
User Manual for SAMPANN 2.0 (Module – 2) 

Enhancements made under Module – 2 of SAMPANN 2.0: 
 

1. Automatic Calculation of Arrears and Supplementary Bills. 

Pension disbursement frequently requires retrospective corrections due to delays in 
submission of mandatory documents, revisions in Dearness Relief (DR) rates, pay 
revisions, family pension conversions, late submission of LC and other conditions 
defined under CCS (Pension) Rules, 2021. These adjustments are being calculated and 
done manually till now, which is tedious process and often results in delays and errors. 

 This module automates the end-to-end arrear calculation process, ensuring 
accuracy, transparency, and efficiency. When a triggering event occurs (such as late 
submission of a Life Certificate, announcement of revised DR rates, or conversion of 
normal pension to family pension), the system automatically computes the difference 
between the “Due Amount” and the “Drawn Amount.” 

 If the arrear is positive, it is payable to the pensioner. 

 If the arrear is negative, the amount is recoverable and automatically redirected to the 
Recovery Schedule module for recovery scheduling and instalment calculation. 

 If no difference exists, the pension continues as usual. 

1.1 Process flow for Automatic calculation of arrears under different scenarios: 
 
1.1.1 Due to DR Changes 

 Login as AO (PDA) 

 Go to Sidebar → PDA Section → Trigger DA Arrear Generation → DR 
Change (CDA Normal/CDA Family/IDA Normal/IDA Family) 

 The Old DA Rate and New DA Rate will be displayed automatically (non-
editable fields) on the page. 



 Click on the Generate Arrears button. 

 After Arrear Generation by AO, the case should move to the PDA DH level. 

 Login as PDA DH. 

 Go to Sidebar → Action → Arrear Generation → Retrospective DR Change →      
DR Change (CDA Normal/CDA Family/IDA Normal/IDA Family). 

 Click on the Search Arrears button. All the eligible cases within the given criteria 
where the DR Arrear is to be paid will appear on the screen. 

 

 

 If required, Pensioner-wise Due/Drawn Statement can be seen by clicking onto 
the view button against the particular pensioner’s name. 



 

 Select Case and click on save and send for AAO approval button. 

 Login as PDA AAO. 

 Go to Sidebar → Approval → Arrears Generation Approval → Retrospective DR 
Change Approval → DR Change (CDA Normal/CDA Family/IDA Normal/IDA 
Family) Approval. 

 AAO PDA and view the calculation sheet by clicking on to the view button 
against the pensioner’s name. 

 Select the case. Click on the Approve button. In case of any discrepancy, the case 
can be returned to the DH. 

 

 

 

 

 

 

 

 

 Login as PDA AO 

 Go to Sidebar → Approval → Arrears Generation Approval → Retrospective DR 
Change Approval → DR Change Approval 



 AAO PDA and view the calculation sheet by clicking on to the view button 
against the pensioner’s name. 

 Select the cases, Click on the Approve button. The Sanction will be DSCed by AO 
PDA and will move to PFMS for further payment. 

 In case of any discrepancy, the case can be returned to the DH. 

 
 

 In case of recovery i.e if Due amount is less than Drawn amount, send for 
recovery will be activated. Then, send the case for recovery. 

 

 

 

 

 

 

 

 

 

 The case will be reflected on PDA DH level. 

 Login as PDA DH 



 Go to Sidebar → Action → Recovery Schedule → Arrear Recovery Schedule → 
Select Arrear Reason Type → Account Head → All the pending cases for 
recovery will appear → Select the case (PPO No.) → Enter no. of instalments 
along with remarks (If required) → Send to AAO. 

 

 

 Login as PDA AAO 



 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve 
(Case will be sent to PDA AO), If return, the case will be sent back to PDA DH. 

 Login as PDA AO. 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve. 
 

1.1.2 Due to late submission of LC 

 Login as PDA DH 

 Go to Sidebar → Action → Arrear Generation → Due to Late Submission of LC 

 All the eligible cases in which the arrear is to be paid due to late submission of 
LC will be reflected in the MIS dropdown menu. 

 However, an option to search a particular PPO is also available. DH can enter the 
PPO Number on this page. 

 Click on the Search button 

 
 Calculation sheet will appear on the screen. Click on Save and send for approval 

button. 



 

 Login as PDA AAO. 

 Go to Sidebar → Approval → Arrears Generation Approval → Due to Late 
Submission of LC Approval. 

 Select the case. 

 Click on the Approve button. In case of discrepancy, the case can be returned to 
DH PDA. 
 

 
 Login as PDA AO. 

 Go to Sidebar → Approval → Arrears Generation Approval → Due to Late 
Submission of LC Approval. 

 Select the appropriate option from the dropdown for the particular case. 

 Select the case. Click on the Approve button. The Sanction will be DSCed by AO 
PDA and will move to PFMS for further payment. 

 In case of discrepancy, the case can be returned to DH PDA. 



 

 

 

 

 

 

 

 

 

 The case will be reflected on PDA DH level. 

