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1. Go to the url  http://training.pmatglobal.com/ 

2. Enter the given credentials into the login form and press enter 

3. After successful login system will take you to the Dashboard as seen in the next step 

http://training.pmatglobal.com/
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The dashboard gives you access to all options available in the system as follows: 

1. Navigation Bar: Here you can access different options like Prepare CFR , Achievements, 

Print Reports, and Help etc. You can also change password and logout from the system by using 

options available under User link in the navigation bar. 

2. Quick links: It shows the profile of logged-in user, links to various reports, knowledge corner 

and support information 

3. Organization: Below the navigation bar you can see the organization name of the logged-in 

user. 

4. Active Year: On the right side of the screen, you can see the active financial year in which 

you are working. This is set by the Administrator and common for all organizations. 
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3. Change Password 

It is always a good practice to change the default password after first login. 
 

 

 

 

 

 

 

 

 

 

 

Click on User tab in navigation bar and click change password. It will take you to the following 

screen. 
 

Here you have to enter current password, new password and repeat new password. Click on 

change password button. 

 

 

Change 

Password 
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The second tab in navigation bar is “Prepare CFR” which gives you access to the various 

sections of the CFR for entering relevant information. 

To start with, just click on Section 1, select Vision, Mission and Objectives. 

See the next step. 
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Section 1 captures the vision, mission and objectives of the organization 

1. Add/Edit Vision: Click on Add/Edit link which will take you to an editor screen. Just enter 

your vision statement and click Save button 

2. Add/Edit Mission: Click on Add/Edit link which will take you to an editor screen. Just enter 

your mission statement and click Save button 

3. Add Objective: Click on green button (Add Objective) and on the next screen enter one 

objective at a time and click on save button. When you have entered all objectives click on back 

button to return to Section 1. 

4. You can also Edit / Delete/ Re-arrange list of objectives using the available options 

5. On all screens you will options for going back or next which eases the navigation while 

preparing CFR step-by-step and avoids visiting the navigation bar again and again. 
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As you can see, Section 2 has four steps 

1. Key Objectives: Select the key objectives of the year and assign weight to them 

2. Actions: To create actions proposed to be performed for achieving the relevant key objectives 

3. Success Indicators: To measure the success made for relevant action performed 

4. Target/ Criteria: Assign targets to be achieved against each success indicators in a 5-scale 

Click on Key Objectives to go to next step 
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7. Key Objectives 

From this table you have to choose key objectives by clicking on is Key checkbox and 

assigning weight in the next column using the following steps:- 

1. List of overall objectives that are entered in Section 1 

2. List of Mandatory objectives that are entered by Administrator and are common across all the 

organizations preparing PA. User cannot change these objectives and weights assigned to them. 

3. Click this checkbox to make the objective a Key Objective (Key Objective is different from 

objective in a sense that it is applicable in the current financial year. An organization may have 

10 objectives but it may choose make only 6 or 7 of them as key objectives for the current 

financial year) 

4. After selecting the objective as key objective, you have to assign some weight to it as its 

inter- se priority. The weight cannot be negative or blank. 

5. The total weight of key objectives including mandatory objectives must be equal to 100. 

Click Save. Click on next step and go to Actions. 
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8. Actions 
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For each key objective you have to create actions proposed to be performed in order to achieve 

this objective. One objective may have multiple actions. 

1. List of Objectives which were made key objectives in the previous step. 

2. List of mandatory objectives and their actions set by the administrator. You cannot add/edit 

actions to mandatory objectives. 

3. Weights of the objectives entered in the previous step. 

4. Click on the ‘+’ sign to add a new action to the corresponding objective. On the next screen 

enter one action at a time and click on save. 

5. You can also edit / delete/ re-arrange actions using the available options. 

Click on next and go to Success Indicators. 
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For measuring the progress made in implementation of the set objectives and actions, we need 

success indicators. One action may have more than one success indicator. 

1. Click on ‘+’ sign to create a new success indicator for the corresponding action and on the 

next screen enter one success indicator at a time. 

2. You can edit/ delete/ re-arrange success indicators using the available options. 

3. These are the mandatory indicators set by the Administrator. You cannot change or edit 

mandatory indicators. 

4.Click on next and go to Target/ Criteria. 
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For each success indicator, you have to assign targets to be achieved in 5-point-scale. 

1. Click on Manage Criteria icon on the first column from left. It will take on a screen as 

described on the next page. 

2. The already added targets are shown on the right-side columns of the table. 
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On this screen, you have assign Unit, weight and targets to the success indicators of the 

corresponding objective. 
 

