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1. Employee Self-Service

1.1 Overview of Employee Self-Service

Employee Self Service means services related to employee himself. User can access all applications related to self.
Applications are:

Working Time

Benefits & Payments
Personal Information
Career and Development
Additional Services

YV VVYVYV

Login to Employee Self Service (ESS) portal. Use following URL for login. Provide the User ID and password.

URL: http://epprd.hec.aptransco.gov.in:50000/irj/portal

TRANSMISSION CORPORATION OF ANDHRA PRADESH LIMITED

EMPLOYEE SELF-SERVICES PORTAL

User Id:

Password:

Log On

After successfully login, Navigate to “My Services” tab.

ESS Landing Page
Employee Self-Service > ESS Landing Page

Self-Services

My Info <" § My Services Approvals

P S Sruthi

Favorites 1 Change Appraisal Document "

Following services tabs which are available under “My Services” tab are:-

Working Time
Benefits and Payment
Personal Information

Career and Development

S

Additional Services
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Click expand icon “My Services” Tab, following screen will appear as shown below:

4= My Services
m Working Time Benefits and Payments Personal Information Career and Developmen >

Search for Services O,

Frequently Used

: Team
Services
Leave & Time Account Team Calendar
Balance Overview
Leave Encashment Birthdays and

Anniversaries Calendar

Employee SAR

2 Organization Chart

2.1 Overview of Organization Chart

In Organization chart user can view their reporting hierarchy till top level management.

2.2 Organization Chart
Path: ESS Landing Page = Organization Chart (Icon in my Info Chip)

Click on organization chart icon in my info chip in ESS landing page

Employee Self-Service Content Adminiztration User Administraticn

ESS Landing Page
mployese Self-Service = ESS Landing Page

Self-Services

xax &

Leave Request Salary Statement

Employee Profile Organization Chart

Organization chart will be displayed with reporting hierarchy from current level to top level.



BATHULA RAMAIAH

RAVVA CHANDESWARA RAC

GUDIPATI SRINNASA RAD

AMBATI

SAMBA SIVA

DE/MRT&Transform
ersiVijsyay

Click on E icon to display next level hierarchy and click on icon to display lower level hierarchy.

=
Click on I to enhance & display all employees who are reporting in current level.

3 Personal Information

3.1 Overview of Personnel Information
In Personal Information, User can view their personal details like:
For Display

= Personal Profile data like Address, Family Member Details, communication details(Extension, Private Email
Address, Cell Phone number),Personal ID’s (Voter’s Id , Aadhar ID), Personal data

For only Display
e Personal Data
e Address
= Bank Details
= Education Details
= Communication Details
= Family members & Dependents
= Personal Id’s

Login to Employee Self Service (ESS) portal. Use following URL for login.. Provide the User ID and password.
http://epprd.hec.aptransco.gov.in:50000/irj/portal
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TRANSMISSION CORPORATION OF ANDHRA PRADESH LIMITED
EMPLOYEE SELF-SERVICES PORTAL

User Id:

Password:

Log On

After successfully login, Navigate to.
Path: ESS Landing Page - Employee Profile (Icon In my Info Chip) Details

or

ESS Landing Page >My Services »>Personal Information 2Personal Profile

Personal Information: In this area user can use service to maintain and display his personal data.

3.2 Personal Profile
Path: ESS Landing Page = Employee Profile (In my Info Chip) Details

Employee Self-Service

ESS Landing Page
Employee Self-Service = ESS Landing Page

Self-Services

P S Sruthi

= C®-]

Leave Request Salary Statement

21

Emblovee Profile




About S

Organizational

Personal Data

Assignment
P s south Position Jr Asst-1/MRT Date of Birth 01 January
01020000 Division 1990
OfifVijayawad Retirement Date 31/12/2056
a
Job Marital Status
E-Mail sruthi@aptra
nsco.com Reporting Manager SUNILA Aadhar ID 12345678910
Mobile 1234567850 TSUKKA 2 .
Org. Unit Q&M220 KV Blood Group
Date Of Joining 01/01/1998 Sub-
Station/Gunad GPF/EPFICPS No. AP/HYD/O081
Comencement Dt. 03/01/2010 ala 326/0312
. Length of Service 1.8 GPF Balance 20,000.00
Completion Dt. 03/06/2010

Personal Profile
Bya

~ Personal ID ~ Family Members / Dependents
PAN Number Spouse

Number BHIPAS6A Details Name: RAMESH L Details
Valid From: 13.04.2017 Date of Birth: 01.01.1895

