Workflow for revised process of UAN generation and linking under the revised version of UAN

Introduction: The revised process of UAN generation and linking is based on the following

principles:
a. The Electronic Challan cum Return would be UAN based.
b. The UAN in respect of member with first time employment would be got generated by the
employer prior to filing of ECR by employer for that member.
c. Also the linking of the existing UAN of the member with the present employment would
necessarily be done by the employer before filing of UAN based ECR.
d. The member details i.e. name of member, date of birth, father’s / Husband’s name etc.

would be same for all the employments, since the details would be fetched from UAN

database of member.

Based on above principles, the process of generation of UAN and linking employment has been

revised as under:

A) The member has joined EPF for the first time: In such a case, the employer can obtain UAN

upfront from EPFO portal on the basis of information furnished by the member in the

declaration form. The employer can submit ECR in respect of this member only after the UAN

has been obtained from the portal. The process flow is as follows:

The employer would obtain the Universal Account Number (UAN) for first time member
from EPFO through an online functionality on the portal.

The employer is required to furnish the details of member i.e. member’s name,
father’s/husband’s name, date of birth, date of joining and his KYC details on the portal.
The fields required to be furnished information in respect of such members are placed at
Annexure ‘A’.

The employer should furnish the member details on the basis of KYC document - Aadhaar
to avoid future complications about member’s name, name of father/spouse, date of
birth, gender etc.

The employer would get UAN from the portal and the same would be available for

validation for the ECR file of the employer.



e |t is reiterated that this process is mandatory for the employer to include the new
members in the ECR.
B) The member was earlier member of EPF prior to joining the present establishment: In
such cases, the process has been revised as follows:
e The member declares the UAN/ EPF Account Number details to the employer through
declaration form as per the existing process.
e The employer is required to link the present employment with the provided Universal
Account Number before filing ECR.
e The member details as available in the provided UAN would be used in the ECR of the
present employment.
e The employer can start remitting dues through ECR for this linked UAN.
Process flow: The process flow for various tasks under UAN are detailed below:
(i) Registration of member for UAN generation or linking
e This can be done through individual or bulk mode.
e On log-in by the employer, the following screen would appear.

(a) Individual registration: For registration of member for UAN generation or linking, click on
“REGISTER — INDIVIDUAL” under the menu tab “Member”.

Welcome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA et 1 DSNHPOD11027000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mame s

m Establishment -  Claims -  Payments -  Dashboards -  User -  Admin -
Aly Employer Profile
L — rs registering for the first time) your PAN and Name of establishment as per PAN on the portal SHARP SECURITY FORCE

by o under your login. The PAN and the name will be verified from the PAN database. Please note
Est.Id DSNHP0011027000

tha  Kve - BULK per PAN card, you should keep the PAN card of your establishment handy and fill up the name >

exa proprietor can be provided if your establishment is a proprietorship firm and name of the PF Un-Exempted

esy Fin PAN. Pension Un-Exempted
EDLI Un-Exempted
Address €-35, SAKET,NEW DELHI, Dist: DELHI, State;

DELHL, Pin: 110017
PF Office DELHI (SOUTH) [NHP]
What's New

FORM SA Data fields made editable. Employer may edit, if required, and print the Form again for submission to PF Office
validity of challan for online payments through internet is 12 days

e On clicking “REGISTER — INDIVIDUAL”, the Member Registration form will look as below
and by default, Previous Employment option would be “No”, which is valid for all first
time employment cases. For members with previous employment, the option has to be
changed to “Yes”.



EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MINISTRY OF LABOUR & EMFLOYMENT. GOVERNMENT OF INDIA

#itiome  Member Establishment ~  Cl

yments -

Member Regiswation

Member Registration

Previous Employment

Mr

IR

Dashboards

DD/MMIYYYY

KYC Details
Select Document Type
Bank

PAN

AADHAAR
Passport

Dri

ng License
Election Card
Ration Card

National Population Register

Wetcome:
ot 1 DSNIHPO011027000

Mame -

HDL

Menthy wag

Name as per Document

© Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

Member details pending for approval

E-aria View

o

Language: 21

14 0 1012016 11

Approve Member

Other

= View All

e The employer has to fill in all the details in the form.
e The fields with red asterisk are mandatory.

