West Bengal State Electricity Transmission Co. Ltd.
(A Govt. of west Bengal Enterprise)

Office of the General Manager (HR&A), TP&AS
Registered Office: Vidyut Bhavan, Block-DJ, Sector-II, Bidhannagar, Kolkata—700091

Circular No.: GM (HR&A)/TP&AS/2024/, % Date: 17.12.2024

It is hereby notified that the Declaration of Asset Sub-module under the ESS-MSS
Portal will Go-Live on & from 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
WBSETCL), every employee of the Company (except Class [V employees), has to submit
'Declaration of Assets' as on 1% January of calendar year, by 30" of April every year through
the ESS Module.

Consequent to the final submission of Declaration of Assets, the concerned Class-I, I &
ITT errployees 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
Acknowledgment through ESS Portal will be generated, in respect of the concerned employee,

for record upkeep.

Accordingly, 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

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

Director (HR&A)

Memo No: GM(HR&A)/TP&AS/DoA/ 4,55 2 Date: |F.)2 . 7u

& TELEPHONE (033) 2319 7250 &FAX: (033) 2334 5879 4 E-Mail ID: wbsetclgr.nhru.tpqs@gmail.com
) CIN: U40101WB20075GC113474, ‘B Website: www.wbsetcl.in
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West Bengal State Electricity Transmission Co. Ltd.
(A Govt. of west Bengal Enterprise)
Office of the GM (HR&A), TP & AS
Registered Office: Vidyut Bhavan, Block-DJ, Sector-II, Bidhannagar, Kolkata—700091

Memo No: GM(HR&A)/TP&AS/Circular /4553 (1-100) Date: 17-12-24

Copy forwarded for information and necessary action please to: -

1)

2)
3)
4)
5)
6)

7)
8)
9)

The Chief Engineer, Corporate / O&M-1/ O&M-II / Projects-1 / Projects-I1/ Testing/ Engineering
/ SLDC / CPD / Procurement /EMD/ Communication, WBSETCL.

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

The General Manager (F&A), Corporate / Internal Audit, WBSETCL.

The Company Secretary, WBSETCL.

The Head I.T., WBSETCL

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 FZO/Siliguri FZO/ Burdwan FZO / Bankura FZO /Chinsurah FZO /Barasat FZO /
Malda FZO / Howrah Communication Zone, WBSETCL.

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

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

The Chief Medical Officer, WBSETCL

10) The Chief Security Officer, WBSETCL

11) 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/ Tamluk / Haldia / Midnapore/ Purulia / Kharagpur / Alipurduar /
Jalpaiguri / Siliguri / Raiganj / Malda / Durgapur Area Office, WBSETCL
ii) 400KV Area Office: -Arambag / Durgapur /Jeerat / Kharagpur /Gokarna /
New Chanditala, WBSETCL
iii) Testing Area Office: -Salt Lake/ Durgapur/ Burdwan / Midnapore/ Howrah
/Raiganj /Siliguri/ Kalyani/Alipurduar/PuruliafBerhampore/ Baruipur, WBSETCL
iv) Communication Area Office; Siliguri / Durgapur, WBSETCL

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

Corporate / O&M-1 /O&M-II / Procurement / Projects-I /Projects-II / Testing H.Q / Salt Lake /
Kasba / Behala / Barasat / Berhampore / Krishnanagar / Chandannagar /Durgapur / Howrah /
Bankura / Burdwan / Birbhum/ Tamluk / Haldia / Midnapore/ Purulia / Kharagpur / Alipurduar /
Jalpaiguri / Siliguri / Raiganj / Malda Area Office/ Arambag 400 KV / Durgapur 400 KV/Jeerat
400 KV / Kharagpur 400 KV /Gokarna 400 KV / New Chanditala 400 KV / SLDC, WBSETCL

15) The Asstt. Manager (Corp. Comm..), WBSETCL . . _ /
16) The P.S/ P.A. to Managing Director /Director (HR&A) / Director (F&A) / Dlre}(ﬁr (Projects)

