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1 INTRODUCTION 

1.1 Objective 
The objective of this document is to provide sufficient information to the user so that he /she can 
access the application and understand the flow of the application with ease. This manual will 
provide the details of the available functionalities in the system an d how to use them. 

 

1.2 Scope 
The scope of this document is to explain the functionalities related to Employer Registration 
Process so that the user can understand and work with ease.  

 

1.3 Intended Audience 
This manual is meant for ESIC  personnel working at HO/RO/SRO/BO and the Employers who are 
covered under the ESIC Scheme.  It is expected that the users of the manual possess the 
knowledge of the actual functions that they perform. This manual only provides the guidelines of 
how to use the system to perform those functions, but not define/prescribe the functions 
themselves. 
 

1.4 Conventions Used 
Some or all of the following format elements are used in this book to distinguish elements of text:  
All Bold text describes  

• Actions performed within the system.  
• Any information should be entered by the user, say 'User Name' and 'Password'  
• Names of keys, buttons or other screen elements are shown on bold type, for example, 

Click on ‘Submit’, ‘Save'. 
Apart from this some other notifications are being used as described below - 
 
2 Note Provides information that emphasizes or supplements important points 

of the main text. 
I Important Note Provides information essential to the completion of the task.  
J Tip Provides information that helps you apply the techniques or procedures 

described in the text to your specific need.  
MCaution Advises you that failure to take or avoid a specified action could result 

in loss of data. 
N Warning Advises you that failure to take or avoid a specified action could result 

in physical harm to you or the application or your hardware.  
 

 
 

2 ABOUT EMPLOYER REGISTRATION  

2.1 Introduction  
 

Employer registration is the first step towards insuring employees coverable under ESIC.  
 
As per ESIC, registration of a factory/establishment with the Employees’ State Insurance 
Corporation is a statutory responsibility of the Employer under Section 2 -A of the Act read with 
Regulation 10-B. The Employer, in respect of a factory/establishment to which the Act applies for 
the first time, is liable to furnish to the appropriate Regio nal Office details within 15 days after the 
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Act becomes applicable, a declaration of registration in Form 01 (Employers’ Registration Form). 
This is obligatory on part of the Employer.  
 

2.2 Purpose 
 

The main purpose of this module is as follows:  
 

   Employer registration by himself  

   Employer registration by ESIC official  

   Submission of employer initiated change request  

   Annual Info return submission by employer  

   Sub unit registration by employer  

   Changing employer status by ESIC offi cial 

   Lock for disabling employer registration  

   Moving a district from one region to another  

   Sub unit registration by ESIC official  

   Cancellation of employer code  

   Display sub unit details for employer 

   Display sub unit details for ESIC official 

   Display employer details for ESIC official  

   Display EMR for ESIC official  

   Display Code allotment register for ESIC official  
 
 

3 LOGIN SCREEN 

3.1 Login for the first time 
Open the application. Click Sign-Up. Enter the user name and password a nd click the Login 
button as shown in the below screen.  
 

3.1.1 Login as Employer 
                   
When employer Logins ….          
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3.1.2 Login as ESIC Official 

 
Fig 3.1 Login Screen 

 
If the user types his username or password incorrectly, t he system will give a message a nd will 
not allow to login.  
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/* the login section has to be modified */ 
 

4 Login Landing Page 

4.1 Login Landing page for Employer 
 

On successful Login by Employer this page is loaded. This landing page includes the sections - 
• Registrations 
• Updations 
• Declarations 
• Contributions 
• Verifications 
• Miscellaneous 
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Registration includes the Links - 
 
• Register with ESIC 
• Register your Employees  
• List of Declaration. 

 
On clicking the “Register with ESIC” link, it navigates to Employer Main Screen. 

     

4.1.1  Employer Main Screen 
 

On clicking the “Register with ESIC” link, it navigates to Employer Main Screen.  If its first time 
Login then, only the Link “Registration of New Unit” will be enabled. 
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4.1.2 Type of Unit 
 
On clicking on “Registration of New Unit” link, it navigates to “type_of_unit.aspx”. This page has 
the provision to select the type of unit  as “Factory with Power” or “Factory without Power”  or 
“Shop/Establishment”.  
 

 
 

After selecting the type of unit, Employer has to click on Submit but ton. 
 

