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Standard Operating Procedure (SOP)
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1. Purpose

Standard Operating procedures refer 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 those 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 understanding the process of Contributory Provident Fund Number
Allotment andNominee Creation and Modification for newly hired employees of UPPCL, DISCOMs &
UPPTCL covered under the CPF Scheme.

e Y

3. Pre-requisites

Following are the pre-requisites for the process:

The user who is generating the PF number should have access to SAP GUI.
He should have access to TCode ZPF_TRUST

The person designated for hiring the employees should have access to SAP GUI and PA40.

4. Procedure:

Action required by DDO

Whenever a

new employee is hired in the system through ERP SAP using T-Code PA40, the necessary data of the

employee will be updated in the SAP master by the person designated for that purpose. Also, all the necessary
documents will be uploaded in the master data.

1) DDO will log in to SAP GUIL.

2) DDO will upload the CPF related Forms/documents in PA30 infotype 9902.

3) Once done DDO will inform the Trust team by sending the hard copies of the CPF related
Forms/documents. Communication regarding employee hiring will be outside of ERP system.

Version 0.1
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Action required by CPF Trust team.

1)
2)

3)

4)

5)

6)

The Trust team will check the CPF related Forms/documents uploaded in the ERP system. If documents and
master data are correct, the Trust user will generate the PF number. In case, if there is any discrepancy in the
documents, the Trust will inform to the respective DDO. This communication will be made outside the ERP
system.

Trust user will log in SAP GUI.

Trust user will go to PA30 and check the CPF related forms/documents uploaded in the ERP system.

Trust user will go to ZPF_TRUST and check the master data of the employee. In case, any information is not
matching, Trust user should inform to the respective DDO and get it resolved.

Trust user will add Nominee details of the newly hired employee in ERP SAP.

Trust user will generate PF number for the newly hired employee. The generated PF number will be visible in
the HR master data & ESS portal.

Trust user can view the list of CPF Hired Employees through ZPF_TRUST dashboard.

Action required by CPF Trust team (Nominee Modification)

1)

2)
3)

Trust team will get information from the concerned DDO that the nominee of the specificemployee
needs to be changed. Communication regarding nominee modification will be outside of ERP
system.

Trust team will open ERP system and run PF nominee from ZPF_TRUST dashboard.

Trust team will modify nominee details in ERP SAP.

Action required by CPF Trust team (PF Details Modification)

1)
2)

3)

Once CPF No. is allotted to an employee, DDO will not be able to modify any information of the
employees covered under the CPF Scheme through info type587 (Provident Fund).

Only dedicated Trust users will be able to update details related to Contributory Provident Fund (Trust
ID & CPF No.).

CPF Number, once allotted by the ERP System cannot be modified by any user.

Version 0.1 Page 5 of 5
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OVERVIEW
UPPCL and its employees' PF number will be auto generated from the SAP ERP system. For this

purpose, we have developed a dashboard ZPF_TRUST. In this user manual we are showing steps for
PFnumber allotment and nominee addition.

MENU PATH

Use the SAP Logon.

USER ROLE

User should have access to the SAP GUI Log on and also to the ZPF_TRUST dashboard.

STEPS:
A. Employee Hiring and member creation for UPPCL and DISCOMs

1. Hire the new employee through PA40. Please make sure infotype 6 (Address), 9(Bank Details),
Infotype 0105 (Communications) and First Name and Last Name both are maintained in Infotype
0002 (Personal Data). Please check the same through PA30 and pa20. Employee Vendor
should be created by the|scheduler, based on the infotypes mentioned earlier.

[EEE T RIAl  peowatm LLIZE3

|

Firsd by Name | Virsndrs Kamar

™ &7, Person Parsorael ar VHOD  URPCL Head Office EE group C Class 111

k2
L 513 h bl . =
i 'ﬁ} c“""‘”;'_:“ i Subares IO UPCL HO EE subgrp =1 J6-EaM

« (3] Fres search |
. Basic perscnial dots | Contractdats  Gross/netpeyroll | Netpayrod  Addtl payroll datn - Planning data i ¥

Infatype Test Status Period
Adtions | ~ - Period
Organizationa! assignment ¥ 20 e From  01.0L.1800 T 31.12.8689
Parsonal dota v Today Curm. vk
Addresses o = Al _ ' Cument manth
Bank Detadis - From cum date Last ek
Family Hember/Dependents o Ebi Dake P e
e [ " Curment Puriod Current Yoar
- et} 7 Chease
Direct selection |
Infatype i’.‘uvkhnr Furd Contribution =Ty

¢ 103 ms ™ usddevd INS B
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2. Please go to infotype 0587 (Provident Fund Contribution) .

