Dear Colleagues,
We are happy to launch “Employee Self Service” — ESS portal for all employees.
How to Login to ESS :

Portal : http://ujportal.ujvnl.com:52000/irj/portal
Userid : employee no / FB no
Password : ujddmmyyyy (date of birth)

1. On successful logon to portal, system will ask to set new password.

2. After setting new password system will ask for one more password.

3. If you are SAP user, you will be asked to provide SAP password else initial password
i.e. ujddmmyyyy (DOB) and set the same password as ESS.

As an employee, you will be able to avail following facilities / services on this portal.

1. Personal Information - Display only, for any updates, contact HR dept.
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- Click on Personal Information, the below screen will appear:
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| Personal Information

Personal Profilg

YYou can enter, change, or delete your personal data here (for example, a
ddresses or bank details).

Bio Data




i. Personal Profile

- Click on Personal Profile, the below screen will appear:

Options = |
Personal Profile
| &+ 0 |
| » Persenal ID | | b Family Members / Dependents |
| » Addresses '} Banknformation |
I } Communication || * Intemal Data |

| b Personal Data i

a. Personal Data — You can use this tab to display your personal data like Date of Birth, Marital Status.
Click on Personal Data tab.

® Notsecure | ujepdev.ujvnl.com:51200/iri/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user¥%2Fcom.sap.pct.erp.common.bp f...

| Options + |

Personal Profile
‘ Oa @4

‘ » Personal ID | | » Family Members / Dependents ‘

| b Addresses | | » Bankinformation |

‘ » Communication | P Internal Data ‘

~ Personal Data |
Name: 84573 2066MANGLIK Details

Date of Birth: 29.10.1979
Marital status: Marr.

b. Addresses — You can use this tab to view your address details. Click on Addresses tab.

®© Notsecure | ujepdev.ujvnl.com:51200/iri/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery_user%2Fcom.sap.pct.erp.common.bp._f...

QOptions «
Personal Profile
| &4 @4
‘ b Personal ID | | b Family Members / Dependents |
~ Addresses ' | » Bank Information |
No data avallable . b Internal Data |

l » Communication |

\ } Personal Data |




c. Family members — This tab provides your entire family members details. Click on Family Members
tab.

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery_user¥%2Fcom.sap.pct.erp.common.bp_f...

‘Options = |
Personal Profile
| %« @« |
| b Personal ID ~ Family Members / Dependents [® Add
| b Addresses || Nodata available
| » Gommunication » Bank Information |
| } Personal Data } Internal Data |

d. Personal IDs — This tab gives you the details of your Personal IDs like UAN, PAN, AADHAR etc. Click on
Personal IDs tab.

Options « |
Personal Profile
s @a |
~ Personal ID | b Family Members / Dependents ‘
PAN Number ¥ Bank information ‘

Mumber: AAAAAIII9A,.. ... Details
Valid From: 01.12.2017 b Internal Data ‘
Valid To: 31.12.9999

Universal Account Number (UAN)
Number: 810818280191 Details

Valid From: 01.12.2017
valid To: 31.12.9999

‘ b Addresses

‘ ¥ Communication

‘ b Personal Data

e. Bank Information — This tab provides you with the details of your bank information. Click on the Bank
Information tab.

| Options = |
Personal Profile
| 8+ @ |
| » Personal ID | | » Family Members / Dependents ‘
I » Addresses | - Bank Information
| » Communication | | Main bank

Payee: AMIT MANGLIK Details
Bank name: PNB
Bank Account: 3%68000100142118

| b Personal Data

| » Internal Data




f. Communication — This tab provides your communication details like System User Name, Email. Click

on the Communication tab.

Personal Proﬁfe

O___DHOﬂ§ |

s @4

| » Personalip

b Family Members | Dependents

| b Addresses

» Bank Information

¥ Communication

b Internal Data

System user name (SY-UNAME)
94573
E-mail

XYZ@GMAIL.COM

Details

Details

b Personal Data

ii. Bio Data

You can also view and print your Bio Data under Personal Information tab.
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D UJVN - Employee Seli-Service > Overview
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New Session

SAP Store Log off

Welcome: AMIT MANGLIK,

Full Screen | Options +

| Back B @4
|-
Personal Information
Persanal Profile
You can enter, change, or delete your personal data here (for example, a
ddresses or bank details).
Eio Dafd
- Click on Bio Data, the below screen appears:
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| Bic Data Print

- Click on “Print”.



Bio Data Print

- The below screen appears which displays your bio data.

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom sap.pct32Fevery user%2Fcom.sap.pcterp.common.bp. f...

Options «

Personal Details

UJVHL

Name 94573 2066MANGLIK

Employee No. 00094573 Date of Birth 29.10.1979
Joined As Default position Date of Joining  09-Mar-04
Location Bhagirathi Valley Sub Location Chinyalisaur

Emp. Group  Officers Current Position ASST. ACCOUNTS OFFICE | Image Field

Personal Ids:

PAN No. AAAAAQIGOA, ... i1 A Aadhar No

PFIGPF 100080667797................A UAN No. 810818280191

Sap

2. Working Time — This tab helps you in recording your working time, leave request, display your time
account data and display public holiday calendar.
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Search Q- New Session SAP Store Log off
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working time, request leave, display your time The leaming page offers you functions to find ~ Related Links |
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Benefits and Payments

- Click on Working Time, the below screen appears:



History Favorites Personalize View Help

MSS - DGM/GMHODS MSS - CSPPO MSS - Training Admin MSE - Central HR

Overview

UJVN - Employee Seli-Service > Overview

Working Time

Search
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UJVN - Employee Self-Service

Q-

New Session

SAP Store Log off

Welcome: AMIT MANGLIK,

Full Screen | Options «

| Back

&4 @4 |

-

B Leave Request & Holidays
‘% Create Leave Request
i 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

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

Additional Charge Revoke Reguest

Employee can request to revoke Additional Charges after joining back from EL

a. Create Leave Request — This tab is used to create leave and other types of absences.

- Click on Create Leave Request.

Overview
' UJVN - Employee Self-Service > Overview
Working Time
‘ Back

Full Screen | Options +

Create Leave Request

mrrother 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 addifional 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
nolidays inte your desktop calendar.

Additional Charge Revoke Request
Empioyee can request to revoke Additional Charges after joining back from EL.

- When you click on Create Leave Request, the below screen appears:




e

@ Notsecure | ujepdev.ujvnl.com:51200/irj/portal?Navigation Target=ROLES%3A%2F%2Fportal_content¥%2Fcom sap.pct%2Fevery user¥%2Fcom.sap.pct.erp.common.bp f

X

Leave Request: New
&3 Send s @4
=
~ Leave Requests
Type of Leave Start Date Start time End Date End time Processor Stalus Apsencehours | Used =
]
EI ~ Calendar | TeamCalendar | Time Accounts |
~ Leave Details. Check ‘
Type of Leave Additional Data
* Type of Leave: |Casual Leave- UJVN - * Reason: [ a)
Description: Casual Leave- UJVN Additional Charges: | |
General Data
* Start Date: [ ]
* End Date: | gl
Processor | Mr 91233 1215JAIN I
New Note:
=

- Select Type of leave,

Start date, End date, Reason and enter Note.

A Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct¥%2Fevery user%2Fcom.sap.pcterp.common.bp. f...

Options » |
Leave Request: Earned Leave - UJVN, 00.00.0000
2 Send & Pl 9 -
[=
~ Leave Details Check J
Type of Leave Additional Data
* Type of Leave: [Eamed Leave - UJVN - * Reason: |Personal Work &)
Description: Earned Leave - UJVN Additional Charges: | J
General Data
# Start Date: [11.12.2018 (d
= End Date |13.12.2018 [1a]
Processor. | 91233 1215JAIN )
New Note: |Please Approve
~ Attachments
[} Attachment
Acti | Attachment Name Type size
m The table does not contain any data
i~

- Click on Send.



