Help Document ACR (Annual Confidential Rpt)

1) Open Chrome Browser 

[image: image1.png]N




2) Enter website address in address bar https://www.bestundertaking.co/ press Enter.
3) After website  Loading click on General Admin  -> HRMS Menu
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4)  Enter User Name , Password  and Click on Sign In Button
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5) After loading dashboard Click on ACR Icon Or HRMS -> Annual Confidential Rpt  Menu.
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A) Personnel Department

1.  Click on MASTER-> ACR Dates
2.  ACR Dates Screen will open 
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3.  Click on Add Button. 

4.  After that fill up the all necessary information click on Save Button.
B) Administrative Department (Concern Dept. Establishment)
1.  Click on MASTER-> Officer List 
[image: image8.png](& Annual Confidential Report X+ =

< C @ bestundertaking.co:9090/ACR/indexjsp * O

Home

Annual Confidential Report Logout

cers in paysheet 616
ForYear: 2019 v

Pending List || Not forwarded | | forwarded
Check No Name Desig Grade |_Birth Date Join Date | Super Annuation | View

211770 NAZIR MAINUDDIN KHAN ASSTPROJECTS MANAGER(T) 5 29/11/1963  11/10/1984 01/12/2021 - -

211923 MEENA NISHIRAI DONGARE SRPROJECTS MANAGERINFOI 3 15/06/1964  26/11/1984 01/07/2022

212193 SMITA SUBHASH JADHAV ASSTPROJECTS MANAGER(T) 5 03/05/1964  13/08/1986 01/06/2022

212338 AMOL ANANT PITALE DATA CENTER OFFICER 45 18/06/1963  14/05/1986 01/07/2021

212471 SANJAY SADANAND BALG PROJECT OFFICERINFORMATI 46 20/10/1964  18/09/1986 01/11/2022

212883 RAJASHREE TUSHAR PORE ASSTPROJECTS MANAGER(T) 5 03/09/1965  08/08/1988 01/10/2023

212887  SUNITA NITIN DALVI ASSTPROJECTS MANAGER(T) 5 11/10/1963  08/08/1988 01/11/2021

213009 SUNIL DIGAMBAR SURVE DATA CENTER OFFICER 45 05/05/1966  09/08/1988 01/06/2024

213626 SANTOSH RAGHUNATH DALVI PROJECT OFFICERINFORMATI 46 | 22/04/1970  27/03/1991 01/05/2028

213640 SANJAY WASUDEQ PATIL DATA CENTER OFFICER 45 24/11/1965 | 04/04/1991 01/12/2023 e
P @ i« <« Page[i Jof2 » »[30v View 1-30 of 57





2. In case of other Paysheet officer ACR Details to initiated and Forward click on[image: image9.png]Check No. in Other Paysheet



 button.
OR
3.  Then Select [image: image10.png](@ Pending List | | Not forwarded | | forwarded




· Pending List Checkbox for getting all Officer List of ACR initiate.

· Not Forwarded Checkbox for getting all Officer List of ACR details are initiated (fill up) but not Forwarded to concern Reporting Officers
· Forwarded Checkbox for getting all Officer List of ACR Forwarded to concern Reporting Officers
4.  After select on Pending List Checkbox then Click on View button. 
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5.  After Click on View button following screen will be available then click on add button.
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6. Relevant Information should be added then click on Save button
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7. Then click on  [image: image14.png]


  button so that initiated ACR will receive to Respected Reporting Officer. 
C) Reporting Officer / 1st Review Officer / 2nd Review Officer. 
1)  Click on UTILITY-> DSC
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2)  If your name will not display then your DSC is not Register for ACR. Then click on [image: image16.png]


 button
DSC Setup will be download.