Valid To: 31.12.

alid To- 31.12.9999 Fatner
TAN Number Name: Sruthi Nagarguna Details

Number: HYDS08443B Details Date of Birth: 15.04.1947
Valid From: 01.12.2017 Father in law

Valid To: 31.12.9099

Name: Sruthi Uncle Details

Aadnaar ID Date of Birth: 01.01.1801

NumBer 123456789102 Details
Valia From: 01.01.2000 Fa—

Valid To: 31.12.8099 ank information
Driving Licencse Main bank

Number AAAAA9999A Details Payee: S Sruthi Detals
Valid From: 01.04.2017 Bank name. Axts Bank

Valid ot 31.12.9999 Bank Account 1234463765

or

ESS Landing Page >My Services 2> Personal Information »>Personal Profile

ESS Landing Page

Employee Self-Service = ESS Landing Page

Self-Services

My Services

My Info

P S Sruthi

Favorites 1 Change Appraisal Document "
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ESS Landing Page
Employee Self-Service = ESS Landing Page

4= My Services

=y m Working Time Benefits and Payments Personal Information

| 4
' w
H
Personal Information
»
H Employee Profile
o
"N I Personal Profile I

Personal Profile

Walid From: 01.04.2017
Valid To: 31.12.9999

Bank name: Axis Bank
Bank Account: 1234453765

Lpa
~ Personal ID ~ Family Members / Dependents
PAN Number Spouse
NumBer BHIPASGA Details Name: RAMESH L Detals
Valia From: 13.04.2017 Date of Birtn: 01.01.1995
Valid Tor X
jalid To- 31.12.9999 Father
TAN Number Name: Sruthi Nagarguna Details
Number HYDS084438 Details Date of Birth: 15.04.1847
Valia From® 01.12.2017 Father in law
Valid To: 31.12.9999
Name: Sruthi Uncle Details
Aadhaar ID Date of Birth: 01.01.1201
Number 123456789102 Details
Valid From: 01.01.2000 Sank Informats
Valid To: 31.12.9999 T Bank Information
Driving Licencse Main bank
NUmBEr AAAAA9999A Details [ —— Detals

4. Working Time

4.1 Overview of Working Time

In Working Time, user can access time related application like leave application, view quota balances,Team

calendar, Public holiday calendar. Applications related to working time are:

= Apply Leaves, Cancel Leaves
* View Leave balances
= View Public Holiday Calendar

After successfully login, Navigate to “Employee Self-Service” tab.

Path: ESS - Working Time

4.2 Leave Request

In Leave request, user can access all leave related data and apply the leaves.

Create Leave Request

Path: ESS - Working Time - Leave Request
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Click on Create Leave Request link shown below:

<= My Services

m Working Time Benefits and Payments

Leave Request &
Holidays

I Create Leave Request I

Leawve & Time Account
Balance Owverview

Public Holidays

User can view calendar having dates with different colors as shown below.

- Team Calendar | Time Accounts | Leawve Requests |

Personal Calendar

View: [October |=|[2012 [+ | Apply

4 October 2012 Nowember 2012 December 2012 3
Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su
40 1 2 2 4 5 &6 | F 44|29 30| 31| 1 2|3 4 = 26|27 |28 |29 |30| 1 2

I

41|29 1011 |12/ 12|14 45 5 | & 7 2|9 10 11
42|15 16|17 18 |19 20|21 48 12|13 14 15|18 17 18
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aa|z8|ap| 31 1 3| a| 48 28| 27| 2829 30| 1
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Mo O
-
[=]
-
-
-
4]

oo

(IS ]
8]
ey
)
ta
I
o

Absent Multiple Entries Sent [l Deletion Requested Mon-Working Day
Holiday

Clicking on Time Account Tab, User can view Leave balances.

- Calendar | Team Calendar | [{ Time Accounts | [ Leave Requests |

Time Account: [All Types [+ show from: Apply
Time Account Deduction from Deduction o Entilement
Earned Leave Quota 01.01.2014 31.12.9993 10.00 Days
Casual Leave Quota 01.01.2014 31.12.2014 10.00 Days

Entilement Minus Flanned
10.00 Days
7.00 Days

Clicking on Leave Request Tab, User can view all applied leave details and their status.

