Annual Work Plan Submission Manual Upto DGM Levels

1. Login to ESS. Go to Career and Development.
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2. Click on Create Appraisal Document.

+ omun e T o

ated User Administration

Career and Development

Back Ba

[l ) Appraisal Documents
*You ean view or update your existing Performance Management documents he re,
| A 1,_Target Submis..docx A Show
3. Click on Create Button.
Create |

StartDate | EndDate  Appraisal Doc. ID Reporting Officer | Reporting Off. Name | Reviewing Officer 1 | Reviewing 1 Name = Reviewing Officer 2 | Reviewing 2 Name Final Authority | Final Auth. Nar

| 01042020 31032021 O0050568E7F121EDB8290673715651613 00930505 Ashish Kumar Jain 00930165 Rajendra Singh 00930566 Avinash Chandra Joshi 00930139 Shivendra Natr
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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.

Validity Start Date:

* Reporting Officer:
* Reviewing Officer 1
Reviewing Officer 2
* Final Authority:
| Submit |

Note

Validity End Date:

(01042021 [

31.03.2021

930505 (7]
(930165 fa]
(0000000 (7|
(930165 3

1. Record Once Created cannot be deleted
2. In case of tranfer kindly create new reocrd

You will get the message “Appraisal Document Successfully Created”

Appraisal Document Successfully Created.

5. Click on Appraisal Documents.
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AP Search:

E

{Back Forward b History Favorites Personalize View Help
s
o I 1 I i
UJVN - Employee Self-Service | MSS-Central HR ~ MSS-DGM/GMWHODs ~ MSS - Training Admin Payroll

Overview

D UJVN - Employee Self-Service > Overview

Career and Development
Back

@BQ Appraisal Documents

om@ Create Appraisal Document
Employee creates Appraisal Document on start of financial year and on transfer within financial

Appraisal Documents
You can view or update your existing Performance Management documents he re.

Q. New Session SAP Store Log off

Welcome: Rajesh Chandra

Full Screen | Options ~

&4 @4

You will find the submitted request in the Appraisal Documents where you can fill

the targets. Click on Appraisal Document Name.

Employee Documents

Status Overview (2) {

9.

[+ Show Quick Criteria Maintenance |

View |[Stancard View] | Edit | Display | Ur e Lock | Export 4
sl Appraisal Status | Substatus. Appraisee Name | Appreisal Document Name Period To Offline Info
|| Completed Completed Rajesn Chandra | UJVNL- APR- AE or Equivalentto ED Level | 01.04.2020 31.12.2020 = Download not permitted

|| InPlanning Pending w/ Appraisee - Set Cbjectives | Rajesn Chandra | UJVNL-APR- AE or Equivalent to ED Level | 01.01.2021 31.03.2021 | Download not permitted
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5.1 If no data showing in above screen as mentioned below:

a o
=

[

WSS -Aporover | UJVN-Employee Sef-Senvice | Delegated User Adminisiration

Overview

JUN - Employes Self-Sanvice > Overview

Ful

Employee Documents
¥ Show Quick Crieria Maintenanca Change Cuery Define New Query
| view, [Stand ] | Eat | O

73| Appraizal Status | Substatus | Appraisee Name | Appraisal Documant Name | Peried | To | Offine Infa

Then Click Change query option as highlighted below:

[ [ {

Lﬂ L
MSS - Appraver LIVN - Employea Selff-Serioe Delegated User Adminisration
Overview

VN - Employee Seif-Service > Ouervew

Employee Documents

© status Overview (0) |

Apo.Docume

Full Soreen | Optil

o

+ Show Quick Criteria Maintenance

View,[Standard View] ]

T Aporaisal Stets | Substatus | Apprises Name | Aporaicel Document Name | Patiod | To | Offine info
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After Clicking Change query button. Enter validity i.e From 01.04.2021 To 31.03.22 as
shown below

T s I
M35 - Approver LJVN - Employes Self-Senica
Overview

JWN- Employee Sef-Senvioe = Overview
Employee Documents
Change Query 'Status Overview' (Object Type: Status Overview)

Category Groug ID:

(Category IO

Appraizal Template 0

vickom  @EOTT T w [ T %

| Preview |

| Aeply || Cancel |

Click Apply button, You will find the submitted request in the Appraisal
Documents where you can fill the targets. Click on Appraisal Document Name.

