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Performance Appraisal Report (PAR/ACR) — Help Manual

1. Introduction

The objective of Annual Performance Appraisal Module of Raj-Kaj (Integrated Raj e-Office) application
is to automate the appraisal process for employees belonging to the State Government
Departments/Organizations/PSUs.

2. User Roles

Based on the below mentioned user roles and access rights, various actions related to Performance
Appraisal will be performed. A description of various roles is as follows:

Sl Term Meaning

1. Reportee/ Employee whose performance will be assessed through his Performance
Employee Appraisal Report (PAR/ACR).

2. Reporting Immediate superior authority of the employee, who is at first level to
Officer assess the performance of the employee.

3. Reviewing Next higher authority of the Reporting Officer, who is at second level to
Authority assess the performance of the employee.

A Reporting Officer and Reviewing Authority can be the same officer.

4. Accepting Next higher authority of the Reviewing Authority, who is at third level to
Authority assess the performance of the employee and who accepts the PAR.

A Reviewing Authority and Accepting Authority can be the same officer.

5. District In case of District Level Officers, the concerned District
Collector / Collector/Divisional Commissioner provides his remarks after the
Divisional Reporting Officer has drawn the PAR.

Commissioner

6. Mark To Dealing official (Establishment Section/ACR Cell) responsible for

maintaining the employee’s PAR.

7. PAR Group PAR group comprising of employees of ACR Cell formed as per the

workflow requirement for processing PAR forms and maintaining the
filled PARs.

Pre-requisites

Before an employee can start filling his Annual Performance Appraisal Report (APAR / PAR/ACR), his
PAR Hierarchy should be configured and PAR should be initiated.

If the PAR hierarchy of an employee is not configured, then employee may either create PAR Hierarchy

by himself (permissible only for employees of selected Departments/Services, e.g. RAS officers) or
contact the concerned Establishment Section for configuration of hierarchy and initiation of PAR.
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3. Accessing Raj-Kaj

Using the credentials (SSO Username & Password) user is required to login to SSO portal
https://sso.rajasthan.gov.in/signin, the ‘Raj-Kaj’ icon will appear as under:

s

RAJASTHAN SINGLE SIGH-ON [550) awa [ A FSHA MOIT | 14

SOVERNMENRT OF RAJASTHAN L 4
F &Hm * ; ;
- P

Sttt nNCE
F [THITY il 4 [ERET] 14A | -5IH
[ sl ) 1 — iy
{ - - g
o
1' n ‘ *'.

L [EPRHAT T o LT WES FURAL = 10 EREIA ]

4. Features and Functionality for Reportee / Employee

On clicking Raj-Kaj, Reportee reaches the Home page as under. Click on the Performance Appraisal
Report (PAR/ACR) icon as shown below:

é o

Workdist Files Room
Intmations Knowladge Bank

Applications

Performance Appraisal Report (PAR/ACR)

If the PAR/ACR icon is not available, then Click on Applications and follow the below mentioned path to
undertake the activities related to PAR module:
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Iy
Ce9® I
tg) BT
Worklist Files Room
Intimations Applications
Communigue Monitoring

Path:: Raj-Kaj - Applications 2 Employee Functions - Performance Appraisal Report
(PAR/ACR)

Applications

Filter : b 4

& Inward Dak

& Employse Functions

.:'a- 4y Performance Appraisal Analysis

W rformanca Appraisal Report (PAR/ACR)|

[+ @ Termination

'+ 4 Manage Reinstate

#- My Leave

% Departmental Enquiry System
& Establishment Functions

& Manage Hierarchy

% Order Management

Type key word in the filter. Example: ACR or

L Project Management PAR or Appraisal, etc

% Vehicle Pass Management System
& Department Promotion

& Configure Vehicle
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Following functions need to be performed in order to fill the PAR form:
* Step 1: Manage Appraisal Hierarchy - Self: Configure the PAR Period and Appraisal
Hierarchy as per the prescribed channel for drawing and submission of Annual Performance

Appraisal Report issued by the Appointing Department of the Reportee.

* Step 2: Initiate PAR: Initiate the PAR form, which reaches the worklist of the Reportee.

