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1 DOCUMENT CONTROL

LWL

This is a controlled document and will be maintained on UJVNL portal.

Changes to this document will be recorded below and must be published to all interested parties.

1.1 DOCUMENT HISTORY

Version Date Author VERSION DETAILS
V01 15.02.2018 Vinay First ISSUE
1.2 DISTRIBUTION
Date Name Purpose
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1. PROCESS NAME AND DESCRIPTION

ESS Loan request process for employees.

1.1. OVERVIEW

E-Separation facilitates organization to process end to end separation process online on ESS/MSS.

Process enables each participant of the process to actively record their inputs on portal and complete

the process with minimum manual or unorganized communication. E-separation process can be

describing in the following steps.

1. Separation request — Employee or HR team can raise separation request

2.  Counselling process — HR person can assign counsellor to the separation request so get employee
counsel as and when required.

3.  Exitinterview — System sends Exit interview form to the employee separation inbox. Employee can fill
this interactive PDF file and submit form to the HR person.

4.  Approval process — Separation request will have five approval levels as per UJVN policy i.e. Reporting
manager, HOD, ED HR, Director HR and MD according to the Post applicable.

5. Before 7 days of the final relieving date, system triggers dues clearances tasks to the corresponding task
owners. Task owners will have to clear tasks pending at their end with proper status and recovery
amount if there is any.

6. Onthe separation date i.e. final actual relieving date, system will update all the dues clearances
recovery amounts to the payroll additional infotype master data.

7.  Also on the separation date system will create batch separation action session to let user choose and
run separation action. This will make employment status to withdrawn.

8.  Also on the separation date system will fill the separation inbox with the separation letters i.e. relieving
and service experience letter. Employee would require taking print out and take signature from the GM
HR as per UJVN policy.
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2.  PROCEDURAL STEPS

&
<
Z
z

2.1. EMPLOYEE E-SEPARATION REQUEST
Employee raise ESS loan request.

2.1.1. MENU PATH AND TRANSACTION NUMBER

ESS LINK: HTTP://ERPSRV.UJVN.CO.IN:50200/IRJ/PORTAL

2.1.2. INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW
(Note: In the below table, in column “R/O/C”: “R” = Required, “O” = Optional, “C” = Conditional)

Login as employee over ESS:

e hetpi//epagesdb.ighco.ins6400/in/portal -c || 7 SAP NetWeaver Portal > | |

User * Employeed

Fassword * ssssses

L — Copyright © SAP AG. All Rights Reserved W

Go to Benefits and Payments section:
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e@|1”' http://epggasdb.igl.co.in:56400/irj/portal ] || I Owverview - SAP NetWeaver... | |
—
SAD
4 Back Forward History Favorites Personalize \iew Help
= L=
Manager Self-Service Employee Self-Service
Overview
p Employes Self-Service > Overview
Employee Services
- Map i-/ Directory | Index |
Personal Information — Career and Development
ol “R)
In this area, you can use services to maintain and display your n" “You can maintain your appraisal documents, maintain your talent
personal data profile, and explore job opportunities
= Benefits and Payments — Learning
@% o]
100 :P
= Display the plans in which you are cumrently enrolled, enroll in new ( The learning page offers you functions to find and participate in

ben efit plans, and download an enroliment form Display your salary
statemen t.

Working Time

In this area, you can use services to record your working time,
reguest leave, display your time account data and display public
holidays.

Go to work events area:

suitab le courses_ It gives you individual, personalized access to the
company” s course offerings in the course catalog. It also offers the
learning pr ofile that helps you keep track of learning activities.

‘Work Events

In this area, you can use services for the E-Separation process.

I http://epddevdb.igl.co.in:56100/irj/portal

- || Z7 Overview - SAP NetWeaver... ‘ |

Forward »  History Favorites Personalize ‘iew Help

4 Back

L= =
IGL-Employee Self-Service Manager Self-Service
Employee Self-Service Mavigation Services

D IGL-Employee Selfi-Service > Employse Self-Service = Owverview

Employee Self Service Area Page

Back

D o WDErI;Ep‘:ar:it:n Request
QOH

'ou can create, view, or edit your E-Separation Reguest here.

Click on the E Separation request service inside work events Area,

E-Separation overview screen —

Project SUGAMYA
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=¥ hitp://epddevdb.igl.co.in:56100/ir/portal?’NavigationTal = & || 27 Overview - SAP NetWeaver Po... |'r E-Separation Request - SAP... % ‘ ‘ Yk
Options
E-Separation
Bra B
~ My Separation Requests [fNew | oOther Actions 4 | Separation Policy
Edit Request Number Status Creation Date Reporting Manager HR Person 5]
1
~ Due Clearance Overview Due Clearance Policy
Edit | Employes Name Request Number Short Destription Tangible | Pecuniary Aspect Department ObjectID Task Qwner 14 =
Click on the Create button to create new E-Separation request,
a‘." )|z hitpy/epddevd igl.coin36100/i/portalNavigetionTai + G |[ 227 Overview - SAP NetWeaver Po... | = E-Separation Request - SAP... X ‘ ‘ 1
—
<
Separation Request: New
Save and Beck 3¢ Cancel =
1 Note added
¥ Suecessiully
~ Separation Details
Reason Details Future Communication
* Personnel Number: 00000378 EMPLOYEE4 * Personal E-Mail ID:  [S@gmail.com ]
* Action Type: [Leaving | * Personal Phone No: | 9683828382 ]
= Reagon for Action;  [Reskgnation ~| Address: | ABG DEF MG ROAD |
* Detailed Reason: | Career Opportunity ~|
* Relieving Date (R):  [31.05.2015 s
~ Notes / Remarks [ Mote
Delete isible Visinility Details Created By User Created By Role Creation Date =
/—‘ i} v Roles & Users EMPLOYEE4 Employee 19.05.2015
=

Complete the separation details required on the screen and submit request with the ‘Save and Exit’” button on the
application toolbar.

Employee can also write in detail language if required in the notepad provided in the second window
‘Note/Remarks’ by clicking on ‘Note button’.

Once submitted and refresh and system provides unique Separation request number and displays request in the
overview window.
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| e

()| & http://epddevdb.igl.co.in:

j/portal’MavigationTa ~ & || 2 Overview - SAP NetWeaver Po...

7 E-Separation Request - SAP... *

Options +

E-Separation

brs @
~ My Separation Requests [[j New | Other Actions 4 | Separation Policy
Edit Request Number Status. Creation Date Reporing Manager HR Person
Oy ESEPOD0D037300020 Initiated 19.05.2015 MANAGER4 EMPLOVEE1
~ Due Clearance Overview Due Clearance Palicy
Edit | Employee Name Request Mumber Short Description Tangible Pecuniary Aspect Department Chject ID Task Ouner Id

Employee can go and display the request. System has added few more field on the request screen inside as per
business logic.

)| 2 http://epddevdb.igl.co.in:56100/irj/portal?NavigationTai ~ © || = Overview - SAP NetWeaver Po... | & E-Separation Request - SAP... % | s
Optiol

Separation Request: ESEP0000037900020, Edit
[ Seve and Back 3¢ Cancel Bl §

~ Separation Details

Reason Details Approved Details
* Personnel Number: 00000378 EMPLOYEE4 * Religving Date (&) | 19.07.2015
* Action Type:  [Leaving = Physical Leaving Date: | 19.07.2015
= Reason for Action: | Resignaticn
* Detailed Reason: | Career Opportunity Key Details
* Relieving Date (R):  [31.0.2015 Notice Per. Employee: 3 M

Notice Per. Employer: 3 M
Level Details: ~ Additional Manager Since 08.12 2009
Future Communication

* Personal E-Mail ID:  |3@gmail.com ]

= Persanal Phone No; | 5693828382 i

Address: | ABC DEF MG ROAD |

Notice period for employee: Defaulted from the employee infotype 0016 — contract elements

Notice period for employer: Defaulted from the employee infotype 0016 — contract elements

Level details: Defaulted from the employee infotype 0000 — Last change in the employee subgroup i.e.
designation.

All three field above would be always non-editable to all the participants of the process.

Relieving Date: Defaulted as the notice period end date from the “Notice period for employee’ shown above.
Relieving date is the actual last calendar date of the employee in the organization.

Physical Date: Defaulted as the notice period end date from the ‘Notice period for employee’ shown above.
Physical date is the actual last date of the employee when employee would be physically present in the
organization. This would be more relevant when last date as per notice date falls on the weekday or public
holiday.

Relieving and physical dates are editable to only HR Person Role of the process.

System will send the Separation request initiation mail notification to employee, Reporting manager, and HR
Person of the employee. Mail notification will be as show here,
Check SOST transaction for mail notification,
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[Z Document Edt Goto Settings System  Help

& | JH @ BDHE Do BE @M
Display Document: ESEPO000037900020:SEPARATION REQUEST INITIATED
@E. £ o8 O fltl_l = [ : ?Newmessage

.~ Doc. contents | Attributes Recipient list |

ESEP0000037900020:SEPARATION REQUEST INITIATED

Created =1 EMPLOYEE4

E-Separation request is been raised.

Thanks and Regards,
HR. Department.

This is system geneEatecI mail, Please do not reply.

Field Name Description R/O/C | User Action and Values | Comments

2.2. TRIGGER NEXT PHASE — APPROVAL PROCESS

Process requires to run trigger program to process e-separation request from, ‘Initiated* to ‘in-process*
phase.

