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1. DOCUMENT CONTROL

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

Vo1 16-02-2018 Vinay Kumar First ISSUE

1.2 DISTRIBUTION

Date Name Purpose
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2 CREATE LEAVE REQUEST FROM ESS

2.1 PURPOSE

Employee can log on to the employee self-service and apply for leave.

2.2 PROCEDURAL STEPS
Logon to Portal:

The Employee should follow the steps below to enter into portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[ UNNL Dehrsdun (UK) X / 2 AP Neti e - X
<« C | ® Notsecure | sapsv.ujvnl.con o fr Vv =2 A
Use 5
Passuora* |
Logon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
SAP4 Search Q.+ | NewSession = SAPStore | Logof
ISAP, R YE s 4
E » History Favorites Personalize View Help Welcome: Vinay K
UJVN - Employee Self-Service | Manager SeftSenvice  Manager SeffService  System Content User
Overview
UJVN - Employee Seff-Service > Overview Full Screen | Options ~
Employee Services
bt @4
- Map | Directory | Index | ~ Upcoming Birthdays and Anniversaries
Personal Information =2] Careerand Development SRS
. No Birtndays in Selected Month
Inthis area, you can use services to maintain and dispiay ® You can maintain your appraisal documents, maintain your
your personal data talent profile, and explore job opportunties. Anniversaries
@ Sun 01.04.2018 Satya Murti (01)
® Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning & Sun 01.04.2018 Payroll Test (02)
i
T Next 1-30f 7
In this area, you can use services 1o record your working The learning page offers you functions to find and partcipate e e —
time, request leave, display your time account data and in suitab le courses. It gives you individual, personalized R RE= e e
display public holidays access to the company’ s course offerings in the course
catalog. It also offers the learning pr ofile that helps you keep
track of leaming activities. ~ Related Links
@@ | Benefits and Payments |
O) —)5—0 Quick Links
100 -
[S? Display the pians in which you are currently enrolled, enroll in Training Home MostFrequently Used
new ben efit plans, and download an enrollment form Display
your salary statemen t. Create Leave Request
@ | Work Events Print Annual Property Return
o®) Deimhiirsemant Madnla - Claims | Aduancas .

HCM - Employee Self Service
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o Click on working Time, below screen will be shown —

SAPA
"

1Back Forward » History Favorites Personalize View Help

UJVN - Employee Self-Service IManager Self-Service Manager Self-Service System Administration Content Administration
Overview

D UJVN - Employee Self-Service = Overview

Working Time
| Back

Leave Request & Holidays
Create Leave Request
You can request leave and other types of absences here.
Leave Overview
You can display the Leave Overview and review, change, or delete existin g leave or other types of
absences here. You can also request additional leave.
View Time Account Balances
You can display your leave balance and other time account information he re
Public Holidays

Retrieve the list of public holidays for the current year. You can import these holidays into your
deskiop calendar.

il

o Click on create leave Request —

Leave Request: New

‘@ Send . @4 |
| @Sen &+ @4
- Calendar | TeamCalendar | TimeAccounls | Leave Requests
Type of Leave Start Date Starttime End Date End time Processor Status Absence hours. Used B
=
~ Leave Details Check

Type of Leave

* Type of Leave: [Casual Leave- UJVN ~

Description: Casual Leave- UJVN

General Data
* Start Date: | [1a]
* End Date: e
Begin Time: [00:00 )
End Time: (00:00 ]
Absence hours: | 0.00
Processor. |S.N Verma =]
Show Processors (3
New Note:

HCM - Employee Self Service
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o Select Leave type, from date, To date and enter comments -
Leave Request: New
i Send
- ~ Calendar Team Calendar Time Accounts ~ Leave Requests
Type of Leave Start Date Start time End Date End time
¥ Leave Details Check

Type of Leave

General Data

# Type of Leave
Description:

= Start Date

* End Date
Begin Time
End Time
Absence hours:

Processor [S.N Verma

New Note:

o Click on send button

Leave Request: New

- [Casual Leave- UJVN -|
Casual Leave- UJVN
- [13.02.2018 g
- [22.02.2018 (5]
- [00:00 |
- (00:00 |
( 0.00|
m]

Show Processors (3)

Flease approve my leavel

i Send

- ~ Calendar

Team Calendar ~ Time Accounts

o Click on Ok button —

HCM - Employee Self Service
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Leave Request: New

Earliest recalculation for time evaluation exceeded -
Display Help

Type of Leave

Type of Leave: Casual Leave- UJVN

General Data

Start Date: 13.02.2018
End Date: 22.02.2018
Begin Time: 00:00
End Time: 00:00
Absence hours: 63.00
Processor: 5.MN Verma
Show Processors (3}
Mote: Please approve my leave
Used: Casual Leave - UJVN:  9.00 Days

(oK ][ cancel y

i

o Leave request updated successfully —

@ Send 8ia

. Leave request was sent successfully
ounts I Leave Requests ‘h.

