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Confidentiality Statement
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Abbreviations

o 0
el
SPARROW Smart Performance Appraisal Report Recording Online

Window
PAR Performance Appraisal Report
MaA Memorial against Assessment
CR Central Repository
EMD Employee Manager Details
SPOC Single Point of Contact
CCA Cadre Controlling Authority
DSC Digital Signing Certificate
Member of Service Employee belong to the service
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1. Objective

The electronic Annual Performance Appraisal Report (SPARROW) is an online system based on the comprehensive
performance appraisal dossier that is maintained for each member of the Service by the State Government/Central
Government. The aim of this system is to facilitate the electronic filling of PAR by officers in a way that is not only user
friendly but also allows to fill from anywhere anytime as per their convenience. Similar convenience will be available to the

officers at different Stages in the workflow hierarchy of filling and submission process. The system is also expected to
reduce delays in submission of completely filled PARs.
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2. Introduction
°

PAR filling process starts at the beginning of the financial year. The Custodian of the respective Ministry/department sends
the blank PAR forms to the Individual officer. The officer fills the PAR for further submission to his/her Reporting Officer.
The PAR moves from Reporting officer to Reviewing officer and to Accepting Authority mandatorily marking CR Section a
slip.

With the electronic system in place, the recording and movement of PAR forms becomes seamless, quick and convenient
due to inbuilt alert mechanisms through different modes at appropriate Stages. The system provides status check so that
the officers’ know where their PARs pending as well as what is pending with them.
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3. Key Features - SPARROW

Form ID: Form ID is unique and created while generation of Form

PAR ID: Unique ID for PAR.

Search Criteria: To search on various parameters like name, date etc

Draft: To save the PAR as Draft and work later

Flows of PAR

Standard : Grading on the Standard flow of PAR.

Representation: Officer can put for Representation in case of disagreement

Referral : Officer can Put for Referral Board for in case of disagreement with representation decision
Memorial against Assessment (MaA): Officer can Put for MaA in case of disagreement with Referral
Delays: Reduced delays in PARs submission

Communication: Timely Mobile and emails alerts at appropriate Stage

Security: Submission possible only through digital signing

Pendency: Tracking at every Stage

Safety: No case of Missing/Lost/Damaged PARs
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4. Roles - SPARROW

Primary

PAR Custodian
Primary Nodal Officer
Ownership Based
Centre PAR Custodian
State PAR Custodian
Administration Based
System Administrator
PAR Administrator
PAR Manager

EMD Administrator
Workflow Based
Reporting Authority
Reviewing Authority
Accepting Authority

Competent Authority
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5. Roles & Responsibilities - SPARROW

Roles and Responsibilities

Primary Ownership Based

PAR Custodian Centre PAR Custodian

Responsibilities Responsibilities

Manages and Maintains PAR Database SPOC for Center

Central Repository records updating Maintains the records with respect to Center
State PAR Custodian

Primary Nodal Officer Responsibilities

Responsibilities SPOC for State

Generates the PAR Maintains the records with respect to State

Parameters for PAR are set up

Copyright © NIC, 2015



Administration Based

System Administrator
Responsibilities

Maintains the records of database
Updation of Databases

PAR Administrator

Responsibilities

SPOC for maintaining database for respective cadres
Set up the PAR templates and Primary Database

PAR Manager

Responsibilities

Responsible for creating workflow for PAR

EMD Manager
Responsibilities

SPOC for maintaining and managing the Officer
Transfers and Superannuation

SPOC for maintaining and managing the Personnel
Information of Officer

Workflow Based
Reporting Authority
Responsibilities
Views the completed PAR of an officer
Grades the PAR and forwards to Reviewing Authority
Reviewing Authority
Responsibilities
Views the forwarded PAR from Reporting Authority
Grades the PAR and forwards to Accepting Authority
Accepting Authority
Responsibilities
Views the Forwarded PAR from Reviewing Authority
Finalizes the grading for PAR and forwards to Custodian
Competent Authority
Responsibilities

Responsible for Reassessing the PAR during Referral and
Memorial against Assessment
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6. Workflow Oriented Movement of PAR

Workflow Based Movement of PAR

First Steps by Custodian to be performed before initiating the PAR to Officers

Workflow is created for Officer.

PARs are only generated and sent to Officer, whose workflows are created.

Custodian receives an email on every movement of PAR.
Custodian closes the Accepted PAR.

Standard Representation

Referral

MaA

Copyright © NIC, 2016 Ver. 1.1
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Officer: Officer fills the
PAR and sends to
Reporting Authority.

Custodian: Forwards the

PAR to Reporting
Authority.
Reporting Authority:

Views the completed
PAR and Grades the
PAR and forwards to
Reviewing Authority

Reviewing Authority:
Views the PAR, Grades
the PAR and Forwards
to Accepting Authority

Accepting Authority:
views the PAR,
Finalizes the grading
for the PAR and sends
to custodian.

Custodian: Forwards the
PAR to Officer.

Officer: Accepts the PAR
and sends to
custodian.

PAR is closed.

to Put to
Board
request to

Officer willing
Representation
forwards the
custodian.

Custodian:  Forwards the
request to Representation
Board

Representation Board
(Reporting & Reviewing &
Accepting Authorities),
depending on Accepting
Authority, either grade is

modified or commented
and forwarded to
Custodian.

Custodian: Forwards the PAR
to Officer.

Officer: Accepts the PAR and
sends to custodian.

PAR is closed.

Officer willing to Put to
Referral Board

Custodian: Forwards the
request to Referral
Board

Referral Board
(Competent Authority)
would discusses and
comments the PAR.

Custodian: Forwards the

PAR to Officer.

Officer: Accepts the PAR
and sends to
custodian.

