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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: 

• 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. 

• 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. 

2. 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: 

1. PF Trust ID 
2. PF Number 
3. Employee First Name 
4. Employee Last Name 
5. Father's Name 
6. Husband's Name (Only in case of married female employee) 

3. Pre-requisites 

Following are the pre-requisites for updating: 

• Employees (Class — I, II and III) must have ESS login in SAP 

• All DDOs have login IDs in SAP GUI 

• Trust users should have login IDs in SAP GUI 

4. Procedure: 
A. For Class — I, Class — II and Class — Ill Employees 

Action required by Employees: 
i) Employee will login to his / her ESS Portal and open the application —

"Master Data Update" 
ii) 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 
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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 

ii) 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. 
xviii) 	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 
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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 19-07-2022 Manoj 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 
	 • 

2.1 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 

SAP NetWeaver 

User • 

Password * 

 

 

.Log On  

Logon Problems? Get SuPRaa 

Copyright C SAP AG. AN Rights Reserved 
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0 	Open the My Services -> Other Application Tab -> Master Data Update 

Master Data Update 

Details 

Personnel No 15000060 Akshay Snvastava Company Code MWN MVVNL 

Personnel area CHOO Head Office Pars subarea CHOO MWNL_HO 

EE group B Class II EE subgroup EM AE-E&M 

Position 99999999 Integration default posi Org. Unth 00000000 

Employ.. Details 

PF Trust ID UCPF 	Contributory Provident Fund 

PF Number: 

First name. Akshay 

Last name. Srivastava 

Father's Name 

Husbands Name. DM Srivastava 

 

	QI 

 

   

   

   

   

Master Data Update 

Details 

Personnel No.: 15000060 Akshay Srivastava Company Code MWN MWNL 

Personnel area: CHOO Head Office Pars subarea. CHOO MWNL_HO 

EE group: B Class II EE subgroup ELI AE-E&M 

Position: 99999999 Integration' default posi Org. Unit 00000000 

Employee Details 

PF Trust a UCPF Contributory Provident Fund 
	

tJ UGPF 	r/ General Provident Fund 

PF Number' 	 UPPCUGPF ( 

First name. Akshay 

Last name. Srivastava 
	

1Snvestava  

Father's Name 	 Eig(Amer Srivastava  

Husbands Name: DM Snvastava 	 i I 

SJIOmit Details 
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EPF Trust [1;1 UCPF 	Contributory Provident Fund 

11.1 UPPCL,CPF112345 

tit Rajesh 

Lit Kemal 

I 	Singh 

Master Data Update 

00000003 	Rajesh Singh 	 Company Code. KESC 	KESCO 

KZ00 	Kanpur Distribution Area 	 Pers subarea 6003 	Electrcity Nous 

A 	 Class I 	 EE subgroup AC 	 EDCGI.1 

20005243 	MM Testing 	 Org. Out 50000780 	JE Technical (EPA) 

Nulls 

Personnel No.  

Personnel area 

EE group 

Position 

Employ.* Null. 

PF Trust ID. UEPF 

PF Number 345678 

First name Rajesh 

Last name.  burgh 

Father's Name.  

Husbands Name.  

accenture 
High performance Delivered. 
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Employee will update the required fields and Submit Details. 

If the existing details showing correct, you can get same details into right side of your screen by clicking 

Li 

Note - Mandatory fields cannot be left blank before submitting 

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 
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Enter the details : 

Trust ID 

Company Code 

Employee Group 

Employee Subgroup 

Employee Area 

Employee Subarea 

Submitted by DDO 

460* 
klr; *th°  41 ,cgm.ratrei 
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le  Run the T-Code "ZHR_MAST_CORR" 

SAP Easy Access - 

0 ZHR_MAST_CORR 

SAP Easy Access 

Ez7 

Screen visible after run the above T-Code 

Employee Master Data 

DDO will see the concerned employee master data details after execution 
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Employee Master Data Update Details 

14000084  

14000088 Ramesh Garg 

14000091 
	

Priya Mukherjee 

14400001 

14400002 SS Sharma 

14400003 Dinesh Mehta 

14400004 
	

Dinesh Verna 

14800001 

14800003 

14800010 
7.` 14800013 

15000039 

15000041 

15000043 

15000047 

15000049 

15000050 

15000051 

15000052 

15000053 

15000054 Ramesh Srivastava 

15000055 

15000058 

15000062 Kartik Jab' 

16700002 

16700007 

17400001 

UGPF 	 UPPCL/GPF/15000062 Kartik Jain 

UCPf 

Jain 

UPPCL/CPF/12345 	ASHOK SAXENA 

Ramnath Patel 

Abhay Tripathi 

Pratigya Sharma 

EB/ESTTA/30329 	<gay Kumar 

• 

1 - 

19.07.2022 

—*\ 40thitiffl 
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zoncurvi 
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After reviewing the data, select the line and click on Save. 	 • 
« eet,t 4.:014, 

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

Employee Master Data Update Details 

tt. Personnel Number Corrected Employee Last Name Corrected Trust ID Corrected PF Number Corrected Father Name Corrected Spouse Name Submitted by DDO ID Submitted by 000 Date Appi 

14000075 

14000076 

14000077 

14000083 

14000084 

14000088 

14000091 

14400001 

14400002 

14400003 

14400004 

14800001 Kumar 	 UGPF EB/ESTTA/30329 	Nay Kumar 

14800003 

14800010 

14800013 

15000039 

15000041 

15000043 

15000047 

15000049 

15000050 

15000051 

15000052 

15000053 

15000054 

15000055 

15000058 

I— 15000062 Jain 	 UGPF UPPO-/GPF/15000062 Kart* Jain 

Note — 
• DDO can update/change master data if not done by the employee after the given timeline. 
• 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. 
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2.3.3 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 

mho 

31 11 41 a 	V.:17,.-! 4 ria.r441T•i1111 	" 
Perionnli *a,•r 0Nvect96 Wait ID Corric149 yE Number ComP2ad Father Name Cornicted Spume Nem SubmItt4d by COO 10 Submitted by 000 Mt Approved IN Trust Appremir berninki 

11100039 UGPF 	 M0/29559 	Vgay Kumar 	 X 	 13.07.2022 	 YES 

3 UCPF 

14800001 UGPF 
16700006 UGPF 

1110004S UGPF 
16700007 UCPF 
11100107 VC, 
15000060 UGPF 
15000062 UGPF 

UPPCL/CPF/12345 K.o, 	 Singh 

ELI/ES77N30329 	/gay KuMar 	 X 
	

16.07.2922 

68798096/6891/6768 Kishcce 	 DIM Menai Kibler. 

Egp3Pf/11100045 yiy1 	 uyMK  

UPPCL/CPF/12345 ASHOK SOMA 

UPPCL/CPF/35689 Raj Kum, Simms 
	

16.07.2022 

UPPOL/GPF/ 	Amor SnyiNixne 
UM:I./GEC/15000062 KM* 291 	 X 	 19.07.2022 

NO 	 • TEST CHANGES CHI 

NO 

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

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 

2.3.4 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 

2.3.4.1.1.1 

Version 0.1 End User Manual 	 Page 9 of 9 	 Project — SAKSHAM 


	Page 1
	Page 2
	Page 3
	Page 4
	Page 5
	Page 6
	Page 7
	Page 8
	Page 9
	Page 10
	Page 11
	Page 12
	Page 13
	Page 14
	Page 15
	Page 16
	Page 17

