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Confidentiality  

This document contains confidential information, which is provided for the sole purpose of 

permitting the recipient to evaluate the proposal submitted herewith. In consideration of receipt 

of this document, the recipient agrees to maintain such information in confidence and to not 

reproduce or otherwise disclose this information to any person outside the group or the 

evaluation committee directly responsible for evaluation of its contents, except that there is no 

obligation to maintain the confidentiality of any information which was known to the recipient 

prior to receipt of such information from Maharashtra Information Corporation limited(MahaIT), 

or becomes publicly known through no fault of recipient, from MahaIT, or is received without 

obligation of confidentiality from a third party owing no obligation of confidentiality to MahaIT. 

 

Security  

The information contained herein is proprietary to MahaIT and may not be used, reproduced or 

disclosed to others except as specifically permitted in writing by MIT. The recipient of this 

document, by its retention and use, agrees to protect the same and the information contained 

therein from loss or theft. 
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Introduction:  

The Government of Maharashtra has implemented a facility in the Higher Technical Education 

Department (HTESevaarth) Payroll Application to allow updating of Employee Bank Account Details and 

Aadhaar Number (e-KYC) as per the Gr.No 2022कप्र.क्र.29कााााोषा प्रशा-4 dated 27th March 2026. This 

process ensures that employee financial and identity records are accurate and up-to-date in the system.  

This User Manual explains the step-by-step procedure for updating employee bank and Aadhaar details 

through the Higher Technical Education Department (HTESevaarth Application).  

 

Objectives:  

The Update Employee Bank & Aadhaar Details (e-KYC) functionality in the Higher Technical Education 

Department (HTESevaarth) Module is introduced to ensure accuracy and integrity of employee financial 

and identity records.  

Key Objectives:  

• Facilitate online updating of Employee Bank Account Details and Aadhaar Number.  

• Ensure e-KYC certificate is mandatorily uploaded for every update request.  

• Establish a two-level approval workflow: Level 1 - DDO initiates, DDO approves or rejects.  

• Maintain a record trail with status tracking at each stage of the process.  

• Restrict the update activity as a one-time activity to prevent duplication. 

 

Roles and Responsibilities: 

Role Responsibility 

DDO - level1 Search and review employee details, select correction status (Yes/No), fill revised 
details if applicable, upload e-KYC certificate (.jpg, max 100 KB), and forward request 
to DDO level 2 for approval. 

DDO - level2 Review forwarded employee details and either Approve or Reject the update request. 
Status is updated accordingly. 
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A. Update UID and bank details as per e-KYC  

Step 1. Update UID and bank details as per e-KYC & forward to DDO level2 for approval 

Notification of the E KYC updated as login page as shown below 

 

After login, its get the Notification pop up in the DDO level 1 login 
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Path: Worklist > Payroll > Employee information > Update employee details (e-KYC) at DDO level1 login 
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Step 2. Select an employee or search an employee for e-KYC by search button 

 

Step 3. Select the employee & upload the e-KYC document first. To upload the e-KYC document click on 

upload link. 
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Upload window is getting open.  

 

Enter file description, choose file to upload. Now click on the upload button. 

 

 

 

Now click on the submit button. 
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Step 4. Now select the radio button for “Is there any correction” yes option, if there is change in UID and 

PAN number. Now entered updated Adhar number, updated PAN number, select bank name, branch 

name, confirm the IFSC code, enter the updated bank account number. Now click on the button “forward 

to level2 DDO” 

Selection Action 

No Details are correct. Revised fields remain disabled. Only e-KYC upload is required. 

Yes Details need correction. Revised fields are enabled – fill in the corrected Aadhaar, 
PAN, Bank Name, Branch, IFSC Code, and Account Number. 
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B. Login to DDO level2 to approve the e-KYC 

Step 5. Path: Worklist > Payroll > Verify Updated Employee Details (e-KYC) 
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Step 6. Find the employee, confirm the UID, PAN Bank Account details & uploaded e-KYC document. To 

approve the e-KYC select the employee & click on the ‘Approve’ button. 

DDO Action Status 

Approve Status changes to 'Approved by DDO'. Updated details are recorded in PDWD. 

Reject Status changes to 'Rejected by DDO'. Existing details remain unchanged. 

Note: The DDO level2 can only approve or reject – no modifications to records is permitted at DDO level 
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Click on ‘OK’ 
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C. Updated employee e-KYC report (DDO Level 1 Login) 

Step 7. Find the path to view report of e-KYC employee details 

Path : Reports > Payroll > Other > Updated Employee Details Report (e-KYC) 
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1. e-KYC updation status (All employee – Approved by DDO, Rejected, in Draft) 

 

2. e-KYC Approved by DDO 

 


