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Alternate Custodian has to follow below steps in order to process the PAR that 
is from PAR Generation PAR closing. 
 

1. LOGIN TO MAHAPAR: 
 
For login at first instance, please go to https://mahapar.maharashtra.gov.in and for demo 
use https://mahapardemo.maharashtra.gov.in 

 
Select Service and then login with your Name based @gov/@nic E-mail login ID and 
password along with the correct captcha. 
Note: The user ID should be the letters before @gov/@nic, as shown below. 
Ex: If the officer’s email ID is “pramod.gholap@nic.in”, then the user ID should be 
pramod.gholap 
 
 

 
 
 
 
 
 
 
 
 

https://mahapar.maharashtra.gov.in/


 
 
 
After successful login, a dashboard window will appear on screen where you get the detailed 
information of PAR processed in your account with respective year selected in the place 
provided. 
 

 

 
 
 
 
 
 
 
 
 



 
 

 
A) WORKFLOW CREATION: 
 
A Custodian has the access to create/update the workflow of officer’s belong to his/her OU. 
Custodian will create the channel of the PAR through which the PAR has to move from PAR 
generation  PAR closing. 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 



 
 
 

 
1) EMPLOYEE SEARCH FOR ASSESSMENT:  
 
While creating the workflow a custodian/PAR manager have to select the assessment year in 
a drop down tab to view all the officers belong to the specific OU. 
 

 
 
 

 Now, we need to select the officer to create workflow by searching the officer in 
search box as below. 

 



 
 

 

2) DEFINING WORKFLOW :  
 
After selecting the officer’s name from the search box as given above ,we have to 
select  ”Generate Workflow” tab on the right side of the officer’s name list to create the 
channel of APAR flow. 
 

As given in below Picture, kindly select the appropriate duration of the PAR 
“Assessment Period ” followed by status as “Working ” or “NRC” (Non reporting Certificate 
For the officer whose working period is less than 3 months or within 90 days) 
 

Select further form type as per your required questionnaires which will reflect on 
further section on APAR. 
 
After clicking on the continue button, the workflow will be set. 
 
 

 



 
 

 
 

 
 
 
 



 
 

 
 

 
3) WORKFLOW STAGES: 
During Work Flow creation, Custodian has to set Officers Name as they designate for any 
officer’s APAR  
 1) Officer reported upon: Officer’s Own Name (To fill the Self-Assessment)  
 2) Reporting authority    : Officer’s reporting authority 
 3) Reviewing authority    : Officer’s reviewing authority  
 4) CR Section to disclose: Custodians Name; who have authority to check the correct   
                                             PAR flow so Far. 
              5) Officer Disclosure       : Officer’s Own Name to disclose their score. 
 6) CR section for closing: Custodians Name; who have authority to check the correct          
                                             PAR flow so Far. 
 



 
 

 
 
 

 
 
 
 
 
** NOTE: 
 While generation of workflow, In case Reporting / Reviewing as an IAS/IPS/IFS or any Central 
Officer, please click on “Binocular Icon”  to have below page .  
(NOTE :  JUST FOR DEMO PURPOSE) 
 



 
 

 
 
 

 Now following window will display and click on search button. 
 

 
 
 
 
 
 
 
Now search for the required officer in the search box, page will give result of respective list 
of officers. 
 



 
 

 
 
 
Select the officer from the displayed drop down and save to update the workflow as below. 
 

 
 
 
 
 
 
 

4) AUTO DELEGATION:- 
 



 
 
In case, Reviewing /Reporting Officer is either retired or deputed to other department then 
custodian can select “auto delegation to custodian for manual” Tab( The Rectangular TAB 
among the three TAB given in below image )  for further manual process of Respective PAR . 
After selecting officer for every stage custodian can “Save” / “Save and Next” for the 
respective workflow. 

 
 
After successfully creating workflow of respective officer below window appears. 

 

 
 

B) PAR GENERATION:- 
PAR can be generated if the work flow is set i.e. work flow creation is prerequisite to PAR 
generation. 
Click on PAR >> Generation >> Assessment period of respective officer. 



 
 
 

 
 
After selecting Assessment period and service click on search.  
Custodian can search respective officer’s name from list of officers to generate PAR. 

 

 
Now generate the PAR by clicking on generate tab. 

 



 
 

 

 
 
1) PAR Section I to be filled by custodian:- 
After successful Generation of PAR custodian can view respective officer’s PAR in INBOX tab 
as shown below. 