4.1.3 Employer Registration  
               

On Submit button click after selecting the type of unit, the Form01 for Employer Registration will 
be displayed. This Screen includes 4 tabs.  

 
• Unit Details 
• Employer Details 
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• Fact/Estt Details 
• Employee Details 
 

4.1.3.1 Unit Details 
 

On clicking the first tab- “Unit Details”, Screen with first part of Form 01 will be loaded.  In this 
Screen employer has to enter the unit details such as Name of Factory/ Establishment, Address 
of Factory/ Establishment. 

 
View1: 

 

 
       
 
View2: 
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2 Note:  The next tab can be selected only after entering the mandatory fields in the current tab. 
For e.g. “Employer Details” can be selected only after entering all the mandatory details under 
Unit Details tab. This is applicable for all the 4 tab s. 
 
 If the user clicks on second tab without en tering the mandatory fields in the first tab, user will get 
the screen with validation errors as in below figure. 
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4.1.3.2  Employer Details 
    

On clicking the second tab- “Employer Details”, Screen with second p art of Form 01 will be 
loaded.  In this page the bank account details, Nature of work, license details etc have to be 
entered. 
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Only after entering the entire details (at least mandatory fields) user is allowed to go to next tab - 
“Fact/Estt Details” 
 

4.1.3.3 Factory/Establishment Details  
 

 
 

In this Screen 3 links are provided named “Click Here to Enter Details” . Click on the link. A new 
window will be opened and enter the details accordingly.  

 

4.1.3.3.1  Link1 is to enter personal details like father’s name, age, designation, address of 
the employer 

 

 

4.1.3.3.2 Link2 is to enter the details of the manager  
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4.1.3.3.3 Link3 is to enter the No. of employees and particulars of person responsible for the 
day to day functioning of the office.  
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4.1.3.4 Employee Details 
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4.1.3.4.1 Link1 for entering No. of employees employed for wages directly and through 
immediate employers as on the date of application.  

 

 
 

4.1.3.4.2 Link2 for entering total wages paid in the preceding month   
 

 

 
 

 

4.1.3.4.3 Link3 for attaching employees declaration forms.  
 

 On clicking this link it will get navigated to a page which asks whether the employee is already 
registered with ESIC. Also there is a provision for viewing the details .For this user can click on the 
link “Click here to view the details” on the  page. 

 

4.1.3.4.3.1 Track Registered Employees  
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 If the User clicks ‘No’ and Clicks “Continue” button then the Form -1 for the Employee   Registration 
will be loaded. 
 

4.1.3.4.3.1.1 Employee Registration 
 
 
View1: 
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View2:

 
 

2 Note:  Only if the declaration part is selected, the Submit button will be enabled.  
 
 
  In this page 2 links are there for entering the Nominee details  and family particulars of Insured 
Person respectively.  
 

4.1.3.4.3.1.1.1 Link1 to enter Nominee Details  
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4.1.3.4.3.1.1.2 Link2 to enter the Family Particulars of the Insured Person  

 

4.1.3.4.3.1.2 Track Registration 
 
If he clicks “Yes”, one section will be displayed asking the Employee Id and Date of Appointment.  
 

 
 
Only Employee id is mandatory .After entering the details click “Continue” button. Then the Form -1 
Screen with the already registered details will be displayed.  
 
 
View1: 
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View2: 

 
 
 
2 Note:  Only if the declaration part of Form-1 is selected, the Update button will be enabled.  
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4.1.4 Employer Main Screen 
 
After entering some data user can temporarily save the data by clicking the “Save” button. In the Next 
Login he will get the "Employer Main” page with the link “Continue Pending Registration”  instead of  
“Registration of new unit”  link enabled(Figure 4.1.4.a).  

 
Figure 4.1.4.a 
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On clicking on this link it will get navigated to the employer registration screen –Form01 with the 
previously saved data.  

 

4.1.5 Continue Employer Registration  
 
The under each tab the data entered so far will be displayed. Refer figure 4.1.5.a 
 

 
 

Figure 4.1.5.a 
 
He can then complete it and Click  “Submit” button in the last tab for submitting the Form.  
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Figure 4.1.5.b 
 

2 Note:  Only if the declaration part in the last tab -“Employee Details” of Form -1 is selected, the 
Submit button will be enabled.  
 

