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1 DOCUMENT

CONTROL

This is a controlled document and will be maintained on UPPCL portal.

Changes to this document will be recorded below and must be published to ali interested parties.

DOCUMENT HISTORY

Version Date Author VERSION DETAILS
V0.1 11.06.2024 | Anjali Priya | Initial Submission
Sakshi Singh
DISTRIBUTION
Date Type of Users Purpose

USER ROLES - POSTS USING PROCESS EXPLAINED IN MANUAL

Date

Roles

Posts

Purpose

OVERVIEW

The UPPCL and its DISCOM employees have their annual appraisal process ACR, Annual Confidential Report.

MENU PATH
Use the Fiori portal.

Version 0.1 End User Manual

Page 3 of 25 Project SAKSHAM



>
accenture
High performance. Delivered.

2 USER MANUAL STEPS

There are 5 set of users working on ACR workflow viz. Initiator (Employee), Reporting Officer, Reviewer/Co-
reviewer, Final Authority & ACR Admin Dept. The navigation for all of them is placed in below sections.

INITIATOR
Step1: Initiator login to their own Fiori portal.

lcand
R

1100673

Language

EN English v

Change Password

Step 2: Under ACR Application, click on “MY ACR Application”

E'! ':’ Home v

Personal information Payment Leave & Attendance PF Trust ACR Application

Clock-In | Out Corrections

ACR Application

My ACR Application ACR Approver
L ACE Al . Application
(4
s A
(.4 ]

Version 0.1 End User Manual Page 4 of 25 Project - SAKSHAM
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Step 3: Click on “ACR Form Number”

N ::f ',l ACR Application v

Employee Details

SAPID 11100673 Krishna Kumar
EE Subgroup: E_Iiﬂ__ AE-E&M
Positon: 20006760  Assistant EngiWarkshop)
Personnel area  W203 Maarut Zone
EE group. 8 Class Il
ACR Details

ACR Form Number

000000000571
00CRO0IST0

Start Date End Date

01042024  31.03.2025
01.04.2024  31.03.2025

NOTE: In case if Initiator found that

Cempany Code:  PVWN PVVNL

Pers, subarea:  WZ03

50000016 MD DVVNL OFFICE

Mearut Zone

Qrg. Unit:

Pending with D Pending With

0000000C
000C000C

ACR Farm Created
Completed

hierarchy is not correct, it is required to

. For the Initiator the ACR Template will already be created.

Creation Date Download File
05.12.2024
03.12.2024

Download File
Download File

communicate with

DISCOM Nodal. Once the hierarchy is updated then initiator must contact ACR Admin to generate

new ACR template.

« If Initiator don't find ACR Form Number in My ACR application, then itis required to
communicate with Discom Admin.

+ There can be Multiple Reviewing and Final Authority Officers.

« If multiple requests are generated and forwarded to reporting officer and in case one
template hierarchy is wrong, all requests will delete, and process will start as new.

Step 4: There are four Tabs {ACR Details, Section KPI/Objectives, Details of Duties, Other Details)

Employee Details

SAPID: 11100673  Krishna Kumar
EE Subgroup: EM AE-E&M
Position: 20006760  Assistant Eng(Workshop)

Personnel area:  WZ03 Meerut Zone

EEgroup: B Class Il
ACR Qetails

ACR Details Section KPIfOhjectives

ACR Details

ACR Form Mo.. 000000000571

Creation Date’

05.12.2024
ACR approval hierarchy

Details of Duties

Company Code:  PVVN PVVNL

Pers. subarea:  W2Z03 Meerut Zone

Org. Unit:

Other Details

Assessment Period:  01.04.2024  to:  31.03.202%

Status:  ACR Form Created

50000016 MD DVVNL OFFICE

Officer's name (In hierarchy) Designation SAP ID Period Role in ACR higrarchy
O Anil, EE-EEM/DS 1110.. 01.04.2024-31.03.2... Reporting Officer
() Sohan Kumar SE-E&M/IJS 1110... 01.04.2024-31.03.2... Reviewing Officer
() Sohan Ram CE-iv1-E&M 1110... 01.04.2024-31.03.2... Final Autharity Officer
Version 0.1 End User Manual Page 5 of 25 Project - SAKSHAM
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if the Reporting officer of the employee change in between the session, he/She should contact Discom
Nodal for hierarchy update then contact to ACR Admin for creation of ACR Template

Step 5: Then Go to tab “Section KPI/Objectives”, select designation from the drop down. New page will
open as per Designation selection.

In case Initiator select wrong designation hei/she will be responsible for selection of KPI.

NOTE: All Fields are mandatory.

(an) - 2

l @ Kpivalues has been saved successful.y

< Back ] > PO

Employee Details

SAPID. 11100673 Krishna Kumat Company Code:  PVVN PVVNL
EE Subgroup: EM AE-EAM Pers. subarea:  WZ03 Meerut Zone
Position: 20006760  Asslstant Eng{Workshop) Org Unit 50000016 MD DVVNL OFFICE
Personnel area:  WZ203 Meerut Zone
EE group: B Class Il
ACR Details

ACR Details Section KPl/Objectives Details of Duties Other Datails

Section KPl/Objectives

<Pl Tvpe *  Assistant Engineer (Materials Manag v

Step 6: After selecting designation from the KPI type, new page will open, Initiator needs to fill ail
fields. Before clicking on ‘Save as Draft’, it is mandatory to click on “Validate KPI Details” tab
to check if all fields are filled.

Step 7: After Validation, User can click on “Save as Draft button” to forward your KPI.

NOTE: There are attachment field options available as per KPI requirements.

Version 0.1 End User Manual Page 6 of 25 Project SAKSHAM
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(Key Performance Indicators)

1.
T yd T

SCRENIUENG BAO 1LCCRTAE,. IMD.MEMMION of 2arual JuDiy CHENTH DAIEY CF NE HeGu TNt 10/ e stife cie.es. [YesNo)
n

As per the annual "ecuirement of material raceived from Store C rcles -

Eaf ad h g -y e

(A) NOUCR Mvding TendEry COMSieted wither: 13 Daysin he.)
hotice imveng Tencers comateted within 15-30 Days (n No.)
{C} Notce mviting Tenders completed aher 30 Days (inNa.§

3
Opening of the Part-4 [Tecnnical Evaiuation; of Tender before Purchase Committer/Authenty desigrared for opening of Bl Bid -
e ard m Y ryaTd T
1A) Progosas Subiritted aithe 13 Days (0 No.) 1
1B} Proposais Subiritted -&'tnn 15-30 Days (in ko i
(Gt Prapesals Suom ted after 33 Days ¢m Mo % th Reason; 1
tC) Pracosals Submitied afier 3 Days {n ho.! (Wth Reason) 1
8.
Agtion mken on Pos Dalivery ldaterais Sampling Work -
T TS F T
(A) Faiied Repert Rezeived frem Store Circues (inNo ) 1
(B) Acton Takan (nho ) 1
(C} Pendng for Action in No.j ¥ 1n Reason) 1
3).
Approval of Guarsetesd Technucal Particutars (GTP) -
e jeToud T e
A Corrpheted with~ 15 Days i~ ha.) 1

B Competed wen n 15-30 Days in e d
iCy Comopieted afer 33 Days (in o W r Reason)
6) WHAT TRAMING DO YOU REQUIRE TO IMPROVE YOUR WORK :-

$.No. * Tratng Requirements

b Piease provde e ¢ 0k realed acivities
H A wtd reidied a0t vLes
3 TR asre rgiated act vies
- P.e55¢ srow e o ro < reaved actvtes
H " I A AT

High performance. Delivered,

7) DETAILS OF ANY OUTSTANDING ACIEVEMENT OR INNOVATIVE WORK EXECUTED DURING THE REPORTING PERIOD:-

iave dave betes suiply nloTEET3ON 0 rew u C3F Somp.eied aa FWT n g ven urddng

8) REASONS FOR SHORTFALL IN TARGETS OR CHALLENGES FACED :

Trete are wore ¢ than varsformer cazazity

Version 0.1 End User Manual Page 7 of 25
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Step 8: Initiator will go to the tab “Details of Duties” and give work details.

A AP

< Back . B .-

ACR Application ~

Employee Details

SAFID: 11100873  Krishna Kumar Company Code”  PAWN PVVNL

Pers w203 Meerut Zone

EE Subgroup.  EM AE-EEM
Posipon: 20008760  Assistant Eng{Workshop) Org. Unit: 500000168 MDD DVVNL OFFICE
Personnel area:  WZ03 Meerut Zone

EEgioup. B Class I

ACR Details

Section KPHObjectives Other Details

ACR Details Details of Duties

Details of duties of the post during the pericd under review

1.Assignen Work® A and T loss to be finalized with high priority.

z.Asaigneo Work:  Line loss 1o be cortrolled property

Step 9: Initiator needs to fill training details and its completion status in “Other Details”

ACR Details

Section KPIObjectives Datails of Duties

ACR Daetails Other Details

Other Details

Other Details
APR Status APR Submission... Earned Leave Training Detalls Training Completion Status
Submitted 05.12.2024 3.00 yes yes
Version 0.1 End User Manual Page 8 of 25 Project — SAKSHAM
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Step 10: After Completing all the details Initiator can c¢lick on “Submit” button to forward your KPL

< E! ':, ACR Application v

< Back 7 L] = . [ .

Employee Details

SAPID: 11100673  Krishna Kumar Company Code:  PVVN PVVNL
EE Subgroup: EM AE-E&M Pers. subarea: WZ03 Meerut Zone
Position: 20006760 Assistant Eng(Workshop) Org. Unit: 50000016 ™MD DVVNL OFFICE
Personnel area:  WZ03 Meerut Zone
EE group: B Class i
ACR Details
ACR Details (Section KPIIObjectives] Details of Duties Other Details

Section KPI/Objectives

KPl Type*  Assistant Engineer {Materials Manag... Vv  View KPI Details

Step 11: Click on ‘Submit’ button. After clicking, a pop-up will open where Initiator will click on ‘Yes’. The
request will then be sent to Reporting Officer’s ID.

Step 12: Now request has been sent to Reporting Officer’s id.

< E-! ':’ ACR Application v

[
@) - *

v Request No. 0G00G0000571 has been sent to agprover successial.,

x
I oce; PYWN PVYVNL

area:  WZ03 Meerut Zone
Position: 20006760  Assistant Eng{Waorkshop) Org. Uni 50000016 MD DVVNL OFFICE
Personnel area:  WZ03 Meerut Zone
EEgroup: B Class i
ACR Details
ACR Form Number Start Date End Date Status Pending with ID Pending With Creation Date Download File
000000000571 01.04.2024 31.03.2025 Waiting for Approval 11100677 Anil 05.12.2024  Downioad File

Version 0.1 End User Manual Page 9 of 25 Project — SAKSHAM
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REPORTING OFFICER’S SCREEN

Step 1: Login to Reporting Officer’s Fiori.

’
e

IS

11100677

Language

EN English

Change Password

Go to: ACR Application - ACR Approver Application.

E' ':’ Home v

Personal information

Payment Leave & Attendance PF Trust

ACR Application

My ACR Application
iy ACR Application

ACR Approver
Application
ACR Approver Aspiic.

K

Copyright & 2024 SAP SE Al Rights Resrrved

ACR Apptication

Clock-In 7 Out Corrections

Version 0.1 End User Manual Page 10 of 25
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Step 2; Click on “ACR Form Number”.

< =:‘| ',,' I ACR Approver Application VI

ACR Details

Pending Request

ACR Form Number  Start Date End Date SAP D Name of the Employee Designation Status Creation Date Download File

[000000000571 01.04... 3103.. 11100673 Krishna Kumar AE-EB&M Waiting for Appraoval 05.12.2024 Download File I

Step 3: There are 4 Additional Tabs (Integrity, Reporting Officer Comment, Overall Grading &
Other Details)

< Ea! Xy ACR Approver Application v~

< Back ] v Sulmit LI [

Employee Details

SAP {D: 11100673  Krishna Kumar Company Code:  PVWN PVVNL
EE Subgroup: EM AE-E&M Pers. subarea:  WZ03 Meerut Zone
Position: 20006760  Assistant Eng{Warkshop) Org. Unil: 50000018  MD DVVNL OFFICE
Persennel area:  W203 Meerut 2one
EE group: B Class I
ACR Details
ACR Details Section KPHObjectives Details of Duties l Integrity [Reponing Officer Commenr] Overall Grading Other Details I

Reporting Officer Comment

Serial No. Work Feedback

Yes

Version 0.1 End User Manual Page 11 of 25 Project — SAKSHAM
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Reporting officer will go to “section KPI/Objectives” tab, then click on “view KPI Details” tab, KPI will be

visible.

o4

< Back

ACR Approver Application v

Employee Details

SAP ID:

EE Subgroup:
Paositicn:
Personnel area:

EE group:

ACR Details

ACR Details

11100673  Krishna Kumar

EM AE-E&M

20006760  Assistant Eng(Workshop)
WZ03 Meerut Zone

B Class Il

ISection KPIIObiectivesI

Section KPl/Objectives

KPI Type:*

Reporting Officer can see the KPI of Initiator

< == l',' ACR Approver Application v

¢ Back

{Key Performance Indicators)

Details of Duties

Company Code: PVVN PVVNL
Pers, subarea: WZ03 Meerut Zone

Org. Unit: 50000016 MD DVVNL OF

Integrity Reporting Officer Comment

View KPI Details

Version 0.1 End User Manual
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Step 4: After seeing all the details, click on “Back” button for options- Integrity,
Reporting Officer Comment, Overall Grading & Other Details

Go to “Integrity” tab
Reporting Officer will go to “Integrity” tab and Give Integrity Note.
¢ InIntegrity tab there are 3 options.

1 Certified
2 Withheld
3 Not Certified

» Certify Integrity Note is compulsory for Withheld and Not certified.

ACR Details
ACR Detalls Section KP/Objectlves Detalls of Duties Integrity Reparting Officer Comment Overall Grading
Integrity

Integrity Detalls

Approver id Approver Name Approver Role * Certify Integrity Certify Integrity Note

11100677  Anil Reporting Officer Certified v Ok

Step 5: Go to “Overall Grading” tab and give comment.

