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REVISION HISTORY

Date of Version | Section Description

Revision Number | of Change

1.0 - Initial Version

30-08-2024 1.1 1(C) 1 Name change requires PrAO
/DTA authorization.

1 Authorisation by NPS Trust
user for subsequent name
change

24-12-2024 . Authorisation by CRA user for

subsequent name change

instead of NPS Trust.

18-04-2025 . Second time name change

request to be processed by

CRA based on PAN \grification

or Penny drop V erification (as

instructed by PFRDA)

31-12-2025 Menu Realignment: Options

have been reorganized into

logical, task-based categories
for smoother navigation
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Background:

Existing Process:

The subscriber intends to update any of the below mentioned details is required to submit duly
filled and signed S2 form and supporting proofs to concerned DDO

Name

Date of Birth

Date of Joining
Date of Retirement.

Post checking, DDO forwards subscriber details change request along with the documents to
concerned PAO/DTO office for verification at PAO/DTO level and onward submission to DTA/Pr AO
office.

Pr AO/ DTA office forwards the said request to CRA along with its letter. The same can be submitted
either through physical mode or through email by way of scanning copies of documents duly sent
through registered email id of PrAO /DTA).

At CRA end, the official verifies the documents provided and processes the subscriber details
change request through maker/checker concept if there is no discrepancy in the same. In case of
any discrepancy, the same is informed to the Nodal office.
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Revised Process :

The existing process involves submission of documents to CRA and processing of the same
through CRA end through its login.

As the offices are engaged with their employees, it would be convenient if the said modification
can be able to process by offices through their login at nodal office end.

In view of the same, a new functionality is developed wherein subscriber modification can get
processed through office end.

The new functionality allows Nodal Office to Initiate Request , Authorize pending request and
view request status  for above mentioned four types of subscriber details in CRA.

Name,

Date of Birth,

Date of Joining
Date of Retirement.

This functionality will be available on both CRA and NPSCAN website.

The Matrix for the above -mentioned updation is as follows:

Flow Matrix for Name Change Request

Request Initiation by Verification Authorization

DDO PAO/DTO PrAO/DTA

PAO/DTO - PrAO /DTA

PrAO/DTA (User 1) - PrAO/DTA (User 2)

Flow Matrix for (  Subsequent) Name Change Request

Verificatio o L o
Request Initiation N Authorization Authorization Authorization

DDO PAO/DTO PrAO/DTA NPS Trust (User 1) | NPS Trust (User 2)

PAO/DTO - PrAO/DTA NPS Trust (User 1) | NPS Trust (User 2)

PrAO/DTA (User 1) |- PrAO/DTA (User 2) | NPS Trust (User 1) | NPS Trust (User 2)

Flow Matrix for DoB/DoJ/DoR Change Request

Request Initiation Verification Authorization

DDO PAO/DTO PAO/DTO

PAO/DTO (User 1) - PAO/DTO (User 2)

PrAO/DTA (User 1) - PrAO/DTA (User 2)
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Documents required for Subscriber Name Change:
(Allowed document type:- *.jpeg, *.jpg, *.png, or *.pdf format and size of each document should be between 2KB
to 2ZMB.

Type

Name change Marriage Correction and Other
Request

Self-attested gazette
Self-attested gazette copy copy/Marriage certificate Self-attested POI
Self-attested POl in old
name Self-attested POI in old name Extract of service records
Self-attested POI in new
name Self-attested POI in new name S2 Form
Extract of service records | Extract of service records with
with new name new name

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

S2 Form S2 Form

Document to
be uploaded

Documents required for Subscriber Date of Birth: (any one from the list)
(Allowed document type-: .pdf,.jpg,.jpeg between size 12 KB to 5 MB.)

Passport

Driving License

PAN card

Voter ID card
AADHAAR

High School Mark sheet

Documents required for Subscriber Date of Joining: (any one from the list)
(Allowed document type-: .pdf,.jpg,.jpeg between size 12 KB to 5 MB.)

U  Appointment/Offer Letter
U Employee ID card

Documents required for Subscriber Date of Retirement: (any one from the list)
(Allowed document type-: .pdf,.jpg,.jpeg between size 12 KB to 5 MB.)

U  Appointment/Offer Letter
U Employee ID card
Note:

The Ack ids generated needs to be authorised within 15 days of initiation otherwise the Ack id
gets auto -cancelled.
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Modification in Subscriber Name

A. Name Change Request initiation by PAO/DTO/DDO

DDO/PAO office will log in to CRA https://cra.nps -proteantech.in/CRA/ .Enter 3 Us e r and D j
password click on 3 S u b m(Pleage refer Figure 1). Enter Aadhaar ID details and OTP for
Aadhaar based login.

National Pension System (NPS)

Subscribers
Annual Transaction Statement on Email nes uPs

My Withdrawal Utility

Invest in NPS

Activate Tier Il Account

FATCA Compliance

Know Your Pension (NPP) Nodal Offices / Other Intermediaries
® o o

Subscriber Consent to share contact details with
ASP

Subscriber Registration/Photo-Signature
Modification Request

Status using Receipt Number

PRAN Card Dispatch Status

Ol G H>»>@B

Grievance / Enquiry Status

L

Figure 1

U Click on option JSubscribe maintenance i andsubmenu 3 U p dName DoB _DoR_DoJ
(Please refer Figure 2)

@ protean | [+ Zuwiti National Pension System (NPS)

Welcome Drawing and Disbursing Officer -CGV005058E00 31-Dec-2025 Home | Logout
Subscriber Registration~ Subscriber Maintenance~ Views~ Exit Management~ Grievances Management~ Unified Pension Scheme~ Reports~ User Management~

Bank Details Change 13

Nominee Update »

Name_DOB_DOR_DOJ

Verify

Address and Contact " Welcome to Central Recordkeeping Agency
Update Authorise

Profile and Employment Status
Detail Update L % He— AR S "
Click here to view list of Exit Claim IDs awaiting any action