- Calendar |~ Team Calendar |~ Time Accounts || Leave Requests

Type of Leave Start Date Start time End Date End time Processor Status
Casual Leave 11.02.2014 12:00:00 AM 12.02.2014 12:00:00 AM Useri M55 Sent

Steps for applying Leave:

Absence hours  Used
15.00 2 Days
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Here user will fill all leave related details for applying leave.

Step 1: In Type of leave field, select leave type using drop down.

Step 2: Select Start Date and End Date from Calendar Icon shown.

Step 3: In comment field, user can provide reason for the leave.
Click on attachment if document needs to be attached

Processors field displays the leave approver names in sequence

A

~
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~ Leave Details J Check |}

Type of Leave

Show Processors (4

Type of Leave: = Eamed Leave |v|
Description Earned Leave

General Data

Start date: = [24.01.2018 o]
End Date: = [24.01.2018 o]}
Begin Time: [o0:00 |
End Time: [oo:00 |
Absence hours: [ 0.00]
Absent Days [ 0.00]
Processor: SUNILA TSUKKA

New Mote:-

~ Attachments

[ attachment

Action | Attachment Name Type
1) Type of Leave = EL
2) Start Date = 11.02.2014
End Date = 12.02.2013
3) Purpose of Leave = Enter the Reason

4) Click on “Check”to check the availability of Leave

Size
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@ Check of leave request was successfull

- Leave Details Check

Type of Leave

Tvpe of Leave: = [Eamed Leave [=]
Description: Earned Leave

General Data

Start date: = [01.12.2017 [
End Date: = [05.12.2017 [T
Begin Time: [o0:00 |
End Time: [oo:00 |
Absence hours: [ 19.50]
Absent Days: [ 5.00]

Processor: SUNILA TSUKKA

Show Processors (4)

MNew Note:

5) Click “Send” button if the System show the Check was successful message.

Following screen will appear

Leave Request: New @ m

Type of Leave
Type of Leave: Eamed Leave

Start Date: 11.02.2014
End Date: 12022014
Processor: Userl MSS
Processor 1: Usert MSS
Processor 2: Ms Registrar
Note: To attend cousin marmiage

Additional Data

Leave Address: Bangalore
Contact Number: 9876543210
Name of the Substitute: suresh
Aftachment Name Type Size
[3] The table does not contain any data

Cd==

A

~
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On clicking Ok, User will get message that “Leave Request was sent successfully” for respective authority for

approval.

Leave request was sent successfully
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4.3 Leave Overview

Path: ESS - Working Time - Leave & Time account Balance Overview

4= My Services
m Working Time Benefits and Payments

Leave Request &
Holidays

Create Leave Request

Leave & Time Account
Balance Owverview

In Leave overview, user can view their leave status and change or cancel it accordingly.

Status:

e Sent: : Request which is Pending for Approval
e Approved :Request is approved
e Rejected :Requestid rejected by the approving the authority

User can view pending leaves, which are pending with whom in Next Processor Column.

If user wants to cancel the leave, he can cancel it through cancel button shown in the cancel column. Leave will go
to the approver as defined by the workflow if it is already approved and saved in the system.

‘ ~ Leave Data Overview‘ [ New
Show from: Apply
Actions Type of Leave Start date Start fime End Date End time Processor Status Absence
Eamed Leave 01.12.2017 00:00:00 05.12.2017 00:00:00 SUNILA TSUKKA Rejected 19.50

If users wish to change the leave details, changed leaves will go for approval defined by the workflow.

In Time account, user can view their leave balances as shown below.

+ Time Accounts Qverview

Time Account: [All Types || show from: [23.01.2017 7| Apply

Time Account Deduction from Deduction to Entitiement Entitiement Minus Planned

Earned Leave Quota 01.01.2017 31.12.2017 300.00 Days 235.00 Days
Casual Leave Quota 01.01.2017 31122017 15 00 Days 15 00 Days

Once the leave is approved by the approver, The Employee will be able to see the Approved Leave request and
updated Leave Quota when he logs on to ESS.

