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USER MANUAL ON UAN FUNCTIONS
IN THE OTCP

A Universal Account Number for each of the PF Account Number appearing in the
ECR w.e.f. January 2014 to June 2014 has been allotted by EPFO. The UAN acts as an
umbrella for the multiple Member Ids allotted to the same individual. The idea is to link
multiple Member Identification Numbers (Member Id) allotted to a single member under
single Universal Account Number.

This helps the member to view details of all the Member Identification Numbers
(Member Id) linked to it. If a member is already allotted Universal Account Number (UAN)
then he/ she may provide the same to new establishment/ employer which in turn will mark
the new allotted Member Identification Number (Member Id) to the Universal Identification
Number (UAN).

The main objective behind this new function is to capture KYC details of its members
in order to eliminate the dependency on the employer and improve the quality of service.
The KYC details are being tagged against the allotted UAN rather the member id thereby
eliminating the redundancy.

This manual provides the details of UAN functions incorporated in the Online
Transfer Claim Portal to facilitate employer to complete Form-11 in terms of linkage of
previous employment/UAN/First Time Employment of new members and manage KYC.

A list containing member ids without UAN gets generated at OTCP to identify
members without UAN against member ids. Employer can declare such member ids (new
member ids in the latest ECR file) against Previous member id/UAN/First time membership
& approve the same. Such declared member ids flows from OTCP to EPFO on daily basis. At
EPFO, this information is being processed to generate new UANs/link member-ids
accordingly.The processed information is being pushed daily to the OTCP.The other
activities to facilitate employer in respect of UAN are also explained in this manual in user
friendly manner.
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Initial generation of UAN:

1.

A Universal Account Number for each of the PF Account Number appearing in the
ECR w.e.f. January 2014 to June 2014 has been allotted by EPFO.

The UAN allotted by EPFO is available on OTCP for dissemination.

Employer has to download the UAN list from UAN Menu in OTCP.

It is the duty of employer to disseminate UAN to the concerned members.

Recurring/Subsequent UAN generation/linking:

1.

Further whenever an ECR is submitted by employer and payment is confirmed by
SBI, a list containing the member ids without UAN gets generated at OTCP to
identify members without UAN against member ids.
It is the duty of employer to complete Form-11 in respect of those member ids,
which have not been allotted UAN or linked to UAN in terms of linkage of previous
employment/UAN/First Time Employment of new members and manage KYC.
Facility is given on OTCP to employers to declare such member ids (new member ids
in the latest ECR file) against
a. Previous member id
b. UAN
c. First time membership & approve the same
Such declared member ids flow from OTCP to EPFO on daily basis.At EPFO, this
information is being processed to :
a. Generate new UANs against member ids which do not have UAN.
b. Link member ids against UAN having UAN, already generated against
previous member id.
c. Generate and link UAN against member id and previous member id if neither
of them have UAN.
(The processed information is pushed daily to the portal and this cycle continues.)

There are following options in UAN Menu in OTCP:-
- Search UAN ID

- Confirm Previous Employment

- Download UAN List

- History PDF

REGISTERING DIGITAL SIGNATURE CERTIFICATE

User has to register digital signature certificate in OTCP. For this, user has to select

the following link:-
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Digital Certificate>>Register Certificate

It is pertinent to mention here that Approval of the file can be done with Digital Signature
Certificate only. Therefore, user must register DSC.

SEEDING KYC DETAILS

Employer can uploadBulk KYC Text File through KYC menu given in OTCP. In case of bulk text
file, employer will have to upload bulk KYC Text File as per the revised structure enclosed at
the end of this manual.There are following options in KYC Menu:

- Upload Bulk KYC Text File

- Approve Bulk KYC PDF File

- Bulk KYC PDF Files After Approved/Rejected
- View Approved KYC

- Update Incomplete Member’s Details

- Error List

Approval of the file can be done with Digital Signature Certificate only. Bulk KYC PDF file
will be approved with DSC for only those records, which are complete in respect of DOB,
DOJ and Father’s/Husband’s Name. The records incomplete in terms of DOB, DOJ and
Father’s/Husband’s Name will reflect in option ‘Update Incomplete Member’s Details’ for
updating the missing information.

Under the Head ‘Update Incomplete Member’s Details’ user has an option ‘Add Missing
Information’ to complete the missing entries and ‘Generate PDF for Approval/Rejection’ of
the same.

In case of any errors while uploading files, error log will be generated and can be seen in
‘Error List’ given in KYC Menu.

- Must register your digital signature

- Javaversion 1.7 should be installed in your system.

- Please use only alphabets and numbers in file names. There should be no special
characters or spaces in the file name.

- Only text files of upto 2mb size can be uploaded using this facility.