Subscriber is required to purchase the annuity at the time of Exit. To view annuity quotes, please click here View Annuity Quotes

PFRDA has issued an Advisory for Streamlining of handling of Exit cases. For details click here

Guide for NPS operations DDO

Retired Life ka sahara, NPS hawmara

Home System Configuration / Best Viewed Entrust Secured Grievance Redressal Policy
javascript:submituri(/SubPersonalDtisUpdateRedirect,Sub Personal Details Upda... musssss =

Figure 2
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U Clickonoption 3 4 ni t andEntjPRAN. Clickon 3 S u b mPleage refer Figure 3)

MNational Pension System (NPS)

Personal Detalls Update

Upaats Persanal Details

Figure 3

U Existing subscriber details available in CRA will be displayed on screen. (Please refer Figure

4). Clickon3 Edi t j

. protean EDZMM National Pension System (NPS)

Back to Main Men

Personal Details Update

® Initizte © View Request Status

Existing Personal Details

PRAN 110060287242

Subscriber's Name VTHOW WXZVC

Date Of Birth 02/05/1920

07/12/2007

31/05/2040

m Gancel

Figure 4

0 Selectthe Change Type, 3 Su b s cr i bSelect adanme ehange request form available

list. (Please refer Figure 5).

National Pension System (NPS)

110060207242

Existing Value

VTHOW Wxzve

Existing Value
o2/05/1980
orMziz007

31/05/2040

ﬁigure 5

Subscriber Name: VTHOW WXZVC

Reason for Change Bocument Tvpe

sELECT

nAl
NAME GHANGE
CORRECTION
50 | OTHER

31/0502040

1. or * pdf format and size of decumant should ba batwean KB ta ZMB
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U Upload the supporting document s as a proof for name change and tick on the declaration.
Select for physical card PRAN card option in case new card is required and click on
3 S u b mPleage refer Figure 6 and 7).

@ protean | EEeFuei tai MNational Pension System (NPS)

User Id: CGWVDOS0SEER0 Eack to Main Men

Personal Details Update

& initate

New Personal Details

FrAR: 1100s0z8TRAZ Subscriber Mame VTHOW WXZWC
Changs Typ= Existing Vanse Reason for Change Document Type | Upisad Documant

oTHER y . Choose File | Mo fils
—_— b chose|

Change Type Esisting Value Mo Walue

— Date OF Birth oziosriss0 ozoses0
07/1zrZ007 OTV12200T

F1sas/z040 =wos=0a0 — sELECT

rMote - Document should be n = oeg. ~JPg. ~BNg. OF ~.pdf format and size of document Should be betweasan KB to ZMB

[ It is eartified that Subscrber is employed with MNodal Offce/Conporate and the detsdls provided in H
avadable with us. Further necessary nams change has besn carmied out in service records of the Subscriber. The given details and the documenis uploaded

Mote - Document should be in *_jpeg. *jpg. “-png. or *.pdf format and size of document should be betwesn 2KB to 2ZMB.

[ It is certified that Subscriber is employed with Modal Office/Conporate and the details provided in this medification request are as per the service record
awvailable with us. Further necessary name change has been carried out in service records of the Subseriber. The given details and the documenis uploaded

are verified by this office.

Physical PRAN Card Required? MO

Mote:
1) Revised ePRAMN Card can be downloaded after authorization from subseriber login.
2) Re-print of PRAMN Card through this mode is a billable fransaction and units pertaining to the charges will be redeemead from your PRAMN. For details of

charges, please visit hitpswww.npscra.nsdl.co.in

All dates are in ddimmifyyyy format
Document upload is mandatory for updated field

Date of Birth, Date of Jeining and Date of Retirement documents should be in *.jpeg. “.jpg. “.png or *.pdf format. Size of decument should be between 2
KB to 5 MB.

Mame change documents should be in = jpeg. =.jpg. “-png or = pdf format. Size of document should be between 2 KB to 2 MB.

Best viewed in Google Chrome, Mozilla & ntermet Explorer 10+ with a resolution of 1024 X 783 Privacy Policy

Figure 6 &Figure 7

It is the responsibility of the office to check veracity of documents as provided by the
subscriber. Also, the office has to ensure that the name to be updated is as per service
record of the office. (The office needs to tick on the box confirming the same as mentioned
above in figure 7)
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U New details as captured in CRA system will be visible on screen } (Please refer Figure 8).
Clickon3 Conf i r mj

@ protean [ it National Pension System (NPS)

User Id: CGVDD5058ED0 Back to Main Men:

Personal Details Update

® Initiate O View Request Status

New Personal Details

PRAN : 110060287242 Subscriber Name : VTHOW WXZVC
Date OF Birth : 02/05/1930 Date OF Joining - 0711212007

Date OF Retirement : 31/05/2040

Change Type Existing Details New Details Uploaded Document

Subscriber's Name VTHOW WXZVC ABC WXZVC 3 4 B

Itis certified that Subscriber is employed with Nodal Office/Corporate and the details provided in this modification request are as per the service recard
available with us. Further necessary name change has been carried out in service records of the Subscriber. The given details and the documents uploadad

are verified by this office.
Caneel

| MNote
= All dates are in ddimmiyyyy format

i+ Document upload is mandatory for updated field

Figure 8

U The request will be captured successfully, and acknowledge ment number (ACK ID)will be
displayed on screen . (Please refer Figure 9).

Request has been successfully initiated.

Request Raised For

PRAN

Subscriber Name

Maker Details

Acknowledgement Number
Status Initiated by DDO
Date of Initiation 31-12-2025

Initiated By - Reg. No CGV005058E

Initiated By - Name APO/RSK
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U The office can check the status of the ACK ID in its login. To view the status of a request,
cickon 3 Subscri be maidand sub mene & U p dHame DoB DoR_DoJA
3 Vi ew Reque sAt3 SSu banRletsy refer Figure 10 and 11).

