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Purchase Order – Overview 

Purchase order (PO) plays an important role in purchasing process, it is the procedure to place an order to concern supplier 
for supplying goods and services. The purchase order divides as per below details:-

- Adhoc / Local Purchase PO 

- National Catalogue \ Contract 

- Local Catalogue \ Contract 

- Non-Catalogue 

- Indent Purchase 

- Risk purchase 

- Medical Service 

- Non - Medical Service 
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• Pre-Requisites for the Transaction 

- Store has to create for the Location. 

- User needs to mapped in store purchase group details. 

- All the respective users needs to be get mapped in User management for MM2.0 .

- Item category and master should be available for the location. 

• 1.3 Post Condition of the Transaction: 

After completion of all the levels of approval, the approved requisition will proceed for Purchase Order generation. 

Process Flow: Assigned user for Creation (Purchase DA) → Verifier 1 → Verifier 2 → Verifier 3 →Verifier 4 → Final 
Approver 

The purchase DA will create and submit the transaction then it will proceed to Verifier 1 task list for verification, after the 
first level of Verification the work flow would be depend upon the user i.e. if user clicks on forward then it will move to 
‘Verifier2’ for further action but if it clicks on ‘Verify’ then it will proceed to ‘Final Approver’ for approval. Final Approver can 
approve the transaction or based on the delegation of power can send to finance branch for concurrence. 

Purchase Order – Overview 
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Purchase Order – Workflow 
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Role for Purchase Order Transaction under User Management Module 

Click on Material 
Management

User Roles mapping:-
• Creator Role: Purchase Order DA under Material Management tab.
• Verifier Role: Purchase Order Verifier 1/ Verifier 2/ Verifier 3/ Verifier 4 under Material Management tab.
• Final Approval Role: Purchase Order Final Approver under Material Management tab.
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Purchase Order Process Flow
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Creation of Transaction
Role: Purchase Order DA
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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To Generate Purchase Order by Purchase Order DA
Path: MM 2.0  Procurement  Purchase Order  Create New

Click on Create New 
under Purchase Order

11



Version 5.7  Last Revised On : 01-06-2025

Select the Store, Priority and Item Category from drop down
Fields marked as * are mandatory 
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Select the Type of Purchase/Procurement from drop down
Fields marked as * are mandatory 
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Search the Requisition No.
Fields marked as * are mandatory 

On the basis of PO Type 
Search Requisition No.
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Search the Purchase Requisition No. and Select the PR No. 

Click on PR No.
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Search the Supplier Code
Fields marked as * are mandatory 

Search the 
Supplier Code
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Search and Select the Supplier Code 

Click on 
Supplier Code
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Click on Add Items to add Purchase Order Items

Click on Add Items
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Click on Include

Select an Item

Select an Item for Purchase 
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Enter Order Quantity
Fields marked as * are mandatory 

Enter the Purchase 
Order Quantity

Enter  the 
Remarks
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Enter the Payment Terms, To be delivered(in days) and Notings
Fields marked as * are mandatory 

Select Delivery Address 
as per the Delivery

Enter the Payment  
Terms (In Days)
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Enter the Payment Terms, To be delivered(in days) and Notings
Fields marked as * are mandatory 

Click on SubmitSubmit: It will submit to Verifier 1 for verification 
Reset: It reset the screen and user will fill all the 
details again.
Save as Draft: It saves the transaction in Draft.
Back:- Navigate to List Page 

Enter to be 
delivered (in Days)
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Click on OK

Click on Ok to proceed for Generation
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Purchase Order No. Generated Successfully
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PO Inspection of Transaction
Role: Purchase Order Verifier 1/ Verifier 2/ Verifier 3/ Verifier 4/ Final Approver

Version 5.7  Last Revised On : 01-06-2025 25



Version 5.7  Last Revised On : 01-06-2025

PO Verifier 1 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Verification by Level 1 Approver

Click on PO No

29



Version 5.7  Last Revised On : 01-06-2025

PO verifier Level 1 will check PO No.  
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Click on Forward

Enter the Notings and Click on Forward / Verify 
Fields marked as * are mandatory 

Verify- It will proceed to Final Approver to 
Approve the transaction.(See from Slide No. 58)
Forward:- It will proceed to 2nd Level of Approver 
for verification 
Send back- It will send back to the creator 
Back:- Navigate to List Page 
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User proceed with the Submission

Click on OK
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Purchase Order No. Forwarded successfully for Verification at Level 2
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PO Verifier 2 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Verification by Level 2 Approver

Click on PO No
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PO verifier 2 will check PO No.  

User can forward for 
Finance Concurrence
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Click on Forward

Enter the Notings and Click on Forward/Verify 
Fields marked as * are mandatory 

Verify- It will proceed to Final Approver to 
Approve the transaction.(See from Slide no. 58)
Forward- It will proceed to 3rd Level for 
verification 
Send back- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page 
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User proceed with the Submission

Click on OK
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Purchase Order No. Forwarded successfully for Verification at Level 3
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PO Verifier 3 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Verification by Level 3 Approver

Click on PO No
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PO verifier 3 will check PO No.  

User can forward for 
Finance Concurrence
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Click on Forward

Enter the Notings and Click on Forward/Verify 
Fields marked as * are mandatory 

Verify- It will proceed to Final Approver to Approve 
the transaction.(See from Slide no. 58)
Forward- It will proceed to 4th Level for verification 
Send back- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page 
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User proceed with the Submission

Click on OK
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Purchase Order No. Forwarded successfully for Verification at Level 4
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PO Verifier 4 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Verification by Level 4 Approver

Click on PO No
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PO verifier 4 will check PO No.  

User can forward for 
Finance Concurrence
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Click on Verify

Enter the Notings and Click on Verify 
Fields marked as * are mandatory 

Verify- It will proceed to Final Approver to 
Approve the transaction. (See from Slide No. 58)
Send back- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page 
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User proceed with the Submission

Click on OK
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Purchase Order No. verified successfully
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Final Approver Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Approval by Final Approver

Click on PO No
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User can forward for 
Finance Concurrence

Final Approver can approve the request without forwarding for concurrence 
Fields marked as * are mandatory 
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Final Approver can approve the request without forwarding for concurrence 
Fields marked as * are mandatory 

Approve- The transaction will get Approve. 
Send Back- It will send back to previous level for 
re-verification 
Rework- It will send to the creator for modification 
Reject- It will reject completely and creator will 
create a new order. 
Back- Navigate to the task list.
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User can forward for 
Finance Concurrence

Select ‘Yes’ for Finance Concurrence 
Fields marked as * are mandatory 
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Click on Forward

Select ‘Yes’ for Finance Concurrence then Enter the Notings and click on Forward 
Fields marked as * are mandatory 

65



Version 5.7  Last Revised On : 01-06-2025

Click on OK

Click on Ok to proceed with Forward
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Purchase Order No. successfully sent for Concurrence
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PO Concurrence of Transaction
Role: Finance DA/ Finance SO/ Finance HOB
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Finance DA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Concurrence by Finance DA

Click on PO No
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Select ‘Yes’ for Finance Concurrence Obtained

Select ‘Yes’ for Finance 
Concurrence  Obtained
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Click on Check

Enter the Notings and Click on Check 
Fields marked as * are mandatory 

Check- The transaction will proceed to FA-
SO for further action 
Back- Navigate to list Page 
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Click on 
OK

Click on Ok to proceed
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Purchase Order No. checked successfully
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Finance SO Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Concurrence by Finance SO

Click on PO No
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Select ‘Yes’ for Finance Concurrence Obtained

e

Select ‘Yes’ for Finance 
Concurrence  Obtained
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Click on Verify

Enter the Notings and Click on Verify 
Fields marked as * are mandatory 

Verify- The transaction will verify and proceed to FA-HOB for further action. 
Send back- It will send back to previous level for re-check 
Back- Navigate to the List page 
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Click on OK

Click on Ok to proceed
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Purchase Order No. verified successfully
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Finance HOB Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management  2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Concurrence by Finance HOB

Click on PO No
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Select ‘Yes’ for Finance Concurrence Obtained

Select ‘Yes’ for Finance 
Concurrence Obtained
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Click on Concur

Enter the Notings and Click on Concur 
Fields marked as * are mandatory 

Concur- The transaction will Approve and 
proceed to Final Approver for further action. 
Send back- It will send back to previous level 
for re-check. 
Return- It will return to Final approver for 
further action. 
Back- Navigate to the List page 
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Click on OK

Click on Ok to proceed
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Purchase Order No. concurrence approved successfully

92



PO Approval of Transaction after Finance 
Concurrence

Role: Purchase Order Final Approver
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Final Approver Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PO

Purchase Order pending for approval
Path: MM 2.0  Task List  Purchase Order  Pending for Approval
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PO No. Approval by Final Approver

Click on PO No
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Final Approver will approve this request  
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Enter the Notings and Click on Approve 
Fields marked as * are mandatory 

Click on ApproveApprove- The transaction will get Approve. 
Rework- It will send to the creator for modification 
Reject- It will reject completely and creator will 
create a new requisition. 
Back- Navigate to the task list.
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Click on 
OK

Click on Ok to proceed
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Purchase Order No. Approved successfully
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Check List
Role: Purchase Order DA/ Verifier 1/2/3/4/Final Approver/FA-DA/FA-SO/FA-HOB
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Purchase Order
Path: MM 2.0  Procurement  Purchase Order  List
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User can search PO No. 
based on search criteria

Search Purchase Order No. with searching Criteria and Click on PO No.

