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1 Intended Audience and Rights (6?&21 yesl wal M@Sla)

This document is for GOG administrative officials at Taluka, District and State level who have
been assigned the role of CCA/Approver by the Government. For example, CCA will forward this
request to GAD or FD for verification then application creation, verification and approval roles
and rights will be assigned to concern user.

UL S\sYAoe Alsl, (BEAl Bl A%2U R GOG Agladl ARSI HIR B BHA ABIR 6l
ccA/HeRsdloll st WuaHl wucll B. GeleWL 31, ccA il [QAsidlal GAD uaal FD A
UsRAQM 1R SRS 5A gl A0AZ 2ot olottad(l, UsIAQ( ua Hogloll gAsIA W
UESR AolE A aurAsclal AUl 14l

2 Common Buttons/ Tabs in Application (a@%%l@ll—ll UL HIU

oleoll/2o) .

1 User will click on Home button and redirect to the dashboard
AURLAS AL SlH tleol UR (5As 529 wal 321ell§ UR JlslaRse 529

2 User will click on Employee modules and access all
employee related Modules ‘m Employee Modules

auRlasdl sHARl Asyedt UR 5As 53 wal s3{UR]
Aol@d A AsYAA AsA 529

3 User will click on Manager Module and access all approval
request modules in which he is approver or verifier

AURLAsAl AR HSYA UR (5AS 59 ol dAMIH

& Manager Modules

{3l (QAoic{lA WsAU 5A BHL A 1R $0t1R Wl UsUQIsl B

4  Click on CCA button and Only CCA user can access this. and also
download CCA Report of APR submission.

$5cl CCA AAURLAS AL % Lol WsAU 53| 23 B. Bl APR UeR2etall

CCA
RWE sIGalcls s31 A .

5 Click to submit the Information to the verifier or approver
. it
UstRllsdl matal HygRsdlA HIR uue s2a 12 GAs 53 Hom

as CCA

4|Page
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6 Click on Choose file to upload any Document
SlEURL LA AUUALS Scll ML SO

UAE A W dell U 5As 53

You can drag and drop your files here for property attachment(image/pdf).
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3 Login & Dashboard
3.1 Login (CL(=1)
There Options available to login in HRMS 2.0

1. Using Mobile No:
a) Enter Mobile No (HlGUESA olo1R ELWA )

b) Enter password (WAUAS ELWUA 53)

c) Enter Captcha (?5121[ ElHA Sa)

d) Click on Login (Login U sAs Sa)

e) User will Logged in by clicking on Login (C{URL%LSdi ALt oleet UR (5As s3la
AL 8ot 529.)

s @

HRPM Mo. o Maobile Perscnal Email

8655331321

[5~5= |

Click here

Forgot password? Get password
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2. Using HRMS No:

a)
b)
c)
d)

e)

1)

Enter HRPN No (A AR AH Y ololR EIUA $3))

Enter password (lll%{C{é el 821)

Enter Captcha (3‘«21[ ElHA Sa)

Click on Login (Login UR sAs Sa)

User will Logged in by clicking on Login (C{QQLQLSCLT. ALl ceot UR 5As s3la
AL 8ot 529.)

User will Logged in by clicking on Login (C{QQLQLSCLT. ARl ceot UR 5As s3la

AL Yot 529.)
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g s @

© HRPN No. Mobile Personal Email

20007717 ‘

10 ‘

Forgot password? Get password

3. Using Personal Email ID No:

2)
3)
4)
5)

6)

Enter Personal Email Id (RUSCOLA A US| ELHUA $))

Enter password (WA{AS ELWUA 53)

Enter Captcha (5L ELHA $31)

Click on Login (Login U sAs 8@.)

User will Logged in by clicking on Login (C{URLQLSd'l AP oot UR (5As s3la

AL Yol 529.)
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2 s @

e

HRPM Ma. Mabile P Personal Email

abc@55gmail.com

5 + 5H =

10

Click here

Forgot password? Get password
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3.2 User dashboard (clURLlalsdl 32tells)

My Task (0) Notifications (2) n
Copyright & 2022, Al Reserve: natics Limite

User can find the below functionalities from user dash board as per above

screenshot:

My Profile: User can find profile detail by clicking here. (QU.QlQLSdi Wl sAs s3la
s (Qotal 2l o3 8.

E-Service Book: User can find e-Service book details by clicking here. (CU-RlQLSd‘l
Ul A5 53l F-UlU ofsoll (Aot 2Ll 23 B,

Pending Task Detail: User can find Module wise pending task detail by clicking to
respective module block. (AAURL2ASAl A [Qd WYA 6cAls UR (AS 53 HsYct

Yosol UL stlell [Qotcl el 23 B.)

My Task: User can find pending task detail cumulative of all module by clicking my

task. (Y% HIA 2125 UR (5A5 53la ciul Wsyctoll Aot 2les (32t 0Ll A%
8.)

Notification: User can find the notification of all module. (332 dHlH fﬂs?ic'to{l
Yot N 243 8.

Camera icon: User can change profile pic by clicking the camera icon.( 32 ERE

AUBHe UR (5As 53l Wlsled sy olecl 243 D)

User Icon: User can fine user guide, change password, switch user and logout by clicking user icon.
(AuRlasdl cuRtasdl HoleRlsta €5 531 ¥ B, waasd cedl 23 8, durlasdia Rau s3l

A B Aol duRAUSAL MBSt UR (5A5 $3A ALRAGE 53| 23 B.)

10|Page
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4 PAR Overview: -

PAR stands for (Performance Appraisal Report). Gujarat Government officers write their
PAR, Reporting and review online on SATHI application by resolution dated 31/03/2018 of
GAD for make this process transparent, on time and effective.