RRRSOILEE] Sarhae ST TSI REine 00y Sy bsence ol G =

Casual Leave- UJVN 13.02.2018 00:00:00 22022018 00:00:00 SN Verma Sent 83.00 9 Days

HCM - Employee Self Service
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3 CREATE REIMBURSEMENT REQUEST

3.1 PURPOSE

Employee can log on to the employee self-service to raise claim request.

3.2 PROCEDURAL STEPS

Logon to Portal:
The Employee should follow the steps below to enter portal
o Select internet explorer icon and double click on it.

o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvnl.c o % v = A
use i
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
=. P4 Search: Q- New Session SAP Store Log off
e’ Q WS s 9
» History Favortes Personalize View Help Welcome: Vinay K
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Content User.
Overview
UJVN - Employee Seff-Service > Overview Full Screen | Options ~
Employee Services
&s @4
- Map | Directoy | Index | ~ Upcoming Birthdays and Anniversaries
Personal Information =2] Careerand Development iy
. No Birtndays in Selected Month
In this area, you can use services to maintain and display @ You can maintain your appraisal documents, maintain your
your personal data. talent profile, and explore job opportunities. Anniversaries
@ Sun 01.04.2018 Satya Murti (01)
& Sun 01.04.2018 Gopal Singh (01)
Working Time ) Learning © Sun 01.04.2018 Payroll Test (02)
i
(U Next 1-307
In this area, you can use services to record your working The learning page offers you functions to find and participate e T e o
time, request leave, display your time account data and in suitab le courses. It gives you individual, personalized R RE= e Befiesn
display public holidays. access to the company’ s course offerings in the course
catalog. It also offers the learning pr ofile that helps you keep
track of leaming activities. ~ Related Links
(@@ | Benefits and Payments [
9% Quick Links
100 -
[S? Display the pians in which you are currently enrolled, enroll in Training Home MostFrequently Used
new ben efit plans, and download an enrollment form Display
your salary statemen t Create Leave Request
| Work Events Print Annual Property Return
o®) Deimhirsament Moditle - Claime | Advances )

o Click on Benefits and Payments —

HCM - Employee Self Service
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4Back Forward » History Favorites Personalize WView Help

UJVN - Employee Self-Service Manager Self-Service Manager Self-Service Sys
Overview

UJVN - Employee Self-Service = Overview

Benefits and Payments

‘ Back
-
an, Payment
% Salary Statement
You can view your most recent salary statement here.

Form 16

IT Declaration
Create, Edit, & View IT declaration
Leave Encashment

You can encash your extra leaves
Santion Order

Apply for sanctioning allowance

PF, GPF, PPO Letters

e
ﬁ Forms related to PF. GPF, and PPO letters
Download forms

o Click on Create —

HCM - Employee Self Service
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Advanced Claims - India

No requests for the selection criteria

Display Message Log

Active Queries

My Requests All Requests (0)

My Requests - All Requests

[»_Show Quick Criteria Maintenance |

Change Query

view: | [Standard View] ~|| [ create | GorDisplay | 47 Edit | [fj Delete | Reimbursement Eligibility | LTC Eligibility | & PrintRequest | [i]Information | 4 Refresh

Reimbursement Type | Reference Number =~ Creation Date From | Requested Value =~ Approved Value | Employee Name

Request Phase | Request Status

Approver

o Select Reimbursement Type — Mobile Bill, Request Type — Claim, Select mobile number from drop

down, Bill No. Bill date and requested amount shown below -

Create Request (Advanced Claims - India): Step 1 (Details)

Previous  Next (3)

»— 1 2 5 —f
Details Review

“ Reimbursement Type: |Mobile Bill

* Request Type: [Clam |
Requested Amount: 500.00
Off-Cycle Requested: ||
Tax Exemption Requested: [V]

£d Add Line [EQ Delete Line L Calculate

T ¥Line Mo: [*Mobile Mumber® [*Bill No.* |*Bill Date* [*Requested Amount

EDDG1 9999539993 w1111 02.02.2018

o Click on “l acknowledge & Accept”

[¥]1 Acknowledge & Accept| Terms and Conditions

Comments

o Click on Next button to validate the request —

HCM - Employee Self Service
For Internal Circulation Only
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Create Request (Advanced Claims - India): Step 2 (Review)
(1) Previous  Next(») | [E] Save Draft

Request validation is successful
»— 1 2 3o

Details Review Submit

o Click on Next - request will be created as shown below —

Create Request (Advanced Claims - India): Step 3 (Submit)
(¢ Previous  Next

Request validation is successful

Request created succesfully. Request number. 00000011000351.

Refresh the Qverview screen to view your request

3 —<f

Submit

»

Create New Request

Close Window

HCM - Employee Self Service
For Internal Circulation Only
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4 CREATE INCOME TAX DECLARATION REQUEST

4.1 PURPOSE

Employee can log on to the employee self-service to raise Income tax declaration request.