- Bulk Text file format should be exactly as per the format given by EPFO.
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STEPS TO BE FOLLOWED BY EMPLOYERS:

- Download UAN List

- Disseminate to Members

- Complete Form-11 i.e. Confirm Previous Employment for recurring/subsequent UAN
generation/linking.

- Upload bulk KYC by creating text file as per the revised structure (enclosed at the
end of this manual).

- Upload the bulk KYC text file.

- View Error List if errors came while uploading the bulk KYC text file.

- Correct the errors in your text file and upload again.

- Approve the PDF generated automatically. Before approving, user must register
Digital Signature Certificate.

- Update incomplete member’s details i.e. records where DOB, DOJ &
Father’s/Husband’s Name is missing.

- Generate PDF after completing missing details.

- Approve with Digital Signature Certificate.

Login > UAN > Search UAN ID

Login > UAN > Confirm Previous Employment

Login > UAN >Download UAN List

Login > UAN > History PDFs

Login > UAN > History PDFs>Approved PDF

Login > UAN > History PDFs>Rejected PDF

Login > KYC >Upload Bulk KYC Text File

Login > KYC >Approve Bulk KYC PDF File

Login > KYC >Bulk KYC PDF File After Approved/Rejected

Login > KYC >View Approved KYC

Login > KYC >Update Incomplete Member’s Details

Login > KYC >Update Incomplete Member’s Details>Add Missing Information
Login > KYC >Update Incomplete Member’s Details>Generate PDF for Approval/Rejection
Login > KYC >Error List
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Home Screen of OTCP is as under:-

- nY Employees' Provident Fund Organisation, India

V,"

How we soe you
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Digital Certificate has two options viz.:

Digital Certificate>> Register Certificate
Digital Certificate>> View/Revoke Certificate

User must register DSC because it is mandatory for approval of the files. User has to
select the first link i.e. Digital>>Register Certificate and feed name of authorized
signatory, designation, mobile number and press the button ‘NEXT’ to proceed further.
The screenshot is as under:-

.‘61 Employees’ Provident Fund Organisation, India

Emter Dotuis of Lgnaezry

Wons funwn Snguped S 0 10,917

gy .

Noame of Authorired Sgratony EST CSNTSICATE 8Fs

P pew —— Ty v -y
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Once NEXT button is pressed, you will be shown the following screen wherein you have

to select ‘Sign with your USB Token’ :-

-
"_-‘ L e e e L e e L

23 Py rie el ey
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After selecting ‘Sign with your USB Token’, following screen will appear wherein you

have to press the button ‘Select your USB Token Certificate’:-

=
E T e T ———
23 Prgeie e Sy

féﬁ Employees' Provident Fund Organisation, India
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L e S T L R ]
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e DGT

After pressing the button ‘Select your USB Token Certificate’, following screen will

appear wherein you have to press the option given at the end ‘Select this certificate’ :-
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R T

Issued to:CN=Test certificate Sify, ST=Tamil Nadu, 0/D.2.5.4.17=600113, O3

Issued by: CN=SafeScrypt sub-CA for RCAl Class 2 2014, OU=Sub-CA, O=§
Valid From: Thu Apr 03 22:36:51 IST 2014
Valid Till: Sun Apr 03 22:36:51 IST 2016

Select this certificate

After selecting this certificate, following screen will appear, wherein you have to press
the button ‘SUBMIT’:-

- ; 2 T e T ———
3 Frgric dore Sgresr

t‘ew Employees' Provident Fund Organisation, India

i 1oMc I CVOITAL CERTIFICATE

Instachane

* uted Jova Hawiroe Evdrorest | T o
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Sgwem Canfcws DO
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¥ Sgn wih You LISB token adon Gureg the (12058 e 15
R’ Accapt buton to secessidy winad
par Dkt Signatuse Caniicnte

® ¥yus e shoam any secuty wering

The feloning Sty of yoot Dighet
Teprtaes (atEoae w8 be yadotnd
Viakainy . R 5igning svthionty anoukd be
CIA rafla sag Nars il yos hane
P a0 Tea g pege Wikl
na Py rukh Wi B narve provided
Bate OG0

After submitting, following screen will appear informing you that you have registered
digital signature successfully. You need to take the printout of the request letter by
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selecting the PDF link and submit to your RO/SRO for its approval process. You can also
view/revoke certificate by selecting Digital Certificate>>View/Revoke Certificate.

