GSPC GROUP

Energy and Beyond

Employee User Manual — KPA Setting

Performance Planning and Appraisal System

Summary

Login

User can login via shared link.

Username: Email ID
Password: Default (First Time)

Enter OTP - received on registered Email ID

Click on Login Button

Dashboard

Directed to change password Pop-up

Enter Current Password

Enter New Password

Enter Confirm New Password

Click on Submit Button.

Login with New
credentials

Username: Email ID

Password: Enter New Password

Enter Newly Generated OTP - received on registered Email ID

Click on Login Button

Planning Phase
Details

Appraisal form is generated

Appraisal form is released for setting of KPA.

Appraisee fills KPA’s, save and submit the appraisal form to Reporting Officer

(RO).

RO approves KPAs and forwards the same to HR / PMS Administration.

Note: Green colour indicates the completed process and Red colour indicates

pending items
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To fill Appraisal Form

Click on: Fill Appraisal Form

Check pre-filled Employee details in Key Performance Area Section

Provide Date of discussion with regards to KPA

Fill KPAs as discussed with RO along with Performance Indicators.

If employee wants to add Performance indicators in Numbers only, then needs
to select “Is Numeric” field checkbox.

E.g. To achieve 100 connections for the year, employee needs to Select (Is
Numeric) checkbox.

Enter Marks: that needs to be divided equally among total KPA's (Minimum 05
KPA's and maximum 07 KPA’s)

Click on Generate KPA Quarterly Basis Button

In display Employee will be able to view all KPAs into the Available Quarters

For numeric performance Indicators: As per the process, employee is required
to allocate numeric performance indicators into the available quarters. In the
case of Four Quarters, Indicators can be divided into Four Quarters. E.g., 100
connections during the year can be as Q1: 30, Q2: 30, Q3: 20 and Q4:20
connections

Click on Save button

Success Message!

View Form: Employee can review the form by clicking on view button

Numeric KPA is highlighted in different colour

Button: Click on Forward Appraisal Form to Reporting Officer.

Enter Remarks

Success Message!

RO forwards to HR / PMS Administrator.
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» Employee login in the portal via shared link.

» Now, Employee enter registered Email ID in username field.

Performance Planning and Appraisal System

GSPC Group
Performance Planning & Appraisal System

“The only way to do great work is to love what you do.
- Steve Jobs
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» Employee enter default password in password field.

Performance Planning and Appraisal System
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> Now, the Employee enters the OTP that is received on the registered Email ID.

Performance Planning and Appraisal System

£ GSPC GROUP
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Performance Planning & Appraisal System
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Performance Planning and Appraisal System
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» Now, the Employee automatically redirects to the Change Password popup.

Performance Planning and Appraisal System

» Employee needs to enter their current password and enter the new password twice time for confirmation.

Change Password

Note: After changing password system will automatically logged you out.

Current Password * I | I

New Password *

Confirm Password *
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» And Click on the Submit button for further operation.

Change Password

Note: After changing password system will automatically logged you out.
Current Password *

New Password *

Confirm Password *
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» Now, Employee will get the Pop up with Success Message.

v

Success!
IPassword Changed Successfully. Please Login Aga’m.l

Performance Planning and Appraisal System
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v

Success!

Password Changed Successfully. Please Login Again,

Performance Planning and Appraisal System

10 of 39




GSPC GROUP

Energy and Beyond

Employee User Manual — KPA Setting

Performance Planning and Appraisal System

> Now, the Employee enters a username and new password to access the portal and once again employee needs to enter newly

received OTP for successful authentication.
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Performance Planning & Appraisal System ‘ L°g'n

“The only way to do great work is to love what you do.
- Steve Jobs
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» Once the employee receives the following email, they can start the KPA filling process.

Performance Planning & Appraisal System

Dear| |

The Performance Planning & Appraisal Form for the year 2024-2025 has been released. You are
required to discuss and set your KPA's along with your Reporting Officer and submit the same

for his / her approval.

Regards,
Administrator
Performance Planning & Appraisal System

This is an autogenerated e-mail. Please do not reply to this mail. Fer meore details please visit Performance
Planning B Appraisal System

12 of 39




&£ GSPC GROUP

Energy and Beyond

Employee User Manual — KPA Setting

Performance Planning and Appraisal System

» Employee view the Planning process, in which Green color indicates the completed process and Red color indicates pending items.