O protean Eumw National Pension System (NPS)

er id: CGVDO5058E00 Back to Main Men:

Personal Details Update

O mnitiate Q veri O Authorize ® View Request Status

View Request Status

Acknowledgement Number

PR 110080287242

~SELECT-

w

i = From Date and To Date will be the request capture date of Personal Details Change:

Note

{ = Enter any one search eriteria, Either Acknowledgment Number or PRAN or from Date and to Date

| = The difference between the From and To Date cannot be greater than 80 days

Figure 10

@ protean [ usida National Pension System (NPS)

User Id: CGVOD5058ED0 Back to Main Men:

Personal Details Update

QO Initiste O Veri O Authorize @ View Request Status

View Request Status

Acknowledgement Number

pRAN 110060287242

~SELECT-

w

Type of Maker Entity | Maker Entity ) LastAction | Pending
Transaction D Hame Taken With

Acknowledgement Request

Number Date Reqies: EoY

Initiated by Nodal

$3112202518500305 | 31-12-2025 | 110060287242 | Modification 120060243 APO/RSK Pending . Verifrer

Notz

i = From Date and To Date will be the request capture date of Personal Details Change

i = Enter any one search eriteria, Either Acknowledgment Number or PRAN or fram Date and to Date

Figure 11
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B. Name Change Request Verification PAO/DTO office

Name change request initiated by DDO nodal office needs to be verified by PAO/DTO
nodal office for further authorization by PrAO/DTA office.

In case PAO/DTO nodal office has initiated the change request, PrAO /DTA office needs to
authorize the request. (There is no verification for such requests).

Verification _ of request by PAO /DTO:

PAO/DTO nodal office will log in to CRA portal CRA:https://cra.nps -proteantech.in/CRA/
Enter 3 Us e r and @agsword click on 3 S u b m(Please refer Figure 12). Enter Aadhaar ID
details and OTP for Aadhaar based login.

National Pension System (NPS)

Subscribers

Annual Transaction Statement on Email - NPS ups

User ID

Password

My Withdrawal Utility Enter Capicha 5 4% =

(1 understand that.
Invest in NPS + My User IDIPRAN & Password is confidential & not fo be disclosed.
+ Password should be complex and not commonly used text or
number.
« Ineed to keep changing my passviord regularly.

IPIN for eNPS Help/Instructions for Login

Activate Tier Il Account Fre

Resel Password
FATCA Compliance

Know Your Pension (NPP) Nodal Offices / Other Intermediaries
[CIE=T] OiDigital Cerfificate

User 1D 1001073400

Subscriber Consent to share contact details with Passwiord
ASP

Enler Gaplcha 32+ 7=

Subscriber Registration/Photo-Signature I understand that

Modification Request + My User ID/PRAN & Password is confidential & not to be disclosed.
+ Password should be complex and not commonly used text or
number
+ Ineed to keep changing my passviord regularly

Ctntiin nimina Dasming Aimkar

Figure 12

i Click on option JSubscribe maA n areln ssubc emenu 3 Updat
Name_DoB_DoR_DoJ;--A 3Verify § Enter PRAN/acknowledgement ID. Clickon 3 Su b mi t

(Please refer Figure 13 and 14)
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National Pension System (NPS)

Welcome Pay and Accounts Office-1001073400 31-Dec-2025 Home | Logout
Subscriber Registration~ Subscriber Maintenance~ Nodal Office Management~ Views~ ERM Transactions~ Exit Management~ Grievances Management~ Unified Pension Scheme~ Reports~ User Management
Tier-ll Details Updale
Shiting Request
FATCA Certification
Bank Details Change

Welcome to Central Recordkeeping Agency
Nominee Details Update

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

Update -
Name_DOB_DOR_DOJ
Verify
EI‘JDECNEEJ - . 2d to purchase the annuity at the time of Exit. To view annuity quotes, please click here View Annuity Quotes
ile Base Authorise

The Nodal € Repfnl of PRAN Cord  » jiieg . and more user-friendly experience. Click here to download the User Guide. The User Guide will be available in Nodal Office Corner NPS Operating Guide
Address and Contact

Updale '

Profile and Employment
Detail Update

Retired Life ka sahara, NPS hamara

System Configuration / Best Viewed Enfrust Secured Grievance Redressal Policy

Figure 13

0 protean E-Zmﬁd National Pension System (NPS)

User Id: 1001073400 Back to Main Menul

Personal Details Update

@ Initiate O Verify O Authorize O View Request Status

Update Personal Details

Permanent Retirement Account Number (PRAN)* ‘ 110060287242

Best viewed in Google Chrome, Mozilla & Intemet Explorer 10+ with a resolufion of 1024 X 768. Privacy Policy

Figure 14

U Details of a pending request will be visible on screen. (Please refer Figure 15 and 16).
To check and verify the details entetredby DDOo f f i ce, <c¢cl i ck of hyper
number i} .
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Oprotean = National Pension System (NPS)

User Id: 1001071800 Back to Main Men!

Personal Details Update

O Initiate ® Verify O Authorize O View Request Stalus

Verify Personal Details

Acknowledgement Number

PRAN 110090017322

m
Last Action

A Roquest Request For L0 Makortaety Maker Entity Name | Status ‘ Action

Number Date Transaction 1D Taken

83112202518500306 02 110080017322 Modified 120010854 Pending

3112 Drawing and Initiated by Approve/Reject
2025 Disbursing Office DA AnproveReject

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

Figure 15

Requested For

PRAN 110090017322

Subscriber Name TVXCVEH VCYV

Details

Status Initiated by DDO
Date of Initiation 31-12:2025
Initiated By - Reg. No CGV0000858

Drawing and Disbursing

Initiated By - N
nitiated By - Name office

Ciick Here to Check Details
Flow View

DoGIntistor Nodal Varfer

User Name | User ID Date Action Taken Remarks

Drawing and
Disbursing | CGVODOOBSBOO |  21-12-2025

Office
Close

REQUEST
RAISED

Figure 16

U PAO/DTO nodal office can A pprove /Rejet the request based on details enterered and
documents uploaded in CRA system. To see the upoded documents clickon 3 Upl oade
d o ¢ u meinonh {Please refer Figure 17)
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0 protean [zt National Pension System (NPS)

User Id: 1001071800 Back to Main Men:

Personal Details Update

O Initiate

Personal Details to be Updated

PRAN : 110090017322 Subscriber Name : TVXCVEH VCYV
Date OF Birth : 02/04/1982 Date OF Joining : 3010312006

Date OF Retirement - 30/04/2042

Change Type Existing Details New Details Uploaded Document

Subscriber's Name TVXCVBH VCYV ABCD VCYV 3 3 3

[0 Itis certified that Subscriber is employed with Nodal Office/Gorporate and the details provided in this modification request are as per the service record
available with us. Further necessary name change has been carried out in service records of the Subseriber. The given details and the documents uploaded
are verified by this office.

