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UPPCL SAP Implementation
Standard Operating Procedure (SOP)

Employee Master Update
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Purpose

Standard Operating procedures refers to the set of instructions normally written once that are intended
to document how to perform a certain activity. This helps in maintaining the consistency and quality of

work carried out.
Some of the benefits of maintaining SOPs are listed below:

o They will be helpful in many workplaces which require strict procedures or adherence to a set

of instructions to see to it that certain outcomes are attained.

« They will also serve as a good reference to employees who are required to follow a given set
of procedures. It has been shown that even the best of employees tends to forget, this implies
that having SOPs will be quite vital in helping all the employees to stick to the right or

recommended procedure.

e SOPs are also helping to newly trained employees. They will be key in helping them keep the

fresh instructions and they will also act as an easily available reference source.

Scope
This document covers the SOP for updating Provident Fund related fields in Employee Master Record

of UPPCL and DISCOMs. Only the below fields of Employee Master will be in scope of this process:

PF Trust ID

PF Number

Employee First Name

Employee Last Name

Father's Name

Husband's Name (Only in case of married female employee)

2Bl e

Pre-requisites

Following are the pre-requisites for updating:
e Employees (Class |, Il and Iil) must have ESS login in SAP
e Al DDOs have login IDs in SAP GUI

e Trust users should have login IDs in SAP GUI

Procedure:
A. For Class - |, Class — Il and Class — lll Employees

Action required by Employees:

i) Employee will login to his / her ESS Portal and open the application
‘Master Data Update”

i) Employee will update the required fields

iii) No mandatory fields can be left blank before submitting

iv) Employee will save the data

Version 0.2 Page 4 of 5 Project — Saksham
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v) Access will be revoked from all employees after the cutoff date

vi) Employee will only be able to submit the data once. Once they submit, they
will not be able to submit the data again by themselves.

vii) For any updation after submission, Employee has to contact their respective
DDOs for update.

Action required by DDO:

viii) DDO will login into SAP GUI and run the T-Code “ZHR_MAST_CORR"

ix) DDO will verify that all the required employees have updated the data

x) If any of the employee data is not filled up the employee, then it will be the
responsibility of the DDO to fill up and submit all the required data for the
employee of his / her office.

xi) DDO will submit employee data after review
Xii}) Employees those who do not belong to CPF or GPF, DDO need not to fill up
their data.

Action required by Trust user:
Xiii) Trust user will login to system and run the T code “ZHR_MAST_CORR”
Xiv) Trust user will be able to view data submitted by DDOs
XV) Trust user will review and approve the data

If rejected by Trust:

i) If data is not approved by Trust, DDO will be able to edit the data
i) It will be the responsibility of DDO to update the data and resubmit

B. For Class — IV Employees ( No ESS Portal Login)

Action required by DDO:

Xvi) DDO will login into SAP GUI and run the T-Code “ZHR_MAST_CORR"

Xvii) DDO to fill up and submit all the required data for the employee of his / her
office.

xvii)  DDO will submit employee data after review

Action required by Trust user:
Xix) Trust user will login to system and run the T code *ZHR_MAST_CORR”
XX) Trust user will be able to view data submitted by DDOs
xXi) Trust user will review and approve the data

If rejected by Trust:

iii) If data is not approved by Trust, DDO will be able to edit the data
iv) It will be the responsibility of DDO to update the data and resubmit

UPPCL will provide a final signoff of the data and then the data will be updated in Employee Master in
SAP

