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To use e-PAR, it is mandatory that the officer must have an ePramaan account.
After obtaining the ePramaan account, the officer must link ePramaan wth aadhaar
which can be performed from the ePramaan profile dashboard. The officer ePramaan
username will then have to be linked with his aadhaar respectively.

STEPS TO SUBMIT PAR (FOR OFFICER REPORTED UPON)
1. Login to e-PAR (https://epar.mizoram.gov.in) using ePramaan.
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The Performance Appraisal Report provides basic and
vital inputs for further development of an officer. The
Officer Reported Upon, the Reporting Authority, the
Reviewing Authority and the Accepting Authority should,
therefore, undertake the duty of filling up the form
with a high sense of responsibility.
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You will notice that on the left sidebar, the menu has ‘Concern Report’ with a red
bubble saying ‘Active’. This means that DP&AR have generated a PAR for your latest
report. If you have not seen the ‘Active’ bubble, please contact DP&AR CSW.

2. You will notice that in the PAR form, ‘Section I: Basic Information’ is already filled up.
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Any changes required in Section I can be notified to the DP&AR CSW using
‘Submit Edit Request’ button on the top right section inside Section I Form.
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Please mention clearly all the changes that needs to be performed if any and then
submit the edit request. An officer should wait for the response of the CSW before

proceedings with filling up Section II. SMS notifications will be trigger by the system
upon updation.

3. After all details in Section I is in acceptable order, officer should proceed with filling
‘Section II: Self Appraisal’ Form.
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During the period under report, do you believe that you have made any exceptional contribution? If so, please give a verbal description (winthin 100 words)

What are the factors that hindered your performance?



Fill up all the forms fields in exact facts and fugures. Also, an officer should upload
any documents required - Including educational qualification acquired / training
programs attended / publications / special assignments undertaken in a prescribed

proforma once in 5 Years in PDF format. All the files should be combined in one PDF
document.

& Chrome File Edit View History Bookmarks People Window Help

§@a@® # & A Tue208PM Q =
® & e x Lalrinfela
& C @ secure hitps:/epar.mi injreport/current-report % Y
e-PAR

CLALRINFELA~
J Dashboard
Declaration
Have you filed your immovable property return, as due, please mention date.

(0]
-
& Active Reports Yes

£ Dossier

Have you set the annual work plan for all officers for the current year, in respect of whom you are the reporting authority?

Ye
B Dossier
F Training
© Study Leave

Whether any order for transfer and posting of the officer was issued by the Gove

ves “

rment during the period under report.

Date Updated Documents - PDF files less than 8MB

Digitally Signed with e-Pramaan By

C LALRINFELA
>
505075367379
Including educational qualification acquired / training programs attended / publications / Officer
ars.

nts undertaken In a prescribed proforma once in 5 Ye:

08-05-2018 Click to Upl

On: 8th May 2018, 2:08 PM

Property Returns Filing Date must be same with the records maintained by DP&AR
CSW. If any discrepancy exists, an officer will not be able to submit Section II. In such
cases, officer is requested to contact DP&AR CSW and rectify the problem.

[t is important to note that all the Work Plan should be added one by one.
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Task to be performed Deliverables Actual Achievement

lingua Celtae, nostra Galli appellantur. Tityre, tu patulae recubans

culpa qui officia. Nihilne te nocturnum praesidium Palati, nihil
ne fagi dolor. Quid securi etiam tamquam eu fugiat

excogitasse ad hoc. Lorem ipsum dolor sit amet, consectetur

Action

1 Quam temere in vitiis, legem ... Quam temere in vitiis, lege...  Quam temere in vitis, lege...



If the officer feels the need to rewrite the whole Section II, then for such cases ‘Clear
Section II' is provided. Other than this, it is advised that the officer should not use this
button.

Upon success submission of Section II. Officer will be receiving a confirmation SMS
from DPA&AR.

STEPS TO PERFORM FOR REPORTING OFFICER
1. Upon submission of Section II by the officer reported upon, an SMS will be triggered
by the system notifying the Reporting Officer to take necessary actions on the concern
PAR. To do so, the Reporting Officer will have to login to e-PAR using ePramaan Account.
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On the left sidebar menu, ‘Active Reports’ with red bubble ‘1’ is visible. The red
bubble signifies the number of active reports count the officer is associated with. Click
‘Active Reports’ then in the page that appears, click ‘Details’ link in the right end of the

table under action column

From To Status Action

01-Apr-2018 31-Mar-2019 Reporting Detail

2. The Reporting Officer must fill up Section III: Appraisal section.
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Section I: Basic Information Section II: Self Appraisal Section III: Appraisal

Please state whether you agree with the responses relating to the accomplishment of the work plan and unforseen tasks as filled out in Section II. If

not, please furnish factual details.