PAR is closed.

Officer willing to Put to

Memorial against
Assessment(MaA)

Custodian: Forwards the
request to
MaA(Competent
Authority)

Competent Authority would
discusses on the PAR and
forwards to Custodian.

Custodian: Forwards the PAR
to Officer.

Officer: Accepts the PAR and
sends to Custodian.

PAR is closed.
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7. Modules - SPARROW
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SPARROW comprises of the following modules, all the modules are user friendly:

Inbox

Sent

Delegation

User Assistance

0 Track Your PAR
PAR

0 Generation

0 Update Section |

0 Tracking

0 Force Forward
Workflow

0 Create/Update
Dossier

0 Officers Completed PAR
0 My Completed PAR
0 My ACR Status

DSC
0 Enroll
0 Status

NIC Email Status
Support@HelpDesk
Report Issue

0 Check Status
0 Feedback

0 Role Details

Migration
0 PAR Migration
0 Grading (Manually Section Upload)

Copyright © NIC, 2016
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7.1 ADMINISTRATOR - Standard Menu

Standard Menu has functionalities required to process PAR. Standard Menu is accessible by Administrators. Admin
maintains and manages the flow of PAR.

Standard Menu is as shown in Fig.SPARROW.1:

SPARROW

» Delegation

» User Assistance

» NIC EMail Status

+ Support@HelpDesk

» Roles Detail

» Migration

Fig.SPARROW.1

7.2 User or Officer - Standard Menu

+ Sent

* Delegation

* User Assistance
» DSC

r Verification

* Supporti@HelpDesk

Fig.SPARROW.2

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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8. Movement of PAR -Custodian (First Steps)

8.1Create Workflow/Update
e To create workflows go to WorkFlow = Create/ Update.

e Select the Assessment period; search Officer, to create a workflow as shown in Fig.SPARROW.3:

Errgiiapes Ranrrnife Ansesnment . Wirklos Craa i

dnnmnmery Se s E i El .;:
Errqicrpws ek x s >
L)
Ed s L & YPEL=TE L] L
Fig.SPARROW.3

o Asaresult the list of searched employee page appears, select the employee as shown in Fig.SPARROW.4

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Home » Employee Search

Employee Search for Assessment - Workflow Creation

Workflow Within Same Organisation WorkTow Wit

Assessment
Period 20142015 v
= ee Code Choose Designation v En Bat
S SelectCadre v IAS B
N PROCESS WICOMPLETED ¥INOT STARTED m
|
EiNPrOCESS EICOMPLETED NOT STARTED

Show |10 ¥ |Results

Allotment A

jo)

Download PDF

Yearbaten §  Employee Code Designation
1 O | user1 1084 01AP032200 VICE-CHAIRMAN _.. ANDHRA PRADESH
3 O | userz 1989 01APD35300 CHIEF OPERATIN... ANDHRA PRADESH
3 O | users 1995 01AP038915 COMMISSIONER B... ANDHRA PRADESH
4 O | user4 1984 01APD32600 PRLSECY TOGO... ANDHRA PRADESH
ey hT
5 | | USERS 1088 01AP034100 SR.DIRECTING ST_.. ANDHRA PRADESH
g [0 | users 1987 01APD34500 PRL.SECRETARY __. ANDHRA PRADESH
7 O | user? 1891 01APD36900 COMMISSIONER T.., ANDHRA PRADESH
8 O | users 1984 01APO32701 PRL.SECRETARY _.. ANDHRA PRADESH
g 0| users 1083 01APO30600 SPLCSTOGOVT, ... ANDHRA PRADESH
10 O | user+1o 1984 01APD32300 PRL.SECRETARY __. ANDHRA PRADESH
Fig.SPARROW.4

o Asaresult page appears, provide Status and Type of Form as shown in Fig.SPARROW.5:

Copyright © NIC, 2016 Ver. 1.1
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D ) R s o

i WA TR TR W T

Fara s 4

L i LI PR SR 7 TiO el T TS RoC Lkl W LFARE TR FT YRS RRRALD
o LELTL G ]
Caire AMTREL FRADESH
Tz .
L I BMTRERA FHANE RH
A fiptwesd
Faarikmen —

~ Sy Ta Bsaxn

A el P kil

SPSET T T R E T o5 T

Fig.SPARROW.5

Conti
e Provide necessary parameters, click Continue() as shown in Fig.SPARROW.5:

Standard m
), select officers, click Save ( ) button as shown in

e A page appears, open Standard (
Fig.SPARROW.6:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Horm v 'Werklor & CErelyas Cowr bed ¢ Cumind_poinéy

WO o [ e A nsanmenl Per wa C 0o tel el in 0N G

] [} ==X

Ceagrakcr PR SECT TOSOWTTTING SOCIAL WELFARLE 0EPT WY OERADAD

o A P00

Cakiv RMUFNA FHADESH
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Becass Prlalagjr

Fig.SPARROW.6

e A message prompts “Workflow Created Successfully”.

Note:
Custodian\PAR Manager Creates\updates the workflow.
PAR is generated only by Custodian for whom workflows are created.