All government Class-1 & 2 officers PAR are online since 2018. In PAR module CCA may
generate PAR documents of employees of respective cadre of particular time period and then
send it to respective employee for fill self-appraisal in stipulate time period and then submit
it to concern reporting officer.

Reporting officer verify self-appraisal and based on evaluate without bias and prejudice. After
putting Grades and pen-picture submit it to Reviewing officer.

Review officer review document based on self-appraisal and Reporting evaluation and put his
marks and pen-picture and submit it.

After submission PAR document is available to Employee under appraisal for acceptance. If
he does not accept it choose representation and write comment and attach evidence for same
and process for Representation-Reporting and again Representation-Review and submit it for
final decision to CCA.

CCA put his pen-picture and final grades and accept & custody the PAR. After completing all
process PAR score is reflected in Employee’s dashboard and send intimations to all concerns
officers.

/’ﬂ: T Sensitivity:Internal & Restricted
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4.1 PAR creation Report: -
In Government of Gujarat generally After completing a financial year, Cadre controlling authority
generates PAR document online for respective cadre and send to concern employee for self-appraisal.

(91t ARSLRHUL ALHLeL A stiu sl a yul saul ugdl, 352 [Raists Uil el dcol W2 PAR
£l A WA ot olR2 52 B ol - Yl sol U2 Aol s1{URA WsA B.)

4.1.1 PAR creation screen
There is a access rights of PAR creation screen is given to CCA. Navigate to CCA menu there is a PAR
Creation report named page. There are a enter PAR period of employee and select respective cadre

and employee. There is single or multiple employee selection feature is available and after selection
press submit button to create PAR entry.

( CCA A PAR ($2lo1 28lototl WSAU AT UM AL B. CCA Aof UR alAde 53 Ul PAR
(SA2et RUE otiHo] Vo B. s{ARoll Woe? PAR WAL & A Aoi(Acd 352 wa sH{AUR Uie 5.
Ul As A gl sl urieoll YAl Guctou B ual uAed(l ULl PAR Aol Glotlatall 12
A2 seat gotcl. )

Navigation :- CCA login>Home Page—>CCA Menu—>PAR creation Report

1]
g SATHI .@. A Home 3% Employee Modules & Manager Modules @ Quick Links 8 CCA nB
'

GUJ-HRNS

PAR Creation Report Home | PAR Creation Report

Appraisal Period

Begin Date® End Date®

’ 01-04-2023 ‘ ’ 31-03-2024 ‘

Selection Criteria

Employee Cadre® Employee Number*

Select Cadre ' ‘ ’ ‘

4.1.2 PAR document entry
Here We are creating PAR document entry in first in PAR creation table and after ensure there is not
any Error message or pending action required for make entry with successful for generating PAR
document and send PAR to employee under appraisal.

( W&l U PAR %olR2 Sl sHL USEL PAR £2cllA% Aol slallclA 5l wal w3 sl uedl AR
EXULA% o122 SAAUML ASN Aol sl HIZ 33| Sl ot AL 2wl oitsl stlausl stell wa
HeUsol ool AR PAR HscllA SlA. )

Sensitivity:-internal & Restricted
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z S“AEHMI .@). A Home & Employee Modules & Manager Modules @ Quick Links  8n CCA u B
G HAMS

PAR Creaion Report

Appraisal Period

Begin Date* End Date*
‘ 01-04-2023 ‘ ‘ 31-03-2024 ‘
Selection Criteria

Employee Cadre" Employee Number®

‘Se\ec!tadve ‘ ‘ ‘

Mode Of Execution

(= Column Visibility H 1§ Copy H B csv H B Excel

|5 PDF HElmu )

Employee Begin ) _
Designation Reporting Name: Reporting Position Reviewer Name v
Name Date
o shri Secret Deput 01/04/2022 30/11/20: hri. T hehandr ection Officer Shri. € f inder Secretar
Section Officer Andh 20001961) (IT(SO1)), (Sachivalaya)  Chauc 2 (
(Sachivala

Bhavinkumar

4.1.3 Generate PAR document: -

After Generating PAR entry with ‘Success’ in Result column confirms PAR creation basic validation is
successfully passed and workflow and other detail is fine. For sending PAR document tick on checkbox
on ‘SR No’ named column and press ‘Send PAR’ button to send PAR to concern employee here for
multiple entry we may select multiple checkbox and then by clicking ‘Send PAR’ button gives alert
message to send PAR successfully.

SATHI @ ome 428 Employee Modules. & Manager Modules @ Quick Links S
g SATHI -Q._)- A H 125 Employee Modules & Manager Modules @ Quick Links  Sa CCA oA
n“ e EE_ _ﬂm
uuuuuu on [——— [ —— Reviewer Position
ame
=) Secretariat - Deputy 04720 30/11/202 i. Tarang Rameshchandra | S Shri. Sumitkumar Dhirubhai | Under Secret 7w

_— 8 sction Ofi Andharia -(20001961 T(SOM), (Sachivalays)  Chaudhari -(200275 T/Budget

(Sachivalayal

By tick checklist on respective PAR table entry which will send to employee and click ‘Send PAR’
button.

(URRUH SlAHHL 'AsOAl A PAR Aogl el sl Ul PAR olollaeall Huect HicUdll
ASNAYAS UAR UL 218 B ol &5l WA o2 [AA GRIGR B. PAR ExcllA% HISEC HI2 'SR
No' ollHoll STEH URell Asollsd UR (5 5 ual Aol s PAR Hsccll M2 'Send PAR!
2ot eoilell AU gt YAl 12 AR ogldtt Asollsy Uie 53 AR A UA UL 'send PAR’
weot UR (5As 53l Mlscall HI2 Acdarl A2 2L 4 B, PAR ASOALYAS.)

jity=-internal & Restricted
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PAR Send Successfully

4.1.4 PAR Delete entry: -

If there are wrong entry created or details in system needs to be corrected before sending PAR at that
time PAR entry needs to be delete instead of edit/verify like there are wrong designation or additional
charge details shown in PAR that time CCA may delete that entry smartly by just clicking delete button
on action column.

