Bihar State Power Transmission Company Limited, Patna
Head Office, Vidut Bhawan, Bailey Road, Patna-800021
(Regd. Office: Vidyut Bhawan, Bailey Road, Patna)
Website:www.bsptcl.bih.nic.in

Office Order No..éz 1o .... Patna, Dated...| :H.W,ﬁ\’l

The Board of Directors of the BSPTCL in its 119" meeting held on 14"
October, 2024 has decided to execute Standard Operating Procedure (SOP) for the
efficient operations of various applications related to HCM (Human Capital
Management), Pay Roll, FIORI and the associated ESS-MSS appllcatlons in BSPTCL.
The detailed SOP is hereby enclosed.

All concerned Officers of BSPTCL are hereby requested to ensure compliance
of SOP from the date of issue of this order.
Encl: As above

Sd/-
Anil Kumar
GM (HR/ Adm)
Memo No...covorenns Dated:-............

Copy forwarded to OSD to CMD, Bihar State Power (Holding) Company Limited, Patna

/ OSD to MD, BSPTCL/ OSD to MD, NBPDCL/ OSD to MD SBPDCL/ OSD to MD,
BSPGCL, Patna for kind information.

Sd/-
GM (HR/ Adm)

Memo No.. 8., Dated:-.| F}10)2Y

Copy forwarded to Director (Project) / Director (Operation) / GM (F&A) / All Chief
Engineer / All General Manager cum Chief Engineer, Trans. Zone / DGM (HR/Adm.)/
All ESE, Transmission Circle & Civil Circle / All EEE & EE Civil / All AEE & AE
Civil / All Administrative Officer / All Accounts Officer of BSPTCL for kind
information and necessary action.

2. Copy forwarded to DBA, BSPTCL with a request to upload on the company website.

DSt

GM (HR/ Adm)



Standard operating procedure (SOP) for the efficient operation of
various applications related to HCM (Human Capital

Management), Pay Roll, FIORI and the associated ESS-MSS
applications —

Bihar State Power Transmission Company Limited has implemented a
range of ERP (Enterprise Resource Planning) medules, including Human Capital
Management (HCM), Payroll, FIORI, Employee Self-Service (ESS) and
Manager Self-Service (MSS) modules.
¢ Purpese: - The purpose of this Standard Operating Procedure (SOP) is to

provide clear and detailed instructions for using the SAP-ERP HCM

(Human Capital Management) module including Pa.y Roll & ESS-MSS

Applications. This document aims to ensure consistency, accuracy and

efficiency in managing HR processes, thereby enhancing the overall

effectiveness of the organization's human capital management.

- This Standard Operating Procedure (SOP) is designed to ensure the
efficient, accurate and consistent operation of various applications related
to the HCM (Human Capital Management) and associated ESS-MSS
modules. It provides comprehensive details on roles and authorizations for
each application, required documents, guidelines on best practices, work

completion timelines and other pertinent information.
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Scope: - This SOP applies to all users of the SAP-ERP HCM module within

»

the organization, including HR Professionals, system administrator,
manager and all employee working under BSPTCL. It covers all core
functions of the HCM module, including employee data management,
Hiring, time and attendance, payroll, performance ma_n;tgement, employee
self-service, reporting and analytics.

% Audience: - The primary audience for this SOP includes:

*

HR Professionals: Responsible for managing HR functions such as

Hiring, payroll, performance management and employee records (as per

oo S
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authorisation).



System Administrators: Responsible for maintaining the SAP-ERP
system, managing user accounts, ensuring data security and perfomiing
system updateé (ADO- ERP).

Man.agers: Use the system to manage their teams, approve/ reject requests,
conduct performance reviews and handle other managerial tasks (as- per
authorisation). -
BSPTCL Employee: Use the self-service features of the HCM module to
see personal information & to submit request for leave, LTC, Electricity
Reimbursement, NOCs, Separation, Transfer, Official Touré, Quarter
allotment & other benefits under ESS-MSS & FIORI Portal.

Svstem OQverview

<* ERP System Description: - Enterprise Resource Planning (ERP)
systems are integrated software platforms that :help organizations
manage and automate their core business proceslses. An ERP system
ensures data consistency and streamlines operations across various
departments, including finance, supply chain, human resources and
customer relationship management. By providing a centralized
database, ERP systems facilitate better decision-making, improve
operational efficiency and enhance overall organizational performance.

< HCM Module Overview: - The Human Capital Management (HCM) .

+

module within an ERP system focuses on managing an organization’s
workforce. The SAP-ERP HCM module encompasses all éspects of
employee management, from recruitment and onboarding to payroll
and performance management. It inte grates seamlessly with other ERP
modules, ensuring cohesive data flow and unified management of
humén resources. Key functions of this module include: |

(1) Hiring (migration in SAP system, either by recruitment of by

transfer from another organisation)

by



(2) Re-hiring (for retire contract engagement)

(3) Maintenance of master Data

(4) Pay Roll

(5) Probation extension

(6) Probation confirmation

(7) Transfer leaving

(8) Transfer Joining

(9) Promotion

(10) Promotion Joining

(11)

(12)
(13)
(14)
(15)
(16)
(17)
(18)
(19)
(20)
€2y
(22)
(23)
24)
25)

Separation {(due to death, resignation, transfer to other organisation
etc)

Deputation In (deputation within company)

Deputation Out

Repatriation In

Repatriation Out (transfer of services to other subsidiary company)
Suspension

Suspension Revocation

Demotion position

Demotion Salary

Annual Increment

Change in Pay

Contract Extension

Posting Joining

Maintenance of Service record (posting details)

Maintenance of Promotion record

The User Manual for the various applications of the HCM (Human Capital

Management) and associated ESS-MSS modules has been published. It will be

periodically updated as and when required.