IS HR masterdate  Ede  Goto  Estms  Ufihes  Setfings  System  Helo W

@ v« Bne PN S8 o
® . Display HR Master Data I

Parsooned o, 11100353
Teame Virendra Humar
i ﬁ_"aam:n s Parsornel ar AHG0 UPPCL Head Office EE group ' Clas 11E
+ () Collective ssarch help e
a UHDD EY 38
|+ 8 Saanc o Sisbaras UPPCL HO £E subgm JEERM
+ () Free search
Basic porsonal dafa. | Contract dals | Grossfost paytcll | Netpayroll | Addtd paprsl deta | Planning date g
Infotype Text | Status Pariod
Agtions v - Periad
e Organizational assignmant o 4 From  01,31.1800'Te 31,12,8999

Parzaral dat o Today Cur ek

Ackdresaes v - Al Curment month

ok Dviail. L “From currdate Last week
i Family Hember/Dapendents To Current Date Lot Mot
| 60000001 Abhiny Singha + Chaflengs :
p000z002 Jogelayal Patap ~ S itthah bl AT gl
| Boontond Faesh Shgh i i Chaose
00000005 Mehesh Dwived =
DCGOTO0E fampal Yacay
00000007 Shankar Shukia
0E00000% Raghay ha ool
00000011 BhagemnSigh . Infatypn frovidant Funa Contriauton sty O
00000012 Apest Mebhta -

1 .l = 3 EEn

3. Enter NCPF in the Provident Fund Trust ID Field, and please leave the Provident Fund
Numberblank and save the infotype.

& LASIHAY FrOviESnr PG

FEFCETTCONT

@ = @ i Hnybd SR a9
Display Provident Fund Contribution |
¥
i Personnel tio 11h00ps3 Name Virendra Humat
| Find by EE group 2 Clas I Pers.aren UHGD | UPPLL Head Offics
'3\!:::*”" EE subgroup EU JE-EBM Cost Center UFOO401004 COMMERCIAL
* Ly Collective search help - I
: BEIET T 31.12,5689  chr +11,202 i
i Te From Gl 11l 202 to 31,12, 4880 g +24.11,2022 DEV_HE
= 41 Prew seanch

| Emplayee’s Detalls |
General Informetion |

Provident Fund Trest 10 | NCPE No CPF ta be deducted
Penslan Trust 1D

Provident Fund Nurmber

Pengica Numbar
| Pursannel numb - Namse
| 00000001 Abhinay Singha =
QOOHIC0Z Jagdayal Patap = Pl pod
| coo00003 Rajesh Sirgh WPF Percentage | {01 ‘Women Contr End Bt
|eooc000s Mahesh Dwived Basiz for cantribution -
| 00000008 Rempal Yaday e
|cooo0007 Shankar Shukla =
|0oDoco0g Raghay Jha YPE Amourt Q.00 IR
| 60000011 Bhagwan Singh . |
| 00000012 Ajest Mehta .
LA g iy Emplayar's Details

1219 ms = usddewcl INS
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3.

= Company Code Extond

4. Please run T code ZBP_EXTEND. This will extend the BP to CPFT company code for all the
newlycreated personnel numbers. This program will be scheduled in the background.

@ momo -« Bhe 2 | 5808
Company Code Extend | | |
i i |
Date | 1s.ai.2022 o 28.11.2022 A
|
B. Member creation for UPPTCL (Only for Non Common Cadre employees hired in UPPTCL Server)

Open Transaction Code BP
Click on Person

5= pusiness Partner Edit Goto Extrigs Eryironnient Systerm Help
Maintain Business Partner
= aior'ganize‘,ﬁcn [ Group " F r £
Lol #2 Busness Partner
workist [T
Find ! Business Partner
By !Nur_ﬂher
BusinessPartner 1]
Max. hits l10¢ Start i}

& LY. B

Partner T Description |

Select BP Group as Employee vendor
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B Busness Partner  Edt Geto  Ewoas  Envegnment  System Hzsb

0 L KE 000

Create Person

[ Person [ Organization [ Group ) - Reiationships 87

> )1 =} Business Partner 3 Groupng }Ernpbyee Vendor v [
Workist Create in BP rale Busness Partrer (Gen.)