Type of Leave Additional Data
* Type of Leave. |Casual Leave UJVN ~| el 2]
Description: Casual Leave- UJVN Additional Charges: [ 7
General Data
* Start Date: [11.12.2018 5]
* End Date: [13.12.2013 [1a]
Processor: |Mr 91233 1215JAIN ]
New Note: |Please Approve
. “ " .
- Click on “OK” button:
A Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct¥62Fevery user%2Fcom.sap.pcterp.common.bp.f...
Leave Request: New
Type of Leave
Type of Leave: Eamed Leave - UJVN
General Data
Start Dater 11.12.2018
End Date: 13.12.2018
Processor: 91233 1215JAIN
Note: Please Approve
Used: Eamed Leave - UJVN: 3,00 Days
Additional Data
Reason: Personal Work
‘Additional Charges:
- Your leave request has been successfully updated.
| Options +
&4 @4

¥ Leave request was sent successfully

 Processor |‘mv-u Absence hours: Used

Eamed Leave ... 11122018 00:00:00

13122018 00.00:00 91233 1215JAIN  Sent 21,00 3Days

=]

b. Leave Overview - You can display the Leave Overview and review, change, or delete existing leave or

other types of absences here.
- Click on Leave Overview.



Overview

| Full Screen | Options ~

D UJVN - Employee Seff-Service > Overview

Working Time

‘ Back s @a
=
h |
Leave Request & Holidays
% Creale Leave Request
ve and other types of absences here.
e R 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 desktop calendar.
Additional Charge Revoke Request
Employee can request to revoke Additional Charges after joining back from EL. o
E

- When you click on Leave Overview, the below screen appears:

@ Notsecure | ujepdev.ujvnl.com:51200/irj/portal?Navigation Target=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user¥%2Fcom.sap.pct.erp.common.bp f...

‘Optiens = |
Leave Overview
| e 94
~ Leave Data Overview New
Show from: [10.12.2017 @ Apply
Edit ‘ Cancel ‘ Type of Leave | Start Date Start time End Date End time Processor Status Absence hours | Used |l:|.
[ Earned Leave... | 11122018 00:00:00 13.12.2018 00:00:00 91233 1215JAIN  Sent 21,00 3 Days
=
b Time Accounts Overview ‘

c. View Time Account Balance — Leave balances and other time account information can be viewed

here.

- Click on View Time Account Balance.

Overview

UJVN - Employee Self-Service > Overview

; Working Time

| Full Screen | Options »

| Back

Era @4

-

F—

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
s here. You can also request additional leave

View Time Account Balances

oy ice 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 desktop calendar.
Additional Charge Revoke Request
Employee can request to revoke Additional Charges after joining back from EL.

Kl



- When you click View Time Account Balance, the following screen appears:

® Notsecure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom sap.pctd%2Fevery user%2Fcom.sap.pcterp.common.bp f...

‘Opticns »
Time Account

s Qa4
Time Account: |All Types [ show on:[10.12.2018 @] Apply |
Time Account | Deduction rom | Deductionto Entitiement Entitiement Minus Planned =
Casual Leave - UJZVN 01.01.2018 31.12.2018 14,00 Days 14,00 Days

| Medical Leave - UJVN | 01.02 2018 | 31.12.9999 365.00 Days | 365,00 [iays

Hill Leave - UJVN 01.01.2018 31.12.2018 4,00 Days 4.00 Da"y'sr
Restricted Leave - UJVN 01.01.2018 31.12.2018 2,00 Days 2,00 Days
Earned Leave - UJVN | 01.01.2018 | 31:12.9999 331,00 Days [ 331,00 Days D

d. Public Holidays — You can see the list of public holidays for the current year here.
- Click on Public Holidays.

Overview

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

Back Sha @a

[«

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
ur leave balance and other time account information he re

public holidays for the current year. You can import these
helidays into your desktop calendar.

Additional Charge Revoke Request

Employee can request to revoke Additional Charges after joining back from EL.

[

- When you click on Public Holidays, the following screen appears:

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user%2Fcom.sap.pcterp.common.bp f...

‘Options
Public Holiday Calendar
‘ Year (2018 | | View Additional Holiday Calendars Bra @a
=
Export 4
Month Date Day My Public Holidays
January 26.01.2018 Friday Republic Day
February 13.02.2018 Tuesday Manashivratr
March 02.03.2018 Friday Holi
25.03.2018 Sunday Ram Navami
29.03.2018 Thursday Manavir Jayanti
30.03.2018 Friday Good Friday
April 14.04.2018 Saturday Dr Ambedkar Jayanti
29.04.2018 Sunday Budha Pournima
June 16.06.2018 Saturday Idul Fitr
August 15.08.2018 Wednesday Independence Day
22.08.2018 Wednesday Idul Juha
September 03.09.2018 Monday Janmashtami
21.09.2018 Friday Muharram
October 02.10.2018 Tuesday Gandhi Jyanti
19.10.2018 Friday Dussehra
24.10.2018 Wednesday Valmiki Jayanti
November 07.11.2018 Wednesday Diwali Il LI
21112018 Wednesday 1D A Milad
23.11.2018 Friday Guru Nanak Birthday
December 25.12.2018 Tuesday Christmas Day =




e. Additional Charge Revoke Request — After returning from EL, you can request to revoke the
additional charge from this tab.

- Click on Additional Charge Revoke Request.

WIDD - UGSV oUs WIS - Larry WSS - Haiy A W23 - Lenal UJVN - EINPIOYEE SEN-SEvice
Overview
' UJVN - Employee Self-Service > Overview Full Screen | Options +

Working Time
‘ Back Bua @a

Leave Request & Holidays
% Creale 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

ditional Charges after joining back from EL.

[4]

- When you click on Additional Charge Revoke Request, the below screen appears:
Oplions v

| Additional Charge Details

Earned Leave Start Date: |
Earned Leave End Date: |

Additional Charge Given To. 000_09900_
Additional Charge Given To (Name): |
Depariment: |

| Request to Retain Charge

Joined On: | 1]

* Remarks:

- Enter the Date you joined back and give Comments and Click on “Submit” button:

s,

A Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct9s2Fevery user¥%2Fcom.sap.pct.erp.common.bp.f..

‘Opticns v

| Additional Charge Details

Eamed Leave Start Date: |
Earned Leave End Date: |

Additional Charge Given To: |00000000
Additional Charge Given To (Name): |
Department: |

| Request to Retain Charge

Joimed On- (14122018
Please Approve

* Remarks




- Your request has been successfully updated:

Request has been Sucessfully Updated.

Additional Charge Details

Eamed Leave Start Date
Eamed Leave End Date

Additional Charge Given To: | 00060000
Additional Charge Given To (Name)
Department:

Request to Retain Charge

| Submit |

3. Benefits and Payments —

- Click on Benefits and Payments.
' UJVN - Employee Self-Service = Overview

Employee Services

Options =

Full Screen | Options

‘ Ba @4
=7 In T0IS ared, YU Can UsE SEIVICES 10 16Coru your (= - i
working time, request leave, display your time The leaming page offers you functions to find = Related Links 'l
account data and display public holidays. and participate in suitab le courses. It gives you -
individual, personalized access to the company’ |
s course offerings in the course catalog. It also 2
= : offers the leaming pr ofile that helps you keep = Most Frequently Used
@ Benefits and Payments track of learning activities. =
@) TTE——T . Reimbursement Module - Claims / Advances
isplay the plans in which you are currently §
enralied, enroll in new ben efit plans, and B Sbmihonual Fropetly Relum
download an enroliment form. Display your salary Traveler Work Center
statemen 1. i personal Profile
In this area, you can use services for the E- Bio Data
Separation process NOC Request
= [@) General Requests Create Leave Request
om GPF Statement
Q In this area, you can raise for NOC request and | Traveland Expenses IT Declaration
display the details of NOC requests, Annual '8 Salary Stalement
Property retum In the area, you can handle and process travel Declare Air Conditioner
reanests traval nlans A nd vnense renarts =
- 61, 91px 1] 1328 = 572px 100% (=)
. .
- When you click on Benefits and Payments, the below screen appears:
Overview
’ UJVN - Employee Seli-Service > Overview Full Screen | Options
Benefits and Payments
| Back Bes @a |
@%._ Payment !

Salary Statement

Form 16

You can view or download Form 16 here
GPF Statement

You can download GPF statement.
Reimbursement Module - Claims / Advances

IT Declaration

Create, Edit, & View IT declaration
Leave Encashment

You can encash your exira leaves
Declare Air Conditioner

Sanction Order1t

You can view your most recent salary statement here

You can submit your Electricity useage declaration.

VA ran sk ane Elartricib neaanas darlaratian

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




a. Salary Statement — You can view your most recent salary statement here.

- Click on Salary Statement.