Click on PO No
User can Cancel PO 
if wrongly ordered
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Check Record of Purchase Order

Select Yes/No 
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Click on Print

Enter the Notings and Click on Print 
Fields marked as * are mandatory 

108



Version 5.7  Last Revised On : 01-06-2025

Print View
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Generate Report
Role: Purchase Order DA/ Verifier 1/2/3/4/Final Approver/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

111

http://www.myesic.esic.in/
http://www.gateway.esic.in/


Version 5.7  Last Revised On : 01-06-2025

Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 
under Reports 

To check Purchase Order Report
Path: MM 2.0  Reports MM Reports 
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Click on 
Stock/Inventory

To check Purchase Order Report click on Stock/Inventory
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Click on Item 
Wise PO Report 

Click on Item Wise PO Report

115



Version 5.7  Last Revised On : 01-06-2025

Select parameters to download report 
From Date & To Date/ Generic Level/ Report Type/ Region/ State/ Location Type/ 
Location/ Stores/ Item Category/ Item Sub Category/ Generic/ Item/ PO Number
Report can be downloaded in pdf and Excel format 
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Item Wise PO Summary Report – PDF Format  
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Item Wise PO Summary Report – Excel Format  
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Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Purchase Requisition – Overview 

Purchase Requisition (PR) is the initial activity in the procurement process. The objective of PR 
process is to raise a requisition for materials/services (Medical and Non-Medical items). The PR is the 
requisition list where the different accounting units raise the list based on their requirement, User will have 
different requisition category to raise a requisition such as:-

i) Catalogue Requisition

a) National Catalogue\Contract

b) Local Catalogue\Contract

ii) Non-Catalogue

iii) Indent Purchase

It would help to the accounting units to prepare requisition of medical and non-medical items based on their 
previous consumption.
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Purchase Requisition – Overview 

• Pre-Requisites for the Transaction 

→ Store has to create for the Location. 

→ User needs to mapped in store purchase group details. 

→ All the respective users needs to be get mapped in User management for MM2.0 

→ Item category and master should be available for the location. 

All the roles will be available in ‘ User Management MM2.0 ‘. 

• Post Condition of the Transaction: 

After completion of all the levels of approval, the approved requisition will proceed for Purchase 
Order generation. 

Process Flow: Assigned user for Creation (Purchase DA) → Verifier 1 → Verifier 2 → Verifier 3 →Verifier 4 → 
Final Approver 

The purchase DA will create and submit the transaction then it will proceed to Verifier 1 task list for 
verification, after the first level of Verification the work flow would be depend upon the user i.e. if user clicks 
on forward then it will move to ‘Verifier2’ for further action but if it clicks on ‘Verify’ then it will proceed to 
‘Final Approver’ for approval. Final Approver can approve the transaction or based on the delegation of 
power can send to finance branch for concurrence.
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Purchase Requisition – Workflow 
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Role for Purchase Requisition Transaction under User Management Module 

Click on Material 
Management

User Roles mapping:-
• Creator Role: Procurement DA under Material Management tab.
• Verifier Role: Procurement Verifier 1/ Verifier 2/ Verifier 3/ Verifier 4 under Material Management tab.
• Final Approval Role: Procurement Final Approver under Material Management tab.
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Purchase Requisition Process Flow
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Creation of Transaction
Role: Procurement DA
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

9

Click on Log In

Enter User Name 
and Password
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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To Generate Purchase Requisition by Procurement DA.
Path:- MM 2.0  Procurement  Purchase Requisition  Create New.

Click on Create New under 
Purchase Requisition

11



Version 5.7  Last Revised On : 01-06-2025

Select the Store, Priority and Item Category from drop down.
Fields marked as * are mandatory. 
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Select the Requisition Category, Catalogue Name and Required By Date.
Fields marked as * are mandatory.
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System have the provision to “Download Generic Template” and “Upload” items 
in bulk. User can add item individually by clicking on “Add” button.

14

The system is having the provision to  
download Template and upload items in bulk.

User can add item individually 
by clicking  on “Add” button.
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Click on Include.

Select item from 
below list

User can search Items 
based on search criteria.

Search and Select an Item for Purchase 
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Enter the Requested Quantity.
Fields marked as * are mandatory. 
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User can enter the 
required quantity.
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Enter the Notings and Click on Submit.
Fields marked as * are mandatory.

17

Save- It will save into the Draft for future.
Submit- It will submit to Verifier 1 for verification. 
Reset- It will reset the screen and user will fill all 
the details again. 

Click on Submit
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Click on OK

Click on OK to proceed for Generation

18
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Purchase Requisition No. Generated Successfully

19



PR Inspection of Transaction
Role: Procurement Verifier 1/ Forward Verifier 2/ Forward Verifier 3/ Forward Verifier 4

Version 5.7  Last Revised On : 01-06-2025 20
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PR Verifier 1 Login through myesic.esic.gov.in or gateway.esic.gov.in

21

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

22
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval.
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval

23
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PR No. Verification by Level 1 Approver

Click on PR No. 
under the list

24
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Click on Forward

Enter the Notings and Click on Forward / Verify. 
Fields marked as * are mandatory. 

25

Verify - It will proceed to Final Approver to Approve 
the transaction.(See from Slide no. 54).
Forward - It will proceed to 2nd Level for verification 
Send back- It will send back to previous level. 
Back- Navigate to List Page .
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Click on OK

Click on OK to proceed with Forward

26
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Purchase Requisition No. Forwarded successfully for Verification at Level 2
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PR Verifier 2 Login through myesic.esic.gov.in or gateway.esic.gov.in

28

Enter User Name 
and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Verification by Level 2 Approver

Click on PR No. 
under the list
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Click on Forward

Enter the Notings and Click on Forward/Verify 
Fields marked as * are mandatory 

User can forward for 
Finance Concurrence

32

Verify- It will proceed to Final Approver to Approve 
the transaction.(See from Slide no. 54).
Forward- It will proceed to 3rd Level for verification. 
Send back:- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page.
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Click on OK

Click on OK to proceed with Forward

33
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Purchase Requisition No. Forwarded successfully for Verification at Level 3
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PR Verifier 3 Login through myesic.esic.gov.in or gateway.esic.gov.in

35

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Verification by Level 3 Approver

Click on PR No. 
under the list
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Click on Forward

Enter the Notings and Click on Forward/Verify 
Fields marked as * are mandatory 

User can forward for 
Finance Concurrence

39

Verify- It will proceed to Final Approver to Approve 
the transaction.(See from Slide no. 54).
Forward- It will proceed to 4th Level for verification. 
Send back- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page .
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Click on OK

Click on Ok to proceed with Forward
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Purchase Requisition No. Forwarded successfully for Verification at Level 4
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PR Verifier 4 Login through myesic.esic.gov.in or gateway.esic.gov.in

42

Enter User Name 
and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Verification by Level 4 Approver

Click on PR No. 
under the list
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Click on Verify

Enter the Notings and Click on Verify 
Fields marked as * are mandatory 

User can forward for 
Finance Concurrence

46

Verify - It will proceed to Final Approver to Approve the 
transaction.(See from Slide no. 54).
Send back- It will send back to previous level. 
Rework- It will send back to Creator. 
Back- Navigate to List Page .
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Click on OK

Click on Ok to proceed with Forward
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Purchase Requisition No. verified successfully
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PR Approval of Transaction
Role: Procurement Final Approver
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Final Approver Login through myesic.esic.gov.in or gateway.esic.gov.in

50

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Approval by Final Approver

Click on PR No. 
under the list
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Final Approver can approve the request without forwarding for concurrence 
Fields marked as * are mandatory 

User can forward for 
Finance Concurrence

54

Approve- The transaction will get approve. 
Send Back- It will send back to previous level for 
re-verification 
Rework- It will send to the creator for modification 
Reject- It will reject completely and creator will 
create a new requisition. 
Back- Navigate to the task list.
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Click on Forward 

Select ‘Yes’ for Finance Concurrence and Enter the Notings 
Fields marked as * are mandatory 

User can forward for 
Finance Concurrence
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Click on OK

Click on Ok to proceed with Forward
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Purchase Requisition No. successfully sent for Concurrence
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PR Concurrence of Transaction
Role: Finance DA/ Finance SO/ Finance HOB
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Finance DA Login through myesic.esic.gov.in or gateway.esic.gov.in

59

Enter User Name 
and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Concurrence by Finance DA

Click on PR No. 
under the list
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Click on Check 

Enter the Notings and Click on Check. 
Fields marked as * are mandatory .
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Check- The transaction will proceed to 
FA-SO for further action.
Back- Navigate to list Page.
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Click on OK

Click on OK to proceed for Finance Concurrence
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Purchase Requisition No. checked successfully
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Finance SO Login through myesic.esic.gov.in or gateway.esic.gov.in
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Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Concurrence by Finance SO

Click on PR No. 
under the list
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Click on Verify 

Enter the Notings and Click on Verify. 
Fields marked as * are mandatory. 

70

Verify- The transaction will verify and proceed to FA-HOB 
for further action. 
Send back- It will send back to previous level for re-check.
Back- Navigate to the List page.
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Click on OK

Click on OK to proceed for Finance Concurrence
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Purchase Requisition No. verified successfully

72



Version 5.7  Last Revised On : 01-06-2025

Finance HOB Login through myesic.esic.gov.in or gateway.esic.gov.in
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Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Concurrence by Finance HOB

Click on PR No. 
under the list
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Click on Concur 

Enter the Notings and Click on Concur 
Fields marked as * are mandatory 

77

Concur- The transaction will Approve and proceed to 
Final Approver for further action. 
Send back- It will send back to previous level for re-check. 
Return- It will return to Final approver for further action. 
Back- Navigate to the List page.
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Click on OK

Click on OK to proceed for Finance Concurrence
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Purchase Requisition No. concurred successfully.
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PR Approval of Transaction after Finance 
Concurrence

Role: Procurement Final Approver
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Final Approver Login through myesic.esic.gov.in or gateway.esic.gov.in
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Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under PR

Purchase Requisition pending for approval
Path: MM 2.0  Task List  Purchase Requisition  Pending for Approval
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PR No. Approval by Final Approver

Click on PR No. 
under the list
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Enter the Notings and Click on Approve. 
Fields marked as * are mandatory.

