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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:

SIL Term

1. Reportee/
Employee

2. Reporting
Officer

3. Reviewing
Authority

4. Accepting
Authority

5. District
Collector /
Divisional
Commissioner

6. Mark To

7. PAR Group

Pre-requisites

Meaning

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

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

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

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

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

A Reviewing Authority and Accepting Authority can be the same officer.
In case of District Level Officers, the concerned District
Collector/Divisional Commissioner provides his remarks after the
Reporting Officer has drawn the PAR.

Dealing official (ACR Cell/PA Section) responsible for
maintaining the employee’s PAR.
PAR group comprising of employees of ACR Cell formed as per the

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

Responsibilty

Before an employee can start filling his Annual HQ Level
Performance Appraisal Report (APAR / (Directorate ESIS)
PAR/ACR), his PAR Hierarchy should be

configured and PAR should be initiated

If the PAR hierarchy of an employee is not Technical Team
configured, then employee should contact the

concerned Technical team 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:

RAJASTHAN SINGLE SIGN-ON (SSO) ss5 Eppe—
GOVERNMENT OF RAJASTHAN :
= [« AciveApps J % Inaciive Apps Quick Search a swrceview @D
&+ - -
g ¥ N I
L d
s . o
DCE
z DCEAPF DMRD RAJ E-OFFICE RAJ E-SIGN
Lokl , f gy
ad 4 —
) ! - MADARSA /i
¢ .. & &
'Y RAJ SAMPARK MADARSA MJSA RURAL SIPF SMICDH

4. Fill PAR (Feature & functionality for Reportee/ Employee)

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 Below:

Path:: Raj-KajWorklist

Ry
TSP 3ITH
LS

<>
o
Worklist Files Room
D =
Intimations Applications
QQ ©
Management Info... Communique Moni.-..

User Manual
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2. Click on File No. to open the PAR file.

Font Size Settings Chat  Hlanguage~  FHelp Search Logout

Walcome Mr. Arun Chauhan, Addticna Dirsctor{Technical DolT & C}

P Last Login Dste : 13-Nw-017 14 45 PRISROMIMVBISxpire: Your sessior wll expire in3s:52

Knowledge Bank [ Applications

Create file ~ Foward  Approve  Reject  Retum  Send To~  Preferred List
Worklist = Inbox > Files

[ & Inbox
& Create File Searchracords Where o joaer one fleld |~ | Cortans ~ :] 2
[+ & Outbox
Read On Quick Actions
[+ % Perzonalised Fo
Tnitiate Dak PAR(201€ - 2017) for Mr. Arun 13 Nov -
& Tnitiate DA [ PAR/DOIT & C/2017-43285 Chachen (additional Director, | Technica i 2017 02:48 | - 400
& Racruitment \ Technical] PM
. 11 May
My Draft Template = ! .- Sh.Sunzd Sl )
hd CTechnical/P017-010a1 Techmica Chhahra 27 01:03 »~00
Department of 16 hov
Information - .
7] DolT & C/2316-38645 Request tor Perstina Technology and Sh.Akhil Arora Sgllﬁ 01:19 - f' L .Y ° °
Commurication
0% Nov
DolT & C/2016-38620 Sh.akhl Arora 2016 04:28 - 200
PM
. . Deparlnent ¢
o 27 Sep
Click on Worklist Il[\dul\ 2h nichl Arara 2016 07204 2 p Olt ACOO -

11-20/25]

Click on File No. to open

the PAR file.
3. The Reportee Details will be visible in the top section of the File.
Basic Info Summary
N
f” Performance Appraical Report (01 Apr 2016 - 20 Jun 2016) =
N nstructions
S || A ficds marked with ™ are nandatory.
Part- 1
Reportee Details
Name Mr. Arun Chaunan Employee Id RJJF198819016867
: ; " " Ceparlment of Informaticn Techinuogy and
Designation Additonal Director Department Cormmnication
Father's Name - Home District Alwar
Date Of Birth 14 Jul 1966 Date of Joining 23 Apr 1988
Start Date 01 Apr 2016 End Date 23 Jun 20°6
Sh.Ashutcsh M. Deshpzndey (Technical Director,
Reporting Authority Infarmation Technningy and Communication
Department)
Sh.Ashutesh M. Deshpandey (Technical Director, Sh.Rem Charan Sharma (Offcer On Special Duty,
Reviewing Authority Information and Communicati A i ity Cepartment of Informaticn Technclogy and
Department) Communication)
Dc you coniirm your PAR Period and Hizrarchy * ® Yes ()Nn I
~————————— | This option will not available if
hierarchy has been created by Self

4. In case a wrong PAR has been initiated, Reportee can reject a wrong PAR. Reportee needs to
contact to the Technical team 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.

Period of Absence due to Leave/Training

To Date

Leave ~ 01-Aug-2015 ez 15-Aug-2015 | ]

On |PL during this period ™
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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.