2.2.1. MENU PATH AND TRANSACTION NUMBER

Human Resources = Payroll =& Asia = India = Utilities = E-Separation Solution -
HINU_ESEP_TP - E-Separation: Trigger Processes

Transaction code: HINU_ESEP_TP - E-Separation: Trigger Processes
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2.2.2.
(Note: In the below table, in column “R/O/C”: “R”
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SAP Easy Access

[& ™ | & | &% Other menu

» (7 Accounting
= 23 Human Resources

Bl & v A L_ﬁCreate role EF fiss g

2} PPMDT - Manager's Desktop
[ Personnel Management
J Time Management

=9 Payrol

v [J Europe

v [J Americas

v 33 Asia/Pacific

(3 Australia
(3 china

[ Hong Kong
S India

L3

»
»

v [J Indonesia
» (7 1apan

L3
b
L3
3
L3
3

(3 Payroll Accounting

[ off-cycle

(] subsequent Activities

(3 Environment

3 info system

(3 Tools

‘21 utilities
+ I PCO0_M40 SWCH - Activate/ De-activate Switches
- PCO0_M40_UTANM - Update Infotype 185 with TAN Details
+ I PCOO_M40_ TMSE - Display Form 24g TemSe data
+ {2 PCO0_M40_TMSE - Challan Mapping Utility
B = PCO0_M40_F24C - Form 24Q e-File Consolidation Utility
+ [ PCO0_M40_DF17 - Download Program for Form 17 Details
-2 PCO0_M40_CLSTR - Cluster Display
+ [J Basic
» (7 Bonus

F L Bdbic

+ [J Bonus

+ [J Dearness Allowance

» [ Housing ( HRA/CLA/COA )

+ [J Reimbursements, Allowances & Perks

+ (J section 80

» (J section 88

» [J Employees State Insurance

» [J superannuation

» [ Loans

* [J Income Tax Declaration

* [J Rosters

v [J Advanced Chims

* [ Loans ESS

» [J cCorrespondence Letters

» [J Leave Encashment

» (3 Basic Salary Increment

» [ Global Employment

~ 23 E-Separation Solution

- HINU_ESEP_MUG - Assign Approvers/ Counsellors/ Task Owners

- 2 HINU_ESEP_DI - E-Separation: Display Requests

INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW

Required, “O”

HCM - E-separation

Optional, “C”

Conditional)

For Internal Circulation
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(5 program Edit Goto System Help
1 *dBIC@QDHE Do BE®
Infotype Update Repoit for E-Separation
@ H =

| Further selections |
Period

") Today ) Current month “)Current year
“JUp to today ) From today
(#)Other period
Period 19.05.2014 To 19.05.2015

Selection
Personnel Number E
Employment status
Company Code
Personnel area

Personnel subarea

EEEREE

Payroll area

Report Execution Mode
=) Process & Update Mode (No User Interaction)
) Process & Update Mode (User Interaction)

) View Erroneous Records & Process

Request & Solution Type Filter
Solution Type
Regquest Mumber

2| <]

Field Name Description R/O/C | User Action and Values | Comments

Execute and Run program coupe of times to let system trigger E-Separaation process to the next stage i.e.
Approval process.
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E system Help

& rdBC@e  CHRER 2Do0 BRE @8

Result of processing and updation

=

(&) (&I L) () % (B[ ) =) D) (]

View Messages

View Messages
[ Detailed Errors / Warnings / Information

Request Number: ESEP0000037900020

PCLx key Mu_ O Message Class M. | M Message Variable Message Va
3 E_ACTION 5 |T[AP
4 E_ACTION S ETE

Output of the Trigger program above showns two process stages have been triggered here.

1. Approval process
2. Exit interview

With the Approval process trigger system will send mail to first approver informing separation approval
required. Mail intimation would be as follows,

Check SOST for mail,

= Document  Edit  Goto  Sefttings  System  Help

& v diH Qe SHE fhon RE @,
Display Document: ESEPO000037900020:SEPARATION REQUEST APPROVAL
TE 28020 EH B | Rep Reply w/Reference T New message

.~ Doc. contents f Attributes Recipient list .

ESEP0000037900020:SEPARATION REQUEST APPROVAL

Created =1 workflow System

E-Separation request is been sent for approval.

'IL'haﬁks and Regards,
HR. Department.

This is system generated mail, Please do not reply.

Also employee will receive email notification along with the ‘EXIT INTERVIEW* Adobee interactive
form as shown below.
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= Document  Edit Goto  Setfings  System  Help

& dB @@ OHE Do BRE @

Display Document: ESEPO000037900020:EMP EXIT INTERVIEW FORM
TF .E, sk o O | & @ = Rep Rep Reference ?Newmessage

Doc. contents | Attributes - Recipient list Attachments

ESEP0000037900020:EMP EXIT INTERVIEW FORM

Created =1 1 Vinod

E-Separation Exit Interview request is been initiated.

Thanks and Regards,
HR. Department.

This is system geneEated mail, Please do not reply.

=

ESEP0000037900020.PDF

Employee can download Exit interview PDF form from the mail. Open interactive PDF exist interview
file.
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L L L UMUMUSUSLE T L~ AU S RS

ile [0 View Window Help

Don | SR ZFESE] + ®[1]2] @ @ [wrx]]

E Please fill out the following form. You can save data typed into this form,

| B B | e 2z |2

oy

Exit Interview

Employes Name: EMPLOYEE4 ‘

Request Number: ESEPDI0D002800123

Personal Details

1. Permanent Address.

2 Telephone Number.

2.E-mail ID

4. Alternative E-mail ID.

\ |

1. Please share the reason for leaving.

Complet Exit interview form in detail and click on the submit button at the

4 BEXII_ESEPUULUUULSUUL LS. FUF - Adobe Keader
le Edit View Window Help

Topen | DM e B &S| ® [2 ez | =

H B 2z | LT

Please fill out the fellowing form. ¥ou can save data typed into this form.

Y

3. What aspect of this Organization do you think needs improvement? Please Elaborate.

Send Email

How weuld you like to send this email?

4. Was there anything that the Organization could|

| @ Default email application (Microsoft Outlook)

@ Use Webmail

5. Would you like to work for this Organization at

Select

I I B

[] Remember my choice

I

Signature

[ continue | [ canca |

Questions marked * are mandatory.

Press Submit button to send an e-mail.

Only after digitally signing the form ‘submit” button will be enabled.
Once submitted you will nor be able 1o view/modify your responses.

botto

System will prompt default email application in the system as a pop up with the Exit interview completed
form as attachement in the email.

Send email to the promoted address only and that will complete the exit interview process at the
employee end.
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Authorized person from the HR End will only have access to the email inbox used for collecting
separation exit interview.

During any point of time employee, Reporting manager or HR Person will always be able to track the
separation request from their separation service on the ESS or MSS as follows,

E-Separation

s B4
¥ Request (ESEPODD0037900020) was saved successfully.
~ My Separation Requests [j New | Other Actions.s | Separation Policy
Edit Request Number Status Creation Date Reporting Manager HR Person
Oy ESEPOD00037900020 Initiated 18.05.2015 MANAGER4 EMPLOVEE1
~ Due Clearance Overview Due Clearance Policy
Edit Employee Name Reguest Number Short Description Tangible Pecuniary Aspect Department Obiject ID Task Owner d

Select the request and go to the other action — process overview option. Sytem will prompt Flex process
flow as follows,

)| http:/fepddevdbigl.co.in:56100/irj/portalNavigationTar ~ € || 22 Overview - SAP NetWeaver Po... | = E-Separation Request - SAP... | ‘ s

Optic
p jon Req : ESEP 037900020, Process Overview
3 Cancel Bea
Personnel Number:00000379 Name: EMPLOYEE4
@ @ w0 @ 1. Please use Zoom Buttons or your Mouse wheel to see
—————— ——— ——————— - Ineasethe ff the screen, just drag it back.
{ Initiation @ I [ Approvals fay 1 Due Clearance | Exit Interview Fay

L|EMPLOYEE4 %{Level-ﬂl \ — EMPLOYEE4 &

L — MANAGER4 &

{Level-l]Z ‘

L—HoD2

—{Level-l]S \

[—

L—Hop1

Users can always track yello boxex as pending processes whereas green for the completed steps.
2.3. MSS APPROVAL PROCESS

E-Separation approval process has five levels as follows, all approvers will receive email notification as

earlier approver approves request. Approve can approve or forward separation request to some other user
id.

1. Reporting Manager - A002 Relation in the organization hierarchy
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2. Department HOD - A012 relation in the organization hierarchy
3. GM HR Department - UJVN GM HR position number
4. UJVN Director HR - UJVN DC Position
5. UJVN Managing Director - UJVN MD Position

2.3.1. MENU PATH AND TRANSACTION NUMBER

MSS LINK: HTTP://EPQQASDB.UJVN.CO.IN:56400/IRJ/PORTAL

2.3.2. INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW
(Note: In the below table, in column “R/O/C”: “R” = Required, “O” = Optional, “C” = Conditional)

Login as Reporting Manager over MSS:

—
e[ > I‘Z" http://epqqasdb.igl.co.in:56400/irj/ portal ~C || =7 SAP NetWeaver Portal | |

User* manager1

Password * sesssesl |

o Copyright © SAP AG. All Rights Reserved. w
Go to MSS — E-Separation approval service on the left panel
Project SUGAMYA HCM - E-separation For Internal Circulation
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a@\r http://epddevdb.igl.co.n36100/irj/porta] = & = Esepration Approval - 5P % | ‘ o
Search: Q-+ | Mew Session sAPsStore | L
ward b History Favorites Personalize View Help Welcome: Mana
r o — P e s
L= = = = =
Manager Self-Service IGLEmployee Seli-Senice Manager Self-Service Manager Self-Service Manager Self-Service
Overview
Manager Self-Service » Overview > E-Sepration Approval Full Screen || Optior
+ Home Page
2 It E-Separation
+ Reimbursement Approval B 3 @
+ Man Power Planning
A Dt e A ~ My Employee's Separation Requests [i Mew | Other Actions.a | Separation Policy
» Appraisal Docs for Reviewer | Ediit ‘ Employee Name Request Number | Status ‘ Creation Date. Reporting Manager HR Person Owner | Country ||
« Prob. Assessment by DG [ »r Eweiovess 020 In Process 19.05.2015 MANAGER4 EMPLOYEE1 Human Resource Person India
Sepration Approval
~ Separation Request Approval Approval Policy
| Edit | Employee Name | Request Number | incoming Status | Grestion Date | Role | Approver 14 | Approver Group =
[y EMPLOYEE4 ESEP00DD037900020 Determined 18052015 Reporting Manager MANAGER
Edit the request,
=7 E-Sepration Approval - SAP... X ‘ {5
Search: Q-+ | NewSession SaPStore | Lc
(Batk History Favorites Personalize View Help Welcome: Mana)
Manager Self-Service = Overview > E-Sepration Approval Close Full Screen || Optio
Sej ion ESEP 7900020, Edit
fg] Save and Back 3¢ Cancel Bes & §
* Personnel Number: '090'5_557'5' * Relieving Dale (A):
* Action Type: |Leaving = Physical Leaving Date:
= Reason for Action: [Resignation Put On-Hold Allowed:
= Detailed Reason: | Career Gpportunity Withdrawal Allowed:
* Relieving Date (R): | 31.05.2015
Key Details
Notice Per. Employee:  3M
Motice Per. Employer: 3 M
Level Details: Additional Manager Since 0.12.2008
Future Communication
Personal E-Mail ID:  s@gmail.com
Personal Phone No: - 9593828362
Address:  ABC DEF MG ROAD
~ Approval
Approver Decision Approver Remarks
Approver Roke:  Reparting Manager Eccepted
Approver ld i Group: _MANAGER4
= Approver Action: (&) Approve
O Forward
Note : Approval is for separation request only and not for any other activity

Choose approve option, write in detail Remarks if any and click on the ‘Save and exit’ button to approve request.

