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Employee Zone
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Enter Your
Username &
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Online Appraisal System
& Performance Diary &

¢= Back = Fwd .1,' Refresh £ MAIN MEMU # HELF £ UTILITIES  # LOGOUT
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Your Personal Profile
This is Your exclusive Zone on the Birla White's
online HR system.

‘ _ Let us take a look at the Appraisal module.
Oept. Head - Purc
khara khangar
0o,
Department M Click on the

Appraisal link
MALN MEMNU ¥

Appraisal Personal Info
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Online Appraisal System

& Performance Diary

£ MAIN MENU # HELP * UTILITIES  # LOGOUT _.

Appraisal ¢= Back = Fwd | Refresh

Self Evaluation

The first stage of
Performance Appraisal is

Diary
. . Self Evaluation.
Wiew Diary Click here to evaluate
Training yourself for this appraisal

period.

YWiew Training Histary
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Online Appraisal System

& Performance Diary _j.

= MAIN MEMU  HELP £ UTILITIES £ LOGOUT &

Appraisal ¢= Back = Fwd 3 Refresh

Individual Ferformance & Development Flan

Mr ARUN MANTRI,

Y'ou will now be presented with the Pedarmance Evaluation Farm, displaying the KFAs and the Agreed
ohjectives.

Each screen will dizplay ane KPA. In the box provided, you will need to key in the 'Self Evaluation', befare
proceeding to the next KFA,

Finally, before submitting the farm towour appraiserfor rating, wou can Freview  Edit vour inputs,

CONTINUE

Click on Continue
to proceed.

General
Instructions.
Please read this
carefully.
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Online Appraisal System

& Performance Diary

d= Back =5 Fwd ﬂ Refresh O RAAR MEMU # HELP ¢ UTILITIES  # LOGOUT

Appraisal

Individual Performance & Development Plan

_ erformance Evaluation Enter your self evaluation
Your first KPA Here. There is no limit to
Key Performance Area (1) the size of text you enter

Feople development here.

1.To do quarterly assessment of individual | |Eiansive monitoring and control of activities { Total <]
based on feedback received from the | |ootivities exceeded the Planned activities). Regular
seniors, colleagues, subordinates & internal | isits to Depot Prepared and Finalised Annual

customers by 3':_'-':'9-2':":'3 r Activities and Budget based on feedback, inputs
2.To give additional responsibility of Block Mand market requirements.

purchase & impon to Shr Rahul FPurchit
thraugh on the job training by 30.09.2003

3.To dewvelop one person as successor of
HOD Furchase by weay of delegation,
empowerment, jab enrichment etc. =
4To dewvelop self confidence in
subordinates by delegating  maore

responsibility & authority in routing wark Click on Next to
B To impart training under teach ahbility move to the next
concept (four subjects) KPA

S ————
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When you finish with Self Evaluation of all your KPAs,

you will come to a screen which looks like this.

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES



User Manual — Birla White

Online Appraisal System

& Performance Diary 'j.

&= Back = Fwd ﬂneﬁﬁh f OMAIN MEMU  # HELP < UTILITIES LOGOUT 8

Appraisal

Performance Ewvaluation

General Mr ARUN MANTERY,
Instructions

If wou would like to go through or make changes to the Zelf Evaluations that wou hawve
made, please use the View ar Edit option below.

Fleaze note that once the form haz been Submitted to pour Appraizer, you cannot make further changes to 'Self
Evaluations.

View / Edit your

T - = Self Evaluation
F SIAITHUTUUININ__ gainst each kpa

24 kpas

People development Wigw Edit
Customer orientation Wigw Edit
Cost reduction Wi Edit
Sysztem perfection Wi Edit
Vendor developrment Wigw Edit

After verifying and

making modifications

if any, click on the
Submit button
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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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Online Appraisal System

& Performance Diary Y

¢a Back = Fwd ﬂ Refresh £ MAIN MEMU 2 HELP * UTILITIES # LOGOUT

Appraisal

Confirmation Performance Evaluation

Message

Mr ARUN MANTRE,
‘'our Performace Evaluation Form has been sentfor rating to wour Appraiser.
“r'ou will recerve an Emaill intimation as soon as the rating 1s completed.

“'ou can then wiew the ratings given and communicate with your Appraiser through the 'Communication Channel'.
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~ 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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Online Appraisal System

& Performance Diary &8

ﬁ'HDmE = Back =) Fwd ﬂﬁefresh

Login

Userame |appraiser

FPassword

Enter the
Username &

Password provided
to you.
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Online Appraisal System

& Performance Diary e

¢= Back = Fwd ﬂ Refresh f AN MENU * HELP # UTILITIEE  # LOGOUT

Felcome to Birla Y hite on Crradim Sampark !

Click on Appraisal

MALN MENU »

Appraisal Employee Info
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Online Appraisal System

& Performance Diary

¢ Back = Fwd ﬁﬂeflesh £ AN MENU * HELP « UTILITIES ¢ LOGOUT §

Appraisal

Appraisal

Diary Select AO-DGM

View Diary Employees.

Training

View Training Histary
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Online Appraisal System

& Performance Diary

¢ Back =pFwd i Refresh ¢ MAIN MENU  « HELP ¢ UTILITIES ¢ LOGOUT

General

. Individual Performance & Development Plan
Instructions

MRMUKESH BABU AGARWAL,

'ou will now be presented with the list of Employees in the grades Assitant Officer to Deputy General
bManagerwho are inyour Appraisal fold. Clicking on the name of an employee will display the employee
details.