Roles, Authorisation & Time schedule

S1. | Name of work/ transaction To whom authorised Time
No. period
1 Organization Management | Ad. O (ERP) & Core ERP-HCM Team 15 days
2 Hiring (migration in SAP | SO, Section-VI (BSPTCL, HQ, Patna) in case | Within
systein, either by | of recruitment one week
recruitment or by transfer | In case of transfer from another organisation: -
from another organisation) | HQ- Concerned SO
SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr, Manager (HRY Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
3 Re-hiring  (for  retire [ HQ - Concerned SO Within 03
contract engagement) SAMAST- Concerned Ad. O working
Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O | days
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
4 Contract Extension HQ- Concerned SO Within 02
SAMAST- Concerned Ad. O working
Tr. Zone- Concerned Sr. Manager (HR) Ad. O | days
'|. Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
_ Tr. Division/GSS- Concerned Ad. O
3 Maintenance of master | HQ- Concerned SO Within 02
Data SAMAST- Concerned Ad. O working
Tr. Zone- Concerned Sr. Ménager (HR)Y Ad. O | days
Tr. Circle- Concerned Sr. Manager (HR}
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Conce.rned Ad. O
6 Pay Roll HQ/SAMAST- Concerned AO (Pay) 1%
' Tr. Zone- Concerned AO working
Tr. Circle/ Tr. Division/GSS - Concerned AO day of the
month or




Tr. Civil Circle/division- Concerned AO as per
instruction
by apex
authority

7 Probation extension HQ- Concerned SO Within 02

SAMAST- Concerned Ad. O working

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O | days

Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

8 Probation confirmation HQ- Concemed SO Within 02

SAMAST- Concerned Ad. O working

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O | days

Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

9 Transfer leaving HQ- Concerned SO Same day

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O

Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

10 | Transfer Joining HQ- Concemed SO Same day

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Mapager (HR)/ Ad. O

Tr. Circle- Concerned St. Managei' (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

11 | Promotion HQ- Concerned SO 07

SAMAST- Concerned Ad. O working

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O | days

Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

Promotion Joining HQ- Concerned SO Same day

12

SAMAST- Concerned Ad. O

o — s
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Tt. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

13

Separation (due to death,
resignation, transfer to

other organisation etc)

HQ- Concerned SO

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR) Ad. O
Ir. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concémed Ad. O

Tr. Division/GSS- Concerned Ad. O

Same day

14

Deputation In (deputation

within company)

HQ- Concerned SO

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR) Ad. O
Ir. Circle- Concerned Sr. Manager (HR) |
Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

Same day

I5

Deputation Out

HQ- Concemned SO

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR) Ad. O
Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

Same day

16

Repatriation In

HQ- Concerned SO

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR) Ad. O
Tt. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tt. Division/GSS- Concerned Ad. O

With in 02
working

days

17

Repatriation Out (transfer
of services to other

subsidiary company)

HQ- Concerned SO

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

Same day

18

Suspension

HQ- Concerned SO
SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr. Manager (HRY Ad. O

Same day

.9
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Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O

19 | Suspension Revocation HQ- Concerned SO Same day
SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
20 | Demotion position HQ- Concerned SO Same day
SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
21 | Demotion Salary HQ- Concerned SO Same day
SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
22 | Annual Increment HQ/SAMAST- Concerned AO (Pay) Within 07
Tr. Zone- Concerned AO working
. C days  of
Tr. Circle/ Tr. Division/GSS - Concerned AO
annual
Tr. Civil Circle/division- Concerned AO increment
date
23 | Change in Pay HQ/SAMAST- Concerned AO (Pay) Within 07
Tr. Zone- Concerned AQ working
. o days  of
Tr. Circle/ Tr. Division/GSS - Concerned AO
annual
Tr, Civil Circle/division- Concerned AO increment
date
24 | Posting Joining HQ- Concerned SO Same day

SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle~ Concerned Sr. Manager (HR) '
Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

C
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25 | Maintenance of Service | HQ- Concerned SO Same day
record (posting details) SAMAST- Concerned Ad. O
Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
26 | Maintenance of Promotion | HQ- Concerned SO Same day
record SAMAST- Concerned Ad. O
Tr. Zone- Concemned Sr. Manager (HR) Ad. O
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division/GSS- Concerned Ad. O
27 | Planmed Working Time | HQ- Concerned SO | | Same day
(Duty/ shift schedule- as | SAMAST- Concerned Ad. O m case of
per ERP prescribed shift | Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O ;?;:lmg;ss /
details) Tr. Circle- Concerned Sr. Manager (HR) SAMAST-
Tr. Civil Circle/division- Concerned Ad. O Minimum
Tr. Division- Concerned Ad. O Efl:fore dz:));‘
GSS- Concerned AEE that duty
28 | Absence (for the period not | HQ- Concerned SO At the
approved or unauthorised | SAMAST- Concerned Ad. O time  of
absence) Tr. Zone- Concerned Sr. Manager (HR)Y Ad. O | absentee
Tr. Circle- Concerned Sr. Manager (HR)
Tr. Civil Circle/division- Concerned Ad. O
Tr. Division _ |
GSS- Concerned AEE
29 | Medical reimbursement, | HQ/SAMAST- Concerned AO (Pay) Same day
Liveris, Honorarium Tr. Zone- Concerned AO
Tr. Circle/ Tr. Division/GSS - Concerned AO
Tr. Civil Cirele/division- Concerned AO
30 | Loans & Advance | HQ- Concerned SO Same day .
(Festival, HBA Principal, | SAMAST- Concerned Ad. O
HBA  Interest, Laptop | Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Advance, Salary Advance, | Tr. Circle- Concerned Sr. Manager (HR)
Tablet Advance) Tr. Civil Circle/division- Concerned Ad. O

