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Edit IP Particulars through IP Portal - Overview 
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This document is prepared in order to explain the workflow for edit/update of IP particulars through IP Portal. Once the Insured Person

updated the particulars, an online request will be generated and forwarded to Employer.

IP will update following Detail Type particulars of Insured Persons:--

• Personal Details

• Dispensary details

• Address Details 

• Nominee Details 

• Family Details 

• Bank Details 

Once the changes in IP particulars has been done through IP portal then a verification request will goes to the Employer Portal. Employer

have a provision to Forward/Reject the request. Once the request verified by employer then forward to the Branch Office for final approval.

If any change request already raised by IP against the same detail type and its pending for approval, then the IP will not be allowed to raise

the change request against that same details type.

On IP Portal, IP have a provision to view the status under notification section of the raised change request.
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Edit IP Particular Details through IP 
Portal – Process flow   

5



Version 5.4   Last Revised On : 10-05-2023

Open IP Portal through www.esic.gov.in
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Step 1: Insured Person Login 
with URL: www.esic.gov.in
and click on Insured Person/ 
Beneficiary Icon.

Step 1

http://www.esic.gov.in/
http://www.esic.gov.in/
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• On Clicking Insured Person 
Icon, User takes a login with 
their respective credential.

Step 1: User select Insured 
Person radio button as IP login.

Step 2: Enter the Username as 
10-digits IP no. and a valid 
Password set for the Username.

Step 3: Enter above mentioned 
Captcha. 

Step 4: After entering all 
required fields, Click on LOGIN 
button.

Step 1

Step 2

Step 3

Step 4

Notes: IP can set the Password using 
Sign Up link.

IP Portal Login Screen
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IP Portal Home Screen
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• After Login in Portal, 
He/She will get List of 
services available on IP 
Portal. 

Step 1: Click on Update 
Particulars link to 
add/update the details.

Step 1

Notes: Update Particulars detail request will be forwarded to the Employer.
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Update Particulars Screen – Personal Details
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• On Clicking Update Particulars, user will get the tagged 
Employer Code.

Step 1: Select Personal Details radio button to edit Personal 
Details
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Personal Details Update Screen
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• On selection of 
Personal Details, User 
will get the screen to 
edit personal 
information.

• User can able to 
update all the Required 
Fields marked as * sign.
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• After changing any kind 
of details, User will 
select the Type of Proof 
from drop down.

Personal Details Update Screen
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Step 1

Step 2

Step 3

• Once user select the type 
of proof, he/she will 
attach the required 
document.

• Document allowed as 
pdf, jpg & jpeg format 
with size not more than 
200KB.

Step 1: User click on choose 
button for attaching the 
document.

Step 2: User select the 
document already saved in 
mention format from 
system.

Step 3: Then click on Open 
button to finally attach it.

Personal Details Update Screen
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Step 2

Step 1

Step 3

• After attaching the 
document, user will 
upload the document.

Step 1: User click on Upload 
button for uploading the 
document.

Step 2: User select the 
declaration check box for 
his/her consent.

Step 3: Finally click on 
Update button to raise the 
request for change.

Personal Details Update Screen
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Reference number generated successfully message
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• The reference number 
generated successfully and 
is pending for approval.

Notes: Request with Reference no. forwarded to the Employer for further process.



15

Update Particulars Screen – Dispensary Details
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• On Clicking Update Particulars, user will select Dispensary 
Details radio button to edit the Dispensary for IP self & 
Family Dependent
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Dispensary Details Update Screen
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• On selection of Dispensary Details, User will get the screen to change the Dispensary for IP 
self and Family Dependent.
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Step 1
Step 2

• User can change the 
dispensary for IP self and 
Family dependent.

Step 1: User select the State 
from drop down.

Step 2: District name will 
reflect on the basis of state 
selection. Select the District.

Step 3: Dispensary drop 
down populate the List of 
Dispensaries as per the 
district selection. Select the 
Dispensary.

Step 3

Dispensary Details Update Screen



18Version 5.4   Last Revised On : 10-05-2023

Step 1

• Once IP change the 
Dispensary, user will 
select the declaration 
check box.

Step 1: User select the 
declaration check box for 
his/her consent.

Step 2: Finally click on 
Update button to raise the 
request for change.

Step 2

Dispensary Details Update Screen
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Reference number generated successfully message
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• The reference number 
generated successfully and 
is pending for approval.

Notes: Request with Reference no. forwarded to the Employer for further process.
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Update Particulars Screen – Address Details
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• On Clicking Update Particulars, user will select Address 
Details radio button to edit Address of an IP
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Address Details Update Screen
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• On selection of Address 
Details, User will get 
the screen to change 
the Present or 
Permanent Address 
and attach the Type of 
Proof/Evidence.
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Address Details Update Screen
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• User can change the 
Present Address and if 
Permanent Address is 
same as Present then 
select the checkbox to 
copy the same address 
mention in Present 
Address.

• If Permanent Address 
is different from 
Present then update 
the Permanent 
Address.

• User can attach the 
Proof/Evidence for 
Address change.

Notes: User will now be able to edit the Mobile no.
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Step 1

• Once IP change the 
Address, user will select 
the declaration check 
box.

Step 1: User select the 
declaration check box for 
his/her consent.

Step 2: Finally click on 
Update button to raise the 
request for change.

Step 2

Dispensary Details Update Screen
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Reference number generated successfully message

• The reference number 
generated successfully and 
is pending for approval.

