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NIC-HP ACR Application Process

Login to Manav Sampada

How to Login
e Open website https:// genpmis.hp.nic.in

o Select Department: Select Your Department
e Enter Login ID (PMIS Code)
e Enter Password

@ Manav Sampada # Home T A- A A+ & Download App

eHRMS

MOBILE APP

E Service Book Stages
Online Service Requests
Online Tours, Leave, Service Book

¥ ACR:--> Reporting and Reviewing Officers of Health and Family Welfa

5o

Latest 50 Orders of Different Department Department *
Enter Order No Or Select Date A  -Select- v
ST Dept OrderDate  Order Description LoginID*
No. P (Order NolYear)
1 POL  07/02/2019 3/2019-Posting of SHO Barmana &
14703 / 2019-Transfer Order of Dr. Rishi Password *
Tandon, MO-ENT, Dr. Vikram Singh, MO-
2 HFW  07/02/2019 Surgeon,Dr. Karan Singh, MO-Skin,Dr. Manoj &

Kapoor, MO-Radiologist & Dr. Ravinder
Mohan,MO-Medicine

14716 / 2019-Trf.orders of
Smt.Romila&Smt.Urmila, Class-IV 1 +32=

4 HEW | 07/02/2019 I1nall7\1‘1bH"\'‘:‘2{019»adjustment order of Sh.Mohan

5 HEW | 07/02/2019 l1‘~l(29:>: 2019 Adjustment Order of Dr. Anuj — |

Enter Expression Result *

3 HFW = 07/02/2019
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NIC-HP ACR Application Process

Employee Dashboard and Important Links

e Employee Details (Salary Detail, Leave details, Pension/NPS Calculation
Sheet as on Date and Pension estimation ) are available on Dashboard

=IZi | A Green Governance Tool for Human/ Resource) |
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Logged As: 10_ . TTL, memimcun 1w FAMmMer Posted At: Heac ... o o...... + PMIS Role: General
Main Menu

@R Employee Dashboard

& Personal Information & Form Details (Click To View Form Detail)
e
Name : VISHAL
e _

Date of Birth : 06 May 1~ Education ] 0

Date of Retirement : 31 May ____ Training 0
eSalary Code : N.A Famity| 0

Next Increment : N.A Employes Fhata

Loanjo

Employee Type : Regular
Designation : Assistant Programmer Service History -5

Leave Detailsj 0
Departmental Proceeding | 0

Mominee} O

Award & Medalsjo

a 2 4 & 8 10
# Address Information MNo. of Transactions

C Know Your Establishment Detail Last Service History Updation on Date:04 Sep 2018 -
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NIC-HP ACR Application Process

Head office Administrator

How to Map Reporting/Reviewing Officer Designation Map

Initialization - Master for Online ACR-> Reporting/Reviewing Officer
Designation Map

*NOTE: - If Acr Mapping is not Done Then, the Drop down for Reporting/Reviewing Officer will
be Blank.

Logged As: 10... Headoffice Administrator, Posted At: PMIS Role:

e Select Designation Which you want to select as Reporting/Reviewing
Officer

! A Green Governance lool forlHuman Resolrcep & FinancialygManagement
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Logged As: 100L. .1eadoffice Administrator, Posted At: PMLS Role:

ACR - Reporting / Reviewing Officer Designation Mapp

Select Designation : | -Select- x v |# Reporting/Reviewing Officer

Mapped as : | Select- xv ‘n
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NIC-HP ACR Application Process

L= AlGreen) for Human/Resource) & Financial;Management
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout
Logged As: 1.... - Headoffice Administrator, Posted At: PMIS Role:

ACR - Reporting/Reviewing Officer Designation Mapp

Select Designation : | Senior Programmer x v |# Reporting/Reviewing Officer

Mapped as : | -Select- x «|#

Reviewing Officer

e Select the Designations who Should Report to Above Selected Designation
as Reporting/Reviewing Officer

e WAYGreen forlHUmanlResource) & Financial:Management
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout
Logged As: 10~~~ Headoffice Administrator, Posted At: PMIS Role:

ACR - Reporting /Reviewing Officer Designation Mapp

Select Designation : | Senior Programmer x v |= Reporting/Reviewing Officer
Mapped as : | Reporting Officer xw |=
Mapp Designation for which above designation officer works as Reporting / Reviewing Officer
Select Al L Designation
|| Programmer

] Senior Programmer
[ project incharge

O peon

] Dirver

O Clerk

] Director

O District treasury officer
U Technical Director

O HOD

(] Section officer

O DBA

] Assistant Programmer
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NIC-HP ACR Application Process

e Then click on submit button

==t A\Green for Human Resource) & Financial;Managemen
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logouy
Logged As: 100 _leadoffice Administrator, Posted At: PMIS Role:

ACR - Reporting/Reviewing Officer Designation Mapp

Select Designation : | Senior Programmer x v |= Reporting/Reviewing Officer
Mapped as : | Reporting Officer x v |#
Mapp Designation for which above designation officer works as Reporting / Reviewing Officer
Select All L Designation
L Programmer

I Senior Programmer
O project incharge

O peon

I Dirver

O Clerk

I Director

|| District treasury officer
- Technical Director

O HOD

O Section officer

(] DBA

|+ Assistant Programmer

:'.ll admis.hp.nic.in says

Mapping for Reporting Officer Has been Updated Successfully

radoffi Posted Af

ACR - Reporting /Reviewing Officer Designation Mapp

* Note: While filling the ACR Please Read all the Pop Messages carefully.
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NIC-HP ACR Application Process

How to Upload ACR

In this module there are three parts following as ......

1. How an employee Fill his/her Self-Appraisal Report.
2. How a Reporting Officer assessment the ACR report.

3. How a Reviewing Officer Remarks on the ACR report.

1. How an employee Fill his/her Self-Appraisal Report.

My Profile = Online Upload ACR- Generalized for all departments

g T i A A B R R BT 0 e S
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout
Logged As: 100 ) grammer Posted At: He ~—1y PMIS Role: General

Main Menu

ployee Dashbeard

& Form Details (Click Te View Form Detail)

Educaticn |IZ|

Training |III

Family IIII

Loan IIII

Service History :- [

Lezve Details |IZ|
Departmental Proceeding |III
Mominee |III

Brrard B Medals| I ]

i} 2 4 6 B 10
Mo. of Transactions

Last Service History Updation on Date:04 Sep 2018 -

e When a user click on the Upload ACR then a Panel Regarding the Employee
Detail Open such as. (Part A- Employee Detail) in which an employee- user
can check his detail.

¢ If You have not submitted your ACR then Following pop message will
appear on the screen
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NIC-HP ACR Application Process

admis.hp.nic.in says
you have not submitted your ACR but you can take action on ACR as

Department of >> | Reporting/Reviewing Officer. Dashboard Logout
Logged As: 10047- VIS| v PMIS Role: ceneral

Part A - Employee Detail { ¥ T - Sr=mRT &9 )
Sl s e

First Name Middle Name

e And then click on a button named Click Here to enable and Get ACR Detail

After that three types of Panel are opened such as.

1. For filling up the self-appraisal report.
2. For assessment by reporting officer on ACR Report.

3. For remarking by the reviewing officer on ACR report.

Employee Online ACR

Part A - Employee Detail ( M T - HHA! fagwor )

B e
HHER TS
First Name Middle Name
BlLVISHAL ) 277 7 )
Last Name Date of Birth p—
a'rl%ltmrrr[ ) o ot i (06/051E 2

( ctick Here To Enabie And Get ACR Detail ) |(Instruction For How To Fill ACR )
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NIC-HP

ACR Application Process

For Filling up the self-appraisal report

(Click on the Part B-To be filled by officer Reported Upon)

After click on the above Panel Header, Part B will be Opened and enabled and

you Can fill yours self-appraisal report.

There are some points which you have to remember when you are filling the

Acr detai

1.

2.

3.
Yo

10.

| which are as follows.

Select Acr Financial Year on which year you are going to Fill Acr.

Click on the Button Get Leave to Fill no of Leave during the above
period which you have select .If you are not satisfy the leave which are
calculated

You have to fill all fields giving in this Acr module (part b).No one filed
u Left blank.

You can also add row after filling the first row, otherwise it will
give a message to add row first.

You can also delete a row but all rows cannot be deleted .Ex (You filled
one row and then add row for filling more data but if you think to
delete it so then you can delete it but there will be one row.)

After filling all the fields now click on save button to save the ACR data.

. Your Acr data for the selected time period and financial year is saved

and now you have to submit it to the reporting officer for
assessment.

. You can also Fill Your another Acr for the selected financial year but the

time period (date between from and to date will be different means the
time period from date for the second Acr will be greater from the
previous Acr to date )

One more thing to remember is that you can also fill second Acr When
the Previous Acr is successfully submitted to the Reporting officer.
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(Click Here To Fill Your Self Appraisal) Part B -To be filled by the Officer Reported Upon

Which Year You Are Going To Fill ACR SELECT v ACR No For Selected Year
Date Betweens You Are Filling the ACR 16/052013 | apg 16/052013 7] [ GET LEAVE

NO.Of Leaves During The Above Period

1. A Brief Summary of duties and responsibilities(Not more than 50 words):

2. Please Specify important Items Of work in order of priority where in quantitative / physical /financial
target/objectives/goals were set for you or set by yourself for the reporting year:

Physical or Financial targets/

Sr.No. Item Work objectives / goals

Achievements

1 Delete

Add Row

3. (a)- In case of Shortfall of expected quality / quantity of performance , please state the reason:

3. (b) Please Indicate your contribution in case of Significantly higher achievement of the targets / Goals / Objective :

4 . Please Specify number of inspections conducted / tours performed (only in case of field officer):

' Sr.No. No. Of inspections / tours expected to be | No of inspections / tours actually performed with
o performed in a year reason of short fall , if any

1 Delete

Add Row

Disclaimer: Content on this website is published and managed by Department of Personnel, Government of Himachal Pradesh .
Site is designed by NIC State Centre, Himachal Pradesh. 11 | Pa ge




NIC-HP ACR Application Process

—
[ admis.hp.nic.in says
ACR Detail Is Inserted

Employee Online ACR

X |

e Scroll Down the page and you will see the Saved ACR Details.
e Click here on “View ACR” to see the filled Acr in the form of Pdf file.

