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1. PREAMBLE/INTRODUCTION

The automated APER is a portal platform that
replaces the manual yearly exercise.

It has proven to be more robust, efficient and time
saving.




1. PREAMBLE/INTRODUCTION (CONT.)

To begin, do the following:

1. Open a web browser application.

2. Onthe address bar, visit the school official web site by
typing www.fpno.edu.ng

3. On the menu bar, Click on “Staff” and select “APER
Form” from the drop-down menu as shown below



http://www.fpno.edu.ng/

1. PREAMBLE/INTRODUCTION (CONT.)
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2. VERIFICATION/ACCESS CONTROL
Fig. 1 : The steps above bring us to the APER Portal:

/@\ # FEDERAL POLYTECHNIC NEKEDE | Email: ictsupport2@fpno.edu.ng.

Q Authentication

Type your Access
code here




2. VERIFICATION/ACCESS CONTROL
(CONT.)

The portal is secured and restricted to only staff of the
institution. Access to It’s resources/functionalities can

only be achieved by an “Access code”.

The access code is unique to individual staff.

To have an access code do the following as shown
below:




2. VERIFICATION/ACCESS CONTROL
(CONT.)

1. Clickon “1do not have an access code”

Access Code

Q Enter Access Code
| Click on this I

| Do not have an Access Code

Proceed
You can as well request for a new Access Code -




2. VERIFICATION/ACCESS CONTROL
(CONT.)

2. Type your staff email and click on the “Register”
button

Type your
staff email
here

Click this
button after
typing your

staff email in
the box

Staff Email

| have an Access Code

Reqister
You can as well request for a new Access Code €3




2. VERIFICATION/ACCESS CONTROL
(CONT.)

The system will generate a unique access code and,
send same to your email.

Log into your email account and copy your unique
access code and proceed to the next step.




2. VERIFICATION/ACCESS CONTROL
(CONT.)

Click on the link to access your email account

A new Access code has been sent to your email. ]

Click here to You may have to check in Junk email.
access email

Click here to access your staff email

Staff Email

Enter Staff Fmail
ciiRe! otail cllial
CIHIRE! olail Ciliah

| have an Access Code
You can as well request for a new Access Code

__________________________________________________]




2. VERIFICATION/ACCESS CONTROL
(CONT.)

Click on “I have an Access Code” to revert to Fig. 1

A new Access code has been sent to your email. 1
You may have to check in Junk email.

4 )

Click here to access your staff email

Staff Email Click here to bring up
I the box for access code

@ Enter Staff Email \/ J

| have an Access Code :
Register
You can as well request for a new Access Code




2. VERIFICATION/ACCESS CONTROL
(CONT.)

If peradventure, you get the message as shown below,
contact the ICT Directorate for prompt action.

[ Error Message ]

Email, 'sampleemail@email.com’ is not associated with any account in our
records!

Staff Email

g cnter san emai

| have an Access Code ' . '
Register
You can as well request for a new Access Code




3. BASIC DASHBOARD OPERATIONS

This section is divided into two categories;

1. Selective (For Heads of Departments/Units,

Deans of Schools/Divisional Heads, A&PC and the
Rector only)

2. General (For all staff)




3. BASIC DASHBOARD
OPERATIONS(CONT.)

1. Selective (For Heads of Departments/Units, Deans of
Schools/Divisional Heads, A&PC and the Rector only).

The above stated positions are portfolios being occupied by
staff of the institution. It is imperative and important to profile
the user of such accounts on the platform.

In the form below, fill Name, Staff Number and notes(optional)
and click the “Proceed” button to continue.




3. BASIC DASHBOARD OPERATIONS -
Selective (CONT.)

f Data Form For Head Of Department/Unit
Report Period: 2021

Click here
then, confirm
the
correctness
of
information

Enter name

Enter Staff code

Notes (Optional) next




3. BASIC DASHBOARD OPERATIONS -
Selective (CONT.)

_ f..l O
Confirm the information before saving

e

f Data Form For Head Of Department/Unit
Report Period: 2021

&  Name of Head Of Department/Unit

SS/000X
Click here to

save

‘ Currently the Head Of Department/Unit




3. BASIC DASHBOARD OPERATIONS
(CONT.)

2. General (For all staff)

During the course of Reporting/Review of already
submitted forms, some documents will be required for
verification purposes.

Consequently, scanned copies of such document(s)should
be readily available on your device. The system will prompt
you to do so.