Find Busness Partner ™

By Murnber v WEETES Adiess Overview | Tdentficaton | Control | Payment Transactons  Status | Addtenal Texts  Technial 1D
BusnessPartner

Max, hits 100 Stat | Name

Tide ) “
& WY B First name
Partner = Descrption L_ast name ™ - =

Enter Business Partner number as “EE+SAP ID of the Employee” and then select BP Role as “FI-Vendor”

£ Business Farmer  Edt  Gote  Extras  Envkonment  System Heb
|
0 KEH U0 ] 8%
. Change Person: EES0000700, role FI Vendor
T [ Persen [ Organization [ Group iy 9 L& Ger

Dtz Company Code  Relationskips g3

B SE B3 Busness Partner EE50000700 | & & Om Prakash / 226001 Ludmow
workst R |Change in BP role I Vendor (defined) .=

Find Busness Partner ‘

By Number i Address Overview | Identification  Conkrol | Payment Transactions  Status Empbgment[&a Vendor: General Data |

BusnessPartner

Max. his 100 St @ Name
The ! i

glﬂ ¥, =i | First name 10m

Partner “ Desaription Last name Prakash E
Comespondence lang, EN  Engish
Search Temns
Search Term 1/2 UPPCL/CPR/ 111
Spadial Custorner

Click on Company Code

B Busress Patmer  Edt  Goto | Extras Engn:nm%mr System  Help
1

- R M o

V]
S Change Person: EES0000700, role FI Vendor
EE

[ Person [ Organization [ Group P ° L& General Data Ralationshins el
» )l |1 Busijess Partner EESO000700 & & Om Prakesh [ 226001 Ludknow
" Workist Change n B9 roke FI Vendor (defined) v &
Find Busness Partner s
By Number | “ Company Code
BusiessPartner | Company Code CRET  Contrbutory P.F. Trust 6 Company Codes
Max. his 100 || Sat | Customer - Suitch Company Code
Vendor EES0000700
3= 11 ; TR SN
Pamer " Descrption Vendor:payment Transacions __ Vendor: Corespondence  Vendor: Status Vendor: Wibhong Tax | Vendor: T
Recunciation acc: 44.62001 [ LLABILITY FOR CPF EMPLOYEE SHARE
H:ead affice |
Sort key
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[ Bushess Parlner  Edt  Goto| Extras  Ernweonment  Sustem  Heb

V. TKEH 000 AT @ %

T3, Change Person: EES0000700, role FI Vender

A [Peson [Morganization [NGroup & o= 52 g% General Data Compary Codg Relationships ¢
ip £ Busiess Partner ERS0000700 & & Om Prakash / 226001 Lucknow

W‘orkigt Change in BP roke F1 Vendor (defined) w B

B o o (DU R

By Number | el Company Code

BusinessPartner Company Code CPET  Contrbutory P.F. Trust & Company Codes )

Ma, hits 100 | |stat F Customer & Swich Company Code

Wendor EES0000700
S H YL B

Partner “ Description

£ Vendor: Payment Transactions | Vendor: Correspondence | Vendor: Stats  Vendor: Withhokdrg Tax |

l“‘““"‘“'“'“ e c—
Recongiation acd: |}u 62001 |71 LIABILITY FOR CPF EMPLOYEE SHARE I

Stkey
Subsidy Indicator
6. Enter Company Code = CPFT; Reconciliation Account = 44.62001
7. Once the BP / Vendor is created, user can upload document against this BP from the following option:

[ Business Partner | Edt Gote Extras  Environment System  Heb

"KE 000 ] O%

Change Person: EES0000700, role FI Vendor

-  (Create... »  Create Attachment - romete Ll
s PS. g8 (General Data  Comy
Attachment list | Create note
Private note | Create external document (URL) EES0000700 & & OmPrak
Send ¥ | Store business docurrent . fFI Vendor (defined) .
[ tnnshios .

Fine  Workflow 3

By My Objects 4 E -  Address Ovefview | Identification | Control |
i
|
a

Bus  Help for object services

Max. hits

T i
Tile f

Partner 7 Dest%r'ption ; Lgst name Prakash
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CPF Number Allotment

5. Please enter Transaction Code ZPF_TRUST

it~ PF '5:1,'»‘;‘ 2?.-;:;;.';;, e

& b LAY
PF Trust Dashboard
Seiact Trust
Company Code CREY
[ Enter

HE G-

c 94ms ¥ usddevtl INS

y

6. Enter Company Code CPFT for CPF employees.

7. Please click on PF number Allotment button.

(B CFPF Trust Dashboard

HE o

BF Shp R intare-t e bliation

@ Crlel  eae
CPF Trust Das;hbaardl{
l
L PEMembership [ Sl ST e R
| PF Number Allotment

| T Eewe

PF Details

| - | Additional Ir

PF Nominee

| | PF

. Investment -: Transaction

. Contribution Posting

| e

All the newly created personnel numbers will be shown in the screen.