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MINISTRY OF LABOUR & EMPLOYMENT. GOVERMMENT OF INDIA

Member Registration

Member Registration

Previous Employment
Previous Employment ® o s

Date of Joining
Intemational Warker

Differenty Abies

KYC Details
Select Document Type
] Bank
- PAN
AADHAAR
Passport

Driving License
Election Card
Ration Card

National Population Register

Document Number

LII11111111111111111

I

T

T L

DOCUMENT NUM

T

P

DOCUMENT NUM

Welcome:
Est. 1 DSNHP0011027000

Name -

ionaitty

Mornthiy w

Name as per Document

DEERAK

MEN

=

UMENT

e

CUMENT

UMENT

@ Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAT

Member details pending for approval

Date OF Birth

=

= of dotning Mobie

o After filling the member’s details, click on “Save” button.

s

Approve Member

Other

S View All

View Ean




EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDLA Are you sure you want to save the Member Detail ?

Prevent this page from creating additional dialogues.
#Home Member Establishment - a

ms - Payments -

Memeer Registration

Member Registration

=
Previous Employment ® no
Mame Mr | |pespax
=
INDIAN -
Father -
Status -
Masile syz@gmailcom
Quaiicstion -
Cate of Soiring m Moty wages as on loining
Intarmatons! Viorker
Differanty Abled
KYC Details =
Select Document Type Document Number Mame as per Document Other
- Bank JEREREREEEEETERLERT)
- PAN AHUPNLA
AADHAAR DOCUMENT PER DOCUMENT
Passport DoCuMER ERDOCUMENT
Driving License DOCUMEN ER DOCUMENT
Election Card DOCUMENT N
Ration Card DOCUMENT PER DOCUMENT
National Population Register DOCUMEN S PER DOCUMENT
©® Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI
Member details pending for approval = View All

Jatning Mottie EMatia

=

e Please click on “OK” button. The following screen would appear for registration of

another member through individual mode.

Wiskcame:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA ot 1t DSMHPO0L1027000
MINISTRY OF LABOUR & EMPLOYMENT. GOVERNMENT OF INDIA

Hame -

#itiome  Member Establishment -  Claims ~ ayments ~  Dashboards

Member Registration

Approve Member

Member Registration

s
Previous Employment ® No
[ -
T — -
Hatier INDLAN M
Retations M
status
Quafication M
Date of Joining DD/MMAYYY L] Monthiy w @noining
Internationsl Worker
Differenty Abled

KYC Details )
Select Document Type Document Number Name as per Document Other

Bank

PAN DOCUMENT PER GOCUMENT

AADHAAR DOCUMEN ER GOCUMENT

Passport [ ER GOCUMENT

Driving License PER DOCUMENT

Election Card DOCUMER ER GOCUMENT

Ration Card DOCUMEN ER COCUMENT

National Population Register =) AME AS PER DOCUMENT
® Aachaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

Member details pending for approval S View All
H oF Bt of dotning Motie E s

P HEMANT KUMAR SURESH KUMAR

FATHER Male 01-nav-1993 02-Nov-2010 1222233233 abc@gmail.com e =] ®

e To edit the member details, click on the “Edit” column against the member.



EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Hieome oox|
o Est. 1t DSNHP0034261000 Language: 752
MINISTRY OF LABOUR & EMPLOYMENT. GOVERNMENT OF INDIA -

Establishment ~  Claims ~  Paymenis ~ Dashboards - User~  Admin ~

Approve Member

Member Regi

Member Registration =
Previous Employment ® no
INDIAN -
)
KYC Details L)
Select Document Type Document Number Other
Bank
PAN
AADHAAR
Passport
Driving License
Election Card
Ration Card r
National Population Register [
© Aadhaar number and Aadhaar information provided here will be used far doing authentication of the member using the tools provided by the UIDAI
Updore
Member details pending for approval = View All
Hame: Father/Huben Retation Gender Dtz OF Barth Date of Joreing Motde E el View [ Detete
Mr_SANIU Karnu FATHER Male 01 -Nov-1984 02-Nov-2014 i L) =} *
P Y o

e After editing the details, click on the “Update” button. The edited details would be saved.

(b) Bulk registration: For registration of member for UAN generation or linking, click on
“REGISTER — BULK” under the menu tab “Member”.