(Info type- 45)

Tr. Division/GSS- Concerned Ad. O

8




31 | GPF contribution HQ- Concerned SO Same day
(Info type- 57) SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR) Ad. O
Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

32 1 Additional Charge HQ- Concerned SO Same day
(Info Type-5001) SAMAST- Concerned Ad. O

Tr. Zone- Concerned Sr. Manager (HR)/ Ad. O
Tr. Circle- Concerned Sr. Manager (HR)

Tr. Civil Circle/division- Concerned Ad. O

Tr. Division/GSS- Concerned Ad. O

Accounts

Officer

33 | Control Record (Pa03) Ad. O (ERP) As per
request of

Concerned

Remarks: - In the absence of an Administrative Officer (Ad.o) at the Division
Office, the Senior Manager (HR) of the respective Circle will handle the
transactions for the Division. If there is no Senior Manager (HR) or
Administrative Officer posted at either the Zone or Circle or Division office, the
Electrical Executive Engineer, Transmission Division will manage the
transactions for the Division, the Electrical Executive Engineer (TS) will handle
the transactions for the Circle office and the Electrical Executive Engineer (TS)

will handle the transactions for the Zone office.

In the absence of an Administrative Officer (Ad.O) at the Transmission
Civil Circle, the Executive Engineer (Civil) of the nearest Transmission Civil
Division under that Transmission Civil Circle shall assume responsibility for

managing the transactions that Circle.

L



Key Features and Functions: -

(1) Organization Management: - Organization Management involves defining

and managing the structure of the organization, including departments,

reporting lines, and hierarchical relationships.

Organizational Structure:

» Navigate to the Organization Management section.
» Update departments and other organizational units as necessary.

» Define reporting lines and hierarchies to reflect the current organizational

structure.
» Creating and Updating Organizational Units:

Position Manasement

Position Management focuses on creating and maintaining job positions
within the organization. It ensures that each position is well-defined and properly
classified.

Job Profiles:

Job Profiles define the roles, responsibilities required for specific job
positions within the organization.

Documents: - Relevant order of restructuring, Prior approval of competent

authority.

(2) Hiring (migration info the SAP system, either through recruitment or

transfer from another organization):-

Documents (to be uploaded in ERP system):- Offer of Appointment (for

newly recruited employee), Posting Order, Joining application, documents

enumerated in offer of Appointment (for newly recruited employee), PAN,

Aadhar, PRAN, Bank Pass Book, completely ﬁlléd prescribed Master Data

form with supporting documents etc.

Remarks: - It is mandatory to maintain Internal Data (Info Type-32)

(PROSIX Employee ID) and Date Specification (Info Type-41) (Date of first
10

)
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(3)

(4)

Joining/ superannuation). Date of superannuation is next date of last
working day. For example, if an employee retires on 31.01.2024, the date of
superannuation would be 01.02.2024. For newly recruited employee, Info
Type-32 will be maintained after creation of PROSIX Id. For Contract hired
Employee, date of Superanm;zition is as per his/her contractual period.

Re-hiring (for retired contract engagement):-

Documents (to be uploaded in ERP system): - Offer of Appointment, joining

application, documents enumerated in offer of Appointment.

Remarks: - It is mandatory to maintain Internal Data (Info Type-32)
(PROSIX Employee ID) and Date Specification (Info Type-41) (Date of first
Joining/ contract ending date).

Employee Data Management: - Change in marital status, Change/ Add in

no. of Children, Qtr Allotment, Qtr. Vacation, Qtr. Rent, Corporation Tax (if
applicable), Qtr. Maintenance Charge (if applicable), Panel Qtr Rent,
Change/Add - in Address (Except permanent address), Change in
communication (Except System User Name-0001), Change/ Add
Nomination, Add personal features, Departmental Vehicle, CUG sim,

Departmental Laptop, Mobile etc.

- Documents (to be uploaded in ERP system): - Supporting documents with

application duly verified by controlling officer (not below the rank of EEE
for field offices/ HoD in HQ)

Remarks: -1. At the time of charge relinquish after transfer/ separation/
deputation out/ completion of addl. charge tenure, the concerned employee
must hand over the Departmental Vehicle, CUG sim, Departmental Laptop,
Mobile (if provided, as per entitlement) etc to the office & it is to be
delimited in ERP system for that employee.

2. At the time of charge taken during Posting/ deputation/ Addl charge, If the
concerned employee receives Departmental Vehicle, CUG sim,
Departmental Laptop, Mobile (if available, as per entitlement) etc, it must

be taken in to ERP system for that employee.