Employee Documents

9.
Sttus Overow 2] |
{M\ Change Query Define New Query Personalize
Display | Undo Off k | Exporta ¥ &
Ul Appraisal Status | Substatus Appraisee Name | Appreisal Document Name Period To Offline Info App.Document Type
I Completed Completed Rajesh Chandra | UJVNL-APR- AE or Equivalentto ED Level | 01.04.2020 31.12.2020 = Download not permitted Appraisal Document
In Planning Pending w/ Appraisee - Set Cbjectives | Rajesn Chandra | UJVNL-APR- AE or Equivalent to ED Level | 01.01.2021 31.03.2021 | Download not permitted Aporaisal Document

Last Refresh 07.12.2020 11:21:26 INDIA Refresh il
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6. Go to Annual Work Plan Tab. And fill in the targets.

jesh Chandra

| Save Print | Expand. Coli

(® Save and Exit Document

() Submit by Appraisee

Unit of Measurements Target Planned-Numbers/Quantity Tar

st ettt
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After Clicking description tab, below screen will appear. Enter the annual work plan targets

Appraisal Document for Vikas Negi

Atischments (0) | Save Print | Expand , Goliapse 4

2.1.1 Description of Annual Work Plan

Unit of Measurements Target Planned-Numbers/Guantity Target Planned-Comple
Anniusi Work Pian / Objecties

w2l ot
Manstory Objectives

w21.11.1 Descrigtion [No vaiue ~| | I
Timety Submission of Annual Work Plan

- 24121 Descrigtion 7§ - [5|
Cbjective:
Datsils: Expand Text Field

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.

Appraisal Document E E[

Appraisal Document for Rajesh Chandra
Attachments (0) | Save Print | Expand 4 Collapse 4 9.

How do you want to continue? Administrative Data

Save and Exit Document

) Submit by Appraised) UJVNL- APR- AE or Equivalent to ED Level ©  Section | : By Appraisee | Section II: By Reporting Officer 13. Annual Work Plan |

(Continue |
=== | 2413, Annual Work Plan

2.1 13. Annual Work Plan

2.1.1 Description of Annual Work Plan

Unit of Measurements Target Planned-Numbers/Quantity Tar

“ »

7.1 For Printable Report , user has to click on print option as highlighted below:
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R i
Appraisal Document for Rajesh Chandra
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T 14 1 e Werk Pan
1413, Arvwal Work Plaa
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Uil of Msdureemania Tiege! PinnadMambary Cuwetty T
i ]

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.

Employee Documents
9.

Status Overview (2) ‘
Change Query Define New Query Personalize

»_Show Quick Criteria Maintenance |
View: |[Standard View] v|| Edit | Display | Undo Offiine Lock | Export s ¥ &
Period To Offiine Info. App.Document Type

Appraisee Name | Appraisal Document Name
Rejesh Chandra | UJVNL- APR- AE or Equivalent o ED Level = 01.04.2020 Appraisal Document

8 Appraisal Status =~ Substatus
31.12.2020  Download not permitted

Appraisal Document

Completed Completed
Download not permitted

Completed - Annual Work Plan Submitted

In Planning Rajesh Chandra = UJVNL- APR- AE or Equivalent to ED Level | 01.01.2021 ' 31.03.2021

Last Refresh 07.12.2020 12:17:30 INDIA Refresh[=]

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 1°t April 21 to 31°* 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

\Elidity Start Dates . [01.07.20= 1 [ia]
VWalidity End Dates 3103 2022
= Feporting Ofhcer 'E_E'T_:_-:I_-‘-‘l_-_g__ _I'__"_I
*= Reviewsng TOHificer 1: EEETE I_':Il
Reviewing DOfficer 2= | S0O0HD00 _|;ii
= Final Authority: Wﬁ

| Submit |

Pote -
1. Record Once Created cannot be deleied
Z. I zase of tranfer kindlhy create new reoccrd

Appraisal document will automatically bifurcates into two parts i.e 01 April 2021 to
30 June 2021 & 1%t 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.
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