4.2 PROCEDURAL STEPS
The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[) UNNL Dehvrodun (UK) X )/ =7 SAP NetWeaver Portal X e

¢ - C |® Notsecure | sapsajunicoms

o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.
o Click on Benefits and Payments-

SAP4 Q S s
S Search L~ NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C E C & "

UJVN - Employee Seif-Service Manager Self-Service Manager Self-Service System Administration  Content Administration User Administration
Overview
UJVN - Employee Seif-Service > Overview Full Screen | Options ~

Employee Services

&4 @-
- Map | Directory | Index | ~ Upcoming Birthdays and Anniversaries
=) Personal Information =2 Careerand Development Bathdays
= . No Birthdays in Selected Month
4 In this area, you can use services to maintain and dispiay @ You can maintain your appraisal documents, maintain your .
your personal data. talent profie, and explore job opportunities. Anniversaries
© Sun 01.04.2018 SayalMurti (01)
© Sun 01.04.2018 Gopal Singh (01)
Working Time o[ e © Sun 01042018 Payroll Test (02)
i
ol Next 1307
In this area, you can use services to record your working : The leaming page offers you functions to find and participate e el A e —
time, request leave, display your ime account data and in suitab le courses. It gives you individual, personalized B Refiesh
display public holidays. access to the company’ s course offerings in the course:

catalog. It also offers the learning pr ofile that helps you keep

track of leaming activities. ~ Related Links

7, | Benefits and Payments
O i Quick Links

100 -
1| Display the plans in which you are currently enrolied, enroll in Training Home Most Frequently Used

new ben efi plans, and download an enroliment form.Display
your salary statemen t. Create Leave Request

Work Events Print Annual Property Return

o) Deimhirsament Modille - Claime | Advancas

HCM - Employee Self Service
For Internal Circulation Only
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o Click on IT Declaration —

Said

4Back Forward b History Favorites Personalize View Help

UJWN - Employee Self-Service Manager Self-Service IManager Self-Service Sys

Overview

D UJVN - Employee Seli-Service = Overview

Benefits and Payments

| Back
-
@@ Payment
ﬁ Salary Statement
You can view your most recent salary statement here.

Form 16

You can view or download Form 16 here.

Reimbursement Module - Claims / Advances

Create, Edit, & View claims / advances and their payment / repayment.
IT Declaration

Create, Edit, & View IT declaration

Leave Encashment

You can encash your extra leaves

Santion Order

Apply for sanctioning allowance

PF, GPF, PPO Letters

®%m
ﬁ Forms related to PF. GPF. and PPO letters
Download forms

HCM - Employee Self Service
For Internal Circulation Only
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o Click on create —

IT Declarations - India
|
E No requests for the selection criteria

Display Message Log

Active Queries
My Requests All Requests (0)

My Requests - All Requests

(»_Show Quick Criteria Maintenance | Change Query Define New Query Personalize

| View: | [Standard View] - [§ Create | 6o Display | #Edit | { Delete | |ZPrint Request | Form 128B | [3]information | % Refresh

Full Name Employee Number | IT - Declaration Type | Creation Date Employee Name Request Phase | RequestStatus | Tax Exemption Approved | Multiple Line =

o Select declaration type from drop down —

™

41 Back Forward » History Favorites Personalize View Help

UJVN - Employee Self-Service Manager Self-Service Manager Self-Service
Overview

UJVN - Employee Seli-Service = Overview

Create Request (IT Declarations - India): Step 1 (Det:

| Previous  Next (»)

— 1 =) Sl
Details Review Submit
# |T - Declaration Type: | k.

Housing (HRA / CLA J COA)
Income From Other Sources
Previous Employment Tax Details
Section 80C Deductions

Section 80 Deductions

HCM - Employee Self Service
For Internal Circulation Only
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Create Request (IT Declarations - India): Step 1 (Details)

Previous  Next ()
»— 1 2 3
Details Review n
* IT - Declaration Type: [Section 80C Deductions -
Actual Amount: 0.00
Proposed Amount: 0.00
Begin Date: |01.04.2017
End Date: |31.03.2018
|| Consider Actuals
L calculate
G *Line Number | Investments/Contributions Maximum Limit = Currency
‘10001 Payment towards Life Insurance Policy 9,999,999.00 INR
0002 Contribution to Superannuation Fund 9,999,999.00 INR
| 0003 Subscription o notified Central Government security (NSS) 9.999,999.00 INR
| .‘0004 Contribution to ULIP 9.999,999.00 INR

o Click on “l achnowledge and accept”

[J[I acknowledge and accept| Terms and Conditions

Comments

o Message will appear as shown below —

Evidence

Particulars

Particulars

Particulars

Particulars

Proposed Investment | Previous Approved Amount | Actual Amount

500
7000
8000
s00q

Create Request (IT Declarations - India): Step 2 (Review)

(4 Previous  Next (3) | [5] Save Draft

Request validation is successful
I» 1 : ¢ —f

Details Review Submit

o Request created —

HCM - Employee Self Service

For Internal Circulation Only
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41 Back Forward b History Favorites Personalize View Help
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration
Overview

UJWVN - Employee Self-Service > Overview

Create Request (IT Declarations - India): Step 3 (Submit)
i (1) Previous  Next
E Request validation is successful
(M) request created succesfully. Request number: 0000001100052.
(¥ refresh the Overview screen to view your request
LY 1 2 | 3 :__|

Details Review Submit

Create New Request
Close Window

HCM - Employee Self Service
For Internal Circulation Only
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S CREATE LEAVE ENCASHMENT REQUEST

5.1 PURPOSE

Employee can log on to the employee self-service to raise Leave encashment request .

