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1 DOCUMENT CONTROL

END USER DOCUMENT

A

This is a controlled document and will be maintained on UJVNL portal.

Changes to this document will be recorded below and must be published to all interested parties.

1.1 DOCUMENT HISTORY

Version

Date

Author

VERSION DETAILS

V01

15.02.2018

Vinay Kumar

First ISSUE

1.2 DISTRIBUTION

Date

Name

Purpose

Project SUGAMYA
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2 CREATE APPRAISAL DOCUMENT

2.1 PURPOSE

UJVN Process appraisals for employees annually from July to Jun month. There will be three
phases of the appraisal process, within each phase of the cycle, we will create further sub stages (statuses
and sub statuses) in the system to track the process and pending list of employees with the activity in the
reports. As PMS Administrator creates appraisal forms during start of year, system will read controlling,
reviewing and final authority from the organogram and maintain data in the forms automatically.

2.2 HELPFUL HINTS

e Press F1 for help
e Press F4 for getting input values

¢ R —Required
e O - Optional
e C - Conditional

2.3 PROCEDURAL STEPS

Menu Path ZHR_PMS-> Create Appraisal Document
Transaction
Code PHAP_ADMIN

Start the transaction using the menu path or transaction code below screen will appear -

Administrator Functions
@ @

Template Selection

Appraisal Template

|

s Define Selection Criteria at Element Level

Data

validity Period from to
Execution Period from to
Objective Setting from to
Review, from to

Appraisal Period from to

Participants

Appraiser Person - I
® And
or

Appraisee Person - =

Part Appraiser Person ~ &
Further Participants Person ~ &

Selection Options

v Display Without Appr. Document
Status

+/In Preparation +/ Approved
+//In Planning

+/ In Review

+/ Closed Approved
+/ Rejected
+/ Closed Rejected

+/In Process
«/ Completed

Project SUGAMYA PMS For Internal Circulation Only
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Select form from help as per the requirement -

END USER DOCUMENT

LWL

[= Appraisal Template (1) 4 Entries found x

OB 6= EE]

Plan version: 01
Object type: VA

ObjectID” Object abbr. Object name !
./ 50000100 UJVNL- APR- UJVNL- APR- EE or Equivalent to ED Level

50000405 UIVNL- APR-  UIVNL- APR- Non-Operating Staff

{

50000339 UIVNL- APR- UIVNL- APR- JE and AE or Equivalent (
(

(

50000451 UIVNL- APR- UIVNL- APR- Operating Staff

L
E -
[l
Administrator Functions - Selection Result
> = = »
Administrator Functions ‘/ D m [—ﬁ E}
Reporting Options
Number of Documents 4
Selected Template(s): UJVNL- APR- EE or Equivalent to ED Level
Selected Appraiser(s): All
Option AND
Selected Appraisee(s): All
Selected Statuses All
= -— = =, =
RINENNEFREY ) [EFlE B = ] ) [T
Selection Result
Number Appraisal Document Name App.Document Type Type Name Type Appraisee App. Stat Period To Date Date Date Last Changed ChangeTime Changed by
I 1 jU]VNL— APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016  31.03.2017  31.01.2018 01.02.2018 20:29:03  ED_HR
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017 31.03.2018  01.02.2018 01.02.2018 19:52:02  EMPLOYEE3
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Chitra Singh Person User 5 In Planning 01.04.2016  31.03.2017  09.04.2018 09.04.2018 15:39:11 MITULR
1 UIVML- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Planning 01.04.2018  31.03.2019  12.04.2018 12.04.2018  12:07:49 EMPLOYEE2

Click on create button to create appraisal document -

Administrator Functions ’Im @ E—'ﬂ E:|

Project SUGAMYA PMS
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Enter Reporting Manager, Appraisee and appraisal period —

s .| New UJVNL- APR- EFE or Equivalent to ED Level

End Preparation [ij Attachments
Status In Preparation
Reporting Manager Satya Murti
Appraisee Payroll Test
Reviewing Manager )
Validity Period 01.04.2018| to ﬁ'
Execution Period to

Dynamic Appraisal Document

You have selected a dynamic appraisal document.

The layout of the appraisal document is dependent on the header data of the appraisal document. Therefore, the SAP
system can only depict the appraisal template after you have entered the necessary data.

Proceed as follows:

1. Enter the required header data.
2. Choose End Preparation.

Nn Mat Nisnlavy Nunamic Annraisal Normment Tnfn Anain
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Enter Reviewing officer and final authority

New UJVNL- APR- EE or Equivalent to ED Level

End Preparation [@_‘| Aftachments
Status In Preparation
Reporting Manager Satya Murti
Appraisee Payroll Test
Reviewing Manager 2 Reviewing Manager
Validity Period LIS [Br Further Participants Selection
Execution Period i
Participant Type V|
Participant ID e —
Dynamic Appraisal =
Further FParticipants
You have selected a dynamic appraisa|  Mame of Further Participa... Role
ChairMan Test Final Authority
The layout of the appraisal document i Chitra Singh Reviewing Manager i e, the SAP
system can only depict the appraisal t
Proceed as follows:
1. Enter the required header data.
2. Choose End Preparation.
"~
-
< 2 L
[AENENIENT-]

Click on save button to save the appraisal document -

[ Appraisal Document  Edit Goto  Settings  System  Help

& JEjoce = 7T 0%

Click on End Preparation button to release the document for employee objective setting -

[® Appraisal Document  Edit Goto  Seftings  System  Help

v FKE OO0 = M @ %
Change UJVNL- APR- EE or Equivalent to ED Level

I End Preparation [@_‘| Aftachments

Project SUGAMYA PMS For Internal Circulation Only
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Report will show the sub status as “In planning Pending w/ Appraisee — Set Objectives” —

Administrator Functions - Selection Result

END USER DOCUMENT

v

Administrator Functions S W BA

Reporting Options

Number of Documents 7
Selected Template(s): Al
Selected Appraiser(s): All

Option AND
Selected Appraisee(s): Al
Selected Statuses All

A[F [ EFIREF)E .
Selection Result

Number Appraisal Document Name
2

IR ER

App.Document Type Type

Name

Type

Appraisee  App. Stat  Appraisal Substatus Period To Date Date Date Last Changed ChangeTime Changed by
1 jUJVNL- APR- JE and AE or Equivalent Appraisal Document Person Payroll Test Person Satya Murti In Process Pending w/ Appraiser - Annual Feedback  01.04.2017 1.03.201 01.201 01.02.201 20:33:18 MD_HR
1 UIVNL- APR- Non-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning Pending w/ Appraisee - Set Objectives 01.04.2017 31.03.2018 24.01.2018 24.01.2018  19:11:30 MD_HR
1 UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning Pending w/ Appraisee - Set Objectives 01.04.2017 31.03.2018  30.01.2018 30.01.2018 10:27:49 MD_HR
1 UIVNL- APR- EE or lent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process Pending w/ Appraisee - Annual Self Input  01.04.2016 1.03.201 1.01.201 01.02.201 20:29:03 ED_HR
1 UIVNL- APR- EE oF lent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning Pending w/ Reviewer - Approve Objectives 01.04.2017 1.03.201 01.02.201 01.02.201 19:52:02 EMPLOYEE3
AL APR. CE op lapt to EDLoual donraical Dosumont Porcon chite cinoh porcon llcar InPlanoing Panding sSatObiact D104 2018 31020007 nond o0 00042018 Js00  wrmup
I 1 UJVNL- APR- EE or lent to ED Leve| Appraisal Document Person Satya Murti Person Payroll Test In Planning Pending w/ Appraisee - Set Objectives 01.04.2018 31.03.2019 13.04.2018 13.04.2018 11:16:24  VINAY I

2.4 RESULT

Appraisal document is released for objective setting for employee.