Vistcome:
EMPLOYEES' PROVIDENT FUND ORGAMNISATION, INDIA et 1 DENPO011027000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA [
Establishment ~ Claims ~ Payments ~ Dashboards ~ - Admin ~
Employer Profile
vers registering for the first time] your PAN and Name of establishment as per PAN on the portal by using the Update SHARP SECURITY FORCE
The PAN and the name will be verified from the PAN database. Please note that the while filling up the Name as per
Est.1d DSN
N card of your establishment handy and fill up the name exactly as on PAN card. PAN of the proprietor can be provided
orship firm and name of the establishment differs from the name in PAN. PF Un-Exempted
Pension Un-Exempted
EDLI Un-Exempted
Address C-35, SAKETNEW DELHL Dist DELHI State DELHI, Pin

PF Office DELHI {SOUTH) [NHP]

What's New

FORM 54 Data fields made editable. Employer may edit, if required, and print the Form again for submission to PF Office.
Validity of challan for online payments through internet is 12 days.

_______________________________________________________________________________________________________________________________________________________|]
e Onclicking “REGISTER — BULK”, the Member Registration form will look as below:



EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

Wleome:

Ext 1 DSNHP0011027000
#Home Member -

Language:

Establishment - Claims ~

Name
Payments ~ Dashboards ~
Member Registration

Bulk Member Registration Details

Approve Member

L]
Choose file | No fie chasen
© Note:

1. Click here to download sample Member Registration Bulk upload file.

Help File
2, Only Text File or ZIP file(Containing Only One Text File) can be uploaded.
3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

Member Details =

Please click on “Choose file”. After choosing text file from the appropriate drive (where
the text file is saved), the screen appears as below:

@ EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA

Welcome.
MINISTRY OF LABOUR & EMPLOYMENT. GOVERNMENT OF INDIA

oo |

Est. Id: DSNHP0011027000 Langusga:
Hame -

#Home Member ~ Establishment ~  Claims ~  Payments -  Dashboards ~ User -  Admin ~

Varsion:1. 4.0 10/112005 1
Member Registration
Bulk Member Registration Details

Apprave Member

-]
Choose file | july bt
@ tlote:

Help File
1. Click here to download sample Member Registration Bulk upload file.
2. Only Text File or ZIP file[Containing Only One Text File) can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

Member Details

-]
1 juy_2018111052190362421 txt

Uplosd Date.

Status

10-NOV-2016 14:29

Process completed
[ ]

Please click on “Submit” button.

e The screen would appear as below:



‘% EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
= MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Areyou sure to upload the selected file?

Atiome  Member - [stablshment +  Gaims - Payments - e | [

Member Regiswation

Bulk Member Registration Details

L]
<t Registrats Choacse file | july b Help File
© Note:
1. Click here to download sample Member Registration Bulk upload file.
2. Only Text File or ZIP file{Containing Only One Text File] can be uploaded.
3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAT
Member Details s

Status Deiete

july_2016111052130352421 bt | 10-NOV-2016 14:25 I Process completad | *

e Please click on OK.

e The screen would appear as below:

Welcome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA ot 1 DSHHFO011027000
MINISTRY OF LABOUR & EMPLOYMENT. GOVERNMENT OF INDIA

Hame

#Home  Member -  Eslablishment~ Claims ~ Paymenis - Dashboards - User~  Admin -

Msmber Registration

Approve Member

Bulk Member Registration Details L]
File uploaded for processing.
Selact Registration Fie Chaoase file | No fie chosen Help File
© Note:

1. Click here to download sample Member Registration Bulk upload file,
2. Only Text File or ZP file(Containing Only One Text File) can be uploaded.
3. Azdhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

e ] coce

Member Details s

File Hame: Upiosd Date: Status Defete

july_2016111052190352421. bt 10-NOV-2015 14:29 Process completed x

e Since earlier there have been cases of wrong linking of the current employment of the
member with a UAN, which does not pertain to the member, the member’s data in
present employment is validated against the UAN being submitted for linking with the
present employment. In case of discrepancies, the employer would verify the details on
the system along with his KYC details already seeded in his UAN database.

e The UAN linking logic has been elaborated in Annexure ‘B’.

(ii) Bulk upload of KYC of members:

For bulk upload of KYC of members, click on “KYC — BULK” under the menu tab
“Member”.