Overview
UJVN - Employee Seli-Service > Overview Full Screen | Oplions =

Benefits and Payments
‘ Back Brs @ ‘

Pg gn
Salary Statement

=
O TuTInost recent salary statement here.
Form 16
You can view or download Form 16 here.
GPF Statement
You can download GPF statement

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

Declare Air Conditicner

You can submit your Electricity useage declaration.

Sanction Order1

i S R S =

- When you click on Salary Statement, the below screen appears:

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pctd62Fevery_user%2Fcom.sap.pcterp.common.bpf...

Options «
Salary Statement: 30.09.2018
| Previous Statement  Nexi Statement » & Request Print S Qa4
~ Overview and Selection
Show: [Last 3 months | |
‘ Payment Date ‘ Bonus Date Payroll Type Gross Amount Payment Amount | Prini Status ||:|
80.09.2018 Regular payroll run 331.670,00 INR 284.113.00 INR

~ Salary Statement

P
Eey n

|Name : 94573 2066MANGLIK | Location

|Emp No 3 94573 |EPF/GPF HNo,

|Pay pericd : 01.09.2 - 018 |Emp Desg

|Account No. Amount =

P

13968000100142118 284.113,00 =

IRawninme I Radims§ ane i

b. Form 16 — You can view and download Form 16 here.

- Click on Form 16.



Overview
UJVN - Employee Seli-Service > Overview Full Screen | Options »

Benefits and Payments
| Back Bea @4 |

Payment =l
Salary Statement
iew your most recent salary statement here. ]

Tlew or download Form 16 here

GPF Statement

You can download GPF statement.
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 exira leaves

Declare Air Conditioner

You can submit your Electricity useage declaration
Sanction Crdert

Vet man enhmit vonir Elactricite neaana dactaration

- When you click on Form 16, the below screen appears:

@ Notsecure | ujepdev.ujvnl.com:51200/irj/portal?Navigation Target=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user¥%2Fcom.sap.pct.erp.common.bp f...

Opticns »
Form 16: 2018
| Previous Tax Form  Next Tax Form Bea @a
> Qverview
Tax Year: (2018~
| Start Date End Date Company Code =
01042018 31.03.2019 a1
=
[E1] [
~ Form 16
00094573/AAAAAGIPGA, 94573 2066MANGLIK
PART B (Annexure)
Details of Salary paid and any other income and tax deducted INR INR INR
1. Gross salary
(a) Salary as per provisions contained in sec.17(1) 803764.00
(b) Value of perquisites u/s 17(2) ( as per Form No.12BA,
wherever applicable )

12:29 PM
10-12-18

. ENG

c. GPF Statement - You can view or download your GPF statement here.

- Click on GPF Statement.



Overview
UJVN - Employee Seff-Service > Qverview Full Screen | Options »

Benefits and Payments

| Back 84 @ H
Payment =
% Salary Statement
YYou can view your most recent salary statement here. 7
Form 16
You can view or download Form 16 here

GPF Statement

You can download GPF statement.

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 exira leaves

Declare Air Conditioner

You can submit your Electricity useage declaration

Sanction Order1 =

Vet ran enhmit unor Elactricite ieaana darlaratinn

[

- When you click on GPF Statement, the following screen appears. Enter the Year.

A Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct9s2Fevery user¥%2Fcom.sap.pct.erp.common.bp.f..

‘Optiens |

GPF Statement Print

* Enter Year (2018

This service will be available to GPF trust employees only.

d. Reimbursement Module — Claims/Advances — You can Create, Edit and View claims/advances and
their payment/repayment here.

- Click on Reimbursement Module — Claims/Advances.

Overview
' UJVN - Employee Seff-Service > Qverview Full Screen | Options «
Benefits and Payments
| Back %4 9 H
Payment =
Salary Statement
You can view your most recent salary statement here. =i
Form 16

You can view or download Form 16 here.
GPF Statement

Youcandownload GBE statamant
Reimbursement Module - Claims / Advances

™ payment / repayment.

IT Declaration

Create, Edit, & View IT declaration
Leave Encashment

You can encash your exira leaves
Declare Air Conditioner

You can submit your Electricity useage declaration.
Sanction Qrder1

Vant man ekt wnne Slartricit easns dariaration

- The below screen appears:



wpuUs v

Advanced Claims - India =

2 records found for the selection.

Display Message Log

Active Queries

My Requests All Requests (2)

My Requests - All Requests

Change Query Define New

[»_Show Quick Criteria Maintenance |

View: |[Standard View] ~|| [ create | 6o Display | 4 Edit | T Delete | Reimbursement Eligiviity | LTC Eligibiity | & PrintRequest | [3] Information | Print Version Expof
% Refresh
‘ Reimbursement Type ‘ Reference Number ‘ Creation Date From | Requested Value | Approved Value i Employee Name ‘ Request Phase | Request Status ‘ Approver Currg
J Medical Advance Claim:0009457300003 | 15.10.2018 100.000.00 100.000.00 | 94573 2066MANGLIK | In-Process Approved INR
j Unifarm Claim:0009457300062 | 06.09.2018 300.00 300,00 | 94573 2066MANGLIK = Completed Rejected 91233 1215JAIN | INR
[

Last Refresh 11.12.2018 12:24:43 _
| B

K|

- Click on Create.

[¥]

Advanced Claims - India

(¥ 2 records found for the selection.

Display Message Log

Active Queries

My Requests All Requests (2)

My Requests - All Requests

Change Query Define New

[»_Show Quick Criteria Maintenance |
||[j Create | 6o Display | 4 Edit | Tj Delete | Reimbursement Eligibility | LTC Eligibiity | (& Print Request | [i]Information | Print Version Expol

View [Stancars View] —~)

4 Refresh
‘—‘ Reimbursement Type | Reference Number | Creation Date From ‘ Requested Value | Approved Value | Employee Name ‘ Request Phase | Request Status | Approver EE
|J Medical Advance Claim 0009457300003 | 15.10.2018 100.000.00 100.000,00 | 94573 2066MANGLIK | In-Process Approved INR
|:| Uniform Claim:0009457300002 | 06.09.2018 300,00 300,00 | 94573 2066MANGLIK | Completed Rejected 91233 1215JAIN | INR

- 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)

j Previous  Next(3)
1% 1 - | Sl |
Details Review Submit

* Reimbursement Type
* Request Type

Requested Amount:
Off-Cycle Requested:
Tax Exemption Requested:

- [Mobile Bill
- [Claim |

500.00
vl
2

£3 Add Line B2 Delete Line L) Calculate
T *Line No: *Mobile Number*
[looo1 9999999999

*BillNo.* *Bill Date* | *Requested Amount [+]
v 111 02.02.2018 500.00

- Click on “l Acknowledge & Accept”:

I Acknowledge & Accept] Terms and Conditions

Comments
- Click on Next button to validate the request:

est (Advanced Claims - India): Step 2 (Review)

(4) Previous = Save Draf
E Request v Becessiul
1 2 -] =
Detais Review Subrmit

- Click on Next — Request will be created as shown:



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

(¢) Previous  Next
Request validation is successful
Request created succesfully. Request number: 0000001100051
Refresh the Overview screen to view your request
» 1 2 . -
Details Review Submit

Create New Request
| in

e. IT Declaration — Here you can Create, Edit and View IT Declaration

- Click on IT Declaration.

Overview

UJVN - Employee Sel-Service > Overview [ Full'Screen | Option:

Benefits and Payments

| Back

Bra Qa4

Payment
Salary Statement
You can view your most recent salary statement here.

Form 16
You can view or download Form 16 here.

GPF Statement

You can download GPF statement.

Reimbursement Module - Claims / Advances

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

lew |T declaration

Leave Encashment

You can encash your exira leaves

Declare Air Conditioner

You can submit your Electricity useage declaration
Sanction Order1

Vrnt ~an erhmit o Elactricihe neaana daclaration

B

- The below screen appears:

@ Not secure | ujepdev.ujvnl.com:51200/irj/portal?zNavigationTarget=ROLES%3A%2F%2Fportal content%2Fcom.sap.pct¥%2Fevery user?%2Fcom.sap.f

IT Declarations - India

Mo requests for the selection criteria

Display Message Log

i Active Queries

My Requests All Requests (0)

My Requests - All Requests
[»_Show Quick Criteria Maintenance | Change Query Define New Qi
View: [[Standard View] ~|| |[5 create| | o Display | 4 Edit | [ Delete | & Print Request | Form 1288 | [E]information | s Refresh
‘ Full Name ‘ Employee Number | IT‘ Create !.ion Type | Creation Date | Employee Name | Request Phase | Request Status | Tax Exemption Approved | Mult
=
Last Refresh 10.12.2018 12:43:33 Il



- Click on Create.

