
USER MANUAL for SAMPANN 2.0 (Module 1) 

1. Introduction: SAMPANN 2.0 is enhanced and more robust form of CPMS i.e. 
Comprehensive Pension Management System. Enhancements have been 
incorporated to make the SAMPANN more upgraded and future – ready version. 
 

2. Module – 1 

2.1 Enhancements: 

2.1.1. Login Process Improvements: 

The login process has been enhanced to include multiple security measures aimed 
at protecting user accounts from unauthorized access. These measures include: 

2.1.1.1 Two-factor authentication (2FA) 
 The system shall require users to input login credentials (username and 

password) to initiate the login process.  

 After credentials are entered, the system shall send a One-Time Password 
(OTP) to the user's registered email or phone number as part of two-factor 
authentication (2FA).  

 The same OTP shall be shared on both phone and email login and email 
verification purposes, reducing user friction. 

  



  

2.1.1.2 Mandatory password changes 
 The system shall verify whether the user's current password is older than 90 

days for pensioners and 45 days for internal users.  

 If the password is expired, the user shall be prompted to reset the password 
before proceeding. 

  

2.1.1.3 IP tracking on failed attempts, and session timeout handling 
 The system shall track and log IP addresses associated with unsuccessful login 

attempts for audit and security monitoring purposes. 

 



2.1.2. Integration with SSO (Jan Parichay): 

 The Comprehensive Pension Management System (CPMS) will integrate with 
the Jan Parichay Single Sign-On (SSO) framework to enable seamless user 
authentication across the system and other Parichay-enabled applications.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 When a user selects "Login using Parichay" on the CPMS login page, they are 
redirected to the Jan Parichay SSO portal.  

 

 



 

 User can click Parichay logo on the bottom. After successful authentication, 
Jan Parichay redirects the user back to CPMS with a secure authentication 
token. CPMS validates this token and grants access to the user dashboard. 

  

 

 

2.1.3. Implementing DSC by AO in the PDA Section: 

This function ensures that when the Accounts Officer (AO) approves a bill in the PDA 
Section, the system automatically generates the bill in PDF format, applies the Digital 
Signature Certificate (DSC), and transmits the authenticated bill to the Public Financial 
Management System (PFMS) in a single step. 

2.1.3.1 Process of registration of DSC by AO(PDA) user: 

 Firstly, login on to AO(PDA) user ID  Sidebar Menu  Users  DSC 
Enrollment as shown in Fig (1.0) 



 

(Fig 1.0) 

 Kindly refer to Chapter 7 of CPMS user manual for enrollment of DSC.  
Link https://dotpension.gov.in/WriteReadData/Home/CPMS-
UserManual.pdf 
 

2.1.3.2 Process flow for processing of bill for payment at AO(PDA) Level. 
 Login as AO(PDA) 

 Navigate to Approval → PDA → Monthly Bill for IDA/CDA monthly bill or 
Other bills for bills other than Monthly bill or navigate to Approval 
Supplementary approval for supplementary bill and select the case for 
processing. 

 The AO will then select the appropriate Account Head Code from the drop-
down list on the top. 

 After entering the “Not Payable Before Date”. 
 Then click on “Approve/Generate XML and apply DSC. Fig (2.0) 

 



 

Fig (2.0) 

 For verification, go to Reports → Payment Related Reports → Payment Reconciliation 
Report. Fig (3.0) 

 Fill in all required details on the page and click the Search button. 

 The current case (approved by AO via DSC) should be displayed in the table. 

 In the table, under the File column, locate AO Approval File. 

 Click on the Download link— the PDF will be downloaded in the download folder of 
PC. Fig (4.0) 
 

 



 
 

Fig (3.0) 

 
Fig (4.0) 

2.1.4  Alert Mechanism (Dashboard Notifications) for 
HoO/CCA Users 

This utility has been incorporated so that all the important pending tasks such as 
pending cases/DLC/Grievance etc. at various levels of HoO/CCAs can be seen on the 
homepage of the user to avoid delay. 



 

 

2.1.4.1  Alert Mechanism such as Dashboard Notifications, SMS/Email 
Alerts for Pensioners 

Pensioners will now get alerts through SMS, Email and Dashboard notifications on the 
SAMPANN mobile app regarding any modifications made to their profile such as LC 
updation, any revision, monthly/supplementary payments, changes in DA etc.  

 

2.1.5 Automatic Stoppage of Pension 

Automatic Stoppage of Pension 

To further streamline pension processing and ensure compliance with eligibility norms, 
a new functionality is being introduced in the SAMPANN system. This enhancement 
will enable automatic stoppage (freezing) of pension under the following 
circumstances: 

 

2.1.5.1 Eligible Daughter Crossing the Age of 25 Years 

When an eligible daughter attains and crosses the age of 25 years, the system shall 
automatically stop her pension, as her eligibility ceases beyond this age limit. 

 

2.1.5.2 Eligible Son Attaining the Age of 25 Years 



In the case of a son receiving family pension, the system shall automatically stop the 
pension on the date he completes 25 years of age, in accordance with pension 
rules. if the eldest son—who is the current claimant—attains the age of 25 years in 
the current month, 
the system shall automatically freeze the family pension, as his eligibility ceases 
upon turning 25.The system continuously monitors the age of family pension 
beneficiaries for this purpose. 

 

2.1.5.3  Life Certificate (LC) Expired 

If a pensioner's Life Certificate (LC) expires in the current month and is not submitted 
or updated by the designated due date, 
the system shall automatically freeze the pension payment for the concerned 
pensioner for the following month. 

MIS Report for Automatic Stoppage of Pension 

A dedicated MIS report titled “Automatic Stoppage of Pension” will be created in 
the system. This report will: 

 Display all pension accounts that have been automatically stopped (frozen) 

 Show the reason for stoppage (e.g., LC expiry, daughter above 25, 
son attaining 25 years, etc.) as shown in given fig. 

 
 

 

 



2.1.6  Mobile App Development for IoS 

A mobile application SAMPANN CPMS has now been made live for iOS users, in 
addition to the existing Android version for pensioners. With this launch, pensioners 
using iPhones can also download and access the SAMPANN CPMS app. The link 
to download the SAMPANN CPMS app is as detailed: S 

https://apps.apple.com/in/app/sampann-cpms/id6749572635 

Through the SAMPANN CPMS mobile app, a pensioner can: 

 Track the status of his/her pension application. 

 View and download the Pension Slip. 

 Access and download the e-PPO, Gratuity, Commutation, and other 
sanction orders. 

 Lodge grievances directly through the app 

 

 



 

 

 

                           

 



2.1.7. Onboarding MTNL 

MTNL Pension Case – User Manual 

 

1. Introduction: SAMPANN has now been upgraded to process MTNL 

pension cases. The option of selecting the pensioner type i.e. BSNL/MTNL 
has been incorporated along with MTNL pay scales. 
 

2. Process  

2.1 MTNL Normal Pension Case Pension Case: 

2.1.1 HoO Unit 

2.1.1.1 Creation of Retiree Profile 

 DH has to login to create the retiree profile. 

 Select Retiree details on the Menu options available on the left panel. 

 Click on “Add New” button at the right top corner of Retiree Profile page to get 
the form to fill. (Fig 2.0) 

 Enter the following information on retiree detail form (underlined parameters 
are the mandatory fields): 

a. Title 

b. First Name 

c. Middle Name 

d. Last Name 

e. Type of Retirement (Fig 2.1) 

f. Height 

g. Father’s/ Husband’s Name. 

h. Mother’s Name 

i. Date of Birth 

j. Gender 

k. Aadhaar Number 



l. PAN Number 

m. Mobile Number (This should be an Active Number) 

n. Email ID 

o. Identification Mark 1 

p. Identification Mark 2 

 Following details to be filled in other details section (All are mandatory 
fields): 

a. Designation 

b. Group 

c. Date of Joining 

d. Date of Retirement 

e. Date of Superannuation 

f. Govt. Accommodation provided by Directorate of Estates/BSNL/MTNL at 
any time of service: YES/ NO (to select from the dropdown) 

g. Pay Commission (this should be the Pay Commission corresponding to 
the last pay drawn) (Fig 2.2) 

h. Pay Commission Type (MTNL/BSNL) (Fig 2.3) 

i. Enter MTNL Employee ID (Mandatory) (Fig 2.4) 

j. After filling the aforementioned information, DH to click on Save button. By 
using the Clear button, the User can also refresh the form and fill in fresh 
information. 



