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Disclaimer 

The information contained in this user manual is provided solely for informational and guidance 

purposes only. User should, conduct his/her own independent investigations and analysis and is 

free to check the accuracy, reliability and completeness of the information in this document. 

Finance Data Center, Directorate of Treasuries, Pension and Entitlements, Department of 

Finance, Govt. of Uttarakhand shall incur no liability under any law, statute, rules or regulations 

as to the accuracy, reliability or completeness of information contained in this user manual. 

Users are advised to refer relevant Government Orders, Financial Handbooks, and Budget 

Manuals etc. before making any payment through the system. In case any inaccuracies are 

spotted, users of this manual are requested to inform Finance Data Center by shooting an email 

to treas-ua@nic.in. 
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1. Introduction 

The ACRs in India are governed by the All-India Services Rules 1970. These rules provide that 
a confidential report or the ACR, assessing the performance of every member of the service, 
shall be written for each financial year. The ACRs is the main method of annual periodic 
review of the performance of civil servants in India. In most states, the formats are uniform 
for all the employees regardless of the nature of functions. The ACR process is also meant to 
be used in training and human resource development, confirmation, etc. The main objective 
of ACR as explained under civil services in India is to provide basic and vital input for 
assessing the performance of an officer and for his/her advancement in his/her career, and it 
is a tool for human resource development so that an officer realizes his/her potential. 

This manual includes a description of the module functions and capabilities, contingencies 
and alternate modes of operation, and step-by-step procedures for module access and use.  
For better understanding of the users, graphics has been used wherever possible in this 
manual.   

1.1 Purpose of this document 

This document is a generic user guide document for using ACR Modules and has all the details 
regarding ACR which is helpful for users. This document expresses all the working of the 
module in very simple manner, so that whosoever goes through this piece of document finds it 
interesting and convenient to work with the software. 

1.2 Scope 

This user manual is intended to be used by all the Department and treasuries of Uttarakhand. 
Separate user manuals have been/are being prepared for other aspects of IFMS software. This 
user manual is intended to be used by employees and DDO’s.   

1.3 Points of Contact 

To help the users working on IFMS software, Finance Data Center operates a help line number 
08899890000, which may be used by the users for their queries and issues. Users may 
contact help-desk officials anytime between 9 AM to 8 PM during weekdays (i.e., Monday to 
Saturday) and between 10 PM to 6 PM during holidays. 
 

2. Overview of ACR  

The ACR form, collected as part of a document review, and another committee report on ACR 
suggest that the ACR requires a general assessment by the “reporting officer” or the 
“appraiser” and a validation of these remarks by the “reviewing officer.” The appraisal is 
entirely confidential, with the exception that “adverse remarks,” if any, are required to be 
conveyed to the appraisee giving an opportunity to represent against such remarks. An ACR 
process in general requires (1) a self-appraisal from the appraisee and (2) an overall grade to  
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be recorded (i.e., “outstanding”/“very good”/“average”/“below average”) by the reporting 
officer or “appraiser” and validated (or altered) by the reviewing officer. As the appraisal 
form has a section where the appraisee could record the training needs, with the comments 
of the reporting officer, the training needs section should be sent to the Training Division of 
the Department of Personnel and Training. 

3. Instructions 

3.1 General instructions 

IFMS and Core Treasury System is web-based software; hence it can be accessed using web 
browser. Following are some of the prerequisites to have best experience of working on the 
Core Treasury System: 

1. Computer System – Desktop/Laptop 

2. Operating system – Windows 7/8/10/ 

3. Browser – Chrome Version 79.0.3945.117 (Official Build) (64-bit) 

4. Connectivity – 2 mbps and more 

3.2 User id and Password 

To work on IFMS software the user needs to have an active user id and password. User id, in 
software, is employee code/mobile number/Aadhar number of the employee. User needs to 
change his/her default password after login. Password gets expired every 3 months; 
therefore, to protect his account user is advised to change his/her password regularly. In case 
the employee forgets his password then he/she may reset it using forgot password link 
provided on the home page of the software. To reset the password, user must know his/her 
employee code and mobile number. In case user has forgotten his/her mobile number or 
employee code then he/she must contact his DDO to get it. DDOs have been given access to 
their employee’s data in employee master. The password gets locked after 5 unsuccessful 
attempts. In such cases user should contact finance data center with application with their 
signature and corresponding id proof for resetting the password. 