4.1.Configure Appraisal Hierarchy

The Appraisal Hierarchy represents the flow of the PAR form and comprises of ‘Reporting Officer’,
‘Reviewing Authority’, ‘Accepting Authority’ and ‘Mark To’ Authorities.

The Appraisal Hierarchy can be configured by the Establishment Section or by employee through the
Manage Appraisal Hierarchy page.

For Establishment Section For Reportee

Path to Configure the Appraisal Hierarchy Path to Configure the Appraisal Hierarchy

Path:: Raj-Kaj - Applications > Employee Path:: Raj-Kaj 2 Applications > Employee
Functions 2 Performance Appraisal Report Functions 2 Performance Appraisal Report
(PAR/ACR) (PAR/ACR)

The “Manage Performance Appraisal Hierarchy” screen will be displayed where the status of PAR of
the Reportee/s can be seen and create/update/delete hierarchy. The Establishment user / Reportee can
set the Appraisal Hierarchy, update the hierarchy and view the status of past PARs (PARs which have
been processed through Raj-Kaj) of the Reportee through this page.

Create New Hierarchy

1. By default, PAR details of the current Financial Year will be visible in the lower section of the
page. Select one of the displayed records and click on “Create New Hierarchy”.

2. User can also view status of his PAR/s of a Financial Year from the upper section of the

Manage Appraisal Hierarchy — Self page. Select “Financial Year” and click on Search. Status
of all PARSs of the selected Financial Year will be displayed.
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3. Screen for configuration of Appraisal Hierarchy will be opened as below.

All Tiglds marked with "™ are mandabory

Start Date * | 01-Apr-2017 @I End Date * 31-Mar-2018] | #

Assagsment Duration (In Days) 165

Appraisal Hierarchy

SHWETA FAGERIA [Additional

by * Director);

|s DistrictDivisional keval appraisal

applcable?

Reportes Details

Fmiployes Nams Dapartmasnt Deslgration Employes Td

1 SHWETA FAGERIA Agriculture Department PR additonsl Director PR piazooioinodsg
Reporting Authority * ULIAWAL RATHORE (Joint Secretary); P{
Rienvieming Awhority * UJIAWAL RATHORE (Joint Secratary}; & \
Accapiing Autharty * B haskar Axtmaram. Sawant {Secrtary - o Click on Search icon to Search the

Reporting/Reviewing/Accepting Authority

MarkTo Autharity * GHANSHYAM SOMI (Section Officer); A

Configure Appraisal Hiserarchy _I

4. Provide Start Date and End Date of the Appraisal Period. This period should be greater than or
equal to 90 days and should be within the appraisal period.

5. Tick mark against “Is District/Divisional level appraisal applicable?”, if applicable.

6. By default, the current Department and Designation of the employee will be displayed in the
Reportee Details. The employee can change his department and designation according to the
Appraisal period.

7. Select the respective authorities, i.e., Reporting, Reviewing, Accepting Authorities (Divisional
Commissioner/District Collector, if applicable) as per the prescribed channel for drawing and
submission of Annual Performance Appraisal Report issued by your Department, from time to
time.

Search Screen for searching and mapping the respective authority will be displayed as under:
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Employea Search

Appainting Dapartment Ihgfiv:ulture Department |’0H Peosted Department/Cffice | Agriculture Department Ax
Section 2 \posted District Please Salact w |

Service Type Please Select w | Cadre ~

Dasignation Enter Value and Press Entar to S« »

Employee Id | [ SS01D !

K If the Authority is from other Department, ther remove
Nams | | Appointing Department or Posted Department by clicking on the
cross button.

If the Authority is from other Department,
then remove Posted Department by clicking

Provide any one or more fields about the on the cross button.

authority and click on to search

8. After all the Authorities have been searched and mapped, click on Configure Appraisal
Hierarchy. Once Appraisal Hierarchy has been configured, user will initiate the PAR from the
same screen. He can initiate PAR later also.

Update Appraisal Hierarchy

1. Employee will be able to update his Appraisal Hierarchy from the Manage Performance
Appraisal Hierarchy — Self screen. Appraisal Hierarchy can be updated by the employee only for
those PARs, where status is “PAR Not Initiated”.

