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Capture Self photo _Update IP Details

Capture Dependent photo _Update IP Details

Photo Capture Related changes _ Audit Trail



Overview
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Update IP Details Self photo and Dependent Photo _ Staff Login

Personal Details

ÅUpdate your personal information.

ÅUpload your self-photograph:

Å Format: JPG or JPEG

Å File Size: 50 to 100 KB
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Update IP Details Self photo and Dependent Photo _ Staff Login

Dispensary Details

ÅUpdate dispensary information for yourself and your family members accordingly
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Update IP Details Self photo and Dependent Photo _ Staff Login

Address Details

ÅUpdate both:

Å Present Address

Å Permanent Address
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Update IP Details Self photo and Dependent Photo _ Staff Login

4. Family Details

ÅUpdate your family members' information.

ÅAdd Nominee Member details.

ÅUpload a self-photograph for each family member:

Å Format: JPG or JPEG

Å File Size: 50 to 100 KB
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Update IP Details Self photo and Dependent Photo _ Staff Login

Bank Details

ÅUpdate your bank account details.

ÅProcess:

Å Enter the Bank IFSC Code τ the system will auto-fetch Bank Name and Branch Name.

ÅUpload a proof document related to your bank account:

Å Format: PDF, JPG, or JPEG

Å File Size: Up to 200 KB
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User Role & Location Mapping Process
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Enter User Name and 

Password  in Text Box 

Click on Log In Button

Regional Director login through myesic.esic.in or gateway.esic.in 

http://www.myesic.esic.in/
http://www.gateway.esic.in/


Applications Ą Insurance

Click on 
Insurance 
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1. Select user location 
from drop down menu

2. Select user role from 
drop down menu

3. Click on Submit 
button

Select User Location & User Role
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Others Ą User Role Location Mapping

Click on User Role Location 
Mapping under other

13



User Role Location Mapping Screen

Nodal Officer will assign user role and location 

to employee posted in RO/SRO.
Version 1.1 Last Revised On : 02-05-2025

Enter User Name then 
click on Search
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User Role Location Mapping Screen

ÅRoleat BO: LDC/UDCat BranchOfficeandBranchManagerat BranchOffice

Click on Add to assign 
selected Location

Click on Update to 
complete the mapping
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Update IP Details Self Photo-LDC/UDC Staff Login id
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Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application
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Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application ĄRegistrationĄ Edit Employee Details
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Click on Edit 
Employee Details 



Insurance Application Ą Registration Ą Enter Employee Number 
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Enter the Valid 
Insurance Number Click on Search 

button



Insurance Application Ą RegistrationĄ Click on Edit button
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Select IP Details 

Click on Edit 
button



Insurance Application Ą RegistrationĄ Select Radio button for Update Details
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Click on Personal 
Details 



Insurance Application Ą RegistrationĄ Update Any Personal Details
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Update any Personal details of IP 



Insurance Application Ą Registration Ą Upload Self Photo of IP
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Choose Insured 
Person Self Photo

Photo File Size 50-100 KB ,format JPG, JPEG



Insurance Application Ą Registration Ą Successfully Upload IP Photo
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Self Photo 
Successfully Upload



Insurance Application Ą Registration Ą Attached Type of Proof with ID Number 
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Select Type of Proof 
from Drop Down



Insurance Application Ą Registration Ą Attached Type of Proof with ID Number 
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Attached Type of Proof File and 
also Enter the ID number 

During Upload Type of Proof File . ID 

Number Required Fields



Insurance Application Ą Registration Ą Successfully Attached Type of Proof File 
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Successfully attached Type of 
Proof File

Click on Declare Check box then 
Update 



Insurance Application Ą Registration Ą Reference Number Generate
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Check Reference Number
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Process Pending Request Update IP Details Self Photo-
LDC/UDC Staff Login id



Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application
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Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application Ą Registration Ą Edit Employee Details Workflow
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Click on Edit Employee Details 

Workflow



Insurance Application Ą Registration Ą Check Task Assigned Request
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Click on Task Assigned 
number 



Insurance Application Ą Registration Ą Check Particular Details and View Photo of IP
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Check Existing and Particulars Details .

