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To
All ACCs, Zonal Offices
All RPFCs-Incharge of Regional Offices

Ref: (i) HO office circular no. WSU/10(1)2011/Changes in MAP dated
18-09-2017 on “Discontinuation of Form-9 in physical form”
(ii) IS division circular no. NDC/APPDEV/2017/e-Form9/13901 dated
15-11-2017 (placed at sl.n0.470 on office order/circulars for 2017-
18
(i) HO letter no. WSU/10(1)2011/Changes in MAP dated 19 Jan
2018 (placed at sl.no.608 on office order/circulars for 2017-18)
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Madam/Sir,

As we are aware that 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. Two pilot centres
namely RO-Hyderabad and RO-Delhi East, were identified by Head office
and work related to upload of scanned form9 documents through vendor,
is underway. To facilitate all Field Offices, various changes have been
made in EPFO application and are summarized below:

Marking form9 availability and its estimation

The functionality  Establishment>>Transaction>>"Estimation of
Volume of Form9 Pages ’ is available in the EPFO application to capture
details like number of pages available in the physical form9. DA-
Accounts are required to enter details to ascertain exact workload. This
functionality has been enhanced to capture status of availability of
form9 as well. If there is no physical form9 available, DA may provide
details “No” against form9-Availability. DA-Accounts has the option to
change the form9 availability status from 'No’ to ‘Yes’ and system keeps
tracks of all changes for audit purpose.




No of establishments where form9 availability has been shown as "No’, will
be deducted from the workload in Form9 Dashboard.

Form9 Scanned Copy Upload

To facilitate Field offices to upload scanned form9 documents both in
MPLS and in internet line, Scanned Form9 upload provision has been
shifted from EPFO application to MIS2 Dashboard. Upload facility
is now available in MIS2 Dashboard on 24x7 basis. Both Single
and part file upload provision has been given. System captures meta
data on the basis of file names attached to the scanned form9 zip folder
of an establishment. System also captures flag related to whether
scanning is done by vendor or EPFO.

The system checks the uploaded zip file. The Checks includes:

e Zip folder containing all files should be in PDF format

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

e Zip file name format should be as <<est id>>.zip e.g.
DLCPMO00001234000.zip
Files in Zip folder should be as under:
<est_id> <From Number>_<To Number>.pdf e.g.
DLCPM00001234000_0000001_0000015.pdf

e ‘From number’ should be less than or equal to the “To number’
‘From number’ or “To number’ should not to be zero

e ‘From number’ and ‘To number’ of a page (two numbers) should not
exists in any other file name.

e Only one form9.zip file is accepted for one Establishment

IS Division has already issued a letter No.ID-16(3)2019/HW/HC1/462
dated 20-09-2019, regarding requirement of High speed internet
connection, for smooth upload of files.

Scanned Form9 for Approval/View

The functionality Establishment>>Master>>Scanned FormS For
Approval/View, enables EPFO office to approve the scanned formS
uploaded in the system. In its two level functionality, DA-Accounts
submits the task to AO-Accounts, after thorough verification of scanned
documents uploaded in the system. Once AO-Accounts, approves the
scanned Form9, scanned pages would be available for view on the basis
of approved meta data captured.

All scanned physical form9 documents uploaded in the system have been
listed at DA-Accounts as tasks. Provision to view file list and download
scanned form9 zip has also been given in the Application Software.

Checks have been envisaged at the time of submission for approval of
form9 documents scanned by EPFO office earlier with improper file names



(with incorrect meta data) and system will give message to DA/AQ for
rejection, in case filename$ not in order.

Approved Scanned Form 9—Metadata Check

A functionality Establishment>>Master>>Approved scanned Form9-Meta
data check, has been given at DA-Accounts, for already approved scanned

form9 records, to check and capture meta data details. In case filename /=

not in order, system will throw message to reject the file so that scanned
file with correct filenames can again be uploaded and approved.

Member Details/Scanned PDF/View

A functionality MEMBER>>MEMBR DETAILS/Scanned pdf/View"”, has been
given in EPFO application to view member detail along with approved
scanned form9 . It gives complete details available in the application
data, on providing member id as input i.e. 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 etc.

