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SPARROW – Agenda

Main Features

Roles

WorkflowWorkflow

Roles and Responsibilities

Support Resources



SPARROW – Snapshot of Features
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SPARROW - Process

Select the Assessment 

Reported Upon

Select the Assessment 
Year and Officer 
Reported Upon

Select Period of Assessment, 
Work Status and Form Type

PAR 
Generation

Define channel of 
submission of APAR  

Custodian

DOSSIER

Service Controlling Authority
Channel Hierarchy 
Section wiseRepresentation

PAR Discloser
PAR Completion 

(Closure)

Custodian

DOSSIER
Basic Information

Reviewing Authority

Reporting Authority 

Officer fill Self 
Appraisal

Officer 
Acceptance Accept

Put For



SPARROW – Roles 

Roles

Functional
(Two categories)

Ownership
• Service Controlling Authority/ PAR 

Custodian (Overall)
• PAR Central/ State Custodian (Primary)
• PAR Central/ State Custodian 

(Alternate)

PAR Generation/Work flow creation
• PAR Manager 

Hierarchy (Channel Of Submission) • Reporting Authority
• Reviewing Authority
• Accepting Authority

Application  (Employee Database) • EMD Manager

System (System Setup) • System Administrator (Assignment Of 
Roles)



SPARROW – Roles (Functional – Ownership) 

Role Responsible Who DSC / 
eSign
(Req)

•

•

•

Yes

• Yes

• No



SPARROW – Roles  (Hierarchy) 

Role Responsible Who DSC/ 
eSign
(Req)

•

••
•

•

•

•



SPARROW – Roles (Application) 

Role Responsible Who DSC / 
eSign
(Req)

•
•
•
•



SPARROW – Roles (System) 

Role Responsible Who DSC/ 
eSign
(Req)

•
• PAR/Appraisal  Templates

• Period of appraisal 

•

Period of appraisal 

•

•

•

•

•

•



SPARROW – Workflow

Standard Normal flow of submission 

Flow will be based on the set hierarchy of 
Reporting/Reviewing/Accepting

Representation
Sent by  Custodian to Representation Competent 
Authority to take necessary decision

Manual Workflow :

To Define the transition point of the electronic PAR to be manually 
submitted 



SPARROW –Roles and Responsibilities

PAR Central/State Custodian (Primary & Alternate)

• Create or Update Workflow.

• Generation of PAR’s for the Officers.

• Writing Section I – Basic Information• Writing Section I – Basic Information

• Sign & Send to the PAR to officers reported upon.

• Dashboard View



SPARROW –Roles and Responsibilities

PAR Central/State Custodian (Special cases)

• Manual Process of PAR’s.

• Force Forwarding of PAR’s.

• Skip Level in PAR• Skip Level in PAR

• Tracking the PAR’s status.

• Update Section I.

• Deletion of PAR’s. (Only Primary Custodian)

• Pendency alerts through Dashboard to respective organization.



SPARROW –Roles and Responsibilities

PAR Manager

• Create or Update Workflow.

EMD Manager - DPEEMD Manager EMD Manager - DPEEMD Manager
• Create or Update Workflow.
• Maintains the Basic Information.

• Update Login-id.

• Transfer the account of Officers.

• Performs Joining for the Transferred Officers.



SPARROW –Roles and Responsibilities

Officer Reported Upon

• Login into the application.

• Access his/her PAR from Inbox>My PAR.

• Submit the PAR to next level.• Submit the PAR to next level.

Reporting/Reviewing/Accepting

• Login into the application.

• Access subordinate’s PAR from Inbox>Assess PAR.



SPARROW – Getting Started

User/Official SPARROW Application

• NIC eMail id

• DSC has to be installed/e-Sign 

• ePAR for Online submission

• Employee data 

• Workflow to be set

PAR to be Generated• ePAR for Online submission • PAR to be Generated



SPARROW – Help Resources

1.User Manuals
• SPARROW
• DSC Installation and Troubleshooting Guide• DSC Installation and Troubleshooting Guide

2.On line Interactive Tutorials

3. Support Portal (Service Desk)



SPARROW – System Requirement

•NIC eMail
•Employee Data

•Workflow entry

• Roles
• Mapping Users to the 

Roles
• DSC Process

Pre- Requisites

• OS: MS Windows 7 
or above, Linux

• Browser: Internet 
Explorer 11 or 

higher/ Mozilla 
Firefox 52.9 ESR

• Adobe Reader 11.0 
or higher

• Centralized hosting
• Multiple network 

lines
• Best view resolution: 

1024  X 768 pixels
• RAM: 2 GB DDR or 

higher
• Scanners

Pre- Requisites



Any Queries?



Thank You Thank You 


