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ChI£lfC'l£l ~ x=t&:rr- C' ~ ~'iiCh- C}q ",0 /r-' ~ 2-'3
BSPTCUHQ PatnalTRAINING & ERP/HCM Module/1/2022

~ ~ ~ s:;j'{i~~I'i ~ ~~e'5 c5 ChI£lfC'l£l ~ c5 ~
~'ijCh 01.09.2022 c5 ~ ~ to 31R0 ~O cpr ~ JiI~<J\C'1 "C'1Tl1 fcpm l"fm
%, ~ HCM (Human Capital Management) ~ ~ ~ ESS-MSS
module '4T ~11~C'l % I

HCM (Human Capital Management) module ~ ~ ~ ChI£lfC'l£l c5
~ <l~ Hiring to separation (due to retirement! death / contract ending) c5
~ ~ if Ch14xC'1 Ch~£ll' c5 "{~ ~ TIP<:rr cpc;rrq ~~ ~ ~
(~ ~Rl51'!i) ~ % I

ESS-MSS module ~ ~ ~ Ch14xC'1 Ch~£l1' cpr ~ cpr ~ %, ~
~ ~ 3T11rIT Personal Information! Salary statement! Form 16/ ACR final
rating ~ ~ -g I 3lqChI~1 /~ fcr:1?r c#l' QRlqJct /NOC (Passport!
Higher Education! Documents Verification! Attending Interview or
Examination/ Distance Education)/ LTC request & its settlement /
Performance appraisal/ E- separation (Resignation) / TA advance & its
settlement / Income Tax declaration! Loan Request (Salary advance/ Festival
advance/ Laptop advance)/ transfer request! Quarter allotment request (for
Quarters owned by BSPTCL) ~ ~ ~ ESS-MSS module c5 IDXT
Cl5X ~ -g I W2:f tI x-ra111 ~ ~ frI £IJi Ij'{i Ix frI '!"f11XOI ~ ~ -g I

HCM (Human Capital Management) module if ~ <fIR cm<i % I
~ <:rg % fcp ~ workflow ~ %, ~'!i'{~ ~ cwif c5 '!i'41~'i tg User
ID ~ ChI£IfC'l£l1' ~ ~ ~ ~ f.1TtC1- fcpm l"fm %:

(1) :iccZllC'l£l if "{~ cm<i ~ ~ Q~II~I ~/ Q~II'!:D
~, '!i Ji '!"f1/ \3l1 "'!lfirq / \3l1 Ji 51 Q61't:j"Cf) (l1T0"'{=f0/ uo ) / Ji 51 Q6jt:j"Cf)
(l1T0"'{=f0/ uo) em- ~ l"fm % I

(2) ~ ChI£lfC'l£l'i if '{i"=i:lxol ~ if cRl<::r ~ (l1T0 "'{=f0)/ Q~II'!:D
~, '!i"=i:lxol ~ if cRl<::r ~t:j"Cf) (l1T0 "'{=f0)/ '!i"=i::jX°13l';f-jfrlCh ~ ~~
'{i'ilxol QJi0'5C'l if Q~II'!:fl ~ em- ~ l"fm % I

(3) ~ 3lRlRCR1 ~ ~ ~ ~, Q~II'{:fl ~ ~ ~
ftn:rr ~ em- as a administrator User c5 ~ if Rlf%C'1 ~ ~ User ID ~
l"fm % I



(4) 'rm~I;::q~1 ct ~ "iRUT l{ ~ l{ 3AcP 3l~f%~1 ~ ct ~
PI~~II'j'I(iI'< x=MT User cpT ~ Edit/ Create/ Delete ~ Cf5T Authorization
~ -rmT, FGi'I(i'{~ ~ cpT ~ User ct IDXT ~ fcl;<n \JfT ~ 1
PI ~ ~II 'j'{i I'< 3l6r x=MT User ~ Edit! Delete Authorization '{i SOl1l{1 fcm:rr \JfT XbT
t FGi'{i '{~ ~ l{ ~-$ cpT ~m Wrcr00- \JfT ~ 1