Figure 17a

It is the responsibility of the office to check veracity of documents as provided by the
subscriber. Also, the office has to ensure that the name to be updated is as per service
record of the office. (The office needs to tick on the box confirming the same as mentioned
above in figure 17a)

U Clickon JAccept/reject jand c | i c k o the detélp. gPease refér Figure 17b).

?

@ protean | [ it National Pension System (NPS)

User Id: 1001071200 Back to Main Men:

Personal Details Update

O Initiate

Personal Details to be Updated

PRAN : 110080017322 Subscriber Name : TVXCVEBH VCYV
Date OF Birth : 02/04/1932 Date Of Joining : 3010312006

Date OF Retirement : 30/04/2042

Change Type Existing Details New Details Uploaded Document

Subscriber's Name | TWXCVBH VYV ABCD vCYV 3 3 3

9 1tis certified that Subscriber is employed with Nodal Ofice/Corporate and the details provided in this modification request are as per the service racard
available with us. Further necassary name change has been carried out in Service records of the Subscriber. The given details and the documents uploaded
are verified by this office

@ Accept O Reject

oH

Figure 17b
In case of rejection, it is necessary to enter the reason for rejection in the Remarks section.

U The system will request to confirm the request once again wherein the officer needs to
click on confirm button. The offficer can click on cancel to go back to previous menu.
(Please refer Figure 18).
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@ protean [ aitai National Pension System (NPS)

User Id: 1001071300 Back to Main Men:

Personal Details Update

QO Initiste O Authorize O View Request Status
Personal Details to be Updated
FPRAN : 110090017322 Subscriber Name - TVXCVEH VCYV
Date Of Birth - 02/04/1982 Date Of Joining : 20/03/2006

Date OF Retirement : 30/04/2042

Change Type Existing Details New Details Uploaded Document

Subscriber's Name TVXCVBH VCYV ABCD VCYV 3 3 3

Itis certified that Subscriber is employed with Nodal Office/Corporate and the details provided in this modification request are as per the service recard

available witn us. Further necessary name change has been carried out in service records of the Subseriber. The given details and the documents uploaded

are verified by this office.

Notz

= All dates are in ddimm/yyyy format

Figure 18

U On successful verification of request , the acknowlwdgement details will be visible on
screen, f i nal | y c (PleaselcefenFiguré319)OK j

Request has been successfully Verified.

Requested For

PRAN 110080017322

Subscriber Name TVXCVEBH VCYV

Details

Status Verified
Date of Verification 31-12-2025
Verified By - Reg. No 2000702

PAD, Ministry of Steel,
Mew Delhi

Verified By - Name

Figure 19

U To view status of request, click on 3 Subscr i be m4aiandtsebrmemcrUpdat
Name_DoB_DoR _DoJj A 3 Vi ew Re qu e sAt3d Su ban(Plies§e refer Figure 20 & 21).
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.p otean E o Hoi National Pension System (NPS)

User Id: 1001071300 Back to Main Men:

Personal Details Update

O Initiste O Authorize ® View Request Status

View Request Status

Acknowiedgement Number 83112202513500206

PRAN

£ ~SELECT-

Acknowledgement | Request
Number Date

Typeof | Maker Entity) Last Action

R t F Maker Entity N
eqUestFOr ] rransaction D faker EnstviBas] Taken

Pending With|

83112202618500806 | 31-12-2025 | 110080017322 | Modificat 120010854 | Orwnaand Pend: veriied by Hoda!
e e odimeation Disbursing Office ending | Nodal Office | Authorizer

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

Enter any one search criteria, Either Acknowledgment Number ar PRAN or from Date and to Date

Figure 20

Request Raised For

PRAN 110090017322

Subscriber Name TVXCVEH VCYV

Details

Status Verified by Nodal Office
Date of Initiation 21-12-2025
Initiated By - Reg. No CGV0000858

Drawing and Disbursing

Initiated By - N
nitiated By - Name office

Ciick Here to Check Details
Flow View

000 Indinter Noam Varinar

User Name User ID Remarks

Drawing and
Disbursing | CGVODOOSSBOD | 31-12-2025 REQUEST RAISED
Office

PAD, Ministry
of Steel, New | 1001071300 31-12-2025
Dethi

Figure 21
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C. Name Change Request Authorization PrAO/D TA office

U PrAO/ DTA nodal office will log in to CRA portal https://cra.nps -proteantech.in/CRA/ Enter
3 Us e r an@ifagsword click on 3 S u b m(Pléage refer Figure 22). Enter Aadhaar ID details
and OTP for Aadhaar based login.

National Pension System (NPS)

Subscribers

Annual Transaction Statement on Email L NPS Cups
User ID

Password

My Withdrawal Utility Enter Capicha 7)7 98 =

(1 understand that,
Invest in NPS + My User IDIPRAN & Password is confidential & not to be disclosed
+ Password should be complex and not commonly used text or
number.
+ Ineed to keep changing my passviord regularly.

