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1. Retiree Module 
This Module deals with Pensioner’s login and the steps to fill and submit the form. 

1.1 Retiree Dashboard 
• Retiring officer/official can see the progress of his/her application at the top of the 

dashboard (Fig 1.1) 

• Milestones completed will be shown in GREEN colour dots and the pending ones with 

RED colour dots. 

• Retiree can see the pensionary benefits and lodge their grievance, if any, using the 

dashboard. 

• Retiree can see his/her pension details by clicking on pension ledger. 
 

 
Fig 1.1 

 
 

 

1.2 Fill & Submit Forms 
Retiree can fill the forms by following the following steps: 

1.2.1 Pensioners Details 

• Pensioner/Retiree should login into CPMS using PAN and Password received on SMS (NOTE: 
In case of Family Pension the Retiree Profile will be created by the SSA office itself). Click on 
Pensioners Details >> Profile. Fig 1.2 
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Fig 1.2 

• Few details will be pre-populated in the profile of the retiree and rest of the details will be 
filled by the retiree (In case there is any discrepancy in the pre-populated details of the 
retiree, he/she may write to SSA unit and get the same rectified). 

 
 

Personal Details Tab: 

• Click on Personal Details Tab and fill the same. After filling the same click on Save button 
and move on to next tab ‘Commutation and FMA’. Fig 1.3 
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Fig 1.3 
 

Commutation and FMA Tab: 

In this tab user will fill the FMA and Commutation details. The commutation percentage can 
be maximum 40%. Fig 1.4 

In case FMA is applicable, retiree needs to select his/her area of residence as CGHS or non-
CGHS. Other requirements may also be filled in. 
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Fig 1.4 

Family Details Tab: 

• Retiree will fill information about his/her family members in this tab. 
• Then the Retiree should fill the nominations, alternate nominees etc. and keep clicking 

save button to move on to the next tabs. Fig 1.5 

• The Retiree should NOT fill his/her own details in this tab. 

 
Fig 1.5 
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Nomination Form 1: Fig 1.6 
 

Fig 1.6 

Nomination Form A Fig 1.7 
 

Fig 1.7 
 

 
Bank Details Tab: 

Retiree will fill the bank details in this tab. He/she should be careful while entering these 
details as this is important information for the pension disbursement. Fig 1.8 

• After filling the bank details, bank undertaking will be printed (button provided on screen 
as Print Bank Undertaking). Pensioner will himself/herself sign the same and also get 
signed from bank authorities. Retiree will then upload the signed Bank Undertaking on 
CPMS (upload a file). 
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Fig 1.8 

 

 

IMPORTANT: -Pensioner profile prompts the pensioner to enter bank 

details. The pension and pensionary benefits of the 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 Pensioner, and 

then uploaded on CPMS. 

Check List Tab: 

The Retiree will fill the Check List as per the criteria and scenarios. SL. No. 2, 7, 9 cannot be 
NO. Retiree need to fill them carefully. Fig 1.9 



Comprehensive Pension Management System User Manual (Version 6.2) 

7 

 

 

 

Fig 1.9 

*Click on ‘Final Submission ‘tab whereupon the case will be finally saved. Once finally 
submitted, the retiree will not be able to change the data. Hence the details should be 
thoroughly checked before submission. Fig 1.9 

 

The Retiree shall take print out of the forms-form 5, form 3, Nomination forms and Form 
1A-and after signing duly submit them with enclosures as mentioned in the checklist of form 
5 to HoO. 

1.3 Updation of Mobile, Email and address 
For updating mobile number, Email or Address of a pensioner after finalisation of retirement 

benefits, following process will be followed. 

The user/pensioner will have to first login using the PAN no. as the Username. After login, 

click on the profile picture and select the option “Edit Profile” (Fig (1.10)). 
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Fig (1.10) 

A Pop-up window (Fig (1.11)) will be displayed with the option to choose the following 

details which the user wants to edit or change: - 
 

 
 

 
 

 
 

 

 
 

 
 
 

Fig (1.11) 

The user has to select the option which he/she wants to change or modify. 
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1.3.1 Mobile Number Update 
Upon selecting ‘Mobile Number’, the following screen will be displayed (Fig (1.12)) 

 

Fig (1.12) 

Retiree can enter his/her mobile number and then select either his/her registered email ID 

or the entered mobile number to receive an OTP to verify the number (Fig (1.12)). Upon 

receiving the OTP, retiree should enter the OTP (Fig (1.13)) and save which will then update 

the mobile number. 
 

 
 

 
1.3.2 Email ID Update 

Fig (1.13) 
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Upon selecting ‘Email ID’, the following screen will be displayed (Fig (1.14)) 
 

Fig (1.14) 

Retiree can enter his/her new email ID and the click on generate OTP which will then send 

an OTP to the registered mobile number (Fig (1.14)). Retiree should then enter the OTP 

received and click on save (Fig (1.15)) which would then update the email ID. 

 

 
 
 
  

 
 

 
1.3.3 Address Update 

Fig (1.15) 
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To update address, pensioner would be taken to the pensioner grievance page where a 

grievance related to updation of address can be registered (Fig (1.16)). 
 

