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Sub: Digitization of existing Form No. 9
Ref: 1) Head Office circular of even number dated 18.09.2017 on ‘Discontinuance of Form-9 in
physical form’ (placed at Si. No. 318 on office order/circulars’ for 2017-18)

2) IS Division’s circular No. NDC/APPLDEV/2017/e-Form9/13901 dated 15.11.2017
(placed at Sl. No. 470 on office order/circulars’ for 2017-18)

Madam/Sir,

In continuation to the above referred circulars, it has been decided to digitize existing
Form No. 9 documents prior to 1% April, 2012.

Accordingly, the following steps are to be followed to digitize physical Form No.9:-

1) Scanning of physical Form No. 9 and upload the same in the system
2) Approval of scanned copy of Form No. 9

3) Approval of member data available in the system

4) Archiving the scanned Form-9 duly indexed for reference.

Scanning of physical Form No. 9 and upload the same in the system:

A functionality has been devised to upload scanned copy of the Form No. 9 documents
available in the field offices. This task is a onetime activity. Scanning of documents would be
done by Dealing Assistants as they are the sole custodians of Form-9 documents. Scanning has
to be done page by page by Dealing Assistants and saved in the specified folder. Scanned
documents in zip format, would be uploaded using Establishment>>Transaction> >Form-9
SCANNED COPY functionality in UPLOAD role.

Staff may be provided training as per the requirements of the office with support from
EDP staff and ANOCs. Arrangements for adequate number of PCs support alongwith the
scanners must be done by the field offices to handle this work.

Utilization chart may be prepared for each PC with Scanner in advance. Different folders
for each Dealing Assistant may be made in group folder so that Dealing Assistants will save
scanned documents in the specified location.



Approval of scanned copy of Form - 9

A functionality has been provided at Establishment>>Masters>>SCANNED FORM9 FOR
APPROVAL at DA-Accounts, DA initiates the task and AO (Accounts) will approve the same once
scanned copy is found correct with respect to physical Form-9 copy.

Approval of member data available in the system

It is further to inform that a functionality to generate e-Form 9 for the
establishments/members joining EPF Scheme on or after 1% October 2017 has been provided in
the EPFO application software vide version No. 5.68 dated 22.09.2017.

This facility has been extended to generate e-Form-9 for the members/Establishments joined on
or after 1¥ April 2012 in the EPF application software vide circular No. NDC/APPLDEV/2017/e-
Form 9 date 15.11.2017.

It is further decided that the system will generate the e-Form No. 9 for all
establishments/members available in EPFO database prior to Oct 2017 once member details
are approved by AO Accounts. In other words, the functionality to approve e-Form 9 data i.e.
“Approve e-Form 9 data (April 2012 to Sep 2017)” has been renamed as “Approve Form 9
prior to October 2017” along with necessary changes in the logic.

Accordingly, e-Form 9 generation functionality has also been renamed as “Generate e-
Form 9 prior to October, 2017.”

Archiving the scanned Form 9 duly indexed for reference
Once the scanning and approval of data is compieted, the physical Form 9 pertaining to
those establishments may be archived and stored in the record room/go-down, duly indexed for
easy retrieval, in case of requirement for dealing with any legal/vigilance issues.
Manual for operation of above said functionalities is enclosed herewith.
Yours faithfully,
Encl: As above TN A
{Manish Gupta)
Financial Advisor & Chief Accounts Officer
Copy to:

1) PS to CPFC for information
2) RPFC (NDC) for web upioad.
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E-Form9 (Prior to October 2017) Functionality in EPFO Application

Competent authority provided directions to IS division to extend the facility of digitising the Form-9.
Accordingly, IS division has introduced the following new functionalities :

1. Approve Form9 Data(Prior to October 2017)
2. Generate Eform9(Prior to October 2017)
3. Form9 Scanned Copy Upload

4. Scanned Form9 For Approval/View

1. Approve Form9 DATA(Prior to October 2017)

This functionality is two level functionality. DA-Accounts intiates the task after through checking.
He is having option to un-select the member data in case it is found incorrect/invalid. In case new
members are required to be added, members may be added through the existing functionalities
and the same may be approved through the said functionality to include the same for E-form9. Tak
will flow to AO-Accounts for approval.

Generate Eform9(Prior to October 2017)

Separate functionality is given for generation of E-form for the members/establishments joined Prior
to October 2017. Only data approved by AO-Accouns, will be viewed through this functionality.

Form9 Scanned Copy Upload

The DA Accounts in the section will scan all the Form-9 available and hand over the scanned
document as per the instruction to EDP for upload into the EPFO Application software.

Scanned Form9 For Approval/View

The Scanned copy of Form9 uploaded by EDP can be fetched form this function for submission to the
next level (AO Accounts) for approval.
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APPROVE FORM9 DATA(Prior to October 2017)

» DA Accounts initiating the selection of Members
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> The records will come at AO Accounts for approval.

» AO can verify the details using the Return Ref No link

. v ESTABLISHIMENT ESTABLISHMENT MEMBER ID MEMBER 1D . . o " GROUP
RETURN REF O 3 A el 2 CREATED DATE | cReatepwy [ SROM
[2018-01-05
3130000 creation  [a000001 racu£ag 00:00:00.0 s has

EF.

n O Tyid® nare (G seaCn

» 1. AO can verify the details displayed on clicking the retrun reference number link
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2. After due verification AO can reject or approve the records.
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GENERATE EFORM9(Prior to October 2017)

» After approval of Eform9. The details can be viewed using the function “Genrate E-Form9 April 2012
to September 2017” at DA/SS/AQ/APFC Level
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FORMS9 SCANNED COPY UPLOAD

Role : Upload
Function : Establishment>>Transaction>>Form9 Scanned Copy Upload

» The EDP will upload the scanned copy of Form9 using this function as per the instructions provided
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» The log of uploaded files can be checked using “Log” button
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SCANNED FORM9 FOR APPROVAL/VIEW

Role : DA Account

Function Name : Establishment>>Transaction>>Scanned Form9 Approval/View

DA Account will give the Etablishment ID whose scanned Form9 is uploaded by EDP for submission
to the next level for approval

a Neryion Ho VIS Relesee tlo. S 16

ESTABLISRISENT »> Tranwaetion » S0 Exit
EstabiishmentiD o #CT
B

B RO AR Mights Srserved

Bt whimnsd be 1LOE SN T OB cnibation b YE 9 Sud stemee.

in case the ZIP file is not uploaded then system will show the given message on screen
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» Incase where is file is uploaded and available, the system will allow the DA to download check and
submit the record
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» The successfully submitted records can be approved from AO level using the same functionality.

Page 11 of 11