5.2 PROCEDURAL STEPS
The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[) UNNL Dehvrodun (UK) X )/ =7 SAP NetWeaver Portal X e

¢ - C |® Notsecure | sapsajunicoms

Passorg

o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.
o Click on Benefits and Payments-

SAP4 Q S s
S Search L~ NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C E C & "

UJVN - Employee Seif-Service Manager Self-Service Manager Self-Service System Administration  Content Administration User Administration
Overview
UJVN - Employee Seif-Service > Overview Full Screen | Options ~

Employee Services

&4 @-
- Map | Directory | Index | ~ Upcoming Birthdays and Anniversaries
=) Personal Information =2 Careerand Development Bathdays
= . No Birthdays in Selected Month
4 In this area, you can use services to maintain and dispiay @ You can maintain your appraisal documents, maintain your .
your personal data. talent profie, and explore job opportunities. Anniversaries
© Sun 01.04.2018 SayalMurti (01)
© Sun 01.04.2018 Gopal Singh (01)
Working Time o[ e © Sun 01042018 Payroll Test (02)
i
ol Next 1307
In this area, you can use services to record your working : The leaming page offers you functions to find and participate e el A e —
time, request leave, display your ime account data and in suitab le courses. It gives you individual, personalized B Refiesh
display public holidays. access to the company’ s course offerings in the course:

catalog. It also offers the learning pr ofile that helps you keep

track of leaming activities. ~ Related Links

7, | Benefits and Payments
O i Quick Links

100 -
1| Display the plans in which you are currently enrolied, enroll in Training Home Most Frequently Used

new ben efi plans, and download an enroliment form.Display
your salary statemen t. Create Leave Request

Work Events Print Annual Property Return

o) Deimhirsament Modille - Claime | Advancas

HCM - Employee Self Service
For Internal Circulation Only
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o Click on Leave Encashment —

sang

4Back Forward #  History Favorites Personalize View Help

UJWN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration
Overview

p UJVN - Employee Self-Service = Overview

Benefits and Payments

‘ Back

@@ Payment

(=0
Salary Statement
You can view your most recent salary statement here.

Form 16

You can view or download Form 16 here.

Reimbursement Module - Claims / Advances

Create, Edit, & View claims [/ advances and their payment / repayment.
IT Declaration

[T declaration

Leave Encashment
You can encash your exira leaves

Santion Order
Apply for sanctioning allowance

®®. PF, GPF, PPO Letters
ﬁ Forms related to PF, GPF, and PPC letters

Download forms

HCM - Employee Self Service
For Internal Circulation Only
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o Click on Submit New request —

CAD A

4 Back Forward ¢ History Favorites Personalize View Help

r - — =
= L =
UJWN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration

Overview

UJVN - Employee Self-Service = Owverview

I% ! 1 I 2 3 — ]

Display and Edit Review and Send Completed

W Hide Time Accounts P Show Leave Encashments

Time Account Overview

Time Account Deductible from | Deductible to  Entitlement | Remainder !D
Earned Leave - UJVN | 1/1/2017 12/31/9999 240 240
Earned Leave - UJVN | 1/1/2018 12/31/9999 31 31

I [ Submit New Request | I

[4 Previous Step | | Review b] [Change | Delete | [Cancel ]

HCM - Employee Self Service
For Internal Circulation Only
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Enter comment —

b UJVN - Employee Self-Service = Overview

v 1 2
Dlsplay and Edit Review and Send

W Hide Time Accounts  p»_Show Leave Encashments

Time Account Overview
Time Account '
. Earned Leave - UJVN . 112017
1/1/2018

12/31/9939
12/31/9999

Eamned Leave - UJVN

Time Account:* |' Eamed Leave - UJVN
Leave Encashment Method:* | UJVN-Quota Compensat |
Days to Be Encashed:* [ 30 ]

Off-Cycle Payment: [v]

END USER DOCUMENT

IF/JN

LWL

Select Time account, leave encashment method, Days to be encashed, tick on Off-cycle Payment,

Deductible from | Deductible to | Entitiement | Remainder ||

240
31

240
3

To request or report leave, enter the required data in the fields below.To change or delete the existing leave encashment request
select the corresponding row in the table and click the Change or Delete button. To finalize action click Review.

