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Definition  

Performance Appraisal is the process of obtaining, analyzing and recording 

information about the relative worth of an employee. The focus of the 

performance appraisal is measuring and improving the actual performance 

of the employee and also the future potential of the employee. 
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Performance Rating Scale 

Rating 1 = lowest,  
Rating 5 =  Highest  
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Sr. No Score From Score To Ratings Points 
Score Mapping with 

Rating scale 
Rating Scale description 

1 0 60 1 Unsatisfactory 

2 61 70 2 Needs improvement 

3 70 80 2.5/2.7/2.9 
  2.5 = 70 to 72 

2.7 = 73- 76 
 2.9 = 77-79.9 

Satisfactory 

4 80 90 3/3.2/3.4 
3 = 80-82 

3.2 = 83-86 
 3.4 = 87-89.9 

Competent 

5 90 95 3.5/3.7/3.9 
   3.5 = 90-92 
3.7 = 92-93 

 3.9 = 93-94.9 
Commendable 

6 95 100 4/4.2/4.4 
4= 95-97 

4.2 = 97-98 
 4.4 = 98-99.9 

Extraordinary 

7 100 110 4.5/4.7/4.9 
4.5= 100-102 
4.7 = 103-106 

 4.9 = 107-109.9 
Outstanding 

8 110 150 5     Exemplary 

PMS Score Mapping to Rating Scale 



Steps of appraisal process 

 
 
Appraisee : An individual who is 
assessed as part of the performance  
cycle  
  

 

 
 
Appraiser : Individual who helps plans 
performance and assesses the performance of 
one or more appraisees that report to him/her 
  

  
Reviewer :  individual who is responsible for 
addressing escalated issues pertaining to the 
system implementation. 
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HOD : The head of the function  who is responsible 
for bringing strategic changes , recognising 
performances and rewarding them 

 

4 
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 Cut-off date : All those team members who have joined till 30th June 2017 shall be 
covered in this appraisal cycle.  

 

 Increment due to Appraisal Cycle Shift : The salary increment towards shifting of the 
appraisal cycle  by a quarter shall be paid on pro-rata basis in Rs.  

 
 Less than a year, joined before cutoff date : Those team members who have joined 

before 30th June 2017 but not completed one year as on 31st  December 2017, will 
receive the increment on pro-rate basis in % as per the no. of months completed as on 
31st Dec 2017.  

 
 Less than a year, joined after cutoff date : Those team members who have joined after 

30th June shall be covered in the next appraisal cycle and shall receive the increment in 
next cycle on pro-rata basis in % for the additional months served in this cycle.  

 
 More than a year : Those team members who have joined between 1st April 2016 and 

30th Sept 2016 and were not covered during last appraisal cycle would be getting 
increment in this cycle on pro-rata basis in % for the additional months served during 
last appraisal period.  

Employee Coverage  
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Appraisal Process is automated and made online Do not share your password with anyone 
 

Help Guide/ FAQs  are available  Always Save your entries before exit 

The Contact details  are provided for additional 
assistance 

Always click on “Edit” button to make changes in 
form 

Option of Uploading additional documents (MS 
Office Excel/Word/Powerpoint,Pdf, JPEG and Open 
office-Word & excel ) as attachments. 

Print Preview/ Print / Save Option ( in HTML) 
available for the appraisal records 

One-to-one  FEEDBACK SHARING IS ESSENTIAL . 
 

Deadlines as per the scheduled dates are to be 
“strictly adhered”.  The link will disappear after the  
last date.  

Letters shall be provided on 31st Jan 2018. Rating graph at the Appraiser/Reviewer level 
available for proper review and distribution of 
ratings 

“Needs Improvement” Rating will lead to employees 
being put on a Performance implementation Plan . 
 

KRAs  are already entered,  Modification in KRAs is 
not allowed. IN special cases the changes can be sent 
to HR for modification.  

Salient Features of Online PMS 
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Review the 
personal 
details 

Click on the 
Appraisal Form link 
to start appraisals 
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View the 
PMS 

schedule 

Message provides 
the last date of 

completion at each 
stage 

PERSONAL DETAILS 

J1 

2016-17 

ADMIN EXECUTIVE 

You may go to Help/ 
FAQ documents for 
more clarification 
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PMS SCHEDULE 

View 
PMS 

schedule 



Fill the 4 
sections of  

Appraisal Form 

Enter your achievements 
in past one year worth 

notifying 

Enter new rows for more 
entries of achievements 
by clicking on this sign. Click SAVE button to save 

the data entered. 
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APPRAISAL FORM 
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ACHIEVEMENTS  SECTION 

Save the Achievements 
before moving to next 

Section of Appraisal Form 



Enter remarks to justify 
your self assessment The KRAs are already entered by HR. 