(—;& L e et L

o eyt gty Sqreiee

féﬁ Employees' Provident Fund Organisation, India

fl 1ouc g oo
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l T l [rp T
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e BENuED
304 TV
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ECIR AR Fr Rl R ek =i us To1 | 2 |1e% Toom  Sgn  Comment
S - e
* Bapor POF
Adots Lapert? U1 &
orend POV bt by el w S
of s
hotnit MOO b
Lettor No- A70316 Date: 19.08-2014 R tmere e
o
[To be submitted on company letter head in duplicate to RO, DELHISOUTH] Larwat Ie
TO. Mmoot Mok [ e i) *
The Reglonal Frovident Fund Commissioner fresgres o nfagrhl

EPFO Complex. Piot No. 23 Behind ACP OMce Sector-23 Dwerka
New Dali (DELHI|

Lceme

Reference: Establishment Code Number : DSNHPO029238000

+ Crests P0F
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claimsireturns related matters in EPFO- regarding,

* e M
Si.

The folowing cicial & hereby authocized to ceal with all correspendences inciuding 1 of clams!
returns far M's RAIL VIKAS NIGAM LTD In connaction with EPF matters. Tha spaciman signasure of the official
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SLNo | Name of the P ¢l ° | Digital Signature Valid
Authorized Signatory Upto
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EXPLANATION OF UAN FUNCTIONS THROUGH SCREENSHOTS

UAN Menu contains the following options:
UAN>>Search UAN ID
UAN>>Confirm Previous Employment
UAN>>Download UAN List
UAN>>History PDFs

Screenshot of UAN menu is as under:-

réj Employees’ Provident Fund Organisation, India

v
PTRUMENTS WY LTO
Prowes QLAPHASE-L NEW DELHIREW DELMLISO0N

e, Ap—

Tetal Ma. Of Irstustend Clavrrs Pumding - G
Tatat hea. OF Uate Cladmis Pancing = O

Msthorizeg Signmumms

Sgnatory Neme LA GALMAY & | TRST CRRTIFICATE SIFY
De<inmtion QISCTOR DIRECTOR
Valid Ugro 7862018 02-D4-20t0

1. View/Download Allotted UANs:
Employer can view/download the UANs already allotted to his/her employees by
selecting following option:-

UAN>>Download UAN List

The above mentioned option (UAN>>Download UAN List) facilitates the employers to
view/download the UAN List with various options like in ascending order, descending
order, by UAN creation date, for distribution to members and Text file of UAN List.

1.1. On selecting ‘Download UAN List’ from UAN Menu, following screen will appear:-
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1.2

T

UAN T wmy
Downlosd UAN Lint

Tkl Neow Mumdors 36 Total Merdears 56
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(rw:,.x;u:uw\ ok INERR C | - Imwt g
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wa 1 | | WA
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| wa

| oosigraos |
rov1837300 |

Once employer press the button ‘Download PDF/Text’, given on the RHS of this
screen, various options to do so will appear on the screen as shown below.
Employer can choose any option as per his requirement and convenience and
download the same. User can request to regenerate only if the images/ logo of
EPFO is missing in the pdf file by selecting a radio button ‘Request to re-generate’.
Download of Text file of UAN will be made available shortly.

Foe Sovetnatod it B i 0ot et 1 Moo < n 4 L (
su-gurmnite your p e The thon s the 1 woed b Qurivedd FLF Cont
Fladie ro-riuaid ooy I the boagen oo o £l 3 (= Mot sarm

| @

Ok on e bek 0o downlond e
Date | Lnhed Praviows

2 | AN L hasanaleg e of Mt i) Wexber IDs
. - = |

T WA

| WA

L Lo X St 1 Yeooal!

A58 Lo (Toot Fibm) (Thes bt Bl sbud 4 raade evalatie shasty |
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1.3. Screenshot of the PDF (Ascending order of Member IDs) is as under:-
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5 IVUAY MAHATO NA (F) DENHPD01 $6300000000063 | 10001 8335949 | 06-05-2014 NIA
6 [KALASH SPGH A (F) OSNHPOO1 96390000000 | 10001 8335654 | 06-05-2014 NA
T RADMA KRISHAN  [NIA (F) DSNHPO0 1 563800C0000060 | 100024072667 | 00-05-2014 WA
0 |AXT KUMAR NA (F) DISNHPO01 5639000000006 1 | 100010335565 | 06-06-2014 WA
8 [SUMNL KLMASR A (F) DSNHPO01 2638000000000 | 100018333577 | 06-05-2014 R
10 [AJRY KUMAR NA (F) 2 196300000000065 | 100024872358 | 06-05-2014 NA

