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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 
V01 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:  

 
 

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. 
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o Click on working Time, below screen will be shown – 

 
 

o Click on create leave Request –  
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o Select Leave type, from date, To date and enter comments - 
 

 
 

o Click on send button 
 

 
 
 

o Click on Ok button –  
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o Leave request updated successfully – 
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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:  

 
 

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 –  
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o Click on Create – 
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o Select Reimbursement Type – Mobile Bill, Request Type – Claim, Select mobile number from drop 

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

 
o Click on “I acknowledge & Accept” 

 
o Click on Next button to validate the request – 
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o Click on Next  - request will be created as shown below – 
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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:  

 
 

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- 
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o Click on IT Declaration – 
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o Click on create – 
 

 
 

o Select declaration type from drop down – 
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o Enter Investment details/Contribution –  

 

 
 

o Click on  “I achnowledge and accept” 
 

 
 

 
o Message will appear as shown below – 

 

 
 

o Request created – 
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5 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:  

 
 

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- 
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o Click on Leave Encashment – 
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o Click on Submit New request – 
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o Select Time account, leave encashment method, Days to be encashed, tick on Off-cycle Payment, 
Enter comment – 

 

                          
 

o Click on review button – 
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o Click on send button, request will be created – 
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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:  

 
 

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. 
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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 – 
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o Below screen will be shown – 
 

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

below screen shot – 
 

 
 
o Click on submit button – request will be created for the allowance type – 
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o Refresh to see the status for the Sanction Order request – 
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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:  

 
 

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. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 

 



                    END USER DOCUMENT                                
 

HCM – Employee Self Service 

For Internal Circulation Only 

o Click on General Requests – 
 

 
 
o Click on NOC Request – 
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o Click on Create NOC Request – 
 

 
 
o Below screen will be shown – 

 

 
 
o Select NOC type from help – 
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o Click on Proceed to creation – 
 

 
 
o Fill all the required fields – 
 

 
 
o Click on submit – 
 

 
 

 
o NOC request is created – 
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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:  

 
 

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. 
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o Click on General Requests – 
 

 
 
o Click on Submit Annul Property Return  
 

 
 
 
 
 



                    END USER DOCUMENT                                
 

HCM – Employee Self Service 

For Internal Circulation Only 

o Enter Year for which Property to be declared – 
 

 
 
o Click on submit button , below screen will be shown – 
 

 
 
o Click on append row to enter data – 
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o Click on Save to save the entered data – 

 

 
 
o Message will appear – 
 
 

 
 
o Save all kinds of Property and press next – 

 
o Click on submit button – 
 

 
 
o Message will appear, Annual Property Return submitted - 
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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:  

 
 

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. 
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o Click on General Requests – 
 

 
 
o Click on Print Annul Property Return  
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o Enter Year – 

 

 
 
o Click on Execute – 

 

 
 
o Annual Property Return form will be printed – 

 

 
 
 
 