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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8.2 Update Workflow

pdate

e To edit or Update( )workflow, search Officer, a page appears, click Update ( pdate ) button as shown

in Fig.SPARROW.7:

LITH B O b R EE SR

Eiwaldbm ol WOIE FERS | [ R0 W00y P il

Haraa
Dwnprisire

wIEs i
FRAL.SBO T DOATITHWG S0 1AL WELFANE [ PT HYDERARAL

Crcis [l e
Cacren e, PG e
£y -
a-'.H..“,,_. AR FRALD de
M i
YaaBLIN M
- Bas To Seerni
Aegas gyt Bl oni Lrpiiis Farmy Types ET L]
i DDA R i Ml VI Ferm | IS Smaetir m

Fig.SPARROW.7

sarir
e A page appears, Standard (-),Update fields, click Update( pdate ) as shown in Fig.SPARROW.8:

FETEE B OIS & BTN pss SElensa T Al

Wik Flow [er Bw G e puorwre Puied @ 000100 |3 0133

Hame LIE=aa
HFTTLETL Pl R T i 1 e el L Wk PR B TTT HYERE AAHAL
ase EA A 3 3
EEL] ARITHEA PRANESH
-]
S — ERNHES PREDFAH
Sicimari
& o 158
=T ] WA g
FermTyo= Forme FIA R Eecopt Baddl Secy K Sacy (Gadow Tuzar Tims ook

Fargui iy apsane Prlofusgos

" Ficsr Repoaisn Upor IR T S

AL BACT THIOAT] TR ACIIAL WELF & Vi3 il 3IE B B

E-
- 2 Paper rg Aoy LMER A PTECEAY I E-CiA R A AN B DIRFCTE UL, (vl §
# 2 Redad’t] A maan LRIET 2 fOH AMIOSSI HICHET OFEMATR CFFICE R KT LhD = o BE S = ki B F
- ‘ iczaparg Sudwrey WEER | i AP i R HER BC-WE LFARE HWDERS. & LALLELR = 4
o+ - AR 10 Da ki LSEER: 0 APR40H O [COLLECTOR & DOTR CTRASSTRATE M = TEIERE ] L2
- i “Fcarllacosum RERER i I ARt F AL A ESY TOS AT T Bl aELFs = Higs e -1} b
o T LTS TR T FA TS BRI AB B O 0 [ O LRSI TH T RACIE TR A TE i & 10 TRl ] i -] [}
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Fig.SPARROW.8

e A message prompts “Workflow Updated Successfully”.
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8.3 Generation of PAR

e Go to PAR > Generation ,select Assessment Period, click Search (m) button and Quick Action ()as
shown in Fig.SPARROW.9:

[ W e BN

ereranee of AEAR

Ermnanart Paresd MNEd-2iIhnE L] |

Emngioyea Taaichiby Chiz

oome Desgrakcr v

L roca s Cowdre

Comome FOF

Mg rdTiw (] Fivew Cume § To-Nins

P
acnm

SibTi-i Y BaEp HaFtis miRd [

Fig.SPARROW.9

Note:

Generate ( e ), Send (m) and Generate & Send ( Genrale & Send

) buttons are for
movement of physical files.

Save As Draft
e As a result the Section | form screen appears, custodian fills the details and click Save As Draft ()
button, unique Form ID is generated as shown in Fig.SPARROW.10 & Fig.SPARROW.11 respectively:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001
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Fig.SPARROW.10
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Fig.SPARROW.11

Note:
a. PAR can be Sent only after generation.
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8.4Send PAR
Send To E
e C(Click Send To Employee (), a message page appears as shown in Fig.SPARROW.12:

Message

APAR ID 2015-01042014-31032015-29 has been successfully sent fo USER 4
(01AP032600) - PRL.SECY TO GOVT(TW) SOCIAL WELFARE DEPT HYDERABAD

Back To Inbox

Fig.SPARROW.12
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9, Movement of PAR-Standard Flow

Stage 1: Officer performs the following steps to fill PAR:

2015-01042014-
e Click PARID (2799207529 ) 5 open PAR as shown in Fig.SPARROW.13:

mm W Gonags W Reomasriston W Aot
.

1 Facrresi In § [ ] Cni ilmir § Correrd Biage

~ = rila _— =R
E [ ] I .'_:.L Frae - 1148 Ewgepl R :_:. L ECTOR kD R

Harerm To Prasicent

Fig.SPARROW.13

e Officer fills the Section Il form and click Send To Reporting Authority() button, as

shown in Fig.SPARROW.14:
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Fig.SPARROW.14
A message prompts successfully sent to as shown in Fig.SPARROW.15:

Message

AFAR D OO T - 3 1R AT el USER 4 AR - FHL SECTY 100
DI TETWO SIG KL WELFARE DEFT HYDERAGAD e bed skl iesmdih =8t

USER | WIDE-CHAFARMAN & WEMAGING DISECTOR A F STATE WAREHTAIS NG
GOREN LT HYD ERARATY

Fig.SPARROW.15

Note:
a. Form has Section I and Section II.

b. Section I is updated by Custodian/ Personnel Department.
c. Section II to be updated by Officer.
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Stage 2: Reporting Authority performs the following steps to Forward to Reviewing Authority:

2015-01042014-

o Click PARID ( 41032075-24 ) to open the Form as shown in Fig.SPARROW.16:

W S B Gemeaprpenn B Griers

B erwrmy To Preaicant

Bl | 1 AubdiS ﬁ“"ll'r!.ﬂ'.'i"
APam § Faer T i T Crmasl '] Asproei i § [l Reni [aite § '-::l: [] '3_::_ ]
A 3 B LEFA 8 W
[ E e e r;'l.':E:'- i QAT TE -r'r:r'_'_'-l:r.*: et 10 :_‘r"__'_:'
Aroeing il ot | e ] i 1T
Fig.SPARROW.16

A page appears,Reporting Authority views Section | & Section Il forms, grades the PAR in Section I, click Send to

Send To Reviewing Authori
Reviewing Authority () button as shown in Fig.SPARROW.17:
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Fig.SPARROW.17
e A message prompts successfully sent as shown in Fig.SPARROW.18:

g

] 4l UG EH o AP0 - PR SECY 1O
ST} 5-3-_ A _'|"."-:__.I'--! I:I"T ¥ DIERASAT "-I‘I.E-l.-..n-\.u_l......‘uh- Bt
LSER 2 ICHIES CRERSTRES (IFEEIER MELI LIMDS NEW DELHI

Fig.SPARROW.18

Note:

a. Section I & Section II are both in readable mode.
c. PAR can be either Save As Draft or Send to Reporting Authority.

