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                                                     ANNUAL PERFORMANCE APPRAISAL REPORT (APAR) 
 

Overview: 

1.1 Scope 

           This process describes the Annual Performance Appraisal Report (APAR) for Non-Teaching                     

           members  of IITM. 

1.1 Process Flow 
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2.2.1  Process Description 

2.2.1.1Key information captured 

The following are the key fields in this process 

1. Employee ID 

2. Employee Name 

3. Reporting manager Id 

4. Reporting manager Name 

5. Grade pay 

6. Review manager Id (If available) 

7. Review manager Name (If available) 

2.2.1.2 Functional Specifications 

1. Admin1/2 Dealing Assistant can upload a CSV file with valid Employee ID, Name, Report manager 

Id, Name and also Review manager Id, Name (If available),it gets uploaded and can view in the APAR 

Master Grid. Error message will be shown in the screen for invalid entries of the Employee ID, Report 

manager Id and Review Manager Id if any. 

2. In the APAR Master, Admin can able to change the Reporting manager and Review manager for the 

appropriate employee by clicking on 'Update ' button. Report manager and Review manager should 

not be same at any instance.  

3.System allows the user to submit bulk task like 10, 25, 50 and 100 (max 100) entries at a time in 

APAR Add task. 

4.After the bulk submission, Employees in the list having the Grade pay 4200 and above will get the 

task in their inbox and for the Employees having GP less than 4200 the add task will be available 

to their respective reporting manager inbox for approval. 

 

Grade pay>=4200 

5.In the add task screen, they can view their Personal details like (Name, Employee id, Qualification 

etc.)  and the reporting and reviewing manager details.  The respective employee should answer self-

Appraisal questions. 

             Grade pay<4200  

6.  The Reporting manager can review the task, and he can either approve or reject the task.  The 

rejected task will be move to Initiator inbox (Admin Dealing Assistant).  Admin can correct the details 

and resubmit the task. 
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1.2.2.1.3 User Interface Design 

APAR Master Screen:  

Human Resources -> APAR -> APAR Master. Download the template present at the top right corner of the 

screen and enter all the mandatory in the excel. 

Note: Format the cell to custom and make sure six-digit employee id are entered in the excel.  

 

Select the year and click browse to upload the template. The details uploaded in the template are displayed in 

the grid. 

 

APAR Add Task: 

Human Resources -> APAR -> APAR Add Task. 

 

Select the year of appraisal based on which employee details will be displayed in the grid below. 
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For Employee (Above 4200 GP): 

 

In APAR Application Screen Personal, details will be auto-populated. Description of work and the employee 

should fill Training attended. 

Self-Appraisal should be filled by the respective employee and maximum 2000 characters allowed in each grid. 

 

    

Note:  

If employee has Grade pay< 4200, then reporting manager can directly get the task in his inbox. Self-

appraisal not required for those employees who has GP<4200. 
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The system generates the task in his/her Reporting manager / Reviewing manager / Admin Verification’s inbox, 

clicking on the ID the screen 'APAR - Reporting manager / Reviewing manager / Admin Verification ' opens. 

 

 

Reporting Manager Screen: 

Reporting manager screen looks like below. 

 

Only Reporting Manager have provision to download and edit the APAR PDF, by clicking on 'Download 

Appraisal Document'. She/he should fill the details and save the PDF document.  
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Error message will be showing for the wrong PDF upload. After submission, the task is locked to appropriate 

Review manager (if available). 

 

 

 

 

 



                                                                                                      APAR Process-IIT Madras 

PAGE 7 
 

 

 

Review Manager Screen: 

In this screen, Review manager can download the appraisal document and can view the details given by report 

manager. Review manager can also download the document and edit the details. 

 

 

Before uploading a PDF in upload button, make sure that the document belongs to the respective employee. 

After submission task will go to Admin inbox. 
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Admin verification Screen: 

    In the admin screen, a button is enabled to download the appraisal document, 

which is filled, by both Reporting and Review manager. After admin verification, the respective employee can 

able to see the details of Annual Performance Appraisal Report (APAR) in their Report menu. 

 

 