After Clicking Delete button there is warning message pop up for asks confirmation for delete entry
by clicking ‘yes, Delete it’.

( 8 Al WEl Aol olottaletlHl wicdl Sl Al A UHA PAR HsAHAL UdAl RieHHL [QotAl
YurRalell %32 8l dl PAR Aoglal AW c/UsIUAUA HEQ 51El ollrtclloll %32 & BH ¥ PAR M
VI8l 88l aatcll ctllRiell ALell (Aol e2llctattii Ul ® A AHA ccA A APl 51l 23 B. Aset
sl UR (3clle weat uR (5As s3lal el

Bclle aleat uR 5As sal ugdl el, 3clle 82! uR (5As 3l Belle Wogl 1R sogHat Yoo 1R
ARl ¥z v A1y a . )

Warning

Are you sure wants to delete PAR Record for Shri
Bhavinkumar Bhupatbhai Bambhaniya -(20015989)

Ves. S
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4.1.5 PAR Entry Edit/verify: -

If There are few details which are not in system as per actual Workflow CCA may edit PAR entry by
clicking edit button in action column. In PAR Edit screen CCA may change PAR period, reporting &
Reviewing officer may add additional CCA for assigned PAR Custody role. In our PAR document type is
generated as per his Service class ‘Gazetted officer PAR’ for Class-1 & 2 and ‘Non Gazetted officer PAR’.

g SATHI .@_

GUU-HRMS

# Home 38 Employee Modules & Manager Modules @ Quick Links &0 CCA

Alpeshkumar Ashwinbhai Rathva d a8

PAR Edit Verify Home / Par Creation / PAR Edit Verify ]

Appraisal Period

Start Date™

End Date”

01-04-2022

30-11-2022

Employee Details

Employee HRPN®

Employee Designation

Name Designation

Bhavinkumar Bambhaniya 20015989 (Deputy Secti... *

Deputy Section Officer (IT(SO1)) (Sachivalaya)

‘ Shri. Bhavinkumar Bhupatbhai Bambhaniya Secretariat - Deputy Section Officer

Reporting Officer Details

Reporting Officer HRPN™

Reporting Officer Designation

Name Designation

Tarang Andharia 20001961 (Section Officer (IT(SO1... ~

| Section Officer (IT(SO1)), (Sachivalaya)

‘ Shri. Tarang Rameshchandra Andharia ‘ Secretariat - Section officer

Reviewing Officer Details

Reviewing Officer HRPN®

Reviewing Officer Designation

Name Designation

Sumitkumar Chaudhari 20027510 (Under Secretary... ~

| Under Secretary (IT/Budget{US)). (Sachivalaya)

‘ Shri. Sumitkumar Dhirubhai Chaudhari ‘ Secretariat - Under Secretary

CCA Details

CCA HRPN®

CCA Position Name

Name Designation

Alpeshkumar Rathva 20001552 (Section Officer (BT... ~

| Section Officer (BT(SO)), (Sachivalaya)

‘ Mr. Alpeshkumar Ashwinbhai Rathva Secretariat - Section officer

Select Employee HRPN

CCA Details2

CCA HRPN

CCA Position Name

Name Designation

Select Employee HRPN

CCA Details3

CCA HRPN3

CCA Position Name

Name Designation

Select Employee HRPN

CCA Details4

CCA HRPN4

CCA Position Name

Name Designation

Select Employee HRPN

Template Selection

Template Name *

Non-Gazetted officer PAR

Other Details

O Data Verified

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

After Editing field which are required to be update and then tick the checkbox of ‘Data verified’ and

press submit button to save & reflect in PAR entry and Record successfully updated message come on

screen.

( (% dRclds assAl cca Yosol Reuml ot sla dcll &Sl (oLl slat Al Asaet slcAHHl Alse
olzel UR (515 53lal PAR Aol A(32 531 23 B. PAR (32 28lotHi cCA PAR @Ml 32512 53 a3
8, RUEo1 wal Rezf 520112 w(B513] PAR s22$loll @AsL M2 ctulRAcil cCA BRI 23 B, WUHIRL PAR

£l HL clol-1 Al 2 HI2 Aol Acll ol A URA 1A 53] PAR' W 'ollot-A PSS USUR PAR'

Yool ofote UL .

16|Page
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Auleat $les Uedl B mude 54 %331 B wal uedl ‘32l AR SIS oll AscllsU UR (35 5A U PAR

WoglHl AlUctell A YACAA scll UM tleot €6l W USNAYS wUde UAA AR
818 sA st UR WA B, )

4.2 Self-Appraisal

e After CCA send PAR to Employee under Appraisal Employee receives notification and My Task
in his/her log in and mail notification for submit self-appraisal to Reporting officer in stipulate
time.

