Manual for evaluating Appraisal Document by Approvers

1. Login to ESS. Go to MSS- Performance Management — Reporting Officer
Inbox/reviewing Officer Inbox /Final Authority Inbox as the case may be.Here is the
case taken for Reporting Officer i.e Appriaser

Click on the Appraisal Document Name .

=’~ P Search: Q. New Session SAPStore | Log off
4Back Forward b History Favorites Personalize View Help Welcome: Ashish Kumar Jain

| = [ [ [
UJVN - Employee Self-Service | MSS-DGM/GMHODs  MSS - Training Admin Payroll MSS - Central HR
Overview
MSS - DGM/GMHODs > Overview > Performance Management > Reporting Officer Inbox Full Screen | Options ¥
Home
Work Overview Employee Documents
Manpower Request 9.

Personnel Administration a|

status Overview (6) | In Preparation (0) | InPlanning (0) | InReview (0) | In Process (0) | Completed (0) |  Approved (0) |  Closed Approved (0) | Rejected (0) ||

Performance Management

. L Lhan
T Vs mcerere »_Show Quick Criteria Maintenance | Change Query Define New QU
Payroll View: |Employee ~|| Create | Edit | Display | Delete | Create Multiple | Undo Offline Lock | Export .4
— )| Appraisee Name = | Appraisal Document Name. Substatus Period App.Document Type | Appraisal Status | To Offiine Info
|| Abnishek UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 01.04.2020 | Appraisal Document | In Planning 02.06.2020 | Download {
Reporting Officer Inbox
L] UJVNL- APR- EE or Equivalent to ED Level = Pending w/ Appraisee - Set Objectives | 03.06.2020 | Appraisal Document | In Planning 31.03.2021 | Download {
Final Authority Inbox —
iy || Madan Lai UJVNL-APR- EE or Equivalent to ED Level = Pending w/ Appraisee - Set Objectives | 01.04.2020 | Appraisal Document | In Planning 02.06.2020 | Download |
Reviewing 1 Officer Inbox a
| UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 03.06.2020 | Appraisal Document | In Planning 31.03.2021 | Download 1
Reviewing 2 Officer Inbox ‘ ‘ Rajesh Chandra UJVNL- APR- AE or Equivalent to ED Level =Completed 01.04.2020 | Appraisal Document | Completed 31.12.2020 | Download {
L IVNL- APR- AE or Equivalent to ED Level | Pending w/ Appraiser - Annual Feedback | 01.01.2021 | Appraisal Document | In Process 31032021 Download 1

2. Go to Annual Work Plan tab. Enter the Marks.

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

Administrative Data =

UJVNL-APR- AE o Equivalent to ED Level | Section | : By Appraisee | Section Il: By Reporting Officer /| 13. Annual Work Plan |- 14 Assessment of Personal Attributes 15 Training & Development

2.2 13. Annual Work Plan

2.2 13. Annual Work Plan

2.2.1 Description of Annual Work Plan

Unit of Measurements Target Planned-Numbers/Quantity Target Planned-Completion Date Tar,
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01.02.2021 [

3. Go to Assessment of Personal Attributes tab. Enter the Marks.

Marks by Reporting Officer Marks by Reviewing Officer 1 Marks by Revi
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4. Go to Training & Development Tab. Enter the details.

Ammmensgﬂ)‘] Save Print | Expand 4 Collapse 4 .

Maximum Marks Marks by Reporting Officer

No. of Trainings-Nominated No. of Trainings-Attended Maximum Marks Marks by Reporting Officer

5. Review the Overall Assessment Tab.
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Attachments (0) | Save Print | Expand. Collapse 4 Q.

6. Go to Section II: By Reporting Officer tab. Enter the Marks.

m

(=) Save and Exit Document
() Approved by Reporting Officer
() Send back for Correction to Appraisee
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7. After all the details have been entered and reviewed, Select Approved by Reporting
Officer. You can send back the document to the appraisee for any correction.

wpuuna

B

Appraisal Document
9.

Appraisal Document for Rajesh Chandra
Attachments (0) | Save Print | Expend , Collapse 4

How do you want to continue? Administrative Data
Section II: By Reporting Officer 13 Annual Work Plan 14. Assessment of Pg

Saction | - By Appraisee

Save and Ext Document

+) Appraved by Reporting Officer

Send back for Correction to Appraisee
 Continue

UJVNL-APR- AE or Equivalent to ED Leval

2 Section II: By Reporting Officer

2 Section II: By Reporting Officer

w Description
Section-11 (To be filled by Reporting Officer)

2.1 12. Integrity Certificate
Certify Integrity

In the similar way as explained above, Reviewing Officer, Reviewing Officer 2,
Final Authority has to approve the Appraisal documents .
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