Protean eGov Technologies Limited

protean

Change is growth

STANDARD OPERATING PROCEDURE (SOP)

Change in Subscriber’s Name / DOB by Nodal Office
Version 1.3

© 2024 Protean eGov Technologies Limited (Formerly known as NSDL e-Governance InfrastructureLimited), All rights reserved.
Property of Protean eGov Technologies Limited.

No part of this document may be reproduced ortransmitted in any form or by any means, electronicor mechanical, including
photocopying orrecording, forany purpose, without the express written consent of Protean eGov Technologies Limited.




@protean

Classification: Public Version No.: 1.2 03-Apr-2025 Page: 2 of 18

REVISION HISTORY

Date of Description
Revision of Change

05-Sept-2024 . Initial Version

12-Dec-2024 . Processing of Name change request
for second time

14-Jan-2025 . Processing of DOB change request
wherein subscriber age cross 60 as
per new DOB

03-Apr-2025 . Authorization of subsequent (2" time)
Name change request at CRA end




@protean

Classification: Public Version No.: 1.2 03-Apr-2025 Page: 3 of 18

Index

Page

Content
Number

Introduction 4
Documents required for Subscriber Name/DoB change 5

Modification in Subscriber Name / DOB
Name / DOB change request Initiation by NLAO / NLOO

Name / DOB change request Authorization by NLAO /
NLOO

View Status request

Processing of Name change request for second time
Processing of Date of Birth (DOB) change request wherein
subscriber age cross 60 as per new DOB




@protean

Classification: Public

Version No.: 1.2

03-Apr-2025

Page: 4 of 18

Introduction:

Subscriber Name and Date of Birth (DOB) are the critical data for the NPSLite subscriber
which are registered in CRA system. Therefore, any modification in these fields should be

done with due diligence.

An interim process was followed earlier wherein the Subscriber Name and DoB
modification involved the submission of documents to CRA by the Aggregator for
processing the request in CRA system.

As per the new functionality developed, the subscriber Name and DOB modification can
be processed through the NPS-Lite Aggregator office.

This new functionality allows the office to Initiate and Authorize request for
modification in Name and DOB of the subscriber details in CRA.

The Matrix for above-mentioned updation is as follows:

Flow Matrix for first time Name / DOB Change Request

Request Initiation by

Authorization

NPS Lite-Accounts Office (NL-AO)

NPS Lite-Accounts Office (NL-AO)

NPS Lite-Accounts Office (NL-AO)

NPS Lite-Oversight Office (NL-OO)

NPS Lite-Oversight Office (NL-OO)

NPS Lite-Oversight Office (NL-OO)

Flow Matrix for Subsequent (2nd time) Name Change Request

First Level (Request Initiation/
Authorization)

Second Level (Authorization
at maker and checklevel)

NLAO

Protean CRA

NLOO

Protean CRA

Flow Matrix for DOB Change Request wherein subscriber age
cross 60 as per new DOB

Request Initiation by

Authorization

Protean CRA

Protean CRA
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Documents required for Subscriber Name Change:

(Supporting document type:- *.jpeg, *.jpg, *.png, or *.pdf format and size of each
document should be between 2 KB to 5 MB.

Type of

Name change Marriage Correction and Other
Request

Self-attested gazette | Self-attested gazette
copy copy/Marriage certificate Self-attested POI
Self-attested POI (Proof
of Identity) in old and | Self-attested POl in new
new name name

Proof of bank account | Proof of bank account with
with new name new name

S2 Form S2 Form

Documents
to be
uploaded

Documents required for Subscriber Date of Birth: (any one from the list)
(Supporting document type-:.pdf,.jpg,.jpeg between size 2 KB to 5 MB.)

Passport

Driving License

PAN card

Voter ID card

AADHAAR

High School Mark sheet

The office should verify the all documents as submitted by the subscriber. It is the
responsibility of office to ensure veracity of documents submitted by the subscriber. The
details mentioned in modification form should match with the provided documents.

Both, Subscriber's name and Date of Birth cannot be modified at the same time
for any subscriber.

A. Name Change Request initiation by NLAO/NLOO

» NLAO/NLOO office will log in to NPS Lite portal https://apy.nps-
proteantech.in/CRAlite/. Enter User ID , password, captcha along with AADHAR
and OTP (Please refer Figure 1 in three steps)
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Atal Pension Yojana / NPS Lite

PFRDA has appointed Tra g agency to provide training on APY. To parti ate in these tr:

Login to Your Accoul

N
DIGITAL CERTIFICATE

Password

et
Captcha ’ A

ing sessions, Click here

1 understand that

My User IDIPRAN & Password is
confidential & not to be disclosed.