4.1.6 Registration Success Message 
 
If the registration succeeds the Success Message is displayed with the ESIC Code Number.  
 

  
 
     Figure 4.1.6 
 
After viewing the message user can click on the “Ok” button. It will get navigated to the employer main 
screen with rest of the options enabled.  
 
User can also cl ick the “Pay Initial Contribution” Link and pay the advance contribution.  
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4.1.7 Registration Failure Message 
 

 
 

Figure 4.1.6 
 
 User can navigate to the home page by clicking on the “Home” Link  
 

4.1.8 Employer Main Screen 
 
On clicking OK button on Registration Succe ss Screen, it navigates to this employer main screen.  
 

 
 

Figure 4.1.7 
 

4.1.9 Employee Registration 
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On click on the Employee Registration link it will get n avigated to the Track Employee Registration 
Screen. This will be explained in depth in the employee registration document. 
 

4.1.10 Annual Information Return 
 
On Clicking the “Annual Information Return” Link in the employer main screen, it will get navigated to 
the Annual Information Return -Form01A Screen 
 
Annual Information Return must be submitted by the Employer u sing Form 01A. This information is 
requested from the Employer to keep his records up -to-date. The form requests the reason for change 
which will be captured during the change transaction. This form has to be submitted by 31st of 
January every year. Upon updating the new information, the old information will not be deleted but 
retained as history 
 
It is given under 2 tabs –Address Details & Other Details  
 

4.1.10.1 Address Details 
 
View 1: 
 

 
 
 

Figure 4.1.9.1 
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4.1.10.2 Other Details 
 
View 1: 

 
 
                                                    Figure 4.1.9.2.a 
 
View 2: 

 
Figure 4.1.9.2.b 
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After entering the entire details user has to click on “Submit” button to submit the form.  
 
When this form is submitted, it  is checked if it is an address change.  
If the address change requires a change in the Region – then the Employer is asked to re -register 
again. The new registration code no. will be linked to old registration no., to trace the history of the 
Employer. 
 
If there is no change in the Region, then it is checked if there ne eds to be a change in Branch Office 
and Inspection Division. If yes, then it is done so and the respective Employer, old and new Branch 
Offices and Inspection Divisions are notified.  
 

4.1.10.3 Annual Information Submission Success Message  
 

 
 

Figure 4.1.9.3 
 

  If the user clicks Ok, it will get navigated to the Employer Main Screen.  
 

Failure to file the Annual Information return will result in a note letter being sent as a warning 
by the respective R.O./S.R.O. The Employer is requested to submit the returns within 1 5 days. If he 
fails to submit again, then a show cause notice is sent to him. Copies of the note letter and show 
cause notice are also sent to the Inspector.   
 

4.1.10.4 Annual Information Re- Submission Message 
 
After the submission, If the link is clicked again then the below message will be shown . 
 

 
 
 

Figure 4.1.9.5 
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On clicking the OK button it will get navigated to the employer main page.  
 

 
 
 

4.1.11 Registration of new sub unit  
 
On Clicking on “Registration of new sub unit” link in the employer main page, it will ge t navigated to 
Sub unit Registration page. 
 
When a registered Unit has another sub -unit dealing with Marketing, Sales or Administration, the sub -
unit is also required to be registered under ESIC. Upon registration of such a sub -unit, a Sub-Code is 
generated. Sub-code should be issued only by the region where sub -unit is situated. As the main unit 
is already registered under ESIC, no eligibility checks are performed.  Once the form is accepted the 
Sub-Code is generated and the Employer notified of the same by  e-mail or post, as requested.  
 
This page includes 2 tabs- “Address details” & “Other details”.  
 

4.1.11.1 Address Details 
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Figure 4.1.10.1 
 

4.1.11.2 Other Details 
                                  

 
Figure 4.1.10.2 
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4.1.11.3 Sub Unit Registration Success Message  
 

 
 

Figure 4.1.11 

4.1.12 Employer Initiated Change Request 
 

On clicking the “Employer Initiated Change Request” Link on the employer main screen, it will get 
navigated to Form 01 C provided by ESIC. If the Employer wishes to inform a change in his 
registered details, he can make use of this form. 
 
Along with the changes he has to submit the necessary documents as proof.  
View1: 

 

 
Figure 4.1.11.a 
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View2: 
 

 
 

Figure 4.1.11.b 
 
 
After entering all the details, user has to click on the “Submit” button to submit the entire details.  