Note for Approver: ‘ Please approve

(4 Previous Step | | Review B [Change |( Delete | [ Cancel]

o Click on review button —

W Hide Time Accounts  p_Show Leave Encashments

Time Account Overview

Time Account Deductible from | Deductible to | Entitlement
Earned Leave - UJVN  1/1/2017 12/31/9999 240
Eamned Leave - UJVN  1/1/2018 12/31/9999 N

Remainder
240
3N

select the corresponding row in the table and click the Change or Delete button. To finalize action click Review.

Time Account * |Eamed Leave - UJVN
Leave Encashment Method:* |UJVN-Quota Compensat « |
Days to Be Encashed:* [ 30 E

Off-Cycle Payment: =

|

Note for Approver "Please approve |

[4 Previous Step] [ Review B] [ Change | Delete | [Cancel]

HCM - Employee Self Service

For Internal Circulation Only
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o Click on send button, request will be created —

4 Back Forward »  History Favorites Personalize View Help

Lt B B

UJWN - Employee Self-Service Manager Self-Service Manager Self-Service
Overview

UJVN - Employee Self-Service = Overview

i» ‘ 2 3 —]
Review and Send Completed

@ Your request has been sent successfully
You have requested the following leave encashment:

Time Account: Earned Leave - UJVN
Leave Encashment Method: UJVN-Quota Compensation
Day To Be Encashed: 15

Off-Cycle Payment: [+]

Mote for Approver: Flease approve.

HCM - Employee Self Service
For Internal Circulation Only
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6 REQUEST FOR SANCTIONING THE ALLOWANCE

6.1 PURPOSE

Employee can log on to the employee self-service to raise request for Sanctioning the allowance.

6.2 PROCEDURAL STEPS
The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[) UNNL Dehvrodun (UK) X )/ =7 SAP NetWeaver Portal X e

¢ - C |® Notsecure | sapsajunicoms

o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
o Now system will take you to the home page of your Portal as shown below.

SAP4 Q S s
S Search L~ NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C E C & "

UJVN - Employee Seif-Service Manager Self-Service Manager Self-Service System Administration  Content Administration User Administration
Overview
UJVN - Employee Seif-Service > Overview Full Screen | Options ~

Employee Services

& @4
- Map Directory index | ~ Upcoming Birthdays and Anniversaries
== Personal Information =2 Careerand Development Bathdays
. No Birthdays in Selected Month
=== In this area, you can use services to maintain and display @ You can maintain your appraisal documents, maintain your 3
your personal data talent profile, and explore job opportunities. Anniversaries
& Sun 01.04.2018 Satya Murti (01)
@ Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning & Sun 01.04.2018 Payroll Test (02)
X
) Next 13 0f 7
In this area, you can use services to record your working - The leaming page offers you functions to find and participate Send E-Mall o Update Calendar e
time, request leave, display your time account data and n suitab le courses. It gives you individual, personalized =
display public holidays, access (o the company’ s course offerings in the course

catalog. It also offers the learning pr ofile that helps you keep

track of leaming activities. ~ Related Links

2@  Benefits and Payments
(O] &) i Quick Links
JS0 Training Home ~ Most Fraquently Used

Display the plans in which you are currently enrolied, enroll in
new ben efit plans. and download an enrollment form Display

your safary statemen t Create Leave Request

Work Events Print Annual Property Refurn

o) Deimhirsament Modille - Claime | Advancas

HCM - Employee Self Service
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o Click on Benefits and Payment below screen will be shown, Click on Sanction Order as per the
screen shot shown below —

1Back Forward » History Favorites Personalize View Help

UJVN - Employee Self-Service Manager Self-Service Manager Self-Service

Overview

UJVN - Employee Self-Service = Overview

Benefits and Pa_]_(ments

‘ Back
-
® @, Payment
@') Salary Statement
You can view your most recent salary statement here.
Form 16

You can view or download Form 16 here.

Reimbursement Module - Claims / Advances

Create, Edit, & View claims [ advances and their payment / repayt
IT Declaration

Create, Edit, & View IT declaration
Leave Encashment

¢ @_ PF, GPF, PPO Letters

|:!;] n-‘_u
%-) Forms related to PF. GEF, and PPO letters
Download forms

HCM - Employee Self Service
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o Below screen will be shown —

View: [[Standard View] ~|| PrintVersion Exporta Refresh 5
Sanction Req. Ref. | Sanction Order Type Request Status | Raise By(Emp ID) | Raise By(Name) = Sanction Date | Pending With(Emp ID) | Pending With(Name) | Next 1D} | Next Appro:
0000000062 FPPA (Family Planning Pay) Submitted 1 User 5

Santion Order Request

Select Sanction Order: | -

Sanction Order Request Date: | [1a]

_Submit ]

o Select allowance type and Date of Sanction for the allowance that need to get sanctioned, as per
below screen shot —

