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Introduction

The Reward Recommendation System (RRS) User Guide provides comprehensive instructions for
navigating the RRS platform, a digital tool designed to facilitate transparent and structured
performance evaluations. The document is intended to facilitate a clear understanding of how officers
interact with the RRS to conduct performance reviews, submit ratings, and manage evaluations
seamlessly. It also aims to promote continuous professional development and uphold the integrity of
administration within the Pakistan Revenue Automation Limited (PRAL) by maintaining high
performance standards.

Objective

The objective of this document is to provide a comprehensive user manual for the Reward
Recommendation System (RRS), guiding users through the functionalities, processes, and steps
involved in using the system effectively. It aims to facilitate a clear understanding of how officers
interact with the system to conduct performance reviews and submit ratings.

Scope of the Document

The scope of this document is to provide a comprehensive user manual for the Reward
Recommendation System (RRS). The document is designed to guide officers through the
functionalities, processes, and steps involved in using the RRS effectively. The manual aims to promote
transparency and accountability while fostering a culture of recognition and appreciation for
exceptional performance across the organization.

The document outlines the following key areas:

1. User Roles & System Access:
Authentication procedures for officers, including secure login protocols and password
recovery options.

2. Performance Review & Rating Mechanism:
Peer Review Process: Grading officers based on predefined criteria to ensure fair distribution
of ratings.

3. Workflow & Review Management:
Submission & Finalization: Saving drafts, confirming submissions, and managing review
deadlines.

4. Extension Management:
Executive functionality to modify review periods if necessary.

5. Security & Compliance:
Data Confidentiality Measures: Ensuring restricted access and preventing unauthorized
information disclosure.
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15t Peer Review

1. The user will log in by providing their CNIC with dashes (00000-0000000-0) and default
password will be first 05 digits of your CNIC, then click the “Login” button.

Access Your

" bashboard
CNIC 2
Password a
Forgot Password?

2. If you have forgotten your password, then click Forgot Password.

Access Your

7 Dashboard

3. You will be redirected to a page where you need to enter your CNIC and click Verify. A Pin
Code will be sent to the registered email and phone number associated with your CNIC.
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Access Your

Dashboard

Verify

4. Enter the Pin Code received on your email and phone number, then click Verify. If you
haven't received the code, click Resend Pin.

Access Your

Dashboard

| Enter PIN & l

Verify Resend PIN

Avarification PIN Code has been sent to
your mobile number and email. Please enter
the code to complete the verification
process.Pin Code: B66523

5. Once the Pin Code is verified, you will be prompted to set a new password. Enter and
confirm your new password, then click New Password to finalize the change.
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PARETAN

Access Your

Dashboard

Welcomel To keep your account secure
please set a new password. Make sure it's
something memorable yet strong, with at
least 8 characters, including a mix of letters
numbers, and special characters. Once
you've created your password, you'll be
ready to gol

6. On the main dashboard, select “1st Peer Review” by clicking on “Review Period.”

Please select review period button to proceed to evaluation

Instructions

Stepis) Description Review Period Valuation Start Date  Valuation End Date Status Submitted Date
Step 01 15t Pear Review JUL-DEC 2024 06-May-2025 12200 AM  10-May-2025 12:00 AM Peer Review & Quallty of Work
Review X 1
k Review
Period
Step 01 14 Peer Review [

Step 02: Quality of Work Review

@ select Rating Period
@ Eenter Feedback/Assesment

@ submit Rating

7. Select the “Peer Review” tab.

Access Your

Dashboard

@ v
&t | G

Peer Review Quality of Work Review

' Document Number:1.0 PRAL © 2025 — All rights reserved

Page 6 of 11




8. Alist of employees will be displayed in a table format, along with their Name, Designation,
and Current Posting and click “Submit” button.

© 1 day, 8 hours, 36 minutes, 34 seconds left
Progress

i Deadline: May 10, 2025 12:00 AM

Please provide a recommendation/evaluation of your peers, focusing on their

integrity and ethical conduct. Name v Recommendatior v Review Process
Name Designation Current Posting A B c [ E Im| ote
/st be completed in single session. (f session

JUNIOR SYSTEM SUPPORT .

