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Acronyms and Abbreviations 
 

The following acronyms and abbreviations have been used in this document: 
 
 
ACRONYM DESCRIPTION 

CRA Central Recordkeeping Agency 

PFRDA Pension Fund Regulatory and Development Authority 

UPS Unified Pension Scheme 

NPS National Pension System 

PRAN Permanent Retirement Account Number 

CG Central Government 

Pr.AO Principal Accounts Office 

PAO Pay & Accounts Office  

DDO Drawing & Disbursing Officer 
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1. Background: 

 

The Unified Pension Scheme (UPS) has been introduced as an option under the National 

Pension System (NPS) by the Central Government (CG) for the Central Government 

employees covered under NPS so that they may receive an assured payout after their 

retirement. It is a ‘fund-based’ payout system which relies on the regular and timely 

accumulation and investment of applicable contributions (from both the employee and 

the employer (the Central Government)) for grant of monthly payout to the retiree. 

 

The Unified Pension Scheme has been operational from April 1st, 2025. 

 

 

This document explains the Standard Operating Procedure (SoP) for processing One 

time switch from UPS to NPS, initiated by the Subscriber online and verified by DDO 

and authorized by PAO.   

 

Further, the procedure to be adopted by the DDO to process the one way switch 

from UPS to NPS for the Subscriber is provided below. The same shall be verified 

and authorized by the PAO. 

 

The Subscriber can shift from UPS to NPS by the following two methods:  

 

A. Online mode – The eligible Subscriber can initiate the shifting request on their own 

through the e-NPS portal. Detailed steps for the same are provided below. 

 

B. Offline mode - Eligible Subscriber submits A3 Form to the respective nodal office. The 

office would process the shifting through CRA transaction website. Form A3 can be 

downloaded by clicking on https://www.npscra.proteantech.in/ups.php 

 

 

 

 

 

 

 

 

https://www.npscra.proteantech.in/ups.php
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ONLINE MODE: Steps to initiate shifting from UPS to NPS by Subscriber 

 

One Time Switch Request Initiated by Subscriber 

 

1. The Subscriber needs to visit the eNPS Portal at the following link:  
https://enps.nps-proteantech.in/eNPS/NationalPensionSystem.html 

 

2.  Then click on One Time Switch to NPS under the Unified Pension Scheme (UPS) menu. 
 

 
Figure 1 

 

3. The Subscriber needs to provide his/her PRAN and DOB details and enter the captcha and click 

on verify PRAN. 
 

 
Figure 2 

 

4. A One-time password (OTP) will be sent on either Mobile number or Email ID of the Subscriber, 

which has been registered in CRA. The Subscriber will be required to enter the correct OTP in 

the given box. Please refer to below given figure 3 & 4 

https://enps.nps-proteantech.in/eNPS/NationalPensionSystem.html
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                           Figure 3                                                                   Figure 4 

  

5. On submission of OTP, a declaration window will pop-up. The Subscriber is required to read & 

submit declaration by opting selection of the declaration and then click on “Proceed” option. 
 

Note: The above declaration mentions that the shifting option exercised by the Subscriber is 

final and irrevocable. 
 

 
Figure 5 

 

6. Subscriber will be provided with below screen wherein the exact “Reason for One Way Switch” 

is required to be selected. 

 

 
Figure 6 
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7. Out of available options such as One Time Switch During the Service, Resignation, Voluntary 

Retirement or Retirement under Rule 56 (J), the subscriber will have to select any one and 

Click on Proceed 
 

 
Figure 7 

 

8. In case of Resignation, the subscriber will have to provide Date of Resignation and further Click 

on Proceed 
 

 
Figure 8 

 

9. In case of Voluntary Retirement, the subscriber will have to provide Date of Voluntary 

Retirement and further Click on Proceed 
 

 
Figure 9 
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10. In case of Retirement under Rule 56 (J), the subscriber will have to provide Date of Resignation 

and further Click on Proceed 
 

 
Figure 10 

 

11. In case of One Time Switch During the Service, the subscriber will have to provide Date of 

Retirement and further Click on Proceed 
 

 
Figure 11 

 

12. In order to digitally sign the online generated form, the subscriber will be provided with two 

different options to select from, i.e. either “OTP Authentication” or “Aadhaar based eSign”. On 

successful OTP Authentication / eSign, One Time Switch Request will get initiated in CRA system. 
 