»

IT Declarations - India
9

No requesis 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] v\|I 6 Display | 4 Edt | [ Delete | L PrintRequest | Form 12BB | [i]Information | , Refresh
| FullName | Employes Number | IT - Declaraion Type | Creation Date | Employee Name | RequestPhase | Request Status | TaxExemplionApproved  MultpleLine |

- Select Declaration Type from drop down:

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pctd62Fevery_user%2Fcom.sap.pcterp.common.bpf...

Search: | Q- New Session SAP Store Log off

SAnd
Welcome: AMIT MANGLIK,

History Favoriles Personalize View Help

4 Back Forward b

= C = © e

MSS - CSPPO MSS - Training Admin MSS - Central HR UJVN - Employee Self-Service

MSS - DGM/GM/HODs

‘Overview
| Full Screen | Options =

UJVN - Employee Self-Service > Overview

Create Request (IT Declarations - India): Step 1 (Details) |
94

Previous  Next(®)
s

Details Review Submit

* |T - Declaration Type:

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

Section 80 Deductions

- Enter Investment details/contributions:



@ Notsecure | ujepdev.ujvnl.com:51200/irj/portal?Navigation Target=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user¥%2Fcom.sap.pct.erp.common.bp f...

;2.! P ' Search Q- New Session SAP Store Log off

4Back Forwardby  History Favorites Personalize View Help Welcome: AMIT MANGLIK,

. - ‘ r
= = = = | - l
MSS - DGM/GM/HODs MSS- CSPPO MSS - Training Admin MSE - Central HR |  UJVN - Employee Self-Service
Overview

UJVN - Employee Selfi-Service > Overview

reen | Options =

Create Request (IT Declarations - India): Step 1 (Details)
Previous  Next(3) -

-

Details Review Submit
* |T - Declaration Type: |Section 80C Deductions »
Actual Amount. |
Proposed Amount. |

Begin Date: (01042018 |

End Date: |31.03.2019 |
[] Consider Actuals

L calculate

| |-*I ine Number ‘ nntribitinns: I i Limit | Cnmenecy i Previni Arr‘vmlnl ‘ Ar‘lllﬁ:‘
a4

- Click on “l Acknowledge and Accept”:

I Acknowledge & Accept] Terms and Conditions

Comments

- Message will appear as shown below:

Create Request (IT Declarations - India): Step 2 (Review)
(0 Previous  Next(3) | (5] Save Draft

Request validation is successful

| ]
W

Details Review Submit

- Request Created.

<« Back Forward » History Favorites Personalize View Help

) L ) = | T =
UJVN - Employee Self-Service Manager Self-Service Manager Seif-Service System Administration
Overview
UJVN - Employee Self-Service > Overview

Create Request (IT Declarations - India): Step 3 (Submit)
(&) Previous Next

Request validation is successful
Request created succesfully. Request number: 0000001100052
Refresh the Overview screen to view your request

»—— 1 2 f 737'__.

Details Review Submit




f. Leave Encashment - You can encash your extra leaves here.

- Click on Leave Encashment.

Overview

. UJVN - Employee Self-Service = Overview Full Screen | Options » |

Benefits and Payments
‘ Back

S @4 |

Y You can view your most recent salary statement here [a]
Form 16

You can view or download Form 16 here

GPF Statement

‘You can download GPF statement ]

Reimbursement Module - Claims / Advances

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

IT Declaration

Create Fdit & View IT declaration

e swidkira lcaves

Declare Air Conditioner
You can submit your Electricity useage declaration.
Sanction Order1 L
You can submit your Electricity useage declaration.

PF, GPF, PPO Letters

Forms related to PF. GPF. and PPO letters =

g. Declare Air Conditioner - You can submit your electricity usage declaration here.

-Click on Declare Air Conditioner.

Overview

' UJVN - Employee Seli-Service > Overview Full Screen | Options »

Benefits and Payments

‘ Back B4 @4
T[T You can view your most recent salary statement here. [a]
Form 16
“You can view of download Form 16 here
GPF Statement

You can download GPF statement ]
Reimbursement Module - Claims / Advances

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

Create, Edit, & View IT declaration

Leave Encashment

Q g QUL EXIEE leaves

icity useage declaration.

sanction Order1 L]
You can submit your Electricity useage declaration.

@ PF,GPF, PPO Letters

Enrme ratatad th DE RDE and DDA latare

I+l

The below screen appears:

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal content%2Fcom.sap.pct%2Fevery user%2Fcom.sap.pct.erp.common.bp f...

Options +

Air Conditioner Decleration

[, Creae New Request

| Display Request ]
| | RequestNumber | Start Date | End Date | Meter Number | Location | NumberofAC ||

- Click on New Request.



Air Conditioner Decleration

D Create New Request

e
| | RequestNumber | StartDate | EndDate  Meter Number | Location | NumberofAC |
|| oooot 11122018 3112.9999 123456 Dehradun 2

- Enter Start Date, Meter Number, Location and Number of AC and tick on “I hearby authorize M/S
UJVNL to deduct electricity charges for AC uses as per company policy”

ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery user%2Fcom.sap.pcterp.common.bp f...

A Not secure |
Options «

Create Request

Request number: 00001
StartDate: (11122018 [0
End Date: |31.12.9999
IMeter Number: (123456
Location: |Dehradun ]

Number of AC: 2|

411 hearby authorize M/S UJVNL to deduct elecricity charges for AC uses as per company policy|

[ @Bak [0 _g’iéurbmit Request |

- Click on Submit Request.

Create Request

Request number. |00002
Start Date: [11.12.2018 [
End Date: [31.12.9999
Meter Number. 123456
Location: [Dehradun
NumberofAC: [ 2]

[¢]1 hearby i’ IL to deduct elecricity charges for AC uses as per company policy

| g@Back || «” Submit Request

- Your request has been submitted successfully.

Options =

Request has been submitted successiully

Create Request

Request number. | 00001
Start Date: |11.12.2018
End Date: | 999
Meter Number: 123456
Location: |Dehradun
Number of AC: 2

[vI1 hearby authorize M/$ UJVNL to deduct elecricity charges for AC uses as per company policy
[ 49 Back | | Submit Request |

h. Sanction Order — You can apply for sanctioning allowance from here.

- Click on Sanction Order.




Cverview

UJVN - Employee Self-Service > Overview Full Screen | Options »
Benefits and Payments
‘ Back B @4 ‘
You can download GPF statement El

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 exira leaves

Declare Air Conditioner

our Electricity useage declaration

Sanction Order
= o our Electricity useage declaration.

PF, GPF, PPO Letters
Forms related to PF, GPF, and PPQ letters

Download forms

- The below screen appears:

ypuUllb v
View: [Standard View] ~|| PrintVersion Exports Refresh
‘ ‘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 Approver(Er
0000000221 Computer Allowance New 94573 94573 2066MANGLIK  01.09.2018 00091233 $1233 1215JAIN 00091230
:l 0000000223 Mobile Handset reimbursement  New 94573 94573 2066MANGLIK  10.12.2018 00091233 91233 1215JAIN 00091230

Santion Order Request

Select Sanction Order: | |

Sanction Order Request Date: (6]

Submit

- Select Sanction Order from the Dropdown menu.

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLFS%3A%2F%2Fportal_content%2Fcom.sap.pct%2Fevery userd%2Fcom.sap.pcterp.common.bp f..

‘Options v |
View: [Standard View] ~]| PrintVersion Exporia Refresh
‘ 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 Approver(En
0000000221 Computer Allowance New 94573 94573 2066MANGLIK  01.09.2018 00091233 91233 1215JAIN 00091230
0000000223 Mobile Handset reimbursement  New S4573 94573 2066MANGLIK  10.12.2018 00091233 91233 1215JAIN 00091230

Santion Order Request
Select Sanction Order: | -
Sanction Order Request Date: -~

FPPA (Family Planning Pay)
Computer Allowance
‘Washing Allowance

Training Allowance

Site Compensatory Allowance
Bi-ingual Allowance

Baorder Allowance

Handicap Allowance




- Enter Sanction Order Request Date and Click on Submit button.

