
No.N-12011/3/2024-Bft.II                                 Dated - 29-01-2026
 
To,
         All RDs/JDs/DDs (In-Charge)
         All Regional / Sub Regional Office
         Employees' State Insurance Corporation
 

Subject -Implementation of Update Edit IP Details - reg .
 
Sir/Madam,
    On the captioned subject matter, I am directed to inform that ESIC
has made provision for Implementation of Update Edit IP Details, Uploading
Photo of self and family in the registration details of Insured Persons through
Insurance Module of ESIC.
 
    User Manuals for the same is attached herewith for kind information.
 
             This issues with the approval of Insurance Commissioner(Benefit).
 
 

Yours faithfully,
 

Encl - as above
 
 

(Chandan Prabhakar)
Deputy Director (Benefit)

 
Copy -
         Web Content Manager for uploading the same on ESIC Website.
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Update Family Details (Photo)
(By Insured Person)



This document is made to record the process to update the family details – Photo.
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Update Family Details – Photo



www.esic.gov.in

Click here
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Click on Insured 
Person/Beneficiary

http://www.esic.gov.in/


Insured Person Login Page

After entering Username, Password and

captcha Click here to Login
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Click on Login

Enter the Credentials 
and Captcha



Insured Person Homepage
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Click on Update  
Particulars



Select Family Details

Click here to download 

Template
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Click on Family Details 
Radio Button
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Click on Edit Button
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Click on Edit 
Button



Click on Choose File then Select and Upload Photo
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Click on Choose 
File, then Select 

and Upload Photo

Note:-
- In Upload Photo: user will upload the passport size photo.
- And Photo size should be between 50 KB to 100 KB in JPG,          
JPEG Format only.
- It is mandatory to upload, when user edit the family details .



Photo Uploaded
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Photo Uploaded 



User can Remove and Re-upload the photo

Click here to download 

Template
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Enter Type of Proof, Document Number, Upload Evidence then Click on Update 
Button

Click here to download 

Template
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Click on 
Update Button

Note:-
- User need of Upload the soft copy of proof, which he 
selected in ”Type of Proof”
- And Size should be upto 200 KB in JPG, JPEG and PDF 
Format only.

Enter Details



Click on Declaration and Submit

Click here to download 

Template
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Click on Checkbox

Click on Submit



Click on Close Button

Reference Number Generated Successfully

Click here to download 

Template
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Verification By Employer

14



www.esic.gov.in

Click here
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Click on Employer 
Login

http://www.esic.gov.in/


Employer Login Page

After entering Username, Password and

captcha Click here to Login
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Click on Login

Enter the credentials 
and Captcha



Employer Homepage

Click here to do Seed Aadhaar 

in Bulk
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Click on Edit Employee
Workflow



Version 1.0 Revised On : 08-01-2026

18

Employer Tasklist

Click on IP No. under 
Task Assigned
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Go to Family Details

Notes: 
- User can view the Photo by clicking on View Photo
- User need to validate the photo with attached 
document as Proof 



Validate Photo then Click on Declaration Box and Forward

Click here to download 

Template
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Click on Checkbox 
and Forward

Enter Remarks

Notes: 
- User can view the Photo by clicking on View Photo
- User need to validate the photo with attached 
document as Proof 

View Photo & 
Document



Submitted Successfully to Branch Office

Click here to download 

Template
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Verification By LDC/UDC
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Notes: User can able to reset the Password using Forget Password link
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Enter the User 
Credentials

Click on Log In

Login through myesic.esic.gov.in or gateway.esic.gov.in

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


Application → Insurance
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Click on Insurance



Select User Location & Role

Select the User Location and 
Role from dropdown

Click on Submit
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Registration → Edit Employee Details Workflow

Click here to download 

Template
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Click on Edit Employee 
Details Workflow



Click on Insured Person No.

Click here to download 

Template
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Click on IP No.



Go to Family Details

Click here to download 

Template
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Notes: 
- User can view the Photo by clicking on View Photo
- User need to validate the photo with attached 
document as Proof 



Click on View Photo and Validate with Proof Document then Click on Declaration 
Box and Forward to BM

Click here to download 

Template
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Click on Checkbox and 
Forward to BM

Enter Remarks
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Approval By BM

30
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Enter the User 
Credentials

Click on Log In

Login through myesic.esic.gov.in or gateway.esic.gov.in

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


Application → Insurance
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Click on Insurance



Select User Location & Role

Select  User Location and 
Role from dropdown

Click on Submit
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Registration → Edit Employee Details Workflow

Click here to download 

Template
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Click on Edit Employee 
Details Workflow



Click on Insured Person No.

Click here to download 

Template

Version 1.0 Revised On : 08-01-2026 41

Click on IP No.



Click on View Photo and Validate with Proof Document 

Click here to download 

Template
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Notes: 
- User can view the Photo by clicking on View Photo
- User need to validate the photo with attached 
document as Proof 

Click on Checkbox



Click on View Photo and Validate with Proof Document then Click on Declaration 
Box and Approve

Click here to download 

Template
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Click on Checkbox 
and Approve

Enter Remarks



Thank You