(5) 3PR ~ l{ fcnm wrn ct Edit/ Delete cpI 3lICl~~¢dl ~ % ill
\3""'{1 ft~ l{ ~ fcr:rrrr ct ~ ct IDXT '{k~141 ct 4?c>1,{oq'(j4 Official
Email ~ ERP HCM team ct Official Email "4X ~ \J"llC!~~ crm tIl1 ct
'{i G '{=Lll" ct IDXT \j'{1 ~ cpT ~ \JfT '{i ch ~II 1

(6) HCM (Human Capital Management) module ct PA30 ct
Infotype 000 (action), 001 (Organization assignment), 002 (Personal data!
date of birth), 0105 (sub type 001), 2013 (leave Quota correction), 9001
(additional charge), 9006 (deputation) cpT £91 '$¢'< x=MT Infotype Cf5T roles
based Authorization "crm PA40 Cf5Tx=MT wrn Cf5Troles based Authorization
~-rmT%1

(7) W2l 6't x=MT ¢1~1c>1~ ~ cpT PA30 ct Infotype 2001 (absence),
007 (planned working time) "crm PA40 ct Transfer Joining action Cf5T
Authorization ~ -rmT % 1

Clct1SOlI1 l{ ~ l{ ¢14'<d ¢fll~l" Cf5Tm Pro six ct l=f1Ul11 ~ fcm:rr \JfT

XbT % 1 PI~~II'j'{il'< 1=flb ~' 2023 Cf5T "C[ci ~ ~ ct ~ Cf5Tm ~O

3lN0 -qr0 ct ~ ~ 6FIT<lT \J"llC!~II 1 ~ "iRUT l{ m ~{..c<qIc>1~ l{ ~
ERP HCM team ct IDXT ~ ~{..c<qIc>1~ ct Finance team "C[ci Yash
(Implementing partner) consultant ct ~-W l{ fcm:rr \J"l1C!~1I1

ESS-MSS ~ web based module t FGi'{ich +fT'CIfl1 ~ ~ ~ ~
~ PI'{fll,<OI "§g ~ ct x=MT ¢14'<d ¢fll~l" cpT User ID ~ -rmT % 1
~ ct IDXT ~ ¢fll~l" cpT Dialog user ID ~ -rmT % ~ ~ l{ cnfT
User ID % crm ~ ¢ fll<ii ct ~ ~ Personal ID 6't User ID % 1

ESS-MSS ct Password c;ffcp "C[ci ~ cpI ft~ l{ Password reset
~ ~ ~ CI1CR"-e:rrcpI \JfT m %:-

(1) ESS-MSS ct Password reset ~ "§g ~ ~ ~, ~O iTo
~~\J"l'</ ~ '<""r1"ICl~ ~, l>l~II'{:fI ~ cpT Authorization ~ -rmT

%1
(2) ESS-MSS ct Password c;ffcp "C[ci ~ cpI ~ l{ ~ ¢1~1c>1~

~ 312lCIT\j'{1 ¢1~1c>1~ ct rno "'{=f0 fcr:rrrr l{ ¢14'<d ~ ct IDXT ~

Official Email ID ~ ~ ~ ~, ~O iTo ~~\J"l'</ ~ '<hrllCl ~ ~,
l>l~II'{fl ~ ct Official Email ID "4X request ~ \J"l1C!~111



(3) ~ ~ ~, ~o tlo ~~\J1X/ ~ XIVnq ~ ~, ~~II'{il
~ cf 8RT Password reset ~ cf \34,,<1'i1 ~ ~ ~q ~
cpqf cf ERP if ~ ~ Email ID <TI ~ ~~ if Mobile no lR

~ ~ \J11"!~D I
Cf)fif<Ji cf 31ClCf)I~1 ~ ~ \3{1Cf)1 P.:H"f1I,,<ol ~"1ICf) 01.09.2022 ~