1. ltis mandatory to give Overall Grading, comment & Personal Mail ID.

2. If user’s Mail ID is maintained in PA30, info type 2 105 & sub type > MAIL, then mail ID
will reflect automatically, and Reporting Officer can also maintain Mail 1D Manually.

RCR Details

ACR Details Section KPilObjectives Details of Duties Integrity Reporting Officer Comment Overall Grading

Overall Grading

Rating
Approver D Approver Name Approver Role] * ACR Grading Comment * Personal Email id
11100677  Anit Reporting Good ~ ok ANIL@GMAIL.COM

Version 0.1 End User Manual Page 13 of 25 Project — SAKSHAM
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Step 6: Then go to “Reporting Officer Comment” Tab and give feedback. All fields are mandatory
to fill.

ACR Details

ACR Details Section KPIObjectlves Details of Duties Integrity Reporting Officer Comment overall Grading

Reporting Officer Comment

Serial No. Work Feedback

Yes

Step 7: Then click on “Submit”. Request will send to Next Reviewing Officer’s ID.
< :J-l ‘,' ACR Application v

< Back 5] Lo ] . )

Employee Details

SAPID: 11100673  Krishna Kumar Company Code:  PVVN PVVNL
EE Subgroup: EM AE-E&M Pers. subarea:  WZ03 Meerut Zone
Position: 20006760  Assistant Eng(Workshop) Org. Unit: 50000016  MD DVVNL OFFICE
Personnel area:  WZ03 Meerut Zone
EE group: B Class Il
ACR Details
ACR Details Details of Duties Other Details

Section KPI/Objectives

KP| Type:*  Assistant Engineer (Materials Manag... v View KPl Details

< E-! ':' ACR Approver Application v

<
(Aan) -« 1 -
I () Request No, 000000000571 has been approved successfully I

.signation Status

Version 0.1 End User Manual Page 14 of 25 Project SAKSHAM
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Reviewing / CO-Reviewing Officer’s Screen

Step 1: Login to Reviewing / CO-Reviewing Officer’'s Fiori.

11100661

Language

EN Engiish

Change Password

Go to: ACR Application ->ACR Approver Application

w Home v
Personal Information Payment Leave & Attendance PF Trust
ACR Application
My ACR Application ACR Approver
Apptication

Ay ACR Application

ACR Approver Applic...

R

Copynigh! © 2024 SAP SE All Righls Reservad

ACR Application

Clock-In | OQut Corrections

Version 0.1 End User Manual
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Step 2: After clicking on “ACR Approver Application”, next screen will open. Click on “ACR Form
Number”.

< a ] ACR Approver Application VI

ACR Details

Pending Request

ACR Form Number  Start Date End Date SAPID Name of the Employee Designation Status Creation Date Download File

IOOOOOOODGS?I 0104, 3103.. 11100673 Krishna Kumar AE-E&M Waiting for Approval 05122024 Download File I

Note: - “Integrity, Overall Grading, and Officer’'s Comment Review" tabs will be available to Reviewing
Officer to provide their inputs. Reviewing Officer can see all Comments and Section KPl/Objectives.

< ==A' ',' ACR Approver Application v
Back ] [ .

Employee Details

SAP ID: 11100673  Krishna Kumar Company Code:  PVVN PVVNL
EE Subgroup: EM AE-E&M Pers. subarea:  WZ03 Meerut Zone
Positon: 20006760  Assistant Eng(Workshop) Drg. Unit: 50000016  MD DVVNL OFFICE
Personnel area:  WZ03 Meerut Zone
EE group:. B Class il
ACR Details
ACR Details Section KPI/Objectives Detalls of Dutles Integrity Reporting Officer Comment Overall Grading
ACR Details
ACR Form NO.. 000000000571 Assessment Period:  01.04.2024 5 31032025

ACR Details

< Jofficer's Comment Review Other Details

ACR Details

Version 0.1 End User Manual Page 16 of 25 Project SAKSHAM



ﬁ sl 7 o ;rg‘ >
Vowind & 37 1 accenture
Viopgwarn Highperformance. Delivered

Step 3: Go to “Integrity” Tab select Option from drop box from ‘Integrity’.

In Integrity tab there are 3 options.
1. Certified
2. Withheld
3. Not Certified

+ Certify Integrity Note is compulsory for Withheld and Not certified.

Reporting Officer’s inputs will be visible to Reviewing Officer. Reviewing officer will provide their inputs

ACR Details

ACR Details Section KPliObjectives Details of Duties Integrity Reporting Cfficer Camment Dverall Grading
Integrity
Integrity Details

Approver id Approver Name Approver Role * Certify integrity Cenrtity Integrity Note

11100677  Anil Reporting Officer Certified (o]

11100661 Sohan Kumar Reviewing Officer Certified v 0Ok

11100681 Sahan Ram Final Authoritv Officer

Step 4: Go to “Overall Grading”. Give Comment and Personal Mail iD.

s Overall Grading is mandatory to fill.

If Reviewing Officer's Mail ID is maintained in PA30, Info type - 105 & Sub type 2 MAIL. Then

L]
the mail ID will reflect automatically and Reviewing officer can also maintain Mail ID manually.

ACR Details

ACR Details Section KPi/Objectives Detalls of Duties integrity Reporting Officer Comment Overall Grading >

Overall Grading

Rating

Approver ID Approver Name Approver Role * ACR Grading Comment * Personal Email Id

11100677  Anil Reporting Good Ok ANIL@GMAIL.COM

11100661 Sohan Kumar  Reviewing ... | Good v Ok sohan@gmail.com

Version 0.1 End User Manual Page 17 of 25 Project — SAKSHAM
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Step 5: Go to “Officer’'s comment Review” Tab

¢ In Officer's Comment Review tab. There are 2 options.
1. Yes
2. No
« Reviewing Officer is required to select any one of the above options
« Comment is compulsory for option ‘NO’. For ‘Yes’ it is not compulsory.
« Reviewing officer will mention if they agree with Reporting Officer Grading Comment, then click on
Submit button,

ACR Details

< l Officer's Comment Review I Other Details

Officer's Comment Review

Comment Review

Officer's Name * Do you agree with Grading/Comment of Reporting and Reviewing officer Comment

Sohan Kumar Yes v ok

Step 6: Click on “SUBMIT”. Request will be sent to Final Authority Officer.

< i ACR Approver Application v

1]

(ak] ~ 1 +

v Request No. 000000000571 has been approved successfully

signation Status

Version 0.1 End User Manual Page 18 of 25 Project SAKSHAM
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Final Authority Officer

Step 1: Final Authority Officer will login Fiori.

11100681
o I
Language
EN - English
Change Password
Go to: ACR Application > ACR Approver Application
(i Home v
Personal Information Payment Leave & Attendance PF Trust ACR Application

ACR Application

My ACR Application ACR Approver
Ny ACR Applicaton Application
ACR Approver Applic...
—v
L
&5

Copyright & 2024 SAP SE All Righls Raserved

Clock-In { Out Corrections

Verston 0.1 End User Manual Page 19 of 25
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Step 2: After clicking on ACR Approver Application Next screen will open. Click on “ACR Form

Number”.
< E‘! ':’ [ ACR Approver Application vl
ACR Details

Pending Request

ACR Form Number  Start Date End Date SAPID Name of the Employee Designation Status Creation Date Download File
IDOOOOOOOOSTI 0104, 31.03... 11100673 Krishna Kumar AE-E&M Waiting for Approval 05.12.2024  Download File I
Note: “Integrity, Overall Grading, and Officer's Comment Review” tabs will be available to Final

Authority Officer to provide their inputs. Final Authority Officer can see all Comments and Section
KPI/Objectives.

< E*! ':’ AGR Approver Application v

Back v » + Submit o .

Employee Details

SAP ID: 11100673  Kiishna Kumar Company Code:  PVWN PVVNL
EE Subgroup: EM AE-E&M Pers. subarea:  WZ03 Meerut Zone
Position: 20006760  Assistant Eng(Wotkshop) Org. Unit: 50000016 MD DVVNL OFFICE
Personnel area.  WZO03 Meerut Zone
EE group: B Class il
ACR Details
Sectlon KPI/Objectives  Detalls of Duties Reporting Officer Comment Overall Grading
ACR Details
ACR Farm Na:  DO0CGO000057 1 Assessment Period:  01.04.2024  to:  31.03.2025
ACR Details
< Jofficer's Comment Review Other Details
ACR Details

Version C.1 End User Manual Page 20 of 25 Project SAKSHAM
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Step 3: Go to “Integrity” Tab select Option from drop box from ‘Integrity’.
s In Integrity tab there are 3 options.
1 Certified
2 Withheld
3  Not Certified

« Final Authority Officer is required to select any one of the above options

e Certify Integrity Note is compulsory for options ‘Withheld' and ‘Not certified’. In case of ‘Centified’ it can

be left blank.
ACR Details
ACR Details Section KPl/Objectlves Details of Duties Integrity Repaorting Officer Comment Dverall Grading
Integrity

Integrity Details

Approver Id Approver Name Approver Role * Cerlify Integrity Certify integrity Note
11100677  Anil Reparting Officer Certified Ok
L]
11100661 Sohan Kumar Reviewing Officer Certified Ok
11100681 Schan Ram Final Authority Officer Certified v 0Ok

Version 0.1 End User Manual Page 21 of 25 Project SAKSHAM
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Step 4: Go to “Overall Grading” tab, Give Comment and Personal Email ID.
NOQTE: - Final Authority can see all Comments and Section KPI/Objectives.
¢ InOverall Grading tab, Comment and Personal Email ID is Mandatory fields to fill.

« If Final Authority Officer’s Mail ID is maintained in PA30 (Info type — 105, Sub type MAIL). Then
the mail ID will reflect automatically, and Final Authority Officer can also maintain Mail ID
manually.

ACR Details Section KP1/Objectives Details of Duties Integrity Reporting Officer Comment Overall Grading

Overall Grading

Rating
Approver ID Approver Name Approver Role * ACR Grading Comment * personal Emait Id
11100677  Anil Reporing Good Ok ANIL@GMAIL.COM
11100661  Sohan Kumar  Reviewing Good Qk SOHAN@GMAIL COM
11100681  Sohan Ram Final Autho... § Good v Ok soram@gmail.com

Step 5: Go to “Officer's comment Review” Tab.
+ In Officer’'s Comment Review tab there are 2 options.
1. Yes
2. No
« Final Authority Officer is required to select any one of the above options
e Comment is compulsory for option ‘NO’. For ‘Yes’ it is not compulsory.

« Final Authority officer will mention if they agree with Reporting Officer Grading Comment,
then click on Submit button.

ACR Details

< | Officer's Comment Revlewl Other Detalils

Officer’'s Comment Review

Comment Review

Officer's Name * Do you agree with Grading/Comiment of Reporting and Reviewing officer Comment
Schan Kumar Yes Ok
Sohan Ram Yes v Ok

Version 0.1 End User Manual Page 22 of 25 Project — SAKSHAM
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Step 6: Then click on “Submit” Request has been approved successfully.

< ? A ',i ACR Approver Application v

]

1(Au v £ X
|

I v Request No. 000000000571 has been approved successfully

.signation Status
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Step 1: ACR Admin Screen:
« After Final Authority Officer approve the ACR, the ACR status is ‘pending with admin’.

« Admin will go to TCODE: - “ZHR_ACR_DB”, click on ‘ACR Admin Report’

ACR Dashboard

ACR Dashboard

Annual Confidentiality Report{ACR) Dashboard

Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case

STEP 2: Admin will Select the request number with status '‘Pending with Admin’ and click on
‘Approve’ tab.

[ System Help

V] KHO 0 o how B -
ACR Admin Report
(k Download Pdf | 1@ Approve | Ui Auto Forward | Release PDF %) Refresh

8 27ThH Y. &&a.m, m, [

oo Request .. Personnel Numb.. Appraisee Name Appraisee Position Status Begin Date End Date Company Co.. Payroll Ar.. Employee Gro.. E
L, 11100673 Krishna Kumar  AE-E&M Pending with Admin ~ 01.04.2034 31.03.2025PWN  SG B _c
570 11100673 Krishna Kumar  AE-E&M mpet 01.04.2024 31.03.2025 PVWN SG B [o

569 11100673 Krishna Kumar  AE-E&M 01.04.2024 31.03.2025 PVWN SG B C

368 11100672 Surman CE-Lv1-E&M Waiting for Approval  01.04.2024 31.03.2025 PUWV EQ A Cc

567 11100673 Krishna Kumar ~ AE-E&M 01.04.2024 31.03.2025 PVVN SG B C

566 11100322 Charan Singh CE-Lv1-E&M ACR Form Created 01.04.2024 31.03.2025 PVWN w5 A c

565 11100322 Charan Singh CE-Lvi-E&M 01.04.2024 31.03.2025 PVVN W5 A C

564 11100318 Pushkal Roy AE-E&M ACR Form Created 01.07.2024 30.09.2024 PUVV E2 B C

Version 0.1 End User Manual Page 24 of 25 Project SAKSHAM
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Step 3: Status will be ‘Completed’.

&=

v K O ©
ACR Admin Report
(i Download Pdf

CE2THhH Y.

System  Help

2 Approve  CF Auto Forward

~ o .
= ¢l . B

|™ Release PDF

1] 0%

47 Refresh

Begin Date End Date Company Co.. Pa!;pll

IRl Request .. Personnel Numb.. Appraisee Name Appraisee Position Status
. 571| 11100673 Krishna Kumar  AE-E&M Completed

1.04.2024 31.03.2025 PYWN 5G

11100673 Krishna Kumar  AE-E&M Completed 01.04.2024 31.02.2025 PVWN 5G

569 11100673 Krishna Kumar ~ AE-E&M 01.04.2024 31.03.2025 PYVN 5G
568 11100672 Suman CE-Lv1-E&M Waiting for Approval  01.04.2024 31.03.2025 PUVV EO
567 11100673 Krishna Kumar ~ AE-E&M 01.04.2024 31.03.2025 PVVN 5G
566 11100322 Charan Singh  CE-Lv1-E&M ACR Form Created  01.04.2024 31.03.2025 PVVN W5
565 11100322 Charan Singh  CE-Lv1-E&M 01.04.2024 31.03.2025 PVVN W5
564 11100318 Pushkal Roy AE-E&M ACR Form Created  01.07.2024 30.09.2024 PUVV E2
563 11100318 Pushkal Roy AE-E&M ACR Form Created  01.04.2024 30.06.2024 PUVV E2
C&D 111NAN21Q Durhklal DA AR_FR.M N1 A7 72074 0 NA N4 DI NAY [ =]

Step 4: After approving, the ACR Admin will click on ‘Release PDF’ post which the Initiator will
be able to download the ACR request form from Fiori portal.

