
 

Page 1 of 5 
 

Frequently Asked Questions 

 

1. How can I get my User id and Password? 

 The Sub- Divisional Officer will create your User Id. You will receive a system generated 

User Id and Password through SMS at your registered mobile number entered in the e-Pension 

Portal by your User Creating Authority. 

2. What is the procedure for First Time Login? 

 On receiving your system generated User id and Password you need to login to the e-

Pension Portal. The system will automatically direct you to change the default system generated 

Password and reset your own Password. Hence, enter your system generated Password in the Old 

Password tab then enter the password of your choice in New Password tab and also in the Confirm 

Password tab. The system will automatically log you out. Then you need to login again using your 

system generated User ID and your New Password. 

3. How to fill up Office details into the e-Pension Portal?  

 Login to the e-Pension Portal with your User id and Password. Go to ‘My Account’ and click 

on ‘Office Details’ to fill up necessary information and then click on ‘SAVE’. Some information 

fetched from the system will be displayed in non-editable mode while the rest has to be filled up 

manually by you.  After filling up all the relevant fields and clicking on the save button the system 

will ask for confirmation, click on OK to proceed. System will display a success message.  

4. When and how can I generate Notice? 

 You have to generate Notice in the beginning of every month by Login into the e-Pension 

portal with your user id and password. Click on ‘Notice’ and select ‘Notice Generation’ or the same 

can be opened from the pop- up menu in the home page where ‘Notice Generation’ is being 

flashed. A fresh page opens showing the details. Under the ‘View Notice’ button ‘Download Notice 

in pdf’ is to be clicked. A new tab will open where a system generated “Notice of superannuation” 

will be shown. Take Printout and arrange to serve the system generated notice to the applicant 

within one month from the date of generation of the list.  

5. What is the procedure for acknowledgement generation? 

 Once the hard copy of PART-A and PART-B (if applied for) of pension Application is 

submitted by Applicant, proceed to generate Acknowledgement. Select ‘Pending 

Acknowledgment’ sub-menu under ‘Acknowledgement’ menu or the same can also be found in 

the pop- up menu of the home page. A list of Application pending for Acknowledgement generation 

will be displayed on the screen. You can generate acknowledgement for all pending Applications or 

you can select any particular Application with the help of check box and then click on the ‘Receive’ 

button to generate acknowledgement. A new tab opens showing the receipt of acknowledgement in 
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pdf format. You can take a printout and serve the system generated Acknowledgement to the 

concerned employee(s)/applicant(s). 

6. What will I do after Acknowledgement generation?  

 After generation of acknowledgement, the Application will be displayed under ‘Fresh 

Pending Application by Applicant’. Now you can allocate the Application to the Operator for 

processing or you can also process the same by yourself. Check whether Part-A and PART-B (if 

applied for) are in order as per Check List. If yes, please fill up Part-C, Part-D and Part-E. Also scan 

and upload the single/joint photograph and specimen signature against the application. After filling 

up the above parts, send it to the District Audit Officer i.e. FC&CAO for further checking.  

 If the District Audit Officer i.e. FC&CAO is satisfied he will send it back to you. On receiving it 

back from the FC&CAO, fill up Part-F and transmit it to DPPG online using DSC. 

 If the District Audit Officer i.e. FC&CAO has raised observation, please take necessary action 

to comply it for resubmission to the District Audit Officer i.e. FC&CAO. 

7. How can I create Operator? 

 Log in to e-Pension System with your User ID and Password. Select ‘User Creation’ under 

‘User Management’. Now select ‘Role’ from the drop down list. Enter ‘Full Name of User’, ’Mobile 

No.’ and ‘Email Id’. Press ‘Create User’ button.  System generated User ID and Password of the 

Operator will be sent to his mobile no. entered here and Login of the Operator will be created in e-

Pension Portal. 

8. If the Application is incomplete or faulty what will I do? 

 If you find the Application is incomplete or faulty at the time of processing, you can raise 

your observation(s) through the ‘Check List’ at your level. If you select ‘No’ radio button against 

any checklist point or ‘Yes’ radio button against ‘Special Comment’, then a text box will open. You 

can write your observation in the specified space and then click on ‘Save’. Objection will be 

recorded and saved against that application. Return the Application online to the Applicant. Also 

return the full set of hard copy to the Applicant for necessary compliance and resubmission by the 

applicant. 

9. How can I comply with any objection raised by other competent authorities viz. 

FC&CAO and DPPG? 

 After observation has been raised and returned online by other competent authority, 

Application will be available on the status box as ‘Acknowledgement Pending for Objected 

Application’. You can then check as to which parts has the objection, then sort out which part 

belongs to you and which belongs to the applicant level. If there is any objection that has to be 

complied by the applicant, return the application to the applicant for necessary compliance and 

resubmission. For example, if the objection has been raised in Part-A and Part-D, you will mark 

Part-A as applicant and drop it down to the applicant level. After resubmission by the applicant and 
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generation of acknowledgement, you can comply with the objection by processing that Application 

No.  

10. What is the process regarding transmission of Liability/No Liability Certificate to the 

Pension disbursing Officer? 

 The system generated Liability/No Liability Certificate will be available at your login on the 

date of superannuation or on the date of generation of e-PPO, whichever is later. Please make 

necessary entries in Liability/No Liability Certificate and e-transmit it using DSC to the Treasury. 