HManage Purlermarcs Appratsal eranhy - Sof

Hanage Performance Appralzsd Hierarchy - Sell

Kt J FTiaT ok pacial Duty. Depanent of islormaten Technaogy and Commurncaion
PR it PAR. Mzt Intiatesd r Firancl Veer 201E-I0LT )

Sixt Dale 01-Apr- 2015 n Ens Duie I1-Mar-101T B
Hhaume Camtrunil Desigation Derpstriinwms EEFTTY Starl Dals Endd Dabe Wi
Sh. Ram Charan Sharea Officer On Spacial Duty Degartmant of Personnel PAR. Mot Tritiated Dl Apr 2018 ¥ Mar M7 e

e m

2. Select the PAR Status as “PAR Not Initiated” and select the “Financial Year” and click on
“Search”. The record will be displayed in the lower section of the page. Select the record and
click on “Update Hierarchy”.

3. The “Configure Appraisal Hierarchy” Screen will be displayed. The user can then update the
PAR period and hierarchy and click on Update to save the hierarchy. User can update the
hierarchy as many times till the PAR is initiated.

4.2.Initiate PAR

1. Once PAR Hierarchy is configured, user will Initiate the PAR. Path to Initiate PAR is as follows:
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Path:: Raj-Kaj - Applications > Employee Functions - Performance Appraisal Analysis
—~>Manage Appraisal Hierarchy - Self

2. Select the record with status “PAR Not Initiated” and click on “Initiate PAR”. Initiated PAR will
be sent to the Worklist of the Reportee.

iy
T2 ITA
L THTO

Hansgs Ferinrmance ARITS s F Hemarrhy - sl

7 Voot FAE han Seen nfwsiec wycomatsly snc m sent oo
ﬁ'mw

= o -

Crpartremet ol InFermatsn Teimoioy

\ Click on initiate PAR

3. Status of the PAR will be changed to PAR Initiated. Initiated PAR will be available in the
Reportee’s Worklist.

5
"

: Banage Refrmance Appeaimal Hasrarchy - Sell

o | ||mame W A Chashen LiddSonsl Dinclar. Tachreca]

M

T 'mﬂﬂﬂ Plucse Selecr bt Francal Yeur 362017 b
o

: | Slart Dl 01-Agr-30lE L} L2 Lhas JL-Far- 2007 n

Firrend Dt

He. Aren Chashan additional Director 01 apr 2018 3% Mar 3017 it

4.3. Fill PAR

1. User can access the initiated PAR from his Worklist as follows. Click on Home and then click the
Worklist icon or else click Worklist tab displayed above:

Path:: Raj-Kaj - Worklist

2. Click on File No. to open the PAR file.
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= Workfist | % A Boom [ Kowledge Bank [ Applications

Warkhist
o 3¢ | Worhiset ™ iibaa o Fiban
F iy Inbax
S — SRR FRCOTIS WM 50 neast ore Seld. v | Containg || o .

+ iy Duthox
ik Acthio
F iy Peruonalissd

PARLI01S - 2017} Par Mr. A

& [nixe Cak E&S/DolT & CIZ08T 43766 Chathan [Addtional Diecter,  Tichrical B e 20L7 6248 00
- i Techrical — s
—— i B _ — 11 Mary
My Deaft Tamplace E.LB /DT Sh i 12 My
- o Eriechnizal s T n00a CEhabea e #-00
L0 M
I —— Shsk Ares | 2058 DLED - e00
Dolll & R4 36645 B
DRl R CAI018- Tn528 Requet for Seraznal Detals bkl o | 3008 2408 - «90

Derartment B
Information

Click on Worklist Rk Arora St e 12 Fe0 2080 - -

Click on File No. to open
the PAR file.

3. The Reportee Details will be visible in the top section of the File. In case, PAR form has been
pushed by the Establishment Section, Reportee will get the option to confirm the PAR Period and
Reporting Hierarchy. In case, PAR has been initiated by the Reportee himself, confirm PAR

OEtion will not be available to him.

