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Manual for “Filing Annual Appraisal Document”  
 

1. Login to ESS. Go to Career and Development 

 

 

2. Click on Appraisal Documents. 
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3. Click on Appraisal Document Name. 

 

          HR Department activates the link for filing Appraisal document. On activation 
appraisal status & sub-status changed into “In process” & “Pending with Appraisee-
Annual Self Input” as shown above. For filing Appraisal document click on Appraisal 
Document Name.  

Note: Appraisee means USER, Appraiser Means Reporting Officer, Reviewer means 
Reviewing Authority 

3.1  

“Go to Section 1: By Appraisee”. Enter the required details 
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4. Go to Annual Work Plan tab. Enter the details. 

 

5. Go to Training & Development. Enter the details. 
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6. After the details have been entered, Select Submit by Appraisee and Click on 
Continue. 

 

 

          Your document has been submitted for Annual Feedback. Get in touch with the 
approvers for Annual Feedback. 
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 Employee can check the status from Appraisal Documents. 

 

 

 

 