 Login as PDA DH 

 Go to Sidebar → Action → Recovery Schedule → Arrear Recovery Schedule → 
Select Arrear Reason Type → Account Head → All the pending cases for 
recovery will appear → Select the case (PPO No.) → Enter no. of instalments 
along with remarks (If required) → Send to AAO. 

 



 

 Login as PDA AAO 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve 
(Case will be sent to PDA AO), If return, the case will be sent back to PDA DH. 

 Login as PDA AO. 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve. 
 

1.1.3 Due to Family Conversion. 

 Login as PDA DH. 

 Go to Sidebar → Action → Arrear Generation → Due to Family Conversion. 

 To generate arrear, the DH will enter the PPO Number and click on search 
buttion. 
 

 



 An arrear calculation sheet will appear on the screen. Click Save and Calculate. 
 

 
 Arrear Calculation preview sheet will appear with the option to view the 

Supplementary Bill of the concerned pensioner for the past one year. Also, there 
is an option to add or recover the additional amount to actual arrear amount, if 
required. 

 

 Click Calculate and send for approval. 

 Login as PDA AAO 



 Go to Sidebar → Approval → Arrears Generation Approval → Due to Family 
Conversion Approval 

 Select the case. Click on the Approve button. In case of discrepancy, the case can 
be returned to DH PDA 

 

 Login as PDA AO 

 Go to Sidebar → Approval → Arrears Generation Approval → Due to Family 
Conversion Approval 

 Select the appropriate option from the dropdown for the particular case 

 Select the case. Click on the Approve button. The Sanction will be DSCed by AO 
PDA and will move to PFMS for further payment. 

 Click on the Approve button. In case of discrepancy, the case can be returned to 
DH PDA. 

 In case of recovery i.e if Due amount is less than Drawn amount, send for 
recovery will be activated. Then, send the case for recovery. 

 

 

 

 

 

 

 



 

 

 The case will be reflected on PDA DH level. 

 Login as PDA DH 

 Go to Sidebar → Action → Recovery Schedule → Arrear Recovery Schedule → 
Select Arrear Reason Type → Account Head → All the pending cases for 
recovery will appear → Select the case (PPO No.) → Enter no. of instalments 
along with remarks (If required) → Send to AAO. 

 



 

 Login as PDA AAO 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve 
(Case will be sent to PDA AO), If return, the case will be sent back to PDA DH. 

 Login as PDA AO. 

 Go to Sidebar → Approval → Recovery Approval → Select the case → 
Approve. 
 

1.1.4 Due to Pay Revision 

 Login as PDA DH 

 Go to Sidebar → Action → Arrear Generation → Due to Pay Revision 

 Enter the PPO Number on this page 

 Click on the Search button 



 

 An arrear calculation sheet will appear on the screen. Click Save and Calculate. 

 

 Arrear Calculation preview sheet will appear with the option to view the 
Supplementary Bill of the concerned pensioner for the past one year. Also, there 
is an option to add or recover the additional amount to actual arrear amount, if 
required. 



 

 Click Calculate and send for approval. 

 Login as PDA AAO 

 Go to Sidebar → Approval → Arrears Generation Approval → Due to Pay 
Revision Approval 

 Select the case, click on the Approve button. In case of any discrepancy, the case 
can be returned to DH. 

 

 Login as PDA AO 

 Go to Sidebar → Approval → Arrears Generation Approval → Due to Pay 
Revision Approval 

 Select the case, click on the Approve button. In case of any discrepancy, the case 
can be returned to DH. 



 In case of recovery i.e if Due amount is less than Drawn amount, send for 
recovery will be activated. Then, send the case for recovery. 

 

 

 

 

 

 

 

 

 

 The case will be reflected on PDA DH level. 

 Login as PDA DH 

 Go to Sidebar → Action → Recovery Schedule → Arrear Recovery Schedule → 
Select Arrear Reason Type → Account Head → All the pending cases for 
recovery will appear → Select the case (PPO No.) → Enter no. of instalments 
along with remarks (If required) → Send to AAO. 

 



 

 Login as PDA AAO 

 Go to Sidebar → Approval → Recovery Approval → Select the case → 
Approve (Case will be sent to PDA AO), If return, the case will be sent back 
to PDA DH. 

 Login as PDA AO. 

 Go to Sidebar → Approval → Recovery Approval → Select the case → 
Approve. 

CCA users may verify the calculation of arrears & recoveries at their end also. 

 
1.1.5 MIS Report for Arrear Generation 

 Login as PDA DH/AAO/AO 

 Go to Sidebar → Arrear Generation Report 



 

 

 

2. Form 16 (for TDS) Bulk Upload 

This module enables pensioners to download their Form 16 (TDS certificates) for the last 
three financial years via the Pensioner Dashboard accessible on both web and mobile 
applications.  

Form 16 PDF files will be uploaded by concerned CCA on a centralized server on a 
yearly basis, organized in a specific folder structure for systematic storage and retrieval. 



 

Process Flow for downloading of Form 16 by the Pensioners:  

Pensioner Dashboard Login → Pensioners Document Section → Select financial Year (Last 3 
years) → Retrieve Form 16 from server path → Display Download Link → Download Form 
16. 

