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2 APPROVE LEAVE REQUEST

2.1 PURPOSE

Employee can log on to the manager self-service to approve the leaves raised by the employees.

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:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvnl.c o % v = A
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
AP Search: Q- New Session SAP Store Log off
SAPg R YE s g
» 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 leaming page offers you functions to find and partcipate 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 [
O) T 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 .
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o Click on Manager Self-Service

sacgg

4 Back Forward » History Favorites Personalize View Help

= = = = =] | =

Manager Self-Service Employee Self-Service Manager Self-Service UJWH - Employee Seli-Service Content Administration User Administration System Administration

Overview

Home

Work Overview

IT Declaration Approval
Reimbursement Approval
Leave Encashment Tasks
Manager Appraisal Approval
Reviewer1 Apprisal Approval

Reviewer2 Apprisal Approval

Sanction Application

Raise Transfer Request

Manager Self-Service = Overview > Work Overview

| Active Queries

Workflow Tasks Nofifications (2)] Work ltems (0]
Time Mar Leave Approval (1) MWorking Time Approval (00 Clock-In/OQut Approval (01
Birthdays and Anniversaries Current Month (0) Mext Month (01 Previous Month {0}
Task Monitoring Current Month (0) Mext Month (0) Previous Month {0}

Workflow Tasks - Notifications

[+ _Show Quick Griteria Mai |

View: |[Standard View]

Delete | Resubmit Refresh Print Version Export 4

Ty Priority | From Sent On
Medium HR-CTME 16.01.2018
| medium HR GTMZ 25012018

o Click on Work Overview.

seegg

4 Back Forward ¥ History

=

Favorites Personalize View Help

I

= = =

=@ =

Manager Self-Service Employee Self-Service Manager Self-Service UJVN - Employee Seli-Service Content Administration User Administration Systemn Administration

Overview

Home

Work Overview

IT Declaration Approval
Reimbursement Approval

Leave Encashment Tasks

Manager Appraisal Approval

Reviewer! Apprisal Approval
Reviewer2 Apprisal Approval
‘Sanction Application

Raise Transfer Request

Manager Self-Service = Overview = Work Overview

Active Queries

Workflow Tasks N )| Work Hems (0)
Time Leave Approval (1) Working Time Approval (01 Cleck-In/Oul Approval i0}
Birthdays and Anniversaries Current Month {0) MNext Month (0] Previous Month (0)
Task Monitoring Current Month (07 Mexi Month {0} Previous Month (0}

Workflow Tasks - Notifications

[ Show Quick Criteria Maintenance |

View: |[Standard View] w|| Delete | Resubmit Refresh Print Version Export.

"u—;“ Friority | From SentOn
Medium HR-CTME 16.01.2018
|| wegium HR CTM2 25012018

o Click on Leave approval —

SAE

4 Back Forward v History Favorites Personalize View Help

-

= @ = e = =

Manager Self-Service Employee Self-Service Manager Seli-Service UJVN - Employee Seli-Service Content User System Administration

Overview

Home

Work Overview

IT Declaration Approval
Reimbursement Approval
Leave Encashment Tasks
Manager Appraisal Approval
Reviewer! Apprisal Approval

Reviewer2 Apprisal Approval

Sanction Application

Raise Transfer Request

Manager Seli-Service > Overview > Work Overview

| Active Queries

Workflaw Task:

Time Manageme: Clock-InfQut Approval (0}
Birthdays and Anniversaries €xt Month (0} Previous Month (0)
Task Monitoring Current Month (0} Next Month (0} Previous Month (0)

* Show Quick Criteria Mainienance
View: |[Standard View] ~|| Delets | Resubmil Refresh Print Version Export.a

er| Priority | From Sent On
Medium HR-CTME 16.01.2018
D Medium HR CTM2 2501.2018
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POWL Inbox
Active Queries
Workflow Tasks Moftifications (2) Work Items (0)
Time Management [[8ave Approval (1)) VWorking Time Approval (0) Clock-In/Out Approval (0}
Birthdays and Anniversaries Current Month (0) Mext Month (0} Previous Manth (0)
Task itoril Current Month (0) Mext Month (0) Previous Month
Time Management - Leave Approval
View: [SAPIniial ~]| Approve Print Version Export 4
5| Type of Leave Owner Start Date Start Time End Date End Time Status Used
El Casual L eave- UJVN User5 13.02.2018 00-00:00 2202.2018 00-00:00 Sent 9 Days
o Click on leave to approve, below screen will appear —
Approve Casual Leave- UIVN, User 5, 13.02.2018-22.02.2018, New
+ Approve  SgReject « Previous  Next B
- Calendar Team Calendar |~ Time Accounts | Leave Requests |
View: [February  ~](2018  ~] apply
« February 2018 March 2018 April 2018 »
CEENEEE EEENEES -
EmE ot el
Absent  Multiple Entries | Sent [ Deletion Requested  Non-Working Day
Holiday
Em—
Type of Leave Additional Data
Type of Leave: |Casual Leave- UJVN Reason:

Description: Gasual Leave- UIVN

General Data
Start Date: [13.022018
End Dale: [22.02.2018
Begin Time: (0000
End Time: (0000
Absence hours:

Processor; [SN Verma

ow Processors (3)

Last Note: [20.02.201 10.42:20 User §
Please approve my leave

63.00,

Hewr Note:

HCM - Employee Self Service
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o Enter comments and click on approve button —

Approve Casual Leave- UIVN, User 5, 13.02.2018-22.02.2018, New

Approve Reject Previous

Mext

Leave request was approved successfully

.Cale ndar Team Calendar

Time Accounts

| Leave Requests |

j View: [February  »|[2018 | appiy
L] February 2013 March 2013 April 2018 3
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr S5a Su Mo Tu We Th Fr Sa Su
5|28 (3311|2354 BE2T|28) 1 (2|3 |5S 13|26 |27 (28 |20 | 30| 31 |1
6|95 (8|7 |8 (9 |10 100 5|8 (7 (8|9 |10 5 14| 2 |3 |4 |5 |8 | T B8
7| 12 AR R 11| 12 | 13 | 14 |15 |16 |17 [ 18| 15 O (10| 11 | 12|13 | 14 | 15
E 19.21 B 23 |24 (35| 12|19 |20 (21 |22 |23 |24 |@%| 15 16|17 |18 |18 |20 21 |22
p| 2827|281 213 |4 13 26 | 27 (28 |20 | 30 AN i7/ 23 |24 |25 |26 | 2T | 28 | 29
wslal7e] ol 14| 2 (3|4 |5 (8| T (8| 18(30|1]|2(3|4 | 6|48
Absent Multiple Entries Sent [l Delétinn Requested Mon-Working Day
Haoliday

 Leave Details

Type of Leave

Type of Leave:

Description:

General Data

Start Date:

End Drate:
Begin Time:
End Time:
Absence hours:

Processor:

Last Nole:

Mew Note:

Casual Leave- UJVHN
Caszual Leave- UJWVHN

13.02.2018
22022018
00:00
00:00

S.M Verma

Show Processors (3]

20.02.2018 10:42:20 User 5
Pleaze approve my leave

approved.