Read the
Instructions and
Click on continue
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Online Appraisal System

& Performance Diary #8 .

£ HELF £ UTILITIES £ LOGOU

Appraisal ¢= Back =pFwd 3| Refresh B M AT METLE

Individual Performance & Development Flan

Ewaluation Status

Piggbl MHew Faorm

Employee Id Fmployee Hame

1021 flt. ARLIN WANTEI

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

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES



User Manual — Birla White

Online Appraisal System
& Performance Diary

Apbraisal 4= Back b Fwd ] Refresh © MAIN MENU = HELP < UTILITIES  » LOGOUT |
Ermp: Mr. ARUN MANTRI Individual Performance & Development Plan B
E\;‘EW;W Click here to see Rating key
s the details of this
D .
employee Performance Ewvaluation Rating Key
4 - Qutztanding Achiewver
2 - High Achiewver
Key Performance Area (1) 5 - Performer
Feople dewelopment 1 - Contributar
1.To do guanerly assessment | Extensive rmonitoring and
of individual hased on | contral  of  actvities [ Total
feedback recersed from the | activities exceeded the Flanned
Seniors., colleagues. | actiities).  Regular  wisits  to
subordinates 8. internal | Depot. Frepared and Finalised
customers by 30.09.2003 Annual  Activities and  Budget
2To give additional | based on feedback. inputs and
respansibility of block | market regquirements. .
purchase & import to  Shri Enter your Rating
Faahul Purohit through on the Unto the satisfaction in this box
job training by 30.09.2003 H /
3 To dewvelop one person as Employee Self
successor of HOD Purv:hase< Evaluation for the
] Wy of clelegation, .
o . : first KPA

empowerment. job enrichment
etc.

4To develop self confidence
in subordinates by delegating
more responsibility & authorty
in routine waorlk:

5To impart training under
teach ability concept (four
subjects)

Enter the Remarks
and click on Next to
move to the next KPA

m -
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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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Online Appraisal System

& Performance Diary

Abpraisal = Back =bFwd 2] Refresh £ MAIN MEMU @ HELP  « UTILITIES * LOGOUT
Emp: Mr. ARUN MANTRHI Individual Performance & Development Plan =
?iggbl Mew Farm
@"-.-"iew Criary

Personal Attributes ) )
Behavioural Rating

Performance Competence

\_ T

Cost Consciousness Actively seeks to identify costs associated with ane's =
Describes an orientation and wnderstanding of cost < role, costs associated with organizational

associated practices and processes within the prote ~ad functions = ges and
organization. Ability to understand walue creation through searches s :
cost optimisation. Ability to continuously dewvise waws 1o Influences othe
optimize costs invobeed with own worke and of thase within Regularly que
his functional area. Ability to understand cost benefit criteria ¥ANQUs organia

and make investment decisions using appropriate data. active support &
effective methods?

CONSCioUSnNess amMongo

Choose the
appropriate
Behaviour. Use the
scroll bar to scroll
down.

Displays good understanding of costs involyed with one's

role i~ While sometitmes he does monitar costs associated
with his roleds) falling under his purview at other times

Continuoushy monitars whether the hbenefits justify the he needs to he reminded about it. Understands the need

imvestmeant for cost reduction but has not vet internalized it. While

displavs good understanding of costs associated with

Searches for ways to optimize investments without hisiher role but has little understanding of organization ™

campramising on guality

Keen awareness of major cost drivers of the organization
gs awhale

Click on Next to
proceed

Suggests ways and means to reduce costs for the
organization
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o ! L) Appraiss e .
H i FPe |} ] 2 Dia :_"?
H,""l B #
AEEI‘EIiSEﬂ = Back = Fwd inl Refresh
Emp: Mr. ARUN MANTRI Individual Performance & Development Plan
'higghl Mew Farm
%"Jiew Dhiary

Other Specific Achievements

mention any significant achievements of the employee

Has taken lot of effors to sakve pending bank entries for long time =

You can enter
Specific
Achievements of the
Employee, if any.

Click on the
Continue button
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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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LIrie C 8 Apprailsa :
Tt ey & Performance Diz ‘ LY
N }
AEEI’EIiSEIl d= Back = Fwd ﬂ Refresh
Emp: Mr. ARUN MANTRI Individual Performance & Development Plan
'}i% Mew Farm
i}VEwDEm
Performance Evaluation - Targets
invoices/cr. notes Attending to Custamer ;l
1 |C|:|ntrcllling & Monitoring Depot Accounting complaints; Balance Confirmatiaon from Parties. :I
Timely paymentffiling of returns complying the =]
2 |Legal Compliance rules of the state Filing leqgal cases against the
defaulter. =l
=
3|
[
| -]
4 | After entering the new
set of KPAs and the =l
\ agreed objectives, click / B
5 || here to COM
[

C

e ——
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Online Appraisal System

& Performance Diary a%

Appraisal da Back = Fud 2] Refresh ¢ MAIN MENU ¢ HELP ¢ UTILITIES * LOGOUT

Emp: Mr. ARUN MANTRI Individual Performance & Development Plan -
"i% Mew Form
@"v"iew Dhiary

You can View or Edit
each of the
evaluations made

MRMUKESH BABU AGARWAL,

If wou would like to go through or make changes to the Ratings that yvou hawve m
please use the Wiew or Edit option below,