 
After verification & Approval of submitted data, the previous data is stored as history and new 
changes updated. A confirmation of the change is also notified to the Employer via e -mail or post, as 
requested. 
 

4.1.12.1 Employer Initiated Change Request - Success Message 
 
On successful submission of change request the following success message will be displayed.  

 
 

Figure 4.1.11.1 
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4.1.13 Edit Employee Details 
 
This Page is to modify IP details. This will be explained in depth in employee registration document.  
 

4.1.14 Edit Employee’s Family Details 
 
This Page is to modify employee’s family member details. This will be explained in depth in employee 
registration document.  
 

4.1.15 Edit Employee’s Nominee Details 
 
This Page is to modify employee’s nominee details. This will be explained in dept h in employee 
registration document.  
 

4.1.16 Pending IP Registrations  
 
This Page is to view employee registration status . This will be explained in depth in employee 
registration document.  
 

4.1.17 Print Counter Foil 
 
This Page is to print registered employee’s counter foils. This will be explained in depth in employee 
registration document.  
 

4.1.18 List of Employees 
 
This Page is to list the employees. This will be explained in depth in employee registration document.  
 

4.1.19 View Registered Sub Unit  
  
/*This Link is not working*/ 
 

4.1.20 View all details entered during registration  
 
On clicking on the link “View all details entered during registration”  in employer main page it will 
navigates to the search page Refer fig 4.1.19.a.  
 
In this page the employer code is automatically displayed and there is a provision to enter the factory 
name. Click on “View Details” button. The details will be displayed in the same screen. Refer fig 
4.1.19.b. 
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Figure 4.1.19.a 

 

 
                 Figure 4.1.19.b 

 
 

If the user wants to view the registration de tails of the employer, then click on the “View” link in the 
View Employer column. On clicking the view link it will get navigated to the employer registration –
Form 01 view page.  Refer Figure 4.1.1 9.c.  
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Figure 4.1.19.c 

 
Similarly data will be shown in all the 4 tabs. After viewing all the details click “Close button”.  
 

4.2 Login landing page for ESIC Official  
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In Case of Successful ESIC Official Login, it will get navigated to th e Landing Page in Figure 4.2. 
 
 

 
 

Figure 4.2 
 

4.2.1 Employer Main Screen 
 
This is the employer main page with all the links for the ESIC Official enabled.  
“Annual Information Return” Link which is used in the employer login will be disabled in ESIC Official 
login. Also Task details link which is disabled in Employer Login will be enab led in ESIC Official login. 
So here the user can view tasks assigned to him by using this link.  
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4.2.2 Registration of new unit 
 
On clicking this link it will get navigated to a page for selecting the mode of employer registration. 
Refer figure 4.2.2. 
 

 
 

Figure 4.2.2 
 
On clicking on “Continue” button the registration process happens.  Registration process is same as 
in employer login.  Refer Registration of Unit section for Employer login (Section 4.1.2 - 4.1.7). 
 

4.2.3 Employee Registration 
 
This link can be used to register employees.  This Registration process is also same as the employee 
registration in Employer Login Refer section 4.1.8. The only difference is in Track Registration screen 
which comes immediately after this link click. In this Scre en since the user is ESIC Official he has to 
enter the Employer /Subunit Code also. Refer figure 4.2.3  
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Figure 4.2.3 
 

4.2.4 Registration of New Sub Unit 
 
On clicking this link it will get navigated to sub unit Registration Screen. This is same as the sub unit  
registration in Employer Login. Refer 4.1.10 – 4.1.10.3   
 

4.2.5 Employer Initiated Request for Change  
 
On clicking this link it will get navigated to employer initiated request for change Screen.  Refer 4.1.11 
– 4.1.11.1   
 

4.2.6 Edit Employee Details 
 
On clicking this link it will get navigated to the “Edit Employee Details” Page. This Page is to modify IP 
details. This will be explained in depth in employee registration document.  
 

4.2.7 Edit Employee’s Family Details  
 
On clicking this link it will get navigated to the “E dit Employee’s Family Details” Page. This Page is to 
modify employee’s family member details. This will be explained in depth in employee registration 
document. 
 