WA _—~

Director (Operations), WBSETCL :

( ujoy Gosw%mi 1
General Manager (HR&A)
Training, Planning & Allied Services

] TELEPHONE/ FAX: (033) 2334 5879 1 E-Mail ID: wbsetclgmhrq.lpg?@gmgi,l;co_f
M CIN: U40101WB20075GC113474, [ Website: www.wbsetcl.in
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1. Purpose

This document aims at providin i
g the new users with familiarization with the SAP i
Scre
to help them perform all the desired processes in the HCM Module. B s

2. SAP Easy Access

The
suChiia..l\:’tEasw AcF:ess can be set up to show the user specific menu. This menu contains only those items
" crlz:rr:isa.c:ua:ls, re;|:|odrts, |’:meb addresses etc. that are needed to perform the user specific tasks. The
nistrator will do this set up; thereafter whenever a us |
h 5 er logs on to the SAP i
the menu specific to his user id. : Fyetem, he wil se€

If 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 view the standard menu options.

You can also create a favorite 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.

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 your favorites list and press the mouse button. The new item appears below the position

where you dropped it.

Through Menu Bar
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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

i Favorites

- [ customizng - Edt Project

»
* [ Cross-Application Components
» [ Logistics

» [ Accounting
* [ Human Resources

» [ Information Systemns
» [ Tools

3. Navigation in the Workplace Menu

You can expand and collapse menus in the navigation area by choosing the dropdown arrow to the left of
the menu items, as shown in the example below:
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3 Favorites
__+ [ customizing - Edit Project
» [ Office
» [ Cross-Appication Components
» [ Logistics
» [ Accounting
» [ Human Resources
¥ [ Information Systems
O Tooks

To open an application in the navigation area:
* Double-click its node, or
¢ Choose Enter, or
* Choose Edit - Execute

Asset Declaration Process through ESS portal for Class 1&2 employees

The given functionality will be used by all Class1 2 employees to raise their Asset Declaration request.

In ESS, the authorized employee will log in using his/her User Id and Password.
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West Bengal State Electricity
Distribution Company

User= 180605552

Password * |sesseseen|

All ERP User Click Here For Login

'
Copynght © SAF AG. Al Rights Resarved =.-.f

naize  View Help

E

Corporate Vigiance Telf

Employee SEN-Ser .ite
Werking Time = Senefls and Payment  Personal infermaton  Life and Work Events  Porformance Appraisal | Work Overview ~ TramingDemand  LTCHTC Apphcaions ~ Transfer Appiication S
, Employee Seif T wrvice > Vorking Time > WWorking Time

Reques v& and olher types of absences.
Quols Guptview { Leave Hdary

Quota Ovenview / Leave Hislory

Patesmity Leave Quola Creaton

Paternity Leave Quota Creaion

Quota Graabon for Malemidy and Chid Care Leave
Quata Greation for Malemity and Child Care Leave
Chiid Care Loave dpolicstion

Appiy Chitd Care Leave
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e The below page will open on clicking the link ‘Asset Declaration.”

BFRR brployee Sem-Service > Asset > Assel Ueciaration

. Asset Declafation Acknowie . I

= cEe Declaration of Assets
Declaration of Assets as they stood on. 101.01.2024 = | |
SAPID:
Name:
Designation
Present Place of Posling:
DoJ
Pay in Pay Matrix: =
Level in Pay Matrix: *
Probationer or Confirmed: = [C (9]
Appication No: (WBSETCLDOAZ024/70006003

View Instructions
To,
The Chief Vigilance Officer
WBSETCL
Vidyul Bhavan
Bidhannagar, Kolkata-700091

“hints Diaava rlick an 'Add Davd’ anainet a3k tahls tn fill nn misvant data

1

e Seletthe appropriate drop down to choose Probationer or Confirmed and click on ‘Generate’
bution. The fields ‘Pay in Pay Matrix’ & ‘Level in Pay Matrix’ will be in editable mode enabling the
user to make changes if deemed necessary.