2.5 COMMENTS
None.
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3 SUBMIT OBJECTIVES

3.1 PURPOSE
This process allows employees to set objective for their Annual workplan.
3.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
e R -—Required

e O - Optional

e C - Conditional

3.3 PROCEDURAL STEPS

Menu Path Employee Self Service - > Career Development - > Appraisal Documents
Transaction
Code NA

LOGON TO PORTAL:

The Employee should follow the steps below to enter into portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UIVNLDehradun (UK) X /7 SAP NetWeaver Portal X e . X

<« C | ® Not secure | sapsrv.ujvnl.com:50. o ¢ v = A :

g

o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Project SUGAMYA PMS For Internal Circulation Only
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History Favorites Personalize View Help

o = C

Manager Seff-Service

UJVN - Employee Seif-Service Manager Self-Service
Overview

UJVN - Employee Self-Service > Overview
Employee Services
Index |

- Map Directory

END USER DOCUMENT

[ s [

LWL

Search Q- New Session SAP Store Log off

Welcome: Vinay K

System Administration  Content Administratior User

Full Screen | Options ~

Bre @4

= Upcoming Birthdays and Anniversaries

Personal Information

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

Working Time

In this area, you can use services to record your working
time, request leave, display your time account data and
display public holidays

Benefits and Payments

o]

50
100
B Display the pians in which you are currently enrolied, enroll in
new ben efit plans, and downioad an enroliment form.Dispiay
your salary statemen t.

@
Qo)

Career and Development

You can maintain your appraisal documents, maintain your
talent profile, and explore job opportunities.

Learning

The leaming page offers you functions to find and participate
in suitab e courses. It gives you individual, personalized
access to the company’ s course offerings in the course
catalog. It also offers the learning pr ofile that helps you keep
track of leaming activities.

Quick Links
Training Home

Work Events

Click on Career and Development —

Sirg

4 Back Forward »

History

-

UJVN - Employee Self-Service

Manager Self-Service

Overview

D UJVN - Employee Seli-Service = Overview

Career and Development
| Back

BHOQ Job Opportunities
om

My Career Cockpit
Job Search
My Candidate Profile

via Reference Code

Apply

Personal Setfings

Appraisal Documents
Appraisal Documents

mO
oMl

Project SUGAMYA

Favorites Personalize View

Help

=

Employee Self-Service

“fou can access all relevant E-Recruiting applications here.

“fou can store your resume, contact dafa, and job preferences here.

“fou can use the reference code of a job posting to apply for a job direc fly here.

You can view or update your existing Perfermance Management documents here.

PMS

Manager Self-Service

Birthdays
No Birthdays in Selected Month

Anniversaries
1 Sun 01.04.2018 Satya Mutti (01)
@ Sun 01.04.2018 Gopal Singh (01)
12 Sun 01.04.2018 Payroll Test (02)
Next 1-30f 7

Send E-Mail to Update Calendar

Refresh

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Return
BeimAemEnT Mariile - (IS £ Avances =

=

Content Administration Ut

“fou can search the database for suitable jobs and use search criteria to restrict the search here.

“fou can custemize your E-Recruiting pages (for example. data format, dec imal notation, preferred language) here.

For Internal Circulation Only
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Click on Appraisal Document, below screen will appear —

=

4Back Forward b History

Search Q. | MNewSession = SAPStore | Logoff
Favorites Personalize View Help

C y =

Manager Self-Service UJVN - Employee Selr Employee Self-Servic Manager Self.

Welcome: Employee3,

Content User Admi Sy
Overview

JJVN - Employee Self-S:

- Querview

Full Screen | Options ~
Employee Documents

.
~ Status Overview (1)

»_Show Quick Criteria Maintenance |

Change Query Define New Query Personalize
| Edit | Display | Undo of ock | Export 4
)| Appraisal Status | Substatus Appraises Name | Appraisal Document Name

&
Peied | To Offine Info App.Document Type
In Planning Pending wi Appraisee - Sef Objectives | Payroll Test UJVNL. APR.- EE or Equivalent to ED Level | 01.04.2013 | 31.03.2019 | Download not permitted

Appraisal Document

Click on Appraisal document name to submit the objectives -

Appraisal Document for Payroll Test

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

How de you want to continue® Administrative Data

%) Save and Exit Document

) Submit by Appraisee

UJVNL- APR- EE or Equivalent to ED Level } Section | - By Appraisee © Section Il By Reporfing Oficer 13, Annual Work Plan
Continue

UJVNL- APR- EE or Equivalent to ED Level

UJVNL- APR- EE or Equivalent to ED Level

Section — | details —

Appraisal Document for Payroll Test
Attachments (0) | Save Print | Expand « Collapse 4
How do you want to continue? Administrative Data
% Save and Exit Document
") Submit by Appraisee UJVNL- APR- EE or Equivalent to ED Level Section | : By Appraisee | Secion Il: By Reporting Officer 13, Annual Work Plan
Continue
1 Section | : By Appraisee

]

1 Section | : By Appraisee

~ Description

Section-I {Basic Information) (To be filled by Appraisee)

1.4 1. During Appraisal Period:

w 1.1 Description
During Appraisal Period:

+ 1.1.1 Deseription
3. Place of Posting & Date:
Details

Expand Text Field
Dehradun
Date:01.04.2016

Project SUGAMYA PMS For Internal Circulation Only
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Attachments (0) | Save Print | Expand 4 Collapse 4

accenture ,,_/,j

= 1.2.1 Deseription
a. Atthe fime of initial joining in the UJVN Ltd:

Details: Expand Text Field
Primary school - 1st Class Mine Manager . PY: 2019

Primary school - Anaesthesist . PY: 2019

University - inistrative Law . PY: 2014

Primary school - Advance Diploma . PY: 2019
University - 8th . PY: 2015

Attachments (0) | Save Print | Expand 4 Collapse 4
() Submit by Appraisee S N - Al EE or Eq -

Continue

(=) Save and Exit Document

Create Annual Workplan —

Aftachments (0) | Save Print | Expand 4 Collapse 4

(=) Save and Exit Document

© Submit by Appraisee m

Continue

Maximum Marks

Click on add objective button to add new objective —

Project SUGAMYA PMS For Internal Circulation Only



> >
accenture END USER DOCUMENT upfi:,j

+ 2.1.1.2 1 Description 11 [ 30.000) 200 (31.052018 0
Ohbjeclive
Details: Expand Text Field
SAP Training

+ 2.1.1.2.2 Description [ 37| T [31.05.201200 )
Ohbjeclive
Details: Expand Text Field

SAP Training 2 ‘

Click on Submit by apraisee and click on continue —

Appraisal Document for Payroll Test

Attachments () | Save Print | Expand 4 Collapse a

How do you want to continue? Administrative Data

(1 Zave and Exit Document

(=) Submit by Appraises UJVNL- APR- EE or Equivalent to ED Level -

Continue

2.1 13, Annual Work Plan

2.1 13. Annual Work Plan

3.4 RESULT
Obijective submitted and status set to Pending with appraiser —

Employee Documents

- Status Overview (1)

[» Show Quick Griteria Maintenance |

View: |[Standard View] ~|| Edit | Display | Undo Offiine Lock | Export .
5| Appraisal Status | Substatus Appraizee Mame
l:l In Planning Pending v/ Appraiser - Review Objecfives = Payroll Test

Project SUGAMYA PMS For Internal Circulation Only
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3.5 COMMENTS

None.

