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1 _DOCUMENT CONTROL

This is a controlled document and will be maintained on the 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 Initial Submission

1.2 DISTRIBUTION

1.3 USER ROLES - POSTS USING PROCESS EXPLAINED IN MANUAL

Date | Roles

Version 0.1 End User Page 3 of 9 Project —- SAKSHAM
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2  MAINTAIN SERVICE HISTORY & UPLOAD DOCUMENT

21 OVERVIEW

The UPPCL and its DISCOM authorized Person will be using this T-code PA30 to maintain
Service History & Upload Documents.

2.2 MENU PATH
Use SAP Logon pad or S4.

23 STEPS
23.1 Logon to the production environment using SAP ID/Employee ID and password in SAP
Production

Cllent
Password

Ak kdkkwk k]

Version 0.1 End User Page 4 of 9 Project —- SAKSHAM
Manual
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2.3.2 Process

This user manual is related to maintaining Service History and employee documents update for this
following below mentioned steps need to be followed.

Step 1- Enter T-code PA30 (For Maintain HR Master Data)

SAP tasy Access - User Menu for Training _1

Q@ K0 BHE DD
SAP Easy Access - User Menu for Training _1
AE & % = 7 V¥V A

* & PO13 - Maintain Position _"
* % PPOM_OLD - Maintain Organizational Plan e
* 5 MIGO - Goods Mavement

* # MIGO - Goods Movement

* % S_ALR_87013558 - Budget/Actual/Commitmt/Rem.Plan/Assg
* = ZMM1001 - PO/PR Approval Dashboard

* 4 ZCJ20N - Project ,\WBS , Network & Activity Cr

= = ZPS_PROJ - Project ,WBS Creation

N F o AR ATl

Step 2- Enter employee id select period all and enter Info type 9903 then “Enter”

Personnel no. _11000081'_
Name Aman Saini
Personnel ar WZ01l Gazabad Zone I EE group < Class IT1
Subarea W201 Ghaziabad Zone EE subgrp EU JE-E&M
Contract data Gross/net payrol Net payrol Addt' payrol data  Plan... > [
Infotype Text Sta... Period
Actions (/] Period
Organzational assignment o From 01.01.13800 To 31.12.95%%%
Personal data o Today Curr.week
Addresses (V] = Al Current month
Bank Detais o From curr.date Last week
Famiy Member/Dependents To Current Date Last month
Chalenge Current Period Current Year
~ = Choose
Drect selection
Infotype 9903 STy
Version 0.1 End User Page 5 of 9 Project - SAKSHAM
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Step 3- Overview if data is not available then Create Enter Date period and choose
Action type then fill in all required fields.
" - St
[ 3¢ PRI M1 e
Pers.No. 11005046 Name Ramjeest REam L
Pers.area KZQ0 Kanpur Dstrbuton Area Caost Ctr KEDO3I0IoNT Crce 11 Office
EE subgrp ETF IE-Ea&M WS rule GEN GENERAL SHIFT
Start zg.07.2021) T 31.12.9%8%
Employee Group = Class LI Employes Subgroup EL JE-E&M
Persormel Area KZO00 Kanpur Dstrbuton Area Personnel Subarea KOZS Test I1I
Acton Type n
3 Oepartrment Change in Pay - PCL =
Emplayee Class Confrmation - PCL i
Post Demobon - PCL
Deputaban - PCL
g T
. OISC;MM End of Deputanon - PCL
E Frst Posting - PCL
5 koot jIntate Promoban PCL |
Sub Locaban Intate Transfer - PCL ]
Una/Office Jorng - BCL
Office Memuo No. Jorng Data Transfer - PCL
Offece Mamo Date Organzatonal reassignment
Pre-Separation - PCL
Probation - PCL
Probaton Extenson - PCL
LR Bt co R
. e R R Y i
K00 Dt %0 é%
history
Pers.No. iicoQos1 Name Aman Saini
Pers.area W201 Gaziabad Zone | Cost Cur PVD2302508 Meenut Road
EE subgrp EU  JE-ERM WS rule GEN GENERAL SHIFT
 Start 20.07.2021 To 31.12.59%9%
Employee Group < Ciass [T Employee Subgroup EU JE-f&M
Personne! Area WZ01 Gazabad Zone [ Personnel Subarea W201 Ghazabad Zone
Action Type Confrmation - PCL ~
Department UPPTCL
Employee Class [ Class 11
Post cu JE-Cwil
Quota Type ¥
+ DISCOM UPPC
E Location UHOO UPPCL Head Office
* Sub Locabon THOD UPPCL HO
Unt/Office UPPCL HO
Dffice Memo Mo, 523
Office Mema Date 01.07,2017
e
Step 4- Check all entry then click on Save Button
Version 0.1 End User Page 6 of 9 Project - SAKSHAM
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For Uploading Documents

Step 1- Enter T-code PA30 (For Maintain HR Master Data)

= SAP Easy Access '- User Menu far Trammg 1

SAP Easy Access “ User Menu for Tra:mng 1
RE 2 &7 V¥V A

v w Favortes #
* W PO13 - Mantain Postion _v
* % PPOM_OLD - Maintain Organizational Plan -
* % MIGO - Goods Movement
* ¥ MIGO - Goods Movement
= % S_ALR_87013558 - Budget/Actual Commitmt/Rem.Plan/Assg
* ¥ ZMM1001 - PO/PR Approval Dashboard
* W ZCJ20N - Project ,WBS , Network & Activity Cr

& ZPS_PROJ - Project ,WBS Creation

S e ar TR

Step -2 Enter employee id select period all and enter Info type 9902

https://mail.google.com/mall/u/0f#inbox ?projector=1

171
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¥
Step 3- Overview A% if data is not Available then Create ] with choosing related subtype (List will
be showing during creation)

e

|
B

;e?ﬁﬁ

L.
g

Fom '01.01.1800 To  ‘31.12.9989,

i Today W Cur ek

e A i Curvent monith

£ Frony curr.date F3 L week
LaTe Current Dats
3 &t Fariod

- [ Do

E

H

BN B B NEBEOOBOONL0RBEBEE

Version 0.1 End User Page 8 of 9 Project - SAKSHAM
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mz'aozsoa__ Meerut Road
GENERAL SHIFT

JYEE UOCU!TiEﬂ(S

o «_n; @90 %é* EEDQ '1'1 @1&
/ee Documents ™ (g;b_,pp 59

WSrule
To 31 12 2021

¢
Click on Save Button H
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