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Purpose of the document 

 
The aim of this document is to present a detailed guide to the step-by-step procedure to be performed to 
automate the process/work related to NPS subscriber online registration for obtaining the Permanent 
Retirement Account Number (PRAN) for the newly recruited employees of the Central Government of India.  
 

Intended Audience 

 Employees of the Central Government of India  

 DDO Maker 

 DDO Checker 

 PAO/ CDDO (Admin) 

 
 
 
 
 

List of Abbreviations 
 

Abbreviation Expansion  

CGA Controller General of Accounts 

CCA Chief Controller of Accounts 

DDO Drawing & Disbursing Officer  

PAO Pay and Accounts Officer 

NCDDO Non-Cheque Drawing & Disbursing Officer 

CDDO Cheque Drawing & Disbursing Officer 

DH Dealing Hand 

CRA Central Recordkeeping Agency 

NSDL National Securities Depository Limited 

NPS National Pension System 

PFMS Public Financial Management System 
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1. Introduction 
 

NPS is a contributory pension system where contributions from subscriber’s salaries @10% (Employee 
Contribution) along with matching Government Contribution @14% (w.e.f 01.04.2019) from their respective 
government employers or such other percentage as may be notified from time to time, are collected in the 
pension account of the NPS employee. NPS is mandatory for all the employees who join services of Central 
Government (except Armed Forces) and Central Autonomous Bodies on or after 1st January 2004 subject to 
other conditions.  
 

PRAN (Permanent Retirement Account Number) is the unique and portable number provided to each subscriber 
under NPS and remains with them throughout. On successful registration, PRAN is allotted to the subscriber.  

2. Stakeholders 
 

    i.   Employee     ii.   DDO Maker    iii.   DDO Checker    iv.   PAO    v.   CDDO (Admin)    vi.   CRA-NSDL 

3. Process of PRAN Registration  
 

The process of NPS registration starts after creation of employee data by DDO in EIS.  
 

i. The EIS master-data is created in DDO and an alert regarding the User ID & a default password is sent 
to the newly recruited employee of the Central Government as soon as they join. 
NOTE: In case the employee login details are not available, they need to connect with the respective 
DDO and share the PAN No, Govt. Email ID, and mobile number to get the necessary updation done 
in EIS. 

ii. The Employee shall log in to the PFMS, enters the NPS module, and fill the NPS Subscriber Registration 
Form for PRAN generation. 
NOTE: In the form, some of the fields are auto-captured from EIS Data and are non-editable for the 
user while other fields are to be filled by the employee.   

iii. The duly filled-in form is submitted to DDO Maker. 
iv. The DDO Maker verifies the request and forwards it to DDO Checker. 
v. The DDO Checker cross-validates the request and forwards it to concerned PAO or CDDO (Admin), as 

the case may be 
a. In case of Non-Cheque Drawing DDO (NCDDO-I), the DDO Checker will forward it to Pay & Accounts 

Officer (PAO Level).  
b. In case of Non-Cheque Drawing DDO (NCDDO-II) attached to CDDO, DDO Checker will forward it 

to CDDO (DDO Admin – in PFMS). The DDO Checker of CDDO (working as DDO) will also forward 
the details to CDDO (DDO Admin) for its employees. 

vi. PAO/CDDO (Admin) after necessary checks, submits the request to CRA-NSDL for PRAN generation. 
A PRAN from PRAN repository is assigned to the employee immediately on submission of the form 
and saved in the system. This data will be then sent to CRA-NSDL for activation of PRAN in batch files. 

vii. On receipt of batch files from EIS Server, CRA-NSDL checks and validates the data and activate the 
PRAN assigned to the employee and inform all stakeholders. However, in case of discrepancy in data, 
CRA-NSDL will intimate about the discrepancies to the stakeholder.  
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4. Process flow for Subscriber Registration Module (SRM) 
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5. PRAN Registration and PRAN Generation Screen Flow 
 

A. Employee Login 
 
Online PRAN registration is available only for those employees whose country of birth is India. In case 
the country of birth is other than India PRAN registration is to be done offline (manually). 