3.3 Single Sign On 

IFMS provide single sign on facility which means any employee of Government of Uttarakhand 
may login using his/her employee code and all his/her roles gets reflected on his dashboard. 
He/ She do not require a new id, in case of change in his/her role.  

3.4 Automatic handling of change of role and place 

Transfers and promotions are routine in Government organizations, therefore to make the 
working on software smooth, all the roles of the employees have been mapped with user’s 
user ids. On transfer LPC is issued, once the LPC is accepted in new department, treasury 
officers need to contact Finance Data Center for making changes in their roles. 
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3.5 Cyber Security 

IFMS is a web-based application hence exposed to Phishing/Vishing and other kind of cyber 
threats. Therefore, users are advised to use good antivirus software in their PC and never 
share their password over the email, WhatsApp, sms or over the phone. User is solely 
responsible for misuse of their user ids and password.  

4. Description and Steps 

4.1. How to access the IFMS Software 

IFMS software can be accessed by using URL https://ifms.uk.gov.in/. Any internet browser 
(i.e., Chrome, Internet Explorer, Firefox, etc.) can be used for operating the software but it 
works well in Chrome version 79.0.3945.117 (Official Build) (64-bit) or higher.  
 

4.2 Logging-onto the Web Application 
To log-in, user needs to enter the Login id, password and click on the “Login” button. The 
login ID and password will be provided to the users by the Finance Data Centre. 

 

4.3 Stages and component involved in ACR  

1. Workflow creation: In order to initiate ACR process first and foremost step is to create 
batch id, then only one can start the process. For now, option to create batch id for each and 
every officer and employee is with their respective DDO’s.  

2. Self-appraisal by employee: Employee needs to enter summary of responsibilities 
assigned to him/her during the period under review and submit the form. 

3. Remarks by Reporting, Reviewing and Accepting Authorities: Once the self-declaration 
form is successfully submitted by the employee, reporting, reviewing and accepting officer 
comes in role, for grading the performance of the employees based on the self-declaration 
filled. 

4. ACR Status Report: DDO’s are given the option to preview the status of the ACR batch 
created by themselves.    

5. IPR Filling: IFMS System provides the facility to compulsorily capture individuals IPR.  

Let us learn how the ACR is filled in IFMS System;   

Execution steps: DDO will create batch id→ Employees will fill his/her IPR→ Corresponding 

to the created batch id employee/ officer will fill and submit his/her self-declaration form→ 

respective reporting officer will initiate grading process by giving appropriate grades→ Based 

on the grades given by reporting officer reviewing officer will give grades→ Finally based on 
the grades given by reporting and reviewing officer, accepting officer will give final grades.   

 

https://ifms.uk.gov.in/
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4.4.1 Work Flow Creation 

• To be created by the custodian department.  

• Employee code of the employee to be used.  

• Details like cadre, scale, date of appointment etc. are fetched automatically. 

• Details of Reporting /Reviewing/Accepting authorities needs to be entered. 

• E-sign the created batch 
 
In order to initiate ACR process first and foremost step is to create batch id, then only one 
can start the process. For now, option to create batch id for each and every officer and 
employee is with their respective DDO’s. There is a possibility in future that the option to 
create batch id will be assigned to employee itself. Let us see the steps how DDO can create 
batch id;   
 

1. At the operator end of DDO, user is provided with menu bar with various modules. 
User can access ACR Batch creation as shown in the image attached below; click on 
HRMS in the menu bar as a result drop down menu appears on the screen from which 
select ACR further drop-down menu appears on the screen with the list, from the list 
click on ACR batch creation (HRMS→ ACR→ ACR Batch Creation)  

 

 
Fig-001 

 
2. On selecting ACR Batch Creation from the drop-down menu user is directed to the 

next page attached below. Here user is provided with various fields for creating 

batch id, as we can be seen in the image attached below. 

 

Fig-002 
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3. Fill in the form like we have filled in the image attached below; 

• Select Employee from (i.e., same DDO or other DDO), by clicking on any of the 
two-radio button. On selecting same DDO user will be able to create batch id 
for employee under his organization whereas in cases where DDO have 
additional charges and wishes to create batch id for employees other than 
his/her organization he/she may opt other DDO option.  Like we have selected 
for same DDO. 

• Select year which by default is 2022-23, one can change year using drop drown 
menu if he/she has to create batch id for previous years, like we have selected 
2021-22.  

• Enter employee code, as soon as user enters employee code detail of the 
employee starts reflecting on the screen as can be seen in the image attached 
below.  