Please Specify number of insEadions conducted [ tours Eerlormad (only in case of field officer):

Fa frg g fdteor f o & Fi HEm HieE By (Faa 2T & wrAe #) *
Srno, | No-Of inspections / tours expected to be DU e
I = waﬁﬁﬁigaﬁaﬁﬁﬂm‘}eqﬂtqﬁﬁm mﬁﬁﬂﬁiﬁiﬂﬁﬁ%ﬂimm;m
Lo
1 Delete
4 4

(daRow ) (4 st )

(s ) (s s )

ACR Detail Submitted By You. ( 39% GRI 94iic TR fda3o] )

ACR No. From Date  To Date g‘;{":‘i“i““ Reporting Detail

FIRST 07/02/2017 07/09/2017
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NIC-HP ACR Application Process

e Screenshot of Pdf File

ACR REPORT
HIMACHAL PRADESH
PART - A
Department Name: >> DUMMY DEPARTMENT (NOT IN USE)
Employee Name : 10047 >>VISHAL
Designation at the time of ACR /Current Assistant Programmer / Assistant Programmer
Office Name at the time of ACR Submission/Current Office: Head Office - Dummy / Head Office - Dummy
Date Of Birth: 06/05/1975
Employee Type: Non-Gazzeted
ACR Financial Year: 2016-2017
ACR Period: From 07/02/2017 To 07/09/2017
ACR No: FIRST
Period of absence on leave during the reporting year/period: os
PART - B
1. A brief summary of duties and responsibilities:
A Brief Summary of duties and responsibilities(Not more than 50 words)

e Click on Blue highlighted year, to Update or to Submit ACR to Reporting
Officer

Sr.No. No. Of inspections / tours expected to be e e e
wH T o o % i w1 ard Rre £ Tdes = e mﬁmm,ugﬁ%amm;m
1 Delete
o )

(e R )

(s ) (R / s

ACR Detail Submitted By You. { 3T9% TRT J9iic TH-HR a1 )
ACR Mo. From Date o Date Submission g ting Detail

Date
D16-2017 FIRST 07/02/2017 O7/09/2017F Mo View ACR

e Click on “Submit to the reporting Officer” To submit ACR to Reporting
officer.

e You can update the ACR until the Locked Status is no.
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NIC-HP ACR Application Process

ease Specify number |nsE&cl|on5 conducted ;] tours performed [only in case of field officer):

puan ffw e e f aEn & =1 d=m Fide =4 (Faa aiftrpTit & TmEa 1) <
Sr.No. Ce S o e e e e e
H T o o © Frh =1 ard Pefenr 7 Tee = den mﬁmm,ugﬁ%%mmfm
test test
1 Delets
& o

(dd row ) (s

( wffiE / sreaT =2 )|[ Submit To The Reporting Officer | ( ReifE aférerdt =t 9= )

ACR Detail Submitted By You. ( 3T9% g1 99ifc THIHR @avon )
Submission
Date
FIRST 07/02/2017 0O7/00/2017

ACR No. From Date To Date

Reporting Detail

o Fill the Details, and then Click on submit.

-

(ds Row ) (st st w)

( afEfea / sferaT %3¢ ) [ Submit To The Reporting Officer | { RedifEa siffrerdl %1 4 )

Department Name Office Name Officer Name
(> C'™\.. ~"TARTMENT (NOT v | [Head Jff-: [ n v][10 - et R Senic v

[Seomic ] Corce!

ACR Detail Submitted By You. ( 3198 §HT 990 THIHT Gawon1 )
Submission
Date

FIRST 07/ 02/2017 O0O7/00/2017 View ACR

ACR No. From Date To Date Reporting Detail
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NIC-HP ACR Application Process

admis.hp.nic.in says

Your Detail |s successfully Submited

Employee Online ACR

e After Submitting the ACR to Reporting Officer, the Locked Status Changed
to Yes.