1.4. Screenshot of the PDF (Descending order of Member IDs) is as under:-
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1 |ARUNXUMAR NeA DSNHPO01 6380000000085 | 100018335042 | 06.05.2014 hiA |
2 [RAJESH KUMAR  [NeA CGHHPO01 9030000000000 | 100624072890 | 06-05-2014 NiA 12y
3 [SARCJYADAV  [NA CSNHPD0150 380000000088 | 100018395035 | 00-08-2014 1WA i » Sond Free
4 [SARITA YADAV _ |NA DSNHP01963900C0000083 | 100011336026 | 06-05-2018 A + o b
5 |NLESHKUMAR A DSNHPO019638000000007% | 100024872828 | 06-05-2014 NiA
5 :‘,"g" KUMAR I DSNHPO0196300000000074 | 100018335010 | 06.05.2014 NA
"7 |AMARJEET SNGH [NiA DGNHPO01 36 380000000073 | 100018335003 | 06052014 NA
] S,S”"‘G“"”"“R A ‘DENHPO0126380000000072 | 100024872874 | 06-05-2014 NA
g PANTOSKUMAR: |\a LSAHPO0 1968000000008 T | 100010538096 | 00-05-2014 A

1.5. Screenshot of the PDF (By UAN Creation Date) is as under:-
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Search UAN Number:
Employers can search UAN IDs of their members as well as the members of any other

establishment by selecting following option from the UAN Menu:

UAN>>Search UAN ID

Three options have been given to search on this particular screen (UAN>>Search UAN
ID). The screenshot of default screen on selecting this link is as under:-
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2.1. The very first option of ‘Search’ enables the employers to view the details of his/her
own members like Establishment Name, Member’s Name, UAN [D, Date of Birth,
Date of Joining and Date of Exit. Employer has to feed the member id of his/her
member and press 1'search button.

The screenshot of ‘Searching UAN of member of own establishment’ is as under:-

Erter Viersher 10 (0w Evsbinbmant) | DINSI00 12020000 | 000007
i
Erow Ay Martet 10 | Seboc Niak

Erow Ay LW

2.2 The 2" Search option enables the employers to view the details of the members of
other establishment like Establishment Name, Member Name, UAN ID, Date of
Joining and Date of Exit. Employer has to select State, Office and feed the correct
member id to see the details of members of other establishment.

The screenshot of 2" search option is as under:-
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2.3 The 3™ search option enables the employers to search member ids-UAN wise.
Employer has to feed the UAN no. to see the details related to this particular UAN
like Member Name, Father’s/Husband’s Name, Member ID and UAN ID.

The screenshot of 3™ search option is as under:-

E Mo 1) (e Esbitiimet) | CE0-7001 55 560000
ORIz
Eres Any Marrber B |- Seect Suw

‘ Purtal raw be bt Viessed 91 (T (7.0 and shhove). Mrvkes, Ovmre and Oprs brimee BI0LY, Syshrn prweesd by TCX ond

TR = 0o s EEMN

Confirm Previous Employment: (For UAN allotment/linkage to new members)

Employer has to complete Form-11 in respect of those member ids, which have not
been allotted UAN or linked to UAN in terms of linkage of previous employment/UAN/
first time employment of new members. He/she can do so by selecting the following
option:-
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UAN>>Confirm Previous Employment

It is the responsibility of employers to collect the declaration form (Form-11) for each
new member and declare the same on the above mentioned option(Confirm Previous
Employment) for allotment/linkage to UAN.

The default screen of this option is as under:-

fej Employees' Provident Fund Organisation, India
h_” o -

# 1oM .»-‘.»-A ERIFIOATE

T IR & A
Combirm Previous foploy ol neve Mo

Wate:

1. Erploy 0 Cofbert the mtmurbnmm

3. To rzrfirm previoss eopioyrent of members, sither provicde previous memoer [0 or UAK 1D and <ick Crasiey. Detals of mumbe sgeinst the Meenter 11U LAM proviced Sy you st
e chipleped. In cane the syatem Ands s tat thwre i o dfernce in neme o Do, the Vesficeion palumn srall thow an Yfied! bict e led nedic betton. Chasas an aperoprine
Spian and prese Suberit tueen.

Nl Tkt 2 T —
we | Bl ! Paw cw |
SN0 Pescamit Meesber 1DV

3.1. Linking Previous Member ID/UAN
Employers can either provide previous member id or UAN id to confirm previous
employment of members and click Display. Details of member against the Member
ID/ UAN provided by employer shall be displayed alongwith Confirmed/ Not
Confirmed radio button in Verification Column. In case the system finds out that

there is a difference in name or DoB after confirmed radio button is pressed by the
employer, the system warns the employer to verify the details of that particular
member. There is also an option of First Time Employment, which is to be selected
only in those members whose current employment is the first employment.

The screenshot is as under:-
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3.2. Submit/Change

If employer verifies it, then he/she can select the option on the RHS of the screen
i.e. ‘Submit/Change’ as shown below in screenshot:-

@1 Employees' Provident Fund Organisation, India

)
i 1oMc ) CROTAL CERTIFICATE

% T & S =
Combirm Provious Employment of new Members

Form {141 Yor e
h che premt ‘“E:wnuuymdwﬁgwwwmnmu

o = i 05
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3.3. Generate PDF
After pressing the button ‘Submit/Change’, following screen will appear to verify
the details and generate PDF of the same. If employer is not satisfied with the case,
he/she can simply delete it, otherwise can press the button ‘Generate PDF’.