A separate link to view full EPF settlement details, EPS settlement details,
change profile details (available in the system after migration of data)
and approved scanned form9 page, are also provided in this functionality.
Manual for operation of above said functionalities is enclosed herewith.

(V.Rangarz;th)
Addl Central P.F. Commissioner(IS)
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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

Step 2

: 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.
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.

FORMS9 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.

Page 4 of 18



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

Of fice TO < NHP  Offics Typs B0 Help  Uiew Scosies  EPFO Offices  SignOut EFFOWEE  TTIAC Verion Ho :U10 Releass Ho: 580
@ User 1D 1105263 *AJAY KIIMAR

ESTABLTSHMENT > Transaction > ESTIMATION OF VOLUME OF FORM-9 PAGES Exit

(ESTMATION OF VOLUME OF FORM-9 PAGES)

esTm [os (ke [ [ |

T

> Select Physical Form-9 Availability and give details.

m
ESTARLISHMENT == Tronsaction = ESTIMATION OF VOLUME OF FORM- 9 PAGES [
(ESTRAATION OF WVOLUME OF FORM-9 PAGE S)
=T |05 | (nkP |[ocosaza | jpoo |
BT SECAL FORM-0 AVATLABLLITY ' ~
{ESTMATION OF VOLUME OF FORM-O PAGES)
| ESTID DSNHPOO0RA2A000 | EST NAME MACAWVBER BEERKAY
LTo
| COVERAGE DATE 12/02/1807 N, OF MEMBER L]
| Totat Mo of pages 1o be scanned a Total na. of pages scanned and 5 |
uptoaded
| Tatal no of Scanned pages appraved o Toial no of Scanned Pages rejecied [ 1
|
i Totai no. of rermaining pagesto be ) iz A2 G |
| approwved
| wize AT o [ - la |
| siwe a5 o status | |
Submit Cloar ~
< >
ERFO app. ai0sn -
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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

@ Prorams T T

« LR~ @ localhost BUE0/MIS2_OformIupioad B - 2 %

EMPLOYEES® PROVIDENT FUND ORGANISATION, INDIA
NS TRV OF LABOUR & CMPLOYMENT, GOVERRNMENT OF I8D01a

FIHANCE = FENSION = AW = = s HRt = VIGILANCE = AUNT = DOVWNLOAD = WOC ADIN = ADMIN = JEN Locour

FORM-8 SCAN UPLOAD
Tiote 1 IF The an 500

SINGLE FILE UPLOAD ' PART FILE UPLOAD

> 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.

€« (G @ localhost:E0E0,MISZ OformOupinad B =32 % |Q e m o F =

. MIS PORTAL - 2.0
EMPLOYEES® PROVIDENT FUIND ORGANISATION, INDIA S P
AMRSTRY OF LABOUR & EMPLOYMENT, GOVERNRENT OF INDIA | Papariass And S

i}

NOE_ADWIN - AD - SUFER ADMIN -F -HEAD OFFICE - IP-0-00000:0- - DATE-1a0R303

FIMAMCE =  PENSION ~  AWU ~  COMPLANCE ~  CSD~  HR -~  VIGILAMCE =~  AUINT - DCWHLOAD ~  HDCADBIN - ADMIN - fEARCES  LOGOUT

FORM-8 SCAN UPLOAD

Mote | - 11 W3 pk ssing 21y il spilling ulll

3l

Establishment 10" DSNHPDOOT163000
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https://epfoportals.epfindia.gov.in/MIS2_0/

> 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).