3. BASIC DASHBOARD OPERATIONS-
General (CONT.)

Go to Manage files to upload all necessary files/documents

Click Ok

Click Ok to
‘ upload files

You will be redirected to file upload window now

Click Cancel if
otherwise




3. BASIC DASHBOARD OPERATIONS-
General (CONT.)

Specifications for file sizes and formats

= Attachments

Accepted file size for each file Accepted file formats

o Minimum size: 50kb
a ' Maximum size: 100kb

Jpeq,jpg,.png,.doc(MS-Word, 97-2003 format) and PDF (For letters of appointment)
Minimum size: 200kb

Files: y ,
e Maximum size: 300kb




3. BASIC DASHBOARD OPERATIONS-
General (CONT.)

Scan and upload signature

4 )
Click here - N
to select
image Click here
Signature ~—— to upload
Select image




3. BASIC DASHBOARD OPERATIONS-
General (CONT.)

4 D
Scan and upload files Click here
to select
. image/file 4 )
- \/—/ Select file
Select File type
4 D
\ /—/ Brief
Type First School Leaving Certificate = descrip tio
n or tag
ipti Click
Descri ption/Tag
here to \/;—/
upload
Date 2022-05-09

Upload Attachment
e




3. BASIC DASHBOARD OPERATIONS-
General (CONT.)

Uploaded files

Attachments

v er page h:
10 per pag e N Searc

#~ File Click here fame Description. Date
to view

file

e

1 S i ull Technological Certificate Cert Two 2022-05-09 Delete
R s E —
1| of1

2 LA s Bachelor's Degree(Engineering) B.Eng 2022-05-09 Delete




4. FILLING OF APER FORM
1. Dashboard (Current

Dashboard: Basic Features view)

2. Manage files:
Signature and file
upload

3. Portfolio of

® Report Period: 2021 veentimtart:

v’ Staff/Lecturer
= Option v HOD/Unit Head
Manage Files @ v" Dean/Head of
You are filling/Updating this formas  gex##/ ecturer " Division
4. The three category

Fill/Complete Aper Form of forms namely;

N ACADEMIC STAFF }_@ Academic Staff,

N SENIOR STAFF (NON-TEACHING STAFF) Senior Staff and

IOR STAFF (NON-TEACHING STAFF) [
N JUNIOR STAFF (NON-TEACHING STAFF) Junior Staff

FEDERAL POLYTECHNIC NEKEDE | Reporting




4. FILLING OF APER FORM(CONT.)
Choosing Form type and Staff position (3 &4)

FEDERAL POLYTECHNIC NEKEDE  IReporting Steps :
1. Select staff
® Report Period: 2021 position from
the drop down
i G) menu as shown
: You are filling/Updating this form as  gyaft/ scturer G on no (3)
2. Select the form
Fill/Complete Aper Form type as shown
N ACADEMIC STAFF
N SENIOR STAFF (NON-TEACHING STAFF) on no (4)

N JUNIOR STAFF (NON-TEACHING STAFF)




4. FILLING OF APER FORM(CONT.)

Form Window

FEDERAL POLYTECHNIC NEKEDE _ | Reporting

Fill the required
information in
the boxes/drop
Dl e down menus

= PART ONE: PERSONAL DATA (To Be Completed By Staff Reported On) = PART TWO (To Be Completed By Staff Reported On) p rovi d e d
= PART THREE (HOD) = PART FOUR (School Appraisal Committee) = PART FIVE (RECTOR)

PERIOD OF REPORT: Begin Month vl To l End Month VI 2021

PART ONE:PERSONAL DATA FILE NO. SS/2100

(To be completed by staff Reported On) PHONE NO. 08000000000 l

Email Address  staff@fpno.edu.ng
1. Name in full l Reporting Staff ]
Surname first

2. School l School of Information and Communication Technology v




4. FILLING OF APER FORM(CONT.)

Form Window: Fields with multiple entries

Qualifications heldon  (a) Academic Select the options from

q first appointment with  Qualification Obtained Awarding Institutions Effective Date the d rop down menus
dat‘j’s a'nd awarding Bachelor's Degree(Engineering) v | | Aba Boys Technical College Abia v 2022-05-10 and click the “add”
Institutions

m\| Click here to add | button as shown

(b) Professional




4. FILLING OF APER FORM(CONT.)

Form Window: Fields with multiple entries(Cont.)

