Uploaded online ACR Step by step

1.0pen the website www.himachal.nic.in

2. Select the :e-Services

3. click the: eService Book Personel MIS


http://www.himachal.nic.in/
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Uploaded online ACR Step by step.....
Enter the ID& Password Click the login button...... For any query regarding online ACR please

Contact to this office through e-mail (pmis.dhs @gmail.com) or 0177-222650
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Instructions to Fill

Annual Confidential Report

In this module there are three parts following as ......

1. How an employee Fill his/her Self-Appraisal Report.
2. How a Reporting Officer assessment the ACR report.
3. How a Reviewing Officer Remarks on the ACR report.

NOTE:-Before Filling the ACR you have to, update your Photo
and Signature in Manav Sampada.

When an employee Visits the “Manav Sampada” using his / her
credentials (Login Id and Password). Then

Go to My Profile — Upload ACR

' Government of Himachal Pradesh

= = Gmm ciowmm Tool: for Humaw Resource Management
Department of HEALTH AND FAMILY WELFARE

Posted At: Shimla, Directorate of Health and Family
Welfare (DHS)

Logged As: 10003- SHARDA CHAUHAN, Junior Assistant

Click the Compatibility View button in the Address bar of the browser (Internet Explorer).Usually, this button
appears to the left of the Refresh button and contains an image of a broken piece of paper




When a user click on the Upload ACR then a Panel Regarding the
Employee Detail Open such as. (Part A- Employee Detail) in which an
employee- user can check his detail.

Government of Himachal Pradesh

—— tirm Gaww Taol for Humasn Resousce Management
Department of HEALTH AND FAMILY WELFARE

Logged As: 10003- SHARDA CHAUHAN, Junior Assistant Posted At: Shimlia, Directorate of Health and Family
Welfare (DHS)

Employee Online ACR

Employee Code 10003

First Name | SHARDA \ Middle Name ‘

Last Name CHAUHAN | Date of Birth 02111959 [T7]

( click Here To Enable And Get ACR Detail ) (Instruction For How To Fill ACR )

And then click on a button named Click Here'to enable and Get ACR Detail

After that three types of Panel are opened such as.

1. Forfilling up the self-appraisal report.
2. For assessment by reporting officer on acr Report.
3. For remarking by the reviewing officer on acr report.

Employee Code 10003 |

First Name SHARDA ‘ Middle Name |

Last Name | CHAUHAN Date of Birth [02/11/1969 | 78]

( click Here To Enable And Get ACR Detail ) (Instruction For How To Fill ACR )

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.




For Filling up the self-appraisal report

(Click on the Part B-To be filled by officer Reported Upon)

After click on the above Panel Header, Part B will be Opened and enabled and you Can fill
yours self-appraisal report.

There are some points which you have to remember when you are filling the acr detail
which are as follows.

1. Select Acr Financial Year on which year you are going to Fill Acr.
2. Select Time Period By selecting the from and to date.

3. Click on the Button Get Leave to Fill no of Leave during the above period which you
have select .If you are not satisfy the leave which are calculated

Automatically by click on the button or you take any leave and want to mention in his/ her
acr report then you can also fill it accordingly.

4. You have to fill all fields giving in this acr module (part b).No one filed You Left
blank.

5. You can also add row after filling the first row, otherwise it will give a
message to add row first.

6. You can also delete a row but all rows cannot be deleted .Ex (You filled one row
and then add row for filling more data but if you think to delete it so then you can
delete it but there will be one row.)

7. Atfter filling all the fields now click on save button to save the ACR data.

8. Your acr data for the selected time period and financial year is saved and now
you have to submit it to the reporting officer for assessment.

9. You can also Fill Your another acr for the selected financial year but the time period
(date between from and to date will be different means the time period from date for
the second acr will be greater from the previous acr to date )

10. One more thing to remember is that you can also fill second acr When the
Previous Acr is successfully submitted to the Reporting officer.