( CCA A YRSt $60ell 5HAURLA PAR Hlscll U] 531U A Aotl AL BotHl Y AUoll ol
HL2L 2128 YLt Al ® A (Ao AHAH RUEo 1@ 5131 rel-1cuisot Ao sal 1R
YUl ABA S D, )

e SATHI 2.0 Log in -> Home Page -> Employee Module Tab ->PAR menu

SATHI @) . . ) ) dﬂ
dh s -(?)- 4 Home 8% Employee Modules & Manager Modules @ Quick Links Bhavinkumar Bhupatbhai Bambhaniya

Leave Information

Persen Profile (Balance 7 EL. 200 HPL)

Annual Property Return Submission
Leave Attendance

Overview | Apply

| Pending Task Details

Birthdays & Anniversaries

BHAVINKUMAR BHUPATBHAI BAMBHANIVA
Deputy Section Officer (IT(SO1)) (Sachivalayal, (IT(SO1), (Secretariat -

E-learning & Training
Desuy Section Offcer) Sciznce & Technology Depsrment

Public Holidays

My Profile
Reports

o R
E-Library

B Talent Profile Emp Reg App roved Emp Reg Returned

My Task (10) E Notifications (1) n
Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited
SATHI .32) N o
g e -()- # Home % Employee Modules & Manager Modules @ Quick Links B
Employee PAR List Home / Employee PAR List
Start Date End Date
DD-MM-YYYY l [ DD-MM-YYYY l

i ‘ -m—

Non-Gazetted officer PAR 01/04/2022 30/11/2022

Show| 10 v |Entries I Showing 1 to 1 of 1 entries Previous - Next

PAR document |n Employee for self ights Reserved. Design & Developed By Gujarat Informatics Limited
appraisal for Class-3 Emplovee
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e On Above PAR history table Grid select particular PAR by Document name column hyperlink
and verify Basic info form and if any entry or detail incorrect then contact to PPM team for
correct it.

( GURail PAR B(Aald s1res Ifls UR £2cllA% ollH SIAH Sl UR(AS gLl AUsSU PAR URLE
53 e Yoot HUSA Sio{l A5 53 A 9 818 Aol etall (Aol WEL Sl Al At
JulRall M2 PPM ol Aub 5. )

e After rectification or All entry okay then fill self-Appraisal form detail as per PAR user
guidelines published by GAD K Branch.

(uRel Ul waal ol Aol 3E Ul GAD K WuL sl Usl@d PAR cuRlasdl
HLole Q5L AofUR -y st Sio{l Qo alRL.)

4.2.1 Self-Appraisal form

e Employee fill all field regarding brief their roles & responsibility.

e Others details also filled as per detail label and check twice before submit.

e Employee can print self-appraisal for verify detail physical document and save it into local
computer.

e By submit button form required confirmation after submit cannot Edit and is submitted to
Reporting officer and after confirm okay send appraisal to Reporting officer.

(
o sHARL Axell gAsL U UHER] ARLAMUL dAHIH A @R B,

o o [AolAl uaL (Aot etk ArA Yoot GRAL D Bl UG scll USEL A allR AR,
o sAR (QoldarR dllAs exctidsll UsAl IR w-yeaiset Qo2 53] A3 & A Ax
Ul srjeui wudl Az 8. )

18|Page
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Employee Modules & Manager Modules @ Quick Links Bhavinkumar Bhupatbhai Bambhaniya E ﬂ

GUJ-HRMS.

Performance Appraisal Report

1) Brief Description Of Duties: (Objectives Of The Positions You Hold And The Tasks You Are Required To Perform, In About 100 Words) /4yt 5297l &5ui aiefet: (i 8 Sle) st 530 S/l edl & ettt Sl 244 A4 eifd S2que 51k aelet, 1t toe aoeldl vulemi 529)°

SATHI .(@. # Home

me / Employee PAR List / PAR ]

| have assigned subjects for court cases and establishment matters. keeping up to date status of all departmental court cases and updating in the online portal and time to time provide to higher officers while asking.

O

Words Left : 163

2) Please report your significant accomplishments during the reporting. + ad

SrNo Activities & Accomplishments

Recruitment calendar prepare

Coordination activity for consolidating information on court cases.

3) During The Period Under Report, Do You Believe That You Have Made Any Extra Ordinary Contribution? E.G. You May Mention Any Awards Or Honors Received. (Resulting In Significant Benefits To The Public And/Or Reduction In Time And Costs) If So, Please Give A Verbal
Description(Within 100 Words):/ctil 2411l 8l % 24319t 280101 2601t il Slo e s @R doei 20y 87 Gersa alk ud 5lo et B ueuis uoy Sl dl wiaiad (Betl uRaun 2l upiey o 2uildl siael 2l Sl 24 /na) B4 5RA e Al
prarnia2d ool Dm.ed du S A

e A, I ) A

Words Left : 97

4) What Are The Factors That Hindered Your Performance?/c:R] 529 comaaii 24a2ln Yel 52l wRuoll st s 87

NA

5) Please Indicate Utmost Three Specific Areas In Which You Feel The Need To Upgrade Your Skills Through Training Programs/ dal dai21 Sleresui didlu gial yuidl sacief] v Raid vl §la Al wotctisil A

B | | ]

6) Declaration/S%{qld

Select No. Activity Yes/No Date

u] 1 Have you filled your Annual property return of previous year before 31st January? [ s l [ R l
] 2 Have you undergone the prescribed medical check-up? Yes 2210672022

[m] 3 PARS of how many subordinate employees for previous year have to be assessed by you? l 5 I
o 4 PARS of how many subordinate employees for previous year have been assessed and sent to the reviewing officer before 15th June? [ B l

7) If you have held the additional charge of any other post for 3 months or more,please give pen picture/SdISl=l] AU 62 (Fialet 201 31 S Aell Ay W4 32 AURI il A1NG S14 ol {1 3orot Wt Fasuz 20
&A1 A8 A, AU E6Nall w [UsR] A AuRIed sAEl L1l 539 ATREL 531 vi3ledl [G21d) 2% 52100 AeElell ay «is])

Name of employee reporting upon Office during additional charge held Designation during additional charge Comment

