
Process Flow for uploading and seeding of KYCs in respect of employers (where 

 employees’ strength less than 50) having no digital signatures registered with EPFO 

 

A functionality has been introduced for uploading and seeding of KYCs in respect of employers 

(where employees’ strength less than 50) having no digital signatures registered with EPFO. 

Such employers have been facilitated to get their KYCs approved digitally by their concerned 

Field Offices. 

A. Action to be taken by the employers: 

The process for upload of KYC details is same as is being followed earlier and the same has been 

explained in detail in the User Manual for Employers. The establishments having employees’ 

strength less than 50 have to upload the KYC details and fill up the missing member details. The 

employer will have to submit the printed copy of pdf (generated from the portal only) of 

uploaded KYC duly signed by its authorized signatory for its digital approval by concerned field 

office.  

B. Activities to be carried out by the field offices 

The activities to be carried out by the field offices and their process flow have been detailed 

below: 

(i) Creation of users by OTCP admin 

 The field office has to login to OTCP - admin portal and enter the user name and 

password. 

 



 On log-in, the following screen would appear.  

 

 

 Select the Menu “Create User” and opt for Create New User. 

 As shown below, please enter details of Authorized User in the space given, select the 

role as Nodal Officer and press “Submit” button. 

 

 

 After pressing “Submit”, you will be given the message as shown in screen below: 

 



 The process of user creation is complete and the admin (OTCP) may logout. 

(ii) Registration of digital signature certificate by the Authorized User 

For registering digital signature certificate, the Authorized User has to click on the OTCP - 

admin portal. The following screen would appear. 

 
 Please select the hyperlink for “Login for Nodal Officer/ Data Entry and verify physical 

claim”. 

 The following screen would appear wherein the Authorized User has write his username 

and password created in Transfer Admin Login.  

 

 
 Please press “Submit” button. 

 The “EPFO OTCP Admin Home Page” would appear.  



 
 

 Please select “Register Digital Signature” under the option “KYC”. The following screen 

would appear. 

 The authorized officer has to enter the details here for registering digital signature as 

shown below and press the button “Next” to proceed further.The designation has to be 

selected from the drop down box provided. 

 

 
 

 On pressing “Next” button, the following screen would appear wherein the type of 

digital signature certificate is to be selected.  

 



 
 

 Please select “Sign with your USB Token”. 

 On selecting “Sign with your USB Token”, you will be asked to run the application viz. 

SmartCardApplet. You need to accept the risk and press “Run” button. 

 

 
 

 On selecting “Run” button, the following screen would appear. 

 



 
 

 Please click on button “Select your USB Token Certificate”. The following screen would 

appear. 

 

 
 

 

 Please select the certificate and click on “Select this Certificate”. 

 After selecting the certificate, the following screen would appear. 

 



 
 

 Please click on “SUBMIT” button. The following screen would appear. 

 
 

 The message “Digital Signature Registered Successfully”appears.  

 The screen also has the Signatory Details, Date of Registration and Status. 

 The details of the registered Authorized Users can also be viewed by selecting the 

option “View Digital Signature” under the Menu “KYC” as in the screen below. 

 



 
 

 

(iii) KYC approval at the field offices 

The employer having employees' strength less than 50 will have to submit the printed copy 

of pdf (downloaded from OTCP portal only) of uploaded KYC duly signed by its authorized 

signatory for its digital approval/rejection by concerned field office. The signatures of the 

authorized signatory are to be verified by the accounts section on the same document 

before the KYC details are digitally approved by the authorized user in field offices. 

 

For approving KYC in respect of an establishment, the authorized user has to follow the 

process flow as explained below: 

 

 The authorized user will log-in on OTCP - admin portal and select the option 

“Approve/Reject KYC” from the Menu “KYC” and enter establishment ID as shown 

below: 

 
 

 After entering establishment id, press “Search” button given just below the 

establishment ID. After Search button is pressed, the following screen would appear 

showing the Tracking Id, Date & Time, Signed KYC File (pdf) alongwth two options i.e. 

“Approve” & “Reject”. 



 

 
 

 As the KYC file has to be checked with the duly signed and verified printed copy of KYC 

file before signing digitally contents of the pdf, please click on the pdf file. 

 The contents of the pdf file would appear as shown in the screen below:  

 
 

 If satisfied with the details, press “Approve” button else “Reject” it. 

 On pressing “Approve” button, the user will be directed to following screen wherein he 

will be required to select Signatory and sign with your USB Token.  

 The “Submit” button will be enabled. Please click on "Submit" button. 

 After Submit button is pressed, the following “SmartCardApplet” would appear on the 

screen.  



 
 

 

 Tick the check box given at bottom to accept the risk and press “Run” button. 

 The following screen would appear wherein there is an button “Select your USB Token 

Certificate”.  

 
 

 Please click on  button “Select your USB Token Certificate”. The following screen would 

appear. 

 



 
 

 Now Select the appropriate certificate and press “Submit” button. The following screen 

would appear. 

 
 

 For approval of KYC, please press ‘OK’. 

 The message "KYC PDF has been approved" would appear on the screen. 

 

 
 

 This completes the process of digital signing of the KYC details by field offices in respect 

of establishments having employees' strength less than 50. 