/,.’_,_.l = - = -

24 KPas

Feople development Wiy E dit

Custamer orientation (=10 E dit

UIEI Performance Competence

Cozt Consciousness Wiy Edit
Cuztormer Orientation Wi Edit
Flanning Wiy E dit

Megatiation Skilk Ty E it
( Click on the Submit )

button after due

verification
I Edit

'jﬂ;] Other Specific Achievements
S == |

G?' Performance Evaluation - Targets

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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SIric ) B Appraisa B &
T.-* *. . ; e [} - - ' - 1:_:-\ ul =
l_g‘"l ;
AEEI"EIiSEIl = Back = Fwd ﬂﬁefresh
Emp: Mr. ARUN MANTRI Individual Pedformance & Development Plan =
'}i% MHew Form
Q}UEWDEW
MRMUKESH BABU AGARWAL,
The Appraisal for Emp : Mr. ARUN MANTRI has been sent ta him for approwal.
Based onwour appraisal, the following training needs hawe been identified for this employes.
[ = ri— - ]
SlNo Z SIAITIIIIFEINMNINE
1. Customer Crientation = |l The list of Training
Team YWark -1 Needs for the

employee identified

by the system
Fersonal Effectivness -l appears here.

Creativity & [nnovtion - |

bdanagerial Effectiveness -

Adwanced Interpersonal Skills through Transactional Analysis -l

Interpersonal Skills for influencing & convincing - |

HF for line bdanager - ||

Lol el s R Cnl ] O R

supply Chain Management

Ay views that the Employee may hawe will come to wou for redressal (First Round Communication).
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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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Online Appraisal System

& Performance Diary .~

Appraisal da Back o Fwd ] Refresh ¢ MAIN MENU ¢ HELP ¢ UTILITIES ¢ LOGOUT
Appraisal .

Appraisal

Caormmunication Channel

Diary

View Diary Click here to view
Training your Rating

YWiew Training Histary
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v
h'k - =

N )

AEEraisal ¢z Back = Fwd ﬁ Refresh

Individual Performance & Development Plan 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

Mr ARUN MANTRI,

Y'ou may view the ratings / remarks awarded to vou by wour Appraiser an the foll

& Performance Evaluation
& Performance Competence, Significant Contributions, Training Meeds
& Targets for next Appraisal Period

Hey PerTormance Area (1)

1.To do quarerdy =assessment of | Exiensive monitonng and control of
1 indridual based on feedback | aciraties ( Total acthities exceeded the
recenved from the seniors. colleagues, | Flanned acthvities). Reqular wvisis o
subordinates & intemnal customers by | Depot Frepared and Finalised Annual
30092003 Actiities and DBudget based on
2 To gwve additional responsibility of | feedback, inputs and rmarket
block purchasze & import 1o Shn Rahul | requirements.

Furohit through on the job training by

30.09.2003

3To develop one person as

successor of HOD Furchase by way

of delegation. empowament job

enfichmeant etc.

4To dewvelop szelf confidence

subordinates by delegabng more

responsibility & authomty in routine

work

5. To impart training under teach ability

concept (four subjeds)

Lipio the satisfaction

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Performance Competence

Cost Consciousness

Describes an orientation and understanding of cost associated
practices and processes within the organization. Ahility to understand
walue creation through cost optimisation. Ahility 10 continuaushy
dewise ways to optimize costs invalvyed with own wark and of those
within his functional area. Ability to understand cost benefit criteria
and make investment decisions using appropriate data. Displays
good understanding of costs involeed with one's role Continuously
monitars whether the benefits justify the investment Searches for
way's to optimize investments without compramising on quality Keen
awareness of major cost drvers of the organization as a whole
suggests ways and means to reduce costs for the arganization

Actively seeks to identify costs associated
with one's own role, costs associated with
organizational processes and functional
areas. Often discusses and searches for new
way's Of working to optimize costs. Influences
others to practice cost effective ways.
Fegularly guestions the bhenefithvalue derived
fromwarious organizational cost centers.
Others look up for active support and
guidance to dewvise and adopt cost effective
methaods. Inculcates values of cost
consciousness among others.

Other Specific Achievements

Has taken lot of efforts to solve pending bank entries for long time

Performance Evaluation - Targets

1 Controlling & Monitoring Depot Accounting

Timely and correctly preparation of invoicesfcr.

notes Aftending to Custormer complaints; Balance
Canfirmation fram Farties.

2 Legal Compliance

Timely paymentfiling of returns complying the rules

of the state Filing legal cases againstthe defaulter.

MEET YOUR 1T CHALLENGES WITH
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Training Needs

1. Customer Orientation - ||
2. Tearm Work - |
3. Creativity & Innostion - |

Add anather Training Meed if you wish 1o

Click the Agree
button to accept
the overall
Evaluation

istoclose Appraisal process

[OR]

Click this to continue discussion with your Appraiser

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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m Click this to close Appraisal process

[OR]

Click the Express
Your View button in

ick this to continue discussion with your Appraiser

case of Enter the reason
disagreement with £ ONCE again. for disagreement
the rating

Click on the Submit
button

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Online Appraisal System

& Performance Diary

¢ Back = Fwd ﬁﬂefresh AN MENU * HELP £ UTILITIES  # LOGOUT

Appraisal

Individual Performance & Development Plan

Mr ARUN MANTRI,
Yourviews on the ratings hawve been sentto wour Appraiser.
Y'ou will receirve an Email intimation as soon as any modifications are macde ta the ratings.