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

Please note that you cannot modify this page any further
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) SATHI - . - d
z ] A Home i Employee Modules & Manager Modules @ Quick Links ' ﬂ

Confirmation: Self-appraisal successfully submitted

4.3 Reporting PAR

e PAR document with Login & Email notification and new Item in My task received and Reporting
authority may be reporting employee’s self-Appraisal.
( AR UA SASAH YAstl AU PAR EXcALA WA MR SLAHL otcl 282U YlLcd U &

U RUAR HNARE s3{uBlatl 2et-y Ui sotoll 2 31 AF B, )

4.3.1 Reporting PAR navigation
e Navigation: - Reporting Officer login -> Manager Module -> PAR->Reporting officer document
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.
* "sfl:rljl .@). # Home 3% Employee Modules & Manager Modules % Quick Links Tarang Rameshchandra Andhanaﬁ B

PAR Authority

Start Date End Date
Employee Cadre Employee Name
Select Cadre v Employee Name

© Apply

i : m i
“if“ Shri. Bhavinkumar Bhupatbhai Bambhaniya -(20015989)-Deputy Section Officer (IT(SO1)) (Sachivalayal Reporting 01/04/2022 30/11/2022 ﬁ

1451 Shn. Varkey  Mathew -(20007668)-PPs (Rajbhavan(PS to Gov.)), (Gandhinagar) Representatior 01/04/2023 31/03/2024 E

Show| 10 |Eniries Showing 1to 2 of 2 entries Previous n Next

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

4.3.2 Reporting form
e On above Reporting PAR table Grid click on Appraisee name column Hyperlink and select
Reporting Tab for filling it.
( GUAsct RUEaL PAR 2t fls UR Yeauisatscll oltid Sl slsURAAs UR (5As 5 Aol

Aol eRell 12 RS 3¢t ude 82, )

e In Reporting panel, Reporting officer evaluate employee’s self-appraisal and agree or not the
extra ordinary contribution and then put Grades, Give pen picture based on overall marking
and then give recommendation subject and verify twice before submit.

( Rl Vstetni, Rl u@s3 sl el-Yyclisolo] Yelisol $2 B wal
VARG ALE L WA Mt AU D F oAl A Ul A5 1F B, ASER M(Sootl U UR Aot

R UL A Ul AAHRLoA (ML AU WA U2 Sl USEL &L cllR USIAL )
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a6
g SATHI .(W‘ 4 Home i8¢ Employee Modules & Manager Modules @ Quick Links Tarang Rameshchandra Andharia B

GUJ-HRMS

Performance Appraisal Report Home / PAR Authority / PAR

1) Please State Whether You Agree With The Responses Relating To The Accomplishments Of The Work Plan And Unforeseen Tasks As
Filled Out In Section ILIf Not, Please Furnish Factual Details/1121-24i 2211dd 512 dlogell wia weie il s1lA Yot s2el weilbd wldend aid

241y 2t #17 96 et ofl 8l5atctedl @l 24idl,

0 Yes  No

2) Please Comment On The Claim(if Made) Of Extra Ordinary Contribution By The 3) Has The Officer Reported Upon Met With Any Significant Failures In Respect Of His
Officer Reported Upon./u8d1d &a0istl 451l ) duell a2t il yolt 243 ol Work Or If Any Disciplinary Action Has Been Taken, During The Year Under Report? If
53 8l dl) 53 el wisdd el salEwa calaar @eid] 8. Ves, Please Furnish Factual Details/»3adel #H22(1011 t2 (4211, @18 2601411 246513

i i & 5 ofdid Slo yus (ot ol B wual Sl [@ad Guas sielaidl st drami wid
Agree with Mention duties and achievement e A e P
8.2 &t dl dll &8lsdqall (@a1d) auadl,

Yes @ No

e Reporting put marks of respective attribute by go on field and up and down by scroll as per
grades range input

(Ol Aot $lES GlRL WA BUR ol o{lA Bl glRL Aol [AAM Lot 9JQLell 2stal sl

3s ARl getye yaudl )

B sam @ # Home 13 Employee Modules & Manager Modules @ Guick Links

If Deviation ,Please tick
the checkbox

Analytical abilit

o skill

5) Assessment of Persenal Attributes

Reviawing Authority
Activity Reporting Authority

rer-personal relation and smotional Stabilin

If Doviation Ploase tick
the checkbax
[=}

e Assessment of organization discipline grades are given by system as per their Apr submission
and Self-Appraisal on time & Reporting Subordinate unto it’s enter manually at pilot based
PAR module operation and second year onwards it’s carry by system.

(Aol Qretotl Asof Heisat RreM glRL AMell WA UHM oot WA UHAUR Rel-
Helisol Yool AUUCUHL AUA B Aol Al W2 WURA PAR HUSYA UM
AoyAcll EMHA UM AUA D A ollost ] Ul A RreH glRL clset sRAUML WA B.)
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g a&;‘;n”mg @ Home & Employee Modules & Manager Modules @ Quick Links Tarang Rameshchandra Andharia B

Please note that you cannot modify this page any further

=] ]

After confirm yes button PAR is send PAR with Reporting to Review officer and message pop
up of successful submission highlight on system.

( 5051 &l oleal PAR Jlcg A3 RS0l WA PAR HsA B Aol RAeH UR USN
UM et slBscseell AAY WU AU 5D, )

m &I}I#! c@- A Home & Employee Modules & Manager Modules @ Quick Links Tarang Rameshchandra Andhannﬂ B
-HAMS

v

PAR of Shri. Bhavi i illy
reported and sent to Shri. Sumi(kumar Chaudhari for

4.4 Review PAR

PAR document with Login & Email notification and new Item in My task received and reviewing
officer may review PAR.