~|| PrintVersion Exporta Refresn

| sanction Req. Ref. | Sanction Order Type | Request Status | Raise By(Emp ID) | Ralse By(Name) Sanction Date | Pending With(Emp ID) | Pending With(Name) | Next Approver(En
I ooc0000221 Computer Allowance New 94573 94573 2086MANGLIK 01092018 00091233 91233 1216JAIN 00091230
| | ooooooaz23 Mobile Handset reimbursement  New 94573 94573 206MANGLIK 10122018 00091233 91233 1215JAIN 00091230

Santion Order Request

Select Sanction Order. |Reimbursement of Local Travel Expenses -

1122018 W

Sanction Order Request Date; \/11 12.2018

- Your request has been successfully submitted.

LpuoIs ¥
[ request supmitiea
View: |@ 7’| \ Print Version Export 4 Refresh
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 Approver(En
[7‘ 0000000221 Computer Allowance New 94573 94573 2066MANGLIK  01.09.2018 00091233 91233 1215JAIN 00091230
| ‘ 0000000223 Mobile Handset reimbursement  New 94573 94573 2066MANGLIK  10.12.2018 00091233 91233 1215JAIN 00091230

Santion Order Request

Select Sanction Order: |Reimbursement of Local Travel Expenses -

Sanction Order Request Date: [11.12.2018 |

4. General Request — You can raise for NOC request and display the details of NOC requests and
annual property return.

- Click on General Requests.



Overview
D UJVN - Employee Self-Service > Overview

Employee Services

Full Screen | Options »

= INTINIS area, You can use SErVICES 10 record your
working time, request leave, display your time
account data and display public holidays.

@ Benefits and Payments

Display the plans in which you are currently
enrolled, enroll in new ben efit plans, and
download an enrollment form.Display your salary
statemen t

General Requests

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

ﬁ-. The learning page offers you functions to find
and participate in suitab le courses. It gives you

individual, personalized access to the company’

s course offerings in the course catalog. It also
offers the leamning pr ofile that helps you keep
track of learning activities.

Work Events

e @4

~ Related Links

[«

+ Most Frequently Used

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

Travel and Expenses

In the area. you can handle and process travel

Reimbursement Module - Claims / Advances
Submit Annual Property Return

Traveler Work Center

Personal Profile

Create Leave Request

IT Declaration

Bio Data

NOC Request

GPF Statement

Sanction Order1

[E—

reniests fravel nlans A nd AYnenss rennrs Salay Slatement =
- The below screen appears:
==.| ‘,' Search: Q- New Session SAP Store Log off
4Back Forward» History Favorites Personalize View Help Welcome: AMIT MANGLIK,
= & = = L
MSS - DGM/GIM/HODS MSS - CSPPO MSS - Training Admin MSS - Central HR UJVN - Employee Seli-Service
Overview
UJVN - Employee Seli-Service > Overview Full Screen | Options =
General Requests
‘ Back Sra @a |
‘ -
NOC Request
You can apply for NOC requests
Submit Annual Property Retum
Submit Annual Property Return
a. NOC Request — You can apply for NOC request here.
- Click on NOC Request
==.| D 4 Search Q- New Session SAP Store Log off
4 Back Forward v History Favorites Personalize View Help Weicome: AMIT MANGLIK,
= = = =
MSS - DGM/GM/HCDs MSS - CSPPO MSS - Training Admin MSS - Central HR UJVN - Employee Self-Service
Overview
D UJVN - Employee Self-Service > Overview Full Screen | Options =
General Requests
| Back D4 @a

BT NOC requests
Submit Annual Properly Return
Submit Annual Property Retumn

- The below screen appears:



| Search | (L[] Create NOC Request.

er "‘ﬁ

- The below screen will be shown:

Personnel No.: (00094573 | 94573 2066MANGLIK J

Date:
* NOG Code: | &)l ]

- Select NOC Code from Help:

® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2F portal_content%2Fcom.sap.pct%2Fevery user%2Fcom.sap.pcterp.common.bp f...

Search: NOC Code

Search Criteria Personal Value List  Hide Search Criteria &%

[NOC Code i @@
[NOC Text @@

Maximum Number of Results:

Results List: 8 results found for NOC Code

| | moccose. = | NoCTen

New Passport and Renewal

Higher Education

Outside Appointment

Deputation to other Department

Purchage or Sell property

Lecture

Conduct Interview

Applying for VISA




- Click on “Proceed to Creation”.

NOC Creation - New

94572 2066MANGLIK
[ia]

| | New Passport and Renewal

Personnel No.: |00094573

Date: [11.12.20
* NOC Code. [NOot 1)
(1. T8 Proceed to Creation ||| 3 Cancel |

>
+ oma A " L IR ——— ammm
Gpions ~
NOC Creation - New
Personnel No.. 00094573 94573 2066MANGLIK
Date: [10.12.20 [
* NOC Code: (NOOT New Passport and Renewal
[ [5; Proceed to Creation | [ 3% Cancel |
NOC for New Passport / Renewal
Information to be furnished with regard to "No Objection Gertificate” for RenewaliNew Pass Port to visit
abroad in with p in B.O.N0.367 1980 dated 24-2-1981
Name of officer: 94573 2066MANGLIK Desgination: ASST. ACCO
Father's / Husband's Name:
i  state date of confimrtaion together with post: T
DR S L S RO SR SR L If temporary, state date of regular appointment in the Board/Nigam: |
Purpose of visiting abroad = ;
Complete postal address/addresses during stay abroad:
Total Period of leave required for visiting abroad in Days: e —r
ST AR R U S TS Approx. amount to be incurred on proposed visit abroad in INR; (
Whetner 'No Objection certificate’ has already been rejected in past: —_—
What was the Purpose of visit abroad if performed in past ‘
e
P
Click on “Submit” button
* NOC Code: |NOD1 New Passport and Renewal
[ [3 Proceed to Creation | [[ 38 Cancel |
NOC for New Passport / Renewal
Information to be furnished with regard to "No Cbjection Certi forR Pass Port to visit
abroad in accordance with provision contained in B.O.No0.367-G-SEB-K-I-142A/1980 dated 24-2-1981
Name of officer 194573 2066MANGLIK Desgination: ASST ACCO
Father's / Husband's Name
Permanent Address:

If Permanent, staie date of confimriaion together with post

If temporary, state date of regular appointment in the Board/Nigam:

Name of the countries to be visited:

Purpose of visiting abroad

Compleie postal address/addresses during stay abroad:

Total Period of leave required for visiting abroad in Days |
Source of financing the above expenses |
Whether 'No Obiection certificate’ has already been rejected in past: | -

- NOC Request is created.

Period of stay abroad in Days i
Approx. amount to be incurred on proposed visit abroad in INR: [

What was the Purpose of visit abroad i performed in past ‘




[ pata updated

NOC Creation - New

Personnel No.- (00094573 94573 2066MANGLIK
1122018 [
* NOC Code: |NOO1 New Passport and Renewal

Date:

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.No.367-G-SEB-K-I-142A/1980 dated 24-2-1981

Name of officer. 94573 2066MANGLIK Desgination: ASST. ACCO
Father's / Husband's Name:

If Permanent, state date of confimrtaion together with post Permanent Address’

N if th i to be ited: ~
A LSO D e IF temporary, state date of requiar appointment in the Board/Nigam
FlinGse elvisiing abeoad Complete postal address/addresses during stay abroad:
Total Period of leave required for visiting abroad in Days o Period of stay abroad in Days: 0
S 7 i the ab = -
Bt RO EROR R Approx. amount to be incurred on proposed visit abroad in INR:

Whether "No Objection certificate’ has already been rejected in past:
What was the Purpose of visit abroad if performed in past

b. Submit Annual Property Return

- Click on Submit Annual Property Return.

C E E C -
=

IMSS - DGW/GMHCDs MSS - CSPPO MSS - Training Admin IMSS - Central HR UJVN - Employee Self-Service

Overview

' UJVN - Employee Seli-Service > Overview Full Screen | Options =

General Requests
Back Ba @4

NOC Request

The below screen appears:

Annual Property Return Form

* Enter Year: | | (LB Proceed |

- Enter the Year for which the property is to be declared.



Annual Property Return Form

* Enter Year: (2018 || [> Proceed |

- Click on “Proceed” button.