"
? Performance Sppraisal Bapat (S0 Apr 2016 - 29 Jun J018]
i
L]
» A e TR W e manda iy
Pan- 1

Baportes Delaily

Mares W An CReuhas I mgloyss K LU GSE 19515881

Designation Adctonal Deecor Depanmant W:__ :‘W Tecrnoiogy and

| Fade's M o Dot Al

| Bt CF Tlirth T Jal 1654 Clals of Juning ) Ape 1080

S Clyie o Ao 26 End Diia 23 &n 26

| o pqfrtai W Oeshpasdey | Techecsl Draser

| Rapormreg Aoy mroTans Tadroiogy and Commnacation

DeguarTrrat
5n Aahvainth M Deshpascey (Techrecal Cvaciorn, Sh Ram Chavan Sharms | Dfioer On Bpecial Dy,
| Rawiewrng Aulbaoly ioraees Becheoiegy afd Comrmuncalan Bcriplng Aalhenly Chasart=asl of Filorrmahss Teckradogy ww!
Dz vos cankrm your FAR Pasad snd Herarchy # e O N3
[ oein | | This option will not available if
hierarchy has been created by Self

4. In case a wrong PAR has been initiated, Establishment Section of the Reportee can reject a wrong
PAR. Reportee needs to contact their Establishment Section for the same.
5. Reportee will fill the following fields in their PAR and click on Save:
a. Period of Absence due to Leave/Training
Reportee will fill details of leaves and trainings undertaken during the appraisal period.
Details of Leaves equal to or greater than 15 days should be provided here. Click on Add
Row to add further details.

Pericd of Absemce dse to Leawe | Tradning

F i [t

Leawe bt Gl-ug-2015 A 154ug-2015 | 0 Om L during thiz period | 8
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b. Self-Appraisal for Key Result Areas in accordance with the Targets
Reportee will fill his Self-Appraisal within 4000-character limit in this section.

Salt-Appralzsl for Key Result Arcas in sccordaince with the Targats (Pleast spechy)(Masimum 4000 charactars allowad)

- Reacons bor mot achicwing tangets and
Sadlinl Azhisenimenl specinl contribubion (B Bmy)

‘Worked on the relowing orotects:

. Inkegrates Zal comom Prodect Wheroes onrclomnp edoles ob bre Bal Kpd Protest Lezvs Maragemcns, RImorvancs Apeeslzal Memuls

£ Successtuly arsates Grgarlzaton:l Wermethy e Relodng cesakents

I Imelzmenkod the deusizpes msducs o b loedng depactments  Cezactmack of IT 3 Commoclzzton, Dopartnons of Sintet o Topsst Desamenend, RBREnOHE Imte Sordzss Umtsd

c. Night Stay details (other than Headquarter) and Annual Health Check-Up details
Reportee will fill the details of any Night Stay undertaken during the Appraisal Period.
Reportee will upload the Annual Health Check-up Report, if any and as per the

Order/Circular of DOP.
: Hight Stay Other than Headguarer
|
| Kight Btay Oftar hian Headguanar ® e O Mo
Dightstay in District Hors - Udsiour during 1 July 2006 18 3 July 2018

Pagza Ggecty

Annaial Health Check-Up
| s oy ungienaien A Hasmn Chac-Lig? # o U Mg D of Conficais o7-fug-2016 M
| |annual Heakth Checkup undertadoen, The Report i attached

FRemarks

Attschiment(s)

| smactmam Anach Figdi) [Mas 5 Afacemants of 50 ME, Uses 1 Anachemen of 14,34 KE]

el Chickun Rspordod M

d. Special work done by the Reportee

Brial description of tha special work dons by the Repartes (Not more than 150 words)
R R m:mt.-‘ s -lﬁ"til B = O A- @ oewps-|| .| St g .

Beceived Award of Excellence in the fleld of eGovernanes from the Hon'ble Chief Minister of Rajasthan,

6. For PARs of the period 2017-18, Property details which have been filled by the Reportee through
the IPR Module will be automatically filled and displayed in the Property Return Details section.