( ARt WA SR Yol A PAR £2cU1A% ol HIRL LML atcl u82H Yiid U B
ol wHlaw s201R @ s3] pARS wlle 531 2F . )
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4.4.1 Review PAR navigation

Navigation: - Reporting Officer login -> Manager Module -> PAR-> Reviewing officer document

- 855
& satHl @ PP . . . . E
" 3 % Employee Modules & Manager Modules @ Quick Links Sumitkumar Dhirubhai Chaudhari fig

@  curhAs \_.)'
PAR Authoﬁty Home / PAR Authority

Start Date End Date

Employee Cadre Employee Name

‘ Select Cadre '] ‘ Employee Name l

© Apply

e — ===
1457 15989)-Deputy Section Officer (IT(S01)) (Sachivalaya) Reviewing 01/04/2022 E

Shri. Bhavinkumar Bhupatbhai Bambhaniya 30/11/2022

01/04/2023 31/03/2024 E

01/04/2023 31/03/2024 E

5‘:-.‘ 10 v |Entries Showing 1 to X A . . Next
This PAR document is received for Review

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

On Above Review PAR Table Grid officer click and go on Review Tab.

g SATHI -@- # Home 3@ Employee Modules & Manager Modules @ Quick Links EB

GUJ-HRMS

e e This is Review Tab After putting Grades in Reporting Pane @

complete review it

4.4.2 Review Role in Reporting Pane

Reviewing officer put Grades in Reviewing authority grade column with reference of Reporting
grades and if any deviation checkbox automatically selects and that attributes are shown in
his comment section of Review Panel. Reviewing officer can enter clone marks of reporting
has entered with just tick checkbox.

( llew A@sR[A RUUEat Ysett Aeelul wla vdiaton s SIAHML S Ysaul wal
5185 (AUt ASeNSU VDAY UAE 53 el A QA AR wHlatt Astctoll Aott Rruell
(Qeworui eallarcui vud. wlen A@ s3] g5t Asollsy UR Rs 53 RUEatetl sAlat
s el 31 a3 8 )
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After completing submit save & Next button to save marks and one message pop up of
successfully saved and form redirect on Review panel for putting his comment and pen
pictures.

( dee sl Ul Act v Asre eotal HIEU Act 5 Aol As AAY WU AU ASOAYS
Act sA U Rezf Ut UR Aoll Ao UA Uot AsUA Ysaul 12 f AstaRse 5. )

4.4.3 Review Form

In review form Review officer select radio button whether agree or not with Task &

responsibility mentioned by Employee in Self-Appraisal form and then give reason if not agree
in text field open.

( Rey 501l Ry 23R A3 weot e 5A 3 uedl M2l glRL Aes-YeS B S
£20AA sl A BAGLELI] WA AHA 8L ¥ ot &l Wl UL 2522 $lES WUl AHA ol fl2L
cll steL . )

Then give comment against difference of opinion against deviation grades of attributes.
( Ul QAN ARAlL (ARAACL s WA @ ULRAAL dslelcd AR R uuell L. )

25|Page
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Basic Information Self Appraisal Reporting Representation Representation Reporting Represent Review Decision Of CCA

1) Please State Whether You Agree With The Responses Relationg To The Accomplishments Of The Work Plan And Unforeseen
Tasks As Filled Out In Section IL. If Not, Please Furnish Factual Details/4351 G2 #{(E 513 3 [Go1-3 4 udaia 3s0-l

51 Geutesel et Yel-€l EANARD A wumRe Rl yus Fpndid wis Heuise Wil W A 17
1 33l el A Rl il 12 e s 28e Slanu] Wit yels eallag Wl
i 5126 eailaay”

2) In Case Of Difference Of Opinion Details And Reasons For The Same May Be 3) Comments, If Any, On The Pen Picture Written By The Reporting Authority./ 4) Do You Mean Anything Adverse By The Above Pen Picture®

Given./4 (R %€l uSL S1u A (FUH] At @ardal? £129] Yugals 24319 w2 24513 R 27y 539 2A6-Fa L 5o UG Y d saladrs Yes @ No

1) Accomplishment of planned work

‘ Agree with evaluation
2) Decision making ability

Some time appraisee show inefficiency to complete given task and inct I

5) Overall Assessment (Total Marks On The Basis Of Cols. 4 To 7 Out Of 100 In
Section 3) (if The Reviewing Officer Differs From Reporting Officer)/AA62 H@uis=t"

= I

© suomt

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited

e After Entering comment and putting pen picture Reviewer press submit button for
compeleting review and giving yes in confirmation pop up. Response is saved and PAR
document send to Employee for acceptance.

( SlAo2 Ao sl ULl A Vot [AsUR Reyu1R Ygaul uedl AYLl Reyy 12 UnMe west

gollcll Mol SosH Aol WU BUHL 6L UL, Y[AULE ULUACUHL B B WA PAR EXxcLAY
sARlA elgld W2 WsA )

You have successfully Completed Review process

e By Press submit button Authority has to confirm yes for final submission of Review PAR and
then send notification mail & Login to Employee for PAR acceptance.

( AoiBe sleot enllal WAREIA (Regf PAR oll vi[AH AU oA HIZ 6l $05H sl UsA
UA Ul PAR 2cllgld 12 sURA AR(E32 ASAH U AR W sEHg U )
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4.5 PAR Acceptance-Representation
e After Completion of Reviewing PAR and submitted PAR document send to Employee for first
level acceptance either He want to represent or satisfied with current assessment. He selects
radio button input “NO” for acceptance and send PAR document for Accept & custody.