                                                                   (Fig. 2.0) 

(Fig 2.1) 

 

        (Fig 2.2) 



 
 (Fig 2.3) 

 

(Fig 2.4) 

2.1.1.2 Service Book Verification (12M BDR) 

 DH to re-check the form and send it for approval to HoO for service book 
verification. 

 HoO to login and approve the service book verification. After 
HoO approves the form, the form will appear in ‘Send Form to 
Retiree’ tab. 

 HoO can also return the form to DH in case any discrepancy is 
found. Then DH will have to again verify and send the form to 



HoO for approval. (Fig 2.5) 

 Before feeding Service Book information and updating, it has to 
be ensured that the Service Book is actually verified for the period 
mentioned. If any period remains unverified, please mention it in 
Remarks and keep a printout in the pension file. Service Book 
verification should be completed at the earliest. 

 This activity has to be completed 12 months before date of 
retirement. 

 

(Fig 2.5) 
 

2.1.1.3 Send Form to Retiree (8M BDR) 

 DH to send the form for approval to HoO. (Fig 2.6) 

 HoO to login and approve the form. HoO can also return the 
form to DH by clicking on Return button in case any 
discrepancy has been found. (Fig 2.7) 

 After the approval form HoO, form will be sent to Retiree to 
fill the required information. 

 This activity has to be completed by 8 months before 
date of retirement. 

 
 
 
 
 
 



 

 

 

 

 

 

 

 

 

 

 

               (Fig 2.6) 

 HoO to login and approve the form. HoO can also return the form to DH by clicking 
on Return button in case any discrepancy has been found. 

 

             (Fig 2.7) 

2.1.1.4 Form Received (6M BDR) 

 DH to receive the form after retiree fills and submits the form 
from his/her end (Fig 2.8). 



 DH to check that the form received is correctly filled and that all 
scanned documents uploaded are of good quality. Then on 
receipt of hard copy (duly signed by the Retiree), DH may 
cross verify the details and also check whether all enclosures 
(as per checklist) have been duly attached. Then DH shall 
send it to HoO. 

 HoO to Approve/ Return the form as applicable. (Fig 2.9) 
 If HoO approves the form, it will appear in ‘Form Verification’ tab of DH 

User. In case HoO returns the form, it goes back to DH for re-
verification. If now, any error is detected by DH, then file has to be 
returned to retiree with remarks. Retiree shall correct the error 
and resubmit the papers. 

 
 

 

 
 
(Fig 2.8) 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

     (Fig 2.9) 

 

 

 
 
(Fig 2.9) 

 

 

 

2.1.1.5  Form Verification (4M BDR) 

 This process has been especially incorporated to put another 
check on correctness of the forms submitted by Retiree. 

 DH to check and verify the form and send it for the approval to 
HoO by clicking on “Verify” Button (Fig 2.10) 

 HoO to Approve/ Return the form as applicable. (Fig 2.11) 

 If HoO approves the form, it will appear in ‘Form 7’ tab of DH. In 
case the HoO returns the form, it goes back to DH for re-
verification. 

 Simultaneously, the forms/papers will be countersigned by the 
competent authority in the physical file and process for 
preparation of Form 7 initiated. 

 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                 
                 (Fig 2.10) 
 
 
 
 

 
                (Fig 2.11) 



 

2.1.1.6  Form 7 

 DH to verify and fill the required information in Form 7. 

 Some information in Form 7 is auto populated. Others have to be 
entered. (Fig 2.12) 

a) Name of the retiring Government Employee 

b) Father's/Husband's Name 
c) PAN NO. 
d) Height & Marks of identification 
e) Date of Birth 
f) Service to which he/she belongs (indicate name of 

Organized service, if any, otherwise say General Central 
Service) 

g) Particulars of post held at the time of retirement 
h) Name of the office 
i) Post held 
j) Scale of Pay/Pay Band & Grade pay of the post 
k) Basic Pay/Pay in the pay band & Grade pay. 
l) Basic Pay/Pay in the pay band & Grade pay 
m) Whether the appointment mentioned above was under 

Government or outside the Government on foreign 
service terms? 

n) If on foreign service, scale of pay/pay band, pay in the pay 
band and grade pay of the post in the parent department. 

o) Whether declared substantive in any Post under the Central 
Govt.? 

p) Date of beginning of service 
q) Date of ending service 
r) Cause of ending service 
s) In case of compulsory retirement, the orders of the 

competent authority whether pension may be allowed at 
full rates or at reduced rates and in case of reduced rates, 
the percentage at which it is to be allowed (Please See 
Rule 41) 

t) In case of removal/dismissal from service whether orders 
of the competent authority have been obtained for grant 
of compassionate allowance and if so, at what rate 
(Please see Rule 41) 

u) Particulars relating to military service, if any. 
v) Particulars relating to the service in autonomous body, if any. 
w) Whether any Departmental or judicial proceedings in 

terms of rule 9 of the CCS(Pension) Rules, 1972 are 



pending against the retiring employee. (lf yes, in terms of 
Rule 69, provisional pension will be admissible and 
gratuity will be withheld till the conclusion of departmental 
or judicial proceedings and issue of final orders) 

x) Length of service 
i. Details of omission, imperfection or deficiencies in 

the Service Book which have been ignored [under 
rules 59(1) b) (ii)] 

ii. Period not counting as qualifying service. 
iii. Additions to qualifying Service. 
iv. Whether any leave without pay. 
v. Net Qualifying service. 

vi. Qualifying service expressed in terms of complete 
six-monthly periods (Period of three months and 
above is to be treated as completed six monthly 
periods (Rule 49) 

y) Emoluments 
a. Emoluments in terms of Rule33. 
b. Emoluments drawn during ten months pending retirement. 

z) Others: Details of Govt. dues recoverable out of gratuity 
aa) License fee for Govt. accommodation sees sub-rules 

(2), (3) and (4) of rule 2) 
bb) Dues referred to in Rule 73 
cc) Amount indicated by Directorate of Estates to 

be withheld under Sub rule(S) of Rule 72 
dd) Post-retirement address of the retiree 

 
 
 
 
 
 
 
 
 
 
 



 
(Fig 2.12) 



 
 
 After the verification, DH will click on tab “Submit and Calculate” to calculate the 
pensionary benefits. 

 DH will then send form 7 to HoO by clicking on save calculation and submit  

 

(Fig 2.13) 

 HoO will Approve/ Return the form. (Fig 2.13) 

 If HoO approves the form it will be processed further. In case of Return, form will 
be sent back to DH for reverification and the same process followed for approval.  

IMPORTANT: -Form 7 calculates the pensionary benefits and pension as 
applicable to the pensioner. Once this form is filled and next stage initiated it 
cannot be edited in HoO section. Therefore, due diligence should be 
exercised while filling in all important fields like Pay Band, Pay level, 
Qualifying/Non-Qualifying service etc.  

In case Wrong or incorrect information is saved in the system, please 
immediately inform the Helpdesk. 

2.1.1.7 Form 8 

 DH to verify and fill the minimum required information in Form 8 (Fig 2.14). Some 
part of information is auto populated in Form 8. The details of recovery under various 
heads have to be filled up in this Form. It may be ensured that the total matches with 
the details filled in Form 7 



  If Nil recovery is due, then just click “Save and Send for Approval”. 