. Wiskcome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA ot 1 DSNHPOO11027000
MINISTRY OF LABOUR & EMPLOYMENT. GOVERNMENT OF INDIA

Nama:

Payments - Dashboards User Ad

EE3 Establishment ~  Clai

Al Employer Profile
P yers registering for the first timej your PAN and Name of establishment as per PAN on the portal by using the Update SHARP SECURITY FORCE
Pro The PAN and the name will be verified from the PAN database. Please note that the while filling up the Name as per
Est. Id DSNHPOOLLOZ
PAI| [N card of your establishment handy and fill up the name exactly as on PAN card, PAN of the proprietor can be provided
ify orship firm and name of the establishment differs from the name in PAN. PF Un-Exempted
Pension Un-Exempted
EDLI Un-Exempted
KYC VERIFICATION
Address SAKETNEW DELHI, Dist: DELHI, State: DELHI, Pin
N VERIFIGATION 1
PF Office DELHI (SOUTH) [NHB]
What's New

FORM 54 Data fields made editable. Employer may edit, if required, and print the Form again for submission to PF Office.
Validity of challan for online payments through internet is 12 days.

e Onclicking “KYC — BULK”, the screen would appear as below:

. Wigkoms:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Et 1 DSNHPOD11027000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

Nama:

0 10/14/2016 11
#Home Member ~

- Claims ~ ayments ~ Dashboards

Admin ~

Upload KYC File

Upload KYC File* Choose file | No fi

0 Note:

1. Click here to download sample KYC bulk upload file.

2. Only Text File or ZIP file{Containing Only One Text File] can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

Help File

ncel

KYC Upload Details

e Please click on “Choose file”. After choosing text file from the appropriate drive (where
the text file is saved), the screen appears as below:

@ EMPLOYEES' PROVIDENT FUND ORGANISATION. INDIA w:"]:'_zmmmmm

MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mame -

#Home  Member Establishment ~  Claims -  Payments~  Dashboa Admin ~

Upload KYC File

Upload KYC File* Octobertet Help File

© note:

1. Click here to download sample KYC bulk upload file.

2. Only Text File or ZIP file[Containing Only One Text File) can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAT

Cancel

KYC Upload Details

Status

e To submit the chosen file, click on “Submit” Button. The screen would appear as below:



U MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Are you sureto upload the selected file?
#tHome Member ~

Prevent this page from creating additional dialogues.
Establishment + Claims ~ Payments ~ |

Upload KYC File

Upload KYC File*

Chease file | O

Help File
© Note:
1. Click here to download sample KYC bulk upload file.
2, Only Text File or ZIP file{Containing Only One Text File) can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

KYC Upload Details

Uplosd Date:

Status

Please click on OK.

e The screen would appear as below:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA

Wakame: ﬂum‘
Ext. Id: DSHHPO011027000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

#Home Member ~

Language: 741 | &
Hame:
4.010/1/205 1
Establishment ~ Claims ~ Payments ~ Dashboards ~ - Admin -~
Upload KYC File
© File Validation Successfull.
Upload KYC File* Chooss file | Ho s Help File
© Note:
1. Click here to download sample KYC bulk upload file.

2, Only Text File or ZIP file(Containing Only One Text File] can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

KYC Upload Details

Status

2016 15:36

Process completed

)

For submission of Exit cases by employers in bulk

For submission of Exit cases by employers in bulk, click on “EXIT — BULK” under the menu
tab “Member”.



Welcoma:
@ EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA £at Id: DSNHP0034261000

MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mame:
m Establishment -  Claims=  Payments~ Dashboards~ User~  Admin ~
FROFILE
Al Employer Profile

REGISTER - INDIVIDUA

RS yers registering for the first time) your PAN and Name of establishment as per PAN on the portal by using the Update
Pa o The PAN and the name will be verified from the PAN database, Please note that the while filling up the Name as per
PAI KYC N card of your establishment handy and fill up the name exactly as on PAN card, PAN of the proprietor can be provided

if y_orshin firm and name of the establishment differs fram the name in PAN, PF
EXIT - BULK

Pension

Est. Id

EDLI

Address

PF Office

What's New

FORM 54 Data fields made editable. Employer may edit, if required, and print the Form again for submission to PF Office.
Validity of challan for online payments through internet is 12 days,

SFA - ASSOCIATES

DSNHPOD3-
Un-Exempted
Un-Exempted
Un-Exempted

LACE, ADJ SUR

RNO AL
N DELHL Dist SOUTH

HOTELN

DELHI {SOUTH) [NHP)

e Onclicking “EXIT — BULK”, the screen would appear as below:

Weleeme:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA ot 1 DENHPA0I4261000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mame:

#Home Member ~ Establishment ~ Caims ~ Payments ~ Dashboards ~ User ~

Member Exit
Upload Member Exit File: Choose file | Na file chasen
© note:

1. Click here to download sample Exit bulk upload file.
2. Only Text File or ZIP file(Containing Only One Text File) can be uploaded.
3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

ancel

Subr

Member Exit

Fiie Hame. Uplosd Date.