 

1. Launch the URL ‘https://pfms.nic.in’ in the browser. 
2. Click ‘Login’. 

 

   

PFMS Home Page 

 

3. The current financial year will be selected by default.  
a. Enter the  credentials to login into the PFMS Portal.  

 
PFMS Login Page 

 

1 

2 
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4. On the PFMS homepage, click ‘National Pension System PRAN Registration’ to launch the 
NPS “PRAN Registration” homepage. 

 

  

Subscriber Home Page 

 

5. On the NPS home page, subscriber is prompted to confirm if he / she   already has been 
allotted a PRAN no. earlier.  

 

 

NPS Home Page 
 

6. Case I: On clicking “Yes” 
a. The subscriber will furnish the PRAN No. and upload a copy of the PRAN Card. 
b. On Submit, the request will be forwarded to DDO Maker for verification. 

 
Existing PRAN Details Page 

a 

b 
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7. Case II: On clicking “No”, subscriber will be redirected to the NPS Subscriber Registration 
form. 
 

 On the homepage of NPS Subscriber Registration form,  
a) The left navigation pane lists the section-wise details to be filled.  
b) The instructions for filling the form are provided. The same can again be viewed 

through the ‘Instruction List’ button. 
NOTE:  

 The relevant section is highlighted in the instruction list that the subscriber is 
currently on. 

 On all the pages, mandatory fields are marked with asterisk (*), subscriber will 
not be able to proceed further without providing information for such fields. 

c) The ‘Exit’ button log outs the subscriber from the NPS Subscriber Registration form 
page and takes back to the PFMS homepage.  

d) Click ‘Next’ to fill the details in the form. 
 

 

Subscriber Registration Form: Home Page 

NOTE: 
It may be noted that, the details filled in the form, if not completed or completed but not 
submitted, shall be available even if the user has logged out.  Provided the user shall select 
“NO” for confirmation message “Do you already have a PRAN?”, prompted at the time of 
subsequent login.  If the user selects “Yes” in confirmation message, all the details earlier filled 

a 

c 

b 

d 
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in by the user will be lost/deleted.    

 Personal Details: The first section in the form is “Personal Details’ that is further divided into three 
sub-sections— Personal Details, Proof Of Identity Details and Family Details.  

o Personal Details:  
o Some of the fields are pre-populated and non-editable. The data is being fetched 

from EIS records.  
o Verify the pre-filled information and in case of any discrepancy contact DDO.  
o After filling and verifying the details, click the Save & Next button to save the 

details and proceed to ‘Proof of Identity Details’ page. 
 
NOTE:  

 The option to fill the Middle and Last name in Hindi will be available only if 
the middle or last name in English is provided in EIS. 

 Use google translator link, provided below the field, to translate the name 
in Hindi. 

 In the Statement of Transaction Language filed, the subscriber is required to 
select the language in which they want to receive the transaction 
statement/Annual Statement from CRA-NSDL. 

 
 

 

 

Personal Details Section: Personal Details Page 
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 Proof Of Identity Details:  
o The PAN details of the subscriber will be pre-populated.  
o Upload a document evidencing orphan, in case ‘Yes’ is selected for Orphan field. 
o Click the Save & Next button to proceed to the next page, i.e., Family Details.  
o Click the Back button to go back to the previous page, i.e., Personal Details. 

 

 

Personal Details Page: Proof Of Identity Details 

 

 Family Details:  
o Select the name of the parent to be printed on PRAN.  
o Furnish the father and mother name. 
o Click the Save & Next button to save the data of the Personal Details section.  
o Click “OK” on the confirmation popup to proceed to the next section, i.e., Contact Details 

or click “Cancel” to stay on the Family Details page.  
o Clicking ‘Back’ button will take the subscriber to ‘Proof Of Identity’ page. 

 
NOTE:  

o Name of the father/mother needs to be entered in Hindi in case the subscriber has 
selected the option to print PRAN in Hindi on the ‘Personal Details’ page. 

(Note that in the case of an orphan, father’s /mother’s name is not applicable.) 

