UNIVERSAL ACCOUNT NUMBER
(UAN)

Employees’ Provident Fund Organisation



FEATURES

: _UgN -50 alct as an umbrella for the multiple Member IDs allotted to the same
individual.

 UAN to be allotted by EPFO.

* |nitially UAN has been allotted to all the 4.17 crores EPF Members IDs whose
contribution was received between 01t January to 30™" June 2014.

e 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
e KYC details to be seeded with every UAN.

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












PROCESS INVOLVED

PROCESS 1 : UAN DISSEMINATION

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

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 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.




PROCESS 1: UAN DISSEMINATION contd..)

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..)

Once employer press the radio button ‘Download PDF’, five options will appear to
download PDF as below:



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 INVOLVED

PROCESS 1 : UAN DISSEMINATION

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

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 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

 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.

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

e 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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The Bulk KYC Upload file format

* File Names to include only alphabets and numbers. Special characters and space — Not allowed.
e Upload Text file size limit — 2 Mb.
* Bulk Text file format — exactly as per format given by EPFO.

File Edit Format View Help

100015203 B00#~-#AF~-#2528095289] 5#-##-—-FKETHA SRINIVAS#-##-#D55HD00L1547 7000
1000153037 90F—FP#~FALIP53474Q#~##F—FVANDANA CHHABRA#~##~#D55HD0O01 5477000
1000153037 83#-#D#F-F#DL-032012035567 I#-##-FATAY RAWATH-#14/08/2027#-#D55HD0O01L 5477000
100015303777 #~-#B#~#100066194 51 3#--+#5BINDOOY 64 1 #-#PADMAVATHY#~##~#D55HDO01 54 77000
1000153037 65F—FEF-FXVL110B8950#-##F—FPULKIT GUPTAFF#~FD55HDOOL5477000

1000153037 54#--#AF-#2528B095289] 5#-F##-FVANDAN #-#F#--F#DSS5HDOOL547 7000

1000153037 49F-FPF~FALIP53474QF-FFFVANDUF~—FF~FD55HDO0L 5477000

1000153037 31 #-#D#F-F#DL-032012035567 I#-##-#VANDSH-#21 /11 /2022#--#DS5SHDO01L 5477000
1000153037 20#~#B#~#1000066194 51 3#--#5BINDOOY 04 1 #-#FVRINDA#F—~F#~FD55HD001L 54 77000
10001530371 2#-#EH#F#XVL1108950#-## - #VIREN###-FDSSHDOOL 5477000

1000153037 08#--#A#--#2528095289] 5#-##—FDHIREN#-F#—-#D55HD001L 5477000

100015303091 #-—FP#~FALIPS53474QF - FF~FSHASHWAT#-#F#~-#D55HD0O01L 5477000
100015303689%#-#D#-#DL-032012035567 3I#-##-#SANIAYH#-#18,/10,/2024#-#DSSHDO0O1L 5477000
10001530367 0#~#B#~#100006194 51 3#--#5SBINDOOY 04 1#—-#RAMUF~##~#D5SHDOOL1 54 77000
10001530300 2FFEF-FXVL1108950#-##FFRAIJUF~F#-#DS5HDO0L 54 77000
100015303658#--#AF-#2528095289] 5#-F#-FS0NU#~##~-#D55HDO0OL 54 77000

10001530364 3#-FPF-FALIPS53474Q#F - #FFVALISHNAVI##F-FDS5HDO01L 54 77000
100015303630#-#D#F-#DL-032012035567 3I#-##-#VISHAL##27 /01 /201 5#-#DSSHDOO1L 5477000
100015303027 #~-#B#~%100006194 51 3#--#SBINDOOY 04 1#--#FVIKRANT#~##~#D55HDO01 5477000




STEP 2: KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..

o KYC Menu in OTCH




STEP 2: KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..
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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..




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




PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION (contd..
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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..

Yk following screen will appear :-




PROCESS INVOLVED

PROCESS 1 : UAN DISSEMINATION

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

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 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.




MNote:

PROCESS 3: UAN ALLOTMENT TO NEW MEMBERS (con..