1. Selected objective with weight 
 

2. List of actions along with success indicators of the selected objective 
 

3. In case you don’t have 5 targets for the success indicator then click ‘Yes No?’ Checkbox this 

will disable all the input fields and you don’t have to enter any target/unit for this success 

indicator. Only at the time of entering achievements you have to give input as either YES or NO. 
 

4. If the unit of the success indicator is Date then click on this check box [is Date?] it will 

convert the target fields into calendar from which you can easily choose relevant dates. 
 

Note: It will only show dates in a range which falls under current financial year to avoid any 

errors at the time of saving data. 
 

5. If the unit is not Yes No or Date then enter the unit manually like Number, Days or Months etc. 
 

6. Assign some weight to the success indicator. The total weight of the success indicators must 

be equal to the weight of their corresponding objective. 
 

7. Enter targets in all 5 columns in either ascending or descending order. All 5 values should be 

assigned. Note: Only Dates and figures are allowed. 
 

 Note: If unit is not “Yes No” then all 5 target values are mandatory. 
 

Click save and back to go the previous screen 
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11. Section 3 - Trend Values 
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Section 3 captures the trend values of success indicators. 
 

1. Click on Pencil button in first column and on the next screen you may assign actual values for 

last 2 years and projected values for next 2 years for the corresponding success indicators. 
 

2. You may also assign Trend Values for mandatory indicators by the same method. 
 

Note: The values for the current year column are taken from the Very Good column of Section 2. 

Click on next and go to Section 4. 
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Section 4 has two parts i) Acronyms and abbreviations ii) Description, definition and proposed 

measurement methodology of success indicators 
 

1. List of acronyms already added 
 

2. Add acronym and its expansion and click on save 
 

3. Edit / delete acronyms 
 

Click on next and go to Part (ii) of Section 4 (Description, definition and proposed measurement 

methodology of success indicators) 
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13. Section 4 – Part (II) Description, definition and proposed 

measurement methodology of success indicators 

 

 

 

 

 

 

 

 

 

 

 
 

1. Click on Add New button to enter a new description. It will take you to a screen as described 

below 

2. You can edit/ delete entries by using the available options. 
 

3. On this screen you have to select a success indicator from the dropdown and enter its 

description, definition, measurement and causality in the given fields. Click on save button. 

 

 

 



14. Section 5 (Specific performance requirements from others) 

16 | P a g e 

 

 

 

 
 
 
Section 5 captures specific performance requirements from other organizations/ departments that 
are critical in achieving your objectives 

1. Click on Add new button to enter a new performance requirement. It will take you to a screen 

as described below. 

2. You can also edit or delete entries by using the available options 

3. On this screen you have to select an organization on which you depend. Then select success 

indicators and make relevant entries in the following fields. Click on save button. Note: all field 

are mandatory. 
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15. Section 6 (Outcome/ Impact) 
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1. List of key objectives as entered in section 1 and 2. You have to define outcome/ impact against 

these objectives 
 

2. Click on ‘+’ sign and on the next screen enter Outcome/Impact and Jointly responsible for 

influencing this outcome. 
 

3. Then you have to add success indicator for the added outcome/ impact. Click on ‘+’ sign and 

enter success indicator, unit and trend values of the outcome. 
 

4. If you have any outcome which is not directly related to any of the objectives then you can add 

it under the other outcomes. 
 

5. You can edit/ delete/ re-arrange outcomes and success indicators by using the available 

options. 
 

By this step all sections of CFR are complete. 

  

 

 

Section 6 allows entering the Outcome/Impact of the organization/ department.  



16. Submit CFR 

18 | P a g e 

 

 

 
 

 
 

On completing all the sections, you can submit CFR. After submission all the data will be 

locked and no further changes will be allowed until requested via competent authority. 
 

1. Click on Submit CFR option available under Prepare CFR tab. The system will prompt to 

confirm whether you want to submit CFR. Click on yes. 
 

Your CFR for the current financial year is submitted. 
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At any point of time while preparing CFR or after that you can download and print the 

following reports:- 
 

1. Full PA: Print CFR having all 6 sections in a PDF format 
 

2. PA Section wise: Print CFR by choosing sections you want to print 
 

3. Achievement Report: Print Achievement Evaluation Report for the selected year 
 

4. Dependency Report: Print Section 5 Dependency Report showing your dependency on other 

organizations as well as others’ dependencies on your organization 
 

5. PA Analysis Report: Print a quick statistics report of the PA 


