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1. SPARROW URL 
All the staff and faculties of NEIGRIHMS can access SPARROW portal by typing 

https://sparrow.neigrihms.gov.in in the browser. The User Id and password to login is the NIC 

email ID and password. Those who do not have the NIC email ID shall have to apply for the 

same by filling the form available on the NEIGRIHMS website. 

2. Movement of PAR –Custodian (Establishment I). 

A. Creation of Workflow 

• The Custodian creates the workflow by clicking on workflow -> Create/Update workflow 

 

• Select the Assessment period; search Officer, to create a workflow. 

• As a result the list of searched employee page appears, select the employee and click Create 
Workflow button as shown  

 

 

https://sparrow.neigrihms.gov.in/
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• As a result page appears; provide Status and Type of Form and click on Action and Continue 
as shown 

 

 

 

• A page appears, by default the Standard tab will be opened, select the officers as required, 

click Save button as shown  
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• Workflow save successfully message is displayed as shown: 

 

 
Note:  

➢ Global Search ( ): To search the officer from global organization. If the Reporting or 

Reviewing Officer belongs to another organisation then the custodian can use the Global 

Search icon to search for such Officers. 

➢ Auto delegation ( ): Custodian can provide the auto delegation privileges by clicking the Auto 

Delegation () button ,in that case the PAR will be moved to custodian account for Manual 

Process for the further approval. Kindly Refer the NIC manual on SPARROW for more details. 

 
 

 

 

 

 

 

 

 

 



7 
 

B. PAR Generation by Custodian. 

• The Custodian can now generate the PAR for the officers whose workflow has been created. 

The Custodian click on PAR and Generation as shown 

 

   
 

• Select Assessment Period, search user and click Search button then click on Generate as 

shown  
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• As a result the Basic Information form screen appears, custodian fills the details and click on Send to 
Officer Reported Upon. 

 

  
 

• A confirmation window appears click on OK  

 

 
 

 

• As a result message page appears PAR is sent to the officer as shown. 
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3. Movement of PAR-Standard Flow.  

Stage 1: Officer fills Self Appraisal of their APAR: 

Officer performs the following steps to fill PAR: 

• Officer is required to login to SPARROW using NIC email ID and password. 

• Click on Inbox and click on My PAR tab. Click the PAR ID (in blue) under My Par tab to open 

PAR as shown below. 

 
• Officer can check the Basic information tab and if any discrepancy, then the same can be 

reported by clicking on the Submit Data error report as follows: 
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• Type the discrepancy and click on Submit Data Error Report 

 

• Click on OK 

 

 

• Click on Close. 

 

• The discrepancy will be updated by the Custodian from Establishment section. Once the 

changes are updated, the same will automatically be updated in the PAR sent to the Officer.  

• In case there is no discrepancy then Officer can follow the next step. 
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• Officer fills the Self Appraisal form. Officer can also attach any relevant document if required 

as follows: 

 
 

• After the Officer has fill the Self Appraisal form , click Send To Reporting Authority button, as 

shown below 

 

 
 

• A confirmation window appears click on OK button as shown 
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• A confirmation screen will appear as follows: 

 
 

Stage 2: Assessment of APAR by Reporting Authority  

Reporting Authority performs the following steps to Forward to Reviewing Authority: 

• Reporting Officer is required to login to SPARROW using NIC email ID and password. 

• Click on Inbox and click on Assess PAR tab. Click the PAR ID (in blue) under Assess Par tab 

to open PAR as shown below. 

 

• A page appears, Reporting Authority can view Basic Information & Self Appraisal forms by 

clicking on the respective tabs 
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• The Reporting Officer is required to click on the Appraisal tab and grade the PAR accordingly 

as shown below:  

Note# The method of grading will vary depending on the types of APAR – Eg shown below is for 

APAR of Tech and Paramedical staff 
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• The reporting Officer can upload a reference document if required. 
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• Click Send to Reviewing Authority button as shown 

 

 

 

 

 

• The successfully sent message will appear as shown below 
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Stage 3: Assessment of APAR by Reviewing Authority  

Reviewing Authority performs the following steps to Forward to CR Section. 

• Reviewing Officer is required to login to SPARROW using NIC email ID and password. 

• Click on Inbox and click on Assess PAR tab. Click the PAR ID (in blue) under Assess Par tab 

to open PAR as shown below. 

 

 
 

• A page appears, Reviewing Authority can view Basic Information & Self Appraisal forms by 

clicking on the respective tabs.  

 

• For the APAR type as follows: 

 

I. Store Officers/Assistant Store Officers & Store Keepers  

II. APAR Administrative Officer/Asst. Administrative Officedr/Office Superintendent 

III. Tech and Paramedical Staff  

IV. UDC & LDC  

V. Deputy Director (Admn)/Financial Adviser; 

 

➢ the Reviewing Authority can click on the Appraisal tab and provide Grading under the 

Grading By Reviewing Officer column in case the Reviewing Authority disagree with 

the grading provided by the Reporting Authority as shown below: 
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➢ The Reviewing Authority can provide their reviews and comments under the review tab 

and click on Send to CR Section as shown below: 
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• For the other APAR types such as APAR for Medical Faculties, APAR for lecturers the 

Reviewing Authority can provide their Gradings, reviews and comments under the review tab 

and click on Send to CR Section as shown below: 

 

 
 

• A confirmation window appears click on OK button as shown 
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• A message prompts “Sent Successfully” to is displayed as shown below 

 
 

Stage 4: Disclosing of APAR to the officer reported upon by Custodian. 