5. Communication
NA

Version 0.2 Page 5 of 5 Project — Saksham



LT P >
f(mw M) accenture
CRIFIES e per formance. A

PROJECT SAKSHAM

END-USER DOCUMENT

MASTER DATA UPDATION
FOR PF TRUST

Version 0.1 End User Manual Page 1 0of 9 Project - SAKSHAM



byt gt >
f; (e accenture

LIV e High performance. Delivered.
TABLE OF CONTENTS
1 DOCUMENT CONTROL ...ueeeriierieeticiamrisssersesssessisasiesssssissssas sassanss ussssass thesessas ine nsananassnasss sassssisssaanss 3
1.1 DOCUMENT HISTORY ..eoeeeeeviiieiesirtieeeessesssite et resassts e e ses s issssarastessaes e a e r r s s s e s s aaen s et i en e 3
1.2 DISTRIBUTION ..ottt ittt etee e st s ee s e s e s stet s s s e e s e e st e s et e s e re st anor st e s s R ssas et aaaasasesasassasn s ssnasnrnes 3
1.3 USER ROLES — POSTS USING PROCESS EXPLAINED IN MANUAL ......cccoviiiniiiiiiine 3
2 MASTER DATA UPDATE PROGCESS ....cccomitiiiinnerimninentaniessensnsssensatiemssssesssssnasnmmasnantanissssanss sessssnsens 4
D1 OVERVIEW ceeeeeeeeeeeeeeeeeesteressisssasesesaessasssetasessasissatssas so b Rssarasasestasibsbatiuntbintsattessatarrbestsesessiissisnns 4
2 R Y [ = LU IR =7 1 = PP PP PP PPPTIP P TP L TR STTLIICITIIIILY 4
b T 1 =L o2 T OO P TP ST I PRI PRI LY 4

Version 0.1 End User Manual Page 2 of 9 Project - SAKSHAM



’ ot ' >
(e accenture
a oy High performance. Delvered.

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 19-07-2022 Mano” Behra Initial Submission

1.2 DISTRIBUTION

1.3 USER ROLES - POSTS USING PROCESS EXPLAINED IN MANUAL

Date .Roles Posts Purpose
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2 MASTER DATA UPDATE PROCESS

21 OVERVIEW

Employee will login to his / her ESS Portal and open the application ‘Master Data Update” and
update their data. DDOs will use T-code ZHR_MAST_CORR to review and submit the data.

2.2 MENU PATH
Use ESS Portal by the Employees and SAP Logon pad or S4 by the DDOs and Trust Team.

2.3 STEPS
2.3.1 Logon to the ESS portal by the Employees using SAP ID/Employee ID and password

User "

Password *

Logon Problems? poort

»
Copyright © SAP AG. All Rights Reserved W

Version 0.1 End User Manual Page 4 of 9 Project —- SAKSHAM
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Open the My Services -> Other Application Tab -> Master Data Update

sug

[

Hore

Other Applications
Master Data Update

On Behalf of Annual
ty

Master Data Update

Details
Personnef No. 15000060 Akshay Srivastava Company Code: MVVN MVVNL
Personnel area:  CHO0 Head Office Pers. subarea CHOO MVVNL_HO
EE group B Class Il EE subgroup EM AE-E&M
Position 99999999 . Integration. defaul posi Org. Unit 00000000
Empioyee Details
PF TrustiD  UCPF  Contributory Pravident Fund L3
PF Number )
Firstname.  Akshay 3]
Lastname. .Srivastava »
Father's Name: h&
Husband's Name. DM Srivastava ﬁ
Details
Personnel No.. 15000060 Akshay Srivastava Company Code: MVVN MVWNL
Personnel area:  CHOO Head Office Pers subarea. CHO0 MVVNL_HO
EE group: B Class 1l EE subgroup EM AE-E&M

Position: :99999999 Integration: defau Org. Uit 00000000

Empioyes Details
PF TrustiD: UCPF  Contributory Provident Fund [2] IUGPF {7 General Provident Fund
PF Number i
First name: Akshay L’J [Aklh!y

Last name. Snvastava

Father's Name:
Husband's Name: DM Srivastava

Version 0.1 End User Manual Page 5 of 9
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Employee will update the required fields and Submit Details.
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If the existing details showing correct, you can get same details into right side of your screen by clicking

O

Note - Mandatory fields cannot be left blank before submitting

Master Data Update

Deuils

Personnel No. 00000003 Rajesh Singh

Personnet area  KZ00 Kanpur Distribution Area

EEgroup A

Ctass |

Position 20005243 MM Testing

Empiloyes Details

PF Trust 1D

PF Number

First name

Last name.
Father's Name
Husband's Name.

UEPF  EPF Trust
345678

Rajesh

Singh

v

BEESE

Cempany Code.  KESC KESCO
Pers subarea  KCO3 Electrcity Hous
EE subgroup AC EDICGM

Org. Unit: 50000780 JE Technical (E&M}

UCPF Contributory Provident Fund
UPP CLICPF/12345

Rajesh

Singh

Kamal

Singh

Employees will only be able to submit the data once. Once they submit, they will not be able to submit the
data again by themselves.

For any updation after submission, Employee has to contact their respective DDOs for the necessary

changes.

