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1 DOCUMENT CONTROL

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

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

1.1 DOCUMENT HISTORY

Version

Date

Author

VERSION DETAILS

V0.1

26.08.2021

Dimple Singh

Initial Submission

1.2 DISTRIBUTION

Date

Type of Users

Purpose

1.3 USER ROLES - POSTS USING PROCESS EXPLAINED IN MANUAL

Date

Roles

Posts

Purpose

Version 0.1 End User Manual

Page 3 of 14

Project — SAKSHAM



ey ’lenpwﬂemtnyiupply fﬁ >
l& PN accenture
e e High performance. Defivered.

2 ANNUAL PROPERY DECLARATION
2.1 OVERVIEW

The UPPCL and its DISCOM employees declare property details if any.
2.2 MENU PTH

Use the ESS Portal.

23 USERROLE

Description of User role along with the possible post names who will be executing transaction

2.4 STEPS
1.Employee will Login in ESS Portal : http://ess.erp.uppclonline.com/

2.The below screen will appear. Login with User Id and Password.

Uttar Pradesh Power Corporation Limited

§ —
~ e
Z=ORN
UPPCL g ) :
U vrar Prodesd Pomes Corpsoncee | e d. \\ - v "
e
./ 2 ‘f} User * |
9 ~
& 7 4 oS/ Password *
~ s
L """" 7 o Log On
B @S2 Please click here to reset password

w222 Important Information *****

1) if your User ID is not created . pliease take approval of DDO and SEIT

for new User Id creation & email to helpdesk.

2) If your mobile number needs to be updated, please connect with helpdesk on v

.
‘
Copyright ® SAP AG. All Rights Reserved w
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3.After login the below screen will appear. Check the checkboxes for “My Info” and “My Services”.

elf Services Full Screen | Options ¥

Suite Page Builder | Landing page /' « % [ ¢

My Info My Learnings

My Services

My Info /# X My Services # x

@ My Services CHIP has been successfully added to your workspace

4. In the below screen click at the mentioned place:

Full Screen | Options v

Suite Page Builder | Landing page - . [ ¢
My Info & My Services E
Name

Frequently Used

Days of Casual Leave remaining

-« Days of Earned Leave remaining

ooy
e P~
Leave Request Salary Statement

5. On the next screen, click on “Personal Information” and then “Annual Property”:

4= My Services
Personal Information Other applications Leave & Attendance »

Search for Services O~

Personal Information

Annual Property

Conference Room
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6. A new page will open. On the screen enter the year in which property is bought or you sold it. Then
click on Proceed.

Annual Property Return Form

* Enter Year: (20200 ][ [» Proceed |
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7. A new Screen will appear with question asking for details like Movable or Immovable Property.

For Immovable Property the screen will apprear like attched below :

TS T AR SO O
* g smq w gy (No_J )

(@) 37 Torg R wrar 1E are wriv T )
& T T S § R 3 U S e Sty T 31 af  veg v s srae SR g, @ ot fRret srafis @ deranffa wtaom & drgon s

afe & wfieg & F1E o s wwfy o FeaTre) § A 39 aon 1 Sude v A ety oftia v & e F AT T F A v A ¥ fia e e gmgh

oot srerer wreafRy & X e 7 yfr wEwE S A 7 02 F w0 F it o Iuet ul Iwd uft ar 9wt ol § IUd P B I Hawd S IS WY WA & °1 w0 e
g el wee 9w wr anfia &, g wrfia 1 wftemy @ g dheon & waed sfterd g @ afa wufafRe ot wd e et

& Next

For Movable Property, click on append row and fill in the details for Land Usage — State / District, City,
Village, Land in Acre, Earning or ancestral (if Earned then date of Earning), Revenue, Estimated Value,
Remarks.