6’1 Employees' Provident Fund Organisation, India

3.4. View PDF
Once employer press the radio button ‘Generate PDF’, following screen will come
giving an option of approving or rejecting the PDF. Employer can view this PDF file
by pressing on the link and if satisfied, can approve it else he/she can reject it.

The PDF link shown on the above screen will display the following details. Employer

can simply view this and download the same, if required for his reference.
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@ EMPLOYEES PROVIDENT FUND ORGANISATION | sews rer owy
|8 e e e
2 Confirm Previous Employment e
Sovogace St i Irgintvl A
ange
Establishment Name : YANTRIKA INSTRUMENTS PVT LTD
Establishment Code : DSNHPOO19639000 Conms
| Sl.No. | Prosent Member Detasis | Entered Previcus | Previcus Member Details Status :
Dotails | & Cresta0f
1 DENHPO015632000000CC51 | DSNHPOO2255300000 UAN i : 100021027345 Canfrmec A4 Locadivnsd
Name | PREM CHANDER 00320 Name | RAMDAYAL | > Wore Piee
DOB | Not Found DOB : 1985-02-20
TRRN | 1051405010164
CRN : 071205741124888

3.5. Approve/Reject PDF:

On pressing the button ‘Approve’, employer will be asked to ensure the approval of

PDF as shown below:-

'o‘p_°

[ R ] AR B L et
[* -

£ Apoovn Fiagect Morvhw L

ren Employees’' Provident Fund Organisation, India

Ml vove ) DAL CERT

3.6. Once the employer click ok, the information will be pushed automatically to EPFO

for its allotment/linkage accordingly.
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4. History PDFs:
The screen below is the outcome of option ‘History PDF’ containing two options
‘Approved PDF’ and ‘Rejected PDF’. Employer has to select the following link to view the
Approved PDF/Rejected PDF:-

UAN>>History PDF

Viwbon masvecery
Toks A IF Dtvblod! O Fumtey
Tt OF I Clan Pamiing | 8

Autbrrvieet S gmatimes
T A ALy m | TRET IR ERILATE S0y
Deaprotan URECT. EU
Vot s
!

Troe g IrOe-Jen

4.1. View/Download Approved PDF
UAN>>History PDFs>Approved PDF
Once employer chooses an option ‘Approved PDF’, he/she will be facilitated to
View/Download Approved PDFs. He/she has to select the link and download the

same. The screen giving option to download Approved PDF is as below :-

réj Employees’ Provident Fund Organisation, India

h -,

-
=
.
=
-

>
.

“
o
-
.

4.2. The screenshot of the abovementioned PDF is as below:-
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EMPLOYEES' PROVIDENT FUND ORGANISATION
Confirm Previous Employment
Establishment Name : YANTRIKA INSTRUMENTS PVT L;TD
Establishment Code : DSNHP0019639000
Si.No, | Present Member Details Entered Previous Previous Member Details Status
Detalls
1 DSNHP00156390000000091 | DSNHP002255300000 UAN Id : 100021027345 Confirmed
Name : PREM CHANDER 00320 Name : RAMDAYAL
DOB8 - Not Found DOB : 1985-02-20

TRRN 1051405010164
CRN - 071206741124658

4.3. View/Download Rejected PDF
UAN>>HISTORY PDFS>REJECTED PDF
Similarly, employer can view/download the Rejected PDFs by selecting an option
‘UAN>>History PDFs’. The screenshot is as under:-

I PR SRR ——— .

N Employees' Provident Fund Organisation, India
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EXPLANATION OF KYC FUNCTIONS THROUGH SCREENSHOTS

KYC Menu contains the following options:

KYC>>Upload Bulk KYC Text File

KYC>>Approve Bulk KYC PDF File

KYC>>Bulk KYC PDF File After Approval/Rejected

KYC>>View Approved KYC

KYC>>Update Incomplete Members Details

KYC>>Error List

Screenshot of KYC menu is as under:-

5. Upload Bulk KYC Text File:

Employer has an option to upload the KYC of his/her members in bulk. First of all
employer needs to create a text file as per the structure mentioned in our website at

UAN link.
5.1 Following points must be adheredwhile creating bulk KYC text file:-
UAN - Mandatory
- Valid UAN allotted by EPFO
Document Type - Mandatory

Only abbreviations of KYC documents as shown below
will be considered :

N- National Population Register

A- AADHAR

P- Permanent Account Number
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B- Bank Account Number
T- Passport

D- Driving License

E- Election Card

R- Ration Card

Document Number

Mandatory
Should exactly be same as it is appeared on the KYC
Document selected.

