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1. Preface

The NPS is applicable to all new employees to Central Government service, except to Armed
Forces, joining Government service on or after 1st January 2004. From 1st may 2009, New
Pension system was made available for ‘All Citizen of India’. The POPs/POP-SPs have to
discharge its responsibilities for smooth functioning of NPS. One of the major responsibilities of
POPs is to facilitate registration of the subscribers in CRA. The POPs/POP-SPs collect the forms
from the subscribers and submit the subscriber registration forms at the CRA-FCs (CRA
Facilitation Centre) who will then ensure data entry, scanning and other associated functions
towards generation of PRAN by the CRA.

As per the guidelines of PFRDA the above mentioned process related to PRAN generation has
been extended to online PRAN generation.. As per the new process (known as ‘Online PRAN
generation”) POPs/POP-SPs are entrusted with the responsibility of collection and data entry of
the subscriber details directly in the CRA system instead of submission of forms to CRA-FCs.
Accordingly, CRA has now developed an Online functionality to generate PRAN for the
POPs/POP-SPs. The POPs/POP-SPs will now collect, verify, digitize the details submitted by
the NPS subscribers and will also be required to scan photographs and signature. Once the
process is completed, the POPs will upload the details in the CRA system using Digital
Signature Certificates (DSC).

This instruction manual document describes in detail the responsibilities of POPs/POP-SPs in
execution of ‘Online PRAN Generation Process’. It also provides a list of minimum software
requirements, scanning related specifications etc, required for undertaking the operations
related to online PRAN Generation Process by POPs/POP-SPs.It may be noted that even
though process of submission and digitization has been changed, there is no change in the
existing process relating to dispatch of PRAN kits by CRA.
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2. Online PRAN Generation:

In the Online PRAN Generation Process, POPs/POP-SPs can capture subscriber details in CRA
system and subsequently, PRAN will be generated by CRA. This is the screen based maker
checker functionality . This functionality will be enabled to POP/POP-SP who wish to avail
Online PRAN generation facility. For availing this functionality user may refer to circular issued
by CRA.

2.1 Steps to be performed by the POPs/POP-SPs for online PRAN
generation:

As stated above, the process of PRAN generation has now been incorporated with online PRAN

generation and POPs/POP-SPs will now be responsible for data entry as well as capturing the

photograph and signature of the individual subscriber.

v

v

POPs/POP-SPs shall log in to the CRA system using Digital Signature Certificate (DSC)
to access Online PRAN Registration module.

Online PRAN registration is a Maker - Checker activity. Two User ids will be required
to capture and verify the request. Therefore, the process would require two DSCs - one
for the Maker and another for the Checker. POPs/PPOP-SPs shall first obtain Class III
DSCs from a certifying authority and provide the details to CRA. .

The POPs/POP-SPs shall capture the details of the subscribers in the module. Separate
tabs have been provided to capture personal details, bank details, nominee details and
for upload of photograph/signature.

It is quite understandable that the POPs/POP-SPs may not be able to enter complete
details of a subscriber at one go as the number of fields to be entered are many.
Therefore, POPs/POP-SPs need not enter the complete details of the subscriber at once.
User will have the facility to enter the minimal sector specific details and core details of
the subscriber (Core details are Name, Father’s name and Date of Birth) and get the
acknowledgement number generated. At a later stage user can search based on the
acknowledgement No. and fill in the rest of the pending details and subsequently
complete the application submission process.

After capturing all the details of the subscriber, POPs/POP-SPs shall scan the
photograph and signature of the subscriber for upload along with other details.

Once the application for a particular subscriber is submitted by the maker user, it will
be in ‘Captured’ state, pending for verification by checker.

A request captured by a POP/POP-SP user is to be authorized by another user of the
same POP/POP-SP.

Standard Operating Procedure — Online PRAN registration Page 4 of 29



Checker user will verify the details entered by maker and authorize the request. The process
of printing and dispatch of PRAN kits and I-PIN T-PIN by CRA after successful registration
of PRAN and distribution of PRAN kits to the subscribers will remain same.

Pre-requisites for starting the online PRAN generation process by the POPs/POP-SPs
» POP/POP-SP user is registered in the CRA system and having the DSC based
access
» Internet connection is available
> Necessary infrastructure for scanning (photograph and signature) is available.
> The PRAN application form is complete in all respects along with photograph and
signature and verified by the POP/POP-SP.

