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Portal main screen

Once we enter the URL address of BSPTCL portal, we can see the below main screen:

User* lash ep1
Password * eesssssees

Log On
Copyright ® SAP AG. All Rights Reserved

Here enter the user id and password then the below screen will appear.
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1 Back Forward Favorites

Employee 3elf-Service Tasks and Motifications Manager Belf-Service

Overview

D Employee Self-Service > Overview

Employee Services

~  Map Directory Index
N

BSPTCL EMPLOYEE PORTAL

[y Personal Information

In this area, you can use services to display your perscnal data.

Working Time

In this ares, you can use services to record your working time, request
leave, display your time account data and display public holidays.

-_;I Performance Appraisal

In this ares, you can use services for BSPTCL Annual Confidential Reports

{ACR) for the Perfformance Mansgement.

E Separation

O‘.

In this ares, you can use services related to E Separation Process

Employee:

%

Benefits and Payment

In this area, you can use services to display your salary statement and

other informaticn regarding your payment.

Employee Service Requests

In this sres, you can use services to apply for NOC | Transfer \E bill etc.

Trawvel Management

In the ares, you can handle and process travel requests and expenses.

Here we will be seeing Employee Self-Service (ESS) & Tasks &Notifications(MSS).
ESS is meant to view the employee (self) details and tasks and notifications tab is to
view the pending requests which are pending for approvals / corrections.
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Personal Information
Double click on Personal Information.

Favorites

Employee Self-Service Tasks and Motifications Mansger Self-Service
Overview

D Employee Self-Service > Owverview
Employee Services
Index

- Map Directory
A

BSPTCL EMPLOYEE PORTAL

Y Personal Information

In this area, you can use services to display your personal data.

Working Time

In this ares, you can use services to record your working time, request

leave, display your time account data and display public holidays.

j Performance Appraisal
Tl
In this ares, you can use services for BSPTCL Annual Confidential Reports

{ACR) for the Perfformance Management.

’ E Separation
®

In this area, you can use services related to E Separation Process

&%

|5}

Benefits and Payment

In this area, you can use services to display your salary statement and

other informaticn regarding your payment.

Employee Service Requests

In this sres, you can use services to apply for NOC | Transfer \E bill etc.

Trawvel Management

In the ares, you can handle and process travel requests and expenses.

When we click on “Personal information”, we can see the option to see “Personal
Profile”. Click on “personal Profile” link and you will be seeing the below screen:
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BSPTCL EMPLOYEE PORTAL

1 Back Forward k Fawvorites
Employee Self-Service Tasks and Motifications hManager Self-Service
Overview

D Employes Self-Service = Owerview

Personal Information

Back

E @ Employee Personal Information
“ou can display vour personnel file here.

Once you click on “Personal Profile”, system will open another screen as below:

= + AutomaticZoom *

Bihar State Power Transmission Company Limited, Patna
(Govt. of Bihar Undertaking)
(Regd. Office # Vidyut Bhawan, Bailey Road, Paina)
(TIN VAT No # 1011257007, TIN CST No # 10011146136, CIN # U40102BR20125GCD18889)

Department of Human Resource Administration

Personal Details

Emp Id - 1000904

MName : Ajay Singh

Date of Birth -01.10.1920

Date of Joining -01.01.2019

Date of Superannuation . -

Gender *Male

Designation - Assistant New

Position : Assistant (Sec-1) (Category TUR

Personal Area : Patna East Circle Class : Thakur

Aadhar : 565888888668 Place of Posting

Blood Group CA- Marital Status - Marr.

Religion . Hindu PAN - ADYPM1787K
Nationality . Indian
Native State Delhi

Education Details

Qualification I Year of Passing

Here we can view the details of personal data, Here employee can view the details and for any
changes, he/she need to contact HR for changes.
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Automatic Zoom
- :

Education Details

Qualification Year of Passing

|Departmental Exam
|High School

Hindi Note Drafting
University/college
Communication Details
Official Phone No 0678243322 233/a park

Official Email ID SRINI.BSPTCL@GMAIL COM Park lane

Personal Phone No. 0867554411 Patna - 800001

Personal Email ID SRINL.VENKAT@GMAIL.COM Emergency Address - Vidyut bhavan Vidyut bhavan

Patna - 800004
Communication Address - Park lane ry
Patna

- 800001

Salary Details

Pay Level -05 Basic Pay : 63300.00
GPF/PRAN No. - 649992341200 Earned Leave Balance

Promotion Details

Promoted to Effective Date of Pay Level Order No. Order Date
(Designation) Promotion