7. Click on Save to save the details. Once complete, Click on ‘Forward’ button at the top of the
form.
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Bt Db Summary

18 Jul 100
St Datw it dpr 2978 Endl Dalw w2016

SR Aahuitin b Dastpancey (Tactraci Dectzt
Reporeng Kethority il oy ard

B saiueah b Duspasoey (Tadvecsl Drecis S P Cranae Shav { Do On Spscan Dnaty,
Rapvipwring Authonty . o and [ ] eqemiran] of informaton Tach=okegy and

Fromm [kats To Oatw Rrmars,

Tairing w Oldge0iE M| \EApr 2016 W JHESG Training Hyderatad 5

mdser

[— M acuiiagy
| Farhary s
Chgie O e 1
Ll altl g Rl
DT T T —
agmatting Au BTl ntmmon wed Catiriaaint

=n Rasn Cravan Snanma |Ofce

Parwwrwing Auiharity Aicgtiig Adlharty Diaattut i ifuiraken Tict
et
Period of Absence e 10 Lemwn | Trsisisg
L ] oo [larmss. T D A,

P —— HISG Traning. Hydeabad "

Tiisatirg w S-apt-2Gis | 13
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5. Features and Functionality for ‘Reporting Officer’/ ‘Reviewing Authority’/
‘District Collector’ / ‘Divisional Commissioner’

Any PAR Form which has been submitted to the ‘Reporting Officer’ / ‘Reviewing Authority’ / ‘District
Collector’ / ‘Divisional Commissioner’ will be available in their Worklist. Based on their roles, they will
fill the relevant Parts (sections) in the Form.

* ‘Reporting Officer’: A ‘Reporting Officer’ is the Immediate superior authority of the Reportee, who
is at first level to assess the performance of the Reportee and will fill the relevant Part (section) of the
PAR Form and forwards the form to the ‘District Collector’ / ‘Divisional Commissioner’ or
‘Reviewing Authority’, as the case may be.

* ‘District Collector’ / ‘Divisional Commissioner’: For officers working in District or Division level,
and those who selected ‘District Collector’ / ‘Divisional Commissioner’ in their appraisal hierarchy.
Fills the relevant Part (section) of the PAR Form and forwards the form to the Reviewing Authority.

* ‘Reviewing Authority’: A ‘Reviewing Authority’ is the next higher authority of the ‘Reporting
Officer’, who is at second level to assess the performance of the employee. Fills the relevant Part

(section) of the PAR Form and forwards the form to the Accepting Authority.

Path:: Raj-Kaj 2 Worklist > Inbox - Files

Click on the File No. to open the PAR file.

W, Fikes Furom Dushboard [ Kinowledge Rank [ Masegement Uifo. System ([ Aeplcations
Cramiotie  Powanl  Approws i Reten  Sesd e Prafurmed st
Fir ot || Workiiar > iniso > e
T
& Creats Fle Bearch records WS o) jaait e fald | Coman - »
7y Culbex

+ s Manage Dubsard Details

&) iy Perionabied Folders

+ & Delegation

o [ndisds Pl PARLINIG - 3007} for Shimmfl  Oifics of Analyal
- Lal Rabgar [Informatic Assstant, Cum - 18 Ot -
o BAR/T & CONE01T-41658 Sook H/Q fice of Araivst com | rogrammesiDy Sl meerer | D7 o7iss 13 G P X
Wy RecruRme prigcummen Ty Director) Direchor} DalTAE b P
& My Draft Tamplsta ol TR redvwara, Sl Srch
PAR[20I6E - 20099 for Mz
Sanjgy Kumar Singh ;;u: ty b Ot
ST EAta Regualrar, Bock 3,0 Dffiteg HE Sh Sunesi o DR Ot J0T
411 Tect h 17 3
PRRTolT & CZOLT-$3130 Aetabieal dm pragramesa (DN TR Chbaitva - D633 he. 3y oM a8 0

Director] DalTAL. Ramparh,

Ty

AR08 - 2007} I'mw Shtin ™ o

e < — :

Logarels I Presecal Foa B Prowesly Sesn i B oew I 00

Click on File No. to open
the PAR file.