 

(Fig 2.14) 

  HoO will approve/ Return the form. (Fig 2.15) 

 

(Fig 2.15) 

 If HoO approves the form it will be processed further. In case of Return, Form will 
be sent back to DH for reverification and the same process followed for approval. 

  The printouts of Form 7 and 8 can be taken from ‘View Forms’ tab. Approval of 
competent authority may be taken on the physical Form 7 and 8. 



Form 7 and Form 8 will be processed roughly four months before the 
date of retirement (Superannuation). HOO will again send the final 
papers like retirement order, LPC, No dues and Vigilance clearance. If 
there is any change in the pay etc. before retirement, then based on 
final papers received Form 7 shall be digitally revised in Pension 
section. 

After processing the form 7 from DH level, if HoO user is satisfied then 
a printout may be taken and along with details of recovery which will be 
fed in form 8, approval and signature of competent authority may be 
taken. If any error is detected in the process, then HoO may return to 
DH the form 7 for necessary correction. DH shall correct it and send it 
to HoO user again. The approval of competent authority shall be taken. 
Afterwards, form 8 shall also be filled as already approved and 
approval taken. 

 

2.1.1.8 Send to PAO 

 After all the aforementioned steps, DH will submit the form to Pension Section by 
clicking on “Send to PAO” (Fig 2.16) After clicking on “Send to PAO” a list of forms 
will be displayed with checklist. While sending this please ensure that all the 
documents mentioned in checklist are being sent (Fig 2.17). The papers may 
then be dispatched by post. 

 

 

(Fig 2.16) 



 

(Fig 2.17) 

2.1.1.9 View Forms 

 All users’ can view the list of all the retirees and their generated forms (Fig. 2.18). 

 Printout of Form7 and Form 8 can be taken by clicking on ’Print’ and sent to 
Pension Section of concerned CCA office. 

 

 



(Fig. 2.18) 

2.1.2 MTNL Family Pension Case 
2.1.2.1 Personal Detail 

 DH to login and click on Action, then on Family Pension, then on Personal 
Details option in left pane (DH Login ActionFamily PensionPersonal 
Details) 

 Following information need to be entered on personal detail page:  
a. Title  
b. First Name  
c. Middle Name  
d. Last Name  
e. Type of retirement.  
f. Height  
g. Father’s/ Husband’s Name.  
h. Mothers Name  
i. Date of Birth  
j. Gender  
k. Aadhaar Number  
l. PAN Number  
m. FP Mobile Number  
n. FP Email ID  
o. FP Identification Mark 1  
p. FP Identification Mark 2  
q. Employee Code 
r. Office  

 Following details to be filled in Other Details section (All are mandatory 
fields):  
a. Designation at the time of death  
b. Group  
c. Date of Joining  
d. Date of Death  
e. Date of Superannuation  
f. Govt. Accommodation provided by Directorate of Estates/BSNL/MTNL at 
any time of service: YES/ NO (to select from the dropdown)  
g. Pay Commission  
h. Pay Commission Type (Fig 2.19) 
i. MTNL Employee 
 
 



 
(Fig 2.19) 

 
*After filling the aforementioned information, DH to click on Save button. 
Once filled the details cannot be changed so due diligence should be 
exercised before saving. 
 
To expedite the disbursement of pensionary benefits, Family Pensioner 
should immediately be advised to submit the required information along 
with relevant documents to the HoO. Family Pensioners’ may also be 
advised to provide mobile phone number (mandatory) so that they can 
get updates on the pension process and pension disbursement. 
 

 After saving the details, an instance will be created in the Personal Details 
tab, as shown in the Fig 2.20. 
 
 

(Fig 2.20) 



 

 Then DH has to click on Govt. Emp Details edit tab, and proceeds to the 
subsequent screen.  
 

 The next screen will show three tabs viz. Personal details, Family Details 
and Nomination Form1 (Fig 2.21) 
 

(Fig 2.21) 
 

 Now the DH has to fill in details of Family and Nominations (Fig 2.22(a) & 
Fig 2.23(b)). 
 



(Fig 2.22(a)) 
 

 
(Fig 2.22(b)) 

 

(Fig 2.23) 
 

 After filling all the details, the DH will submit the form by clicking submit 
button (Fig 2.23). 
 

2.1.2.2 Service Verification (Family Pension case) 

 DH to select ‘Service Verification’ tab from the Menu options.  

 DH to check the form and send it for approval to HoO for service verification 
(Fig 2.24). Before this is done, physical service book verification needs to be 



done as well. Any unverified portion of the service book should be noted and 
attached in the file being sent to Pension Section (CCA Office). 

 HoO to login and approve the service book verification. HoO also to verify the 
service book physically. 

  HoO can also return the form to DH in case any discrepancy is found. Then DH 
will again have to verify and send the form to HoO for approval. 

(Fig 2.24) 

2.1.2.3 Form 14 
 DH to verify and fill the required information in Form 14. 

DH may select the claimant who is eligible for 
pension. This is to be done as per CCS Pension 
Rules,1972. The Form shows the claimant details, the 
bank details, the documents to be uploaded like 
photograph, signature and death certificate etc. The Bank 
Undertaking Form also needs to be uploaded duly signed 
by bank authorities as well the Family Pensioner. FMA 
option has to be chosen (if applicable and desired by the 
Family Pensioner) (Fig 2.25 (a), Fig 2.25 (b) and Fig 2.25 
(c)). 

 It should be seen that the photograph and signature are clear and 
visible. 

 DH clicks on ‘Form 12’ tab. 



 
(Fig 2.25 (a)) 

 

(Fig 2.25 (b)) 



 

 

(Fig 2.25 (c)) 

IMPORTANT: -Form 14 prompts the user to enter bank 
details. The pension of the family pensioner will be credited 
into this account. Therefore, due diligence should be 
exercised while filling in all important fields like Bank 
Account no., IFSC code etc. After required, correct 
information is filled, Bank Undertaking has to be printed 
and physically signed by Bank authorities and Family 
Pensioner, and then uploaded on CPMS. 

2.1.2.4 Form 12 

 DH to verify and fill the required information in Form 12. 



For each claimant who has been nominated for gratuity in 
the nomination form filled earlier. Here DH has to click on 
the Edit button against the name of the nominee, and 
his/her details will be populated in the Form 12 (Fig 2.26). 

 Again, Bank Account details and claimant’s details, 
signature needs to be uploaded. 

 After updating of Form 12 and 14, the case will appear in ‘Form 
18’ tab of DH. 
 

 

(Fig 2.26) 

IMPORTANT: - Form 12 prompts the user to enter bank 
details. The DCRG of the family pensioner will be credited 
into this account. Therefore, due diligence should be 
exercised while filling in all important fields like Bank 
Account no., IFSC code etc. After required, correct 
information is filled, Bank Undertaking has to be printed 
and physically signed by Bank authorities and Family 
Pensioner, and then uploaded on CPMS. In case of claimant 
who is claimant for only Gratuity and not pension, only 
Mandate form, as generated, needs to be filled by the 
pensioner and uploaded in portal. 

In case where there is no nomination, DCRG has to be 
divided in equal shares among the family members. 
Accordingly, the nomination form and Form 12s will be 
filled. 



2.1.2.5 Form 18 

 DH to verify and fill the required information in Form 18. 
Some information is auto populated in Form 18. DH 
should be careful while filling the important details like 
qualifying service, non-qualifying service period, last 
month’s pay details etc. Pensionary benefits will be 
calculated on basis of these figures and hence figures 
must be cross-verified from service book. (Fig 2.27) 

 DH will send Form 18 for approval of HoO. 