 

Personal Details Section: Family Details Page 
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 Contact Details Section: In this section,  
o Provide the FATCA details. 
o Certify the FATCA declaration. 
o Furnish the correspondence address. 
o Click ‘Save & Next’ button to save the details and proceed to ‘Permanent Address Details’ 

tab. 
 

 
 

Contact Details Section: FATACA and Correspondence Address Page 
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o In the Permanent Address Details tab, subscriber can either select the same address 

as that of correspondence or can provide a different address as well. The ‘Back’ button 
will take the subscriber to the ‘Correspondence Address Details’ tab. 
 

 
Contact Details Section: Permanent Address Details Page 

 
 
Note:  
The subscriber is required to submit the supporting Documents for Correspondence Address 
Proof and Permanent Address Proof a to the concerned DDO with a printed copy of Subscriber 
Registration Form. 
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 Other Details & Bank Details Section:  
o Other Details: Provide information regarding the occupation, education and income 

range details and if they are politically exposed.  
NOTE: A politically exposed person is one who is or has been entrusted with 
prominent public functions in a foreign country, for example, heads of state or of the 
government, senior politicians, senior government, judicial or military officials, senior 
executives of state-owned corporations, important political party officials.  

 
Click ‘Save and Next’ to proceed to ‘Bank Details’ tab. 
 

 

Other and Bank Detail Section: Other Details Page 

 Bank Details Section:  
o Provide bank details; savings or current.  
o Select either the bank details provided in the EIS salary module or a different bank 

account.  
o Click ‘Save and Next’ to save the details and proceed to ‘Pension Fund and 

Investment Options’ section. 
 
NOTE: The subscriber has to furnish the correct PIN code and state details in case the 
bank details are fetched from EIS and are not available. 

 

 

Other and Bank Detail Section: Bank Details Page 
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 Pension Fund and Investment Options Section: The section lists down the pension fund 
scheme options and their corresponding percentage share along with the effective date. At 
present the subscriber contributions will be allocated among these three Pension Funds—(i) 
LIC Pension Fund Limited (ii) SBI Pension Funds Pvt. Limited (iii) UTI Retirement Solutions 
Limited. Click the Next button to proceed to ‘Nomination Details’ section. 

 
 

 

Pension Fund and Investment Options Section 

 

 Nomination Details Section:  
o Define the nominee(s). 
o Subscriber can nominate a maximum of three nominees. 
o Subscriber cannot fill the same nominee details more than once. 
o The percentage share value for all the nominees must be an integer. Decimals/Fractional 

values are not accepted. 
o The Sum of percentage share across all the nominees must be equal to 100.  
o Click the Submit Nomination Details button to save the nominee record(s). 

 

 

Nomination Details Section: Add Nominee Details Page 
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o Click the Edit button to modify the entered nominee details (except edit of % of share, if 
three nominee details have been captured, to change the % of share first delete the 
effected nominee details and re-enter again with correct value of % of share).  

 

Nomination Submitted Details Section 

 

o Click the Update Nominee Details button to update the modified nominee details.  

o Click the Cancel button to go to the Nominee Submitted Details section. 

 

Nomination Details Section: Edit Nominee Details Page 

 

o Click the Delete button to delete the entered nominee detail.  

 

Nomination Submitted Details Section 

00000

00000

0 
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On the confirmation box, 

o Click the Yes button to delete the record.  

o Click the NO button to go to the Nominee Submitted Details section. 

 

Nomination Submitted Details Section: Delete Record 

 

 

 Document Upload Section:  
o Upload a copy of PAN card and Cancelled Cheque in jpg/jpeg formats.  
o The size of these documents should be between 4 KB to 50 KB. 
o Thumbnail of the uploaded document is shown after upload.  
o Click the Save & Next button to save the details and proceed to ‘Photo-Signature 

Upload’ section. 
 

NOTE:  If Cheque is not available or Cheque is not pre-printed with Subscriber name, a 
copy of bank passbook, bank statement, bank certificate or letter from bank mentioning 
the Subscriber Name, Bank Name, Bank Account No. and IFS Code should be uploaded. 