4.2.8 Edit Employee’s Nominee Details  
 
On clicking this link it will get navigated to the “Edit Empl oyee’s Nominee Details” Page. This Page is 
to modify employee’s nominee details. This will be explained in depth in employee registration 
document. 
 

4.2.9 Pending IP Registrations  
On clicking this link it will get navigated to the “Pending IP Registrations” Pag e. This Page is to view 
employee registration status. This will be explained in depth in employee registration document.  
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4.2.10 Print Counter Foil 
 
On clicking this link it will get navigated to the “Counter Foil” Page. This Page is to print registered 
employee’s counter foils. This will be explained in depth in employee registration document.  
 

 
 

4.2.11 List of Employees 
 
On clicking this link it will get navigated to the Page which  list the employees. This will be explained in 
depth in employee registration document.  
 

4.2.12 View Sub Units 
 
/* to be updated*/ 
 
 

4.2.13 Change Employer Status 
 
Click on “Change Employer Status” link .It will get navigated to the change employer status page. 
Here the ESIC official can change the status of Employer. Refer Figure 4.2.13 
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Figure 4.2.13 
 

4.2.14 Search Employer 
 

To Search an employer ESIC Official uses this link. Here he has to enter employer code, Factory 
name and region name .Only region name is mandatory. Refer Figure 4.2.14.a 

 

 
 

Figure 4.2.14.a 
 

After the Search button click, the details li ke employer code, Name of Factory, Region Name will be 
viewed below in tabular structure. Refer Figure 4.2.14.b  
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Figure 4.2.14.b 
 
 

By clicking the “View” link in the View Employer column, it will get navigated to the View page of 
employer registration screen with 4 tabs. Under each tab the details of the particular employer will be 
displayed. The view pages are given in figure 4.2.14.c, figure 4.2.14.d ,  figure 4.2.14.e and figure 
4.2.14.f. 
 
 

 
Figure 4.2.14.c 
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Figure 4.2.14.d 

 

 
 

               Figure 4.2.14.e 
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               Figure 4.2.14.f 

4.2.15 Task Details 
 
The ESIC Official can view the tasks assigned by clicking the “Task Details” Link . Click the link .It will 
get navigated to a page with tasks list on the left side. Refer Figure 4.2.15 
 

 
         

Figure 4.2.15 
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Click on a particular task then the corresponding details will come on the right side of the screen. For 
e.g. If the user clicks on the task -Form01 Approval ,then the employer Codes which are yet to be 
approved will be listed on the right side of the screen. Refer Figure 4.2.15.a 
 

 
 

Figure 4.2.15.a 
 
User can click on the Employer Code one by one & can do the Approval /Reject Task. 
 
By clicking one particular employer code, it will get navigated to the Form01 Screen which has details 
under 4 tabs. By clicking each tab the user can view the details.  
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4.2.15.1 Form 01 Approval Task  
 
Details of that particular Employer can be viewed by clicking the tabs- Unit Details, Employer Details, 
Fact/Estt Details and Employee Details.  
 

4.2.15.1.1 Unit Details Tab 
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Figure 4.2.15.1.1 

4.2.15.1.2 Employer Details Tab 
 

 
 
                                                   Figure 4.2.15.1.2  
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4.2.15.1.3 Fact/Estt Details Tab 
 
View 1: 

 
Figure 4.2.15.1.3.a 

 
View 2: 

 
 

Figure 4.2.15.1.3.b 
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4.2.15.1.4  Employee Details Tab 
 

In the last tab- “Employee Details” , there will be buttons like Approve, Reject and Cancel. The Official 
can verify the data and Approve /Reject the Form01.  Figure 4.2.15.1.4.a and  Figure 4.2.15.1.4.b are 2 
views of the same screen.  
 
View 1: 

 
Figure 4.2.15.1.4.a 

 
View 2: 
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Figure 4.2.15.1.4.b 
 

2 Note:  Only in the last tab click, the buttons –Approve, Reject and Cancel will be displayed. 
 

   

4.2.15.2 Task –Form 01 Rejection 
 
If he clicks on Reject the Form 01 will be rejected.  
 

 
 

4.2.15.3 Task –Form 01 Approval  
 
If he clicks on Approve the Form 01 will b e approved.  
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If Ok is clicked it will get Navigated to employer main  Screen. From there the user can navigate to any 
page by clicking any of the links or he can log off the account.  

 
 

 


