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Form 9 Scanning, Upload, Approval and Display  

EPFO is in the process of digitisation of  records. One of its steps towards this objective is scanning of 

form 9 records, its upload on the system, approval of the meta data and use of the images for display as 

and when required by a user. As a pilot project this work was started in two offices and the software was 

tuned based on the requirement and experience. 

Step 1 :  Form 9 Scanned Copy Upload/Approval of scanned form9  

The form 9 has to be scanned and the images have to be names as per the naming convention as 

explained in the detailed process flow.  

The pdf of scannned Form-9 has to be uploaded using  the functionality “Form 9 Upload” available in 

Dashboard 2.0. Meta data will be checked by the system at the time of form 9 upload.  

Field office may provide data regarding number of pages, availablity of form9 status using 

“Estimation of form9 volume pages:” functionality. 

DA Accounts/AO-Accounts have to approve/rejecte the uploaded scanned form 9 through the 

functionality in EPFO application “Scanned Form 9 For Approval/View”. 

Once the meta data is approved, the form 9 will be available for view by the users. 

Step 2   Member profile/Scanned form9 View 

This functionality gives complete details of member data available in the system along with scanned 

image of form 9 in case the member data details are available in the scanned document. 
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Function wise details are mentioned below. 

Estimation of form9 volume pages:   

This functionality captures estimation of pages involved in physical form9.  Provision to capture availability 

of physical form9 is also available.  In case physical form9 is not available, DA-Accounts can select ‘No’ 

against form9 availability.  Estt. Marked as ‘No’ Form9 availability, will be deducted from net workload. 

SCANNING OF FORM 9: 

  

The form 9 are to be scanned by the office or through the hired   agency and the images are to be saved as 

per the naming convention as follows.  

 

FORM9 SCANNED COPY UPLOAD  

  

The functionality is to upload scanned Form-9. The said   functionality is given in Dashboard 2.0 

SCANNED FORM 9 FOR APPROVAL/VIEW 

 

 The scanned form 9 uploaded using Dashboard 2.0 can be approved/rejected using this functionality. (This 

functionality is in in EPFO Application) 

 

APPROVED SCANNED FORM 9–METADATA CHECK 

 

The said functionality is for checking the correctness of   meta data against already approved scanned form 9 

uploaded through EPFO application. It will check meta data available in all file names and throws message to 

reject in case of any error found. (This functionality is in EPFO Application) 

 

MEMBER DETAILS/SCANNED PDF/VIEW   

  

Image of approved scanned Form 9 can be viewed by DA Account, if the Form 9 of that member is has been 

scanned, uploaded and approved. (This functionality is available in EPFO Application) 

 

FORM 9 DASHBOARD 

 

Dashboard for viewing the current status zone wise/region wise is given in Dashboard 2.0. 
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Detailed Process Flow 

PHYSICAL SCANNING OF FORM 9 

This is not a functionality but the availability of scanned pages of the form 9 is a pre condition for the upload. 

The scanned copy of the form 9 has to be saved as pdf and the naming details are shown below against the 

upload functionality available through the Form 9 Upload function available through the Dashboard 2.0  

Portal. 

Estimation of Volume of Form-9 Pages 

Role     : DA Account 

Function  : Estimation of Volume of Form-9 Pages 

This functionality captures estimation of pages involved in physical form9.  Provision to capture availability 

of physical form9 is also available.  In case physical form9 is not available, DA-Accounts can select ‘No’ 

against form9 availability.  Estt. Marked as ‘No’ Form9 availability, will be deducted from net workload. 

 Give Establishment ID and press “Search” button 

 

 Select Physical Form-9 Availability and give details. 

 

 

 

 



 
 

 

Page 6 of 18 

FORM 9 SCANNED COPY UPLOAD 

The upload facility to upload the e-Form9 is provided in Dashboard 2.0 on internet.  The 

URL for the same is given below. 

https://epfoportals.epfindia.gov.in/MIS2_0/ 

Login – Use your HR Software user id.  

 For the first time login reset password and record password of your choice. The password policy is 

displayed there. 

 Press the generate OTP button to receive OTP 

 Enter the OTP received and press “Sign In” button  

       Go to Finance >> Form-9 Upload 

1. SINGLE FILE FORM-9 UPLOAD 

 

 Select “SINGLE FILE UPLOAD” 

 The upload instruction is provided on screen to help user 

 

 Enter full establishment ID (15 character) for which e-Form 9 is to be uploaded 

(Note : Establishment ID should be - <Region_Code> + <Office_code> + <10 digit est-id>) 

 Then press “SEARCH” button, it will show the establishment name. 

 
 

https://epfoportals.epfindia.gov.in/MIS2_0/
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 Press “SCANNED BY” drop down button to select office or vendor accordingly. (Choose Office, if the 

scanning has not been done by the Agency hired for this). 

 

 Browse the zip folder having scanned pdf file for the said establishment. 

 

 Press “VERIFY FILE” button 
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The system will check the uploaded zip file.  The Checks to avoid error are listed below: 

 Zip folder containing all files should be in PDF format  

 Files names (Zip/PDF) should start with “Est-id” 

 Zip file name format should be as <<est_id>>.zip e.g. 

DLCPM00001234000.zip 

 Files in Zip folder should be as under: 

 <est_id>_<From Number>_<To Number>.pdf e.g. 

DLCPM00001234000_0000001_0000015.pdf   

 ‘From number’ should be less than or equal to the ‘To number’  

 ‘From number’ or ‘To number’ should not to be zero 

 ‘From number’ and ‘To number’ of a page (two numbers) should not exists 

in any other file name. 