T/ R W= S o
* @ srq ey g2 (Yes_ )

(@) 37 g R ure e weafi 21
# gagarT groun weaved! § 75 # P ver Bt e wwfy o @it wnfie g

yfy weeT
View: |[Standard View] vH Append Row Delete Save 4 5’,"
offfa a1 8, aft
I T o TS | EiEskapiuikdcikes: el ek SN G v ekl feooft
EECCaicoica

0,00 0,00
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T3 TR T S0 U
* T S g g (Yes v
(@) S Rrg R o se w21
 gega R Hiuun SeaiEel § % A P ver @ s wwfv o st @i g
3if¥ wwE
View: |[Standard View] -| | Append Row Delete Save » ;?;-
sfefa a1 ifis, afe
Ecue agdiT e PERCacR: | sfaat T T eEd  dffio s | oA T et
3o 1 e
UTTAR PRADESH Agra Artauni 2000 01.05.2020 2000 1000

For House Usage click on append row and start entering details - House Town / Outskirts, State /
District, Number of Houses, Earning or ancestral (if Earned then date of Earning), Using for self purpose
oritis rented (yes / no), Rent, Estimated Value, Remarks. After filling details click on next.

T8 Tl
View: |[Standard View] vH Append Row Delete Save » .?;4
B oy 1fora 77 O, afg g | o %o 781 & o war
i SIS 6 = 1t B S 3 o @1 gﬂz‘%%mﬁm&mﬁm qrftfen e ST A Reuoft
G ?

0,00 0,00

afe & ufe § #1¢ oy era gaf fSfa el § &t 39 9w # suded uoa & wafy el o & i P AR UM & i & g T 3 e it e g

ferequft:.. srerer ety F ST e @ Sy wRTET < TR T U F FUH sfterteert ar Wt uel Sud ufd  Swet ok @ Iud por w1 S Hawd Wl IuE WY WY & °1 /Y e
2 o1 vl v 9w wR anfir &), g enfya o wlvewy | 3% whwon & wrierred st gwr & arfya @ ufrafRe Tt weh s

& Next
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T TEr
View: | [Standard View] v | Append Row Delete Save » .?}-
[a} S ifefe a1 A, ot offe | oo e v & o v

il e bgsee PRI oo P | BTN TR R | T Fwma AT 9 feoft

o 3
Uttar pradesh Agra 1 01.04.2020 Rented 5000 50000

Tfg & ufte H 91 o s wrafr siftfa seas<et § At 30 7w ot swfew woa § vty sffa v 5 i FI WL T F i @ ve wa ¥ oftew wifta = gt

Temqult:. arerer weafRr & ST A @ yfH BTG < ae 7 UE & U A AfUSRmHER AT Suat udl S6d uf a1 Suat Y § IUS $oR BT $IS Hawd Wl SHS I YT & 91 6 vEar
g1 a1 foredt v 99 v a3 €1, gran unfa ar ufe=s |1 3@ gigon & wdiend siftendt grr gt uifed an ufeaf=a Y A wEEh W

&P Next

8. New sreen will appear asking details for investment of share if any.

If No investment or Shares exist below screen will appear click on Next after reading:

* g1 o ur faaw SR g o Mo )+
() 7% g e ure $1E R (Shares) T1 ST TSl (Investment) T8t 21

& wagar graun s § i & et R Share)'ClT\_rIT-!'l (Investment) BT TTHl/@t wfe el § 1afe T A P13 el aifdfa St a1 s Goft e e
ﬁﬂwwaﬂmmﬁﬁs ul’hwn ‘Fﬁ LR e =

afd & amY ok et aiftfa st a1 o el Ooft eIt A T e Pt dron wrafR teEdf greom s gmEd
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If you have a share then click on append row and enter details for share holdings— Description, Earning

Date, Value of each share, Number of shares, Value of shares owned by you, Remarks.

* T 319 T FaE TR e 2 [Yes_ v
(&) 37 Forg <7t fR (shares) 3 wardizanfiet & ar R o= <=1 Gl (Investment) &1
H gegarT wiftd Seare<el g e & Prafafen el o s oot wemred g1

fe=i(shares)

View: | [Standard View] v\\ Append Row Delete Save » ,_0;.
= = = "

O o Gaskal TS R & I B gl @1 g feuofi

Eaksie
0,00 0 0,00

f&e

* o e U eR /B g e (Yes vl

(=) 37 Forg =t fa= (Shares) ¥ w@rftreaiiett & o1 Rreft o= s Goft (Investment) 21
& uaEART Uit syareEt § 5 # Pt et 3 o oot waared 81

f&=A(shares)
View: |[Standard View] ~|| Append Row Delste Save » &
La) SHfSid @ @1 e fewst
faaRor . prica @0 . Eok: | feuofi
feie RRDH | e sl S
Shares on house 01.06.2020 200 100 20000[|
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If you have an investment then click on append row and enter details for share holdings— Description,
Date of investment, Value of investment, Remarks. After entering details click on Next button.