( PAR ol Ax{lat Yol sall uedl ual voiMe PAR exclldey sHARLA YuH 2cRedl 2ellgld 12
WsA st Al A YlQRE et sa 1Al & wacl dduiet wUsRRAYU Adre 8. A 2l 1R
A3 vt Botye "oll" UAE 53 & Bl ISR Ul 52231 HI2 PAR E3cl1lA% {sA B, )

4.5.1 Representation-navigation
Employee Login -> PAR -> PAR History Table Grid ->Representation

e Click on hyperlink Document Name column and go on Representation page.

(SLEUR(As SlsgNoe AH SleH UR BAS 53 W RYBe et U UR 1AL)

Par History Home / PAR / Par History ]

Start Date End Date

[ ey Y e |

l

fopa= e offts e

1101 Non-Gazetted officer PAR Representation for Appraisal 01/01/2022 31/12/2022

Search:

Show| 10 v | Entries Showing 1 to 1 of 1 entries Previous - Next

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited
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4.5.2 Representation
e If Employee want to Representation He select Yes option and Put detail comment regarding
Representation and if any evidence for same may attach up to five files of image/pdf format
and press submit button for Representation-Reporting Role.

o (A sHAR UlARARct s Hidtdl Sl AL A ol [Aseu ude 52 8 U UlAR @t 2ol
(Qatcteur Ruugll Y& ual ol Aotl 1 8 YRrew da Al A woll/Ulslalg sllesl uix
sLEAl 281 23 B Wl YlARABe-RU(E0L ¢Ast 12 ArMe ot golldl.)

Performance Appraisal Report Home / Employee PAR List / PAR
! Repo gard e Appraisal %3414 360 if8s1

pprais

2) Mention Reason®

egar

You can drag and drop your files here(image/pdf)

oo

e If Select No radio button and submit PAR process complete and PAR send to CCA for accept &
custody.

(%) ol AN ot URiE 5A wA PAR UlBL Y@l 5 ol PAR sl Aol s22$1 HI CCA
A HsAL)

o If Select Yes and submit with Representation comment to Reporting and reviewing again
assessment and then submission by Reviewing Officer Representation-Review with his
comment PAR is send to CCA.

(% sl ule 53 ua AWEDLHL ARl SR WA U2 5 wA g3l AAURR
g 5 Aol Ul Sleflol HFUR AYBo2lot-Aey gl Aoll Elvunll A A2 5A PAR
CCA ol HlSCCLHL MA D)
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Are you sure to represent again current appraisal

e In Every stage all concern receives Email & Login notification and My Task items for complete
process on stipulate time.

€38 dAusstUL A ABARA (AUlRdt A2 UR Yol ulsaul M2 SAA Ul ARl Y sl
ol HIZL 2125 gl Ul A .

v

Your PAR is successfully submitted for Representation

v

Your PAR is successfully submitted for Representation

4.5.2.1 Represent-Reporting:

e If Employee Select Yes option in Representation stage and mention reason and upload attachment
after submit PAR is send to Reporting officer for re-evaluation.

(%8 sHAR Y(AR Rt dAotssIHL 6L [QASEU UAE 53 B waA 51010 GEAW 53 B ulaA PAR U2
sl Ul S HUALS 53 B, Al Yot:ycadisat iz RU(EoL A s dsctcuui 1A B. )
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m @ - L
g gﬁmm -(,;). # Home % Employee Modules & Manager Modules @ Quick Links ) ﬂ

performance Apprasal Report

1 Documents

Appraisal Com ™

Deserve better score than this ‘ DigitalGujarat.png

1) Reporting Officer*
[Ae11-3(Section-1Il) 44

l | have considered again and update grade. ‘

4) Has The Officer

4 Upon Met With Any Sign

Work Or If Any Dise Action Has Been Take

l Yes, Please

Factual Details”

[ Agree with Mention duties and achievement

Yes @ No

e If Reporting officer verified and again evaluate based on his comment and attachment regarding
representation and after giving his comment and if feels to update score do and then submit
PAR.Submitted Document is send to Reviewing officer.

o (B RU(EoLvN(EUR AUsIAAHL AUA B A YAl et Aoi[Dd Axoll Rrugll A4a sLitell
AR 31l Yeauisat 52 B WA Aol (Ruugl wiadl ugdl ual ol 2812 U2 scllo] A B
wal Udl PAR UoLBle 5. A2 s excidey Alan AR 58l HsccHl WA B.)

4.5.2.2 Represent-Review
e After submission of Representation-Report successfully PAR document is received in Reviewing
officer login for review.

o (RUBRAARWE usNAYCls UMz sl ULl PAR Exctl A e 1R ReyBol (s
AR Y i B.)

.
SATHI @) s ; <5 2]
g b piedded -@- A Home 3% Employee Modules & Manager Modules @ Quick Links

Performance Appraisal Report Home / PAR Authority / PAR

Appraisal Comment Documents

Deserve better score than this DigitalGujaratpng

Reporting Comment

| have considered again and update grade.

1) Reviewing Officer's Comments Regarding Part-3 And Representation Of Officer Reportd Upon®

Agree with Reporting evaluation

(C)

2) Please State Whether You Agree With The Responses Relationg To The Accomplishments Of The Work Plan And Unforeseen Tasks
As Filled Out In Section II. If Not, Please Fumish Factual Details*

Yes No
3) In Case Of Difference Of Opinion Details And Reasons For The Same May Be Given.” 4) Comments, If Any, On The Pen Picture Written By The Reporting Authority.” 41) Do You Mean Anything Adverse By The Above Pen Picture”
Need Improvement l i Agree with Reporting officer Yes Q No

4.2) Select Relow Cateaorv For Those Remarks. 6) Overall Assessment (Total Marks On The Basis Of Cols. 4 To 7 Qut Of 100 In Section 3)
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a}}IRHMé A Home & Employee Modules & Manager Modules  ® Quick Links ﬁ E

You have successfully Completed appraisal process

4.6 Decision of CCA
While PAR Document is received in CCA after Employee-acceptance

(AR PAR €A% s ARl-2cllgd uedl cca Hi vt e ® )

4.6.1 Decision of CCA navigation

Navigation: - CCA Log in-> Home Page -> Manager Module Tab -> Decision of CCA menu

e In Decision of CCA PAR table Grid CCA select Appraise Name same as Reporting & review
navigation and click on appraise document name hyperlink and go on that form.

