Instructions:

The data entered in KPTCL / ESCOMS posts and personnel data base as on 31/03/2016 has been added to this data base, please Add, Delete or Modify this existing data to represent correct information in this data base.  

To Add, Delete or Modify the existing data please follow the following steps.
1. Login

2. To add new data select  Employee data -> Employee Master  in main menu and enter the data and save.
3. Enter only Basic Pay (excluding DP) in the Basic Pay field. In case of consolidated pay for JLM/JSA etc enter the consolidated pay such as 10000, 11000, 12000 in Basic pay field and enter   0   for HRA.
4. HRA should not be Zero(0) except for the employees whose consolidated pay is equal to Rs.10000, 11000, 12000.
5. To Modify(Edit) or delete the existing data select  Employee data -> Edit Employee data in main menu.

· Search Edit Employee detail screen will appear.

· Enter the any part of the employee name and click on search button, the list of all employees matching the string entered will be displayed.

· Click  on Edit or Delete button at the respective record of the employee to be deleted or modified.
· Delete button will delete the selected record of the employee.

· Details of the employee are displayed when  edit button is clicked. Data can be modified and saved.

6. To view the records entered , select Report-> Employee Details. The list of all the  records of the employees entered will be displayed.

7. Password can be changed as and when required by clicking on Change Password in main menu.

8. After Completion of Data Entry, verify data and then click on "Complete Data Entry"  for confirmation and then only the data will be accepted.

9. If data is already entered without entering HRA percentage, please update HRA again.
