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Figure-1

1. Collect the User-Id and Password from ESIC Officials. After receiving the User-Id 

and Password, please open ESIC portal using Internet Connection. ESIC Portal ï

www.esic.in.

2. In UserName Textbox please enter the username. In Password Textbox, please 

enter the password.

3. Click on Login button

Steps to Login into ESIC portal

Note:  The web site is best viewed in Mozilla Firefox 3.5.11   or  IE 7.0 browsers

http://www.esic.in/
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Figure-2

1. The application displays the hyperlinks under each of the modules as shown in

following figure. On clicking each link it redirects to specific section

2. Monthly Contribution and Challan generation is a two step process

a. Purify/Update Data ïMake sure the employee/IP details are correct in the

computer system. For this you need to add new employees and/or add

existing IPs if any one is missing as well as remove any incorrect IPs

b. File Monthly Contribution and Generate Challan

3. Before Registering new IP or Filing Contribution/Generate Challan, make sure

employer details (Name , Address, etc.) are correct. Click on Update

Employer Details link to verify and correct mistakes

On Successful Login,

Insurance - Monthly  Contribution, Pre-requisites
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1. To correct any mistakes, follow the steps provided
1. Employer mayóSelectôfrom the drop-down provided. Select the necessary and

Click on EDIT button as shown in figure

2. Make the changes. If anything else to be changed then repeat step 2.

3. On submission the updated details will reach to ESIC Official for approval.

4. ESIC official will verify the details and then approve the changes.

5. Employer can go ahead with new IP registration or file the contribution, once

changes are reflected in the system

Verify  Employer Details

Click on Edit to 
modify details

Figure-3
Select from 
Drop-down
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Click on Edit to 
modify details

Select from 
drop-down

Submit  after 
changes

Figure-4

5Insurance - Monthly  Contribution ,Pre-requisites



Steps to do before filing MC ïData Purification
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1. Main unit ïMain Unit can file contribution for Employees who are with the main-unit 

only

2. Sub-unit ïSub-unit can file contribution for Employees who are assigned with sub-

unit

3. Main-unit if desires to file contribution for sub-unit then main-unit should login with 

sub-unit user-id and password

4. Ensure the current IPs available with Employer are mapped in the System. To check 

this, do the following
1. Data Migration/Insert IP DetailsĄ Download Existing IPs  & Find out Missing IPs.  

Explained in  subsequent  pages

2. Data Migration/Insert IP Details ĄInsert missing IPs  ( This is valid for only those IPs 

who already have  óInsurance Numberô but the data is missing against the employer)

1. Use  Online screen to insert (if only very few  IPs  are missing)

2. Use excel upload to upload  missing IPs in bulk

3. Make sure all the new Employees(Those who doesnôt have Insurance Number) are 

registered for the Employer  - Register New IP 

Note : The 10 digit IP number given  to  an  IP is valid  for life time and  same number 

can be used anywhere in India.  Ie., if  a person changes job from one  state to 

another or one region to another  the IP number does not change.  Eg: - An IP has a number  

1100123456 allotted at Delhi. If he changes job or  get transferred to another state, say Kerala,  the IP number that he 

need to use is same Delhi code which is 1100123456.  It cannot be changed to 5400123456 or should NOT apply and get 
a new IP number.   
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Figure-5

1. Click on Insert IP Details Link.

2. You will get another window with list of IPs and  Download button 

to download Insured Persons(IPs)

Checking IPs associated with the Employer in the system 

Insurance - Monthly  Contribution, Pre-requisites



Figure-6

1. Click on Download button to download IPs detail

2. A pop ïup opens, Click Save button to save the IPs detail, also specify 

the location to save this file.

3. Open the excel sheet to View the list of IP associated with Employer.

8
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Click on Insert

List of Ips with 
the Employer 
displayed

Figure-7

1. Employer may find everything correct or some IP missing or some 

incorrect IPs present in the list.