Annual Property Return Form

< Enter Year: 2019 |

- When you Click on Proceed button, the below screen will appear:

(%) I fere o are ama s g
i gagarT aon sxarowdt § 6 # frm vor oft s gl o wndtaf e g
wiftr wweer

View: |[Standard View] ~!| AppendRow Delete Save

& TGt

~|| AppendRow Delete Save

| B
TR Eiien]

S | oodm | um | GAumc A | siviam i, AR sk 21 T & 41 96 s E s

Options =

=]

& |
| e e sfaae | ot

| ot an e, o o 1 v & i ww o B | e A B R e R E MR | aife | oy ||
feaie famg2 femsman

qe

-Click on “Append Row” to enter data:

o gagary grun sanr@dl § @ 7 Fa ver @9 saw gty e andtest wafie g

afty weaer
Wiew: _I'Etanqar_d__‘ﬂen-'_]

| |} Append Row fDelete Save

| orffa m &, af offa 81 el & < gwE ool




- Click on “Save” to save the entered data.

(@) I3 fore o=y urer s Tl 81
T gagan giavn sxavad g & 7 o v @t s sk e @i it g
| stftre
view: | [Standard View] -|| 'Append Row | De\ete Be
] ' I [sffrmisae | I [ I
GRS I FAUFES H Hlq B e A IEe | AN UoRg | SgA-g ey | fem
| st 1 feien .

‘
0.00 0.00

- The following message will appear.

ma

Data Saved for & S/

- Save all kinds of property and Select Next.

g 7 e § ot o sraa wwaft sifefa svared § @ o0 7o @) Swdea v 7wty ofdfa o & femie i & faie @ g me F e difta s gt

fermoft:- arerer weafRy & G vaA T yf Frae S aw @ 93 @ w0 H afimriteant o 3wt udl 3u® uf o Suet ok | 3HE o O TS Yo S Sud Ary WY g1 91 /Y ar
o1 o fonelt W Su 1R anfira €1, sy anfya an wica= ot 5w wraon & waierd afiert gri gt anfya @ wfatRe o i, Tt st

&L

- Click on “Submit” Button:

e R

vt fiove Forvi v i e vt i 8 0
e e aremewe e ery oy g e el gt e o i appmere wird e wEf urom mamee| ok e A el e ses ) annetara sfin of| Qamla dires O me Grgi

& P Foeeis e wm apesfa @y
1 it e | g T & $s wesee ot am osesliiy o cardbe] sarisell )
=,

[Sancars View| T || Appesifow Dot Sawe R

0 W (AT | e A E"Z mm.fmmi;gdqmmmnmtn:ﬁu 0 TR s W an e

vamierd wer el om e A 8 R pes enife & oo oae & g de A alie a
[ suEaT]

|
B

- Your request has been submitted successfully.



Options

WEL

Annual Property Return Submitied

TR HE
5. Work Events — You can use services for the E- Separation process here.

- Click on Work Events.

Overview

' UJVN - Employee Seli-Service > Qverview Full Screen Opilons-

Employee Services

% @
= ININIS area, you can use ServICes 10 recora your [J..= -
working ime, request leave, display your time The leaming page offers you functions to find ~ Related Links |
account data and display public holidays and participate in suitab le courses. It gives you ‘

individual, personalized access io the company’
s course offerings in the course catalog. It also

offers the leaming pr ofile that helps you keep ~ Most Frequently Used
Benefits and Payments track of leaming activities. -
T Reimbursement Module - Claims / Advances
Display the plans in which you are currently Submit Annual Property Retum
enrolled, enroll in new ben efit plans, and =
download an enroliment form Display your salary Personal Profile
statemen t Traveler Work Center
In this area, you can use services for the E- IT Declaration
Separation process NOC Request
~y General Requests Bio Data B
@O ‘* :
Q@ Creale Leave Request
< In this area, you can raise for NOC request and | e g e GPF Statement
display the details of NOC requests, Annual Loa N Declare Air Conditioner
Property return. D nthe area you can handle and process travel Sanction Ordert =
reauests travel nians a nd exnense rennrts [
- a
- When you click on Work Events, the below screen appears:
Search: Q -~ New Session SAP Store Log off
History Favorites Personalize View Help Welcome: AMIT MANGLIK,
MSS - DGM/GM/HODs MSS - CSPPO MSS - Training Admin MSS - Central HR UJVN - Employee Seli-Service
Overview
D UJVN - Empioyee Seff-Service > Overview Full Screen | Options «
Work Events
Back Bra @4 |

Work Events
@O
r:) D E-Separation Request
You can create, view, or edit your E-Separation Request here

E- Separation Request — You can create, view and edit your E-separation Request here.

- Click on E- Separation Request.




SAP4 seacn[ |@- | NewSemen SAPSwre | Logor

4 Back Forward s History Favorites Personalize View Help Welcome: AMIT MANGLIK,
=
= = ¥y @
MSS - DGM/GM/HODS MSS - CSPPO MSS - Training Admin MSS - Central HR
’ UJVN - Employee Seif-Service > Overview | Full Screen | Options

BQ Visﬂﬂinﬁ_l
E-Separation Request
‘@' e

dit your E- Request here.

- The below screen appears:

| LptoNs ¥ |

&4 94

- Click on New.

&4 @4

s

* personnel Number: (00034573 | AMIT MANGLIK




- Enter all the mandatory details (marked as *) in the below screen

Separation Request: New

Options =

| [ save and Back 3¢ Cancel

&4 @4

IO

+ Separation Details

Reason Details
* Personnel Number:
* Action Type:
* Reason for Action:
* Detailed Reason:
* Relieving Date (R):

Children's Education

* Any specific Comment:

Future Communication

| _o3r09 * Personal E-mail ID: | 2bc@gmail.com

- UJVNL -] = personal Phone No.- 9874563210

|Resignation -| * Address: | 123456abd

| Location Constraint -|

[31.12.2018 [1a]

Nature of .Job:

Inter Personal Rel.:
Lack of Praom.Avenues:
Place of Posting:

Organisation policy:
Waork Culture:

* Details of new Job:

Separation/Dissatisfaction Rsn

L)
0
O
|
O
O
|
[Cnoice of LOcation |
[Na |

‘ * Notes | Remarks

[} Note

- After entering all the details, Click on Save and Back.

Separation Request: New

[ save and Back 3¢ Cancel

~ Separation Details

Reason Details

Future Communication

# parsonnel Number: 00093709 | 93709 * Personal E-mail [D: | abc@gmail.com
* Action Type: [Seperation - UJYNL ~] * Personal Phone No.. 9874863210
* Reason for Action: [Resignation -] * Address: | 123456abd
* Detailed Reason: |Location Constraint -
[31.12.2018 18]

* Relieving Date (R):

Nature of Job:

Inter Personal Rel

Lack of Prom.Avenues:
Place of Posting:
Children's Education:
QOrganisation palicy:
Work Culture:

* Details of new Job:

* Any specific Comment;

b0, 31px B

Separation/Dissatisfaction Rsn

a
]
u|
7]
]
O
O
[Choice of LOcation ]
[NA ]

111333 x 655px

100% (=) [J

- Your request was submitted successfully.



upuons =

E=Separation
Bs @
Reguest (ESEP0009457300004) was created successfully
~ My Separation Requests D MNew | Other Actions 4 \ Separation Policy
Edit Request Number Status Creation Date | Reporting Manager HR Person [=]
[=

| b Due Clearance Overview

6. Travel and Expenses — You can handle travel requests, travel plans and expense reports here.

- Click on Travel & Expenses.

MSS - DGM/GM/HODS

Overview

Search

History Favorites Personalize View Help

= = &= -

MSS - CSPPO MSS - Training Admin MSE - Central HR UJVN - Employee Seli-Service

’ UJVN - Employee Seli-Service > Overview

_Em;__zla)_fee Services

- When you click on Travel & Expenses, the below screen appears:

Display the plans in which you are currently
enrolled, enroll in new ben efit plans, and
download an enroliment form_Display your salary
statemen t

Work Events

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

AI! Travel and Expenses

) A
% | In the area. you can hanale and process travel
requests, travel plans, a nd expense reports.