Click on Approve

85

Approve:- The transaction will get approve. 
Send Back- It will send back to previous level for re-
verification 
Rework- It will send to the creator for modification 
Reject- It will reject completely and creator will 
create a new requisition. 
Back- Navigate to the task list.
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Click on OK

Click on OK to proceed
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Purchase Requisition No. Approved Successfully
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Check List
Role: Procurement DA/ Procurement Verifier 1/2/3/4/Final Approver/FA-DA/FA-SO/FA-HOB
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User Login through myesic.esic.gov.in or gateway.esic.gov.in
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Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Purchase Requisition
Path: MM 2.0  Procurement  Purchase Requisition  List
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User can search items 
based on search criteria

Search Purchase Requisition No. with searching Criteria and Click on PR No.

Click on PR No.
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Check Record of Purchase Requisition

Click on Print
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Click on OK to open in PDF Format

Click on OK
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Print View

95



Generate Report
Role: Procurement DA/ Procurement Verifier 1/2/3/4/Final Approver/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

97

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 
under Reports 

To check Purchase Requisition Report.
Path: MM 2.0  Reports MM Reports 
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Click on MM 
Transaction Report

To check Purchase Requisition Report click on MM Transaction Report.
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Click on 
Transaction Report 

Click on Transaction Report
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Click on View 
PDF

Select parameters to download report :-
Month / Location / Transaction Name / Transaction No.
Report can be downloaded in pdf format. 
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Click on OK

Click on OK to open Report in PDF Format
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Purchase Requisition Report – PDF Format  
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Notes:

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History.

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Stock Initialization



Agenda

Version 5.7  Last Revised On : 01-06-2025

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 

2
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Stock Initialization – Overview 

This proposed transactional process will have option to upload the book stock quantity for the location. 

The entire accounting units like RO, SRO, ESIC Hospitals and model Hospitals will have the option to do 

this transaction for both medical and Non-medical materials.
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Stock Initialization – Workflow 

4
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Role for Stock Initialization Transaction under User Management Module 
User Roles mapping
• Creator Role: Store Incharge under Material Management tab
• Approver Role: Store Manager under Material Management tab

Click on Material 
Management

5



Stock Initialization Process Flow

Version 5.7  Last Revised On : 01-06-2025 6



Creation of Transaction
Role: Store Incharge

Version 5.7  Last Revised On : 01-06-2025 7
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

8

http://www.myesic.esic.in/
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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To Generate Stock Initialization by Store Incharge
Path: MM 2.0  Inventory  Stock Initialization  Create New

Click on Create New 
under Stock Initialization
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Select the Store Name and Item Category from drop down
Fields marked as * are mandatory 

Select Store Name
Select Item Category
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User can add item individually 
by clicking on “Add” button. 

System have the provision to “Download Generic Template” and “Upload” items 
in bulk. User can add item individually by clicking on “Add” button.

The system is having the provision to  
download Template and upload items in bulk.
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Search Item Code.

Search Item Code
Fields marked as * are mandatory 
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User can search Generic / 
Item based on this criteria

Select an item 
from below list

Click on Include

Search and Select an Item for Initialization 
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Enter the Batch Name, Expiry Date, Unit Price and Book Stock Qty.
Fields marked as * are mandatory 

Enter Batch Name Enter Exp. Date
Enter Unit Price Enter Book 

Stock Qty

15
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Enter the Notings and Click on Submit
Fields marked as * are mandatory 

Click on Submit
Save :- Save the record as Draft for future.
Submit :- Submit the record for further process.
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Click on Ok to proceed to generate 

Click on OK
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Stock Initialization No. Submitted Successfully

18



Approval of Transaction
Role: Store Manager

Version 5.7  Last Revised On : 01-06-2025 19
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

20

http://www.myesic.esic.in/
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0

21



Version 5.7  Last Revised On : 01-06-2025

Stock Initialization pending for approval
Path: MM 2.0  Task List  Stock Initialization  Pending for Approval

Click on Pending For Approval 
under Stock Initialization
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Click on Stock 
Initialization No.

Search Stock Initialization List with searching Criteria
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Click on Approve

Enter the Notings and Click on Approve 
Fields marked as * are mandatory 

Approve:- It will approve the Transaction.
Send Back:- It will send back to the Creator.
Reject:- It will reject the transaction. 
Back:- Navigate to List Page.
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Click on Ok to proceed with Approval

Click on OK
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Stock Initialization No. Approved Successfully

26



Check List
Role: Store Incharge / Store Manager

Version 5.7  Last Revised On : 01-06-2025 27
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Click on Log In

Enter User Name 
and Password

28
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Stock Initialization
Path: MM 2.0  Inventory  Stock Initialization  List
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User can search items 
based on search criteria

Search Stock Initialization No. with searching Criteria and Select Stock 
Initialization No.

Click on Stock 
Initialization No.
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Check Record of Stock Initialization 

32



Version 5.7  Last Revised On : 01-06-2025

Notes

 List : All past and present records are available under List option for the transaction on search.

 Task List : All the pending request will be available for the logged in user under Task List for all transactions.

 Audit Trail (Noting History) : Application stores and display the workflow for any request with defined 

noting’s under Noting History.

 Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Stock Adjustment



Agenda

Version 5.7  Last Revised On : 01-06-2025

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 

2



This proposed transactional process will have option to upload/adjust the physical stock quantity for the location. The 

entire accounting units like RO, SRO, ESIC Hospitals and model Hospitals will have the option to do this transaction for 

both medical and Non-medical materials. In case of CMS – Store Keeper / Pharmacist of the stores with user access to 

create purchase returns or any other competent officer who has been assigned with the task of Stock adjustment. In 

case of Dispensary - Store Keeper / Pharmacist of the stores with user access to create purchase returns or any other 

competent officer who has been assigned with the task of Stock adjustment. 

Version 5.7  Last Revised On : 01-06-2025

Stock Adjustment – Overview 
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Stock Adjustment – Workflow 

4
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Role for Stock Adjustment Transaction under User Management Module 
User Roles mapping
• Creator Role: Store Incharge under Material Management tab
• Approver Role: Store Manager under Material Management tab

Click on Material 
Management

5



Stock Adjustment Process Flow

Version 5.7  Last Revised On : 01-06-2025 6



Creation of Transaction
Role: Store Incharge

Version 5.7  Last Revised On : 01-06-2025 7
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In

8
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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To Generate Stock Adjustment by Store Incharge
Path: MM 2.0  Inventory  Stock Adjustment  Create New

Click on 
Create New
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Select the Store Name and Item Category from drop down
Fields marked as * are mandatory 

Select Stock  
Adjustment Date

Select  Item 
Category

Select  Store  
Name
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System have the provision to “Download Generic Template” and “Upload” items 
in bulk. User can add item individually by clicking on “Add” button.

User can add item 
individually  by  clicking  

on “ADD”  button. 

System have the provision 
to “Download Template “ 

and “Upload” items in bulk.
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User can search 
Generic/Item based 

on this criteria

Select an item 
from below list.

Click on Include

Search and Select an Item for Adjustment 
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Enter the Physical Qty. and Select the Remarks from drop down
Fields marked as * are mandatory 

Select  the 
Remarks

Enter the Physical QTY.
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Click on Submit

Enter the Reason for Adjustment and Notings and Click on Submit
Fields marked as * are mandatory 

Enter the Reason 
of Adjustment 
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Stock Adjustment No. Submitted Successfully
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Approval of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In

18

http://www.myesic.esic.in/
http://www.gateway.esic.in/


Version 5.7  Last Revised On : 01-06-2025

Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Stock Adjustment pending for approval
Path: MM 2.0  Task List  Stock Adjustment  Pending for Approval

Click on Pending 
For Approval under 
Stock Adjustment
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Click on Stock 
Adjustment No.

Search Stock Adjustment List with searching Criteria
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Click on Approve

Enter the Notings and Select Stock to be Adjusted as ‘Yes’ or ‘No’ 
Fields marked as * are mandatory 

Approve: It will approve the Transaction.
Send Back: It will send back to the Creator.
Reject: It will reject the transaction and 
user needs to re-create the transaction. 
Back: Navigate to List Page.

Select Stock to be 
Adjusted Yes or No.
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Click on Ok to proceed with Approval

Click on OK
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Stock Adjustment No. Approved Successfully
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Check List
Role: Store Incharge / Store Manager
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Stock Adjustment
Path: MM 2.0  Inventory  Stock Adjustment  List
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User can search 
items based on 
search criteria

Search Stock Adjustment No. with searching Criteria and Select Adjustment No.

Click on Stock 
Adjustment No.
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Check Record of Stock Adjustment 
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Generate Report
Role: Store Incharge / Store Manager / HOA / Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 
under Reports 

To check Stock Adjustment Report
Path: MM 2.0  Reports MM Reports 
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Click on Stock / 
Inventory 

To check Stock Adjustment Report click on Stock/Inventory
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Click on Stock 
Adjustment Report 

Click on Stock Adjustment Report
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Click on View 
PDF/View Excel

Select parameters to download report 
From Date & To Date/Generic Level/Region/State/Location 
Type/Stores/Item Category/ Item Sub Category/Generic/Item
Report can be downloaded in Excel or pdf format 
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Click on OK

Click on OK to open Report in PDF Format

38



Version 5.7  Last Revised On : 01-06-2025

Stock Adjustment Report – PDF Format  
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Click on OK

Click on OK to open Report in Excel Format
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Stock Adjustment Report – Excel Format  
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Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History.

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Materials Management Masters



Agenda

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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Masters (Supplier) – Overview 

 Supplier Creation transaction name  is changed with Supplier/Entity Master.

 Bank details shown separately as per user convenience. 

 Terms and Conditions is mentioned on bottom of transaction. Check box for terms and conditions need to select for 
creation of any Supplier/ Entity.

 GST Number will be non mandatory.

 One level approval will be there for Creation/Modification for Supplier/Entity. Those users, who have role of creation of 
local level masters in user management, can create supplier/entity and who have store manager role in user 
management, can approve the supplier/entity creation.