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

7 FEFAT F VSR F7T F379

Confirm Previous Employment of new Members

1. Employers are requested to collect the declaration form (form-11) for each person
2. To confirm previous employment of members, either provide previous member ID or UAN ID and click Display. Details of member against the Member ID/ UAN provided by you shall be

displayed. In case the system finds out that there is a difference in name or DoB, the "Werification' column shall show an Verfied/ Mot verified radio button. Choose an appropriate option
and press Submit button.

MNext Last

.8
5.NO.

Total Members : 19

TAHAE TeTT A5 31

Present Member ID

DSNHPOO225530000000414
Mame : gaggl
DOB @ Mot Found
TRRN : 1051407010176
CRN : Not Found

DSMNHPD0225530000000415
Mame : gagl
DOB : Mot Found
TRRM : 1051407010176
CRN : Not Found

DSMNHPD0225530000000416
Mame : gagl
DOB @ Mot Found
TRRNM : 1051407010176
CRN : Not Found

DSNHPDOO225530000000417
Mame : gaggl
DOB : Mot Found

Enter Member D : |dsnhp0022553000 || | | search
99 HEEd T FEer giEsT w1 TG AR
Enter Previous Details Display
) Previous Member Id Display Previous Member ID :

(® UANId

() First Time Employment

100017459623 | | Display

Member Mame :
MOHANTY

DSNHPOO292380000000302

W g
.\-.-,.

s

SOMIYA AMIT

() Previous Member Id

() van1d

First Time Employme|

() Previous Member Id

() van1d

Message from webpage

Are you sure that the details against both member id's are same? Please
note it will be used by the system to link these Member IDs to the UARN.

=)

QK ] | Cancel

First Time Employment

() Previous Member Id

() uaN Id

Submit’'Change I

Form-
T Y T T
Verification Select
) Confirmed
v

MNot Confirmed
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PROCESS INVOLVED

PROCESS 1 : UAN DISSEMINATION

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

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 4: TAGGING OF UAN TO NEW MEMBERS

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.

= wEEal & AR T AT

Confirm Previous Employment of new Members

MNote:

1. Employers are requested to collect the declaration form (formn-11) for each person

2. To confirm previous employment of members, either provide previous member ID or UAN ID and click Display. Details of member against the Member ID/ UAN provided by you shall be
displayed. In case the system finds out that there is a difference in name or DoB, the "Werification' column shall show an Werfied/ Mot verified radio button. Choose an appropriate option

and press Submit button.
Submit/Change ’
| | Search

Mext Last Total Members - 19 Enter Member ID : |dsnhp0022553000 ||
Form-11 Filled 1 Out of 19
.8 AT WETT A1 St 9F HaeT 1 FEEer 9iEse S waEd AT THIET L =T T
S5.NO. Present Member ID Enter Previous Details Display Verification Select

DSNHPOD225530000000414 () Previous Member Id D.splay‘ Previous Member ID :
Mame : gggl DSNHPOO252380000000302 ®) Confirmed
1 DOB : Not Found @ uan1d 100017459623 | | Display _ &
TERM : 1051407010176 Member Mame : SOMIYA AMIT () Mot Confirmed
CRM : Not Found () First Time Employment MOHANTY
DSNHPO0225530000000415 ) Previous Member 14 | Message from webpage [Ec)
Mame : gggl -
2 DOB : Mot Found () uaN Id __
TRRN : 1051407010176 } f 1 Are you sure that the details against both member id's are same? Please
CRN : Not Found ) First Time Employme "W note it will be used by the system to link these Member IDs to the UARMN.
DSNHPO0225530000000416 ) Previous Member Id
Mame : gggl )
3 DOB : Mot Found () uan 1d QK ] | Cancel
TRRM : 1051407010176 _
CREN @ Mot Found ':_:' First Time Employment
DSMHPOO225530000000417 () Previous Member Id Display 26
Mame : gggl )

4 DOB : Mot Found ) AN 1d Displav



PROCESS 4: TAGGING OF UAN TO NEW MEMBERS (con..

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 hg/she is not satisfied wim the case, he can simply reject it.