“looe e @© lncalhostans B - @ % | Q o | m o E =

MIS PORTAL - 2.0
2 PHASE OF COMPUTERISATION - { Currant Inifiatens
| Papciam Anet Srormas mrmrasnd e |

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
MIBSTRY OF LABOUR & EMPLOYMENT, GOVERNMENT OF INDIA

NOC_ADMIN - AD - SUFER_ADMIN -F - HEAD OFFICE - P0-800-0:0:01 - DATE-1dt@as

Mot | 1 fie size bs

Hule 2 Zip Sz en, in the sams ssgusnce ac generabed by the utity.
Hta 3
ISINGLE FILE UPLOAD @ PART FILE UPLOAD
Establishment 10" DSNHPD001156000 ANAND AUTOMOBILES
SCANMED BY" vENDOR |=]

PARTS WISE FILE" | Browse... | Ho file selected

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

L ) @ localhost: 20 @ File Upload B -9 P = =
CJQ |1,vmuge (N '|‘?” TR O }:||_ L - 2.0
EMPLOYEES' PROVIDENT FLIND ORGANISATION, INDLA - E
MIRSTRY OF LASOUR & £ HT, GOVERNMENT OF INDIA Owganize = Mew folder el
-~ . £ Mame . Diate modified
i Fevorites PR
B Deskiop 1 DSHHFCOTT16300
PEWSION ~  ANU -  COMPLINCE ~ CSD~  HR - B Downioads b P foleler
L Recert Places B oSNHPO0IL1E300.ip
L | B DSNHPO001153000 zip
= Libearies B DENHPOOO1194000 zip
= Docurnents B DSHHPOOIL2S0N0.zip
S p— o Music B OSHHPCOTLZ53000 2ip
£ PART FILE UPLOAD i Pictuees | B osHHPSEI00 1 2
i videos — 3 pSNHPOOISSIL000 2 zip
Establishment ID* DSNHEI001163000 mm B DSHHPC00S51000 3 sip
18 Computer B DOHHROOIBEI1000 4 sip 12+ huag-10.4:00 81
SCANNED BY" OFFICE = £ Local Disk ()
caBackup @) = 4 = I '
File rarmes - [alFils 3
SINGLE PART FILE' [(Browse.. ] Ho fie selacted [ UpLoaD | Spnenilel [bCorish

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

e Zip folder containing all files should be in PDF format

e Files names (Zip/PDF) should start with “Est-1d”

e Zip file name format should be as <<est_id>>.zip e.g.
DLCPMO00001234000.zip

e Files in Zip folder should be as under:

e <est_i1d> <From Number> <To Number>.pdf e.g.
DLCPM00001234000_0000001_0000015.pdf

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

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

e ‘From number’ and “To number’ of a page (two numbers) should not exists
in any other file name.

e Only one form9.zip file is accepted for one Establishment

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

@ EPFo rome =~ T T TEETTRRN—_— oo

<« < @ ¥ localhost BOET/ 15 rmSupioad B 2 % | Q scorc W o o® =

EMPLOYEES* PROVIDENT FUND ORCANISATION, INDLA
T R AR B R L R b G

FIMANCE = FENSION = TR COMPLIANCE = Cs0 = = WIGILANCE = AT = DOWHLOAD = WOC ADMIN = ADMIN = ekl -oouT

FORM-8 SCAN UPLOAD
Hokw, 1.+ 1 {he nica tham 500 LB phuans et
! i ! ta e i '
CILE UPLO, ' PART FILE UPLOAD
Establishment 10° DENHEO00TTE2000 mm THE DAILY CAMAT
SCANMED BY* OFFICE  ~
SINGLE PART FILE* [Browse. | osureoociezooozp  (EEGEEEN
DATA INSERTED SUCCESEFULLY)

2. PART FILE WISE FORM- 9 UPLOAD

> Select the “PART FILE UPLOAD” radio button

€ C @ @ localhost:B080,MIS2 OformOupinad B~ 2 % |Q e i O F =

EMPLOYEES' PROVIDENT FUND ORGANISATION, INDIA
AFRSTRY OF LABOUR & EMPLOYMENT, GOVERNRENT OF IHDIA

2" FHASE OF COMPUTERISATION - (G
| Faperiass And S

MOE_ADMIN - AD - SUPER_ADMIN -F -HEAD OFFICE - IP-3-0.0.0-08:01 - DATE-1io0

FIMANCE ~ PENSION ~ TR COMPLIANCE ~ S VIGILANMCE - AUNT - DAWNLOAD ~ HDC ADMIN ~ ADMIN ~

FORM-8 SCAN UPLOAD
Mtz =00 1 Fie using 2y file spitling ulit
Mot 2 i ¥ Far Part F 3 -Esraih Estabksnmansd_2 zk 5 v 2ams seruence s gensratad by Me LTHY