STHT G (Investment)

View: [[Standard View] v\| Append Row Delete Save » 9;-
[ fil @ Bt

U o %‘G{% Eat feuf}

0,00

afg & omt o e ol wemree ar org et golt e & g9 oa o dren wrafRe veadfa wheord s gt

STHT Goft (Investment)

View: | [Standard View] - | \ Append Row Delete Save » ,?;.
= 5
U faazor %Sg @ T feaft
Investment of Land 04.05.2020 100000

ofe & amt o R aififa wem/met o o FE Goit TTSTrATST |t 39 er i Sron wrfAe Tt greend ST g
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9. After clicking on Next a new screen will appear asking about movable property.

If it is immovable property below screen will appear :

a9 HHR
« Fmag gy No ¥
@) e F fo forrds o wie 5@ WAt T E
# gegar S s § B A o i w7 21 ofy | geguete Fr wa amfy uRn stare! ga I8 aa @ uiwen st et srafi @ deedfa dheon # = gmgdt
(& PREVIEW

If it is movable property, click on append row and enter details — Description of Money, Date of purchase,
Value, If permission was taken for purchase ( if yes date of permission), Remarks. After completing you
can preview your form and the click on submit.

ECkiin
* g ge g gy (Yes v
() T Frg P wrw w21
# gagaRT graun svarEl § 6 # e vew ot ae wwf o wmnie wnfie §
View: | [Standard View] ~|| AppendRow Delete Save v &
La] f— U HRU T GG W WA TI T g
s wEE R | off 2 42 g1, 139 argw @t wE A GHiE
0106 2020 20000 o

e Tty arerd wedre G s wef A @, e gea wfife & ge A & ge daw @ sfte g
& PREVIEW | ([ '@ SUBMIT

Version 0.1 End User Manual Page 12 of 14 Project - SAKSHAM



D flﬁﬂwi\emichyiupply N
e [ (opmlite |

L MY o

>
accenture

High performance. Delivered.

10. After clicking on submit following screen will appear :

Annual Property Retum Submitted

o wwfRy
* g Eagy: (Yes v
(@) 37 e R wr sa wmfi 21
& gagar g sxaveta § B # P ver @t ww sy e @l @t {1
View: | [Standard View] - Append Row Delete Save » _’—‘,
el Y YR ] PR H 8 T4 I W Bt 7wt
i agRR | T 07 uR g1, 9198 s A S i

Shares on house 01.06.2020 20.000,00 no

s e @1 AT W T v ety @ 2, Rt geu wifie & v At & g 39 | afte @

£ PREVIEW |

4 GLOSSARY

HRM Human Resource Management

SAP term for legal entity for which a complete self-contained set of

Company code .
pany accounts can be drawn up for external statutory reporting

Personnel Areas are the sub units of a company that are specific to
Personnel Areas (PA) Personnel Administration. Personnel Areas usually defines geographical
locations. One Personnel Area can belong to only one Company code

Personnel subarea represents a further subdivision of the Personnel Area.
Personnel subarea The principle Organizational aspects of human resources are controlled at
(PSA) this level, like Holiday Calendars, Wages and Allowances, Shift Timings,
Leaves Quotas, Professional Tax etc.

Employee group is a general division of employees, which defines the

Employee group (EG) different types of workforces and their employment terms and conditions

Employee Sub Groups are sub division of employee groups. The principle
Employee Sub Groups Organizational aspects of human resources are controlled at this level,

(ESG) Wages and Allowances, Shift Timings, Leaves Quotas, Wage Calculation
Rules etc.
Payroll Area Grouping of employees to process Payroll.
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SAP Systems, Applications and Products (in data processing)
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