You can then wiew the modified ratings and communicate with wour Appraizer through the
'‘Communication Channel'.

_—7

Confirmation
Message

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Appraiser Zone

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Online Appraisal System

& Performance Diary 488

Appraisal 4= Back o Fwd ] Retresh f MAIN MENU € HELP  « UTILITIES * LOGOUT §
Appraisal -

Individual Performance & Development Plan

1021 M ARUN MANTRI B Hmtﬂqdenmmuﬁcﬂhn
[ﬁhpp\Emee to Appraiser)

The status shows
First Round
Communication. It
means that the
employee’s form has
to be looked at
again, based on his
feedback.

Click here to see the
Appraisal Form of
the Employee
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MRMUKESH BABU AGARWAL,

This screen shows all the
If wou would like to go through ar make changes to the Ratings that vou Appraisal parameters for the

Al on ermployes feedback, please use the appropriate Wiew or Edit option|  Selected employee.
Click on any of these to View
En or Edit the ratings
24 xpas W
People development Wigw Edit
Cugtarmer orientation Wiew E dit

|]|[II Performance Competence

Cozt Consciousness Wigw Edit
Customer Origntation Wigw Edit
Tearnnmork, Wi Edit
jx| Other Specific Achievements Wigw Edit

& Performance Evaluation - Targets Wig Edit

ﬁ Training Heed Wigw Edit

Click on Submit after the
process is complete
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Online Appraisal System

& Performance Diary 488

Anbraisal e Back =hFwd 3] Refresh £ MAIN MENU ¢ HELP  « UTRITIES ¢ LOGOUT
Appraisal -

Ermp: Mr. ARUN MANTRI
B4 First Found Communication

Individual Performance & Development Plan

& Wigw Diary Performance Evaluation Rating Keyp
4. Dytﬁtandi.ng Achigver
Key Performance Area (1) 3 - High &chiever
2 - Performer
Feople development 1 - Cantnbutar
1.To do guarterly | Extensive  monitaring  and E Upta the satisfaction
assessment  of individual | contral of activiies [ Total
based on feedback received | activities exceeded  the wery good improvernent in solving |

from the seniars, colleagues, | Flanned actvities). Reqgular
subordinates &  internal | visits to Depot. Frepared and
custamers by 30.09.2003 Finalised Annual Activities and Jq

2Tao give

pending entries

responsibility of block [ inputs
Fahul Furahit through on the
job training by 30.09.2003
3.To develop ane pe
successar of HOD
by oway  of
empowerment,
enrichment etc.

additional | Budget based on feedback, \

purchase & import to Shri | requirements. B

After making
changes click on
Save / cancel button

and friarket

Make changes in the
Rating if required

MEET YOUR
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Online Appraisal System

& Performance Diary

AEEI'EIiSEIl 4= Back = Fwd ﬂ Refresh X L

Ermp: Mr. ARUN MANTRI
BEA First Found Communication

@ Wigw Diary

Individual Performance & Development Plan

Performance Competence

Cost Consciousness

Descnbes an onentation and understanding of cost
assocated practices and procasses within the organization.
Ability to understand walue creation through cost
optimisation, Ability 1o continuoushy devise ways 1o optimize
costs involved with own work and of those within his
functional araa. Ability 1o understand cost bhenefit criteria and
make investment decisions using appropriate data
Displays good understanding of costs imsaohed with one's
role Continuoushy monitors whether the benefits justity the
investiment Searches for ways 0 optimize investments
without compromising on quality Keen awaranass of major
cost drivers of the organization as a whole Suggests ways
and means to reduce costs for the organization

Make changes in
behaviour pattern
identified, if required
and click on the Save
button

Actively seeks to identify costs associated with one's own role,
costs assoclated with organizational processes and functional
areas, Often discusses and searches for new ways of working 1o
optimize costs. Influences others 1o practice cost effactive ways.
Regulary questions the benefitvalue derived from various
organizational cost centers. Others look up for aclive suppon and
guidance to devise and adop! cost effective methods. Inculcates
valuas of cost consciousness among others.

& Aclively seeks to identify costs associated with one's own
role, cosls assoclated with organizational processes and
funclional areas. Ofen discusses and searches for new
‘ways ofworking to optimize costs. Influences others to
practice cost effective ways. Regularty questions the
benefitivalue derved from various organizational cost
centers. Others look up for active support and guidance to
devise and adopt cost effective methods. Inculcates values
of cost consciousness among others.

May have awargness of costs associated with one's role but
rarely thinks of ways to reduce it When incurring any new
expenditure he needs to be reminded about balancing with
the beneflit Sometimes seen incuming non-value added
expenditure.