= Nurrrines Affcr

Liniit Mo

L] e @M eiRd MO 98 o
PF Number Allotment |
MR SFT OB el f) TR T e 88 R T Tseecione W 4 » Dl
o Sedact endar 100 Company Code First Nems Lot Norme Ciste Of Job  Unit Code
0040000115 CFFT ‘shlkin Gipta
0040000117 CPFT Bgar i
EN12000066  CPFT RAMESH s b'1
EE11100252  CPFT 8P Extend Tast|
[EE11100253 CPFT Virendra

Kuimr
!

ity
b

Crentad By  Creation Date  Last Modified
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8. Please select the personnel number for whom you want to create and allot personnel numberand click on
“SAVE" button on top of the screen.

= PF Nomber allatment

& “eH & '-.-.ah BREEONLED IA 0D
Prmmnmm
AT G0 A8 DL I TRT e BEG T Tokon M€ PM
|
at Select vm:q Company Coca HH*NUM Last Name Dty OF Jol - Unit Code Unit Hame Cragted By Creation Dste  Last Modified
Q040000145 CPFT Shain Giptn
0040000117 CPFT Tt Patel
EE12000066  CPFT R”I!ESH 4
EE11100252 CPFT u’Fsmnd Test
o E.EluM!§:l CPFT irendra Kumar

o BIms ™ usddevel INS g

9. Once opened, the below screen appears. We can scroll from left to right and check if all thedata of the
personnel number are correct or not.

= [ scieenrec)
f“r" ].'\""\-.rdf.".‘;'
& e | BE® o8 %
|
PF Detailes |
5 ceemee | i L !
|
VedorCode  Parsornel Mo, Company Codé ~ SttDate EndDate First Noms Last orsn i
BE1L100253 11100253 ceET 24,011,202 31,12, 0050 NiEwhdsa Ko -

o owRTE T usiged INS g
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PF Detailer s [
] Rl T 18 %
PF Detailes
A Ganernte PF No o sem
PF lo, B Trust Emgloyes Groop Emplayes Group Rame Empioyes Subgrovg Employes Sub Group Neme ‘Marita St
HCPE et Class IIL 1233 JE-E&¥ i
vo4eams™ usded INS &

10. Once done, please click on “Generate PF number” once done PF number will generate in the
field PF No.

& PF Detailes i

& v « o FE G

PE Detailes

% GarerstePENo E s
Grganization | PRt PF Trust Emaloyee Group Employes Graup Name Employes Subgroup Employes Sub Group Name i
CETT UPPCL/CPEFLLIIONZSS UCPF LB CLASa IIT A JE-E&N ol
i .-
¥ 1B ms ¥ usddevo INS

Oy

11. Please click on save button. Once saved we will get a message “Employee PF number
saved".
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WLELE
(i i
i sy

= PF Batarfes ]

o I 58 o

PF Detailes | |

& Geasierrte | BHis=

Orgarization PF: o, ' BF Trust Emplosyes Groug Employes Group Name Empleyee Subgroup Ermployes Sub Group Neme i

CRFT UPPCLACEE/LLI00252 yepE e CLRSS III £ JE-EaK -
| ..
|

o “
|

) Emolayee PF Mumber saved JoSImE T usddesi NS &

12. The PF number is automatically saved in infotype 0587 in PA30 infotype.
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13. Please click on PF details Button to view the PF details of the employee.
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14. Enter the employee vendor code.
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15. Please click on PF details display checkbox and then click on execute.
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16. Employee's PF details are displayed along with his master data.
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PF Document upload in Pa30 Tcode

User will go to Transaction PA30 after employee creation. He will go to infotype 9902,

Employee Documents, subtype X40.
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PF Nominee addition and modification

Please select PF Nominee button in the CPF Trust Dashboard.
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Please enter PF number or Vendor Code and execute.
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Enter the start date and end date for the nominee to be added. Please enter the nominee’s name and
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address and percentage share. In case there are mare than one nominee, the percentage share should
add up to 100.
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Please click on “save” button. We will get a message “Nominee details are saved”.



,lmpﬁ{mih'ir;ph'_ S
{orpey it
L

, b
accenture
High performance. Delivered.

- PF Nomines

& ~x @ 1B a9

PF Nominee | |

W Execute

Company Code CEFT

PF No

vender Code EELILOD2%3
PF Nernines Display

v ZHRR_PF_TRUST ¥ usddewdl INS

Please select the PF nominee Display checkbox and click no execute.
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The PF nominee details will be shown in the screen.
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4 GLOSSARY
HRM Human Resource Management

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

Company code :
Heiy 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

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

Employee Subgroups are sub division of employee groups. The principle

Employee Subgroups 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.

SAP Systems, Applications and Products (in data processing)