Stage 3: Reviewing Authority performs the following steps to forward to Accepting Authority:
2015-01042014-

o Click PARID (2 '032075-22 ) 45 open PAR as shown in Fig.SPARROW. 19:
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Fig.SPARROW.19
e Reviewing Authority views Section |, Section Il & Section Il forms, grades the PAR in Section IV click Sent to

Accepting Authority () as shown in Fig.SPARROW.20:

Forss & wlfare & lalc
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SE A ﬂ
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®, De iy 3P oI VG
i I L e il 1 D T

11 Cm i o | g e

e B ED Al A enTE

ey i p W i T e SAPEIID I OUET 0red T SR8 DA ST Dot N et K AT e i oo
I B 0T o o SR i T T AT e B S T e e L PR S P g R R
o1l ao rnarma i o abivdadins o o year a cmsereen N e colu o avid e farpaa n b
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N LA Semans O QLU T g E T D 00T ORTE IR D e P
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Fig.SPARROW.20
e A message prompts successfully sent as shown in Fig.SPARROW.21.:
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Whakidga

APAR [T 205052 04T 00301528 of SER 4 {01APOINEON) - PRUEECY 7O
S TITW SO0 WELFARE DEPT HyDERADATS hars been sarce=miuly et &
UEER J{DORKMSSIOMNER BL WELFARE HY DEROBAD]

Fig.SPARROW.21

Stage 4: Accepting Authority performs the following steps to send the PAR to CR:

2015-01042014-
e Click PARID (Z'932075-25 ) 45 open PAR as shown in Fig.SPARROW. 22:

Horss i

m m Henries Boepmemer B Rawm W psrearm Ce Peaderg

TS FRLI . T Cowr i 00"
Fowm Type M e D |:';-_llr;;|
1 E - DTS- QY- L3S Ertgl I:LII:.J::-'."_:\: R B ] .fll:-éf.:l"tﬂ.?'l\. (Lo ] tl;"l':'_:_“'
g Tm 1! e =y R 1 el
Fig. SPARROW.22

e Accepting Authority view Section 1, Section Il, Section Ill & Section IV forms and finalises garde in Section V

Send To CR Section
form,click Send To CR Section ()as shown in Fig.SPARROW.23:
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e ¢ afam i o
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Fig.SPARROW.23
e A message prompts successfully sent as shown in Fig.SPARROW. 24:

[ ETERES

APER IO 204 501 G014 3105101520 of USER A §31APIIDS0T) - FRLSECY TO
SONTTG SOCAL WELFARE DEPT &Y DERASAL hars besn sucr essinly sert in
FAERCOLLECTOR & OSTRICT MAGE TRATEHY DERARADI

Hark [n moem

Fig.SPARROW.24

Stage 5: Custodian performs the following steps to disclose PAR:

2015-01042014-
e Click PARID (Z'032075-2% " )t5 open PAR as shown in Fig.SPARROW. 25:
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Fig.SPARROW.25

e PAR is opened, click Disclose to Officer ( ) to disclose the PAR as shown in Fig.SPARROW. 26:
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Fig.SPARROW.26

e A message prompts successfully sent as shown in Fig.SPARROW. 27:
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Fig.SPARROW.27

Stage 6: Officer performs the following steps to Accept PAR:

2015-01042014-

e ClickPARID (2'93207529 ) 45 view PAR grading as shown in Fig.SPARROW. 28:

=T i

[L1ET-}

@ ! I
TbC R m B soron B Repeaerihon @ Rpiere 8 e e To Freacent

s | 10 7y | Psrsinaci P

AFanm '] Fapy T fiecrrapif Beal My ' B e

sl ags § Db AL '

ELLR T ""F_F:_.._..'_r i (EL N BT i G CRbC AT

Fig.SPARROW.28

Put for R: tation
e Click I Accept (m) else Put to Representation ()as shown in Fig.SPARROW.29:
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Fig.SPARROW.29

e A message prompts successfully sent as shown in Fig.SPARROW. 30:

ST

AR |0 20 -0 D42 014-3 8 0320520 of FSER 4 (T RAFCIEe0E - PRL SECY TO
AT BDOAAL WELFARE DEFT MYDERAZAD hae been muccensfully zont 1o
USER4COLLECTOR & DESTRICT MACISTRATEHYDE AL

Fig.SPARROW.30

Note:
a. Officer can either Accept or Put for Representation.

Stage 7: Custodian performs the following steps for Closure of PAR:

2015-01042014-
e Click PARID ( #1032075-255 ) ¢4 open the PAR as shown in Fig.SPARROW. 31:
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Fig.SPARROW.31

Clo
e C(lick Close () to close the PAR as shown in Fig.SPARROW.32:
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Fig.SPARROW.32
e A message prompts successfully completed as shown in Fig.SPARROW. 33:
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aanape

APAR I VG- 02014- 310201500 of USER & (01 PO} - PRL SECY TO
GOATITW) BOCIAL WELFARE DEPT #TERMASADN hias been supeeisbly compleisd

Fig.SPARROW.33
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10.Movement of PAR- Representation Flow

Stage 1: Officer performs the following steps to Put for representation:

Put for R tation
e C(Click Put for Representation (), to Put for Representation as shown in Fig.SPARROW. 34:

Herm + sForm b
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Dacuribsr

15 Digie afigs puesoi e meora e gra pion fa
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mm 3z

Fig.SPARROW.34

e A window appears,enter remarks and Submit(m) as shown in Fig.SPARROW.35:
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Fig.SPARROW.35
A message prompts successfully sent as shown in Fig.SPARROW. 34:

APAR D ARt - 1RO 10 el S ER 1 (CEAPD B0 - VICE-CHATRAN &
FANACING DEECTOR AP ETATE WAREHOUEWNG COAPMLTO. HYCERABAD Fas
e murcmaedsly pentdo LSRR GOOLLECTON & DS TR T
WEGISTRATEAYDERASAD

Fig.SPARROW.34

Stage 2: Custodian performs the following steps to forward the request:

2015-01042014-

o ClickPARID (/0320757712

) to open PAR as shown in Fig.SPARROW.35:
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Fig.SPARROW.35

Send To A ting Authori
e Custodian fills the Letter Section form and click Send To Accepting Authority ()

button, as shown in Fig.SPARROW.36:
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Fig.SPARROW.36
e A message prompts successfully sent as shown in Fig.SPARROW.37:
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Fig.SPARROW.37

Note:
a. Custodian forwards to Representation.

Stage 3: Accepting Authority performs the following steps for consideration:

2015-01042014-

3103201519

e Accepting Authority opens PAR ID( ) as shown in Fig.SPARROW.38:

mm BEganar Wepusermaien MRy W vemars Ms Boaaani
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o BT K 8 T BRI Pravads [ il
Fig. SPARROW.38

e A page appears , Accepting Authority enters remarks , forward the request to next authority and click Send To ()
button, as shown in Fig.SPARROW.39:
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Fig.SPARROW.39

A message prompts successfully sent as shown in Fig.SPARROW.40:

Muazags

APER D X SR DI 0 5- 1% S ER 1 ADRAPTZE0G - WOE-CHAIRMAN &
MANAG NG DIRECTOR A F ETATE WAREH ARG CORFH LTD . HY DEFABRAD has
besn s repsAily sont o LSER (GOLLECTOR & DESTRACT
WACETRATERYDERASAT|

Fig.SPARROW.40

Stage 4: Custodian performs the following steps to disclose PAR to Officer:

2015-01042014-
° Custodian opens PARID ( 3103201514

) as shown in Fig. SPARROW. 41:
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Fig.SPARROW.41

Disclose To E
e A page appears, click Disclose to Employee () as shown in Fig.SPARROW.42:
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Fig.SPARROW.42
A message prompts successfully sent as shown in Fig.SPARROW.43:
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Fig.SPARROW.43

Note:
a. CR Section receives the PAR from Accepting Authority and forwards to Officer.

Stage 5: Officer performs the following steps to Accept PAR:

2015-01042014-

31032015-19

e Click PAR ID( ) to open the disclosed PAR as shown in Fig.SPARROW.44:
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Fig.SPARROW.44
. . Put to Refferal Board .
o Officer either Accepts (m) or Put for Referral Board(_) as shown in
Fig.SPARROW.45:
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Fig.SPARROW.45

Note:
a. Stage 6 & 7 are followed for Movement of PAR- Standard.
b. Referral Board is a Competent Authority.
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11.Movement of PAR - Referral Flow

Stage 1: Officer performs the following steps to request to Referral Board:

. Put to Refferal Board . m .
e Click Put to Referral Board (_),enter the remarks and Submit ( ) as shown in

Fig.SPARROW.46:

Lz I - Epling e

Coake b Flederral Baaen

5T R el [ Fermature

Aefesren @ Dol ament Lphasd Chsai e Bl | Ho T (hasen

Fig.SPARROW.46
e A message prompts successfully sent as shown in Fig.SPARROW.47:

Wi

AZAR 1D ST E-DA0420 - THAz0 - 19 of USER 1 (01APDIZI00) - WICE-CHAIRELAN A
FAANATIMNG CIRECTOR AP STATE WAREHCASING CORPH LT HY DERASAD fos
besn wcesskily senl o FEA [COLLECTOR & DR TRICT

WA G S TRATEH ¥ ERABAD

Fig.SPARROW.47
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Stage 2: Custodian performs the following steps to forward the request:

2015-01042014-

o Click PARID (273207519 ) '35 shown in Fig.SPARROW.48:

B fondiri BEspessntyicrn B Swferal 8 Risrwml To Preaisent

2
= m |= ane | Fom g B ikt LT e qunpnge S
Fig.SPARROW.48
Send ToC tent Author
e A page appears, click Sent to competent Authority () as shown in
Fig.SPARROW.49:
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Fig.SPARROW.49
A message prompts successfully sent as shown in Fig.SPARROW.50:

AHEH I SEa( 15-Ti-od LIS HIERLAN - VL HAHRMAN
WAMAGING OIFECTOH A F STATE Y8, FLIBING CORFMLTD: HYDERAEAD has
beeer sy cEsshily e o LF

DL

SER 2 [CHIEF DPERATIMG OFFICER MELIM LMD HEVW

Fig.SPARROW.50

Note:
a. Custodian is responsible to forward the Case to competent authority.

Stage 3: Competent Authority performs the following steps for consideration:

2015-01042014-
103207579 ) 5 shown in Fig.SPARROW.51:

e Competent Authority views PAR ID(
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Fig.SPARROW.51

Send To CR Sectio
e A page appears,click Send to CR Section () as shown in Fig.SPARROW.52:
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Fig.SPARROW.52

A message prompts successfully sent as shown in Fig.SPARROW.53:
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Fig.SPARROW.53

Note:
a. Competent Authority sends PAR to Custodian.