= 4 Home Welcome to Performance Planning & Appraisal System
2]
Appraisal Year 20242025 v | Quarter Name | piooce select-
Phase Statistical Details A
Appraisal Form is generated
Planning -
Appraisal Form is released for setting KPAs
The Appraisee has submitted the Appraisal Form
Planning
The Appraisal Form is forwarded to Reporting
Officer
The Reporting Qfficer approves KPAs
The Reporting Officer forwards the Appraisal
Form
Appraisal Form is released for assessment
The Appraisee has submitted the Appraisal Form
The Appraisal Form is forwarded to Reporting Officer
3 The Reporting Officer forwards the Appraisal Form to the Reviewing Officer
=

0
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> Additionally, Employees can also filter the data by Appraisal year and Quarter-wise.

— @ Home

Employee User Manual — KPA Setting

Welcome to Performance Planning & Appraisal System

Appraisal YearI 2024-2025

. I]uarterName Qi

Phase Statistical Details

Planning

Appraisal Form is generated

Appraisal Form is released for setting KPAs

The Appraisee has submitted the Appraisal Form

The Appraisal Form is forwarded to Reporting Officer

The Reporting Officer approves KPAs

The Reporting Officer forwards the Appraisal Form

Assessment

Appraisal Form is released for assessment

The Appraisee has submitted the Appraisal Form

The Appraisal Form is forwarded to Reporting Officer

The Reporting Officer forwards the Appraisal Form to the Reviewing Officer

The Reviewing Qfficer Approves the Appraisal form.The Reviewing Officer forwards the Appraisal Form

_J; Copyright © 2023 GSPC Group. All rights reserved.

Performance Planning and Appraisal System

Developed by GIPL
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» Now, Employee click on Menu Bar and view appraisal.

@ Dashboard
14-2025
i= Appraisal v
View Appraisal < q
|Petails
E Report v

. Quarter Name

-Please Select- v

Planning

Appraisal Form is generated

Appraisal Form is released for setting KPAs

Planning

The Appraisee has submitted the Appraisal Form

The Appraisal Form is forwarded to Reporting
Officer

The Reporting Officer approves KPAs

The Reporting Officer forwards the Appraisal
Form

eleased for assessment

submitted the Appraisal Form

1is forwarded to Reporting Officer

& Help Manual

cer forwards the Appraisal Form to the Reviewing Officer

Performance Planning and Appraisal System

GIPL KPA Welcome to Performance Planning & Appraisal System 0
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> Here, Employee view the Appraisal details in terms of View Status History.

= 4 Home Welcome to Performance Planning & Appraisal System n
1)
Appraisal Year  2024-2025 v Status  -All- v
B i= View Appraisal Forms
& My Appraisal
Show | 50 % entries Search:
Employee Reporting officer Reviewing officer
SrNo 1 Action Appraisal Quarter Name Employee Code Employee Name Designation Department Company Details Details Current Status
1 ‘m Q1 (2024-2025), Q2 (2024-2025), Q3 (2024-2025), Q4 (2024-2025) SE sD GIPL e
e Tk J published
Showing 1to 1 of 1 entries Previous Next
_J; Copyright © 2023 GSPC Group. All rights reserved.

Developed by GIPL
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» In Pop up, Employee view the Status, Entry By, Entry Date and Further remarks.

i= View Status History

Show s0 % | entries

Performance Planning and Appraisal System

Sr No. T Status Entry Date
1 KPA generated 13/02/2024 2:13:14 PM

2 | KPA published 13/02/2024 8:14:07 PM

Showing 1 to 2 of 2 entries

Previous Next
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» For Filling the Appraisal Form, Employee needs to click on Fill Appraisal Form button.

E A Home

Welcome to Performance Planning & Appraisal System

Appraisal Year  2024-2025 v | Status Al

i= View Appraisal Forms

& My Appraisal

Show 50 % entries

SrNo T

Employee
Action Appraisal Quarter Name Employee Code Employee Name Designation Department Company
1 Q1 (2024-2025), Q2 (2024-2025), O3 (2024-2025), Q4 (2024-2025) SE SD GIPL

Showing 1to 1 of 1 entries

Copyright © 2023 GSPC Group. All rights reserved.

