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Workflow for revised process of UAN generation and linking under the revised version of UAN 

Introduction: The revised process of UAN generation and linking is based on the following 

principles: 

a. The Electronic Challan cum Return would be UAN based. 

b. The UAN in respect of member with first time employment would be got generated by the 

employer prior to filing of ECR by employer for that member. 

c. Also the linking of the existing UAN of the member with the present employment would 

necessarily be done by the employer before filing of UAN based ECR. 

d. ¢ƘŜ ƳŜƳōŜǊ ŘŜǘŀƛƭǎ ƛΦŜΦ ƴŀƳŜ ƻŦ ƳŜƳōŜǊΣ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ ŦŀǘƘŜǊΩǎ κ IǳǎōŀƴŘΩǎ ƴŀƳŜ etc. 

would be same for all the employments, since the details would be fetched from UAN 

database of member. 

Based on above principles, the process of generation of UAN and linking employment has been 

revised as under: 

A) The member has joined EPF for the first time: In such a case, the employer can obtain UAN 

upfront from EPFO portal on the basis of information furnished by the member in the 

declaration form. The employer can submit ECR in respect of this member only after the UAN 

has been obtained from the portal. The process flow is as follows: 

¶ The employer would obtain the Universal Account Number (UAN) for first time member 

from EPFO through an online functionality on the portal. 

¶ The employer is required to furnish ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ƳŜƳōŜǊ ƛΦŜΦ ƳŜƳōŜǊΩǎ ƴŀƳŜΣ 

ŦŀǘƘŜǊΩǎκƘǳǎōŀƴŘΩǎ ƴŀƳŜΣ ŘŀǘŜ ƻŦ ōƛǊǘƘΣ ŘŀǘŜ ƻŦ ƧƻƛƴƛƴƎ ŀƴŘ Ƙƛǎ Y¸/ ŘŜǘŀƛƭǎ ƻƴ ǘƘŜ ǇƻǊǘŀƭΦ 

The fields required to be furnished information in respect of such members are placed at 

Annexure ΨAΩ.  

¶ The employer should furnish the member details on the basis of KYC document - Aadhaar 

ǘƻ ŀǾƻƛŘ ŦǳǘǳǊŜ ŎƻƳǇƭƛŎŀǘƛƻƴǎ ŀōƻǳǘ ƳŜƳōŜǊΩǎ ƴŀƳŜΣ ƴŀƳŜ ƻŦ ŦŀǘƘŜǊκǎǇƻǳǎŜΣ ŘŀǘŜ ƻŦ 

birth, gender etc. 

¶ The employer would get UAN from the portal and the same would be available for 

validation for the ECR file of the employer. 
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¶ It is reiterated that this process is mandatory for the employer to include the new 

members in the ECR.  

B) The member was earlier member of EPF prior to joining the present establishment: In 

such cases, the process has been revised as follows: 

¶ The member declares the UAN/ EPF Account Number details to the employer through 

declaration form as per the existing process. 

¶ The employer is required to link the present employment with the provided Universal 

Account Number before filing ECR. 

¶ The member details as available in the provided UAN would be used in the ECR of the 

present employment. 

¶ The employer can start remitting dues through ECR for this linked UAN. 

Process flow: The process flow for various tasks under UAN are detailed below: 

(i) Registration of member for UAN generation or linking 

¶ This can be done through individual or bulk mode. 

¶ On log-in by the employer, the following screen would appear. 

(a) Individual registration: For registration of member for UAN generation or linking, click on 

άREGISTER ς INDIVIDUALέ ǳƴŘŜǊ ǘƘŜ ƳŜƴǳ ǘŀō άMemberέΦ  

 
 

¶ hƴ ŎƭƛŎƪƛƴƎ άREGISTER ς INDIVIDUALέΣ the Member Registration form will look as below 

and by default, Previous Employment option would be άNoέ, which is valid for all first 

time employment cases. For members with previous employment, the option has to be 

changed to ά¸Ŝǎέ. 
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¶ The employer has to fill in all the details in the form.  

¶ The fields with red asterisk are mandatory. 

 
¶ After filling the ƳŜƳōŜǊΩǎ details, click on άSaveέ button. 
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¶ Please click on άhYέ button. The following screen would appear for registration of 

another member through individual mode. 

 

¶ To edit the member details, ŎƭƛŎƪ ƻƴ ǘƘŜ ά9Řƛǘέ ŎƻƭǳƳƴ ŀƎŀƛƴǎǘ ǘƘŜ ƳŜƳōŜǊΦ  
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¶ !ŦǘŜǊ ŜŘƛǘƛƴƎ ǘƘŜ ŘŜǘŀƛƭǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά¦ǇŘŀǘŜέ ōǳǘǘƻƴΦ ¢ƘŜ ŜŘƛǘŜŘ ŘŜǘŀƛƭǎ ǿƻǳƭŘ ōŜ ǎŀǾŜŘΦ 

 

(b) Bulk registration: For registration of member for UAN generation or linking, click on 

άREGISTER ς BULKέ ǳƴŘŜǊ ǘƘŜ ƳŜƴǳ ǘŀō άMemberέΦ 

 

¶ hƴ ŎƭƛŎƪƛƴƎ άREGISTER ς BULKέΣ ǘƘŜ aŜƳōŜǊ wŜƎƛǎǘǊŀǘƛƻƴ ŦƻǊƳ ǿƛƭƭ ƭƻƻƪ ŀǎ ōŜƭƻǿ: 
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¶ Please click on ά/hoose fileέΦ After choosing text file from the appropriate drive (where 

the text file is saved), the screen appears as below: 

 

¶ Please click on άSubmitέ button.  