Project SUGAMYA PMS For Internal Circulation Only



>
accenture END USER DOCUMENT ﬂll;/

4 REVIEW OBJECTIVES

4.1 PURPOSE
4.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

4.3 PROCEDURAL STEPS

LOGON TO PORTAL.:

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UJVNLDehradun (UK) X / Z7 SAP NetWeaver Portal X e A= =] X

&« C | ® Not secure | sapsrv.ujvnl.com:50200 o ¥r v = A

¢

o Enter the EP user ID given (Ex: employee3), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Click on Manager Self-Service and Manager Appraisal Approval, below screen will appear —

Project SUGAMYA PMS For Internal Circulation Only
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rd»  History Favoriles Personzlize View Help

= o = = I

Employes Self- Service Manager Self-Service | UJVH - Employee Self Manager Self Content User

System Administration

Owerview
Manager Self-Service > Overview > Manager Appraisal Appraval

Home
Work Overview Employee Documents

Search

Q- Hew Session SAP Store

Welcome: Em

Full Screen | C

IT Declaration Approval

Reimbursement Approval - . .
smsovemm} In Preparation (0) } In Planning (2) } In Revigw (0} )- In Process (0) )- Completed {0) )- Approved (0) }

Closed Approved (0) } Rejected (0) )- closeaRejecleo(o)\

Leave Encashment Tasks

~ Hide Quick Criteria Maintenance

Appraisal Template 10

Employes Employees fo Appraise ~
Valid From [l (01012015 sl

Manager Appraisal Approval
Reviewer! Apprisal Approval Category Groun 1D

Reviewer2 Apprisal Approval Category 1D

g

To [31.12.9999 m &

Sanction Application

Raise Transfer Request

Change Query Define New Query Personalize

UJVNL- APR- EE or Equivalent to ED Level Pending w/ Appraiser - Review Objectives 01.042018

D Payroll Test

System will show all the pending appraisal document to be reviewed -

Click on any appraisal document for review —

Appraizal Document

Appraisal Document for Payroll Test

‘ View: |[Employee | Create | Edit | Display | Delste | GreateMulliple | Undo Offiine Lock | Exports ¥ & ‘
‘r@‘ Appraisee Name g‘ Appraisal Document Name ‘ Substatus Period Appraisal Status | To Offiine Info ||:I
|| cnitra singn UJVHL- APR- EE or Equivalent to ED Level Pending wi Reviewer - Approve Objectives 01.04.2017 In Planning 31032018 | Download not permitted

In Planning 31.03.2019 | Download not permitted

AHachmenls(D}| Save Print | Expand 4 Collapse 4

How do you want to continue?® | Administrative Data

(=) Save and Exit Document

() Review by Appraiser

~" UJVNL- APR- EE or Equivalent to ED Level |’ Section | : By Appraisee |/ Section II: By Reporiing Officer |/ 13. Annual Work Plan ]

() Send back for Gorrection to Appraisee

| UWIVNL- APR- EE or Equivalent to ED Level

UJVNL- APR- EE or Equivalent to ED Level

Appraisal Document

Appraisal Document for Payroll Test

]

Aftachments (D) | Save Print | Expand 4 Collapse 4

How do you want to continue? Administrative Data

(#) Save and Exit Document

) Review by Appraiser

UJVNL- APR- EE or Equivalent to ED Level )/ Section | - By Appraisee |/ Section II: By Reporting Officer l 13. Annual Work Plan

() Send back for Comection to Appraisee

‘ 2.1 13. Annual Work Plan

2.1 13. Annual Work Plan

2.1.1 Description of Annual Work Plan

Maximum Marks

~ 2.1.1 Description
Description of Annual Work Plan / Objectives

+ 2.1.1.1 Deseripfion
Mandatory Objectives

w 2.1.1.1.1 Description 3.000

Project SUGAMYA PMS

Target Planned-Numbers/Quantity

10.000]

=]

Maximum Marks

70.000

B

Target Planned-Completion Date

31.05.2018
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31.05.2018 9

SAP Training

3105208 [

SAP Training 2

Review all the objectives set by appraisee —

(3) Save and Exit Document

() Review by Appraiser
() Send back for Correction to Appraises

Appraiser can send back the appraisal documen for any modification,if required.

To review appraisal document click on Review by appraiser, and click on continue —

() Save and Exit Document

() Review by Appraiser

e [t Armteplen
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The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as

[ UNNL Detvadun (UK) X / =7 SAP NetWeaver Portal X e - o x
€« C | ® Not secure | sapsrv.ujvnl.com:50200/irj/portal %l ® © = A :

User vinay
Password * preseese

LogOn

o Enter the EP user ID given (Ex: employee3), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Click on Manager Self-Service and Reviewerl Appraisal Approval to approve the objective set by
appraisee, below screen will appear. Select the appraisal document to approve the objectives —

h’- ',I Search

4 Back Forward ¢ History Favorites Personalize View Help

UJVN - Employee Seli-Service Manager Self-Service Employee Self-Service Manager Seli-Service Confent Administration User Administration System Administration
Owverview

Manager Seff-Service = Overview = Reviewerl Apprisal Approval

Home

Work Overview Employee Documents

IT Declaration Approval |

Reimbursement Approval Status Overview (3}

Leave Encashment Tasks

[+_Shew Quick Criteria Maintenance |

Manager Appraisal Approval

Reviewer1 Apprisal Approval Viewr: |[Standard View] >]| Edit | Display | Undo Offiine Lock | Export 4

Reviewer2 Apprisal Approval ’_|I':|| Appraisal Status ‘ Substatus ‘ Appraisee Name | Appraisal Document Name Period To Offline Info

Sanction Application J In Planning Pending wi Appraisee - Set Objectives Satya Murti UJVNL- APR- Non-Operating Staff 01.04.2017 | 31.03.2018 | Download not permitted

[ — :‘ In Planning Pending w/ Appraisee - Set Qbjectives Satya Murti UJVNL- APR- Operating Staff 01.04.2017 | 31.03.2018 | Download not permitted
:I In Planning Pending w/ Reviewer - Approve Objectives  Payroll Test UJVNL- APR- EE or Equivalent to ED Level | 01.04.2018 | 31.03.2019 | Download not permitted

Last

Project SUGAMYA PMS For Internal Circulation Only


http://sapsrv.ujvnl.com:50200/irj/portal

accenture END USER DOCUMENT f;{/

C

Appraisal Document
Appraisal Document fer Payroll Test
Attachments (0) | Save Print | Expand 4 Collapse 4
How do you want to continue? Administrative Data
") Save and Exit Document

=) Approve by Reviewer UJVNL- APR- EE or Equivalent fo ED Level |~ Section | : By Appraisee ©  Seclion II: By Reporting Officer 13. Annual Work Plan
*) Send back far Comection to Appraiser

2.1 13. Annual Work Plan

Continue: E

Maximum Marks.

2.113. Annual Work Plan

70.000

2.1.1 Description of Annual Work Plan E

Maximum Marks Target Planned-Numbers/Quantity Target Planned-Completion Date

- 2.1.1 Description

Description of Annual Work Plan / Objectives

~ 2.1.1.1 Description

Mandatory Objeclives

w 2.1.1.1.1 Description 3.000

- 1o0.000) [31052018 [
Click on Approve by Reviewer.

4.4 RESULT

Appraisal document is successfully reviewed by the appraiser and forwarded for reviewer. Objective set by
appraisee is approved by the Reporting officer and the Reviewing authority.