Performance Planning and Appraisal System

Search:
Reporting officer Reviewing officer

Details Details Current Status

KPA
published

Previous Next

Developed by GIPL
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» Here, Employee view the all predefined Employee details in Key performance areas.

e

E A Home

Welcome to Performance Planning & Appraisal System

Performance Planning and Appraisal System

) Back

- - -y - - - -
Notes PMSs O
The Information in this document is Classified and for confidential use anly. To set individual performance targets in line with organizational goals
Any information enclosed inside will be seriously viewed by the management. To promote a performance culture by recognizing, rewarding & developing performance.

- Section A (KEY PERFCRMANCE AREAS]

ployee Details

Employee Name

Date of Joining

Date of Birth

Educational Qualification
Reporting To

Period of Appraisal

Previous Company Experience
Current Company Experience
Total Company Experience

Training Programs attended during the Year

Date of Submission of Inmovable Property Returns

Date of Health Checkup

Date of Discussion”

Promotion / Absorption Date

Note
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» Furthermore, Employee needs to select Date to Discuss with Reporting officer.

fe

A Home

Date of Birth

Educational Qualification
Reporting To

Period of Appraisal

Previous Company Experience
Current Company Experience
Total Company Experience

Training Programs attended during the Year

Date of Submission of Immovable Property Returns

Date of Health Checkup

Date of Discussion”

Promotion / Absorption Date

Welcome to Performance Planning & Appraisal System

Performance Planning and Appraisal System

— Note

Level
DGM & Above
AGM fSM /M / AM

SO & Below

Section C deals with the Training needs.
e

The PP&A which is an integral part of PMS is divided into four sections,
Section A deals with Key Performance Areas (should have minimum of 5 KPA’s and maximum upto 7 KPA's) & Section B deals with Leadership Competencies and Qualities required to be shown on the job.
In each of these two sections there is planning input by the Appraisee, final assessment by the Appraiser and reviewing by the Reviewing Officer
Each Section carries appropriate weightage which would be as under:

Weightage
Section A Section B
KPA Leadership Competencies and Qualities
50% 50%
80% 20%
0% 10%
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> Now, Employee needs to enter Key Performance Areas that are being discussed with Reporting Officer (RO).

[:2) Section A Section B
Level KPA Leadership Competencies and Qualities
= DGM & Above 50% 0%
AGM /SM /M [ AM 20% 20%
h SO & Below 90% 10%
= Section C deals with the Training needs.
e Section D deals with the Appraisal Summary and observations of the Reviewing Officer.
e Incentive will be decided on the basis of Company's Performance and Individual Performance.
e The rating are to be given by both the Reporting and Reviewing Officer & carry 50% weightage each.
— KPAs
Marks
Key Performance Areas Performance Indicators (Divide 50 marks
Sr No (KPAs) Is Numeric? (Goals/ Targets/ Measures) among KPAs)
1 [m]
] 4
650 characters [eft. 650 characters left.
] M
4 4
N 650 characters left. 650 characters eft.
- 3 O
-
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» Next Step, employee needs to add Performance indicators in terms of Goals, Targets and Measures.

> If employee wants to add Performance indicators in Numbers only, then needs to select “Is Numeric” field checkbox.
E.g. To achieve 100 connections for the year, employee needs to Select (Is Numeric) checkbox.

& Section A Section B
Level KPA Leadership Competencies and Qualities
i= DGM & Above 50% 0%
AGM /SM /M [ AM 80% 20%
B S0 & Below 90% 10%
® Seclion C deals wilh the Training needs.
® Section D deals with the Appraisal Summary and observations of the Reviewing Officer.
® Incentive will be decided on the basis of Company's Performance and Individual Performance.
® The rating are to be given by both the Reporting and Reviewing Officer & carry 50% weightage each.
— KPAs
Marks
Key Performance Areas Performance Indicators (Divide 50 marks
Sr No (KPAs) Is Numeric? (Goals/ Targets/ Measures) among KPAs)
]
L Need to work on 40 Projects ZC|
©
7
623 characters left
> r
7 4
. 650 characters left 850 characters left.
- > ]
-
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» Now, Employee needs to enter Marks that should be divide among total KPAs.