IPIN for eNPS Help/Instructions for Login

Activate Tier Il Account |

Reset Password
FATCA Compliance

Know Your Pension (NPP} Nodal Offices / Other Intermediaries
@ 1PN Ohigital Cerfificate
ser 1D 1001073400

Subscriber Consent to share contact details with Passwiord
ASP

Enter Capicha 3 7 \pirmase

Subscriber Registration/Photo-Signature I understand that

Modification Request + My User IDIPRAN & Password is confidential & not to be disclosed
+ Password should be complex and not commonly used text o
g number
09 - « I need to keep changing my password regularly.
i|  status using Receipt Number

Figure 22

U Click on option Subscribe maintenance A andsubmenu 3 U p d aNamnee_DoB_DoR_DoJ
A 3 Aut h o rEnter PBRAN/acknowledgement ID. Clickon 3 Sub mi t . j

(Please refer Figure 23 and 24)
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O protean

Welcome Principal Accounts Office-111034500

National Pension System (NPS)

31-Dec-2025 e | Logout

Subscriber Registration> Subscriber Maintenance.. Nodal Office Management~ Views~ ERM Transactions» Exit Management~ Grievances Management~ Reports+ User Management~

Figure 23

Figure 24

Welcome fo Central Recordkeeping Agency

Click here fo view list of Exit Claim IDs awaiting any acfion

Subscriber is required to purchase the annuity at the time of Exit. To view annuity quotes, please click here View Annuity Quotes

Click here for details related fo ‘Voluntary Contribution in Tier | account by Govt. Sector Subscribers’

regarding online 1 of FATCA Self-Certification in login may be to your For details, Click here
Click here for PFRDA Advisory on streamlining of handling of Exit cases
NPS Operations Guide PrAO/DTA PAQ/DTO DDO

Nodal Offices Helpline No 1800-222-081

Retived Life ka sahara, NPS hawara

System Configuration / Best Viewed Entrust Secured Grievance Redressal Palicy

National Pension System (NPS)

Personal Details Update
Q) Initiate o} @ Autnorize O View Reguest Status

Authorize Personal Details

Acknowledgement Number 83112202518500308

FRAN

From Date®

Note
From Date and To Date will be the request capture dats of Personal Detsils Change.
Enter any ane search criteria, Either Acknowiedgment Number or PRAN or from Date and to Date

The diffierance between the From and To Date cannot be grester than 15 days

U The official needs to click on Approve/Reject hyperlink so that the changes made in
subscriber name will appear on the screen along with uploaded documents icon (refer

figure 2 5).
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National Pension System (NPS)

Back to Main Men:

Personal Details Update
O Initiate

Authorize Personal Details

Acknowledgement Number 83112202518500306

PRAN

w

Acknowledgement | Request| Typeof | MakerEntity| Lol | states | SRStAStOR .
Number Date Transaction D Taken

83112202513500306 HM42- | o0s0017322 | Modified 120010954 Drawing and nding | YEfEdbY | oveiReject
2025 Disbursin ice Nodal Office

ate and To Date will be the request capture date of Personal Details Change
ne search criteria, Either Acknowledgment Number or PR, m Date and to Date

= The difference between the From and To Date sannot be greater than 15 days

Figure 25

U PrAO/DTA nodal office can Approve/Rejet the request based on details enterered and
documents uploaded in CRA system. To see the upoded documents ,clickon 3 Upl oad
d o ¢ u meinon.j

The official needs to provide remarks for approval/ rejection of request while authoriation.
(Please refer Figure 26).

Click on JACCEPT OR REJECT with reasory and click on approve or back to submit the
details.

National Pension System (NPS)

Personal Details Update

Q Initizte

Personal Details to be Updated

PRAN : 110090017322 Subscriber Name - TVXCVEH VCYV
Date Of Birth : 0210411582 Date Of Joining - 301032006

Date Of Retirement : 30/04/2042

Change Type Existing Details Mew Details Uploaded D

Subscriber's Name | TVXCVBH VCYV ABCD VeV : 3

[ 1t is certified that Subseriber is employed with Nodal Office/Corporate and e details provided in this medification request are as per the service record
‘available with us. Furiher necessany name change has been carried out in senvice records of the Subseriber. The given details and the documents uploadsd
are verified by this office.

sject

Figure 26
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U The office needs to confirm the request once again wherein the officer needs to click on
confirm button. The offficer can click on cancel to go back to previous menu. (refer figure

(2 htips://uatcra.cra-protean.co.in/CRAORNIine/subPersonal DetailsUpdateApproveDetails.htmiZID=-1285438457 &getName =5ub%20Personal%.2...

o protean | E-meu-' National Pension System (NPS)

user 1: 111024500 Biack to Main Men:

Personal Details Update

© Initiate
Personal Details to be Updated

PRAN - 110090017322 Subscriber Name : TVKCVEH VCYV
Date Of Birth : 020041982 Date Of Joining : 30/03/2008

Date Of Retirement : 20/04/2042

Change Type Existing Details New Details Uploaded Document
Subscriber's Name | TWXCVEH VCYV ABCD VEYV L 2 8
It is certified that Subseriber is employad with Nodal Offioe/Corporate and the details provided in this modification request are a5 per the sarvies record

available with us. enangs has outin serice records of tha Subseriber. The ghien details and the documents upioadad
are verified by this office.

ot

i+ Al dates are in aammyyyy format

Best viewed in Google Chrome. Mozila & Intemet Explorer 10+ with 3 resoluion of 1024 X 768

Figure 27

It is the responsibility of the office to check veracity of documents as provided by the
subscriber. Also, the office has to ensure that the name to be updated is as per service
record of the office. (The office needs to tick on the box confirming the same as mentioned
above in figure 2 8)

On successful authorization of request, the  acknowlwdgement details will be visible on
screen then Click OK. (Please refer Figure 29).

Request has been successfully Authorized.

Requested For

PRAN 110030017322

Subscriber Name TVXCVEH VCYV

Acknowledgement Number | 83112202518500306
Status Authorised
Date of Authorization 31122025

Authorized By - Reg. No 3000338

Authorized By - Name Pr. AD, Ministry of Steel

Figure 28
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U To view status of request, clickon 3 Su b s cma ibretre nf & dAadespbmenu 3 Upda
Name_DoB_DoR_DoJA 3 Vi ew Re qu e sAt3 SSu ban(Riesse refer Figure 29/30).