Refresh screen to clear the approver inbox.
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2PN
(=)= nitp//epddevdbiigl.co.in:S6100/irj/portal = © || = E-Sepration Approval - SAP... | ‘ {nr g

Search Q-+ | New Session SAPStore | Lo
) History Favortes Personalize View Help Welcome: Manag
Manager Self-Senvice IGLEmployee Seif-Service Manager Self-Senvice Manager Self-Senvice Manager Self-Service
Overview
Pl Menager SefiService > Overvisw > E-Sepration Approval Full Screen || Options
« Home Page
- Inbox = =
E-Separation
« Reimbursement Approval B B @
- Man Power Planning Edit | Employee Name Request Number Status Creation Date Reporting Manager HR Person Owner Country  |[-]
e [T] B eveiovess In Process 19.05.2015 MANAGER4 EMPLOVEET Human Resource Person India
~ Appraisal Docs for Reviewer
- Prob. Assessment by DG
+ E-Sepration Approval =
~ Separation Request Approval Approval Policy
Edit Employes Name | Request Number Incoming Status | Creation Date Role Approver Id | Approver Group =
=
« Counselling Overview Counseling Policy

Separation request approval window is clear. System will send next approver email notification for approval.
Check SOST for the mail notification as follows,

Display Document: ESEPO000037900020:SEPARATION REQUEST APPROVAL

TP E i O | & Iﬂ_l e [ Reply... Reply w/Reference. ﬁNew message
< 'Doc. contents | Attributes - Recipient list

ESEPO000037900020:SEPARATION REQUEST APPROVAL

Created =1 workflow System

E-Separation request is been sent for approval.

Thanks and Regards,
HR Department.

This is system gene[ated mail, Please do not reply.

System will keep on triggering each level of approval as earlier level gets approved.

Similar to the level one approval, we can login to all remaining four level approvers in MSS separation request
approval service and approve the request.

Level 2 - HOD Approval:

Go to MSS - E-Separation approval service on the left panel
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7 E-Sepration Approval - SAP... % ‘ ‘ iy
Search: Q- New Session SAP Store L
History Favorites Personalize View Help Welcome: b
e =
o C = = e
Manager Self-Service IGL-Employee Self-Service Manager Seli-Service Manager Self-Service Manager Self-Service
‘Overview
Manager Seff-Service > Overview > E-Sepration Approval Full Screen || Optiol
+ Home Page
T E-Separation
« Reimbursement Approval s B @a
+ Man Power Planning )
N T T ~ My Employee's Separation Requests [i New | OtherActions« | Separation Policy
« Appraisal Docs for Reviewsr | Edit | Employee Name | Request Number | status | Greation Date Reporting Manager HR Person | owner | Country =
sessment by DC
pration Approval
=
+ Separation Request Approval Approval Policy
| Edit | Employes Name Request Number Incoming Status Creation Date Role Approver Id Approver Group =
[} EMPLOYEE4 379 Determined 19.052015 Reporting Manager HOD2
Choose the request in the Separation request approval window.
Edit the request,
//epddevdb.igl.co.in:56100/ir/portal = © || = E-Sepration Approval - SAP... % | ‘ f
Search: Q- New Session SAP Store
History Favorites Personalize View Help Welcome

Manager Seff-Service > Overview > E-Sepration Appraval

: ESE 7900020, Edit

Close Full Screen | O

£ save and Back 3 Cancel
Reason Details

“ Personnel Number:

* Action Type:

* Reason for Action:

= Detailed Reason:

* Relieving Date (R}

@?55—50'3—79 EMPLOYEE4

(Carcer Opportunty
31.05.2015

Approved Details

= Relieving Date (4). |19.07.2015

* Physical Leaving Date:  |[19.07.2015
Put On-Hold Allowsd: [
Withdrawal Allowed: [

Key Details
Notice Per. Employee: 3 M
Notice Per. Employer.

Level Details

Future Communication

Personal E-Mail ID: s@gmsil.com

Personal Phone No: 8883828382
Address:  ABC DEF MG ROAD

Additional Manager Since 08.12.2008

&4 B &

~ Approval

Approver Decision

Approver Remarks

Approver Role:
Approver Id / Group:

* Approver Action

Reporting Manager
HOD2

(=) Approve:
O Forward

Note : Approval is for separation request only and not for any other activity

Choose approve option, write in detail Remarks if any and click on the

Refresh screen to clear the approver inbox.
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a@\r http://epddevdb.igl.co.in:56100/ir/portal ~ & ][ = £ Sepration Approval - SAP... ‘ ‘ I
=
W Search Q- New Session SAP Store L
4Back Forward »  History Favorites Personalize View Help Welcome: |
[ = = B @
Manager SefSevice | IGLEmployes SefiSendce  ManagerSeFSerite  MansgerSebSence  Mansger SefSenvre
Overview

Manager Self-Service > Overview = E-Sepration Approval Full Screen || Opfio

« Home Page

@ is E-Separation

+ Reimbursement Approval a & @4

+ Man Power Planning
+ Appraisal Docs for Manager ~ My Employee's Separation Requests [ New | Other Actions4 | Separation Policy

m—— P | Reauest Number | status Creation Dtz | Reporting Manager [ HR Person [owner | county ]
+ Prob. Assessment by DC

+ E-Sepration Approval

+ Separation Request Approval Approval Policy
| Edit | Employee Name Request Number Incoming Status Creation Date Role Approver Id Approver Group =
=

Separation request approval window is clear. System will send next approver email notification for approval.
Level 3 — GM HR Approval

Go to MSS — E-Separation approval service on the left panel

@ = hitp://epddevdb.igl.co.in:56100/ir/portal

~ @ || = E-Sepration Approval - SAP... X ‘ | i

Search Q-+ | NewSesson | SAPStore
rward ) Hislory Favorites Personalize View Help Welcome
= = e =
Manager Self-Service 1GL-Employes Sefr-Service Manager Self-Service Manager Sel-Service Manager Self-Service
Overview
Manager Selt-Service > Overview > E-Sepration Approval Full Screen | Op
- Home Page
o E-Separation
- Reimbursement Approval s & @
+ Man Power Planning
D e w My Employee's Separation Requests [ New | Other Actionss | Separation Policy
- Appraisal Docs for Reviewer | =4t | Employee Neme | Requast Number | status | Creation Date | Reporting Manager | HR Person | owner | Gountry =
+ Prob. Assessment by DG
» E-Sepration Approval
~ Separation Request Approval Approval Policy
| Edit | Employes Name Request Number Incoming Status Creation Date Role Aapprover Id Approver Group =
] » eueovess 37900021 Determined 19.05.2015 Reporting Manager HOD1
=

Choose the request in the Separation request approval window.

Edit the request,
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=7 http://epddevab.igl.co.in:35100/ir/portal

~ & || = E-Sepration Approval - SAP... X ‘ | T

F AP4 Search: Q@+ | NewSession SAPStore | Lo
4Back Foward) History Favorites Personslize View Help Welcome: H
Manager Self-Service > Overview > E-Sepration Approval Close Full Screen || Optio
5i i : ESEP Edit
Save and Back 3§ Cancel Bra & §
* Personnel Numper; 00000379 EMPLOYEE4 * Relieving Date (4 [19.07.2015
* Action Type: (Leaving = Physical Leaving Date: | 19.07.2015
* Reason for Action: | Resignation Put On-Hold Allowed: [ ]
* Detailed Reason: | Caresr Opportunity Withdrawal Allowed:  []
* Relieving Date (R):  |31.05.2015
Key Details
Notice Per. Employes: 3 M
Noice Per. Employer. 3 M
Level Detalls:  Additional Manager Since 08.12.2008
Future Communication
Personal E-Mail ID:  s@gmail com
Personal Phone No: 9893328382
Address:  ABC DEF MG ROAD
~ Approval
Approver Decision Approver Remarks

Approver Role:  Reporting Manager
Approver Id / Group: _HOD1

* Approver Action: (%) Approve
© Forward

Note : Approval is for separation request only and not for any other activity

Choose approve option, write in detail Remarks if any and click on the ‘Save and exit’ button to approve request.

Refresh screen to clear the approver inbox.

)| = http://epddevdbigl.co.in:56100/ir/portal - & || = E-Sepration Approval - SAP... X | ‘ |

t:” P4 Search Q- New Session SAR Store

4Back Forward » History Favorites Personalize View Help Welcome:

Manager Seft-Service: IGLEmployee Seif-Service Manager Seit-Service Manager Seff-Senvice Manager Seit-Service
Overview
PA Mansger Seff-Service » Overview = E-Sepration Approval Full Screen || Opti

« Home Page

sltie E-Separation
- Reimbursement Approval B & O
+ Man Power Planning
e Do R M ~ My Employee's Separation Requests [i New | OtherActionsa | Separation Policy
* Appraisal Docs for Reviewer | Edt | Employes Neme | Request Number | staws | Creation Date | Reporting Manager HR Person | Qumer | country =
+ Prob. Assessment by DC
- E-Sepration Approval
+ Separation Request Approval Approval Policy
Edit | Employee Name | Request Number Incoming Status Creation Date Role | Approver 1d | Approver Group =]
=

Separation request approval window is clear. System will send next approver email notification for approval.