Which Year You Are Going To Fill ACR  SELECT v ACR No For Selected Year
Date Betweens You Are Filling the ACR 16/06/2013 7] ang 16082013 [TF] | GET LEAVE |

NO.Of Leaves During The Above Period

1. A Brief Summary of duties and responsibilities(Not more than 50 words):

2. Please Specify important Items Of work in order of priority where in quantitative / physical /financial
target/objectives/goals were set for you or set by yoursell for the reporting year:

Physical or Financlal targets/
Sr.No. Item Work objectives / goals Achievements
q Dalula
| AddRow |

3. () In cose of Shortfall of expected quality / quntl;v ;f— urfo?m—anoo , please state the reason:

3. (b) Please Indicate your contribution In case of Significantly higher achlevement of the targets / Goals / Objective ;

4 . Please Specify number of inspections conducted / tours performed (only in case of field officer):

$r.No No. Of inspections / tours expected to be No of inspections / tours actually performed with
N performed in a year reason of short fall, if any

Disclaimer: Content on this wabsite is published and managed by Department of Personnel, Governmaent of Himachal  Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh,




11. Uln=1 ag catk: 5 s21ed far bEha sslack=2s Sqa3aacia p=2r b12q a grid r=2< =rding
The acr detail is shown as below.

ACR Detail Submitted By You.

ACR No. From Date To Date g:!:«cmnion Reporting Detad Locked
FIRST 01/01/2013 16/05/2013

Disclaimer: Conignt on this website is published and managed by Department of Personnel, Government of Himachal Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh.

\

12. Click on the above link and after that all the fields filled with data and then

You can either update the acr data (if changed) or submitted it to the
Reporting officer for assessment.

| AcdRow |

| Updale | Submit To The Reporting Officer |

ACR Detail
ACR No.  From Date To Date e

i
Date Reporting Detai

FIRST 01/01/2013 16/05/2013

Disclaimer: Content on this website is published and manag

by Department of Personnel, Government of Himachal Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh.

13. You can Update the Acr Detajl by click on the Update Button and submit it

To the Reporting Officer for assessment .Once you submit the acr detail
Then you cannot change thg acr detail.

14. After Click on submit to the reporting Officer Button a panel regarding the

Reporting Officer Detail will be opened and you have to fill the Detail to
TYhich Repz+ ng <= c2r you want ta send ~is ~er 32r -epzt.



Update || Submit To The Reporting Officer |

HEALTH AND FAMILY WELFARI ~ | Shimla, Directorate of Heaith an ~ | 10001--SHASH| BALA v

ACR Detail Submitted B

ACR No. From Date To Date Reporting Detall

FIRST 01/01/2013 16/05/2013

Disclaimer: Content on this website is published and managed by Depart
Site is designed by NIC State Centre, Himachal Pradesh.

of Personnel, Government of Himachal

15. Click on the submit but to submit the acr detail for reporting officer.
Once the acr detajl4€ submit no one can change it and this acr detail
Will be locked.

ACR Detail Submitted By You.

Submi<cios
ACRNo.  From Date To Date D‘:'“" = Reparting Detad
Jate

FIRST 01/01/2013 16/05/2013 16/05/2013 10001>>SHASHI BALA( HFW )

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Hi Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh.

16. Now Your Acr Detail is successfully Submitted and now you gan check or
Download yours Acr detail submitted by you by clicking on the View Acr
Link Button.



How a Reporting Officer assessment the Acr report.

1. An employee (Reporting officer) Visits the “Manav Sampada” using his/her credentials
and login into the “Manav Sampada” and opens the module Upload ACR.

2. Click on the button Click Here To Enable And Get ACR Detail

S ol 11T TR Gcvernment of Himachal Pradesh
=== A Greew Gavernance Taol for Humaw Resounce Management

Department of HEALTH AND FAMILY WELFARE

Logged As: 10001- SHASHI BALA, Junior Assistant Posted At: Shimla, Directorate of Health and Family w(ﬂﬁé?

ployee Online ACR

Employee Code 1000
First Name [ SHASHI ' Middle Name | ’
Last Name BALA | Date of Birth | 12051955 | 7]

3. In case of Reporting Officer when he/she click the button a grid will be appeared
which contain the detail whose send to him his /her acr report.

Ex-Sharda Chauchan sends her acr detail to Shashi Bala for the Financial Year
2013-2014 for assessment the Acr report.