 HoO will approve/ Return the form. HoO should verify the 
Pensionary benefit amounts. If the amounts are correct, 
he/she can approve it. If incorrect, HoO can return the 
case back to DH for rectification. 

 If HoO approves the form it will be processed further. In 
case of Return, form will be sent back to DH for 
reverification and thereafter process followed for 
approval. 

 



 

 



 

 

Fig 2.27 

 Form 18 and 19 to be put up in physical file for approval of 
competent authority. 

 
IMPORTANT: -Form 18 calculates the pensionary benefits 
and pension as applicable to the Family pensioner. Once 
this form is filled and next stage initiated it cannot be edited 
in HoO section. Therefore, due diligence should be 
exercised while filling in all important fields like Pay Band, 
pay level, Qualifying/Non-Qualifying service etc. 

 
In case Wrong or incorrect information is saved in the system, 
please immediately inform the Helpdesk. 

 
 

After processing the form 18 from DH level, if HoO user is satisfied 
then a printout may be taken and approval and signature of competent 
authority may be taken. If any error is detected in the process, then 
HOO may return to DH the form 18 for necessary correction. DH shall 
correct it and send it to HoO user. The approval of competent authority 



shall be taken. 
 

2.1.2.6 Send to PAO 

 After all the aforementioned steps, DH will submit the 
form to Pension Section (CCA Office) by clicking on 
“Send to PAO”. 

2.1.2.7 View Forms 

All users’ can view the list of all the retirees and their generated forms. (Fig 2.28) 
 

(Fig 2.28) 

3. Pension Sanctioning Section. 

This part deals with pension case flow in the Pension Sanctioning Section of the 
CCA office. 

3.1 Allotment of Pension Case to DH 

 The pension case coming from HoO will appear in ‘Allotment’ 
tab of the Accounts Officer (AO) of the Pension Sanctioning 
Section. AO pension sanctioning section will allot the case to the 
Dealing Hand of the section. (Fig 3.1) 

 The current practice based on which cases are allotted to DH 
by AOs may be continued. This will be done by the AO who 
has been authorized to allot the case (It is to be noted that 
only 1 AO is authorized for allotment). 



 
               (Fig 3.1) 

3.2 Form Received 

 DH (Pension Sanctioning Section) will receive the case allotted by 
AO (Action->Pension Section->Form Received). 

 DH (Pension Sanctioning Section) will select on the particular pension 
case, and click on Receive Form tab (Fig 3.2) 

 DH (Pension Sanctioning Section) will then select the forms 
submitted by the HoO/ACCA. DH will then enter the actual date of 
receipt of physical forms and other documents. DH will then save 
the case (Fig 3.3). 

 A physical file has to be opened by the DH upon receipt of 
forms and documents by the DH. 



                           (Fig 3.2) 
 

               (Fig 3.3) 

3.3 Pay Regulation 

 The case will now flow into the ‘Pay Regulation’ tab of DH 
(Pension Sanctioning Section) level (Action->Pension 
Section->Pay Regulation). 

 DH (Pension Sanctioning Section) will select the case and 
click on Pay Regulation Sheet (Fig 3.4 (a) and Fig 3.4 (b)). 



 DH (Pension Sanctioning Section) will then add Pay Scale 
Data for the particular pension case and save the same. Fig 
3.4 (c) 

 
 

 

(Fig 3.4 (a)) 

 

 

 

 

(Fig 3.4 (b)) 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

(Fig 3.4 (c)) 

 

 

3.3.1 Account Enfacement 

 The above case will now flow into Account Enfacement (AE) at DH 
(Pension Sanctioning Section) level (Action->Pension Section-
>Account Enfacement). 

 The DH (Pension Sanctioning Section) will then select the 
particular pension case. The DH (Pension Sanctioning Section) 
can edit the Pay Details by clicking on ‘Pay Regulation’ tab, if the 
same was not correctly done in 3.3 above. 

 DH (Pension Sanctioning Section) shall analyze if the case is fit for 
finalization of pension or not. If some documents have not been 
received, then he/she will generate AE by clicking on ‘Generate 
AE’ tab and selecting the “Yes” option Fig 3.5. After clicking on 
“Yes” button a compliance page will open as shown in figure 
(3.6) The same shall be put up for approval of competent 
authority along with pay regulation sheet. 

 The Approved AE shall be uploaded by in the software. 

 The physical copy of the AE will be sent by mail/dak to concerned 
HoO. Reminders can be sent using facility for regenerating AE. 
However, when necessary, papers have been received, the 



‘Resolve AE’ tab may be clicked. 

 

   (Fig 3.5) 

 
 

 

     (Fig 3.6) 

A Pension case in which all the papers have not been received or 
some matter remains unaddressed shall remain pending at AE stage 
itself. Only when all issues relating to pensioner etc. are finalized then 
case should move beyond AE tab. Before going to Revise Form Stage, 



it may be checked that Pay regulation has been correctly filled. 

3.4 Revise Form List 

 The case will now flow from Account Enfacement at DH (Pension 
Sanctioning Section) level to ‘Revise Form List’ Tab (Action-
>Pension Section->Revise Form List). 

 The DH (Pension Sanctioning Section) will then select the 
particular pension case. The DH (Pension Sanctioning Section) 
can view Pay Regulation Form. If no corrections are to be made, 
option “No” may be selected and proceed (Fig 3.7 (a)). However, 
the calculation sheet can be edited, if required. It should be 
noted that if there is any discrepancy in calculation of 
pension or pensionary benefits, the same can be rectified 
here. After this the figures cannot be rectified. Hence due 
diligence needs to be exercise here. Fig (3.7 (b)) 

 DH (Pension Sanctioning Section) will, if required, edit FORM 7 
(Family Pension) or FORM 18 (Normal Pension) and calculate the 
Retiree’s pensionary benefits. (Fig 3.7 (a)) 

 DH (Pension Sanctioning Section) will then enter the following 
information in FORM 7/ FORM18 (some information is auto 
populated): 

 
a) Service to which he/she belongs. 
b) Scale of Pay/Pay Band & Grade pay of the post. 
c) Whether the appointment mentioned above was under 

Government or outside the Government on foreign service 
terms 

d) Particulars relating to military service, if any 
e) Particulars relating to the service in autonomous body, if any 
f) Period not counting as qualifying service? 
g) Additions to qualifying Service? 
h) Whether any leave without pay? 

*Points d, e, f, g and h to be filled in carefully, as they will impact 
the calculation of net qualifying service. 

i) Emoluments drawn during 1/ 10 month before retirement. 

*Point “i” will calculate Average Emolument, which will be 
compared against LPD to arrive at pensionary benefits. 

j) Govt. dues recoverable out of gratuity. 

 
 After filling the details, the DH will click on submit and calculate 



button. The amount of gratuity, commutation and monthly 
pension will be calculated and displayed. 

 ‘Revise Form ‘action can be performed if there is a need to 
carry out correction in Form 7 received from HoO. Fig (3.7 (c)). 

 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

(Fig 3.7 (a)) 

 

 

(Fig 3.7 (b)) 

 



 

 

 

Fig (3.7 (c)). 



 

IMPORTANT: -Calculation Sheet shows the pensionary 
benefits and pension as applicable to the pensioner. 
Once this form is reviewed and next stage initiated, it 
cannot be edited. Therefore, due diligence should be 
exercised while reviewing and correcting, if required, in 
all important fields like Pay Band, pay level, 
Qualifying/Non-Qualifying service etc. 

In case Wrong or incorrect information is saved in the system, 
please immediately inform the Helpdesk. 

 
3.5 Calculation Sheet 

 The case will now flow into Calculation Sheet at DH (Pension Sanctioning 
Section) level 
(Action->Pension Section-> Calculation Sheet). 