National Pension System (NPS)

Back to Main Men
Personal Details Update

O Initzte O Verity ® View Request Status

View Request Status

Acknowledgement Number

PRAN 110000017322

Status —SELECT-

From Datet

To Date*

Note
From Date and To Date will be the request capture date of Personal Details Change

Enter any one search crit r from Date and to Date

Best viewed in Google Chrome, Mozilla & Intemet Explorer 10+ with a resolufion of 1024 X 768

Figure 29

protean Er&m‘ﬁa National Pension System (NPS)

ser Id: 111024500 Back to Main Menu|

Personal Details Update

View Request Status

Acknowledgement Number

FRAN

Status

From Date*

To Date*

Pending
Taken With

Request For

Acknowledgement | Request Typeof | Maker Entityl  Maker Entity Last Action
Number Date Transaction D Name

I Drawing and Authorized by
E12202598500306 | 31122025 | 10090017322 | Modification | 120010934 | [ S0l | Accepted Modal Offios NA

MNote

From Date and To Date will be the request capture date of Personal Details Change.
Enter any one riteria, Either Acknowlzdgment Number or PRAN or fram Date and to Date

The difference the From and To Date cannot be greater than 00 days

Figure 30
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D. Subsequent name change request received for the same subscriber:

In case if name change request is received again second time for same subscriber, the said
request is required to be verified and authorised by CRA user once authorisation is done
through PrAO/DTA.

The initial process will remain the same as mentioned above. Once the request is
authorised by PrAO/DTA, the name will be updated only the same is verified and authorised
by CRA user.

PrAO/DTA office is requested to send scan copy of name change request letter to CRA for
processing.

The second time (and subsequent) name change request will be processed by CRA after
carrying out verification of SubscriberAs
Through Online PAN verification process [i.e. with name registered in PAN with Income Tax
Department (ITD)] or

By carrying out penny drop verification with name matching on the basis of registered bank
details in the PRAN.

Incase Sub s cr i betoBesupdatedmdanes not match with ITD or in the bank account,
then the request will be rejected by CRA.

Nodal Office is requested to ensure that
registered in PRAN before processing second time (and subsequent) name change request
in CRA
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2. Modification in Date of Birth (DoB)

91 Date of Birth (DoB) change request Initiated by PAO/DTO nodal office through user 1 can
be authorized by PAO/DTO nodal office through User 2.
(In case request is initiated by DDO office, the same is to be verified by PAO/DTO office through
user id one and authorised by PAO/DTO office through user id 2).

In this SOP, we have explained the process of request initiated by PAO/DTO user ID land
authorised by PAO/DTO through user ID 2.

Date of Birth Change Request initiation by PAO/DTO

PAO/DTO office will log in to CRA portal https://cra.nps_-proteantech.in/CRA/ Enter 3 Us e r
U D@nd password click on 3 S u b m(Please refer Figure 31). Enter Aadhaar ID details and
OTP for Aadhaar based login.

National Pension System (NPS)

Figure 31

U Click on option 33 Subscri be maiandtsénemc ad sub menu 3 Updat
Name_DoB_DoR_DoJ; (Please refer Figure 32)

@ protean | EE/Ziwitai National Pension System (NPS)

Figure 32
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U Clickonoption 3 4 ni t andEntjPRAN. Clickon 3 S u b m(Pleage refer Figure 33)

National Pension System (NPS)

User d: CGVO000SSED0 Back to Main Men:

Personal Details Update

® it

Update Personal Details

irement Account Number (PRAN)* 110080017323

m Cencel

Best viewed in Google Chrome, Mozilla & Intemet Explorer 10+ with a resoluion of 1024 X 768

Figure 33a

U Existing subscriber details available in CRA will be displayed on screen. The office needs
to click on Edit button (refer figure 3 3b)

National Pension System (NPS)

User kd: CGVO00USSEDD Back to Main Meni

Personal Details Update

@ Initizte O View Request Status

Existing Personal Details

PRAN 110090017322

Subscriber's Name ABCDVCYV

Date Of Birth 0z/04/1982

Date Of Joining 30/03/2006

Date Of Retirement 30/0472042

| Mote

* All dates are in daimm)

Best viewed in Google Chrome, Mozilla & Intemet Explorer 10+ with a resolution of 1024 X 768 Privacy Policy

Figure 33b

U Selectthe Change Typeas3 Dat e o f SeRdtsuppbrfing proof form as available in the
list and Upload the document. Tick the declaration. Click on 3 S u b m(Pléase refer Figure
34 and 35).
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0 protean ;Zm-mu National Pension System (NPS)

ser Id: CGVIO0USSB00 Back to Main Menu|

Personal Details Update

@ Initiste

New Personal Details

PRAN 110090017322 Subscriber Name:  ABCD VCYV.

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

ABCD
() Subscriber's Name | AECD VCYV

vevy

Existing Value New Vaiue Document Type ‘up\mn Document

0210411582 wooatoss AADHAAR CARD ! n | [ChoosaFia] Mo sen

3000312006 200312008 —sELECT-
PASSPORT

30/0412042 200042042
DRIVING LICENSE
PAN CARD

“ipeg. *Jpg. ~png. or * pdf format

r iz amployad with Nodsl Ofiea/Cor

are verified by this office.

Physical PRAN Card Required? ~ NO

Figure 34& 35

The subscriber is having option to receive PRAN card either through e -PRAN or can opt for
physical copy of the same. The office can click on the option of the physical PRAN cardrequired
as Yes if the subscriber intends to receive physical PRAN card and submit accordingly.

U Updated DoB will be visible on s(Blaos eferFigurei3g).k

@ protean | [ tie National Pension System (NPS)

Figure 36

It is the responsibility of the office to check veracity of documents as provided by the
subscriber. Also, the office has to ensure that the details are updated in service record of
the office. (The office needs to tick on the box confirming the same as mentioned above
in figure 27)
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0 Once the office clicks on confirm button, the d etails will be saved successfully, and
acknowledgement number (ACK ID)will be visible on screen. (Please refer Figure 37).