• After the PAR has been graded by the Reporting and Reviewing Officer, it will be sent to CR 

Section (Custodian from Establishment I). The Custodian will then disclose the PAR to the 

Officer. 

• Click PAR ID under Process tab to open PAR as shown 

 
 

• PAR is opened, click Officer Disclosure to disclose the PAR as shown 
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• A confirmation window appears click on OK button as shown 

 
 

• A message prompts “Sent Successfully” as shown 
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Stage 5: Acceptance of APAR by the Officer reported upon. 

Officer performs the following steps to Accept PAR 

• On disclosure the officer will need to login to SPARROW and go to inbox. Click on the My PAR 

tab. Click the PAR ID ( in blue), to view PAR grading as shown below. 

 

• Officer can view their grading by clicking on the Appraisal and Reviewing tab. 
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• Click I Accept else Put to Representation as shown below 

 
 

• A confirmation window appears click on OK button as shown 
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• A message prompts “Sent Successfully” as shown 

 
 

Stage 6: Closure of APAR by Custodian: 

Custodian performs the steps to Close the PAR. 

• At this stage the Custodian from Establishment I will close the PAR 

 

• Click PAR ID (in blue) under Process tab to open the PAR as shown 
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• Click Close to close the PAR as shown  

 

 

 
 

 

 

• A confirmation window appears click on OK button as shown  
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• A message prompts “Successfully Closed” as shown 

 

 

Stage 7: Viewing of Closed APAR by Officer reported upon. 

 

Officer can view their Closed APAR 

• The officer can click on Dossier (closed PAR) and My Completed PAR 
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• Enter the Assessment period and click Submit button 

 

 
 

 

• Click on the + as shown below 

 

 
• The Officer can download the complete APAR as shown below 

 

4. Movement of PAR- Representation Flow 
 

Stage 1: Officer Put for representation: 

Officer performs the following steps to Put for representation 

• If Officer don’t accept the PAR and want to sent for representation then under the Officer 

Acceptance tab Click Put for Representation to Put for Representation as shown 
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• A window appears, enter the reason, browse the reference file (if any) and click Submit as 

shown 
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• A Confirmation Message will appear as follows: 

 

 
 

 

• A message prompts successfully sent as shown 

 

 
 

Stage 2: Forwarding of request to Competent Authority Stage I by 

Custodian (Rep-CR Section) 

Custodian perform the following steps to forward the request to Competent Authority Stage I 

• When an Officer sends a representation, the PAR will appear in the inbox under the Assess 

PAR tab of the Custodian. The Current Stage column of the APAR will show as Rep-CR 

Section as shown below 
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• If no Representation workflow has been created, when the Custodian click to open the APAR, 

error message as follows will be displayed 

 
 

• The Custodian will require to create a Representation workflow. Goto Workflow and update the 

workflow of the concerned officer for that respective assessment period for which the 

representation has been filed as follows: 

 

 
 

• Click on Save and next as follows: 
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• Enter the name of the Competent Authority Stage I and Stage II and click on Update as follows: 

 

 
 

• The Custodian click on inbox and click the PAR ID under Assess PAR as shown below 

 

 
 

• Custodian (Rep-CR Section) fills the Letter Information form and click Send To Competent 

Authority button, as shown 
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• A confirmation window appears click on OK button as shown 
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• A message prompts “Sent Successfully” as shown 

 
 

Stage 3: Forwarding of PAR to Rep-Reporting Authority by Competent 

Authority – Stage I for consideration. 

Competent Authority- Stage I Officer performs the following steps for consideration: 

• Competent Authority- Stage I officer click the PAR ID in inbox under the Assess PAR tab to 

open the PAR as shown 

 
 

• A page appears , Competent Authority enters remarks , click Send to Reporting Authority button 

to forward the request to next authority, as shown 
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• A confirmation window appears click on OK button as shown 

 

 
 

• A message prompts “Sent Successfully” is shown 

 

Stage 4: Forwarding of PAR to Rep-Reviewing Authority by Rep-

Reporting Authority: 

Rep-Reporting Authority performs the following steps to forward PAR to Rep-Reviewing 

Authority 

 

• Rep-Reporting Authority clicks on inbox and under the Assess PAR tab, click the PAR ID to 

open the PAR as shown 
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• A page appears, enter the remarks as shown 

 

 
 

 

• The Reporting Officer can change the gradings by clicking on the Reporting Officer tab, enter 

the new gradings wherever applicable and click on send to Reviewing Authority button as 

shown below:  
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• A confirmation window appears click on OK button as shown 

 

 
 

• A message prompts “Sent Successfully” as shown 

 
 

Stage 5: Forwarding of PAR to Competent Authority by Rep-Reviewing 

Authority. 