<) 1
o
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3. In case of Spouse/ child, it is mandatory to mention whether he/ she is
working .or not. If working, full details of employment of spouse/ child
should be maintained. |

4. It is mandatory to furnish the details of spouse within 07 days of marriage
with date of marriage, name of spouse, Aadhar details of spouse etc.

5. It 1s mandatory to furnish the child detalls within 07 days of birth with
documentary evidence (such as birth certificate issued by Hospital or any
authorised agency)

6. It is mandatory to maintain Infotype-0001 during Qtr. Allotment, Qfr.
Vacation.

7. It is mandatory to maintain panel rent for employee as per existing rule or
order.

8. It is mandatory to provide full details of employee with the charge
relinquish or charge taken report to ADO (ERP) for maintaining the ESS ID
& SAP user ID. |
Pay Roll: - It is mandatory to run regular pay roll in ERP system on 1%
working day of the month. After that, off cycle payments like TA, Medical
reimbursement, LTC reimbursement, Electricity bill, Liveries will be made.

Documents (to be uploaded in ERP system): - Checked & approved medical

reimbursement bills, Medical Advance Order, liveries sanction order,

Honorarium sanction order etc

‘Remarks: -

(a) Simulation is to be run before the actual.

(b) After simulation & before run regular pay roll, Accounts Officer
must send the mail to Ad. O (ERP) to set the Control record of
respective pay roll status as “Released for Pay roll”.

(c) After processing pay roll, if corrections are needed, the Accounts
Officer must send the mail to Ad. O (ERP) to set the Control record

of respective Pay roll status as “Released for correction”

12
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(6)

(7

(8)

(d) Once all payroll activities for a period are completed, the Accounts
Officer must send the mail to Ad. O (ERP) to set the Control record
of respective Pay roll status as "Exit Payroll.”

(e)Once an employee’s payroll data is marked as "Released for
Payroll," it becomes locked for that payroll period. This means no
further changes can be made to the employee's master data, time
data, or any payroll-relevant information until the payroll process is
complete. This ensures data consistency and prevents errors during
payroll calculations.

Probation extension: -

Documents (to be uploaded in ERP system): - Probation extenston order.

Probation confirmation: - It is mandatory to maintain info type 9000, 9003

along with probation extension action.

Documents (to be uploaded in ERP system): - Probation extension order

Transfer leaving: - Before running Transfer leaving action, it is mandatory

to delimit the Departmental Vehicle detail, CUG sim, Departmental Laptop,
Mobile (if provided, as per entitlement).

Documents (to be uploaded in ERP system): - Transfer order with charge

relinquish report (for officer)/ relieving order (for workman).

Remarks: - 1. It is mandatory to communicate the relieving of employee
(those having ESS IDs other than personal IDs) with all documents to ADO
(ERP), so that he/ she can change the ESS portal ID of that employee.

2. It is also mandatory to communicate the relieving of employee
(those having SAP IDs) with all documents to ADO (ERP), so that he/ she
can change the SAP ID details.

3. The Date of Transfer leaving must be the next date of charge
relinquish/ relieving. For example, if an employee is relieved on 01.01.2024
(PM) then the Transfer leaving date should be 02.01.2024.

4. Tt is a primary duty of the HR department to provide the service
book and leave account of a transferred employee to the new establishment

office (where he/ she is transferred) within one week.

i3
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(9) Transfer Joining: - While running Transfer Joining action, it is mandatory

to maintain Transit leave period (as per prevailing rule), Service History
(Info type- 9003), Departmental Vehicle details, CUG sim, Departmental
Laptop, Mobile (if avaiiable, as per entitlement) etc. Besides, it is mandatory
to maintain Planned Working Time (Duty/ shift schedule) (Info type-007)
while running joining action.

Documents (to be uploaded in ERP system}: - Joining application/ Charge

taken report.
Remarks: - 1. It is mandatory to communicate the Joining details of
employee (who will use SAP ID) aldng with details of SAP ID & user email
ID (which is to be assigned) to ADO (ERP), so that he/ she can maintain the
ESS portal ID & SAP ID of that employee.
2. The vacant position is to be assigned during the Transfer Joining

action.

(10) Promotion: - If an employee gets promotion/ ACP & joins on that promoted

post at present place of posting, Promotion action is to be run.

Documents (to be uploaded in ERP system). - Promotion/ ACP order,
Joining (in case of Promotion only)
Remarks: - 1. If an employee gets promotion as Group-II level from IIf or
IV level, it is mandatory to change the Employee Sub Group in Info Type
0000. No need to change the position or PA in that Info type.

2. No need to change the position while running Promotion action,
in Info Type 0001, only Designation & Pay Level is to be maintained.

3. It is mandatory to maintain promotion details (Info Type-9000)

(11) Promotion Joining: - If an employee gets promotion with new place of

posting, then Promotion Joining action will be run.

Documents (to be uploaded in ERP system): - Promotion order, relieving &

Joining report.
Remarks: - 1. If an employee gets promotion as Group-II level from III or
IV level, it is mandatory to change the Employee Sub Group in Info Type

0000.
14
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2. It is also mandatory to maintain promotion details (Info Type-
5000).

3. It is also mandatory to delimit the Departmental Vehicle detail,
CUG sim, Departmental Laptop, Mobile (if provided, as per entitlement)
during the action.