Once a file is opened, the Authority will perform following actions:
1. Confirm PAR Period and Hierarchy
a. Select Yes / No against “Do you confirm your PAR Period and Hierarchy?”
i. Select ‘Yes’ and proceed to the fill the PAR.
ii. If not correctly mapped in the PAR channel or PAR Period is incorrect, select
‘No’ and provide remarks and click on Reject to send the file to the
Establishment Section.
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™ Parformance Appraissl Repor! (00 Apr 2018 - 28 Jun 018}
o
T
'
W | A bants rarked o ™ e randaton
- Part. 1
Reportee Detalls
" Hame e A o Ematayes i T ALPIEETIGED:
Dapartrient of inksmaten Technasogy snd
Demgramos Afemieal Dewctod Cagsirrtesmin! S by
[ T - Hoime Disiricy B
Dk CH Blirehy A el 1005 Dt of Joirung T A v3E8
St Db & Ay 2016 Enl Dt 29 Jar 0TS
5= Ashdosn M Deshpanoey [ Techrecal Descion
Reporimp Authality 7o Tedwroiegy and C
Depacimant
S kshisn M. Deshpaaey (Technical Dinector, S Flam Charen Shanma [Ofcer On Special Duty
Hmamaing Astharty el Acceping Authority Degartrrent of Informadon Technsogy
Depanmee; Cormmsneaen:
Do ¥ou confTm poer PAR: Patiod and Hienarcry Vi Mg
a;nl Hisrwrchy not correct. Regorbes has rot worked ender me bn the ghven Appraisal perled )
R +

2. Fill Part-2 / Part-3/Part-4 of the PAR Form
a. Based on their roles, Authorities will fill the relevant Parts (sections) in the Form.

i. Provide Remarks and Assessment Grade.
ii. Forward the application to the next level for verification.
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6. Features and Functionality for ‘Accepting Authority’

An ‘Accepting Authority’ is next higher authority of the Reviewing Authority, who is at third level to
assess the performance of the employee and accept the PAR. Any PAR Form which has been submitted to
the ‘Accepting Authority’ will be available in their Worklist.

Path:: Raj-Kaj 2 Worklist > Inbox - Files

1. An Authority will open the file in his Worklist and fill the relevant Part of the form. After filling
the form, Authority will click on Accept PAR. Through this function, the Authority will e-Sign

the PAR
Par- 4

113 b fillsal Dy Aszasption) Auibuzeily Fsduibushar fslimsiram Seeanl (Ssrslary 1o Govermmsnl 1, Bepariesal ol Barao )]
Dies yon sprest wilh Rupuniang Oieee Ravssing fod leeily L T
Cocd wors danz by khe Brpsrkss |
Fics ponnn Uhisds ot iy rmsn ko sew il ? 1 yres, isn peoisdn siommg s in beisd b |
be thi Fupentan annsilive hvands preepdn T SCATIHalpleas™ b sectinns® T, hee ! .
provkic reason. s Me

1135 any matter come b vour knowiedps, which glves adverss Impmsasl:\nahcu:m-: roagricy ot
s Ripcartiam il s esapeaalidity b chalivmn tBas dluliess in wn hensecsl o 7 10 g, e ersithe aw M
dezalls.

fuggrezin faksarnunl al fcpspting follenity * e ey Cened [HTH] Faalialandneg cnenl WMz Ry |

b Dsmizgnatinan dhoianyg dppoianl gt dilfamn Fha # |

[ove | [recmerin] [ ) v

2. A window for providing the OTP received in the Aadhaar linked mobile no. will be opened to e-
Sign the PAR. Provide OTP and click on Verify OTP.

3. An e-Signed PDF will be created as displayed under. Click on ‘Send to Establishment’ to send
the file to the Establishment Section for further processing.
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7. Support
For issues related to SSO, | For issues related to PAR | For any application related
contact: Hierarchy issues, contact:

Email:
helpdesk.sso@rajasthan.gov.in
Ph: 0141-5153222. Press 1
and then provide extension
(Ext 25555#)

Direct IP: 25555

Contact Establishment Section

For RAS Officers, Contact:

Department of Personnel

Email:

soni43212003 @yahoo.co.in

Ph: 0141-5153222. Press 1 and then
provide extension (Ext 21935#)

Direct IP: 21935

Email:

support.eoffice @rajasthan.g
ov.in

Ph: 0141-5153222 Press 1
and then provide extension
(Ext  21304#,  22281#,
211494#)

Direct IP: 21304, 22281,
21149
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