 
 

Fig-003 



9 

                  

 
 

   Directorate Treasuries, Pension and Entitlement  
 23, Laxmi Road Dalanwala, Dehradun.   

                                                                                                                                                              Back 
9 

 

ACR User Manual 
 

• Select ACR form templet from the drop-down list, like we have selected ACR- 
Uttarakhand Accounts Cadre. As soon as we select the templet additional fields 
like training programme attended and period of absence on leave disappears 
from the screen.  

 

Fig-004 
 
NOTE: Options like Training programme attended and period of absence on leave, is 

optional and depends as per the choice made in ACR form template. Every ACR form 
template provides different format based on the requirements placed by the department. 
So be precise and confirm with which template to continue with.    
 

• Enter time period of ACR (from and to date) like we have entered from 01 
April, 2021 to 31 Oct, 2021, as can be seen in the Fig-005.  

• Continue with selecting Reporting, Reviewing and accepting officer 

 
NOTE: As can be seen before selecting Reporting, reviewing and accepting officer 
user needs to opt Online/ Offline by clicking on the radio button. What these 
buttons imply is that: 

Online: For continuing with filling ACR on online basis using this System, 
that means the officers will the radio button online will be forced to fill ACR 
online. 
Offline: In case of transfer/ retirement of officer one can opt this option, in 
this case user will have to upload the offline copy signed by those 
respective officers.  
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As per the requirement/ availability of officer one can opt online and offline. 
Procedure of creating batch id is same for both online/ offline.    

 
 

Fig-005 
 

• One by one select Reporting, Reviewing and accepting officer by clicking on 
search employee code button.  

• As soon as user clicks on search employee code button as a result, pop up 
window appears on the screen, as can be seen in the image attached below. 
From this window user needs to search employee code whom he/she wants to 
report.  

• Here user needs to select whether the reporting officer is of same department 
or different by clicking the radio button. 

• After selecting department type, user can type name or employee code in the 
emp code column. On typing down the name, additional drop-down list of 
similar names with employee code appears. From the list user can select the 
required one.    
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Fig-006 
 

• Once user has selected the name from the list, click on OK button provided on 
the page as a result we can see in the image attached below that the selected 
name starts appearing in reporting officer column like in our case “010097396: 
Mr Arunendra Singh Chauhan” is reflecting. Along with this upload supporting 
documents as well.  

 

Fig-007 
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NOTE: Cases where user has opted templates where user has to add Training 
programme attended or period of absence on leave, one can fill the rows and then 
continue with creating the batch id.  

 
4. After the entries are made click on Create/ Update ACR button, as a result 

pop-up message of success is generated on the screen.  

Fig-008 
 

5. After successfully creating the batch user needs to E-sign batch. User can 
access the E-sign option as shown in the image attached below (HRMS→ ACR→ 

ACR-ESign)   
 

Fig-009 
 

NOTE: E-Sign option is made available at operator level but that doesn’t mean 
operator has the only right to E-sign. E-sign should be done by the authorized 
person from the department, even if it means giving that person role of operator 
level(assign role to him/her from admin).  
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6. User is directed to page attached below, where user has to select financial 
year of which the batch id was created earlier.   

 

 
Fig-010 

 
7. As soon as user selects the financial year list of all employees whose ACR batch 

id was created earlier reflects in the grid form, as can be seen in the image 
attached below; 

 

Fig-011 
 

8. Click on view ACR button for the employee you wish to continue E-signing, as a 
result user is directed to the page attached below;  

9. In the form at the bottom of the page user is provided with E-sign button; Click 
on the button in order to continue.  

10. E-Sign option is made available at operator level but E-sign should be done by 
the authorized person from the department.  
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11. Click on proceed to E-sign button and continue with E-signing the document.  

 
Fig-012 

 
12. After the document is successfully E-signed it reflects at the employees end where 

employee has to fill self- Appraisal form.   
 

4.4.1.1 Deletion of Created Batch id 

In order to delete created batch id operator is provided with the delete button in ACR 
batch creation form.  
Let us see how user can delete created batch id: 
NOTE: Batch id can only be deleted before it is E-Sign, once E-signed first it will 
have to be returned by the employee himself from self-appraisal form.  

1. In order to delete the batch id, in the ACR batch creation form user will have to; 

• Select the financial year to which that batch id belongs.  

• Enter employee code, as result name will reflect on its own. 