Help File

Status

e On clicking on the “Help file” option, the exit bulk file format is

convenience of employers.

10

available for the



exitBulkHelpFile

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA-

EXIT BULK FILE FORMAT
(FOR EMPLOYERS)

The Exit Bulk file should be in txt format anI?'.

File size should not be greater than 2 MB. If file size is greater than 2 MB, single text file in ZIP format will be accepted.
Each line in text file contains details of single member only.

The separator between fields should be #~# ( hashtilda hash).

Column Name Colunm width Remarks

Is
Mandatory

Universal Account
Number (UAN) NUMBER(12)

. Enter valid date format (dd/mm/yyyy)
Exit Date DATE Date should not be less than joining date

UAN of active member

Exit Reason Code CHAR(1) Exit reason code as per Annexure |

Sample text file is as follows for reference:

100248330106#~#01/02/2014#~#R

Annexure |

SLNo. |Value

1 RETIREMENT

DEATH IN SERVICE
SUPERNNUATION
PERMANENT DISABLEMENT
CESSATION (SHORT SERVICE)
DEATH AWAY FROM SERVICE

Please click on “Choose file”. After choosing text file from the appropriate drive (where
the text file is saved), the screen appears as below:

Wekome:
Est. 1 DSHHPO034261000

Name:
#Home Member - Establishment ~ Claims ~ Payme: Dashboards ~ User ~ -
Member Exit
Upload Member Exit File:* exitbulk bt Help File
© Note:
1. Click here to download sample Exit bulk upload file,
2. Only Text File or ZIP file[Containing Only One Text File) can be uploaded.
3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI
Member Exit
Uplasd Dte: Statis
Pagel oo w » B 5
: H H a“ Hv .
e To submit the chosen file, click on “Submit” Button. The screen would appear as below:

11



%y EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA BILE |
Lar 8
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Are you sure to upload the selected file? s

n:1.4.0 /14208 1

Prevent this page from creating additional dialogues.
#Home Member - Establishment -~  Claims ~  Payments - 1

Member Exit Cancel

Upload Member Exit File: Choose file | & ] Help File

@ note:
1. Click here to download sample Exit bulk upload file.
2. Only Text File or ZIP file(Containing Only One Text File) can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAI

e

Member Exit
File Hame Upload Date: Status
-1 v o revards ta view
e Please click on OK.
e The screen would appear as below:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA m';’:_":s";mmm“ !ium ‘ gt
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mamz: .

n 1.4, 010/11/2018 11
#Home Member - Establishment - Claims ~ Payme:

Dashboards -  User~  Admin ~

Member Exit

O File Validation Successfull.File Processing is in progress and may take more time. Please Revisit after some time,

Upload Member Exit File:*

Choose file | No file cl

Help File
@ note:
1. Click here to download sample Exit bulk upload file.
2. Only Text File or ZIP file(Containing Only One Text File) can be uploaded.

3. Aadhaar number and Aadhaar information provided here will be used for doing authentication of the member using the tools provided by the UIDAT

Member Exit

Uplosd Date.

exitbulk_2016111138404116202.0ct 11-MOV-2016 10:40 Process completed x

Page i1 0 v

(iv)  For approval of submitted records:

e For approval of submitted records, click on “APPROVALS” under the menu tab
“Member”.

12



Wekcome:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA ot 1 DSMMPO0I4261000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Name:
: /L2005 1
m Establishment ~  Claims ~  Payments ~  Dashboards -  User»  Admin ~
PROFILE
Al Employer Profile
REGISTER - INDIVIDUAL
P J—— yers registering for the first time) your PAN and Name of establishment as per PAN on the portal by using the Update SFA - ASSOCIATES
EGISTER - BULK
Pra The PAN and the name will be verified from the PAN database. Please note that the while filling up the Name as per
Est. Id DSHHPO
PAl KYC-BULK M card of your establishment handy and fill up the name exactly as on PAN card. PAN of the proprietor can be provided
LS J— arship firm and name of the establishment differs from the name in PAN, PF Un-Exempted
EXIT - BULK
Pension Un-Exempted
EDLI Un-Exempted
Address RAN PALACE. ADJ SURYA CROWN