Qualifications heldon  (a) Academic

_ : The selected
g firstappointment with

dates and awarding S/N Quah.f o e Awarding Institutions Effeche ) information is displayed
gt Obtained Date Click here
Institutions above the dropdown
1 Baghelor g Aba Boys Technical College Abia State 2022-05-10 4~ menus as shown.
Degree(Engineering)
To undo, click on the
Qualification Obtained Awarding Institutions Effective Date arrow as shown
Bachelor's Degree(Engineering) v Aba Boys Technical College Abia v 2022-05-10

Add

(b) Professional




4. FILLING OF APER FORM(CONT.)

Form Window: Attaching files (from files previously
uploaded) Steps :

1. Type the name/tag

B. Membership of Committee/Board of the file in the box
Current Post Numbers of Meetings Held Number of time ]
Present as shown. (Typlng
Current Post : 6/30 3 A 2 2 jUSt the fif'St 2/3

Post 1

letters will suffice)

Z 2. Select file name
Please, attach letter 2 1. Type 2. Choose
of appointment to Attachmd__ here here from the drop menu
Cert 1 v

the committee - as shown

Add None 3. Click the “add”
—r button




4. FILLING OF APER FORM(CONT.)

Form Window: Attaching files (from files previously

uploaded Cont.) The selectgd file is |
displayed in thumbnail
Numbersof Number vl
& ; €T Appointment form as shown.
urrent Post Meetings oftime
tothe
Held Present 2
Committee
0 Selected file You may click on the
g 3 ’ m/ thumbnail to view
State Current Key Task/Achievements:
| Task Achievement
'
4 Y




4. FILLING OF APER FORM(CONT.)

Form Window: Save and Submit buttons

I )

/ Do not click on \

this button when
you are not ready
to submit.
However, there is
a button control

\ measure /

Save Button: Clicking
on this button will save
your form and allow
you to review at a later
time.

Submit Button:
Clicking on this button
will save your form and
submit to your
superior for
review/assessment




4. FILLING OF APER FORM(CONT.)

Form Window: Save and Submit buttons (Control
Measures for Reporting Staff.) Submit Button: When

you hover on the
Submit button, a pop
alert will be triggered
to ascertain your
action.

Click “ok” then, the

Alert for “Submit” button.
action

Click “Cancel” if
otherwise.




4. FILLING OF APER FORM(CONT.)

Form Window: Success Page; Form sent to HOD/Unit
Head for Review. You may download form by clicking
the download link as shown

® ANNUAL PERFORMANCE EVALUATION REPORT
ACADEMIC STAFF

(Part One and Two to be completed by staff who is being reported on, Part Three to be completed by the Head of Department/DEAN. Part Four to be
completed by Chairman of School Appraisal Commitiee and Part Five to be completed by the Rector where applicable)

Part One. | Part Two. | Part Three. | Part Four. | Part Five.
Form has been submitted successfully! v | v |

You will be contacted at an appropriate time. Also, keep tab on this dashboard for update or, check your email for notifications

1
™) pownload Form

Click here to download
form




5. REVIEW OF APER FORM (HOD/UNIT HEAD)

. 1. Dashboard (Current

Dashboard: Basic Features view)

2. Manage files:
Signature and file
upload.

3. Department/Unit

FEDERAL POLYTECHNIC NEKEDE

® Report Period: 2022

Click on
Department/Unit to

= Option . . .
& Manage Files @) view staff list for review.

Review Staff Aper Form

& Computer Science




~

#

-

5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

= List

List of staff for review

10 v perpage

Staff

Reporting
Staff

Email Phone

staff@fpno.edung 08000000000

Click on
“Review” to
review the
selected staff
from the list.

Excel PDF Prnt Search:

Part Part Part Part Part
Division Department One. Two. Three. Four.  Five.
School of Information S
and Communication . P v Review
Science
Technology
Click here
to review




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

: Review Staff
Review of staff form
form and score
= PART THREE (HOD) = PART FOUR (School Appraisal Committee) = PART FIVE (RECTOR) acco rdlngly

PART THREE (7o be completed by HOD/Dean)

22. Doyou and the staff O YesO No
reported upon agree
on the job
description? (see Serial Number 15, Part Two). If not, please discuss the changes with him and record any
unresolved difference here.

Y/

23. Please complete this () | EcTURER
section

SECTION  JOBFACTOR SUB-FACTOR MAXIMUM  POINTS SCORED
POINTS
'SCORABLE
(i PUBLICATION AND Patents 20 | ]




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: Save and Submit buttons
/Do not click on\

this button when
you are not ready
to submit.
However, there is
a button control

measure /
I A

Save Button: Clicking
on this button will save
the form and allow you
to review at a later
time.