• Select the batch id that is to be deleted from the drop-down list of id’s as 
can be seen in the image attached below;  

 

 

 

 

 

 

 
Fig-013 
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2. As soon as operator selects the batch id all the previously filled data appears on 

the screen, as can be seen in the image attached below;  

 

Fig-014 
 

3. In order to delete click on Delete ACR button, as a result that particular ACR 

batch id is deleted and pop-up message is generated on the screen, as can be 

seen in the image attached below; Also, the deleted batch will no longer 

reflect in the ACR E-sign form.  

 

  
Fig-015 

 

4.4.2 Submitting Self-declaration form 

• Form can be accessed by employee using his login id of IFMS. 
• Details entered while workflow creation, will be visible to the employee. 
• Employee needs to enter summary of responsibilities assigned to him/her 

during the period under review and submit the form. 
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NOTE: 1. One can only submit his/her self-Appraisal/ declaration form after the Batch ids 

are E-signed.  
2. Before submitting self-Appraisal/ declaration form one must fill his/her online IPR 

first than only system will allow you to submit self- declaration. In order to learn 

steps to fill IPR refer to IPR Filling.  

Steps included in submitting self-Appraisal/ declaration form: 
1. At employee’s login, user is provided with menu bar with various modules. User 

can access self-Appraisal/ declaration form as shown in the image attached 
below; click on Data Entry in the menu bar as a result drop down menu appears 
on the screen from which select ACR further drop-down menu appears on the 
screen with the list, from the list click on self-Appraisal/ declaration form 
(Data Entry→ ACR→ Self-Appraisal/ Declaration)  

 
Fig-016 

 
2. User is directed to the page attached below here current financial year, 

employee code and name reflects by default. 
• User can select financial year of which he/she is supposed to fill 

declaration form. 
• User than needs to select batch id from the drop-down list ACR batch 

ids, as it is possible for the same financial year multiple batch ids are 
created by the operator, as can be seen in the image attached below. 
Select the one you wish to continue with.  

 

Fig-017 
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3. As soon as employee selects the batch id all the data filled by operator appears 
on the screen, as can be seen in the image attached below; Along with this 
user is provided with two buttons:  

• Proceed: In order to continue with filling up the self-declaration form 
employees are provided with Proceed button.  

• Return to Department: If in case employee finds any of the 
information wrong in this page, he/she can make use of Return to 
department button. As a result, batch id will be returned to the DDO 
operator. 
 

 
Fig-018 
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4. After checking and finding the data correct filled by the DDO operator on 
clicking proceed button employee is directed to next page where he/she has to 
fill Self Appraisal form based on the fields provided, as can be seen in the 
image attached below;   

 

Fig-019 
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5. Fill in the form like we have filled as can be seen in the image attached below;    
 

 

Fig-020 
 

Note:  

• As can be seen in the image that here employee is provided with save declaration and 

cancel button. In some cases, it can be noticed that save declaration button if freeze, 

that happens when employee hasn’t submitted his/her IPR, so one must fill IPR first 

and then continue with filling self-appraisal form.  

• Also, in the above case since we have already filled IPR it can be noticed that the 

information of IPR is by default captured there under declaration section.  
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6. After completely filling up the form click on save declaration button, as a result 

pop-up message of success in generated on the screen along with this at the 

bottom of the page additional button i.e., submit declaration also appears, as can 

be seen in the image attached below;   
 

 

Fig-021 
 

7. After saving the declaration click on submit declaration button, as a result entry is 

locked and pushed to reporting authority for ACR Approval process and pop-up 

message of success is displayed on the screen as can be seen in the image attached 

below;  

 

Fig-022 
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Note: Once the data is submitted it gets locked user cannot make changes afterwards, so 
once you are sure of the entries made than only continue with clicking on submit declaration 
button.    

 

4.4.3 ACR Approval 

Once the self-declaration form is successfully submitted by the employee, reporting, 
reviewing and accepting officer comes in role, for grading the performance of the employees 
based on the self-declaration filled.  
Same like self-declaration form, ACR approval form is also provided at the employee’s login. 
Reporting, reviewing and accepting officer all the three roles are provided within ACR 
approval menu.  
Reporting, reviewing and accepting officer can access ACR approval menu as shown in the 
image attached below (Data Entry→ ACR→ ACR Approval);  

 

 

 

 

 

 

 

 

 

 

 
 

 

Fig-023 
 

4.4.3.1 Reporting Authority   

After the Employee has successfully submitted his/her self-declaration form appointed 
reporting officer for that particular employee can preview and initiate the approval process.  