1 Delete

e 4

(aarow ) (¥ et )

(o) (¥ / s a)

ACR Detail Submitted By You. ( 3T7% §RT H9T THHR &g )

ACR No. From Date To Date Submission
Date

Reporting Detail

FIRST 07/02/2017 07/09/2017 07/09/2018 100 .... ' WMAR( - —....1)

e Now your Acr detail is successfully submitted and now you can check or

download your Acr details submitted by you by clicking on the view Acr link
button
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NIC-HP ACR Application Process

2. How a Reporting Officer assessment the Acr report.

e Anemployee (Reporting officer) Visits the “Manav Sampada” using his/her
credentials and login into the “Manav Sampada” and opens the module
Upload ACR.

My Profile = Online Upload ACR- Generalized for all departments

Lo VANGreen Governancelloolifor Human |Resolrcey & FinancialijManagement
)epartment of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Posted At: Head Of .__ ou... , PMISRole: Est_____ . _____ta
-

pgged As: 10~ TTUUEN T T Senior Programmer

Main Menu

& Employee Dashboard

& Personal Information & Form Details (Click To View Form

Name : vuimveess KUMAR

Date of Birth : 13 May 7 -~ Education
Date of Retirement : 30 Sep L._. Training
eSalary Code @ .. .. . ... . pa—

Next Increment : N.A Employee Fhoio
Loan

Employee Type : Regular

Designation : Senior Programmer Service History

e Click on the button Click Here To Enable And Get ACR Detail

Department of => DUMMY DEPARTMENT (NOT IN USE) Dashboard
Posted At: Head Off'-e Dw.. .. PMIS Role: Estal

Logged As: 100°~ 777 (UMAR, Seni mn er

Employee Online ACR

Employee Code
EREINC

First Name Middle Mame
g AH - J e 7 )
Last Name

= ame ) Date of B (i~ T

k Click Here To Enable And Get ACR Detail )| (Instruction For How To Fill ACR )
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NIC-HP ACR Application Process

e In case of Reporting Officer when he/she click the button a grid will be
appeared which contain the detail whose send to him his /her Acr
report.

e Click on Highlighted Employee Name to enable part C, then following pop
message will appear on the screen.

bl AU L C IR UV E LT I CE NG IO IR ESUULEER O FailClaip i a i a Y E e o]
epartment of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Posted At: Head Office - Dummy PMIS Role: Establishment Data
Entry

ogged As: 10004- NAVEEN KUMAR, Senior Programmer

Employee Online ACR

Part A - Employee Detail { 4T € - SH=rRl faawo )

Employee Code
10__.
i irai-ic il (TORND
First Name [Nr' ] Middle Name [ ]
Tgan AH — T AW

Lt Teme (Kumar ] e o (130051 )]

( click Here To Enable And Get ACR Detait ) ( Instruction For How To Fill ACR )

Reporting Assesment From To
Reporting List of Employee - (Click on employee name to enable Part--C) ( SRl &1 N g1 - (TE - i Hal o34 &
T ST ATH O¢ ldeid Di) J

ACR ACR FROM
EMF MAFMLE DEPT NAME NO DATE ACR TO DATE SUEMIT DATE
DUMMY-Head

office - Dummy 2016-2017 FIRST 07/02/2017 07/09/2017 07/09/2018

Programmer)

admis.hp.nic.in says

See the report Filled By the Employee on Part-- B And then put your

==

Assessment In Part-- C

Employee Online ACR
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NIC-HP

ACR Application Process
Now Reporting officer want to see what the employee fill in his / her self-

appraisal report for Assessment on the Acr report

_ 1 a a mo_o_ .
First Na;‘;—g [N.P ] Middlt—;;f;n; [ ]
Last Name (KumAR ] Date of Bith (0571 [

( Click Here To Enable And Get ACR Detail ) (I.IMII For How To HH'ACR)

Reporting Assesment From

To

Reporting List of Employee - {Click on employee name to enable Part--C) ( U=l &1 Fedif&n |t - (9 - & 9am o33 &
e HUIHET A0 92 s ©54) )
EMP NAME DEPT NAME

DUMMY-Head
Office - Dummy

ACR FROM
DATE

ACR TO DATE SUBMIT DATE
2016-2017 FIRST OF /02,2017 07/ 090/2017 07/00,/2018
Programmer)

e ACR Details filled by employee

MNO.OF Leaves During The Abowve Period
AT T ATy ° Y T 3T W e

1. 4 Brief Summary of duties and responsibilities{Not more than S0 werds):
T TSl =T T T (S0 # = ET) ¢
A Brief Summary of duties and responsibilities(Not more than 58 words)

)

2. Please portant It s OF work in order of priocity whers in guantitative ¢ physical ffinancial

target fobjectives fgoals were set for you or set by yourself for the reporting year:

HETEE [, HiaF ¢ O & oruissar & 75 F =5 F HTgew FIEE =1 959 J Ig=ar / AT T 8Os o e o o or frae e  ad &

Far w=a wm Fredfa ACT T+

ical ar Fi & -,
rdas Ttem Work objectives ; goals Achiswvernents
= HTFEH =TT o &= 953 ¢ IE=at o AuaferEn
T
TETET
test testing test
1 Dzt
)
Add Row | Ofea afmEa =)

3. {a)- In case of Shortfall of expected gquality / gquantity of performance , please stabte the reasom:

(=) - =afgE gerawEn ¢ "Eala @ = 1w 11 @ "5 |J, O e adng

3. (a)- In case of Shortfall of espected gquality f qQuantity of perforsance please state the reason

)

ENCCEE yesur W nin case of Signi higher achi t of the targets f Goals / Objective :
(iﬁ)m!am;:ﬁmﬁmqpiﬁm%mﬁmm .

