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Enter CFMS ID here

Enter password here

1. Login

Login to the nidhi.apcfss.in with the employee CFMS ID and password
and click on sign in after entering valid credentials.

2. Dashboard
A dashboard will appear and select ‘Pensions’ tile to access pension
application.
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3. Click on ‘Pension Proposal Application’

4. A screen displaying the instructions will appear. Carefully read the instructions and confirm
whether the pension application has already been applied manually.

If the pension application has been applied manually, you cannot apply for the case in this system.

If the pension application has not been applied manually, click “No”.

Upon clicking “No”, you will be redirected to the Pension Application screen.
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A screen will appear with the details of employee, select the ‘Type of Pension’
and ‘Mode of Retirement’ and Upload Retirement Order.

Retiring (Voluntary Retirement)/Medical Invalidation/Compulsory
retirement/Compensation/Compassionate Allowance
If the ‘Mode of Retirement’ is ‘Retiring (Voluntary Retirement)/Medical
Invalidation/Compulsory retirement/Compensation/Compassionate
Allowance, then you can enter the ‘Date of Retirement’ manually by clicking
on the DD/MM/YYYY tile.
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4.1 To select the Date of Retirement, calendar will appear on screen and you
can manually select the date.

4.2 Click on ‘Save & Proceed’ to proceed.

4.3 The following screen will appear with the details of Address for
correspondence and Permanent-address.
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5.

6. If the employee wish to change the correspondence address, tick on the box
to edit the address in the respective fields. If the employee wish to add different
Permanent address for Correspondence address, then uncheck the ‘Click here if
permanent address is the same as correspondence address” and upload the
Address Proof Document. And click on ‘Save’ to proceed further.
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7. The following screen will appear to add family members.

 If there are no family members, select “No” in the “Do you have a Family?” dropdown field.

 If family members are present, select “Yes”.

If family member details were already added previously, the existing family details will be displayed.

Carefully verify the displayed information. If any additions or corrections are required, click on
“Update” to modify the details.
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8. Make the necessary changes, ‘Select the DOB Document Type’ to upload
the ‘DOB Document Proof’, Click on ‘Choose File’ to upload the file. After
finishing the upload, click on ‘Update’ button of the page.Click on ‘Yes’ to
proceed

Click on ‘Ok’ to go back to the previous screen.
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9. Click on ‘Next’ to proceed for the ‘Nomination’

10. A screen will appear with the list of ‘Nominations’, if the employee
wish to Add/Update Nomination Details-Click on ‘Add/Update
Details’.
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11. The following screen will appear with option of ‘Nomination Type’,
Select the Nomination Type.

After selecting the nomination type, Add the details of nominees by clicking ‘+’
on the right side. After entering the details of ‘Relation’, ‘Name’, ‘Address’,
‘Date of Birth’, ‘Share%’ , ‘Aadhar Number’, ‘Contingencies’-Click on
‘Save & Update’.
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12. Click on ‘Ok’ to proceed further.

13. Tick the declaration and click on eKYC to proceed further

14. A window will open, to generate Aadhar OTP, Click on ‘Generate –
OTP’ to receive OTP on Aadhar regesitered mobile number.
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15. Enter the OTP and click on ‘Verify OTP

15. Verify the details and click on ‘Confirm’
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16. Click on ‘Yes’ to proceed further.

17. Click on ‘Next’ to proceed for ‘Witness’ confirmation.
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18. To add the first witness, if the employee is a government employee, enter the
Employee ID - click on ‘First witness save’ to save the details of witness and
click on ‘First witness eKYC’ to proceed with eKYC process.
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19. A window will open, to generate Aadhar OTP, Click on ‘Generate –OTP’ to
receive OTP on Aadhar registered mobile number.

20. Enter the OTP and click on ‘Verify OTP’.
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21. Verify the details and click on ‘Confirm’

22. Click on ‘First Witness Esign’ to proceed for ESign
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23. Click on ‘Ok’ to open Esign Portal

24. Enter the employee aadhar number to generate otp and enter the otp in the
following field. Click on submit to proceed.
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25. A banner will appear with ‘Esign Success’ and click on ‘Ok’

26. To enroll the second witness, enter the First name, Aadhar number and
Mobile number – Click on ‘Second witness Save’ to save the details of second
witness, Click on ‘Second witness Ekyc’ to proceed with eKYC process.
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27. A window will open, to generate Aadhar OTP, Click on ‘Generate –OTP’ to
receive OTP on Aadhar regesitered mobile number.

28. Enter the OTP and click on ‘Verify OTP
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29. Verify the details and click on ‘Confirm’

30. Click on ‘Second Witness Esign’ to proceed for ESign
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31. Click on ‘Ok’ to open Esign Portal

32. Enter the employee aadhar number to generate otp and enter the otp in the
following field.Click on submit to proceed.



24

33. A banner will appear with ‘Esign Success’ and click on ‘Ok’

34. Click on ‘Next’ to proceed for the Pension Proposal window.

35. The Pension Proposal screen will be displayed with the required details.

Select the “Type of Pension” as either Normal or Provisional, as applicable.

 Choose whether to opt for Commutation of Pension.

 If opting for commutation, select the desired percentage of commutation, up to a maximum of 40%.

Carefully review the selected options before proceeding to the next step.

36. After completing all the required fields and verifying the entered details, click “Save and Proceed”.
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You will be redirected to the APGLI screen, where the policy details and loan details will be displayed.

The employee must upload the required documents in the respective fields and then click “Save & Proceed”
to continue.
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37. A banner will appear and Click on ‘Ok’ to proceed to EL encashment
window

44. Verify the details and tick the confirmation box for encashment of leaves.
Click on ‘Next’ to proceed to the GIS refund window.
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45. The following screen will appear with the details of GIS refund, verify the
details and tick the option for requesting the sanction of the APSEGIS funds.
Click on ‘Save &Next’ to proceed further.
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46. Verify the details and tick the confirmation box for GIS refund.
Click on ‘Next’ to proceed to the GPF final withdraw window.
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47. Verify all the details in the preview.
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49. Click on ‘Ok’ to open Esign Portal

48. Tick the declarations and Click on ‘Submit with eSign’
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51. A banner will appear with ‘Esign Success’ and click on ‘Ok’

50. Enter the employee aadhar number to generate otp and enter the otp in the
following field. Click on submit to proceed.
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52. Click on ‘View’ to preview the application, click on ‘Status’ to preview the
status of the application.

53.A banner will appear with the details of the status of proposal.
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