ESS-MSS portal cf 8RT F$rrr ~ XbT ~ I SAP cf recommendation cf ~
Yash cf 8RT 31ClCf)I~1 ~,{"f1I,,<OI ~ ~ ?TT ,{"f1f1<01(three level) ClTCR-QIT ~
~ ~ I ~ ~ x=fa1l1 ~ cf 31jJ{I~"114"<1C1 work flow maintain
fcn<:rr Tf<TI ~ I

~ ~ ESS-MSS cf ~ processes ~ 'BT x=fa1l1 ~ cf
31j~1~'i'4"<1C1 work flow maintain F$rrr Tf<TI ~ I

"\3CfC1"cf 31 Fc1R CfC1:-
( 1 ) ~ ~ ~ II j'H 1"< 3JTR q5"q;fr ~ fcnffr cpqf em 51 ~\i ~I <TI \3 '{i Cl?l ~

~ q5"q;fr if x~ 1"11'i1,,<OI btrr ~ ill \NT ft~ if ~ ~ ~ ~
~Fc1f.1gFcffi ~ ~ PA40 cf deputation out action F$rrr \J11,,!~11 I

(2) FffiR ~ LITCR (5'~\i~1) q5"q;fr R1~e\S, ~ cf '{i·Cf)(>Q x=fO- 199

~"1ICf) 07.10.2022 cf 8RT -q'f=q ~Cl'{il<01 Cf)l<:f '{iC(115 ~ Cf)1<011C'l<01,.cf ~ 10P
q) C'l° \S"< cr:f if cgc;r 12 ~ COT 311Cf)ff+i Cf) 31 ClCf)I~ I ('f~ t9: ~ Cl'{of) <01Cf)l<:f '{i C(115
~ Cf)I<01I C'l<01'jcf ~ 10P q) C'l° \S "< cr:f if cgc;r 16 ~ COT 311Cf)ff+i Cf) 31 ClCf)I~ I
~ ClTCR-QIT ctt ~ I cgt9 CIlCl5IRCf) / C1Cf)rj"lf¢ ~ cf cmuT ~~~llj,{il"< ~
q)C'l0\S,,< cr:f (2022) cf ~ ~ ~ ~ tT 15 f0l 311Cf)ff+iCf) 31ClCf)I~1 ~ COT
~~Tf<TI1

(3) 3JTR fcnffr Cf)I<01I C'l<01cf 8RT ~ cpqf em 31 Fc1R CfC1 W1R ~ \JfTC1T
~ ill \NT ft~ if ~ ~ ~ ~ x=rf8l Cf)I<011C'l<01 ~CCTR (3ltttarcrr
~ ~&T ~ ~ BlR cf ~) cf 8RT Official Email ~ ERP
HCM team cf Official Email lR ~ \J11,,!~D I tIl1 cf 8RT ~ ~ if
9001 if ~ ~~~ ~ ~ \J11"!~D I

(4) 3JTR fcnffr Cf)I<01IC'l<01cf 8RT ~ cpqf em q5"q;fr 3RfltC1" (Intra
company) ~Fc18;CfC1 F$rrr \JfTC1T ~ ill \NT Cf)I<01I C'l<01 cf 8RT PA40 if
Deputation In action ~ cf 6fR Cf)I<01IC'l<01~ (3lttta=rur ~ ~&T ~
~ BlR cf ~) cf 8RT Official Email ~ ERP HCM team cf
Official Email lR ~ \J11"!~D I tIl1 cf 8RT ~ ~ if 9006 if ~
~Fcl~ ~ ~ \J11,,!~D I

(5) fcnffr 'BT ~ / Cf)4=q1~ ctt ,{~ClIf.1qFc1, ~, ~q ,{i~I~,
x~I"1I'i1"<°I, Cf)l<:f Fcl"<~C1 ('f~ ~ m~1 ~1"1 ~ ~ Cf)I<01IC'l<01~CCTR (3ltttarcrr

~ ~&T ~ ~ BlR cf ~) cf 8RT Official Email ~ ERP

~'~XI""'/ u, 'YJ,.