56678999 01.04.2019

Education details, Address details, Communication details, Family details etc can be seen here

Family Details

Relationship Name Date Of Birth Aadhaar
|Spouse Rao Srinivas 03.09.1984 892214237339
Child Swathi Kumari 03.09.2010 982234212091
Father Shamma Shyam kumar 03.09.1970

Nominee Details
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Working Time
In this area, we can use services to request leaves, to view the leave balances and display the
time account data.

wt .
=
4 Back Forward »  Favoriles
= C C 4
l L L=
System Adminesirabon User Administration Manager Self-Service Content Adminisiration Tasks and Moific ations Employes Self-Service
Dverview

I Employae Self-Service > Overview

Employee Services

- Map Directory Index ||

Career and Development

—| Personal Information —
&= =il

In thiz area, you can use services from E-Recruiting, Talent
Management. and Performance Management.

Personal Information

Waorking Time
z:a

Travel Management

o
In this area, you can use sarvices to record your working time. “!‘_"-J‘l.ﬁ
S

request leave. and display your fime account data In the area. you can handle and process travel requesis, ravel

plans, and expense repors.

_Ej.@:,!-il Benefits and Payment
: i Learning Solutions
= . 1y
In thiz area, you can use services to display your salary statement X

and other information regarding your payment Leaming Solutions

pl-:ﬁ E Separation

Double click on working time.

Once we click on “Working Time”, the below screen will appear:
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Syslem Adminestration User Adminisiration Manager Self-Service Conlenl Administration Tasks and Motifications
Owverview
' Employee Self-Service > Overview
Working Time
Back

r
1=

Employee Seif-Senice

, Leave Request
= fE) Create Leave Request
ou ean requesl leave and olher types of absences here.
B Leave Overview
*fou can display the Leave Oveniew and review, change, or delefe exdstin g leave or other fypes of
absences here You can alkso request additional leave
ﬂj View Time Account Balances
ou can dsplay your leave balance and other lime account information he re

Create Leave Request:

Click on “Create Leave Request” to raise a leave request.

Leave Request
Create | eave Reguest
You can request leave and other types of absences here.

Then the below screen appears:
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Leave Request: New
& Send
(™ Display possible as of 26.03.2019 only

Absent  MNon-Working Day  Holiday

v Leave Details Check

Type of Leave

* Type of Leave

Description:

General Data

* Start Date

* End Dale:

Processor
New MNole

Casual Leave

Casual Leave

26.03.2019
26.03.2019

A Priya

Enter the type of leave and leave start and end dates (with begin and end times — in case of half
day leaves). Here we can see the approver name; it's based on reporting relationship

maintained at back-end.

Enter all the details and Click on “SEND” button.

Leave Request: New

& Send

lz] Display possible as of 26.03 2019 only

Absent Non-Working Day Holiday

w Leave Details

Once submitted, we can see the overview details as below:

Check
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Typa of Leava
Typs of Legye: Pl Pune Pint st FLAPN

Crararsl [intn
Start Dete: 2412315
End Dmbs: 25 12HME
Begn Time: D
End Tirre: D000
absence hours: 1700
apprower Hame: fdarager as Spprover
Hats
Liged: PL for Pune: plant ate: 2 00 Daya

[BE] [canca

Click on OK button to submit the request. After that we can see the leave request in “SENT”

Status, as below:

SAng
4 Back »  Favorites
C = C [~ I
Content Administration User Administration System Administration Tasks and Notifications Employee Sell-Service
Overview

Employse Self-Service > Overview

Leave Request: New
= Send

Display possible as of 31.03.2019 anly
Leave request was sent successfully

- Calendar Team Calendar Time Accounts Leave Requests

Type of Leave Start Date Start fime End Date End time Processor Status
Casual Leave 24042019 00:00-00 24042019 00:00:00 A Priya Approved
Sick Leave - Half pay 16.04.2019 00:00.00 20.04.2019 00:00:00 Approved
Privilege Leave 04042019 00:00:00 10.04.2019 00-00:00 Approved
Special Sick Leave 31.03.2019 00:00:00 31.03.2019 00:00:00 APriya Approved
Exira-Ordinary Leave 31.03.2019 00:00:00 31.03.2018 00:00:00 APriya Approved

* Leave Details Check

Type of Leave

= Type of Leave: |Casual Leave =

Description: Casual Leave

With that, the leave request sent to reporting manager for approval.
approves, the same status can be seen in the leave overview.