1. On selecting ACR approval menu, user is directed to the page attached below;  
 

 

Fig-024 
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2. As can be seen in the image attached below, employee is provided with drop down list 
where he/she can select his/her role depending upon the charge given to him/her. So 
right now, here we will continue with selecting reporting officer.  

3. Along with selecting work as user is provided with option to select financial year since 
right now batch ids for 2021-22 are created so from the drop-down menu, we will 
select 2021-22.   

 

Fig-025 
 

• As soon as user selects the work role and financial year, in the screen 
complete list of all the employees for whom he/she is assigned as 
reporting officer appears on the screen, as can be seen in the image 
attached below;  

 
 

Fig-026 
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• In the list it can be seen that status of every individual employee is also 
provided, so in order to continue with grading here reporting officer will 
continue with the ones whose status is as “Declaration Submitted by 
Emp.” i.e., cases from row number 30 to 35.  
 

4. In order to proceed, from the list click on view button provided with employee code 
with status as “Declaration Submitted by Emp.”, as a result just below the list user 
will get a report like as shown in the page attached below;  

Part 1: Basic Information; based on the batch created by the DDO 
 

 

Fig-027 
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Part 2: Self Appraisal; based on the declaration submitted by employee 
himself. 

 
 

Fig-028 
 

• It can also be seen in the image attached above at the bottom of the page 
reporting officer is provided with Proceed button.  
 

5. After reviewing the data of that employee in order to continue the process click on 
proceed button. As a result, reporting officer is directed to next page attached below  

 

Fig-029 
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• Based on the personal attributes and work output two tabs are provided to 
reporting officer for rating. Along with additional tab to enter remark is 
provided to reporting officer.  

6. 1st tab i.e., Assessment of Personal Attributes, fill in the form by giving appropraite 
rating. Like we have given as can be seen in the image attached below;   

• It can also be seen that in the action section reporting officer is provided with 
two options that are Save/ Update and return ACR. In order to save the data 
reporting officer can continue with action save/ update whereas in order to 
return the ACR reporting officer can continue with selecting Return ACR option 
and clicking on return button.  

Note: Reporting officer id suggested to return the case only if he/she is not the reporting 
officer of that particular employee. In case if reporting officer returns the ACR it reflects at 
the DDO end where batch was inititally created. DDO can make changes as expected by 
reporting officer and continue with the process mentioned earlier.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fig-030 
 

• Select action as save/ update. Enter remark and click on save button, as a 
result action performed is saved and pop-up message of success appears on the 
screen as can be seen in the image attached below;  

 

Fig-031 
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• After saving the action click on next button, as a result reporting officer will be 
directed to next tab I.e., Assessment or work output.   

 
7. 2nd tab i.e., Assessment or work output, as discussed in pervious tab fill in the form 

by giving appropraite rating. Like we have given as can be seen in the image 
attached below; select action to be performed hat are Save/ Update and return ACR.  

 

Fig-032 
 

• Select action as save/ update. Enter remark and click on save button, as a 
result action performed is saved and pop-up message of success appears on the 
screen as can be seen in the image attached below;  

 
 

Fig-033 
 

• After saving the action click on next button, as a result reporting officer will be 
directed to next tab where reporting officer has to enter the remarks for that 
employee.    
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8. 3rd tab i.e., Remarks of Reporting officer, here reporting officer is free to write 
remarks that are appropriate/ suitable for employee. Write integrity and give over 
all grades to the employee. Like we have given as can be seen in the image attached 
below; select action to be performed hat are Save/ Update and return ACR.  

 

 
Fig-034 

 

• Select action as save/ update. Enter remark and click on save button, as a 
result action performed is saved and pop-up message of success appears on the 
screen as can be seen in the image attached below;  

 

Fig-035 
 

• After saving the action click on approve ACR button, as a result pop-up 
message of successful submission appears on the screen, and the reviewing 
officer can continue with grading based on the grades given by reporting 
authority. Along with this in the grid of ACR approval the status of that 
paticular employee changes to Batch Approved by Reporting.    
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4.4.3.2 Reviewing Authority  

Once the reporting authority approves the ACR successfully, reviewing officer comes in role, 
for grading the performance of the employees based on the grading given by reporting 
authority.  
Same as discussed before ACR approval form is provided at the employee’s login. Reporting, 
reviewing and accepting officer all the three roles are provided within ACR approval menu. 
Reporting, reviewing and accepting officer can access ACR approval menu using the path Data 
Entry→ ACR→ ACR Approval.  

