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1 DOCUMENT CONTROL 

 
This is a controlled document and will be maintained on UPPCL portal. 

 
Changes to this document will be recorded below and must be published to all interested parties. 

 
DOCUMENT HISTORY 

 

Version Date Author VERSION DETAILS 

V0.1 11.06.2024  Anjali Priya 
 Sakshi Singh 

Initial Submission 

DISTRIBUTION 
 

Date Type of Users Purpose 

   

USER ROLES – POSTS USING PROCESS EXPLAINED IN MANUAL 
 

Date Roles Posts Purpose 

    

 
OVERVIEW 

 The UPPCL and its DISCOM employees have their annual appraisal process ACR, Annual Confidential Report. 
 
 
MENU PATH 

Use the Fiori portal. 
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2 USER MANUAL STEPS 

There are 5 set of users working on ACR workflow viz. Initiator (Employee), Reporting Officer, Reviewer/Co-
reviewer, Final Authority & ACR Admin Dept. The navigation for all of them is placed in below sections. 

 
 

INITIATOR 

Step1: Initiator login to their own Fiori portal. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Under ACR Application, click on “MY ACR Application” 
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Step 3: Click on “ACR Form Number”. For the Initiator the ACR Template will already be created. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: In case if Initiator found that hierarchy is not correct, it is required to communicate with 
DISCOM Nodal. Once the hierarchy is updated then initiator must contact ACR Admin to generate 
new ACR template. 
 

• If Initiator don’t find ACR Form Number in My ACR application, then it is required to 
communicate with Discom Admin. 

• There can be Multiple Reviewing and Final Authority Officers. 
• If multiple requests are generated and forwarded to reporting officer and in case one 

template hierarchy is wrong, all requests will delete, and process will start as new. 
 
Step 4: There are four Tabs (ACR Details, Section KPI/Objectives, Details of Duties, Other Details) 
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If the Reporting officer of the employee change in between the session, he/She should contact Discom 
Nodal for hierarchy update then contact to ACR Admin for creation of ACR Template 
 
 
 
Step 5: Then Go to tab “Section KPI/Objectives”, select designation from the drop down. New page will  
             open as per Designation selection. 
 
In case Initiator select wrong designation he/she will be responsible for selection of KPI. 
 
NOTE: All Fields are mandatory. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: After selecting designation from the KPI type, new page will open, Initiator needs to fill all  
             fields. Before clicking on ‘Save as Draft’, it is mandatory to click on “Validate KPI Details” tab 
             to check if all fields are filled. 
 
Step 7: After Validation, User can click on “Save as Draft button” to forward your KPI. 
 
 
NOTE: There are attachment field options available as per KPI requirements. 
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Step 8: Initiator will go to the tab “Details of Duties” and give work details. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 9: Initiator needs to fill training details and its completion status in “Other Details” 
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Step 10: After Completing all the details Initiator can click on “Submit” button to forward your KPI. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 11: Click on ‘Submit’ button. After clicking, a pop-up will open where Initiator will click on ‘Yes’. The 
request will then be sent to Reporting Officer’s ID. 
 
 
Step 12: Now request has been sent to Reporting Officer’s id. 
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REPORTING OFFICER’S SCREEN 
 
Step 1: Login to Reporting Officer’s Fiori. 
 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Go to: ACR Application → ACR Approver Application. 
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Step 2: Click on “ACR Form Number”. 
 
 
 
 
 
 
 
 
 
 
 
 
Step 3: There are 4 Additional Tabs (Integrity, Reporting Officer Comment, Overall Grading & 
             Other Details) 
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Reporting officer will go to “section KPI/Objectives” tab, then click on “view KPI Details” tab, KPI will be 
visible. 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Reporting Officer can see the KPI of Initiator  
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Step 4: After seeing all the details, click on “Back” button for options- Integrity,  
             Reporting Officer Comment, Overall Grading & Other Details 
 
Go to “Integrity” tab 
Reporting Officer will go to “Integrity” tab and Give Integrity Note. 

• In Integrity tab there are 3 options. 
 

1. Certified 
2. Withheld 
3. Not Certified 

 
• Certify Integrity Note is compulsory for Withheld and Not certified. 

 
 
 
 
 
 
 
 
 
 
 
 

Step 5: Go to “Overall Grading” tab and give comment. 

 
1. It is mandatory to give Overall Grading, comment & Personal Mail ID. 

2. If user’s Mail ID is maintained in PA30, info type → 105 & sub type → MAIL, then mail ID 
will reflect automatically, and Reporting Officer can also maintain Mail ID Manually. 