¶ The screen would appear as below: 
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¶ Please click on OK.  

¶ The screen would appear as below: 

 

¶ Since earlier there have been cases of wrong linking of the current employment of the 

ƳŜƳōŜǊ ǿƛǘƘ ŀ ¦!bΣ ǿƘƛŎƘ ŘƻŜǎ ƴƻǘ ǇŜǊǘŀƛƴ ǘƻ ǘƘŜ ƳŜƳōŜǊΣ ǘƘŜ ƳŜƳōŜǊΩǎ Řŀǘŀ ƛƴ 

present employment is validated against the UAN being submitted for linking with the 

present employment. In case of discrepancies, the employer would verify the details on 

the system along with his KYC details already seeded in his UAN database.  

¶ The UAN linking logic has been elaborated in !ƴƴŜȄǳǊŜ Ψ.Ω.  

(ii) Bulk upload of KYC of members: 

For bulk upload of KYC of membersΣ ŎƭƛŎƪ ƻƴ άKYC ς BULKέ ǳƴŘŜǊ ǘƘŜ ƳŜƴǳ ǘŀō 

άMemberέΦ 
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¶ hƴ ŎƭƛŎƪƛƴƎ άKYC ς BULKέΣ ǘƘŜ screen would appear as below: 

 

¶ Please click on ά/ƘƻƻǎŜ ŦƛƭŜέΦ After choosing text file from the appropriate drive (where 

the text file is saved), the screen appears as below: 

 

¶ To submit the chosen file, click on άSubmitέ Button. The screen would appear as below: 
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¶ Please click on OK.  

¶ The screen would appear as below: 

 

(iii) For submission of Exit cases by employers in bulk  

¶ For submission of Exit cases by employers in bulkΣ ŎƭƛŎƪ ƻƴ άEXIT ς BULKέ ǳƴŘŜǊ ǘƘŜ ƳŜƴǳ 

ǘŀō άMemberέΦ 
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¶ hƴ ŎƭƛŎƪƛƴƎ άEXIT ς BULKέΣ ǘƘŜ screen would appear as below: 

 

 

¶ On clicking on the άHelp fileέ option, the exit bulk file format is available for the 

convenience of employers. 
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¶ Please click on ά/ƘƻƻǎŜ ŦƛƭŜέΦ After choosing text file from the appropriate drive (where 

the text file is saved), the screen appears as below: 

 

 

¶ To submit the chosen file, click on ά{ǳōƳƛǘέ Button. The screen would appear as below: 
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¶ Please click on OK.  

¶ The screen would appear as below: 

 

(iv) For approval of submitted records: 

¶ For approval of submitted recordsΣ ŎƭƛŎƪ ƻƴ άAPPROVALSέ ǳƴŘŜǊ ǘƘŜ ƳŜƴǳ ǘŀō 

άMemberέΦ 
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¶ hƴ ŎƭƛŎƪƛƴƎ άAPPROVALSέΣ ǘƘŜ screen would appear as below: 

 

¶ In the screen, there are pending activities shown. 

¶ Against the activities, there are options - View, Approve and Reject. 

¶ On clicking on άViewέΣ the screen would appear as below: 
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¶ On clicking on the άApproveέ button, the screen would appear as below: 

 

 

¶ Please click on OK.  

¶ On clicking on the άRejectέ button, the screen would appear as below: 
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¶ Please click on OK to reject the record.  

¶ The pending activities can be viewed by clicking on άtŜƴŘƛƴƎέ button. 

 

¶ The ǊŜŎƻǊŘǎ ŀǇǇǊƻǾŜŘ ŀƴŘ ǊŜƧŜŎǘŜŘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ōȅ ǳǎƛƴƎ ōǳǘǘƻƴǎ ά±ƛŜǿ !ǇǇǊƻǾŜŘέΣ 

ά±ƛŜǿ wŜƧŜŎǘŜŘέ ŀƴŘ ά±ƛŜǿ !ƭƭέΦ 

¶ On clicking άView Approvedέ, the following screen would appear: 

 

¶ On clicking ά±ƛŜǿ wŜƧŜŎǘŜŘέ, the following screen would appear: 
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¶ On clicking ά±ƛŜǿ !ƭƭέ, the following screen would appear: 

 

¶ On clicking PDF under the column ά±ƛŜǿέ, the pdf file for the record can be viewed as 

below: 

 