1. On selecting ACR approval menu, user is directed to the page attached below;  
2. As can be seen in the image attached below, employee is provided with drop down list 

where he/she can select his/her role depending upon the charge given to him/her. So 
right now, here we will continue with selecting reviewing officer.  

3. Along with selecting work as user is provided with option to select financial year since 
right now batch ids for 2021-22 are created so from the drop-down menu, we will 
select 2021-22.   

 
Fig-036 

 

• As soon as user selects the work role and financial year, in the screen 
complete list of all the employees for whom he/she is assigned as 
reviewing officer appears on the screen, as can be seen in the image 
attached below. Along with this at row number 35 it can be seen that the 
ACR we approved from reporting officer is reflected here and status is as 
Batch Approved by reporting. So, we will continue with this case only,   

 

 

Fig-037 
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4. In order to proceed, from the list click on view button provided with employee code 
with status as “Batch Approved by Reporting”, as a result just below the list user will 
get a report like as shown in the page attached below;  

Part 1: Basic Information; based on the batch created by the DDO 
 

 

Fig-038 
 

Part 2: Self Appraisal; based on the declaration submitted by employee 
himself. 

 
 

Fig-039 
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• It can also be seen in the image attached above at the bottom of the page 
reviewing officer is provided with Proceed button.  
 

5. After reviewing the data of that employee in order to continue the process click on 
proceed button. As a result, reviewing officer is directed to next page attached 
below;  

• As can be seen in the image attached below 4 tabs are provided to reviewing 
officer based on the personal attributes, work output, Remark of Reporting 
officer and remark of reviewing officer.   
 

6. 1st tab i.e., Assessment of Personal Attributes, it can be seen that grading in this 
form freeze based on the grades given by reporting officer. So, here reviewing officer 
will just review the grades/ rating and move to next tab using next button.  

 

Fig-040 
Note: In case if at any point reviewing officer feels that he/she is not the authorized for 
reviewing that employee they can returns the ACR, in any of the tab officer may select return 
ACR option in action, and continue with using next button, at the last tab i.e., Remarks of 
Reviwing officer there user is provided with return ACR button. Click on the button i.e., 
return ACR as a result batch id reflects at the DDO end where batch was inititally created. 
DDO can make changes as expected by reviewing officer and continue with the process 
mentioned earlier.  

 
7. 2nd tab i.e., Assessment or Work Output, as discussed for pervious tab it can be 

seen that grading in this form freeze based on the grades given by reporting officer. 
So, again here reviewing officer will just review the grades/ rating and move to 
next tab using next button.  

 
 

Fig-041 
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8. 3rd tab i.e., Remarks of Reporting Officer, as discussed for pervious tab it can be 
seen that remark and grading given by reporting officer is freezed. So, again here 
reviewing officer will just review the grades/ rating and move to next tab using 
next button.  

 
 

Fig-042 
 

9. 4th tab i.e., Remarks of Reviewing Officer, unlike other 3 previous tabs here 
reviewing officer can provide his/her remark and grades.  

• If in case reviewing officer is satisfied with the grades and remarks given by 

reporting officer than he/she can continue with selecting yes in radio button in 

the very first line and may continue with using save button. As a result, the 

remarks and grades of reviewing officer will reflect same as that of reporting 

officer.   

 

Fig-043 
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• Whereas if in case reviewing officer is not satisfied with the grades and 

remarks given by reporting officer and wants to give his own grades in that 

case, he/she can continue with the default setting of radio button as no in the 

very first line and may continue with writing desired remark and giving over all 

grades, as can be seen in the image attached below;  

 

Fig-044 
 

10. Select action as save/ update. Enter remark and click on save button, as a result 
action performed is saved and pop-up message of success appears on the screen as 
can be seen in the image attached below;  

 

Fig-045 
 

• After saving the action click on approve ACR button, as a result pop-up 
message of successful submission appears on the screen, and the accepting 
officer can continue with grading based on the grades given by reporting 
authority. Along with this in the grid of ACR approval the status of that 
paticular employee changes to Batch Approved by Reviewing.    
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4.4.3.3 Accepting Authority  

Once the reporting and reviewing authority approves the ACR successfully, accepting officer 
comes in role, for grading the performance of the employees based on the grading given by 
both the previous authority.  
Same as discussed before ACR approval form is provided at the employee’s login. Reporting, 
reviewing and accepting officer all the three roles are provided within ACR approval menu. 
Reporting, reviewing and accepting officer can access ACR approval menu using the path Data 
Entry→ ACR→ ACR Approval.  

