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Select Directory Maintenance -+ Designation option and

available designations in the office.

4. Select Directory Maintenance -+ employee option and add the names of all

the employees in the office.

Select Upload APR option to upload the Scanned APRs. In the shovrn list

click on the S.No., enter the year of APR, select the scanned file using

browse button and submit to upload the APR.
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Repeat the above process for all the employees.

To view the uploaded APRs, bli.k on View option. Enter few chhracters

from the employee name, select year of APR and press submit to view the

list of matching employee names.
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