45 COMMENTS
None.
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5 CHANGE APPRAISAL DOCUMENT STATUS

5.1 PURPOSE
This process is used to change the status for appraisal document for various status.
5.2 HELPEFUL HINTS

e Press F1 for help

e Press F4 for getting input values
e R -—Required

e O - Optional

e C - Conditional

5.3 PROCEDURAL STEPS

Menu Path Phap_admin

Transaction Phap_admin
Code

Start the transaction using the menu path or transaction code below screen will appear -

Administrator Functions
@ o

Template Selection

_ s =
Appraisal Template o
& Define Selection Criteria at Element Level [s;
Data
Validity Period from to
Execution Period from to
Objective Setting from to
Review from to
Appraisal Period from to
Participants
Appraiser Person ~ e
* And
or
Appraisee Parson v =
Part Appraiser Person - =
Further Participants Person - &
Selection Options
WIDisplay with Appr. Document Display Without Appr. Document
Status
«/ Tn Preparation - +/ Approved
+//In Planning = +/ Closed Approved
+/ Tn Review - +/ Rejected
+/ In Process = +/ Closed Rejected
«/ Completed =
Administrator Functions - Selection Result
Administrator Functions ¢ [ W B 2
Reporting Options
0
LoV ApR- £ o Equvalent 0 E0 Lovel
o oae Date Det Last Changed ChangeTime Changed by
L2017 100208 oLozans 202903 DR
sLm208 01022018 oLo22016 135202 EMPLOYEES
s102017 09062018 G0s206 1591 MIUR
yoll Test i Planning 01042018 31032018 12.04.2018 2012016 12:07:49  EMPLOVEEZ
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LWL

[= Appraisal Document  Edit  Goto Utilities ~ System Help

V]

K 000

Administrator Functions - Selection Result
Administrator Funcions [ T B [

b

k-

Reporting Options

Number of Documents 7
Selected Template(s): All
Selected Appraiser(s): All
Option AND
Selected Appraisee(s): All
Selected Statuses All

NN h P |

Selection Result

& B .

Number Appraisal Document Name App.Document Type Type Name Type Appraisee App. Stat Period To Date Date Date Last Changed ChangeTime Changed by
1 UIVNL- APR- JE and AE or Equivalent Appraisal Document Person Payroll Test Person Satya Murti In Process 01.04.2017 31.03.2018 23.01.2018 01.02.2018 20:33:18 MD_HR
1 UIVNL- APR- Non-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Flanning 01.04.2017 31.03.2018 24.01.2018 24.01.2018 19:11:30 MD_HR
1 UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017 31.03.2018  30.01.2018 30.01.2018 10:27:49 MD_HR
1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016  31.03.2017  31.01.2018 01.02.2018 20:29:03  ED_HR
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017  31.03.2018  01.02.2018 01.02.2018  19:52:02 EMPLOYEE3
1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Chitra Singh Person User 5 In Flanning 01.04.2016  31.03.2017  09.04.2018 09.04.2018 15:39:11  MITULR
“ 1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Flanning 01.04.2018  31.03.2019  13.04.2018 16.04.2018 17:59:37 EMPLOYEE3

Select the appraisal document, and click on appraisal doument from the top menu bar

= Edit Goto  Utilties System  Help
Create F8
L PO 5D 0%
4 Change r2  plection Result
T Display F6 L — X
j B
L Delete Shift+F2
Download Shift+F6
F Upload Shift+F7
-I Ichange Status I ]
' Start Follow-Up All
k Administrator Functions Crl+F12 Al
|
H Exit Shift+F3 AND
L All
Selected Statuses All

EEINREL Y .I[F . I=IERERERD Y
Selection Result
Number Appraisal Document Name App.Document Type Type Name Type Appraisee App. Stat  Period To Date Date Date Last Changed ChangeTime Changed by
1 UIVHL- APR- JE and AF or Equivalent Appraisal Document Person Payroll Test Person Satya Murti In Process 01.04.2017 31.03.2018  23.01.2018 01.02.2018  20:33:18 MD_HR
1 UIVHL- APR- Non-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017 31.03.2018  24.01.2018 24.01.2018  19:11:30 MD_HR
1 UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017  31.03.2018 30.01.2018 30.01.2018  10:27:49 MD_HR
1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016 31.03.2017 31.01.2018 01.02.2018 ED_HR
1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017 31.03.2018 01.02.2018 01.02.2018 EMPLOYEE3
1 UJVHL- APR- EE or Equivalent to ED Level Appraisal Document Person Chitra Singh Person User 5 In Planning 01.04.2016 31.03.2017 09.04.2018 09.04.2018 MITULR
1 UJVHL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Planning 01.04.2018 31.03.2019  13.04.2018 16.04.2018 17:59:37 EMPLOYEE3

Click on change status and Select the status as shown below —
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Administrator Functions - Selection Result

END USER DOCUMENT L.u{f::

Administrator Functions ,/‘ D W E-‘ﬂ E’}
Reporting Options
Number of Documents |7

Selected Template(s):

Selected Appraiser(s):

Option

Selected Appraisee(s):

Selected Statuses

RN TR
Selection Result

Number Appraisal Document Name

1

UIVNL- APR- JE and AE or E

Target Substatus
Reset Workflow
Workflow Event

i

Target Status In Process

Pending w/ Appraisee - Annual Self Input |

Keep Existing Worlflows Active

Check Workflow Event

o 0 . Stat  Period

rocess 01.04.2017

UIVNL- APR- Non-Operating Staff

UIVNL- APR- Operating Staff
UIVNL- APR- EE or Equivalent to ED Level

UIVNL- APR- EE or Equivalent to ED Level

UIVNL- APR- EE or Equivalent to ED Level

Appraisal Document Person
Appraisal Document Person
Appraisal Document Person
Appraisal Document Person
Appraisal Document Person

Payroll Test Person
Payroll Test Person
Payroll Test2 Person
Satya Murti  Person
Chitra Singh Person

Satya Murti In Planning 01.04.2017
Satya Murti In Planning 01.04.2017
Chitra Singh In Process 01.04.2016
Chitra Singh In Planning 01.04.2017
User 5 In Planning 01.04.2016

N e I

UIVNL- APR- EE or Equivalent to ED Level

5.4 RESULT

Appraisal Document Person

Satya Murti  Person

Payroll Test In Planning 01.04.2018

Status updated as Pending with Appraisee for Annual Self input submission.

5.5 COMMENTS

None.
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6 SUBMIT SELF INPUTS

6.1 PURPOSE
6.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

6.3 PROCEDURAL STEPS

LOGON TO PORTAL.:

The Employee should follow the steps below to enter into portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UJVNLDehradun (UK) X / Z7 SAP NetWeaver Portal X e A= =] X

&« C | ® Not secure | sapsrv.ujvnl.com:50200 o ¥r v = A

¢

o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.
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History Favorites Personalize View Help

o = C

Manager Seff-Service

UJVN - Employee Seif-Service Manager Self-Service
Overview

UJVN - Employee Self-Service > Overview
Employee Services
Index |

- Map Directory

END USER DOCUMENT

[ s [

LWL

Search Q- New Session SAP Store Log off

Welcome: Vinay K

System Administration  Content Administratior User

Full Screen | Options ~

Bre @4

= Upcoming Birthdays and Anniversaries

Personal Information

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

Working Time

In this area, you can use services to record your working
time, request leave, display your time account data and
display public holidays

Benefits and Payments

o]

50
100
B Display the pians in which you are currently enrolied, enroll in
new ben efit plans, and downioad an enroliment form.Dispiay
your salary statemen t.

@
Qo)

Career and Development

You can maintain your appraisal documents, maintain your
talent profile, and explore job opportunities.