 Only one form9.zip file  is accepted for one Establishment    

 
 Once data is uploaded successfully. The message “Data Inserted Successfully” will appear. 

 

 

2. PART FILE WISE  FORM- 9 UPLOAD 

 Select the “PART FILE UPLOAD” radio button 
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 Give full establishment id with region code and office code as given below. 

 

 Select “SCANNED BY” – OFFICE or VENDOR 

 

 

 Browse the part files serially and press upload button 
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 All the uploaded part files will be listed. 

 

 Press merge button to merge and upload all the part files  

  System will flash the message – “DATA INSERTED SUCCESSFULLY” on successfully merge & 

upload 

 

System checks file names (as communicated ie. EST_ID_From_num_To_num.pdf-meta data), file format  etc 

and in case of any inconsistency in file naming, system will through error message. 
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SCANNED FORM9 FOR APPROVAL/VIEW 

Uploaded scanned form9 can be approved/rejected in EPFO application using the functionality “SCANNED 

FORM 9 FOR APPROVAL/VIEW. 

Role      : DA Account 

Function : Establishment>>Master>>Scanned Form9 For Approval/View 

 All Uploaded files will be available for submission at DA Account  
 

 

 The system will show all the establishment available for submission  
 

 

 The click on establishment ID will give all the relevant details – 
  

1. Establishment ID 
2. File Name (Having link to download zip file) 
3. Scanned By (Office/Vendor) 
4. Option to Approve/Reject 
5. Remarks  
 

 

Link to download 

file 
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 On clicking the “View File List” button, system will show the list of file names included in zip file. 

 

 
 System checks meta data for all old uploaded scanned form 9 files pending for approval. In case of 

any error in file naming convention and meta data, system throws error and rejects the form 9 file. 
 

 DA can submit the record after verifying all the relevant details.  Particularly, DA is required to check 
whether files names ie, From-number and to-number available in file names (meta data) are correct 
because system fetch the scanned pdf only on the basis of meta data. 

 
 A page wise list will be generated which can be used to verify the correctness of the meta data by 

going through the pages of the form 9. 
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Role      : AO Account 

Fumction : Establishment>>Master>>Scanned Form9 For Approval/View 

 The system will list all the records submitted by DA Account 
 

 

 The details can be verified using link in “FileName” and from “ViewFilelist” button. 
 

 

 System checks meta data for all old uploaded scanned form9 files pending for approval. In case of 
any error in file naming convention and meta data, system throws error and rejects the form9 file. 
The file has to be uploaded afresh with the correct naming pattern. 
 

 The record can be approved or rejcted after due verification. 
AO is required to check whether files names ie. From-number and to-number available in file names 
(meta data) are correct because system fetches the scanned pdf only on the basis of meta data. 

 

 

 



 
 

 

Page 14 of 18 

Approved Scanned Form 9–Metadata Check 

The said functionality has been provided to check meta data for old-uploaded and approved form9 scanned 

files through EPFO application.  In case meta data is not as per the naming convention, system will throw 

message to reject the approved form9 

 

Role   : DA Account 

Function : Approved Scanned Form9 – Metadata Check 

 DA wise list of cases where the system has found error will be displayed. 

 On clicking the task the system will give details of uploaded Form 9 with option to approve or reject. 

 In case of an error in metadata system will give “ErrorLog” button and ask the user to reject it. 

 

 

 The error log will list all the error found in said uploaded file. 

 The DA should check all the listed cases once so that the erroneous cases are rejected and the 

images are uploaded with the correct meta data. 
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Member Details/Scanned PDF/View 

Role      : DA Account 

Fumction : Establishment>>Transaction>>Member Details/ScannedPDF/View 

 System gives complete details of transaction data available in the system after migration. 
 The approved scanned From 9 can be viewed by DA Account , if member details are available in 

approved scanned form9 
 

 

 Give member ID and press “Search” button 
 

- The system will list all the relevant details regarding member id. In case a member id that is 
not available in the application and also in the meta data “No data found” message will be 
displayed. 

- In case the member id is in the meta data of the scanned pdf, then only the link for view 
Form 9 will be displayed. No basic details will be displayed as the data will not be in the 
application. 

- If the details of claim settlement is available in the application, hyperlinks to view the claim 
settlement details will be enabled for click. 

- In case the member id is available in the application but there is no scanned form 9, the data 
will be displayed but the hyperlink to view Form 9 will not be enabled. No data found will be 
displayed. 

- Download link to download the PDF will be available 
 Details shown using this functionality are as under: 

 

 Member name, 

 father name, 

 date of birth, 

 UAN number, 

 aadhaar number, 

 International worker status 

 gender, 

 date of joining epf, 

 date of joining eps, 

 date of exit of epf, 

 date of exist of eps,  
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 epf settlement details , 

 eps settlement details,  

 Change member profile details  and  

 approved scanned form9 page 

 

 

 Downloaded PDF can viewed 
 

 

 

There may be following situations of display through this system: 

1. The member account was settled in the legacy. The view form 9 if scanned, uploaded and approved 

will display the settlement details in the scanned pdf if the same was entered in the form 9. 

2. If the settlement was made in the new application and entry was also made in the form 9, both will 

display the details of settlement. 
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3. In case the claim was settled in the new application after the scanned form 9 was uploaded and 

approved, the form 9 image will not display the settlement details while the hyperlinks for claim 

details will show the details. 
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Dashboard form9 

 Dashboard for viewing the current status zone wise/region wise , is given in Dashboard 2.0. 

 Links to download total establishments, establishmens pending for approval and establishments 

approved in respect of scanned form9, are also given in dashboard 2.0 

 

 

 

 

 

 

 

 

 