1. On selecting ACR approval menu, user is directed to the page attached below;  
2. As can be seen in the image attached below, employee is provided with drop down list 

where he/she can select his/her role depending upon the charge given to him/her. So 
right now, here we will continue with selecting accepting officer.  

3. Along with selecting work as user is provided with option to select financial year since 
right now batch ids for 2021-22 are created so from the drop-down menu, we will 
select 2021-22.   

• As soon as user selects the work role and financial year, in the screen complete 
list of all the employees for whom he/she is assigned as accepting officer 
appears on the screen, as can be seen in the image attached below. Along with 
this at row number 22 it can be seen that the ACR we approved from reviewing 
officer is reflected here and status is as Batch Approved by reviewing. So, we 
will continue with this case only,   

 
Fig-046 
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4. In order to proceed, from the list click on view button provided with employee code 
with status as “Batch Approved by Reviewing”, as a result just below the list user will 
get a report some thig like as shown in the page attached below;  

Part 1: Basic Information; based on the batch created by the DDO 
 

 

Fig-047 
 

Part 2: Self Appraisal; based on the declaration submitted by employee 
himself. 

 
 

Fig-048 
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• It can also be seen in the image attached above at the bottom of the page 
accepting officer is provided with Proceed button.  
 

5. After reviewing the data of that employee in order to continue the process click on 
proceed button. As a result, accepting officer is directed to next page attached 
below;  

• As can be seen in the image attached below 5 tabs are provided to reviewing 
officer based on the personal attributes, work output, Remark of Reporting 
officer, remark of reviewing officer and remarks of Accepting Officer.   
 

6. 1st tab i.e., Assessment of Personal Attributes, it can be seen that grading in this 
form freeze based on the grades given by reporting officer. So, here accepting officer 
will just review the grades/ rating and move to next tab using next button.  

 
 

 

Fig-049 
 

Note: In case if at any point accepting officer feels like he/she is not the authorized officer 
for that particular employee, in any of the tab officer may select return ACR option in action, 
and continue with using next button, at the last tab i.e., Remarks of accepting officer there 
user is provided with return ACR button. Click on the button i.e., return ACR as a result batch 
id reflects at the DDO end where batch was inititally created. DDO can make changes as 
expected by reviewing officer and continue with the process mentioned earlier.  

 
7. 2nd tab i.e., Assessment or Work Output, as discussed for pervious tab it can be 

seen that grading in this form freeze based on the grades given by reporting officer. 
So, again here accepting officer will just review the grades/ rating and move to next 
tab using next button.  

 

Fig-050 
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8. 3rd tab i.e., Remarks of Reporting Officer, as discussed for pervious tab it can be 
seen that remark and grading given by reporting officer is freezed. So, again here 
accepting officer will just review the grades/ rating and move to next tab using next 
button.  

 
 

Fig-051 
 

9. 4th tab i.e., Remarks of Reviewing Officer, as discussed for pervious tab it can be 
seen that remark and grading given by reviewing officer is freezed. So, again here 
accepting officer will just review the grades/ rating and move to next tab using next 
button.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fig-052 
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10. 5th tab i.e., Remarks of Accepting Officer, unlike other 4 previous tabs here 
accepting officer can provide his/her remark and grades.  

• If in case accepting officer is not satisfied with the grades and remarks given by 

reporting or reviewing officer and wants to give his own grades in that case, 

he/she can continue with the default setting of radio button as no in the very 

first line and may continue with writing desired remark and giving over all 

grades, and may continue with using save button. As a result, the remarks and 

grades of reviewing officer will reflect same as that of reporting officer.   

 
 

Fig-053 
 

• Whereas if in case accepting officer is satisfied with the grades and remarks 

given by reporting and reviewing officer than he/she can continue with 

selecting yes in radio button in the very first line, as can be seen in the image 

attached below;  

 
 

Fig-054 
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11. Select action as save/ update. Enter remark and click on save button, as a result 
action performed is saved and pop-up message of success appears on the screen as 
can be seen in the image attached below;  

 
 

Fig-055 
 

• After saving the action click on approve ACR button, as a result pop-up 
message of successful submission appears on the screen, and the ACR is 
successfully filled by all the 3 officers. Along with this in the grid of ACR 
approval the status of that paticular employee changes to Batch Approved by 
Accepting.    

 

4.4.4 ACR Status Report 
DDO’s are given the option to preview the status of the ACR batch created by themselves.  

1. At the operator end of DDO, ACR status Report can be accessed as shown in the image 
attached below (HRMS→ ACR→ ACR Status Report);  

 
 
 
 
 
 
 
 
 

 

Fig-056 
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2. On selecting ACR Status Report user is directed to the page attached below; here user 
has to select the financial year of which he/she want to review the report of.   

 

 
Fig-057 

 
3. As soon as user selects the financial year and click on show report button, as a result 

complete list of all the employees whose batch ids for that particular financial year 
were created reflects on the screen.  

4. Based on the employee code and employee name DDO’s can easily know the status of 
each employee.    

• At row number 4 it can be seen that the ACR we approved from all the 3 levels 
i.e., are reporting, reviewing and accepting officer is reflected here and status 
is as Batch Approved by accepting. So, we will continue with this case only,   

 
 

 

Fig-058 
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5. In order to proceed viewing the ACR, from the list click on view ACR button provided 
with employee code, as a result just below the list user will get a report as shown in 
the page attached below;  

Part 1: Basic Information; based on the batch created by the DDO 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Fig-059 

Part 2: Self Declaration filled by employee himself 
 

Fig-060 
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Part 3: ACR filled by Reporting officer 

 
 

Fig-061 
 

Part 4: ACR filled by Reviewing and accepting officer 
 
 

 

Fig-062 
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4.4.5 IPR Filling 
Immovable Property Return; is an important feature to ensure that the Government Servant 
has submit an annual Immovable Property Return (IPR) giving full particulars of their 
immovable property inherited by them or held by them on lease or mortgage either in their 
own name or in the name of any member of their family or in the name of any other person.  

IFMS System provides the facility to compulsorily capture individuals IPR and only after one 
has submitted his/her IPR than only he/she can continue with filling Self Appraisal form.  

  
Let us see the steps for filling IPR;  
 

1. Employees can find IPR filling form by logging through their login ids under data entry 
as shown in the image attached below; in the menu employee is provided with data 
entry, click on that as a result drop down list of menu appears on the screen select 
ACR as a result further drop-down list of menu appears on the screen, from the list 
select IPR filling (Data Entry→ ACR→ IPR Filling) 

 
Fig-063 

 
2. User is directed to the page attached below, here employee is provided with various 

field where he/she has to fill his/her property details.  
3. Firstly, employee is provided with radio button to select whether till date he/she has 

inherited any property or not. 
  

 
Fig-064 
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Case 1: No Property inherited by employee; 

• In this case select No radio button, as can be seen in the image attached 
below;  

Fig-065 
 

• After making the decision click on Save Data button, as a result entry is saved 
and pop-up message of success is displayed on the screen as can be seen in the 
image attached below;    

 

Fig-066 
 

• After saving the data click on submit data button, as a result entry is locked 
and pop-up message of success is displayed on the screen as can be seen in the 
image attached below;  

 

Fig-067 
 

Note: Once the data is submitted it gets locked user cannot make changes afterwards, so 
once you are sure of the entries made than only continue with clicking on submit data button.    
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• In order to view the entry made, click on show report button; as a result, just 

below the buttons grid appear providing data; of course, in this case since no 
property was selected thus by default in the table ‘laifRr vftZr ugha dh gS’;  

 

Fig-068 
 

Case 2: Property inherited by employee; 
• In this case select Yes radio button and continue with filling up the details as per 

the fields, as can be seen in the image attached below;  
 

Fig-069 
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• Continue with filling up the details of the property as per the fields like we have 
filled, as can be seen in the image attached below;  

 

Fig-070 
 

• After making the entries click on Save Data button, as a result entry is saved 
and pop-up message of success is displayed on the screen as can be seen in the 
image attached below;    

 

Fig-071 
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• After saving the data click on submit data button, as a result entry is locked 
and pop-up message of success is displayed on the screen as can be seen in the 
image attached below;  

 

Fig-072 
 

Note: Once the data is submitted it gets locked user cannot make changes afterwards, so 
once you are sure of the entries made than only continue with clicking on submit data button.    
 

• In order to view the entry made, click on show report button; as a result, just 

below the buttons grid appear providing data as can be seen in the image 
attached below;  

 

Fig-073 


