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1. Document Overview 

This training document provides step by step instructions to update employee’s master data using My Profile 

application. 

Process Name: My Profile application 

Prerequisites: 

 Employee’s master data should already exist. User can then update the information using My Profile 

application. 
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2. Process Description 

 
Users should use My Profile application to update changes to below: 
 

1. Present Address  

2. Emeregency Address  

3. Email Id 

4. Mobile Number 

5. Bank Account Number 

6. Bank IFSC Code 

7. Dependent details 
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3. Step by step process to update master data using My Profile application 
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3.1 Step 1 – Login 

Enter employee id and password. Default password will be shared with users. User needs to enter the 
default password and login. Click on Continue button to login.
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User can reset their password by clicking on ‘Forgot Password’ button. They can check their email for 
further instructions to reset their password. 
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3.2 Step 2 – Go to My Profile application 

Click on ‘Display’  ‘My Profile’. 
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3.3 Step 3 - Review header data 

 
Employee details will appear automatically in the header section 
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3.4 Step 4 – Review Personal data 

Employee’s personal details can be found in ‘Personal Details’ section. Data will appear automatically based 

on information that is stored in master data. This is non-editable. 
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3.5 Step 5 – Review Address Details 

Employee’s address details can be found in ‘Address’ section. Existing details will appear automatically. 

User can click on ‘Edit Address Details’ button and update their address.  
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3.5.1 Permanent Address 

User cannot update Permanent address using My Profile application, hence data is non-editable here. 
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3.5.2 Domicile Address 

User cannot update Domicile address using My Profile application, hence data is non-editable here. 
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3.5.3 Present Address 

User can update their Present address. This section becomes editable after clicking on ‘Edit Address Details’ 

button.  

 

User needs to update their new address here. 

 



 

16 
 

3.5.4 Emergency Address 

User can update their Emergency address. This section becomes editable after clicking on ‘Edit Address 

Details’ button.  

 

 

User needs to update their Emergency Address here.  

 

Note – ‘Employee with Company’ should be marked as Yes, if emergency contact was with NHPC. In such a 

case, please provide Employee ID.  
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3.5.5 Supporting Documents 

Supporting documents for Present and Emergency address update needs to be provided in ‘Supported 

Document’ section. 

 

Upon approval, new address will get updated in employee master data. 
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3.6 Step 6 – Review Communication Details  

User can click on ‘Manage Communication Details’ button and update their communication info.  

 

User can update: 

 Email Id 

 Mobile number 

 

Once done, user should click on Submit button. Request will be automatically triggered for approval. Upon 

approval, updated information will get updated in employee master data. 
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3.7 Step 7 – Review Bank Details  

User can click on ‘Edit Bank Details’ button and update their Bank info. 

 

User can update: 

 IFSC Code 

 Bank Account number 

Once done, user should click on Submit button. Request will be automatically triggered for approval. Upon 

approval, updated information will get updated in employee master data. 
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3.8 Step 10 – Review Dependent Details 

User can click on “Edit Dependent Details” button to remove dependent details in the event of death or for 

any other applicable reason. User needs to connect with HR to ‘Add’ Dependent details. 

 

 

Below dependents are applicable to be updated. 

 Spouse 

 Child 

 Adopted Child 

 Father 

 Mother 

 Father In Law 

 Mother In Law 

 Brother 

 Sister 

 Others 

 

 

For example – If user would like to remove Mother as their dependent, they should select the checkbox and 

click on Delimit button. 

 

Below screen will appear. All existing details will appear based on stored master data. User needs to select: 

 

 Reason for Leaving – Please fill reason for removing the dependent from drop down 

 Date – Please fill the date effective when the dependent needs to be removed 
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To select Reason for Leaving, user needs to click on drop down. User should choose the applicable reason. 

 

 

To select Date, user needs to click on the small button and choose the applicable date.  
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Once done, user need to click on ‘Save’ button. 

 

 

 

 

User can also proceed with CMO Approval to add a special child for the REHS Card. To do this user needs 

to first click on checkbox and ‘Edit / Delimit’ button.

 

 

Below screen will appear. Child related details that is stored in master data will be displayed. 
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To remove a Child as Dependent, user needs to mark Delimit field as ‘Yes’. 

 

To mark CMO approval for special child, user need to tick the ‘Rehs Cmo Confirmed’ checkbox. 

 

 

When user is ready to submit request, they should click on Submit button at the bottom of the screen.  

Once the request is approved, the updated information will be reflected in the Employee Master Data. 
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3.9 Step 11 – Approval 

Upon Submission, the request will be automatically triggered for approval. If there is already a request under 

approval process, below message can be expected. Where employee can able to see their approver name 

and Employee Number. 

 

 

 

 

***** Thank You ***** 