The detailed process of ‘Online PRAN generation along with the relevant screenshots is
explained hereafter.

2.2 Using the online PRAN generation module by POPs/POP-SPs

Log in using DSC:

To login using a DSC based user ID, the user needs to select ‘Digital Certificate’ option in the
login screen as shown in Figure 2 and 3 below.

@ NSDL - Central Recordkeeping Agency.

News me to Central Record-Keeping Agency

/ Subscribers /" Nodal Offices I Other Intermediaries
@ IPIN
O Digital Certificate
User ID [ ’7]

passwora | | Select Digital Certificate

( ]

< - i,

......

Forgot Password?
Forgot Password?

> Check Grievance Status
> Check Status using Receipt Number

> Check Grievance Status
» Check Subscriber Registration Status

... Hellinstuctonfortogn ... HeB/instuctonfortogn |

Figure 2
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Central Recondkeeping Agency.

Y NSDL

News entral Record-Keeping Agency

B
/ Subscribers —
Nodal Offices | Other Intermediaries

O PN

User ID [T @ Digital Certificate
useer || Enter DSC Based User ID
Password [ﬁ

|

Forgot Password?

» Check Grievance Status

> 2
Check Grievance Status » Check Subscriber Registration Status
> Check Status using Receipt Number

Figure 3

A pop-up showing the DSC details will appear as given below:

Select a Certificate |z|
TATA CONSULTANCY SERVICES MW
'l'ﬁ'l'.ﬂ.'

R Select the Certificate you want to use.
— Click Wiew Certificate for Certificate Details.

Issuer Details

< | T | =

| ik I Cancel Wi Cer‘tificatel

Copyright @ 2006 Tata Consultancy Services Ltd,

Powerod by

Figure 4

The user needs to select the DSC details and click on “OK” to login.
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3. PRAN Generation - Maker Activity:

3.1. POP user (maker) will click on ‘Register Online’ option under Subscriber Registration
menu as shown below in Figure 5.

/= Welcome to Central Record Keeping Agency - Windows Internet Explorer

@rv &Y hitosii/172.19.65. 123/ CRa/Logont: dorID=1

cgon Ped ~ | & certificate Errar || 42| [ < | [0 sina

File  Edit  Wiew Favorites  Tools  Help

J[(21-]

i Favorites | 5l @] Sugoested Sites ~ 2] Fres Hotmal @] web Slice Sallers -

| &% welcome to central Record Keeping Agency [

&Y NSDL

[T [ deb - Page ~ Safsty - Toolks - @@h-

Details

Status View  Views User Maintenance s Reports Dashboard
Subscriber Modification File Status WView

Upload

Online Registration

Click ‘Online Registration’
Online Registration

“erification

Online Registration

Felcome to Central Recordkeeping Agency
Request Status

“PFRDA has decided that from May 1, 2012, r

infor 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

Home | ContactUs |

System Configuration |  Entrust Secured

Best viewed in Internet Explorer 7.0 & abowe or Mozilla Firefox Wer 2 & abowe with a resolution of 1024 X 768,

Local inkranet

Figure 5

3.2. After selecting the option ‘Online Registration’, the following screen will appear:

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

&3; - \g, https: f/172.19.65. 211 {CR A lsubRegMaker OnloadAckion, doPID—- 16364 7H96E80eMam: V| It Cartificats Error H"rll | |[&] Bina

| =1
File Edit Wiew Favorites Tools Help

< Favorites \ S ] Suogested Sites ~ @ Free Hotmail @] web Slice Gallery ~

| & welcome to Central Record Keeping Agency

[ i - U e - Page ~ Safety - Tools - @
3003000
Tr il C i il Details i i ion User i Views Reports Master Di D Ms
Online Subscriber Registration

) Mew Registration & Existing Registration

Capture Date -From —
— T

Home | ContactUs | SystemConfiguration | Entrust Secured
Best viewsd in Internet Explorer 7.0 & above or Mozilla Firefox Wer 3 & above with a resolution of 1024 X 768.
Done «J Local intranet Yh v Hioow

Figure 6
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3.3. For fresh PRAN registration, select option ‘New Registration’ by clicking the

34.

appropriate radio button and click ‘Submit’. To complete the data entry of already
captured registration request or to modify the details of the existing request, select
option “Existing Registration” by clicking the appropriate radio button.

