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Chapter 1 :- Login
1. Login on https://sahas.aiims.edu
2. Enter valid Username and valid Password.

a. Username can be your Employee ID or PAN Card Number.
b. If you are using for the first time, Password is your PAN Number.

3. Enter Captcha
4. Then click on Sign In

5. Verify Home page

https://sahas.aiims.edu


Chapter 2 :- How to fill Self Appraisal
1. Following screen will appear after Login

2. Click on Human Resource



3. Click on APAR and then click on My APAR

4. Following screen will show the APAR sent by the respective establishment:



5. Click on Update on the relevant APAR

6. Following screen will appear showing the APAR form:



7. Check your Basic Details.
a. IF you want to change something then click on Revert Back as shown below.

This will sent the form back to the establishment for relevant changes.

b. A message will be displayed to write the reason. Click on “Ok” to get the reason
box.



c. Write the reason for revert.

d. Then click on Revert



8. If all the basic details are correct then click on Self Appraisal

9. Answer all the question



10. If you want to upload any supporting Document:
a. Click on the button as shown below:

b. Click on Choose File



c. Click on Attach file

d. A notification will come if it is uploaded successfully



e. Click on X to close this window as shown below:

11. If you want to save as Draft then.
a. Click on Draft Save



b.Pop Up will come, Click OK on it

c.Notification of Draft Saved Successfully is displayed on screen.



12. If you want to continue then click on OPT request for Submit and if you have saved your
draft then also to continue click on OTP request for submit.

13.A pop Up will generate, Click OK on it



14. Enter OTP that shared on your registered mobile number

15. After entering OTP click on Final Submit



Chapter 3 - How to Grade as Reporting Officer

1. After Login

2. Click on Human Resource



3. Click on APAR

4. Click on APAR Filling And Authority Rating



5. Following page will come

6. Click on Update



7. Following page will appear

8. Click on Self Appraisal tab



9. You can check all the answer that was fulfilled by employee at the time of appraisal and
any document it is uploaded

10. Then click on Reporting Authority



11. You need to assign a weightage out of 10



12. You can also enter remark but it is not mandatory

13. Click on OTP request for submit



14. You will see a pop up, Click on OK

15. Enter an OTP you receive on mail



16. Click on Final Submit

17. A popup will generate, Click on OK



18. A notification will appear that APAR Processing done Successfully



Chapter 4 - How to Grade as a Reviewing Officer

1. After Login

2. Click on Human Resource



3. Click on APAR and then click on APAR Filling And Authority Ratings

4. Following screen will appear



5. Click on Reviewing in Process

6. All the employees whose APAR Form are in Reviewing Process will show here



7. Click on update

8. Following page will appear



9. Check all the answer that has been filled by the employee at the time appraisal



10. Check the answer and grade that has filled by the reporting authority

11. Click on Reviewing Authority tab



12. Answer all the question

13.Special Note: The grades given by the Reporting Authority will be copied for
you. Give special attention to altering them or accepting the same as per your
call. Grades submitted here using OTP will be considered as the final grades.



14. Add remarks, if needed.

15. Click on OTP request for Submit



16. A popup will generate, Click on OK

17. Enter OTP received



18. Click on Final Submit

19. A popup will generate, Click on OK



20. A notification will appear with APAR Processing done Successfully