Level 4 — Director HR Approval

Go to MSS — E-Separation approval service on the left panel
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@ 7 hitp://epddevdb.igl.co.in:56100/irjfportal - © || 7 E-Sepration Approval - SAP... % ‘ {n
E:H P4 Search Qv | NewSession | SAP Store
4aBack Forwerdy History Favortes Personalize View Help Welcome
>
= =
Manager Self-Service IGL-Employee Selr-Service
Overview
Manager Seli-Service > Overview > E-Sepration Approval Full Screen || Opt
+ Home Page
9 L E-Separation
+ Team Calendar fes & @a
- Reimbursement Approval -
L (TR ~ My Employee's Separation Requests [ New | Other Actions.« | Separation Policy
Appraisal Docs for Manager ! Edit | Employee Name | Request Number | status [ Creation Date Reporting Manager HR Person | Cuner Country (]
- Appraisal Docs for Reviewer
+ Traiing Approval Worklist
=
~ Separation Request Approval Approval Policy
| Edt | Emoloyes Neme | Request Number Incoming Status Creation Date Role | Approver id | Approver Group =
[ ESEP0000037800020 Determined 18.05.2015 Reporting Manager HoDs
=
Edit the request,
7 E-Sepration Approval - SAP... % | ‘ ¢
Search Q-+ | NewSesson = SAPStore | Lo
4Back Forward) History Fsvorites Perscnalize View Help Weltome: He
Manager Self-Service > Overview > E-Sepration Approval Close Full Screen || Optior
i : ESE 37 Edit
Save and Back 3§ Cancel 2.3 €
= Personnel Number: 00000379 = Relieving Date (4) | 19.07.2015
* Action Type: * Physical Leaving Date: | 19.07.2015

* Reason for Action
= Detailed Reason
* Relieving Date (R):

Put On-Hold Allowed: [ ]
Withdrawal Allowed: [

[31.052015

Key Details
Nofice Per. Employee:  3M
Notice Per. Employer: 3 M

Future Communication

Personal E-Mail ID-
Personal Phone No: 989

s@gmailcom

Level Details:  Additional Manager Since 03.12.2009

3826382
Address:  ABC DEF MG ROAD

~ Approval

Approver Decision Approver Remarks

Approver Role:

Reporting Manager
Approver ldJ Group: _HODS

(@ Approve
) Forward

* Approver Action:

Note : Approval is for separation request only and not for any other activity

Choose approve option, write in detail Remarks if any and click on the

Refresh screen to clear the approver inbox.
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@) I http://epddevdbigl.co.in56100/i/portal ~ @ || = E-Sepration Approval - SAP... X ‘ | ‘™

EEA ',1 Search Q- New Session SAP Store.

4Back Forward )  History Favorites Personalize View Help Welcome:

Manager Seff-Service IGL-Employse Seif-Servics
Overview
P 1tznager Self-Senvice > Overview > E-Sepration Approval Full Sereen | Opth
- Home Page
S E-Separation
- Team Calendar 2. & @
- Reimbursement Approval B 5
= Maii Prowics PEinaing ~ My Employee's Separation Requests [ New | Other Actionss | Separation Policy
* Appraisal Docs for Manager [ Em ] Employee Name | Request Number | staws Creation Date Reporting Manager HR Person wner Country =]
- Appraisal Docs for Reviewer
- Training Approval Worklist
- E-Sepration Approval
~ Separation Request Approval Approval Policy
| Edit | Employee Name | Request Number Incoming Status Creation Date Role | Approver Id | Approver Group =

Separation request approval window is clear. System will send next approver email notification for approval.
Level 5 Managing Director Approval

Go to MSS — E-Separation approval service on the left panel

~ & || = £-Sepration Approval - SAP... ><| ‘ i
Search O+ | NewSesson | SAPStore
4Back Forwsrd) History Favortes Personslize View Help Welcome: Em)
= = = =
Manager Sefi-Service | IGL-Employee Sefi-Service Manager Sefi-Service Manager Sef-Service Manager Se-Seniice
Overview
Pl tanager Seff Service > Ovenview > E-Sepration Approval Full Sereen | Op
+ Home Page
@ [ E-Separation
+ Reimbursement Approval Li & O
+ Man Power Planning
+ Appraisal Dots for Manager ~ My Employee’s Separation Requests [[iNew | Other Actions | Separation Policy
* Appraisal Docs for Reviewer | Edit | Employee Neme | Request Number | status | Greation Date | Reporting Manager HR Person | owner | country =
+ Prob. Assessment by DC
» E-Sepration Approval
+ Separation Request Approval Approval Polisy
| Edt | Employes Name Request Number Incoming Status Creation Date | Role | Approver Id Approver Group =
[y EMPLOYEE4 ESEP0000037800020 Detemined 19.05.2015 Reporting Menager EMPLOYEES
=

Choose the request in the Separation request approval window.

Edit the request,
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@ =P http://epddevdb.igl.co.in:56100/ir/ portal ~ & | = E-Sepration Approval - SAP... % {nr
E~ : Search: Q- New Session SAP Store [
«Back Forwardh  History Favortes Personalize View Help Welcome: Emplo
Manager Self-Senice = Overview > E-Sepration Approval Close Ful Sereen || Optic
ESE 7 Edit
) Save and Back 3¢ Cancel 3
* Persennel Number: | 00000379 EMPLOYEE4 * Relieving Date (4) | 19.07.2015
* Action Type:  |Leaving = Physical Leaving Date: | 19.07.2015_
* Reason for Action; | Resignation _ Put On-Hold Allowed: []
= Detailed Reason; | G8reer Gpportunity Withdrawal Allowed:  []

* Relieving Date (R); 31052015
Key Details
Notice Per. Employee: 3 M
Notice Per. Employer- 3 M
Level Detsils:  Additional Manager Since 05.12.2008

Future Communication
Personal E-Mail ID: s@gmail.com

Personal Phone No: 9893828382
Address:  ABC DEF MG ROAD

~ Approval

Approver Decision Approver Remarks

Approver Role:  Reporting Manager
Approver Id/ Group: _EMPLOYEE3

= Approver Action: (%) Approve
© Forward

Note : Approval is for separation request only and not for any other activity

Choose approve option, write in detail Remarks if any and click on the ‘Save and exit’ button to approve request.

Refresh screen to clear the approver inbox.

—
@J 7 hitp://epddevdbigl.coin56100/irj/portal = @ |[ = £-sepration Approval - SAP... X | ‘ e
E’.‘ P4 Search Q-+ | NewsSesson | SAPStore
4Back Fomward) History Favories Personslize View Help Welcome: Emg
Manager SeitService IGL-Employee Selr-Service Manager Seit-Service Manager Ser-Senvice Manager Selr-Service
Overview
P Menager Selt-Service > Overview > E-Sepration Approval Full Sereen || Opt
+ Home Page
@ i E-Separation
- Reimbursement Approval B & @
+ Man Power Planning
T ~ My Employee's Separation Requests [ New | Other Actions.« | Separation Policy
* Appraisal Docs for Reviewer | Eot | Empioyee Name | Request Number | stats | Creation Date | Reporting Manager | HR Person | owner Country =]
- Prob. Assessment by DC
+ E-Sepration Approval
~ Separation Request Approval Approval Policy
| Edt | Employee Name Reauest Number Incoming Stetus Creation Date: Role [ Approverid | Approver Group =
=

Separation request approval window is clear.

Thus, all the approval levels are clear. Stage trigger program will trigger next stage i.e. ‘Dues clearance’ before 7
days of the physical reliving date only.
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24. COUNSELLING PROCESS

HR Person can assign any employee from the UJVN as a counsellor to the employee. Counsellor will be
notified with the email. Counsellor has to held discussion with the employee and try to counsel employee
on the separation decision taken by the employee.

Counsellor will be update the details of the counsellor and submit details back to HR Person.

Counsellor process can be initiated by the HR Person n number of times and can be done in parallel or
before approval process.

2.4.1. MSS COUNSELLING INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW
(Note: In the below table, in column “R/O/C”: “R” = Required, “O” = Optional, “C” = Conditional)

Login as HR Person over MSS:

e"." 5"2' http://epqqasdb.igl.co.in:56400/irj/ portal ~C || 27 SAP NetWeaver Portal » | |

User* manager1

Password * sesssesl |

o Copyright © SAP AG. All Rights Reserved. w
Go to MSS - E-Separation HR Admin service on the left panel
Project SUGAMYA HCM - E-separation For Internal Circulation
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://epddevdb.igl.co.in:56100/irj/portal - © || = £-Sepration HR Admin - SA... % | s
Search Q-+ | NewSession = SAPStre | Logo
4Back Fowards History Favories Personalize View Help Welzome: Employee
— - — — r .
E = = E et
Manager Sefi-Senice  IGLEmployee Sefi-Service  Manager Sefi-Service  Manager Sefi-Service | Manager Seli-Service
Overview
Manager SeffService > Ovenview > E-Sepration HR Admin Full Screen || Options +
Home Page
RS E-Separation
IT Decleration Approval 8. & @
Reimbursement Approval
Man Power Planning ~ My Employee's Separation Requests [ New | Other Actions4 | Separation Policy
Training Approval Worklist || Edit | Employes Name | Request Number [ status | Creation Date | Reperting Manager HR Person Owner Countty |||
Appraisal Docs for Manager ’—-l [y EMPLOYEE4 ESEP0000037900020 In Process 19.05.2015 MANAGERS EMPLOYEE1 Human Resource Person India
Appraisal Docs for Reviewer
Sepration Approval
Sepration HR Admin
=
| » Separation Request Approval ‘
‘ » Counselling Overview ‘
| ¥ Due Clearance Overview |
. . ¢ 1 N s . . . d
Edit request in the ‘My employee’s Separation requests’ window.
Go to the counselling Details window inside request,
=@|H’ http://epddevabigl.co.in:56100/ir/portal - & ][ = E Sepration HR Admin - 5a._. X ‘ ‘ i
—
E:! >4 Search Q.+ | NewSession | SAPStore | |
4Beck Forwardh  History Favortes Personglize View Help Welcome: Empl
@ B B = [
Manager Seff-Service IGL-Employes Seff-Servive Manager Sefi-Service Manager Seff-Servie Manager Seff-Service
Overview
Manager SeffService > Overview > E-Sepration HR Admin Full Screen || Opfi
+ Home Page
R ion Request: ESE 7900020, Edit
iR ekt A g Save and Back 3¢ Cancel Bra G|
& (e Createa by Role 1 User AStUsI AmOURT T Gurreney™ U0
Short Description Amount Setiement
+ Man Power Planning
Task Explanation: Task Owner Remarks:
+ Training Approval Workist . & Qunes{Rem.ti
+ Appraisal Docs for Manager
+ Appraisal Docs for Reviewer
+ E-Scprafion Approval [ | |
+ E-Sepration HR Admin
~ Counselling Details [i Counselior
Deiete | Reminger | Cresten sy User | Creation Date Counselor Id Counselior Graup [ Counseling status Counselied Date [ Initators Action =