Password should be complex and
not commonly used text or number.

I need to keep changing my
password regularly.

Submit

Reset Password

> K

Figure 1.1
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Atal Pension Yojana / NPS Li

» Aadhaar linking Request Initiation

User 1D: 160001400

N eGow T Lid as CRA 1o

1. Use my Aadhaar details for Mational Pansion System (MPS) and authenticata my identity through the Aadnaar Authentication system (Aadnasr based e-KYC services of UIDAI} In accordance with the
1 Targeted Delivary of Financial and other Subsidias, Benefits and Servicas) Act, 2016 and the alliad rulas and regulations notified thereunder
2 ails (Name, Gender and Date of Birth) and OTP for authenticating my id

€21 hareby under:

tity thraugh the Aadnaar Authentication system for oblaining my e-KYC through Aadhaar based e
shaar details (phys and / or digital, as the ca
jed by PFRDA, the regulator of NPS, whicheves
I understand that Security and confidentiality of |

s CRA for NPS

s mayba) submitted for availing services undar NPS will be maintained in NPS till the time the account/User 1D is not inactive in
ater.

personal identity data provided, for the purpose of Aadhaar based authentication is ensured by Prolean eGov Technologies Lid till such time it is acting

Submit
Mote: Kindly provide detalls as per Aadhaar records

CRA Homa | Downloads | FAQs | Contact Us | S

swstem Configuration | Entrust Sacured | Privacy Policy |
Copyright © 2010 CRA, All Rights Reserved. Best viewsd

ievance Redressal Polic
n Internet Explorer 6 & above or Firefox Ver 1.5 with a resolution of 1024 768,

Figure 1.2
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Change /s growth

» Aadhaar linking Request Initiation

OTP successfully sent 1o the registered mobile number.
User ID: 160001400 Relogin

Aadnaar Number HHHHHHKKATEL
Enter OTR™ Resend OTP

Note: OTP will ba sant on Aadnaar Registered Mobile Number

SRA Homs | Rewnleads | FAQs | Sentast Us | System Configuratien | Entrust Secured | Privacy Polisy | Grievance Redressal Policy
Copyright © 2010 CRA. All Rights Reserved. Best viewed in Internet Explorer 6 & above or Firefox Ver 1.5 with & resalution of 1024 768

Figure 1.3

» Click on option “Transaction” and sub menu “Subscriber Personal Details
Update” (Please refer Figure 2)
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Welcome NPS-Lite Account Office- 1500037500 Home | Logout
Contribution Details Authorize Request Pay-Out Details i i i i Exit Request Views Transaction

Update Subscriber Defails | Initiate Conditional With: | Verify NLCC Shift Request | NLCC Shifting Request Status
View | FATCAFileUpload | FATCAFile Status || Subscriber Personal Details Update |

Welcome to Central Record Keeping Agency

Click here to view list of Exit Claim IDs awaiting any action

"PFRDA has decided that from May 1, 2012, remittances without information on funds transfer will be returned.
Further, SCFs pending will be deleted after 15 days. For details, Click here.”

“To view the details of funds returned by the Trustee Bank, please click here.”

CRA Home | Downloads | FAGs | Contact Us | System Configuration | Entrust Secured | Privacy Policy | Grievance Redressal Polic:

Best viewed in Internet Explorer & & above or Firefox Ver 1.5 with a resolution of 1024 768,

ascript:submiturl{ /SubPersonalDtlsUpdateRed| \'Sub Personal Detai

Figure 2

» Click on option “Initiate” and Enter PRAN. Click on “Submit” (Please refer Figure
3)
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Back to Main Menu

Permanent Retirement Account Number (PRAN)

| Ganeel |

Bost viewod in Google Chrome, Mozilla & Infernet Explorer 10+ with o rosolulion of 1024 X 768

Figure 3

» Existing subscriber details available in CRA will be displayed on screen. (Please
refer Figure 4). Click on “Edit”

&Y NSDL e-Gov i now @ protean X National Pension System (NPS)
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ser Id: 1500037500 Back to Main Menul

Personal Details Update

O verty © Authorze O View Request Status

Existing Personal Details

PRAN 500030671590
Subscriber's Name YALAGADA RAMARAO

Date Of Birth 29/05/1971

Note

« All dates are in dd/mm/yyyy format

Figure 4

» Select the Change Type, “Subscriber Name”. Select reason for name change
request form available list. (Please refer Figure 5).
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Iser Id: CRAD000S i Back to Main Menul