Fig (1.16) 

Once such a grievance has been registered, it will be assigned to the respective DH who will 

then update the address. Uploading of proof of address is mandatory in such case. 

1.4 Lodge Grievance 
• Retiree can login and raise his/her Grievance related to pension, if any. Retiree 

Login→ Pensioners detail→Grievance. 

• Retiree can select the Grievance Type from the dropdown and add the description 

about it. (Fig 1.17) 
 

Fig 1.17 
 

 

• Retiree can also upload the attachment related to the Grievance, if any. (Fig 1.18) 
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• After filling all the details, Retiree will click on Submit button. (Fig 1.19) 
 

 

Fig 1.18 
 

 

Fig 1.19 

Retiree shall be able track the status of his grievance from grievance history. (Fig 1.19) 
 

 

1.5 View documents and Ledger 
Retiree can access ePPO and DCRG sanction along with ledger at any point of time. Also, he 

can access any corrigendum/revision authority on his dashboard as well. (Fig 1.20) 
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Fig 1.20 

 
 
 

 

1.6 Income Tax Module 

1.6.1 Proposed Investment Declaration 

Proposed Declaration: All the pensioners drawing pension via SAMPANN are to submit the 

proposed declaration forms of investment and other information for availing income tax 

rebate to the respective pension paying branch by 15th April each year. They can submit by 

filling the online form from their Dashboard or fill a physical copy and send to Concerned 

CCA office. In case of online filling of proposed form, no physical copy needs to be sent to the 

CCA office. 

The pensioners who fail to submit the proposed declaration in time schedule mentioned 

above but submit subsequently on a later date, the tax deduction shall get impacted after 

receipt of the declaration. No proposed declaration would be entertained however after 9th 

October. After that Actual declaration shall submitted by the pensioner. 

 
Pensioner has to take following steps in order to fill the income tax declaration in SAMPANN 
application: 
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B 

C 

D 

 

 
1. Pensioner shall open SAMPANN website- www.dotpension.gov.in and login using 

his/her credentials as screen shown in the below Fig (1.21). 
 

Fig (1.21) 
 
 
 
 
 

 
Now Pensioner has to click on the Pensioner Details-> Investment Declaration link shown in 

below Fig (1.22) 

 

 
Pensioner will have the option to submit proposed declaration or actual declaration. 

http://www.dotpension.gov.in/
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Fig (1.22) 

User has to click on the 1st “Fill Proposed Investment” button shown in Fig (1.23) and fill his 

proposed investment declarations details. 

 

Fig (1.23) 
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Document upload is not mandatory in case of Proposed Investment Declaration. 

Also proposed declaration can be submitted by the pensioner before 15 April. In case multiple 

declarations are submitted, latest one shall be taken into account. Fig (1.25) 
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Fig (1.25) 

 
After entering the Proposed Investment Declarations, the below screen will be shown. Here 

Retiree can see his filled information by clicking on the View link shown in grid under 

“Submitted Declaration” title shown in Fig (5.26). 
 

 
Fig (1.26) 
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After click on View link below screen will show Fig (1.27). From this screen Retiree can take 

the print of this page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Fig (1.27) 

1.6.2 Actual Investment Declaration 

 
Actual declaration: All the pensioners drawing pension via SAMPANN are to submit the actual 

declaration forms of investment and other information for availing income tax rebate to the 

respective pension paying branch by 10th October each year. They can submit by filling the 

online form from their Dashboard. However, they can also fill a physical copy available on 

Pensioners’ Dashboard and send to Concerned CCA office. 

If no actual declaration is received by 10th October, then the proposed declaration, if 

received, shall stand nullified. Also, Actual declaration submitted later will be taken into 

cognizance in the monthly bills remaining to be processed. Hence, no actual declaration 

shall be accepted beyond 15th Feb. Fig (1.28) 
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Pensioners should fill Actual declaration of investment as indicated below: - Fig (1.28) 

 

 

 

Fig (1.28) 

After selecting the Actual Investment Declaration option, the following form will appear: - 

Fig (1.29) 
 



Comprehensive Pension Management System User Manual (Version 6.2) 

20 

 

 

 

 
 
 

 

Fig (1.29) 
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Fig (1.30) 

In this Actual investment declaration form, Pensioner may upload proof of 

investment/savings. All documents required as proof of saving (Investment) should be 

uploaded. They can be uploaded against each entry or as one file against any one of the fields. 

After entering the Actual Investment Declarations, the below screen will be shown. Here 

Retiree can see his filled information by clicking on the View link shown in grid under 

“Submitted Declaration” title shown in Fig (1.30) 

. 
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Fig (1.30) 
 

 
The proposed /Actual declaration shall be received by CCA Office and there after pensioner 

may view the admitted declaration. In case of any issue, fresh declaration may be submitted. 

The reason for change in submitted & Admitted document shall be available in remarks. It 

may be noted that fresh declaration can be submitted only when pensioner’s last declaration 

has been admitted. 

Proposed/Actual declaration submitted by the pensioner shall be available for view & 

accounting to PDA section. 

Now Retiree can see the Approved Calculation Sheet on Dashboard by click on the View link 

shown in the grid under “Admitted Declaration” title shown in Fig 1.30. 