DELHI Dist SOUTH , State: DELHI. Pin: 1

PF Office DELHI {SOUTH) [NHP]

What's New

FORM 5A Data fields made editable. Employer may edit, if required, and print the Form again for submission to PF Office.
Validity of challan for online payments through internet is 12 days.

e Onclicking “APPROVALS”, the screen would appear as below:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA e one
! st Id: DSNHPO034261000

MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Name:

sappartepfindiain

Verion:3. 4.0 J/A/206 144250
#iHome  Member -  Establishment »  Claims -  Payments-» Dashboards -  User-  Admin -~

Activity Details | Pending View Approved | View Rejected | View All

Pending

View hpprove/Reject Error

hetivity Id Type

& Member Individual Registration - 1 Item(s)
B3 Member Individual Registration View Lgprger || Reject

& Member Individual Registration - KYC Pending For DS - 1 Item(s)
i Member Individual Registration - KYC Pending For DS View Lz

& Member Bulk Exit - 1 Item(s)
L] Member Bulk Exit View Agprove || Rieject

Page—af1 View 1 - Jof§

e Inthe screen, there are pending activities shown.
e Against the activities, there are options - View, Approve and Reject.
e On clicking on “View”, the screen would appear as below:

13



T
Employess Provident

T T, 14

FAafa i
Fund Organisation

T e . T T . TE fR=F - 110066
Bhavizhys Nidhi Bhowan, 14, Bhikaji Gama Place, New Deihi - 110066

11/11/2016
Pending KYC Details
Document Document Document
S.No. UAN ype Number Name As Per Document Information
1| 100615713020 | Bank 12saaasaadadadss ganiEEY STEP1111111

View Approved / View Rejected / View All

Approve/Reject Error

Agprave || Reject

re—

agprave || Reject

e Onclicking on the “Approve” button, the screen would appear as below:

%y EMPLOYEEY PRUVIDENT FUND URGANISATION, INDIA
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

fiiome  Member -

Activity Detils | Pending

Pending

Establishment -

Aathvity ld

& Member Individual Registration - 1 Item(s)

3

Claims ~

8 Member Individusl Registration - KYC Pending For DS - 1 ltam(s)

g

1 Member Bulk Exit - 1 Item(s)

e Please click on OK.

B569

Areyou sure you want to Approve?

Payments » [

Member Individual Registration

Member Individual Registration - KfC Pending For 05

Member Bulk Exit

|
Language: 7t | Engid

Versien 1140 1142016 110357

View

View

View

View Approved | View Rejected | View All

Approve/Reject Error

ogrove || Reject

Aoprove

Agprove || Reject

e On clicking on the “Reject” button, the screen would appear as below:
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wLam |

am.y EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
'i' Are you sure you want to Reject? crgage:
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA ¥ ¥ ject!
Varsen :1.4.0 1V1VA016 110357
e rse oo oo e I
Activity Details /| Pending View Appraved | View Rejected | View Al
Pending
Aativity kd Type Records View Apprave/Reject Error
& Member Individual Registration - 1 Item(s)
89n View g | Rt
& Member Individual Registration - KYC Pending For DS - 1 ltem(s)
8T Member Individual Registration - KYC Pending For DS View Azpree
Bage—of1 View1 - 20f2

e Please click on OK to reject the record.
e The pending activities can be viewed by clicking on “Pending” button.

Vigkome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Eet 1 DSKHPOD34264000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA e

#Home Member - Establishment - Claims ~ Payments - Dashboards - User - Admin -~

Pending

Approve/Reject Error

8 Member Individual Registration - KYC Pending For DS - 1 Itemi(s)
872 Member Individual Registration - KYC Pending For DS 1 Voew pr—

Pags —af Wiew1-1af 1

e The records approved and rejected can be viewed by using buttons “View Approved”,
“View Rejected” and “View All”.
e On clicking “View Approved”, the following screen would appear:

Wicleome:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA T

MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA e
#Home Member- Establishment- Cliims- Payments - Dashboards- User-  Admin -

ity Detzils | Pending
Pending
Activity id Type Regords View Approve/Reject Ermor
& Member Individual Registration - KYC Pending For DS - 1 Item(s)
i Member Individual Registration - KYC Pending For D5 Ve Jr—