Leave request is approved at current level and forwared to further level if any.

HCM - Employee Self Service
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3 APPROVE REIMBURSEMENT REQUEST

3.1 PURPOSE

Employee can log on to the manager self-service to approve reimbursement request raised by the
employees.

3.2 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 Debrsdun (UK) X / 227 SAP Neti e - X
< C | ® Notsecure | sapsv.ujvn.co o % v = A
use g
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
SAP Search Q.+ | NewSession = SAPStore | Logof
SAP, WS s g
» History Favorites Personalze 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
&s @4
- Map | Directoy | Index | ~ Upcoming Birthdays and Anniversaries
5] Personal Information =2] Careerand Development SRS
= . No Birtndays in Selected Month
J 1t area, you can use services o malnain ana dspiay U8 You can maintain your appraisal documents, maintain your
your personal data talent profile, and explore job opportuniies. 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
ul Next 1-307
In his area, you can use services to record your working : T learming page offers you functions o find and participate e e —
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 ofle that helps you keep
track of leaming activities. ~ Related Links
@  Benefits and Payments
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
@ | WorkEvents Print Annual Property Return
o) Deimhiirsemant Madnla - Claims | Aduancas )

HCM - Employee Self Service
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Click on MSS-Payroll

SAng

4 Back Forward »

=

System Administratio

Overview

History Favorites Personalize Wiew Help

et

UJVN-Employee Self-Service

=

Manager Seli-Service

=

User Adminisiration

=

Content Administration

n MS5 - Payroll

o

Home:

Work Overview

Manager

Click on Reimbursement approvals —

IT Declaration Approval
Reimbursement Approval
Leave Encashment Tasks
Manager Appraisal Approval
Reviewer1 Apprisal Approval
Reviewer2 Apprisal Approval

‘Sanction Application

Raise Transfer Request

I > Overview > Approval Full Streen
Advanced Claims - India: Step 1 (Approver Overview)
Previous  Next (3)
records found for the selection.
1] 3
" L1 2 Sl
Approver Overview  Review  Complele
Approver Search
Employee Number. (00000000 )
Reference Number: [ )
Type: AN =
Request Type:
Creation Date:  [01.01.1500 T (31129999
Display Records
Approver Overview
&, Set Approve Status (¢ Set Reject Stalus ¢ Display Request 47 Edit Requsst (3 Print Request % Resst 12

T E. | Employee Number Reimbursement Type ‘ Reference Number Creation Dale | Batance Value | Requested Value | Approved Value Currency / Unit Text Approver Degision
|:| User | 00000011 Mobile Bill Claim:0000001100051 20.02.2018 500.00- 500.00 500.00 INR None "
=
D Di... | 00000055 Mobile Bill Claim:0000005500032 16.02.2018 623.00- 123.00 12300 INR None -4
=
o Select request and click on set as approval —
Advanced Claims - India: Step 1 (Approver Overview)
Previous  Mext (B (7]
[ |
» taf £
Approver Overview  Review
Approver Search
Employes Number: (00000000 |
Reference Number: | ]
Reir Type:  |-Al- =
Request Type:
Creation Date:  [01.01.1300 (31129898
Display Records
Approver Overview
Set Reject Status 60" Display Reguest  #” Edit Request (& Print Request % Reset B
§ E.  Employee Number R Type Number Creation Date Balance Value Requested Value Approved Value Currency / Unit Text Approver Decision
ﬂ User 00000011 Mobile Bill Claim:0000001100051 20.02.2018 500.00- 500.00 500.00 INR Approve ==
=
D Di... | 00000055 Mobile: Bill Claim-0000005500032 16.02.2018 623.00- 123.00 123.00 INR None -
=

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

Advanced Claims - India: Step 1 (Approver Overview)

o7 —

Approver Overview  Review

Approver Search
Employes Number: (00000000 ]

Number: | )

=]

Reir tType:  [-AN-

Request Type: |- All-

Creation Date:  [01.01.1800 @ [3112.9399 e

Display Records

Approver Overview

&, Set Approve Status  [§ Set Reject Status 6" Display Request 47 Edit Request (S Print Request 5 Reset s
" E Employes Number Reimbursement Type | Reference Number Creation Date Balance Value Requsstad Valus Approved Valus Currency / Unit Text Approver Decision
‘—I User 00000011 Wobile Bill Claim-0000001100051 20022018 500.00- 500.00 500.00 INR Approve =
rl !E'\,, 00000055 Wobile Bil Claim:0000005500032 16.02.2018 623.00- 123.00 12300 INR Hans =

o Review the claim request and click next —

Advanced Claims - India: Step 2 (Review)

romd (w0 ] °

» st 2 I —

Approver Overview  Review  Gomplete

Approved List
&

Employes Name Employee Number | Reimbursement Type | Reguest Type Creation Date Balance Value Requested Value Approved Value Currency [ Unit T... | Approver Decision

i:l User 5 00000011 Mobile Bill Claim:0000001100051 20.02.2018 500.00- 500.00 500.00 INR Approve
o Reimbursement request is approved —

Advanced Claims - India: Step 3 (Complete)

@ Previous  Mexi

Request 0000001100051 changes are saved successfully

I 2 3—

Hevie Complete

Goto Overview Screen
Cloze Window

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

4.1 PURPOSE

Employee can log on to the manager self-service to approve Income tax declaration request raised
by the employees.

4.2 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 Debrsdun (UK) X / 227 SAP Neti e - X
< C | ® Notsecure | sapsv.ujvn.co o % v = A
use g
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
SAP Search Q.+ | NewSession = SAPStore | Logof
SAP, WS s g
» History Favorites Personalze 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
&s @4
- Map | Directoy | Index | ~ Upcoming Birthdays and Anniversaries
5] Personal Information =2] Careerand Development SRS
= . No Birtndays in Selected Month
J 1t area, you can use services o malnain ana dspiay U8 You can maintain your appraisal documents, maintain your
your personal data talent profile, and explore job opportuniies. 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
ul Next 1-307
In his area, you can use services to record your working : T learming page offers you functions o find and participate e e —
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 ofle that helps you keep
track of leaming activities. ~ Related Links
@  Benefits and Payments
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
@ | WorkEvents Print Annual Property Return
o) Deimhiirsemant Madnla - Claims | Aduancas )

HCM - Employee Self Service
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o Click on MSS-Payroll

LWL

Seod

4 Back Forward ¢ History
1=

System Administration

Overview

Favorites Personalize View Help

5| © B

Manager Self-Semvice UJVN-Employee Seli-Service Confent Administration

o Click on IT declaration —

Overview

Home:
Waork Overview

IT Declaration Approval

Reimbursement Approval

Manager Self-Service = Owverview = |T Declaraticn Approval

|5

User Adminisiration

MSS - Payroll

IT Declarations - India: Step 1 (Approver Overview)

Previous  Mext (¥

. 2 records found for the selection.

Leave Encashment Tasks I Eﬂj 2 f —

Manager Appraisal Approval Approver Overview Review Complete

Reviewer1 Apprisal Approval

Reviewer2 Apprisal Approval

Sanction Application

Raise Transfer Request

Approver Search

Employes Number: 00000000

IT - Declaration Type: |- All-

-

Creation Date:  |01.01.1800 [31.12.9998 ia
Dizplay Records
o Click on set as approve —
Approver Overview
Set Reject Status 60" Display Request 4 Edit Request (S Print Request 7 Reset

Ty Employ... | Employee Number IT - Declaration Type Creation Dale Approver Decision
Test 00000010 Section 50C Deductions 13.12.2017 Hone
Rananer

D Payroll 00000037 Section 80C Deductions 13122017 None
Test?

o Click on Next —
IT Declarations - India: Step 1 (Approver Overview)
‘ Previous| (7]
Approver Overview  Review  Complete
Employee Number: (00000000 J
IT - Decaration Type:  [-AlL- ~
Groation Date:  [01.07.1800 % (31125099 iz
Approver Overview
&, set Approve Status | [ Set Reject Status 6 Display Request 7 Edit Request (s Print Request 5 Reset I

| Employ... ‘ Employee Number IT - Declaration Type Creation Date Approver Decision
Test 00000010 Section 0C Deductions 13122017 Approve =)
Mananar

D Payroll 00000037 Section 50C Deductions 13122017 None =
Test?

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

O
IT Declarations - India: Step 2 (Review)
» 1) 2
Approver Querview  Review  Complete
Approved List

Employee Name

|| TestManager

Employes Number

END USER DOCUMENT

IT - Declaration Type.

00000010 Section 80C Deductions

Income tax declaration approved —

IT Declarations - India: Step 2 (Review)

@ Previous

I»

Mext @
Request 0000001100051 changes are saved successiully
3—o
Complete

Goto Overview Screen

Close Window

HCM - Employee Self Service
For Internal Circulation Only

Creation Date

13.12.2017

Approver Decision
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5 APPROVE LEAVE ENCASHMENT REQUEST

5.1 PURPOSE

5.2 PROCEDURAL STEPS

HCM - Employee Self Service
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6 APPROVE SANCTION ORDER REQUEST

6.1 PURPOSE

Employee can log into MSS to approve Sanction order request raised by users.

6.2 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:

[ UMNL Dehradun (UK) X / T SAP NetWeaver Portal e 4 X
<« C | ® Not secure | sapsv.ujvnl.com:50200/irj/portal o ¥ v = A :
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.
,;. D4 Search: Q. New Session SAP Store Log off
» History Favorites Personalize View Help Welcome: Vinay K
UJVN - Employee Self-Service IManager Self-Service Manager Seff-Service System Content User
Overview
Employee Services
& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthd:
== Personal Information == Career and Development sy
. No Birthdays in Selected Month
—====J Inthis area, you can use services to maintain and display 'r 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
r 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 ‘Send E-Mail to Update Calendar bapaks
time, request leave, display your time account data and in suitab le courses. It gives you individual, personalized o
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
710 Benefits and Payments
@® ) 2 Quick Links
-
Q Display the plans in which you are currently enrolled, enroll in Training Home MostEmquentivilised
new ben efit plans, and download an enroliment form Display
your salary statemen t. Create Leave Request
«® Work Events Print Annual Property Return
Qv Daimhirsemant Madils - Claime | Advancas S

HCM - Employee Self Service
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o Click on MSS-Payroll

LWL

g

4 Back Forward ¢ History

=

System Administration

Overview

Favorites Personalize View Help

= = =

IManager Seli-Service

UJVN-Employee Self-Service Content Administration

o Click on Sanction Application —

PR Manager Self-Service
Home

Work Overview

Overview > Sanclion Appiication

| View:([Standard View] ~]| Printversion Export Refresh

User Administration MSS - Payroll

IT Declaration Approval

| | sanciion Req_Ret. | Sanciion Order Type

Request Status | Raise By(Emp D) | Raiss By(Name) | Sanction Dats | Pending With(Emp ID) | Pending With(Name) | Next Approver(Emp ID) | Next ApprovertName) ||

Reimbursement Approval ] 000000zt

Leave Encashment Tasks.
Manager Appraisal Approval
Reviewer1 Apprisal Approval

Revicwer2 Apprisal Approval

‘Sanction Application

Raise Transfer Request

o Click on Sanction Order Request number to approve Sanction order, below screen will appear —

Sanction order

Broadband Services Plan Wise-Modem  New "

User 5 01022018

00000050

SN Verma 00000054

Action

Reject

Request Details

Raised By:

Sanction Crder Ref. Mo.:
Sanction Order Type:
Request Status:

Approvers Comments

oooooo11 Users

0000000071

011 Broadband Services Plan Wise-Modem
01

Approver 1: [S.N Verma

HCM - Employee Self Service
For Internal Circulation Only
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o Enter comments and click on approve button to approve the request —

Sanction order

LWL

Raised By: 00000011 | Users
Sanction Qrder Ref. Mo.: [0000000071 |

Sanction Crder Type: |S011 | Broadband Services Plan Wise-Modem
Request Status: |01 |

Approvers Comments

Approver 1. |S.N Verma | [approved |

o Request approved —

Mo

Request approved

Sanction order

Action

Approve Reject

Request Details

Raised By: 00000011 | Users
Sanction Order Ref. No.: |0000000071 |

Sanction Order Type: [S011 | Broadband Services Plan Wise-Modem
Request Status: |01 |

Approvers Comments

Approver 1: |S.N Verma | [APPROVED.

HCM - Employee Self Service

For Internal Circulation Only
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7 APPROVE NOC REQUEST

END USER DOCUMENT

LWL

7.1 PURPOSE

Employee can log into MSS to approve Sanction order request raised by users.

7.2 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:

[} UVNL Dehradun (UK) X ) 27 SAP NetWeaver Porta

<« C | ® Not secure | sapsrv.ujvnl.com:50200/irj/portal o ¥ v = A :

Copyright® SAP AG. All ighis Reserved.

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 A~ | NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C C "~ B ¢

Manager Self-Service

UJVN - Employee Self-Service Manager Seff-Service  System Content User
Overview

UJVN - Employee Self-Service > Overview Full Screen || Options

Employee Services

o5

time, request leave, display your time account data and
display public holidays.

Benefits and Payments

50)
100
Q Display the plans in which you are currently enrolled, enroll in

new ben efit pians, and download an enroliment form Dispiay
your salary statemen t.

in 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 leamning activities.

Quick Links
Training Home

Work Events

& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthdays
Personal Information ==)| Career and Development 3
. No Birthdays 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)
K
N’ Next 1-3 0f 7
I this area, you can use services to record your working The leaming page offers you functions to find and participate Send E-Mail o Update Calendar o

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Refurn
uirsamant Madule - Claims | Avancas

HCM - Employee Self Service

For Internal Circulation Only
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o Click on Manager Self-service —

Sangg

4 Back Forward » History Favorites Personalize View Help

= T = =) = B

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service Content User i System Administration

o Click on Personnel Administration —

Sog

4 Back Forward # History Favorites Personalize View Help

= D | B vl |
Manager Seli-Sernvice Employee Selfi-Service . Manager Self-Service

DOverview

Manager Seli-Service > Overview > Home

Home
Home
Manpower Request
o)
Personnel Adminizstration
Performance Management  Team

Training Management

- Services

Home Page
Time Approval and Task Re...
Approve Posfing Order

o Click on approve NOC —

Home

Manpower Request NOC Approvai

Personnel Administration

Performance Management NOC Request Number. NOC Code: Creation Date:

Training Management Created by

+ Services (L[ searen |

Approve NOC Request ‘ ‘ S No | NOC Request Number ‘ Created by | Created by - Name | NOC Code ‘ NOC Description Created on Approval Status |B
E-separalion Approval |_| 1 0000000028 00000057 Technician C2 Technician NOOS Purchage or Sell property 25012018 New

Raise Posting Requst I:‘ 2 0000000028 00000055 Dinesh Semwal NOOS Purchage or Sell property 25012018 New

Approve Posfing Order |:| 3 0000000030 00000055 Dinesh Semwal NOOE Lecture 25.01.2018 New

ez aeibios Hooueed |:| 4 0000000031 00000057 Technician G2 Technician HO0B Lecture 25012013 New
Traineeship/Probation Asse D 5 0000000032 00000057 Technician C2 Technician NOO7 Conduct Interview 25012018 New E

o Click on NOC request number to approve, below screen will appear as per the NOC type—

HCM - Employee Self Service
For Internal Circulation Only
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NOC Creation - New

m;mﬁmﬁﬁmmﬁ%@&mﬁ

1. 501 P 717 TaH Haad:
2.3ifirrdt 1 anfiriew g e gea o2 w=hi fima oot @1 v &
3,507 Sfentea TrIt 0 S 5q TS @ S15 AW forg T ure of2 51 @ emgw wAwify ot s g a Sl (vES 200000

e
w wmby e v s d g & VES

5.1 fawu et uftig srvan wurdt aiftrpa Ressaueneftrar & araw §7afd g1 i snfigpa Rssavengfia =1 = ND
O B

6.xTeat =1 freqa faraws:

ASHOK KUMAR, SEVICE
2,000,000.00

(an SfeafEm wufi F7 T gy w0 7 wiiga a8 sl S o adf 2 ves
(@) 7 forod Tt wa we wAg wiifra e & srafa ot o far=gdt 2 e
75w v 6 & afiEert ) ettt w1 w1 were m e Rt w9 #: Yes

[ %z Approve | [[ B¢ Reject ]

o Click on approve button to approve the NOC —

NOC Creation - New

TS | S HHI 950 $ 8g AT

13501 T ATH a0 aa:
2.aiftwrlt 1 anfiifie g fem gra o3 wmf o v U €

%wa%ﬁaamﬁrwmﬁ%qqﬁwﬂﬂ#mmwwuﬁﬁa’rmwﬁl.ﬁﬁg‘ﬁﬂ,ﬁqﬁ YES 200000
[REEH

A T et v & aftyr @ g9 &

5.7 i et whtrg arvan wurdt arftrpa Rsranamefirn & wrumm F2af? 1 d anfepa RbmemgRm s1wa HO
T

6.3t o1 fam faaws:

ASHOK KUMAR, SEVICE
2,000,000.00

YES

(30 STEafET WUl #9 Fed gY TAd 301 whigd Afiel § srafa ft T aragi 2 ves
(@) 7 T d SR O T WAy wfiten Astwty @ srpata ot m$ frar=gi 2 (e
7.5 a3 3 far @ aftedl ; anfieiiie o1 31 woae a1 vty fRvefia wwde 28t &

(L% Aporove || &g Reject |

HCM - Employee Self Service
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o NOC Request is approved -

L JEIR

Request has been approved

NOC Creation - New

o9 | 3T FHI 9%y $v §g oard

HCM - Employee Self Service
For Internal Circulation Only



>
accenture

8 RAISE POSTING REQUEST

END USER DOCUMENT

LWL

8.1 PURPOSE

Employee can log into MSS to raise posting request for new joiners.

8.2 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:

[} UVNL Dehradun (UK) X ) 27 SAP NetWeaver Porta

<« C | ® Not secure | sapsrv.ujvnl.com:50200/irj/portal o ¥ v = A :

Copyright® SAP AG. All ighis Reserved.

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 A~ | NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C C "~ B ¢

Manager Self-Service

UJVN - Employee Self-Service Manager Seff-Service  System Content User
Overview

UJVN - Employee Self-Service > Overview Full Screen || Options

Employee Services

o5

time, request leave, display your time account data and
display public holidays.

Benefits and Payments

50)
100
Q Display the plans in which you are currently enrolled, enroll in

new ben efit pians, and download an enroliment form Dispiay
your salary statemen t.

in 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 leamning activities.

Quick Links
Training Home

Work Events

& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthdays
Personal Information ==)| Career and Development 3
. No Birthdays 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)
K
N’ Next 1-3 0f 7
I this area, you can use services to record your working The leaming page offers you functions to find and participate Send E-Mail o Update Calendar o

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Refurn
uirsamant Madule - Claims | Avancas

HCM - Employee Self Service

For Internal Circulation Only
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(¢]

Click on Manager Self-service —

o

Sangg

4 Back Forward » History Favorites Personalize View Help

™ B = B = =

System Administration

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service Confent i User

Click on Personnel Administration —

Sog

4 Back Forward # History Favorites Personalize View Help

r ¥ r— ’ T- m—"

- G| B P~
Manager Seli-Service Employee Selfi-Service ' Manager Self-Service

DOverview
Manager Seli-Service > Overview > Home

Home
Home
Manpower Request
oA}
Personnel Adminizstration
Performance Management  Team

Training Management

- Services

Home Page

Time Approval and Task Re...

Approve Posfing Order

HCM - Employee Self Service
For Internal Circulation Only
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o Click on raise posting request, below screen will appear —

g

4 Back Forward ¢ History Favorites Personalize View Help

C C [ &

Manager Seli-Service LW - Employee Self-Service Manager Seli-Service Employee Self-Service C

Owverview

Manager Seli-Service = Overview > Personnel Administration = Raise Posting Requ

Home

Manpower Request Posting Application

Personnel Adminisiration

Employee Details
Performance Management

Training Management Employee ID: | 00000000

Employee Mame:

« Services

EE group: |
Approve NOC Request EE subgroup: |
E-separation Approval
Raize Posting Requst Raise Posting

Approve Posfing Order
Personnel Area:

Raize Transfer Request

Traineeship/Probation Asse ..

!!

Pers. subarea:
Pasition: (00000000
Org. Unit: |00000000

Reporting Date:

r's Comment:

o Select employee, Location, Sub location and Position to raise posting request for new employees —

Posting Application
Emplﬁyee Deﬁils

Employee ID: |00092977
Employee Name: 35!29]{_? 16295INGH TOMAR

EE group: |A | Management

a
-
o

a

]
=]
(%)
[{=]
=
(=]
&W
-
[=§]
&
=
=

EE subgroup: |AS

Raize Posting

Fersonnel Area: Dethi
Pers. subarea: MNew Delhi

Crg. Unit; .!':_;ID:U_E'F&@'S | Executive Engineer (E&M)
Reporting Date: [[INEEGE [T

Position

Comment:

HCM - Employee Self Service
For Internal Circulation Only
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o Click on Save button after filling all the details, Posting request will be raise and below screen will be
shown —

(an TR

Post Applied successiully

Posting Application
Employee Details

Employee ID: (00092977
Employee Mame: |92977 16295INGH TOMAR
EE group: |A
EE subgroup: |AS

Raize Posting

Personnel Area: |UNDL
Pers. subarea: MDEL
Position: 02000501
Crg. Unit: | 50000335
Reporting Date: |01.03.2013

Save |

HCM - Employee Self Service
For Internal Circulation Only
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END USER DOCUMENT
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9 APPROVE POSTING REQUEST

END USER DOCUMENT

LWL

9.1 PURPOSE

Employee can log into MSS to approve posting request for new joiners.

9.2 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:

[} UVNL Dehradun (UK) X ) 27 SAP NetWeaver Porta

<« C | ® Not secure | sapsrv.ujvnl.com:50200/irj/portal o ¥ v = A :

Copyright® SAP AG. All ighis Reserved.

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 A~ | NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C C "~ B ¢

Manager Self-Service

UJVN - Employee Self-Service Manager Seff-Service  System Content User
Overview

UJVN - Employee Self-Service > Overview Full Screen || Options

Employee Services

o5

time, request leave, display your time account data and
display public holidays.

Benefits and Payments

50)
100
Q Display the plans in which you are currently enrolled, enroll in

new ben efit pians, and download an enroliment form Dispiay
your salary statemen t.

in 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 leamning activities.

Quick Links
Training Home

Work Events

& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthdays
Personal Information ==)| Career and Development 3
. No Birthdays 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)
K
N’ Next 1-3 0f 7
I this area, you can use services to record your working The leaming page offers you functions to find and participate Send E-Mail o Update Calendar o

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Refurn
uirsamant Madule - Claims | Avancas

HCM - Employee Self Service
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Click on Manager Self-service —

o

Sangg

4 Back Forward » History Favorites Personalize View Help

™ B = B = =

System Administration

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service Confent i User

Click on Personnel Administration —

Sog

4 Back Forward # History Favorites Personalize View Help

r ¥ r— ’ T- m—"

- G| B P~
Manager Seli-Service Employee Selfi-Service ' Manager Self-Service

DOverview
Manager Seli-Service > Overview > Home

Home
Home
Manpower Request
oA}
Personnel Adminizstration
Performance Management  Team

Training Management

- Services

Home Page

Time Approval and Task Re...

Approve Posfing Order

HCM - Employee Self Service
For Internal Circulation Only
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o

Click on approve posting order —

SAng

4 Back Forward » History Favor

e

=

Manager Self-Service UJWH -1

Overview

Home

Manpower Hequest
Personnel Administration
Performance Management
Training Management

- Services

Approve HOC Request

E-zseparation Approval
Raize Posling Requst
Approve Posfing Order
Raize Transfer Request

Traineeship/Probation Asse...

Home.

Pl 1anager Seif-Service > Overview > Personnel Adminisiration > Approve Posting Order

END USER DOCUMENT

LWL

Full Screen | Options

Manpower Request Approve Request
P || seato | Posting Orer o | EmpiD | Emp Name Pers. Area Org. Unit Pers. SubArea | Postion | dob sequence No. Request raised an | Current approver ID | Gurrent Approver Name | Next approver ID | Next Approve:
T | 1| pooooott 00000055 | Dinesh Semwal  Dehradun Data processing | Defradun - UJVN | test | General Manager (Givi) | 10.01.2018 02000103 DM Pant 00000000

B i [vviens|oocneons [Ovmecaial [Dupoceiang | Gicpnval |p |[overwansger G toiooe. | wonnis P ooeoos
e — T oo | oeasaen | Db e e e e I [ e e s
~ Services ] 4| 00000024 00000002 | RAMNATH SINGH Tiloth test 31.01.2018 02000103 D.N Pant 00000000

Approve NOC Request
E-separalion Approval
Raise Posling Requst

Approve Posting Order

Raise Transfer Request

Traineeship/Probation Asse...

Bhagirathi Valley

HCM - Employee Self Service

For Internal Circulation Only
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o Click on Posting Order No. to approve the posting for an employee, below screen will be shown. Enter
comments and click on

Posting Application
Employee Details

Employee ID: 00000002
Employee Hame: |[RAMMNATH SINGH
EE group: |1
EE subgroup: VO

Raise Posting

Personnel Area: |UBGV
Pers. subarea: |UTLT
Position: | 50000001
Org. Unit: | 00000000
Reporting Date: [31.01.2018

1st Approver: RECOMMENDED |, 2nd Approve:
APPROVED , 3rd Approver:

All Approver's Comment:

Approver's Comment:

[ @Apprwe [& Reject |

HCM - Employee Self Service
For Internal Circulation Only
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o Posting order approved —

WY

Request Approved

Posting Application
Employee Details

Employee |D: | 00000002
Employee Mame: |RAMMATH SINGH
EE group: |1
EE subgroup: (VO

Raize Posting

Personnel Area: |[UBGV
Pers. subarea: |UTLT
Position: | 50000001
Crg. Unit: | 00000000
Reporting Date: |31.01.2018

1st Approver. | 2nd Approve: APPROVED | 3rd
Approver:

All Approver's Comment:

approved
Approver's Comment:

HCM - Employee Self Service
For Internal Circulation Only
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10 RAISE TRANSFER REQUEST

END USER DOCUMENT

LWL

10.1 PURPOSE

Employee can log into MSS to raise transfer request for employees.

10.2 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:

[} UVNL Dehradun (UK) X ) 27 SAP NetWeaver Porta

<« C | ® Not secure | sapsrv.ujvnl.com:50200/irj/portal o ¥ v = A :

Copyright® SAP AG. All ighis Reserved.

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 A~ | NewSession = SAPStore | Logoff

» History Favorites Personalize View Help Welcome: Vinay K

- C C "~ B ¢

Manager Self-Service

UJVN - Employee Self-Service Manager Seff-Service  System Content User
Overview

UJVN - Employee Self-Service > Overview Full Screen || Options

Employee Services

o5

time, request leave, display your time account data and
display public holidays.

Benefits and Payments

50)
100
Q Display the plans in which you are currently enrolled, enroll in

new ben efit pians, and download an enroliment form Dispiay
your salary statemen t.

in 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 leamning activities.

Quick Links
Training Home

Work Events

& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthdays
Personal Information ==)| Career and Development 3
. No Birthdays 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)
K
N’ Next 1-3 0f 7
I this area, you can use services to record your working The leaming page offers you functions to find and participate Send E-Mail o Update Calendar o

~ Related Links

~ Most Frequently Used

Create Leave Request
Print Annual Property Refurn
uirsamant Madule - Claims | Avancas

HCM - Employee Self Service

For Internal Circulation Only




/74//\/ |

>
accenture L77

(¢]

Click on Manager Self-service —

o

Sangg

4 Back Forward » History Favorites Personalize View Help

™ B = B = =

System Administration

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service Confent i User

Click on Personnel Administration —

Sog

4 Back Forward # History Favorites Personalize View Help

r ¥ r— ’ T- m—"

- G| B P~
Manager Seli-Service Employee Selfi-Service ' Manager Self-Service

DOverview
Manager Seli-Service > Overview > Home

Home
Home
Manpower Request
oA}
Personnel Adminizstration
Performance Management  Team

Training Management

- Services

Home Page

Time Approval and Task Re...

Approve Posfing Order

HCM - Employee Self Service
For Internal Circulation Only
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o Click on Raise transfer request, below screen will appear —

Overview

Manager Self-Service = Overview > Personnel Administration = Raise Transfer Reguest
Home
Manpower Request | Request For Transfer Application

Personnel Administration

Performance Management

Training Management |—V'_:..ﬂg. Structure |
- Services L Q&T{ansfm |
Approve HOC Request [ Expand | Org. Descriptiion | Position | Position Desc. | Emp. ID | Emp. Name !E
E-separation Appraval | | ¥ 50000094 HR 02000007 Deputy General Manager
Raise Posting Requst | | b 50000094 HR 02000009 Employees-General
Approve: Posting Order L | ¥ 50000094 HR 02000010 Execufive Employee
e e L | b 50000094 HR 02000011 Manager HR: =
e e T | b 50000094 HR 02000013 Test Position
T T | | ¥ 50000094 HR 02000026 Execufive Employee
¥ 50000094 HR 02000027 Execufive Employee

| ¥ 50000094 HR 02000039 Manager Civil

| b 50000094 HR 02000040 Chairmam

| b 50000094 HR 02000041 OFFICER

| ¥ 50000094 HR 02000042 Deputy General Manager

] b 50000094 HR 02000066 Deputy General Manager

| b 50000094 HR 02000078 Executive Director

| F 50000094 HR 02000079 Senior GM HR —

| b 50000094 HR 02000901 General Employee E

o Select department and employee postion of the employe for which trasnfered need to be raised and
click on transfer button -

= 27 » SLIUCTUres
'.-.-@' Transfer
Expand Org. Description | Position Pasition Desc. Emp. ID Emp. Hame ||Z|
* 50000094 HR 02000007 Deputy General Manager
i = 50000094 HR 02000007 Deputy General Manager 00000011 UserS
= * 50000094 HR 02000009 Employees-General
. = 50000094 HR 02000008 Employees-General 00000004 User for All leave [
[ ] » 50000094 HR 02000010 Executive Employee
| b 50000094 HR 02000011 Manager HR
= b 50000094 HR 02000013 Test Posilion
| * 50000094 HR 02000026 Executive Employee
| r 50000094 HR 02000027 Execufive Employee
= b 50000094 HR 02000039 Manager Civil
= b 50000094 HR 02000040 Chairmam
= b 50000094 HR 02000041 OFFICER
= » 50000094 HR 02000042 Deputy General Manager o
| k50000094 HR 02000066 Deputy General Manager
i b 50000094 HR 02000078 Executive Director E

HCM - Employee Self Service
For Internal Circulation Only
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o select all the required fields from help as per below screen — Employee Personnel area (Location),
Employee Personnel subarea (Sub location) and employee new department —

Raise Transfer Request Update Transfer Requet
Perzonnelno: 00000013 Personnel area: [UGNS [ Ghanszali
Pers.area: Bhagirathi Valley Pers. subarea: || Ghansali - UJWN
Subarea: Chinyalizaur Org. Unit: || Execufive Engineer|
EE group: Technicians
EE Subgroup: |5200-20200 GP-3000
Position: Executive Employee
Job key:
Crg. Unit: HR

Submit Y Back

o Click on Submit button —

o Transfer request raised —

Request submitted.

Raise Transfer Request Update Transfer Requet
Perzonnelno: |00000013 Personnel area: [UGNS  [J) Ghansali
Pers.area: Bhagirathi Valley Pers. subarea: | Ghansali - UJVN
Subarea: Chinyalizaur Crg. Unit: || Execufive Engineer |
EE group: Technicians
EE Subgroup: |5200-20200 GP-3000
Position: Executive Employee
Job key
Org. Unit: HR

[E] submit =) Back

HCM - Employee Self Service
For Internal Circulation Only
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11 APPROVE TRANSFER REQUEST

11.1 PURPOSE

Employee can log into MSS to recommend or approve transfer request for employees.