( CCA PAR 261 Il CCA ol [ARlauul R (EoL ol Reyy A[AdN 2ot B o HYEaUiset ol URLE
53 Aol Yea 5ol E2cLA% ol SIBUR(AS UR (A 5 Ao A Sl UR x12.)

SATHI # Home  i% Employee Modules & Manager Modules W Quick Links e CCA Narendradan Haridan Gadhi E H

Decision of CCA

Start Date End Date
[ DO-MM-YYYY ] l DD-MM-YYYY l
Employes Cadre Employes Name

l Select Cadre - I [ Employee Name I

. Apprasalld -

Shri, Tarang Rameshchandra Andharia -(20001961)-Section Officer (IT(SO1)), (Sachivalaya) Reporting 01/04/2023 31/03/2024
1457 Shri. Bhavinkumar Bhupatbhai Deputy Section Officer (IT(SO1)) (Sachivalaya) Decision of CCA 01/04/2022 30/11/2022 B
svou[0_Vewwes Snowing 1102 ar 2 entes —

Copyright © 2022, All Rights Reserved. Design & Developed By Gujarat Informatics Limited
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4.6.2 Accept & Custody PAR

e CCA put his pen-picture and final grades based on reporting & Review officer evaluation and
press accept & custody button to PAR custody and all concern are receiving Email notification
& PAR score reflected on dashboard.

( ccA A RURBoL el (Regy AR Yeuisotoll AR Aoll Uot-(AA A 2[AH s Ygall
U PAR s2SIHL ell51R U 523 vleat Gl WA dAMIH (AR 326§ uR YAl d
BREE YUl Aol PAR 2812 Ylict 83181 B. )

v

Record inserted successfully

v

Record inserted successfully
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4.7 PAR Summary
PAR Summary Report Page:-

Navigation: - CCA Sathi Login -> Home page -> CCA Tab ->PAR summary Report menu

e PAR summary report show all PAR details which are generated from CCA with substatus which
is important for CCA to taking follow up at which stage Employee PAR pending from long days.

( PAR R RWE AHIH PAR (Aol £21A B % Hozzed AU ccA Ul olR2 sRcllHl LA

& % CCA HI2 Aol (B alell sl dotsy sHURL PAR cllSl & o] Sl Acll HI2 oYyl
8.)

g i-‘\'TFw -@)- # Home 43 Employee Modules & Manager Modules @ Quick Links &0 CCA wﬂa

PAR Summary Report

Selection Criteria
Select Department

Science & Technalogy Department ‘

Appraisal Period

Begin Date” End Date”

01-04-2022 ‘ ‘ 31-03-2023 l O Five Years PAR

Selection Criteria

Employee Cadre Employee Name

Select Cadre ‘ ‘ ‘

("= Column Visibility || @i Copy ‘5254 |‘EE4;: ‘E::: ‘
aisal

‘:’" 1| cadrename Appraisee Nam

i

Bhavinkumal
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-

Gl

User Manual for PAR Module

1)

2)

3)

4)

5)

4.8 FAQ: -
Do CCA generate multiple PAR document entry?

( 9 cCcA g(At PAR EXALA% Aol o1 53 B? )

Yes, CCA able to generate multiple PAR entry like by select multiple employee from selection box and
all employees of respective cadres and populate it PAR entry table. (&l Al O{Q[au PAR aaél

ooz scll UeH B BH F udedl cllsumiall wgldu sl wa el Fsell
sHUARAA UE 53R Wl A PAR Aol SHAML ®3L.)

Do CCA delete entry after sending PAR to employee?

(3] cca s3ARA PAR HIscU Ul Aol 5LEl oAl 82 )
Yes, CCA able to delete wrong entry PAR or any circumstances until PAR is reviewed by delete
action from PAR entry table. (&L, CCA W2l Wl PAR AUl SLESURL UBONHL L& otlvtel Ml
et B Ul Yl PAR ol Bclle gt u{lew srauml ot 1 )

Is CCA generate Report stage wise pending PAR document?
( 9] CCA %olR2 RUE s YA tall PAR EXcILAY GlLSl B? )

Yes, CCA may generate stage wise pending report from PAR summary. i.e PAR document pending with
Employee for self-appraisal. ( &, CCA PAR URi2AHI s Yo UFol RUE setre 531 a3 B.

WA ¥ - yeulsel 1@ sHARL WA PAR E3cULAY WS B.)

Is employee enter multiple task & contribution in self-appraisal Page ?
( g s rel-yciiset Yroui sigla st ual ALt ELUEA 52 B? )

Yes, Employee can using add button more task on table. (&l, sHAUZLAS oeetoll GUAL 53l 2eA
WR dy sl 531 23 )

Is employee may download his PAR from his SATHi 2.0 log in ?
( 9 sARL Aott el 2.0 AL Sotuiell Aotl PAR SIBAALS 531 23 872 )

Yes, Employee can download his PAR from his PAR history page by download info column.( &l, s
Aol PAR 8(AstA Y6 URe SIGAALS HIBAL SIcAM glRL SIGACALS 53 23 )
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