Learning

The leaming page offers you functions to find and participate
in suitab e courses. It gives you individual, personalized
access to the company’ s course offerings in the course
catalog. It also offers the learning pr ofile that helps you keep
track of leaming activities.

Quick Links
Training Home

Work Events

Click on Career and Development —

Sirg

4 Back Forward »

History

-

UJVN - Employee Self-Service

Manager Self-Service

Overview

D UJVN - Employee Seli-Service = Overview

Career and Development
| Back

BHOQ Job Opportunities
om

My Career Cockpit
Job Search
My Candidate Profile

via Reference Code

Apply

Personal Setfings

Appraisal Documents
Appraisal Documents

mO
oMl

Project SUGAMYA

Favorites Personalize View

Help

=

Employee Self-Service

“fou can access all relevant E-Recruiting applications here.

“fou can store your resume, contact dafa, and job preferences here.

“fou can use the reference code of a job posting to apply for a job direc fly here.

You can view or update your existing Perfermance Management documents here.

PMS

Manager Self-Service

Birthdays
No Birthdays in Selected Month

Anniversaries
1 Sun 01.04.2018 Satya Mutti (01)
@ Sun 01.04.2018 Gopal Singh (01)
12 Sun 01.04.2018 Payroll Test (02)
Next 1-30f 7

Send E-Mail to Update Calendar

Refresh

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Return
BeimAemEnT Mariile - (IS £ Avances =

=

Content Administration Ut

“fou can search the database for suitable jobs and use search criteria to restrict the search here.

“fou can custemize your E-Recruiting pages (for example. data format, dec imal notation, preferred language) here.

For Internal Circulation Only
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LWL
Click on Appraisal Document, below screen will appear —
SAP Sewni | |Q.  NewSesson ‘ SaP Store ‘ Log off
4Back Forward b History Favorites Personalize View Help Welcome: Employee2,
Manager Semnvi Manager -Servi ‘Content i i User inis System inie i
 Overview
JJVN - Employee Seli-Service > Overview Full Screen | Options ~ |
9.
Change Query Define New Query Personalize
View: [Standard View] )| Edit | Display | Undo Offine Lock | Export 4 2
ﬁ“bﬂ%__“ SR
In Planning Pending w/ Appraisee - Set Objectives = Payroll Test UJVNL- APR- EE or Equivalent to ED Level | 01.04.2018 | 31.03.2019 Download not permitted Appraisal Document

Click on Appraisal document name to submit the Self Input -

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

(@ Save and Exit Document

© Submit by Appraises

Continue.

Target Planned-Completion Date Target Achieved- Numbers/Quantity

31.05.2018

31.05.2018

Project SUGAMYA
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Enter the Self input against all the objective set.

Appraisal Document for Payroll Test

Attachmenis (0) | Save Print | Expand 4 Collapse 4
How do you want to continue? Administrative Data

) Save and Exit Document
(=) Submit by Appraisee UJVML- APR- EE or Equivalent to ED Level |© Section | : By Appraisee |© Section II: By Reporting Officer 13. Annual Work Plan |,

Continue

2.2 13. Annual Work Plan

2.2 13. Annual Work Plan

Press on Continue.

6.4 RESULT
Self-input submitted by the Appraisal document.

6.5 COMMENTS

None.
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7 REVIEW SELF INPUTS

7.1 PURPOSE
7.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

7.3 PROCEDURAL STEPS

LOGON TO PORTAL.:

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UJVNLDehradun (UK) X / Z7 SAP NetWeaver Portal X e A= =] X

&« C | ® Not secure | sapsrv.ujvnl.com:50200 o ¥r v = A

¢

o Enter the EP user ID given (Ex: employee3), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Click on Manager Self-Service and Manager Appraisal Approval, below screen will appear —
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END USER DOCUMENT LWL
:' SAP4 search: Q. | MewSesson | SAPSlore | Logoff
«Back Foward » Hislory Favorites Personalize View Help Welcome: Employee3,
Employee Self-Service | Manager Selff-Service | UJVN - Employee Self. Manager Content User System
Overview
Manager Seff-Service > Overview » Manager Appraisal Approval Full Screen | Oplions ~
Work Overview Employee Documents
IT Declaration Approval @
Reimbursement Approval _ - - - - - =l
Status Overview (2) } In Preparalion (0) | In Planning (1) | In Review (0) }' In Process (1) | Completed (1) } Approved (0) } Closed Approved (0) } Rejected (0) } Closed Rejected (0) | =
Encashment Tasks
e = Hiide Quick Criteria Maintenance Change Query Define Mew Query Personalize
Reviewert Apprisal Approval Category Groua ID
Reviewer2 Apprisal Approval Category ID:
Sanction Application Appraisal Template ID: i [}
P — Employes: Employees fo Appraise ~
Valid From: o206 @ To 31128888 @ %
| View: | Employee ~J| Create | Edit | Display | Delete | CreateMultiple | Undo Offine Lock | Exporta ¥ & |
|rrg| Appraisee Name i‘ Appraisal Document Name ‘ Substatus Period App.Document Type Appraisal Status | To Gffine Info ‘D
D Chitra Singh UJVNL- APR- EE or Equivalent to ED Level Pending wi Reviewer - Approve Objectives 01042017  Appraisal Document In Planning 31032018  Download not permitted
l:‘ Payroll Test UJVNL- APR- EE or Equivalent to ED Level Pending wi Appraiser - Annual Feedback 01042018 ‘Appraisal Document In Process 31.03.2019 Downioad not permitted

Click on any appraisal document to review the self-input —

Appraisal Document

Appraisal Document for Payroll Test

Attachments (0) | Save Print | Expand 4 Collapse

How do you want to continue?

(%) Save and Exit Document
() Review by Appraiser

() Send back for Carrection to Appraisee

‘ Administrative Data

" UJVNL- APR- EE or Equivalent to ED Level )’ Section | : By Appraisee }/ Section II: By Reporting Officer }/ 13. Annual Work Flan ]/ 14. Assessment of Personal Attributes I/ 15 Training & Development }'

]

‘ UJVNL- APR- EE or Equivalent to ED Level

UJVNL- APR- EE or Equivalent to ED Level

Click on Section — 1l : By Reporting Officer —

Appraisal Document

Appraisal Document for Payroll Test

Attachments (0) | Save Print | Expand 4 Gollapse 4

How do you want to continue?

| Administrative Data

) Save and Exit Document
(=) Review by Appraiser

) Send back for Correction to Appraisee

Cor

UJVHNL- APR- EE or Equivalent to ED Level I/ Section | - By Appraisee j/ Section II: By Reporting Officer |’ 13. Annual Work Plan }'/ 14 Assessment of Personal Attibutes }'

=

| 2 Section Il: By Reperting Officer
e

2 Section lI: By Reporting Officer
+w Description
‘Section-ll (To be filled by Reporting Officer)

Click on the valid option — (Yes/No) for General reputation of the Appraisee for honestly is Good —

Project SUGAMYA

PMS For Internal Circulation Only



>
accenture g

END USER DOCUMENT LwrL

Certify Integrity

And Enter the comments.

pletion Date. Target Achieved- Numbers/Quantity Target Achieved-Completed On % of Achievement Marks by Reporting Officer Marks by Reviewing Officer

31.05.2018 [

31.05.2018 [

Enter the Marks by Reporting Officer.