CAMCEL

MEET YOUR

IT CHALLENGES WITH

ICOMM TECHNOLOGIES
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Online Appraisal System

& Performance Diary &

AEEI‘EIiSEﬂ = Back = Fad ﬂ Refresh . -
Emp: Mi. ARUN MANTRI Individual Performance & Development Plan
B4 First Bound Cormmunication
R iew Diary Training Need
Customer Orientation - 1l This Training program has been added  Edit
autornatically by the system (Based an
Emplovee's competency rating )
Team Work - | This Training prograrm has been added  Edit
autornatically by the system (Based on
Employeer's competency rating )
Creativity & Innovtion - | This Training prograrm has been added  Edit
autarnatically by the system (Based on
Employee's competency rating )
Personal Effectivness - I This Training program has been added  Edit
automatically by the system (Based on
U he Edit link Employee's competency rating )

Managenal Eff She E 'eh LT kon This Training prograrm has been added  Edit
the right to make autamatically by the system (Bazed an
changes where_ver Emplovee's competency rating )

Advanced necessary-and click on dugh This Training program has been added  Edit

Transactional Anan.the Continue button autornatically by the systern (Based on

Employer's competency rating )
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Online Appraisal System

& Performance Diary g8

Appraisal 4= Back =pFwd | Refresh * :
Emp: Mr. ARUN MANTRI Individual Perdformance & Development Plan
B First R ound Communication
& Vigw Diary Training Program Edit
Training Program Customer Qrientation - 11
Employee Deszcription Autormatically added
Appraizer Description ;I

Provide the description
of the Training
program in the text
area provided and
Save
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Online Appraisal System

& Performance Diary 4% .

AEEI'EIiSEIl 4= Back o= Fwd ﬂ Refresh X L
Ermp: Mr. ARUN MANTRI Individual Performance & Development Plan

B4 First Round Communication

@"v"iew Criary

MRMUKESH BABU AGARWAL,
The Appraisal for Emp : Mr. ARUN MANTRI has been sentto him for approwval.

Ay views that the Emplovee may hawe will come to wou forredressal (Second Round Communication).

Back to A0 - DGM Emploves List

Confirmation message.

Go to the list of
employees to select
the next one from the
AO-DGM employee List
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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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Online Appraisal System

& Performance Diary .~

Appraisal da Back o Fwd ] Refresh ¢ MAIN MENU ¢ HELP ¢ UTILITIES ¢ LOGOUT
Appraisal :

Appraisal

Caormmunication Channel

Diary

Click here to view all

Miew Diary your ratings and
Training modifications in

: WA - ratings if any
View Training History
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Online Appraisal System

& Performance Diary

. # ¢ MAIN MENU  « HELP  « UTILITIES  » LOGOUT
Appraisal ¢= Back =pFwd 3| Refresh

Individual Ferformance & Development Flan

This screen displays the ratings you
Mr. ARUN MANTRY, have received against each KPA,

ratings on Performance
Competence, your Specific

® Performance Evaluation Achievements, Targets for the next
@ Performance Competence, Significant Contributions, Training Meeds cycle and recommended Training

& Targets for next Appraisal Perod Programs.
Use the scroll bar to scroll down

To comrmunicate yaur views on the ratings. or add a Training MNeed, you m/_-q @nd check for modifications in
provided. ratings if any

Y'ou may view the ratings / remarks awarded to wou by your Appraiser on the f

Fewiew the Rating once again
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 kAIN MENU

Performance EBEwvaluation

Key Performance Area (1)
Feople development

“ HELP

User Manual — Birla White

Online Appraisal System

& Performance Diary

= UTILITIES L LOGOUT

1.Ta do quarderly assessment of
individual  based on feedback
received from the seniors, colleagues,
subordinates & internal customers by
30.09.2003

2. To give additional responsibiliby of
block purchase & import to Shri Bahul
Furohit through an the job training by
30.09.2003

3To develop one person  as
successor of HOD Purchase by way
of delegation, empowerment,  job
enrichment etc.

4To develop self confidence in
subordinates by delegating mare
responsibility & autharity in routine
weark

b.Ta impar training under teach ability
concept (four subjects)

Extensive monitoring and control of
activities [ Total activities exceeded the
Flanned actiities). Regular wisits to
Depot. Frepared and Finalised Annual
Activities - and  Budget bhased on
feedback, Ihputs and  market
requirerments.

4 | Uptothe satisfaction

very good improvement in
salving pending entries

This is the modified
Rating for this KPA
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Appraisal

4= Back o= Fwd ﬁ Refresh

Online Appraisal System

& Performance Diary

Performance Competence

Cost Consciniisnass

Dimscribma an orientation and understanding of cost associatec
practicas and processes vathin the argamzaton, Shility to understand
walue creation through cost oplimisation,  Ability 1o continuousiy
cliwitm wayd o oplimizs costs invobesd with owen wark and of those
within his functional area, Abilit 10 understand cost benelit critens
anc meaks nwvestmant decisions using approphnate cdeate, Desplesys
good understanding of costs invokdad with one's role Continuousks
monitore whather the bheanafits justify the investment Searches for
wiada o oplirmize imdeatments wathouwl compramising on qualiby Keean
awarmnmes of major cost divcers of the organization & vl Gl
SLI:r;Ijﬁ-r.tr. WS and means to recduce costs farthe orgpanizabicon

(-1 ]

Counstaryeen Chilan il ation

Abiling to undorstand and anticipate customor neads and celivr
solulion 1o masrmze OV T ha anentation towards discosvaring
customar needs and expectations both internally and extarnalby.
Lndaratand that it g impotant @ prosvede high quality custorme)
serdce Explanation: 1., Aswareness of who the customer is or the
customeara' customer 2. Awarenseas of customers' changing tastes
ancd neads I, Besponsivensss 4, Awareness of allernainaes that the
customar has to asatisfy his needs & Desire to create customer
delight B Lsing customear satisfaction as an important critena in all
decision making

