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 ROLES OF REGISTERED REPORTEE

1111.... Reportee CR Reportee CR Reportee CR Reportee CR ��
 ����� ������
 ����� ������
 ����� ������
 ����� ����

• Registered mobile number-
 !"#$✂�

• Login '() *�+, ��- �./� registered mobile number 

• Login ��- Reportee 0�1 Profile 4✂5✂678✂5,

ROLES OF REGISTERED REPORTEE 

��
 ����� ������
 ����� ������
 ����� ������
 ����� ����    

!"#$✂� Username-;� Password-;� ;=��✂>�? Login '() 

registered mobile number 
 !"#$✂@7 OTP C
4� Confirm

4✂5✂678✂5,. 
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'() *�+, ��E4. 

 

Confirm ��E4. 
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• Profile 
 Photo G�HI��!✂/ 
(C�L'M$✂0� Photo C
�4�8✂5,

• Reportee 0�1 Profile details C
@78�C✂��
 

• N1L7, �O7 Profile page-
 

���PQR S1� ;R�TUV� Save 

/ $✂Y� �OV5�$I��!✂ Photo Browse ��-, 
C
�4�8✂5,). 

C
@78�C✂�� Edit Profile �]!^, ��E4. 


 SPARK-
 C�a� !"#$✂� ���PQR 4✂5✂678✂5,

Save '() *�+,��E4. 
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��-, Upload ���✂678✂5, 

 

 


 C�a� !"#$✂� ���PQR 4✂5✂678✂5,. c�.#$✂� 
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• Educational and other Qualification Add

 

• cf#$✂�� ��
 ��E4�✂�5I�


Save ��E4 , =�7h1, ci, �����8�H 

• 8�OVj4R c�.#�$I�
 Edit/Delete

 

2222.... Confidential Reports Confidential Reports Confidential Reports Confidential Reports ��
 ����� ������
 ����� ������
 ����� ������
 ����� ����

Educational and other Qualification Add ��-, Save '() *�+, ��E4. 

cf#$✂�� ��
 ��E4�✂�5I�
    Department �!  lN��P0m nH✂    Experience

=�7h1, ci, �����8�H . 

Edit/Delete '() ;=��✂>�+✂678✂5,. 

��
 ����� ������
 ����� ������
 ����� ������
 ����� ����    
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Experience-;� ci, ��-, 
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• Confidential Report ]$LT�q78�C✂�, G18, �.V✂�� 4✂r7 

N1La �O7 �=s�
 t4u�
 �!8, �.V✂�� 

• 45 days 
 @x6m CR period, Leave, Suspension, Waiting for 

n7 z�T, C�xV�jm    '() *�+, ��E4

eCR SubmissioneCR SubmissioneCR SubmissioneCR Submission    

• New eCR c5, *�+, ��E7�8I�


• Reportee-0�1 eCR ]$LT��+� 4✂!�u6� 

• eCR Period .P��✂�57, ;xT✂+��

• Save/Proceed ��- �./� eCR Period

    

    

    

    

    

    

    

]$LT�q78�C✂�, G18, �.V✂�� 4✂r7 My Appraisals n7 

t4u�
 �!8, �.V✂�� New eCR, NCR n7� P�, '(r4R

Leave, Suspension, Waiting for Posting n7h 4✂!�u64R C
4✂C✂��

*�+, ��E4. 

*�+, ��E7�8I�
 8✂�} 4✂r7 Ph8���
 N1O4. 

]$LT��+� 4✂!�u6� Self Appraisal-;� ~1T, ��E4. 

.P��✂�57, ;xT✂+�� �./� Save '() *�+, ��-,  Proceed ��E4

eCR Period Reportee-+, edit ���✂� ]✂��q78H. 
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n7 option *�+, ��E4. 

'(r4R 4✂5✂678✂5,. 

n7h 4✂!�u64R C
4✂C✂�� NCR 

 

 

��E4. 
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General IGeneral IGeneral IGeneral Informationnformationnformationnformation    

• General information page 
 Reportee 

• S1✂�8 Parent Post �]!^, ��E��✂R !"#$✂@7

*�+,  ��E4. 

• ���PQR nH✂� C
4� Save ��-,

Reportee 0�1 nH✂ details-;� C
@4. 

�]!^, ��E��✂R !"#$✂@7 'Form' .P��✂�57, ;x��OV��

��-, Proceed '() *�+, ��E4. 
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.P��✂�57, ;x��OV�� �./� OK '() 
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Basic InformationBasic InformationBasic InformationBasic Information    

• Basic Information page 
 Period of Absence

• Training Programmes Attended-
 details enter 

• 8�OVj4R c�.#�$I�
 Edit/Delete

• Awards and Honours-
 details C
4��

• 8�OVj4R c�.#�$I�
 Edit/Delete

Period of Absence C
4�� �./� Save '() *�+, ��E4

details enter ��-, Save '() *�+, ��E4. 

Edit/Delete '() ;=��✂>�+✂678✂5,. 

C
4�� �./�Save '() *�+, ��E4. 

Edit/Delete '() ;=��✂>�+✂678✂5,. 
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��E4. 
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• N1L7, �O7 ��✂f#QR+, $�=1��✂�� 

• Save ��� Proceed '() *�+, ��E4

HierarchHierarchHierarchHierarchyyyy

N1L7, �O7 ��✂f#QR+, $�=1��✂�� “Yes/No” �=,/� �]!^, ��E4.  