 During  other MM transactions like PR, PO and GRN for selection of Supplier, bank details of supplier is must to be 
present in system. If Supplier’s bank details are not available in the system, user will not be able to select that supplier for
further transactions.
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The new supplier can be created from master for placing any supplier order or for the payment. 

• Pre-Requisites for the Transaction 

- User will have the mapping for central administrator before initiation of supplier master creation. 

- All the roles will be available for mapping in ‘ User Management – MM2.0 ‘.

• Post Condition of the Transaction: 

The supplier master created can be searched and edited to change any of the parameters in future course to maintain the 
supplier master. The actions that can be effected are barring the supplier, if the supplier is convicted etc. Any check on the 
barring / convicting of supplier, should have interface to all other transactions which involves the supplier. 

Like for e.g., if the supplier is barred, then all transactions against the supplier should be stopped. 

Version 5.7  Last Revised On : 01-06-2025

Masters (Supplier) – Overview 
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Masters (Supplier) – Workflow 
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Role for Masters Transaction under User Management Module 

Click on Material 
Management

User Roles mapping
• Creator Role: Local Item Master Creator and Creation of Local Level masters under Material Management tab
• Approver Role:  Store Manager under Material Management tab
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Supplier Masters Process Flow

Version 5.7  Last Revised On : 01-06-2025 7



Creation of Transaction
Role: Supplier Master Creator
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Supplier Master Creator Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password 

Click on Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on 
Create New

To Generate Supplier Master by Store Manager
Path: MM 2.0  Masters  Supplier  Create New
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Enter the Supplier Details
Fields marked as * are mandatory 

Select  Supplier 
Category

Enter the Supplier 
Details to create new 
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Enter Supplier Bank and Address details
Fields marked as * are mandatory 

Enter Supplier Bank 
and Address Details
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Enter the Notings and Click on Submit for Approval
Fields marked as * are mandatory 

Accept  Terms 
& Conditions

Click on Submit 
for Approval
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Supplier code created successfully
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Approval of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending 
for Approval

Supplier pending for approval
Path: MM 2.0  Task List  Supplier  Pending for Approval
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Click on Supplier Code No.

Click on Supplier 
Code No
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Click on Approve

Enter the Notings and Click on Approve 
Fields marked as * are mandatory 

Approve – To approve the  supplier/ entity 
creation  request .
Send Back - To send the request back to creator.
Reject – To reject the request .
Back – To move back to list page.
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Supplier code Approved successfully
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• Main Supplier Mapping will be done only at HQ Level.

• User can map supplier/ entity to main supplier or de-map.

• Main Supplier Name can be same as Sub/ Child Supplier Name.

Main Supplier Mapping

23



Creation of Transaction
Role: HQ User 
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HQ User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Map Main 
Supplier under Supplier
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To Map Main Supplier by HQ User
Path: MM 2.0  Masters  Supplier  Map Main Supplier
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Enter Main 
Supplier Name
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Enter Main Supplier Name
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Enter supplier name

Related supplier names  will 
fetch as per entered data. Click 
on supplier name which need 

to map with main supplier.
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Select Supplier/Entity to map with Main Supplier
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Selected  supplier 
name will reflect 

Click on Submit
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Enter the Notings and Click on Submit 
Fields marked as * are mandatory 
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Supplier has been mapped with Main Supplier successfully
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Check List
Role: Store Manager

Version 5.7  Last Revised On : 01-06-2025 32



Version 5.7  Last Revised On : 01-06-2025

User Login through myesic.esic.gov.in or gateway.esic.gov.in

Click on Log In

Enter User Name 
and Password
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Supplier
Path: MM 2.0  Masters  Supplier  List
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Search the Supplier by searching criteria and click on Supplier code

Click on 
Supplier Code

User can search 
Supplier Code based 

on search criteria
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User can change 
status of supplier

Click on Submit 
for Approval

Store Manager can update Supplier details and click on Submit 
Fields marked as * are mandatory 
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Masters (Stores) – Overview 

Admin User will create different Stores for the location for different purchase groups. A location can 
have multiple stores as well as new Stores to be created in a ESIC Office, Hospital, Central Medical Store, 
Dispensary.

• Pre-Requisites for the Transaction:

- Item category and set classifications has to define in the masters. 

- All the roles will be available for mapping in ‘ User Management – MM2.0 ‘ 

• Post Condition of the Transaction:

Stores will be display in different transaction screen and respective purchase group user can initiate 
the transactions based on stores and category. Store is a physical space within a location, where the materials 
will be stored and maintained. The materials from different suppliers will be received in stores. The store 
master will be created centrally by the Central Application Administrator. At the ESIC location, the Store needs 
to be mapped to Purchase Group, by which the assigned store will form the basis of storage for all the materials 
ordered by that purchase group. Stores can also be assigned to multiple Purchase groups within the same 
Purchase Organization, but One Purchase Group can be assigned to only one store. The store can handle a one 
or multiple category of materials, which needs to be assigned while store master is created. Within a location, 
one store category will be assigned to only one store. 
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Masters (Stores) – Overview 

The user needs to be select and add the below details Purchase Group Details , Item Category Details; 

• Item Category 

• Set Classification 

The application will populate the Set Classification based on the selection of item category. 
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Creation of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Click on 
Log In

Enter User Name 
and Password
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on 
Create New

To Generate Store Master by Store Manager
Path: MM 2.0  Masters  Store  Create New
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Enter the Store Name and Add User Details 
Fields marked as * are mandatory 

Click on Add button 
to add user details

Enter Store Name

44



Version 5.7  Last Revised On : 01-06-2025

Search Employee by searching criteria

Select 
Employee No.

Click on Include

Click on Search

Enter 
Employee No.
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Add Item Category Details 
Fields marked as * are mandatory 

Click on Add 
button to add 
Item details
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Select Item Category and Set Classification
Fields marked as * are mandatory 

Click on Submit

Select Item Category  
and Set Classification
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Store Code generated successfully
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Check List
Role: Store Manager
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

50

http://www.myesic.esic.in/
http://www.gateway.esic.in/


Version 5.7  Last Revised On : 01-06-2025

Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Store
Path: MM 2.0  Masters  Store  List
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Search the Store by searching criteria and click on Store code

Click on 
Store Code

User can search 
Store Code based 
on search criteria
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Store Manager check the record
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Click on Submit

Store Manager can update Store details and click on Submit 
Fields marked as * are mandatory 
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Store details Modified Successfully
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Masters Local Item Process Flow
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Creation of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on 
Create New

To Generate Local Item Master by Store Manager
Path: MM 2.0  Masters  Local Item  Create New
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Select the Item Class from drop down
Fields marked as * are mandatory 

Select Item Class 
from drop down
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Select the Item Category from drop down
Fields marked as * are mandatory 

Select Item Category 
from drop down
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Search the Generic Code as per Item Category
Fields marked as * are mandatory 

Search the 
Generic Code
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Search the Generic using searching criteria
Fields marked as * are mandatory 

Search the 
Generic Name

Select the 
Generic Code
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Enter the Item/Brand Name
Fields marked as * are mandatory 

Enter the Item/ 
Brand Name
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Search the Manufacturer/OEM
Fields marked as * are mandatory 

Search the 
Manufacturer/OEM
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Search the 
Manufacturer Name

Select the 
Manufacturer

Search the Manufacturer using searching criteria
Fields marked as * are mandatory 
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Select the Asset Type from drop down 
Fields marked as * are mandatory 

Select the Asset Type 
from drop down
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Enter the Notings and click on Submit 
Fields marked as * are mandatory 

Click on Submit
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Click on OK

User proceed for Item creation
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Local Item created successfully
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Check List
Role: Store Manager
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Local Item
Path: MM 2.0  Masters  Local Item  List
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Search the Local Item by searching criteria and click on Item code

Click on 
Item Code

User can search the Item 
based on search criteria

77



Version 5.7  Last Revised On : 01-06-2025

Store Manager check the record

Click on Submit
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Click on OK

User proceed for Item creation
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Local Item modified successfully
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Generate Report
Role: Store Manager/HOA
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password 

Click on Log In
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Go to ERP Application  Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 
under Reports 

To check Masters Report
Path: MM 2.0  Reports  MM Reports 
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Click on 
Stock/Inventory 

To check Local Item Master Report click on Stock/Inventory
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Click on National/Local 
Item Report 

Click on National/Local Item Report
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Click on View Excel

Select parameters to download report 
Report Type/Region/State/Location Type/Location/Item Class/Item Category
Report can be downloaded in Excel format 
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National/Local Item Master Report – Excel Format  
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Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History.

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Stock Transfer



Agenda

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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Stock transfer is a process of transferring of materials from one location to another. In case of ESIC, the stock transfer is

generally required for transferring the materials from Central Medical store to Hospital and Dispensary stores. This is 

done in response to material indent raised by hospital and dispensary stores.

Stock transfer shall be carried out in reference for approved material indent or without any reference. For stock 

transfers with reference to approved indents, the details of the indent should get reflected in the stock transfer form. 

Based on the approved quantity, item wise quantities will be entered and stock transfer will be saved.

• Stock transfer is mainly divided into 2 parts;

Request Stock Transfer: Any of an accounting units and dispensaries location can raise a stock transfer request to 

other locations for transferring of stocks, where the locations are having stores.

Adhoc Stock Transfer: In adhoc stock transfer any locations which are having stores can transfer their excess/unused 

materials to other location so the materials can be consumed before expiry.