2. In case IP is missing, employer can Insert the IPs which is explained later.

3. Incorrect IPs can be removed from the list while filing contribution.

Insurance - Monthly  Contribution, Pre-requisites



Insert IP into the Employer list (IPs already have IP number)
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Figure-8

Insert IPs  one by one by Providing 
details

Figure-9

1. Employer can Insert IP using ñInsert IPò link if  the IP is not in the computer system  

or  the IP is/was working with another Employer. IP can be inserted in two ways
a. Employer can Insert  IPs one by one using the screen. (Figure 8)

b. Excel / bulk upload (to add many IPs together) - Download the template. Provide the 

details and upload up to 500 Employees at a time

Insurance - Monthly  Contribution, Pre-requisites  - Data Purification  Method 1

1. Download IP Upload 
Template Excel Sheet

2. Upload IPs in Bulk after 
filling in data in template
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Instructions to create Excel sheet for bulk IP upload 
ÅEnter the 10 digit IP number,  IP name, Date of Appointment, Date of Birth and  

Gender
ÅExcel sheet upload will be successful only if  all the data is entered in correct 

format.   Use only the downloaded template for this activity
ÅYƛƴŘƭȅ ƴƻǘŜ ǘƘŀǘ ŀƭƭ ŎƻƭǳƳƴǎ ǎƘƻǳƭŘ ōŜ ƛƴ Ψ¢ŜȄǘΩ ƻǊ ΨDŜƴŜǊŀƭΩ ŦƻǊƳŀǘ  ƛƴŎƭǳŘƛƴƎ 
ŘŀǘŜ ŎƻƭǳƳƴǎΦ  wŜŦŜǊ ǎƭƛŘŜ муΣ мф ǘƻ ƪƴƻǿ ƳƻǊŜ ƻƴ Ψ¢ŜȄǘΩ ŎƻƴǾŜǊǎƛƻƴ
ÅDates should be in either dd/mm/ yyyyor dd.mm.yyyyformat.   Eg: 02/05/2005 

or 18.11.1995 is correct format  ( 2/5/2005  or 2-May-10  are  not acceptable)
ÅFollowing figure shows a sample excel format

Note:  The excel file should be saved in  .xls filte type ( Excel 97-2003)
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Figure-10

1. Click on Register New IP link.

2. You will get another window to register new Employees.

3. Employer Code will populate by default. Employer should select 

continue to load óIP Registration Pageô.

Registering New Employee into ESIC ïGenerate Insurance Number

Figure-11

Insurance - Monthly  Contribution, Pre-requisites  - Data Purification  Method 2
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1. Check on óYesô is óIP already registeredô ïalready in the system

2. Provide the Insurance Number

3. Date of Appointment(DOA) (Note ïDate of appointment is the date 

when the employee is employed by you)

4. Click on continue to load ó IP Registrationô page.

Registering New Employee  ïEmployee has Insurance Number generated 

by Previous Employer

Figure-12

Insurance - Monthly  Contribution, Pre-requisites  - Data Purification  Method  2

Enter Insurance 
Number & DOA
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Registration Page 
F

ig
u

re
-1

3

ÅFill the details including Nominee and click on óSubmitô to generate the Insurance  Number / Temporary ID  
Card

Å Family details, Bank account details etc. can be entered even though they are not mandatory fields

Å All Mandatory fields are marked with a  RED Star (*) mark

Insurance - Monthly  Contribution, Pre-requisites  - Data Purification  Method  2
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Figure-14

Filing Monthly Contribution

ÅOnce Data Purification  is complete /  Employee records are cleaned up, 

MC  can be filed

ÅClick File Monthly Contributions link  to file the contribution of the 

employer for a particular month



You will be redirected to this Monthly Contribution page

select the contribution period- month , year

contribution  details  type from the drop down (Select Monthly Contribution)
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Figure-15



There are two ways to file contribution. 
1) Excel Upload             2)Online Entry of Contribution  
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Figure-16

1) Excel Upload:
(a)Click Sample MC Excel template, you will get an Excel sheet & save it 

Note :  YƛƴŘƭȅ ǘǳǊƴ  hCC   Ψtht ¦t .[h/Y9wΩ  ƛŦ ƛǘ ƛǎ hb ƛƴ ȅƻǳǊ  ōǊƻǿǎŜǊΦ  Follow the steps given to turn off  
pop up blocker .  Thisis required to  upload MC excel,  modify  or print  Challan/  TIC

1. Mozilla Firefox  3.5.11 : From Menu Bar, select   Tools ĄOptions ĄContent ĄUncheck (remove tick mark)
Ψ.ƭƻŎƪ tƻǇǳǇ²ƛƴŘƻǿǎΩΦ   /ƭƛŎƪ hY