Performance Planning and Appraisal System

» The total Marks should not more or less then 50. That means employee needs to divide 50 Marks among set KPAs.

Welcome to Performance Planning & Appraisal System

A Home
@ Section A Section B
Level KPA Leadership Competencies and Qualities
i= DGM & Above 50% 50%
AGM /SM /M [ AM 20% 20%
90% 10%

h SO & Below

® Seclion C deals wilh the Training needs.
Section D deals with the Appraisal Summary and observations of the Reviewing Officer.

e Incentive will be decided on the basis of Company's Performance and Individual Performance.
The rating are to be given by both the Reporting and Reviewing Officer & carry 50% weightage each.

L Need to work on 40 Projects 20

©

y
623 characters left.

Y
650 characters left.

| ]

— KPAs
Marks
Key Performance Areas Performance Indicators (Divide 50 marks
SriNo (KPAs) Is Numeric? (Goals/ Targets/ Measures) amang KPAs)
E

4
648 characters left.

4
650 characters left.
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» As per Functionality, Employee needs to enter Minimum 5 KPAs or Maximum 7 KPAs. For performing this action, employee
will be able to Add and Remove KPAs with help of Add More button and minus signs.

= 4 Home Welcome to Performance Planning & Appraisal System
4 test entry = Test entry 10
-]
“ %
640 characters left. 640 characters left.
s Test entry 0 Test entry 10
4 #
640 characters left. 640 characters left.
; 0 B
P #
650 characters left. 650 characters left.
Total
+ Add More

50.00

B Generate KPA Quartely
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> After filling up the all the details click on Generate KPA Quarterly button.

&

— A Home

4 test entry

Test entry

+ Add More

Welcome to Performance Planning & Appraisal System

y
623 characters left.

Test entry
)
640 characters left.
0 Test entry
A
640 characters left.
Total

Performance Planning and Appraisal System

“
648 characters left.

P
640 characters left.

£
640 characters left.

Copyright © 2023 GSPC Group. All rights reserved.

B Generate KPA Quartely

Developed by GIPL
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» Now, Employee will be able to view the KPAs into the Available Quarters.

e

A Home

Welcome to Performance Planning & Appraisal System

B Generate KPA Quartely

—I KPAs Q1 I

sr Key Performance Areas
No (KPAS)

1 Need to work on 40 Projects

&
623 characters left.

2 Need to work on xyz task

£

626 characters left.

3 Need to wark on client side

Is
Numeric?

20

Test Entry

Marks
(Divide
50
marks

Performance Indicators among
(Goals/ Targets/ Measures) KPAs)

10

4
648 characters left.

£
640 characters left.

1 KPAs Q2 i

sr Key Performance Areas
No (KPAS)

! Need to work on 40 Projects

4
623 characters left.

2 heed to work on xyz task

4

626 characters left.

3 Need to work on client side

Marks
(Divide
50
marks.
Performance Indicators among
(Goals/ Targets/ Measures) KPAs)
20 10
4
648 characters left.
Test Entry 10
4
840 characters left.
20 10
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» Now, as per the process, employee is required to allocate numeric performance indicators into the available quarters. In the case of
Four Quarters, Indicators can be divided into Four Quarters. E.g., 100 connections during the year can be as Q1: 30, Q2: 30, Q3: 20

and Q4:20 connections.

= i Home Welcome to Performance Planning & Appraisal System 0
= — KPAsQi — KPAsQ2
Marks Marks
. (Divide (Divide
h 50 50
marks marks.
sr Key Performance Areas Is Performance Indicators amang sr Key Performance Areas Is Performance Indicators among
No (KPAS) Numeric? (Goals/ Targets/ Measures) KPAs) No (KPAs) Numeric? (Goals/ Targets/ Measures) KPAs)
T Needto work on 40 Projects bo 10 | Need to work on 40 Projects 20 10
“ Y “ %
623 characters left. o7 CRaraciers 1eT 623 characters left. 648 characters left.
2 MNeed to work on xyz task Test Entry 10 2 Need to work on xyz task Test Entry 10
“ “ P #
626 characters left. 640 characters left, 626 characters left. 640 characters left.
3 Need to work on client side 20 10 3 Need to work on dlient side 20 10
L
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» Then after, click on save button for submitting final KPA

= @ Home Welcome to Performance Planning & Appraisal System n
[:2)

B . P P i
623 characters left. 649 characters left. 623 characters left. 649 characters left.

test entry Test entry 10 4 testentry Test entry 10
. P P P
640 characters left. 640 characters left. 640 characters left. 640 characters left.