General Requests

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

Q- New Session

SAP Store Log off

Welcome: AMIT MANGLIK,

Reimbursement Module - Claims / Advances
Submit Annual Property Return
Traveler Work Center

Personal Profile

Creale Leave Request

IT Declaration

Bio Data

NOC Reguest

GPF Statement

Sanction Ordert

Salary Statement

Declare Air Conditioner

Leave Encashment

Full Screen | Options

Brs @4

e

4 Back For

Overview

| Back

MSS - DGM/GM/HODs

|

Search

History Favorites Personalize View Help

= C & -

MSS - CSPPO MSS - Training Admin MSS - Central HR UJVN - Employee Seli-Service

UJVN - Employee Self-Service > Overview

Travel and Expenses

Overview
Traveler Work Center
You can display and edit your travel requests, travel plans, and expense reports.

Q- New Session

SAP Store Log off

Welcome: AMIT MANGLIK,

Full Screen | Options

&0

a. Traveler Work Center — You can edit and display your travel requests, travel plans and expense

reports.

- Click on Traveler Work Center.



:’ i -V! Search:

4 Back Forward b History Favorites Personalize View Help
= = = ™ -
f It — f

MSS - DGM/GM/HCDs MSS - CSPPO MSS - Training Admin MSS-Central HR | UJVN - Employee Self-Service

Overview

UJVN - Employee Self-Service = Overview

Q- New Session SAP Slore Log off

Weicome: AMIT MANGLIK,

_Full Screen | Options =

Travel and Expenses

| Back &.4 9‘ ‘
TETETTS T ST your travel requests, travel plans, and expense reports
- When you click on Traveler Work Center, the below screen appears:
Options + |

My Trips and Expenses (94573 2066MANGLIK, 00094573)

All My Travel Requests (0) | All iy Travel Plans (0) | All My Expense Reporis (0) | Pending Exp. Reports (0) | Credit Card Imports (0) |
Change Query Define New Query Personalize
View: | Create New Travel Request Create New Expense Report & ‘
T StartDate | End Date Destination Reason Recommended Actions aet [
[l
[ | [¥]
Last Refresn 10.12.2018 15:34:47 INDIA Refresh ]

i. Create New Travel Request

- Click on Create New Travel Request:

My Trips and Expenses (94573 2066MANGLIK, 00094573)

Options

All My Travel Requests (0) | All My Travel Plans (0) | All My Expense Reports (0) | Pending Exp. Reports (0) |~ Credit Card Imports (0) |
Change Query Define New Query Personalize
View: IStandard ViEW] it f I Create New Travel R'equesl I Create New Expense Report & ‘
e
T|j| Start Date | End Date | Destination Reason Recommended Actions Alert ||:|
| | =
[l \ ]
Last Refresh 10.12.2018 15:34:47 INDIA Refresh[E]




-When you click on “Create New Travel Request”, the below screen appears:

Create Travel Request

12

@

-4

I s
General Data

Review and Send

Employee 94573 2066IMANGLIK ( 00094573 )

[ 4 Previous

p || Review k]

| save Draft |

[» Calendar of Trips | [» Attachmenis (0 |

General Data
* Start Date:
End Date:
Posting Date:
Destination

Country / Region:
Destination

Additional Destinations:

Additional Information

( @ (o000 |

[Depanurs from First Workplace

[Arrival at First Workplace

@(o000 |

10.12.2018 @

[India -

J

No destinations entered

[

Enter Additional Destinations |

Help

Options »

[a]

=

- Enter the Start and End date of the trip, Country, Destination and all the other additional information
like Trip Type, Activity, Reason etc. as required. Tick on “Means of Transport to be Approved” and “Type

of Accommodation to be Approved” as per the requirement.

General Data
* Start Date:

Posting Date:

Destination
Country / Region
Destination

Additional Information
Trip Type, Statutory:
Trip Type, Co.-specific:
Activity (Planningy):
Reason

Estimated Costs:

Cost Assignment:

Transportation:

End Date:

Additional Destinations:

Advances:

Means of Transport to be Approved

(17122018 @ [00:00 | |Departure from First Workplace

[23.12.2018 [ [00:00 | |Arrival at Home

[10.122018 1]

|India -
| New Delhi [m])

No desti'nations entered

|Company Accommodation and Fo « |

- | District Head Offices - |
| Training Purpose - |
[ [m)]
0,00 INR Enter Estimated Costs

0,00 Indian Rupee

100,00 % Cost Center 14030101 (Machine 1 MB-2), Funds Cenier 1402 (MB-2 FC), Com|

[+

[

Enter Additional Destinations |

Enter Advances ]

Change Cost Assignment |

Type of Accommeodations to be Approved

Hotel-Lodging: [v]

Options «

al




- Click on “Review” button:

Options «
Posting Date: (10122018 [ =
Destination
Country / Region: |India |
Destination: | New Delhi [ml]
Additional Destinations: | No destinations entered |__Enter Addtional Destinations |
Additional Information
Trip Type, Statutory: |Company Accommodation and Fo | o
Trip Type, Co.-specific: | District Head Offices |
Activity (Planning): |Training Purpose -|
Reason: | )
Estimated Costs: 0,00 INR Enter Estimated Costs
Advances: | 0,00 Indian Rupee [ Enter Advances |
Cost Assignment: | 100,00 % Cost Center 14030101 (Machine 1 MB-2), Funds Center 1402 (MB-2 FC), Com|| [ Change Cost Assignment ]
Means of Transport to be Approved Type of A to be Appi
Transportation: [v] Hotel-Lodging: [v]
(4 Previous St Review [ Save Drat |
: | =
. N . .
-When you click on Review, the following screen appears:
Options =

Create Travel Request

poas
w»—_ 2] 3

General Data Review and Send

Employee 94573 2066MANGLIK { 00094573 )  Start Date 17.12.2018  End Date 23.12.2018

4 Previous Step |[[ Save Draft |

Final Action
<1 Save Draft | only want to save my travel request and send it later
(_ySave and Send for Approval | want o save my travel request and send it now for further processing
| confirm that | have entered all data to the best of my knowledge
Display Request Form

4 Previous Sleé | [ Save Draft |

[l

- From the Final Action, Select Save and Send for Approval. The below screen appears:




Options «

[a]

Create Travel Request Help
I» cilly 2 3 -
General Data Review and Send C eted
Employee 94573 2066MANGLIK (00094573 )  StartDate 17.12.2018  End Date 23.12.2018
|4 Previous Step | [[ Save and Send for Approval |
Final Action
| Save Draft | only want to save my travel request and send it later
=) Save and Send for Approval | want to save my travel request and send it now for further processing
I confirm that | have entered all data to the best of my knowledge
Display Request Form
|4 Previous Step | [[ Save and Send for Approval |
- Click on Save and Send for Approval button:
Options =
Hep | =

Create Travel Request

=1 2

)

L

1
LY
General Data Review and Send Compleled

Employee 94573 2066MANGLIK (00094573 )  Start Date 17.12.2018 End Date 23.12.2018

[ Previous Step | (| Save and Send for Approval |

Final Action

' Save Draft | enly want to save my travel request and send it later

| want to save my travel request and Send it now for furtner processing
1 confirm that | have entered all data to the best of my knowledge

« Save and Send for Approval

Display Request Form

[1 Previous Step Save and Send for Approval |

- Your travel request was saved and sent for approval.




Options «

Create Travel Request Help

I» - -

Completed

Employee 94573 2066MANGLIK ( 00094573 )  Start Date 17.12.2018  End Date 23.12.2018

[ 4 Previous Step | [| Save and Send for Approval |

(4] Travei request 1000000010 was saved and sent for approval

Display Request Form

[ 4 Previous Step | [ Save and Send for Approval |

- You can also view your travel request form by clicking on “Display Request Form” button.

