
ePension Manual 

About ePension System : ePension System (http://epension.up.nic.in/UPOPS) 

is a web based application developed using Open Source Technology. This 

system has automated the business process involved in the processing of 

peŶsioŶ aŶd it’s disseŵiŶatioŶ to the ďeŶefiĐiaries.  
 

Intended Audience : User is supposed to have prior knowledge of computer 

handling and internet browsing. He / She is supposed to compile information 

on ePension form (available on the portal) prior to proceed for the data entry 

in ePension system. 

 

Scope : This manual is for Dealing Assistant roll and describes how to capture 

Personal & Service details of the pensioner along with their biometric 

credentials. 

 

http://epension.up.nic.in/UPOPS


  

Roll described: 

Dealing Assistant 



  

Home Page 



Login Screen 



Welcome screen for the 

Dealing Assistant 

 

Click to Enter a 

Fresh Case 

 

Click to Fill 

Revision Case 

Click to see the list 

of Revision 

Compliance cases 



Filling a Fresh Pension case 



 

1. Enter 

Employee Id 

Here 

2. Click on Submit 

to proceed 

Fresh Case 



 

Click here to upload files of 

Annexture-3 & 4 

1. Files should be in PDF 

format 

2. File size should not be 

greater than 1.5 MB 

 

Click to enter 

the 

Information of 

retiring 

employee 



Upload Annexures 

Click on the “Browse” 
buttons to upload 

Annexure - 3 & 4 



2. Click on the Submit 

button to upload 

 

1. Select the file to be 

Uploaded 

 



 

1. Drag  mouse cursor to 

crop photo 

 



 

1. Select area by  mouse 

cursor to crop photo 

 

 

2. Click on Button to 

save selected area of 

photo 

 



 

1. Message showing that 

phototgraph saved 

successfully 

 



 

 

1. Similarly select pensioner signature 

area to crop  

 



 

 

1. Similarly crop spouse signature 

area 

 



 

PDF Icon Indicates that files 

are successfully  Uploaded 

1. Click any icon to see the 

uploaded file or cropped 

photos 

2. If cropped image is not 

appropriate try to scan 

the document  clearly and 

upload again 



 

Automatically cropped photo pasted on the 

Annexture-3 

Click to close 



 

Automatically cropped pensioner signature 

view 

Click to close 



Click to fill details regarding 

Pensioner’s Service, Family and 
emoluments for the calculation 

of Pension and Gratuity. 



 

Pensioner’s detail has 
been broadly grouped in 

six categories as shown 

by six tabs above. To fill 

information under any 

category click on the 

respective tab. 

 

Fill the E-pension Form 

1. Avoid special 

characters(!,@,#,$ etc.) 

while filling addresses 

and other fields. 

2. Phone number  should 

be of exactly 10 numeric 

characters. 

3. Avoid to navigate 

through tabs use next 

buttons at bottom of tab 

instead. 

Click on Next button to save 

the entered data. System will  

navigate you to the next tab. 



 

Click on Next button to save 

the entered data. System will  

navigate you to the next tab. 

Screen for the tab Deductions, 

showing various heads under 

which deductions are to be done 



 

No need to fill Gratuity 

Nominees in case of 

superannuation .Click on Next 

button . 



 

Click on Next button to save 

the service detail. System will  

navigate you to the next tab. 

Screen for the tab Service Detail. 

 

1. Service period details 

are calculated 

automatically by the 

system using  joining 

and retirement dates 

and are read-only. 

2. You can change Non 

qualifying service 

details  and all other 

calculation of date is 

done automatically.  

 



 

Click on Next button to save 

the entered data. System will  

navigate you to the next tab. 

Screen for the tab LTA Nominee. 

Click to add more LTA  

nominees. 



 

Click on save button to save 

the entered data. System will  

prompt to fill captcha 

Screen for the tab Family Detail. 

Click to add more 

Family members. 



 
This screen will appear 

once Dealing Assistant 

uploads the Annexure 

3&4 and fills ePension 

form successfully.  

To forward the case 

to DDO fill the 

captcha and click 

on Submit button 



 

Message 

confirming that 

case sent to DDO 

successfully 



Processing A fresh compliance case 



This screen shows the list of 

compliance cases ie the cases 

which are returned due to the 

objections observed in the filled 

data.  

List of compliance 

cases for re-entry 

opened by clicking  

highlighted bar 

Click here 

to process 

the case 



 

Objections to be 

resolved 

Previous 

Uploaded 

Documents , 

photo & 

signatures 



 

Links and Process 

of editing the 

information to 

remove the 

objections are 

similar as in the 

fresh case.  

The process of 

entry is same as in 

fresh case refer to 

slide 7 to 28 



Follow the steps as described in the 

slides no 8 to 24 to remove the 

objections. After all objections are 

removed ePension system will 

automatically take you to the next 

screen 

 

 



 
This screen will appear 

once Dealing Assistant 

removed objections 

,uploads the Annexure 

3&4,   and fills ePension 

form successfully.  

Fill the captcha and click 

on the Submit button to 

complete the objection 

removal process and 

submit the case again to 

DDO 



Message confirming that 

objections have been 

removed and  case sent to 

DDO successfully 