The employee needs to enter the self 
assessment rating  against each KRA.  
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FORM “A”- KRA 



Save the entries before 
moving to next Section of 

Appraisal Form 
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FORM “A”- KRA 



Enter Self 
assessment for the 

behaviorial skills 

15 

Mention 
examples/incidence 

/comments to justify the 
behavioral skills 

FORM “B”- KRA 
Provide self 

assessment on 
behavioral skills 



Save the skills before 
moving to next Section of 

Appraisal Form 
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FORM “B”- KRA 
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FEEDBACK Enter the 
feedback about 
the organisation 



Save the feedback before 
moving to next Section of 

Appraisal Form 
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FEEDBACK 



Submit the 
appraisal 

form.  
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FEEDBACK 
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The submitted appraisal 
form can be printed 

before or after submission 
.  

The submission message 
will flash on the screen  

PRINTING OPTION 
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PRINTING PREVIEW 
Click on print option for 

printing the form 



The upload option can be 
used for adding any 

additional sheet for more 
information 

Uploading file 



SELECTING FILE TO UPLOAD 

Displays the list of 
attached files 

One can open  the file 
attached by clicking on saved 

attachments icon  and also 
delete if want to remove from 

the attachments 

Save the file  with the proper 
name indicating the contents 

of the file 

Browse and upload the file  
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FORM SUBMITTED 

Form submitted 
successfully 
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APPRAISAL BUTTON 

Click on My team for 
reviewing the team  

details  

Click on Appraiser 
link for appraising 

the team  
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Check team State wise 
Check team Head quarter 

wise 

TEAM DETAILS 



The option of resend can 
be used for resending the 

appraisal  
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TEAM STATUS 

Files attached by 
employee can be seen  by 

appraiser 

Check status of the 
appraisals of team 
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Resend form 
The form can be resent by 
entering  reason of resend 



Feedback 
session with 

appraisee 
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The appraiser to assess 
the  appraisee’s KRA 

scores and enter scores 

The appraiser to assess 
the appraisee’s behaviorial 

score and enter scores 

The final PMS score appears.  
PMS Score = KRA score* wt + 

Behaviorial Score * wt 



Promotion 
Recommendation : Grade 

Change or Designation 
Change 

Justification for 
recommendation in Grade 

change or Designation.  

Submit the appraisal for 
reviewer’s appraisal.  
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Enter remarks on overall 
assessment of employee 

Promotion Recommendation 
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Training Recommendation 

Recommend 
training programs  

for team 
members 



Submit the record  
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FORM SUBMISSION 



On submission the 
submission message 

appears 
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Click on REVIEWER 
link for appraising 

the team  
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Reviewer login 



Click on My team for 
reviewing the team  

details  

May select Head Qaurter 
wise or State wise  
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My team 



Click on form to review 
the form  

Reviewer can resend the 
form by clicking on 

resend, click on edit to 
view the form 
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Team status 

2016-17 

Click on team status for 
reviewing the appraisals 

of the team 



Review the Appraisee/ 
Appraiser KRA Score and 
enter the reviewer score  

Review the Appraisee/ 
Appraiser behavioral Score 

and enter the reviewer 
score  
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APPRAISAL FORM 



Reviewer KRA  score 

Reviewer  behavioral score 

PMS SCORE by reviewer 
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Reviewer’s  promotion 
recommendation 

acceptance/denial based 
on justification provided/ 

personal assessment 

Reviewer’s  promotion 
recommendation 

justification 
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Training  

Recommend 
training programs  

for team 
members 
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REVIEWER SCORE  Reviewer can vary the 
appraiser score upto +/- 

10. 



Submit the record 
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FORM SUBMISSION  



Submitted  record to HOD  
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Submitted  record to HOD  



 
         HR PROCESSING 

 

      
        HOD/Management  LEVEL APPRAISAL 
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• HOD shall evaluate the appraisals of the complete department 
 
• The PMS scores gets mapped to rating scale 
 
• The promotion recommendations  are reviewed & finalised 

• HR Processes the increment/ promotion details  
 
• Works out the salary restructuring/ increments post discussions with management 
  
• Letter issuance in Jan end. 
 
• PMS feedback is consolidated and sent with other PMS reports to management 
 
• Necessary organisational policy/ procedure/process changes are implemented based on feedback. 
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"Measurement is the first step that leads to control 
and eventually to improvement. If you can't measure 
something, you can't understand it. If you can't 
understand it, you can't control it. If you can't control 
it, you can't improve it. 

- H. James Harrington 