ACR Admin Report

{2 Download Pdf ;9 Approve  F# Auto Forward | |™ Release PDF
——H Y. =@.®: —.

-« Request . Personnel Numb.. Appraisee Name Appraisee Position Status
11100673 Krishna Kumar ~ AE-E&M Completed

42 Refresh

Begin Date End Date Company Ca.. Payroll Ar.. Employ:

01.04.2024 31.03.2025 PVVN SG B

570 11100673 Krishna Kumar  AE-E&M Completad 01.04.2024 31.03.2025 PVVN SG B

569 11100673 Krishna Kumar  AE-E&M 01.04.2024 31.03.2025 PVVN SG B

568 11100672 Suman CE-Lvi-E&M Waiting for Approval 01.04.2024 31.03.2025 PUVY EO A

567 11100673 Krishna Kumar ~ AE-E&M 01.04.2024 31.03.2025 PVVN 5G B

566 11100322 Charan Singh  CE-Lv1-E&M ACR Form Created 01.04.2024 31.03.2025 PVVN WS A

565 11100322 Charan Singh CE-Lvi-E&M 01.04.2024 31.03.2025 PVVN WS A

564 11100318 Pushkal Roy AE-E&M ACR Form Created  01.07.2024 30.09.2024 PUVV E2 B

563 11100318 Pushkal Roy AE-E&M ACR Form Created 01.04.2024 30.06.2024 PUVV E2 B

562 11100318 Pushkal Roy AE-E&M 01.07.2024 30.09.2024 PUVV E2 B

561 11100318 Pushkal Roy AE-E&M 01.04.2024 30.06.2024 PUVV E2 B

560 11100321 Dharampal Singh SE-E&M/1S ACR Form Created 01.04.2024 31.03.2025 PVWN W5 A

559 11100322 Charan Singh  CE-Lvi-ERM 01.04.2024 31.03.2025 PVVN W5 A

558 11100321 Dharampal Singh SE-E&M/IS 01.04.2024 31.03.2025 PVVN W5 A

557 11100321 Dharampal Singh SE-E&M/IS 23.08.2024 31.03.2025 PWWN W5 A

556 11100310 Sudhir Dubey EE-E&M/DS ACR Form Created 20.10.2024 31.03.2025 MVVN c2 A

555 11100310 Sudhir Dubey EE-E&M/DS ACR Form Created 01,04.2024 10.10.2024 MVVN c2 A

554 11100310 Sudhir Dubey ~ EE-E&M/DS 01.10.2024 31.03.2025 MVWVN c2 A

553 11100310 Sudhir Dubey ~ EE-E&M/DS 01.04.2024 30.09.2024 MVVN c2 A

552 16700006 Kamal EE-E&M/DS ACR Form Created 01.04.2025 31.03.2026 PVVN W6 A

551 16700006 Kamal EE-ERM/DS ACR Form Created 01.08.2024 31.12.2024 PVVN wWe A

[ <g) 1E87N0NNE ¥V aenal EE_COMIMNC ACD Caven Fremabad Nt 04 1004 21 N7 N4 DA ALY/~ A

< >
@ Released Successfully. SAR
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Step 5: Status will be ‘Completed’. Initiator can download ACR Form from Fiori portal.

< E! ':I I ACR Application v l

Employee Details

SAPID. 11100673
EE Subgroup® EM
Positan 20006760

Krishna Kumar
AE-EAM

Assistant Eng{Workshep)

Cempany Coce PVWN PVVNL
Fers subaraa: WZ03 Maerut Zone

Org Uniz 50000016 WD DVVNL OFFICE

Personnet area.  WZD3 Meerut Zone
EEgroup B Class Il
ACR Details
ACR Form Number Start Date End Date Status Pending with ID Pending With Creation Date Download File
S 0104.2C24 31.03.2025 Completed 0050000C 05.12.2024 Dovmioad File
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1.How to login In to Fiori

For all HR related activities User has to login in to Fiori portal, steps how to login in to Fiori described below

Step 1: go into UPPTCL website

https://upptcl.org/upptcl/en

MHOME  SCRFFNREADTRACCESS  SKIPTO MAIN CONTFNT  SITFMAP A [{} Aes H o ooy
Seu\ Uttar Pradesh Power Trausmission Corporation Limited P —
-\.!““', A Uttar Pradesh Government Undertaking G >
v ¥R

R e R
-y il
S PITEI LN
Vg T 1N
DA
- 5

»o~

click cn Employee Corner

ubstation Map
Dashboard PM Module

MM Dashboard

r PIN B N PR RGN o | SRS ks

click on ERP, below screen will appear

Page 4 of 36




N Uttar Pradesh Power Transniission Cerporation Limited o -

P , -

W& A Uttar Pradesh Government Undertaking N2 %—
Transmission MAPS S.No Description Link/Document
Right To Infor mation
ARR & Tart Ordar 1. HRMaster Data Verification Portal HR Master Data Verification Portat
FPE Transmission Projects
Miscetlaneous 2. SAPGUIiand UserList. SAP GUI & User List
Gallery
Non Conventional Energy 3 FIORI App{Production Se FtOR1 App{Producti
UEPTCL Perition for ISTS Centifud Lines . pa{Production Server) priProduction)

4, Module-wise awareness documents ERP Awareness

Click on Serial number 3 Fiori App

3.  FIORI App{Production Server) FIORI App(Production)

Direct Link :

Logon

it will lead you to the next Fiori Login page.

Save link in Favorite :

User should save the link in the favorite links , so that user can directly follow the link instead of following
the path.
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User
Password
Language
EN English
Change Password
Input your User Id and Password
SAR
110089968
Language
EN - English -

Change Password

after Useri and passwor

click on
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2.END USER MANUAL STEPS

There are 4 set of users working on ACR workflow viz.

1. Initiator (Employee)

Section 2.1
2. Reporting Officer Section 2.2
3. Reviewer/Co- reviewer Section 2.3
4. Final Authority Section 2.4

The navigation and user steps for all above 4 users are described in below steps / sections
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2.1.  INITIATOR

2.1.1.

2.1.2.

Step1: Initiator login into Fiori portal.

11008998

Language

EN - Engiish v

Chrahge Password

Step 2: Go to ACR Application

Under ACR Application, click on 'MY ACR Application”

...5 D Home v

HR Applications

ACR Approver
Application

Next Screen will open
Page 8 of 36

HR Custom Applications  HR WebDynpro Applications
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Employee Details

SAP ID: 12000421  Ambika Prasad Rawat Company Code:
EE Subgroup: S2 JE Pers. subarea:
Position: 50007783  Junior Engineer Qrg. Unit:
Personnel area: UP15 TC-Lucknow
EE group: C Class It

ACR Details

ACR Form Number  Start Date End Date Status

000000000169 01.06.2... 31.03.2025 ACR Form Created 00000000

User Will See that ACR form Number is appearing

Pending with ID  Pending with

1000 UPPTCL
D156 ETDBahraich
10000156 ETD-Ist Gkp

Creation Date Download File

17.03.2025 Download File

For the Initiator the ACR Template will already be created by ACR ADMIN , if there is no ACR form number
appearing , user has to connect with Admin to Generate ACR form number . once Admin will generate form

No, user will be able to view generated form number in this place .

2.1.3. Step 3:ClickonACRForm N

Employee Details

SAPID: 12000421 Ambika Prasad Rawat Company Code:
EE Subgroup: $2 JE Pers, subarea:
Position: 50007783  Junior Engineer Org. Unit:
Personnel area: UP15 TC-Lucknow
EE group: € Class Ill

ACR Details

ACR Form Num Start Date End Date Status

000000000169 01.06.2... 31.03.2025 ACR Form Created 000060000

Pending with 1D Pending With

mber .

1000 UPPTCL
D156 ETDBahraich
10000156 ETD-Ist Gkp

Creation Date Download File

17.03.2025 Download File

After Clicking on ACR Form Number , ACR details will be expanded and below screen will appear, in this
screen user can check the Reporting Officer / Reviewing Officer and Final Authority Officer
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# ACR Details

ACR Details Section KPI/Objectives

ACR Details

ACR Foarm No.: 000000000169
Creation Date: 17.03.2025%

ACR approval hierarchy

Officer's name (In hierarchy)

Pankaj Kumar
Akhilesh Kumar Yadav

Devendra Prasad Joshi

Details of Duties

SAP ID

1100...
1100...
1100...

Designation
Ast. Engineer...
EE(Civil)
Superint Eng...

Other Details

Assessment Period: 01.06.2024 to: 31.03.2025

Status: ACR Form Created

Role in ACR hierarchy Period

Reporting Officer 01.06.2024-31.03.2..,
Reviewing Officer 01.06.2024-31.03.2...
Final Authority Officer 01.06.2024-31.03.2...

If Initiator found that hierarchy is not correct, it is required to communicate with UPPTCL Nodal.

Once the hierarchy is updated then initiator must contact ACR Admin to generate new ACR template.

. If Initiator don’t find ACR Form Number in My ACR application, then it is required to communicate witt

UPPTCL Admin.

. There can be Multiple Reviewing and Final Authority Officers.

. If multiple requests are generated and forwarded to reporting officer and in case one template
hierarchy is wrong, all requests will delete, and process will start as new.
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2.1.4. Step 4:ACR Details

Under ACR details there are below 4 sections / TABs
ACR Details
Section KPI/Objectives,
Details of Duties,
Other Details

First Click on "ACR Details "

{ FY ACR Applicati n

SAPID. 12000421 A ika Prasad Rawat Company Code: 1000 UPPTCL
EE Subgroup: S2 E Pers. subarea: D156 ETDBahraich
Position: 5000778 Junior Engineer Org. Unit: 10000156  ETD-Ist GKp
Personnel area: UP15 TC-Lucknow
EE group: C Class !l
ACR Details

ACR Detaits Section KPI/Objectives Details of Duties Other Details

ACR Details
ACR Form No.: 000000000169 Assessment Period: 01.06.2024 to: 31.03.2025
Creation Date: 17.03.2025 Status: ACR Form Created

ACR approval hierarchy

Officer's name (In hierarchy) SAP ID Designation Role in ACR hierarchy Period

Pankaj Kumar 1100... Ast. Engineer... Reporting Officer 01.06.2024-31.03.2...
Akhilesh Kumar Yadav 1100... EE(Civil) Reviewing Officer 01.06.2024-31.03.2...
Devendra Prasad Joshi 1100... Superint Eng... Final Authority Officer 01.06.2024-31.03.2...

If the Reporting officer of the employee change in between the session, he/She should contact UPPTCL
Nodal for hierarchy update then contact to ACR Admin for creation of ACR Template
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2.1.5.

¢ Y ACR Application

{Back - . . ».

Employee Details

SAP ID: 12000421
EE Subgroup: 52

Position: 50007783

Ambika Prasad Rawat
JE

Junior Engineer

Step 5: Go to tab Section KPI/Objectives,

Company Code: 1000
Pers. subarea. D156

Org. Unit: 10000156

Personnel area: UP15 TC-Lucknow
EE group: C Class Il
ACR Details
ACR Details Section KPl/Objectives Details of Duties Other Details

Section KPl/Objectives

* KPI Type: ~

After clicking on the Section KPI/ Objectives tab, KPI type will be displayed

Click on the drop down arrow key

Section KPI/Objectives

* KPI Type:

New UPPTCL Page

UPPTCL
ETDBahraich

ETD-Ist Gkp

After clicking on arrow key a drop down list will get open, there will be only one option in the list "New

UPPTCL Page"
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User has to select "New UPPTCL Page"” from Drop down list

after selection below screen will get open

< T¥%¥  ACR Application
L

Back Save as Draft + Valdate KPI Details

(13121 do:

uifafim:

siferfi M digan
— Frr e 0000

FITHIS WIF @] W

G B T

il

bosfaulcery]

o

e a1 & any gw e o ey

2.1.6. Step 6: Save As Draft / Forward

Update the required details as filled in the below screen

4 »-E!? ACR Application

Back Save as Draft « Validate KP} Details

it o

yilali:
st Sfés men:

aidE MU vy

A AT B WG
AT 4 4
1t

wed & e
ABC
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123456
1234
BALLB
2025
1234ABC
Luckrow
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"

favmita @ & oo Praro 3 figell 2 uftiem @t sravamar #2

Recrultment
Fg ¢ 14: Completed
quiredt 19 m affyya vt
-HAldE Completed

After input of all required details click on Validate KPI Details

< = AC Application
a—

Back Save as Draft + alidate KPI Details

A success message will popup for the KPI validation

o

¥ Kpi values has been validated successfully

Back Save as Draft « Validate KPI Details

123456
1234
R et BALLB
atfd Nty aldds. 2025
1234ABC
LUCKNOW

01.01.2000 [ 31.0L.2022 [
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2.1.7. Step 7: Details of Duties

{ Back
After KP1validation click on Back button
again ACR details screen will get open
Now click on "Details Of Duties"
4 w ACR App cation
{Back % . . ». se Pun s '

Employee Details

SAP ID: 12000421 Ambika asad Rawat
EE Subgroup: S2 JE

Position: 50007783  Junior Engin

Personnel area: UP15 TC-Lucknow
EE group: C Class il
ACR Details

ACR Details Section KPYObjectives Detal

Section KPI/Objectives

* KP Type: New UPPTCL Page

Company Code:

Pers. subarea:

of Duties Other Details

While click on Details of Duties below screen will popup.
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./

ACR Details Section KP1/Objectives Detalls of Duties Other Details

Details of duties of the post during the period under review

* 1L Assignes Work:

* 2 ASSIgnec Work.

