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                                                     Mobile Advance 

A. Initiator 
 

1. Maintain IT0589(Subtype 7040) & Tax Code is ZMOB of User. Maintain 

approvers in table ZRGTHRT_USR_APRV with variant ZMOB 

 
 

2. Log in ESS portal. 
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3. Go to My services-> Claim Submission/Reimbursment-I-> 

 

 
 

 

 

 

 

 

 

4. Click On Create-> Select Reimbursement type (Mobile Reimbursement)-> 

Request type (Advance). 
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5. Filled the required field & Upload attachment. 

 
 

 
 

6. Upload Attachment  

 

a. Click on Upload. Attachment is mandatory 

b. Click on Choose file, then Select PDF & Click on Ok. 
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7. Click On Next-> Click On Next-> Request submitted successfully  

 

 

 
 

B. 1st Approver 

 
1. Log In ESS (1st Approver) 

 
2. Click on my team services-> Search As Claim Approval->  
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3. Select entry. 

a. If 1st approver wants to download the PDF document, then click on edit. 
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b for Approve this request click on Set as approve, for reject this request 

click on sent as reject. 
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4. Click on Next-> Click on Next-> Request Approve Successfully. 

 

 

 
 

 

 

 

C. 2nd Approver 
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1. Log In ESS Portal. 

 
 

2. Click on My Team Services-> Search as Claim Approval 
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3. Select one record for approval. 

a. Click on Set approve status for approval, or click on set reject status for 

rejection. 

b. If wants to display request, click on display request. 

c. If wants to download PDF then click on display & click on download. 
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4. Click on next after select set status approve-> Click on next-> Request 

approve successfully. 
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D. Go To SAP GUI. 
 

1. Run T code HRPBSIN_AC_INFU to update ESS approved data into 

IT0267. 

 
2. Click on Today-> Maintain Personnel number-> Click on Infotype- Update 

Mode (User Interaction)-> Click on Execute. 
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3. Select line item & Click on Update infotype. 

 

 
 

4. Check data of IT0267 
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Note: - On the time of execution of HRPBSIN_AC_INFU Tcode Payroll 

control record should be on EXIT mode. 
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Claim against advance  
1. Go to ‘claim against advance’ option in dropdown and follow the same 

procedure for adjustment of advance 

2. Relevant wage type has to be maintained by dealing officer. 

 

 

 

Mobile Claim 
 

A. Initiator 

 

1. Maintain IT0589 Subtype 7040 in SAP GUI. 

 
2. Log In ESS Portal. 
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3. Click on My Services-> Search Claims Submission/Reimbursement – 

India. 
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4. Click on Create-> Select Reimbursement Type as Mobile 

Reimbursement-> Select Request type as Claim. 

 

 

 
 

 

5. Filled out required fields-> Click on Upload for uploading PDF DOC-> 

Click on choose file upload file then click OK. 
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6. Click on Next-> Click on Next for submitting of request. 
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B. 1ST Approver 

 

1. Log In ESS Portal. 

 
 

2. Click on My Team Services-> Search as Claim Approval India. 
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3. Click on Set Approve Status for approval & Set Reject Status for 

rejection. 

For check document click on Display Request & click on download for 

PDF Doc. 

 
 

 



                                    User Manual Of Mobile Reimbursement 

 
 

4. Click on Next-> Then Next for approve this. 
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C. 2nd Approver 

 

1. Log In ESS Portal. 

 
 

2. Select My Team Services-> Search as Claim Approval India. 
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3. A. Select Data that want to approve. 

B. Click on Set Approve Status for approval or Click on Set Reject 

Status for rejection. 

C. To download data click on Display Request & Click on Download 

for PDF Doc. 
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4. Click on Next-> Then Next to Approve this request. 

 

 



                                    User Manual Of Mobile Reimbursement 

 
 

D. Go To SAP GUI. 

 

1. Run T code HRPBSIN_AC_INFU to update ESS approved data into 

IT0267. 

 
 

2. Click on Today-> Maintain Personnel number-> Click on Infotype- 

Update Mode (User Interaction)-> Click on Execute. Choose request 

type as Claim 
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3. Select line item & Click on Update infotype. 

 

 
 

4. Check data of IT0267. 
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Note: - On the time of execution of HRPBSIN_AC_INFU Tcode Payroll 

control record should be on EXIT mode. 
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Wage types available 

 

 

  
Wage 
Type 

Wage Type Text 
Infotypes 
Applicable 

GL Type Purpose 

7040 
Mobile 
Reimbursement 

0589,0015, 
0267 

11000060 
Payment To Pay the Reimbursement Amount 

2625 Mobile Advance 0015, 0267 11000060 Payment To Pay Advance Amount 

3135 
Mobile Advance 
Recovery 

0014,0015,0267 11000060 
Deduction Advance to repay back if not utilized 

3465 
Buyback Mobile 
Dedn 

0014,0015,0267 11000060 
Deduction- 
maintain 
manually 

Buyback amount if employee retires/ 
transfers /remaining balance pending 

 
 

   
  

  
 

 

Validation put 

 

1. Automatic checking of grade wise ceiling at time of application 

2. The grade to determine the ceiling amount will be taken as the grade on the application 

date 

3. Attachment will be mandatory 

4. Application can be made only once in two years irrespective of amount claimed. 

Remaining amount will get lapsed 

5. Laterally recruited executives at the E2 grade or below will become eligible for the scheme 

upon confirmation of their service. An executive whose resignation is under process and an 

Executive who is on unauthorized absence and/ or absconding will not be eligible to avail of 

this facility under this Scheme – Wage type 0033 subtype 0003 is to be maintained for 

ineligible executives. 

6. Advance & claim will get updated in off-cycle. Claim against advance needs to be maintained 

in info-type by dealing officer. 

 

 

 

 

 

 