Auctiveby sealks to identity costs associated
with anm's owwn role, costs associated with
crganizational procasses and lunctional
areas. Often discusses and searches lor new
wilys of warking o aptimizs costs, Influsncsa
othars 1o practice cost affective wasws,
Fagularly queastions the benefitfvalue dermead
frarm warious organizational cost cantars,
Cithars look up for actve support and
guidance to devise and adopt cost effectnve
rmathods. Inculcates values of cost
CONSCIDUS eSS armong othars,

Auctiveby apals to identify costs associated
with ons's own role. costs associatad with
crganizational processes and flunctional
arogas. Often discusses and searches for new
ways of working o aptimize costs, Influenceas
othars to practice cost effective waws.
Fagularky guastians the benafithvalue dermead
from warious organizational cost centars,
Othars loolk up for actve support and
guidance o dovise and adopt cost affectve
mathods. Inculcates values of cost
CORSC1I0usnEss amaong othars,

He undarstands the customer need s from
othare within the arganisation. Ha anby oftan
amphasizas on the impodance of customar
needs and uses customer delight as a key
alameant in dacisions takean by him.
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Online Appraisal System

& Performance Diary

£ bAAIN MENU « HELP = UTILITIES £ LOGOUT

AEEI’EIiS-EIl = Back o= Fwd ﬁ Refresh

Other Specific Achievements

Has taken lot of effors to solve pending bank entries for long time

Performance Evaluation - Targets

1 Controlling & Monitoring Depot Accounting Timely and correctly preparation of invoicesfcr.
notes Attending to Customer complaints; Balance

Confirmation from Paries.

2 Legal Compliance Timehly paymentfiling of returns complying the rules
of the state Filing legal cases against the defaulter.

Training Needs

1. Customer Qrientation - |
2. Team YWorlk - |
3. Creativity & Innowtion -1

Click the Agree
button to accept the
New overall
Evaluation

m Clichthis to close Appraisal process

[OR]

Click this to continue discussion with your Appraiser

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Online Appraisal System

& Performance Diary

£ bAAIN MENU * HELP « UTILITIES £ LOGOUT

Appraisal ¢= Back =pFwd 3| Refresh

m Click this to close Appraisal process

[OR]

EXPRESS YOUR VIEW

ick this to continue discussion with your Appraiser

Click the Express
Your View button to

disagree , .
/zé:mg ance aga|n|

ELM LA TUNY BETUNLD BURL
Enter the reason

for disagreement
in this box

Click on the
submit button
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Online Appraisal System

& Performance Diary &

. # ¢ MAIN MENU  « HELP  « UTILITIES  » LOGOUT
Appraisal ¢= Back =pFwd 3| Refresh

Individual Performance & Development Plan

Mr ARUN MANTRI,

Yourviews an the ratings hawve been sentto yvour Appraiser,

Confirmation

message

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Appraiser Zone

Second Round Communication
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Online Appraisal System

& Performance Diary

£ bAAIN MENU * HELP « UTILITIES £ LOGOUT

AEEI’EIiS-EIl = Back o= Fwd ﬁ Refresh

Individual Performance & Development Flan

1021 Mr ARUN MANTRI 5@ Second Round Communication
' From Appraizees to Appraizer

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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Online Appraisal System

& Performance Diary

Appraisal ¢a Back =pFwd ] Refresh © MAIN MENU ¢ HELP  « UTILITIES ¢ LOGOUT
Emp: Mr. ARUN MANTRI Individual Performance & Development Plan

@ Second Aound Communication

(}3 Wigw Diary

Employee's Yiews e [Second Round Communication]

Fewiew the Rating once again

Employee
Comments

[t

[First Bound Communication]

Employee's Views

Fewiew the Rating once again

Appraiser
Comments
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Online Appraisal System

& Performance Diary g% :

Appraisal 4= Back = Fwd ﬂ Refresh

Emp: Mi. ARUN MANTRI Individual Performance & Development Plan
“iud] Second Round Communication

@ Wiew Diary

Use the Edit option
to make
modifications to the
ratings if required

MRMUKESH BABU AGARWAL,

H ywou would like to go through or make changes to the Ratings that you have mad
on employee feedback, please use the appropriate View or Edit option below.

Appraisal Para )
24 xpas
People development WiEy Edit
Customer onentation Wiew Edit

.II. Performance Competence

Cost Conzciousnass View Edit
Customer Orientation Wiew Edit
Teammwork Yiew Edi
'j\] Other Specific Achievements - Edi
— Click on the Submit
@' Performance Ewvaluation - Targets ( button after due

verification of all
@ Training Need Z parameters

el )

\/
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Online Appraisal System

& Performance Diary g

AEEI’EiS-EIl 4= Back e Fwd ﬁ Refresh

Emp: Mr. ARUN MANTRI Individual Performance & Development Plan
@ Second Aound Communication
% Wigw Diary

MRMUKESH BABU AGARWAL,

“r'ou may naw fill ouiCthe Potential Evaluation and Ftecommeml@ this Employee.