4.4 Public Holiday Calendar
Path: ESS - Working Time - Public Holiday Calendar
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ESS Landing Page
Employee Self-Service = ESS Landing Page

4= My Services

Leave Request &
Holidays

Create Leave Request

Leave & Time Account
Balance Overview

I Public Holidays |

In Public Holidays, user can view the public holidays for the calendar year

Public Holiday Calendar
Year: | View Additicnal Holiday Calendars
Export 4

Month Date Day My Public Holidays

January 01.01.2018 Monday New Year (OH)
13.01.2018 Saturday 2nd Saturday January
14.01.2018 Sunday Bhogi
15.01.2018 Monday SankrantifPongal
16.01.2018 Tuesday Kanuma
22.01.2018 Monday Sripanchami (OH)
26.01.2018 Friday Republic Day

February 01.02.2018 Thursday Bday of Hazrath Sayd Md (OH)
10.02.2018 Saturday 2nd Saturday Feb
13.02.2018 Tuesday Maha Shivaratri

March 02.03.2018 Friday HOLI
10.03.2018 Saturday 2nd Saturday March
18.03.2018 Sunday Ugadi
25.03.2018 Sunday Sri Rama Navami
29.03.2018 Thursday Mahaveer Jayanthi (OH)
30.03.2018 Friday Good Friday

April 01.04.2018 Sunday Bday of Hazrath Ali (RA) (OH)

e @

5. Payments

5.1 Overview of Payment

In Payment, user can access applications related to his benefits and Payment as below:

= Salary Statement
= |ndia Income Tax Declaration
= Form 16

Login to Employee Self Service (ESS) portal.

After successfully login, Navigate to

Path: ESS - My Services - Benefits and Payments

Click on Benefits and Payments tab to access related services
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ESS Landing Page
Employee Self-Service > ESS Landing Page

Self-Services

My Services

My Info
S Sruthi Favorites

le /N Eiillerra 5 f
Click on the Fullscreen icon t

personalize your Favorites

5.2 Salary Statement

Path: ESS - My Services = Benefits and Payments > Salary Statement

Click on Salary Statement link

ESS Landing Page
Employee Self-Service = ESS Landing Page

Payment

Salary Statement

Over of Gross pay, deductions and Net pay will display for all active payroll runs.
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Click on PDF icon to view pay slip and click on Print icon to print selected pay slip

Regular pavyroll run

44.918.00 INR

Take Home Pay
01.06.2016

8,822 00 INR
Gross Pay
53,740.00 INR

—
=

Salary Statement

:01.06.2016

. # TRANSMISSI

2601-SE/TELECOM/VIJAYAWADA
Pay Slip for the Month of May - 2016

23.01.2018

ON CORPORATION OF ANDHRA PRADESH LIMITED
VIDYUT SOUDHA,GUNADALA VIJAYAWADA

[Employee ID

1020000

Name S Sruthi

[Department O&M220 KV Sub-Station/Gu Designation Jr Asst-1/MRT Division
[Payment Mode Bank Transfer [EPF/IGPF/IPPO No. AP/HYD/0081326/0312
[Bank Name Axis Bank [Bank Account No. 1234458765
IPAN No. BHIPASGA Salary Days 3
|Scale 39455-1700-44555-1985-54480-2280-61320 Grade
Earnnings Deductions
Description A (Rs.) Description )

Basic Pay 40,000.00 | EPF 5,561.00
D.A 6,340.00 | Income Tax 3,261.00
HRA 4,800.00
C.CA 500.00
Medical Allowance 1,000.00
Conveyance Allow 1,100.00

Total Earnings 53,740.00 Total Dy 8,822.00

Net Payable Salary

44,918.00

Rupees FORTY FOUR THOUSAND NINE HUNDRED EIGHTEEN Only

Note: Adobe Reader should be installed in the system to view the pdf documents.

5.3 Income Tax Declaration

Path: ESS - My Services = Benefits and Payments =>Income Tax Declaration

Click on Indian Income Tax Declarations link

.
-~

APTRANSCO
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ESS Landing Page

Employee Self-Service = ESS Landing Page

B

IT Declaration

In Payment, Indian Income Tax declaration application is provided to user for declaring income tax exemption to get
IT benefits.

Click on create

IT Declarations - India

25 records found for the selection.

Display Message Log

Active Queries

My Requests All Requests (25)

My Requests - All Requests

[» Show Quick Criteria Maintenance |

Wiew: |[Standard View] |v||| [ Create I Gor Display | 4 Edit | [ Delete | (& Print Reguest | Form 1288 |

Full Name Employee Number IT - Declaration Type Creation Date Employ

Select IT Declaration Type.

Ex: Section 80 Deductions as shown below, enter values in respective saving sections and click submit to see
preview and submit the request.