Submit Button:
Clicking on this button,
the system will ask for
minute of
Department/Unit
Appraisal minute




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: After saving, Staff will have to

Comments : 33/100

comment on the scores | Stsfedih thescoe
| am sztusfied with the scores 921

Date 2022-05-10

26. General Comments Waiting for review

by HOD
HOD, Computer Science
Date 2022-05-10




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: Save and Submit buttons (Control
Measures for HOD/Unit Head.) Submit Button:

Clicking on this button,
the system will ask for
@ localhost:8000 minute Of

Have you conducted the Departmental Ap.prai:-al? YorN De pa rtm ent/U N it
Appraisal as shown.

Type “Yes” and, Click
“Ok” to upload minute.




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: Save and Submit buttons (Control

Measures for HOD/Unit Head. Submit Button:
' Clicking on this button,

the system will ask for
minute of
Department/Unit
Appraisal as shown.

@ localhost:8000
Upload the signed minutes of the Appraisal meeting

i | onn . ~ TS YY) - - Y -
11 alhost to prompt you again

Click “Ok” to upload
minute.




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: Save and Submit buttons (Control
Measures for HOD/Unit Head.) Steps :

1. Type the name/tag
\J

2. Choose of the file in the box
Date 2022-05-10 here as shown. (Typing

&? Upload the signed minutes of hiane o .I ust th e f irst 2/ 3
Deparimental Appraisal meeting . .
letters will suffice)

_ 2. Select file name
1. Type 2 Submit f th d
here rom the drop menu
as shown

3. Click the “Submit”
button

min




5. REVIEW OF APER FORM (HOD/UNIT HEAD) CONT.

Form Window: Success Page; Form sent to
Dean/Divisional Head for Review. You may download
form by clicking the download link as shown.

® ANNUAL PERFORMANCE EVALUATION REPORT
ACADEMIC STAFF :Reporting Staff - SS/2100

(Part One and Two to be completed by staff who is being reported on, Part Three to be completed by the Head of Department/DEAN. Part Four to be
completed by Chairman of School Appraisal Committee and Part Five to be completed by the Rector where applicable)

Part One. | Part Two. | Part Three. | Part Four. | Part Five.
Form has been submitted successfully! v | v | v ] |

You will be contacted at an appropriate time. Also, keep tab on this dashboard for update or, check your email for notifications

|
Y pownload Form

Click here to download
form




6. REVIEW OF APER FORM (DEAN/DIVISIONAL HEAD)

) 1. Dashboard (Current

Dashboard: Basic Features view)

2. Manage files:
Signature and file
upload.

3. Listof

® Report Period: 2022 Departments/Units

4. Clickon a
g Department/Unit to
view staff list for

FEDERAL POLYTECHNIC NEKEDE

U

Review Staff Aper Form
Select Department from School of Information and Communication Technology review.

@ View/Print Summary Sheet

#  Department/Unit View Academic Senior Staff Junior Staff Enteries

1 Computer Science

]
-
-
=)

1]
-
L/
=)
o

2  Deans Office(SICT)

3 Library and Information Sciences



6. REVIEW OF APER FORM (DEAN/DIVISIONAL HEAD)

CONT.

List of staff for Review

= List

10 v~ perpage

~

#  Staff Email Phone Division
Rt School of Information
1 Stapff 9 staff@fpno.edung 08000000000 and Communication

Technology

Click on
“Review” to
review the
selected staff
from the list.

Excel PDF Prnt Search:

Part Part  Part Part Part
Department One. Two. Three. Four  Five.

Computer

. v v
Science

Review

Click here
to review




6. REVIEW OF APER FORM (DEAN/DIVISIONAL HEAD)
CONT.

Review of staff form Review Staff
form and Select

= PART THREE (HOD) = PART FOUR (School Appraisal Committee) = PART FIVE (RECTOR) .
accordingly

PART FOUR (To be completed by Chairman of School Appraisal Committeg).

27. COMMENTS: The Divisional Appraisal Committee should confirm that the scores are correct. Where scores
are not correct, detailed comments should be made and the right score stated:

28. PROMOTABILITY Confirmed total score:
0] 0%

Tick only one of the following:
@® Accelerated promotion: 85% to 100% (enclose supporting Report).

Recommended for Promotion to:
-0/100




6. REVIEW OF APER FORM (DEAN/DIVISIONAL
HEAD) CONT.

Form Window: Save and Submit buttons

/ \ Save Button: Clicking
D_o not click on on this button will save
this button when the form and allow you
you are not ready .
to review at a later

to submit. _
However, there is time.
a button control Submit Button:

measure / Clicking on this button,
| 4 the system will ask for

School/Division
Appraisal Minute




6. REVIEW OF APER FORM (DEAN/DIVISIONAL
HEAD) CONT.

Form Window: Save and Submit buttons (Control
Measures for DEAN/DIVISIONAL HEAD.)  Submit Button:

Clicking on this button,
the system will ask for
@ localhost:8000 : Al minute Of

| Department/Unit
Appraisal as shown.