View attached IP Self Photo



Insurance Application Ą Registration Ą Forward Assigned Task into BM Login id 
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Enter the LDC/UDC Remarks

Click on Check box then Update 

Forward to BM button



Insurance Application Ą Registration Ą Successfully Submitted to BM
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Approved Update IP Details Self Photo-BM Staff Login id
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Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application

Version 1.1 Last Revised On : 02-05-2025

Click on Insurance 
Application
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Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application Ą Registration Ą Edit Employee Details Work 
Flow
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Click on Edit 
Employee Details 

Workflow



Insurance Application Ą Registration Ą Check Pending For Approval 
Task id 
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Click on Tasks 
Assigned Number



Insurance Application Ą Registration Ą Check Particular Details with 
View IP Photo
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Check Existing and Particulars Details .
View attached IP Self Photo



Insurance Application Ą Registration Ą Click on Approved button
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Enter the BM 
Remarks

Click on Check box then 

Approved 



Insurance Application Ą Registration Ą Successfully Approved
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Update IP Details Dependents Photo-LDC/UDC Staff Login id

49



Insurance Application Ą RegistrationĄ Edit Employee Details
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Enter IP number 
and click here 



Insurance Application Ą RegistrationĄ Select Radio button for Update Details
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Select Row

Click Here



Insurance Application Ą Registration
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Update any Personal details of IP 

Select Details type



Insurance Application Ą RegistrationĄ Family Section
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Click here to 
Update



Insurance Application Ą RegistrationĄ Family Section
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Choose Photo

Photo File Size 50-100 KB ,format JPG, JPEG



Insurance Application Ą RegistrationĄ Family Section
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Photo Successfully 
Upload



Insurance Application Ą RegistrationĄ Family Section

Version 1.1 Last Revised On : 02-05-2025
56

Select Type of Proof 
from Drop Down



Insurance Application Ą Registration Ą Successfully Attached Type of Proof File 
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Successfully attached Type of 
Proof File



Insurance Application Ą Registration Ą Successfully Attached Type of Proof File 
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Select the declaration



Insurance Application Ą Registration Ą Reference Number Generate
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Process Pending Request Update IP Details Self Photo-
LDC/UDC Staff Login id
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Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link

Version 1.1 Last Revised On : 02-05-2025
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application
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Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application Ą Registration Ą Edit Employee Details Workflow
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Click on Edit Employee Details 

Workflow



Insurance Application Ą Registration Ą Check Task Assigned Request
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Click on Task Assigned 
number 



Insurance Application Ą Registration Ą Check Particular Details and View Photo of IP
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Click here to download and 
view photo

Enter the LDC/UDC Remarks

Click on Check box then Update 

Forward to BM button



Insurance Application Ą Registration Ą Successfully Submitted to BM
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Approved Update IP Details Self Photo-BM Staff Login id
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Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application

70



Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application Ą Registration Ą Edit Employee Details Work 
Flow
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Click on Edit 
Employee Details 

Workflow



Insurance Application Ą Registration Ą Check Task Assigned Request
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Click on Task Assigned 
number 



Insurance Application Ą Registration Ą Check Particular Details
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Insurance Application Ą Registration Ą Check Particular Details
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Enter BM Remarks

Click on Check box

Click here to download 
and view photo

Click on Update Forward /Approve



Insurance Application Ą Registration Ą Successfully Approved
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Approved Update IP Details Self Photo-Benefits Branch Officer
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Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application
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Insurance Application Ą Registration Ą Edit Employee Details WorkFlow
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Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button



Insurance Application Ą Registration Ą Edit Employee Details Work Flow

Version 1.1 Last Revised On : 02-05-2025
81

Click on Edit Employee Details 
Workflow



Insurance Application Ą Registration Ą Check Task Assigned Request
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Click on Task Assigned 
number 



Insurance Application Ą Registration Ą Check Particular Details
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Insurance Application Ą Registration Ą Check Particular Details
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Enter Remarks

Click on Check box

Click on Approve

Click here to download 
and view photo



Insurance Application Ą Registration Ą Successfully Approved
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Photo Capture Related changes _ Audit Trail



Open ESIC Application through myesic.esic.inor gateway.esic.in

Enter the Valid User Name and 
Password 

/ƭƛŎƪ ƻƴ ά[ƻƎ Lƴέ 
button

Notes: User can able to reset the Password using Forget Password link
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87

http://www.myesic.esic.in/


Application Home Page Ą Insurance Application
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Click on Insurance 
Application
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Select User Location & User Role

Select the User Location and 
User Role From Drop Down

/ƭƛŎƪ ƻƴ ά{ǳōƳƛǘέ 
button

Notes: User will get mapped Location & Role as 

per assigned by Regional Director.
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Insurance Application Ą Others
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Click on View Audit Trail



Insurance Application Ą Others Ą Audit Trail
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Click here



Insurance Application Ą Others Ą Audit Trail Ą IP Details
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Type IP 
Number

Click here to View 
Audit Trail

Select Details Type



Insurance Application Ą Others Ą Audit Trail Ą IP Details
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Click here download and 
view uploaded Photo


