





A step-by-step guide for writing online APAR by the officer reported upon (ORU)
(prepared by O/o PAG (Audit-I), Tamil Nadu)

General Instructions

Online APAR for Senior Audit Officers has been introduced from the 2020-2021 onwards. This will be
done through the Smart Performance Appraisal Report Recording Online Window (SPARROW).

The important dates for this process is given below:-

SL Date by which activity to be
No Activity completed
1. | Online generation of APAR 31%*May 2021

2. | Submission of self-appraisal to the Reporting Officer 30™ June 2021

Forwarding of report by Reporting Officer to Reviewing
Officer

4. | Forwarding of report by Reviewing Officer to APAR Cell | 31% August 2021

LF'S]

315 July 2021

5. | Disclosure of APAR to the officer reported upon 10" September 2021

15 days from the date of

6. | Receipt of representation , if any, on APAR disclosure.

The basic details in the APAR are filled from the form submitted by the otticers reported upon (ORU)
and records available in the Administration wing of the respective office.

The details of the Reporting Officer and Reviewing Officer have been filled on the basis of the
information provided by the respective Offices/Groups/Sections.

As the process is online, the dates of completion of each activity are to be strictly adhered to. In
case the self-appraisal is not received within the due date, the APAR will be force forwarded to
the Reporting Officer without self-appraisal and this will be reflected adversely in the APAR.

The following are prerequisites before proceeding with filling up the APAR through SPARROW:-

(1) A working Official name based NIC e-mail ID, password & mobile number linked with the
otficial name based NIC e-mail ID for receiving OTP (for logging into SPARROW application).

(11) Aadhaar Number and mobile number linked with the Aadhaar number for receiving OTP (for
e-signature).

(iii) Any documents you would like to furnish with your APAR like details of Paras, appreciation
letter etc. These documents are to be saved in a single pdf document with size not more than
3 Mb.

Please use PC or Laptop to fill up your APAR due fo ease of operation and ensure completion of all
details in the APAR before submission. There may be minor changes in the actual website as compared
1o the screenshots provided in this guide due to regular upgradation of the websilte.

An official may have one or more APARs or GAP Sheets/Non reporting certificate (NRC) during a year
depending on the period worked under a Reporting Officer/Reviewing Officer. The official has to fill each
of the APARs in the same manner as shown below:-.



Please follow the steps shown below for the process of Self-Appraisal and submission:-

1. The link for the website to be file the online APAR is
https://parichay.nic.in/Accounts/NIC/index.html?service=SPARROWIAAD

On accessing the link the following screen will appear:-

& TaricHAY

Weilcome Please sign-in

| Stay signed in @

2. The website uses two step authentication i.e password and OTP.
Enter your Official name based NIC e-mail ID and password. Click ‘Next’. The tollowing screen will
appear:-

Powered by : =

& JaricHAY

Two Step Authentication

Select one of the options and Click “Next*

ic

I am Backup Code

|

Login as Different user




3. Select the option — OTP on Mobile and click next. You will receive a 6 digit OTP to the mobile number
linked with your Official name based NIC e-mail ID and the following screen will appear:-

REEC:
Powered by & == =

OTP Authentication

TP successiully send to registered Mobile/GIMS G000000E4

Show OTP
I Don't ask me again on this Device I

{

Login as Different user

4. Enter the 6 digit OTP and click next.

(If you tick the “*Don’t ask me again on this Device” the user device will be remembered and the user
will not be asked to perform 2 step authentication when login from this device for the next 12 to
24 hours. However, this may not always work due to the security settings in different systems and
networks and you may have to use the two step authentication for each and every login.).

A pop-up appears * Successfully logged into Parichay, redirecting to SPARROW™ after which a
screen will appear as shown below:

For Officers of Civil Audit Cadre

SELECT SERVICE
Please click on the relevant icon of the service for accessing the sparrow portal

Pending PARD

GENERAL CIVIL
SERVICES-INDIAN
AUDIT & ACCOUNTS
DEPARTMENT




For Officers of Commercial Audit Cadre

SELECT SERVICE

Please click on the relevant icon of the service for accessing the sparrow portal

Pending PAR D

GENERAL CIVIL
SERVICE- INDIAN
AUDIT & ACCOUNTS
SERVICE
COMMERCIAL

The number of pending APARs will also be reflected.

Select the appropriate service i.e CGS-IAAD for SAO (Civil) and CGA-IAAD-COMM for SAO
(Commercial). On clicking on the CGS-IAAD/ CGA-IAAD-COMM icon. A pop will appear “Are
you sure you want to redirect to CGS-IAAD/ CGA-IAAD-COMM instance”. Click Ok, a screen
showing the dashboard will appear as shown in the next page.

The standard menus for a User without special role in SPARROW will appear on the left side of
the Dashboard as below:-

Sparrow
Inbox
Sent

I~ User Assistance =«
Track Your PAR
Dossier =

My Completed PAR

My ACR Status
B DSC ~

Enroll

© Support@ServiceDesk
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