3. (b} Please Indicate your contribution in case of Significantly higher achiewement of the targets / Goals f Objectiwve

Pl of §
mmwﬁﬁm;mtﬁﬁwﬁmﬁﬁfaﬁ(m

Sr.No.
= T

J tours performed :onl-.r in case of field officer):
wies st @ FEe

Mo, OFf muspect-nms 4 tours expected to be

rformed in a year
waﬁ#ﬁﬂzmﬁrmﬂﬁ'ﬁw S TiE W T

test

=T | SiEt fraree, ofg o5 51, F e geea 0 THeT
=T S "9

Mo of inspections / tours actually performed
with reason of short fall |, if any

rest

=
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NIC-HP ACR Application Process

F T ﬁg.‘ﬂnl

First Name ] Middle Name [ ]
e

HE AH
Last Name

2 ame (e ) Date of B0 )

(( ctick Here To Enable And Get ACR Detail ) ( Instruction For How To Fill ACR )

_—

Reporting Assesment From To

Reporting List of Employee - (Click on employee name to enable Part--C) ( @8R! &1 ROifén =t - (urd - A wem e &
fere Hri=Rl 1| W fFae 51¢) )

ACR ACR FROM
EMP NAME DEPT NAME NO DATE ACR TD DATE SUBMIT DATE

1 AL

(Assistant DUMMY-Head

Office - Dummy 2016-2017 FIRST 07/02/2017 07/09/2017 07/09/2018

\Programmer)

¢ And Bases on the part b you can filled the part c —Assessment by
reporting Officer.

e Check the employee name whose Acr you are going to fill
assessment in the Part c.

Employee Online ACR

(Click Here To Add Reporting Officer Assessment) Part C - Assessment By Reporting Officer( (ﬁlﬂﬁll
AR Ead witsq & few Tgl fFaw &) v - ot BRI TP )

You Are Reporting The ACR Report of VISHAL (Assistant Programmer) for the Year 2016-2017 From
07/02/2017 To 07/09/2017

1.Time Served By the Employee Under The Reporting Officer
HIUFTH & TEd FHANT g a1 B TS TG ¢

[ )

2 . Do You Agree with resume of work as indicated by the officer in the part 2 of the report in prticular regarding the special
achievement , if any , mentioned by the officer . If not , indicate briefly the reasons for disagreeing with it and the extent of
your disagreement. *

71 g Teaie % fihe & 3 g9 & ary wgne ¢ o Ruie & w2 ¥ aiftedt grr ot man § afiert s efeafe fak guafa, afe s dn
afe; Tet, T JHEAT B P DR T HHY H IRT FE 30D TY AT AT AT+

3 . State of Health :
-0 Sl o
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NIC-HP ACR Application Process

e C(Click on save

NTEGRITY CERTIFICATE IN RESPECT OF SH./SMT. VISHAL --Assistant Programmer
ENIORITY MO

b.E.F.O7/02/2017 To 07 /09/2017

T IS CERTIFIED THAT:

. Mo Vigilance case / cases is / a re pending against the above named employvee for the
leriod from O7 /02 /2017 To O7/09/ 2017 and nor likely to be initiated in the near future.

. Mo Departmental Case is pending against the above employee in any court of laws.

. Mo Departmental proceeding are contemplated / pending against the above named employee.

. Nothing adverse has been noted against him for the period w.e f 07 /02 /2017 To 07 /002017
. The above named employee is fit for promotion.

. No Prosecution of criminal cases is pending against the above employee.

. Work Conduct and behaviour of the above employee for the period from 07 /02 /2017 To 07 /09,2017 remained
ptisfactory.
J

. In Case of doubtful integrity please specify details (in below textboix]):

| s «umirm / s w1

{ admis.hp.nic.in says

Record has been Successfully Saved

[5 Ro

Emnloves Online &ACE

o After filling the all fields with data you have to press the save button to save
the data.

e Scroll Down the page and you will see the Saved ACR Details in a grid And a
grid contain the data will be appeared such as.

\ﬂgﬂﬁﬂﬁmo-sgz 3T, 40-59: 3r<3T, 60-79: TE 37T3T, 80-100: IHY)
(S / e

List Of Employees Whose ACR Is Reported By You. { 9% §RT NUIE &1 715 SOdivdl & =i ool gl Nuic &1 1 §1 )
Employee Detail ACR Year ACR No. Reviewing Detail Reporting . pog

=
2016-2017 FIRST
.E A ¥

Date

e This Grid contains all Acr record who’s Acr is assessment by you as a
Reporting officer.