Type “Yes” and, Click
“Ok” to upload minute.




6. REVIEW OF APER FORM (DEAN/DIVISIONAL
HEAD) CONT.

Form Window: Save and Submit buttons (Control
Measures for DEAN/DIVISIONAL HEAD.)  Steps:

1. Type the name/tag

INOTE: VWNEN a STaTT IS exonerated especially at e Ievel oT query, SUCn query remains a nuiity. : :
30. Indicate any Commendation : 17/100 of the file in the box
commendation given Due for Promotion as Sh own. ( Typlng
to the staff . .
4 just the first 2/3
letters will suffice)
Date 2022-05-1 H
Al 2. Select file name

(2. Choose
here

from the drop menu

2 4 :
¥ Upload the signed minutes of Scheol

Board Appraisal meeting as ShOWﬂ
,'I—TVBZ 3. Click the “Submit”
here I button



6. REVIEW OF APER FORM (DEAN/DIVISIONAL
HEAD) CONT.

Form Window: Success Page; Form sent to the Rector
for Review. You may download form by clicking the
download link as shown.

® ANNUAL PERFORMANCE EVALUATION REPORT
ACADEMIC STAFF :Reporting Staff - SS/2100

(Part One and Two to be completed by staff who is being reported on, Part Three 1o be completed by the Head of Department/DEAN. Part Four io be
completed by Chairman of School Appraisal Committee and Part Five to be completed by the Rector where applicable)

Part One. | Part Two. | Part Three. | Part Four. | Part Five.
Form has been submitted successfully! v | v ] v v |

You will be contacted at an appropriate time. Also, keep tab on this dashboard for update or, check your email for notifications

™ Download Form

Click here to download
form




7. REVIEW OF APER FORM (RECTOR)

1. Dashboard (Current

Dashboard: Basic Features view)

2. Manage files:

FEDERAL POLYTECHNIC NEKEDE Signature and file
upload.
® Report Period: 2022 3. List of
Schools/Divisions
= Option 4. Clickon a
Schools/Divisions
Review Staff Aper Form
School of Agriculture and Agricultural Technology (5\) v
Division/School — n

School of Busimess & Management Technology

Scheol of Engineering Technology

Scheol of Environmental and Design Technology :

School of Industrial and Applied Science
School of General Studies

RECTORY

REGISTRY

BURSARY

LIBRARY

MEDICAL CENTRE

WORKS




7. REVIEW OF APER FORM (RECTOR) CONT.

Dashboard: Basic Features (Cont.)

Review Staff Aper Form

Schoo! of Information and Communication Tec{]}y

Select Departme@om School of Information and Communication Technology

# Department/Unit @

1 Computer Science
2 Deans Office(SICT)

Library and Information
Sciences

Nt/

View

Academic

(@

N

N

View/Print Summary Sheet

N
N

N

Junior
Senior Staff  Staff

N
]

N

Enteries

.

0

List of
Schools/Divisions.
Selected
Schools/Divisions.
List of
Departments/units
from Selected
Schools/Divisions
Clickon a
Department/Unit to
view staff list for
review.




7. REVIEW OF APER FORM (RECTOR) CONT.

: : Click on
List of staff for Review e
L Review™ to
review the
10 ~ perpage Excel PDF  Prnt  Search:
selected staff
. Bart | Part | Part | Pa | Bart from the list.
#  Staff Email Phone Division Department One. Two. Three. Four  Five.
Reporting School of lnfo.rmgtion B |
1 staff@fpno.edung 08000000000 and Communication . v v Review
Staff Science

Click here
to review

Technology




7. REVIEW OF APER FORM (RECTOR) CONT.

Review Staff

Review of staff form
form and Select

= PART ONE: PERSONAL DATA (To Be Completed By Staff Reported On) = PART TWO (To Be Completed By Staff Reported On) accordin g | \
= PART THREE (HOD) = PART FOUR (School Appraisal Committee) = PART FIVE (RECTOR)
PART FIVE (The Rector).
31. COMMENTS BY THE |
RECTOR
4
Date 2022-05-10

2 savwe




In conclusion, the whole process is real time, faster and commendable.

Thanks.
Ag. Head, ICT Directorate.

Federal Polytechnic Nekede, Owerri