 DH (Pension Sanctioning Section) will select the case and 
view the calculation sheet and submit it to AAO for further 
approval. (Fig 3.8 (a)) 

 



 

(Fig 3.8) 



 

(Fig 3.8 (b)) 

 Now the case will flow to AAO (Pension Sanctioning Section) 
(AAO Login Approval Pension Section Calculation 
Sheet) 

 The AAO (Pension Sanctioning Section) can either Approve/ Return the 
case. (Fig 3.9 (a)) 

 
 
 
 
 
 



(Fig 3.9 (a)) 
 

 If AAO (Pension Sanctioning Section) returns the case, it will 
again go to DH (Pension Sanctioning Section) for editing in 
“Revise Form” tab. In case of Approval, it will go to AO 
(Pension Sanctioning Section). 

 Now the case will flow to AO (Pension Sanctioning Section) 
(AO Login  
Approval Pension Section Calculation Sheet) (Fig 3.9 
(b)) 

 The AO (Pension Sanctioning Section) can Approve/ Return the case.  
 If AO (Pension Sanctioning Section) returns the case, it will again go to 

DH (Pension Sanctioning Section) for editing in “Revise Form” tab. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
                                                           (Fig 3.9 (b)) 



3.6 Pension Sanction 

 After the Approval of Calculation Sheet by the AO, the case will 
come to Pension Sanction tab of DH Login. (DH Login Action 
Pension Section Pension Sanction) 

 DH can view Sanctions and ePPO. Fig 3.10) (a) 

 Now DH will send the case to AAO for approval. 

 AAO can approve the case and send it to AO for further approval. 
(AAO Login Action Pension Section Pension Sanction) 

 AO can approve the case (AO Login Action Pension Section 
Pension Sanction) (Fig 3.10) (b) 

 This approval can be done only on Internet Explorer version 9 or 11 
and by using the Digital Signature Certificate (DSC) of AO Pension 
Section. 

 Post approval by AO, case will move to the AO- PDA section. 

 DSC installation and signature process is dealt separately in 
the Chapter on DSC Installation. 

 

 

(Fig 3.10 (a)) 

 

 

 



(Fig 3.10 (b)) 

 

 

(Fig 3.10 (c)) 

Important: - AO Pension section will send the physical copy of 
following documents to AO PDA, after Digital signing of EPPO 
and Sanctions are done (the same is also mentioned in the 
enclosures section of PPO Authority Model). 

1. Physically signed copy of Pension authority 

2. Photo Copy of CDA/IDA/DR List. 

3. Photocopy of PAN no and Aadhaar no. 
4. Bank undertaking and Mandate form of pensioner, 



indicating name and full address of the Authorized 
Public Sector Bank. 

 

4 PDA Section 

This part deals with pension case flow in the PDA Section of CCA Offices. 

4.1 Allotment of Pension Case 

 The pension case coming from Pension Sanctioning Section will 
appear in the ‘Allotment’ tab of the AO PDA Section. (AO PDA 
Login Allotment Allocate to PDA- DH) 

 AO PDA will allot the case to the Dealing Hand of the PDA section. (Fig.4.1) 
 
 

 

(Fig 4.1) 

 Now Case will flow to DH PDA Section. (DH PDA Login 
Action PDA Section Sanction Order Received). 

 DH should take the printouts of digitally signed EPPO (2 copies) 
Commutation Sanction, Gratuity Sanction, PPO Authority Model in 
5 sets from the links available on the page, as shown in the 
screenshot below. After AO PDA approves and sends the case to 
PFMS for payment, the above hardcopies (1 set each) need to be 
physically sent to HoO section, Pension section, Cash section 
and Pensioner. One copy will remain with PDA section. 

 Now the DH (PDA Section) will select the case and click on 
Receive Sanction & Send to Bill button (Fig 4.2). At this stage 
the name of the employee will appear in the name column of the 



table as shown below. 
 
 

 

(Fig 4.2) 

 

 

4.2  Vendor Verification in PFMS 

 Now, from the DH login of PDA Section go to Action then 
Vendor Verification (DH PDA Login Action Vendor 
Verification). The case will appear here in the name of 
pensioners/ claimants. From PFMS the pensioner’s/ claimant’s 
(Vendor) bank credentials will be verified and the status with 
error description in the table will be shown as in Fig. 4.3 below. 
This process takes approximately 5-10 minutes and when the 
verification is complete, the case will automatically go to Bill 
Generation Tab. Otherwise failed cases will remain at this stage 
which may be Resend. 

 In case the failure is due to wrong Bank account details, the 
same will be flashed in the Error Description column Fig 4.4. 
The wrong Bank account details can be rectified from the 
PDA Utility tab in the AO PDA (Go to AO PDA login, open 
PDA Utility tab, enter PPO no. of the particular case and edit 
the Bank details as shown in Fig. 4.4(a) and Fig. 4.4(b)). 

 
 



 
    (Fig 4.3) 
 

 If the case has failed because of any reason other than wrong 
bank details, the case may be Resend. 

 

 
(Fig 4.4) 



(Fig 4.4 (a)) 
 
 

 
 
  (Fig 4.4 (b)) 
 
 
 
After completion of Vendor Verification in PFMS the bill will move to 
the next section of DH log-in of PDA Section i.e. Bill Generation. 

 
4.3 BSNL Pay Detail Entry for MTNL Pensioner  
 

 From the DH log-in of PDA Section go to Action then BSNL Pay Detail 

Entry for MTNL Pensioner (DH Login Action BSNL Detail 
Entry for MTNL Pensioner) 

 DH can now edit Form 7, save the calculation and send it to AAO 
(Fig 4.5). 





 
                                                                                   Fig.4.5 



4.4 Bill Generation 

 From the DH log-in of PDA Section go to Others Bill Generate (DH 
PDA LoginBill GenerationOthers Bill Generation). Bill other 
than monthly bills like Commutation, DCRG, etc. will appear at this 
Tab. Here the bills are appearing in the name of claimants who will 
get the payment through PFMS. Now select the case from the 
check box and click Generate Bill Button. The bill will be generated 
and it will go to AAO of PDA Section. (Fig 4.6). 

 

(Fig 4.6) 
 

 AAO of PDA Section will log-in and select the case by clicking 
the check box corresponding to the case and click on Approve 
button (AAO PDA LoginApprovalOthers BillsApprove). 
The case will go to AO of PDA Section for approval. (Fig 4.7) 



(Fig 4.7) 
 

 Now, AO of PDA Section will log-in and go to approval then other 
bills (AO PDA Login Approval Others Bills). The AO will then 
select the appropriate Account Head Code from the drop-down list 
on the top. After entering the “Not Payable Before Date” click on 
Approve/Generate XML button and apply DSC. Now the Bill will 
automatically go to PFMS for payment. (Fig 4.8) 

 After this, the 5 copies of digitally signed Sanctions (taken earlier 
by DH) should be sent to the HoO section, Pension Section, Cash 
Section, Pensioner and 1 copy retained in PDA section (as 
mentioned on Page 71, sub heading 4.1 of this manual). 

 

 
              (Fig 4.8) 



 

4.5  PFMS Payment 
 Now go to PFMS and log-in with PAO credential. Select the Bill(s), 

Generate Payment Batch File and sign Digitally with the DSC. If 
the amount of the payment is more than 10 lakhs, signatory 2 is 
required for making the payment. The Payment screens are given 
below. 

 
 

                                                       (Fig 4.9) 

 

(Fig 4.10) 

 

 



(Fig 4.11) 

 

 

(Fig 4.12) 

 It is recommended that above payment from PFMS should be done 
on the same day, when AO PDA sends the case to PFMS. After 
successful payment from PFMS the cases will appear LC & DLC 
Verification tab of PDA DH. 

 PDA AO can view, if required, the PFMS transaction report of 
pensionary benefits of the pensioner/claimant, in the Reports Tab 
Other Bill Report. 