Version 5.7 Last Revised On : 01-06-2025

Stock Transfer – Overview 
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Stock Transfer – Workflow 
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Role for Stock Transfer Transaction under User Management Module 
User Roles mapping
• Creator Role: Stock Transfer DA under Material Management tab
• Approval Role: Stock Transfer Approver under Material Management tab

Click on Material 
Management
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Stock Transfer Process Flow
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Creation of Transaction
Role: Stock Transfer DA
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on 
Create New

To Generate Stock Transfer by Incharge
Path: MM 2.0  Inventory  Stock Transfer  Create New
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Search Issuing 
Store Name

Select Transfer Type and Receiving Store Name from drop down
Fields marked as * are mandatory 

Select Receiving 
Store Name

Select 
Transfer Type

11



Version 5.7 Last Revised On : 01-06-2025

Select Issuing 
Store Name

Search the Store
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Search the 
Generic code

Select Required Date and Select Generic as Yes/No
Fields marked as * are mandatory 

Select 
Required DateSelect Generic 

as Yes / No
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Select 
Generic Code

Search an Item by searching criteria

User can search 
Generic / item based 

on search criteria
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Click on Submit

Enter the Notings and Click on Submit
Fields marked as * are mandatory 

Save: It will save into the draft 
Submit: It will submit to store manager for approval. 
Reset: It will reset the screen and user will re-fill up 
the application. 
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Stock Transfer No. generated successfully
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Approval of Transaction
Role: Stock Transfer Approver
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Approver Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending 
for Approval

Stock Transfer pending for approval
Path: MM 2.0  Task List  Stock Transfer  Pending for Approval
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Click on Stock 
Transfer No.

Stock Transfer approval by Approver
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Click on 
Approve

Enter the Notings and Click on Approve
Fields marked as * are mandatory 

Approve: It will approve the Transaction.
Send Back: It will send back to previous level.
Reject: It will reject the transaction and user needs 
to re-create the transaction. 
Print: The user can take the print out of the request 
Back: Navigate to List Page.
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Stock Transfer No. Approved successfully
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Issuing Store Process Flow
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending 
for Approval

Stock Transfer pending for approval
Path: MM 2.0  Task List  Stock Transfer  Pending for Approval
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Click on Stock 
Transfer No.

Stock Transfer approval by Store Incharge
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Search Issue 
Item code

Search Issue Item Code
Fields marked as * are mandatory 
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Select Item 
code from list

Select an Item and Click on Include
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Enter 
Approved Qty.

Click on 
Approve

Enter Approved Qty., Notings and Click on Approve
Fields marked as * are mandatory 

Approve: It will approve the Transaction.
Send Back: It will send back to previous level.
Print: The user can take the print out of the request 
Back: Navigate to List Page.

31



Version 5.7 Last Revised On : 01-06-2025

Stock Transfer No. Approved successfully
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management  2.0
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Click on Pending 
for Approval

Stock Transfer pending for approval
Path: MM 2.0  Task List  Stock Transfer  Pending for Approval
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Click on Stock 
Transfer No.

Stock Transfer approval by Store Manager
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Incharge enter 
Approved Qty.

Enter the Notings and Click on Approve
Fields marked as * are mandatory 

Click on Approve

Approve: It will approve the Transaction.
Send Back: It will send back to the previous level.
Print: The user can take the print out of the request 
Back: Navigate to List Page.
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Stock Transfer No. Approved successfully
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management  2.0
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Click on Pending 
for Issue

Stock Transfer pending for Issue
Path: MM 2.0  Task List  Stock Transfer  Pending for Issue
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Click on Stock 
Transfer No.

Issue Process by Store Incharge
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Select Item Batch, Enter Batch Price and Transfer Qty.
Fields marked as * are mandatory 

Select Item 
Batch

Enter 
Transfer QTY.

Batch Price
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Click on Issue

Enter the Notings and Click on Issue
Fields marked as * are mandatory 

Issue: Issue the Stock
Re-Approval: It will send back to the store manager 
for re-approval. 
Print: The user can take print out of the transaction 
Back: Navigate to the List page 
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Stock Transfer No. Issued successfully
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Stock Transfer Receipting Location
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending 
for Receipt

Stock Transfer pending for Receipt
Path: MM 2.0  Task List  Stock Transfer  Pending for Receipt
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Receipt Process by Incharge

Click on Stock 
Transfer No.
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Click on Accept

Select Non Receipt Reasons, Enter the Notings and Click on Accept
Fields marked as * are mandatory 

Accept: The approved quantity will be in warded 
into the inventory. 
Print: The user can print the request 
Back: Navigate to the List page 
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Stock Transfer No. Accepted successfully

52



Version 5.7 Last Revised On : 01-06-2025

Receiving Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management  2.0
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Click on Pending for 
Approval(Receipt)

Stock Transfer pending for Approval(Receipt)
Path: MM 2.0  Task List  Stock Transfer  Pending for Approval(Receipt)
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Click on Stock 
Transfer No.

Receipt Process 

56



Version 5.7 Last Revised On : 01-06-2025

Click on Approve

Enter the Notings and Click on Approve
Fields marked as * are mandatory 

Approve: The approved quantity will be in warded 
into the inventory.
Send back : Will send back the transaction to Store 
Incharge receiving 
Print: The user can print the request 
Back: Navigate to the List page 
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Stock Transfer Approved successfully
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Check List
Role: Stock Transfer DA/ Stock Transfer Approver
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management  2.0
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Click on List

To Check Records of Generated Stock Transfer
Path: MM 2.0  Inventory  Stock Transfer  List

62



Version 5.7 Last Revised On : 01-06-2025

Click on Stock 
Transfer No.

Search Stock Transfer No. with searching Criteria and Click on Request No.

User can search 
Stock Transfer based 

on search criteria
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Check Record of Stock Transfer

Click on 
Print
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Click on OK to view PDF format

Click on OK
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Print View
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Generate Report
Role: Stock Transfer DA/Stock Transfer Approver/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on 
Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM 
Reports under 

Reports 

To check Stock Transfer Report
Path: MM 2.0  Reports MM Reports 
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Click on 
Stock/Inventory

To check Stock Transfer Report click on Stock/Inventory
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Click on Stock 
Transfer Report 

Click on Stock Transfer Report
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Select parameters to download report 
From Date & To Date/ Generic Level/ Region/ State/ Location Type/ Location/ From 
Store/ To Store/ Item Category/ Item Sub Category/ Generic/ Item
Report can be downloaded in pdf and Excel format 

Click on View 
PDF/ View Excel
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Click on OK to open Report in PDF Format

Click on OK
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Stock Transfer Report – PDF Format  
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Click on 
OK

Click on OK to open Report in Excel Format
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Stock Transfer Report – Excel Format  
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Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History.

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Goods Receipt Note



Agenda

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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Goods Receipt note is generated when the supplier dispatches items w.r.t. Purchase order released and goods are 

received at the respective ESIC location. The dispatched materials are sent with Delivery challan which will carry the 

reference to the Purchase order number against which delivery is being made. 

• Pre-Requisites for the Transaction 

- Store has to create for the Location. 

- User needs to mapped in store purchase group details. 

- All the respective users needs to be get mapped in User management for MM 2.0.

- Item category and master should be available for the location. 

Version 1.2 Last Revised On : 01-06-2025

Goods Receipt Note – Overview 

3



• Post Condition of the Transaction: 

After completion of the all the levels of approval, approved GRN will proceed for generation of Invoice and stock will 

increase in the store. 

Process Flow: Assigned user for Creation → Verifier 1 → Verifier 2 → Verifier 3 →Physical Verifier (Nominated user 

by Authorized officer if any).

The purchase DA will create and submit the transaction then it will proceed to Verifier/approver1 task list for 

verification, after the first level of Verification the work flow would be depend upon the user i.e. if user clicks on 

forward then it will move to ‘Verifier/approver2’ for further action but if it clicks on ‘Approve’ then it will get 

approved. At any stage of approval process, the approver can nominate/depute an individual to do the physical 

verification. Once the transaction has been forwarded to assigned user then after approval from the physical verifier 

the transaction will be complete and stock will get increase in the store. 

Version 1.2 Last Revised On : 01-06-2025

Goods Receipt Note – Overview 
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Goods Receipt Note – Workflow 
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Role for Goods Receipt Note Transaction under User Management Module 

User Roles mapping:-
• Creator Role: Goods Receipt Note DA under Material Management tab.
• Verifier Role: Goods Receipt Note Approver 1 & Approver 2 under Material Management tab.
• Final Approval Role: Goods Receipt Note Approver 3 under Material Management tab.

Click on Material 

Management
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Goods Receipt Note Process Flow
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Creation of Transaction
Role: Goods Receipt Note DA
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GRN DA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Create New

To Generate Goods Receipt Note by Creator
Path: MM 2.0  Inventory  Goods Receipt Note  Create New
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Select the GRN Type, Store and Item Category from drop down
Fields marked as * are mandatory 

Select the GRN 
Type

Select the Store
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Search the Purchase Order No.
Fields marked as * are mandatory 

Search the PO 
number
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Search the Purchasing Order by searching criteria

Select the PO No. 
from the list
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Select the Type of Purchase/Procurement from drop down
Fields marked as * are mandatory 

Select the Type of 
Purchase/Procurement

Enter the Delivery 
Challan Date
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Enter the Delivery Challan No. and Delivery Challan Date
Fields marked as * are mandatory 

Enter the Delivery 
Challan number 

Enter the Delivery 
Challan Date
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Click on Add Button to add ordered item

Click on Add Button to 
add ordered  item
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Select Item Name

Click on Include

Select Item Name and Click on Include
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Select Shelf Life for Medical Items
Fields marked as * are mandatory 

Note:- Shelf Life is required for Medical Items purchased.
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Click on Add Row to add Batch details 
Fields marked as * are mandatory 

Click on Add Button to 
add Batch Details
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Search the Batch Name 
Fields marked as * are mandatory 

Search the Batch 
Name
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For new Batch creation click on Add Batch

Click on Add Batch
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Add Batch Item click on Add Row

Click on Add Row
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Click on Submit

Enter the Batch Name and select its Expiry Date 
Fields marked as * are mandatory 
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Item Batch Inserted successfully
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Click on Item Batch 
Name

Search the Batch Name and select the Batch Name
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Scroll the bar to Right direction
Fields marked as * are mandatory 

Scroll to Right Side
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Enter the Received Qty. and MRP
Fields marked as * are mandatory 

Enter the Received 
Qty.