Fage —ofl View1-1af1

e On clicking “View Rejected”, the following screen would appear:
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Weltome:

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Eat 1 DSNIPOO34261000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA "
ama
#tHome Member - Claims Payments ~ Dashboards Admin ~
Activity Details / Pending
Pending
Type View Approve! Error

e On clicking “View All”, the following screen would appear:

MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA e

WViglome:
@ EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Est 1d- DSNHP0034261000

#iHome  Member Establishment -  Claims ~  Paymenis -  Dashboards User Admin ~

View Pending

v Status v
All List
d Type Status. View
& Member Individual Registration - & Item(s)
8973 Member Individual Registration 11-NOV-2016 Rejected -
8972 Member Individual Registration 11-HOV-2016 Approved T
8971 Member Individual Registration 11-NOV-2016 Approved -
8970 Member Individual Registration 11-NOV-2016 Approved L
8932 Member Individual Registration 10-NOV-2016 Approved B
LYEY] Member Individual Registration 08-NOV-2016 Approved =
& Member Bulk Registration - 2 Item(s)
ation "
2904 Member Bulk Registration 09-NOV-2016 Pending =
& Kye Individual Registration - 1 Item(s)
8914 Kyc Individual Registration 11-NOV-2016 Pending [
& Member Bulk Exit - 1 tem(s)
8365 Member Bulk Exit 11-NOV-2016 Approved -

e On clicking PDF under the column “View”, the pdf file for the record can be viewed as

below:
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R i e R DSHHP0034261000
Employses’ Provident Fund Organisation

T, T - 110000

wfrer fafe . 14, A - -
Bhavishya Nidn Bhawnn, 14, Brikall Gama Place, New Delhi - 110066

Mame :

Approved Member Registration Details “

1 Member Details

Name: DEEPAK Member Id : DSNHP00342610000009487
UAN/Previous Member Id | 100615713161 ot )
e Fie Sesti View
Name DEEPAK
Date of jaining 01-Nov-2018 Date of Birth 06-Nov-1998 Rejected -
Gender Male Marital Status Married Approved -
Father's/Husband's Name | DD Approved -
Click here to View
Nationality INDIAN onioiect =
Approved -
Mobile 9718880762
Approved L -
e-Mail ID -
Is International Worker No Approved -
Country of Origin - Passport N - Raiing s
— = T E— T -
8914 | Kyc Individual Registration 11-HOV-2016 Fanding -
& Member Bulk Exit - 1 Item(s)
6369 | Member Bulk Bxit axitb 11-HOV-2016 Approved >

View 1-100F 12

e Inthe above screen, the Activity Type can be selected and the status — Pending, Approved,
Rejected- can be known for the selected activity.
e Forinstance, the Activity Type selected in the next screen is Member Bulk Exit.

Wiskome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Eot 1 DSNHPO034264000
MINISTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA Mame:

Member ~ Establishment - Claims ~ Payments ~ Dashboards ~

- Admin ~

Activity Type Status T
Approved List
“ Type Upiosd Dete Errar Flle Stetis View
& Member Bulk Exit - 2 ltem(s)
6565 | Member Bulk Exit 11-NOV-2016 Approved -
6846 Member Bulk Exit 10-NOV-2016 Approved -
Pagelat1 o v View1-20f2

e The status can be selected - pending or approved or rejected as shown below:
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Wiskom:
@ EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA Est Id: DSNHPO034261000

MINISTRY OF LABOUR & EMPLOYMENT, G

RNMENT OF INDIA Mame:

#Home Member Establishment ~

yments -  Dashboa

Activity Type < Status
All List
“ Type ErarFiie Stats
& Member Individual Registration - & ltem(s)
2973 Member Individual Registration 11-NOV-2016 Rejected “
8972 Member Individual Registration 1-HOV-2016 Approved -
8971 Member Individual Registration 11-NOV-2016 Approved “
8970 Member Individual Registration 11-NOV-2016 Approved -
8932 Member Individual Registration 10-NOV-2016 Approved “
8731 Member Individual Registration 0B-HOV-2016 Approved -
& Member Bulk Registration - 4 Item(s)
8915 | Member Bulk Registration 1-HOV-2016 Pencing -
2984 Member Bulk Registration 11-NOV-2016 Rejected “