Test entry Test entry 10 3 festentry Test entry 10
“ “ # “
640 characters left. 640 characters left. 640 characters left. 640 characters left.

Total 50.00 Total 50.00
# Copyright © 2023 GSPC Group. All rights reserved. Developed by GIPL
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» Success message shall be prompted

v/

Success!

Appraisal Details Saved Successfully

Performance Planning and Appraisal System
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Performance Planning and Appraisal System

> After Submitting the appraisal form, employee can review the form by clicking on view button.

A Home

Appraisal Year = 2024-2025 Status

& My Appraisal

Welcome to Performance Planning & Appraisal System

Show 50 # | entries
Employee
srot Employee Employee
No Action Appraisal Quarter Name Code Name Designation  Department
1 Fill Appraisal Form | [ L Q1 (2024-2025), Q2 (2024-2025), Q3 (2024-2025), Q4 SE 5D
(VoS fz024-2025)
Showing 1 to 1 of 1 entries
_&ﬂ Copyright © 2023 GSPC Group. All rights reserved.

0

B i= View Appraisal Forms

Search:

Reporting officer Reviewing officer

Current
Cempany Details Details Status
GIPL
KA
submitted

Previous Next

Developed by GIPL
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> Now, Employee will be able to view filled in KPAs Quarters wise and Is numeric targets are highlighted with different color.

= @ Home Welcome to Performance Planning & Appraisal System
H DGM & Above 50% 50%
AGM / SM /M 7 AM 805 205
= 50 & Below 20% 0%
* Section C deals with the Training needs.
B * Section D deals with the Appraisal Summary and abservations of the Reviewing Officer.
* Incentive will be dedded on the basis of Company’s Performance and Individual Performance.
* The rating are to be given by both the Reporting and Reviewing Officer & carry 50% weightage each.
1 KPAs I
Marks
Key Performance Areas Performance Indicators Actual Achievement (Divide 50 marks
SrNo (KPAs) (Goals/ Targets/ Measures) (Reporting Officer in consultation with Appraisee) among KPAs)
1 Need to work on 40 Projects 20 10.00
2 Need to work on xyz task Test Entry 10.00
3 Need to work on client side 20 10.00
4 testentry Test entry 10.00
5 Testentry Test entry 10.00
Total 50.00
— KPAsQl
Marks
Key Performance Areas Performance Indicators Actual Achievement (Divide 50 marks
SrNo (KPAs) (Goals/ Targets/ Measures) (Reporting Officer in consultation with Appraisee) among KPAs)
1 Need to work on 40 Projects 5 10.00
2 Need to work on xyz task Test Entry 10.00
3 Need to work on client side 5 10.00
4 test entry Test entry 10.00
5 Test entry Test entry 10.00
Total 50.00
KPAs Q2
3 ’7 Marks
- Key Performance Areas Performance Indicators Actual Achievement (Divide 50 marks |
— I I e
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» Forward appraisal form to Reporting Officer.

— A Home

Welcome to Performance Planning & Appraisal System n

Appraisal Year  2024-2025 v Status  -All- v

i= View Appraisal Forms

& My Appraisal

Show sz # entries

Search:
Employee Reporting officer Reviewing officer
sroi Employee Employee Current
No Action Appraisal Quarter Name Code Name Designation Department Company Details. Details Status.
1 Fill Appraisal Form Q1 (2024-2025), Q2 (2024-2025), Q3 (2024-2025), Q4 SE sD GIPL @
(2024-2025) submitiod

Showing 1to 1 of 1 entries

Copyright © 2023 GSPC Group. All rights reserved. Developed by GIPL
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> Add remarks.