e Inorcertoview the instructions for ‘Declaration of Asset’, please click on ‘View Instruction’.
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i g

Pay in Pay latr: ™

ievel in Pay Matrix: ™
Probationer or Confirmed: *
Application No:
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e (On -lck’ng ‘Generate’ button, the below screen will pop up wherein User has to provide relevant details
in the provided fields.

e [f user wants to add additional details (more than one) then he/she needs to click on ‘Add Row’
button against each table to fill up relevant data.

e [f user wants to delete the complete data from the row (in case erroneously filled up) then user
needs to click on the ‘Delete Row’ button

e |f there is no relevant data, the user needs to write 'NIL' for those fields.

e Users cannot submit the request with blank data except for "Remarks" field in all respective
tables.
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“Nole: Please o ¢ Adg Row’ zgainstaach b to 4% up reevant dats.
“HNote I ihere = ng rlevart dats fen Sy wrise NI for thosa fieds
“You cannct sut e e RGeSt ¥ biank 9313 except for "Remaris” fald

h.mlw @8t/ e that the decration made above is complate. bue and comect to the bost of my knowisdge and belief,

Full Signatwe. |- 3 o 7 H
~***This is a con ¢ generated decument and does not require physical signature *-~~

[S8ve a0 Drah | | Review and Print ] [ Submit|

® Please check on the declaration (highlighted in orange) before submitting the request.
® Ifuser chooses to fill partial data and then fill the remaining on a later date, they need to click on ‘Save

as Draft’ to avoid data loss.

© TCS
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@ Appicobon saved as draft
Declaration of Assets
Declaratior of Assets as they stood on: g
SAPID: 700000¢
Name;
Designatior | Assistant Man
Present Place of Posting: — EEs
DOJ: i 02041959
Pay in Pay Matrix; * (5000000 |
Level in Pay Matrix: * [Level3 1
Probationer or Confirmed: * @“W
Application No. [WBSETCL/DOA2024/70000001 ) || Generale |

[ Viows Inatrictinne |

and Print’ button.

e Once ‘Save as Draft’ is clicked, user may also check the data he/she has filled up, by clicking on ‘Review
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T iTOBE FILLED ' TOBE FILLED

e Before ‘Submit’ button is clicked user can review the data by clicking on ‘Review and Print’ wherein a
draft version of the PDF will be generated as ‘PDF_Draft’.

o~ Q = *
,l_ !?9 2df DrafLpdf
é 32.3KE » Done
© 1CS
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The below -age in the given format shall get displayed on opening the PDF
WBSE™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 ID- 70020001
Name -- Sandip Maity
Designation- Assistant Manager (HR&A)
Present Place of Posting- ALIPURDUAR CAMP OFFICE-CE2/TP
DOJ- 05.02.-020
Pay in pay matrix- 50,000.00
Level in Pay Matrix- Level-3
Probationer or confirmed- C
© TCS
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Applicatior No- WBSETCL/DOA/2024/70000001
To,
Chief Vigilance Officer
Corporate Vigilance Cell
WBSETC!
Bidyut Bravan
Bidhannagar, Kolkata-700091

Irimovable Property - Lands

Serinl Nao. Precise Area Name of Extent of Value In Whose Date and Remarks
Location Land Interest Name Manner of
Acquisition
£1 0 BE TC BE TO BE TO BE TO BE TO BE TC BE 'TO BE FILLET]

i FILLED FILLED FILILED FILLED FILLED FILLED FILILED

Iramovable Property - Houses

!‘.;erial No. !l’rﬂ':isc Location [Extent of lntercst] Value In Whose Name [Date and Manner of] Remarks

. | Acqguisition

01 rmBEE'THFW TO BE FILIED TC BE FILLED T0 BE FILLED TO BE FILIED [TO BE FILLED
© TCS
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Im: ovablc Properties of ether Description (Incuding, Mortgages and some other

rigl is)
Seriai No.  |[Brief Description] Extent of Interest Value In Whese Name |Date and Manner of Remarks
Acquisition
01 TO BE FIILIED T0 BE FILIED TO BE FILIED] TO BE FILLED TO BE FILIED