Personal Details Update

@ Initiate ) Verify ) Authorize View Request Status

New Personal Details

PRAN: 500640197639 Subscriber Name: SACHIN RAVSAHEB WARADE

Change Type Existing Value New Value Reason for Change Document Type Upload Document

SACHIN
SACHIN
@ Subscriber's Name | RAVSAHEB RAVSAHEE
WARADE

WARADE

Change Type Existing Value New Value Document Type Upload Document

- Date Of Birth 2010811985 200081985 = 3 Nofi._.sen

Note - Document should be in * jpeg, * jpg, * png, or * pdf format and size of document should be between 2K8 to 248

Figure5
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Upload the all supporting document proof for name change (Please refer Figure
6)

™ Tniate AUTonze eV Request STalls

New Personal Details

PRAN: 500640197639 Subscriber Name: SACHIN RAVSAHEB WARADE

Change Type Existing Value New Value Reason for Change Document Tvpe Lpload Document

Seli-atiested gazette

copy or the self- [ choose File |
attested copy of FTi

marriage certificate

Self-attested POI in [Choose File |
old name FTR_Snaps jpg
SACHU :
SACHIN Seli-attested POl in ['choose File |
@ Subscriber's Name RAVSAHEB RAVSAHEB MARRIAGE new name FTR_Snaps jpg
WARADE - Exraci of service =
ADI N cose File
records with new FTRSNAPOT jog
name
Proof of bank account [Choose File |
with new name FTRSNAPD1 jpg

['choose File | Mo file

82 Form
chosen

Change Type Existing Value New Value Document Type Upload Document

-, Date Of Birth 20/08/1985 20/08/1985 Nofi_osen

Note : Document should be in *.jpeg, *.jpg, *.png, or *.pdf format and size of document should be between 2KB to 2MB.

Figure 6

Click on “Confirm” (Please refer Figure 7).

€% NSDL e-Gov protean
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National Pension System (NPS)

Personal Details Update

® Inate
New Personal Details
PRAN : 500640197639 Subscriber Name - SACHIN RAVSAHEE WARADE

Date Of Birth : 2010211985

Change Type Existing Details New Details Uploaded Documant

Subscriber's Name  SACHIN RAVSAHEE WARADE ~SACHU RAVSAHEE WARADE 32 48 4 4 4 8

| Cancel ‘

Note

|+ A dates are in agimm

Best viewsd in Google Chrome, Mozilla & Infemet Explorer 10+

Figure7
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> Incase of DOB change Select the Change Type, “Date of Birth” Please refer

Figure 8)

Change Type

New Personal Details

PRAN:

(") Subscriber's Name

Change Type

Date OF

Note : Decument should be in * j

If we hereby certify/confirm that Subscriber is a KYC verified customer. The given details and the documents are verified by this office.

Initiate O Verify O Authorize O View Request Status

Kindly upload valid document

500030671530 Subscriher Name: YALAGADA RAMARAO

March 1997 »

Existing Value New Value Document Type Upload Document

Tu We Th Fr Sa

1
?

10 14 15

YALAGADA

YALAGADA 3
RAMARAO

17 21 22
24 28 29

Existing Value 130 31 ent Type Upload Document

290511971 ==—fp- PAN CARD « | [Chooss File | New. .1.pdf

jpeg. *jpg, *.png, or *.pdf format and size of document should be between 2KB to SMB.

ome

Figure 8

Select Document Type from the drop down. (Please refer figure 9).

PRAN:

Change Type

() Subscriber’s Name

@ Initiate

New Personal Details

500000671597

Change Type

(@ Date Of Birth

Note - Document should be in * jpeq, * jpg, * png, or *.pdf format and size of document shoy

[] IV we hereby certify/confirm that Subscriber is a KYC verified customer. The given details

O Verify O Authorize () View Request Staius

Subscriber Name: VENNELA BALARAMAKRISHNA

Existing Value New Value Reason for Change Document Type Upload Document
VENNELA

VENNELA

BALARAMAKRI

SHNA

BALARAMAKRISHNA

Existing Value New Value Document Type Upload Document

181031974 —SELECT-- ~ | Choose File | No fi...sen

—SELECT-

PASSPORT

DRIVING LICENSE

PAN CARD

AADHAAR CARD / LETTER ISSUED BY UNIQUE IDENTIFICATION AUTHORITY OF INDIA
VOTERS IDENTITY CARD

HIGH SCHOOL MARK SHEET

' Cancel
B3 o

Figure9
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> Select Document and tick on the declaration. (Please refer figure 10)

