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This document shall assist Drawing and Disbursing officers (DDOs) to upload data of Subscribers for
whom the UPS forms (Fresh Registrations/Migration from NPS to UPS / UPS Claim Benefits) have
been provided by respective associated Subscribers for further processing the requests Online.

The DDOs have to upload the data in Excel format as prescribed with the fields provided in the table

below with the following naming Convention (DDO Registration number_UPS_DDMMYYYY). Please
refer the instructions for filling in the excel sheet.

sr Request DDO PAO PrAO Date' Qf Retirement/ Date Date' of Request Name
No PRAN | Name Type ::’g ::’g Reg No. ::'{Aom / Death (DD- m\;ed (DD-MM- of Form
1.
Instructions for filling in the excel sheet:
Field Name Details required Remarks
PRAN Enter 12-digit valid PRAN of the subscriber. -
For new registration, the field will be blank
Name Name of the subscriber as per CRA records -
For new registration- Name as per form
DDO Reg No 10 digit no starting from CGV for e.g. DDO Reg no with which the
CGV****45D, subscriber is mapped
PAO Reg No 7 digit no starting from 200 PAO Reg no with which DDO
For e.g. 200**51 is mapped
PrAO Reg No. 7 digit no starting from 300 PrAO Reg no with which PAO
For e.g. 300**51 is mapped
Date of Request Date on which form is received from Details should be in
received Subscriber/ Spouse of deceased subscriber DD/MM/YYYY format only
Request Type, Date of Please refer below table for these fields Naming convention is
Retirement/Death provided in excel sheet as
and name of the form dropdown for request type
and Form Name

Request Type Date to be mentioned Form required

New Registration Date of Joining (DD/MM/YYYY) Form A1
under UPS
Migration from NPS to Date of Retirement (DD/MM/YYYY) Form A2
UPS
UPS Claim Benefit - Date of Retirement (DD/MM/YYYY) Form B2
NPS Retirees

UPS Claim benefit- Date of Death (DD/MM/YYYY) Form B6

Death
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File Upload by DDOs on receipt of Physical UPS forms from Subscribers

1. DDO User will first login into www.cra-nsdl.com by providing credentials provided by CRA as
displayed under Figure 1

&< G \ﬁ https://cra-nsdl.com/CRA/ P =] AN * {E ED ff %'S X
& NSDL e-GovV  ron protean National Pension System (NPS)
Change is growth

Are you a iber i in ing online training on NPS/APY Ci

Subscribers

Annual Transaction Statement on Email

User ID cral00cf
Password

Investin NP5
Enter Capicha T7 49 =

0J1 understand that
d) Activale Tier Il Account [reg |
= My User ID/PRAN & Password is confidenfial & not to be disclosed.
» Password should be complex and not commonly used text or
number.
- Ineed to keep changing my password regularly

Know Your Pension (NPP) Reset Password IPIN for eNPS Help/Instructions for Login

FATCA Compliance

Nodal Offices / Other Intermediaries
@ PN Cipigital Cerfificate
111383600

Subscriber Consent to share contact details with ASP

User ID
Subscriber Registration/Photo-Signature Modification Request Password

Enter Caplcha 30+ =

FALZ]

Status using Recsipt Number 01 understand that
- My User IDIPRAN & Password is confidential & not to be disclosed.

= Password should be complex and not commonly used text or
) number.
My Withdrawal Utility = | need to keep changing my password regularly.

Figure 1

2. User needs to navigate to the “File sharing with CRA” option and select the “Upload” option as
displayed under Figure 2.

4

€ NSDL e-G oV : now Oprotean National Pension System (NPS)

Change is growth

Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout

Security Views Grievance Exit Withdrawal Request  Transaction Dashboard Authorize Request User Maintenance Unified Pension Scheme Files Sharing with CRA

Upload

Request Status View

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
Notification ir

Guide for NPS operations DDO Transaction Type Count

eNomination Verification =

Retirved life ka sahara, NPS hawara *

Figure 2

3. Thefollowing screen would be displayed wherein the User needs to Select the Choose filetaband

.
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need to select the Excel file as per the prescribed format as shown under Figure 3

3 NSDL e-GoV :: o protean National Pension System (NPS)

Change is growth

Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout

Security  Views Grievance  ExitWithdrawal Request  Transaction Dashboard  Authorize Request  User Maintenance  Unified Pension Scheme  Files Sharing with CRA

® File Upload

Add files

| [choose Fite | nPs_2.dsx |

Retived life ka sahara, NPS hamara

Figure 3

4. Post submitting the request, a message will be displayed “File has been uploaded successfully
uploaded with “File reference number” as shown under Figure 4

{3 NSDL e-GoV i now Oprotean National Pension System (NPS)
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Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout
Security Views Grievance  Exit Withdrawal Request  Transaction Dashboard  Authorize Request  User Maintenance  Unified Pension Scheme  Files Sharing with CRA

@ File Upload

Add files

NPS_2 xlsx -

Please wait. Files are getting uploaded.

File NPS_2.x1sx uploaded successfully. File Reference Number :64

Retived Life ka sahara, NPS hamara

Figure 4

5. Once the File is uploaded, User can check the status by navigating to the menu “File Sharing
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with CRA"” and selecting Request status view, as displayed under Figure 5.
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National Pension System (NPS)

Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout

Security Grievance Transaction Dashboard  Authorize Request  User Maintenance  Unified Pension Scheme  Files Sharing with CRA

Exit Withdrawal Request

Views
Upload
Request Status View

Welcome to Ceniral 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

Notifi

Guide for NPS operatiens DDO Transaction Type

eNomination Verification

Retired Life ka sahara, NPS hamara *

Figure 5

6. Once the File is uploaded, User can check the status by entering the FRN (File Reference
Number) or Date range under “File status search” as displayed under Figure 6

National Pension System (NPS)
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2 Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout

Security Views Grievance  Exit Withdrawal Request  Transaction Dashboard  Authorize Request  User Maintenance  Unified Pension Scheme  Files Sharing with CRA

>  Sharing File with CRA Upload File Status Search

File Reference No.

Nodal Office Reg No.

Sector Al v

From Date I 5B (aarmmayyyy)
To e B

e

* Difference for FromDate and ToDate should not be greater than 90 days

* Please enter any one search criteria
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7. User can check the status as shown in Figure 7.

€3 NSDL e-G oV o Oprotean , | National Pension System (NPS)

Change is growth

Welcome Drawing and Disbursing Officer -CGV007045D00 03-Jun-2025 Home | Logout

Views  Grievance

Transaction  Dashboard

Security Exit Withdrawal Request Authorize Request  User Maintenance  Unified Pension Scheme  Files Sharing with CRA

>  Nodal Offices Upload File Status

File Reference No. Uploading Office Type Uploading Office Registration No. Uploading Time Stamp File Download
64 DDO CGV0070450 2025-06-03 19:14:50 NPS 2 DDO.xlsx

Retived life ka sahara, NPS hawmara

Home | Contact Us | System Ci ion / Best Viewed | Entrust Secured | Privacy Policy | Grievance Redressal Policy

Figure 7
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