View: [[Standard View] ~]| PrintVersion Exports Refresh &
Sanction Req. Ref. | Sanction Order Type Request Status | Raise By(EmpID) = Raise By(Name) = Sanction Date | Pending With(Emp ID) | Pending With(Name) | Next Approver(Emp ID) | Next Approver(Name)
| oooooooos2 FPPA (Family Planning Pay) Submitted 1 User 5

Santion Order Request

Select Sanction Order: ‘BI’UBQDEUQ Services Plan Wise-Modem )
Sanction Order Request Date: (01.022018 [

o Click on submit button — request will be created for the allowance type —

Request submitted

View: [[Standard View] ~|| Print Version Exports Refresh B
Sanction Req. Ref. = Sanction Order Type Request Status | Raise By(Emp ID) Raise By(Name) Sanction Date =~ Pending With(Emp ID) = Pending Next Appi pID) NextAppi
| 0000000062 FPPA (Family Planning Pay) Submitted 17 User 5

Santion Order Request

Select Sanction Order: (Broadband Services Plan Wise-Modem  ~
Sanction Order Request Date: (01.02.2018 @

Submit

HCM - Employee Self Service
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Refresh to see the status for the Sanction Order request —

(¢]

View. |[Standard View] ~|| PrintVersion Export4 Refresh 8
Sanction Reg. Ref. | Sanction Order Type Request Status | Raise By(EmpID) Raise By(Name) | Sanction Date | Pending With(Emp ID) = Pending With(Name) = Next Approver(Emp ID) | Next Approver(Name)
0000000062 FPPA (Family Planning Pay) Submitted 1 User 5
0000000071 Broadband Services Plan Wise-Modem New " User 5 01.02.2018 00000050 S.N Verma 00000054 D.N Pant

HCM - Employee Self Service
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7 REQUEST FOR SANCTIONING THE ALLOWANCE

7.1 PURPOSE

Employee can log on to the employee self-service to raise request for obtain NOC.

7.2 PROCEDURAL STEPS

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvni.c o % v = A
use i
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
A Search: Q- New Session SAP Store Log off
e’ i
» History Favorlles Personalze View Help Welcome: Vinay K
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration Content Administration User Administration
Overview
UJVN - Employee Seff-Service > Overview Full Screen | Options +
Employee Services
&4 @-
- Map Directory. Index | ~ Upcoming Birthdays and Anniversaries.
Birthdays
Personal Information == Career and Development )
. No Birthdays in Selected Month
In this area, you can use services to maintain and display @ You can maintain your appraisal documents, maintain your 3
your personal data. talent profie, and explore job opportunIties. Anniversaries
& Sun 01.04.2018 SatyaMurti (01)
& Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning & Sun 01.04.2018 Payroll Test (02)
&
f Next 1-30f 7
In this area, you can use services to record your working The leaming page offers you functions to find and participate i S —
time, request leave, display your ime account data and in suitab le courses. It gives you Individual, personalized e P
display public holigays. access to the company’ s course offerings in the course:
catalog. It also offers the leaming pr offe that helps you keep
track of leaming activities. ~ Related Links
@@ | Benefits and Payments [ |
O] —)5—0 Quick Links
100 -
Q Display the pians in which you are currently enrolled, enroll in Training Home MostFrequentty Used
new ben efit plans, and download an enrollment form.Display
your salary statemen t Create Leave Request
@ Work Events Print Annual Property Retumn
Q) Beimhiirsemant Mndnia - Clzims | Advances ¥
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o Click on General Requests —

m o General Requests

Qd

In this area, you can raise for NOC request and display the
details of NOC requests, Annual Property return.

o Click on NOC Request —

4 Back Forward » History Favorites Personalize View
UJWVN - Employee Self-Service Manager Self-Senvice

Overview

D UJVN - Employee Self-Service = Overview

General Requests
‘ Back

NOC Request

Submit Annual Property Return
Print Annual Property Return
Print Annual Property Return

HCM - Employee Self Service
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o Click on Create NOC Request —

NOC Creation
NOC Request Number: (0000000000 | NOC Code: CreationDate: | [
Status: | v]
[ Searchff [ [} Create NOC Request |
| view: [[Standard View] w|| PrintVersion Export 4

o Below screen will be shown —

NOC Creation - New

Personnel No.. |00000011 User 5
Date: [20.02.2018 (g

* NOC Code: | )

[ [3s Proceed to Creation | [ 3¢ Cancel |

o Select NOC type from help —

Select: NOC Code [

Hide Advanced Search Result <= 500 items Go |
NOC Code: | @‘ NOC Text: ‘ |
Items (8)
NOC Code = | NOC Text
[ ] NOO1 New Passport and Renewal
| noo2 Higher Education
|| ~oo3 Outside Appointment
|| ~oos Deputation to other Department
| N0OOS Purchage or Sell property
| noos Lecture
| nNoo7 Conduct Interview
| ~oos Applying for VISA

HCM - Employee Self Service
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o Click on Proceed to creation —