* 3 Assigned Work

User has to input details as per Assigned Work

* 2 Assigned Work: BCD

* 3 Assigned Work:  DEF

* 4 Assigned Work: FGH

* 5.Assigned Work:  HIG

After Details of Duties Click on SAVE As Draft and after that Click on Other Details TAB

4 S E;' ACR Application
Personnel area: UP15 TC-Lucknow
EE group: C Class 1l
ACR Details

ACR Details Section KPl/Objectives

Page 16 of 36
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Once Other Details tab is clicked below screen will get open

ACR Details

ACR Details Section KPI/Objectives Details of Duties Other Details

Other Details

Other Details
APR Status APR Submission Date Earned Leave Days Training Details Training Completion Status
Submitted 17.06.2024 5.00 Completed Submitted

if User has submitted his / her APR, APR status will be displayed in below Fields with Earned Leave Days

Below fields are non editable, only user can see the status of APR and EL balance
ACR Details

ACR Details Section KPI/Objectives Detatls of Duties

Other Details

Other Detalls

APR Status APR Submission Date Earned Leave Days
Submitted 17.06.2024 5.00

If User wants to update any Training details , input details in below section

ACR Details Section KPi/Objectives Details of Duties Cther Details

Other Details

Other Details

APR Status APR Submission Date Earned Leave Days Training Details Training Completion Status

ASDADASDASD YES Completed
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once all Details completed click on Save Draft

£ ,.:“" ACRA: cation

{ Back % . . B. se B v, @

Employee Details

SAP ID: " Ambika Prasad Rawat
EE Subgroup: S2 JE

Position: 50007783  Junior Engineer

Personnel area: UP15 TC-Lucknow
EE group: € Class Il
ACR Details

Company Code: 1000 UPPTCL
Pers. subarea: D156 £TDBahraich

Org. Unit: 10000156  ETD-Ist Gkp

User can visit again the draft version and make any changes if required, once user is satisfied with all

information provided by him in ACR he can submit his ACR

To submit ACR click on Submit button

< ACR Application
{Back & - . ». 5 s D 0.
Employee Details
SAP ID: 1ie- Ambika Prasad Rawat
EE Subgroup: S2 JE

Position. 50007783  Junior Engineer
Personnel area: UP15 TC-Lucknow

EE group: C Class IIl
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Once user will click on Submit button below pop up message will appear

If you want to submit your ACR clickonY S

After clicking on YES button another message will popup

2 1 “x

(¥) Request No. 000000000171 has been sent to approver successfully

If User doesn't want to submit click on NO button, by clicking on NO previous screen will be open where user
can make changes in ACR and can save as Draft, after satisfied with the input details user can submit ACR

Do you really want to submit
000000000084 ?
Yes

This is the completion of ACR submission

After that User can check the status of submitted ACR under ACR Details TAB

ACR Details

ACR Form Number  Stant Date End Date Status Pending with ID Pending With Creation Date Download File

000000000084 01.04.2... 31.03.2025 Walting for Approval 11008978 | Anchal Shukla 27.02.2025 Download File
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2.2.  REPORTING OFFICER

2.2.1. Step 1:Logininto Fiori APP

11008978

Language

EN English

Go to: ACR Application = ACR Approver Application.

y Home ¥

HR Applications  HR Custom Applications  HR WebDynpro Applications

ACR Approver My ACR Application
Application
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2.2.2. Step 2: ACR Form Number Selection

after clicking on ACR Approver Application below list will appear , if there are multiple ACRs are awaiting
your approval , all will be listed in this report

< ACR Approver Application Q
ACR Details

Pending Request

ACR Form Number Start Date End Date SAP D Name of the Employee Designation Status Creation Date Download File

000000000084 01.04.2... 31.03.2... 11008998 ACR |l Test Senior A...  Waiting for Approval 27.02.2025 Download File

Click on ACR number which user wants to approve.

after clicking on ACR form number another screen will get open , which will display the all ACR details of the
employee .

2.2.3. Step 3: Check TABS

There are 7 Tabs under the ACR details

ACR Details -

These Three Tabs are filled by the initiator which are noneditable for

Section KPI/ Objectives approver, Approver can view the details filled by initiator

Details of Duties —
Integrity -

Reporting Officer Comment L 'hese four Tabs to be filled by the Reporting officer

Overall Grading

Other Details -

ACR Details

ACR Details Section KPI/Objectives Details of Duties integrity Reporting Officer Comment Overall Grading Other Detaits
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- Now click on section KPI/Objectives ab,

< ICARYL Appraver Applicati

{ Back R f

Employee Details

SAP ID: 11008998 ACR Il Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Acco  tant Pers. subarea: C116 ETC- | Varanasi
Position: 50007699  Senior Acc  ntant Org. Unit: 10010100 SE (HQ)
Personnel area: UP1L TSE-Pray a
EE group: B Class Il
ACR Details

ACR Details Section KPI/Objectives Detalts of Duties Integrity Reporting Officer Comment Overall Grading Other Details

After clicking on Section KPl/Objectives TAB below details will be displayed

L 4
ACR Details Section KPI/Objectives Details of Duties Integnty Reporting Officer Comment Overall Gradin

Section KP1/Objectives

to check all KPIs click on view KPI Details tab
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2.2.4. Step 4: Go to Integrity Tab

After seeing all the details, click on Back button

Below screen will appear

¢« = l;,' ACR Approver Application

{ Back - ) + Submit [ N

Employee Details

SAP1D: 11008998 ACR Il Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers. subarea: Cl116 ETC- | Varanasi
Position: 50007699  Senior Accountant Org. Unit: 10010100  SE (HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class il
ACR Details

ACR Details Section KPI/Objectives Details of Duties Integrity Reporting Officer Comment Overall Grading Other Details

Click on Integrity tab
Reporting Officer will go to Integrity tab and Give Integrity Note.
In Integrity tab there are 3 options.

1. Certified

2. Withheld

3. Not Certified

Certify Integrity Note is compulsory in All cases where integrity is Withheld and Not certified.

ACR Details

ACR Details Section KPI/Objectives Details of Duties Integrity Reporting Cfticer Comment Overall Grading Cther Details

Integrity

Integrity Details

Approver Id  Approver Name Appraver Role * Certify Integrity Certify Integrity Note
11008978  Anchal Shukla Reporting Officer Certified ~ Certified
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2.2.5. Step 5: Go to Reporting Officer Comment TAB

Then go to Reporting Officer Comment Tab and give feedback. All fields are mandatory to fill.

< == l',' ACR Approver Application

{ Back %y » . .e . .

Employee Details

SAP1D: 11008998  ACR Il Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers. subarea: C116 ETC- | Varanasi
Position:  S0007699  Senior Accountant Org. Unit: 10010100  SE (HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class I
ACR Details

ACR Details Section KPWObjectives Details of Duties Integrity Reporting Officer Comment Overall Grading Other Details

teporting Officer Comment

Serial No. Wark Feedback

Yes

Yes

Yes

Yes

Yes
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S EALL o fergoft (10-30) Yes

3 Yes

1 Yes

g Yes

- Yes

2.2.6. Step 6: Go to Overall Grading tab

Go to Overall Grading TAB and give comment.
1. Itis mandatory to give Overall Grading, comment & Personal Mail ID.

2. lfuser’s Mail ID is maintained in PA30, info type 2 105 & sub type > MAIL, then mail ID will
reflect automatically, and Reporting Officer can also maintain Mail ID Manually.

icand icati
{ = ACR Approver Application Q

ACR Details Section KPI/Objectives Details of Duties Integrity Reporting Officer Comment Overall Grading Other Details

Overall Grading

Rating
Approver ID Approver Name  Approver Role * ACR Grading Comment * Perscnal Email Id
11008978  Anchal Shukla Reporting Officer | Good ~ Good anchal@gmail.com
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2.2.7. Step 7: Submit Comments

Click on Submit Button Request will send to Reviewing officer ID.

( 3 !;' ACR Approver Application

{Back - - -. ». . R

Employee Details

SAP ID: 11008998 ACR Il Test Company Cede: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers. subarea: C116 ETC- I Varanasi
Position; 50007699  Senijor Accountant Org. Unit: 10010100  SE (HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class il
ACR Details

Approver Can Save As Draft or Submit the application
if Clicked on SAVE as Draft details will be saved and can be editable until submitted

after clicking on submit button below message will popup

1 (+ X

() Request No. 000000000171 has been sent to approver successfully
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2.3. Reviewing / Co-Reviewing Officer's Screen

2.3.1. Step 1: Login to Reviewing / CO-Reviewing Officer's
Fiori.

£

10000011

Language

EN - English v

Go to: ACR Application ?ACR Approver Application
,; !',’ Home v

HR Applications HR Custom Applications HR WebDynpro Applications  ACR Application

ACR Approver My ACR Application
Application
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2.3.2. Step 2: ACR Approver Application

Click on ACR Approver Application , next screen will open. Click on ACR Form Number .

ACR Details

Pending Request

ACR Form Number  Start Date End Date SAP ID Name of the Employee Designation Status Creation Date Download File

000000000684 01.04.2... 31.03.2.. 11008998 ACR li Test Senior A...  Waiting for Approval 27.02.2025 Download File

Note: - Below mentioned three Tabs will be available for Reviewing “Officer to provide their inputs. Reviewing
Officer can see all Comments and Section KPI/Objectives.

Integrity Overall Grading Officer's Comment Review

< Back . L B e .

Employee Details

SAPID: 11008998 A I Test Co  any Code: 1000 UPPTCL
€E Subgroup: BA Senior untant Pers area: C116 ETC- | Varanasi
Pasition: 50007699  Senior Accou org. 10010100  SE (HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class il
ACR Details
ACR Details Section KPI/Dbjectives Details of Duties Reporting Officer Comment

2.3.3.  Step 3: Integrity Tab

Go to Integrity select Option from drop box from Integrity.
In Integrity tab there are 3 options.

t. Certified

2. Withheld

3. Not Certified

Certify Integrity Note is compulsory for Withheld and Not certified.
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Integrity

Integrity Details

Approver Id Approver Name Approver Role * Centify Integrity Cerlify Integrity Note
11008978  Anchal Shukla Reporting Officer Certified Certified
10000011 Anchit Verma Reviewing Officer Certified ~ Certified

2.3.4. Step 4: Go to Officer's Comment Review Tab

. In Officer's Comment Review tab. there is a drop down arrow

* Do you agree with Grading/Comment of Reporting and Reviewing officer

Yes

In the Dropdown arrow there are 2 options.

1. Yes Select Yes if You agree with Grading/ Comment of Reporting and Reviewing Officer

2 No SelectNoifyou Disagree

> Reviewing Officer is required to select any one of the above options
o I "YES" is selected Comments are not mandatory
o Commentis compulsory for option ‘NO’

ACR Details

ACR Details Section KPI/Objectives Details of Duties Integrity Reporting Officer Comment Overall Grading

Officer's Comment Review

Comment Review
Officer's Name * Do you agree with Grading/Comment of Reporting and Reviewing officer Comment

Anchit Yerma Yes v 0K
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2.3.5. Step 5: Over all Grading

Go to “Overall Grading”... Give Comment and Personal Mail ID.

Overall Grading is mandatory to fill.

Mail ID of review officers will reflect automatically if it is maintained in PA30, Infotype ->105 & Sub Type >
Sub Type -> MAIL.

If Mail id is not maintained in master data then Reviewing officer can maintain Mail ID manually.

Overall Grading

Rating
Approver ID Approver Name  Approver Role * ACR Grading Comment * Personal Email Id
11008978  Anchal Shukla Reporting Officer  Good Good ANCHAL@GMAIL.COM
10000011 Anchit Verma Reviewing Officer | Good ~ Good anchit@gmail.com

2.3.6. Step 6: SUBMIT

Click on Submit, Request will be sent to Final Authority Officer.

4 AR ACR Approver Application

¢ Back = » R f

Empleyee Details

SAPID: 11008998  ACR | Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers, subarea: €116 ETC- 1 Varanasi
Position: 50007699  Senior Accountant Org. Urit: 10010100  SE{HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class il
ACR Details

m@T X

‘¥’ Reguest No. 000000000171 has been sent to approver successfully
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2.4. Final Authority Officer

2.4.1.  Step 1: Final Authority Officer will login Fiori.

[SAPy
100026
Language
EN - English
s’-l;’ Home v

HR Applications  HR Custom Applications  HR WebDynpro Applicalions

ACR Approver My ACR Application
Application
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2.4.2. Step 2: ACR Approver Application

After clicking on ACR Approver Application Next screen will open. Click on ACR Form Number.

S AP ACR Approver Application Q
ACR Details

Pending Request

ACR Form Number Start Date €nd Date SAPID Name of the Employee Designation Status Creation Date Download File
000000000084 01.04.2... 31.03.2.. 11008998 ACR Il Test Senior A... Waiting for Approval 27022025 Download File

Note : - Three Tabs Integrity / Overall Grading / Officer's Comment Review , will be available for Final
Authority Officer to provide their inputs.

Final Authority Officer can see all Comments and Section KP1/Objectives.

< = ‘;’ ACR Approver Application Qa &
{ Back = . . S .

Employee Details

SAP D 11008938 ACR Y Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers. subarea: C116 ETC- | Varanasi
Position: 50007699  Senior Accountant Org. Unit: 10010100  SE (HQ})
Personnel area: UP11 TSE-Prayagraj
EE group: B Class |l
ACR Details

ACR Details Section KPI/Objectives Details of Duties Reporting Officer Comment Overall Grading Officer’s Comment Review

2.4.3. Step 3: Integrity Tab
Go to Integrity Tab select Option from drop box from Integrity .
In Integrity tab there are 3 options.
1 Certified
2  Withheld
3 Not Certified
Final Authority Officer is required to select any one of the above options

Certificate Integrity Note is Compulsory for options “Withheld” and “Not Certified”. In case of Certified, it
can be left blank.
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Integrity Details

Appraver Id Approver Name Appraver Role ¥ Certify Integrity Certify Integrity Nate
11008978  Anchal Shukla Reporting Officer Certified Certified
10000011  Anchit Verma Reviewing Officer Certified Certified
00100026  Apoorv Agrawal Final Authority Officer Certified « Certified

2.4.4. Step 4: Overall Grading tab

Go to Overall Grading tab, Give Comment and Personal Email 1D. NOTE: Final Authority can see all
Comments and Section KPI/Objectives.