Notes: Request with Reference no. forwarded to the Employer for further process.
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Update Particulars Screen – Nominee Details

• On Clicking Update Particulars, user will select Nominee 
Details radio button to edit Nominee.
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Nominee Details Update Screen

• On selection of 
Nominee Details, User 
will get the screen to 
update the Nominee 
and attach the Type of 
Proof/Evidence.
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• User can change the 
Details of Nominee.

• User can attach the 
Proof/Evidence for 
Nominee detail 
change.

Step 1: User select the 
declaration check box for 
his/her consent.

Step 2: Finally click on 
Update button to raise 
the request for change.

Step 1 Step 2

Nominee Details Update Screen
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Reference number generated successfully message

• The reference number 
generated successfully and 
is pending for approval.

Notes: Request with Reference no. forwarded to the Employer for further process.
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Update Particulars Screen – Family Details

• On Clicking Update Particulars, user will select Family Details 
radio button to add/edit family dependent.
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Family Details Update Screen

• On selection of Family 
Details, User will get 
the screen to add/edit 
the Family dependent 
and attach the Type of 
Proof/Evidence.

Step 1: User click on Edit 
link for editing Family 
detail.

Step 1
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Family Details Update Screen

• User can change the 
Details of Family 
Dependent.

• After edit details user 
click on Add button.

Step 1
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Family Details Update Screen

• After adding the 
details.

Step 1: User select the 
Type of Proof for 
dependent 

Step 2: User click on 
choose button for 
attaching the document.

Step 3: User select the 
document already saved 
in mention format from 
system.

Step 4: Then click on 
Open button to finally 
attach it.

Step 1

Step 2
Step 3
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• After attaching the 
document, user will 
upload the document.

Step 1: User click on 
Upload button for 
uploading the document.

Step 2: User select the 
declaration check box for 
his/her consent.

Step 3: Finally click on 
Update button to raise 
the request for change.

Step 2 Step 3

Family Details Update Screen

Step 1

Version 5.4   Last Revised On : 10-05-2023
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Reference number generated successfully message

• The reference number 
generated successfully and 
is pending for approval.

Notes: Request with Reference no. forwarded to the Employer for further process.
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Update Particulars Screen – Bank Details

• On Clicking Update Particulars, user will select Bank Details 
radio button to add/update Bank detail.
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Bank Details Update Screen

• On selection of Bank 
Details, User will get 
the screen to 
add/update the Bank 
details and attach the 
document.

Step 1: User enter the 
bank IFSC code. 

Step 2: User click on 
Search button to search 
the Bank Name.

Step 1

Step 2

Version 5.4   Last Revised On : 10-05-2023



37

Bank Details Update Screen

Step 1

Step 2

• After adding/editing 
bank details.

Step 1: User click on 
choose button for 
attaching the document.

Step 2: User select the 
document already saved 
in mention format from 
system.

Step 3: Then click on 
Open button to finally 
attach it.

Step 3
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Bank Details Update Screen

• After attaching the 
document, user will 
upload the document.

Step 1: User click on 
Upload button for 
uploading the document.

Step 2: Finally click on 
Submit button to raise the 
request for change.

Step 1

Step 2

Notes: Request will be forwarded to the Employer for further process.

Version 5.4   Last Revised On : 10-05-2023



Status of Requests under Notifications 
on IP Portal
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Notes: IP will be able to view the Status of submitted various types of requests.

Click here

IP Portal Home Screen
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Notes: Under IP Particulars Change Requests Status, IP will be able to view the Status of submitted requests.

IP Portal - Notification Screen

Click here
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Notes: IP will be able to view the Status of submitted requests along with the Remarks.

IP Portal – Update Particulars Status Report
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Edit Employee Workflow Process 
by Employer
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Open Employer Portal through www.esic.gov.in

44

Step 1: Employer Login with 
URL: www.esic.gov.in and 
click on Employer Login.

Step 1

http://www.esic.gov.in/
http://www.esic.gov.in/
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• On Clicking Employer Login 
Icon, Employer takes a login 
with their respective 
credential.

Step 1: Employer enter 
Username/LIN.

Step 2: Employer enter the valid 
Password set for the Username.

Step 3: Enter above mentioned 
Captcha. 

Step 4: After entering all 
required fields, Click on LOGIN 
button.

Step 1

Step 2

Step 3

Step 4

Employer Portal Login Screen
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Employer Portal Home Screen
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• After Login in Employer 
Portal, User will get List 
of services. 

• Employer click on Edit 
Employee Workflow link 
to take necessary action 
against each 
request(Reference) type.
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Edit Employee Workflow Screen
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• After clicking on Edit Employee Workflow link, User will get List of 
requests generated by IP. 

• Employer click on Assigned task to forward the request to Branch 
Office for Approval.
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• Once the request opened, 
Employer checks the 
reference no. for every 
change.

Edit Employee Workflow Screen
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Step 1

Step 2

• Finally Employer 
checks all the relevant 
documents attached 
with the request.

• Employer can able to 
reject the request.

Step 1: Employer select 
the check box .

Step 2: Then click on 
Forward button for 
Branch Office approval.

Edit Employee Workflow Screen
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Employer submitted the request to Branch Office

Version 5.4   Last Revised On : 10-05-2023

Notes: Requests forwarded to LDC/UDC at Branch Office for further approval process.



Status of Requests under Notifications 
on Employer Portal

51
Version 5.4   Last Revised On : 10-05-2023



Version 5.4   Last Revised On : 10-05-2023 52

Notes: Employer will be able to view the Status of IP Particulars Change Requests.

Employer Portal - Notification Screen
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Employer Portal - Notification Screen

Click here
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Notes: IP will be able to view the Status of submitted requests along with the Remarks.

Employer Portal – Update Particulars Status Report



Thank You