NOC Creation - New

Personnel Mo.. | 00000011 User &
Date: [20.02.2018 (&)

ode: |NOO 7| |New Passport and Renewal

[ [3 Proceed to Creation || 3¢ Cancel |

o Fill all the required fields —

NOC for New Passport / Renewal

Information to be furnished with regard to "No Objection Certificate" for Renewal/New Pass Port to visit
abroad in accordance with provision contained in B.O.N0.367-G-SEB-K-I-142A/1980 dated 24-2-1981

Name of officer: [Vinay ]

Desgination [Software Engineer
Fathers / Husband's Name: |Arjun Singh | Dehradun
If Permanent, state date of confimrtaion together with post: (01012013 | FemzrELiE
Name of the countries fo be visited [UnitedKingdom | If temporary, state ate of regular appointment in the Board/Nigam:  [NA
Tour

Complete postal address/addresses during stay abroad:

Purpose of visiting abroad ‘

Total Period of leave required for visiting abroad: (30 T @
SHLERE I TE IEC SEEAEES [Fixea depos Approx. amount to be incurred on proposed visit abroad: (200000
Whether 'No Objection certificate’ has already been rejected in past: [No =] e ——

NA
Written undertaking to be given to the affect that What was the Purpose of visit abroad if performed in past:
The applicant will not extend his leave after expiry of sanctioned leave referred:  [Yes )

ats12(d)above;

Visit is purely for private affairs & during his visit/Stay abroad he will not induige: |Yes |
he will not indulge in any political or anti social activity:

No departmental action is continuing and that in the event of his/her temporary [Yes ~]
absence the proceeding would not have any adverse affect on the same:

No Board's/Nigam's dues of misc. advantage of high order or of orger:  [Yes  ~|
or of exorbitant amount is pending against him fher
No Vigilance (State or Board) enquirly is against him/ner: [Yes [=]

o Click on submit —

E‘-;'Submit |

o NOC request is created —

Data Updated

NOC Creation - New

Personnel No.: | 00000011 User 5
Date: (20022018 [
* NOC Code: |N0OO1 New Passport and Renewal

NOC for New Passport / Renewal

HCM - Employee Self Service
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8 SUBMIT ANNUAL PROPERTY RETURN

8.1 PURPOSE

Employee can log on to the employee self-service to raise request for obtain NOC.

8.2 PROCEDURAL STEPS

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvni.c o % v = A
use i
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
AP 4 Q
A Search: Q- New Session SAP Store Log off
e’ i
» History Favorlles Personalze View Help Welcome: Vinay K
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration Content Administration User Administration
Overview
UJVN - Employee Seff-Service > Overview Full Screen | Options +
Employee Services
&4 @-
- Map Directory. Index | ~ Upcoming Birthdays and Anniversaries.
Birthdays
Personal Information == Career and Development )
. No Birthdays in Selected Month
In this area, you can use services to maintain and display = You can maintain your appraisal documents, maintain your 3
your personal data. talent profie, and explore job opportunIties. Anniversaries
& Sun 01.04.2018 SatyaMurti (01)
& Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning & Sun 01.04.2018 Payroll Test (02)
&
W 0 Next 1-30f 7
In this area, you can use services to record your working The leaming page offers you functions to find and participate i S —
time, request leave, display your ime account data and in suitab le courses. It gives you Individual, personalized e P
display public holigays. access to the company’ s course offerings in the course:
catalog. It also offers the leaming pr offe that helps you keep
track of leaming activities. ~ Related Links
=@  Benefits and Payments [ |
@ -)5—0 Quick Links
100 -
Q Display the pians in which you are currently enrolled, enroll in Training Home MostErequentty Used
new ben efit plans, and download an enrollment form.Display
your salary statemen t Create Leave Request
| Work Events Print Annual Property Retumn
Q) Beimhiirsemant Mndnia - Clzims | Advances ¥
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o Click on General Requests —

m o General Requests

Qd

In this area, you can raise for NOC request and display the
details of NOC requests, Annual Property return.

o Click on Submit Annul Property Return

: ‘l - '

e

4Back Forward » History Favorites Personalize WView
UJVN - Employee Self-Service Manager Self-Service

Overview

D UJVN - Employee Self-Service = Overview

General Requests

| Back

NOC Request

[Submit Annual Property Return

Print Annual Property Return
Print Annual Property Return

HCM - Employee Self Service
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Enter Year for which Property to be declared —

(¢]

(¢]

o

END USER DOCUMENT

Annual Property Return

= Enter Year: (2015

| Submit |

Click on submit button , below screen will be shown —

(@) S fere ferier ure @1 araa amfy a8t g1
# GAgaRT HrvT SxauYa 64, b B o ol srw el A8 81 aft 72 gag v B¢ s sy g
PRAB g, <t 3ruH deerrafa orafiy ot daadfa giaon & Greon SEmE