20| Page




NIC-HP ACR Application Process
e Click on View ACR to view the pdf.
e Click on the employee name in the grid view and all the fields are filled with

data and now you can update the data or submit it to the reviewing officer
for Remarking on the Acr detail.

TOU T o O TATTATT T T

Tgad ATST (0-39: 31T, 40-59: 33T, 60-79: TEF S5, 80-100: IHY)
( iR / see o)

]

List Of Employees Whose ACR Is Reported By You. ( 3T9&6 §RT ROIE ST 15 SHandl $ g1 foqs! gaitany e 11 §1)

Employee Detail ACR Year ACR No. Reviewing Detail

2017-2018 FIRST i memmem =t ST NGH RANA] DUMMY ) 12/03/2018
2016-2017 FIRST

2017-2018 FIRST - T TMAR] DUMMY ) 27/08/2018

e Click on submit to submit the Acr to reviewing officer.

B. In Case of doubtul integrity please speciy details (1n below textbox):

| )

( Wfmfed / arerad ®Y )| Submit To The Reviewing Officer | ( #ftai sifirdl &1 4 )

List Of Employees Whose ACR Is Reported By You. { 3M19% §RT RO S T3 HUSTRET I HA1 o] THAR FUE $1 71 g1 )

Employee Detail ACR Year ACR No. Reviewing Detail g:f:"i"g Locked
00: T>>\_SH'_ ( DUM.IY ) 2016-2017 FIRST Mo  View ACR
o —— A R B e AR LS, e —

e After clicking on the above button a panel regarding the Reviewing Detail
will be opened and you have to choose the officer which you want to
submit the Acr detail for reviewing.

e After clicking on the above button a panel regarding the Reviewing Detail
Will open and you have to choose the officer to whom you want to submit

the Acr Detail for reviewing.
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NIC-HP ACR Application Process

6. No Prosecution of criminal cases is pending against the above employee.

7. Work Conduct and behaviour of the above employee for the period from 07 /02 /2017 To 07/09/2017 remained
satisfactory.

8. In Case of doubtful integrity please specify details (in below textbox):

( Update ) ( wfEfe / see =% )

Department Name Office Name Officer Name
(>> DUMMY DEPARTMENT (NOT v | [HeadC™™ - ~—— v] [10r-~ "7~ (LwlAR — SeniorP |

[Sum ] Cancor

List Of Employees Whose ACR Is Reported By You. { 3T9% gRT RUIE ©1 73 ®daridl & gl et garaR ae &1 1S 51 )

Employee Detail ACR Year ACR No. Reviewing Detail

10C _ KUMAR( DUMMY ] 2017-2018 FIRST 100-"" - =t o SIMGH RANMA({ DUMMY ) 12/03/2018 Yes View ACR
F e TTTTTTCL( DUMMY ) 2016-2017 FIRST No View ACR
1002 VANI SHARMA( DUMMY ) 2017-2018 FIRST 1001_. . ... __. KUMAR({ DUMMY ) 27/08/2018 Yes View ACR

e C(lick on the submit button to submit the Acr detail to the Reviewing officer
once the detail is submit then it cannot be Changed and this Acr detail will
be locked.

i admis.hp.nic.in says

Your Detail Is successfully Submited

Employee Online ACR

e Check the lock status, after submitting the ACR to Reviewing officer Locked
Status Changed to yes.

e Now you can see the Acr report of employee which are assessment by
you as a Reporting officer by clicking on the View Acr Button.
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| L]

&

T

NIC-HP

Tga ATET (0-39: i, 40-59: TN, 60-79: TG 33T, 80-100: STF)

U 100:Outstanding)
( Wil / S =Y )
Reporting Locked

List Of Employees Whose ACR Is Reported By You. { 3M9% §R1 RUIE S T3 HULNET T Tl o] THAR RUE $1 718 §1)
Date
\.Fiew ACR

Reviewing Detail
07/09/2018 Yes

Employee Detail ACR Year ACR No.
.DD L{ DUMMY ) ; 2016-2017 FIRST 1007'—1.:\-.:\-.-& _I KUMAR( DUMMY )
ag' i‘llln'll( [ARIYTYLYIRY A4 A4 a CTOCT EW. V. LrRRRA A O S LIEARAL )
e When the Acr is successfully submitted to the reviewing officer then the
record which appeared in the part A will be automatically disappeared.
o ' ) Entry
Employee Online ACR
Part A - Employee Detail ( 41T U - 7R} famwm )

Employee Code
ke
First Name [I"“”“ ] Middle Name
T8 4MH
et T

LC LY.