 
Figure 12 
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The process for submitting a One Time Switch Request using OTP Authentication or eSign is 

explained below  

 

Process for submission of UPS Claim request using OTP Authentication :-  

• Two distinct One Time Password (OTPs) will be sent on Mobile Number and Email ID registered 

in CRA Records for authentication.  

 

Process for submission of UPS Claim request using eSign :-   

• One Time Password (OTP) will be sent on Mobile Number registered with Aadhaar.   

• eSign will be successful only if name of the Subscriber as per CRA records and name of the 

Subscriber as per UIDAI (Aadhaar) records matches 100% and Active Mobile Number is 

registered with UIDAI. 
 

13. In case, if the subscriber selects OTP authentication, they will receive unique OTPs on their 

registered mobile number and email ID. The subscriber must enter the correct OTPs in the 

respective fields to proceed. Please refer to below given figure 13, 14 & 15 
 

 
Figure 13 

 

 

 
Figure 14 
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Figure 15 

 

14. After successful OTP Authentication, One Time Switch Request will get initiated, and an 

Acknowledgement Number will get generated.  

 

At this stage, option is provided to Subscriber to download digitally signed online Form. 
 

 
Figure 16 
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Verification of request by DDO initiated by Subscriber 

 

1. On successful initiation of the One Time Switch Request by subscriber, the same will 

be available to view to mapped DDO for verification procedures. 

 

DDO user (hereafter termed as Verifier) is required to login into the CRA system 

(https://cra.nps-proteantech.in/CRA/) using the User ID and password. 

 

The verifier needs to select “Unified Pension Scheme” menu and click on sub-option 

“One Time Switch to NPS” 
 

 
Figure 17 

 

2. The verifier needs to select “Verify” option. After selection, the verifier needs to enter either 

PRAN, Ack Number or the Date Range. In case if date range is entered, all pending requests will 

appear for Verification. (The difference between the From and To Date cannot be greater than 

15 days). 
 

 
                                                                   Figure 17 

 

3. On entering PRAN details, the verifier needs to click on submit. 

 

https://cra.nps-proteantech.in/CRA/
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                                                                   Figure 18 

 

4. On clicking submit button, the request initiated by the Subscriber will be displayed. 

 

 
                                                                   Figure 19 

 

5. The verifier needs to verify each detail entered by the Subscriber and proceed further to either 

Accept the request or Reject the Request by clicking on “Approve” Tab. Please refer to below 

given Figure 20A, 20B & 20C 
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                                                                   Figure 20A 

 
                                                                   Figure 20B 

 
                                                                   Figure 20C 
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6. Subsequently, the verifier needs to click on “Procced” option. 

 

 
                                                                   Figure 21 

 

7. On successful Verification of request by DDO, the system generated message will appear as 

“The request for UPS to NPS Migration is Pending for Authorisation” 
 

 
                                                                   Figure 22 
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Authorization of request by PAO initiated by Subscriber 
 

1. On successful Verification of the One Time Switch Request by DDO, the same will be 

available to view to mapped PAO for Authorisation procedures. 

 

PAO user (hereafter termed as Authoriser) is required to login into the CRA system 

(https://cra.nps-proteantech.in/CRA/) using its unique User ID and password. 

 

The Authoriser needs to select “Unified Pension Scheme” menu and click on sub-option 

“One Time Switch to NPS” 
 

 
Figure 23 

 

2. The Authoriser needs to select “Authorize” option. After selection, the authoriser 

needs to enter either PRAN, Ack Number or the Date Range. In case if date range is 

entered, all pending requests will appear for Authorisation. (The difference between 

the From and To Date cannot be greater than 15 days). 
 

 
                                                                   Figure 24 

 

 

 

https://cra.nps-proteantech.in/CRA/
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3. On entering PRAN details, the Authoriser needs to click on submit. 
 

 
                                                                   Figure 25 

 

4. On clicking submit button, the request Verified by the DDO will be displayed. The authoriser 

needs to click on Approve/Reject hyperlink to take the appropriate action on the said request. 
 

 
                                                                   Figure 26 

 

5. The Authoriser needs to recheck each detail entered by the Subscriber and proceed further to 

either Accept the request or Reject the Request by clicking on “Approve” Tab. Please refer to 

below given Figure 27A, 27B & 27C 
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                                                                   Figure 27A 

 
                                                                   Figure 27B 

 
                                                                   Figure 27C 
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6. Subsequently, the Authoriser needs to click on “Procced” option. 
 