Movable Property - Cash,Bank Balance,Credit,Insurance Policy, Shares,
Del>ntures, etc.

l Serial No. l Brief Description Value in Whose Name Date and Manner of Remarks
I | Acquisition
Cl | TG BE FILLED TO BE FILLED TC BE FILLED TO BE FILLED

Other Movables(Including Jewellary, other Valuables,motor vechiles and other

arficies)
r Serial No. Brief Value In  Whose Name Date and Manner of Remarks
Description Acquisition
01 TC BE TO BE FILIED TC BE FILIED TC BE FILLED
FILIED

“*** This is a computer-generated document and does not require signature.”

Once all the relevant data is filled in, the user needs to put a tick on the declaration check box and
then click on ‘Submit’ button for final submission of the application.
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71 1hereby dec' v that the decration made above is complete, true and correct to the best of my knowledge and belief.
ull Signature:  Sandip Maity !
require physical signature ="

. Have you verfied the details
and do you want to submit?

© TCS
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« Incose use has still some corrections to be made, they can click on ‘No’ button to stay in the

STMA DSJE
S Jage.

e |f no further changes are required, user may click on the ‘Submit’ button for final submission of

the request.

e Application gets submitted successfully. PDF copy of the filled in application will be
downloaded and stored in download folder of the PC which the user may keep as reference.

e The format of Final copy is same as the draft copy displayed above.

r ¥ - =
o~ Q @ « L 0O &

gy Pof Final (21pof

% ;‘ 325 K8 « Done
.
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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 ID- 70010001

Name - Sandip Maity

Designation- Assistant Manager (HR&A)

Present Place of Posting- ALIPURDUAR CAMP OFFICE-CE2/TP
DOJ- 05 02 2020

Pay in pay mat ix- 50,000.00

Level in Pay Matrix- Level-3

Probationer or confirmed- C

Application No- WBSETCL/DOA/2024/70000001
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To,

Chief Vigilance Officer
Corporate Vigilance Cell
WBSETCL

Bidyut Ehzvan

Bidhzrinag.i, Kolkata-700091

Immovable Property - Lands

Seri: i No.o Precise Area Name of Extent of Value In Whose Date and Remarks
Locktion Land Interest Name Maaner of
| PR Acquisition
|- i TO BE TC BE TC BE TO BE O BE T0 BE TO BE ITO BE FILLEID
,,,,,,,, | _ FIIED FILLED FILIED FILLED FILLED FILLED FILIED

Immovable Property - Houses

f
Seria. Neo. !Precise Location [Extent of Interest Value In Whose Name IBate and Mannecr of] Remarks
. Acquisition
| 70 Be FIirisp TO BE FILIED | TO BE FILIED | TO BE FILIED TO EE FILIED IO BE FILLED
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i novabl: Preperties of other Description (Incuding,Moertgages and some other

rig.«is)
R TR T e
Seriad No. | Briel Description} Extent of Interest Value In Whose Name |Date and Manner of Remarks
Acqguisition
01 TC BE FILLED TO BE FILLIED TC BE FILIED] TO BF FILLED TO BE FILLED

Mavabie Property - Cash,Bank Balance,Credit,Insurance Pelicy, Shares,
fichentures, etc.

i Serial No. I Brief Description Value In Whose Name Date and Manner of Remarks
T Acquisition
- ol L To BE OFILLED TO BE FILIED I0 BE FITLIED TO BE FILLED

Usher Movables(Including Jewellary, other Valuables,motor vechiles and other
acticlesy

Serial No. Brief Value In Whese Name Date and Manner of Remarks
e Description Acquisition
Q1 TO BE TC BE FILIED TC BE FILIED TO BE FILLED
FILIED

“¥** This is a computer-generated document and does not require signature.”
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