
ePension Manual 

 

About ePension System : ePension System (http://epension.up.nic.in/UPOPS) is a 
web based application developed using Open Source Technology. This system has 
automated the business process involved in the processing of pension and it’s 
dissemination to the beneficiaries.  

 

Intended Audience : User is supposed to have prior knowledge of computer 
handling and internet browsing. The DDO should have Digital Signature Certificate 
issues for him to digitally sign the uploaded documents. He / She is supposed to 
verify and correct the information filled by Dealing Assistant in the ePension 
system. 

 

Scope : This manual is for Drawing and Disbursing Officer(DDO) roll and describes 
how to forward the case to Divisional Level after verification of Personal & Service 
details of the pensioner. This document also demonstrates how to unlock the 
cases retuned, due to objections, by the Approver Authority for the readdressal of 
the objections. 
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Roll described: 

Drawing & Disbursing 

Officer (DDO) 



  

Home Page 



Login Screen 

Select User 

Type then 

enter 

username 

and 

password 



Enter PIN 

provided 

with DSC  

DSC Authentication just after 

Login 



 
DSC  Authenticated 

Succssfully.Click to 

proceed to 

Dashboard 



 

Home and Logout Links 

Showing User Name of 

the DDO logged in 

List of 

employees 

going to retire 

within next 3 

months 

DSC Information 

Welcome screen for the DDO 



Processing of fresh 

case filled by 

dealing Assistant 



This screen will 

appear on 

clicking “Fresh 
and Compliance 

Cases List” 
button 

(Highlighted) 

List of employees 

forwarded by dealing 

assistant to DDO 

after data entry 

Click on Employee ID, 

shown in blue color, to 

view the details 

forwarded by Dealing 

Assistant 



 

1. Data filled by Dealing Assistant will 

populated and DDO can modify it. 

2. While modifying data avoid use of 

special characters. 

3. Navigation can be done by clicking 

on the tabs. 

4. To save the modifications navigate 

through next button at bottom. 

Click to see the 

uploaded file 

Click to digitally 

sign the 

uploaded file 

Green mark 

appears after 

signing. 



 

1. Sign Annexure 3 & 4 uploaded by 

DA. 

2. Green Mark will appear after 

signing annexure successfully. 

3. After signing navigate other tabs to 

verify data filled by DA 

4. To save the modifications navigate 

through next button at bottom. 

Click on sign to sign 

annexures. 

On clicking Next button 

system will prompt to 

confirm the Bank 

Account Number. Click 

OK to confirm else 

Cancel to re enter the 

correct Account Number 



 

Final data 

submission will be 

done by clicking 

Save button on 

Family Tab 



Be ensure and 

verify whole data 

before 

submision. 



Fill the captcha 

and click on 

Submit to send 

case to the 

divisional office 



 

Indicates 

case has 

been sent 

to Divisional 

Office 

successfully 



Unlocking The compliance 

case returned by Approver 

Authority (divisional Office) 

For Re-Entry by Dealing 

Assistant 



Login Screen 

Select User 

Type then 

enter 

username 

and 

password 



 

Accept 

terms and 

Click on 

Run button 



Enter PIN 

provided 

with DSC  

DSC Authentication just after 

Login 



 
DSC  Authenticated 

Succssfully.Click to 

proceed to 

Dashboard 



 

Click on Locked 

Compliance Cases 

DSC Information 

Welcome screen for the DDO 



 Screen showing List of 

compliance cases 

To get list of 

compliance cases 

click on Compliance 

button (highlighted ) 
Click to view details 

of the cases 



 

List of objections raised 

by different level at 

Divisional Admin 

Click on “Unlock CASE 
For Dealing Assistant “ 

button to unlock the 

case 

List of Fresh and 

Compliance cases  

which are re-entered by 

dealing assistant 

 

Opened by clicking 

“Fresh and Compliance 
case list”  

Process will be same as 

previous fresh case. 