OFFICER

PRAL HEAD QUARTERS

SOFTWARE ENGINEER PRAL HEAD QUARTERS

JUNIOR SOFTWARE ENGINEER  PRAL HEAD QUARTERS

SOFTWARE ENGINEER PRAL HEAD QUARTERS

SEMIOR SYSTEM ANALYST /

PRAL HEAD QUARTERS
MANAGER SASD

JUNIOR SOFTWARE ENGINEER  PRAL HEAD QUARTERS

SENIOR DATABASE TAX HOUSE FAISALABAD
ADMINISTRATOR i " '

Summary Results

9. Rate each employee by selecting a radio button from “A” to “E,” by selecting the appropriate
option in the respective column.

o A - Outstanding
o B - Excellent
o C- Very Good
o D - Good
o E—Ordinary
10. A rate-wise summary of results can be viewed in the right-hand column on the dashboard.

Progress

8 Deadiing: May 10, 2025 12:00 AM

Please provide a recommendation/evaluation of your peers, focusing on their .
. con Hams v Recommendafc v Review Process
integrity and ethical conduct.

tNol
e signation urrent Posting A 8 C o E
Ha Designat Currsat Posting e completod in single session,

SOFTWARE ENGINEER PRAL HEAD QUARTERS []
SENIOR GUALITY ASSURANGE

PRALH i ]
e AL HEAD QUARTERS
JUNIOR SYSTEM ANALYST PRAL HEAD QUARTERS [ ]
SOFTWARE ENGINEER PRAL HEAD DUARTERS
QUALITY ASSURANCE ENGINEER PRAL HEAD QUARTERS

OF TWARE

PRAL HEAD QUARTERS

FRAL HEAD QUARTERS

Summary Results

Note: You must distribute the employees evenly across the four grades. The total number of
employees is divided by four, determining how many employees you can assign to each grade.
Assigning more or fewer officers than required will prevent you from proceeding.

' Document Number:1.0 PRAL © 2025 — All rights reserved Page 70f 11




11. Upon clicking the “Submit” button, a success prompt will appear. Click the “OK” button to
return to the dashboard.’

Success

Your review has been successfully submitted.

oK

12. In case an employee does not select any grade radio button, an error message appears as a
pop-up. Additionally, the progress percentage does not display 100% at the top, and the
status of the already rated items is also displayed.

)

Error

Please Rate All Peers.

oK

Quality of Work Review:

1. The second step, “Quality of Work Review,” will appear on the main dashboard. Click
“Review Period” to proceed with the second peer review.
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Step(s)

Step 01

Please select review period button to proceed to evaluation

Deseription Review Period Valuation Start Date

1st Peer Review JUL-DEC 2024 06-May-2025 12.00 AM

Step 02

Quaky of Work Review

JUL-DEC 2024 06-May-2025 1200 AM

Valuation End Date

10-May-2025 12:00 AM

Status Submitted Date

08-May-2025

10-May-2025 12:00 AM

Instructions

@ Select Rating Period

@ Enter Fesdback/Assesment

@ submit Rating

2. Select the “Quality of Work Review” tab.

U pashboard

oU

Peer Review

Access Your

g
e

Quality of Werk Review

3. Onthe next page, you will see the names of the employees you need to review. Assign
ratings using the appropriate scale (0—8) in the columns next to each employee’s name. The
total score for all criteria will be out of 40. The aspects to be rated are:

communication
Productivity
Responsibility
Co-worker Relationship
Competency

Rate each officer based on their skills from “0” to “40,” where “40” is the highest.

RRS

ece

Quality of Work Review

st No. Name

Please review the following employees on the bench mark

IQRAYASIN &

Q14
Important Note: Review must be completed in single session. If session is closed/expired before submitting the review, then you would have to start the review process from scratch Rated %
i Pt Communication Skills Productvity Responsibaity Co-worker Relationship Competency Total "
soenes PRAL HEAD QUARTERS Rated
FTWARE ENGINEER PRAL HEAD QUARTERS 1 1 1 1 5 Rated
ENGINEER PRAL HEAD QUARTERS 1 1 1 5 Rated
INIOR SYSTEM SUPPORT
JUNIOR SYSTEMSUPFORT  pRAL HEAD QUARTERS 0 Penaing
FFICER
PRAL HEAD QUARTERS 1 1 ' 1 ' 5 Rated
PRAL HEAD QUARTERS 1 1 1 s n Progress

o pd
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4. Upon clicking the “Submit” button, a confirmation prompt will appear. Click the “Yes,
Proceed” button.

Are you sure?

Do you want to submit this form?

kb

5. Upon returning to the main dashboard, a successful submission prompt will appear. Click the

“OK” button to close the prompt box.

Success

Data Submitted Successfully
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