.

" 1] Government of Himachal Pradesh

— A rirwv Governance Taol for Human Resource Management

Department of HEALTH AND FAMILY WELFARE

Logged As: 10001- SHASHI BALA, Junior Assistant Posted At: Shimla, Directorate of Health and Family W(e[;f:;t;

Employee Online ACR

Employee Code 000

First Name ~ HASHI | Middle Name i

Last Name EAL% | Date of Birth ‘ 12/05/1958 B

Reporting List of Employee
EMP NAME DEPT NAME ACR Year ACR NO ACR FROM DATE ACRTO DATE SUBMIT DATE
SHARDA CHAUBAN i 2013-2014 FIRST 01/01/2013 16/05/2013 16/05/2013

Disclaimer: fontent on this website is published and managedq by Departme!
Site is des@lned by NIC State Centre, Himachal Pradesh.

t of Personnel, Government of Himachal Pradesh.

4. NowlReporting officer want to see whag the employee fill in his / her self-appraisal
repdit for Assessment on the acr repor

5. Click on the Above Emp name in grid which employee acr you want to
assessment.
After that Self- Appraisal report filled by the emplgyee can be seen in the
Part —B but this part will be disabled ydu can onlyisee and you have not
Any permission to do any action in this|Part b.

6. Now you can click on to the part B to see acr detail filled By the employee
In his/ her self-appraisal report.

7. And Bases on the part b you can filled the part c —Assessment by reporting Officer.

8. Check the employee name whose acr you are going to fill assessment in the Part c.



(di:kl-llrl'r-nnddm-pﬁ Assessment) Part € - Assessment By Reporting Officer

You Are Reporting The ACR Report of SHARDA CHAUHAN for the Year 2013-2014 From 01/01/2013 To
16/05/2013

1.Time Served By thae Employes Under The Reparting Officer

2 . Do You Agree with resime of work as indicated by the officer in the part 2 of the report In prticilar regarding
the spacial achievemaent , il any , mentioned by the officer . Il not , indicate briefly the reasons for disagreeing
with it and the extent of your disagresment.

3, State of Health :

select .

4 , Integrity:
[Instructions contalned In Minlstry of Home Affalrs O.M.No.51/4/64-Estt,(A) ; dated 21-6-1995 should be kept In mind].

select -

5. Attitude towards Scheduled Castes and Scheduled Tribes

select w

|6.Assessment Of Work Outputss»>=={Grades Should be asslgned on a scale of 1-10}

z
o
-3
2
=
=
™
=
-,
3
<

1-- Accomplishment of Planned Work
|#== Quality Of Output
32+ Accomplishment Of Exceptional Work/Unforeseen tasks Performed

00

||.Dunrullll Grading On Work Output

7. Assessment Of Personal Attributes==>=>{Grades should be assigned on a scale of 1-5)
Reporting Authorit

b

155 Attitude Of Work

2=> Sense of Responsiblity

:-'J.#- ® imﬂl‘l" Bearing and Personality

== Emotional Stablity

5= Communication Skills

== More courage and willingness to take a professional stand
7=+ Leadership Qualities

|i== | Capacity to work In time limit

UOOOULOG

||Qvnrnll Grading On Personal Attribute



8. Assessment Of Functional Competency>>>>>(Grades should be assigned on a scale of 1-5)
| Reporting Authority

l I 'Knowledge of laws/rules/procedure/IT skills and awareness of the ]
llocal norms in the relevant area.
2>> Strategic planning ability 1

3>> Decision Making Ability |

4>> Initiative 1

5> CO-ordination ability I
1{6>> %Abiﬁty to Motivate and develope subordinates/work in a team [:l
|Overa|l Grading On Functional Competency l\

]Combined Grading | I:I

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh.

9. In the above part from 1 to 5 you have to select and fill the data and further you have
to give the number (Grading).

10. after filling the all fields with data you have to press the save button to save The data
.And a grid contain the data will be appeared such as.