HCM team c:f> Official Email lR ~ ~ \Ji1(!Jft, mfcp ~ ~
roles based Authorization em- x:rmft:f fcRrr "\JiT~ I

(5) HCM (Human Capital Management) & Pay Roll, ESS-MSS
module , DMS, FLM & BIlBO module c:f> ~ (Functional) ~
q5l<jf cpr ~ ~ 3fj~ \j1:f Jig IQ6i'CTCP (llTOx:ro1lAO) c=r~ ~O

iTO/Cicp·-nRb ~ ~ cpr ~a:rur ~ 3fj~ * PI~liCi ~ ftffi, ~
~ (!\5~Plx~cx' fttm m Lf1CR ~ixi~~I'i ~ ft1~2;\5, 1:fc-1T c:f> 31tfFr
1Wn1

~ Xla111 ~ cpr 31jJiI ~ 'i "Ql1{f ~ I
~~,

5"0/-

(~~)
Jig IQ6j'CTCP(llTOx:ro1uo)

$11q Icp "CfC'iT, ~ 'i icp
Qfc1ft1fq PI~~lcp (qR£ll\Ji'iI)/PI~~lcp (qR=qIC1'i), fttm m Lf1CR

~ixi~~I'i ~ ft1~2;\5, "CfC'iT1 x-MI JiglQ6jtrcP (llTOx:rollAo) 1 x-MI Jig1Q6jt:fCl)
(fctro ~ Wsrr)1 x-MI ~ ~, fttm m Lf1CR ~ixi~~I'i ~
ft1~2;\51 x-MI JigIQ~-'CTCP-"'{16-~ ~, x,-=q,<OI ~/\j1:f Jig1Q6j'CTCP
(llTOx:ro1lAO)1\j1:f Jig IQ~-'CTCP(fctro ~ Wsrr), fttm m Lf1CR ~ ixi ~ ~I'i ~
ft1 ~ 2;\5 1 x-MI fct@ 31tfra:rur ~, x'-=q'<0I 3f-crc;r 1 x-MI 31tfrlffUT ~
(31~ PI cp), x'-=q'<0I 31~ PI cp 3f-crc;r 1\j1:f x-rfirq, ~ m Lf1CR ~ ixi ~ ~I'i ~
ft1~2;\51 x-MI fct@ cpl<lqlC1cp ~, x,-=q,<OI QJio\5C11 x-MI cpl<lQIC1cp
~, 31{-1PI cp Xi- =q'<0I QJi0\5C11 31cR x-rfirq, x-MI Q~IIxof) ~ 1x-MI
Wsrr ~ 1 fttm m Lf1CR ~ ixi ~ ~I'i ~ ft1 ~ 2;\51 x-MI xi g III cp
cpl<lQIC1cp ~, m '3Qq?~1 x-MI Q~II~I ~, fttm m Lf1CR
~ixi~~I'i ~ ft1f1i2;\5 em- ~~ ~ 3lrCj~llcp cpl~CjI~ ~ ~ I

5"0/-
(~~)

Jig IQ~-'CTCP(llTOx:ro1lAO)

~141q? .,.2£3 "CfC'iT, ~'iicp o Y ~o , ~2-ot- ~
Qfc1ft1 fq 3lUfa-T-"'{16-m PI ~~I cp c:f> ~ cppf ~, ~ m

Lf1CR (gl rc-\5J I) ~ ft1 ~ 2;\51 m PI ~ ~Icp c:f> ~ cppf ~ 1 cRn:l
3lT'{! ~. f.rm Rc 'TfiR 5:lflfi'I~1'1q;'q";jT ~fi'I~'5~~ ~.~'-J

(~~)
Jig IQ6i~ (llTOx:ro1lAO)

~1"'kJ
0'1 101 'l--J.