Options

Create Travel Request Help

»—.1 : 3 —o
Completed

Employee 94573 2066MANGLIK ( 00094573 )  Start Date 17122018  End Date 23 12 2018

[ 4 Previous Step | [| Save and Send for Approval |

(4] Travei request 1000000010 was saved and sent for approval

Display Request Form

(4 Previous Step | [ Save and Send for Approval |

-When you click on Display Request Form button, the below screen appears:



0050568E57F71EE8BF8CDOD319DD1803.pdf

General Data

Destination 1:

Start:
End:

Departure from Work
Return to Residence

Commencement of Work:
End of Work:

Reason:

Activity:

Trip Activity Type:
Trip Type, Statutory:

NEW DELHI /INDIA

Monday 17 December 2018
Sunday 23 December 2018

Training Purpose
All Trips
Company Accommodation and Food

Trip Type, Enterprise-Specific:

District Head Offices

[]1 am requesting full mileage reimbursement
[ J1am a car pool passenger

ii. Create New Expense Report-

- Click on Create New Expense Report:

My Trips and Expenses (94573 2066 MANGLIK, 00094573)
RCIACT

| AllMy Travel Requests (0) | Al My Travel Plans (0)

All My Expense Reports (0)

 Pending Exp. Reports (0)

Options «

Credit Card Imports (0)

| View: [Standard View] ¥ || Create New Travel Request I Create New Expense Report I

| End Date |
23.12.2018

| & start Date

| | 17122018

Destination | Reason

New Delhi

| Recommended Actions

Change Travel Request

Change Query Define New Query Personalize

& |

\ D]

Last Refresh 10.12.2018 15:59:27 INDIA Refresh[E]

- When you click on “Create New Expense Report”, the below screen appears:

Create Expense Report

Employee 34573 2066MANGLIK ( 00094573 )

Start |

Schema Selection
+ Schema: | |

Options «

Help

- Select “Schema” from the dropdown menu and then click the “Start” button.




® Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_contentd%2Fcom.sap.pct%2Fevery user%2Fcom.sap.pct.erp.common.bp f..,

Create Expense Report

Employee 94573 2066MANGLIK ( 00094573 )

Schema Selection

R8s == Domestic Trip_Out of Stal
Domestic Trip_Out of Stat
Domestic_within State
Transfer Qut of District
Transfer with in District

- When you click the Start button, the below screen appears:

Create Expense Report

|

] Il

|37
I wlal {uZaf =
General Data Enter Receipts Review and Send

Employee 94573 2086MANGLIK ( 00084573)  Schema Domestic_within State

| 4 Previous Step || Enter Receipts #] | (Save Draft |

[» calendar of Trips | [» Attachments (0) |

General Data

* Start Date:

{3 [00:00 | |Departure from First Workplace =
End Date: @ (0000 | [Amival at First Workplace -

Posting Date: [10.12.2018 [ia)

Destination

Country / Region: [India |

=]

Destination:

Additional Information
Trip Tvoe. Statutorv: [All Trios -

Help

‘Options

Help

Options «

-

=

- Enter the Start and End date of the trip, Country, Destination and other additional details like Trip

Type, Reason and comment.

[»_calendar of Trips | [» Attachments (0] |

General Data

= Start Date: [17.12.2018 @ (o000 |  [Departure from First Workplace  ~|
End Date: |23.12 2018 [EH |0o:00 | | Arrival at First Workplace - |
Posting Date: (10122018 [0

Destination

Country / Region: [India -]
Destination: |Mew Delhi [w]]

Additional Information
Trip Type, Statutory: |All Trips -
Trip Type, Co.-specific: | Out of State -

Reason: |Training

m]}

Comment:

- After entering all the details in the above screen, Click on Enter Recipients button:




Advances: | 0,00 Indian Rupee
Cost Assignment:

| Enter Advances ]
100,00 % Cost Center 14030101 (Machine 1 MB-2), Funds Center 1402 (MB-2 FC), Com| |

Change Cost Assignment |

Per Diems for Meals and Accommodations

Per Diem Reimbursement for ™
Meals :
Mileage
Total Distance: | 0/km | Enter Mileage Details ]

| Enter Receipts k] | [ Save Draft |

- When you click on Enter Recipients button, the below screen appears:

Create Expense Report Help
I

Lo Ta W2, 3 B

—

General Data Enter Receipts Review and Send

Employee 94573 2066MANGLIK ( 00094573 )  Schema Domestic_within State ~ Start Date 04.12.2018 End Date 07 12.2018

(4 Previous Step || Review k] | [Save Draft |

[» Available Credit Card Receipts (0) | [» Scanned Receipis (0 ) |

Receipts in This Expense Report
New Entry  Copy

:rﬁ. No. | Staws | Expense Type Receipt Amount ' Receipt Currency Receipt Date Amount | Local Currency Short Info

- Click on New Entry in the screen above:

Create Expense Report Help

1%

General Data Enter Receipts Review and Send

Employee 94573 2066MANGLIK ( 00094573 )  Schema Domestic_within State  Start Date 04 122018  End Date 07.12.2018

(4 Previous Step || Review ¥] = [ Save Draft |

[» Available Credit Card Receipts (0) | [» Scanned Receipts (0 |

Receipts in This Expense Report

T No. | Stalus | Expense Type Receipt Amount | Receipt Currency Receipt Date Amount Local Currency Short Info papel |

L 111315 x 617px 5] Size: 20.8KB 100% (=)

- After clicking on New Entry, the below screen appears:



A Not secure | ujepdev.ujvnl.com:51200/irj/portal?NavigationTarget=ROLES%3A%2F%2F portal_content%2Fcom.sap.pct32Fevery user%2Fcom.sap.pcterp.common.bp f..

‘Optiens = |
[» Available Credit Card Receipts (0 ) | [» Scanned Receipts (0] | =l
; Receipts in This Expense Report |
New Entry Copy Delete ‘ =
rn\ No. | Status | ExpenseType  ReceiptAmount | Receipt Currency ‘ Receipt Date Amount Local Currency | Short Info | Pape
Lelo] @  carRental e 0,00 Indian Rupee ¥ 04.12.2018 0,00 Indian Rupee
Car Rental -
Fron DA ate: [07.12.2018 Number: | 4]
Daily Allowance Adjustment No. of Dinners: | |
Provider Domestic - Rail (1st class) -]
Docume Domestic - Rail (AC Class) ‘
Domestic - Rail (Chair Car) | | )
Domestic- Air (Economy Class)
Country / § Domestic-Air (business Class) hd
Business py Domestic-Local Bus/Train ) L
Partid Domeslic-Lodging — Company |4 | [ Enfer Parlicipants ]
Comment:
Departure:
Arrival
Airline: |
Cabin Class: |
Ticket Number:
Mileage: |
=

- Click on Accept which you will find at the end of the screen as shown below:

Name® |

Street: |

City: |
District (US:County); | |

|

|

|

Country: |
Postal Code:
Ser.Tel.No.:

(L Accept | Accept and New Entry | | [Change Cost Assignment | | Enter ltemization | | [(Check |

- After clicking on the Accept button, the below screen appears:

Qptions
, =
4 Previous Step | | Review & Save Drait
(» Available Credit Card Receipts {0) | [» Scanned Receipts (0) |
ipts in This Report |
New Entry Copy Delete ‘
No. ‘ status | Expense Type Receipt Amount Receipt Currency Receipt Date Amount Local Currency Short Info ‘ paperRe[ |
001 a Car Rental 15.000,00 Indian Rupee 0412 2018 15.000,00 Indian Rupee ")
=
[CT 0]
4 Previous Step || Review & Save Draft

- Click on Review button to review the expense type details:



Receipts in This Expense Report

New Entry
| Mo | statis  ExpenseType | ReceiptAmount | Receipt Cumency | Receipt Date | Amount | Local Cumency | Shert Info |
001 Car Rental 15.000,00 Indian Rupee 04.12.2018 15.000,00 Indian Rupee

(4 Previous Step || Review rJl [ Save Dratt |

- Select Save and Send for Approval from Final Action and click on Save and Send for Approval button:

Final Action
() Save Draft | only want to save my expense report and send it later
(e} Save and Send for Approval | want to save my expense report and send it now for further processing
| confirm that all expenses were incurred by and on behalf of the company
Summary

Total Travel Expenses 0,00

Amount Reimbursed 0,00

Amount Paid Out 0,00

xpense

|4 Previous Step ([ Save and Send for Approval |

- Your expense report was saved and sent for approval.

Create Expense Report based on Travel Request ( 53 )

[ : - —
Completed
Employee User 5 ( 1m) D Trip_Out of Stat  Start Date 20 02.2018 End Date 23.02.2018
4 Previous Steg Save and Send for Apg 3

@ Expense report 0000000053 was saved and sent for approval
El 100.00 3% will be assigned acc. to trip costs assignment guidelines

Display Expense Form |



Further as a Manager — Supervisor, you will be able to take following actions on “Manager Self Service —
MSS” tab.

Approve Leave

Approve Reimbursement

Approve Sanction Order

Approve Investment Declaration of Employee
Approve Training request

Approve NOC application

Etc.

NouhswWwNR

For further assistance, please contact your unit POCs.

Regards,