��E4.8�OVj4R c�.#�$I�
 Back '() *�+,

8 

 

'() *�+, ��E4. 
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• Hierarchy page-
 Registered officers / Additional charge 

officer, Reviewing officer, Accepting Authority 


 C�a� 8�P��UV�./� ��✂�(✂0�1

��E4. 

• 8�OVj4R c�.#�$I�
 Delete

• N1L7, Proceed '() *�+, ��E4

SubmissionSubmissionSubmissionSubmission 

• Submission page
 Reporting officer

Upload '() *�+, ��E4.). 

• Draft Report =P��.✂��? �8#$✂� ���PQu✂5, C
4���87, ;x� �O�4

Draft ReportDraft ReportDraft ReportDraft Report    

Registered officers / Additional charge G���
 l���✂s#$✂� �=,/C�
 C�a

officer, Reviewing officer, Accepting Authority n7��O�1 Department, Designation, Name 

��✂�(✂0�1 G1N �.�m check box 1�+, ��-, 

Delete '() ;=��✂>�+✂678✂5,. 

'() *�+, ��E4. 

Reporting officer-�C select ��E4. (Documents C
@78�C✂��

=P��.✂��? �8#$✂� ���PQu✂5, C
4���87, ;x� �O�4. 
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l���✂s#$✂� �=,/C�
 C�a    Reporting 

Department, Designation, Name n7�� dropdown list 

1�+, ��-, Add '() *�+, 

 

C
@78�C✂�� Browse ��- �./� 
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• N1L7, E-Sign '() *�+, ��E4

• Reportee 0�1 Registered mobile �!+, 

• OTP C
4���./� Submit '() 

• Submit ��- Report 4✂r78�C✂��

��E4. 

�!+, OTP message c�� !"�q78✂5,. 

'() *�+, ��-, Confidential Report, Reporting Officer-+, ]$LT�+✂678✂5,

4✂r78�C✂�� My Appraisals-
 Report '() *�+, ��E4. 
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+, ]$LT�+✂678✂5,. 
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• eCR ]$LT�� �./� Reportee-+, 8�OVj4R c�.#�$I�
 

$✂L Open ���✂V CR 4R Pullback

option
 *�+,��E4. 

• Pullback Application page-
 Reportee 

��E78�C✂�� =� C�xV�jm 

• Pullback ��- eCR My Appraisals 

submit ��E4. 

3.FINAL SUBMISSION BY REPORTEE

(After the approval  by the Reporting Officer and Reviewing Officer/

• Registered mobile number
 !"#$✂�

 

• Login ��- Reportee 0�1 Profile 4✂5✂678✂5,

+, 8�OVj4R c�.#�$I�
 Pullback ���✂678✂5,

Pullback ��E78�C✂�� G���1 !"#$✂��P�q�) G18, �.� 4✂r7 

Reportee ]$LT����m eCR List ��-, 4✂5✂678✂5,

=� C�xV�jm Pullback '() *�+,��E4. 

als C�a� Edit *�+, ��-, $✂YQR �OV�� �./� 

FINAL SUBMISSION BY REPORTEE 

After the approval  by the Reporting Officer and Reviewing Officer/ Higher Authority


 !"#$✂� Username-;� Password-;� ;=��✂>�? Login ��E4

4✂5✂678✂5,. 
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���✂678✂5,. (Reporting Officer 

G18, �.� 4✂r7 Pullback 

��-, 4✂5✂678✂5,. Pullback 

�./� Reporting Officer-+, 

Higher Authority) 

 

��E4. 
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• Final Submission c���m eCR 

���✂678✂5,. 

• Self Assessment page view ��-, Proceed 

 

eCR Reportee 0�1 Inbox 
 4✂5✂678✂5,. eCR 

Proceed ��E4. 
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eCR *�+, ��-, eCR view 
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• Profile page view ��-, Proceed ��E4��E4. 
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• General information page view ��-,��-, Proceed '() *�+, ��E4. 
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• Assessment of Competency and performance page 
��-8, c Scores-;�    Overall Grading

• l8�� 8✂�}�✂��  ��P✂ ��h]L$✂O� C
4�� 
$✂YQ�� l�L C
4�� Remarks-

Assessment of Competency and performance page 
 l�]✂C$✂�� �8, ��h]x✂�5✂ ��✂L l=,�iY, 
Overall Grading-;� Remark-;� G���1 4✂5✂678✂5,. 

��P✂ ��h]L$✂O� C
4�� Scores-;� ��P✂ ��h]L$✂O�
-;� 4✂5✂678✂5,. 
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l�]✂C$✂�� �8, ��h]x✂�5✂ ��✂L l=,�iY, 

 

 

��P✂ ��h]L$✂O� Scores-
 �OV�� 
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• N1L7, Report l�>h4P�q�7I�
 

• Final submission complete c� �./� 

���-U+✂678✂5,. 

4. OBJECTION FILING 

• Report l�>h4P�q7��HI�
 I have Objection / Appeal option select 

• Objection �$✂�� 'M�T( Documents upload 

l�>h4P�q�7I�
 I have Read the report *�+, ��-, E-sign ��E4

�./� Reportee-0�1 Send option-
 C�a� Report

I have Objection / Appeal option select ��E4. Remarks 

Documents upload ��-, DPC Convenor �C select ��-, E
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��E4. 

 

Report PDF c�� Download 

 

Remarks C
@4. 

E-Sign ��E4. 