For registering a new subscriber, user has to select ‘New registration” option and click
‘Submit’. A Tab structured data entry screen will be displayed to the maker user as

per Figure 7 given below. The screen will consist of following tabs in the order as
mentioned below,

e Core Details

e Contact Details

e Bank and Employment Details
¢ Nominee and Scheme Details

e Photo and signature Details

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer
@ \:‘/ - |¢,‘! 172.19.65.123 V| Ibdl Certificate Error | |47/ | X
File Edit Wiew Fawvorites Tools  Help
Sir Favarites | 9% & - & Fres Hotmal & =
¥ welcome to Central Recard Keeping Agency - B8 | d= - Page~ Safety - Took - @hv

3

Core Details

Acknowledgement Mo.-
MName : -

Sector Type= SELECT w |
Core Details
Title = SELECT |»

SubscriberFirstMame = [ | SubscriberigdizName [ ] e -astName
Surname

FamersfFisthame= [ | Faterswddename [ ] Apivhdantt S u
Surname

Gender = SELECT |» Date of Birth = :LQ}’ PAN ]

(ddimmiyyyy)

Mote

L

Generate Acknowledgement No. | l:l | Resetl

Fields marked with # are mandatary for generation of Acknowledgement Ma.
Figlds marked with * are mandatory for capturing the PRAM generation request.
Use "SAVE” button in short intervals to avoid data loss due to session expiry.
Enter Receipt Mo. for UOS sector or Back office reference Mo. for Corporate sector.

Receipt No. for UDS sector is mandatory.

Done

.4 start

3.5.

. Local intranet G v Hioow -

Ae 6 7 @smc e s A " T online_PRAN_G. . = gi & af V= -

Figure 7

Initially, all tabs except ‘Core details” (Personal Details) will remain disabled. This is to
enforce the ‘maker user’ to fill in the core details first and get the unique
Acknowledgement no. generated. Once the user gets the Acknowledgement No, then
the other tabs will be enabled and the details can be filled at the convenience of the
user.
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For generating Acknowledgement No., user has to enter Core details marked as ‘#’ i.e.
Name, Father’'s Name and Date of Birth. Though other details in this screen are not
mandatory for generating Acknowledgement No. these details are mandatory (marked as
*’) for capturing the PRAN generation request.

After entering the core details, a system generated Acknowledgement no. will be displayed
on the screen as shown in Figure 8 below. Maker user shall write the acknowledgement
number in the space provided on the registration form

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

@;;v |E 172,19.65.211 V|@CertiﬁcateError |‘f X | T

File Edit ‘ew Fawvorites Tools Help

o Favarites | 95 & + @ FreeHotmal & | @
1 ¥
|'_r,éWB|EUmE to Central Record Keeping Agency | | & - B (] = v Page - Safety - Tools - @'

»  PRAN Generation Detalls Capture screen v

[T -0 2 113 Contact Details| Bank & Employment Details|Scheme & Nominee Details| Photo & Signature Details
Acknowledgement Mo. 61126100000000039
Mame : RAHUL

DATA HAS BEEN SAVED SUCCESSFULLY.
Sector Typez POP-SP Reg No.2 l:l
Receipt No.# / Back Office Reference No. I:l Combined Registration
Core Details
Surname
Fathers First Mame = WHAY Fathers Middle Name I:l SR (L T I:l
Surname
Gender - Date ofBirt = B e ]
(dd/immiyyyy)
PAN Verification Flag SELECT v Eligible for Swavalamban KYC Verification Flag
KYC Document Details
Address Proof = | Driving License v|
Date of Birth Proof * | Driving License v|
Identity Proof = [Passport | e
& Local intranet G v WMo -

P — - = = . =
i4 start CE8 6 7 @zvico. - 6@ uarTest.. | [0 Freeze_.. | @ 2 M., : . | T pocumen... & aE @Al

Figure 8

3.6. The user can save the entered details at regular intervals by clicking on ‘Save” button
present at the bottom of each tab. Unless the user clicks on the ‘Save’ button on the
respective tab; user will not be able to navigate to the next tab. To move to next tab
user can either click on the tab itself or by click on “Next’ link.
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After generating Acknowledgement No. and saving the details on the respective screen,

user will capture contact details by moving to the ‘Contact Details’ tab as shown in Figure 9
below:

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

&@.‘ - |& https: f{172.19.65.21 1/CRAjolsubRegMaker Searchaction. do?ID=-18826893 7 6&get harme V|® Certificate Errar | || X | Eing

File Edit Wview Favorites Tools  Help

i} Favorites | {5 @ | Suggested Sikes ~ @ | Free Hotmal @ | Web Slice Gallery =

»
|§Walcome ta Central Record Keeping Agency | | @ < = @ * Page ~ Safety + Tools = @v

~
Acknowledgement No.: 51126100000000039 1
Subscriber Mame: RAHUL

Contact Details

Current Address (Correspondence Address)

Address Line 1* |kam|a Wills Compound ‘ Country =
Address Line 2 | ‘ State / Union Territory = MAHARASHTRA v

sisssUnes | \ o

Fermanent Address

Same As Current Address

Address Line 1 | amla Mills Compound ‘ Country =

Address Line 2 | ‘ State / Union Territory = WAHARASHTRA
Address Line 3 [ ‘ City=
PIN Code =

Telephone Number [ | Mobile Number | | =MS Subscription Flag =
Fax Number | | Email Address | | Email Subscription Flag =

== Back to Core Details

Mext to Bank & Employment Details ==

[ — ] b

=

i.| Done

:

% Lacal intranet dg v Hi0%n v

7 start e g @ 2 Micro... - | @ UATTest.. | [0 FREEZE_.. 2 Micr,.. v ... | T Documen.., €& RER e

Figure 9

3.7. After entering Contact Details and saving the same, user will capture bank details and

employment details by moving to the ‘Bank & Employment Details” tab as shown in
Figure 10 below:
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{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

&\;—;’ - |& https:fi172.19.65,21 1/CRAjolsubRegMaker Searchaction, do?ID=-18826893 76&getame V|@ Certificate Errar | || X | Eing

File Edit ‘Wview Favorites Tools  Help

i} Favorites | {5 @ | Suggested Sikes ~ @ | Free Hotmal @ | Web Slice Gallery =

»
|§Walcnme ta Central Record Keeping Agency | | @ -~ = @ * Page ~ Safety + Tools = @v
-~
Core Details | Contact Details |Bank & Employment Detail5| Scheme & Nominee Details] Photo & Signature Details
Acknowledgement Mo - §1125100000000039
Subscriber Mame: RAHUL
DATA HAS BEEN SAVED SUCCESSFULLY.
Bank Details
Bank AIC Type = Saving Account - Bank A/C Mo. =
Bank Mame = BANK OF BARCDA Bank Branch ™ NATIONAL HOUSE
Bank MICR Code = 400012092 Bank IFS Code = 50610225472
Employment Details
Subscriber Occupation™ | Private Sector e Employee Id l:l |
== Back to Contact Details Mextto Scheme & Nominee Details ==
b
.| Done % Lacal intranet dg v Hi0%n v

[ UAT Test... [® FREEZE_... 2 Micra... . ... | T Documen... & & =@l Georm

Figure 10

Employment details and Bank details are optional. However, if bank details are entered, all the
fields are mandatory.

After entering ‘Bank & Employment Details’ and saving the same, user will capture Nomination
details by moving to the “Scheme & Nominee Details’ tab as shown in Figure 11 below:
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{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

@@' |@ 172,19.65,211 V|@Certiﬁcate Error | *2| | X | | -
File Edit Wview Favorites Tools  Help

{;fFavorites {5 £ = € Free Hotmal & -

|'_r,éWalcome to Central Record Eeeping Agency | | @ ~ B =1 @ v Page ~ Safety + Tools = @, 3

~

>  PRAN Generation Details Checker Screen

Core Details | Contact Details| Bank & Employment Details |S|:heme & Nominee Details| Photo & Signature Details

Acknowledgement Mo. 61126100000000040
Subscriber Mame RAHUL

Scheme Preference Details By Checker

Scheme Preference Type
-

Nominee Details

Nominee Details have not been provided

== Back to Bank & Employment Details Mextto photo & signature Details ==

w

E..

Cone ‘QLUE&I intranet 4o v Rk -

‘4 start CE O

Figure 11

Nominee details are not mandatory. PRAN will be generated even though nomination
details are not entered. Therefore, POP/POP-SP should not reject the application forms if
nominee details are not mentioned by the subscriber in the form.