 

 

Document Upload Section 
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 Photo-Signature Upload Section:  
o Upload passport size photo and a specimen copy of signature in jpg/jpeg formats. 
o  The size of these documents should be between 4 KB to 12 KB. 
o Thumbnail of the uploaded document is shown after upload.  
o Click the Save & Next button to save the details and proceed to ‘Final Submission’ 

section. 
 
NOTE: If there is any mark on the photograph such that it hinders the clear visibility of 
the face of the subscriber or there is a sign across the photograph the application might 
not be accepted.  
 

 

Photo-Signature Upload Section 
 

 

 Final Submission Section:  
1. In this link all details filled by the subscriber is shown. It may be crossed-checked again, 

and in case of any change/updation required, may be done through clicking on 
corresponding section in the registration form. 
The user can download the registration form in PDF format for printing and submit it 
to DDO Maker along with uploaded documents & Other Documents (proof for 
addresses). 

2. Accept the declaration. 
3. Enter the place (name of the city of DDO or duty place). 
4. Click the Generate OTP button to generate an OTP. 

 On the confirmation alert 
o Click Yes to generate OTP. 
o Click No to stay off the ‘Final Submission’ section.  

 OTP is sent to the registered Govt. Email ID. 

 Enter the generated OTP in the Enter OTP here field. 
5. Click the Submit button to forward the request to the DDO Maker.  

NOTE: The OTP once generated is valid for 10 minutes. The subscriber can request 
again for the same OTP after 3 minutes by clicking the Resend OTP button  
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Final Submission Section 

1 

2 

3 

4 

5 

Download 
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 Status Screen (After submission of registration form): Once the form is submitted, the subscriber 
can view the current status of the registration form through NPS homepage. Following are the 
various examples of status shown at the subscriber end: 

 Form is under process at XXX (where xxx is the role) level. This will be shown untill 
the form is finally submitted to PAO level. 

 Form is submitted to CRA-NSDL and provisional PRAN No. is NN…N. 

 PRAN is generated successfully and PRAN No. is NN…N. 

 Form is rejected by XXX (where XXX is role) level due to “reason for rejection” on 
“date”. 

On clicking the Show Filled Form button, the subscriber can view the filled form. In case the 
form gets rejected by the DDO Maker, the subscriber can edit and resubmit the form. 
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B. DDO Maker Login 
 

DDO Maker verifies the details filled in the form submitted by the subscriber and forwards it to the 
DDO Checker or in case of any discrepancy, rejects the form to the subscriber for resubmission after 
necessary correction.  
 

1. Launch the URL ‘https://pfms.nic.in’ in the browser. 
2. Click ‘Login’. 

 

  

PFMS Home Page 

 

3. The current financial year will be selected by default.  

 Enter the login credentials.  

 Click Log In to login into the PFMS account.  
 

  

PFMS Login Page 

1 

2 
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4. On the PFMS homepage, click ‘National Pension System PRAN Registration’ to launch the 
homepage of NPS Subscriber Registration form. 

 

  

DDO Maker Homepage 
 

5. On the homepage, the following 3 options are available to a DDO Maker: 
a. NPS Registration Form by Employee 

b. Existing PRAN Employee 

c. Subscriber PRAN Status 

 

 
DDO Maker NPS Homepage 

 

a. NPS Registration Form by Employee: DDO Maker can view and verify the new PRAN 
registration request of an employee., This screen is launched by default as and when DDO 
Maker logs in.  
 

1. From the Employee List dropdown, DDO Maker will select an employee.  
2. Click GO to open the details.  

 

 
 NPS Registration Form by Employee 

1 2 
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3. In the Employee Details tab, 
o The details filled by the employee are displayed here and can also be 

downloaded in a PDF. 
a. Verify the details.  
b. Click the NEXT button to go to the Declaration by Employer tab. 

Alternatively, DDO Maker can traverse to the Declaration by Employer tab 
by clicking on it. 
 