In Overall Grading tab, Comment and Personal Email ID is Mandatory fields to fill.

If Final Aethority mail officer’s MaillDis maintainedin PA30 (Info type 105, Subtype MAIL). Then the mail 1D
will reflect automaticatly, and Final Authority Officer can also maintain Mail ID manually.

Overall Grading
Rating
Appraver ID Appraver Name  Approver Rale * ACR Grading Comment * personal Email 1d
11008978  Anchal Shukla Reparting Officer  Good Good ANCHAL@GMAIL.COM
10000011  Anchit Verma Reviewing Officer  Good Gaod ANCHIT@GMAIL.COM
00100026 Apoorv Agrawal  Final Autharity O... Gooad ~ Good apoorv@gmail.com
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2.4.5. Step 5: Go to “Officers Review Comment Tab”.

In Officers Review tab there are 2 options
1. Yes

2. No

s Final Authority Officer is required to select any one of the above options
« Comment is compulsory for option ‘NO’. For ‘Yes’ it is not compulsory.
« Final Authority officer will mention if they agree with Reporting Officer Grading Comment,

then click on Submit button.
Officer's Comment Review

Comment Review

Officer's Name * Do you agree with Grading/fComment of Reporting and Reviewing officer Comment
Anchit Verma Yes oK
Apoorv Agrawal Yes v OK

2.4.6. Step 6: Submit

Request has been approved successfully.

4 hs ';,' ACR Approver Application

« Back L. b . e @ . s

Employee Details

SAPID: 11008998 ACR |l Test Company Code: 1000 UPPTCL
EE Subgroup: BA Senior Accountant Pers. subarea: Cl16 ETC- 1 Varanasi
Position: 50007698  Senior Accountant Org. Unit: 10010100  SE (HQ)
Personnel area: UP11 TSE-Prayagraj
EE group: B Class Il
ACR Details
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ACR Approver Application

o

v

v Request No. 000000000084 has been approved ...

ACR Form Number Start Date End Date SAP ID Name of the Employee

After the final submission by Final Authority Officer the Application status will move to Pending with Admin .
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This Last Page is kept blank for the User to make his notes in last page
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DOCUMENT CONTROL

This is a controlled document and will be maintained on UPPCL portal. Changes to this document
will be recorded below and must be published to all interested parties.

DOCUMENT HISTORY

Version Date Author VERSION DETAILS

V0.1 11.09.2024 Anjali Priya, Sakshi Singh Initial Submission

DISTRIBUTION

Date Type of Users Purpose

USER ROLES — POSTS USING PROCESS EXPLAINED IN MANUAL

Date Roles Posts Purpose

OVERVIEW

The UPPCL and its DISCOM employees have their annual appraisal process ACR, Annual
Confidential Report.

MENU PATH
Use SAP GUL.
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e OnSAP GUlgotoT. Code —ZHR_ACR_DB then ACR Dashboard Screen will
open.

HAP Easy Access

@ zracos k¢ SHE DD T @
SAP Easy Access  User Menu for test Sec 89 m89r
aE & . -7 ¥V A

) - e st
3 Favorites ~ ..;::_’4/-‘—: oapus—
*  2HR_TRANS_REJECT_REP Tranfer Rejection Report v

* . ZHR_ACR_DB - ACR Dashboard
ZHR_TRANSFER_VIEW TRANSFER DASHBOARD :_'E‘ﬂ'ih
ZHR_REPORTING_UPD Reporting Officer Update
~ User Menu for test Sec 89 mB9r
- Employee Self-Service
> Employee Self-Service

N .

1. ACR Date Setting

The below dashboard will open. Click on ACR Date Setting

This setting is used activate/start the ACR for a particular year.

ACR Dashboard
:Annual Confidentaity Report{ ACR) Dashboard
Dats Admn Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Leve! Approval Mantenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case
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The following page will open. Click on ‘New Entry.’ Fill the Year, Start Date, and End Date. Click
on ‘Active’ checkbox and SAVE.

V] KWKo Q% DYDY AT W
Change View "PMS Date": Overview
7}’. Nev. ™ _o M E E I

Year rsv:art Date _'End Date  Actwve
iy r -

2021 ‘_01,03.420211_,_ .03.2022

2022 01.04.2022 31.03.2023

2023 01.04.2023 31.03.2024

2024 01.04.2024 31.03.2 IF v

2. Four Level Approval Maintenance Table

This tab is used to make sure that if the hierarchy of a certain Employee Group employee is to
be fixed for Four Levels of approval

Click on below tab

ACR Dashboard
Annual Confidentiality Report{ACR) Dashboard
Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separaticn Case
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The below screen will open. Here ACR Admin will click on ‘New Entries’ and maintain PSubarea
(Personnel Subarea), ESgrp (Employee Subgroup), Start Date, and End Date.

Change View "ACR Approver Hierarchy': Overview
=3 New Entries N BB » E . EL

ACR Approver Hierarchy

PSubarea ESgrp Start Date End Date

E(HOO :ui' 01.01.2023 31.12.9999
sSCSsT EC 01L.01.2023 31.12.9999
UHZ7 AF 01.01.2022 31.12.9999
UHZ7 AH 01.01L.2022 31.12.9999
UHZ7 AK 01.01.2022 31.12.9999
W400 EF 01.01L.2022 31.12.9999
waoo EK 01.01.2022 31.12.99¢9
WHOO EK 01.01.2023 31L.12.2023
WHOO EK 01.01.20249 31L.12.2024
WZO04 EF 01.01.2022 31.12.9999%9
WzZ05 EK 01L.02.2023 02.02.2023

3. ACR Approval Exception

A hierarchy table is provided to cover certain hierarchy which is not covered in standard
hierarchy process.

Click on ACR Approval Exception

ACR Dashboard -
Annual Confidentiality Report(ACRY Gashboard
Data Admin Maintenance ACR Role Malntenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Excepticn
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case

Version 0.1 End User Manual Page 6 0f 20 Project SAKSHAM



e

i o ' m>:u
(el accenture
J # - - High performonce. Defvered

The below screen will open.

b B Eat  Geto
o «KBOXOE Yo TTmow
> RISl AT A 2
Empinyes 10 Seart Dtw End Da Rap Managw | Rep Manager 1 Rev 0w | fare Officw 2 Rev Officer 3 R Officer 4 RvOffcer 5
4 le.uE, 2024 % it w
5
1668
11100671 01.84,2624 31,03,2025 %
11100673 23 Hael
140 01.04.2024 31022028 1
120z
ne L3RIt
1670 44 30.40.20204 S EN g 14
431,
LE] 4 3500, 000

Click on ‘New Entries’ and fill the required Personell Numbers and SAVE to add hierarchy

9 «KHO 0= o - n
New

s s L EL

Emplayee 10 Sant Dew End Oty Nap Menager 1 fap Manager 2 Rev Officwe 1 Rev Officer 1 Rev Officer 3 Rev Office 4 Rev OMcer S w

There can be a maximum of 2 Reporting Manager( who will fill the Reporting Officer Comment
of the Initiator), maximum & Reviewing Officer, 5 Co-reviewing Officer and 5 final authorities.

There is a report for this Exception table which can be exported to excel.

ACR Dashboard .

Annual Confidentlality Report{ACR) Dashboard

Data Admin Maintenance ACR Role Mainterance
ACR Date Setting ACR Approver Maintenanca
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy l ACR Exception Report I
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case
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9 & 00 =H T
ACR Approver Repurt
T =TT ®REAOAET =
Persorrgl Ho. Apprelss NpTe  Appraiees Position Appeaines Rols Appraises Role Tid St Omts End Date  Compery coce Payrol Arss Empioyes Group Employen Group Neme Empioyse SubGroup E
11000033 Gurseweh, Singh  AE Store 01 Exscutve Enginser=Crvil 18.05.2020 28.02.2021 MV ui 8 {am L EM AE
11000033 Gursewek Singh  AE Stare o Exmcutve Engreer—Oil J8.05.2020 28.02.2021 MWW n L] Class 11 EM 3
11100334 Surmart, Vardhan, Supnmtending, Enginesr, ovll, 06 Superintandent Engireer- Secondary Works 01.03. 2020 31.12.9999 KESC L3 A Class T EF SE
11100330 Sendesp Burman ££ - EBM 04 Exwcutive Enginmar— Store 03.03.202) 31.0).2024 KESC Ko A Coss T Ex €€
11100330 Sandeap Burman  £E - EAM n Executive Enginesr— Altach 0103 2023 31012024 KESC L A Class 1 EX EE

4. Process to update ACR Hierarchy and create ACR template

On SAP GUI go to Tcode ZHR_ACR_DB. The below ACR Dashboard will open. Click on
‘Employee ACR Approval Hierarchy’ tab

ACR Dashboard

-
LAm'sual Confidentiality Report(ACR) Dashboard

Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Tempiate Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case

The below screen will open. Give the Employee ID ad click o Execute

V] Ko o = SRR -

Repaits for manage: as per the level.

& (W
I Personne! Ho 110031150
Date Range 01.04.2024 to 31.03.2025

Version 0.1 End User Manual Page 8 of 20 Project — SAKSHAM



w:m&m 4 TR >
{ (M )J ( accenture

aum-r e High performance. Delivered.

The hierarchy of the Initiator will be visible. Click on ‘Create Hierarchy’

0 « O O =H¥
T as por e ey ]

N T v < a - .*""'

E:wu Poswon D Pos TExt Stat Date End Date  ExcRpbon 4n . ADDrase!  ApDrasar P Appamet N3 Revewer . Rrvgwd P Recene M2 CoRes Co-R b Cod Ha  Fnal Authoty  Fral ¢

mon:u'}mmmmnm 01.04.2024 11.02.2025 11100220 20006130 Sudhr Dubey 11108309 20006129 Deen Daval 11100308
Then click on ‘Update Hierarchy'. If the hierarchy is updated, then system will give the below
message

Y] & ¢ O —hp

Ermbvu Poston 1D Poy Texr StatGate End Date  Exception en  Appraset  Appraser P ApordserNa  Revewsr  Reviewer P RevewerHa  Co-Reviewer . Co-Reviewdr P Co-Révewer Ha. Fnal vt

moan‘zoooom Assnlant Engneer 01.04.2024 31.02.2025 11100310 20006130 Suche Dubsy 11100309 20006120 Deen Dayal |1i
&) Data uoioaded wecessuly l - 2 ZHMR_ACR_EMP_HIER usédeva RS
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Once hierarchy is updated, go back to the ACR Dashboard and click on ACR Template
Creation tab

ACR Dashboard
r |
 Annual Confidentalty Report(ACR) Dashboard B
Data Admm Mantenance ACR Roje Mantenance
ACR Date Settng ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Exception
Ermployee ACR Approval Hierarchy ACR Excepton Report
l ACR Tempiate Creation ACR Trend Report
ACR Admn Report ACR Hstory
Manual Remarks Entry Approver Separaton Case

The below screen will open. Initiator will the required details and click on Execute.

& procr System  He o

9 K®W o Q= R -

ACR Creation

v ®
Employee No. 11100311
Cormpany Code MR

Personnel Subarea ccagh™

Version 0.1 End User Manual Page 10 of 20 Project — SAKSHAM
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Once clicked on Execute, the below message will be displayed and a new template will be
created on ESS portal

[ program

V] LK O © = Eo

ACR Creation
&

.
Employee No. 11100311
Company Code o
Personne! Subarea [ofap]

@) Dat3 upbaded successfulty

Version 0.1 End User Manual RPage 11 of 20 Project SAKSHAM
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5. Manual Entry for IAS Officer
On ACR Dashboard click on the below tab

ACR Dashboard

Annual Confidentiality Report{ACR) Dashboard

Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Malntenance
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Saparation Case

The below screen will be visible. Give Request ID and click on DISPLAY.

Ianms( ol 348 Oisplay l &) save
ci £

Approvw IO ACR Reting ACR Comment Integrity Ratrg Irtegrty 2t
Alzk 1 ritica

Alck
Alak Narayan
Alek Nara

Enter the Rating and Integrity then click on SAVE, The same Ratings and Integrity will be
displayed in the form as weli.

Request ID Display VN SavE

Reqoest Dacas.
Approver Name ACR Haung ACR Commant Integerty Rating Intagrity Commant
A . i J
A Haiayn

Version 0.1 End User Manual Page 12 of 20 Project SAKSHAM
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6. ACR Admin Report

ACR Admin must approve every ACR Request to complete the process. After the Final Authority
Officer's approval, the status will be pending with ACR Admin. The admin will log in to SAP GUI,
go to T. Code ZHR_ACR_DB and click on the below tab to approve the Request.

ACR Dashboard

Annual Confidentiality Report{ACR} Dashboard

Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR aApproval Exception
Employee ACR Approvai Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
[ ACR Admin Report I ACR Histary
Manual Remarks Entry Approver Separation Case

The below screen will open

ACR Admin Report

&

Request Number I_ o ]

Personnel Number .