To enter the nominee details, user has to click on “Add’ details as shown in Figure 11 above. The
screen as shown in Figure 12 below will appear. User will have the option of adding maximum
three Nominee details. To add more nominees” user shall click on “Add” button and to delete
any nominee details user shall click on “‘Remove’ button.
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{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

&@3' |g https:fi172,19.65.21 1/CRA olsubReaChecker Searchaction. do?ID=-195066 75 308&0et ka1 V|@Certiﬁcate Ertor | (| X | Eing | Plhe

File Edit Wview Favorites Tools  Help

i} Favorites | {5 @ | Suggested Sikes ~ @ | Free Hotmal @ | Web Slice Gallery =

3

|§Walcome ta Central Record Keeping Agency | | @ -~ = @ * Page ~ Safety + Tools = @v
= . u A
@  PRAN Generation Details Checker Screen w
Core Details | Contact Details| Bank & Employment Details |S|:heme & Nominee Details| Photo & Signature Details
Acknowledgement Mo. 61126100000000040
Subscriber Mame RAHUL
Scheme Preference Details By Maker
Scheme Preference Type Auto
1 PENSION FUMD 1
Scheme Preference Details By Checker
Scheme Preference Type
1 | PENSION FUND 1 |
Nominee Details
Nominee Details have not been provided
w

4| Done ‘aLucal intranet ¥a - H100% <

|I"‘

“iistan [ E G < e Bl come to Central .. | (05, @B [ W Lx

Figure 12

To enter the nominee details, user has to click on “Add” details as shown in Figure 13 above. The
screen as shown in Figure 14 below will appear. User will have the option of adding maximum
three Nominee details. To add more nominees” user shall click on “Add” button and to delete
any nominee details user shall click on “‘Remove’ button.

3.8. After entering nominee details (if any) in ‘Scheme and Nominee Details” tab, user shall
upload the scanned images of Photograph and signature through the ‘Photo &
Signature Details’ tab. There will be two links provided for upload of each scanned
image as shown in Figure 13 below:
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/= Welcome to Central Record Keeping Agency - Windows Internet Explorer El@@

@:jv (& 172,19.65.123 | cortficate Error |42/ % | | |[o]-

File Edit Wview Favorites Tools  Help

i‘f Favorites {5 £ = € Free Hotmal & -
. »
¥ Welcome to Central Record Keeping Agency @ ~ B | m= v Page~ Safety - Tools - @v
Core Details| Contact Details| Bank & Employment Details|Scheme & Nominee Details |Photo & Signature Details| L

Acknowledgement No. 60038960000000002
Mame RAHUL

Upload Photo Preview Photo

| (Browse... Upload

Photo is not avallab

PHOTO

Upload Signature Preview Signature

| (Browse... ] | Upload

Sign is net available

SIGNATURE
== Backto Scheme & Nominee Details
D “The photo and signature uploaded are correct 2
81| Done, but with errors on page, ﬂ Local inkranet vl:ﬂ - H 00 v

. = - - ; -
i4 Start e g ” 4 M 4 Windows Expla... i ft Offic..  * /2 Welcome ta Centr... Q& REQE" @l 418PM

Figure 13

3.9. Procedure for scanning and uploading photograph and signature:

After scanning the photograph and signature from the form, maker user shall prepare two
separate files, one for signature and one for photograph for each Subscriber Registration
application form.

The files created for photograph and signature have to be named with the same
acknowledgement no. The photograph to be named as “Ack no_photo.jpg” and signature to
be named as “Ack no_sig.jpg”. The size of both these images should not exceed 12 Kb each.
All the scanned images will be stored in a specified folder.

The following points should be noted while scanning the photograph/signature:

v' As the scanned photograph and signature will be printed on the PRAN card, special care
should be taken while scanning to ensure good quality of the images.

v" Photograph should be a color photograph and of the prescribed dimensions mentioned
in the application form.
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v' Photograph should clearly show the face of the subscriber. Photographs clicked
sideways should not be accepted.

v" The forms with unclear photograph/signature or many marks/stamp on photograph
should be rejected by POP/POP-SP.

v' Signature should be within the box provided in the application form. If a part of the
signature is out of box then the form should be rejected.

v' At the time of scanning the photograph, the scanning area should be adjusted in such a
way that face of the subscriber is scanned and the surrounding area is excluded. Please
refer the scanned image of the photograph in the figure 14 below:

After uploading the photograph and signature, user has to confirm that the photograph and
signature uploaded are correct by ticking on the respective checkbox and submit the details
as shown in Figure 14 below:

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

\:-:V |g, 172.19.65.211 V|@'CertificateErmr | *2| [ X | | 2

File Edit Wiew Favorites Tools  Help

{;f Favarites {:‘3 £ ~ @ Free Hotmail & | -
. >
'_r,éWechme to Central Record Keeping Agency @ * B —| M= v Page~- Safety ~ Tools - @v
Core Details] Contact Details] Bank & Employment Details] Scheme & Nominee Details |Photo & Signature Details\ ke

Acknowledgement No. 61126100000000039
Name RAHUL

Upload Photo Preview Photo

| (Browse... ] [ Upload

Upload Signature Preview Signature

|(Browse... ]| Upload

Sign Is not avallable

SIGNATURE

== Back to Scheme & Mominee Details

O =The photo and signature uploaded are correct

b

| Done % Local intranet vy v Hi00% v

[ — - ‘ . — p -
‘s start ~F& 6 7| @zmoo.,. - @UATTest.. | [0 FREEZE_.. | @ 2Miro.. ~ /7 welome... | T Documen... (= & =@l ourem

Figure 14

Upon submission of request, if all validations are successful, a confirmation screen will be
displayed to the user. Confirmation screen will display all details in read-only mode. The
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user can verify the details entered by navigating through each tab against the details
mentioned in the form submitted by subscriber and confirm the request. The ‘Confirm’
button will be available on the ‘Photograph & Signature Details” tab as shown in Figure 15
below.

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer

@'\h/‘" |U’ 172.19.65.123 V|@'CertificateError |"} A |

File Edit Wiew Favorites Tools  Help

{;f Favarites {:‘3 £ ~ @ Free Hotmail & | -

¥ Welcome to Central Record Keeping Agency @ * B | Qé; * Page ~ Safety + Tools = @v

»

| >

»  PRAN Generation Details Confirm Screen

Core Details] Contact Details] Bank & Employment Details] Scheme & Nominee Details |Phntn & Signature Details\

Acknowledgement No. 60038960000000002
Subscriber Mame RAHUL

Preview Photo Preview Signature

SIGNATURE

== Backto Scheme & Mominee Details

P

/8| Done &J Local intranet ¥ v ®Hiow -

2 start A& G 7 M5M. - Wawi. - @B1OM. - Swelco.. | (@2W. -| & 4Pant - gl Signp... (= ® B @l s52eM

Figure 15

In case of any mismatch observed while verifying the details in confirmation screen, the
maker user can click on "Cancel" button in confirmation screen and go back to the
respective tab (where the mismatch is identified) to update the details and re-submit the
request by saving the updated details.

For every modification in the details to take effect, the user will have to click on the ‘Save’
button. Unless user clicks on the ‘Save’ button on the respective tab, the changes will not
reflect in the CRA system. Once the request is confirmed by maker user, no modification
will be allowed for maker user.

Upon successful confirmation of request, an acknowledgement screen will be displayed to
the user with a confirmation message along with the time of confirmation.
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{= Welcome to Central Record Keeping Agency - Windows Internet Explorer
mf - |g, https:/{172,19.65.211 [CRA orlineMaker Confirm, do?ID=1185540658getName=0rline 5t V|® Certificate Error H /| X |E Bing

File Edit Wiew Favorites Tools  Help

i} Favorites | {;‘3 & | Suggested Sikes @ | Free Hotmail @ | Web Slice Gallery =
»

| ?Welcnme to Central Record Keeping Agency | | @ * B = @ * Page ~ Safety + Tools = @v
@' To help prakect your security, Internet Explarer has blocked this website from displaying content with security certificate errors, Click here for options

Y NSDL

'Welcome Point of Presence-130030002
Tr i C ibution Details Subscriber Registration Grievance User Maintenance Views Reports Master Download Dashboard Subscriber Modification MIS

Home | Logout

[7  Online Subscriber Registration

Acknowledgement Mo 61126100000000042

Online Subscriber Registration request has been successfully captured and is pending with Checker

for authorization

Captured Timestamp 26-07-2012 14:44:28

Heme | ContactUs | System Configuration |  Entrust Secured

Best viewed in Internet Explorer 7.0 & above or Mozila Firefox Ver 3 & above with a resolution of 1024 X 768,
&J Local intranet ¥ v ®Hiow -

@' Done

‘4 Start & . 4 ows Explorer | ([[§ 5 ¥

Figure 16

This request will now be available with the checker user for verification and maker user to

over the forms to the checker user for verification.