 
Employee Details Tab 
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4. On the Declaration by Employer tab,  
a) Accept the declaration. 
b) Click the Forward to DDO Checker button to forward the request to DDO 

Checker. 
c) Reject the PRAN generation request of the employee in case of any 

discrepancy by clicking the Reject button and providing the remarks for 
rejection. 
NOTE:  

 In case of rejection, accepting the declaration is not required. 
 The rejected request is redirected to the employee. 

d) Click the Back button to go to the Employee Details tab. 
 

 
Declaration by Employer Tab 
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b. Existing PRAN Employee: DDO Maker verifies the existing PRAN request of an employee. 

 From the Employee List dropdown, select an employee. 

 Click GO to open the details.  
 

 
Existing PRAN Employee 

 

 The details provided by the employee opens. 
o Verify the existing PRAN details. 
o Accept the declaration. 
o Click the Submit button to forward the request to DDO Checker. 
o Reject the existing PRAN details provided by the employee in case of any 

discrepancy by clicking the Reject button and providing the remarks for 
rejection. 
NOTE:  

 In case of rejection, accepting the declaration is not required. 
 The rejected request is redirected to the employee. 

 

 
Existing PRAN Employee Details 

1 2 
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c. Subscriber PRAN Status 

 . This option allows DDO Maker to view the current status of employees having 
submitted their NPS registration form.  

 . The status can be viewed by selecting a particular employee or all employees 
available in the dropdown menu.  
 

 
Subscriber PRAN Status 

 

 Click the Export to Excel button to download the report in excel. 
 

 
Subscriber PRAN Status: Report 
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C. DDO Checker Login 
 

DDO Checker verifies the details filled in the form forwarded by the DDO Maker and then, either 
forwards it to the PAO/CDDO (Admin) or can redirect the form to the DDO Maker in case of any 
discrepancy. 
 

Note- The DDO Checker of NCDDO-I (DDO code starting with ‘2’) being attached with PAO is bound 
to forward the registration form to PAO.  In other cases, i.e. the DDO checker of NCDDO-II (DDO code 
starting with ‘3’) and the DDO Checker of CDDO itself (DDO code staring with ‘1’) are supposed to 
forward the registration form to CDDO (Admn).  
 

1. Launch the URL ‘https://pfms.nic.in’ in the browser. 
2. Click ‘Login’. 

 

  

PFMS Home Page 
 

3. The current financial year will be selected by default.  
a. Enter the login credentials.  
b. Click Log In to login into the PFMS account.  

 

  

PFMS Login Page 
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4. On the PFMS homepage, click ‘National Pension System PRAN Registration’ to launch the 
homepage of the NPS Subscriber Registration form. 

 

  

DDO Checker Home Page 

 
5. On the homepage, 3 options are available to a DDO Checker: 

 NPS Registration Form by Employee 

 Existing PRAN Employee 

 Subscriber PRAN Status 

 

 

DDO Checker NPS Homepage 

 

a. NPS Registration Form by Employee 

DDO Checker verifies the new PRAN registration request of an employee received from DDO 
Maker. By default, this screen is launched.  

1. From the Employee List dropdown, select an employee. 
2. Click GO to verify the details.  

 

 

NPS Registration Form By Employee 

 

1 2 
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3. In the Employee Details tab,  
o The details filled by the employee are displayed here and can also be 

downloaded in a PDF.  
o Verify the details. 
o Click the NEXT button to go to the Declaration by Employer tab. 

Alternatively, DDO Checker can traverse to the Declaration by Employer 
tab by clicking on it. 

 
Employee Details Tab 
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4. On the Declaration by Employer tab,  
a) Accept the declaration. 
b) Click the Forward to PAO/CDDO (Admin) button to forward the request 

to PAO/CDDO (Admin). 
c) Click the Reject button to reject the PRAN generation request of the 

employee in case of any discrepancy and provide the reason for rejection. 
NOTE:  

 The rejected request is redirected to DDO Maker. 
 In case of rejection, accepting the declaration is not required. 

d) Click the Back button to go to the ‘Employee Details’ tab. 

 
Employee Declaration Tab  

a 

b c 

d 
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b. Existing PRAN Employee 
DDO Checker can view and verify the existing PRAN request of an employee.  

 From the Employee List dropdown, select an employee. 