4, Tt is also mandatory to maintain Transit leave period (as per
prevailing rule), Service History (Info type- 9003), Promotion Details (Info
type- 9000), Departmental Vehicle details, CUG sim, Departmental Laptop,
Mobile (if available, as per entitlement) etc. Besides, it is mandatory to
maintain Planned Working Time (Duty/ shift schedule) (Info type-007)
while running Promotion joining action.

(12) Separation (due to Superannuation/ Death/ Resignation étc): - While

running separation action, it is mandatory to delimit all the Info Type and
also communicate to ADO (ERP) for delimiting ESS/ SAP Ids.

Documents {to be uploaded in ERP system): - Relevant documents related with

Separation.
Remarks: - It is mandatory to delimit the Departmental Vehicle detail, CUG sim,
Departmental Laptop, Mobile (if provided, as per entitlement).

(13) Deputation In_(deputation within company): - If an employee gets

deputation within the Company (BSPTCL), Deputation-In action will run.
While running Deputation-In, Info type 9006 should be maintained.

Documents (to be uploaded in ERP system):- Deputation order, Joining report.

Remarks: - It is mandatory to delimit the Departmental Vehicle detail, CUG sim,
Departmental Laptop, Mobile (if provided, as per entitlement) of the
original place of posting & to maintain Departmental Vehicle details, CUG
sim, Departmental Laptop, Mobile (if available, as per entitlement) etc of
deputed place. It is also mandatory to maintain Planned Working Time

- (Duty/ shift schedule) (Info type-007) as per deputed place.
(14) Deputation Out: - If deputation tenure is completed, then Deputation Out

action will be run. While running this action, Info Type 9006 should also be

26



delimited & it is to be communicated to ADO (ERP) for delimiting ESS/
SAP Ids.
Documents (to be uploaded in ERP system): - Order & relieving report.

Remarks: - It is mandatory to delimit the Departmental Vehicle details, CUG sim,
Departmental Laptop, Mobile (if provided, as per entitlement) at the
deputed place. It is further necessary to maintain Departmental Vehicle
details, CUG sim, Departmental Laptop, Mobile (if available, as per
entitiement) etc at original place of posting. Besides, it is also mandatory
to maintain Planned Working Time (Duty/ shift schedule) (Info type-007)
as per original place of posting.

(15) Repatriation Qut (transfer of services to other subsidiary company):- If

an employee gets transfer to another company/ organisation & likely to
return to this company then Repatriation Out action will be run. In this
process, all the info type will have to be delimited.

Documents (to be uploaded in ERP system):- Services Transfer Order, Charge

relinquish report.

Remarks: - It is mandatory to delimit the Departmental Vehicle detail, CUG sim,

Departmental Laptop, Mobile (if provided, as per entitlement)

(16) Repatriation In: - If repatriation out employee comes back to this company/

organisation, the Repatriation In action will be run to maintain all the Info

Type as on date of Joining after Repatriation In.

Decuments (to be uploaded in ERP System): - Service Transfer Order, Joining
report.

Remarks: - Leave Quota balance, Salary details etc should be maintained as on
Joining date.

(17) Suspension: - While running suspension action, Sub Info Type 1022, 1023,
1024 of Info Type 2001 should be maintained.

Documents (to be uploaded in ERP System): - Suspension Order.
Remarks: - If we didn’t maintain Sub Info Type 1022, 1023, 1024 of Info Type

2001, the system will not give subsistence allowance to the suspended employee.

q 16
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(18) Suspension Revoeation: - While running suspension revocation action,

Sub- Info Type- 1022, 1023, 1024 of Info Type 2001 should be delimited.

Documents (to be uploaded in ERP System): - Suspension Revocation Order &

Joining.
Remarks: - During suspension revocation action, position will be assigned as per
existing rules/ order of the company.

(19) Demotion pesition: - This action is run for demotion of post.

Documents (to be uploaded in ERP System): - Order of Demotion.

Remarks: - While running this action, salary details (Info Type -08) should be
maintained after pay fixation of that employee.

(20) Demotion Salary: - This action is run for Salary as per demotion order.

Documents (to be uploaded in ERP System): - Related order.

(21) Annual Increment: - Annual Increment action is to be run as per
BSP(H)CL, Patna Office Order No- 1546 dt. 17.08.2019 read with Letter
No- 1007 dt. 02.09.2019. (Annexure-A)

Remarks: - In system, it has been maintained that if an employee is on leave on
increment day (other than CL & SL for Female), the system shows error. If
an employee was on Leave without pay in previous year, the system shows
warning massage. In such cases, date of increment should be corrected.

(22) Change in Pay:- This action is run for pay fixation other than annual

increment as per BSP(H)CL, Patna Office Order No- 1546 dt. 17.08.2019
read with Letter No- 1007 dt. 02.09.2019.

Documents (to be uploaded in ERP System): - Pay Slip/ Fixation order/ related

order.
Remarks: -1. Pl check Info Type-0008 after maintaining.
2. While running Change in Pay action, if there is no need to change
any data in Info Type- 0001, it is advisable to skip that Info type.

(23) Contract Extension: - This action is run for contract extension of a

contractual employee.

Documents (to be uploaded in ERP System):- Contract extension order.
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Remarks: - Before running contract extension action, it is mandatory to edit Info
Type 32 as per extended period.

(24) Posting Joining: - This action is for those employees, who is on waiting for

posting.”
Documents (to be uploaded in ERP System):- Posting order, Joining report.

