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FEATURES

• UAN to act as an umbrella for the multiple Member IDs allotted to the same
individual.

• UAN to be allotted by EPFO.

• Initially UAN has been allotted to all the 4.17 crores EPF Members IDs whose
contribution was received between 01st January to 30th June 2014.

• Subsequent UAN will be allotted by EPFO to new Members on the declaration of
new membership by Employer.

• Employer to Tag Member ID with UAN

• KYC details to be seeded with every UAN.

• AADHAR, PAN and Bank A/C No. are Primary KYCs.
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FEATURES : Available at
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FEATURES : Available at
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FEATURES : Available at

OTCP Login Page :



6

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

PROCESS 1 : UAN DISSEMINATION

PROCESS 3 : UAN ALLOTMENT TO NEW MEMBERS (NOT HAVING UAN)

PROCESS 4 : TAGGING OF NEW MEMBER ID TO EXISTING UAN OF MEMBER

PROCESS 5 : MEMBER e-SEWA ACTIVATION

PROCESS INVOLVED



PROCESS 1:  UAN DISSEMINATION

List of all the initially allotted UAN by EPFO has been made available under the
UAN menu in OTCP. Employers to download the list and disseminate the UAN to its
employees.
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On clicking the Download UAN List, the following screen will appear. Here employer can
view the list as well as download PDF of UAN List.

PROCESS 1:  UAN DISSEMINATION(contd…)
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PROCESS 1:  UAN DISSEMINATION(contd…)

Once employer press the radio button ‘Download PDF’, five options will appear to
download PDF as below:
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PROCESS 1:  UAN DISSEMINATION (contd…)

• The downloaded list will contain UAN allotted with Member ID, Member Name
etc.

• Employer is requested to:

A. Perforate the list UAN wise.

B. Distribute the same to its employees and

C. Educate employees to activate their UAN based Member e-Sewa Account
wherein various facilities would be provided to Members.
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

PROCESS 1 : UAN DISSEMINATION

PROCESS 3 : UAN ALLOTMENT TO NEW MEMBERS (NOT HAVING UAN)

PROCESS 4 : TAGGING OF NEW MEMBER ID TO EXISTING UAN OF MEMBER

PROCESS 5 : MEMBER e-SEWA ACTIVATION

PROCESS INVOLVED



• This KYC collection is the most important step of UAN and the quality of the services to
the members will depend on the type of the KYC provided.

• KYC details are to provided by employer for all its employees and are to approved with
digital signatures.

• An option has also been given to Members to upload their KYC details. The details
provided are to be approved by employers with digital signatures.

• AADHAR, PAN and Bank A/C No. are Primary KYCs.

• Image of the document is not required, if uploaded by employer.

• Under the KYC menu in OTCP the following Options are available :-

A. Upload Bulk KYC Text File

B. Approve Bulk KYC Text File

C. Error List
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)

The Bulk KYC Upload file format

• File Names to include only alphabets and numbers. Special characters and space – Not allowed.
• Upload Text file size limit – 2 Mb. 
• Bulk Text file format – exactly as per format given by EPFO. 
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STEP 2:  KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)
The KYC Menu in OTCP login
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STEP 2:  KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)

On clicking the Upload KYC, the following screen will appear. 
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)

After Successful Upload of Text File. Approve the file from the KYC menu
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)

The following screen will appear. 



The PDF is made in respect of the all the members for whom the member master is complete and will not have the
members for whom some data such as DoB/DoJ etc is not available.
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)

IF SATISFIED, APPROVE IT OTHERWISE REJECT IT.



Employers will have to digitally sign the PDF file by selecting signatory and sign with one of the given options and
submit. Screenshot to this effect is given below:-
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)



If you press ok, following screen will appear :-
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..)
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

PROCESS 1 : UAN DISSEMINATION

PROCESS 3 : UAN ALLOTMENT TO NEW MEMBERS (NOT HAVING UAN)

PROCESS 4 : TAGGING OF NEW MEMBER ID TO EXISTING UAN OF MEMBER

PROCESS 5 : MEMBER e-SEWA ACTIVATION

PROCESS INVOLVED
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PROCESS 3:  UAN ALLOTMENT TO NEW MEMBERS

On filling the ECR of the Month July 2014 onwards, the EPFO system will identify the new Member IDs for which the
establishment is making payment. On identification of new Member IDs the system will throw back to employers the Member
IDs for either declaring them as the first employment or tagging them with already allotted UAN.



On clicking “Confirm Previous Employment” under the UAN Menu in OTCP, the following screen would come. In cases of first time employment
select “First Time Employment” and submit. On submission, the EPFO would allot the UAN and disseminate the same to member through
employer. The list of the UAN would be available to employers under the UAN Menu in OTCP
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PROCESS 3:  UAN ALLOTMENT TO NEW MEMBERS (Contt…)
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

PROCESS 1 : UAN DISSEMINATION

PROCESS 3 : UAN ALLOTMENT TO NEW MEMBERS (NOT HAVING UAN)

PROCESS 4 : TAGGING OF NEW MEMBER ID TO EXISTING UAN OF MEMBER

PROCESS 5 : MEMBER e-SEWA ACTIVATION

PROCESS INVOLVED



• It is the statutorily required for employers to collect the declaration form of previous employment for each new employee.

• Employers can either provide previous member id or UAN to confirm previous employment of members and click Display.

• Details of member against the Member ID/ UAN as furnished 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 confirmation by employer, the system alerts the employer to verify the details of that
particular member. Post verification, records can be submitted.
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PROCESS 4:  TAGGING OF UAN TO NEW MEMBERS



After feeding the details, of new joinees, employer has to press Form11 Filled… Radio Button to verify the details and generate PDF of the same. 
If he/she is not satisfied with the case, he can simply reject it.
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PROCESS 4:  TAGGING OF UAN TO NEW MEMBERS (Contt…)



Once employer press the radio button ‘Generate PDF’, following screen will come giving the 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.
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PROCESSS 4:  TAGGING OF UAN TO NEW MEMBERS (Contt…)



Approved pdf file will appear as below :-
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PROCESS 4:  TAGGING OF UAN TO NEW MEMBERS (Contt…)



A facility for employers to search UAN IDs of their members as well as the members of any other establishment. Once
employers press the search button, will be allowed to see Establishment Name, Member’s Name, UAN ID, Date of Birth (only
of their own members), Date of Joining and Date of Exit.
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Additional features under UAN menu



The screen below is the outcome of option ‘History PDF’ containing two options ‘Approved PDF’ and ‘Rejected PDF’:
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Additional features under UAN menu



Once employer choose an option ‘Approved PDF’, he/she will be facilitated to download approved pdf. He/she has to select the link and download 
the same. The screen giving option to download approved pdf is as below:

32

Additional features under UAN menu
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PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

PROCESS 1 : UAN DISSEMINATION

PROCESS 3 : UAN ALLOTMENT TO NEW MEMBERS (NOT HAVING UAN)

PROCESS 4 : TAGGING OF NEW MEMBER ID TO EXISTING UAN OF MEMBER

PROCESS 5 : MEMBER e-SEWA ACTIVATION

PROCESS INVOLVED



UAN MEMBER e-SEWA HOME PAGE
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PROCESS 5: MEMBER e-Sewa
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)



46

PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)



51

PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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PROCESS 5: MEMBER e-Sewa (contd…)
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Thank You

eMail us at: (i) v.ranganath@epfindia.gov.in
(ii) sanjay.kesari@epfindia.gov.in

Visit us at: www.epfindia.gov.in

mailto:v.ranganath@epfindia.gov.in
mailto:sanjay.kesari@epfindia.gov.in