Stage 4: Custodian performs the following steps to disclose PAR to Officer:

2015-01042014-

3103201519

e Custodain views PAR ID( ) as shown in Fig.SPARROW. 54:
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Fig.SPARROW.54

Disclose To E
e A page appears,click Disclose To Employee ()as shown in Fig.SPARROW.55:
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Fig.SPARROW.55
e A message prompts successfully sent as shown in Fig.SPARROW.56:

AL T BT :l'li.-iﬂ[l"m; 1ot LEEER kL A0 - WICE L HAT R
AAMACING DRECTOR AP ETATE WAREHCEE BIE CDRFH LT SYDERASAD has
mesn quro s ehily pent o LSER 1 (WICE-CHAIRRWAM & partd el DaHECTOR
A.F STATE WaRERCUSSE CORPH LTE: HYDERARALD

Fig.SPARROW.56

Note:
a. Custodian receives PAR and discloses to Officer.

Stage 5: Officer performs the following steps to Accept PAR:

2015-01042014-

#1032075-19 ) to view remarks as shown in Fig.SPARROW.57:

e Click PARID (
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e A page appears,Officer either | Accept (m) or Put for Memorial against Assessment

Put for Memorial To President
( sl i) a5 shown in Fig.SPARROW.58:
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Fig.SPARROW.58

Note:
a. Stage 6 & 7 are followed as for Movement of PAR- Standard.
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12.Movement of PAR - Memorial against Assessment Flow

Stage 1: Officer performs the following steps to request to MaA:

. . . Put for Memorial To President . m
e Click Put for Memorial to President (_) and Submit ( ) remarks as shown

in Fig.SPARROW.59:

Lefter | - Employee

Iviemorial to President

Date: 03/02/2016 Signature

Reference Document Upload | Choose file | No file chosen

Fig.SPARROW.59
o A message prompts successfully sent as shown in Fig.SPARROW.60:

Hagnem
T e e . e
AFA T 2R ST AT - T ol RS EE T IS PR I = WO - H AR SN A
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Fig.SPARROW.60

Stage 2: Custodian performs the following steps to request MaA:

2015-01042014-

e Clicks PARID ( #1032075-74 ) to open the PAR as shown in Fig.SPARROW.61:
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Fig.SPARROW.61
Send To Competent Authori
e A page appears, click Send To Competent Authority () as shown in

Fig.SPARROW.62:
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Fig.SPARROW.62
e A message prompts successfully sent as shown in Fig.SPARROW.64:

Rk i B

AERR 1D 20 2-01 047 014-3 1032085-18 of WSER 1 (MRAPGEI200 « VICE-CHARRAN &
WABNAGRG DRECTOR &P STATE WRSREHCLU SN CORFPH LTD. WY BERADAD e
b Successfully sentio USER JMCONAVESSICHER OC WELFARE HYDERAZND)

Fig.SPARROW.64

Stage 3: Competent Authority performs the following steps for consideration:

2015-01042014-

31032015-19

e Competent Authority opens PAR ID ( )as shown in Fig.SPARROW.65:
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Fig.SPARROW.65
Send To CR Section
e A page appears, click Send to CR Section () as shown in Fig.SPARROW.66:

Copyright © NIC, 2016 Ver. 1.1 Dated: 19/02/16 NIC - EOF - EPAR- UM-001

54



=awes v BFpm

DIToes Hawe D USERE Cale . AMOHNE PRIDESY Saviie hE - Desgieion  VCELHARNAN & MAHAGRG DONECTON & P ATATE WASE HOU HHO CONPS LTE. HTDERABAD - Salch . 1589 Auweriiarani
Furid - e84 SO e PR I0HS

e

Hawisiia T Sewiey e -

Lo |8 = A fegir MANEDRY

E B Pre=aet

o " Himlirfay bl T
1=
AP
L BT i 9 TR e & TRR TR b Ak

EEEEEE— — .,
Lo [1- P ereinl Ta Freccere] Dargmiend dadaach |

EETE Tl K el

L FLY

= Plmes Dol Cops 4 Pavis Frome Ary Rich Teri Eddwr Brbe N3 Word, Evcel ok

Fig.SPARROW.66
e A message prompts successfully sent as shown in Fig.SPARROW.67:

[ EHET:

AP I 207508080 4-31 00519 ol USER 1 (00 AP A0 - VICE-CHASR MAN &
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Bmi 1w s

Fig.SPARROW.67

Stage 4: Custodian performs the following steps to disclose PAR to Officer:

2015-01042014-
31032015-19

e Click PAR ID(

) to open the PAR as shown in Fig.SPARROW.68:
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e A page appears click Disclose To Employee () as shown in Fig. SPARROW.69:
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Fig.SPARROW.69

A message prompts successfully sent as shown in Fig.SPARROW.70:
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Fig.SPARROW.70

Stage 5: Officer performs the following steps to Accept PAR:

2015-01042014-

o Click PARID (2173207519 ) 45 view the PAR as shown in Fig.SPARROW.71:
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Fig.SPARROW.71
e A page appears, click | Accept (m) as shown in Fig.SPARROW.72:
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Fig.SPARROW.72

e A message prompts successfully sent as shown in Fig.SPARROW.73:

Wrumage

b muccewsfuly senl o USER ICOLLECTOR & DETRIET
MACETRATEHYDERARAD )

AFRA 1D 005010482 01 =R 5= 18 o LISER 1 |0TAPDZI00 - WICE-CHAIRNAR &
MANAGED IRECTOR A PUETATE WIRREROLUISING CORFN LTD. HYDERAEAD s

Fig.SPARROW.73

Stage 6: Custodian performs the following steps for Closure of PAR:

2015-01042014-
3103201519 () to open the PAR as shown in Fig.SPARROW.74:

e Click PARID
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Fig.SPARROW.74