Self-Appraisal for Key Result Areas in accordance with the Targets (Please specify)(Maximum 4000 characters allowed)

Key Result Areas Actual Achievement Reasons for not achieving targets and

special contribution (if any)

Worked on the following projects:

1. Integrated Raj-eoffice Project - Worked on following modules of the Raj Kai Project - Leave Management, Performance Appraisal Module

2. Successfully created Organizational hierarchy for following departments -

3. Implemented the developed modules for following departments = Department of IT & Communication, Department of Statistics, Forest Department, RaiCOMP Info Services Limited

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.

Night Stay Other than Headquarter

Night Stay Other than Headguarter * ® Yes ' No
\Nightstay in District Hars - Udaipur during 1 July 2016 till 5 July 2016
Please Specify
4 » i
Annual Health Check-Up
Have you undertaken Annual Health Check-Up? ® Yes © No Date of Certificate * 07-Aug-2016 1
Annual Health Checkup undertaken. The Report is attached
Remarks
4
Attachment(s) *
Attachment & Aftach File(s) [Max: 5 Attachments or 50 MB, Used: 1 Attachment of 14.34 KB]
Health Checkup Report pdf

d. Special work done by the Reportee

Brief description of the special work done by the Reportee (Not more than 150 words)
EX TN 5l N

Received Award of Excellence in the field of eGovernance from the Hon'ble Chief Minister of Rajasthan.

I
L}
1]

=
= =

= Q A- B H Georgia ~ “ 16 v‘ Standard Notings ~
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6.
the form.

Click on Save to save the details. Once complete, Click on ‘Forward’ button at the top of

Basic Into

c)

n reane L REL Lau Conpuyee
o
7 Designaion Adaitional irector Department
[
G Father's Name - Home District
Date Of Birth 14 Jul 1966 Date of Joining
Start Date 01 Apr201G End Date
Sh.Ashutesh M. Deshpandey (Technical Director,
Reporting Authority Information Technology axd Communication
Defanment)
Sh.Ashutesh M. Deshpandev (Technical Director.
Reviewing Authority Information Technology axd Comrmrunication Accepting Authority
Uepanment)

Summary

P 1700 17U Ue |

Departmant of Information Technology and
Communicetion

Alwar
23 Apr 1988
28 Jun 2016

Sh.Ram Charan Sha'ma (Officer On Special Duty,
Depatment of Information Technology and
Communicztion)

Period of Absence due to Leave/ Training

Absence reason From Date To Date

mn INISC Training, |lyderabad

15-Apr-2016 o]

T-aining 01-Apr-2016

Self-Appraisal for Key Result Areas in accordance with the Targets (Please specify){Maximum 4000 characters allowed)

¥ Result Areas

7.

Reasons for not
spedial co

5uw v veu

N wane
e age
= rtment of infarmaticn Technology and
i
r Designation 5 = nunication
& Father's Name . -
i N >
e g Ferformance Aopraical e
Date Of Birth ERRIDON &N 3480 Feport = br 1683
Siart Date n 2016
Gy PRL
Reporting Authority Infarmation Tocknology and Communication
Department)
ShAshutosh M. Deshpandey (Technical Director, Sh.Ram Charsn Sharma (Officer On Speciat Duty
Reviewing Authority Infarmation Tectnology and Communication Accepting Authority Department of Informatica Tachnology and
Dapartment) Communication)

Period of Absence due to Leave/Training

[

Training 01-Apr-2016 ™| 15-Apr-2016 m | NISG Training, Hyderabad
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5. Features and Functionality for ‘Reporting Officer’/ ‘Reviewing Authority’

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

e ‘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 ‘Reviewing Authority’.

e ‘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 --> Worklist -->Inbox-->Files

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

Font Size v Home Settings Cha: % Language Help Search Logout
™
&ﬁ A Welcome Sh. Ashutosh M. Deshpardey, Technical Dirsctor(IT & CD,GoR)
"J W Lasl LoginDale  10-How-2017 17:13 Password never exples  Your session will expire in5.3!
,/" Dashboard E3 Knowledge Bank FA Management [nio. System |l Applications
o [ crealcfile  Fuwerd  Appove  Rejed Relun Sed To v Prefened List
Silter : 3 || Workiist > Inbox > Files
[+ @ Inbox
& Create il Search recards Were ) 1uagt une Tield | Cunilains v [:] »
[#] ‘& Outbox - .
Quidk Actions
[#] & Manage Cutward Cetails
= Peracnzlicer Fnlders PAR(2016 - 2017} for M~ Arun . 13 Nov -
= PARIDoIT & £/2017-43201 Chauhan (Addiional Diractor,  Techniza "g'u“lj;'a‘n 2017 06:30 - » 00
& ‘4 Delagation Tachniczl} P4