() Save and Exit Document

(3) Review by Appraiser

() Send back for Correction to Appraisee

Click on Review by appraiser.
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LOGON TO PORTAL:

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[0 UVNLDehradun (UK) X / =7 SAP NetWeaver Portal X e — x

€« C | ® Notsecure | sapstv.ujvnl.com:50200/irj/portal oY% @ © @A

User* vinay
Password * prssese

LogOn

o Enter the EP user ID given (Ex: employee3), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Click on Manager Self-Service and Reviewerl Appraisal Approval, below screen will appear —

E',‘-" Search Q.+ | NewSesson = SAPStore | L
4Back Foward b History Favortes Personaize View Help Welcome: Mitul
E = = 3 7 C C
UJVN-Employes SeifService  Manager Self-Service  Employee Self-Senvice Managerlgc Content 1 User System Administration
Overview
Manager Self.Service > Overview = Reviewer Apprisal Approval Full Screen | Optio
Home
Work Overview Employee Documents
IT Declaration Approval ‘ [ ]
Reimbursement Approval /m
Leave Encashment Tasks
Manager Appraisal Approval Change Query Define New Query Personalize
Pt e e ‘ View | Edit | Display | Undo Offine Lock | Export 7 & ‘
T T e e ] ‘Wr]| Appraisal Status | Substatus | Appraisee Name ‘ Appraisal Document Hame Period To Offine Info App Document Type ‘D
[ —— || m Planning Pending v/ Appraisee - Sel Objeclives | Salya Murt UJVNL- APR- Non-Operaling Staff 01.042017 | 31.03.2018 | Download nol permilted Appraisal Decument
T — || in Planning Pending v/ Appraisee - Sel Objeciives | Salya Murt UJVNL- APR- Qperaling Staff 01042017 | 31.03.2018 | Download nol permilted Appraisal Document
|| inProcess Pending v/ Revievier - Annual Feetback | Payroll Test UJVNL- APR- EE or Equivalentto ED Level | 01.04.2018 | 31.03.2019 | Download not permited Appraisal Decument
=
(@] ]

Last Refresh 17.04.2018 11:16:03 INDIA Refresn[E]

Click on any appraisal document to review the self-input —
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Attachments (0] Save Print

() Save and Exit Document

() Send back for Correction lo Appraiser

Review as Reviewer —

Review the Section Il : Reporting officer, Annual workplan (Marks given by Reporting officer will be
copied to the fields of reviewer) change the annual workplan marks as per the feedback by Reviewing
authority.

31.05.2018 [

31.05.2018 [

Enter the Marks for Personal Attributes —
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Aftachments (0) | Save Print | Expand « Gollapse « @.

() Save and Exit Document

(@ Approve by Reviewer

() Send back for Correction to Appraiser

Marks by Reviewing Officer

Maximum Marks. Marks by Reporting Officer Marks by Reviewing Officer

Enter the Marks for Training and development —

Aftachments (0) | Save Print | Expand 4 Collapse 4 (= ]

No. of Sessions Organized Maximum Marks Marks by Reporting Officer ‘ umn.y:.

Review the over all assessment details —
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Appraisal Document for Payroll Test

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

Administrative Data

UJVHL- APR- EE or Equivalent to ED Level -~ Section |- By Appraisee |© Secfion |I: By Reporting Officer © 13_ Annual Work Plan -* 14 Assessment of Personal Attributes -~ 15 Training & Development

2.5 16. Overall Assessment

Maximum Marks Marks by Reporting Officer Marks by Reviewing Officer

w 2.5 Description 100.000 70.000 100.000
16. Overall Assessment by Reporting and Reviewing Officers

w 2.5 1 Description T0.000 70.000 70.000
A (Performance)

w 2.5.2 Description 20.000 0.000 20.000
B (Personal Atfributes)

w 2.5 3 Description 10.000 0.000 10.000

C (Training and Development)

Click on approve by Reviewer, and Click on continue —

Appraizal Document

Appraisal Document for Payroll Test
Attachments (0} | Save Pnnt | Expand 4 Collapse 4

How do you want to continue? Administrative Data

) Save and Exit Document

«) Approve by Reviewer UJVHL- APR- EE or Equivalent to ED Level -

T 2end back for Correction to Appraiser

Continug

3 Section lll: By Final Authority

w 3 Description

Section lll: By Final Authority Assessment by Accs

7.4 RESULT

Appraisal document is reviewed by the appraiser and reviewing authority.

7.5 COMMENTS
None.
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8 CHANGE APPRAISAL DOCUMENT STATUS

8.1 PURPOSE

8.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

8.3 PROCEDURAL STEPS

LWL

Menu Path PHAP_ADMIN
Transaction
Code PHAP_ADMIN

Start the transaction using the menu path or transaction code.

Project SUGAMYA
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Administrator Functions
@ [o

Template Selection

END USER DOCUMENT

LWL

Appraisal Template ||

. L
! Define Selection Criteria at Element Level [m;
Data
Validity Period from to
Execution Period from to
Objective Setting from to
Review from to
Appraisal Period from to
Participants
Appraiser Person hd 5
* And
Or
Appraisee Person hd Ci
Part Appraiser Person e L
Further Participants Person hd Ci
Selection Options
«/| Display with Appr. Document Display Without Appr. Document
Status
+/ In Preparation B  Approved
+/ In Planning = +/ Closed Approved
/ In Review B +/ Rejected
+/ In Process B + Closed Rejected
+f Completed =
Edit  Goto Utilities ~ System  Help
o VKE Q00 T 0%
Administrator Functions - Selection Result
Administrator Functions ‘/‘ D @ Eﬂ [*3
Reporting Options
Number of Documents 7
Selected Template(s): All
Selected Appraiser(s): All
Option AND
Selected Appraisee(s): All
Selected Statuses All
& EEIRET = - ICIER R ia
Selection Result
Number Appraisal Document Name App.Document Type Type Name Type Appraisee App. Stat Period To Date Date Date Last Changed ChangeTime Changed by
[ ljUJVNL- APR- JE and AE or I Appraisal Document Person Payroll Test Person Satya Murti In Process 01.04.2017 31.03.2018  23.01.2018 01.02.2018  20:33:18 MD_HR
1 UIVNL- APR- Non-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017  31.03.2018  24.01.2018 24.01.2018  19:11:30 MD_HR
1 UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017 31.03.2018  30.01.2018 30.01.2018 10:27:49 MD_HR
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016 31.03.2017  31.01.2018 01.02.2018 20:29:03 ED_HR
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017 31.03.2018 01.02.2018 01.02.2018  19:52:02  EMPLOYEE3
1 UIVNL- APR- EE or Equivalent to ED Leve| Appraisal Document Person Chitra Singh Person User 5 In Planning 01.04.2016  31.03.2017  09.04.2018 09.04.2018  15:39:11  MITULR
1 UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Process 01.04.2018 31.03.2019  13.04.2018 16.04.2018 17.04.2018 11:13:01 EMPLOYEE3

Click on Appraisal Document as highlighted in above snap shot.
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[C4 Edit  Goto Utilities System Help
Create F8
J rapare POO N0 0%
4 chenge ;2 election Result
Display F6 - E
E3 *3
Delete Shift+F2. U j E
Download Shift+F6
F Upload Shift+F7
i | Change Status | 7
Start Follow-Up All
|| Administrator Functions Ctrl+F12 All
H o Exit Shift+F3 AND
All
Selected Statuses All

@ ES[TIREIT [z - G R ERERI n
Selection Result

Number Appraisal Document Name App.Document Type Type Name Type Appraisee  App. Stat  Period To Date Date Date Last Changed ChangeTime Changed by
: 1 jUJVNLf APR- JE and AE or Equivalent Appraisal Document Person Payroll Test Person Satya Murti In Process 01.04.2017 31.03.2018  23.01.2018 01.02.2018  20:33:18  MD_HR