I

Date to
Company Code
Employee Group
Employee SubGroup
Personnel Area
Personnel SubArea
Created By
Released Pdf

Click on execute without any filter the reports will be visible.
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il Requast 1D Parsannet Number Appraiste Name ADOraisss Poaition Swtus Begit Date End Date  Compary Code Payroll Ares Emtployse Group Employwe Group Narma Employee Sublroup Employee SubGroy
Clss 1

‘382 90000032 Alok Nornyan ~ Managing Dirscbar Tamplsbe Created 01.04.2024 31.03.2025 UPPC ut A ] Managing Director
350 14000137 Gopal Giidhar  Assistant Enginesr Template Crested 01.09.2024 31.03.2025 UPFC ut [] ans 1t M AE-EAM
e 14000137 Gapal Giidhas  Assistant Engineer Completed 01.04.2624 34.07.2034 LFPC vt 8 Clese 11 2] AE-EBH
34 14000128 Shivam Singh  Clus Enginser waitng for Approval  01.04.2024 ILIR20S LPPC w Camt 3 CE-v1-EAM
E7 ] 14000120 Shivam Singh  Chis Enginaar 01.04.2029 31.03.2024 UPRC w & Class 1 EC CE-AVL-EAM
7 14000128 Shivam Singh (1 ENgIner 81.04.2023 31.03.2024 LPPC w A Class 1 [ CEAVI-EAM
us 11100673 Krighna Kumar - Assistint Eng{Workshop) Templste Crestad 01.04.2024 31.03.2025 DWN G 8 Class 1t ™ AE-EMM
e 11100655 Amit Kumar  Assistant Englnees Tamplate Creatad 01.04.202¢ 11.07.2024 AN 50 [ Class 11 21 AE-EAM
3 11100332 Ref Kumar  EXECUTIVE ENGINEER  Tamplata Crastad 17.08.2024 31032025 KESC o Class 1 ® EF-ERM/DS
42 11100332 Rs| Kumar  EXECUTIVE ENGINEER  Completsd 01.04.202¢ 16.08.2024 KESC (] A Class 1 73 EE-EAMDS
3 11100322 Rsf Kumsr  EXECUTIVE ENGINEER T7.08.2024 I1.63.2025 KESC " A Cass Ex EEBAMDS
340 11100332 Raj Kumar EXECUTIVE ENGINEER 01.04.2024 16.08.2024 KESC L] A Class © EX EE-EAMSDS
I 14000129 Shivar Singh  Chle Enginest Completad 01.04.2024 31032025 UPPC u A Class T EC CE-y1-EAM
18 14000128 Shivam Singh  Chis Enginesr 01082026 31032025 UPPC w A Class | -4 CE-Lvi-EaM
au 14000128 Shivam Singh  Chia Engindar 02.04.2024 31.03.2025 UPPC u A cuns & CE-LYL-EAM
6 11100295 Kumar a0 Chief Enginear Tenplate Creatad 01.04.2024 31033075 UPPC t A Class 1 3 CEVL-EBM
s 11100332 Rayf Kumar ~ EXECUTIVE ENGINEER 01.04.2024 31.03.2025 KESC X0 A Class 1 ® EE-EAMDS
™ 11100671 Ravl . Chist Engg Watting for Approval  01.04.2024 31.03.2075 DWN P A Clata 1 EC CE-LvI-EAM
333 11100673 Krichna Kumar Assistant Eng(Workshop) Tempiate Created CL04.2024 31.63.2035 DN % [ Cass It M AE-EAM
12 11100673 Krishna Kumar  Assistant Englworkshop) Tem pate Crssted 01.06.2024 31.03.2025 DV % [ Cam 1t EM AE-EAM
™ 11100673 Krighea Kumar Assistant EnglWorkshap) Wartng for Approvil  01.04.2004 31.03.2025 VW % [ Cluss 3t 2] AE-EAM
o, 11IANE A Gl Mnibs Anslatpad EAAIRIAN-ARAn) WdHIA fro R il BN WA T AT ANIE A L E ] e L AR.ERM

Note: The ACR admin should approve only if the status is “Pending with admin”.

To approve, select the line item as shown below.

V] K @ O IR -

ACR Admin Report

(% Download Pdf @ Approve  E§ Auto Forward | Release PDF &) Refresh
F=TH Y. LTl Bl AL
E‘LqRequest Personnel Numb.., Appraisee Name Appraisee Position tatus in Date End Dat
489 11100311 Ashok Kumar Assisitant Engineer Pending with Admin 1.04.2024 31.03.2C
488 11100704 Surya Assistant Engineer Workshop  ~Trpferer—"""= 1,04.2024 31.03.2C
487 11100657 Rohit Sharma Assistant Engineer ACR Form Created 01.04.2024 31,03.2C
486 11100657 Rohit Sharma Assistant Engineer 01.04.2024 31.03.2C
483 11100657 Rohit Sharma Assistant Engineer 01.04.2024 31.03.2C
482 14000128 Shivam Singh Chie Engineer Completed 01.04.2024 31.03.2C
481 14000128 Shivam Singh Chie Engineer 01.04.2024 31.03.2C
480 14000128 Shivam Singh Chie Engineer 01.04.2024 31.03.2C
479 14004128 Shivam Singh Chie Engineer 01.04.2024 31.03.20
478 14000128 Shivam Singh Chie Engineer 01.04.2024 31.03.26:
477 14000128 Shivam Singh Chie Engineer 01.04.2024 31.03.2C
476 14000128 Shivam Singh Chie Engineer 01.04.2024 31.03.2C
475 11100288 Rakesh Dutt Chief Engineer ACR Form Created  01.04.2024 31.03.2C
474 11100288 Rakesh Dutt Chief Engineer 01.04.2024 31.03.2C
473 14000132 Pramed Kumar Sharma Executive Engineer ACR Form Created _ 01.04,2024 k}_,i.QB,.AZAd
Click on Download PDF, to check the form and then click cn ‘APPROVE’
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(After clicking on approve, go back once and execute again and check the status is now
Completed)

(£

r B
-
o «= 0o o B
ACR Adnan Repot
(> Download Pl @ Approve s EEER L o R
[ 1] Y. -aL-. L
1 Request .. | Humb. N3 . Poson fstatus egn Date End Date  Company Co. Payrol Ar. L Gro HO! Group Ha Sublro. Ha.
a,m 11100311 Ashok Kumar  Asgsrant Engnaer [Completed §1.04.2024 31.03.2025 MVVN @ 8 Caas T EM AE-EBM

RELEASE PDF
To release PDF, select the request and click on ‘RELEASE PDF’. If required.

- -
LV IR - I I ) k-
i R
E | | T. - AL,
o Request . Personnel Numb. Apprases Na. Apprasee Poston Status Begn Date End Date  Company Co. Payrol Ar. Efployee Gro.. Enployed Graup Na.. SubGro . Emplovee Subb Ha
485 11100311 Ashok Kumar  Assstant Engneer Completed 01.04.2024 31.03.2025 NVWH Q ] Cass I M AE-EAM

The status will reflect in the report as “Yes' if the PDF is released. Else it will show ‘No’

(Once Released it cannot be reversed)

——
v «@| o 0
ACR Admin Report
g. Demavbgd v @ ko e " | [
T " Hh Y. -
- Remewar 3H2 Revewst I Desgrati  Foal Approwet 1 Fndl Approver 1 Ha Fngl Approver | Desgnat  Created By . Created By N3 Creatwn D2 Pendng Wi Pendng With Le pdf Released
11160308 Satyam Kuma Chief Engnes 09.09.2024 YES

Version 0.1 End User Manual Page 15 of 20 Project SAKSHAM
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The Report can be generated for Released PDF if clicked on the selection screen, as shown
below.

ACR Admin Report
0 T KE O 0T A I -

ACR Admin Report
&

Request Number
Personnel Number
Date to
Company Code
Employee Group
Employee SubGroup
Personnel Area
Personnal SubArea .
Created By
l  Released Pdf I

o

Click on Execute

v KA Q@ © R -
ACK Admin Report

Doyl Pf @ appiove e o gack Bt ud [ Releae PDF B REFRES

== H Y I
=« Pl Approver 2 Narme Rl Approver 2 Designation Bl Apgrover 3 1D Final Apgrower 3 Name Final Aporover 3 Dasigration Created By [0 Craates By Name Craaton Date Pending With Panding fVith Lavel P Reisasad
& Rempal Yeder  07.08.2024
06.08.2024

01.06.3024

31.07.202¢

29.07.2024

29.02.2004

26.07.2024

26.07.2024

28,07.2024

26.07.2024

26.07.2024

3.07.2024

25.07.2024

25072024

2807.2024

25.87.2024

4072024

072024

24,07.2024

24072024

5 Mabach Dwivedd  20.07.2024
15.06.2024

poddfdddidaddAddadadis
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7. ACR History

The ACR admin can update the legacy data using the ‘ACR History' tab on SAP GUI.

ACR Dashboard

Annual Confidentiality Report{ACR} Dashboard

Data Admin Maintenance ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance ACR Approval Exception
Employee ACR Approval Hierarchy ACR Exception Report
ACR Template Creation ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case

The below screen will open. ACR admin can update the ACR data and Punishment data. This
process is already live and the admin is already using this Tcode. This Tcode is now added as a
Tab in the Dashboard.

ACR data format to upload through Excel.

A B 0 F G J L
Ifrﬁé?ye;'lﬁ Period vTé;jEd;;t: Er;:i Ha‘ﬂHeipisinrlr;gﬁ{-{;;;ffﬁa(mg ]Repoﬁmg Manager 2 Rating IRepon!ng Manager J Rating ]Stan Date [End Damjnmnewer 1 Rating TSr.m Date ]End Date [Revk
! [ ] I ! | | | 1 ]

M N o 3 Q [ s T u v w X v z AR AB
Reviwwer 2 Rating |S1a7tOnte |End Date [Revigwe: 3 Rating |Start Data [End Date |Reviewe: 4 Rating |5tenDats |End Date |Reviewer 5 Rating |Start Data |End Date |Reviewe: 6 Rating | tact Date |End Date |Rewewer 7 Ratng |
| [ I [ | i I | 1 [ 1

AB AC AD AL AF AG AH Al Al AK AL AM AN AOQ AP AQ AR
Reviewer 7Rating |StanDete |EndDote | 8 Rating | |EndDete |Reviewer 9 Rating |Start Date |End Date |Reviewer 10 Rating [Scart Date _End Dte | Final Auth 1 Rating [StartDate_End Date |Final Auth 2 Rating |Start Dut
i | [

[ |

AT AU AV AW AN AY Az 8C 80 BE BF

as Bl
s.-m.r.l snalAuth 3 Retig ISq.nn-hlE.dn.r.| inat Auth & Rating |s¢.nu.|. EndDate [Fm-lhnﬁsmh‘ mm... |EndDat- [rmuumsa.t.r“ wrtDute |snanm \rmmmam !.%nom MD-I |Fnlllnﬂ'|!ﬁlnr1 ismn.ne‘

BJ BK BL BM BN BO BP BQ BR BS
Start Date |End Date |FinalAuth 9 Rating |Start Date |End Date |FinalAuth 10 Rating fNormalize Rating | Remarks |Status |Integrity Check l

Version 0.1 End User Manual Page 17 of 20 Project SAKSHAM
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ACR Punishment data format to uplead through Excel.
A B C D E F G 1 J K L

Employee ID |Punlshmcnt 1 lPunishmem 2 IPunIshmcm 3 lPumshmenl 4 I Punishment IPunishmentS |Punlshment 7 1 Punishrent 8 J Punishment9 lPunIshmem 10 I Punishment lﬂ

M N [¢] P Q R

S T U
Punishment 12 |Punishment 13

Punishment 14 Punishment 15 Punishment 16 Punishment17 Punishment 18 Punishment19 Punishment 20

ACR History
@

Selection Screen

File path

Selection Screen

* Upload ACR data
Upload Punishment Data
ACR Report

Punishment Report
View ACR Form
Download ACR forms

Note- If Admin wants to update single punishment data, then He/she can choose Punishment
report tab and fill SAP id and edit the punishment entries.

Version 0.1 End User Manual Page 18 of 20 Project SAKSHAM
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8. ACR Trend Report

On SAP GUI go to Tcode ZHR_ACR_DB. The below screen will open. On this screen click on

‘ACR Trend Report’

ACR Dashboard

Annual Confidentiality Report{ACR) Dashboard

Data Admin Maintenance

ACR Date Satting

Four Level Approval Maintenance

Employee ACR Approval Hierarchy

ACR Rele Malntenance

ACR Approver Maintenance

ACR Approval Exception

ACR Exception Report

ACR Template Creation

ACR Trend Report

ACR Admin Report

Manual Remarks Entry

ACR History

Approver Separation Case

The below screen will open. Here give Employee Number, Begin Date, and End Date. Then

click on Execute.

v KHO @©F

ACR Trend Form

—
14

[Employee No. 11000021

Begin Date
End Date

Version 0.1 End User Manual Page 19 of 20
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Below form will open

Details of AC

Name,SAP ID (Cld ID /Audit No.) * Ashita Jha

Employee Group Ciass |l

11000021( A6354 / 238847108)

Employee Subgroup - AE-E&M

Trend of ACRS
S.No| Yeer From To Months jRating Integrity Remarks
1| 10071908 | Apr 1, 2000 |Wisy 102000 08 VG VG/I0S" 06" 03" VGVG s THIS WILL BE FREE TEXT TO BE UPDATED AS REMARKS AN
2 | 20202021 | Aug 1.2020 | Au 34, 2020 ggg'uﬁ\;ﬁ;vgs"ﬁ 08" G666 angrny canad
2019-2020 | Feti 1, 2020 | Mac 31, 2020 VG ERNG ./
4| 20122093 | May 11, 2017 | Mar 31, 2013 03 VG.FOS* 08° 0S.VG.GVG.VG 09.G | tniagriy withald THIS WILL BE FREE TEXT TO BE UPDATED AS REMARKS AN

Punishment data will also be visible in the form.

Detalls of Punishments

S.No Punishment
1 Test data for Punishiment 2 18 uploading for lesung purpose
2 Test data for Punishment 3 [s uploading for tesling purpose
3 Test data for Punishment 7 is upioading for tesing purpose
4 Tesi data for Punishiment 11 is uplaading for testing purpose
3 Tasi data for Punishmant 13 is uploaging for testing purpoce
8 Test data for Punishment 15 is uploading for lesting purposs
Abbreviations

RP - Reporting Officer rating
08 - Qutstanding
NA - Not Available

08" - Cutstanding without Justification
R - Retire

Version 0.1 End User Manual

RY - Reviewing Officer rating
VG -Very Good G- Good
ER-Ergr  SC - Satisfactory Cerificate

FA, - Final Authority rating

F - Satisfactory P -Poor  NRC - No Report Centificate

SAKSHAM
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1 DOCUMENT CONTROL

This is a controlled document and will be maintained en UPPCL portal.

Changes to this document will be recorded below and must be published to all interested parties.

1.1 DOCUMENT HISTORY

Version Date Author VERSION DETAILS

V0.1 09.03.2025 Anjali Priya Initial Submission
1.2 DISTRIBUTION

Date Type of Users Purpose

1.3 USERROLES POSTS USING PROCESS EXPLAINED IN MANUAL

Date

Roles

Posts

Purpose

1.4 OVERVIEW

This document explains the process to upload ACR Legacy decuments in Infotype.