3)  Then double click on DSC setup -> enter password 123 in textbox click next button.
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4)  Select checkbox create a desktop shortcut and then click Next Button
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5)  Click on Install button
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6) Click on finish button

[image: image20.png]@ Setup - DSC version v.1.11 -
Completing the DSC Setup Wizard

0 Seuphes e mtling DSC n your computer. T apicaton oy be

Clck Finsh to exit Setup.





7)  After Sucessful installation following screen Message will be Popout click Ok.
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8)  This setup will execute only Once.

9)  Click on UTILITY-> DSC

10) Enter DSC Password then click ok button.
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11)  Then Click Ok.
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12) After successful registration of DSC following details are display on screen.
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13) Click on Master-> Inbox

14) Select for Year then list of Pending Officer with View button will be available.
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15) Click on View Button.
16)  After click on View Button Following screen will be available.
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17)  Check concern officer Details which is fillup by respected establishment before click on Next Page button.

18)  Next Screen will be Leave Details if you want go to Previous Page then click on Previous Page else Click On Next.
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19)  Next Screen will be Marks Screen
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20)  After clicking appropriate box a, b, c, d, e . Tick marks will be appearing and also Mark will be calculating base on selection.
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21) After Selecting all box Click on Remark Section to fillup the remark. 

[image: image31.png]- -
General / Special Remarks of the Reporting Authority (Click Here...)

Copyright © 2016 - All Rights Reserved IT Department, BEST Undertaking. | Site best view on CHROME. | Site developed by IT Dept. BEST Undertaking.




22)  Before clicking Save & Forward button make sure that DSC is connected to Computer/ Laptop. 
a)  DSC is not Connected then it will throw the message DSC is not connect and ACR marks Data will not be save
b) Enter DSC PIN Click Ok and wait for next message click Ok ACR marks Data will be save & redirect to Inbox.
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Or
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23) After Successfully Marks Save Respected Officer ACR will be Generated / forwarded to next 1st Review Officer / 2nd Review Officer.
24) All Respected Officer will receive ACR on relevant date which is specified by Personnel department.

D) Officer. 
1)  After receiving ACR in MASTER->Inbox click on View button
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2)  After click on View Button Following screen will be available.
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3) Check  Details which is fillup by respected establishment before click on Next Page button.

4) Next Screen will be Leave Details if you want go to Previous Page then click on Previous Page else Click On Next.
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5)  Next Screen will be Marks Screen
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6) Click on I agree with the rating given in ACR and then Click Accept ACR Button 
Or 

Click on I do not agree with the rating given in ACR and then Click Grievance Botton
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7) Then confirmation message will pop out click Ok Button
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8)  Then Grievance Screen will appear.
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Grievance
Y
Date:
Officer : [ 321722 ] SANTOSH DHAKU SAWANT

Designation : PROJECT OFFICER INFORMATION TECH.





9) Click on Grievance Section checkbox where you have grievance and Enter Grievance on given textbox, Click on Save Grievance button For Submitting Grievance.

E) Grievance Officer. 
1) All grievance ACR will be receive in MASTER->Grievance Box 
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For Year: (2019
Check Ne Name Desig Grade Cod Birth Date | Join Date _ Super Annuat Status View

216330 NIMESH JAYANTILAL PANCHAL ASST PROJECTS MANAC  A-S 04/02/1975 05/09/2002  01/03/2033 |1t Crevance -
Marks Not Given





2) Click on [image: image42.png]Gview



 Button

3) Grievance details will appear.
[image: image43.png]Click in the appropriate box.
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Grievance of the Officer (Click Here..)

General / Special Remarks of the Reporting Authority (Click Here..)

Decision

Date :
Grievance Officer : [211923 ] MEENA NISHIRAJ DONGARE

Designation : SR PROJECTS MANAGER INFORMATION TECH





4) In Grievance Select column Grievance section row will displayed Red Color Yes with Check mark. 

Grievance officer will have rights of changing marks or not. After given all decision enter Decision in textbox and Click on Save & forward button to save the Decision.

After Successfully Decision saving screen will redirect to Grievance Box.