 
                                                                   Figure 28 

 

7. On successful Authorisation of request by PAO, the system generated message will appear as 

“The request for UPS to NPS Migration is Authorised” 
 

 
                                                                   Figure 29 

 

 

 

 

 

 

 

 

*********************************** 
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OFFLINE MODE: Steps to initiate shifting from UPS to NPS by DDO 

 

One Time Switch Request Initiated by DDO 

 

Subscriber is required to fill up the following form: “UPS - Form A3” and submit to the 

DDO. The form is available to download on the following webpage:  

 

https://www.npscra.proteantech.in/ups.php 

 

 
Figure 1 

  

https://www.npscra.proteantech.in/ups.php
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1. The DDO User needs to visit the eNPS Portal at the following link:  

https://enps.nps-proteantech.in/eNPS/NationalPensionSystem.html 

 

2. Then click on One Time Switch to NPS under the Unified Pension Scheme (UPS) menu. 
 

 
Figure 2 

 

3. The DDO User needs to select “Initiate” option. After selection, the DDO needs to enter either 

PRAN and click on Submit. 
 

 
                                                             Figure 3 
 

4. Subsequently, the DDO User will be provided with a below screen wherein the DDO User 

suppose to select exact reason for “One Way Switch from UPS to NPS” and further upload the 

scanned image of duly filed Form A3 as received from the respective subscriber. Finally, the 

DDO User will have to click on Declaration Check Box and Submit the request. 

https://enps.nps-proteantech.in/eNPS/NationalPensionSystem.html
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                                                                 Figure 4 
 

5. Out of available options such as One Time Switch During the Service, Resignation, Voluntary 

Retirement or Retirement under Rule 56 (J), the DDO User will have to select any one and 

Click on Submit 
 

 
                                                              Figure 5 
 

6. In case of Resignation, the DDO User will have to provide Date of Resignation and further Click 

on Submit 
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                                                              Figure 6 
 

7. In case of Voluntary Retirement, the subscriber will have to provide Date of Voluntary 

Retirement and further Click on Submit 
 

 
                                                              Figure 7 
 

8. In case of Retirement under Rule 56 (J), the DDO user will have to provide Date of Resignation 

and further Click on Submit 
 

 
                                                              Figure 8 
 

9. In case of One Time Switch During the Service, the DDO User will have to provide Date of 

Retirement and further Click on Submit 
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                                                              Figure 9 
 

10. The DDO User has to upload the scanned image of duly filed Form A3 as received from the 

respective subscriber and shall click on Declaration Check Box and finally click on Submit. 
 

 
                                                             Figure 10 
 

11. On successful Initiation of request by DDO, the system generated message will appear as “The 

request for UPS to NPS Migration is Pending for Authorisation” 
 

 
                                                              Figure 11 
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Authorisation by PAO 
 

1. On successful Initiation of the One Time Switch Request by DDO, the same will be 

available to view to mapped PAO for Authorisation procedures. 

 

PAO user (hereafter termed as Authoriser) is required to login into the CRA system 

(https://cra.nps-proteantech.in/CRA/) using its unique User ID and password. 

 

The Authoriser needs to select “Unified Pension Scheme” menu and click on sub-option 

“One Time Switch to NPS” 
 

 
Figure 12 

 

2. The Authoriser needs to select “Authorize” option. After selection, the authoriser 

needs to enter either PRAN, Ack Number or the Date Range. In case if date range is 

entered, all pending requests will appear for Authorisation. (The difference between 

the From and To Date cannot be greater than 15 days). 
 

 
                                                             Figure 13 
 

 

 

 

 

https://cra.nps-proteantech.in/CRA/
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3. On entering PRAN details, the Authoriser needs to click on submit. 
 

 
                                                             Figure 14 
 

4. On clicking submit button, the request Initiated by the DDO will be displayed. The authoriser 

needs to click on Approve/Reject hyperlink to take the appropriate action on the said request. 
 

 
                                                            Figure 15 
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5. The Authoriser needs to recheck each detail entered by the DDO User and proceed further to 

either Accept the request or Reject the Request by clicking on “Approve” Tab. Please refer to 

below given Figure 16A, 16B & 16C 
 

 
                                                            Figure 16A 

 
                                                            Figure 16B 

 
                                                            Figure 16C 
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6. Subsequently, the Authoriser needs to click on “Procced” option. 
 

 
                                                            Figure 17 
 

7. On successful Authorisation of request by PAO, the system generated message will appear as 

“The request for UPS to NPS Migration is Authorised” 
 

 
                                                            Figure 18 
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