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Annual Work Plan Submission Manual Upto DGM Levels 
1. Login to ESS. Go to Career and Development.  

 

2. Click on Create Appraisal Document. 

 

 

3. Click on Create Button. 
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4. Enter the Validity Start Date i.e 01.04.2021, FB No of Reporting Officer, 
Reviewing Officer, Reviewing Officer 2 if any and Final Authority. 
Click on Submit. 

 

You will get the message “Appraisal Document Successfully Created” 

 

 

 

5. Click on Appraisal Documents.  
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     You will find the submitted request in the Appraisal Documents where you can fill 
the targets. Click on Appraisal Document Name.  
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 5.1 If no data showing in above screen as mentioned below:

 

          

 

Then Click Change query option as highlighted below: 
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After Clicking Change query button. Enter validity i.e From 01.04.2021 To 31.03.22 as  
shown below 

 

 

     Click Apply button, You will find the submitted request in the Appraisal 
Documents where you can fill the targets. Click on Appraisal Document Name.  
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6. Go to Annual Work Plan Tab. And fill in the targets. 

 

 

6.1     Click on Highlighted button to generate  New Row  as shown in below screen. 
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After Clicking description tab, below screen will appear. Enter the annual work plan targets  
 

 

 

Note: If User wants to fill unit of measurement “As & When Required” then there 
is no need to fill  “Target Planned” & “Target Planned Completion date 
field” As printable report automatically fill theses field as “timely” 

7. After the targets are filled, click on Submit by Appraisee.  

 

7.1 For Printable Report , user has to click on print option as highlighted below: 
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Print report will be generated, if required. 

 
8. After the approval from all the approvers, the appraisal status of the 

document will change  to Completed – Annual Work Plan Submitted. 

 

 

After the Annual Work plan is submitted. HR Department will activate Annual Performance. 
Appraisal Report accordingly 
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Note :  1.  In case of Transfer of Employee, Reporting Officer, Reviewing Officer & 
Final Authority during financial year 1st  April 21 to 31st March 22 . Users have 
to resubmit their annual work Plan on their ESS system by creating new 
appraisal document & adopting procedure as mentioned above. In this case 
user has to only change their validity start date for example If Reporting officer 
or reviewing officer or final authority  of any user( as the case may be) gets 
transfer on 1 July 2021 then on submitting new Annual work plan , user has to 
enter new validity start date i.e 01 July 2021 & follow rest of the procedure as 
already explained above 

 

 Appraisal document will automatically bifurcates into two parts i.e 01 April 2021 to 
30 June 2021 & 1st July 2021 to 31 March 2022 . 
 
2. New Annual Work Plan Form will be created in the event of any change (due 
Transfer/retirement/Resignation/death/Dismisal ) in Reporting Officer, Reviewing 
Office & Final Authority. Procedure for creating separate form has already been 
explained above. 
 