Create Request (IT Declarations - India): Step 1 (Details)
Previous &

»—1 z —
Details Review

IT - Declaration Type: *J | Section 80 Deductions ﬂ

Actual Amount

Proposed Amount: 0.00
Begin Date 01.04.2017
End Date: 31.03.2018

[¥] Consider Actuals

L Calculate
B} “Line Number = Coniributions Maximum Limit Tax Exemplionin % Currency Evidence Proposed Amount  Previous Approved Amount  Actual Amount
0001 Contribution to Certain Pension Funds 150,000.00 100.00 INR Particulars 0.00 0.00 0.00

Enter the Proposal amount or Actual amounts in the proposal amount column in the corresponding rows of the

investments.

| acknowledge and accept the: Terms & Condifions

Select the acknowledge check box



SAPd e

The request is created successfully and sent to the respective approver for approval if it is actual declaration, user
can track the status of approval in the “Request Status” column

Active Queries.

My Requests All Requesis (25)

My Reguests - All Requests

\ » Show Quick Criteria Maintenance \ Change Query Define New Query Pers
View: | |[j Create || 6o"Display | 4/ Edit | [j Delete | (& Print Request | Form12BB | [ijlnformation | PrintVersion Exports | b Refresh
Full Name Employee Number T - Declaration Type Creation Date Employee Name Reguest Phase Tax Exemption Approved Multiple Line
MANIKYA PRASADA RAO PUTTAM RAJU | 1020000 Section 80C Deductions 21.12.2017 S Sruthi In-Process To Be Approved 0.00
MANIKYA PRASADA RAD PUTTAM RAJU | 1020000 Housing (HRA/ CLA/ COA) | 28.11.2017 S Sruthi In-Process To Be Approved 0.00
MANIKYA PRASADA RAQ PUTTAM RAJU | 1020000 Income From Other Sources | 12.09.2017 8 Sruthi In-Process To Be Processed 0.00

Note: During submission of Actuals “Proposed Amount” column will not be visible only “Actual Amount”
column will be seen for entering the Actual amount and select the “Consider Actual “check box for
considering the Actuals.

IT - Declaration Type: = |Section 30 Deductions [=]
Actual Amount: 0.00
Proposed Amount 0.00

Begin Date: 01.04 2017

End Date: 31.03.2018

[v] Consider Actuals

5.4 Form 16
Path: ESS - My Services - Benefits and Payments >Form 16

ESS Landing Page

Employee Self-Service = ESS Landing Page

Leave Encashment

Select the year and Click =™ BYEIVIEW {5 minimize the screen.

Click on Form 16 link.
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Form 16: 2017

£revious Tax Form MNext Tax Form »

I * Overview I

ax Year:|2017 ||

Start Date
01.04.2017

Following Screen will appear.

(L) ety FoleC DO B e Qi i

End Date
31.03.2018

Company Code
3000

Farm 16: 2017

o

T TO00MIFIPASSA

1. Geroma nainry
8 Salary on per proveeses costEreed e 1T

b ey it |

i Proiiin im e of asiary under secson SP{N) [ a8 g
Form o 1 HIA, sharmer sopicatss |

et Toisd

T Loan. Alosercs ic Fa erlend aueegd s 10

[ T e e ——————

i) kot oF piduiiies W% TIET | i o’ Foem Mo 1TRA,

— |

3 B (=)
A Do

18] | et e

701 Tiim iy E ot

Click H to download the Form & Click = to Print.

5.5 Leave Encashment

. Q-

i

Path: ESS - My Services - Benefits and Payments ->Leave Encashment

Click on leave encashment link
Employee Self-Service

ESS Landing Page

Employee Self-Service = ESS Landing Page

IT Declaration

Loan Request

I Leave Encashment
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Click on new request

Leave Encashment Overview

Leave Type

Change Delete | ¥ Cancel

Q) Leave Compensation

Deductible From Deductible To Entitlement
Half Pay Leave Quota 01.01.2017 31.12.900% 70.00000

A

Remainder
70.00000

Specify Leave type, Leave encashment method, Encashment days and note for approver. Click on Next icon to

Review and submit current request.

Employee | eave Encashment: Step 1 (Details)

Frevious Cancel
I+ - = —
Details Rewiew
Leave Type: * Half Pay Leave Qu|w |
Leave Encashment Method: * HPL-Encashment F| = |
Days To Be Encashed: = 10.00000|

Off-Cycle Payment: ]

Mote for Approver: Kindly approve |

6. Additional Services

6.1 Overview of Additional Services

In additional services, user can view service requests like

Login to Employee Self Service (ESS) portal. Provide the User ID and password.