 Thereafter the cases will be processed as per the arrear section, below. 
 
 



4.6 Arrears 

 
 After successful payment, login from DH PDA and click the tab LC & DLC 

Verification 
(DH PDA Login LC & DLC Verification  LC Verification). 

 

 

(Fig 4.13) 

 Now click on Verify link shown in the Action column, a popup 
window will appear as shown in the figure below. Here we have to 
select the Life Certificate and Non-Employment (FMA also, in 
case of CDA pensioners) Validity, From and to dates (From date 
will be next date, from the date of retirement). After filling the details 
click on Confirm button. (Note-The above certificate date is for non-
employment of pensioner) 

 



  

(Fig 4.14) 

 After LC & DLC the case will go in Arrears tab (PDA DH 
login Action Bill Generation  Arrears) 

 

(Fig 4.15) 

 Here select the Reason for Arrear and fill the PPO Number of 
pensioner, then click on the Search button. Now it will show the 
Arrear calculation. After checking the calculation, printout of the 
arrear details should be taken and the soft copy of the same 
saved (by clicking ctrl +P). Now click on the Save & Send for 
Approval button. Then case will go to AAO of PDA Section for 
approval. (The above printout will be used as Arrear Sanction 



for PFMS payment). 

  
   (Fig 4.16) 

 AAO PDA will select the case (by clicking the check box 
corresponding to the case) and click on Approve button (PDA 
AAO login ActionApprovalPDAArrears). The case 
will go to AO of PDA Section for approval.  

(Fig 4.17) 

 Now, AO PDA (PDA AO loginActionApprovalPDA 
Arrears) will select the appropriate Account Head Code from 
the drop-down list. Now select the case (by clicking the check 
box corresponding to the case) and enter Not Payable Before 
Date and click on Approve button. Now the Bill will 



automatically go to PFMS for arrear payment. 

 

 

         

(Fig 4.18) 

 After Arrears payment, the case will go to monthly bill section (PDA DH 
login 
Action Bill Generation Monthly bill (Normal/Family, IDA/CDA)). 

 

4.7 Monthly Bill 

 While processing the case for monthly bill the income tax 
deducted shall be filled and accordingly the bill shall be 
processed. The income tax deducted shall be used for feeding 
income tax on monthly and quarterly basis. 

 
 A printout of the monthly bill shall be taken and handed over to AO 

Cash conveying the sanction. 
 

 Thereafter the cases in DH can be passed to AAO and further to 
AO for approval. Then AO will send the case for monthly 
bill/pension payment, through PFMS. This cycle will be repeated 
for every month. 
 



 

(Fig 4.19) 

     (Fig 4.20) 

 



 PDA AO can view the PFMS arrear transaction report of the 
pensioner/claimant, in the Reports Tab Other Bill Report. (Fig 
4.21) 

 

(Fig 4.21) 
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Step 1: Preparation of MTNL Pensioners Data 
by CCA Office (Delhi & Mumbai Circle)

• 79 fields in Excel format for each pensioner have to be provided by CCA office to the System Admin, 
SAMPANN

• The data could be obtained from PPOs and physical records 
• Details of the 79 fields are available in Annexure I provided with the User Manual
• Data has to be prepared using the Bank Migration Data Entry Workbook provided as Annexure II with the 

User Manual. Instructions as mentioned in the ‘Instructions’ sheet of the Workbook have to be followed.
• CCA offices must ensure the correctness of data especially of the non-editable fields as these fields will not 

be editable once data has been imported on the system. List of non-editable fields are mentioned in 
Annexure I and Annexure II.

Note: The Bank Migration Module is currently being used to onboard BSNL pension cases in which PPOs were issued by 
CCA offices outside SAMPANN and the pensioners were receiving pension through banks or post offices. Since pension is 
now being disbursed directly through SAMPANN, MTNL pension cases will also be onboarded onto SAMPANN using the 
Bank Migration Module, similar to BSNL pensioners.
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Step 2a: Allocation of Cases to AO PDA by CCA
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Step 2b: Allocation of Cases to AO PDA by CCA
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Step 3a: Allocation of Cases to DH PDA by AO 
PDA
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Step 3b: Allocation of Cases to DH PDA by AO 
PDA
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Step 4a: View Cases and Send for Editing (DH 
PDA)

7



Step 4b: View Cases and Send for Editing (DH PDA)
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Step 4c: View Cases and Send for Editing (DH 
PDA)

9



Step 5a: Edit Cases by DH PDA
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Step 5b: Pensioner Details Tab
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Step 5b: Pensioner Details Tab
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Step 5b: Pensioner Details Tab
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Step 5b: Pensioner Details Tab

The following fields of this tab cannot be edited and hence must be fed at the Data Preparation stage 
carefully:

• PPO Number
• Date of Birth
• Date of Retirement
• Date of Joining
• Date of Death
• Type of Retirement

Non-editable fields
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Step 5c: Family Details Tab
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Step 5d: Bank and FMA Details

Note: Bank Accounts details cannot be edited and therefore should be fed carefully at the Data Preparation 
stage

16



Step 5e: Revision Details Tab

1. Normal case with All Commutations Restored or Nil 

Commutation

2. Normal case with one commutation to be restored

3. Normal case with more than one commutation to be restored

4. Family Pension
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Step 5e: Revision Details Tab
Case 1: Normal case with All Commutations Restored or Nil Commutation

• Number of Commutation Not Yet Restored will be 0 here as obtained from the data and will be disabled
• If No Revision has taken place, then the following will be the same as on Retirement:

• Revised Pay Commission
• Revised Pay Scale
• Date of Effect of Latest Revision
• Revised Pension

• If Revision has taken place, then the latest revised details must be entered for the following:
• LPD after Latest Revision
• Average Emolument after latest revision
• Date of Revision
• Revised Pay Commission
• Revised Pay Scale
• Date of Effect of Latest Revision
• Revised Pension
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Step 5e: Revision Details Tab
Case 1: Normal case with All Commutations Restored or Nil Commutation
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Step 5e: Revision Details Tab
Case 2: Normal case with one commutation to be restored 

• Number of Commutation Not Yet Restored will be 1 here as obtained from the data. The details of commutation will be 
obtained from the imported data and will be disabled.

• If Has Revision Taken Place is ‘NO’, then Number of Commutation Not Yet Restored will be 1 and disabled (cannot be edited). 
• However, if it is ‘YES’, then Number of Commutation Not Yet Restored can be edited and corresponding data in the 

Commutation table can be entered.
• If No Revision has taken place, then the following will be the same as on Retirement:

• Revised Pay Commission
• Revised Pay Scale
• Date of Effect of Latest Revision
• Revised Pension

• If Revision has taken place, then the latest revised details must be entered for the following:
• LPD after Latest Revision
• Average Emolument after latest revision
• Date of Revision
• Revised Pay Commission
• Revised Pay Scale
• Date of Effect of Latest Revision
• Revised Pension

20



Step 5e: Revision Details Tab
Case 2: Normal case with one commutation to be restored 
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Step 5e: Revision Details Tab
Case 3: Normal case with more than one commutation to be restored 

• In this case, Revision would have mandatorily taken place and will always be ‘Yes’
• Number of Commutation Not Yet Restored will be more than one here as obtained from the data. 

• Details of the latest commutation will be obtained from the data imported mandatorily and will be disabled 
and can’t be edited

• Details of remaining commutations have to be filled manually
• Cumulative Last Commuted Amount: Cumulative commuted amount must be entered in each row for 

multiple commutations that have not been restored. See Examples Below
Example 1: Number of Commutation Not Yet Restored  = 2

• Pension at retirement = Rs. 10000
• First Commutation:

• Commuted Amount = Rs. 4000
• Date of Restoration = 2/2/2030

• Second Commutation 
• Additional Commuted Amount = Rs. 800
• Date of Restoration = 2/2/2032

Date of 
Restoration

Last Commuted 
Amount

S.No.