Clo
e A page appears, click Close () for closure of PAR, as shown in Fig.SPARROW.75:
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Fig.SPARROW.75
e A message prompts successfully Completed as shown in Fig.SPARROW.76:
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Feanage

AFTASE 1D 2S00 DA A 0 B B o LESER 1 (M AP 00 - WVICECHAR AR &
MANSSES IRECTOR AP STATE WRAREHOUESING CORPM LTD. HYDERABAD has
besn s cecafuly ©omplotnd

Fig.SPARROW.76

Note:
a. Custodian closes the PAR finally.
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13.Common Functionalities of PAR-

Custodian (Central or State) & Record Keeper (Central or State) & Administrator & Manager

13.1 Inbox/ Sent
e Inbox/ Sent Items are classified into My PAR, Assess PAR, Delegated, Manual Process and Process (Inbox)

( My PAR(0) BEEE L | eleaated (0 |

Processed PAR and Force Forward (Sent) (m B e S b Y

)/ My PAR, Assess PAR, Delegated,

13.1.1 My PAR (Inbox/ Sent)

e My PAR (m) depicts Self PAR’s sent as shown in Fig.SPARROW.77:

by
mm B wawd B Qeparites B Rsaie 8wl T Sueient
Thps |10 = | Fpaliy | Do

AFRE

Fig.SPARROW.77

13.1.2 Assess PAR (Inbox/ Sent)
Aszess PAR (1)

e Assess PAR (
shown in Fig.SPARROW.79:

), click open to view as shown in Fig.SPARROW.78 and send to next authority as
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Fig.SPARROW.79

13.1.3 Delegated (Inbox/ Sent)

Delegated (1
o Delegated () depicts the delegated privileges as shown in Fig.SPARROW.80 & Fig.SPARROW.81:
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Fig.SPARROW.81
Note:

Firstly User should exist to whom the privileges should be delegated, if not; create Non Member of
Service officer with the help of PIMS.

Delegate the privileges to created User. Refer (Delegation Procedure)

Now the User (Non Member of Service) login to utilize the privileges delegated.

The changes done on the PAR by User (Non Member of Service) can be viewed by the Officer (who
has delegated the privileges).

13.1.4 Manual Process (Inbox/ Sent)

20150104201 4-
e Click PARID ( Z'P#2015-E0 ) to open the PAR as shown in Fig.SPARROW.82:
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Fig.SPARROW.82

e A page appears, click the respective button to forward to the next authority as shown in Fig.SPARROW.83:
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Fig.SPARROW.83
Note:

Manual Process is performed by Custodian only.

13.1.5 Process (Inbox/ Sent)
e Process ( ) depicts the PAR’s to be disclosed by custodian as shown in Fig.SPARROW.84
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Fig.SPARROW.84

13.1.6 Processed PAR (Sent)

Processed PAR
e Processed PAR ( ) depicts those PAR’s which are processed and manually processed by custodian as

shown in Fig.SPARROW.85
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B PORENLNEENE | ey |G T R e H e L S irieas D b Cpur
| om TITOREREDEINOE e L St I P [ R Cas s T i
Thyaryg S iy il L i
Fig.SPARROW.85
Note:
. .. 0 .
Can view the send PAR by clicking the Open (" ) link.
13.1.7 Force Forward (Sent)
e Force Forward ( ) depicts those PAR’s which are forwarded by custodian as shown in

Fig.SPARROW.86
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Fig.SPARROW.86

Note:
Can view the PAR by clicking the Open ( °"" ) link.
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13.2 Delegation

e Goto Delegation(),to assign privileges, search the user to whom the delegate the privilages as shown
in Fig.SPARROW.87:
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Fig.SPARROW.87

L3

e Select the privileges to Add(
shown in Fig.SPARROW.88:

),to delegate for specific time period and click the Submit (m) button as
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Fig.SPARROW.88
o A message prompts “Save Successfully”.

Note:
a. Privileges can be added or removed before submit.
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13.3 User Assistance
13.3.1 Track Your PAR

e Go to User Assistance (), click Track Your PAR ( ™% 79U PAR ) “olact Assessment Year, a list
appears as shown in Fig.SPARROW.89:

s+ Thdah Lot Siouhs

Tisch faf Sviaw
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s T e R | P
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Fig.SPARROW.89
e C(Click PAR ID, a window displays the status as shown in Fig.SPARROW.90:
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Fig.SPARROW.90
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13.4 PAR

13.4.1 Generation
e Refer to Steps mentioned under Movement of PAR —Custodian (First Steps)—> Generation of PAR section.

13.4.2 Update Section I
e Go to PAR (m), click Update Section | (), select Assessment Year and click the Search
( ) button, a list appears as shown in Fig.SPARROW.91:
ik Ermiiem
AP E‘T‘“_ﬁj

Erapicves Semc by i Dy ¥ Do i e m

Fig.SPARROW.91

e C(Click Open () link, as aresult Update Section screen appears, update the section | form and click the Update
(

Updat
pdate ) button as shown in Fig.SPARROW.92:
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e A message prompts Details Update as shown in Fig.SPARROW.93:

Message

Details of USER 5-01APD34100) is Updated.