/7

24 kpas

People developrment

On clicking this link
you can view the
Potential Evaluation
Form

Cuigtamer arientation

.II. Performance Competence

Cost Congcioushess

Wigw

Customer Onentation Wigw
Tearmwork, Wigw
"j\}' Other Specific Achievements Wigw
@ Performance Evaluation - Targets Wigw
m Training Meed Wiew/E dit

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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AEEraisaI = Back = Fwd ﬂ Refresh

Emp: Mr. ABUN MAMTRI
5@ Second Round Cammunication

@ Wiew Diary

Individual Performance & Development Flan

Fotential Evaluation and Recommendati

Ewvaluation to assess competence to take next level responsibility

Online Appraisal System

& Performance Diary g

AN MENU * HELP * UTILITIES  # LOGOUT

Specify whether or

not the employee is

ready for the next
level

|5 the Emploves competent to take higher respansihilities

Current Grade: IHI-B

veg & po O

[[1-4, -

|

Recommended Grade

Select the

recommended grade
from the list and click
on Go.
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Online Appraisal System

& Performance Diary g8

Appraisal ¢u Back =pFwd 3] Refresh * MAIN MENU ¢ HELP  « UTILITIES * LOGOUT
Emp: Mr. ARUN MANTRI Individual Performance & Development Plan

@ Second Aound Communication

ﬁ%”ﬁmﬁDmm

MRMUKESH BABUT AGARWAL,
The Appraisal and Potential Evaluation for Emp : Mr. ARUN MANTRI are complete.

This has been sentto the HR Manager for approwval.

Confirmation
message

The form now goes to the HR Manager’s zone for approval.
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Appraisal SI — Sl 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.

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES



User Manual — Birla White

Online Appraisal System

& Performance Diary K

i o © MAIN MENU  « HELP  « UTILITIES  » LOGOUT
Appraisal ¢= Back = Fwd 3| Refresh

Evaluation SI-SIIT

Evaluation &40-C
Click here to do the
Evaluation of SI-SllII
Employees

Score Up

Diary

Yiew Diary
Training

Wiew Training History

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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Appraisal ¢= Back = Fwd 3| Refresh

MRMUKESH BABU AGARWAL,

Fou will now be presenied with the list of Employvess in the grades 51 - ST who are in yvour Appraisal
Jald, Clickdng on the name af an emploves will dispiay the emploves details.

A, The Performance Ewaluation Form, displaying the KRAs and the FPerformance Indicators will be
displayed. Each screen will display one KEA and the FPerformance Indicatars for that KRA. In the box

provided, wou will need to key in the 'Rating' and the 'Femarks' supporing the rating, befare proceeding to
the next KRA.

B. The Critical Personal Attributes of the employee will need to be evaluated next, followed by

C. Specific Achievements of the Employee. and

Click the Continue
button to see list of
SI-SI11 Employees

0. Your Recommendations.

Finally. before submitting the form to the HR Manage

CONTINUE

Fresdew f Editwyaur ratings.
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Online Appraisal System

& Performance Diary

. # ¢ MAIN MENU € HELP  « UTILITIES  * LOGOUT
Appraisal ¢ Back = Fwd 3] Refresh

Employee Id Employee Hame E valuation Status

1374 hir SATISH KLUMAR @ Fending &ppraizal

This takes you to
the Employee detail

MEET YOUR 1T CHALLENGES WITH 1COMM TECHNOLOGIES
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SIric . Appraisa s
} B Pe L) = 2 Dia .'-.5:‘.
1_\'1 *
AEEI’EiS-EI' = Back = Fwd £| Refresh
Emp: Mr. SATISH KUMAR Individual Performance & Development Plan
@"v"iew Dhiary

Employee ldentification

Mame | Mr. SATISH KUMAR
Emp Code | 1375
Dezignation | FTAFF-1I
Qualification | B.COR 1925
Grade/Leve| | Secretarial Staff
Department | GEM ADRN.

Location | Bhada khangar
OO, ] | wlar 20, 1999
,-':‘-,pp[ai3e[ MR MUKESH BABL AGARVIAL

Click the continue
button to proceed.
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Online Appraisal System

& Performance Diary %

Anpraisal ¢a Back =bFwd ] Refresh © MAIN MENU  # HELP  « UTILITIES  » LOGOUT
Emp: Mr. SATISH KUMAR Individual Performance & Development Plan
@View Dhiary

ihilities | Activiti Rating Key
Key Responsihilities [ Activities (1) 4 - Dutstanding Achiever
3 - High Achigwver
ToassistFH (F & C)in all secretarial matters 2 - Perfarmer
1 - Contributor

__.l-"H
1. To take dictation and attend typing wark with 100 % Upta the satisfaction ;|
accuracy & speed as targeted and achieve 0 draft hard
copies for regular commuonications 2. To arrange all Ll

meetings of FH {F & ) office thraugh proper
communication well in advance and prepare minutes
of the meeting & circulate to the concerned on the IS_
same day. 3. Manitar meeting schedules of FH (F & C)
office for structured & unstructured meeting and
ensure completion of meetings in the stipulated time
frames through manitaring an duration of meeting and
feedbackto FH (F & C) on daily hasis.