Forward Appraisal Form to Reporting Officer

Appraisal Year: 2024-2025

Employee:

Remarks:

33 0f 39
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Performance Planning and Appraisal System

> After entering remarks, employee needs to click on submit button and then click on forward appraisal form to Reporting Officer

Forward Appraisal Form to Reporting Officer

Appraisal Year: 2024-2025

Employee:

Remarks: Forward to RO

Are you sure y
Planning & Ap

the Appraisal yea )25 7
Forward Appraisal Form to Reporting Officer
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» Success message shall be prompted

v

Success!

You have submitted the Performance Planning &
Appraisal Form for the Appraisal year 2024-2025

Performance Planning and Appraisal System
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» Employee will be able to view the current status as “KPA being forwarded”.

= 4@ Home Welcome to Performance Planning & Appraisal System

:

Appraisal Year  2024-2025 Status = -All-

Show | 50 4 entries

SriNo 1 Action
1

Employee
Appraisal Quarter Name Employee Code

Name Desit

Department
View Status Histary

Company
Q1 (2024-2025), Q2 (2024-2025), Q3 (2024-2023), Q4 (2024-2025)

53 o GiPL
Showing 1 to 1 of 1 entries

Copyright © 2023 GSPC Group. All rights reserved.

i= View Appraisal Forms
& My Appraisal

Performance Planning and Appraisal System

0

Search:

Reporting officer Reviewing officer

Details Details Current Status

KPA
forwarded

Developed by GIPL
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» Employee will be able to view the duly filled in KPAs Quarter wise.

GIPL KPA Welcome to Performance Planning & Appraisal System
@ Dashboard
1-2025 v Status Al -
= Appraisal v

ies

Employee
Action Appraisal Quarter Name Employee Code Employee Name Designation Department Company
View Status Histary Q1 (2024-2025), Q2 (2024-2025), Q3 (2024-2023), Q4 (2024-2025) SE sD GIPL
entries

Group. All rights reserved.

-‘é Help Manual

Performance Planning and Appraisal System

B Report v
I| Current Appraisal Report <

Search:
Reporting officer Reviewing officer
Details Details Current Status
KPA
forwarded

Previous Next

Developed by GIPL
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» Employee view the own appraisal details with appraisal year and view as filter.

Welcome to Performance Planning & Appraisal System

Bi View Current Appraisal Report

Appraisal Year = 2024-2025 v ViewAs  -All- M

Search:
T Date of
Training  Submission
Name of Reporting Reporting Reporting Name of iiewi i i Programs of
Appraisal Name of the Officer Officer Officer the Officer Officer Officer attended  Immovable  Dateof  Appraisal
sr Quarter Company  Employee the Promotion/Absorption Reporting Designation Department Company Reviewing Designation Department Company during Property Health From
No. Name Name Code Employee Designation Department Date Officer Name Name Name Officer Name Name Name the Year Returns Checkup Date
1 Q1(2024- gGIPL 000091 SE sD SE sD GIPL SSE sD GIPL 01/04/2024
2025)
2 Q2(2024- GIPL 000091 SE sD SE sD GIPL SSE sD GIPL 01/07/2024
2025)
3 Q3(2024- GIPL 000021 SE sD SE sD GIPL SSE 5D GIPL 01/10/2024
2025)
4 Q4(2024- GIPL 000091 SE sD SE sD GIPL SSE sD GIPL 01/01/2025
2025)

Showing 1 to 4 of 4 entries

_J; Copyright © 2023 GSPC Group. All rights reserved. Developed by GIPL
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» After Completion of the Appraisal Planning KPAs, statistical details displays in green color.

= 4 Home Welcome to Performance Planning & Appraisal System n
1)
Appraisal Year = 2024-2025 v | Quarter 1 b
I Phase Statistical Details I ~
Appraisal Form is generated
Planning
Appraisal Form is released for setting KPAs
Appraisal Form is released for setting KPAs
The Appraisee has submitted the Apprai
Form
Planning
The Appraisal Form is forwarded to Reporting Officer
The Appraisal Form is forwarded to Reporting Officer
The Appraisal Form is forwarded to Reporting Officer
The Appraisal Form is forwarded to Reporting Officer
The Reporting Officer approves KPAs
The Reporting Officer forwards the Appraisal Form
Appraisal Form is released for assessment
_‘ﬂ The Appraisee has submitted the Appraisal Form

» For Further, support and details email on support@gipl.net.
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