‘ [Combined Grading

-

Save

List Of Employees Whose ACR Is Reported By You.
Employee Detail ACR Year ACR No. Reviewing Detail Reporting Date Locked

10003>>SHARDA CHAUHAN({ HFW ) 2013-2014  FIRST No View ACR

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

11. This Grid contain all acr record whose acr is assessment by you as a
Reporting officer.



’ “ Combined Grading

—

Save

List Of Employees Whose ACR Is Reported By You.
Employee Detail ACR Year ACR No. Reviewing Detail Reporting Date Locked
10003>>SHARDA CHAUHAN({ HFW ) 2013-2014 FIRST No View ACR

Disclaimer: Cont@nt on this website is published and managed by Department of Per I, Gover t of Himachal Pradesh .
Site is design y NIC State Centre, Himachal Pradesh.

12. Click on the employee name in the grid view and all the fields are filled with data and
now you can update the data or submit it to the reviewing officer for Remarking on the
acr detall.

| Update | |Submit To The Reviewing Officer |

loyges Whose ACR Is Reported By You.
Employee Detail ACR Year Af R No. Reviewing Detail
10003>>SHARDA CHAUHAN( HFW ) FER

Reporting Date Locked

Disclaimer: Content on this website is publishefl and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachg@l Pradesh.

13. for submitting it to officer click on
The Submit To the Reviewing Officer.

14. After clicking on the above button a panel regarding the Reviewing Detail Will be
opened and you have to choose the officer which you want to Submit the acr
detail for reviewing.



'HEALTH AND FAMILY WELFAR! ~ | Shimia, Directorate of Health ani ~ | 10093-ROOP CHAND -

Submi| Gancel
List Of Employees Whose ACR Is Reported By You.
Employee Detail ACR Year ACR No.

Reviewing Detail
10003>>SHARDA CHAUHAN( HFW )

Reporting Date Locked
2013-2014  FIRST

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

15. After clicking on the above button a panel regarding the Reviewing Detail Will be Opened
and you have to choose the officer which you want to Submit the acr Detail for reviewing.
Click on the submit button to submit the acr detail to the Reviewing officer once the detail
is submit then it cannot be Changed and this Acr detail will be locked.

List Of Employees Whose ACR Is Reported By You.
Employee Detail

ACR Year ACR No. Reviewing Detail
10093>>RO0OP CHAND( HFW )

10003>>SHARDA CHAUHAN( HFW )

Reporting Date Locked
16/05/2013 Yes View ACR

Disclaimer: Content on this website is published and managed by Department of Personnel, Go ment of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

16. Now you can see the acr report of employee / assessment by you as a
Reporting officer by clicking on the View Acr Button®

17. When the acr is successfully submitted to the reviewing officer then the record Which
are appeared in the part a will be automatically disappeared.

Employee Code

First Name | SHI )

Middle Name |

Last Name BALA |

Date of Birth 12051955 | ¢

( click Here To Enable And Get ACR Detail ) (Instruction For How To Fill ACR )




How a Reviewing Officer Remarks on the Acr report

1. An employee (Reviewing officer) Visits the “Manav Sampada” using his/her credentials
and login into the “Manav Sampada” and opens the module Upload ACR.

2. Click on the button Click Here To Enable And Get ACR Detail

»" 1] Gecvernment of Himachal Pradesh
A W WW Taal for Humanw Resource Management

Department of HEALTH AND FAMILY WELFARE

Posted At: Shimla, Directorate of Health and Family Welfare

Logged As: 10001- SHASHI BALA, Junior Assistant (DHS)

ployee Online ACR

Employee Code 10001 |

First Name <HASH | Middle Name |

Last Name ‘[752«-_»’\ Date of Birth ‘ﬁ\a

(( click Here To Enable And Get ACR Detail ) (Instruction For How To Fill ACR )

3. In case of Reviewing Officer when he/she click the button a grid wi
contain the detail whose send to him the acr report

Remarking.

be appeared which

Ex-Shashi Bala Sends the acr report of Sharda han to you for Remarking.

( ctick Here To Enable And Get ACR Detail ) (Ingfruction For How To Fill ACR )

Reviewing List of Employee
REPORTING
EMP NAME DEPT NAME DATE OF SUBMIT  ACR Year ACRNo REPORTING DEPTNAME REPORTING EMPNAME .-
SHARDA CHAUHAN HEALTH AND FAMILY HEALTH AND FAMILY
& EEARE 16/05/2013  2013-2014 FIRST e SHASHI BALA 16/05/2013

Disclaimdr: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.