LTC Request
Service certificate
NOC Passport
NOC Higher studies
Medical Overview
Property Returns
TABiIll

Medical card

After successfully login, Navigate to Additional services tab.

Path: ESS > My Services - Additional Services



SApg A

6.2 LTC Request
Path: ESS - My Services - Additional Services 2LTC Request

Click on LTC Request link

ESS Landing Page
Employee Self-Service = ESS Landing Page

Services

I LTC Request |

Click on create new request.

Specify LTC Type, place of visiting, From and To Journey dates, Advance amount if any and Mode of
travel.

Select dependent details if any in selected LTC.

Attach supporting documents.

Create New Request

UVErview
LTC Type Place of visiting on  Journy From Journy To  Advance amountin Ru  Currency Mode Of Travel NO of Dependends Siatus
MP 01.11.2017  30.11.2017 34,000.00 INR TRAIN 0 Approved
*LTC Type: | [=]
Place of visiting: | |
- Date of Journey From: * Date of JourneyTo
Advance amount in Rs.: Mode of Travel: |
Send
Dependents Details
Select Relationship Name Age
(| Spouse L RAMESH 24
— Father Nagarguna Sruthi 71
— Child Rahul CH 20
[ Child cha;hu Sruthi 17
1 Father in law Uncle Sruthi 18
Upload files
Attach document: [Choose file| Mo file chosen | Upload |
Attached Files
Delete Attachment
TR T

6.3 Service certificate
Path: ESS > My Services - Additional Services - Service Certificate
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Click on Service certificate link

ESS Landing Page
Employee Self-Service = ESS Landing Page

4= My Services

. Working Time Benefits and Payments Personal Information Career and Development Additional Services

Search for Services

Services

LTC Request

I Service Certificate

Click on new request create

| New Reguest Create |

Service Certificate Overview

Creation Date Purpose remarks STATUS E|
10.08 2017 TEST TEST REJECTED
31.08. 2017 OFFICIAL OFFICIAL PLEASE APPROVE | REJECTED

Specify Purpose and Remarks.
Click on Send Icon.

Service Certificate

* Purpose: | | Remarks: |

Send
Back to overview screen

6.4 NOC Passport
Path: ESS - My Services - Additional Services >NOC Passport

Click on NOC Passport link.



®
ESS Landing Page

Employee Self-Service > ESS Landing Page

4= My Services

. Working Time Benefits and Payments Personal Information Career and Development Additional Services

Search for Services

Services

I NOC-Passport I

Select application type from the drop down, Purpose of visiting, date of visiting, Country, remarks.

Click on send icon.

Create New Reguest |

v, geror Moc Passport
Date of Application  Purpose of Visiting Appl Type  Date of visiting Country Code Country Name Possess Passport  Passport Reference  remarks. STATUS
10.08.2017 T NEW 17.08.2017 HK Hong Kong T REJECTED

New Passport / Renewal

| |
Select Application Type: [NEW [~
NEW
Date of Application: |RENEWAL

ace of Working Q&M/220 Sub-Statio

=Dateofvisitng: [ [@] * Country:

Passport Reference = remarks: |

Send
COverview Screen

6.6 NOC Higher studies
Path: ESS - My Services = Additional Services =>NOC higher Studies

Click on NOC Higher studies link

ESS Landing Page
Employee Seff-Service = ESS Landing Page

4= My Services

. Working Time Benefits and Payments Personal Information Career and Development Additional Services

Search for Services

Services

NOC-Passport

I NOC-Higher Studies I




SAPd

6.7 Medical Overview
Path: ESS > My Services - Additional Services >Medical Overview

Click on Medical overview link

Employee Self-Service

ESS Landing Page

Employee Self-Service = ESS Landing Pags

4= My Services

Services

NUG-Fassport

NOC-Higher Studies

Medical Overview

Select sub type from the drop down.

For displaying previous record click on previous tab and for displaying next icon click on next tab.

Accordingly medical related data will be displayed.

Medical Overview Report

PERSCNAL NO: 01020000 Subtype: [+]

General-Dental
General Ophthalmalogy
General Master health checkup

Previous :
I General ailments

Details

Major Diseases - Cancer
gible Amount Major Diseases - Neurology
Major Diseases - Heart
Major Diseases - Mephrol

6.8 Property Returns
Path: ESS - My Services = Additional Services =>Property Returns

Click on Property returns link



® | APTRANSCO |
ESS Landing Page

Employee Self-Service = ESS Landing Page

4= My Services

Services

NUU-Fassport

NOC-Higher Studies

Medical Overview

I Property Returns I

Select property returns type from the drop down in sub type.