2.3.2 Activity of DDO

Login into production environment using SAP ID/Employee ID and password

Version 0.1

SAP

New password

Client

User

Password

Logon Language

End User Manual
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Run the T-Code “ZHR_MAST_CORR”
= SAP Easy Access -

@ ZHR MAST CORR  ~

SAP Fasy Access -

R Ty Tpied v o4

Screen visible after run the above T-Code

Employee Master Data
o

Enter the details :
Trust ID
Company Code
Employee Group
Employee Subgroup
Employee Area
Employee Subarea

Submitted by DDC

DDO will see the concerned employee master data details after execution

Version 0.1 End User Manual Page 7 of 9
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After reviewing the data, select the line and click on Save.

2 - «B @@ shil 1 O O
Employee Master Data Update Details

14000084

14000088 Ramesh Garg

14000091 Priya Mukherjee

14400001

14400002 SS Sharma

14400003 Dinesh Mehta

14400004 Dinesh Verma

14800001 EB/ESTTA/30329 Ajay Kumar
14800003

14800010

14800013

15000039

15000041

15000043

15000047

15000049

15000050 Ramnath Patel

15000051 Abhay Tripathi

15000052 Pratigya Sharma

15000053

15000054 Ramesh Srivastava

15000055

15000058

15000062 Kartik Jain UGPF UPPCL/GPF/15000062 Kartik Jain
16700002

16700007 UPPCL/CPF/12345 ASHOK SAXENA
17400001 Ram Mishra

Once saved, Submitted by DDO with “X" symbol & Date will appear.

Employee Master Data Update Details

EL Personnel Number Corrected Employes Last Name Corrected Trust 1D Corrected PF Number Corrected Father Name Corrected Spouse Name Submitted by DDO ID Submitted by DDO Date App
14000075 -
14000076
14000077
14000083
14000084
14000088
14000091
14400001
14400002
14400003
14400004
14800001 Kumar
14800003
14800010
14800013
15000039
15000041
15000043
15000047
15000049
15000050
15000051
15000052
15000053
15000054
15000055
15000058

™ 15000062 Jain UGPF UPPCL/GPF/15000062 Kartik Jain 19.07.2022

Note
« DDO can update/change master data if not done by the employee after the given timeline.
e If any of the employee data is not filled up the employee, then it will be the responsibility of the
DDO to fill up and submit all the required data for the employee of his / her office.
« Employees those who do not belong to CPF or GPF, DDO need not to fill up their data.

Version 0.1 End User Manual Page 8 of 9 Project —- SAKSHAM
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2.3.3 Action required by Trust user
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Trust user will login to system and run the T code “ZHR_MAST_CORR"

Trust user will be able to view data submitted by DDOs

P 1\ 4. 1ok B

11100039 UGPF

c«H@ea® -

N e T R 1 B
EL Parsonnel Number Corrected Trust 1D Comected PF Numbar. ‘Corrected Father Name Corrected Spouse by DOO ID by DDO Dete Apy By Trust Approver Remarks
EB/O/29559 Vijay Kumar X 13.07.2022 YES -
UPPCL/CPF/12345  Kamal Singh
EB/ESTTA/30329 Ajsy Kumar X 16.07.2022
68796096/6898/6768 Kishore Devi Kamal Kishore NO TEST CHANGES CHE
EB/GPF/11100045 iyl uydl
NO

UPPCL/CPF/12345  ASHOK SAXENA
UPPCL/CPF/35689  Ra] Kumar Sharme
UPPCL/GPF/ Amar Stvastave
UPPCL/GPF/15000062 Kartik Jain

16.07.2022

19.07.2022

Trust user will review and approve the data with Yes and No for rejection.

If rejected by Trust:

A ]

If data is not approved by Trust, DDO will be able to edit the data

It will be the responsibility of DDO to update the data and resubmit

2.3.4 For Class — IV Employees (No ESS Portal Login)
Action required by DDO:

DDO will login into SAP GUI and run the T-Code “ZHR_MAST_CORR”

DDO to fill up and submit all the required data for the employee of his / her office.

DDO will submit employee data after review Action required by Trust user.

Trust user will login to system and run the T code “ZHR_MAST_CORR”

Trust user will be able to view data submitted by DDOs

Trust user will review and approve the data If rejected by Trust

If data is not approved by Trust, DDO will be able to edit the data

It will be the responsibility of DDO to update the data and resubmit

2.34.1.1.1

Version 0.1 End User Manual
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