IFSC Code

Mandatory only in case where Document Type ‘B’ is
selected i.e. where KYC document is Bank Account No.

Name

Mandatory

Should exactly be same as it is appeared on the KYC
Document selected

Special characters are not allowed like |@#5%"&*()~

Expiry Date

Mandatory only in cases where KYC document type
selected is either ‘D’ or ‘T’ i.e. only in case of Driving
Licence and Passport.

Expiry Date should be in dd/mm/yyyy format.

It can not be less that the current date.

Educational
Qualification

Optional (Can be left blank)

User can write any one of the abbreviations specified
below:

| - llliterate

N — Non Matric

M - Matric

S - Senior Secondary

G - Graduate

P - Post Graduate

D — Doctorate

T- Technical (like Doctor, CA, Engineers, Lawyers etc)

Physically Handicap

Optional (Can be left blank)

User can give either of the following two options viz.:
Y -Yes

N - No

Physically Handicap
Category

Mandatory only when Physically Handicap is taken as ‘Y’
Categories to be mentioned only in case where PH is ‘Y’
are as under:-

L - Locomotive disability

V - Visual

H - Hearing

Gender

Optional (Can be left blank)
There are three options:-
M — Male

F - Female

T - Trans Gender
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International Worker - Optional (Can be left blank)
- Two options to give :

Y -Yes

N — No

Marital Status - Optional (Can be left blank)
- Option to give are:-

M — Married

U - Un-Married

W - Widow/Widower

D - Divorcee

Establishment ID - Mandatory
- Should match with the establishment login id.

Steps to create bulk KYC text file

5.2 Employer has to create new file in excel and make the columns as per the structure
mentioned in EPFO website. Employer can also enter the multiple KYC of members.

5.3 Sample Excel File

The screenshot of Excel File containing all the specified 13 columns is as under:-
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5.5 Open this csv file with notepad as shown below:-
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5.6 Sample CSV File

Your csv file in notepad will look like as under:-

fie Bt Foomat View Melp

[LAN  COCUMENT TYPE  DOCLMENT 0. , IFSC CODE,NAVE, EXPIRY DATE,ECUCATIONAL QUALIFICATION PHYSICALLY MANDICA® PHYSICALLY WANDICAP CATEGL
100018336042 .4 ‘52!69‘528915 (KETHA SRINIVAS, 7 .8, M N W, O5WP00L 3639000
100023572890, 7 AL."S]J’IQ SIW!!YA JON G F, V u

EENNPO0L9639000
100018336035 .0, 0 -03201 20343673, M!Mlﬂ 11/0}/ ‘015 0 oMy W, DENPO0L 96 19000
B,10006619453 , SBINOGOT 641 VERONICA, , G, . .F, U, DANNPOO] 06 19000

100018336003 € .NEL122221 . | J0MN, , . 3000
100004872874, 7,G3801163, , GAURANG. 19,107/ 2018,7, Y, K M N, ¥, DSNHPOOL 5639000

5.7 Remove the first line containing headers.

5.8 Replace comma (,) with #~# as shown below:-

rJ - _ _— _—

== =
L e e s e s s &

!
&
ﬁ
i‘
ﬁ
|
(i

’
100018336022, 4, 252863528315, CETHA SIINTVSS, Pn,,vxrmmm 2
100022872890, P, 4 3953874, , SENORTTA, G, N, 5, ¥, U,
100018336835, D, 0L 0320120355673, , ARTESNT, 12/62/2615,9, , X, ¥, nsumm
100018338026, 8,10006619233, m‘sm m,,ﬁ..,l‘ u,mssm

100018336026,4, “93'52)%358 LVERONECE, L6, . |
IMSSSGGZ‘S,P,.-‘)WI!.SL‘K. LNESONICA, G, .F. &, DSAEPOO1 3639000

1100018336003, £ N1 1322071, m,.,...,,nsu-mm

100024872874, 7,638011683, ,GMRANE,

07 /2018,P,Y,E, M N ¥ _DOGP001 9639000

5.9 After replacing , with #™~#, place your cursor at the end of the last row and press ‘delete
button to remove the blank lines. Now your file will look like as under:-
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5.11

