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1. Overview 

2. Workflow

3. User Roles under User Management

4. Process flow with Screen Shots

5. Notes



 To update employee details Employee Address , Phone no. , Bank Account no. , Family details by Self.

 To update employee details Employee Address , Phone no. , Bank Account no. , Family details by Admin DA.
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Overview - Update Employee Details
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Workflow - Update Employee Details Workflow by Employee
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Administration Branch
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Workflow - Update Employee Details Workflow by Admin DA
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Role for Employee Details Update Transaction under User Management Module 

User Roles mapping
• Creator/Checker Role: Admin DA under HRMS tab
• Verifier Role: Admin SO under HRMS tab
• Approver Role: Admin HOB under HRMS tab

Click on HRMS
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Update Employee Details Process flow 
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Creation of Transaction

(By Employee)
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Login as Employee through myesic.esic.gov.in/gateway.esic.gov.in

Enter User Name and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Click on “HRMS 2.0” 

ERP Applications  HRMS2.0



Version 1.0   Last Revised On : 16-04-2026 11

To Update Employee Details by Employee
Path: HRMS 2.0 ESS  Update Employee Details  Create New

Click on Create New
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Click on Edit to change any details like Basic Information, Bank Account
Details, Communication Details, Family Details etc.

Click on Edit
Click on + Button
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Click on Edit to change any details like Basic Information, Bank Account
Details, Family Details etc.

Existing details
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Enter Noting and Click on Submit

Enter Noting

Click on Submit

Enter Details
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Personal Data has been changed successfully
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(Administration Branch)

Checker of Transaction
Role: Admin DA
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Login as Employee through myesic.esic.gov.in/gateway.esic.gov.in

Enter User Name and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Click on “HRMS 2.0” 

ERP Applications  HRMS2.0
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To Check Employee Details Update by Admin DA
Path: HRMS 2.0  Task List  Employee Details Update  Pending for Approval  

Click on Task List

Click on Pending for 
Approval
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Clicks on the request no.

The Admin ‘DA’ clicks 
on the request no. 
and proceed with the 
transaction for further 
action.
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Admin DA need to check existing details & revised highlighted details 

Click on Check

1. Check – To check the Request 
2. Send Back – To send the Request back to DA
3. Back – To move back to List Page

Enter Notings
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Change request Checked Successfully
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Verification of Transaction
Role: Admin SO
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Login as Employee through myesic.esic.gov.in/gateway.esic.gov.in

Enter User Name and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Click on “HRMS 2.0” 

ERP Applications  HRMS2.0
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To Verify Employee Details Update by Admin SO
Path: HRMS 2.0  Task List  Employee Details Update  Pending for Approval

Click on Task List

Click on Pending for 
Approval



27Version 1.0   Last Revised On : 16-04-2026

Clicks on the request no.

The ‘SO’ clicks on the 
request no. and proceed 
with the transaction for 
further action.
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Forward Request for Approval/Verification

Click on Verify

1. Verify – To Verify the Request 
2. Send Back – To send the Request back to DA
3. Back – To move back to List Page

Click on Notings
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Change request Verified Successfully
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Approval of Transaction
Role: Admin HOB
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Login as Employee through myesic.esic.gov.in/gateway.esic.gov.in

Enter User Name and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Click on “HRMS 2.0” 

ERP Applications  HRMS2.0
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To Approve Employee Details Update by Admin HOB
Path: HRMS 2.0  Task List  Employee Details Update  Pending for Approval

Click on Task List

Click on Pending for 
Approval



34Version 1.0   Last Revised On : 16-04-2026

Clicks on the request no.

The ‘HOB’ clicks on the request 
no. and proceed with the 
transaction for further action.
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Click on Approve

1. Approve – To Approve the request .
2. Send Back - To send the Request back to SO
3. Back – To move back to List Page

Clicks on Approve

Enter Noting
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Change request Approved Successfully
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Approval Status
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1) List : All past and present records are available under List option for the transaction on search.

2) Task List : All the pending request will be available for the logged in user under Task List for all

transactions.

3) Search option : Wide range of filtering criteria are provided under List Option to search any

transaction.

38

Notes



Thank You