2. IE 7.0 :     From Menu Bar, select  Tools Ą Pop up Blocker Ą Turn Off Pop up Blocker 
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Creating Excel sheet for MC ςInstructions
ÅEnter the 10 digit IP number,  IP name, No. of Days, Total Monthly Wages, 
wŜŀǎƻƴ ŦƻǊ л ǿŀƎŜǎόLŦ ²ŀƎŜǎ ΨлΩύ ϧ [ŀǎǘ ²ƻǊƪƛƴƎ Day (employee has left service, 

Retired, Out of coverage, Expired, Non-Implemented area or Retrenchment. For other reasons,  last 
working day  must be left  BLANK)

ÅNumber of days should be whole number.  Fractions should be rounded up to next  

higher integer

ÅExcel sheet upload will lead to successful transaction only when all the 
9ƳǇƭƻȅŜŜǎΩ όwho are currently mapped in the system) details are entered 
perfectly in the excel sheet
ÅCalculations ςIP Contribution and Employer contribution calculation will be 

automatically done by the system.
ÅReasons are assigned numeric code(Refer Figure 12) and date has to be 

provided as mentioned in Figure 12.  
ÅhƴŎŜ  л ǿŀƎŜǎ ƎƛǾŜƴΣ  Lt ǿƛƭƭ ōŜ ǊŜƳƻǾŜŘ ŦǊƻƳ ǘƘŜ ŜƳǇƭƻȅŜǊΩǎ ǊŜŎƻǊŘΦ 

Subsequent months will not have this IP listed under the employer
ÅNote that all the column including date ŎƻƭǳƳƴ ǎƘƻǳƭŘ ōŜ ƛƴ Ψ¢ŜȄǘΩ format  
ÅDate  column format is  dd/mm/ yyyyor dd-mm-yyyy.  Pad single digit dates 

with 0.  Eg:- 2/5/2010  or  2-May-2010 is NOT acceptable.  Correct format  is 02/05/2010 or 02-05-2010

ÅExcel should be saved in  .xls file type (Excel 97 ς2003)
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Excel preparation ςTips and Troubleshooting
1. To convert  all columns to text

a.  Select column A; Click Data in Menu Bar on top;  Select Text to Columns ; Click Next 
(keep default selection of Delimited);  Click Next (keep default selection of Tab); Select  
TEXT;  Click FINISH.  Excel 97 ς2003 as well have TEXT to COLUMN  conversion facility

b.  Repeat the above step for each of the 6 columns. (Columns A ςF )
c.  Another method that can be used to text conversion is ςcopy the column with data and 

paste it in NOTEPAD.  Select the column (in excel) and convert to text. Copy the data back 
from notepad to excel

2.  If problem continues while upload,  download a fresh template. Then copy the data area from  
Step 1 ςin following example, copy Cell A2 to F8 (as shown in figure); Paste it in cell A2 in the 
fresh template. Upload it
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(c)Click the browse button & specify the location then click Upload.   

Figure-17

Note :  YƛƴŘƭȅ ǘǳǊƴ  hCC   Ψtht ¦t .[h/Y9wΩ  ƛŦ ƛǘ ƛǎ hb ƛƴ ȅƻǳǊ  ōǊƻǿǎŜǊΦ  Follow the steps given to turn off  
pop up blocker .  Thisis required to  upload MC excel,  modify  or print  Challan/  TIC

1. Mozilla Firefox  3.5.11 : From Menu Bar, select   Tools ĄOptions ĄContent ĄUncheck (remove tick mark)
Ψ.ƭƻŎƪ tƻǇǳǇ²ƛƴŘƻǿǎΩΦ   /ƭƛŎƪ hY

2. IE 7.0 :     From Menu Bar, select  Tools Ą Pop up Blocker Ą Turn Off Pop up Blocker 



2)Online Entry of Contribution:
(a)Click on Submit button to get the IPs list in the next page
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(b)Enter the No. of days, Total monthly wages& then click next button for filing
details in next page. EmployeeContributionwill be calculatedand displayed. Thisis
roundedto nexthigherrupee.

Figure-18

Figure-19



(c)Click Save button, so that Employer can make changes later on or provide details of 
remaining IPs contribution within 15 days.
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Figure-20



(D)After entering all the contribution data in all the pages, submit the details by 
ŎƭƛŎƪƛƴƎ ΨtǊŜǾƛŜǿΩ ōǳǘǘƻƴΣ ȅƻǳ ǿƛƭƭ ƎŜǘ /ƻƴǘǊƛōǳǘƛƻƴ {ǳōƳƛǎǎƛƻƴ {ǳƳƳŀǊȅ tŀƎŜ
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Figure-21