2/2/20324800 (4000 + 800)1. (fed from file & 
disabled)

2/2/203040002. (manually entered)

Example 2: Number of Commutation Not Yet Restored  = 3
• Pension at retirement = Rs. 10000
• First Commutation:

• Commuted Amount = Rs. 4000
• Date of Restoration = 2/2/2030

• Second Commutation 
• Additional Commuted Amount = Rs. 800
• Date of Restoration = 2/2/2032

• Third Commutation 
• Additional Commuted 

Amount = Rs. 800
• Date of Restoration = 

2/2/2034

Date of 
Restoration

Last Commuted 
Amount

S.No.

2/2/20345600 (4000 + 800 
+800)

1. (fed from file & 
disabled)

2/2/20324800 (4000 + 800)2. (manually entered)
2/2/203040003. (manually entered)
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Step 5e: Revision Details Tab
Case 3: Normal case with more than one commutation to be restored 

• Since revision would have mandatorily taken place, then the latest revised details must be entered for the 
following:

• LPD after Latest Revision
• Average Emolument after latest revision
• Date of Revision
• Revised Pay Commission
• Revised Pay Scale
• Date of Effect of Latest Revision
• Revised Pension

23



Step 5e: Revision Details Tab
Case 3: Normal case with more than one commutation to be restored 
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Step 5e: Revision Details Tab
Non-editable Fields

The following fields will be non-editable on the screen and therefore must be fed carefully during the Data 
Preparation stage:

• Has Revision Taken Place?
• No. of Commutations Not Yet Restored

• Will be disabled when value obtained from the data file is 0
• If it is 1 or more than 1, then it is editable

• Last Commuted Amount and Last date of Restoration
• Will be disabled when No. of Commutations Not Yet Restored is 0
• When No. of Commutations Not Yet Restored is 1, the first row will be disabled (data received from the excel 

file)
• When No. of Commutations Not Yet Restored is more than 1, the first row will be disabled (data received from 

the excel file). Other rows will be editable.
• Whether Pension Account has ceased?
• Transfer Status
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Step 5e: Revision Details Tab

• For Family pension, the following fields can be edited on the screen and must be filled with due care:
• Enhanced Pension
• Enhanced From Date
• Enhanced To Date 
• Normal Pension 
• Normal From Date 

• The dates must be entered in accordance with the rules of Family Pension payment on death after retirement or 
death while in service

26

Case 4: Family Pension 



Step 5e: Revision Details Tab
Case 4: Family Pension 
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Step 5e: BSNLRevision Details Tab
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Step 5: LC/DLC Details
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Step 7: Check Monthly Bill
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Step 8: Approval by AAO PDA
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Step 9: Approval by AO PDA
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Step 10: Allotment to DH PDA by AO PDA

Note: PDA Utility can be used at this stage to correct Bank Account details.
33



Step 11: DH PDA Receive Cases

Note: PDA Utility can be used at this stage to correct Bank Account details.
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Step 12: Vendor Verification
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Step 13: Life Certificate Verification
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Step 14: Monthly Bill
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Transfer Cases 
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Step 1a: Case Transfer to other Circle by DH 
PDA
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Step 1b: Case Transfer to other Circle by DH 
PDA
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Step 1c: Case Transfer to other Circle by DH 
PDA
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Step 2a: Transfer Case Approval by AAO PDA
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Step 2b: Transfer Case Approval by AAO PDA
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Step 2c: Returned Transfer Case by AAO PDA
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Step 3a: Transfer Case Approval by AO PDA
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Step 3b: Returned Transfer Case by AO PDA
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Step 4a: Transfer Case Received at CCA 
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Thank You
Please contact the CPMS Helpdesk any further queries
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Under revision module, there are 7 categories of revision:-

1. Revision in the rate of DA
2. Revision on account of withheld amount
3. Revision of pension to family pension on account of death (When No eligible

f.p. is mentioned in the PPO)
4.   Revision of pension to f.p on account of death (when eligible f.p. is mentioned

in PPO) 
5. Revision of pension due to pay change/Court Order By
6. Revision of Pension due to change in commutation claimed
7. Revision of Pension for Migrated pensioners



• This type of revision is used when there is a change in the DA Rate. No 
fresh sanction for HoO for this case shall be required.

• DH Pension will fill the PPO No and select the “Reason for Revision” and 
click on the Search button.

 Now click on the edit button (pencil icon) in last Action column.



 Then next screen opens, here check the details and then click on the 
“Send to Revision Sanction order” button and enter w.e.f. date

• Now Go to-> Revision->Revision Sanction Order tab



 From this screen you can view the Sanction order, by clicking on the View 
link . Also you can take the printout of this Sanction Order .



 Now login with the AAO Pension. Go to ->Approval->Revision->Revision 
Sanction Order .

 AAO can View the Sanction order by click on the View link. If AAO click on 
the approve link record send to AO for approval, if Return link click by the 
AAO record send to DH for editing or deleting and reinitiating the record. 



 Now AO Pension(only on IE Browser) will login Go to ->Approval-
>Revision->Revision Sanction Order .

 AO can View the Sanction order by click on the View link. If AO click on the 
Return link record send to DH for editing or deleting and reinitiating the 
record. 

 AO attach the DSc in the system for digital signature and click on the 
Approve link. At this stage, Digitally signed authority shall get generated.



 Now login with AO PDA, Go to->Allotment->Allotment To PDA DH.

 Now select the case, Allot the case to the PDA DH by selecting the 
respective DH from the dropdown list and Click on “Send To DH” button.

 After this login with PDA DH, Go to ->Action> BSNL detail Entry for 
MTNL Pensioner

 Now PDA DH will enter BSNL Pay Details corresponding to MTNL Pay 
details of the concerned Pensioner.

 Select the Record and Click on the “Approve and Send to AAO” button.

 Now login with AAO PDA, Go to->Approval-> BSNL detail Entry for 
MTNL Pensioner.

 Now select the record and click on the “Approve Bill and Send to AO”.

 After this login from PDA AO, Go to->Approval->BSNL detail Entry for 
MTNL Pensioner.

 After this login with PDA DH, Go to ->Bill Generation->Revision. 

 Select the Record and Click on the “Approve and Send to AAO” button.



• This type of revision is used when there is a withheld amount of DCRG in 
r/o pensioner and sanction for release of full amount/part amount has 
been received from HoO.

• DH Pension will fill the PPO No and select the “Reason for Revision” as 
“Revision Due to Withheld Amount” and click on the Search button.

 Now click on the edit button (pencil icon) in last Action column.



 Then next screen opens, here Fill the ‘Recoveries From Withheld amount’ 
and then click on the “Send to Revision Sanction order”.

• Now Go to-> Revision->Revision Sanction Order tab



 Now login with the AAO Pension. Go to ->Approval->Revision->Revision 
Sanction Order .

 AAO can View the Sanction order by click on the View link. If AAO click on 
the approve link record send to AO for approval, if Return link click by the 
AAO record send to DH for editing or deleting and reinitiating the record. 



 Now AO Pension(only on IE Browser) will login Go to ->Approval-
>Revision->Revision Sanction Order .

 AO can View the Sanction order by click on the View link. If AO click on the 
Return link record send to DH for editing or deleting and reinitiating the 
record. 

 AO attach the DSc in the system for digital signature and click on the 
Approve link. At this stage, Digitally signed authority shall get generated.



 Now login with AO PDA, Go to->Allotment->Allotment To PDA DH.

 Now select the case, Allot the case to the PDA DH by selecting the 
respective DH from the dropdown list and Click on “Send To DH” button.

 After this login with PDA DH, Go to ->Action> BSNL detail Entry for 
MTNL Pensioner

 Now PDA DH will enter BSNL Pay Details corresponding to MTNL Pay 
details of the concerned Pensioner.

