User Manual for Approval of Annual Work Plan

1. Login to ESS. Go to MSS on ESS Portal then click on —Performance Management —
then Click Reporting Officer /Reviewing officer Inbox (As the case may be).

. Click on the Appraisal Document Name as highlighted.

=:~ ',l Search: Q. New Session SAP Store Log off

History Favorites Personalize View Help Welcome: Ashish Kumar Jain

E L E E e

UJVN - Employee Self Service | MSS-DGMGMHODs  MSS - Training Admin Payroll MSS - Central HR

Overview
MSS - DGM/GMHODs > Overview > Performance Management > Reporting Officer Inbox Full Screen | Options ¥

Home
Work Overview Employee Documents
Manpower Request | 9. |
e monnel Administeton _ status Overview (6) | In Preparation (0) | InPlanning (0) | InReview (0) | InProcess (0) | Completed ) | Approved (0) Closed Approved (0) | Rejected (0) ||
Performance Management
raining Meemmert »_Show Quick Criteria Maintenance Change Query, Define New G
Payroll View. | Employee ~|| Create | Edit | Display | Delete | Create Multiple | Undo Offline Lock | Export.s
e — Tn‘ Appraisee Name = Appraisal Document Name | Substatus | Period | App.Document Type | Appraisal Status | To Offline Infl

|| Abhishex UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 01.04.2020 Appraisal Document | In Planning 02.06.2020  Download
Reporting Officer Inbox |

UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 03.06.2020 | Appraisal Document | In Planning 31032021 | Download

Final Authority Inbo ]

Sl Atbcyinbox D Madan Lal UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 01.04.2020  Appraisal Document  In Planning 02.06.2020 | Download
RS e \ UJVNL- APR- EE or Equivalent to ED Level | Pending w/ Appraisee - Set Objectives | 03.06.2020 Appraisal Document  In Planning 31.032021  Download
Reviewing 2 Officer Inbox \ Rajesh Chandra UJVNL-APR- AE or Equivalent to ED Level | Completed 01.04.2020 | Appraisal Document = Completed 31.12.2020 ' Download

| UJVNL- APR- AE or Equivalent to ED Level | Pending w/ Appraiser - Review Objectives | 01.01.2021  Appraisal Document | In Planning 31.032021 | Download,

2.1 If no data is displayed in above screen as mentioned below, then Click Change

query option as highlighted below:

Welcame: Vikas Ne

History Favorites Personaize View Help

UJVN - Empioyes S

Deiegated

Agministration

WSS - Approver > Owerview > Perfarmance Management > Reviewing Officer Inbox Full Screen |

Work Overview

Department details
Personnel Administration

i
— Change Qe Define New Cuary Personalis
Training Managament =i it
1 ([Standard View] Display
Payron e =R zimdl SR : Tl
[FE] Appreise etokes | szt | Aperaises Name | Appratsal Dactsment Nere | Fariod | 7o | Ofina ino (e s il

~ Services

Reporting Officer Inbox
Reviewing Officer Inbox

Final Autrority Inbox
Reviewing 1 Officer Inbox

Reviewing 2 Officer Inbex
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2.3 After Clicking Change query button. Enter validity i.e From 01.04.2021 To 31.03.22 as
shown below:

4 Back Forwardb  History Favorites Personalize View Help

- G 1§

MES - Apgrover UJVN - Employee Self-Service Delegsted User Administration

Owverview

PR 0155 - Acprover > Overview = Parformance Mansgement > Reviewing OFcer inbox

Home

Woark Overview Employee Documents

Department details

) A | Change Guery "Status Overview' [Object Type: Status Dverview)

Performance Management
Training Management Category Group 1D | fa]|
Payroll Category 1D: |J|
Appraisal Template 1D | [a]]
Valid From: [iooezezr  m T Flezzizz e
Criteria Personalization

Fopl

w Services

Reporting Officer Inbax
Reviewing Officer Inbox
Final Authority Inbox:
Reviewing 1 Officer Inbox

Reviewing 2 Officer Inbox

2.4  Click Apply button, You will find the submitted request in the Appraisal
Documents where you can approve the targets. Click on Appraisal Document
Name as Highlighted below.
‘lrﬁ I . = ‘l s, B ‘ =

Iverview

Pl V1SS -Aprover > Overview > Performance Management > Reporting Oficer inbox

Doc
\
 Status Overview(1) | InPreparstion (8) | InFlanning {0) | InRevew(0) | InProcess(0) | Completed (0) | Apsroved (0) Closed Approved (0) | Rejected (0) | Closed Rejected (0)
(> Show Quick Crtenis Maintenance | Change Query. Define N
| View:[Employee  w]| Create | Edit | Dispisy | Delete | Greate Muliple | Unda Offine Look | Expart
|| ApproseeNome 4| Approisal Dacument Mame | substans Period AppDoctment Type | Appraisal Status | To Offiine Ir
|| sinitenae ULVNL-APR- AF or Exuivslemiio ED Level | Pending wi Reviewer -Annusl Feedback | 01.04.2021 | Appraissl Document | In Process 31032022 | Downles

Last Refresh 18.06.2021 15:5¢

3. Review the Appraisal document and make the changes as required.
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C A Notsecure | ujepgas.ujvnl.com:51400/irj/portal?NavigationTarc url%3A%2F%2Fbb66f768e5a3c05f1d4b5c36¢et &PrevNavTarget=navuri%3A Y %Incogmm

Options ~
Appraisal Document EE
Appraisal Document for Rajesh Chandra
0.

Attachments (0) | Save Print | Expand 4 Collapse 4
w 2.1.1.1 Description
Mandatory Objectives

v 2.1.1.1.1 Description Day - 30.000 [01.02.2021 [

Timely Submission of Annual Work Plan

~ 2.1.1.2 Description [¥
Other Objectives

2112 1 Description Day - 90.000 [31.03.2021 [

Objective
Details: Expand Text Field

Objective 2

4. After the document has been reviewed/changed, Click on Approved by Reporting
Officer. You can also Send it back to the appraisee for any corrections by clicking in
Send Back for Correction to Appraisee.

Appraisal Document E E]
Appraisal D for Rajesh Chandra
Attachments (0) | Save Print | Expand Collapse 4 Q.
How do you want to continue? Administrative Data =
Save and Exit Document
5 Approved by Reporting Office UJVNL-APR- AE or Equivalent to ED Level | Section | By Appraisee | Section II: By Reporting Officer 13. Annual Work Plan |
Send back for Correction to Appraisee T
((Continue |
2.1 13. Annual Work Plan
2.1.1 Description of Annual Work Plan
Unit of Measurements Target Planned-Numbers/Quantity Tar

In the similar way as explained above, reviewing officer has to approve the
Appraisal documents.

Note. 1. If Reviewing Officer & Reporting Officer are same then no need to approve
submitted request twice.

Page 3 0of 3