Log off

Welcome: yash_ep1,

Full Screan

Ora @

Used
0.00
3500 5Days
4200 TDays
0.00
0.00

Once the manager
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Time Accounts
Double Click on Working Time

™y
"
4 Back Forward »

C

System Adminisirabon

Dverview

I Employse Self-Service

Favoriles

User Adminisiration Manager Sell-Service

= Overview

Employee Services

Content Adminisiration

- T
L C

Tasks and Molificalions Employee Self-Senice

B
£

Map

Directory Index |

Personal Information

Personal Information

Working Time

In this area, you can use sarvices to record your working ime.
request leave. and display your time account data -

Benefits and Payment

In thiz area, you can use services to display your salary statement
and other information regarding your payment

Career and Development

In thiz area, you can use services from E-Recruiting, Talent
Management. and Performance Management.

Travel Management

In the area. you can handle and process travel requesis, ravel
plans, and expense repons.

Learning Solutions

Leaming Solutions

Double click on View Time Account Balances.
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Employee Self-Service > Overview

Working Time
Back

Leave Request
fB) Create Leave Request

You can request leave and other types of absences here
fB Leave Overview

You can display the Leave Overview and review, change, or delete existin g leave or other fypes of
ast additional leave

You can display your ieave balance and other time account information he re

Then the following screen will appear.

4 Back b Favorites Welcome: yi
System Administration User Administration Manager Selt-Service Content Administration Tasks and Notfications Employee Seif-Service

Overview

npioyee Self-Service > Overview Fu

Time Account

Sa
Time Account: | All Types || Show on: [24.04 2019 & apply
Time Account Deduction from Deduction fo Enttlement Entiiement Minus Planned
Casual Leave Quota 01012019 31122019 2451 Days 2451 Days
Privilege Leave Quota 01.08.2018 31.12.9999 23.42 Days 21.42 Days
Sick Leave Half Pay Quota 01012019 31122019 1512 Days 1312 Days

Leave Overview:
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Double click on Working Time

AD 4
-
4 Back Forward »  Favoriles
C C
L
Syslem Adminesiration User Adminisiration Manager Self-Service
Dverview

I Employse Self-Sarvice > Overview

Employee Services

C = la

Content Adminisiration Tasks and Motifications Employes Self-Senvice

- Map Directory Index |

EI__ Personal Information

=== Pearsonal Information

2

In this area, you can use sarvices to record your working ime.

request leave. and display your time account data

.5;.@:.!-._,' Benefits and Payment
<

and other information regarding your payment

Double click on Leave Overview
Employee Services Area
Back

In thiz area, you can use services to display your salary statement

Career and Development

In thiz area, you can use services from E-Recruiting, Talent
Managemeant, and Performance Management.

Travel Management

= Inthe area, you can handle and process fravel requests. fravel
plans, and expense repors.

i Learning Solutions
\&
Leaming Solutions

_'J|-ﬂ E Separation
[EA1=

* Service Map

Leave Request

;Ll Create Leave Request

Leave Overview

You can request leave and other types of absences here.

You can display the Leave Overview and review, change, or delete existing leave or other types of absences
here. You can also request additicnal leave.

Here employee can view the leave balance details, along with the number of leave

Requests raised with the current status.
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Leave Overview

Display possible as of 26.03 2018 only

= Leave Data Overview [ ew

Show from: [26.03.2018

Edit Gancel
Zl @
7| i ]
74| @

3] Appiy
Type of Leave Start Date
Casual Leave 24042019
Sick Leave - Halfpay  16.04.2019
Priviiege Leave 04.04.2019

= Time Accounts Overview

Time Account: | All TYoes

Time Account
Casual Leave Quota

Privilege Leave Quota

Sick Leave Half Pay Quota

| =] Showe from: |26.03.2019

Deduction from

01.01.2019
01.08.2018
01.01.2019

Start time End Date End time Processor Status
00:00:00 24.04.2019 00:00:00 A Priya Approved
00:00:00 20.04.2019 00:00:00 Approved
00:00:00 10.04.2019 00:00:00 Approved
|3 appty

Deduction to Entitiement

31122019 2451 Days

31.12.9999 20.85 Days

31122019 15.12 Days

Benefits and Payments
Double click on Benefits and Payments.

Absence hours Used
0.00
3500 5Days
4200 T7Days

Entitlement Minus Planned
19.51 Days

10.85 Days

8.12 Days

4Back Forward #

Employee Self-5ervice

Jverview

Favorites

Employee Self-Service > Owverview

Employee Services

> Map

Directory

Tasks and Motifications

BSPTCL EMPLOYEE PORTAL

Manager Self-Service

Personal Information

In this area, you can use services to display your personal data.