DSINGLE FILE UPLOAD

Establishment i0"
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(& EPFO: Home

1]

€« c o D localhost:: Offormuptoad Led i O ¥

MIS PORTAL - 2.0
2% FHASE OF COMPUTERISATION - (T

At Srrrear

OYEES' PROVIDENT FUND ORGANISATION, INDIA
RY OF LABOUR & EMPLOYMENT, GOVERNBENT OF MDA

tions )

i |

NOC_ADWAN - AD - SUFER ADMN -F - HEAD OFFICE- IP-8-0080801 - DATE-198R24

FIMANCE ~ PEN HODC ADSIN - ADMIN ~

suabighmenid_1.2p Exlablsnmentd & 3¢ o0, in the sams ssguence as gensrated by me

Establishment ID* DSNHPO001156000

&« c o (L localhost:

m o F =

MIS PORTAL - 2.0
2% FHASE OF COMPUTERISATION - (T

| Papmcinm An o

OYEES' PROVIDENT FUND ORGANISATION, INDIA
RY OF LEBOUR & EMPLOYME ICVERNRENT OF MDA

0801 - DATE-1 38020198

NOC_ADWAN - AD - SUFER ADMIN -F - HEAD OFFICE - IF.

FIMANCE ~ PEN ¥ HODC ADSIN - ADMIN ~

LE FILE UPLOAD

Establishment 10" DSNHPODO1156000 ANAND AUTOMDBI
SCANNED BY VENDOR |7
_Sdect— |
QFFICE ‘
WENDOR
PARTS WISE FILE" Browse... | No file selected

» Browse the part files serially and press upload button

&~ c @ localhost: & File Upload -
'\\_}\,|_-mage'ﬁ- =
EMPLOYEES" PROVIDENT FUND ORGANISATION, INDIA g = =
A IF LABCUR & EMPLOYMEN ERNMENT OF I9DIA Organize » e folder
¢ Emuerites || Nome

M Desktop CSHHPO0 156000
FIMANCE = PENSION = A - COMPLIANCE = CS0 - HR: = WHGILAMCE = I & Cownloads Péew Tolder
T Recert Places B 0sNHFO0O1155000 2ip
~ B OSNHPOOMI156000 1 zip
4 Libraries B DSHHPOON1155000_2 sip
31 Docurnents B DSHHPO0N1156000_3 zip
o Music B 0SHHPOOIL5600_4.2ip
& Pictures 8 DSNHFO0I1163000.2ip
B videos B DONHPO0I1159000 zip
Establishment 1ID° DSHHPDOO1156000 B 0SHHPO0O1134000 21
M Computer B DSMHPOOIL25T000.5ip
SCAMMED BY" VENDOR = & Local Disk (T3 B DSNHPOOT 250000 2ip
s Backup 09 v Jil t
File namer” DSNHPIOOLLS6000_L.zip - |.\l|l Files (%) =
Open [v| [ Caneel
PARTS WISE FILE* Browse.,. | Mo file selected.
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» All the uploaded part files will be listed.

« [ [V

esealvast 000/ werLEinal
EMPLOYERS PROVIDENT FUND ORSANIBATION, INOW
ARBA IV O AR % 1 MF A1 T, GOV L IR N T 31 IR

FORMA -8 AN UPLOAD
I 1y miam b b

Fl | e @ W

® PART PILE LPLOAD
BENHRGG011 56000 [“seamch | cuean | ANANE ALITOMOBILES
[(irvaaas | nsnnpeoo 1 seone_+ o (KOKEREEN

Establishment |0°

PARTES WISE FILE"

» Press merge button to merge and upload all the part files

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

upload

= L= 3 0 localnost BUED ML MormSuptaaa E | e= = o L seanc M MO O =
EMPLOVEES' PROVIDENT FUND GREAMIBATION, INOLA =TT WIS FORTAL - 2.0
FORM-& BCAN UPLOAD