Click on the Counsellor Button in the toolbar,
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_ = hitp://epddevdbigl.co.in:56100/ir/portal = & | = E-Sepration HR Admin - SA... %

Add Counsellor

Assign Counsellor
* Assignment Type: (=) User
O Group
= Gounsellor Id;  [EMPLOYEES

Remarks To Counsellor:
Please counsel the employee and ask to reconsider the decision |

< | >
[OK] [Ganeel] -

Choose approve option, write in detail Remarks if any and click on the ‘Save and exit’ button to approve request.

LWL

s Ja-

4Back Forwsrd) History Favorites Personalize View Help

New Session

SAP Store

Welcome: Em

™| 1™ ™| ™| M
Manager Seff-Service IGL-Employee Self-Service Manager Self-Servi Manager Self-Servi Manager i

Full Screen || O¢

£ save and Back 3¢ Cancel

]
[¥¥ Counsslior added successfully.

| =
More Details Pecuniary Details & Task Owner Remarks
Created By Role / User: Actusl Amount [ Currency: 0,00

Short Description: Amount Settiement:
Task Explanation: Task Owner Remarks:
ation HR Admin
~ Counselling Details [ Gounselior
Delels | Reminder | Created By User Creation Date Counsellor d Counsellor Group Counseliing Status. Counselled Date Initiator's Action =]
Remind _EMPLOVEE1 19.05.2015 EMPLOYEES In Process

Save and Back the request.
Counsellor should receive the mail notification to counsel the employee.

Check SOST for email notification.
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Display Document: ESEPO000037900020:COUNSELLING INITIATED

& B¢ CHE SDhOo8  RE @
Display Document: ESEPO000037900020:COUNSELLING INITIATED
T E, g u@ ET & [U:I @ @ Reply. Reply w/Reference ?New message

.~ Doc. contents | Attributes | Recipient list

ESEP0000037900020:COUNSELLING INITIATED

Created =1 workflow System

E-Separation Counselling request is been initiated.

Thanks and Regards,
HR. Department.

This is system generated mail, Please do not reply.

2.4.2. MSS COUNSELLOR PROCESS

Counsellor needs to contact employee and take appointment for the counselling. Once counselling is done with
the employee, counsellor needs to record the result in the separation request of the employee.

Login to counsellor MSS,

Go to separation approval service in the left panel.
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= € || = E-Sepration Approval - SAP.., X
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/,.F/éj/

LWL

o

«Back Forward) Hislory Favorites Personslize View Help

IGL-Employee Self-Serice Manager Self-Service Manager Self-Service Manager Self-Service
Overview

Manager SefiService > Ovenview » E-Sepration Approval

+ Home Page

Manager Self-Service

Search

Q- New Session SAP Store L

Welcome: Emplc

Full Screen || Optio

i E-Separation
+ Reimbursement Approval 5 & @4
+ Man Power Planning
Aol e o e ~ My Employee's Separation Requests [ New | OtherActionss | Separation Policy
* Appraisal Docs for Reviewer | Ear | Empioyee name | Request Number \ Status Creation Date Reporting Manager HR Person [cmner Country =
+ Prob. Assessment by DC
» E-Sepration Approval
=
| » Separation Request Approval ‘
+ Counselling Overview Counselling Policy
| Edit | Employes Name Reguest Number Creation Date: Crested By User Created By Role Counsellor Id Counsellor Group =
[ EMPLOYEE: ESEPOD00037900020 19.05.2015 EMPLOYEE1 HR Person EMPLOYEES

Go to counselling window in the service. Fine pending counselor request.

Edit request and fill the details of the counselling.

Select counselling done or cancel radio button and fill the details of the counselling discussion done along with

the counselling date with the employee.

@ I http://epddevdb igl.co.in:56100/ir/portal ~ © || = E-Sepration Approval - SAP... % | ‘

%

SAng
4Back Forward »  History Favorites Personalize View Help

@ - = B 5
|GL-Employee Self-Service Manager Self-Service: Manager Self-Senvice Manager Self-Service Manager Self-Service
Overview
Pl Manager Seli-Service > Overview > E-Sepration Approval
+ Home Page

- Inbox

Search

Q- New Session SAP Store Log

Welcome: Employ

Full Screen || Options

+ Reimbursement Approval

+ Man Power Planning

+ Appraisal Docs for Manager

« Appraisal Docs for Reviewer

+ Prob. Assessment by DC

+ E-Sepration Approval

Please counsel the employee and ask to reconsider the decision

parati : ESEP Edit
Bj saveandBack 3¢ Cancel &e & @
i } Separation Details |
= Counselling Details
Counselling Initiation Details Counselling Details
Creation Date / Time: 12.05.2015 19:06.40 = Gounsellor Action: (@ Counselied
Iniiated By Role /User. HR Person _EMPLOYEE!
O Cancel
Initiator Remarks: = Counselled Date: | 19.05.2015 L]

Counsellor Remarks:

Had 2 discussion, employee is not ready to negociate|

|+ Employee Details

| ¥ Notes / Remarks

Save and exit the request.

System will send Email notification to the HR Person notifying counselling is done.

HR Person needs to login MSS HR Person separation request again. Edit the request and go to the counselling

window. Edit counselling request.
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Read counselling details feed by the counsellor. HR Person need to decide whether counselling done is
successful or not with the Details feed by the counsellor in the counselling request.

Write remarks of the counselling process done and choose drop down option at the end of counselling request
line as counselling is successful or unsuccessful.

Save and exit the request. Refresh window to clear counselling request window.

w_>w|1" htp://epddevdb.igl.con:S6100/irj/portal + & ][ E-scpration Approval - 5AP... > | | i

Search: Q- New Session SAP Store. 1

«Back Forward) History Favorites Personalize View Help Welcome: Empl
IGL-Employes Self-Service Manager Self-Service Manager Seli-Service Manager Self-Service Manager Self-Service

Overview
P Manzger Seli-Senice » Overview > E-Sepration Approval Full Screen || Optic
+ Home Page

& ke E-Separation

+ Reimbursement Approval 5. B @

+ Man Power Planning

e i = e iRt ~ My Employee's Separation Requests [i New | Other Actionsa | Separation Policy

- Appraisal Docs for Reviewer | Edit | Employee Name Request Number Status | Crestion Date | Reporting Manager | HR Person Owner | Country (=]
« Prob. Assessment by DG

+ E-Sepration Approval

} Separation Request Approval
~ Counselling Overview Counselling Policy

| Edit | Employes Name | Request Number Creation Date Created By User | Created By Role Counsellor Id GCounsellor Group =]

If counselling is successful HR Person can discuss in person with the employee and initiate separation request
withdrawal. Once withdrawal process complete, separation request status will turn to the withdrawn and process
is close.

If counselling process is unsuccessful then HR Person can initiate n number of more counselling request and
arrange further counselling to the employee or stop the counselling process and continue with the process of
separation.

With the counseling done by the counsellor, HR Person will receive email notification that counselling process is
been completed.
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Display Document: ESEPO000037900020:COUNSELLING COMPLETED
e | 2|2 8 & B | Re Reference T New message

__,/Duc. contents | Attributes Recipient list

ESEP0000037900020:COUNSELLING COMPLETED

Created =1 EMPLOYEES

E-Separation counselling request is been completed.

Thanks and Regards,
HR Department.

This is system geneEated mail, Please do not reply.

2.5. TRIGGER NEXT PHASE — DUES CLEARANCE PROCESS

Process requires to run trigger program to process e-separation request dues clearances stage. System is
configured to trigger dues clearance stage 7 days before physical separation date.

As per UJVN policy, Employee separating from the organization needs to take clearance for the 12
items/Tasks as follows with their owner i.e. Task owners.

SR. NO. Department/Task/Item | Task Owner

1| TOOLS REPORTING MANAGER
2 | FILES/FOLDERS REPORTING MANAGER
3 | ADVANCE/LOANS FI EXECUTIVE
4 | ASSETS/WHITE GOODS | FI EXECUTIVE
5 | SAPID IT EXECUTIVE
6 | ESSID IT EXECUTIVE
7 | DOMAIN ID IT EXECUTIVE
8 | LAPTOP IT EXECUTIVE
9 | DESKTOP IT EXECUTIVE

10 | DATA CARD ETC. IT EXECUTIVE

11 | TRAINING BOND TRAINING ADMN.

12 | OTHER ACCESSORIES HR DEPARTMENT
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System will create Workflow task for each of the above clearance item and create pending task/item at
the separation approval application against task owner. Task owners needs to open respective task at their
end and complete the task by putting status and remark if required.

Also, some of this task are Finable for which if required, task owners can put the recovery amount and
close the task. This amount will be updated to the payroll master data to the 0015 additional deductions
infotype. Payroll run will take care of recovery from the employee.

