
ONLINE RETIRAL 
MODULE

By VPD Consultant Pvt. Ltd.



The Online Retiral Module can be accessed from: https://www.vpdconsultants.com/employeelogin.aspx



After first time login you will get below screen where you need to change the your default password to another password.



In case you want to reset your  password, enter the Company Code, your Employee Id and then click on the “Reset 
Password” link. You will receive a mail through the registered email address, you had updated in the Change Password 
screen, with instructions to reset your password.



Home Page
After login you will get the home page where you will get the option of Query Tracking, Provident Fund, Forms, Utilities & 
Help .



Query Tracking
In this section, you have 2 options – New Query and View Query

New Query
Here you can post your queries to VPD. After sending the query, the system will generate a Reference number for 
the query for further follow-up. For eg. G001_1.



View Query



Provident Fund

In this section, there are 4 options – 

Personal Profile
Nomination
Transfer Tracking

Balance



Provident Fund-Personal Profile
Here you can view your personal details like, Permanent address, Date of Birth, Date of Joining, PAN , PF number, 
Previous PF number (if any), Date of Leaving etc. 



Provident Fund-Provident Fund Details



Superannuation Fund Details



Provident Fund-Bank Details



Nomination
This screen will be visible  through Provident Fund- Nomination. Here you can view your PF nomination details 
updated in your Form 2. 



Transfer Tracking
This screen will be visible  through Provident Fund- Transfer Tracking. Here you can view the status of your 
Transfer-In of previous Company (if any). 



Balance
You can view the PF Balance for the Current Year (under Current Year tab) as
on the last day of the previous month and the Previous Year PF Balance (under Previous Year tab) as on 31st March. Once 
the Previous Year data is audited, the Previous Year tab will get disabled
and you can view the audited PF Balance under Audited Statement tab. Also, you have the provision either to
save or print the PF Statement.





Advisory note on Pension Contribution Scheme



Printable Statement



Forms- Provident Fund

Under this utility you can fill-up online, Provident Fund related forms like  PF Nomination (Form2), Non-Refundable 

Withdrawal & PF Withdrawal. Here you have to fill the details as instructed on the interactive form. Once you have 

completely filled the PF Nomination click on Save and generate the pdf file. 

No need to submit the form to HR department, as once the E-sign process is completed, the form will automatically move 

ahead for Processing. You will get alert notifications at every stage of your application. For instance, Application received, 

Accepted, Rejected (with reason for rejection), Settlement Processed, Payment made, etc. Further, you will also be alerted 

when your Annexure K is updated on the Module.





Nomination Form (Form 2)- Application Entry Page



Enter mobile no.

OTP for e-sign application
will receive on this mail id.

Enter present 
address details

Enter permanent 
address details

Select Nationality



Enter Name & Address 
of nominee

Select Nominees relation 
in drop down

Enter Nominees 
Date of Birth

Enter Nominees share paid
 to each nominee

Enter name & address
  of guardian in case 

of minor nominee



Nomination Instructions





Alert post Save as Final mode



E-sign Process
For the authentication, the user has to E-sign the application. The E-sign code is mailed to the employee 
through the email id updated in the application. Unless the process is completed the application is not 
forwarded ahead for processing.



E-sign Code Mail Alert

E-sign code will receive through 
mail after click on Generate code



Post Save as Final Mode when the user re-visit to the 
Form



Under this utility you can view the claim status of your Forms.

Form Wise Status



Application Status

Employee can view his/her Application status.



Application Accept Mail alert



Application Status (accepted application)



Application Reject Mail Alert



Application Status (rejected application)
Employee can view the application rejected status along with rejected reason. Post rejection the application 
get converted into the editable format for correction. Rest of the process is same to process the application 



PF Nomination Form – Page 
1

Print form will generated post Save as
 Final & click on Generate Form.



PF Nomination Form – Page 2



PF Transfer Form[Form 13 (Revised)] 

After click on PF Transfer Form the alert message will get displayed where you have to confirm the status of 
Previous employment.
If you select the option 'Yes' then one link will get displayed. Click on that link. It will redirect to the EPFO UAN 
Member e_SEWA Protal  where employee can fill transfer form .