 Click GO to fetch the details.  
 

 
Existing PRAN Employee  

 

 The details provided by the employee opens. 
o Verify the existing PRAN details. 
o Accept the declaration. 
o Click the Submit button and the PRAN details of the employee get updated in 

EIS. 
o Click the Reject button to reject the PRAN generation request of the 

employee in case of any discrepancy and provide the remarks for rejection. 
NOTE:  

o The rejected request is redirected to DDO Maker. 
o In case of rejection, accepting the declaration is not required. 

 

 
Existing PRAN Employee Details 

1 2 
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c. Subscriber PRAN Status 

 Reports related to employee registration’s current status after it has been submitted by 
the employee can be viewed from here.  

 The Employee dropdown is mandatory. You may choose to view the status of a specific 
employee or all in a go. 

 

 
Subscriber PRAN Status 

 

 Click the Export to Excel button to download the report in excel. 
 

 
Subscriber PRAN Status: Report 
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D. PAO/CDDO (Admin) Login 
 

PAO/CDDO (Admin) after verification of the PRAN registration request submits it to NSDL for PRAN 
generation. PRAN available in the PRAN repository will be assigned to the employee immediately 
and the data will be saved in the system. This data will then be sent to CRA-NSDL for activation of 
PRAN. 

 

 

1. Launch the URL ‘https://pfms.nic.in’ in the browser. 
2. Click ‘Login’. 

 

  

PFMS Home Page 
 

3. The current financial year will be selected by default.  
a. Enter the login credentials.  
b. Click Log In to login into the PFMS account.  

 

  

PFMS Login Page 
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4. On the PFMS homepage, click ‘National Pension System PRAN Registration’ to launch the 
homepage of NPS Subscriber Registration form. 

 
PAO/CDDO (Admin) Home Page 

 
5. On the homepage, 2 options are available to PAO/CDDO (Admin): 

a. NPS Forms Forwarded by DDO 

b. Subscriber PRAN Status 

 

  

NPS Home Page 

 

a. NPS Forms Forwarded by DDO 

PAO/CDDO (Admin) cross-verifies the PRAN generation request of an employee received 
from DDO Maker. By default, this screen is launched.  

1. From the Employee List dropdown, select an employee. 
2. Click GO to fetch the details.  

 

  

NPS Forms Forwarded by DDO 

1 2 
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3. In the Employee Details tab, 
o The details filled by the employee are displayed here and can also be 

downloaded in a PDF.  
o PAO/CDDO (Admin) cross-verifies the details. 
o Click the NEXT button to go to the Declaration by Employer tab. Alternatively, 

PAO/CDDO (Admin) can traverse to the Declaration by Employer tab by 
clicking on it. 
 

 

Employee Details Tab 
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4. On the Declaration by Employer tab,  
a) Accept the declaration. 
b) Click the Forward to NSDL button to forward the request NSDL. 
c) Click the Reject button to reject the PRAN generation request of the 

subscriber in case of any discrepancy and provide the reason for rejection. 
NOTE:  

 The rejected request is redirected to DDO Checker. 

 In case of rejection, accepting the declaration is not required. 
d) Click the Back button to go to the ‘Employee Details’ tab. 

 
Declaration by Employer Tab 
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b. Subscriber PRAN Status 

 Reports related to employee registration’s current status after it has been submitted by 
the employee can be viewed from here.  

 The DDO dropdown is mandatory.  

 The employee list is populated on the basis of the selected DDO.  

 You may choose to view the status of a specific employee or all in a go. 
 

  
Subscriber PRAN Status 

 

 Click the Export to Excel button to download the report in excel. 
 

 
Subscriber PRAN Status: Report 

 

 

6. Steps to be followed by PAO/CDDO (Admin) after successful Registration 

1.  It is mandatory for PAO /CDDO(Admn) to forward the authenticated registration form along 
with all supporting documents (including uploaded documents) received physically from DDOs 
to CRA-NSDL, Mumbai within two months of the online generation of PRAN.   

2. The above step is to be followed till further order is issued by the Competent Authority in this 
regard. 
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