1 UIVNL- APR- Non-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017 31.03.2018  24.01.2018 24.01.2018  19:11:30 MD_HR

1 UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017  31.03.2018  30.01.2018 30.01.2018  10:27:49 MD_HR

1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016 31.03.2017  31.01.2018 01.02.2018  20:29:03 ED_HR

1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017  31.03.2018  01.02.2018 01.02.2018  19:52:02 EMPLOYEE3

1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Chitra Singh Person User 3 In Planning 01.04.2016 31.03.2017  09.04.2018 09.04.2018  15:3%:11 MITULR

1 UJVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Process 01.04.2018 31.03.2012  13.04.2018 16.04.2018 17.04.2018 11:13:01 EMPLOYEE3

Select the appraisal document to change the status and click Click on change status, Enter the status as
shown below —

[ Appraisal Document  Edit  Goto Utilities ~ System  Help

Administrator Functions - Selection Result
Administrator Functions ," D @ E’j Ea

Reporting Options

Number of Documents |?'
Selected Template(s):
Selected Appraiser(s):
Spinn Target Status [n Process ~|
i e I Target Substatus Pending w/ Appraiser - Annual Feedback v
Selected Statuses — -
Reset Workflow Keep Existing Workflows Active M
A8 == T | workflow Event v
SEIECtiCln Result Check Workflow Event
Number Appraisal Document Name o 0 p. Stat  Period
1 UIVHL- APR- JE and AE or E Process 01.04.2017
UIVNL- APR- Mon-Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017
UIVNL- APR- Operating Staff Appraisal Document Person Payroll Test Person Satya Murti In Planning 01.04.2017

UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Payroll Test2 Person Chitra Singh In Process 01.04.2016
UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Chitra Singh In Planning 01.04.2017
UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Chitra Singh Person User 3 In Planning 01.04.2016
UIVNL- APR- EE or Equivalent to ED Level Appraisal Document Person Satya Murti  Person Payroll Test In Process 01.04.2018

e e = e
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8.4 RESULT
Appraisal document status changed to Pending with Appraiser for Final Feedback.

8.5 COMMENTS

None.
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9 SUBMIT FEEDBACK

9.1 PURPOSE
9.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
¢ R —Required

e O - Optional

e C - Conditional

9.3 PROCEDURAL STEPS

:1‘ P4 Search: Q. | Hew Session SAPStore | Logoff
4Back Forward » History Favorites Personalize View Help
- T = - = =
= = = = = =

I Manager Conlent User System

Welcome: Employee3,

Employee Seif-Senvice Manager Self-Service UJVN - Empleyes

Overview
Manager Seff-Service > Overview » Manager Appraisal Approval Full Sereen | Options ~

Home
Work Overview Employee Documents
@4

T Declaration Approval

Ir]

Reimbursement Approval - . - - _ -
Status Overview (2) } In Preparalion (0) | In Planning (1) | In Review (0) }' In Process (1) | Caompleted (1) } Approved (0) } Closed Approved (0) } Rejected (0) } Closed Rejected (0) |
Leave Encashment Tasks
e = Hiide Quick Criteria Maintenance Change Query Define Mew Query Personalize
Reviewert Apprisal Approval Category Groua ID
Reviewer2 Apprisal Approval Category ID
Sanction Application Appraisal Template 1D ( &)
[ — Employes: Employess fo Appraise ~
Valid From: loio12016 @ To [3ti28888 @ &

ar

| View: | Create | Edit | Display | Delete | Create Mulliple | Undo Offine Lock | Export 4 F & |
|rrg| Appraisee Name i‘ Appraisal Document Name ‘ Substatus Period App.Document Type Appraisal Status | To Gffine Info ‘D
|| chira Singn UJVNL- APR.- EE or Equivalent to ED Level Fending w/ Reviewer - Approve Objesiives 01042017 Appraisal Document | In Planning 31032018 | Download nof permited
|| PayronTest UJVNL- APR- EE or Equivalent to ED Level Fending wl Appraiser - Annual Fesdback 01042015 | Appraisal Document | In Frocess 31032018 | Download nof permited

Click on any appraisal document to review the self-input —

Appraisal Document

Appraisal Document for Payroll Test

Aftachments (0) | Save Print | Expand 4 Collapse 4

How do you want to continue? ‘ Administrative Data

(=) Save and Exit Document

- UJVNL- APR- EE or Equivalent to ED Level )’ Section | : By Appraisee V ‘Section Il By Reporting Officer V 13. Annual Work Plan V 14. Assessment of Personal Attributes I/ 15. Training & Development }'

() Review by Appraiser

() Send back for Correction to Appraisee

‘ UJVNL- APR- EE or Equivalent to ED Level

UJVNL- APR- EE or Equivalent to ED Level

Click on Section — 11 : By Reporting Officer —
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() Save and Exit Document
(%) Review by Appraiser
() Send back for Correction to Appraises

Click on the valid option — (Yes/No) for General reputation of the Appraisee for honestly is Good —

Certify Integrity

And Enter the comments.

pletion Date Target Achieved- Numbers/Quantity Target Achieved-Completed On % of Achievement Marks by Reporting Officer Marks by Reviewing Officer

3105.2018 [

3105.2018 [
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Enter the Marks by Reporting Officer.

Appraisal Document

Appraisal Document for Payroll Test
Attachments (0) | Save Print | Expand 4 Collapse 4
How do you want to continue? Administrative Data

") Save and Exit Document

) Review by Appraiser UJVNL- APR- EE or Equivalent to ED Level |

*) Send back for Correction to Appraisss

Continue

2.2 13. Annual Work Plan

2.2 13. Annual Work Plan

Click on Review by appraiser.

LOGON TO PORTAL:

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.

o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UNVNLDehradun (UK) X )/ = SAP NetWeaver Portal X e - 8 X

<« C | ® Not secure | sapsrv.ujvnl.com:50200 or ¢ v = A :

o Enter the EP user ID given (Ex: employee3), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

Click on Manager Self-Service and Reviewerl Appraisal Approval, below screen will appear —
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Sk Search: Q.  NewSession = SAPStore | L
4Back Forward b History Favortes Personalize View Help Welcome: Mitul
UJVN-Employee SeifiService  Manager Seft-Service  Employee SeffSenice | Manager Gontent 1 User System Administration

Overview

Manager Seff.Service > Overview = Reviewer! Apprisal Approval Full Screen | Optio

Work Overview Employee Documents

IT Declaration Approval ‘ (2]

Reimbursement Approval " Status Overview (3|

Leave Encashment Tasks

Manager Appraisal Approval Change Query Define New Query Personalize
i) A e ‘ View | Edit | Display | Undo Offine Lock | Export T & ‘
F— e el ‘Wr]| Appraisal Status | Substalus | Appraisee Name ‘ Appraisal Document Name Period Ta Offline Info App Document Type ‘D
T || mPianning Fending v/ Appraises - Sef Objectives | Satya Murt UJVNL- APR- Non-Operating Staff 01042017 | $1.03.2016 | Download not permitted Appraisal Document
e — || m Pianning Pending v Appraises - Sef Objectives | Satya Murt UJVNL- APR- Operating Staff 01042017 | 31.03.2016 | Download not permitted Appraisal Document
|| mprocess Pending i Reviewrer - Annual Feedback | Payroll Test UJVNL- APR- EE or Equivalentto ED Level | 01.04.2018 | 31.03.2019 | Download not permited Appraisal Decument
=
(@] 0]