PAR(2016 - 20L7) for Sh.Famjl Office of Analyst

& Initiate Dak S
gar (Informatlc Asslstant, cum o 11 oct
Recruitment PARIIT & CD/2017-41655 Slock H/Q Office of Analyst cum  programmer(Dy grng":j";:':' 2017 97:55 gn;-??:r?” =00
& Racruitmen prégram meriLy Director) Lirector] DOLI &L g BM
Loll&C:indwara, Sirohi) sirohi

& My Draft Template
PAR(2016 - 2017}, for M=
Sanjay Kumar Singi-{Deputy 09 et
- Registrar;, 3lock H/Q Office.of . sh.Suresl 09 Oct 2017
PAR/DOIT & C/2077-43130 AL . b bz : .
AnglysL cum prowiammen (Oy Technica Chihabia S‘D’IH 26:33 06:33PM el ° °
Cireclor) DulT&C- Ramuyark,

Al
PAR(2016 2017} for Sh.Mitin 04 0ct
oo o BV . Verma (&nalvst Cum . Sh.Nitin - 04 Oct 2017 y - hd
< < | sl > A 11-20798]

Legends M Physical File M Previously Seen File M New M Other

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 Pe riod and Hierarchy?”
i. Select ‘Yes’ and proceed to the fill the PAR.
ii. Ifnot 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 Technical Team.
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N Performance Appraisal Report (01 Apr 2016 - 22 Jun 2016) S
o
Al Instructiors
1
: Al fields marked with * are mandatory.
Pail-1
Reportee Details
Neme Mr. Arun Chauhan Employee Id RJJP198813016861
o . S Department of Inforrration Technology and
DNesigration Addtional Director Nepatment Communication
Falhier's Naine = Hutne District Alvrar
Dele Of Birth 14 Jul 1566 Date of Juining 23 Apr 1988
Start Cate 01 Apr 2016 End Date 28Jun2016
Sh.Ashutosh M. Ceshpandey (Techrical Director,
Reporting Authority i and C i
Departmant)
Sh.Astulosh M. Ceshpandey (Techrical Direclor, Sh.Raim Charan Sha mia (Oflicer Cn Special Duly,
Reviewing Authority i and C i pting ity Department of inforration Technology and
Departmant) Communication)
Do you conirm vour PAR Period axd Hierarchy - Yes ® No
Appraisal Hicra-chy not correct, Reportee has not worked under me in the civer Aporaisal period.|
Remarks *
VZ
I

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.
il. 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 --> 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

Part- 4

To be filled by Accepting Authority [Sh.Bhaskar Aatmaram Sawant (Sccretary To Government, Department of Personnel)]

Do you agree with Reporting Officer/Reviewing Authaority ® Yes ' No

Good work done by the Reportee.

A

| Do you think that any remarks are adverse? If yes, then provide strong reason in brief. * Yes * No
Is the Reportee sensitive towards people from SC/ST/Helpless/Weaker sections? If no, then v N
provide reason. e 0
Has any matter come to your knowledge, which gives adverse impression about the integrity of *
the Reportee and his capability to deliver the duties in an honest manner? If yes, then provide Yes * No
details.

A A of Accepting Authority Excelent Very Good Good Satisfaclory Unsatsfactory
|Is Designation during Appraisal period different? Yes ® No

Accept FAR Reject PAR

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.

Enter OTP | f Personnel)]

ey o

To be filled by Accepting Authority [Sh.Bhaskar Astm|

Do you agrse with Reporting Officer/Reviewing Authority

Do you think that any remarks are adgverse? It yes, then provide strong reason in brief.
Is the Reportee sensitive towards people from SC/ST/Helplass/Weaker sections? If no, then
provide n

Has any matter cone to your knowledge, which gives adverse impre
the Repurtee and his vapability (o deliver the duties in an lunest n
dealls.

sion sbout the integrity of
ner? Il yes, then provide

Aggregate Assessment of Accepting Authority

m
G
i

Is Designation during Appraisal period different?
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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.

I

‘Do you think that any ramarks are adverse? If yes, then provice strong reason in brief. * Yas * Na |

Is the Roportee sensitive towards people from SC/ST/Helpless/Weaker scetions? f no, thon o
provide reason. CH o

Has any maztter come to your knowledgs, which gives adverse impression about the intagrity of

the Reportee and his capabllity o dellver the dutles In an honest manner? If yes, then provide Yes * No

details.

‘i\gsmem Assssemant of Accepting Authority © Excellant “ Very Goud Good Salislacluy Unsalisladory |
Is Designation during Appraiszl period different? O Yes ® No |

Performance Appraisal Report

Accepled and E-Signed By Sh.Bliaskar

PAR for Smi SHAFTA FAGFRIAD1 Jan 2015 - 31 Mar 2018) Aatmaram Savant (Secratary Ta Government
Department of Persennel)

Send To Establishment . it -
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