Remarks: - it is mandatory to maintain Service History (Info type- 9003),
Promotion Details (Info type- 9000), Departmental Vehicle details, CUG sim,
Departmental Laptop, Mobile (if available, as per entitlement) etc. Besides, it is
also mandatory to maintain Planned Working Time (Duty/ shift schedule) (Info
type-007) while running posting Joining action.

(25) Maintenance of Service record (posting details):- In Info Type 9003, the

posting history of an employee is maintained.
Remarks: - For old record, data should be obtained from Service book or service
history. For cutrent data, it is mandatory to attach the transfer order.

(26) Maintenance of Promotion record: - In Info Type 9000, the promotion/

ACP/ Selection Grade/ Super Selection Grade record of an employee is
maintained.
Remarks: - For old record, data should be obtained from Service book or service
history. For current data, it 1s mandatory to attach the Promotion/ ACP
sanction order.

(27) Medical reimbursement, Liveris, Honorarium: - For payment of these

items, it should be maintained in Info Type 267 as per Medical Attendance
Rule 2018 & its subsequent amendments.

Documents (to be uploaded in ERP System): - Verified & approved medical bills,

Liveris sanction order & Honorarium sanction order.

Remarks: -
1. Reimbursement Claims: Employees can raise their reimbursement
claims or medical advances in physical mode as per the Medical
Attendance Rule 2018 and its subsequent amendments.
2. Medical Advances Adjustment: If an employee has medical advances,

the balance amount, after adjusting the advance, will be available for
18



payment in the FICO module once it is posted for payment from the HCM
module.
3. Recovery of Outstanding Amounts: Any outstanding amount towards
medical advances pending with the employee should be recovered through
Info Type-14. (to be done by AO)

(28) Loans & Advance (HBA Principal, HBA Interest. Laptop Advance,

Salary Advance, Tablet Advance): - For adjusiment of these advances, it

is mandatory to maintain Info Type- 45.
Documents (to be uploaded in ERP svstem): - Advance sanction order.

(29) GPF Contribution (Info type-57): - In this Info Type, we maintain GPF

A/C details & monthly conlribution of an employee. We can change the GPF
monthly contribution through this Info Type as per existing rules & consent
of the employee.

Documents (to be uploaded in ERP System): - Related documents.

(30) Additional Charge: - If an employee gets additional charge (either as leave

substitute or as additional work), It is mandatory to maintain Info Type -9001.

Documents (to be uploaded in ERP System):- Related order, Joining report.

Remarks: -1. If an employee gets additional charge as leave substitute of an
employee, who has also additional charge, then it is advisable to delimit the
additional charge of the employee, who is on leave for the that period.

2. After coming back from the leave, it is necessary to delimit the record for leave
substitute & create the record of previous employee.

3. It is mandatory to maintain Departmental Vehicle details, Departmental
Laptop, Mobile (if available, as per entitlement) etc. for both the employee.

(31) Photo Upload: - Photograph of the employee should be upload in Info Type-
0002. (Size- 20kb, jpeg & File Name should be “0Per.No.00027)

(32) Control record: - Transaction code PA03 is used for the control record of
payroll. The control record is a critical component in the payroll process, as it
controls the payroll periods, payroll status, and allows or restricts certain payroll

activities.

14
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Key Functions of PAQ3

A. Payroll Area: Identifies the group of employees for whom payroll is
processed at the same time. Each payroll area has its own control record.
B. Payroll Status: Indicates the current status of the payroll run (e.g., released
for payroll, released for correction, exited payroll).
« Released for Payroll: Allows the payroll process to start.
¢ Released for Correction: Payroll run is .complcte, and corrections can be
made.
. Exif Payroll: Indicates the end of the payroll process for a period.
C. Payroll Periods: Defines the payroll period and the associated dates (start
date, end date, and payment date).

Usage Scenarios

A. Start Payroll Process: Set the payroll status to "Released for Payroll” to
start the payroll run. |

B. Correct Payroll: After processing payroll, if corrections are needed, set
the status to "Released for Correction.”

C. Close Payroll Period: Once all payroll activities for a period are
completed, set the status to "Exit Payroll."

Remarks: - Once an employee’s payroll data is marked as "Released for

Payroll,” it becomes locked for that payroll period. This means no further

changes can be made to the employee's master data, time data, or any payroll-

relevant information until the payroll process is complete. This ensures data

consistency and prevents errors during payroll calculations.

ESS-MSS portal: -

The ESS-MSS Portal is a convenient platform for employees, where they
can view their personal information, salary statement, Form 16 and ACR final
rating. Through this portal, applications related to the following tasks are
managed: —

(1) Leave Application: - Leave work flow along with other validations such as

Leave Quota etc are maintained in system. An employee will apply for

20
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leave through this application. It will go automatically through maintained
work flow to competent authority. Competent authority will take decision
on that application in Task & Notification portion.

Remarks: - 1. In leave application, two mandatory fields (Mention time HQ
leaving & Leave Substitute) are available. In “Mention time HQ leaving”
the applicant has to mention HQ leaving time, if he is not Jeaving HQ, then
he has to put “No” In that field. Similarly, in “Leave Substitute” field, if
leave substitute is desirable then office head maintain ERP employee Id of
that employee who will be the leave substitute. If not so, then simply write
“no” in this field.

2. Some leave like Commuted Leave {Sick leave (comm) officer} &
Medical Leave {Sick leave on Full Pay (WM)} shall be granted only on
medical certificate as per rule. It is advisable to sanction the said leave after
completion of leave period with a valid medical certificate as per rule.

3. It is mandatory to apply for Leave & grant approval as per prevailing rules
of the company. |

(2) Electricity bill Reimbursement: - All validation regarding electricity bill

reimbursement such as entitlement of Unit as per Basic Pay or tariff has been
maintained in the System. Employee will apply for his/her claim with supporting
documents & Concerned AO will approve this.

Remarks: - If an employee does not have an Electricity connection in his/her
name, they must submit a declaration in the prescribed format provided by the
finance department. |

(3) NOC (Passport/ Higher Education/ Documents Verification/ Attending

Interview or Examination/ Distance Education): - Work flow has been

maintained as per DoP of BSPTCL.

Remarks: - 1. For Passport, the employee has to submit application with
following documents as per BSPTCL, Patna Letter No- 2960 dt. 06.12.2023
(Annexure-B)

(a) Passport size photo

(b) Self-declaration as prescribed format.
21
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(c) Prior Intimation Letter (Annexure-H) from the Government/
PSU/ Statutory body Employee to his/ her Administrative Office
for submission of passport Application for himself/ herself (on
prescribed format)

(d) Annexure-G/ Annexure-A

{e) Permanent Address proof

(1) Identity Card

(g) Under taking regarding court cases/ Criminal Case/ FIR lodged
against him/ her verified by controliing officer. .

2. For Higher education, the employee has to submit application with

following documents: -

(a) Institute Brochure/ prospectus
(b) Session for study

(c) Mode of Study

(d) Name of the Study Centre

(e} Discipline/ Stream/ Subject
(f) Status of affiliation of [nstitute

3. For Documents Verification, the employee has to submit

application with following documents: -

(a) NOC issued from BSPTCL for attending Exam/ Interview
(b) Advertisement of employment
{(c) Documents/ Interview call letter

4. For Attending Interview or Examination, the employee has to

submit application with following documents: -

(a) Advertisement of employment
(b) Call Letter

5. For Distance Education, the employee has to submit application

with following documents: -

(a) Institute Brochure/ prospectus
(b) Session for study

(¢} Mode of Study

_ 22
Q
<Ini,
=



(d) Name of the Study Centre

(e) Discipline/ Stream/ Subject

(f) Status of affiliation of Institute

6. Letter of NOC (except Passport NOC) in prescribed format will
be issued from respective Zone/ Circle office (in case of field offices only) after
getting approval from competent authority.

(3) LTC request & settlement: - Work flow regarding LTC pre-approval (prior

to journey) & for settlement/ reimbursement as per DoP of BSPTCL has been
maintained. Applicant has to upload docﬁments in PDF format only.

Remarks: - The applicant is required to retain the original vouchers for a
minimum period of one year and must produce them upon request by the relevant
authorities.

(4) Performance Appraisal (for Class-1II & IV employee): - Work flow for

Performance Appraisal (for Class-11I & IV employee) is being maintained at Hg/
Zone/ Circle/ Division level. Form for Performance Appraisal will be generated
as per existing rule of company.

Remarks: - When élppraisee or appraiser change, the administrator of Hg/ Zone/
Circle/ Division level will maintain work flow & generate the form to appraiser.

(5} TA advance & setilement: - Pre-Travel request along with advance &

expense has been settled though FIORI application. Work flow for this
application has been maintained. _

Documents (to be uploaded in portal by the employee): - (a) During Pre- Travel
application, Tour Order (if issued) must be attached.

(b) During Expense booking, it is mandatory to attach approved Tour Diary by
competent authority as per DoP of BSPTCL, relevant orders, relevant vouchers
with GST (such as Air/ Bus/ water/ Train/ Hotels/ Taxi etc vouchers).

(c) If due to urgency or any reason, the applicant has to change his mode of travel
against his entitlement as per DoP of BSPTCL & Bihar TA Rule, he/ she has to
attach the order approving such alteration.

(d) The applicant is required to retain the original vouchers for a minimum period

of one year and must produce them upon request by the relevant authorities.
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. . . .
(6'5 Income Tax Declaration: - Employee has to submit provisional Income Tax

Declaration in the start of the Financial Year & he/ she has to submit the final
Income Tax Declaration at the last of the Financial Year (as per instruction issued
from Finance Department) with supporting documents.

(¥) Transfer Request: - Employee can submit their transfer request through this

application. They can indicate choice of maximum 02 offices for fransfer.
Administrator at Hg/ Zone/ Circle tevel will download the request in excel format
for taking necessary decision. |

(‘@) Quarter Allotment Request (for Quarters owned by BSPTCL): -

Employee can submit their Quarter Allotment Request (for the Quarters owned
by BSPTCL) through this application. Administrator at Hg/ Zone/ Circle level

will download the request-in excel format for taking necessary decision.

( 7) Separation: -

1. Initiation: The separation process is initiated by the employee through the ESS
module. |

2. Submission of Documents: The employee must submit all required documents,
such as a resignation letter, no dues certificate and any other relevant documents
as specified by the HR department. '

3. Approval Workflow: The submitted documents are reviewed and approved by
the concerned authorities as per DoP of BSPTCL within the organization.

4. Exit Formalities: The employee will have to complete all exit formalities,
including the return of company assets and the completion of exit interviews.

5. Final Settlement: The finance department processes the final settlement
including any pending dues and benefits.

6. System Update: The employee’s separation is recorded in the ERP system and

their access to company systems is revoked.

