Office of the Controller General of Defence Accounts
Ulan Batar Road, Palam, Delhi Cantt-110 010

No. AN/I/1058/SPARROW/11 Date: 19" May 2017

To
All Principal Controllers/ Controllers

(for PAR Managers/Custodians)
(through CGDA’s website)

Subject : Introduction of SPARROW for completion of APARs: Creation of
work flow and Generation of PAR.

As informed earlier, SPARROW system i.e. online writing system of APAR in respect
of IDAS officers/SAOs/AOs and AAOs is being implemented phase wise. SPARROW
system has been activated in respect of IDAS officers as 1%t phase.

2. Queries from various Controllers’ offices are being received in this HQrs office
regarding creation of work flow and generation of PAR.

3. In order to assist the users, a step by step work flow supported with screen shots
has been created which is given in the succeeding paras.

a) Log in to URL sparrow-dad.eoffice.qov.in on Mozilla or Internet Explorer
(version 10 or above).

b) Log in with NIC e-mail ID and the password (which is used to open NIC e-mail)
along with captcha. Login ID will be before @ sign of NIC e-mail ID (e.g. type
kavitag instead of kavitag@nic.in against user name).

c) A screen will open asking for your Aadhar Number.

Please type your Aadhar number.

Type the OTP (one time password) that you receive at your RMN
(registered mobile number)

Click verify and update.

On successful verification, a success message will appear/ a green tick
will appear.

VV VY

i) This is a one-time activity which is mandatory since this will enable e-
sign feature. To complete an activity on Sparrow, e-signing is required.
Hence, by completing the above steps, e-signing will be done automatically
by the system.

(contd. on page/2)
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i) It is mandatory under Sparrow for e-signing purpose that your mobile
number is registered and mapped with your Aadhar number. Kindly verify
whether your mobile number is registered with Aadhar (through UIDAI
website). If your mobile number is not registered, please get it registered
through your nearest Aadhar centre. Once your Aadhar Number is registered
complete the steps for e-signing as stated above.

d) Creation of Work flow:

i) After log in, work flow is to be created i.e. channel of reporting, reviewing and
accepting.

Go to the tab ‘workflow’.

Click it and below ‘workflow’ a tab ‘create/update’ will appear.

On clicking the ‘create/update’ tab a screen appears, screenshot of
which is enclosed as ‘workflow1’.

Select ‘Workflow for All organization’.

Type employee name/part of employee name in the box made for the
purpose.

Select ‘IDAS’ in the service column as illustrated in ‘workflow1’.

Click on search.

VV VV VVY

i) A screen opens (screenshot enclosed as ‘workflow2’).

> Click at the name of the officer in the screen.

> Do not click on the check box, which appears on left side of the
officers’ name. The check box is just for indication.
a) Blank check box means ‘Work flow not started’.

b) Yellow colour of check box symbolizes ‘Workflow in progress’.
c) Green colour of checkbox symbolizes that ‘Workflow already
created'.

iii} After clicking on the name of the officer, a new screen opens (screenshot
enclosed as ‘workflow3) showing the details of the officer viz. Name,
Designation, organization etc.

» Select the Assessment period.

> Select the appropriate status viz leave, NRC (No Report Certificate,
Training, Working).

> Select the appropriate form type.

> Press on ‘Continue’.

iv) A new screen opens (screenshot enclosed as ‘workflow4’).

> Select the ‘Standard’ tab.
> Select the Reporting Officer from drop down menu.
» Select the Reviewing Officer from drop down menu.
(contd. on page/3)
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Select the Accepting Authority from drop down menu.
If the appropriate officer's name does not appear in the drop down

menu, click in global search, placed just adjacent to the box where
name of Reporting Officer/ Reviewing Officer/ Accepting Authority are
to be selected and select the appropriate Reporting Officer/ Reviewing
Officer/ Accepting Authority from global search.

Name of the PAR Manager/Custodian will appear against ‘CR Section
to disclose.

Name of Officer Reported upon will appear against ‘Officer
Disclosure’.

Name of the PAR Manager/Custodian will appear against ‘CR Section
for closing’.
Click on ‘Save’ button.

Note: Work flow for Representation/Referral/Memorandum will be created
afterwards, in case the officer reported upon willing to put to the representation
board/put to referral board/put to Memorial against assessment.

(e) Generation of PAR :

i) In PAR generation, the Custodian/PAR Manager fills the section 1 of the

APAR.

VVVYVY VYV

Click on ‘PAR’ at the left side of the screen.

Generation, Update Section 1, Force Forward options will be seen in
the dropdown menu. (screenshot enclosed as ‘par?’)

Click on ‘Generation’ menu.

Select the Assessment period.

Type the employee name in the box made for the purpose.

Click on ‘Search’.

iy A screen opens (screenshot enclosed as ‘par2’).

>

Click on ‘Quick action’ button on the right side of the screen against
the name of the officer concerned.

i) A new screen opens (screenshot enclosed ‘par3’) for filling the section1 of
the APAR, which is similar to physical form of APAR.

>

>
>
>

Fill in the details.

Click on ‘Save as Draft".

The details entered will be saved and a message ‘saved’ will appear
at bottom.

At top, ‘Preview’ button will appear which can also be used to pre-
view the details filled in.

(contd. on page/4)
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iv) After clicking on ‘Save as Draft’, amendment/ modification can be done in
Section by repeating action from ‘Quick Action’ stage. It may be noted that errors
can be corrected at this stage only and before sending the same to employee.

v) Thereafter the PAR may be sent to the officer for his/her self-appraisal by
clicking ‘send to employee (with e-sign)'.

4, For any queries kindly e-mail to sparrow.dad@hub.nic.in or call to Ph.no.011-
25665716. Further, helpline no. 1800-111-555 can be used for any assistance or register
your complaint at servicedesk.nic.in.

Encl.: soft copy of screenshots] (—) :'g’\

(S.K. Sharma)
For CGDA
Phone : 011-25665566
Email:sushilsharma.dad@gov.in
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