 Select the Record and Click on the “Approve and Send to AAO” button.

 Now login with AAO PDA, Go to->Approval-> BSNL detail Entry for 
MTNL Pensioner.

 Now select the record and click on the “Approve Bill and Send to AO”.

 After this login from PDA AO, Go to->Approval->BSNL detail Entry for 
MTNL Pensioner.

 After this login with PDA DH, Go to ->Bill Generation->Revision. 

 Select the Record and Click on the “Send ” button.



 From this screen you can view the Sanction order, by clicking on the View 
link . Also you can take the printout of this Sanction Order .



• This type of revision is used when there is a revision in the pay /court 
order.

• DH Pension will fill the PPO No and select the “Reason for Revision” as 
“Revision on account of Pay revision/Court Order” and click on the Search 
button.

 Now click on the edit button (pencil icon) in last Action column.



 Then next screen opens, here fill the all required details. DH should enter
the following requisite parameters: New AE, New Last Pay Drawn, New
Qualifying Service.



 System will then calculate the revised pension, commutation (if any) and 
gratuity (if any) and the additional amount. Also, if some data entry has 
been wrongly entered, Press cancel. Once satisfied, Press SAVE.



 Sanction Order will then be generated and it will be available in revision 
sanction order Tab. DH may view the sanction order. Once a case is at this 
stage, it cannot be edited.



 Now login with the AAO Pension. Go to ->Approval->Revision->Revision 
Sanction Order .

 AAO can View the Sanction order by click on the View link. If AAO click on 
the approve link record send to AO for approval, if Return link click by the 
AAO record send to DH for editing or deleting and reinitiating the record. 



 Now AO Pension(only on IE Browser) will login Go to ->Approval-
>Revision->Revision Sanction Order .

 AO can View the Sanction order by click on the View link. If AO click on the 
Return link record send to DH for editing or deleting and reinitiating the 
record. 

 AO attach the DSc in the system for digital signature and click on the 
Approve link. At this stage, Digitally signed authority shall get generated.



 Now login with AO PDA, Go to->Allotment->Allotment To PDA DH.

 Now select the case, Allot the case to the PDA DH by selecting the 
respective DH from the dropdown list and Click on “Send To DH” button.

 After this login with PDA DH, Go to ->Action> BSNL detail Entry for 
MTNL Pensioner

 Now PDA DH will enter BSNL Pay Details corresponding to MTNL Pay 
details of the concerned Pensioner.

 Select the Record and Click on the “Approve and Send to AAO” button.

 Now login with AAO PDA, Go to->Approval-> BSNL detail Entry for 
MTNL Pensioner.

 Now select the record and click on the “Approve Bill and Send to AO”.

 After this login from PDA AO, Go to->Approval->BSNL detail Entry for 
MTNL Pensioner.

 After this login with PDA DH, Go to ->Bill Generation->Revision. 

 Select the Record and Click on the “Send ” button.



 Now login with AO PDA, Go to->Allotment->Allotment To PDA DH.

 Now select the case, Allot the case to the PDA DH by selecting the 
respective DH from the dropdown list and Click on “Send To DH” 
button.

 After this login with PDA DH, Go to ->Action> BSNL detail Entry for 
MTNL Pensioner

 Now PDA DH will enter BSNL Pay Details corresponding to MTNL Pay 
details of the concerned Pensioner.

 Select the Record and Click on the “Approve and Send to AAO” 
button.

 Now login with AAO PDA, Go to->Approval-> BSNL detail Entry for 
MTNL Pensioner.

 Now select the record and click on the “Approve Bill and Send to AO”.

 After this login from PDA AO, Go to->Approval->BSNL detail Entry 
for MTNL Pensioner.

 After this login with PDA DH, Go to ->PDA Section->Revision Sanction 
Order.



 Sanction Order will then be generated and it will be available in revision 
sanction order Tab. DH may view the sanction order. Once a case is at this 
stage, it cannot be edited.



 The Commutation/ DCRG amount shall be paid by Cash the same day
when AO PDA send bill in PFMS and same shall be used for arriving at the
date of restoration of 2nd commutation and shall be updated in revision
copy .

 After successful payment, LC and DLC will get refreshed and respective
dates will be entered for the pensioner.

 Thereafter, the monthly bill in for current month lying at AAO shall be
pushed with NPB date to AO and then to Cash for payment.

 The monthly pension of following months(including current month
) will come as per revised pension.



• This type of revision will be done when after the death of pensioner, the
claimant’s name is not mentioned in the PPO.



• Now click on the edit button (pencil icon) in last Action column.



 Now Go to-> Revision->Revision Sanction Order tab, from this screen you 
can view the Sanction order, by clicking on the View link .



 In PDA Section Allot the case to the PDA DH by selecting the respective DH 
from the dropdown list and Click on “Send To DH” button.

 After this login with PDA DH, Go to ->Action->PDA Section->Revision 
Sanction Order.

 After this the record will show in Vendor Verification, GO to->Action-
>Vendor Verification .

 After this record will Go to->LC & DLC Verification->LC Verification.

 According to the dates filled in the revision module, case shall get 
processed.

 After this the case will show in Next month Monthly Bill.

 Now Process the monthly bill and do payment. An assessment shall be 
done on account of amount payable , if any, due to delay of intimation of 
death , from the day following date of death till the disbursement of 1st

revised pension. Such amount shall be paid as arrear/recovery along with 
1st revised pension.



• This type of revision will be done when after the death of pensioner, the
claimant’s name is already mentioned in the PPO.



• Now click on the edit button (pencil icon) in last Action column.



 Now Go to-> Revision->Revision Sanction Order tab, from this screen you 
can view the Sanction order, by clicking on the View link .



• This type of revision is used when there is a revision due to change in 
Commutation.

• DH Pension will fill the PPO No and select the “Reason for Revision” as 
“revision due to change in Commutation.” and click on the Search button.

 Now click on the edit button (pencil icon) in last Action column.



 Then next screen opens, here fill the all required details. DH should enter
the following requisite parameters: New percentage commutation claim
and date of receipt of Form 1 and then simply click on calculate button.



 System will then calculate the commutation amount along with amount of 
monthly pension commuted. Also, if some data entry has been wrongly 
entered, Press cancel. Once satisfied, Press SAVE.



 Sanction Order will then be generated and it will be available in revision 
sanction order Tab. DH may view the sanction order. Once a case is at this 
stage, it cannot be edited.



 Now login with the AAO Pension. Go to ->Approval->Revision->Revision 
Sanction Order .

 AAO can View the Sanction order by click on the View link. If AAO click on 
the approve link record send to AO for approval, if Return link click by the 
AAO record send to DH for editing or deleting and reinitiating the record. 



 Now AO Pension(only on IE Browser) will login Go to ->Approval-
>Revision->Revision Sanction Order .

 AO can View the Sanction order by click on the View link. If AO click on the 
Return link record send to DH for editing or deleting and reinitiating the 
record. 

 AO attach the DSc in the system for digital signature and click on the 
Approve link. At this stage, Digitally signed authority shall get generated.



 Sanction Order will then be generated and it will be available in revision 
sanction order Tab. DH may view the sanction order. Once a case is at this 
stage, it cannot be edited.



 The Commutation amount shall be paid by Cash the same day when AO
PDA send bill in PFMS and same shall be used for arriving at the date of
restoration of commutation and shall be updated in revision copy .

 After successful payment, LC and DLC will get refreshed and respective
dates will be entered for the pensioner.

 Thereafter, the monthly bill in for current month lying at AAO shall be
pushed with NPB date to AO and then to Cash for payment.

 The monthly pension of following months (including current month) will
come as per revised pension.



Thank You

For Support contact us -
Email – support.cpms-dot@gov.in
Phone No.- (011) 25710170