Remarks:

o Ensure all entries and actions are performed based on relevant
orders/documents, which must be attached to the ERP system.
o Contact the ERP-HCM team immediately if any issues arise during

the separation process.
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o It is the responsibility of the concerned user to keep their SAP ID
and password secure throughout the process.

o Maintain confidentiality and do not share employee data with
unauthorized persons.

o By following these steps, the separation process in the ESS module

will be handled efficiently and in compliance with company policies.

Leave Protocols:

. Before proceeding on leave, the concerned employee should intimate his/
her controlling officer in writing regarding approval of leave (with a copy
of approval in prescribed format).

. Upon returning from leave, the concerned employee should submat his/ her
joining report to the controlling officer in prescribed format.

Do's: _

. Ensure Accuracy and Documentation: Always make entries or perform
actions based on the relevant supportive orders/documents. Ensure these
supportive documents are attached in the ERP system.

. Seek Immediate Assistance: If any issues arise during' entry or action
execution, the ERP-HCM team should be contacted_immegl_i;a;q_ly._,a

. Regular Password Chahges: SAP and ESS p&.l.s.s.words should be changed
by the user at regular interval. ' S

. Password Security: It is the primary responsibility of the user to keep their
SAP ID and password safe and secure.

. Pl use SAP—ERP Personnel No as employee identification in official
application, correspondences & Orders etc.

. Password Confidentiality: Do not share your SAP ID and password with
anyone under any circumstances.

. Data Integrity: Do not delete or alter any records/entries made in the ERP
system. If any entry or record is incorrect or mismatched, contact the ERP-

HCM team immediately.
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3. Unauthorized Changes: Never make changes to the name or date of birth
of any employee or their family member without supportive valid
documents & prior approval from the competent authority.

4. Data Security: Do not share employee data with any unauthorized person
or employee.

5. Access Control: The ERP system should not be shown or made accessible

to anyone outside the BSPTCL organization.
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{(11) Self Declaration ,

(iii) Prior intimation Letter (Annexure-H) from the Government/PSU/ Statutory




Body Employee to His/Her Administrative office for submission of
Passport Application for Himself/Herself (On Prescribed format).

(iv) Annexure ‘G’/Annexure ‘A’

(v) omh oar ¥ SeRd T |

(vi) Employee Identity Card.

(vii} Undertaking Regarding Court Cases/Criminal Case/FIR Lodged against

Him/Her verified by Controlling Officer.
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[To be addressed fo the Controlling/Administrative Authority with full postal address]

-----------------------------------------------------------

PIN: ceciiicecieen e

Email: . .
Subject Pnor !nt:mation for Submlssron of Passport Application.

SiriMadam,

I hereby give prror intimation that | am applying for an ordinary Passport to Regionat Passport Office,

This is for your kind infoermation and record.

..............................................................................

Yours faithfuily,

Employer SIgnature: c.ecvvoncccicccrreinnernens SIGAAIUIE. vevirrrnrsirerrrninisioireeneerenrnssussrmsens
NEME! crvrveniasarir e vt s s i nenan

Date of Birth: .ccuuvivicavareirsiin e vsncieinen i

‘Employer Office Seal: wveiicarminriceanineene e eenns Designation: w.vceiiieccinisieire s asenas
Name of Office Where Working: ....vcevevireenns.

AANEU R FE N RN PN NN RN N Y

Name of Organisation: ...cvicceeccvcacerrareras

............................................................
............................................................

------------------------------------------------------------

............................................................

Note: The Prior Intimation Letter (under this Annexure) shall be accepted by the Passport
Authority for processing the passport application if the same bears the signature and seal
of the employer of the applicant acknowledging its receipt.
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UNDERTAKING
(to be submitted on plain paper as per provisions of GSR. 570(F) dated 25.08.1993)

1 am applying/have applied for passport with the following details:

(a) Name U OO PP PP PP PRTT TR R RAL A TR
{b} Date of Birth e
(c) Father’s Name et ieeeeeeeeeeseedEeeraeeeeaerEaTEaLr
(d) Mother's Name e eeaeeaieeerr e s
(e) Present Address i ST PO PP PP PSP PR SYRECRRELERE
(f) File No./ ARN No. T OO SO PO PP RP TR S ST LT L L LA AL LRL L SR

2. The criminal case(s) with following details is / are pending against me:
( if more than one case is pending, details of all cases may be provided.
Additional sheet giving complete information may be attached.)

(a) Case No TR PO LT T SRR S
(b} Name of Court PO PRRP R PR L DYTSEALELS
(¢) Details of InVESHEAING AZENCY  fovvivrvirvesrsermsumrsmmsran st e

(Please provide details of Police Station /
Trvestigation Officer, ete.)

{d) Last date of hearing TP O SRPSP R PP PP ST LRI e
(e) Next date of hearing ST U VU TP PO OO YRS PR PR PEPSYRTTTTTRRE TR

3. 1hereby undertake that I shail, if required by the Court concerned, appear before it at any time
during the continuance in force of the passport so issued.

4. Tam aware that it is an offence under the Passport Act, 1967 to furnish any false information
or to suppress any material information with a view to obtaining a passport or aay other travel
document. :

5. The above information given by me in this undertaking and enclosures is true and [ am solely
responsible for its accuracy.

{Signature of the Passport applicant)
INAIEE Tererrerenrnerinm s i s