 

 

3. Recovery Schedule Provisioning. 
 

3.1. The Recovery Schedule Provisioning function is designed to automate and 
streamline the recovery of overpaid pension amounts, arising from reasons such as 
late submission of life certificates, revision of DA rates, retrospective pay revisions, 
Family conversion.  



The utility will provide a system-generated recovery schedule, where the total 
recovery amount will be auto-populated and Dealing Hand (DH) will enter no. of 
instalments over which the access pension amount is to be recovered. The system 
automatically calculates monthly recovery amount and ensures that instalment 
amount does not exceed the basic pension (net of DA). 

 

 
3.2.  Recovery Schedule Generation:  

Under this utility, the Dealing Hand (DH) has the option to generate the recovery 
schedule for a particular pensioner, apart from the automated recovery schedule 
generation. 
 

3.2.1 Process Flow: 

 Login as PDA DH 

 Go to Sidebar → Action → Recovery Schedule → Recovery Schedule Generation 
→ Fill mandatory details → Send to AAO. 



 

 

 Login as PDA AAO 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve 
(Case will be sent to PDA AO), If return, the case will be sent back to PDA DH. 

 Login as PDA AO. 

 Go to Sidebar → Approval → Recovery Approval → Select the case → Approve. 

 The returned cases will appear in “Return By AO/AAO” tab under “Recovery 
Schedule” option. 
 



4. Upload Physical Life Certificates and other certificates 
 

4.1. This module enables pensioners to upload and download Life Certificates and other 
related certificates via the Pensioner Dashboard on both web application. The 
uploaded certificates include Life Certificate, Family Conversion Documents, 
KYP Form, Bank Account Updation Form. Each uploaded document will be 
routed to AO (PDA) under Grievance Utility, which can be further assigned to a 
particular DH for verification and processing. 

 
4.2. Process flow for Pensioners for uploading of documents on Web Application: 

 

 Pensioner Login → Dashboard → Document upload section → Select Document 
Type → Upload the document 

 

5. Grievance Redressal including Multi level Approval: 
 

5.1. This utility enables pensioners to raise and track grievances. This utility provides a 
mechanism to handle the grievances of the pensioners received by the department 
users through Telephone, Email, Toll-Free helpline, Letters, Walk-in etc. 

The concerned DH, who has received the grievance can enter the grievance and 
raise a ticket, which will eventually be resolved through this mechanism. 
 

5.2. Process Flow of Grievance Management by the Department User for the 
grievances received from the pensioners. 

 Login as DH Pension/PDA. 



 Go to Sidebar → Grievance Management → Enter Grievance for Pensioner → Enter 
required credentials and upload relevant documents, if any → Ticket will be 
generated. 

 

 After creation of ticket, it will automatically be sent to AO Pension/PDA Login. 

 Login as AO Pension/PDA. 

 Go to Sidebar → Grievance Management → Assign Grievance → Select the Ticket No. 
to be assigned from the tick box and DH User at the top. (In case of grievance raised 
directly by the pensioner, option of transfer of grievance to relevant section i.e. 
Pension/PDA is available at AO Pension/PDA). 



 

 Login as DH Pension/PDA → Go to Sidebar → Grievance Management → Resolve 
Grievance → Click on Action against the grievance to be resolved 

 

 Pension Query Section will open → Action → Resolved → Enter Remarks → Upload 
relevant document, if any → Save. 



 

 Login as AAO Pension/PDA → Go to Sidebar → Grievance Approval → Select case 
(tick box) → Click Approve. 

 

 Login as AO Pension/PDA → Go to Sidebar → Grievance Approval → Select case (tick 
box) → Click Approve & Resolve. 



 

 After, resolution of the Grievance the status of Grievance will be updated at Pensioner’s 
Level. Pensioner Login → Go to Sidebar → Pensioner Details → Grievance. The 
pensioner can view the remarks given by the Department. Further, the pensioner has the 
option of “Reopen” the grievance the if he/she is not satisfied with the reply. 

 



 Once the grievance is reopened by the Pensioner, it will be sent to one level above the 
officer (i.e AO Pension/PDA), who had approved the reply earlier in respective CCA 
office. Then, the process will again involve a 3-step mechanism for resolution.  

 Login as ACCA → Go to Sidebar → Grievance Management → CCA Grievance 
Approval → Select the case and click “Approve” if he/she is satisfied with the reply 
given earlier by the office or “Return to DH”.  

 Once approved, it will reflect at one higher level. Login as Dy. CCA Go to Sidebar → 
Grievance Management → CCA Grievance Approval → Select the Case and click either 
“Approve” or “Return to DH”. 

 Once approved, it will reflect at one higher level. Login as Jt. CCA Go to Sidebar → 
Grievance Management → CCA Grievance Approval → Jt. CCA has the option to 
“Approve” or “Return to DH”. 

 

 The status will be updated as “Reopened-Resolved” at pensioner’s login and cannot be 
reopened. 



 

 Further, In Case of selection of option of “Return to DH” by any of the grievance appeal 
level, the case will again be handed over to DH and will be reprocesses as earlier. 
However, this time the process flow will be as: DH → AAO → Level from which the 
case was re-assigned. 