Working Time

In this area, you can use services to record your working time,
reguest leave, display your time account data and display public

holidays.

Performance Appraisal

In this area, you can use services for BSPTCL Annual Confidential
Reports (ACR) for the Performance Management.

fi?@@n} Benefits and Payment

and other information regarding your payment.

i Employee Service Requests

etc.

- Travel Management

EXpENSes.

In the area, you can handle and process travel requests and

In this service, employee will be able to see all his payment related information as

below:

In this area, you can use services to display yvour salary statement

In this area, you can use services to apply for NOC | Transfer E bil
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Double click on Salary statement to see the pay slip

[2 )71 ] (=) ) [200% |~ || 5§ k| @ 52 | "

Vidyut Bhavan, Bailey Road , Patna # 800021
Phone : Fax:

Pay Slip For The Month of March-2019

Bihar State Power Transmission Company Limited

Employee Id 01000904 Basic Pay 32000.00
Name Ajay Singh Pay Level 0805
PAN No ADYPM1787K Dasignation Assistant (Sec-)
Bank Name CANARA BANK Location 132 Katra
Bank AC No 67687876878
IFSC Code CNRBOOOO352 GPF/ CPS No DL/INDY 12345/ 100904
Department Human Resource & Administration Days Pald 31.00
Earnings Deductions

Basic Pay 32,000.00 Group Savings Scheme &0.00
Dearness Allowance 2,880.00
City Transport Allowance 1,635.00
Energy Pay 1,920.00

Total 38,435.00 Total &0.00

Take Home Pay 38355.00

Net Payable Salary 38,355.00
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4 Back Forward » Favoriles
System Administration User Administration Manager Selt-Service Content Administration

Overview

. Empioyee Self-Service » Overview

Benefits and Payment
Back

é)@— Benefits

[@ fB) Loans_Request

B LA

Create Edit. & View claims / advances and their payment / repayment
® 9(5'.‘) Payment

B Satary Statement

You can view your most recent salary statement here

B Form 16

You can view or downioad Form 16 here

[B Total Compensation Stalement

YOou can view your most recent total compensation statement here

o] IT Declaration
fB) IT Declaration

{D IT Declaration - Approval

Click on New Loan Request.
[j New Loan Request
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Enter the all details as below and double click on Submit.
Loan Request: Step 1 ( Details)_

4 Previous Next b | 3 Cancel
»— 1 2 3o
Details Review Submit
* Loan Type: House Building Advance - BSPTCL
Reference: 00000000000000000000
* Loan Amount requested: 5000000
* Loan Condition: |9% Int House BuldLean | w|
* Repayment start: |20.03.2019 5|
“ Repayment Instaliment 10.00]
Cumrency: INR

Nole for Approver.

Pls approve the loan

[ Show Loan Disbursement || Show Loan Repayment |

-

Once we Click on Submit the following screen will come.

Loan Request: Step 3 (Submit)

4 Previous HMexi b

E The Loan Request has been submitied successfully

— 1 2

Deatails Heview

I

Submit

To go to Overview Screen: Go 1o overview
To create a new loan request: Create new loan request
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Salary Statement:

Double click on Benefits and Payment
AP

—
dBack T ¥ Favories
i 1 | [ 1 T
| - I L
System Administralion Liser Adeministrstion Manager Seil-Semvice Conbenl Adminsirslion Tasks and MHotificalions Employee Seif-Service
Overview

I Emgployee Sall-Service > Overview

Employee Services
- Map Diractary I
== Personal Information Career and Development
af ITE
Personal information In s area VOU CBA USE JENICES fir g E-RECN-‘\.\IH; Talend
M:maqemenl and Perfarmance r.'lanaqemem
Working Time

amap — .
__.Fb ! i Travel Management

In this area, you can use senices fo record your working ime
request leave. and display your lime account data In the area. you can handle and process ravel requests, fravel

plans. and expanse reparts.