Please comment on the claim (if made) of the exceptional contribution by the officer reported upon.

3. Upon filling up all the necessary fields the officer should submit the form.

® O '[err

X

< C' @ Secure https://epar.mizoram.gov.in/report/active-report/1

e-PAR

M Dashboard

ASSESS OTHERS
£ Active Repor‘tso

2 Dossier

MY PAR'S

] CurrentReport
2 Dossier

{® Training

€ Study Leave

Integrity

Morbi odio eros, volutpat ut pharetra vitae, lobortis sed nibh. Plura mihi bona sunt, inclinet, amari petere vellent. At nos hinc posthac, sitientis

piros Afros. Fictum, deserunt mollit anim laborum astutumque! Nihil hic munitissimus habendi senatus locus, nihil horum?

Curabitur est gravida et libero vitae dictum. Nec

Pen Picture by Reporting Officer

e, Brute, fili mi, nihil timor populi, nihil!

Contra legem facit qui id facit quod lex prohibet. Tu quoque, Brute, fili mi, nihil timor populi, nihil! Petierunt uti sibi concilium totius Galliae in

diem certam indicere. Mercedem aut nummos unde unde extricat, amaras. Plura mihi bona sunt, inclinet, amari petere vellent. Gallia est omnis
divisa in partes tres, quarum.

Whether any order for transfer and posting of the officer was issued by the Government during the period under report? ~ Yes “
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4. Reporting Officer will then have to continue with giving assessment. Drag the blue
circle towards the right to give a score on each item. The total score in each section is
automatically calculated by the system.
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The Overall Grading is also automatically calculated by the system. If the officer
reported upon score 8 and above for overall grading, then the Reporting Officer should
give a justification. Upon submission SMS notification will be given to the officer reported
upon and the Reviewing Officer. (The Reporting officer is permitted to make changes until
the Reviewing Officer perform his respective actions or until the system allows to do so.)
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STEPS TO PERFORM BY THE REVIEWING OFFICER
1. The Reviewing Officer using an ePramaan account login to ePAR and like the
reporting officer, the left sidebar will signify the respective information as mentioned

before in the reporting officer guide. Upon going to the active details report page,
‘Section IV: Review’ Form should be fill up.
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Do you agree with the assessment made by the reporting officer with respect to the work output and the various attributes in Section III? Do you
agree with the assessment of the reporting officer in respect of extraordinary achievement and / or significant failures of the MOS / officer reported

upon?
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If the reporting officer report are agreeable by the Reviewing Officer, the officer
should fill up the picture and then proceed to submission. However, if there is any need
to update the assessment of the reporting officer, then the Reporting Officer may
perform the respective actions and alter the assessment.

Upon submission, the officer reported upon and the Accepting officer will get
SMS notifications.



STEPS TO PERFORM BY THE ACCEPTING OFFICER

1. Like the predecessor, the Accepting Officer needs an ePramaan account. After login,
the sidebar menu will provide respective information. Upon viewing the detail of the
concern active reports, the accepting officer may click submit if all the records are
agreeable.

However, if any changes are required in the grading, the officer may opted to
change the grading as well. Upon submission, SMS notifications is triggered for the officer
reported upon. This is considered as grading disclosure to the officer reported upon.

TERMINATION OF REPORTS
After the officer reported upon received the grading disclosure, his duty is to
Accept or Reject the grading disclosure. To do so, the officer have to login to ePAR portal,
then goto ‘Current Report’ from the sidebar, then to ‘Assess Grading’ section.
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APPRAISED OFFICER RESPONSE

Do you agree with the above overall score

-

08-05-2018
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I confirm that I accept the overall grading and wish not to proceed any further.

Upon confirming the agreement and submission, the report is moved to respective
dossier which can be accessed from the sidebar menu ‘Dossier’.
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However, if the officer reported upon do not agree with the score and want to
submit for review, it should be performed from this same section by chosing ‘No’ and
write the comments.

® ® /N e-rar x Lalrinfela
< C' @ Secure https://epar.mizoram.gov.in/report/current-report w v :
e-PAR C LALRINFELA~

M- Dashboard

7.97

g Dossier OVERALL GRADE OUT OF 10

£ Active Reports

{2 CurrentReport

2 Dossier

{® Training /
€ Study Leave

APPRAISED OFFICER RESPONSE

Do you agree with the above overall score

- I

Comments

Following this steps, the Reporting and Reviewing Officer will have to update their
respective comments from this same section for Settlement.
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