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1 Introduction 

Employee Self Service (ESS) empowers employees to view, create and maintain their own HR related 
data anytime, anywhere, via web-based technology and functionality in the Enterprise Portal. ESS is 
an effective means for providing real-time access and data maintenance capabilities to the source, or 
owner of the data and to off-load many of the data entry and related employee service activities that 
may be typically performed in a company's human resources, payroll, benefits, and other sub modules 
of HR. 

 Document Audience 

The intended audiences of this document are: 

1. HR & Payroll Administration core team members 

2. Key/process users of PA 

 Document Objective 

Purpose of this manual is to provide documentation to guide users for their job through ESS portal in 
ERP. This manual details the step-by-step procedures / process flow to perform relevant services 
that are relevant to users in SAP ESS [Employee Self Service] system. This manual includes: 

 An overview of SAP Enterprise Portal. 

 To Provide how to fetch Report for Laptop Assetization in SAP 

2 Terminology 

The following terms have been used in the compilation of this document 
 

Term / Abbreviation Legacy Term Description 

SAP ECC, EHP 8 Nil Basically refer to the SAP core system with slight variances 

in definition 

EHP 8 Nil Enhancement Packs. SAP releases enhancement packs 

aimed at including extra functionality. Often in HR, the 

added functionalities of these enhancement packs are 

country specific. At time of writing the current SAP EHP 

version was EHP8 

Finance (FI) Accounting The financial accounting module in SAP 

Controlling (CO) Accounting The management accounting module in SAP 
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Term / Abbreviation Legacy Term Description 

Material Management 

(MM) 

Purchasing 

and inventory 

The purchasing and inventory management module in SAP 

Production Planning Production 

Planning 

The Production Planning module in SAP 

Personnel 

Administration(PA) 

Master data HR Submodule in which employee master data is 

maintained 

Organizational 

Management(OM) 

Org Structure HR Submodule in which organizational structure and 

reporting hierarchy is maintained. 

Time 

Management(TM) 

Time 

Management 

HR Submodule in which employee time management is 

done. 

Payroll(PY) Payroll HR Submodule in which employee payroll calculation is 

done. 

Recruitment(Rec) Recruitment HR Submodule in which recruitment activity is done. 

E-Separation(e-Sep) Resignation/E 

xit process 

HR Submodule in which employee final exit process related 

solution is given. 

Employee Self 

Service/Manager Self 

Service ( ESS/MSS) 

Employee 

self-service of 

CoalNet 

HR Submodule where employee self-service activity is 

done. 

Personnel 

Development ( PD) 

Training & 

Development 

HR Submodule where Learning service Organization, 

Training and event management activity is done. 

Learning Service 

Organization( LSO) 

Training & 

Development 

LSO stands for Learning service organization, it’s the higher 

version of Training and event module. 

BPC NA Business Planning and consolidation software for 

manpower planning and budgeting . 

CL-IN NA HR Submodule of Payroll for Claims India Solution 

BBP NA Business Blue Print 

BPML NA Business Process Master List 
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Term / Abbreviation Legacy Term Description 

FI-TV NA Finance Module: Travel & Expense Management 

EIS EIS Coal India Executive Information System 

HRMS HRIS/HRMS Coal India Human Resource Management System 

VC/DC/SC VC/DC/SC Vigilance Clearance/ Departmental Clearance/ Safety 

Clearance 

EP NA Enterprise Portal SAP 

SPR SPR Special Performance Report 

BADI NA ‘Business Addins’ used for enhancement via ABAP 

LSMW NA SAP Legacy System Migration workbench – A solution for 

bulk upload of data in SAP . 

3 Icon List/Legends 

Icon List /Legends 
 

Icons Description 

 

 Create 
 

 Save Draft 
 

 Edit 
 

 Display 
 

 Delete 

 

4 Medical Reimbursement Report 

FI Team or Related Personnel will be able to Login SAP Screen and can fetch the Laptop Reimbursement 

Report for Assetization by entering into the T-Code ZHCM_MED_REIM 



Strictly Confidential and Intellectual Property of Coal India limited, 2020 Page 6 of XXX  

 

 

 

End User Document 
 

 

HUMAN CAPITAL MANAGEMENT 

Business Process: Payroll 

 Required Fields 
 

Date 

Personnel Number 

Company Code 

Personnel Area 

Personnel Sub Area 

Employee Group 

Employee SubGroup 

Request Creation Date 

Approve/Reject Date 

Reference Number 

Reference Status 

 Procedure 

 Medical Reimbursement Report 

 Enter User ID and Password to enter into SAP Portal 
 

 

Enter T-code: ZHCM_MED_REIM 
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Enter the Date and enter the Personnel Number/ Company Code/Pers.Area/Pers.Sub 
Area/Emp. Group/Emp. Sub Group/Request Creation Date/Approve/Reject Date from 
Selection Creteria 
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Click on Execute (F8) to generate the report for the selection criteria given 

 

 
The below Report will be fetched in the system 

 

 
To check the completet details of a record, select the record and click on Details 
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The Records can be stored in local system or can be downloaded in XLS File by clicking on 
Excel icon 
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