"-""k:‘in Benefits and Payment

= o Learning Solutions
=] Wi

In this area, you can usa sansces io deplay your salary statamani

and other informaton reganding your payment Learning Solutions:

o E Saparation
L=
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4 Back Forward ¢  Favoriles

l

System Administration

Overview

& C E

User Administration Manager Self-Service Content Adminsiration

’ Empioyee Seif-Service > Overview

Benefits and Payment

Back

‘ é)@ Benefits

@

fB) Loans_Request

{B LTA

Create Edit. & View claims / advances and their payment / repayment

® @@' Payment

fB Satary Statement

You can view your most recent salary statement here
B Form 16

You can view or download Form 16 here

fB) Total Compensation Statement

You can view your most recent total compensation statement here

[ IT Declaration

{D IT Declaration
B 17 Declaration - Approval

Double click on “Salary Statement”

4Back Forward b Favorites
System Agministration User Administration
Overview

imployee Self-Service > Overview

Salary Statement: 01.08.2018

[~ [~ E -

Manager Seit-Service Content Adminisiration Tasks and Notifications Employee Self-Service

4 Previous Statement  Nexi Stalement » &RﬂqnellPr'Iﬂ

= Overview and Selection

Show: | Al Available [+]
Payment Date Bonus Date
01082018

Payroll Type Gross Amount Payment Amount Print Status

Regular payroll run 45,160 00 INR 43,011.00 INR  Flagged for Prinfing on 13.04 2019

- Salaru Ststamant
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Double click on Regular Payroll Run. Once we click on Regular Payroll Run, we can see the
pay slip in separate window as below.
Here employee will be able to print the payslip as well.

Name : Ra] Rac Location : Patna Circle

Id - 1000058 Department : Crcl Off Patna

Pay period : 01.07.2018 - 31.07.2018 |Pay area : Partna Circle

Transfer date Account Mo. AmMOUnt = Earnings - Deductions + Adjustment

01.08.18 43,011.00 = 2B87.00 * 0.00

Earnings Deductions Perks/Other income/Exemptions/Rebates
Income Tax 287.00 Agg of Chapter VI 16,752.00

Total Total 287.00

Take Home Pay

43,011.00 i

Form 16 summary

Gross Salary
Balance

Aggrg Deduction
Incm under Hd Salary
Gross Tot Income
Agg of Chapter VI
Total Income

Tax on total Income

Income Tax

Tax payable and surcharg
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Form 16:

4 Back Forward v  Favorites

System Administration User Administration Manager Selt-Service Content Administration

Overview

' Empioyee Self-Service > Overview

Benefits and Payment
Back
& @)  Benefits

E{? fB) Loans_Request

B LA

Create Edit. & View claims / advances and their payment / repayment
©%a Payment

$' fB Satary Statement

You can view your mosi recent salary slaltement here.
B Form 18

You can view or downioad Form 16 here

fB) Total Compensation Statement

You can vieéw your most recent total compensation statement here
(ot} IT Declaration

fB) IT Declaration

{D IT Declaration - Approval

Double click on Form 16
Form 16
You can view or download Form 16 here.
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Employee can view or download the Form 16 from this service.

Form 16: 2015

A\ No data has been found for the specified selection

w Overview
Tax Year: 2015 |
Date Date Company Code

01.04.2015 31.03.2016 1000

~ Form 16

Double click on period. Once we click on period, we can see the Form 16 in separate
window.
Here employee will be able to print the Form 16.

4]
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IT Declaration
Double click on Benefits and Payments.

q.::7
—
4 Back v Favoriies

| ‘ | ' 1 s

| L L ! =

System Adminsiration User Adminisiration Mansper Seif Senice Contént Adminestrstion Tasks and Motificalions Employes Seff-Senics
DWW
I Employee Saif-Service Onvervievs

Employee Services

- Map Diractary I

— Personal Information [ Career and Deveblopment

'S

Personal information In Bhis area, you can use senaces from E-Recrulng, Talend
Managemanl and Perfarmance Management

ST Working Time
":U Travel Management
In this area, you can use services fo record your working fime L] 5

request leave, and display your time account data In Fe area. you can handle and process ravel requests. ravel
plans. and expense reparts.

518, Benefits and Payment

| Fy Learning Solutions
In ifs area, you can usa sansces 10 deplay your salary statameni ﬁ:"—-‘q—j
and other snformaton regarding your payment Learning Sclutions

] _J& E Saparaticn
Double click on IT Declaration

[} IT Declaration
[D IT Declaration

ED IT Declarabon - Approva

Click on “IT Declaration” link to edit and view the declarations made.

We have 2 steps in declaring this — First is at the starting of the year where employee
will declare and during Dec/Jan, needs to give the actuals along with bills to HR. So,
at the starting of the year, employee will input the planned/proposed amounts, based
on which tax will be calculated. And during Dec/Jan, as per the HR instructions, he will
be able to enter the actual amounts for actual computation of tax based on the
actuals.

Once the declaration page is open for declaration, we will see the below screen:

Manual End




	Once submitted, we can see the overview details as below:

