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Sub: Digitization of existing Form No. 9 

I 

Ref: 1) Head Office circular of even number dated 18.09.2017 on 'Discontinuance of furm-9 in 
physical form' (placed at SI. No. 318 on office order/circulars' for 2017-18) 
2) IS Division's circular No. NDC/APPLDEV/2017/e-Form9/13901 dated 15.11.2017 
(placed at SI. No. 470 on office order/circulars' for 2017-18) 

Madam/Sir, 

In continuation to the aoove referred circulars, it has been decided to digitize existing 
Form No. 9 documents prior to 1st April, 2012. 

Accordingly, the following steps are to be followed to digitize physical Form No.9:-

1) Scanning of physical Form No. 9 and upload the same in the system 
2) Approval of scanned copy of furm No. 9 
3) Approval of member data available in the system 
4) Archiving the scanned Form-9 duly indexed for reference. 

Scanning of physical Form No. 9 and upload the same in the system: 

A functionality has been devised to upload scanned copy of the Form No. 9 documents 

available in the field offices. This task is a onetime activity. Scanning of documents would be 

done by Dealing Assistants as they are the sole custodians of Form-9 documents. Scanning has 

to be done page by page by Dealing Assistants and saved in the specified folder. Scanned 

documents in zip format, would be uploaded using Establishment>> Transaction> >f-orm-9 

SCANNED COPY functionality in UPLOAD role. 

Staff may be provided training as per the requirements of the office with supix>rt from 
EDP staff and ANOCs. Arrangements for adequate number of PCs support alongwith the 
scanners must be done by the field offices to handle this wort<. 

Utilization chart may be prepared for eadl PC with Scanner in advance. Different folders 
for each Dealing Assistant may be made in group folder so that Dealing Assistants will save 
scanned documents in the specified location. 
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Approval of scanned copy of Form - 9 

A functionality has been provided at E.stablishment>>Masters>>SCANNED FORM9 FOR 
APPROVAL at DA-Aa:ounts. DA initiates the task and AO (Accoonts) will approve the same once 
scanned copy is found correct with respect to physical Form-9 copy. 

Approval of member data available in the system 

It is further to inform that a functionality to generate e-Form 9 for the 
establishments/members joining EPF Scheme on or after 1st October 2017 has been provided in 
the EPFO applK:ation software vide version No. 5.68 dated 22.09.2017. 
This facility has been extended to generate e-Form-9 for the members/Establishments joined on 
or after 151 April 2012 in the EPF application software vide circular No. NOC/APPLDEV/2017/e­
Fam 9 date 15.11.2017. 

It is further decided that the system will generate the e-Form No. 9 for all 
establishments/members available in EPFO database prior to Oct 2017 once m�mber details 
are approved b'/ AO Accounts. In other words, the functionality to approve e-Form 9 data i.e. 
"Approve e-Form 9 data (April 2012 to Sep 2017)" has been renamed as "Approve Form 9 
prior to October 2017" along with necessary changes in the logic. 

Accordingly, e-Form 9 generation functionality has also been renamed as "Generate e­
Form 9 prior to October, 2017."' 

Archiving the scanned Form 9 duly indexed for reference 

Once the scanning and approval of data is completed, the physical Form 9 pertaining to 
those establishments may be archived and stored in the record rrxxn/go-down, duly indexed for 
easy retrieval, in case of requirement for dealing with any legal/vigilance is.sues. 

Manual for operation of above said functionalities is enclosed herewith. 

End: f1.s above 

Copy to: 

1) PS to CPFC for information 
2) RPFC (NOC) for web upload. 

Yours faithfully, 

(Manish Gupta) 
Financial Advisor & Chief Accounts Officer 
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(IS Division) 

Employees' Provident Fund Organisation 

Ministry of Labour 

Govt. Of India 

Instruction Manual for 

E-Form 9 
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DOCUMENT UPDATE HISTORY 

s. Date of Description Document TEAM 

No Submission I Version 

Change No. 

1. 05-01-2018 Draft version 1.01 Smt. Shanthi Sivaram, DD(IS), NOC 

for review Sh. Vikram Dattatri, AD(IS),NDC 

Sh. Arun Kumar, AD(IS), NOC 

Sh. NHVN CHANDRA SEKAAR, AD(IS) NOC 

Sh. Prince, DPA 
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E-Form9 (Prior to October 2017) Functionality in EPFO Application 

Competent authority provided directions to IS division to extend the facility of digitising the Form-9. 

Accordingly, IS division has introduced the following new functionalities 

1. Approve Form9 Data(Prior to October 2017) 

2. Generate Eform9(Prior to October 2017) 

3. Form9 Scanned Copy Upload 

4. Scanned Form9 For Approval/View 

1. Approve Form9 DATA(Prior to October 2017) 

This functionality is two level functionality. DA-Accounts intiates the task after through checking. 

He is having option to un-select the member data in case it is found incorrect/invalid. In case new 

members are required to be added, members may be added through the existing functionalities 

and the same may be approved through the said functionality to include the same for E-form9. Tak 

will flow to AO-Accounts for approval. 

2. Generate Eform9(Prior to October 2017) 

Separate functionality is given for generation of E-form for the members/establishments joined Prior 

to October 2017. Only data approved by AO-Accouns, will be viewed through this functionality. 

3. Form9 Scanned Copy Upload 

The DA Accounts in the section will scan all the Form-9 available and hand over the scanned 

document as per the instruction to EDP for upload into the EPFO Application software. 

4. Scanned Form9 For Approval/View 

The Scanned copy of Form9 uploaded by EDP can be fetched form this function for submission to the 

next level (AO Accounts) for approval. 
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APPROVE FORM9 DATA(Prior to October 2017} 

);;;>- DA Accounts initiating the selection of Members 

Hlt\•I .. > r· U£ 

------ __ ... _ ___ , ______ ,. __ 

Note - There is limit of 250 members in one submission. 

;;.. DA Account will submit the records for approval after due verification. 

s�� ;h. 

(�_:.� .. : 
'-.... � 

r ·"" I(� l· 01 
ESTABUSltM(NT IO OSNHP0943130000 

MEMBE.R 10 BETWEEN OSNHP09431300000000001 To OSNHP09431300000000l50 

• UN APPROV( APPROVED IN PROCCSS 
Mf.MSE.lt UAN / CONT 11\AOHAR 

m;R����E RfCEIVCD tto.1s;:;���SIGI Nfl.ME F/S NAME loOB/GENOEA EPDF/OEJPS OOL fKA��H� EPF CPF/CPS SERVICE WITHDRAW,_ 

t��(� .:.pplie1:e'\ :i,.,!q::,_ 

Elo-·oe>< 

1002S'19S'1S38 NA ioooooo1 /N /Corn /HA 
IU ( l IVI 0 /N(ll "lhU 
!NA NA io000002 IN /CONT- /NA RECElVEO /NO SJGU 
10034S266S44 NA looom101 /N ,, ON1 /NA IHU·IVHl /Ntll '>ll1N 
NA u , loooooo1 /N /CONT- IM/\ 

ECffVFO lNO <;.JGN 
.. OIJOOUO .. /N /t.Otll lCl:IVlD 
.. 

0000006 /N /CONT 
WLCt 1vro 
.. '0000007 JU /CONr RfCEWED 

NA 
I•• 'NO ">lC.U 

HA /H• 
/NO SICN 
NA NA -,NO SIGN 
HA 
/NA 
1rm.,1l.N 

lllKESli 

RA�IVl KUMAR 

5HAHA8UOD IN YAOAV 
'lKAStl KUMA.R. 

rv 11F HOFA KUl-4AR 

.tUKF.SH 

>!ANOJ f'Al 
fSlNGtl 

6•UOA.AN 
ltlGH 

.. 

NA -NA 
"' 

HA 

N• " 
-HA 

�· HA 

HA �· , .. 

IN• .. 

IN• NA 

03/04/1013 N o\ OJ/0-' / 20l' fiA 
0-l /04 / .t013NA 
0-4 / 0-4/2013 NA 

6/0-1/20l3NA 
I0(;/04/2013 �· 

6/04/2013 A io6J01/1013iNA 

lb/04/ lOl3jNA 
lf./04/,0l3INA 

NA NA 

"' 

UN APPRQV[0.140 UNDfR PROC[SS.O APPROV(O:O JN Tll[ RANGr .04'NllPOQ4:lDOOOOOOOOOO I TO.OSNllP094J 1100000000150 
r\)k. )/\I LU� 01 PkUfl .1. OU.14 l{\c.;p[( nvr fl'.'l(fl()NAI lTil':io M"'Y Ul U�lO 
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� The records will come at AO Accounts for approval. 

� AO can verify the details using the Return Ref No link 

ou� .. 1c l • t IOSS60 Uiller ... "'. , MAHJf.U KAUA ,,,, "v-
Ro-le t•�tl m •t f"'"' ;J;sl'JS 01 2. 

RETURN REf- NO ESTA.ULIS�IH(NT 
lO 

ESTABLISHMENT 
NAMF 

MEMBER IO 
FROM 

HEMBCR ID 
TO 

CREAH:D DATE CREATED 8Y 

l�ffl > .-,_,, 11 OCiNHl"O'l41t10000 OHAWAN CRFATION OOOflnOI 

� � � - �· " � -

0000140 

�. -....... ....___,. _......._._._.s,....�••S_.....,__ 

EP_ 

II 0 --oe-e•to><•'<'• 

SIJFHTA 
PAtnVAR 

GROUP 
fOOF 

� 1. AO can verify the details displayed on clicking the retrun reference number link 

2. After due verification AO can reject or approve the records. 

Pages of 11 

� 
� 

www.taxguru.in



,£�1Dyi105560; �":, U...�=��f£T�UR1> 
� : °f""'-� • ,..;.; ole r A l"...tl .akl '""' • 11 82 4PM , .. Ml I Ml .i !ff.JI . OL 

ESTABI ISHHFtH ID OSNHPO'l43130000 
"4EMBU UAN I CONT AA DHAR DOJ DOl �.No NO./STl\TUS/SIGN NAME f/SNl\HE ic>OB/GENOEfi 

ID RECEIVED c;iTATU<i'i EflF/EflS Eflf/Ef'S 

1002549S>iS3U .. HICC:Sll .. OJ/OA/ 20l:::�A 
l pooooo1 /CO"f· /NA /NOr-stuN jMtSHR.A OJ/04/..,_0l 4A iRFCEllJED .. .. 03/CM/2013'111. , loooouo2 l!COPH /NA /HO 51\.H RAHUL ICUUAR. 03/04J2013 U\ 

CCt::IVCD 
10034516654 , .. SllAllABVDOlr .. 4/04/101. IA ) looooooJ CONT 'NA /NOT 'ilGN A.DAV �IA 04/04/2013 �A 

1n 1v1 n 

,.. �· VUCASlt ... 6/04/101 IA ' 000000·! /CON T· HA /HO Sl\iN KUMAR .. {i/04/201" �A p;ECEIV'EO 
IN• "' VIJEHOFR •• ![l6/ 04/ l0t' �A 

'• tOtlOOO / t OHT HA /HO "ilGN KIJllAll .. io6/ 04/201JttA HllVFn 
A IA .. tl/04/201 . . 000000� CONT· /N.t; /NO SIGtf -lllKESH NA IOU/04/:101 .. ECFIVED 

•A .. il-tAHOJ rAl �· �· 20/0o:i/201 
7 pooooo 'CON! NA /NO SIGN �lN(,lf .. ... .. 20/06/101 

ECf:IV(D 
IA .. r.:IORAN �· lU/04/.l01 �� . �OOOOOf CONT NA /NO SIGN NGH ... 10/0-4/101 

,, ;c-.-:";';_,.1t 
<:!(l;_Cf 

l-OM: UJ'l,A1JON 01- V�ot-Ia Ut llUL<.; K.:·�Pt-t:ll\'l Hrf!CTIONAI l U:':i it�Y Kt· 1i<,1 

��. 'A"'t •> ' • ;:ow-�""'11 ...... . ".__...,._...... - ..--..----�.,·--

�Pf.:' .. p�hC4l C,, C:t tic pt_ 

II o -", ., .,'" .. "" 
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GENERATE EFORM9(Prior to October 2017) 

>- After approval of Eform9. The details can be viewed using the function "Genrate E-Form9 April 2012 

to September 2017" at DA/SS/AO/APFC Level 

0 
E: �.:..2l10H! <[t�T 

:PFCf.i:pi«:�l. 

· ........ 
" 

ESTABUc;HHENT m 

� ID � JOSSfiO User-n.me. : """1£fT ""UR 
T l (}leAThne: S :J•4 

. ' . ' IOKM•l' l'•lt ( rnm.' 
OSNHPOC)4'\ 130000 

MOHl\R 

..... -=-::::: 

DOJ DOL S.N, ID �����RGE U/\N /CONT 

PROHlE 
RECCtvrn 

NO./STATUS/SlGN 
STATUS 

Nl\ME F/S NAMf it>OB/GENDH EPF/EPS EPF/CPS 

1002S05-t5J 8 �A Hll\.£SH NA 0'.J / 04/ 101:1 HA 
I 0000001 /U l/CONT I/HA /NOT-SIGN .USHRA NA 03/04./20 13 M REn1vro 

NA �· .. 3/04 /2013NA 
2 loooooo2 /rt CONl /NA /NO SIGN RAHUL KUMAR ·NA 03/ 04/lOlJ IA 

.ECfIVfO 
1003.;5:166544 �· SHA.t!A6UOOI� NA 

')4 / 0<1/20UNA 
, IOOOOM3 /N 'CONI I/NA /NOi t.:,ICN iAIHW NA 4/ 0'4/20l3HA 

'Ill I VIU 
.. NA Vll\ASll .. I06i 04/701:": �" 

' 1c>ooooo-t /N /CONT· NA /NO SIGN iKUJ.tAR ·NA �6/04/lO?:J �A. 
f.Cf1Vf0 

NA NA JllfHOHl �· 166/04/2011 � ... 
' }00000'.> /N /t-OFH · /ttA /NO SlGN �UHAQ. NA jc>6/04/2013 ... A FCEIVEO 

NA NA ... I00./04/ l OlJ�• . 000001>6 /ti /CONT / HI\ /NO SIGH ·IUICfSH NA joa/04/JOlJJIA 
rcnvrn 
A NA tAHO J PAL IN• NA 10/06/2013 

, 0000007 Jr1 'CONT ffM /NO SIGN lslNG H NA .. P:o/06/701J 
ECftVED 

IN• .. BAHOllAN .. 16/04/2013 IA 
. 0000008 /N CQNl HA /NO <;Jt.H <,.INt.11 NA 16/0<1/1011 IA 

�� -1•-"'"' �'" ,,-""" '"'rr��'•l•:r-,-y "'r=VV7""'�"W"'•• -� ""'""- "'f"'l: �-"""-"""' ,.� _, «"' � . ..... ._.....___ -�-·-7----- · -·--

II o ,, . , , . .,,. " 
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FORM9 SCANNED COPY UPLOAD 

Role 

Function 

: Upload 

: Establishment»Transaction»Form9 Scanned Copy Upload 

);> The EDP will upload the scanned copy of Form9 using this function as per the instructions provided 

J!UJ 

CX11te IC �KOT Ofhc_e Type : SRO rut'"' � P _D. Ver51on !lo :V'1.ll Rele.ue !lo: fi.16 St:r-u:r. 18 

r· 

tkerlO ;41208 Uwr._.. :OllKARNATHVEQUA 
RokJ :IPLOAO Lastlogino.te&Time 1JtnS,ZOi81WPM 

);> The establishment Id of establishment whose form 9 is to be uploaded need to be given here for 

upload. 
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);;:- The log of uploaded files can be checked using "Log" button 

tstabl1shrneor Id: ,. :' 

EsLlbhsnment Id Creal.frd By Upfoaded Date File flame 

'"l .:---�':: vOO 

7 2· ... 

' 2· ::(J"-.( T000-1- 7;.(;00 Zt 
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SCANNED FORM9 FOR APPROVAL/VIEW 

Role : DA Account 

Function Name: Establishment»Transaction»Scanned Form9 Approval/View 

� 
� 

);:> DA Account will give the Etablishment ID whose scanned Form9 is uploaded by EDP for submission 

to the next level for approval 

Esuibllc;hment to R J �. ;,-

);:> In case the ZIP file is not uploaded then system will show the given message on screen 

tif,�£'%�ty.ro'%.,wii\u ... ae� IO :�z•ss_.::;y,/'i<'Y�#O'.f't fo;t � ... �� :KAMA"l.��Mf£U.""' "",;;; .. ·?ji"?A�V ��>lt:�z�"�n 
� ·OAACCOUMT Utstl Dat.&T..-..':.U/llS,20ft'f2:17PM (t v • -� :!�''£ .i''" ""°" ·_?,,• 

FSTMll H L :io>ld� a ,��,..Jm.�fc. f R PPR .... w I. 

Esu1bt1shmentlD ''> 1-.�T � •1� 

ZIP E" H Ull 
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.. 

);> In case where is file is uploaded and available, the system will allow the DA to download check and 

submit the record 

UattrK> :4021i5 • Usertlwne :KAMALKlSHOAf.UEUIA 1 10 '( R ·w • '4 

Aole ·DAACCOUltT l-tl Oilllr-&Tune •JMI a1112:i1PM • 

FSl L 1£ .r ,. ol!lS . I> �-.ANhrn f<J F � AVPRO\: l. IS£• 

�ORf.19 SCAWIEO POf 

ftll"lll.ime I Do·:mloaa lmlo. 
RJKOT0011119000.llP I 

I Subfnn I R�mGrkS 
I I 

);> The successfully submitted records can be approved from AO level using the same functionality. 
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