deactivate DSC ( TR ).

Inactive DCS cannot be activated.
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3.3 Movement of PAR (Workflow)
Workflow (Create/ Update):

Note:
Refer to Section 8: Movement of PAR- Custodian (First Step) (Page no.16- 23, user
manual)

PAR Standard Flow:

Note:
Refer to Section 9: Movement of PAR- Standard Flow (Page no.24- 34, user manual)

PAR Representation Flow:

Note:
Refer to Section 10: Movement of PAR- Representation Flow (Page no.35- 42, user
manual}

PAR Referral Flow:

Note:
Refer to Section 11: Movement of PAR- Referral Flow (Page no.43- 49, user manual}

PAR Memorial against Assessment Flow:

Note:
Refer to Section 12: Movement of PAR- Memorial against Assessment Flow (Page
no.50- 58, user manual]}

Copyright © NIC, 2016 Ver. 1.0 Dated: 17/02/16 NIC - EOF - EPAR - PD-001
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DSC Troubleshooting Steps on Windows (IE & Mozilla):

After Successful installation of DSC token driver and Java 32 bit version (Previous versions should

be uninstalled).

Open java.com/verify to verify Java.
Plug DSC into system to work with.

Verify the Certificate are being listed in DSC driver and Public & Private Keys are available with

Signing Certificate.

If any issue/error occurred while working with DSC perform Following Steps:

Unplug the DSC from System

=/

Open Certmgr.msc through Run command.

Type the name of a program, folder, document, or Internet
resource, and Windows will open it for you.

Open: certmgr msd

p ] Intermediate Certification Au
§ p [ Active Directory User Object
i b [ Trusted Publishers

b (3 Untrusted Certificates

| © (5 Third-Party Root Certificatior
p 2] Trusted People

| [ OtherPeople

| b [ RIMBBLink

5 (5] RIMPZPSTORE

» [ Smart Card Trusted Roots

Logrcal Store Name
@ Personal

[ Trusted Root Certification Authorities

& Enterprise Trust

& Intermediate Certification Authorities

5 Active Directory User Object

I Trusted Publishers

[ Untrusted Certificates

5 Third-Party Root Certification Authorities
£ Trusted People

£ Other People

3 RIMBBLink

3 RIMP2PSTORE

5 Smart Card Trusted Roots




<

v YV v v v

' L%F Certificates - Current User
b 1 Personal

» 51 Trusted Root Certification Au
, {5 Enterprise Trust
s [ Intermediate Certification Au
i} Active Directory User Object
i Trusted Publishers
El Untrusted Certificates
77l Third-Party Root Certificatior
i Trusted People
{ Other People
v &8 RIMBBLink

» 551 RIMP2ZPSTORE
p & Smart Card Trusted Roots

Object Type

There are no items to show in this view.

Delete/Remove Certificates that
are enlisted here.

Personat store contains no certificates.

6. en Java Options fr

Adjust your computer’s settings

@
A
&

=

» Coptrol
Date and Time i
Device Manager
Ease of Access Center
Fonts
Indexing Options
Keyboard
Mouse
NVIDIA Control Panel

Personalization

om Control Panel.
— _

YN ELT

Default Programs
Devices and Printers
Flash Player (32-bit}
Getting Started

Internet Options

Location and Other
Sensors

Network and Sharing
Center

Parental Controls

Phone and Modem

Viewby: [Largeicons ¥
Desktop Gadgeﬁ

Display

Folder Options

HomeGroup

Java

Mail (32-bit)

] Notification Area Icons

Performance Information
ard Tools

Power Options



Wiew version information about Java C | i
Network Setbngs Fﬂ
Nemaksem“usedﬂmmmwmmaydemt Java wil
use the gs In your web . Only ad d users should modify ||
these sattings. i
renwuym'm:ﬂs i [
Fies yol use in Java applications. s&xednamed&fdhfnruﬂdcmm
later; Myadvmﬂuwswﬁd@kﬁesamb&f setlings. o

f

Location
mmmmmwﬁmmm

Internet Files click on Setting.

lications & Applets)

frace andiag Fies

[#] Cached Applicaions and Applets
mmxpptmwmu

— & —




After deletion of Temporary Files; Under the Security Tab>>Check “Enable Java content in the

browser’ and Set the securi

level as High.

i [ Enable Java contentin the browser

Seaurity level for applications not on the Exception Site list

@) VeryHigh
wmmmmmwammmﬁmanﬁmnnmwm,

i

he revomﬁm status ofihe certificate Grnothe verified.

mmm;mmmfrmmmimd bdownibealnwedmmatb hmmsmmty
prompts, :

ck Edit S:?.Ei i&;i
0 add items to t?ns list.

T T

Sequrity dem'a@mh‘smtmhﬁnpthﬂ&h‘iﬂ

Only Java m«:ﬂaﬁ%ﬂbyawﬁﬁmhﬁm&w aﬂmityacdowedmm,
and only if the certificate can be verified as not revoked.

@) High

Java mﬁ&aﬁum&nbﬁedhyawﬂﬁcam from a tristed auﬁwntvmmﬂoweé to mn, evenif
the revacation iahss of&:emﬁmh :armtbevafﬁed

o add items to ﬁs; kst

— 19 ~



[ Enable Java  the browser

Security level for :,“’_ ions not on the Exceplion Site kst

) Very High :
Only Javaeppﬁm’ﬂmsximﬁﬁed by awﬁfmﬁ:&mam amhnrllyndmeémru
and only if the certificate can be vmﬁedasm%md@

Exception Site List -15.3::'

K‘}&Ffﬁi S’élmi‘ .

Appb‘mﬁa'\sh:ﬁ)édﬁm the sites fisted below wil be alowed torun after the Wm&mnty
prompts.

Click Add to add an item to ths st

~i FILE and HITP protocols are considerad a seaunity risk.
We recommend sing HTTPS sites where avallabla,

o add items to this list,

12. In location aad https: //spaffow eoffice.qov.in, http:sparrow.eoffice.gov.in:443,

https://164.100.78.96, https://164.100.78.96:443, http://164.100.78.96:443, then add button.

(This is only if Error is Ap lrcat:onts Blocked by Security Settings’)

Lomtm

htq:ss i[g:mow eofﬁoe gov. ml

‘s htip://sparrow.eoffice.gov.in: 443

https: flwsen . exatmple, comidic! or https:[fwaw example.com/app.html




13. Under Advanced Tab; Check/enable Mozilla Famil for Default Java for browsers.
e e e

1MH'

14. Under Advanced Tab >> Mixed code (sandboxed vs. trusted) security verification>>Click on
Disable Verification.

-{if} Allow user to accept INLP seaxity requests i
7] Don't prompt for dient certificate selection when no certificates or only one exists i
@] Warn if site certificate does not match hostname

¢ L[ show site certificate from server even ifitis valid

. Mixed code (sandboxed vs. frusted) seaxity verifiation

. i--§®) Enable - show warning if needed

& Enable - hdemumdnnmﬂ-lprotecm

@ Pibﬁshers cu'hﬁmte unl*,r i
- All certificates in the chain of st =t

After this Click on Apply button.
15. Restart the Browser and work with DSC.
16. In case of any Issue; Please Enable Show Console in Java Console under Advanced Tab

click OK and report issues with Java Console Logs generated.
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