Tgal A
Lag%a?r; (Kumar ]
(' lick Here To Enable And Get ACR Detal ) (Im:tcﬂnn For How To Fuur:n)
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3. How a Reviewing Officer Remarks on the Acr report

e An employee (Reviewing officer) Visits the “Manav Sampada” using

his/her credentials and login into the “Manav Sampada” and opens the
module Upload ACR.

e Click on the button Click Here To Enable And Get ACR Detail

ntalston b ESerieBock Maser ) ESerieBock Tansiction > Repors Qs Trste Promotion » My

Employee Online ACR

Part A - Employee Detail ( 4TI € - &HaR! fgavo )

Employee Code
il al-ge
First Name [H o ] Middle Name ]
Ogal 9H o HH
Last Name

= ame ) Date of B (.

k Click Here To Enable And Get ACR Detail ) (Instm‘d:hn For How To H’HACR)

e Click on the Name of employee to enable Part D

Part A - Employee Detail ( YT € - 0491 [49207 )

Employee Code _
P 100 .

First Name [ — ] Middle Name [ ]
oo A g A

Last Name Date of Birth o=
e =7 (KUMAR ) e ot i (13709719 [

( Click Here To Enable And Get ACR Detail ) (IMI'I For How To HH.ACR)

Reporting Assesment From To

Reporting List of Employee - (Click on employee name to enable Part--C) ( @RI &1 ROifET = - (€ - 6 G980 531 &
feme 11 9= fdeqe $9) )

EMP NAME DEPT NAME ACR Year ACR  ACRFROM  ,0p 10 DATE SUBMIT DATE
NO DATE
100 .. >>

= DUMMY-Head
[Assistant Office - Dummy 2016-2017 FIRST 07/02/2017 07/09/2017 07/09/2018
Programmer)
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e After Clicking on the name of employee, following pop message will appear

| admis.hp.nic.in says

See the report Filled By Employee in Part--B,Reporting Officer on Part--
C and put your remarks/assessment In Part-- D

i

Employee Online ACR

e Click on Part D to give remarking on the Acr report. First check on which
Acr You are going to give remarking as reviewing officer.

(Click Here To Add Reviewing Officer Assessment) Part D - Remarks Of The Reviewing Officer( (Hlflﬂ]

T JeTe P W57 & fou 751 foaw o¢) ur St - wften sl @t fewfinr )

You Are Reviewing The ACR Report of VISHAL (Assistant Programmer) for the Year 2016-2017 From
07/02/2017 To 07/09/2017

1.Assessment Of Work Qutput>>>(Grades should be assigned on a scale of 1-10)
P ANCQE T AT >>> (35 1-10 F T W 30757 501 7 Age) *

Reviewing Aml?]?[:;
Hmﬁﬁge%of Planned Work
:‘ Quality gf Output 5 )

o After filling all the details click on submit button
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INTEGRITY CERTIFICATE IN RESPECT OF SH./SMT. VISHAL —-Assistant Programmer
SENIORITY NO

W.E.F. 07/02/2017 To 07/09/2017
IT IS CERTIFIED THAT:

1. Mo Vigilance case / cases is / a re pending against the above named employee for the
period from 07 /02 /2017 Te 07 /09/2017 and nor likely to be initiated in the near future.

Mo Departmental Case is pending against the above employee in any court of law.

. No Departmental proceeding are contemplated / pending against the above named employee.

. Nothing adverse has been noted against him for the period w.ef07/02/2017 To O7/00/2017
. The above named employee is fit for promotion.

Mo Prosecution of criminal cases is pending against the above employee.

. Work Conduct and behaviour of the above employee for the period from 07 /02/2017 To 07 /09 /2017 remained
satisfactory.
8. In Case of doubtful integrity please specify details (in below textbox):

NN R WN

List Of Employee Whose ACR Is Reviewed By YOU. [ A0® git] &I T 715 DHANG! B g=il )

admis.hp.nic.in says

Your Detail Is successfully Submited

Employee Online ACR

e Click on the Emp Name To update Data or Lock the Acr report which
are Remarked by you.

mention these cha'racteristices h‘rieﬂy.’ i - - '

T it Tt fosha fosmadt ot / o Gl ot aoe Sivaa O e, S get Wl S O el 7 g0, S o San A Ot @ 9
frgfen % forg fosie T 1 ot agerem aft &, @ 57 @ami @ wdv § owE o

List Of Employee Whose ACR Is Reviewed By You. ( 9% GRT GHi& B 15 HHING! B 44
ACRYear  ACR No. g‘“i“’i““ Reporting Detail

Reviewing

ate Status

§0_ " =53 . SHAL [ DUMMY ) 2016-2017  FIRST 1007} : A i_. KUMAR( DUMMY ) View ACR

26| Page




NIC-HP ACR Application Process

e Click on the update button if you did any change in part D otherwise
click On Verify ACR Report Button to Lock the Acr report.
e Once You Click on Verify Acr report button then It will be Locked and you

can Not Change it.