8983 Member Bulk Registration

-HOV-2016

Pending

8541 Member Bulk Registration

1-NOV-2016 Rejectad -

e For instance, the status “Approved” is selected. The following screen would appear:

Est. 1d: DSNHPOO34261000
MINISTRY OF LABOUR & EMPLOYMENT, G

Wigkome:
EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
RNMENT OF INDIA

Name

#Home Member Establishment ~ Claims ~ Payments ~ Dashboards

Activity Type Member Bu

e

- Status

" Type Error File
o Member Bulk Exit - 2 ltem(s)
8969 | Member Bulk Exit 11-NOV-2016 approved e
8846 Member Bulk Bxit 10-NOV-2016 Approved [ -
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Annexure ‘A’

Member’s details for UAN generation/ linking

S. Field Name Type Mandatory | Remark/Validation
No.
1. Personal Title Selection Yes Values (Mr., Ms., Mrs.)
2. Name Text Yes
3. Gender Selection Yes Values (Male, Female,
Transgender)
4, Date of Birth Date Picker | Yes Should not be future date and prior
to 1916
5. Father’s/Husband | Text Yes
Name
6. Relation Selection Yes w.rt S.No. 5 Values (Father,
Husband)
7. Marital Status Selection Yes Values  (Married, Unmarried,
Widow/Widower, Divorcee)
8. Mobile Number Text Box No 10 digit numeric
9. Email ID Text Box No
10. Date of Joining Date Picker | Yes Should not be future date and prior
to 1952
11. Monthly Wages | Text Box Yes
as on joining
12. International Check Box No
Worker
13. Country of origin | Selection Yes (If | Selection from list of all countries
Internation
al  worker
flag
checked)
14. Passport Number | Text Box Yes (If
Internation
al  worker
flag
checked)
15. Passport Valid | Date Picker | Yes (If
From Internation
al  worker
flag
checked)
16. Passport Valid Up | Date Picker | Yes (If
to Internation
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al  worker
flag
checked)

KYC Details

17.

KYC

Check Box

No

Multiple KYC may be checked.
Values (Bank, PAN, AADHAR,
Passport, Driving License, Election
Card, Ration Card, NPR)

17(1)

Document

Number (Number

given on KYC)

Text Box

Yes (If
respective
Check Box
is checked)

Validation as per KYC checked. If
document number is already
available in database, system will
throw the error that previous
employment is available.

17(2)

Name as per KYC

Text Box

Yes (If
respective
Check Box
is checked)

17(3)

IFSC Code

Text Box

Yes (If Bank
is selected
as KYC)

17(4)

Expiry Date

Date Picker

Yes (If
Passport or
Driving
License are
selected as
KYC)
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Annexure ‘B’

UAN Linking Logic

S. Information available | Information provided | Matching status | Linking
No. | against UAN by Present | between information

Employment at the | against UAN and

time of registration/ | Present Employer

linking

Name | DOB | Aadhar | Name | DOB | Aadhar | Name | DOB | Aadhar | Allowed | Allowed | Not
/PAN /Pan /PAN with Allowed
Alert

1 v x x v v x v x NA v x x
2 v x x v v x x x NA x x v
3 v v x v v x v x NA x x v
4 v v x v v x x x NA x x v
5 v v x v v x v v NA v x x
6 v v x v v x x v NA x v x
7 v v v v v x x x NA x x v
8 v v v v v v x x x x x v
9 v v v v v v x v x x v x
10 v v v v v v v x x x x v
11 v v v v v v v v x x v x
12 v v v v v v x x v x v x
13 v v v v v v v x v x v x
14 v v v v v v v v v v x x

In case of individual registration/ linking and “Allowed with alert”, an alert message will be shown
to employer and his/her consent will be obtained that employer wants to link UAN even there are
discrepancies between information available against UAN and provided by employer. In case
employer wants to continue with linking, information available with UAN will be carried forward
and same may be changed later through separate functionalities.

In case of bulk registration and “Allowed with alert”, alert message will be displayed in PDF with
the advice that if employer approves the pdf file these entries will be ignored and if employer
wants to link UAN even with discrepancies, the same can be done only through individual
registration.

If employer declares an employee as a fresh new employment and provides Aadhaar/PAN at the
time of registration, if the same Aadhaar/PAN is already seeded with some UAN, the employer
will be prompted that this KYC is already seeded with some UAN and employer has either to
provide UAN or register without KYC. However, after registration, the employer can seed same

KYC with new UAN.
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