Site is designed by NIC State Centre, Himachal Pradesh.

|




4. Click on the EMP name in the grid for remarking on the acr report.
5. Now Rart.B and Part.C,are filled with data but this parts will be disabled means
you zanjonly see in Part B and Part C .You cannot do further any action

in Pantt 8nd Part -t C

( ctick Here To fnable And Get ACR Detail ) (_Instruction For How To Fill ACR )

REPORTING
DATE

EMP NAME DEPT NAI IE DATE OF SUBMIT ACR Year ACR No REPORTING DEPT NAME REPORTING EMP NAME

SHARDA CHAUHAN HEALTH AND FAMILY

16/05/2013 2013-2014 WELFARE SHASHI BALA 16/05/2013

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

6. Part B contain the data which are filled by employee in his / her self-appraisal Report
and Part C contain the data which are assessment by reporting Officer.

7. Click on Part D to give remarking on the acr report. First check gn which acr You are
going to give remarking as reviewing officer.

s =

You Are Reviewing The ACR Report of SHARDA CHAUHAN for the Year 2013-2014 From 01/01/2013 To
16/05/2013

\I.Assssment Of Work Output>>>(Grades should be assigned on a scale of 1-10)

[ Reviewing Authority

l; }Accomplishment of Planned Work
2>> IQuality Of Output / [ 7 1]
’3» 'Accomplishment Of Exceptional Work/Unforeseen tasks Perfowgi/ [z

‘

|0verall Grading On Work Output / | lz]

8. In Part D all the grading field are filled with grade which are given by reporting officer if
you are not satisfy with the grading given by employee then you can Change it
accordingly.

9. Fill the entire Field and click on the Save Button to Save Data.



7 . Has the officer any special characteristices and / or any outstanding merits or abilities , which would his advancements merits
or abilities , which would justify his advancement and special selection for higher appointment out of turn ? if so , mention these
characteristices briefly.

Save

loyee Whose ACR Is Reviewed By You.
Reviewing

List Of Emp
ACR Year

Reviewing

Reporting Detail Status

Date
10003>>SHARDA CHAUHAN( HFW ) 1314 FIRST 10001>>SHASHI BALA( HFW ) No View ACR

Disclaimer: CPntent on this website is published and managed by Department of Personnel, Government of Himachal Pradesh .
Site is desighed by NIC State Centre, Himachal Pradesh.

10. Click on the Emp Name To update Data or Lock the acr report which are
Remarked by you.

7 . Has the officer any special characteristices and / or any outstanding merits or abilities , which would his advancements merits
or abilities , which would justify his advancement and special selection for higher appointment out of turn ? if so , mention these
characteristices briefly.

hello for testing =

[ Update || Verify ACR Report |
List Of Employee Whose ACR Is Reviewed By You.
Employee Detail ACR Year

Reviewing
Date

Reviewing

Reporting Detail Status

10003>>SHARDA CHAUHAN( HFW ) 10001>>SHASHI BALA( HFW ) View ACR

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

11. Click on the update button if you did any change in part D otherwise click On
Verify ACR Report Button to Lock the Acr report.

12. Once You Click on Verify Acr report button then It will be Locked and you can Not
Change it.
7 . Has the officer any special characteristices and / or any outstanding merits or abilities , which would his advancements merits

or abilities , which would justify his advancement and special selection for higher appointment out of turn ? if so , mention these
characteristices briefly.

[ Update || Verify ACRReport |
List Of Employee Whose ACR Is Reviewed By You.
Employee Detail ACR Year Reviewing Reviewing

Date Status
10003>>SHARDA CHAUHAN({ HFW ) 17/05/2013 10001>>SHASHI BALA( HFW ) View ACR

Reporting Detail

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh.
Site is designed by NIC State Centre, Himachal Pradesh.

13. Click on the View Acr Button To view complete Acr of an employee which are
Reviewed By you as a Reviewing Officer.



Upload the online ACR step by step...
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