Fig.SPARROW.93
13.4.3 Tracking

e Goto PAR (m), click Tracking ( "*M"0 ) select Assessment Year and click the Search (m) button, a
list appears as shown in Fig.SPARROW.94:
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Fig.SPARROW.94

e C(Click PAR ID, a window displays the status as shown in Fig.SPARROW.95:
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Fig.SPARROW.95

13.4.4 Force Forward

e GotoPAR (m), click Force Forward ( Force Forward ), select Assessment Year and click the Search (m)
button, a list appears as shown in Fig.SPARROW.96:
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Fig.SPARROW.96

Click Send () button, a window displays enter the reason and click the Submit () button as shown in
Fig.SPARROW.97:
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e A message prompts “Send successfully”.
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13.5 Workflow
13.5.1 Create/ Update

Refer to Steps mentioned under Movement of PAR -Custodian (First Steps)—> Create Workflow/
Update & Movement of PAR -Custodian (First Steps)->Update Workflow section.
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13.6 Dossier
13.6.1 Officers Completed PAR

e Go to Dossier (),cIick Officers Completed PAR (| ZM°5s ComPIEted PAR ) oot the Assessment Period, list
appears is as shown in Fig.SPARROW.98:
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¥ LT CaaEnnTm e

Fig.SPARROW.98
e C(Click User Name, a page appears as shown in Fig.SPARROW.99, can view and download the PAR
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Fig.SPARROW.99

Note:

a. Completed PAR’s can be downloaded and viewed.

13.6.2 My Completed PAR
e Officer can view his/ her Completed PAR details.

13.6.3 My ACR Status
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Can view his/ her ACR/ PAR Status.
Awaited: PAR for that Particular period has not been received or does not exist.
Received: PAR has been received.

w NP

NRC: Non Reporting Certificate.
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13.7 DSC
13.7.1 Enroll

e Plug DSC, click Enroll () link under DSC (E) module and click DSC Registration ( DSC Registration )
Button, as shown in Fig.SPARROW.100
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Fig.SPARROW.100
o Select the enrolled certificates and click Register ( ) Button as shown in Fig.SPARROW.101
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Fig.SPARROW.101

e Enter User PIN and click Login ( Login ) Button as shown in Fig.SPARROW.102
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Fig.SPARROW.102
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e A message prompts, ‘The DSC has been registered successfully’, click OK (E
Fig.SPARROW.103

i) as shown in

Fig.SPARROW.103

e User can view the registered DSC (Active), as shown in Fig.SPARROW.104

; i
L

Fig.SPARROW.104

Note:

To deactivate registered DSC, click Deactivate DSC ().
Inactive DSC cannot be activated.
DSC certificate is must for Custodian.

13.7.2 Status
e C(lick Status link to view the status of DSC registered in organization, shown in Fig.SPARROW.105

1R e e LILF I'"F':ﬂ"i-l

SR PR

Fig.SPARROW.105
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13.8 NIC Email Status
e Click NIC Email Status link to view the status of emails registered in organization, shown in Fig.SPARROW.106
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Fig.SPARROW.106
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13.9 Support@Helpdesk
13.9.1 Report Issue

e Go to Support@Helpdesk, click Report Issue (
shown in Fig. SPARROW.107:

Report Issue

a |
e@ffice SUPPORT=

Signout

Welcome USER

REPORT - 7, .
o e Report Your Issue
STATUS OF
155UES S —
Reported Via | Select Medium ¥
EXCEL
GENERATE Product * | Select Product v, Module = | Selact Module ¥
Select Browser Used * | Select Brawser Browser Version *
Brief Subject *
Detailed Description
| b
Steps to reproduce *
4
Category * | Hermal ': Severity * chrma:I' v
Upload File; | Choose file iNDf”E chosen Files upto SMB{screenshot/supperting document)
Reported By:Name * | USER =0ffice UserlD | user
Sub Department * ' Section
Room No./Address Phone No/Extn.
eMail ID * | mmukesh@nic.in Mobile No. 9385533388
Enter the code here & | mv k\z\ Can't read the image? click hars to refresh

Copyright ® 2011, NIC. Designed B Developed by National Informatics Centre

Fig.SPARROW.107
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13.9.2 Check Status

o Click Check Status link to view the status of issue reported as shown in Fig.SPARROW.108:
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Fig.SPARROW.108

13.9.3 Feedback
e C(Click Feedback link to send a feedback regarding application, as shown in Fig.SPARROW.109:
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SPARROW - FEEDBACK FORM

Q. How user-friendly do you find the application?

) Excellent Good ) Average O fair O Poor

_Any other suggestions

(Max:500) You have [500 characters left.

Q. What was your experience at the time of recording of PAR. Whether the delegation to PA served its
purpose?

(' Excellent ) Good ) Average 0 fair ) Poor

Any other suggestions

{Max:;500) You have 500 ! characters left.

Q. What was your experience with the DSC?

Excellent ' Good ' Average ) fair ' Poor

_Any other suggestions

e
(Max:500) You have E?{j_l characters left.
Q. What was your experience at the time of uploading the Medical Report, etc?
'Excellent Good ) Average fair Poor
_Any other suggestions
et

(Max:500) You have 'EDE _-I characters left.

Fig.SPARROW.109

Note:
Provide all the mandatory fields (*) to fill the Report Issue.
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13.10 Role Details

e Click the Role Details link to view the roles assigned to the officer within the selected organization as shown in

Fig.SPARROW.110
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13.11 Migration

13.11.1 PAR Migration
e C(Click the PAR Migration link under Migration, Search the user and select as shown in Fig.SPARROW.111
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Fig.SPARROW.111
e C(Clickon New (M) button as shown in Fig.SPARROW.112
Wgmymae fam
bide [= =]
sl Pl Cominl S0 ER B MEL FASE BTIERA Rad
Lo EriafnEail
=] MWDk PR
ity ey T,
Shes | T v | Fael on— |
] ITILIT Ty L e o ] el
C-RsE TE B

Fig.SPARROW.112
e As a result the page appears is shown in Fig.SPARROW.113, fill the form, Upload the pdf and click the Save

(m) button, shown in Fig.SPARROW.113
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e Asaresult message prompts PAR Migrated Successfully.

13.11.2 Grading (Manually Section uploaded)
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