Enter the Unit Price 
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Enter the Notings and Click on Submit 
Fields marked as * are mandatory 

Click on Submit
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User proceed with the Submission

Click on OK

30



Version 1.2 Last Revised On : 01-06-2025

Goods Receipt Note No. generated Successfully
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Verification of Transaction
Role: GRN Approver 1 & 2
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GRN Approver 1 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under GRN

GRN pending for approval
Path: MM 2.0  Task List  Goods Receipt Note  Pending for Approval
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Goods Receipt Note verification by Level 1 Approver

Click on GRN No. 
under the list
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GRN Approver 1 will check GRN No.  
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User can forward the 
request for verification

Click on checkbox to 
certify

Verifier will tick on certified checkbox
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Click on Forward

Enter the Notings and Click on Forward 
Fields marked as * are mandatory 

Approve: It will proceed to Final Approver to Approve the 
transaction.(See from Slide no. 52) 
Forward: It will proceed to 2nd Level for verification 
Send back: It will send back to previous level. 
Reject: It will reject completely and creator will create a new GRN. 
Back: Navigate to the task list.
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Click on Ok to proceed with Forward

Click on OK
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Goods Receipt Note Forwarded successfully
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GRN Approver 2 Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under GRN

GRN pending for approval
Path: MM 2.0  Task List  Goods Receipt Note  Pending for Approval
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Goods Receipt Note verification by Level 2 Approver

Click on GRN No. 
under the list
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GRN Approver 2 will check GRN No.  
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User can forward the 
request for verification

Click on checkbox to 
certify

Verifier will tick on certified checkbox
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Click on Forward

Enter the Notings and Click on Forward 
Fields marked as * are mandatory 

Approve: It will proceed to Final Approver to Approve the 
transaction.(See from Slide no. 52) 
Forward: It will proceed to 2nd Level for verification 
Send back: It will send back to previous level. 
Rework: It will send to the creator.
Reject: It will reject completely and creator will create a new GRN. 
Back: Navigate to the task list.
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Click on Ok to proceed with Forward

Click on OK
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Goods Receipt Note Forwarded successfully
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Final Approval of Transaction
Role: GRN Approver 3
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Final Approver Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on Pending for 
Approval under GRN

GRN pending for approval
Path: MM 2.0  Task List  Goods Receipt Note  Pending for Approval
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Goods Receipt Note approval by Final Approver

Click on GRN No. 
under the list
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Final Approver will approve GRN No.  
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User can forward the 
request for approval

Click on checkbox to 
certify

Approver will tick on certified checkbox

57



Version 1.2 Last Revised On : 01-06-2025

Click on Forward

Enter the Notings and Click on Forward 
Fields marked as * are mandatory 

Approve: The transaction will get Approve. 
Rework: It will send to the creator for modification 
Send back: It will send back to previous level. 
Reject: It will reject completely and creator will create a 
new GRN. 
Back: Navigate to the task list.
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Click on Ok to proceed with Approve

Click on OK
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Goods Receipt Note Approved successfully
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Check List
Role: GRN DA/GRN Approver 1/2/3
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on List

To Check Records of Generated Goods Receipt Note
Path: MM 2.0  Inventory  Goods Receipt Note  List
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Click on GRN No.

Search GRN No. with searching Criteria and Click on GRN No.

User can search GRN 
based on search criteria
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Check Record of Goods Receipt Note 
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Click on Print

Click on Print in PDF Format
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Print View
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Generate Report
Role: GRN DA/ GRN Approver 1/2/3/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name and 

Password in Text Box 

Click on Log In Button
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 

under Reports 

To check GRN Report
Path: MM 2.0  Reports MM Reports 
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Click on Purchase

To check GRN Report click on Purchase
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Click on GRN Supplier-

Wise Report 

Click on GRN Supplier-Wise Report
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Select parameters to download report 
From Date & To Date/ Accounting Unit/ Location/ Supplier Code/Name
Report can be downloaded in pdf and Excel format 
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GRN Supplier-Wise Report – PDF Format  

76



Version 1.2 Last Revised On : 01-06-2025

GRN Supplier-Wise Report – Excel Format  
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Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Non Medical Indent



Agenda

Version 5.7 Last Revised On : 01-06-2025

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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End users in Head Office, Hospitals, Dispensaries, Regional Office and Branch Office can raise indent on the stores 

mapped to their Purchasing organization. 

The end user departments in ESIC offices as mentioned above, need to raise non-medical indent on the stores mapped 

to the location Purchasing Organization as per their respective requirements. Based on the receipt of indent from 

different divisions, the stores issue the materials.

Non-medical Indent such as stationary items like paper, pen, bucket, etc. would be created by different locations & 

branches.

• Pre-Requisites for the Transaction 

→ Store need to be created for the Accounting unit. 

→ All the respective users need to be get mapped for creation of Indent. 

→ Item category and master should be available for the location. 

• Post Condition of the Transaction

After completion of all levels of approval, the stock will get deduct from the main store and approved indent 

Items issued to the requested user.
Version 5.7 Last Revised On : 01-06-2025

Non Medical Indent – Overview 
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Non Medical Indent – Workflow 
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Role for Non-Medical Indent Transaction under User Management Module 
User Roles mapping
• Creator Role: Indent Creator under Material Management tab
• Approver Role: Store Manager under Material Management tab
• Issuer: Store Manager under Material Management tab

Click on Material 
Management
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Non-Medical Indent Process Flow
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Creation of Transaction
Role: Indent Creator
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Employee Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

9
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To Generate Non-Medical Indent by Indent Creator
Path: MM 2.0  Inventory  Non Medical Indent  Create New

Click on Create New under 
Non Medical Indent 

10
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Select the Store
Fields marked as * are mandatory 

Select the Store
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Select Item Category
Fields marked as * are mandatory 

Select the Item Category
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Select Required Date
Fields marked as * are mandatory 

Select the Required Date
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Search and Select an Item for Indent
Fields marked as * are mandatory 

Search item for Indent
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Search and Select an Item for Indent 

Select item 
for Indent

User can search items 
based on search criteria

15
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System have the provision to “Download Generic Template” and “Upload” items 
in bulk. User can add item individually by clicking on “Add” button.

User can add item individually  
by clicking  on “ADD”  button. 

“Download Generic Template” 
and “Upload” items in bulk. 

16
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Click on Submit

Enter the Notings and Click on Submit
Fields marked as * are mandatory 

Enter Notings

17
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Indent No. generated successfully

18



Approval of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

20

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

21
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Indent pending for approval
Path: MM 2.0  Task List  Indent  Pending for Approval

Click on Pending For 
Approval under Indent

22
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Indent Approval Process 

Click on 
Indent No.

23
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Search Issue Item Code
Fields marked as * are mandatory 

Search Issue 
Item Code

24
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Select Item Code 

Select the 
Item Code 

25
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Enter Approved Qty

Enter 
Approved Qty

26
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Click on Approve

Enter the Notings and Click on Approve
Fields marked as * are mandatory 

1.Approve -To approve the Indent. 
2.Send Back - To send the Request back to Indent Creator. 
3.Back – To move back to List Page 

27
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Indent No. Approved Successfully

28



Issuance of Transaction
Role: Store Manager
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

30

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

31
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Indent pending for Issuance
Path: MM 2.0  Task List  Indent  Pending for Issuance

Click on Pending For 
Issuance under Indent

32
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Indent Issuance Process 

Click on 
Indent No.

33
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Select Batch Price 
from drop down

Select Item Batch Price
Fields marked as * are mandatory 

34
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Enter Issue 
Quantity

Enter Item Issue Qty.
Fields marked as * are mandatory 

35
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Click on Issue

Enter the Notings and Click on Issue
Fields marked as * are mandatory 

Issue - The material will get Issue and stocks can be 
dispatch to the requested location. 
Back - Navigate to the task list 

36
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Indent No. Issued successfully

37



Check List
Role: Indent Creator/ Store Manager
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To Check Records of Generated Non Medical Indent
Path: MM 2.0  Inventory  Non Medical Indent  List

Click on List under 
Non Medical Indent
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Search Indent No. and Select Indent No.

Click on 
Indent No.

40
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Click on Print

Check Record of Non Medical Indent 

41
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Print View

42



Generate Report
Role: Indent Creator/Store Manager/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter User Name 
and Password

Click on Log In

44

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0
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Click on MM Reports 
under Reports 

To check Non-Medical Indent Report
Path: MM 2.0  Reports MM Reports 
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Click on Stock 
/Inventory 

To check Non-Medical Indent Report click on Stock/Inventory
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Click on Item wise Non-
Medical Indent Report 

Click on Item wise Non-Medical Indent Report

48



Version 5.7 Last Revised On : 01-06-2025

Click on View PDF /  View Excel

Select parameters to download report 
From Date & To Date/Region/State/Location Type/Location/Item Category/ 
Item Sub Category/Generic/Item
Report can be downloaded in Excel or pdf format 
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-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.

Notes

50
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Invoice



Agenda

2

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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GRN is created against delivery challan. Supplier sends the invoice ,which needs to be registered against ESIC purchase

Order. This is required, so as to map the Invoice to Purchase order and Goods receipt note and thereby making the

payment process smoother. The Accounting units has to register the Invoice for payment to the suppliers.

