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type 
http://birlawhite.grasimsampark.com
in the Address bar of your browser. 
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Click here 
to login
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Employee Zone
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Enter Your 
Username & 

Password to login
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Click on the 
Appraisal link

This is Your exclusive Zone on the Birla White’s 
online HR system.

Let us take a look at the Appraisal module.
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The first stage of 
Performance Appraisal is 

Self Evaluation.
Click here to  evaluate 

yourself for this appraisal 
period.
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Click on Continue 
to proceed.

General 
Instructions. 

Please read this 
carefully.
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Click on Next to 
move to the next 

KPA 

Your first KPA
Enter your self evaluation
Here. There is no limit to 
the size of text you enter 

here.
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When you finish with Self Evaluation of all your KPAs,

you will come to a screen which looks like this.
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View / Edit your 
Self Evaluation 

against each KPA

After verifying  and 
making modifications 
if any, click on the 

Submit button

General 
Instructions
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Please note:

Once you Submit your Self Evaluation, you cannot make any further changes.

The Following confirmation screen appears on clicking Submit.
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Confirmation 
Message



MEET YOUR IT CHALLENGES WITH ICOMM TECHNOLOGIES

User Manual – Birla White

~ Your Appraisal Form with your self evaluation now goes to your Appraiser.

~ You will get an email intimation when your Appraiser  has given his ratings.

~ You can then log in and click on the link called “Communication Channel” in your zone.
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Appraiser Zone
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Enter the 
Username & 

Password provided 
to you.
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Click on  Appraisal 
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Select  AO-DGM 
Employees.
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Read the 
Instructions and 
Click on continue

General 
Instructions
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Here you will see the list 
of AO-DGM employees in 

your fold. Select an 
employee from the list.

The status shows 
New Form. It means 
this form has to be 

Rated by you.
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Performance Evaluation of the Employee is divided into 4 distinct parts:

~ KPA Rating

~ Performance Competency rating (behaviour pattern)

~ Specific Achievements of the Employee

~ Performance  Evaluation - Targets for the next cycle
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Click here to see 
the  details of this 

employee

Employee Self 
Evaluation for the 

first KPA Enter the Remarks 
and click on Next to 

move to the next KPA

Rating key

Enter your Rating 
in this box
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Each  KPA has to be rated in this manner.

~ When this process is complete, the Performance Competence form of the Employee comes up 

as shown in the next screen
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Personal Attributes

Choose the 
appropriate 

Behaviour. Use the 
scroll bar to scroll 

down. 

Behavioural Rating

Click on Next to 
proceed
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Click on the  
Continue button

You can enter 
Specific 

Achievements of the 
Employee, if any. 
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~ The next step is to fill in the Performance Targets for this Employee for the following appraisal 

cycle i.e. the KPAs and the corresponding Agreed Objectives

~ This screen looks like the one shown here.
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After entering the new 
set of KPAs and the 

agreed objectives, click 
here to continue
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Click on the Submit 
button after due 

verification

You can View or Edit 
each of the 

evaluations made
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The list of Training 
Needs for the 

employee identified 
by the system 
appears here. 
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~ When you have completed the appraisal of an employee, an email intimation goes to him.

~ He checks his zone and communicates with you if he disagrees on the rating.

~ You can now move on to the next employee for Performance Evaluation.
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Employee Zone
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Click here to view 
your Rating
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This screen displays the ratings 
you have received against each 
KPA, ratings on Performance 
Competence, your Specific 

Achievements, Targets for the 
next cycle and recommended 

Training Programs.
Use the scroll bar to scroll 

down
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Click the Agree 
button to accept 

the overall 
Evaluation
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Click the Express 
Your View button in 

case of  
disagreement with 

the  rating

Enter the reason 
for disagreement

Click on the  Submit 
button
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Confirmation 
Message
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Appraiser Zone
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Click here to see the 
Appraisal Form of 

the Employee

The status shows 
First Round 

Communication. It 
means that the 

employee’s form has 
to be looked at 

again, based on his 
feedback.
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Here you can see 
the employee 

comments

Click on Submit after the 
process is complete

This screen shows all the 
Appraisal parameters for the 
selected employee.
Click on any of these to View 
or Edit the ratings
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Make changes in the 
Rating if required

After making 
changes click on 

Save / cancel button
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Make changes in 
behaviour pattern 

identified, if required 
and click on the Save 

button
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Use the Edit link on 
the right to make 
changes wherever 

necessary and  click on 
the Continue button
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Provide the description  
of the Training 

program in the text 
area provided and 

Save
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Go to the list of 
employees to select 

the next one from the 
AO-DGM employee List

Confirmation message.
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~ When you have completed the appraisal modifications for the employee, an email intimation 

goes to him.

~ He checks his zone and communicates with you if he still disagrees on the rating.

~ You can now move on to the next employee.
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Employee Zone

First Round Communication
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Click here to view all 
your ratings and 
modifications in 
ratings if any
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This screen displays the ratings you 
have received against each KPA, 
ratings on Performance 
Competence, your Specific 
Achievements, Targets for the next 
cycle and recommended Training 
Programs.
Use the scroll bar to scroll down 
and check for modifications in 
ratings if any
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This is the modified 
Rating for this KPA
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Click the Agree 
button to accept the 

New overall 
Evaluation
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Click the Express 
Your View button to 

disagree
Enter the reason 
for disagreement 

in this box

Click on the 
submit button



MEET YOUR IT CHALLENGES WITH ICOMM TECHNOLOGIES

User Manual – Birla White

Confirmation 
message
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Appraiser Zone

Second Round Communication
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Click here to see the 
Appraisal Form of 

the Employee

The status shows 
Second Round 

Communication. It 
means that the 

employee has once 
again disagreed with 

the ratings
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Employee 
Comments

Appraiser 
Comments
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Click on the Submit 
button after due 
verification of all 

parameters

Use the Edit option 
to make 

modifications to the 
ratings if required
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On clicking this link 
you can view the 

Potential Evaluation 
Form
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Select the 
recommended grade 
from the list and click 

on Go.

Specify whether or 
not the employee is 
ready for the next 

level
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Confirmation 
message

The form now goes to the HR Manager’s zone for approval.
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Appraisal SI – SIII Employees

The process is the same as for AO – DGM employees.
However, there is no communication channel.

In other words, these employees are not users of the system.
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Click here to do the 
Evaluation of SI-SIII 

Employees
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Click the Continue 
button to see list of 
SI-SIII Employees
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This takes you to  
the Employee detail
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Click the continue 
button to proceed.
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After entering  
Rating / Remarks 

click continue
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Here you can edit 
behavioural rating if 
required and press 

continue button
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Enter specific 
achievement, 

recommendations and 
click continue
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You can edit the 
training programs and 

click the Continue 
button
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After entering the 
Targets click here to 

continue
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After verifying  all 
Appraisal Parameters 

Submit the form
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SI - SIII employee List
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~ This brings us to the end of the interactive appraisal process from the Employee point of view.

~ The process now moves to the next stage involving the HR Manager, Reviewer & Appraiser, 

which we will see in the next section.