11.2 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:

[} UIVNL Dehradun (UK) X / = SAP NetWeaver Portal e 4 X
<« C | ® Not secure | sapsv.ujvnl.com:50200/irj/portal o ¥ v = A :
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.
,;. D4 Search: Q. New Session SAP Store Log off
» History Favorites Personalize View Help Welcome: Vinay K
UJWN - Employee Self-Service IManager Self-Service Manager Seff-Service System Content User
Overview
Employee Services
& Q4
- Map Directory Index | ~ Upcoming Birthdays and Anniversaries
Birthd:
== Personal Information == Career and Development sy
. No Birthdays in Selected Month
—====J Inthis area, you can use services to maintain and display 'r 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
r Next 1-30f 7
In this area, you can use services to record your working 3 The leaming page offers you functions to find and participate ‘Send E-Mail to Update Calendar bt
time, request leave, display your time account data and in suitab le courses. It gives you individual, personalized o
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
710 Benefits and Payments
@® ) 2 Quick Links
-
Q Display the plans in which you are currently enrolled, enroll in Training Home MostEmquentivilised
new ben efit plans, and download an enroliment form Display
your salary statemen t. Create Leave Request
«® Work Events Print Annual Property Return
Qv Daimhirsemant Madils - Claime | Advancas ¥
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(¢]

Click on Manager Self-service —

o

Sangg

4 Back Forward » History Favorites Personalize View Help

™ B = B = =

System Administration

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service Confent i User

Click on Personnel Administration —

Sog

4 Back Forward # History Favorites Personalize View Help

r ¥ r— ’ T- m—"

- G| B P~
Manager Seli-Service Employee Selfi-Service ' Manager Self-Service

DOverview
Manager Seli-Service > Overview > Home

Home
Home
Manpower Request
oA}
Personnel Adminizstration
Performance Management  Team

Training Management

- Services

Home Page

Time Approval and Task Re...

Approve Posfing Order

HCM - Employee Self Service
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o Click on approve transfer request —

S

4 Back Forward ¢ History Favoril

UJWVH - Employee Selfi-Service

Owverview

Home

Manpower Request
Personnel Administration
Performance Management

Training Management
w SEervices

Approve NOC Request
E-separation Approval
Raise Posting Requst
Approve Posfing Order
Raise Transfer Request

Traineeship/Probation Asse. ..

Approve Transfer Request

o Click on transfer request number to approve —

P\ \anager SelfService = Overview = Personnel Adminisiration > Approve Transfer Request

Manpower Request ] View: | Print Version Export 4
Personnel Administration | ®)] Req.Rel. | Transfer Raised for | Req sialus | Current Personnel Area | Curtent Personnel Subarea | Employes Group | Employes Subgroup Position Job Current Organizational Unit
Performance Management | [T 4 1 Ganaa Valley Chila PB-4+HAG+69010-79000 Empi | HR
s e = 7 1 Bhagirathi Valley Chinaii PB-4+HAG+69010-79000 Conlroling HR
services = 19 1 Dehradun Defradun - UJVN Manaoement  PB-4+HAG+69010-79000 Mansger HR General Manager HR
(| n 13 1 Bhagirathi Valle: Chinyal Technicians 5200-20200 GP-3000 Execufive Employee HR

Approve NOC Request
E-separation Approval
Raise Posting Requst
Approve Posting Order
Raise Transfer Request

Traineeship/Probalion Asse._

Approve Transfer Request

HCM - Employee Self Service
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o HR need to provied their recommendation for tranfer and the request will go for further approvals after
recommendation from HR —

Raise Transfer Request Update Transfer Requet
Personnelno: |00000004 Personnel area: UDMA Dunac
Pers.area Ganga Valley Pers. subarea: UDMA Dunae- UJVMNL
Subarea: Chilla Org. Unit: 00000002 Planning department
EE group: Management

EE Subgroup: |PB-4+HAG+69010-79000

Puosition: Employees-General
Job key:
Org. Unit: HR

000k o

o Click on recommend button to recommend the transfer request, request will be recommended and
below screen will be shown -

Request approved

Raise Transfer Request Update Transfer Requet
Personnelno: | 00000004 Personnel area: UDMA Dunac
Pers.area: Ganga Valley Pers. subarea:  UDMA Dunao- UJVMNL
Subarea: Chilla Org. Unit: 00000002 Planning department
EE group: Management
EE Subgroup: |PB-4+HAG+69010-79000
Position: Employees-General
Job key:
Org. Unit: HR

) Back s Recommanded &g Reject

HCM - Employee Self Service
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12 SUBMIT TRAINING EVALUATION

12.1 PURPOSE

Employee can log on to the manager self-service to submit training evaluation from MSS.

12.2 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:

[} UIVNL Dehradun (UK) X / Z7 SAP NetWe x e 4 X
< C | ® Notsecure | sapsrv.ujvnl.c o % v = A
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
AP Search: Q- New Session SAP Store Log off
SAPg R YE s g
» 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 leaming page offers you functions to find and partcipate 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 [
O) T 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 .
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o Click on Manager Self-service —

Sangg

4 Back Forward » History Favorites Personalize View Help

= =] ”n B = @ B

Manager Self-Service UJVHN - Employee Self-Service Content Administration User Administration System Administration

Manager Self-Service Employee Self-Service

o Click on Training Management -

shid

4 Back Forward ¢ History Fawvori

UJVH - Employee Self-Service

Overview

Home
Manpower Request
Personnel Adminiziration

Performance Management

Training Management

- SEervices

Training Budget Approval

Training Evaluation

HCM - Employee Self Service
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o Click on Training Evaluation, below screen will be shown —

sang

4 Back Forward ¢ History Favorites Personalize View Help
£ & = = = =
UJVN - Employee Self-Service Manager Self-Service Manager Self-Service System Administration Content Administration User Administration

Overview

Manager Self-Service > Owverview > Training Mar

= Training E

Home

Manpower Request UJVN Limited

Personnel Administration
TRAINING EFFECTIVEMESS EVALUATION SHEET

Performance Management

T e Name of the pr - [Com Skills &lnt ISkill ~]

B arEs Department: | Training Program attended: ation Skills &InterpersonalSkill
Internal/External: |1 Start Date / Period of Trainin|

Training Budget Approval = End Date / Period of Training: |

VAT L Expected Gain to Parficipants / Organization from Training:

| S. Mo. | Employee ID | Employee Name Desi i Effective Fully | Some Impruvemenl| No Improvement | Re-fraining Required il:‘

1 00000041 Executive Director  IT MANAGER | () (@] (@] (@]

Effective Fully (rate as 3} : Participant is now performing to the desired productivity / output level expected after training.
Some Improvement {rate as 2) : Paricipant up to some extent is now performing the job but not to the desired productivity / cut
tin ductivity / output after training

Mo Improvement (rate as 2) : No imp!
Refraining required (rate as 0) - no learning at all.