Based on sub type to display previous data click on previous tab and to display next data click on next tab.

Immowvable Property Returns

Fersonnel no. Y TY=sUOUd

Subtype |Immovable Property Returns |-r
Immovable Property Returns
Movable property Returns

Details

4= Previous Foreign Currency
Priar Intimations

Property Returns Submitted
Property Returns Accepted
Property Returns Remark

6.9 Medical card
Path: ESS = My Services - Additional Services >Medical Card

Click on medical card link

ESS Landing Page
Employee Self-Service = ESS Landing Page

4= My Services

Services

NOC-FPassport
NOC-Higher Studies
Medical Overview
Property Returns

TA Bill

I Medical Card I

Click on Create icon.



A
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Medical Card Over view

Created On  Personnelno. Empl Name  Selfiember disease Hospital name Amount  STATUS

22122017 01020000 35 Sruthi Nagarguna Sruthi  \WF22 WF2 200 Rejected

Select Self/Member, Disease type, Hospital Name, Address, Amount.

Medical Card Creation

Ll -

Empl §f Appl name:
Gender:

For attachment Choose file select required document from folder, Click on attach file.

Once required details completed click on submit.

¢ MBI,

Attachment:

o file chosen | Attach File
SUBMIT

Note: If attached document needs to be deleted select document and click on Delete attachment icon so
accordingly document will be deleted.

List Of Files

I Delete Attachment

File Mame File Download File Type |:|

6.10 TA Bill
Path: ESS = My Services - Additional Services 2> TA Bill

Click on TA Bill link



rvices

Services

NUU-Passport

NOC-Higher Studies

Medical Overview

Property Returns

TA BIll

TA Bill overview screen will appear, in this page user can able to view all the past ta bill request along with status. To create

new ta bill request click on create new request and to delete existing ta bill request click on delete request Note: Only ta bill
with saved status can be deleted.

ESS Landing Page
Employee Self-Service = ESS Landing Page

TA Bill Overview

I. Create New Reguest I | Tl Delete Request
View: |[Standard View] | Print Version Export 4

3
Request Number PersNo FDATE Travel To Date Departure Time  Arrivaltime  Travel From Travel To  Purpose of visit TA Status Update Flag  Bill for the month  Year
__3 1020000 01.01.2018 31.012018 00:00:00 00:00:00 JAN 2013 TA BILL JAN 2018
| | Create New Reguest
To Create new request click on Create new request icon
Specify bill period, from and to date, Purpose of visit and click on save icon to save the request.
Employee Self-Service = ESS Landing Page
Travel Reguest Details
Travel Request Number OD0DOD0S
* Bill Period: I = 1
= Form Date: I | =] = To Date: | lis] |
Head Quarters: SE/MTELECOMMNVIJAY AWADA

* Purpose of Visit -

[ Trawvel Details | [ Travel Expenses aginst Details | [ Other Expenses

w Sawve Eiequest m | Submit |




. S L . Travel Details
Click on Travel details icon to maintain travel details _

Specify Serial Number, from and to date, from and too time (Note: from and to date will be only one day eg: 01.01.2018 to
01.01.2018), travel from and travel to destination, Mode of journey, Kilo meters and Purpose of visit.

. Save Request
Once data entry completed click on save request | Lul

* Purpose of Visit :

JAN'18 TABILL.

0 Travel Details || [ Travel Expenses aginst Details | | Other Expenses |
e—
Travel Details
Press enter button after enter date and time for validations.
(#) ADD ROW [ DELETE ROW
SNo. FromDate ToDate FromTime ToTime Travel From Travel To Mode of joumey  Kilo Meters  Purpose of visit
1 01.01.2018 01.01.2... 05:00:00 23.00:00 HYDERABAD VIJAYAWADA BUS 410 OFFICIAL
2 02.01.2018 02.01.2... 00:00:00 00:00:00 HALT IN VIJAYAWADA
£ 03.01.2018 03.01.2... 08:00:00 23:00:00 |VIJAYAWADA HYDERABAD BUS 410 RETURN TQ HYDERABAD
00:00:00 00:00:00
[ Save Request (3P Submit

Once travel details entry got completed click on travel expenses against details icon

| Travel Expenses aginst Details |

All details specified in travel details in travel details option will appear by default against each line item can specify
Railway/Bus fare, Boarding Expenses amount, Daily allowance rate (Note: Based on from and to time and daily allowance rate
actual da will calculate automatically) and based on amounts specified in respective fields total will be calculated
automatically.