3.10.Request Status View:

Maker user can check the status of the registration request by selecting option ‘Online
Registration Request Status” under ‘Subscriber Registration” menu. User can search by entering
Acknowledgement Number or by specifying date range as shown in the Figure 17 below:
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X/
L X4

X/
L X4

Few points to be noted by POP/POP-SP:

Colour Photograph of the prescribed size is affixed properly on the form.

Subscriber’s photograph is not having any marks/stamps/signatures across/on it.

The signature/thumb impression is made within the space provided in the form.

All mandatory fields (marked as *) are entered.

Application form is stamped and authorized by POP-SP.

Bank details are not mandatory. However, if any one of the bank details is given by the
subscriber, then all the fields in the ‘Bank Details” section becomes mandatory. If POP
confirms the ‘Online PRAN Generation’ request with incomplete bank details, CRA
system will generate PRAN without bank details.

Nomination details are not mandatory. However, if any one of the nominee details is
given by the subscriber, then all the fields in the ‘Nominee Details” section becomes
mandatory. If POP/POP-SP confirms the ‘Online PRAN Generation” request with
incomplete nominee details, CRA system will generate PRAN without nominee details.
Subscriber can provide a maximum of 3 nominees. Percentage allocation across all the
nominees should not be exceeding 100%. If the sum of percentage allocation is not
equal to 100 %, CRA system will reject the nominee details.

If the mobile number and email address is provided by the subscriber then subscriber
will be informed about the PRAN generation and subsequent transaction details

through SMS and emails.
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4. PRAN Generation - Checker Activity:
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The checker user can perform this function only when the maker user has completed the data
entry for the application and the subscriber registration request is in captured status and
pending for verification.

The checker user can perform the following activities via the authorization screen provided for
it

v" Submit for PRAN Generation
v" Reject Request
v' Re-submit request to Maker for modification

The Online PRAN generation request captured by the maker user shall be available for
checker in CRA system for 15 working days from the date of submission of request by maker
user. If checker user does not confirm the request within this time, CRA system will
automatically cancel such request. POP/POP-SP will then have to capture a fresh request as
per the procedure mentioned in above sections.

4.1.Process:

POP user (checker) should get the application forms from the maker user. Checker will login to
the CRA system using DSC based user ID and password and click on ‘Online Registration
Verification” under Subscriber Registration menu as shown below in Figure 18.
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Figure 18

4.1.1.After selecting the option ‘Online Registration Verification’, the following screen
will appear
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Figure 19

4.1.2.Checker user will search for the entries to be authorized based on either search
criterion viz. Acknowledgement no. or Date Range (Ack no. generation date by
system).
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Figure 201

Checker user will select the record for authorization/rejection by clicking on Acknowledgement
no. displayed in the search results. On clicking the hyperlink on Acknowledgement no., the
Personal details tab will be displayed to the user. The details will be displayed tab-wise similar
to that displayed to the maker user. The details other than the data to be entered by the checker
user will be displayed in read-only mode.

Checker user will verify all the details entered by maker user including photograph and
signature by comparing the same with the details mentioned by the subscriber in physical
registration form. The checker user shall not confirm the PRAN generation request without
verifying the details vis a vis physical registration form.

Checker user will be required to re-enter the date of birth field in the ‘Core Details” tab as part
of re-verification process.
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4.1.3.Date of Birth re-verification

{= Welcome to Central Record Keeping Agency - Windows Internet Explorer
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Figure 21

After entering the details as mentioned above, the checker user can click on “Validate” button.
On clicking this button, system will compare the DOB entered by checker user as against that
entered by maker user.
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Figure 22

After entering the details as mentioned above, the checker user can click on “Validate” button.
On clicking this button, system will compare the DOB entered by checker user as against that

entered by maker user.

There can be two cases for mismatch in data. Either the checker has entered incorrect data or
maker had entered incorrect data. In case checker has put in incorrect data, checker user can
modify the data entered by it and validate it again. In case maker has put incorrect data, checker
user can re-submit the request to maker for rectification by selecting option ‘Re-submit to Maker
for modification’. Re-submit option is available on the ‘Photograph & Signature Details” tab as
shown in Figure 23.
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Figure 23

Along with validation of DOB, checker user shall also verify all the details entered by maker
against that present in the physical form, by navigating through all screens.