7 FEEt F V59K FT 49

Confirm Previous Employment of new Members

Note: (2! Verify Confirmed/Not Confirmed Details - Internet Explorer =] @ [
1. Employers are r_EqUESt |";§' http://117.239.200.17/ecr_test_server/epfo_employer_registration/linked_members_popup.php |
2. To confirm previous e
displayed. In case the sy A
and press Submit button,
Verify Details
Mext Last Total Men
| Qénerate FPDF
. . i AT g 99 JaET 1
Eoy AT E ) FAHH T 1 T E?"“ 94 FEHT A1 B et #r giFe
S5.NO. Presen Sl.No. Present Member Details . , Previous Member Details Verify Status
Entered Previous Details
DSNHPOOS DSNHPOO225530000000413
M3 Name : gggl
2 DOB 1 DOB : Not Found First Time Employement Delete
TRRMN : TREM : 1051407010176
CRM CRN :
DSNHPOO225530000000414 .
DSNHFPOD3 Name : gggl Previous Member Id :
E ' DSHHPOO252380000000302
N3 2 DOB : Mot Found 100017459623 Confirmed Delete
2 DOB : MName : SOMIYA AMIT MOHANTY
TREM : 1051407010176
TREN : DOB : Not Found
CREN :
CRM
DSNHPOOS
N3
4 DOoB
TRRMN :
CRMN v
DSNHPO0225530000000418 O Previous Member Id Display
Mame : gggl
5 DOB : Mot Found (O uan1d Display

ed by you shall be

Form-11 Fill

propriate option

out 19
+11 Filled 1{Out of 19

e

}qai
ftion select
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PROCESSS 4: TAGGING OF UAN TO NEW MEMBERS (cont:.

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.

.

28



PROCESS 4: TAGGING OF UAN TO NEW MEMBERS (contt..

Approved pdf file will appear as below :-
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Additional features under UAN menu

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.

30




Additional features under UAN menu

The screen below is the outcome of option ‘History PDF’ containing two options ‘Approved PDF’ and ‘Rejected PDF’:



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:



PROCESS INVOLVED

PROCESS 1 : UAN DISSEMINATION

PROCESS 2 : KYC DOCUMENT DETAILS UPLOAD AND VERIFICATION

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 5: MEMBER e-Sewa

UAN MEMBER e-SEWA HOME PAGE

<
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PROCESS 5: MEMBER e-Sewa (contd...)
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PROCESS 5: MEMBER e-Sewa (contd...

Vel W McAfee © e

UAN 3menfra 9sitesIor & |fea &1
ACTIVATE YOUR UAN BASED REGISTRATION

¥ I Hawe Read and Understood the Instructions.

* Compulsory Fields

Mote: Please enter the following details to activate your LIARM.

Enter your Universal Account NMumber (IJAN]" : |1|J[I{|I]5E4SUEI-E |

Enter your Mobile Mumber* : |98‘1 1183575 |

Enter your Member ID below

Select the state * : [DELHI | DELHINORTH |

[OL |[cPm_|[z8as4 | |[204 |

Account number - Maximum T Characters.

IFEBIYW 4= Please type the characters shown in the text box (case-sensitive) [IFRBIV

HJPIM i=s not received within 5 minutes, please verify your mobile mumber.

ZET PIM
CIM for complepfn of the LUAN activation process has been sent to your mobile number.

HOME

wigrar=ar=:

# == Fan f T IO TR Y e i Be A § | T O 3 S § R #E A 7. BS TS TR #T FaT £ 91 ST #1397 SET SO i gEeSeT i

Ty & T A Weaa F A e & 3 AT 390 d FEE F BT U0 o = 3 3 'S w1l

Disclaimer:

| declare that the detsils provided above belong to me. | understand that my mobile number will be recorded and in case of any complaint regarding misuse of the
facility amdior false declaration as given abowe, my details may be handed owver to the sppropriate authority for suitable action.

El I Agree

Enter Authorization R




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

37



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

-

=
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PROCESS 5: MEMBER e-Sewa (contd...)

50



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
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