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1. Salary Pay Details  :-  

Menu Path: 

Personal -> Pension Generation->Employee pension request 

 

• Go to Salary Path Details and click on it following page will open. 

• Select Employee code from List of values and Employee details Will Populate and Fill the 

data and Upload the relevant Photo using Uploading Photo. 

 

Click on Dependent Tab and Select Name, Relationship, DOB and Age. 

Click on Nominee Tab and fill the all details. 

Click on Pension Form and select all Details and Select Next Tab DCRG. 



 

 

 

 

2. Employee pension (Form17) 
Menu Path: 

Personal -> Pension Generation->Employee pension (form17)  



 

• Go to Employee pension (Form17) and click on it following page will open. 

• Select the Employee Code following Page and data will populate. 

 



 

 

 



 

 

3. Employee pension (Form17) approval 

Menu Path: 

Personal -> Pension Generation->Employee pension form17 approval 

 

 

• Click on Employee pension form17 approval and click on it following page will open. 

• Click on query Mode and select Level from Level LOV and click on Refresh button. 

• After clicking on refreshing button Level 1 Data will populate. 

• Click on Tick Box and Select Approval Status and write remarks and click on save 

button  

• After saving data will move for Next level that is Level 2and Level 3 as per following 

screen. 



 

 



 

4. Mobile wise section employee approval 

Menu Path: 

Personal -> Pension Generation->Mobile wise section employee approval 

 

• Click on Mobile Section approval and click on it following page will open. 

 



 

• Click on Modify button and select Location from Location list. 

• Click and Select Approval Status and write remarks and click on save button.  

• After saving data will move to Employee Audit Documents screen. 

 

 

 

5. Employee pension approval 

Menu Path: 

Personal -> Pension Generation->Employee pension approval 

 

Select this 

button to 

view 

pending 

Application 

for 

Approval.  

Click on this button 

for filter data as per 

selected locations 

Click on this 

button for view 

employee 

pension request. 



• Click on Employee Pension approval and click on it following page will open. 

• Select Level from the Level List and click refresh button. 

• From pending Employee pension application for level approval check mark and enter the 

remarks against the same. 

 

 

 



 

 

  



6. Audit service record (EAD) 

Menu Path: 

Personal -> Pension Generation->Audit service record (EAD) 

 

 

 

• Click on Audit Service Record (EAD) and click on it, following page will open. 

• Click on add button and select employee code list for selecting employee and application 

number. 

• After selecting employee from the list data related to service record need to be updated 

here. 

 

 



 

 

 

 



 

 

7. Audit service record approval 

Menu Path: 

Personal -> Pension Generation->Audit service record approval 

 

 

 

• Click on Audit Service Record approval and following page will open. 

• Select Location from the location List and click button. 

• From pending Employee pension application for level approval check mark and enter the 

remarks against the same. 

 



 

8. Audit pension order 

Menu Path: 

Personal -> Pension Generation->Audit pension order 

 

 

  



• Click on Audit Pension Order option and following page will open. 

• Select Employee from the Employee List and click button. 

• In the following screen employee pension file will be generated. 

 

 

• Click on service tab the following screen will be shown. 

• In this screen employee service will be Calculated. 

 

• Click on Provision PPO tab the following screen will be shown. 

• In this screen Provision PPO will be generated. 

 

 



 

• Click on PPO details tab the following screen will be shown. 

• In this screen employee PPO details will be Calculated and generated. 

 

 

• Click on CVO detail tab the following screen will be shown. 

• In this screen employee commutation value will be calculated. 

 



 

 

• Click on GPO detail tab the following screen will be shown. 

• In this screen employee Gratuity value will be calculated. 

 

 

 

• Click on Transfer DDO detail tab the following screen will be shown. 



• In this screen employee pension DDO will be changed. 

 

 

• Click on cancel order tab the following screen will be shown. 

• In this screen employee pension order will be cancelled. 

 

 

 

9. Audit pension order approval 

Menu Path: 

Personal -> Pension Generation->Audit pension order approval 



 

 

• Click on Audit Pension order Approval option the following screen will be shown. 

• In this screen employee pension order will be approval and different levels. 

 

 

 

 

 

  



10. Pension pay details 

Menu Path: 

Personal -> Pension Generation->Pension pay details 

 

 

• Click on Pension pay details option the following screen will be shown. 

• In this screen employee pension details will be entered which will be used for monthly 

pension generation. 

 



 

 

 

11. DDO monthly pension certificate 

Menu Path: 

Personal -> Pension Generation->DDO monthly pension certificate 

 

 

 

• Click on DDO Monthly Pension Certificate option the following screen will be shown. 

• In this screen employee monthly pension will be verified and certified by the DDO. 

 



 

12. CPC monthly pension approval 

Menu Path: 

Personal -> Pension Generation->CPC monthly pension approval 

 

• Click on CPC Monthly Pension Certificate option the following screen will be shown. 

• In this screen employee monthly pension will be verified and certified for payment by 

the CPC. 

 



 

 

 



 

 

13. Monthly pension payment 

Menu Path: 

Personal -> Pension Generation->Monthly pension payment 

 

• Click on Monthly Pension payment option the following screen will be shown. 

• In this screen employee monthly pension payment will be entered for bank scroll. 

 



 

 

14. Monthly supplementary pension 

Menu Path: 

Personal -> Pension Generation->Monthly supplementary pension 

 

 

• Click on Monthly supplementary pension option the following screen will be shown. 

• In this screen employee monthly pension arrear will be added. 

 



 

 

15. Employee data update request 

Menu Path: 

Personal -> Pension Generation->Employee data update request 

 

• Click on Employee Data Update request option the following screen will be shown. 



• In this screen pensioner pension data update request will be entered. 

 

 

 

  



16. Employee data update request approval 

Menu Path: 

Personal -> Pension Generation->Employee data update request approval 

 

• Click on Pensioner data update request approval option the following screen will be 

shown. 

• In this screen pensioner data update request will be verified and certified by the DDO. 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