Rep-Reviewing Authority performs the following steps to forward PAR to Competent Authority. 

 

• Rep-Reviewing Authority clicks on inbox and under the Assess PAR tab, click the PAR ID to 

open the PAR as shown 

 

• A page appears, enter the remarks as shown 
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• For the APAR type as follows :  

i.Store Officers/Assistant Store Officers & Store Keepers  

ii. APAR Administrative Officer/Asst. Administrative Officedr/Office Superintendent 

iii.Tech and Paramedical Staff  

iv.UDC & LDC  

v.Deputy Director (Admn)/Financial Adviser ; 

 

➢ the Reviewing Authority can change the gradings by clicking on the Reporting Officer tab 

and provide the updated Gradings under the Revised Grading By Reviewing Officer 

column in case the Reviewing Authority disagree with the grading provided by the 

Reporting Authority as shown below: 

 

 

➢ The Reviewing Authority can provide their reviews and comments under the Reviewing 

Officer tab and click on Send to Competent Authority button as shown below: 
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• For the other APAR types such as APAR for Medical Faculties, APAR for lecturers etc the 

Reviewing Officer can change the gradings by clicking on the Reviewing Officer tab, enter the 

new gradings wherever applicable and click on Send to Competent Authority button as shown 

below: 

 

 

• A confirmation window appears click on OK button as shown  
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• A message prompts “Sent Successfully” as shown  

 

Stage 6: Forwarding of PAR to CR Custodian by Competent Authority- 

Stage II 

Competent Authority- Stage II performs the following steps to forward PAR to CR Custodian 

(RepCR Section): 

 

• The Competent Authority Stage II clicks on inbox and under the Assess PAR tab, click the PAR 

ID to open the PAR as shown 

 

 

• A page appears, enter the remarks as shown 
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• If the Competent Authority Stage II does not agree with the gradings provided by both the 

reporting and reviewing officers, then the Competent Authority Stage II can change the 

gradings by clicking on Reporting Officer tab and/or Reviewing Officer tab as shown. 

 

 

 

• The Competent Authority Stage II click Send To CR Section button, as shown 
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• A confirmation window appears click on OK button as shown  

 

 
 

• A message prompts “Sent Successfully” is shown 

 
 

Stage 7: Disclosure of PAR by Custodian(Rep-CR Section). 

 

Custodian (Rep-CR Section) performs the following steps to disclose PAR: 

• Custodian (Rep-CR Section) clicks the PAR ID under Inbox -> Process tab to open the PAR as shown  
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• A page appears , click Disclose to Employee button, as shown 

 

 

• A confirmation window appears click on OK  button as shown 

 

 
 

• A message prompts “Sent Successfully” as shown  
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Stage 8: Acceptance of PAR by Officer reported upon. 

Officer performs the following steps to Accept PAR 

• Officer clicks on inbox, click on the My PAR tab and Click PAR ID to open the disclosed PAR as shown  

 
 

• The Officer can view the remarks and grades by clicking on the respective tabs like Letter information, 

Reporting Officer, Reviewing tab. 

 

 
 

• Officer clicks I Accept button as shown 
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• A confirmation window appears click on OK button as shown  

 

 
 

• A message prompts “Sent Successfully” as shown  

 
 

Stage 9: Closure of PAR by Custodian (Rep-CR Section) 

Custodian (Rep-CR Section) performs the following steps for closure PAR: 

 

• Custodian (Rep-CR Section) open their inbox, clicks on Process tab and clicks the PAR ID to open the 

PAR as shown 
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• A page appears , enter the remarks and click Close  button, as shown  

 

 
 

 

• A confirmation window appears click on OK button as shown  

 

 
 

• A message prompts “Successfully Closed” as shown;
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Stage 10: Viewing of Closed APAR by Officer reported upon. 

 

Officer can view their Closed APAR 

• The officer can click on Dossier (closed PAR) and My Completed PAR 

 

 

• Enter the Assessment period and click Submit button 

 

 
 

• Click on the Representation tab and click on + as shown below 
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• The Officer can download the complete APAR as shown below: 

 

 

5. Updation of Data Error Reported by Officers by 

Custodian 
The Custodian can see all the Data error being reported by the Officers under the PAR -> 

Update Section 1 as follows: 
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• Click on Search. The data error reported by Officers will appear. Click on Quick Action. 

 

 

• The Basic information page will open. The Custodian can do the required changes and click 

on update Section. 
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• Enter the remarks and click on submit. 

 

 
 

• The following message will appear and the PAR sent to the user has been updated 

successfully. The changes will reflect in the PAR sent to the Officers which they can access 

from their inbox. 
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6. NIC User Manual on SPARROW  
 

Click on the icon below to access the NIC user manual on SPARROW 

 

Or 

Users can access the NIC user manual on SPARROW which can be found on the 

SPARROW homepage -> help -> User Manual SPARROW 

 

 

 

 