FILE UPLOAD
DENHPODD 1 SG000 m “ AMAMD ALTORMOEILE S
| Brovee... | oaniroooiecoos 400 [[IEEENER

Estabilinhn

v e

PARTS WISE FILE-

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

8 hetpu/10. L 201 16/EFFOMER Tndes do - Windows Intemet Explorer
Office ID :BNL  Office Type :5R0  lclp  Sionfut CPFORCEORES JIRAC  Verslon Mo 2.0 Release Mos 7,22 Servers 147

* User 10 : 201130 User Name  : HAM NIWAS
L)
Role : DA ACCOUNT Last Login Date & Time  : Aug 23, 2019 8:17 FH
= mEm
-

i i CLAM

© ) DATA MISRATION new added @ DAPDS

=] ESTABLISHMENT MEW FUNTLOM ADNIN ==

= .. Moster MASTER. = RECTIFY PFO FDT
- ADDED AT SUFER ADMIN EDP
RIOVE FORMS FRIDR TO QCTOBER 2017 ROLE
THOREZED SECMATURE DETAILS MEW FUNTION PENSION ==

p: & TR T i Reports = AUTO APFROWVAL OfF
LESHMENT AUTHORIZED OFFECIAL DETARS OLE AT 55 LEVEL

* GEMERATE E-FORM 9 PRIOR TO OCTOBER 2017

>

Lo ol il

5 Frroul 1301 16/7save s Dhcplavilinkin= hRn KA TT EAp ol Vabp bl

@ Dfiee I KNL s

ESTABLISHMENT >> Master > SCANMED FORMES FOR APPROVAL!VIEW st

Est_id Filesname Upboanl date Uplvaded by Scnnimed by
HRENLLS4 1697000 HRKNL1541687 000.zip OFFICE
HRKENLL 54 14 FR000 HRHMNL1582476 000,210 CHFFICE
HRKNL 1545387000 HREMLASA5307 000,270 DFFICE

» The click on establishment ID will give all the relevant details —

Establishment ID

File Name (Having link to download zip file)
Scanned By (Office/Vendor)

Option to Approve/Reject

Remarks

Link to download
file

sqnOul  EDFOWER  TTRAC Version No V3.0 Releass Mo: 500
T AJAY KUMAR

Uise=r 1D

@ v W e

ESTABLISHMENT >> Transaction > SCANNED FORMO FOR APPROVAL/VIEW

SCANNED FORMS FOR APPROVALVIEW

Esl i DSMHPO0003

Fietame DSNHPO0002E4000 2ip
Scanned By OLD FILE

APPROVEREIECT select  + 3
REMARKS

NOTE -BEFORE APPROVING PLEASE VIEW FILE LIST TO CHECK FILE NAMES
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> On clicking the “View File List” button, system will show the list of file names included in zip file.

@U - |E hitp://10.11.108:8080/EPFOWEB_TEST/scannedeform3approval.dotsave=acview (RSN Cut A e
ile: E £ Favorites Tools Helf File Edit View Document Tools Window Help
Jp Favorites | ¢ ] Suggested Sites = 8] Weh Siice Gallery ~ [ Login B &_‘J o @ LA 1 ® B3% - = t::l ! Find o
' ESTABLISHMENT > > Transaction > SCANNED F... | | 7
= L. EPFO APPLICATION i
Office ID _: NHP  Office Type : RO Help  View § EMPLOYEES' PROVIDENT FUND ORGANISATION
@ HSECER S I SCANNED FORM-9 FILE DETAILS
g L - LLA B ESTABLISHMENT ID DSNHPOOD0324000 3
ESTABLISHMENT >> Transaction > SCANNED FORM9 FOR APP| _— R
s DENHPOO00324000_0000001_0000011.pdE |
SCANNED FORM9 FOR APPROVALNVIEW :
5
Est_id :
: ¢
FileName s
10
11
Scanned By i3
13
APPROVE/REJECT A f
15 B! 0324000_DOD
16 N 0324000_DO001EE_D
REMARKS 17 DENEP0OG0324000 0000177 0000187 .pdf Y
NOTE:-BEFORE APPROVING PLEASE VIEW FILE LIST TO CHECK FILE NAMES

> 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.