Tasks would be assign to the user ids in the configuration which required to be maintain as per latest data
always.

2.5.1. MENU PATH AND TRANSACTION NUMBER

Human Resources = Payroll =& Asia = India = Utilities = E-Separation Solution -
HINU_ESEP_TP - E-Separation: Trigger Processes

Transaction code: HINU_ESEP_TP - E-Separation: Trigger Processes
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2.5.2.
(Note: In the below table, in column “R/OQ/C”: “R”

Project SUGAMYA

Only

END USER DOCUMENT

SAP Easy Access

[& ™ | & | &&0ther menu

+ [J Accounting
= =3 Hurmman Resources

| & | w 4 | [fcreate role EF Assig

= £ PPMDT - Manager's Desktop
» [J Personnel Management
* [ Time Management
~ =Y payroll
» [J Europe
v [ Americas
~ =1 Asia/Pacific
(3 Australia
(7 china
[J Hong Kong
21 Indim

¢+ [J indonesa
» [J Japan

3
3
3
2
3
b

3 Payroll Accounting

[ off-cycle

1 subsequent Activities

3 Environment

3 info system

3 Tools

&3 Utllities
« 2 PCOO_M40_SWCH - Activate/ De-activate Switches
- PCOO_M40_UTANM - Update Infotype 185 with TAN Details
+ 2 PCO0_M40_TMSE - Display Form 24g TemSe data
- PCO0_M40_TMSE - Challan Mapping Utilicy
+ I PCOO_M40 F24C - Form 240Q e-File Consolidation Utility
S PCO0_M40_DF17 - Download Program for Form 17 Details
-2 PCO0_M40_CLSTR - Cluster Display
+ [J Basic
» (7 Bonus

F L Bdbic

+ [J Bonus

+ [J Dearness Allowance

* [0 Housing { HRA/CLA/COA )

+ [J Reimbursements, Allowances & Perks

* [0 Section 80

» (] section 88

» [ Employees State Insurance

» [J superannuation

v [J Loans

* [J Income Tax Declaration

* [J Rosters

+ [ Advanced Chims

* [ Loans ESS

v [J Correspondence Letters

* [ Leave Encashment

+ [ Basic Salary Increment

» [J Global Employment

~ {3 E-Separation Solution

- 2 HINU_ESEP_MUG - Assign Approvers/ Counsellors/ Task Owners

» ) HINU_ESEP_DI - E-Separation: Display Requests

INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW

Required, “O”

HCM - E-separation

Optional, “C”

Conditional)
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(5 program Edit Goto System Help
1 *dBIC@QDHE Do BE®
Infotype Update Repoit for E-Separation
@ H =

| Further selections |
Period

") Today ) Current month “)Current year
“JUp to today ) From today
(#)Other period
Period 19.05.2014 To 19.05.2015

Selection
Personnel Number E
Employment status
Company Code
Personnel area

Personnel subarea

EEEREE

Payroll area

Report Execution Mode
=) Process & Update Mode (No User Interaction)
) Process & Update Mode (User Interaction)

) View Erroneous Records & Process

Request & Solution Type Filter
Solution Type
Regquest Mumber

2| <]

Field Name Description R/O/C | User Action and Values | Comments

Execute and Run program coupe of times to let system trigger E-Separaation process to the next stage i.e.
Dues Clearance.
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[E system Help
@[ = ~|dH c@@ CHR 9DOD ER B

Result of processing and updation

INEY e e T == S - = L
Explanation | Explanation | Icon Text
MANAGER4 EMPLOYEEL @

View Messages
View Messages

[E Detailed Errors / Warnings / Information

(&8 [& | ) 0] G (B L 5 ) ([ (B (L )
Request Number: ESEP0000037900020

PCLx key Nu_. | 0| Message Class M_ | M Message Varable Message Va
5 E_ACTION 5, |T[pC I

Output of the Trigger program above showns Dues Clearance stage is been triggered here.

2.5.3. MSS TASK CLEARANCE INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW
(Note: In the below table, in column “R/O/C”: “R” = Required, “O” = Optional, “C” = Conditional)

Login as Reporting Manager over MSS: Reporting manager has two dues clearance task pending at his/her end.

—
e[ > I‘Z" http://epqqasdb.igl.co.in:56400/irj/ portal ~C || =7 SAP NetWeaver Portal | |

User* manager1

Password * sesssesl |

%
A Copyright © SAP AG. All Rights Resarved w

Go to MSS — E-Separation Approval service on the left panel
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=re
hitp://epddevdb.igl.co.in:56100/ir/portal ~ & || =7 E-Sepration Approval - SAP... % ‘ w
h:‘| Dg Search Q-+  MNewSession | SAPStore | L
«Batk Foward)  History Favortss Personalze View Help Welcome: Mans
16L-Employee Seff-Service Mansger Self-Service Mansger Seff-Service Manager Seff-Service Manager Seff-Service
Overview
PO Manager Seli-Servics > Overview » E-Sepration Approval Full Sereen || Optiol
+ Home Page
+ Inbox E-Separation
+ Reimbursement Approval Ba & B
+ Man Power Plnning
- Appraisal Docs for Manager |~ My Employee's Separation Requests [fj New | Other Actions « | Separation Policy
+ Appraisal Docs for Reviewer | Edit | Employes Name Request Number | Status | Creation Date Reporting Manager HR Person Owner | county 7]
+ Prob. Assessment by DC [7] 3 Eweiovers ESEPO000037500020 inProcess  18.05.2015 MANAGER4 EMPLOYEE] Human Resource Person India
+ E-Sepration Approval
~ Separation Request Approval Approval Policy.
| Edit | Employes Name | Request Number | incoming Stetus | Crestion Date | Role | Approver 1a | Approver Group =

Go to the Tasks/Dues Clearance window in the service.
end.

=
()| htepi/epddevdbigl.coinSE100/ir/portal

There are two pending tasks at the reporting manager

YA

~ @ || & £-Sepration Appraval - SAP... X ‘ |

Search Q- New Session SAP Store Log.

4Back Forwardp  History Favorites Personalize View Help

B T &

IGL-Employes Self-Senvice Manzger Seff-Service Manzger Seff-Service

Welcome: Manage!

"

Manager Sefi-Service

Manager Self-Service
Overview
PR\ Manager Seff-Service = Overview > E-Sepration Approval Full Screen || Options

« Home Page

o s E-Separation
+ Reimbursement Approval Bi & O
+ Man Power Planning
A eaksi Dova 5x Mosinget | » My Employee's Separation Requests |
G PUpEEE L Kk Henenen | ) Separation Request Approval |
« Prob. Assessment by DG
P |+ Counselling Overview |
| = Due Ciearance Overview Due Clearance Policy |
| Edit | Employes Name Request Number Short Description Tangible | Pecuniary Aspect Department Object ID Task Owner Id =
[y EMPLOVEE4 ESEPD00037800020 FILESFOLDERS v Not Applicable MANAGER#
| ] o Eweovess ESEPDDO0037800020 TOOLS v Finable MANAGER4

Edit the task line item to open the task item.

Choose the status of the tasks to close the pending task from the drop down. Also if tasks provides option to put
recovery amount then user can put amount if recovery is required to be done. Recovery amount field is optional.
User needs to choose the status, put details remarks and click on the save and back button in the toolbar.

Tools Task pending against reporting manager means to collect mechanical or any other tools given to the
employee for work. It’s reporting manager duty to collect them from the employee before separation and
complete the dues clearance pending Tools task.
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4Back Forward ) History Favorites Personalize \View Help

r [t

IGLEmployee Self-Service Manager Seff-Service

=
Overview

Manager Self-Service > Overview > E-Seprati

- Home Page

Manager Seff.Service

I E-Sepration Approval - SAP... % ‘ ‘

Search

=

Manager Seff.Service

=

Manager Self.Senvice

ion Approval

Q- New Session SAP Store L

Welcome: Mana

Full Screen || Option

« Inbex it 7900020, Edit
+ Reimbursement Approval ?"‘ & @
+ Man Power Planning e e
+ Appraisal Docs for Manager
Task | Item Details Receivable Amount
e e Created By Role/ User:  System _n Vinod Proposed Amount / Currency 0,00 INR
Prol Ascasiint ByDC Short Description:  TOOLS Actusl Amount / Curreney: | 500,00 [INR
Settled Extemall
e Task Explanation: ctied Bdermal W
[Piease collect any Tools from employee i provided. Incase of damage, | 123K Status / Remarks
|recovery should be done Task Owner |d/ Department. ~_MANAGER4
* Task Status: ~Partally Damaged -
Task Owner Remarks:
Tool colletted is partially damaged |
Object Details
Object 1D | ]
Quantity / Unit: | 0,00] [
‘ } Employee Details |
| » Notes [Remarks |
7 E-Sepration Approval - SAP... X ‘ A
Search: Q~ | MNewSession | SAPStore | Log
verd)  History Favories Personalize View Help Welcome: Manage
I 1= = = =
1GL-Employee Self-Service Manager Self-Service Manager Seff-Service Manager Self-Service Manager Selr-Sevice
Overview
Manager Selr-Service > Overview > E-Sepration Approval Full Screen || Oplions
+ Home Page
s E-Separation
- Reimbursement Approval Bi & @4
+ Man Power Planning )
+ Appraisal Docs for Manager ‘ SR SR s R |
- Appraisal Docs for Reviewer |+ Separation Request Approval |
+ Prob. Assessment by
ey o ‘ » Counselling Overview |
~ Due Clearance Overview Due Clearance Policy
| ot | Empioyes Name | Request Number | short Deszription Tangible | Pecuniary Aspect Department ObjectiD | Task Ownerld =
[] Gr Eweovess 900020 FILESFOLDERS v Mot Applicable MANAGERS

Similarly Reporting manager will be clearing second pending Task which is to collected filed/folders to be

collected from the employee as follows.
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http://epddevdb igl.co.in:56100/irj/ portal * € || & E-Sepration Approval - SAP... > ‘ ‘ i
Search: Q- New Session SAP Store Lo
Forward »  History Favorites Personalize View Help ‘Welcome: Manag
IGL-Employee Self-Senvice Manager Self-Service Manager Self-Service Manager Self-Service Manager Seff-Service
Overview
KW Manager Self-Service > Overview > E-Sepration Approval Full Screen || Options
+ Home Page
o i : ESE 7900020, Edit
+ Reimbursement Approval I Save and Back 3¢ Cancel 5.5 @
« Man Power Planning
« Appraisal Docs for Manager » Separation Details
« Appraisal Docs for Reviewer - i Task Details
+ Prob. Assessment by DG
Task / ltem Details
e —— e Task Status / Remarks
Created By Role /User:  System n Vinod Task Owner Id / Department: MANAGERS
Shert Description:  FILES/FOLDERS * Task Status: Surrendered - Good Condition -

Task Owner Remarks:

Task Explanation:
Files Collected]

Please collect all the work files from the employee

Object Details

Object ID: [ ]
Quantity /Unit: | 003] |

Reporting manager needs to clear two pending tasks for separation request.
Also all other dues clearance task owners needs to close pending tasks at their end and note the results.
Employee or HR Person can always keep track of the dues clearance tasks and their progress with the details in

the separation request. Go to the separation application as shown earlier and edit the separation request, go to the
dues clearance i.e. Tasks list window as shown below to view and track details of the task.