Types of Invoice

1. With PO Material

2. With PO Services

3. Without PO

3Version 5.7 Last Revised On : 01-06-2025

Invoice – Overview 
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Invoice – Workflow 

4
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Role for Invoice Transaction under User Management Module 
User Roles mapping
• Creator Role: Invoice Creator under Material Management tab
• Approver Role:  invoice Verifier under Material Management tab

Click on Material 
Management



6

Invoice Process Flow

Version 5.7 Last Revised On : 01-06-2025



Creation of Transaction
Role: Invoice Creator

Version 5.7 Last Revised On : 01-06-2025 7
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Invoice Creator Login through myesic.esic.gov.in or gateway.esic.gov.in

8

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/


Version 5.7 Last Revised On : 01-06-2025

Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

9
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Click on 
Create New

To Generate Invoice by Invoice Creator
Path: MM 2.0  Procurement  Invoice  Create New
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Select Invoice Type from drop down
Fields marked as * are mandatory 

11

Select Invoice type 
from drop own

Notes: -
1. User will select With PO material invoice type when they have created Purchase Order no. for Materials.
2. User will select With PO Service invoice type when they have created Purchase Order no. for Medical 
and Non-Medical service items. 
3. User will select Without PO invoice type when they have not created any Purchase Order no. 
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Enter Invoice Ref No. and Invoice Date
Fields marked as * are mandatory 

12

Enter Invoice 
Ref. No.

Enter Invoice  
Date
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Search the PO No.
Fields marked as * are mandatory 

13

Search the PO No.
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Search the Purchase Order by searching criteria

Select the PO 
No. from the list

14
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Click on 
Add Details

Click on Add Button to add GRN Details

15
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Select the GRN No. and Click on Include

Select the GRN No.

Click on Include

16
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Enter Item Details

17

Enter the 
Item Details
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Enter the Tax Details

18

Enter the Tax Details
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Enter the Notings and Click on Submit 
Fields marked as * are mandatory 

Click on Submit

19
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Click on OK

Click on Ok to proceed

20
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Invoice No. generated successfully

21



Approval of Transaction
Role: Invoice Verifier

Version 5.7 Last Revised On : 01-06-2025 22
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Invoice Verifier Login through myesic.esic.gov.in or gateway.esic.gov.in

23

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

24
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Click on Pending for 
Approval under Invoice

Invoice pending for approval
Path: MM 2.0  Task List  Invoice  Pending for Approval
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Invoice verification by Invoice Verifier

Click on Invoice 
No. under the list
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User can forward for 
Finance Concurrence

Final Approver can approve the request without forwarding for concurrence 
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User can Approve 
/Forward the Request

Final Approver can approve the request without forwarding for concurrence
Fields marked as * are mandatory  

Approve- The transaction will get Approve. 
Send Back- It will send back to previous level for re-verification 
Reject- It will reject completely and creator will create new Invoice. 
Back- Navigate to the task list.
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User forward for 
Finance Concurrence

Select ‘Yes’ for Finance Concurrence 
Fields marked as * are mandatory 
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Select ‘Yes’ for Finance Concurrence then Enter the Notings and click on 
Forward Fields marked as * are mandatory 

Click on Forward
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Click on OK

Click on Ok to proceed

31
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Invoice No. successfully sent for Concurrence

32



Invoice Concurrence of Transaction
Role: Finance DA/ Finance SO/ Finance HOB

Version 5.7 Last Revised On : 01-06-2025 33
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Finance DA Login through myesic.esic.gov.in or gateway.esic.gov.in

34

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

35
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Click on Pending  for 
Approval under Invoice

Invoice pending for approval
Path: MM 2.0  Task List  Invoice  Pending for Approval
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Click on Invoice 
No. under the list

Invoice No. Concurrence by Finance DA
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Finance DA checks Invoice Request
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Click on Check

Enter the Notings and Click on Check 
Fields marked as * are mandatory 

Check- The transaction will proceed to FA-SO for further action 
Back- Navigate to list Page 



Version 5.7 Last Revised On : 01-06-2025

Click on OK

Click on Ok to proceed

40
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Invoice No. checked successfully

41
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Finance SO Login through myesic.esic.gov.in or gateway.esic.gov.in

42

Enter User Name 
and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

43
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Click on Pending for 
Approval under Invoice

Invoice pending for approval
Path: MM 2.0  Task List  Invoice  Pending for Approval
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Click on Invoice 
No. under the list

Invoice No. Concurrence by Finance SO
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Finance SO verify Invoice Request
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Click on Verify

Enter the Notings and Click on Verify 
Fields marked as * are mandatory 

Verify-T he transaction will verify and proceed to FA-HOB for further action. 
Send Back: The Request will send back to the Finance DA.
Back- Navigate to the List page 
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Click on OK

Click on Ok to proceed

48
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Invoice No. verified successfully

49
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Finance HOB Login through myesic.esic.gov.in or gateway.esic.gov.in

50

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

51
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Click on Pending for 
Approval under Invoice

Invoice pending for approval
Path: MM 2.0  Task List  Invoice  Pending for Approval
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Click on Invoice 
No. under the list

Invoice No. Concurrence by Finance HOB



Version 5.7 Last Revised On : 01-06-2025 54

Finance HOB approve Invoice Request
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Click on Approve

Enter the Notings and Click on Approve 
Fields marked as * are mandatory 

Approve- The transaction will Approve and proceed to Final Approver for further action. 
Send back- It will send back to previous level for re-check. 
Return- It will return to Creator for further action. 
Back- Navigate to the List page 
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Click on OK

Click on Ok to proceed

56
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Invoice No. approved successfully

57



Check List
Role: Invoice Creator/ Invoice Verifier

Version 5.7 Last Revised On : 01-06-2025 58
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

59

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

60
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Click on List

To Check Records of Generated Invoice
Path: MM 2.0  Procurement  Invoice  List
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User can search Invoice No. 
based on search criteria

Search Invoice No. with searching Criteria and Click on Invoice No.

Click on 
Invoice No.
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Check Record of Invoice
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Click on Print

Click on Print 
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Print View



Generate Report
Role: Invoice Creator/ Invoice Verifier/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

67

Click on Log In

Enter User Name 
and Password

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

68
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Click on MM Reports 
under Reports 

To check Invoice Report
Path: MM 2.0  Reports MM Reports 
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Click on MM 
Transaction Report

To check Invoice Report click on MM Transaction Report
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Click on Supplier Wise 
Invoice Registration

Click on Supplier Wise Invoice Registration
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Select parameters to download report 
From Date & To Date/ Region/ State/ Location Type/ Location/ Stores/ PO/ 
Supplier Report can be downloaded in pdf and Excel format 
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Supplier Wise Invoice Registration – PDF Format  
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Supplier Wise Invoice Registration – Excel Format  
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Notes:

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.
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Master Screen for Mapping Institution with Region

For

Group B & C Nursing & Para Medical 
Intra Region Medical & Non- Medical



1. Overview

2. User Roles under user management module

3. Process flow with Screen Shots

4. Notes 

Agenda
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Overview

 Purpose of this implementation is system should have provision to mapping institution with region and decide who will 

be the transfer authority accordingly and also enable the window for certain cadre accordingly.

 Transfer is a process of placing employees in positions where they are likely to be more effective or where they get more 

job satisfaction. It is a process of employee’s adjustment with the work, time and place. Transfer may also be made as a 

disciplinary action.

 There is a well-structured transfer policy in organizations where an employee may be transferred either because of the 

needs of the organization or at their own request.

 Current Scope of the Online Portal

 System have provision for employees to apply for transfer and provide their choice of location.

 The request will be further moved to different roles for verification and approval as per the workflow define in system.

Version 5.7  Last Revised On : 01-06-2025 3



Workflow

Start ESIC Employee Login Apply for Options

Submit

Version 5.7  Last Revised On : 01-06-2025 4



To grant or revoke roles, Go to ERP Application  User Management

Version 5.7  Last Revised On : 01-06-2025

Click on User Management

5



Search employee

Version 5.7  Last Revised On : 01-06-2025

Enter Employee No.

Click on Search

Note: User can search the employee  through different search criteria

6



Select employee

Version 5.7  Last Revised On : 01-06-2025

Click on Action button to  

grant or revoke the roles 

7
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User Roles mapping
• HQ Med. 6 under HRMS tab [For Medical User (Intra Region)]

Click on HRMS

User Roles for Mapping or Enabling the request under User Management Module 
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User Roles for Mapping or Enabling the request under User Management Module 

User Roles mapping
• HQ Est.2 HOB under HRMS tab [For Non – Medical User (Intra Region)]

Click on HRMS



For Medical User 



User needs to Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In

Version 5.7  Last Revised On : 01-06-2025 11
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0

Version 5.7  Last Revised On : 01-06-2025 12
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To Enable Option for Request  Administration  Master Screen for Mapping Institution with Region

Click on Create New 
under Master Screen for 

Mapping Institution 
with Region

• [For Medical User (Intra Region)]
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Master Screen for Mapping Institution with Region ( Intra Region) 
• Table (Cadre Type - Medical) – Only Medical data will be reflected
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To Enable Option for Request  Select Cadre

Select Accounting Unit

Select  
Transferring 

Authority

Select Cadre Name 
from Checkbox

Select Start Date & End Date for 
“ Call for Options”

Select Start Date & End Date for 
“Request Withdraw Option”
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To Enable Option for Request  Submit

Click on OK

Click on Submit



Version 5.7  Last Revised On : 01-06-2025 17

To Enable Option for Request  Data Saved Successfully



Intra Region Transfer 

(Process flow)
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Employee Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In

Version 5.7  Last Revised On : 01-06-2025 19
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Employee requests for Option for Request Nursing/ Paramedical (Intra Region)
 Create New  At Employee Level

Version 5.7  Last Revised On : 01-06-2025 21

Click on Create 
New



Employee fills all the required information for transfer 

Version 5.7  Last Revised On : 01-06-2025 22

User selects different 
locations from dropdown

Upload Supporting 
Document

Select the criteria for 
compassionate grounds by 

clicking on checkbox



Upload the Document (Upload File Functionality )
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Click on “Browse” button and 
upload the PDF File.