€ Open
< R

Organize v MNew folder -

Name Date modified
@ GC 16-0

@ NewPOI

~ [l This PC
> @ Desktop
16-09-2024 16:07
> | Documents
(@ OLDPOI
> <k Downloads

> @ Music

P9 Pictures

i3 Vvideos

% Local Disk (C:)

& PROOF

@ 52

File name: | NewPOI | Customfiles

Uplosd from mabie

<« Desktop > New folder (2) c O Search Mew folder (2)

X is CRA: Penny Drop Status - X @ Welcome to Central Record-Keey

D=1059020290&getName=5ub%20Persona... A 1%

[ | 0 ) Authorize
Type

(O View Request Status

Microsoft Edge |

d document
Microsoft Edge |
Subscriber Name: YALAGADA RAMARAO
Microsoft Edge |

\ason for Change

Microsoft Edge | JEACTEIOTTD

Microsoft Edge |

FSELI

Upload Document

Document Type Upload Document

t Choose File | No fi_sen

Cancel ‘,

PAN CARD

I |

T

Note - Document should be in ~ jpeg, * jpg, * png, or * pdf format and size of decument should be between 2KB to 5MB

I/ we hereby certify/confirm that Subscriber is a KYC verified customer. The given details and the documents are verified by this office.

Figure 10

» ‘Request has been successfully initiated’ message and acknowledge number
would be displayed on the screen. (Please refer Figure 11)

Request has been successfully initiated.

Request Raised For

PRAN

Subscriber Name

Maker Details

Acknowledgement Number
Status

Date of Initiation

Initiated By - Reg. Ne

Initiated By - Name

500640197638

SACHIN RAVSAHEB WARADE

10308202411000009
Initiated by CRA
03-08-2024

CRADD0

CRA

Figure 11
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B. Name Change Request authorization by NLAO /NLOO office.

Subscriber name change request Initiated by NLAO / NLOO needs to be
authorized by NLAO/ NLOO office.

In case NLAO office has initiated change request, NLAO (Using 2" user ID or NLOO
office will able to authorize the request.

Authorization of request by NLAO /NLOO:

NLAO / NLOO nodal office will log in to CRA portal https://apy.nps-
proteantech.in/CRAlite/. Enter User ID , password, captcha along with AADHAR
and OTP (Please refer Figure 12 in three steps)

&Y NSDL e-Gov .. @ protean Atal Pension Yojana / NPS Lite
Change i growth

PFRDA has appointed Training agency to provide trainif

Login to Your Account

® I-PIN
DIGITAL CERTIFICATE

vserio |

E
Captcha

Batrust’ | submit | | Reset
Radat Passuns

> _Check Subscriber Registration Status

Figure 12.1

I Y NSDL e-Gov ) ®pr°tean
Change /s growth

» Aadhaar linking Request Initiation

Relooin

1 NPS il the time the

for the purpose of Aadhaar based authentication is ensured by Protean eGov Technologies Lid till such time it is act

Submit

Figure 12.2
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» Aadhaar linking Request Initiation

KHHHHHHKATES
Resand OTP

Figure 12.3

Click on option Transaction--> Subscriber Personal Details Update--->
“Authorize”. Enter PRAN or acknowledgement ID or From - To Date range. Click
on “Submit.” (Please refer Figure 13)

&Y NSDL e-Gov 0 protean A National Pension System (NPS)
Chacge is growth ‘

Personal Details Update

Authorize Personal Details

10308202411000008

Best viewed in Google Chrome, Mozila & Intemet Explorer 10+ with a resolution of 1024 X 768.

Figure 13

Details of pending request will be visible on screen. To check and authorize the
details entered ,click of hyperlink “Acknowledgement number” or “PRAN".(Please
refer figure 14)
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Personal Details Update
Authorize Personal Details

Acknowledgement Numbar 10308202411000008

PRAN

=y
P — —
= = =

o . initiatad by <
el | 10309202411000009 | 03-09-2024 | 500640157639 Modified cRAo0D cra <4

Figure 14

» NLAO / NLOO will check the uploaded documents available in dwonloadform and
details entered and click on ‘Accept’ if the details are correct and Reject incase
details are incorrect (Please refer Figure 15).

secTTe ——TTTCTOT TS

Personal Details Update

O Initiate O Verify @ Authorize © View Request Status

Personal Details to be Updated

PRAN : 500030671590 Subscriber Name : YALAGADA RAMARAO

Date Of Birth : 29/05/1971

Change Type Existing Details New Details Uploaded Document

Date Of Birth 29/05/1971 08/03/1997 i' —

I/ we hereby certify/confirm that Subscriber is a KYC verified customer. The given details and the documents are verified by this office.