3. Mo Departmental proceeding are contemplated / pending against the above named employee.

4. Nothing adverse has been noted against him for the period w.ef 07/02/2017 To 07 /09/2017

5. The above named employee is fit for promotion.

6. No Prosecution of criminal cases is pending against the above employee.

7. Work Conduct and behaviour of the above employee for the period from 07 /02 /2017 To 07 /09/ 2017 remained

satisfactory.
8. In Case of doubtful integrity please specify details (in below textbox):

{ﬂﬁ%ﬁfﬂﬂﬂaﬁ[ Verify ACR Report ]{qﬂmﬁﬂfaﬂﬁﬂﬁ}

List Of Employee Whose ACR Is Reviewed By You. ( HIU$ SRI HHIET S 715 HL=1id! o1 g1l )
Employee Detail ACR Year  ACR No. g‘:‘t’:’"i“! Reporting Detail gz’ti'f:i“g

2016-2017 FIRST 100 KUMAR({ DUMMY ) No View ACR

“TTTAL [ DUMMY )

| admis.hp.nic.an says

Your Detail 1s successfully Verifiad

N

Employee Online ACR

e Click on the View Acr Button To view complete Acr of an employee which
are Reviewed By you as a Reviewing Officer.

7 . Has the officer any special characteristices and / or any outstanding merits or abilities , which would his advancements
merits or abilities , which would justify his advancement and special selection for higher appointment out of turn ? if so ,

mention these characteristices briefly.
1 e et foge fadmmreit v / o el f S divgar o emmei, i 9=t wata degar a et ST g, Wi 9wt gatd AT et d 9

FrafFa & fo fadm =o= =1 s sgoome ot &, § 53 a9 = d9d § owa 51

\ J

{aﬁ%ﬁamaﬁj[ Verify ACR Report ]{qﬂmﬂﬁmﬁaaﬁ}
List Of Employee Whose ACR Is Reviewed By You. ( 395 §R1 GHIEN ST T3 HHANE! BT Tl

Employee Detail ACR Year  ACR No. g‘::;“"i“g Reporting Detail

= ""HAL { DUMMY ) 2016-2017  FIRST 07/09/2018 100~ - - ~=vres wyMAR( DUMMY )
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ACR Administrator or Acr Accepting authority

ACR Administrator->Online ACR Reports—=>ACR- View ACR for Accepting
Authority

— O
= A\Green for.Human & FinancialyjManagement
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Posted At: Head Office — , PMIS Role: ACR Administrator

bgged As: 100 MA, Assistant P _ 2r

& Perzonal Information & Form Details (Click

- 1
Name : oy arMA ez

o

(=]

e Fill the details and enter the employee code/name, then Click on Search
button.
e Click on the + sign as shown in the following screenshot.

.-q.' -."'
— it PAlGreen for Human & Fin
Department of >> DUMMY DEPARTMENT (NOT IN USE) Dashboard Logout

Logged As: 1{ ™#®- —77 7T SHARMA, Assistant P _ er Pasted At: Head Office - -~ PMIS Role: ACR Administrator

ACR- View ACR for Accepting Authority

ACR Status
Select Department: | >> DUMMY DEPARTMENT (NOTIN U v #
Select District: | Shimla v)#
Select Office: [ -Select Office- v
Select Designation: [-Select Designation- v]
Select Employee Type: [ -Select Employee Type- v]
Enter Employee Code / Name: [10" - ]

10C = ~ """SHAL Assistant Programmer Head Office - Dummy 06/05/1975
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e Click on edit to open employee Acr Details and to give grading as Accepting
authority.

ACR- View ACR for Accepting Authority

ACR Status
Select Department: ['—"'—‘-‘ DUMMY DEPARTMENT (NOTINU v ] #
Select District: [ Shimla v)#
Select Office: [ Select Office- v]
Select Designation: [ Select Designation- v]
Select Employee Type: [ Select Employee Type- v ]
Enter Employee Code / Name: [1 o~ ]

teme o pesgmton | cuentoffice  patealin |

=] 100~ - """THAL Assistant Programmer Head Office - Dummy 06/05/1975
Year Action |Status|Grading Accepting Date|ACR No. ACR Period Reporting Officer
2016-2017 0 FIRST |From 07/02/2017 To 07/09/2017 (100 * . . __.. KUMAR{ DI

e Give marks as Accepting Authority, check status as Accept/Reject.
e Give Reason then click on Save.

Employee ACR Detail

Employee Detail 10. = HAL
ACR Year 201&6-2017 ACR Mo FIRST
Reporting Detail 100. ->.... . KUMAR
Reporting Date 07/03/2018

Reviewing Detail 100: ==, 1 KUMAR
Reviewing Date 07/03/2018
Combined Grading By Reporting [54 ] Very Good
Combined Grading By Reviewing [54 ] Very Good
Combined Grading By Accepting [u ]
Status Accept Rejact

Reason / Comment

Close
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