Click on OK to proceed (On clicking submit button, pop up will be displayed)
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Click on “OK” button to proceed



Transfer No. generated successfully (On submission, pop up will be displayed )
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Workflow

Version 5.7  Last Revised On : 01-06-2025 26

Start
Employee 
Transfer Request Transfer DA Transfer HOB

Stop

Employee 
List Page

Transfer HOA



Employee Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Employee List Page
Path: HRMS 2.0  ESS Option for Request (Intra Region)  List

Version 5.7  Last Revised On : 01-06-2025 29

User will click to view 
requests received

Click on List



Clicks on Request no. to view the details

Version 5.7  Last Revised On : 01-06-2025 30

User will click on transfer 
request no. to view the details

Select with the criteria 
and click on Get Details



Employee checks the transfer request and can Withdraw the request

Version 5.7  Last Revised On : 01-06-2025 31

Click on 
Withdraw



Transfer DA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRSM 2.0
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Option for request Pending with Transfer DA
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer DA
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer DA click on Request no. to view the details
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Click on transfer request no. 
to view further details



Transfer DA checks the transfer request

Version 5.7  Last Revised On : 01-06-2025 37

Enter Noting & Click 
on Submit
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Transfer DA click on OK to proceed with the request

Click on OK to 
proceed



Request successfully approved by Transfer DA

Version 5.7  Last Revised On : 01-06-2025 39



Transfer HOB Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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http://www.myesic.esic.in/
http://www.gateway.esic.in/


Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer HOB click on Request no. to view the details
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Click on transfer request no. 
to view further details



Transfer HOB approve the transfer request
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Enter Noting and can 
Approve / Reject/ Back



Transfer HOB click on OK to proceed with the request
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Click on OK to proceed



Transfer Request approved successfully by Transfer HOB
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Transfer HOA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer HOA
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer HOA click on Request no. to view the details
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Click on transfer request no. 
to view further details



Transfer HOA approves the transfer request
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Enter Noting and can 
Approve / Reject/ Back



Transfer HOA clicks on OK to proceed with the request
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Click on OK to proceed



Transfer Request approved successfully by Transfer HOA
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Transfer Request approved successfully by Transfer HOA and Pending with Transfer Committee
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Pending with 
Transfer Committee



For Non - Medical User 



User needs to Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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To Enable Option for Request  Administration  Master Screen for Mapping Institution with Region

Click on Create New 
under Master Screen for 

Mapping Institution 
with Region

• [For Non - Medical User (Intra Region)]
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Master Screen for Mapping Institution with Region ( Intra Region) 
• Table (Cadre Type : Non - Medical) – Only Non - Medical data will be reflected
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To Enable Option for Request  Select Cadre

Select Accounting Unit

Select  
Transferring 

Authority

Select Cadre Name 
from Checkbox

Select Start Date & End Date for 
“ Call for Options”

Select Start Date & End Date for 
“Request Withdraw Option”
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To Enable Option for Request  Submit

Click on OK

Click on Submit
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To Enable Option for Request  Data Saved Successfully



Intra Region Transfer 

(Process flow)
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Employee Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Employee requests for Option for Request (Intra Region)
 Create New  At Employee Level
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Click on Create 
New



Employee fills all the required information for transfer 
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User selects different 
locations from dropdown

Select the criteria for 
compassionate grounds by 

clicking on checkbox



Upload the Document (Upload File Functionality )
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Click on “Browse” button and 
upload the PDF File.



Click on OK to proceed (On clicking submit button, pop up will be displayed)
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Click on “OK” button to proceed



Transfer No. generated successfully (On submission, pop up will be displayed )
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Workflow 
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Start
Employee 
Transfer Request Transfer DA Transfer HOB

Stop

Employee 
List Page

Transfer HOA



Employee Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Option for request Pending with Transfer DA
Path: HRMS 2.0  Task List 
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Click on List



Clicks on Request no. to view the details
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User will click on transfer 
request no. to view the details

Select with the criteria 
and click on Get Details



Employee checks the transfer request and can Withdraw the request
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Click on 
Withdraw

30



Transfer DA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRSM 2.0
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Option for request Pending with Transfer DA
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer DA
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer DA click on Request no. to view the details
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Click on transfer request no. 
to view further details



Transfer DA checks the transfer request and clicks on OK to proceed
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1.  Enter Noting & 
Click on Submit

2. Click on OK to 
proceed



Request successfully approved by Transfer DA

Version 5.7  Last Revised On : 01-06-2025 85



Transfer HOB Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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http://www.myesic.esic.in/
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0

Version 5.7  Last Revised On : 01-06-2025 87



Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer HOB click on Request no. to view the details
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Click on transfer request no. 
to view further details
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Transfer HOB checks the transfer request and clicks on OK to proceed

1. Enter Noting and can 
Approve / Reject/ Back

2. Click on OK to 
proceed



Transfer Request approved successfully by Transfer HOB
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Transfer HOA Login through myesic.esic.gov.in or gateway.esic.gov.in

Enter the User Name 
and Password

Click on Log In
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Go to ERP Application  HRMS 2.0

Click on HRMS 2.0
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Option for request Pending with Transfer HOB
Path: HRMS 2.0  Task List 
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Click on Task List



Option for request Pending with Transfer HOA
Path: HRMS 2.0  Task List Option for Request  Pending For Approval
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User will click to view 
requests received



Transfer HOA click on Request no. to view the details
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Click on transfer request no. 
to view further details



Transfer HOA checks the transfer request and clicks on OK to proceed
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2. Click on OK to 
proceed

1. Enter Noting and can 
Approve/Reject/Back



Transfer Request approved successfully by Transfer HOA
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Transfer Request approved successfully by Transfer HOA and Pending with Transfer Committee
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Pending with 
Transfer Committee



 List : All past and present records are available under List option for the transaction on search.

 Task List : All the pending request will be available for the logged in user under Task List for all transactions.

 Audit Trail (Noting History): Application stores and display the workflow for any request with defined noting's under

Noting History.

 Search option : Wide range of filtering criteria are provided under List Option to search any transaction.

Notes
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Thank You



Purchase Return



Agenda

2

1. Overview

2. Workflow

3. User Roles under User Management

4. Process flow

5. Generate Report

6. Notes 
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The Locations can perform this transaction by returning the rejected goods to the supplier due to damages, poor in 

quality etc. This is linked to the physical verification of goods supplied by the supplier to the ESIC premises. 

• Conditions for the Transaction 

- Store has to create for the Location. 

- User needs to mapped in store purchase group details. 

- GRN has to be created and the good has be physically verified and rejected some of the quantity because of the               

quality issues or breakages etc.

3Version 5.7  Last Revised On : 01-06-2025

Purchase Return – Overview 
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Purchase Return – Workflow 

4
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Role for Purchase Return Transaction under User Management Module 
User Roles mapping
• Creator Role: Purchase Return Creator under Material Management tab
• Approval Role: Purchase Return Verifier under Material Management tab

Click on Material 
Management



6

Purchase Return Process Flow

Version 5.7  Last Revised On : 01-06-2025



Creation of Transaction
Role: Purchase Return Creator
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Store Incharge Login through myesic.esic.gov.in or gateway.esic.gov.in

8

Enter User Name 
and Password

Click on Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

9
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Click on 
Create New

To Generate Purchase Return by Creator
Path: MM 2.0  Inventory  Purchase Return  Create New
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Select Item Category from drop down
Fields marked as * are mandatory 

Select the 
Item Category
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Search the 
GRN No.

Search the GRN No.
Fields marked as * are mandatory 

Select the 
GRN No.
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Click on Add Row

Select Purchase Return Date and add Item Summary
Fields marked as * are mandatory 

Select Purchase 
Return Date
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Select Item Name

Select an Item and Click on Include

Click on 
Include
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Click on  Submit

Enter Returned Qty., Notings and Click on Submit
Fields marked as * are mandatory 

Enter 
Returned Qty.
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Click on  OK

Click on Ok to proceed
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Purchase Return No. generated successfully



Approval of Transaction
Role: Purchase Return Verifier
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Store Manager Login through myesic.esic.gov.in or gateway.esic.gov.in

19

Enter User Name 
and Password

Click on 
Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

20
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Click on Pending 
for Approval under 

Purchase Return

Purchase Return pending for approval
Path: MM 2.0  Task List  Purchase Return  Pending for Approval
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Purchase Return approval by Store Manager

Click on Purchase 
Return Request No. 
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Click on Approve

Enter the Notings and Click on Approve
Fields marked as * are mandatory 

Approve: The transaction will get Approve. 
Send back: It will send back to Creator.  
Reject: It will reject  completely and creator will create 
a new Purchase Return.
Back: Navigate to the task list.
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Purchase Return No. approved successfully



Check List
Role: Purchase Return Creator/ Purchase Return Verifier
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

26

Enter User Name 
and Password

Click on 
Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

27
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Click on List

To Check Records of Generated Purchase Return
Path: MM 2.0  Inventory  Purchase Return  List
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Click on Purchase 
Return Request No.

Search Purchase Return No. with searching Criteria and Click on Request No.

User can search 
Purchase Return 
based on search 

criteria
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Check Record of Purchase Return



Generate Report
Role: Purchase Return Creator/Purchase Return Verifier/HOA/Director General
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User Login through myesic.esic.gov.in or gateway.esic.gov.in

32

Enter User Name 
and Password

Click on 
Log In

http://www.myesic.esic.in/
http://www.gateway.esic.in/
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Go to ERP Application Materials Management 2.0

Click on Materials 
Management 2.0

33
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Click on MM Reports 
under Reports 

To check Purchase Return Report
Path: MM 2.0  Reports MM Reports 
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Click on Stock 
/Inventory

To check Purchase Return Report click on Stock/Inventory
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Click on Purchase Return 
to Supplier Report 

Click on Purchase Return to Supplier Report
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Select parameters to download report 
From Date & To Date/ Region/ State/ Location Type/ Location/ Stores/ Item 
Category/ Supplier/ GRN Number
Report can be downloaded in pdf and Excel format 



Version 5.7  Last Revised On : 01-06-2025 38

Notes

-List : All past and present records are available under List option for the transaction on search.

-Task List : All the pending request will be available for the logged in user under Task List for all transactions.

-Audit Trail (Noting History) : Application stores and display the workflow for any request with defined noting’s 

under Noting History.

-Search option : Wide range of filtering criteria are provided under List Option to search any transaction.



Thank You