(@) 37 fore s e s vt 81

ooy fufies
ENE R n R R R

T GARaRT Hvn SR 6 5 7 e rer 3 e wwrhy @ @nfiadt @fied

ayfiy wrer
View: | Testing -|

T ki i

FATHSH

DEHRADUN BADONWALA BADON WALA 110

e |l

T THFRGIFR | WS
DEHRADUN DEHRADUN J

01.01.2017

st 1 ¥, o 2R F R Do R w A | affe oow | sgmfe A | feomd

40,000.00 5.000.00 REMARKS

g He | s @ 3, aft el 1 & A 9 o B i | s A S Ry st R  ed wRars ¢ | affe fhum | sEita e | ool

1 01.01.2017 01012017

Click on append row to enter data —

ftr wwET

View: | Testing

'||

EEUGY
|DEHRADUN

Append Row | Delete Save

LRSI

BADONWALA

1,000.00

I gH Uss H
BADON WALA 110
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o Click on Save to save the entered data —

ayftr Frer
View:(Tesing || |Append Row De\el 8.
Ecere it umH PER CRen) ififa o i, af oifa 1 eft & 6 oEF s F e | arfife woRa | srEfe geg | R
DEHRADUN BADONWALA BADON WALA 110 01.01.2017 40,000.00 5.000.00 REMARKS
|Rishikesn Adarsh Nagar 20 01012017 5000 5000 Remarksal

o Message will appear —

a1 TR

Data Saved for Hf&f SrIaT

o Save all kinds of Property and press next —

o Click on submit button —

e grafyy o1 ard s vty @ 3, Srae e ofifo & oo wg & e a9 4 afie gn

o Message will appear, Annual Property Return submitted -

@
Annual Property Return Submitted

aa argf
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9 SUBMIT ANNUAL PROPERTY RETURN

9.1 PURPOSE

Employee can log on to the employee self-service to raise request for obtain NOC.

9.2 PROCEDURAL STEPS

The Employee should follow the steps below to enter portal

o Select internet explorer icon and double click on it.
o Enter the site address http://sapsrv.ujvnl.com:50200/irj/portal, the system will display the screen as
follows:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvni.c o % v = A
use i
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
AP 4 Q
A Search: Q- New Session SAP Store Log off
e’ i
» History Favorlles Personalze View Help Welcome: Vinay K
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration Content Administration User Administration
Overview
UJVN - Employee Seff-Service > Overview Full Screen | Options +
Employee Services
&4 @-
- Map Directory. Index | ~ Upcoming Birthdays and Anniversaries.
Birthdays
Personal Information == Career and Development )
. No Birthdays in Selected Month
In this area, you can use services to maintain and display = You can maintain your appraisal documents, maintain your 3
your personal data. talent profie, and explore job opportunIties. Anniversaries
& Sun 01.04.2018 SatyaMurti (01)
& Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning & Sun 01.04.2018 Payroll Test (02)
&
W 0 Next 1-30f 7
In this area, you can use services to record your working The leaming page offers you functions to find and participate i S —
time, request leave, display your ime account data and in suitab le courses. It gives you Individual, personalized e P
display public holigays. access to the company’ s course offerings in the course:
catalog. It also offers the leaming pr offe that helps you keep
track of leaming activities. ~ Related Links
=@  Benefits and Payments [ |
@ -)5—0 Quick Links
100 -
Q Display the pians in which you are currently enrolled, enroll in Training Home MostErequentty Used
new ben efit plans, and download an enrollment form.Display
your salary statemen t Create Leave Request
| Work Events Print Annual Property Retumn
Q) Beimhiirsemant Mndnia - Clzims | Advances ¥
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o Click on General Requests —

m o General Requests

O In this area, you can raise for NOC request and display the
details of NOC requests, Annual Property return.

o Click on Print Annul Property Return

Sarg

4 Back Forward » History Favorites Personalize View

o C

LLIWN - Employee Self-Service Manager Self-Service
Overview

D UJWN - Employee Self-Service > Overview

General Requests
‘ Back

NOC Request
You can apply for NOC requests.

Submit Annual Property Return

Print Annual Property Return
Print Annual Property Return
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o Enter Year —

Annual property report
[Menu ] | [ | 4 [Save as variant... ][ Back ][ Exit |[ Cancel | System 4] | [ Execute ]

Annual property report

Year Iml

o Click on Execute —

Annual property report
(Menua] | | | 4 [Save as Variant . |[ Back [ Exit ][ Cancel ][ System 4| | [ Execute |

Annual property report

Year [2016]
o Annual Property Return form will be printed —

Print Preview, Document 1 of 1
(Menua] | [ | 4 [Back [ Exit | Cancel [ System 4] |

(@) @& foy s um ome dufw g |
ﬁmm,ﬁww!mﬁ%%ﬁamﬁwﬁﬁﬂm/ﬁwﬁfﬁil

qufs el R4 @

wwg | ded

BADONWALA DEHRADUN [BADON 140000.00 REMARKS
JALA

RDARSH RISHIKESH I5000.00 REMARKSA
AGAR
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