5.12

5.13

10001833604 24~245-225086952891 55-22-#KETHA SRINIVASS-25-2PE~2NE~s5- 202N~ No-20SNER 0019639000
10002487 28%0#~2P#~ A1 IPS347LQF 24 FSENORITAS 25~ FC3 N3 F2-#F 2 FYE-SUS-2DSNHPO01 9639000
10001833603 55205201 -032012035 567 3522 FARTHANTS-12 02 201 332052522 20525 22D NHPO01 9630000
100018336026%-#82-21000661 94 532~#SBINO00T 6415~ #VERONICAS#5~3CE- 2525 FF 52222 2DSNHP001 9639000
100018336026%-242-27937525303 863 #FVERONICAS 5 2G5 25 227 £ 28 2UF-FDSNHP0U1 9639000
1000183360265 -#P#~#AHAPT1 81 TNE~#2FVERONICAS I FE 25 2P 22522~ FDSNHP 0019639000
1000183360033 -FE#-ENEL1 322221 8357 JOHNE~ 53538 0 F2 25 E2- FDONHP001 9639000

10002487287 45275263801 163822 SCAURMNGE-F19 /07 20185 #P2-F Y2 S8 AUEANS SN2 2DSNEP 0019633000

Sample Text File

Now save it as *.txt as shown below:-
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Your bulk KYC text file is ready to be uploaded on OTCP.

Upload Bulk KYC Text File

Excel File Utility & Java File Utility to create Bulk KYC Text File alongwith manuals to
handle these utilities can be seen from the links given at the bottom of this User
Manual.

Select the option KYC>>Upload Bulk KYC Text File. The Screenshot of the default
screen of this option is as under:-
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5.14 Click the ‘Browse’ button and select the location where your bulk KYC text file is stored
and press ‘Submit’ button as shown below:-
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Once the ‘Submit’ button is pressed, if the bulk KYC text file is correct, following
screen displaying PDF of the same will be shown for the completed records of your
text file. Complete records here means those records whose
DOB/DOJ/Father’s/Husband’s Name are available in our master database. If none of
your records of text file are complete, no PDF will be generated. Message will be
appeared on the screen informing that none of your records are complete in terms
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of DOB/DOJ/Father’s/Husband’s Name. You should select the option ‘Add
incomplete member’s details’ to complete the missing entries. The default
screenshot of KYC File — Approve/Reject is as under:-

re'i Employees' Provident Fund Organisation, India

KYC File - Approve/Rejoct
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5.16 View Bulk KYC PDF
Just check the PDF by clicking on the link given to open/save the PDF, whether all
records have come or not. It is pertinent to mention here that the records complete
in terms of DOB, DOJ and Father’s/husband’s Name will be approved through this
PDF. The screenshot of PDF is as under :-
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6. Approve Bulk KYC PDF File
Employer has an option to either approve or reject this PDF on the above mentioned

screen against the PDF as well as this option of Approving/Rejecting the PDF is also
available on the following option:-
KYC>>Approve Bulk KYC PDF File
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It is also pertinent to mention here that Approval of the file can be done with Digital

Signature Certificate only. The screenshots for approving the file with DSC are as
follows:
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7. Bulk KYC PDF File After Approved/Rejected
Employer can view/download the Approved PDFs/Rejected PDFs from the following

option:-
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KYC>>Bulk KYC PDF File After Approved/Rejected
The screenshot is as under:-

rew Employees' Provident Fund Organisation, India
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The screenshot of abovementioned PDF is as under:-
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8. View Approved KYC

Employer can also view approved KYCs by selecting the following link:-
KYC>>View Approved KYC
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This option enables the employers to view the approved KYCs date wise/type

wise/all documents/member id wise/UAN wise. The screenshot of approved KYC

date wise is as under:-
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9. Records incomplete in terms of DOB, DOJ and Father’s/Husband’s Name

Rest of the records i.e. incomplete in terms of DOB, DOJ and Father’s/Husband’s
Name will be available in the option ‘Update Incomplete Member’s Details’ wherein
you have to complete the missing details by selecting an option ‘Add Missing
Information’ from the sub-menu of ‘Updating Incomplete Member’s Details’. And
afterwards, user will have to generate PDF for the completed entries by selecting an
option ‘Generate PDF for Approval/Rejection” from the sub-menu of ‘Updating
Incomplete Member’s Details’.

10. Update Incomplete Member’s Details

User can update Incomplete Member’s Details by selecting the following link:

KYC>>Update Incomplete Member’s Details

Update Incomplete Member’s Details has further two options shown as under:-
KYC>>Update Incomplete Member’s Details>Add Missing Details
KYC>>Update Incomplete Member’s Details>Generate PDF
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10.1. Add Missing Details