ABCD VoYY

Initiates By DOO

ar-12.2028

cavasoosse

Drawing and Disbursing Office

Figure 37
U Status of request can be seen in CRA log in. (Please refer Figure 38).

National Pension System (NPS)

Back to Main Meny|

Personal Details Update
O Initiate: @ View Request Status

View Request Status

Acknowledgement Number

FRAN 110080017322

Status —SELECT-

Acknowledgement | Request | [ L Typeof | Maker Entityl  Maker Entity sia
Transaction D Name

LastAction | Pending
Taken With

Date

Number
_— Drawing and Authorized by

E12202546500306 | 31-12-2025 | 0080017322 | Modification | 12010954 | [0 DU | Accepted Nowal Office NA
Drawing and " - Nodal

098 | e Oice | PENGinG | Inifiated ByDDO| SO

31122025

| Note
From Date and To Date wil be the request capture date of Personal Details Change

Enter any one search criteria, Either Acknowledgment Number or PRAN or from Date and to Date:

Figure 38
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B. DoB change request Authorization by PAO/DTO Office

Date of Birth (DoB) change request Initiated by nodal office PAO/DTO user 1 needs to be
Authorised by PAO/DTO nodal office through another User id i.e. user 2.

U PAO/DTO office will log in to CRA portal https://cra.nps_-proteantech.in/CRA/  Enter 3 Us e r
U D@nd password click on 3 S u b m(Please refer Figure 39). Enter Aadhaar ID details and
OTP for Aadhaar based login.

National Pension System (NPS)

)
Figure 39

U Click on option Subscribe maintenance and sub menu and sub menu 3 Up deat
Name_DoB_DoR_DoJ; JPlease refer Figure 40)

National Pension System (NPS)

31-Dec-2025
- Modal Officz Management - Views - ERM Transactions - ExitManagement. Grievances Management- Unified Pension Scheme - Reports . User Management.-.

Velcome to Central Recordkeeping Agency

Click here to view list of Exit Claim IDs awaiting any acfion
‘Subscriber is required o purchase the annuity at the time of Exit. To view annuity quotes, please click here View Annuity Quotes

revamped for a simpler and more user-friendly experience. Click here to download the User Guide. The User Guide will be available in Nodal Office Comer NPS Operating Guide

Notification

Subscriber Bank Details Update

Retired Life ka sahara, NPS hawara
.

System Gonfiguraion / Best Viewed  Entrust Secured Grievance Redressal Policy

Figure 40

U Click on the option JAuthorization } and enter either PRANor ACK ID details and click on
submit button. The request pending for verification will appear on the screen (Please refer
Figure 41).
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ser Id: 1001071800

National Pension System (NPS)

Back to Main Men:

Personal Details Update
O Initzte O View Request Status
Authorize Personal Details

Acknowledgement Number 83112202513500307

FRAN

From Date*

To Date*

+  The difference between the From and To Date cannot be greater than 15 days

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

Figure 41

U Existing details pending for authorization will be available on screen. Click on hyperlink

acknowledgement number to check the details entered by maker. (Please refer figure

Figure 42

5o Ieh: 100187 1E00

42)

National Pension System (NPS)

Personal Details Update
Authonize Personal Details

Bcknowledgement Mumbe:
PRAN
From Date®

To Date*

i Trpeof | MakerEntn] Lo
FustPor ] Transaction o e

Fequest
Date

Acknowledgement
Nusmbses

rawing and
120010844 Oriwing

342
EA11Z2028 18500307 . 1M00S0017322 | Modifh
E1121253, 5 otied Disbursing Offies

Pending

. Last Action -
tatus ction
Taken

Verified By

Modu | BommeBsiect

It is the responsibility of the office to check veracity of documents as provided by the
subscriber. Also, the office has to ensure that the details are updated in service record of
the office. (The office needs to tick on the box confirming the same as mentioned above

in figure 43).
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The following details will appear on the screen here the user have to click on accept/reject
need to put the Remarks and then click on approve or Back (Refer figure  43)

O protean EIZMM National Pension System (NPS)

ser Id: 1001074800 Back to Main Meny|

Personal Details Update

Personal Details to be Updated

PRAN : 110090017322 Subscriber Name : ABCD VCYV
Date Of Birth : 0210411582 Date Of Joining : 30103/2006

Date Of Refirement : 30/04/2042

Change Type Existing Details New Details Uploaded Document
Date Of Birth 020411882 021041383 4

It is cartified that Subscriber is employed with Noda| Offce/Corparate and the details provided in this modification request are 35 per the service record
‘svailable with us. Further necessary name change has been carried out in senvice records of the Subscriber, The given detsils and the documents uploaded
are verified by this office

®nccept O Reject

Remarks

Approve

Figure 43

Nodal office can download and see document uploaded by maker to check the details entered.
Click on 3Confirmj 44/45P1 ease refer Figure

0 protean | Bz i National Pension System (NPS)

e I 101071200 sk to Mair Men

Personal Details Update

Personal Details to be Updated

PRAN : 110090017322 Subscriber Mame | ABCD VCYV
Dute OF Birth : 02041982 Date Of Joining : 303006

Date OF Retiement : T0042042

Change Type Existing Details Mew Details

Date Of Birth 02041982 021041983 3

2 i5 SRt that Subscrbar 5 employed wih Nodal Ofos/'Comonte g the SIS Privaed in IS MESSEaton MGUES! 300 X5 DEF the SIrvce recons
avaitable wih us. Further necessary name change has been camied out in senvioe records of the Subscriber. The given details and the documents upioaded
are varifad by s ofice.

Best viewsd in Google Chrome. Mozita & intemet Explorer 10+ with 2 resclusion of 1024 X 784

Figure 44
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Request has been successfully Authorized.

Requested For

110090017322

ABCDVCYV

Authorised
Date of Authorization 31-12-2025
Authorized By - Reg. No 2000703

PAO, Ministry of Steel

Authorized By - Name
New Delhi

Figure 45

U Status of request can be seen in CRA log in. (Please refer Figure 46/47).