After entering
Rating / Remarks
click continue
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Online Appraisal System

& Performance Diary

bAAEN MEMLU ¢ HELP * UTILITIES LOGOUT

Critical Personal Attributes

Personal Attributes

Behavioural Rating

Cost Consciousness

Describes an onentation and understanding of cost associated
prachces and processes within the organization. Ability to
understand walue creation through cost optimisation. Ability to
continuoushy dewvise ways to optimize costs involsed with own
work, and of those wathin his functional area. Ability to understand
cost benefit criteria and make invesiment decisions using
appropriate  data. Displays good understanding of costs
involved with one's role Continuously monitors whether the
benefits justity the investiment Searches for ways ta oplimize
investments without compromising on guality Keen awareness of
major cost drivers of the organization as awhole Suggests ways
and means to reduce costs for the organization

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

Actively seeks to identify costs associated with ang's own role,
costs associated with organizational processes and functional
areas. Often discusses and searches for new ways of warking to
optimize costs. Influences others fo praciice cost effective ways.
Regularly guestions the benefithalue derived from various
arganizational cost centers. Others look up for active suppart anad
guidance to devise and adopt cost effeclive methods. Inculcates
values of cost consciousness amang ofhers,

hiay have awareness of costs agsociated with one's rale bt
rarely thinks of ways to reduce it. When incurring any new
expenditure he neads to be reminded about balancing with the
hanefit, Sometimes seen incurring non-value added expenditurs,

YWhile sometimes he does monitor costs associated with his rale
(5) falling under his purview at other times he needs o0 be
reminded about it. Understands the need for cost reduction but
has notyet internalized it. While displays good understanding of
costs associated with histher role but has little understanding of
organization wide costs.

Has knowledge of costs associated with one's roles and roles
falling under one's purview: Actively seeks ideas about cost
reduction. Inculcates values of cost consciousness among
ofhiers. Makes a conscious effort to periodically maonitor varous
cost centers and estimate valuetbenefits derived before making
any investment decision,
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Online Appraisal System

Appraisal ¢ Back = Fwd 3] Refresh

Emp: Mr. SATISH KUMAR
@View Dhiary

Individual Performance & Development Plan

Other Specific Achievements Recommendations

“our Becommendations

Has taken lot of efforts to solve pending bank entries ;l Iz the Employes competent to

for long time take higher responsibilities ? ves O No &
Current Grade =
Recommended Grade [, j

CONTINUE

Enter specific
achievement,
recommendations and
click continue
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Online Appraisal System

& Performance Diary 458

¢a Back = Fwd ﬂ Refresh £ MAIN MEMU * HELP « UTILITIES = LOGOUT

Appraisal

Training Need

Customer Orientation - | This Training pragrarm has been added Edit
automatically by the system (Based on
Employeer's competency rating )

Team Work - | This Training prograrm has been added Edit
automatically by the system (Based on
Employeer's competency rating )

Personal Effectivness - | This Training program has bheen added Edit
automatically by the system (Based on
Ermployee's competency rating )

Problem Solving Tools - | Thig Training program has heen added Edit
automatically by the system (Based on
Employee's competency rating )

Interpersonal Skills for influencing & convincing - | This Training program has been added Edit
automatically by the system (Based on
Employee's competency rating )

Personal Effectivness - |l This Training program has been added Edit
automatically by the system (Based on
Emplovee's competency rating

pugh CUSTOMER ORIEMTATION Edit

You can edit the
training programs and

click the Continue
button ¢ions - Il CUSTOMER RELATIONSHIP Edit
MANAGEMEMNT

Com >

Adwvanced
Transactional

Adwvanced Proble
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Online Appraisal System

& Performance Diary | &

Anoraisal ¢ Back =pFwd 3] Refresh ¢ MAIN MENU  « HELP ¢ UTILITIES ¢ LOGOUT
Emp: Mr. SATISH KUMAR Individual Performance & Development Plan
@"v"iew Diiary

Performance Evaluation - Targets

KPA # KPA Dezcnption Agreed Key Objectives
1 |C|:|ntrnlling & Manitoring Depot Accounting Timely and correctly preparation of |
invoices/cr. notes Attending to Custamer |
complaints: Balance Confirmation from Parties. = |
2 |Legal Compliance Timely paymentfiling of returns complying the =
rules of the state Filing legal cases againstthe —
defaulter. hd
3 | ]
[~
4 | ]
» After entering the \ =
> ] Targets click here to -

continue

[~

< »
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Online Appraisal System

™ g

& Performance Diary

d= Back = Fwd ﬁREflesh * hAIN MEMU * HELP © UTILITIES * LOGOUT

Appraisal
MR MUKESH BABTT AGARWAL,

If wou would like to go through or make changes to the Ratings that wou hawve made, please
use the View or Edit aption below.

Appraizal Parameters Yiew f Edit

24 xRas
To aszist FH [F & C] in all zecretanial matters Wiew  Edit
To coardinate with all D eptt in Technical function for communication & infarmatian management. Wiew  Edit
Cozt Reduction Wiew  Edit
.IE. Cntical Personal Attributes
Cost Consciouzness Wiew  Edit
Custormer Orientation Wiew  Edit
T earnmark, Wiew  Edit
':.i‘éﬂ Specific Achievements / Hecummery/After verifying all \ View  Edit
; L Appraisal Parameters / . .
T Meed . W E dit
ﬂ raining Neexs & Submit the form = =
@ Performance Evaluation - Targets iew  Edit

<
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Online Appraisal System

& Performance Diary g8}

Appraisal da Back =pFwd 3] Refresh © MAIN MENU ¢ HELP  « UTILITIES ¢ LOGOUT
Emp: Mr. SATISH KUMAR Individual Performance & Development Plan
@view Chiary

MRMUKESH BABU AGARWAL,

The Appraisal for Emp : Mr. SATISH KUMAR has been submitted to the HR Manager.

Back ta 51 - 51l Emplaoyes List

SI - SHI 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.
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