


About KRAs

KRAs or Key Result Areas are outcomes or goals for which an individual is 
responsible or accountable for that particular assessment year. 

- Annual KRAs are set in discussion with the immediate reporting manager.

- These KRAs are cascaded from the top to Bottom.

- The KRAs should be SMART. 

S=Specific, M=Measurable, A=Achievable, R=Relevant and T-Time Bound. 

- KRAs are to be entered every year in the beginning of the assessment year i.e. 
in January month in the KRA module of ESS. 



Process of KRA Setting 

Set the main KRAs

Set the sub-KRAs for each main KRA in case it needs to be  
broken down into smaller measurable activities

Set the Targets, Units, Measures, Logic for each Sub-KRA

Select the logic (Formula for calculating the output) based 
on  the condition applied to the KRA.

Save and Submit the KRA for Appraiser approval



About KRAModule

• Real time Document

• Changeable targets for the remaining period

• Smaller measuring frequencies

• Monthly data capturing

• Auto-calculations due to “Logic” inserted making it more  measurable and 
manageable by the team members  themselves.



KRA Approval levels

1. Appraisee Level – Self

2. Appraiser Level – Reporting Manager

3. Reviewer Level – Second level Reporting/ HOD

4. HOD – Head of the Department/ Management (Can Review)



Deadlines

• Set the KRAs and submit at the beginning of the year i.e. by January month.

• The KRA assessment thereafter, should be submitted within 7 days of the next month by
the employee;
i) by 7th of next month in case of Monthly KRAs (e.g. by 7th of Feb for Jan KRA),
ii) by 7th of next Quarter in case of Quarterly KRAs (e.g. by 7th of April for Q1)
iii) by 7th of Next Half Yearly in case of Half Yearly KRAs (e.g. by 7th of July for H1)
iv) during appraisal assessment for Annual KRA

• The appraiser level shall assess within 7 days of submission of KRA
• The reviewer/ HOD/ Management in the PMS module will be able to review the KRAs

For Sales Only
i) by 7th of next month in case of Monthly KRAs (e.g. by 7th of Feb for Jan KRA),
ii) by 7th of next Quarter in case of Quarterly KRAs (e.g. by 7th of April for Q1)
iii)Q2&Q3 shall be combined together for assessment by 7th of October for both Quarters
iv) by 7th of Next Half Yearly in case of Half Yearly KRAs (e.g. by 7th of July for H1)
iv) during appraisal assessment for Annual KRA



Salient Features

• Once the KRA appraisal and review deadline is over, the link gets locked for the month.
No changes can be done after it is locked.

• In case the team member doesn’t enter the achievement before the due date and the
KRA gets locked, the appraisee score will be “NIL”, the appraiser/ reviewer can still
appraise by putting their score.

• The KRA lock for future months would be open for making changes in target, but the
target for the ongoing month cannot be changed.

• The changes in targets for future months can be done only if appraiser approves the
changes through the module.

• For any KRAs to be changed mid year, the KRA has to be evaluated for the past period
and then closed. This weightage has to be then distributed to other KRA or create a
new KRA for the next months.

• Frequency of evaluation once selected cannot be changed midway.

• Maximum 5 KRAs and Maximum 5 Sub KRAs within each KRA.



Rules of weightagedivision

• The least weightage assigned to a sub KRA/ KRA should preferably be 5, 
avoid dividing further.

• If the frequency for evaluation and achievement is chosen as monthly,  
the weightage of that KRA cannot be less than 10.

• The weightage of any KRA is a multiple of 5





Enter ESS Login 

ID  & Password

ESS login



Click on PMSmodule

Select PMS module



Click on Employee button

Select Employee levelKRA



Click on KRAbutton

Select KRA in PMS module



Enter Main KRAs with  
description (Max5-6). You can  
choose from the old KRAs  
from previous year.

Enter Logic for  
measuring the KRAs  
and giving the scores

Enter the measure
, unit , target for  
each KRA

Enter the period  
for measuring the  
KRA/Sub KRA  
being monthly/  
Quarterly, Half  
Yearly, Annually

Set yourKRAs

EXPLAINS  

LOGICS



KRA Logics



You can divide the main KRA into  

measurable sub-KRAs (Max 5) each  

having different measures, units,  

period, weightage.

Give proper  

description for each  

sub KRA

Final submit your

KRAs forapproval.

Set Sub-KRAs

The KRA weightage  

has to be Minimum 

10  to be divided into 

sub- KRA

Each KRA/ Sub 

KRA  weightage 

has to be  

minimum 5





Enter your  

achievement by  

clicking the target link

Rate KRA as perperiodicity



Enter Self Rating for  

your achievement  

against the target by  

clicking on edit button

Enter remarks  

justifying the work  

done

Quarterly KRA : Enter Self Rating forQ1



Save and submit the  

KRA rating

Submit the KRA afterrating

The scoring happens  

as per the logic  

selected



Rate other KRAs  

based on periodicity

Rate all KRAs as perperiodicity



Half Yearly : Rate after 6 months forH1



ImportantPoints

• The KRA is a live document 

• Change KRAs in ESS as soon as the role/ task changes beforehand. You will not 
be able to change once the assessment period begins. 

• Keep rating as per the specified periodicity

• Keep entering notes/ remarks to keep tab of your task completion, reason of 
delay or closure of a particular KRA. 





Click on My Team to view the KRAs of  
all the team members. Click on the edit button for rating the  

KRAs

Click on the resend button for sending  
the KRA back to the team member



Appraise the achievement by clicking  
the target link



The team member’s score can be seen



The appraiser can fill the score and  
submit to the next level





The half yearly KRAs needs to be  
appraised on half yearly basis.



If the team member has not appraised  
the KRA, the appraiser can fill the  
achievement score as per his  
evaluation and submit to next level.



Submit the Approved KRA for next  
level to view. Even if the KRA is not  
submitted, the reviewer shall be able  
to view the same if the deadline is  over.



Importantpoints

• The process for Appraiser & Reviewer remains the same.

• The HOD/Management will however only be able to view and resend and shall 
not  be able to assess except for the final Annual Review.

• The  behavioural  parameters  assessment shall  be open for assessment  during  
final  assessment.  