11. How can I change my password? 

 You can change your own password through sub-menu ‘Reset Password’ under ‘My 

Account’ in the main menu bar. Enter ‘Old Password’ first, then the ‘New Password’. Please re-

enter the new password against ‘Confirm Password’. Click on ‘Save’. Your new password will 

become active.  

12. How can I update my mobile number? 

 You can update your mobile number by selecting ‘Update Profile’ under ‘My Account’ in 

the main menu bar. Change your Mobile No. and save it. You can update your e-mail id through the 

same menu following the same procedure. 

13. How can I hand over charge from the present post?  

 Log in to e-Pension Portal with your User ID and Password. Select ‘Request for Charge 

Hand Over and Take Over’ under ‘My Account’. Your profile details and details of the authority to 

whom the request will be transmitted will be shown in the screen. Blank fields related with reliving 

official need to be filled up by the relieved official i.e. you. After filling up click on save to send the 

request. 

 After acceptance by the higher authority, your account will be deactivated and the new user 

account will be activated. Newly created User will receive system generated User Id and Password 

through SMS at his mobile number entered in the e-Pension Portal by you. 

14. How can I accept the request of charge hand over and take over of the Operator? 

 Log on to e-Pension System with your User ID and Password. Click on sub menu 

‘Acceptance of Charge Hand Over and Take Over’ under ‘My Account’. System will show the 

pending Request(s). System will display the details of the Request. Proceed to accept the request. 

15. How will I obtain DSC for processing of Application? 

 You can obtain Type II Dongle from any authorized registered agency following the 

procedures laid down in the relevant Govt. Orders.  
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16. How can I register my DSC? 

 Log in to e-Pension Portal with your User ID and Password. Click on sub menu ‘DSC 

Registration’ under ‘User Management’. Click on the check box against ‘Do you want to register 

your DSC?’ Click on the check box against ‘First read the instruction’. System will display 

statutory Instructions for DSC.  Choose radio button ‘Yes’ or ‘No’ against ‘Have you understood the 

Instruction properly?’ The screen will display the Java Security Alert. Click on the check box 

against ‘I accept the risk and want to run the application’. Click on ‘Read Card’. System will 

display certificate information.  Click on ‘Validate’ to proceed.  System will display ‘e-Token 

Name’.  You have to enter Password in the relevant field. Click on check box against ‘If you read 

the card then click on the check box to complete the whole processes’ and then click on ‘Next’. 

System will show the success message. 

17. How can I validate my DSC? 

 Log on to e-Pension System with your User ID and Password. The ‘Signature Not Verified’ 

logo will be displayed in RED. Select the ‘Validate your DSC’ menu under ‘User Management’. The 

system will ask permission to run Java. You need to click on the ‘Allow Now’ button. The screen will 

display the Java Security Alert.  Click on the check box against ‘I accept the risk and want to run 

the application’. The screen will display the ‘Read Card’ button and click on it to validate the 

Dongle. The certificate information will be displayed on the screen.  Click on ‘Validate’ to proceed. 

Enter the password and click on ‘OK’.  System will show the success message. The ‘Signature 

Verified’ logo will turn into GREEN. 

18. How can I process Application without DSC? 

 You can process Application without DSC by using OTP. You can use the  OTP for forwarding 

the Application and returning objected Application to the Applicant.  

19. How can I get OTP facility? 

 You can get OTP facility at the time of your User ID creation if allowed by the user id 

creating authority. If you want OTP facility after user creation, you can select ‘OTP Period 

Extension Request’ under ‘User Management’. The request will be transmitted to your User ID 

creating authority. After acceptance by higher authority, OTP facility will be activated against your 

User ID. Then you can process the Application using OTP in lieu of DSC. 

20. How can I allocate an Application to Operator for processing? 

 Log on to e-Pension System with your User ID and Password. Click on the menu ‘Allocate 

Application’ and select ‘Allocate to User’. The system will display the Application Nos. pending at 

your login in the left side beside which there will be a check box.  At the right side, one drop down 

box is available showing the activated users. Click on the drop down box and select the name of the 

user to whom the Application will be allocated. Click on ‘Allocate to User’ to allocate the 

Application for processing.  
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21. How to redistribute the Application as per requirement?  

 Login to e-Pension System with your User ID and Password. Click on sub menu ‘Application 

Redistribution’ under ‘Allocate Application’. Choose the radio button against ‘Other to Other’ or 

‘Other to Own’ as per requirement.  ‘From User’ and ‘To User’ needs to be selected from the drop 

down list. List of application(s) pending at the login of the ‘From User’ will be displayed on the 

screen in a table format. Tick on the check box available against the required Application No. Click 

on ‘Transfer’ to redistribute the Application to the selected user.  

22. How to activate/de-activate any user? 

 Log on to e-Pension System with your User ID and Password. Click on ‘User Maintenance’ 

under ‘User Management’. System will display a list of users in a tabular format. You can use the 

search utility for searching anything in the user list. Click on ‘Click here’ against the user you want 

to modify. Details of the user id will be displayed on the screen. Choose Action from the ‘Select 

Action’ drop down box. After selecting one option (activate/deactivate) from the drop down, a 

button will be displayed on the screen. Before deactivating any User, please ensure that the User 

has no application pending in his login. 

 You can also change the mobile no. and email ID and Reset Password also of that particular 

user using this menu. 

23. What is Task List?  

 The ‘Task List’ will display the different type of tasks pending for processing.  

 

 

 

 