1.5 MENUPTH

T. code: PA30~> IT9915

Report Tcode:

1.6 USERROCLE

ZHR_ACR_LEGACY_REP

Description of User role along with the possible post names who will be executing transaction.

1.7 STEPS

Version 0.1 End User Manual
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STEP 1: Login on SAP GUI

[ User System Help

o « e -
SAP

New password

Client 300 Information
i
User T : S4P  5/4 HANA Prod System
Password EAEEA e AL Version: 5/4 1805 FPS02
Clients:
Legon Language EN 300-> Preduction Client

*¥EEX Important Information *****

For Password reset, please open below link
https://ess.erp.uppclonline.com/passwordreset

STEP 2: Run T code PA30

The below screen will open. Fill the below details:

1.Personnel No. (For whom we are maintaining the ACR Legacy documents)
2 Period-Financial year (Example>01.04.2023-31.03.2024)
3.Infotype->9915

o . Maintain HR Master Data

DAoL o

[~ Porsonnel no. 11100673
Fnd by Name Krishna Kumar
~ &8 Person Personnelar  WZ93 Meerut Zone EE group B Cass 1l
* i} Colective Search Help Subarez WZ03 Meerut Zone EE subgre  EM AE-EGM
* i Search Term
* i Free search
Contract data Gross/net payrol  Net payrol  Addt...! 13w
Infotype Text St... Perod
Actions (/] « Period
Organizational assgnment (/] Fom  01.04.2023 To ‘|31.D3. zozqr;_,’._
Personal data (V] Today Current \Wee
Addresses /] Al Current Month
ank Detals V] From Today Last Week
Famy Member/Dependents [v] untd Today Last Month
Chalenge Curr. Period Curfent Year
Recommendation 1T choose
Direct selection
Infotype 9915 STy

Version 0.1 End User Manual Page 4 of 13 Project SAKSHAM
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Click on Create button ( [ ).Below screen will appear.

Create ACR Legacy Document

As

« il Search Term
« Hi Free search

STEP 3: Fill the following details in below screen

e~ Pers.Ho.
Find by Pers.area

- &4 Person EE subgrp
- Hh Cokective Search Help start

Year

2023-24
2023-24
2023-24
2023-24
2023-24
2023-24
2023-24
2023-24

11100673

Name

WZ03 Meerut Zone

E¥  AE-E&M

WS rule

01.04.2023)~ To 31.03.2024

Period Document

Krishna Kumar

GEN

GENERAL SHL...

Delete

Upload T
Actach
Attach
Attach
Attach
Atzach
Attach
heeach
Attach

<

Downlad

1.Period=2>YYYY-(YYYY+1) For which ACR Legacy documents need to upload
Example—>2023-2024

2.Document Name

3.Select the line item and double click the Attach button in the UPLOAD column to upload the

document.

Create ACR Legacy Document

POy
| e R
Find by
&8 Person

* i Colective Search Help
« b} search Tem
« §¥ Free search

LRET Y

pers.No. 11100673 Name Krishna Kumar

Pers.area WZ03 Meerut Zone

EE subgm EM  AE-EBM WS rule GEN GENERAL SHL..

Start 01.04.2023  Te 31.03.2024
Period Document Upload Downloa &
023-2024 ACR DOC 2023 1 Attach X

Delete

Dowenload

Version 0.1 End User Manual
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STEP 4: Click on SAVE.
/] < Qo O BNy M7 &%
Create ACR Legacy Document
AL
R Pers.No. 11100673 Name Krishna Kumar
Find by Pers.area WZ03 Meerut Zone
- &4 Person EE subgrp EM  AE-E&M W5 rule GEN GENERAL SHI..
* ) colectve Search Heb start 01.04.2023 To  31.03.2024
* i Search Term
* # Free search
Year _IPeriud Document Upload
023-24  2023-2024 ACR DOC 2023 1 Attach
< >
- e YT RER Delete Download

Record will get saved.

STEP 5: To add new line item in Infotype

Once the document is attached in the first row, click the Insert Row button below. A new line will be
added; fill in the details in the same way and then save.

Cregtie AR Legary Docarent

A
A~ Pars.Ho. 11160673 Hame Krishna Kurar
| Fnd by Pers.area WZ03 Meerut 2one
A8 Person €E subgmp EM  AE-EAM WS rule GEN GENERAL SMi.
* I} Colectre Search Hew st . 4223 To 31.03.2034
 H Search Term
* H Free search .
Penod Document PUpload 1I:!ownh:‘a-.-i:_
D232 2e ARTC LUiiL Attach
.
:
* " Delete Download

Version 0.1 End User Manual Page 6 of 13 Project SAKSHAM
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Note: - The "Insert Row” button should only be used to maintain records for the same financial
year as shown below
Create ACR Legacy Document

At
b~ Pers.No. 11100673 Name Krishna Kumat
Find by Pers.area WZ03 Meerut Zone
~ &4 Person EE subgrp EM  AE-E&M WS rule GEN GENERAL SHL
* §4 Colective Search Heb start 01.04.2023 To  31.03.2024
- i Search Term
- b} Free search
Year Pericd Document rU|'.3loacl [T}
2023-24 2023-2024 FR DOC 2023 2 thtlgiJ
2003~24 2023-2024 JCR DOT 2023 1 httach
) )
v e o T F E Delete Download

For records related to a new financial year, the process should be followed starting from step 2.

STEP 6: To DOWNLOAD the document
Click on Overview button ( aY). Choose the line item for which you want to download the document,
then click the EDIT button as shown below.

= rfotvpe Edr  Goto  Extr@s  Systamm M-

o MR COR « JAX x I B ow R -

List ACR Legacy Document

O A CcUd
z = Pers.No. 11100673 Nzme Krishna Kumar
Find by Pers.area WZ03 Meerut Zone
~ & persan EE subgrp EM  AE-ERM WS rule GEN GENERAL SHL
* #) Colectie Search Help B Choose  01.01.1800 To  3L.12.4855 STy.

* b search Term
* i Free search

Start Date End Date ZY... ZPERIOD ZDQCUMENT
hl
b1.04.2023 J31.03.2024 202..2023-2024 ACRDOC 20231

> &1

Version 0.1 End User Manual Page 7 of 13 Project — SAKSHAM
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Below screen will appear:

Vi «E o O R O A B -

Change ACR Legacy Document

Ly
A Pers.No. 11100673 Name Krishna Kumar
Find by Pers.area SZ03 Meerut Zgne
~ &b Person EE subgrp EM  AE-EBM WS rule GEN GENERAL SHI .
* Il Colective Search Help start 01.04.2623 =T 31.03.2024 Chngd 10.03.2025 PANJALL
* i Search Tem
> I Free search
Year Period Document Upload (&
2023-24 Attach
2023-24 Artach
2023-24 Attach
2023-24 Arcach
2023-24 Attach
2023-24 Attach
i 2023-24 Attach
P o2a23-24 Attach ~
> < >
o e T T Y L Delete Download

Click on ENTER (in keyboard) to view the line items. Below screen will reflect.

Change ACR Legacy Document

Ar
[B=-~ Pers.No. 11100673 Name Krishna Kumar
Find by Pers.area WZ03 Meerut Zone
~ &b Person EE subgrp EM  AE-E&M WS rule GEN GENERAL SHL..
. .
H Colectve Search Help Start 01.04.2028Toc  31.03.202¢ Chngd 10.03.2025 PANJALI
i search Term
+ i Free search
Yaar period Document Upload mi
2023-24  2023-2024 ACR DOC 2023 1 Actach
« 3> < ?
25 &2 BB Delete Download

Version 0.1 End User Manual Page 8 of 13 Project SAKSHAM
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Select the line item and Click on DOWNLOAD button. Documents will get downloaded for the
selected line item.

Change ACR Legacy Document

3

Al
Iz A Pers.No. 11100673 Name Krishna Kumar
Find by | Pers.area WZ03 Meerut Zone
&2 Person EE subgrp EM  AE-ERM WS rule GEN GENERAL SHI...

* 1} Collective Search Help Start 01.04.2023 To  31.03.2024 Chngd 10.03.2025 PANJALI

- b} Search Term

« b Free search -
Year Perod Document Upload
023-24  2023-2024 ACR DOC 2023 1 Attach
< >

= e * [ Delete Downioad

STEP 7: To DELETE the document

Click on Overview button ( ). Select the line item for which user want to delete the document
then click on EDIT button as s‘hown below.

r nfotype Edt Goto Extras  System Help

V] « < RO 1y M9 ke
List ACR Legacy Document

hs 0T A

A~ Pers.No. 11100673 Name Krishna Kumar
Fnd by Pers.area WZo3 Meerut Zone
&3 Person EE subgrp EM  AEE&M WS rule GEN GENERAL SHI..

* #) Collective Search Help T Choase  01.01.1800 Te  31.12,9%5% STy.

* §§ search Term

* b Free search
Start Date "End Date  ZY... ZPERIOD  ZDOCUMENT =
D1.04.2023 _131'03'2024 202 2023-2024 ACRDOC20231 -~
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[
i |V %) accenture
TRNEY High performance. Delivered.
Below screen will appear:
V) 1O - I« T ¢ D1 A7 %
Change ACR Legacy Document
F iy
T xR Pers.Na. 11100€73 Name Krishna Kumar
Find by Pers.area WZ03 Meerut Zone
- &4 Person EE subgrp EM  AE-EAM WS rule GEN GENERAL SHI..
* I Colective Search Help Start T91.04.2020=Tc  31.03.2026 Chngd 10.03.2025 PANJALI
* I search Term =
* H Free search
Year Period Document Upload 1
2023-24 Attach
2023-24 Attach
2023-24 Actach
2023-24 Actach
2023-24 Attach
2023-24 Attach
i 2023-24 Atcach -
. 2023-24 Attach ~
> < >
s e ot LN Delete Download
Click on ENTER (in keyboard) to view the line items. Below screen wili reflect.
Change ACR Legacy Document
AL
1= & Pers.No. 11100673 Name Krishna Kumar
Fnd by Pers.area WZ03 Meerut Zone
~ &8 Person EE subgrp B AE-ERM WS rule GEN GENERAL SHI...
* I Colective Search Hep Start Tor.oe.2028" 10 31.03.2024 Chn
= .03. gd 10.03.2025 FANJALI
* H search Term -
* il Free search
Year Period Document Upload i
2023-24  2023-2024 KCR DOC 2023 1 Attach
< > < 3
- e T 0 BB Delete Download

Version 0.1 End User Manual
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>
accenture
High per formance. Delivered.

Select the line item and click the DELETE button. The selected line item will be removed.

L
@) Deleted Succesfuly

Change ACR tegacy Document

Pers.No.

Find by
~ && Person " EE subgrp
* 4 Colective Search Help Start
* # Search Term
* # Free search

g Pers.area

~>This pop-up will come

11100673 Name

WI03 Meerut Zone

EM  AE-ERBM
0l.04.2023 Tc

Krishna Kumar

WS rule GEN
31,03.2024 Chngd 10.03.2025 PANJALI

GENERAL SHI..

Year
bo23-24

Period Document
4
|2023-2024 AR DOC 2023 1

Upbad i
Attach

P Delete

STEP 8: Go to Tcode ZHR_ACR_LEGACY_REP for report.

« 2

Download

B £dn

Favortay ~  Systel Hep

O rZHR_ACR_LEGACY_F 4
L

SAP Easy Access
L VR A

w Favortes
* % PA30 - Mantan HR Master Data
= % ZHR_PAYSLIP_DB Ingement Dashboard
* & PAAD Perspnnel Achons
* & PPOS_OLD Dsplay Organgational Plan
+ Xk pQ13 - Mantan Poston
a S_AHR_61016380 - Logged Changes m Infotype Data
S_PHO_48000510 Ad Hoc Queéry
» & PC_PAYRESULT Dsplay Payrol Resuks
SAP Menu
-l Connector for Mult-Bank Connectwvity
> 1y Office
> B Gross-Applcation Components

) =HP

e T W

.
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i o | >
| i accenture
B S e High performance. Delivered.

Below screen will appear, Fill the following details:

ACR Legacy Report
@

Period

Personnel Number <
Prev. Personnel No.

Old Audit No

Discom

Employee group

Employee subgroup

Personnel area

g
L

(W

C

L

L1

Personnel subarea
Payrol Area

User can access the report by any of the given selection parameters. Then EXECUTE.

(% orograr S o=m .

V] K QO Q= -

ACR Legacy Repoit

@

Period to

I —
11100673I‘C.' ;
Personnel Number d £ 172

Prev. Personnel No.

Version 0.1 End User Manual Page 12 of 13 Project SAKSHAM
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T - High performance. Defivered.

Report will be generated as shown below: -

= st Ede Gota  Settings Systen  Haln

o K Q@ Q= D -

ACR Legacy Report

F =T Y # 9 o [{]seecons =, Download File

_ Employee id_Name Previous pe... Old Audit No. Discom Start date End date Status
11100673 Krshna Ku... PVVN 01.01.20... 31.12.20... Completed

- 11100673 Krishna Ku... PVVN £1.01.20... 31.12.20... Completed
11100673 Krshna Ku... PVVN 01.01.20... 31.12.20... Completed
11100673 Krishna Ku... PVVN 01.04.20... 31.03.20... Completed

If Status is Compileted, then only user will be able to download the report.

Version 0.1 End User Manual Page 13 of 13 Project — SAKSHAM
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1. ACR Admin Screen

1.1.  LoginIN GUl and Admin Dashboard

Admin has to login in to SAP GUI for the Admin Realted Activities .

Login into GUl and Execute Tcode ZHR_ACR_DB

B < SHE DD DT B

SAP Easy Access  User Menu for test Sec 89 m89r
E® & . %75 VA

w Favorites i W

* % ZHR_TRANS_REJECT_REP Tranfer Rejection Report y
« % ZHR_ACR_DB - ACR Dashboard -
+ W ZHR_TRANSFER_VIEW - TRANSFER DASHBOARD
» ¥r ZHR_REPORTING UPD - Reporting Officer Update Y
User Menu for test Sec 89 m89 CET L
LY lenu masr N .