12 hitp/10.1 201 35 save=Submit - ESTABLISHMENT »> Master > SCANNED FORMY FOR ARPROVALVIEW - Windows Interet Buplorer lm
'HF‘\ DOffice I0 < KL Office Type < 5RO fislp View Signeler= EPFO Offices SgnDub EPFOREPORATS TTRAC Version Mo V20 Release o 7,22
.\?;} UserID  : 201190 Usar Name : RAM NTWAS
ESTABLISHMENT > Master > SCANNED FORMS FOR APPROVAL/VIEW Exit
SCANNED FORMY FOR APPROVALMIEW
Est_id FileName lipload date Uploaded by Seanned by
HRKNL1543476000 HRKNL1543476000.zip OFFICE
HRKNL1545337000 HRKNL1545387000.zip OFFICE

RECORD SUBMITTED SUCCESFULLY

& EPFO . All Rights Resarved

Best viewed in 1624768 resolution in 1E 3 and abave.
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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

J EET AR LIS AE T =)
B b 101201 16T

ESTABLISHMENT >> Mastor > SCANMNED FORMS FOR APPROVAL SVITEW

it

SCANNED FORMS FOR APPROVALVIEW

FstTd FileMame Create Date Created Ay Scanned Ay

HRKHL 1541687000 HAKML 151 168700 0.xip OFFICE

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

ESTABLTSHMENT »> Transaction > SCANNED FORMS FOR APPROVAL /VIEW Exit

SCANNED FORMSY FOR AFPROVALAMEW

Est i DSNHPOO00324000
Filetlame DSNHROD00324000 7ip
Scanned By OLD FILE
APPROVE/REIJECT Select - =
REMARKS

NOTE -BEFORE APPROVING PLEASE VIEW FILE LIST T CHECK FILE NAMES

> 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.
AOQ 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.

LR QLS. o mrarse

o i < Typ ERO lioip  Visw Signatus

ESTARLISHMENT = > Mastier = SCANNED FORMO FOR APPROVAL SVIEW

SCANNED FORMS FOR APPROVALMNIEW

Estld FilaManme Croate Bate Craatad By Scannad iy

BECORD APPROVED SUCCESEULLY
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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.

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

ossoamarsio0n

251 1200331000 2p

OLD FILE

» 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

B b L1 201 SO WER Inde e | Wincows Insareat Explorer =] -

» 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:

e Member name,

e father name,

e date of birth,

e UAN number,

e aadhaar number,

e International worker status
e gender,

e date of joining epf,
e date of joining eps,
e date of exit of epf,
e date of exist of eps,
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o epf settlement details,

e eps settlement details,

e Change member profile details and
e approved scanned form9 page

MEMBER DETAILLS/SCANNEDPDFNVIEW

MEMBER T0 [0S | [NnP | (0008691 | (000 | [DODODOD | EEER

MEMBER PROFILE VIEW

MEMBER 1T CSNHPOOOHED 10000000000 AADHAR MO, A

uaN NA CONT RECETVED 'NO CONTRIBUTION

INTERRATIONAL WORKER L SEGN STATUS NOT-DICT-SIGNER

HAHE 'DEWENDRA KUMAR GUPTA Ff5 NAME CPGUPTA

DoB 0308/ 1964 GEMDER " =

DOIEPS 23,07/ 2003 DOy EPF 23/07/ 2003

DOE EPS WA DOE EFF HA

TRARSFER IN SERVICE hA TRANSFER 18 SERVICE

EPF WITHDRAWALS NA EPS WITHDRAWALS NA

EDL1 WITHIERAWALS HA CHANGE PROFILE [ view
SCANNED FORMS DETAILS

> Downloaded PDF can viewed
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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 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

@ EPFO: Home

2 & @ spfoportatsepfindiagowin/fisE
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