
Edit IP Details  



This document is prepared in order to explain the workflow for edit/update of  IP particulars through 

Employer portal. Once the employer updated the particulars of IP, an online request will be generated and 

forwarded to Branch Office for approval.  

Employer will update following particulars of Insured Persons:-- 

• Dispensary details 

• Personal Details 

• Address Details  

• Nominee Details  

• Family Details  

• Bank Details 
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Overview 



• LDC/UDC at Branch Office can also raise a  request for change/updation of particulars of Insured Person 

on the behalf of employer. 

• Similarly, Benefit Branch Officer at RO/SRO can also raise a  request for change/updation of particulars of 

Insured Person on the behalf of employer. 
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Overview 
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Employer Login 



www.esic.in _Homepage 

Click on Employer Login  
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http://www.esic.in/


Employer Login Page 

Click on Login  

Enter Login details 
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Employer Homepage 

Click here  
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View Registered Employee details 

Click here  

Enter IP Number  
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View Registered Employee details 

Select IP by clicking on 

Radio button Click on Edit  
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Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _Dispensary details 
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Select dispensary from 

Drop down 



Employee Edit Form _Dispensary details 
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Click here to select  

Update 

Click here to select 

Declaration 



Employee Edit Form _Dispensary details 
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Request reference number 

generated 



Employee Edit Form _Personal details 

Select Proof type Select file to choose 
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Employee Edit Form _Personal details 

Click here to  “Upload” file 

Edit required field 
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Employee Edit Form _Personal details 

Click here to  select 

Declaration 
Click here to  

Update 
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Employee Edit Form _Personal details 

Request reference number 

generated 
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Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _Personal details 

The reference number 11229800004 has been 

generated successfully and pending for approval 
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Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _ Address details 
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After updating details, 

Upload documents 



Employee Edit Form _ Address details 
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Click here to  select 

Declaration 

Click On Update 



Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _ Nominee details 
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After updating details, 

Upload documents 



Employee Edit Form _ Nominee details 
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Click here to  select 

Declaration 
Click On Update 



Employee Edit Form _ Nominee details 
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Request reference number 

generated 



Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _ Family details 
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After entering family particulars 

click on Add 



Employee Edit Form _ Family details 
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Select Proof Type 



Employee Edit Form _ Nominee details 
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Click here to  select 

Declaration 
Click On Update 



Employee Edit Form _ Family details 
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Click here to  select 

Declaration Click On Submit 



Employee Edit Form _ Family details 
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Request reference number 

generated 



Employee Edit Form 

Select Details type by 

clicking on Radio button 
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Employee Edit Form _ Bank Details 
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Type IFSC Code in Text Box click 

on Search 



Employee Edit Form _ Bank Details 
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Click on Submit 



Employee Edit Form _ Bank Details 
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LDC/UDC Login 
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User Login through myesic.esic.in/gateway.esic.in 

Enter user name 

and Password 

Click on Log In Button   

http://www.myesic.esic.in/
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Select Location & Facility 

Click here 
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Select Location & Role 

Select Location  

Select User Role 

Click on Submit 



Insurance Homepage _Registration 

Click here 

Version 1.2  Last Revised On : 08-09-2022 41 



Registration _ Edit Employee details workflow List 

Click  on Task Id 

Hyperlink 
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Registration _ Employee edit IP Approval 
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Select Details type 



Registration _ Employee edit IP Approval 
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Type remarks 

Click  on Checkbox Select Details type 

Click  here to view 

attached document 



Registration _ Employee edit IP Approval 

Click here to form 

request to BM 
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Registration _ Employee edit IP Approval 

Request Successfully forwarded to BM 
Version 1.2  Last Revised On : 08-09-2022 46 



Version 1.2  Last Revised On : 08-09-2022 47 

Branch Manager Login 
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User Login through myesic.esic.in/gateway.esic.in 

Enter user name 

and Password 

Click on Log In Button   

http://www.myesic.esic.in/
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Select Location & Facility 

Click here 
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Select Location & Role 

Select Location  

Select User Role 

Click on Submit 



Insurance Homepage _Registration 

Click here 

Version 1.2  Last Revised On : 08-09-2022 51 



Registration _ Edit Employee details workflow List 

Click  on Task Id 

Hyperlink 
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Registration _ Employee edit IP Approval 

Type Remarks 
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Type Remarks 

Select Details type 



Registration _ Employee edit IP Approval 

Type Remarks 
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 BM will be given approval for First 2 request  of specific details  type , 

3rd time request will be forwarded to RO/SRO level to Benefit Branch 

officer as shown in next slide 

Select declaration 

checkbox 

Click on Approve 



Registration _ Employee edit IP Approval 

Click on Forward/Approve Select declaration 

checkbox 
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Benefit Branch Officer Login 
at RO/SRO 
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User Login through myesic.esic.in/gateway.esic.in 

Enter user name 

and Password 

Click on Log In Button   

http://www.myesic.esic.in/
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Select Location & Facility 

Click here 
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Select Location & Role 

Select Location  

Select User Role 

Click on Submit 



Insurance Homepage _Registration 

Click here 
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Registration _ Edit Employee details workflow List 

Click  on Task Id 

Hyperlink 
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Registration _ Employee edit IP Approval 
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Enter Remarks 

Select Details type 



Registration _ Employee edit IP Approval 
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Select declaration 

checkbox 

Click on Approve 

Select Details type 



Thank You 
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