> & Employee Self-Service
> B Employee Self-Service

Once User Execute Tcode ZHR_ACR_DB below screen will appear

ACR Dashboard

ACR Dashboard

ZAnnual Confidentiality Report(ACR) Dashboard

| Data Admin Maintenance ] ACR Role Maintenance
ACR Date Setting ACR Approver Maintenance
Four Level Approval Maintenance i ACR Approval Exception
Employee ACR Approval Hierarchy ] ACR Exception Report
ACR Template Creation ] ACR Trend Report
ACR Admin Report ACR History
Manual Remarks Entry Approver Separation Case

Page 3 of 14
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1.2. ACR Date Setting

ACR date setting is used to set the Finanicla year active or deactive for ACR, to SET the Year

ACR Date Setting

Active or deactive click on Tab

After Clicking on ACR Date Setting below screen will appear

Change View "PMS Date": Overview
“% New Entries [[) B [ M [¢

PMS Date

Year Start Date End Date A
2023 01.04.2023 31.03.2024

2024 01.04.2024 31.03.2025 v
- A

025 01.04.2025 31.03.202¢

L -

In the above Screen there are four columns

Year/ Start Date / End Date / A

Year pertains to the financial year for ACR need to be activated or deactivated.
Start date and End date will always be the 1st April and 31st March.

Last columnis for Active Check box , if Check box is Ticked then only ACR would be active for
the particular Financial Year.

New Entries
For the new Year ACR click on TAB , a blank line will be appeared to input

required details

New Entries: Overview of Added Entries
PEE &L

PMS Date
r.Year _IStalt Date End Date A

Lo

Page 4 cf 14



& nhe

Input your required details and click on Green Back button

-
below Screen will appear click on SAVE button Data will be saved

@ =

Change View "PMS Date"”: Overview
*% New Entries [[% B3 99 B [ [

PMS Date

Year Start Date End Date A
2023 01.04.2023 31.03.2024
1&2024:01.04.2024 31.03.2025 «
2025 01.04.2025 31.03.2026
2027 01.04.2027 31.03.2028

1.3.  Four Level Approval

Four Level Approval Tab is created to set approval hirarchy for Four level for a certain
employee group if required .

\ Four Level Approval Maintenance

to maintain Four Level click on

Page 5 of 14



Below screen will appear

Change View "ACR Approver Hierarchy": Overview
“% New Entries [ E& 2 E M (&

ACR Approver Hierarchy

PSubarea ESgrp _Start Date _IEnd Date
D Personnel subarea J1.04.20p4 (3 .03.2025

If any entry is already maintained it will be displayed, if user want to maintain new entry click

New Entries

on another screen with blank rows will be displayed

New Entries: Overview of Added Entries
> B E ML

ACR Approver Hierarchy

r_PSubarea _'ESQrp Start Date End Date
o
J

L

’i'

Enter below details and click no back button

personal Sub Area / Employee Sub Group / Start date / End date

Page 6 of 14



updated screen will be displayed
? -«Beres v

L

Change View "ACR Approver Hierarchy":
= H‘; UL

“% New Entries [} F&

ACR Approver Hierarchy

r_PSubarea _1ESgrp Start Date End Date
Plse _,@' 01.04.2024 31.03.2025

Click on SAVE button , entered detailed will be saved .

1.4. ACR Approval Exception

A hierarchy table is provided to cover certain hierarchy which is not covered in standard
hierarchy process.

ACR Approval Exception

to update click on

below screen will open after
Change View "ACR Approval Exception”: Overview
“# New Entries T3 550 [ [ [

ACR Approval Exception

Employee 1D Start Date End Date Rep Manager 1 _‘Rep Manager 2 Rev Officer 1 Rev Officer 2
100072 14.0€.1999 31.12.999931985153’ . 11005439
11003228 01.04,2024 20.12.2024 11007117 11007113
11003228 21.12.2024 31.03.2025 11007117 11007113
11004906 01.04.2024 20.12.2024 11007178 11007113
11004906 21.12.2024 31.03.2025 11007193 11007113
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previous maintained Entries will be displayed and if you want to add any new entry click no

New Entries

after clicking on new entry a blank line will be displayed

New Entries: Overview of Added Entries

REBEL
ACR Approval Exception
rEmponee 1D _'Start Date End Date Rep Manager 1 Rep Manager 2 Rev Officer 1 Rev Officer 2

!

J

Employee ID and

Start date & End Date should be the period for which we want to change the hierarchy for this
employee .

we can update

upto 2 Reporting Managers
Upto 5 Reviewing officer
Upto 5 Co Reviewing Officer

Upto 5 Final Authority

To save updated details click on SAVE
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1.5. ACR Exception Report

We have maintained Exception in section 1.4, to generate a report for exception click on ACR
Exception Report

ACR Exception Report

below screen will appear

ACR Approver Report

Seelection Screen

r i
Personnel Number T -
L |
Date to
Appraisee Role
Company Code -
Employee Group -
Employee SubGroup -
Persannel Area R
Personnel SubArea -
Created By A
Changed By =

Exception report can be executed for one or multipte employees , input employee number and

execute

Below report will be displayed which can be downtoaded in excel format

O “~ 9 O ~-Hn

N S R B

Persontal WO, ADpranes herma  Apprames Postion Appresses Aoie Aporpivay Roie Text KAt Dty Erd Dage  Compary code PayroR Arss Empiives Group Empioyes Group Neme Emaioyes Sabireug B
11000013 Gurmpesh Srgh  AF Storw “ Euacuires Engiraer -Cnd 1005 7020 2802 2021 MVN w » Claa 13 -] AE
1100001 ) Guraswsd Tngh  AE Slore -} Evac bt Engreti -Cnil 1805 2020 2307 202 Mvvn ul ] Oans 11 -] AE
1110033 Summert, Varther, Suorrtendag. Enginer, chl, 06 Superrtanset Ergoeer- Secorcary works 01 03 2020 )1 12 990 XEXC L] A Class [ : 3 L3
11130336 Sarceep Burma £F - EAM o Exscirva Ergrew - Smre 0103 2023 33 0L 2034 KEC Lt] A O | 3.3 EE
11100330 Sanceep Busman EF - ERM [ Rapastve Lngirwer— Agtacn 01.03.2003 31.01 2014 KEXK x0 L Closd I £ L

1.6. Update ACR hierarchy

Admin Has to generate approval hierarchy , to generate approval Hierarchy click on below Tab
in ACR Dash board
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Employee ACR Approval Hierarchy

Below screen will appear

Reports for manager as per the level.

Famn)
-\J

r ]
Personnel No . |_,Q
Date Range 01.04.2024 to 31.03.2023

in the above screen Date range is auto populated, Admin can not change date in this screen,
this date is populated based on the ACR date Setting done and which year is Active .

Admin has to enter personal Number of employee for whom Approval hierarchy is to be
generated

r i
Personnel No |ml 100742 7JQ:

(T
after providing Personal number of employee click on execute 4

Below report will be displayed, which will show the details of Initiator / Appraiser / Reviewer /

Final authority and the period applicable for the this combination, These details are non-
editable in this screen

Reports for manager as per the level.
ATAED AFTF T X O THOT e HeF g™ Jeate 2

Employee 1D Position ID Pos Text Start Date End Date  Exception entry iser ID Appraiser Pos Appraiser Name Revi (] Pes Name Co-Revi
11007427 50007575 Executive Engineer 01,04.2024 20.12.2024 11004906 50007757 Taran Beer Singh 11007178 50007551 Ashutosh Dixit
11007427 50007575 Executive Engineer 21,12, 2024 31.03.2025 11004506 50007757 Taran Beer Singh 11007193 50007551 Jamuna Prasad Vimal

this is generated report, which is not yet saved in system , to save the details click no

[ Create

after clicking on Create button a success message will appear in the bottom of the screen

v Data uploaded successfully

Page 10 of 14
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after that click no Update hierarchy, a success message will appear in the bo

v] Data uploaded successfully

1.7. Update ACR hierarchy in Bulk

Program for bulk hierarchy generationis in ptace , this program will be schedule in Background
, through batch job.

1.8. ACR Template Creation

After the ACR hierarchy created Admin has to generate Template , to generate template click
on ACR Template Creation TAB in ACR Dash board

| ACR Template Creation

below screen will appear

ACR Creation

7
r |
Employee No. L JQ
Company Code v
Personnel Subarea v

Input Employee number / company code / Personal sub area

Page 11 0of 14



1100742
1000

Employee No.

Company Code
I T

Personnel Subarea | D159 _Tijj

after data input click on execute button W

one success message will appear in the bottom of the screen

Data uploaded successfully

1.9. ACR Template Creation in Bulk

Program for bulk hierarchy generation is in place, this program will be schedule in
Background , through batch job .

1.10. Manual Entry for IAS officers

For IAS officers Manual Remarks to be entered, for that click on below tab of ACR dashboard

Manual Remarks Entry

Below screen will be displayed

5P
faquent I | 2 Dugly I S0E
Ingue [atals
Beproes 1D Bppeorast Fane A0 Ratin BCE Corvisen EegETTy Fatire)

L I

Input Request ID and click no Display
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=
Request ID L1234|

[5{{* Display

after that details will be populated

S Af ke e

Chuisie I.I.lrl

Enter the rating and integrity , then click on SAVE

1.11. STEP 1: ACR Admin Report

ACR Admin must approve every ACR request to Complete the process. Once ACR is approved by
Final Authority is will be in Admin Status , Admin has to approve it to complete .

ACR Dashboard

ALR Chash brsard

Anmal Cenfdamaley Saport 00 Sar-bewrd

[ira fubmen Manmenance

IF Date Setiing

Employves SR foproaal Hisrarrhy
ALH Tempirs Craphion

I MCF Advein Feson I

Mﬂlﬂhﬁﬁ:v
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1.12. STEP 2: Check the Status Report

Admin will Select the request number with status Pending with Admin and click on Approve tab.

i T b Ny A N R
B Request  Porsaeaad Ml Spgeaties e "-,. : Tt Eed Dyme M&Hﬂﬁ.mhwﬁhph Errﬂruinbim_
= I ODRSRE ALR |1 Teer  Serear R FIOL R LR L] L] Clamn il

1.13. STEP 3: Release Form

After Approving , The ACR Admin will check on Release PDF , post which the initiator will be able to
download the ACR request from in the Fiori Portal

ACR Admin Report
L mﬂm
iAWY, =T TR R
= Apgues! . Personral Hum. Apacwses Mo Apon pte Posisen 5oty Deagirs Dt T e - o G, Panlﬂ‘lr Eruviowss G . [riphures S N E'r-p-lrmme
L] TIOEAR AR | Test  Sesar fcccontant Percing with Admin 0041024 70010025 1000 L} Usis bl

ACR Admin Report

[ Fosmiosd Bf  Simwews it Fremed lnksa POF £ Pafrerd

N EITR L L AN R = R
= Bpcpsert . Porsawwdl Bum. Spprsies Mo Aoprass Postion Tobe Begin Oooe Bnd Deba. Compary "o P2
o4 LICERRSa AR H Fat  Ssner Rooosstrt Pendong wath: Admen 00049 30304 SLE0.300Y 20 (k.

1 Petcaced Sucosiehly
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36. In our opinion, falr play required that the respondent should have
comnmunlicated the ‘good’ entry of 1993-94 to the appellant so that
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37.

39.

40.

(2l
otion.
for upgrading the same 30 that he could be eligthie for prom
gaid entry, in our opinion. wa

ondent and hence violative ol N2

s hence

Non-communlcation of the
turaf
unifafr on the part of the resp

Justice,
s of natural

Originally there were satd 1o be only two principle
card (aud!

Justice: (1) the rule against bias and {2) the right to be h
alteram partem). llowever, subsequently, as noted in A.K Kralpak’s
case (supra) and KL Shephard’'s case (supra), some more rules
came to be added to the rules of natural justice, c.g. the
requirement to pive reasons vide S.N. Mukherjl Vs linjion of India

AIR 1990 SC 19A4. In Mancka Gandbi Vs. Unlon of tndia (supra)
(vide paragraphs 56 to 61) It was held that natoral justien ls part of

Article 14 of the Constitution.

In the present case, we are devcloping the prlnriplés of natura!

justice by holding that l'niny;ﬁs and transparency in public

adminlstration  sequires o M oenteies {whether LS LI ML

average, good or very goud) in the Annual Confidential Itepon of a

public servant, whether In clvil, judicial, police nr any other State

service (except the military). must be communicated {0 him within
SR iiheth ket

a reasonable perfod so that he can make a representation for Its
upgradation. This in our opinion is the correct legal position even
though there way he no Rule/ G.0. requiring canmmunication of the
entry, or even (I there is a Rule/ G.O. prohibiting it, because the
principle of non-arhitrariness in State acuon as envisaged by
Articlc 14 of the Coustitution in our opinion requires such

communication. Articte 14 will nverride 2ll rules or government
arders.

We further hold that when the entry Is communlcated 1o him the
public servant should have a right to make a representation against

the entry to the concerned authority, and the concerned suthority

et Aacrlda tha ranracanratinn in 2 Falr manner andd wirthin o
L

s

-/
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od. Wa slso hold that the representation must be
« ons who gave the entry,

reasonable perl
decided by-n authority higher than th
otherwise the likelthaod Is that the representation will be

summarily rejectad without sdoquste considerstion &8 fr would be

an appeal from Cassar to Caesar. All this would he ¢onducive to

fairness and transparency In public administration, and would

ic servants. The State must he @ model
s. Only then

result In falrness to publ
employer, and must act (airly towards Its employee
wouia good g.nvernance be possible.
3- Re aftr Wem—are(ad®) /2010, TR WEW WU T I T
Wﬁmumﬂm.wmﬂm.m!mmosnzzw ™
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“Considering the background of present case, we nercby direct
7 the Chief Sccretary to State Government of UP. to lIssue
appropriate Government Ocder/ Circular for communication of
all the entries (whether poor, falr, average, good vr very good)
to all the state cmployees as per dictum of llon’ble Supreme
Court, as lald down In paras 36 & 37 of case of Dev Dutt vs.
Ualon of India, (2008} 8 S5CC 725, with a further provision for
making representation to the higher authoritles and If
necessary, appropriate amendment be made In U.P, Government
Servants (Disposal of the representatlon agafnst adverse annuaf

. confidential reports & allied matcers) Rules, 1995.”
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