If you select the option 'Yes' then the EPFO link for Online Transfer Claim Portal is provided for filling 
online transfer claims. Also the user guidance manual is given to help the employees to understand the 
process to fill the form online.



If you select the option 'No' then Form will get open where you can fill the required details. 

Enter mobile no.

Enter E-mail id.

Enter Bank Account no.

Enter  Bank IFSC.



Enter PF 
account no.

Enter Pension account no.

Enter Name & address of
 previous establishment

Enter Name of PF Trust
Enter Date of 

Joining in
 previous 

establishment
Enter Date of Leaving in
 previous establishment



Change of Name Form
In case, there is a change in your name, fill this form and submit along-with required supporting 
documents to the HR department. 



   Non-Refundable Withdrawal Form - NRW Calculator
Construction of House



Purchase of site for construction of House



Further Addition, alterations or improvements to the dwelling…………..



Repayment of loan raised for construction or purchase of a house



Illness of employee or member of his family



His/her own marriage, the marriage of his/her daughter, son, sister or brother



Children’s post-matriculation education



LIC Premium on life of the employee



Expenses of the damage caused to the movable or immovable property due 
to flood, cyclone, earthquake or…..



If establishment is locked or closed down for more than 15 days



If the employee is unemployed for a period of not less than one month



Entry Form

Enter mobile no.

Enter address 
for communication

Enter Email ID to get OTP for
 e-sign the application



Purchase of Site for Construction of House- Example 1
Employee has to upload the file in pdf only and the file size should not exceed more than 1 MB  



Construction of House- Example 2



    E-sign Code mail alert

E-sign code will receive through 
mail after click on Generate code



Application Accept mail alert



Alert message post successful E-sign process.



Under this utility you can view the claim status of your Forms.

Form Wise Status



Employee can download the enclosures through their login.



    Application Reject Mail Alert with Rejection Reason



    Payment Processed Alert Mail 



    Payment Credited Alert Mail 



Calculation sheet upload mail alert



Employee can view the status of  his Application, whether accepted, rejected, payment made or the 
calculation sheet is upload.

Application Status



Employee can view the application rejected status along with rejected reason. Post rejection the application 
get converted into the editable format for correction. Rest of the process is same to process the application 



Download Calculation Sheet



Calculation sheet

Downloaded or Viewed Calculation
 sheet will look like this.



PF Withdrawal Form
Active employee cannot fill the form. He will get an alert post click on the Form.



Advisory Notes













Entry Page

If any change in your Name 
& Father/Husband

 Name then click on 
the link to fill the form



Enter address

Enter mobile no.

Enter Email ID to get OTP for
 e-sign the application



Select appropriate radio button



Enclosures if form filling due to Resignation upon Marriage and PF 
membership less than 5 years



Enclosures if form filling due to Resignation and PF Membership more than 
5 years



Alert Post Save as Final Mode



For the authentication, the user has to E-sign the application. The E-sign code is mailed to the employee 
through the email id updated in the application. Unless the process is completed the application is not 
forwarded ahead for processing.

E-sign Process



    E-sign Code Mail Alert

E-sign code will receive through 
mail after click on Generate code



Alert message post successful E-sign process.



Under this utility you can view the claim status of your Forms.

Form Wise Status



    Application Reject Mail Alert



Download Enclosures



    Application Accepted Mail Alert



    Application status

Employee can view his/her Application status.



    Settlement Status Mail Alert



    Payment Processed Mail Alert



  Statement/Annexure K Upload Mail Alert



    Application Status- Post Payment and Enclosure Upload



Download Statements



UtilitiesUtilities

Following options are available under utilities such as FAQ, Download Forms, Change Password, Download 
PDF Reader. 



FAQs
Here you can browse through FAQs for any of your queries related to the Provident Fund / Pension Scheme /
Deposit Linked- Insurance Scheme. 



Download Forms

In this section, you can download ESIC / PF / Gratuity / Superannuation Forms such as Nomination Forms, Loan 
Withdrawal Forms etc. You can also view the sample forms which give an insight on how the forms should be filled. 



Through this section, you can change your existing password as and when required. 

Change Password



Help

In this section, you can download the login manual in PDF format. 



Thank You!!
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