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west Bengal state Electricity Transmission co. Ltd.

(e covt. of west eengal enterprise)
Office of the General Manager (HR&A|, TP&AS

Registered Office: Vidyut Bhavan, Block-DJ, Sector-Il, Bidhannagar, Kolkata-7fi[9l

Circular No.: GM (HR&A)/TP&AS I 2ol24 I 71 Date:17.12.2o24

It is hereby notified that the Declaration of Asset Sub-module under the ESS-MSS

Portal will Go-Live on & fiom 01.01.2025 for all the employees of WBSETCL (except Class-

IV employees).

Henceforth, in terms of Regulation 55(3) of the WBSEBESR (since adopted by

WBSEI-CL). every employee of the Company (except Class IV employees), has to submit

'Declaration of Assets' as on 1't January of calendar year, by 30fi of April every year through

the ESS llodule.

.A.ccordingly, the existing legacy system in offline mode for submission of Declaration

of Asset will no longer be prevalent as on 01.01.2025 and only online submission through ESS

Modute would be valid. The User Manual is attached herewith for ready reference.

aA

\1-\'
(sa i Roy)
Director R&A

Memo No: GM(HR&A)/TP&AS/DoA/ 4153 Date: l:l -lL.u4

8 TELEPHONE (o33) 2319 7250 BFAX: (o33) 2334 5879 Z E-Moil lD: wb'etclgmhrq'tpqtGgmoil'com
E CIN: U4olol W B2oo7 5G c11147 4' fr webtite: www'wbtetcl'in

Consequent to the final submission of Declaration of Assets, the concerned ClassJ, II &

III ernployees will get a one-time auto downloaded copy of the Declaration of Asset, for their

reference. After due processing of the same from the Corporate Vigilance Cell, an

AcknowleCgrnent through ESS Portal will be generated, in respect of the concemed employee,

for record upkeep.
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WBSETCL

h,est Bengal state electric'ity Transmission co. Ltd.
(e covt. of west Bengal Enterprise)

Office of the GM (HR&A), TP & AS
Registered OfEce: Yidyrt Bhavan, Block-DJ, Sector-Il, Bidhannagar, Kolkata-700091

15) The Asstt. Manager (Corp' Comm')' WBSETCL

14) The Manager (HR&A)/Asstt. Manager (HR&Ay(F&A)

Colporate/o&M-I/O&M_II/Procurement/ProjectsJ/Projects-IliTestingH.Q/SaltLake/
Kasba,/Beha]aiBafasatlBerhampore/KrishnanagariChandannagal/Durgapur/Howrahi
Bankura/Burdwan/Birbhum/rumt.'.tlHaldia/Midnapore/Purulia/Kharagpur/Alipurduari
Jalpaiguri/Siliguri/Raiganj/MaldaAreaoffrce/Arambag400KV/Durgapur400KV/Jeerat
400 KV / Kharagprr aookv iGokama 400 KV i New chanditala 400 KV / SLDC, WBSETCL

Memo No: GM(HR&A)/TP&AS/Circular /4553 (1-100) Datei 17-L2-24

Copy forwarded for information and necessary action please to: -

1) The ('hief Engineer, Colporate / O&M-U O&M-ll / Projects-I / Projects-ll/ Testing/ Engineering
/ SLDC / CPD / Procurement /EMD/ Communication, WBSETCL.

2) The General Manager (HR&A), Corporate, WBSETCL.
3) The General Manager (F&A), Corporate / Intemal Audit, WBSETCL.

4) The Company Secretary, WBSETCL.

5) The Head I.T., WBSETCL

6) The Addl. C. E., RAC /Quality Control & Inspection Cell / Kolkata Tr Zone / Chinsurah Tr Zone

/ Siliguri Tr Zone / Midnapore Tr Zone /Berhampore Tr Zone / Durgapur Tr Zone / Durgapur

FZO /Kolkata FZOlSiliguri FZO/ Burdwan FZO / Bankura FZO /Chinsurah FZO lBarasat FZO /
Malda FZO / Howrah Communication Zone,WBSETCL.

7) The Addl. General Manager (F&A), Corporate, WBSETCL.

8) The Addl. General Manager (HR&A), Corporate, WBSETCL.

9) The Chief Medical Officer, WBSETCL

10) The Chief Security Officer, WBSETCL

1l) The Chief Land Officer, WBSETCL

12) The Addl. Genaral Manager (HR&A), Corporate Vigilance Cell, WBSETCL'

13)The Dy CE / SE &Area Manager/SE (E) / SE, In-charge /: -

i) Area Office :-

Salt Lake / Kasba / Behala / Barasat / Berhampore / Krishnanagar / chandannagar / Howrah /

Bankura / Burdwan / Birbhum/ Tamtuk / Haldia / Midnapore/ Purulia / Kharagpur / Alipurduar /

Jalpaiguri / Siliguri / Raiganj / Malda / Durgapur Area Offrce, WBSETCL

ii) 4OOKVArea Oflice: -Arambag / Durgapur /Jeerat / Kharagpur /Gokama /

New Chanditala, WBSETCL

iii) Testine Area Oflice: -Salt Lake/ Durgapur/ Burdwan / Midnapore/ Howrah

naigrrj lSltlgu.i/ Kalyani/Alipurduar/Purulia'tserhampore/ Baruipur' WBSETCL

iv) Communication Area Office: Siliguri / Durgapur' WBSETCL

16)The P.S/ P.A. to Managing Director /Director (HR&A) / Direct r (F&A) / Direct

Director (OPerations), WBSETCL

r (Projects) /

\
o m

General Manager (HR&A)

tnr PI nnl & Allied n ice

tetc mhro.t orG
r-l TELEPHONE/ FAX: (oE3) 2334 s8?9 E E-Mqil lD:

"i 
t-r'N, uaoio'wB2oo7 sccll3474' - webrite: www.wbtetcl.in

mq l.c9!A
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USER MANUAL

Human Gapital Management

Submitted to

WEST BENGAL STATE ELECTRICITY TRANSMISSION COMPANY LTD

By

TATA CONSULTANGY SERVICES LTD

DECEMBER 2024
VERSION: {.0
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WBSETCL User Manual

1.0 Asset Declaration through
ESS portal 1,5.t2.2023

Shivam Raj NA
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l. Purpose

This document aims at providing the new users with familiarization with the SAP Screens in R/3 system and

to help them perform all the desired processes in the HCM Module.

2. SAP Easy Access

The SAP Easy Access can be set up to show the user specific menu. This menu contains only those items

such as transactions, reports, web addresses etc. that are needed to perform the user specific tasks. The

system administrator will do this set up; thereafter whenever a user logs on to the SAP system, he will see

the menu specific to his user id.

lf you have not been assigned a user menu then you can navigate through sAP standard menu to Perform

your tasks. Select Menu ) SAP Standard Menu to vlew the standard menu options'

you can also create a hvorite list containing the transactions, reports, files etc. that you would be using

frequently.

you can add items to your favorites list using the Favorites menu option or by simply dragging & dropping

them with the mouse or by using the menu bar'

--.
TD

Drag & Drop Method

select an executable menu item using the mouse and keep the mouse button pressed' Drag the item to the

desired position in yor, t 
'o'it"' 

ii't inJ pt"" tt'" to"e button' The new item appears below the position

where you dropped it.

Through Menu Bar

@ TCS Lhnited, 2007, All Rights ResErved

Tht. docufient is Ptaqn etary to TCS Limited
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Select an executable item in the user menu.

Choose Favorites ) Add.

The new item appears at the end of your list.

After addition of T Codes in Favorites, screen displays the SAP standard menu along with added favorites as
shown below

' f{ Favorites
. E Customrzrng - Fdrt Prrljer:t

- fl SAP menu

fl office
) C ooss-Apphcation ComponEnts
) Loqstics
) L3 A.countins
| 3 Human Resources
t Infurmgtion Systems
i C Tools

3. Navigation in the Workplace Menu

you can expand and collapse menus in the navlgation area by choosing the dropdown arrow to the left of

the menu items, as shown in the example below:

@ TCS Limtted, 2AO7, All Rights Reen/eri

This document is propt ietary to TCS Limited.You mav not modifv, copv repro.duie' t ePt:!l:s!
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- fl Favo*tes

' e sAP menu
) offce
) C Cmss-AFpficatim tornptrEnts
t B t-eeistic:

) C Accounths

' Hman Resor-rtes
t n Infornatiofl Syster6
I lool5

To open an application in the navigation area
. Double-click its node, or
. Choose Enter, or
. Choose Edit ) Execute

Asset Declaration Process throueh ESS oortal for Class 1 emolovees

The tiven functlonality wlll be used by all Classl 2 employees to raise their Asset Declaratlon request.

ln ESS, the authorized employee will loB in using his/her User ld and Password

A TCS

6 ol21ConfidentialientctTCSTata Consultan SeNices Ltd.
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$fost Sengal State Electricity
Distributlon company

ea<woro. i-li.liiiii-- -.--. , -.-::

ggt

1. Click on iisset" tab and henceforth the link'Asset Declarationl

User Manual - Online Asset Declara6on
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The t elow page will open on clicking the link Asset Declaration."

lmBlyaa 5a6-5ar€t l n3r{l r a3sat ufiral! ort

Declaraton ofAssets
De.larrl'on olA!s.L .. h.y rlood on 0r_gt_?02{

S.AP lO ?0€Oii003

ll.m. Gaulan Orn!
Dcairr.lrdt

P.r..{d Plic. d kng:
DOJ

L.r!l h P., U.tix: '
Prooaro.l.r of Cfilmcat

. 93.0! rloe
io,reriii oii- - .:
Liilllo
c0

,-G;;r.l

'tio,

ft!. c vlgrhE Oltc.r
rl0sErcL
Vidrnl guvaat

*$e.gi-. Klol.l-7000&!
*xd. B.:'.r.t aff oa./ -,ir.l.d r'.!b r^ s t5 i'Lwsl d:t.

Sel,. :i riie rppropriate drop down to choose Probationer or Confirmed and click on 'Generate'
buit: r. l-he fields 'Pay in Pay Matrix' & 'Level in Pay Matrix' will be in editable mode enabling the
use: ro rnal.e changes if deemed necessary.

ln ori er to view the instructions for'Declaration ofAsset', please click on 'View lnstruction'.

o rcs
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r O t : I :k n3 'Senerate' button, the below screen will pop up wherein User has to provide relevant details
in the provided fields.

o lf user wants to add additional details (more than one) then he/she needs to click on Add Row'

buton against each table to fill up relevant data.
o lf u:,er wants to delete the complete data from the row (in case erroneously filled up) then user

nee ds to click on the 'Delete Row' button
o lf there is no relevant data, the user needs to write 'NlL' for those fields.
. Users cannot submit the request with blank data except for "Remarks" field in all respective

ta bles.

o rcs
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Please check on the decraration (highrighted in orange) before submitting the request.lf user chooses to fifl partiar data and then fiI the ."iiining on 
" 

rater dat", they need to crick on ,save
as Diaft'to avoid data loss.
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E Apf,,r.:..'.ci 3i!,ed as d.ri

Declaraiion of Assets
Orcli.rlk, 'rfAssctr ,3 llrey 3lord on

70000001

o! 0! ?024

SAP ID:

Ntnc:
DGdgni:ier

PrB.nl Pla% d Podhg:

00J:

Piy tt Pry t rtt: -
Laval h Pr'}, Mat|t(: *

Probirlioic. or Con&m6d: "
AIffaaftn No

rG; ;,;6;'t

500!0.0t

Leeel3

cl
inaitftuooAAi,r4riiitittii{it-- ^ l

Once 'Save as Draf is clicked, user may also check the data he/she has filled up, by clicking on 'Review

and Print' button.

G) rcs
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Before 'Submit' button is clicked user can review the data by clicking on 'Review and Print'wherein a

drafi version of the PDF will be generated as 'PDF_Draft'.

e'qGl* &nl:
!:, ltf. Dr;al.Fd,
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The below age in ihe siven rm at shall set d isolaved onooen ns the PDFfo

lyBSE1'CL

West Bengal State Electricity Transmission Company Limited

(A Government of West Bengal Enterprise)

Declaration of Assets

Declaration of Assets as they stood on-01.01.2024

sAP tD- 700.10001

Name - Sandip Maity

Designation- Assistant Mana8er (HR&A)

Present Plare of Posting- ALIPURDUAR CAMP OFFICE-CEZ/TP

DOJ- 05.02. /020

Pay in pay matrix- 50,000.00

Level in Pay Matrix- Level-3

Probationer or confirmed- C

@ TCS

Services Ltd.Tata

@ TCS Limitecl, 2{17, All Rights Reefled.
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Appliiatior \o- WBSETCL/DO A/202417OOOOOOT

To,

Chief Vigilance Officer

Corporate Vigilance Cell

WBSE'TCI

Bidyut B:avan

Bidhannagar, Kolkata-700091
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Properties of other Description (Incuding, Mortgeges and solre other

lrr{. $d llf..er or

')l ?O !E lAIiiED 1C AE FII,1.ED !r] !E f.ltl,t ro BE !-!ll.ED

Mornble Property - Cash,Bank Balance,Credit,Insurance Policy, Sharcs,
Del,:ntures, etc.

Othcr Movable s(Including Jewellary, other Vdu{t les,motor vechiles rnd other
a.tick:s)

,-ri

u *** This is a computer-generated document and does not require signature'"

once al the relevant data is filled in, the user needs to put a tick on the declaration check box and

then ctir:k Dn 'submit' button for final submission of the application'
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in c.:euse hasstill some corrections to be made,theycan click on 'No' button tostayin the

lf no further changes are required, user may click on the 'Submit' button for final submission of

-, e req ua'st.

[l fsr:t Eecl*ratco detEas do*nbarErt 
'lccaisidyffi e:,p :,rr. :,-r'r; led

Application gets submitted successfully. PDF copy of the filled in application will be

downloaded and stored in download folder ofthe PC which the user may keep as reference.
-lhe {ormat of Final copy is same as the draft copy displayed above.
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Tata l,-rnsultanc Services Ltd.
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may you modify or create derivative works basea! on the text of any file, or any part thereof for public, private or commercial use, without prior wrltten
permission fr im ICS Limlted.

TiTA
TATi Ctr{IUIIAI{CY SENYrcES

,-.ilt
User Manual - Online Asset Declaration

WEISETCL



TITA
lA?A C0f{SUUAI'ICY tE*t trES

,-q,
User Manual - Online Asset Declaration

W3,:iETCL

}YBSETCL

West Bengal State Electricity Transmission Company Limited

(A Government of West Bengal Enterprise)

Declaration of Assets

Declaration of Assets as they stood on-01.01.2024

sAP tD- 70a,10001

Name - Sand iP Maity

Designanon- Assistant Manager (HR&A)

Present Place of Posting- ALIPURDUAR CAMP OFFICE-CE2/TP

DOJ- 05 02 2020

Pay in pay nrat'ix- 50,000.00

Level in Da,i lvlatrix- Level-3

Probationer or confirmed- C

Application No- WBSETCVDO Al 2024 l7 OoOoOOt

Tata Consultan Services Ltd.

o rcs
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To,

Chief Vigila nce Officer

Corporate Vigilance Cell

WBSETCL

Bidyut Bha,,a n

Bidhannag;r, Ko;kata-700091
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Immovable Property - lfouses
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lrr rov*bl r Properties of other Description (Incudi[g,Mortgages and sollre other
rit .- ls)

Drle snd ll{rnncr of
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M+vablt Property - Cash,Berk Balance,Credi! Insurance Policy, Shares,
[]circntur.rr, etc.

U:her Movables{lncluding Jewellary, other Vduableslmotor vectiles eud other
d.'iicl.! )

.irri{l i\r.
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'/*** This is a computer-generated document and does not aequire signature.'
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