3  
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Step 6: Then go to “Reporting Officer Comment” Tab and give feedback. All fields are mandatory  
          to fill. 

 
 
 
 
 
 
 
 
 
 
 
 
 
  
Step 7: Then click on “Submit". Request will send to Next Reviewing Officer’s ID. 
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Reviewing / CO-Reviewing Officer’s Screen 
 
  Step 1: Login to Reviewing / CO-Reviewing Officer’s Fiori. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Go to:  ACR Application →ACR Approver Application 
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Step 2: After clicking on “ACR Approver Application”, next screen will open. Click on “ACR Form  
             Number”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: - “Integrity, Overall Grading, and Officer’s Comment Review” tabs will be available to Reviewing     
Officer to provide their inputs. Reviewing Officer can see all Comments and Section KPI/Objectives. 
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Step 3: Go to “Integrity” Tab select Option from drop box from ‘Integrity’. 
             
       In Integrity tab there are 3 options. 
      1. Certified 
  2. Withheld 
  3. Not Certified  

• Certify Integrity Note is compulsory for Withheld and Not certified. 

• Reporting Officer’s inputs will be visible to Reviewing Officer. Reviewing officer will provide their inputs   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: Go to “Overall Grading”. Give Comment and Personal Mail ID. 
 

• Overall Grading is mandatory to fill. 
 

• If Reviewing Officer’s Mail ID is maintained in PA30, Info type → 105 & Sub type → MAIL. Then 
the mail ID will reflect automatically and Reviewing officer can also maintain Mail ID manually. 
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Step 5: Go to “Officer’s comment Review” Tab 
 

• In Officer’s Comment Review tab. There are 2 options. 
1. Yes 
2. No 

• Reviewing Officer is required to select any one of the above options 
• Comment is compulsory for option ‘NO’. For ‘Yes’ it is not compulsory. 
• Reviewing officer will mention if they agree with Reporting Officer Grading Comment, then click on 

Submit button. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 6: Click on “SUBMIT”. Request will be sent to Final Authority Officer. 
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Final Authority Officer 

 
Step 1: Final Authority Officer will login Fiori. 
 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
Go to: ACR Application → ACR Approver Application 
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Step 2: After clicking on ACR Approver Application Next screen will open. Click on “ACR Form 

              Number”. 

 

 
 
 
 
 
 
 

 
 

Note: - “Integrity, Overall Grading, and Officer’s Comment Review” tabs will be available to Final 
Authority Officer to provide their inputs. Final Authority Officer can see all Comments and Section 
KPI/Objectives. 
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Step 3: Go to “Integrity” Tab select Option from drop box from ‘Integrity’. 
 

• In Integrity tab there are 3 options. 
 

1. Certified 
2. Withheld 
3. Not Certified 

 
 

• Final Authority Officer is required to select any one of the above options 
 

• Certify Integrity Note is compulsory for options ‘Withheld’ and ‘Not certified’. In case of ‘Certified’ it can 
be left blank. 
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Step 4: Go to “Overall Grading” tab, Give Comment and Personal Email ID. 
 

 NOTE: - Final Authority can see all Comments and Section KPI/Objectives. 
              

• In Overall Grading tab, Comment and Personal Email ID is Mandatory fields to fill. 
 

• If Final Authority Officer’s Mail ID is maintained in PA30 (Info type – 105, Sub type – MAIL). Then 
the mail ID will reflect automatically, and Final Authority Officer can also maintain Mail ID 
manually. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 5: Go to “Officer’s comment Review” Tab. 

• In Officer’s Comment Review tab there are 2 options. 
1. Yes 
2. No 

• Final Authority Officer is required to select any one of the above options 
• Comment is compulsory for option ‘NO’. For ‘Yes’ it is not compulsory. 
• Final Authority officer will mention if they agree with Reporting Officer Grading Comment, 

then click on Submit button. 
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Step 6: Then click on “Submit”. Request has been approved successfully. 
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ACR Admin Screen 
 
Step 1: ACR Admin Screen: 

• After Final Authority Officer approve the ACR, the ACR status is ‘pending with admin’.  

• Admin will go to TCODE: - “ZHR_ACR_DB”, click on ‘ACR Admin Report’ 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
STEP 2: Admin will Select the request number with status ‘Pending with Admin’ and click on 
‘Approve’ tab. 
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Step 3: Status will be ‘Completed’. 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 4: After approving, the ACR Admin will click on ‘Release PDF’ post which the Initiator will 
be able to download the ACR request form from Fiori portal. 
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Step 5: Status will be ‘Completed’. Initiator can download ACR Form from Fiori portal. 
 