I hitp://epddevdb.igl.co.in:56100/irj/portal’NavigationTai ~ € || 2 Overview - SAP NetWeaver Po... | T E-Separation Request - SAP... % ‘ ‘ |
Optio
P i : ESE 7900020, Edit
EJSaveand Back ¥ Cancel Ba §
» Separation Details
+ Tasks List
| Deete | Remind | ObjectiD | Task Owner Department | Status | Quantity |unit | Tangible | Pecuniary [4]
] Reming MITULR ADVANCES Surmendered - Good Gondition 0.00 v Payable H
[] Re MITULR ASSETS(WHITE GOODS) Surrendsred - Good Candition 0.00 v Payable L
[] MITULR Surrendered - Good Condition 0.00 7 Finable
] MITULR Surrendered - Good Gendition 0.00 v Finable
] Remind MITULR Domsin ID Surrendered - Good Candition 000 v Hot Applicable =
More Details Pecuniary Details & Task Owner Remarks
Created By Role / User:  System _n Vinod Actusl Amount f Currency:  0.00 INR
Short Description:  ADVANCES Amount Setflement. Mot Applicable
Task Explanation: Task Owner Remarks:
Advances Taken by the employes if there is any (For ex. Travel, Imprest efc.)

» My Details
» Administrative Data

» Notes [ Remarks

2.6. TRIGGER NEXT PHASE — SEPARATION PROCESS

Process requires to run trigger program to process e-separation request separation stage. System is
configured to trigger separation stage only on the physical separation date of the separation request. Dues
clearance stage 7 days before physical separation date.
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Also with the separation action, system updates all the recoverable collected from the separation process
to the payroll master data to process with the separation payroll run.

Also with the separation action, system updates Experience and Relieving Letter in the separation
request’s attachment window. Employee, HR Person, and Reporting manager can check and download
this letters from the separation request service on the ESS/MSS.

2.6.1. MENU PATH AND TRANSACTION NUMBER

Human Resources = Payroll =& Asia = India = Utilities = E-Separation Solution -
HINU_ESEP_TP - E-Separation: Trigger Processes

Transaction code: HINU_ESEP_TP - E-Separation: Trigger Processes
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2.6.2.
(Note: In the below table, in column “R/OQ/C”: “R”
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SAP Easy Access

[& ™ | & | &&0ther menu

+ [J Accounting
= =3 Hurmman Resources

| & | w 4 | [fcreate role EF Assig

= £ PPMDT - Manager's Desktop
» [J Personnel Management
* [ Time Management
~ =Y payroll
» [J Europe
v [ Americas
~ =1 Asia/Pacific
(3 Australia
(7 china
[J Hong Kong
21 Indim

¢+ [J indonesa
» [J Japan

3
3
3
2
3
b

3 Payroll Accounting

[ off-cycle

1 subsequent Activities

3 Environment

3 info system

3 Tools

&3 Utllities
« 2 PCOO_M40_SWCH - Activate/ De-activate Switches
- PCOO_M40_UTANM - Update Infotype 185 with TAN Details
+ 2 PCO0_M40_TMSE - Display Form 24g TemSe data
- PCO0_M40_TMSE - Challan Mapping Utilicy
+ I PCOO_M40 F24C - Form 240Q e-File Consolidation Utility
S PCO0_M40_DF17 - Download Program for Form 17 Details
-2 PCO0_M40_CLSTR - Cluster Display
+ [J Basic
» (7 Bonus

F L Bdbic

+ [J Bonus

+ [J Dearness Allowance

* [0 Housing { HRA/CLA/COA )

+ [J Reimbursements, Allowances & Perks

* [0 Section 80

» (] section 88

» [ Employees State Insurance

» [J superannuation

v [J Loans

* [J Income Tax Declaration

* [J Rosters

+ [ Advanced Chims

* [ Loans ESS

v [J Correspondence Letters

* [ Leave Encashment

+ [ Basic Salary Increment

» [J Global Employment

~ {3 E-Separation Solution

- 2 HINU_ESEP_MUG - Assign Approvers/ Counsellors/ Task Owners

» ) HINU_ESEP_DI - E-Separation: Display Requests

INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW

Required, “O”

HCM - E-separation

Optional, “C”

Conditional)
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(5 program Edit Goto System Help
1 *dBIC@QDHE Do BE®
Infotype Update Repoit for E-Separation
@ H =

| Further selections |
Period

") Today ) Current month “)Current year
“JUp to today ) From today
(#)Other period
Period 19.05.2014 To 19.05.2015

Selection
Personnel Number E
Employment status
Company Code
Personnel area

Personnel subarea

EEEREE

Payroll area

Report Execution Mode
=) Process & Update Mode (No User Interaction)
) Process & Update Mode (User Interaction)

) View Erroneous Records & Process

Request & Solution Type Filter
Solution Type
Regquest Mumber

2| <]

Field Name Description R/O/C | User Action and Values | Comments

Execute and Run program coupe of times to let system trigger E-Separaation process to the next stage i.e.
Dues Clearance.
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Result of processing and updation

&) (&L (=% (S - = ) ]
Explanation Explanation | Icon Text View Messages
MANAGER4 EMPLOYEE1 @ View Messages

[E Detiled Errors / Warnings / Information

U TNE= ki 23 = = - = L )
Request Number: ESEP0000037900020
Msg. Var. Msg. Var. Current Date Time Icon Text Message text
20.05.2015 10:48:37 @ Correspondence Letter/s recorded to issue.
20.05.2015 10:48:37 :Correspuﬂdence letters infotype/s-0906 created.
20.05.2015 10:48:37 @ Regular payment/deduction infotype/s-0015 created.
20.05.2015 10:48:37 @ Reguest ESEP0000037900020 moved from status “Intiated” to "In-Process”.

Output of the Trigger program above shows separation stage is been triggered here. Output log shows,

system has generated two separation letters and updated Payroll master data with dues clearance
recoverables.

2.6.3. SEPARATION ACTION - MENU PATH AND TRANSACTION NUMBER

Transaction code: SM35 Batch session
Transaction code: PA30 HR Master data

System updates separation action to be run by the administrator as batch session. Check SM35 Batch
session created by the system. Select session and run separation action in the foreground. Delimit
employee data as required and change employement status to the withdrawn.
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[ Session Edit

&

Goto

Utilities

END USER DOCUMENT

System Help

FldH e@e@ CHE Dnon BER @

Batch Input: Session Overview

[ Analysis (&b Process

Selection criteria

[Hstatisticc Slog BRecordng T & & & F & [E5]

LWL

Sess.: * | From: | To: | | Created by: |*
'_, Incorreci: } .i’rocessed , I-n- P‘rocess ._’ .I.n Baékground Eéing C;ea‘ted. .I._oc.keﬂ

| Session name | St... Created By Date Time Creation Pro... |Lock Date Authorizat. = Trans. (=] @' 2 screens D.. o]

=|_|E‘.—5F.PRRATION3D VINODN 20.05.2015 10:48:37 HINUEATP VINODN 2 ] 1] 5 [ Jus ~

|| [E-sEprRaTION (¥ vINODN 15.05.2015 17:28:32 HINUEATP VINODH 2 0 2 5 s = |
ZMR_ENTRY B ranERIW 15.05.2015 14:49:06 /SAPDMC/SAP PANERIW 22 5 14 GI:]
ZMR_ENTRY B eanxraw 15.05.2015 14:47:23 [/ SAPDMC/SAP.. PANKRJIW 22 22 0 CE] s
E-SEFARATION (¥ vINcDN 15.05.2015 14:35:23 HINUEATR VINODN 2 ] 2 5 Ops
RPTQTROD [ EseITIOM 11.05.2015 10:58:59 RPTQTADD KSHITIJM 0 0 0 0 s
E-SEFARATION (¥ vINGDN 08.05.2015 22:21:54 HINUEATE VINODN 2 ] 2 5 Ops
RETQTAOO [ msHITTIOM 08.05.2015 13:16:22 RPTQTAOO HESHITIJM o ] ] 0 Ops
RPTQTRAOO [0 EseITIOM 08.05.2015 13:15:52 RETQTADD KSHITIJM 0 0 0 0 Ops
RETQTRAO0 [ msHITIOM 08.05.2015 13:06:21 RFTQTAOO ESHITIJM ] ] ] 0 s
RPTQTRAOD [0 EsEITIOM 08.05.2015 12:14:30 RETQTAOD KSHITIIM 0 0 0 0 Ofxs
RETQTAO0 [ msHITIOM 08.05.2015 12:13:42 RPTQTAOO ESHITIJM ] ] ] 0
E-SEPARATION [ vInoonw 01.05.2015 18:58:01 HINUEATP VINODN 2 1 1 5
BNCHAL191309 [ ANCHALT 28.04.2015 18:13:11 SAPMHESO ANCHALJ 1 ] ] 2 FIis «
RETQTAO0 [ msHITIOM 24.04.2015 12:56:18 RPTQTAO0 ESHITIIM o ] o 0 Ops -~

i 0
L= Session Edit  Goto  Utities  System  Help

&

fldEBIC@@ DHE Hhad

Batch Input: Session Overview

[Blanatysis  Epprocess [Hstatistics #log BERecording T & & & F &

Selection criteria

ale

Sess.: & | From: | To: | | Created by: [+
y ‘2 } New | Incorrect } ‘Processed | In Process + In Eackground ¥ .B.eing Created | Locked