4.1.4.The check-box, as highlighted below, needs to be ticked by the checker after

verifying the details entered by maker. Only after ticking the check-box, a checker
user will be able to “Submit for PRAN Generation” as shown in Figure 24 below:
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Figure 24

* | certify that the details captured are correct and as per the application form submitted by the Subscriber. | also certify that the date of birth and employment details is as per employee records available with
the Department

== Back to Scheme & Nominee Details

If there is any discrepancy in the details entered by maker and checker user chooses “Re-submit
to Maker for modification” option, then reason for the same is mandatory to be entered in
‘Remarks’ column. In this case, the request will be re-submitted to the maker for editing.

If the user chooses on “Reject Request” option, then the request will be closed. Reason for
rejection is mandatory to be entered in “Remarks’ column if this option is chosen.

Upon successful confirmation of request, an acknowledgement screen will be displayed to the
user with a confirmation message along with the time of confirmation.
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Figure 25

5. PRAN generation procedure:

PRAN will be generated on T+4 basis (T = Date of authorization of request by checker). Emails
would be sent by CRA to the concerned POP/POP-SP and Subscriber on the e-mail ID
registered in CRA system. Subscriber would also be sent an SMS on his/her registered mobile
number.

However, before PRAN generation, CRA system will verify all the details entered in the system
and perform various validations on the data entered by POP/POP-SP such as mandatory fields’
entries, POP-POP-SP mapping, nomination details, bank details etc. In case any of the
validation fails, CRA system will reject the request generated by POP/POP-SP. In such cases
POP/POP-SP will have to generate a fresh online request and follow the maker-checker
procedure mentioned in above sections.
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6. Handling of subscriber registration forms:

6.1.

POP/POP-SP shall submit physical registration forms (51 Forms) on a monthly basis
to the nearest CRA-FC for storage purpose. The forms pertaining to all PRANs
generated during the month should be submitted by end of the next month. For
example, for PRANs generated during the month of April, documents to be submitted
latest by May 31stto facilitate proper reconciliation.

6.2. POP/POP-SP shall retain the duplicate copy of the form for future reference.

6.3.

6.4.

6.5.

6.6.

For all the PRANs generated during the month the forms shall be submitted by
POP/POP-SP in a single lot to CRA-FC.
POP/POP-SP is required to submit a request in CRA system for the list of PRANs
generated for a month using ‘Online PRAN registration” module.
POP/POP-SP shall arrange the forms in the order of PRAN list.
POP/POP-SP shall print the list in duplicate and submit the forms along with the list to
nearest CRA-FC.

6.7. Before submission of forms to CRA-FC, the concerned POP/POP/SP shall certify the

6.8.

6.9.

details in the list. .

CRA-FC will verify the list with the forms and will issue an acknowledgement on the
second copy of the PRAN list only if all the forms as mentioned in the list are
submitted. In case of mismatch between the list and the forms, CRA-FC will reject the
entire lot.

CRA-FC will not verify the forms received for its completeness. It will be a
responsibility of the POP/POP-SP to check the completeness of the forms before
submission to CRA-FC.
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7. Grievance handling:

7.1. Grievances received by POP/POP-SP:

Complaints received by POP/POP-SP pertaining to data entry errors from the subscribers
whose PRAN has been generated using ‘Online PRAN registration” module, shall be handled
by POP/POP-SP.

In such a case, POP/POP-SP shall verify the details of the subscriber from the duplicate copy of
the form retained by it. If details are needed to be modified, POP/POP-SP shall log in to CRA
using the user id (I-PIN) and password and make necessary rectification through the subscriber
maintenance module.

The following points however should be noted.

A The rectification is a maker-checker activity.
A In case any core details (details appearing in the PRAN card) are amended, POP/POP-SP
user is required to initiate separate request for re-print of PRAN card in CRA.

For more detailed information on subscriber maintenance module, POP/POP-SP may refer the
SOP available on CRA website (www.npscra.nsdl.co.in)

7.2. Grievances received by CRA:

Complaints pertaining to data entry errors received by CRA from the subscribers whose PRAN
have been generated using ‘Online PRAN registration” module, through online CGMS module
or physical letters or through e-mail by CRA, will be forwarded to the respective POP/POP-SP

for necessary action.
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