 

 
 
After filling section-I, custodian will have the option to save or to forward to the respective 
officer for which the PAR is being created / generated / filled.  



 
 

 

 
 
After clicking on the “Send to Officer Reported Upon” button, pop-up window is appeared 
then click OK to send the PAR to Reporting officer. 
 

 
 
While submitting the PAR to the officer, officer will get two options for digital signing the 
documents as     1) DSC  SIGNING (Digital signature certificate)     2) e-SIGNING 



 
 
 

 
 
**DSC :  
-Digital Signature Certificate (DSC) is a digital signature which can be done through the certified 

dongle and the drivers for the dongle can be found from below two link. http://nicca.nic.in/ --> click 

on Download Drivers (For Intranet/Internet Users)(  https://www.ncodesolutions.com/ --> click on 

Token Drivers (For Internet Users Only). 

- Without DSC, the self-appraisal as well as PAR of his subordinates would not move. In case you are 

not having DSC, then you should contact local NIC or GAD/Personnel Department. 

- Please check the following pre requisite on your system by IT personnel from your local IT 

department. a.) Java Version should be 32 (Keep Java Version 32 even though the system 

architecture is 64). b.) Driver should be installed for the respective dongle to be used. Go to the link 

https://www.ncodesolutions.com/   to download the driver if it is not installed c.) Firefox should 

have ESR version to support DSC. Download the 32 bit ESR version of Firefox from the link 

https://www.mozilla.org/en-US/firefox/organizations/ 

 
 
 
 
 
 
 
After successful submission of PAR, below page will be displayed. 

https://www.ncodesolutions.com/
https://www.mozilla.org/en-US/firefox/organizations/


 
 

 
 
 

C) UPDATING SECTION 1 BY CUSTODIAN: 
Only custodian has the rights to update the section I of his respective officer in the tab  
PAR>>Update Section I>>Assessment period>>select service>>search by NAME/APAR ID 
Now custodian can make changes in the respective PAR. 
After alteration in section I, custodian can forward the PAR of respective officer for his Self-appraisal 
followed by digital signing process explained above. 
 

 
 
>> PAR >> Update section I >> Assessment period >> Service >> Search 



 
 

 
 
 
 

 
 
 
 
 
 
Now select the APAR to be updated from the list displayed. 



 
 

 
 
 
 
After making necessary changes in APAR update the section I by clicking on “Update 

Section”. 

 
 
 
 
 
 



 
 
Digital signing is must while/after Alteration in any respective PAR to process further 

 
 
 

D) PAR TRACKING:- 
Custodian can track the PAR any instance of time to check the status of PAR at which stage it is 

pending/forwarded. 

PAR >> Tracking >> Assessment period >> search (by NAME/APAR ID) 

 
 
 
 



 
 
Select the PAR to be track from the list as below. 

 
 
Status of PAR stages is reflected for any respective officer depending on the 
workflow created is as shown below. (Forwarded or pending) 
  

 
 

 
E) FORCE FORWARD of PAR by Custodian:- 



 
 

 
PAR can be force forwarded by Custodian at any instance of time even if the PAR is pending at any 
specific stage. 
PAR >> Force Forward >> Assessment Period >> search (by Name /APAR ID). 
 

 
 

 
 



 
 

 
 
After clicking on Force forward tab custodian will get 
the option to specify the reason of PAR force 
forwarding. 

 
 
 
 
 
 
 



 
 
An officer can download his appraisal sections in the download option from below feature given in 
image. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

**INBOX 
 
In the Inbox section, officer will find below mentioned tabs. 
1.My Par  , 2.Assess par, 3.Manual Process,  4.Process 
 

1. My Par- Officer can able to see his own PAR which has been come to officer for his self-
appraisal. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

 
2. Assess par- officer can able to see his subordinates PAR. 
 

 
 
3. Manual Process-PAR which is manually processed under auto delegation scenario will be                                                                                                                    
visible under this tab. 

 

 
 
 
 



 
 
 
 
 
 
 
 4. Process-PAR which is under closure process is visible in process tab.  

 

 

 

 

 

 

 

 

 

 



 
 

 

 

**SENT : 

The PAR’s which are successfully sent to further stage will be shown in sent tab which need to be 

searched according to the assessment period of respective officer. 

 

 



 
 

  



 
 

 

-Project Management Unit (PMU):  
-Support Team : GAD/13 (022-22794298) 
 -E Mail :  support-mahapar@nic.in 
 -Located at:   8th Floor, New Administration Building 
  Mantralaya,Mumbai,400032 
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