Session name | St... Created By Date Time Creation Pro... Lock Date  Authorizat. B Trans. 8 @ B screens D.. QL._

'HE—SEPERMION [ vinoow 20.05.2015 10:48:37 HINUEATP VINODN 2 0 0 5 n & |
E-SEPRRATTON (¥ WINODN D 2 5 s~
ZMR_ENTRY (@ DANKRIW . 14 as s
DE_ENTRY T 1o | Processing Mode Addrtional Functions B S 215
|E-SEPARATION (¥ WVINODN 153 2 5 Oas
RPTQIROD [} EsHITIOM 11.{| ®Processfforeground [ |Extended log 0 0 Mhs
E-SEPRRATION (¥ VINODN 0g.4| O Display errors only [ Expert mode 2 5
IRHQIMU [} xsHITI M og.{| (' Background [¥|Dynpro standard size 0 )
RPTQTLO0 [ EsSHITIM 08.. Target host ["ICancel if Log Error Occurs 1] (1] i
RETQTRO0 [ msHITIOM oed [ ' |Simulate Background Mode ] Q [as
RETQTRO0 [ msHITIM 08 0 o [Ops
RETQTRO0 [ &sHITIOM 08 0 o Ops
[E-SEPRRATION [ wInoDN 01. 1 5
INCHAL191309 [ ANCHALT 78.00.2015 19:13:11 SACMAPES0 ENCHALS . Ly 0 ]
RETQTRO0 D KSHITIM 24.04.2015 12:56:18 RPTQTAOOD KSHITIIM a a a (i]

0 Ll I
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= HR master data Edit Goto Extras  Utilities

& [=ms -

END USER DOCUMENT

Settings  System  Help

JO @@ CHE Do ER @m®

Maintain HR Master Data

O &L & DOed @ | 2

Personnel no.

Basic Personal Data

Actions

Organizational Assignment
Personal Data

Addresses

Family Member/Dependents
Cost Distribution

Date Specifications

Add. Org. Assignment Details

| Direct selection

e.[| [# other menu

= || Period
() Period
From To
() Today Ccurr.week
Al () Current month
() From curr.date () Last week
() To Current Date () Last month

() Current Period ()Current Year

]

Infotype 0oaoo

| Further restrictions
Object ID

STy

[“ILock ind. IT record no. [ Full key

LWL

OKLCode
s

£

i

Run action similar way currently UIVN is performing leaving action during separation process.
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L& Infotype Edit Goto Extras  System  Help

& ~dBC@Q@ I CHE dhod BE @ m

Copy Actions

= A ,‘g lC&E}-{ecute info group &7 Change info group

Pers.MNo. 379

Pers.No. 379 Mame Sanjeev Humar Doharey

Pers.area 1000 IGL - Delhi Region Cost Ctr 3010 PNG O&M

EE subgrp 17  Additional Manager WS rule GEN General Work Schedule
Start 21. 05.2015 to 31.12.9999

Personnel action

Action Type Leaving -

Reason for Action HO|  Resignation

Status

Customer-specific -
Employment Withdrawn -

Organizational assignment

Position 50000432 Additional Manager PNG 08
Personnel area 1000,  IGL - Delhi Region

Employee group 2 L 2 Grade Employees

Employee subgroup 17 Additional Manager

Additional actions

Start Date  Act. Action Type ActR  |Reason for action ﬂ
01.01.2012 16 Change in pay 02 Pay Scale Increase

Continue running leaving action and delimit required infotypes. Infotypes will come in the sequence as
configured to come with the separation/leaving action.

2.6.4. CHECK UPDATED PAYROLL DATA - MENU PATH AND TRANSACTION NUMBER

Transaction code: PA30 HR Master data

System updates recovrables collected in the dues clearance process over MSS from the verious
departments to the payroll master data.

As shown above, during dues clearance process from the reporting manager, we had 5000 rs recovarable
against Tools/Accessories to be return to the department.

Check PA30 — infotype 0015 — additional deductions is been updated with the recovery amount from
dues clearance by the trigger program.
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System Help

= Infotype Edit Goto Extras
& -
Display Additional Paymenits
H B A2
(=] (5] =]
Find by
R @ﬁ? Person

i ﬂﬂ Collective search help
« {8} search Term
Free search

=R e R =]

Personnel numb_ | Mame

00000323 Armandeep Singk -~
00000324 Sunny Chand -
00000325 Ritesh Dhyani
00000326 Abhinav Sahay
00000328 Praveen Kumar F
00000230 Rajesh Agrawal
00000332 Sridhar Vitta
00000333 Sudhanshu Shan
00000334 Meenakshi Sharn
00000335 Balbir Singh
00000336 Amit Mangia
00000337 Vikas Bansal =
00000343 Subhashis Bhattz: ~
4« » 4 »
2.6.5.

w —
Pers.Mo. ngJ Mame
Pers.area 1000| IGL - Delhi Region Cost Ctr
EE subagrp LT Additional Manager WS rule

Additional Payments
Wage Type
Amount
Number/unit

Date of origin
Default Date
Assignment Mumber
Reason for Change

Chgd

2200 Other Deductions
-1 500.00 |INR
0.00
20.05.2015
oo

ESEPOOODOZ7300020

Transaction code: PA30 HR Master data

4B 0@ DHE mTma  BE @

Sanjeev Kumar Doharey

3010 1 PNG OBM

GEN General Work Schedule
20.05. 2015. WINODN

CORRESPONDENCE LETTERS - MENU PATH AND TRANSACTION NUMBER

System updates infotype 0906 with the letter data which enables correspodance letters to process in the
Employee, HR Person and Reporting manager separation request attachment inbox.

Go to PA30 — infotype 0906 — Corrospodance letters
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[E Infotype Edit Goto Extras System  Help

& Y dH Q@@ DHE DDhod BEE @M
Display Correspondence Letters
B L
<= ||E| . ‘|§”§| Pers.No. 379 MName Sanjeev Kumar Doharey
Find by Pers.area 1000 IGL - Delhi Region Cost Ctr 3010 PNG 0&M
subgrp 7 ional Manager rule eneral Work Schedule
M @ﬂPPerson EE sub 17|  Additional M WS rul GEN G | Work Schedul
* [} Colectwe search help Start 20.05.2015 To [20.05.2015| chngd [20.05.2015 vinon
+ K} search Term
+ [l Free search
Administration Information
Authorized Signatory 0 For Authorized Signatory a
I T
Correspondance Through a Reference Number I_‘ESEt[—‘-’JfJfJ-’J-’JSTQ-’JfJszn’J i)
| |||@|;|§“?| F/.]I[Z.]| | CCRecpient 1 0 CC Recipient 2 0
T CC Reciient 3 0 Report To 0
(B I [E)
HIt list Proposed Mew Org Data
Personnel numb_ | Mame
Personal Area Personal Sub Area
00000323 Amandeep Singt = ; :
00000324 Sunny Chand = | Oraunt 00000000 Current Org Unit 50000058
00000325 Ritesh Dhyani Position 0 Effective Date
00000326 Abhinav Sahay
00000328 Praveen Kumar F Proposed New Personnel Action
00000330 Rajesh Agrawal Action Type Leaving =
00000332 Sridhar Vitta
Reason Ho
00000333 Sudhanshu Shan
00000334 Meenakshi Sharn :
00000335 Balbir Singh DETDEES
00000336 Amit: Nangia Cheque Date Chegue Amount 0.00
00000337 Vikas Bansal = Country Bank Key
00000343 Subhashis Bhattz ~
adi s af) s Status Of Correspondance Letter

2.6.6. MENU PATH AND TRANSACTION NUMBER

MSS LINK: HTTP://EPQQASDB.UJVN.CO.IN:56400/IRJ/PORTAL

2.6.7. CORRESPONDENCE LETTERS INPUT FIELDS ALONG WITH SCREENSHOT AND FLOW
(Note: In the below table, in column “R/O/C”: “R” = Required, “O” = Optional, “C” = Conditional)

Login as employee or HR Person over ESS/MSS:
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>
accenture

END USER DOCUMENT

.‘j--:y,.‘m http://epggasdb.igl.co.in:56400/irj/ portal

~ ¢ || I SAP NetWeaver Portal

User® manager!

Password * wessses|

Copyright ® SAP AG. All Rights Resarved

Go to E-Separation service,

Edit request and go to correspondence letters window of the request inside.

(=) epddevdb.igl.co.in:56100/irj/portal?NavigationTar = & (| 22 Overview - SAP NetWeaver Po... |z' £-Separation Request - SAP... * ‘ ‘ (]
Optior
: ESE 137900020, Edit
) Save and Back 3¢ Cancel 8. €
» Separation Details
» Tasks List
| » My Details
| » Administrative Data
» Notes / Remarks
~ Attachments [ Attachment
Delete Visible Visibility Deetails | Details | Created By User | Created By Role | Crestion Date File Name | File Description =
D Roles & Users Show  nVinod System 18.05.2015 EEI_Generated Employee Exit Interview Fils Generated
=
+ Correspondence Letters
Delete Details Email | Letter Type | Creation Date. | Issued Date Created By Role Created By User =
] Show Email RELIEVING LETTER 20.05.2015 20.05.2015 System nVinod
[ Show Email SERVICE LETTER 20.05.2015 20.05.2015 System nVinod

System has created two letters i.e. Relieving and Experience here as attachment which can be downloaded.

Further user needs to take print of this letters and take signature of the authority person (GM HR) of the UJVN.

This will be completing E-Separation process of the employee.
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