@ Accept O Reject

Remarks

Figure 15
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> Once NLAO / NLOO clicks on Submit, tick the declaration box and then click on

‘Confirm’ (Please refer Figure 16).

&3 NSDL e-G oV :now protean

Change is growth
ser ld: 1500037501

Personal Details Update

O Initiate O Verify

Personal Details to be Updated

PRAN : 500030671590

Date Of Birth : 29/05/1971

Change Type Existing Details New Details

Date Of Birth 291051971 08/03/1997

National Pension System (NPS)

Back to Main Menu|

@ Authorize ) View Request Status

Subscriber Name : YALAGADA RAMARAO

Uploaded Document

2

[od)

If we hereby certify/confirm that Subscriber is a KYC verified customer. The given details and the documents are verified by this office.

Note

i =« All dates are in dd/mmiyyyy format

Figure 16

» ‘Request has been successfully Authorized’ message would be displayed. (Please
refer Figure 17).

Request has been successfully Authorized.

Requested For

PRAN

Subscriber Name

Details

Acknowledgement Number
Status
Date of Authorization

Authorized By - Reg. No

Authorized By - Name

500030671590

YALAGADA RAMARAO

11609202411002195
Authorised
16-09-2024

8000543

THE VIZIANAGARAM
DISTRICT INDIRA
KRANTHI PADHAM

MUTUAL AIDED
CO.DIST.FELTD

Figure 17
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C. View Statusrequest

To view status of request, click on “Transaction” >“Subscriber Personal Details
Update”> “View Request Status”--> Choose from Accepted / Pending /
Rejected and “Submit” (Please refer Figure 18).

€9 NSDL e-G oV «now protean ""“ ‘ F\ National Pension System (NPS)

Change fs growth

ser Id: 1500037500 i ] Back to Main Menu|

Personal Details Update

O Initiate O Verify O Authorize @ View Request Status

View Request Status

Acknowledgement Number

PRAN

Status —SELECT— v

D B § —-SELECT—
ACCEPTED

To Date™ PENDING
REJECTED

Note

| « From Date and To Date will be the request capture date of Personal Details Change.

Figure 18

List of Accepted / Pending / Rejected would be displayed (Please refer Figure 19).

View Request Status

Acknowledgement Number
PRAN 500030671590
Status _SELECT—
From Date”

To Date”

T
Acknowledgement | Request Type of Ilnker Last Action Pendlng
feuest For Maker Entity Hame Taken

THE VIZIANAGARAM
DISTRICT INDIRA KRANTHI
11609202411002195 | 16-09-2024 | 500030671590 | Modification | 15000375 PADHAM MUTUAL AIDED Accepted Completed NA

CO.DIST.FE.LTD

Figure 19
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D. Processing of Name change request for second time

In case, NLOO/NLAO receives the Name modification request for the second time for
particular PRAN, for such cases, and respective office will not be able to process such
request at their end and will have to follow below steps:

a) Aggregator office has to collect S2 form along with required document (as
mentioned in above point “Documents required for Subscriber Name Change:”
on page no. 5).

b) On receipt of documents, verification part of document will be done by office

c) As per the process of initiation and authorization at NLOO/NLAO level mentioned
above, office has to process request in CRA system.

d) Final authorization in CRA system will be done at CRA for which concern
NLOO/NLAO has to send an email communication to Protean CRA along with
documents.

E. Processingof Date of Birth (DOB) change request wherein subscriber
age cross 60 as per new DOB

In case, NLOO/NLAO receives the Date of Birth modification request wherein subscriber

age cross 60 as per new DOB, for such cases, respective office will not be able to process
such request at their end and will have to follow below steps:

a) Aggregator office has to collect S2 form along with required document (as
mentioned in above point “Documents required for Subscriber Name Change:”
on page no. 5).

b) On receipt of documents, verification and authentication part of document will be
done by office

c) Aggregator office has to send such cases to CRA on email along with S2 Form and
supporting document (attested by your office). From CRA end, such cases will be
processed.