National Pension System (NPS)

Personal Detalls Update

Figure 46

@B provean | [ A i nal Pension System (NPS)

Figure 47
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3. Madification in Date of Joining (DoJ)

Date of Joining (DoJ) change request Initiated by PAO/DTO nodal office through user 1 can
be authorized by PAO/DTO nodal office through User 2.

(In case request is initiated by DDO office, the same is to be verified by PAO/DTO office through
user id one and authorised by PAO/DTO office through user id 2).

A. Change Request initiation by PAO/DTO nodal office
PAQ/DTO office will log in to CRA https://cra.nps -proteantech.in/CRA/ . Enter3 Us e r and D}

password click on 3 S u b m(Pleage refer Figure 1). Enter Aadhaar ID details and OTP for
Aadhaar based login. (Please refer Figure 48)

@ protean [z s National Pension System (NPS)

O

Ol G H>QDE

®
Figure 48

U Click on option 33 Subscri be maiandtséneemc ad sub menu 3 Up deat
Name_DoB_DoR_DoJ (Please refer Figure 49)

National Pension System (NPS)

31-Dec-2025

- Unified Pension Scheme - Reports - User Management -

Welcome to Central Recordkeeping Agency

Click here to view list of Exit Claim IDs awaiting any action
Subscriber is required to purchase the annuity at the time of Exit. To view annuity quotes, please click here View Annuity Quotes.

PFRDA has issued an Advisory for Streamlining of handling of Exit cases. For details click here

Guide for NPS operations DDO

Retired life ka sahara, NPS hawmara

‘System Configuration / Best Viewed Entrust Secured Grievanoe Redressal Policy

Figure 49
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U Clickonoption 3 U ni t andEntjPRAN. Clickon 3 S u b mPlaage refer Figure 50)

National Pension System (NPS)

Figure 50

Existing subscriber details available in CRA will be displayed on screen. The office needs
to click on Edit button (Please refer Figure 51)

National Pension System (NPS)

Figure 51

Select the Change Type, 3 Dat e o fandJupload thensggporting document s as a
proof for Date of Joining. Tick on the declaration and click on 3 S u b mPl¢age refer Figure
52).

@ protean | [ s ai National Pension System (NPS) !
1a_Covooopssnan

s Hask to Main Heoy

Personal Details Update

Figure 52
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U UpdatedDoJwi I' I be visible on scr een (Pebdsérefé Fignume 53 C ofn f

user 1d: CovoanasIED0

National Pension System (NPS)
Bauk o Main oo
Personal Details Update

New Personal Details

FRAN . 110080017322 Subseriber Name : ABCD VEYY

Date OF Joining : 3010372006

Figure 53

U Details will be saved successfully, and acknowledgement number  (ACKID)will be visible on
screen. (Please refer to Figure 54 ).

Request has been successfully initiatad
Request Raised For
PRAN 110090017322

Subseriber Name ABCD VEYY

Maker Details

83112202518500308
Initiated By DDO
21122025

Initiated By - Reg. No ceveoosse

Initiated By - Name Drawing and Disbursing Office

Figure 54

U Status of request can be seen in CRA log in. (Please refer Figure 55).

@ protean | [ A tiei National Pension System (NPS)

Personal Detalls Update

View Request Status

FIGURE 55
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B. Authorization by PAO/DTO Office

Date of Joining (DoJ change request Initiated by nodal office (PAO/DTO) needs to be
authorized by PAO/DTO through another ID.

PAQ/DTO office will log in to CRA https://cra.nps -proteantech.in/CRA/ . Enter3 Us e r and D}

password click on 3 S u b m(Pleage refer Figure 1). Enter Aadhaar ID details and OTP for
Aadhaar based login. (Please refer Figure 56)

Figure 56

0 Go to the opti on

JSubscri beand suinmmbhue sbneeay 3 Up deat
Name_DoB_DoR_DoJ; and click on authorise tab (Please refer Figure 57a).

National Pension System (NPS)

Fiue 5a -

u Enter

Figure 57b
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U Existing details pending for authorization will be available on screen. Click on hyperlink
acknowledgement number to check the details entered by maker . (Please refer figure 58)

’

National Pension System (NPS)

e Id: 1001071200 Back to Main Meny|

Personal Details Update
) Intiate

Authorize Personal Details

Acknowledgement Number

PRAN

Typeof | Maker Entity Last Action .
RequestFor [ P20 p Maker Enity Name | Status | 7" Action

Acknowledgement | Request
Number Date

a1z

Verified By
147209512500
SMPARSARSNIE | oo | 11000017222|  Modified ndin o

120010854 | BpproveReiect

Figure 58

U The official needs to click on Approve/Reject hyperlink so that the changes made in date
of joining will appear on the screen along with uploaded documents icon (refer figure 59).

National Pension System (NPS)

ser Id: 1001071801 Back to Main Meny|

Personal Details Update
) Initiate

Authorize Personal Details

Acknowledgement Number

FRAN

Last Action

Acknowledgement | Request Typeof | Maker Entity y
o Dute | RequestFor | YPRL s Maker Entity Name | Status = Action

3-12- D d Verified By
rawing ane Pending | Vered By

£3112202618600308 el
05 | 110080017322 | Wodified 1001054 | o rcing Office Nodal | BpmroveiBeject

Figure 59

i PAO/DTO nodal office can Approve/Rejet the request based on details enterered and
documents uploaded in CRA system. To see the upoded documents ,clickon 3 Upl oad
d o c u meinon.j
Nodal office needs to download and check document as uploaded by the initiator . Click on
Jaccept/reject>put r e amthénsonfm d(Plduge pefercFiguee 60/61)
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National Pension System (NPS)

National Pension System (NPS)

Figure 60/61

U Details will be saved successfully, and acknowledgement number will be visible on screen.
Nodal office can check the status of the request.  (Please refer Figure 62/63).

Figure 62/6