Mote:

Employee having rating 1 may need to undergo same / other training to further improve his / her perfermance and fo get desired
output. HOD can alse refer employee having rating 3 if the need is felt.

o Select name of program from drop down —

UJVN Limited

TRAINING EFFECTIVEMESS EVALUATION SHEET

Mame of the programm* [Communicaliun Skills &InterpersonalSkill v]I

o Evaluate employee performance

‘ 5. Mo | Employes ID | Employee Name | Designaticn Effective Fully | Some Improvement Nulmprwementl Re-training Required ‘D

1 | 00000041 Executive Director | IT MANAGER | () =) | ) ()

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

UJVN Limited

TRAINING EFFECTIVENESS EVALUATION SHEET

Mame of the prog - [Comr Skills &lnterp -]

Depariment: HR Training Program attended:
Start Date / Peried of Training
End Date / Pericd of Training: |29.12.2

Internal/External:

Expected Gain to Participants / Organizafion from Training

| S No. | Employee ID | E ployee Mame Desi i Effective Fully | Some Improvement | anmpruvement' Re-training Required EJ

1 | 00000041 Execufive Director  IT MANAGER | (O (=)

Effective Fully (rate as 3) : Parlicipant is now performing to the desired productivity / output level expected after training.
Some Improvement (rate as 2) . Parficipant up o some extent is now performing the job but not to the desired productivity / out

Mo Improvement (rate as 2) : No imp tinp tivity £ output expected after training.
Refraining required (rate as 0} - no leaming at all.
Mote:

Employee having rating 1 may need to undergo same / other training to further improve his / her performance and fo get desired
output. HOD can also refer employee having rating 3 if the need is felt.

Submit

o Evaluation is submitted —

fo

Thanks for evaluation.

UJVN Limited

TRAINING EFFECTIVENESS EVALUATION SHEET

Mame of the pregramme: |Co

HCM - Employee Self Service
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13 RAISE MANPOWER REQUEST (TO CREATE NEW POST OR TO FILL EXISTING
POST)

13.1 PURPOSE

Employee can log on to the manager self-service to submit training evaluation from MSS.

13.2 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:

[3 UNNL Dehradun (UK) X )/ = 54P Nt e - %
< C |® Notsecure | sapsrv.ujunico o f v = A
use g
Password |
Togon
o Enter the EP user ID given (Ex: vinay), password and click on Log On Icon.
SAP Search Q.+ | NewSession = SAPStore | Logof
SAP | WS s g
B » History Favorites Personalze 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
&s @4
- Map | Directoy | Index | ~ Upcoming Birthdays and Anniversaries
5] Personal Information =2] Careerand Development SRS
= . No Birtndays in Selected Month
J it area, you can use senvices to mainain and dspiay || You can maintan your ppraisal document, malniain your
your personal data talent profile, and explore job opportuniies. Anniversaries
Sun 01.04.2018 Satya Mutt (01)
Sun 01.04.2018 Gopal Singh (01)
Working Time . Learning Sun 01.04.2018 Payroll Test (02)
i
ul Next 1-307
In his area, you can use services to record your working : T learming page offers you functions o find and participate e e —
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 ofle that helps you keep
track of leaming activities. ~ Related Links
@  Benefits and Payments
& %) Quick Links
100 -
= Display the plans 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
@ | WorkEvents Print Annual Property Return
o) Deimhiirsemant Madnla - Claims | Aduancas )
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o Click on Manager Self-service —

LWL

=

4 Back Forward » History Favorites Personalize View Help

= = i =

Manager Self-Service Employee Self-Service Manager Self-Service UJVHN - Employee Self-Service

o Click on manpower request —

S

4 Back Forward ¢ History Favorites
=
UIWVH - Employee Self-Service M

Overview

Home

Manpower Request
Personnel Administration
Performance Management
Training Management

- Services

Request To Create New Po...

Requizsition and Mew Post A_ ..

o Select post that need to be filled —

‘ Request To Fill Vacant Posts Or To Create New Posts

= — |

| " Request To Fill Vacant Posts | || ") Request To Greate Hew Posts

Expand | Org. Descriptiion ‘ Position ‘ Pasition Desc. ‘ Emp. ID ‘ Emp. Name ‘
v 50000093 UJVN Limited

| | » 50000093  USVN Limited 02000008 New position

[ | v 50000093 UVN Limited 02000012 Senior Manager Finance

|| » soooo0ss MR

b soooooss B

|| b so000200  Account Payable

| b 50000201 AccountReceivable

| b 0000202 Trsasury

| » soooo0ss oo

i b 50000225  Dakpather Plant

| » soo00226 Operation

&=

Content Administration

=

User Adminisiration

=

System Administration

e @
Reg | Ref No | Org. Unit = Org. Desc. Post Req. For Regquirement

| Positon | Pos. Desc

Comments

Raised On | Action By Admin

ToFillE.. 0000000011 | 50000094 HR 02000027  Executive Employee Executive Employee Executive boiler engineer.

ToFill E... 0000000010 | 50000093 UJVH Limited 02000012 Senior Manager Finance | Senior Manager Finance | req

I need to fill this post urgently to operational

cmnt

18.01.2018 | To Be Fill By Fresh Hiring

21122017  New

HCM - Employee Self Service
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o Click on Request to fill vacant post —

| Request To Fill Vacant Posts Or To Create New Posis

e St tire
L:Q lisque;l:rc: Fill Wacant Pusts_| i.Q Request To Er;a_te Mew Posts i
Mipﬁiun | Position Position Desc. Emp. ID Emp. Name |
¥ 50000093 UJVM Limited
- > 50000093 UJVH Limited 0200000% Mew position
| = 50000093  UJVN Limited 02000008 Mew position 00000012 Userd
- * 50000093 UJVHM Limited 02000012 Senior Manager Finance
| » soo0o0084 HR
| » soooooss Fi
™ L T Ty Ty T | Arrnund Daushla

o Enter requirement details and comments —

Request To Fill Vacant Posts '

Org. Unit: [50000093
Ref. No.: |0000000012 )
Heason: |To Fill Existing U.icanl'_Pn_sis
Position Id: (02000012 |

* Description: |Senior Manager Finance

Meed senior manager finance on the site

* Requirement:

Meed senior manager finance on the site|

= Comments:

Submitted Date: |21.02.2018

Status: :'N_'ew

o Request submitted successfully —

Request To Fill Vacant Posts

[~ JEIR

Updated Sucessfully
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