Save Request
Once entries completed click on save request Lul so entered data will be saved in the system as draft.

When complete entries got completed click on submit

5.No.
4
2
3

8.No.
4
2
3

o

From Date
01.01.2018
02.01.2018
03.01.201%

T DELETE ROW

RTT——

To Date

01.01.2018
02.01.2018
03.01.2018

avel Expences Aginst Details

From Ti
08:00:00
00:00:00
08:00:00
00:00:00

me  ToTime
23:00:00
00:00:00
23:00:00
00:00:00

Travel From
HYDERABAD

VIJAYAWADA

@ Submt|

Travel To
VIJAYAWADA

HYDERABAD

Mode of journey Kilo Meters  Purpose of visit
BUS 410 OFFICIAL

HALT IN VIJAYAWADA
BUS 410 RETURN TC HYDERABAD

From Date ToDate From Time ToTime TravelFrom Travel To Mode of journey Kilo Meters | Railway Fare/Bus Fare

01.01.2018 01.01.2.
02.01.2018 02.01.2..
03.01.2018 D3.01.2.

08:00:00  23:00:00 HYDERABAD VIJAYA_
00:00:00 00:00:00
08:00:00 23:00:00 VIJAYAWADA HYDER.
00:00:00 00:00:00

i@save Reguest i I 1P Submit I

BUS

BUS

410

410

D-istance for Journey or halts Boarding Expenses. Amt  Daily Allowance Rate  Actual DA
600.00 2,000.00 1,000.00 1,000
0.00 0.00 1,000.00  1,000.
500.00 2,000.00 1,000.00 1,000
0.00 0.00 0.00 0.00



7. Request Approval Process by Manager

After employee submits request i.e., Leave Request, leave encashment, service certificate, Noc, Ta bill etc., reporting
manager will be checked by the system automatically and sends request automatically to concern approver approvers screen.

Manager will login to ESS Portal with respective user id and pass word

User Id: I| I

Password: I I

Once manager login to ess portal, he/she will be able to all pending requests for his/her approval under approvals tab.

My Services

Favorites

Approvals

1 Approve Leave encashment request for

- arne: eave uota o ays by
sz E d L Q f 4.00000 Days by S
Sruthi
Frequently Used T Approve Leave encashment request for
Earned Leave Quota of 1.00000 Days by S
Employee SAR Generation M sruthi
1 Change Appraisal Document "
IT Declaration
1 Approve or Reject TA BILL Requested by
Loan Request ' S Sruthi
QoD s
Leave Encashment
Statement

Click on request which needs to approve or reject.

Approvals = I

1 Approve Leave encashment request for
Earmmed Leawve Quota of 4. 00000 Days by S

Sruthi
1 Approve Leave encashment request for

Earmmed Leave Quota of 100000 Days by S
Sruthi

1 Change Appraisal Document ™

I 1 Approwve or Reject TA BILL Requested by
I S Sruthi

Request will open will new screen, click on the request hyper link.



®
ZT INBOX - APTRANSCO Employee Portal - Google Chrome

@ epdev.hec.aptransco.gow.in:>0000

/portal?MavigationTarget=ROLE

A%%ZF¥%2Fportal_content2%2Fcom.sap. pct?%2Fevery_userfs2

B E Open Tasks ~

31
Task Type Priority Status Cre
All (1) Al (4) All (3)
TA Bill Approval Laow Ready Tod
Medium Reserved Las
High In Progress Las
“ery High Las

Sort By: Creation Date

~|[V]

I Approve or Reject TA BILL Requested by S Sruthi I

Admin WF

Claim - Release - Forward - 0001 - 0002
Request details full screen will open in new screen.

Check specified details and click on either approve or reject.

P
-~

APTRANSCO

Travel Request Details

Travel Request Number 00000005 |

[Travel Details | [ Travel Expenses aginst Details | [(Other Expenses |
| Travel Details =
| | sNo | FromDats | ToDate | FromTime | T Time | Travel From Travel To Mode of journey Kilo Meters | Purpose of visit =
1 01.01.2018 |D1.01.2013 05.00:00 IJAYAWADA BUS 410 OFFIGIAL
2 2018 |02.01.2015|00.00:00 HALT IN Vi DA
3 2018 |03.01.20150z.00:00 HYDERABAD BUS 410 RETURN TO HYDERABAD



