Manual for “Filing Annual Appraisal Document”

1. Login to ESS. Go to Career and Development
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UJVN - Employee Self-Service MSS - Central HR MSS - DGM/GMHODs

Overview

D UJVN - Employee Self-Service > Overview

Employee Services

- Map Directory Index

Personal Information

In this area, you can use services to maintain and display
your personal data.

- [

MSS - Training Admin Payroll

Career and Development

You can maintain your appraisal documents, maintain your

talent profile, and explore job opportunities

Search

New Session SAP Store Log off

Welcome: Rajesh Chandra

Full Screen | Options

& @,

~ Upcoming Birthdays and Anniversaries

Birthdays

@ Sat 12122020 Ashish Kumar Jain
@ Fri 01.01.2021 Narendra Singh
@ Wed 06.01.2021 Arti

Next 1-30f5
Working Time Leamning Anniversaries.
@ Wed 09.12.2020 Arti 7
In this area, you can use services to record your working The lsarming page offers you functions to find and participate @ Wed 09.12.2020 Rakhi o7
time, request leave, display your time account data and in suitab le courses. It gives you incividual, personalized e
display public holidays access to the company’ s course offerings in the course
catalog. It also offers the leaming pr ofile that helps you keep Next 13015
track of learming actiities d E-Mail o | i e
Benefits and Payments
* Work ts
Display the plans in which you are currently enrolled, enroll in R . Related Links
new ben efit plans, and download an enraliment form Display
your salary statemen t In this area, you can use services for the E-Separation =
2. Click on Appraisal Documents.
:3‘ P4 Search Q.+ | NewSession | SAPStore | Logof
4 Back rd ¥ History Favontes Personalize View Help Welcome: Rajesh Chandra
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UJVN - Employee Salf-Service MSS - Central HR MSS - DGM'GM/HODs
Overview

D UJVN - Employee Self-Service > Overview

Career and Development
Back

BQ Appraisal Documents
0@ Create Appraisal Document

[ I

MSS - Training Admin Payroll

Employee creates Appraisal Decument on start of financial year and on transfer within financial

year
Appraisal Documents

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

Page 1 of 5

Full Screen | Options ¥

&4 @




3. Click on Appraisal Document Name.
Employee Documents

Status Overview (2) ‘

»_Show Quick Criteria Maintenance

View: [[Standard View] ~|| Edit

Display | Undo Offiine Lock | Export 4

5 Appraisal Status | Substatus Appraisee Name | Appraisal Document Name Period To Offine Info
Completed Completed Rajesh Chandra | UJVNL-APR- AE or Equivalent to ED Level | 01.04.2020 31.12.2020 | Download not permitted
In Process Pending w/ Appraisee - Annual Self Input  Rajesh Chandra  [[IVNL-APR-AE or Equivalen 10 ED [eve] 01012021 31.03.2021 Download not permitted

9.

Change Query Define New Query. Personalize
¥ &
App.Document Type

Appraisal Document
Appraisal Document

Last Refresh 15.04.2021 13:06:06 INDIA Refresh =]

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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Uiiawal Bhawan

: Document

raises

4, Go to Annual Work Plan tab. Enter the details.

Attachments (0) | Save Print | Expand 4 Collapse 4 9.

E or Equivalent to ED Level ection | - By Appraisee Section II: By Reporting Officer

Unit of Measurements get rgef Date Target Achieved- Nut

L __________________________________________________________________________________________________ |

5. Go to Training & Development. Enter the details.
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Attachments (0) | Save Print | Expand 4 Collapse 4 9.

Marks by Reviewing Officer 1

No. of Trainings-Attended Maximum Marks. Marks by Reporting Officer Marks by Reviewing Officer 1 Marks

No. of Trainings-Nominated

No. of Sessions Organized

6. After the details have been entered, Select Submit by Appraisee and Click on
Continue.

Attachments (0) | Save Print | Expand 4 Collapse 4 o.

() Save and Exit Document

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.

Employee Documents

Status Overview (2) \

*»_Show Quick Criteria Maintenance

View: [Standard View]

9.

T Appraisal Status | Substatus
| | Completed Completed

In Process

| Edit

Pending w/ Appraiser - Annual Feedback | Rajesh Chandra

Display | Undo Offline Lock | Export 4

Appraisee Name | Appraisal Document Name

UJVNL- APR- AE or Equivalent to ED Level

[DIVNL-APR-AE or Equivalent to ED Leve]
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Period

01.04.2020 31.12.2020 = Download not permitted

01.01.2021

To

31.03.2021

Download not permitted

Change Query Define New Query Personalize

¥ &
App.Document Type

Offline Info

Appraisal Document

Appraisal Document

Last Refresh 15.04.2021 13:20:19 INDIA Refresh 5]




