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CHAPTER-1: LOG IN  

User name: Enter your username. 

Password:   Enter your password. 

Captcha:     Enter the alphabets that as shown on the screen. 

Login:         Click the Login button to proceed. 
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CHAPTER-2: WITHDRAWAL PROCEDURE 

STEP-1: If no transaction data is displayed under the 'Transaction' section, please 

navigate to the 'Statement' section from the sidebar. Otherwise, continue from 

Step-3. 

 

 

STEP-2: Click on the Statement section in the sidebar, one can generate the eGpf 

Account statement against the employee. 

2.1  Select the Statement Type. 

2.2  Click on the drop-down menu which consist of a list of employees and  

       select the employee whose statement you wish to generate.   

2.3  Select the financial Year. 

2.4  Click on the Generate and Download Statement button. 

2.5  The downloaded statement can be given to the employee. 

 

 

Fig.1. Statement Section to generate eGPF Account Statement. 
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Fig.2. The Downloaded Generated Statement format 

 

STEP-3: Click on the Transaction section (1) on the sidebar and click on 

the New Transaction button (2) present on the top right of the screen.  

 

 
 

STEP-4: Select the type of Transaction that you wish to withdraw. 

 4.1 Select the type of Statement. 

 4.2 Select the type of GPF Withdrawal. 

 4.3 Select the GPF Withdrawal Percentage. 

 4.4 Click on Ok,Submit button to proceed or Close to go back. 

1 
2 
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STEP-5: A list of all employee under the transaction type will be listed on 

the table. 

Select all or specific employees that you wish to proceed with by clicking   

on the checkbox. Clicking on the Checkbox will enable the input fields to 

enter, otherwise it will be disabled by default. 

 

 
 

NOTE: 

 
Preview: Click on the Preview button to view the list of already selected  

                  employees whose details have been added and saved before  

                  final submission. 

Save:        Click on the Save button to save the details entered in the   

                  session before final submission. 

Submit:   Press the Submit button to confirm and complete the 

                  transaction submission. 
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STEP-6:  

   FOR REFUNDABLE GPF WITHDRAWAL 

Select the reason under the drop-down menu and enter the Amount and 

No. of Inst. in their own respective fields. 

NOTE:  

1. The Amount must be greater than 999 and must be a multiple of 

1000. 

2. The max value for no. of Instalment is 24. 

3. The Amount must be divisible by the no. of Instalment. 

 
 

ERROR: 

a) If Amount is lesser than 999, the input field will be red. 

 
Fig. a.1: if the value is lesser than 999 

 

 
Fig.a.2 if the value is greater than 999 
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b) If the Amount is not divisible by No. of Inst., the field will turn red 

indicating an error. 

 

 
 

Fig.b.1. If the value of No. of EMIs is not divisible by 10s. 

 

 
 

Fig.b.2. If the value of No. of EMIs is divisible by 10s. 

 

 

 

FOR NON-REFUNDABLE GPF WITHDRAWAL 

Select the reason under the drop-down menu and enter the Amount. 

NOTE:  

1. The Amount must not be more than the GPF Withdrawal 

percentage of the Closing Balance. 
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ERROR:  

If the Amount entered is greater than the Withdrawal Percentage, an 

error prompt will appear.   

 

STEP-7: Click on Submit Button on the top right of the screen. 

 

 
 

  

STEP-8: A pop up notification will appear.  

Click on Okay, Submit it! Button to submit the changes or Cancel to go 

back. 
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SUCCESS: A success message prompt will appear. 

 

 

 

ERROR: 

 

FOR REFUNDABLE GPF WITHDRAWAL 

 

1. If the user tries to submit when the Amount value is not a    

     multiple of 1000, an error pop up will appear. 
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2. If the user tries to submit when the Amount is not divisible by the  

No. of Installment and the No. of Inst. value exceeds 24. 

 

 
 

 

FOR NON-REFUNDABLE GPF WITHDRAWAL 

 

 
 

STEP-9: After successful transaction, user can view the details under 

history.  

• In case of Credit, user can go to History> Credit. 
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• In case of Withdrawal, users can go to History> Withdrawal. 

 

 

STEP-10: Click on the Open button against the Transaction you wish to see the 

details of. 

The details of the the employees against the transaction will be shown along 

with the Status of their transaction. 

NOTE: The status will be automatically updated in real-time based on the 

approval or rejection of the submitted document. 

Upon Approval, the status will change to ‘Approved’. 

Upon Rejection, the status will change to ‘Rejected’. The rejected file of the 

employee can be resubmitted by following the same procedure as before. 
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Users can click on the Download Transaction button to download the 

transaction and have the physical copy to sign and then submitted to their 

Respective HoD. 

 

Fig.1 User can click on the Download Transaction button. 

 

Fig.2 The generated Transaction Format Report. 
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CHAPTER-3 SIDEBAR SUMMARY 

 
1. Dashboard Section 

Upon Logging in, the user is directed to the Dashboard Section. This 

section consists of a kanban view consisting of details for Total 

Employees, Retiring employees, withdrawals in progress and total 

number of withdrawals completed. A table consisting of all retiring 

employees for the current financial year is shown as well. 

 
 

2. Employee Section 

List of all employee listed against the DDO will be shown here. 
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3. Transaction Section 

A comprehensive list of all employees whose GPF transactions are scheduled to be 

processed or have undergone processing is displayed here for easy reference and 

tracking. 

 
  

4. Statement Section 

User can generate a detailed e-GPF account statement for any selected employee. 

 

 
 

5. History 

CREDIT: DDO can check the contributions details from Credit History. 

NOTE: The Monthly Subscription, Refund and Other Credit (DA Arrear, ROP Arrear) 

will credit automatically from ePayBill after the payment is made in treasury. 

 

a. Select the Financial Year from the drop-down menu.  
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b. The list of all credit details will be shown in the table. 

       
 

c. Click on the Open button to view the list of employees against the specific 

transaction ID. 

 
Fig.1. List of Transactions  

 

 
Fig.2. List of Employee against the transaction ID. 

 

 

WITHDRAWAL: List of Employee’s withdrawal history will be shown here. 

a) Select the Financial Year from the drop-down menu.  
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b) The list of all withdrawal details will be shown in the table. 

 

 
 

c) Click on Open button to view the list of employee  against the transaction ID. 

 

 
 

d) Click on the Download Transaction button to download the Withdrawal report. 

 

 
Fig. 1. List of Transaction IDs 

 

 
Fig.2. The Downloaded Transaction Report 

 