KYC>>Update Incomplete Member’s Details>Add Missing Details

Now, user has to complete the missing details of those records, for which PDF could
not be generated due to incomplete information in respect of DOB, DOJ and
Father’s/Husband’s name. User has to select the option ‘Update Incomplete
Member’s Details’ from KYC Menu then select ‘Add Missing Information’. By
selecting ‘Add Missing Information’, following screen will appear which has various
search options and total no. of records to be updated according to the search type is
also mentioned. User can select any option and add missing information by selecting
a button ‘Add Missing Information’ on the RHS of the records.
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10.2  Once you press the button ‘Add Missing Information” on the RHS of the record,
following screen will appear wherein two coloured boxes have been given on top of
the screen. The yellow box indicates that the data is fetched from OTCP Member
Master and it is non editable. The green box indicates that the data is fetched from
ECR Portal Annexure Il and it is editable. The green box information is not available
in the Member Master, the same is fetched from ECR Portal Annexure Il and
therefore, it is editable. It is now clear that the fields in yellow are non editable and
fields in greens are editable. User has to feed the required data accordingly and
press the button ‘Submit’.
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10.3  Once the submit button is pressed, following message will come:-
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10.4 If the user is sure about the entries, he can press OK button otherwise CANCEL it. On
pressing OK button, following message informing that member details have been
updated, will come:-
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10.5 Generate PDF After Completing Missing Entries
KYC>>Update Incomplete Member’s Details>Generate PDF
Similarly, other incomplete entries may be updated by the user. Now the user has to

generate PDF for its approval/rejection by selecting an option ‘Generate PDF for
Approval/Rejection’ from the sub-menu of KYC i.e. ‘Update Incomplete Member’s

Details’. This screen will again have various search options and total no. of records
will be displayed according to the search option selected. User has to press
‘Generate PDF’. Screenshot to this effect is as follows:
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10.6 View KYC PDF After Completing Missing Entries
Once ‘Generate PDF’ is pressed, the following screen will appear wherein user can
view/download the PDF of this file and can approve/reject accordingly:-
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10.7  PDF of this file will appear as below:-
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10.8 Approving KYC PDF After Completing Missing Entries

Following screenshots will show the approval steps of this file. You can also
download the help guide to handle the exceptional errors while approving the file by
selecting a link given on RHS of this screen:
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11 Error List

KYC>>Error List

User can also view Error List generated while uploading the files containing errors.
He/she has to choose an option ‘Error List’ on the KYC Menu. Once ‘Error List’
selected, Error Log will be opened which will show last 10 error files. Each error file
shall show the first 20 errors, after which file validation is stopped. This screen will
contain KYC File Upload Date & Time, Uploaded KYC File and Error Log File. Error log
file column also has a link to see ‘List of Error Codes’. The screenshot is being given

below:-
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IMPORTANT LINKS:

1. BULK KYC TEXT FILE STRUCTURE, STEPS TO CREATE BULK KYC TEXT FILE, COMMON
ERRORS & ERROR CODES
http://www.epfindia.com/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/UAN_C
orrectMethod_TxtFile.pdf

2. EXCEL FILE UTILITY
http://www.epfindia.com/site docs/PDFs/UAN PDFs/UAN ForEmployers/EPF K
YC Verl.1l.xlsm

3. EXCEL FILE UTILITY MANUAL
http://epfindia.gov.in/site docs/PDFs/UAN PDFs/UAN ForEmployers/Manual Ex
celFileUtility.pdf

4. JAVA FILE UTILITY
http://epfindia.gov.in/site docs/PDFs/UAN_ PDFs/UAN ForEmployers/JavaKYCUti
lity Verl.l.zip

5. JAVA FILE UTILITY MANUAL
http://epfindia.gov.in/site docs/PDFs/UAN PDFs/UAN ForEmployers/Java BulkT
extFile Manual Verl.1l.pdf

6. MANUAL FOR PORTABILITY & FIRST TIME EMPLOYMENT

http://epfindia.gov.in/site docs/PDFs/UAN PDFs/UAN ForEmployers/Manual Po
rtability-FirstTimeEmployment.pdf

NOTE::

» Frequently Asked Questions regarding Registering Digital Signature
Certificate can be seen from this link: ‘EAQ’

» Help Manual for handling Security Exception Errors during KYC

Approval with Digital Signature Certificate (DSC) may be seen from
this link: ‘Help Manual’

(Toll Free No. 18001-18005)
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http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/EPF_KYC_Ver1.1.xlsm
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/EPF_KYC_Ver1.1.xlsm
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/EPF_KYC_Ver1.1.xlsm
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/Manual_ExcelFileUtility.pdf
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/Manual_ExcelFileUtility.pdf
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/JavaKYCUtility_Ver1.1.zip
http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/JavaKYCUtility_Ver1.1.zip
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http://epfindia.gov.in/site_docs/PDFs/UAN_PDFs/UAN_ForEmployers/Manual_Portability-FirstTimeEmployment.pdf
http://www.epfindia.gov.in/site_docs/PDFs/OTCP_PDFs/FAQ_DSC.pdf