Last Refresh 17.04.2018 11:16:03 INDIA RefresnEl

Click on any appraisal document to review the self-input —

Appraisal Document

Appraisal Document for Payroll Test

Aftachments (0) | Save Print | Expand 4 Collapse «

How do you want to continue? ‘ Administrative Data

() Save and Exit Document

%) Approve by Reviewer] " UJVNL APR- EE or Equivalent to ED Level | Section | By Appraises | Seclion Il By Reporling Officer | 13. Annual Wark Plan | 14, Assessment of Personal Allibutes | 15. Training & Development |
() Send back for Carrection to Appraiser
‘ UJVNL- APR- EE or Equivalent to ED Level =l ‘

UJVNL- APR- EE or Equivalent to ED Level

Review as Reviewer —
Review the Section Il : Reporting officer, Annual workplan (Marks given by Reporting officer will be

copied to the fields of reviewer) change the annual workplan marks as per the feedback by Reviewing
authority.
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Marks by Reporting Officer Marks by Reviewing Officer

Target Achieved- Numbers/Quantity Target Achieved-Completed On % of Achievement

pletion Date

31.05.2018 [

31.05.2018 [

Enter the Marks for Personal Attributes —

() Save and Exit Document

(@ Approve by Reviewer
() Send back for Correction fo Appraiser

Enter the Marks for Training and development —
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Attachments (0) | Save Print

Maximum Marks Marks by Reporting Officer Warks by Re

10.000 L

No. of Sessions Organized Maximum Marks. Marks by Reporting Officer ‘ m:w:.

Review the over all assessment details —

Click on approve by Reviewer, and Click on continue —
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Appraizal Document

Appraisal Document for Payroll Test

Attachmenis (0) | Save Print | Expand « Collapse

How do you want to continue? Administrative Data

() Save and Exit Document

(=) Approve by Reviewer UJVHL- APR- EE or Equivalent to ED Level |’

() 2end back for Correction to Appraiser

| 3 Section lll: By Final Authority

w 3 Description
Section lll: By Final Authority Assessment by Accs

=

Search: Q| Hew Session SAP Store

Log off

Welcome: Employee3,

«Back Forward b History Favorites Personalize View Help

Overview

Home

Waork Overview

= - -~

Employee Seff-Seniice | Manager Seff-Service | UJVN - Employee Seft Manager Content User

Employee Documents

=

System

Full Screen | Options ~

Manager Seli Service > Overview > Manager Appraisal Approval

IT Declaration Approval
Reimbursement Approval

Leave Encashment Tasks.

Manager Appraisal Approval

Reviewer1 Apprisal Approval
Reviewer2 Apprisal Approval
Sanction Application

Raise Transfer Request

Status Overview (2) | InPreparation (0) | InPlanning (1) | InReview (0) | InProcess (1) | Completed (O) | Approved (8) | Closed Approved (0) | Rejected (0) | Closed Rejected (8)

Change Query Define New Query Personalize

- Hide Quick Criteria Maintenance

Category 1D
Appraisal Template ID: [ [a]]
Employee: Employees to Appraise -
Valid From: Motz @ To [3tizsese [ &
ar
| view:[Employee ___ ~|| Greate | Eait | Display | Delele | GreateMuliple | Undo Ofiine Lock | Export F & |
|"rg| Appraisee Name =‘ Appraisal Document Name ‘ Substatus Period App.Document Type Appraisal Status | To Offiine Info ‘D
|| cnitra singh UJVNL- APR. EE or Equivalent fo ED Level Pending wi Reviewer - Approve Objectives 01042017 | Appraisal Document | In Planning 31.03.2018 | Download nof permitied

D Payroll Test UJVHNL- APR- EE or Equivalent to ED Level Pending wi Appraiser - Annual Feedback 01.04.2018 | Appraisal Document In Process 31032019 | Download nof permitied

Final authority Annual feedback —
Logon to MSS and click on Reviewer2 Appraisal Approval —
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h’i 'fl Search Q- New Session SAP Store Lo
4Back Foward ) History Favorites Personalize View Help Welcome: employee empla
= = = =

Manager Seff-Service | UJVN - Employee Seff-Service  Manager Self-Sevi Content i User i System
Overview

Manager Seff-Service > Overview > Reviewer2 Apprisal Approval Full Streen | Option
Home
Work Overview Employee Documents
IT Declaration Approval ‘ (2] ‘
Reimbursement Approval "

St Status Overview (1) |

Leave Encashment Tasks
Manager Appraisal Approval v_Show Quick Criteria Maintenance Change Query Define Mew Query Personalize
Reviewerd Apprisal Approval | View: | [Standard View) ~)| Edit | Display | Undo Offiine Lock | Export 4 B ‘
e T ] |T'D‘ Appraisal Status | Substalus | Appraisee Name ‘ Appraisal Document Name Period To Offine Info App.Document Type ‘D
[ —— || nProcess Pending wf Final Authority - Feedback | Payroll Test UJVHL- APR- EE or Equivalent vel | 11042013 | 31.03.2019 | Download nof permited Appraisal Document
Raise Transfer Request

Last Refresh 17.04.2018 12:06:18 INDIA Refresh[E]

Click on Appraisal document to submit the final feedback —
Review the details -

Appraisal Document for Payroil Test
‘ Attachments (0) | Save Print | Expand « Collapse « 8.

How do you want to continue? ‘ Administrative Data

(%) Save and Exit Document

() Approve by Final Authority " UIVNL- APR- EE or Equivalent to ED L )/ Section I By Appraises }/ Section Il By Reporting Officer }/ 13 Annual Work Plan }/ 14 Assessment of Personal Attributes }/ 15 Training & Development I/ 16 Overall Asst

tinue

‘ UJVNL- APR- EE or Equivalent to ED Level =] ‘

UJVNL- APR- EE or Equivalent to ED Level
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Attachments (0) | Save Print | Expand 4 Collapse 4

Final assessment .

Final Appraisal

=

Enter the Final authority remarks.

Attachments (0) | Save Print | Expand 4 Collapse

|

(@] ave and Exit Documen

(=) Approve by Final Authority

Click on Approve by Final Authority.

Project SUGAMYA PMS For Internal Circulation Only



>
accenture END USER DOCUMENT LIJ/VI‘:L,—/

9.4 RESULT
Final feedback submitted by Final authority.

9.5 COMMENTS

None.
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10 CREATE MASS APPRAISAL DOCUMENT

END USER DOCUMENT

10.1PURPOSE

10.2 HELPFUL HINTS

e Press F1 for help

e Press F4 for getting input values
e R -—Required

e O - Optional

e C - Conditional

LWL

10.3PROCEDURAL STEPS
Menu Path ZHR_PMS - > Create Appraisal Documents
Transaction
Code ZHR_PMS

Start the transaction using the menu path or transaction code.

SAP

Reports

Create Appraisal Documents
PMS Training Report
View Appraisal Docs Status & Forms
PMS Reminder Mail Report (HR)
Appraisal History & Rating Communication
PMS Score and Rating Report
Upload Competencies Mapping

Upload Training Types Mapping

UJVNL

Click on Create Appraisal Documents —

Project SUGAMYA PMS

Tables

Maintain Competencies

Maintain Training Types

Maintain Weightages

PMS Elements & Columns Avail.

Maintain PMS Rating

Status Update For Same Participants

Decision Status For Notifi./Reminders

Template Visiblity Control

Status for "Send Back for Correction”
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Mass Appraisal Document Creation

@

Template ID 50000100
Excel File Path :|C:\User \winay.ksingh\Desktop\App aiaai_doument.)ds:d |:|j"
«f Test Run

Select the Template ID and browse the File.Click on execute all the appraisal doument will be created in
th system.

104RESULT

Appraisal document created for the employee mentioned in the template.
10.5COMMENTS

None.
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