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Important Instructions

1. Online processing of pension application in respect of Controller of Accounts has been

notified vide FD OM 5726 dtd.09.03.2022.

2. The notification & operation procedure is available in www.caodisha.nic.in

3. Pensioner HoO PSA CAO CAO onwards as per existing practice.

4. There are 3 stages at the Level of HoO & PSA

a) Office Establishment (Diary)

b) Operator

c) Approver

5. Id at all 3 stages should be created & kept ready. Id will be issued by treasuries.

6. Those who are getting training in this series will be master trainers for the HoOs under

their control.

7. Time out period is 10 minutes.
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Important Instructions

8. Take a print out of the format in iFMS & list of documents.

9. Fill the format in hard copy & then fill up online

10. Keep ready the scanned copy of the documents so that those can be readily uploaded.

11. GPF is mandatory in this online system so in cases where GPF is not available, then you

apply for dummy GPF A/c No. To CAO through PSA only for pension papers.

12. Separate user Id & password required for cases where HoO & PSA are same.

13. Implementation Engineers of Treasuries will also impart training.

14. Operator of head of Office has main role.

15. It is not mandatory for the pensioner to apply online. He may come to HoO operator ,

who will facilitate online application.

Contact No: Addl. Controller of Accounts(O) :- +91- 7008243789

Sr. Software Engineer :- +91- 8249944846

System Analyst:-+91-7008902987
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Step 1 Applicant applies through iFMS portal
(Online Service ) to His / Her Head of Office.

Step 2 HoO will verify the details and calculate
Pensionary benefits and will send to the
PSA. (Pension sanctioning Authority)

Step 3 PSA will verify the same. He will check all
details that is processed from HoO and
apply DSC in all documents and send
proposal for authorisation to the O/o the
CAO.

Step 4 O/o CAO scrutinises, verifies the application
and authorises the Final amount of pension
etc. through DSC.

Step 5 Uploading of PPO, GPO and CPO in iFMS
Portal. Pensioner/beneficiary shall be
informed adequately by SMS alert and can
view it from the website
odishatreasury.gov.in

Step 6 Treasury will take necessary action for
disbursement of Pension and other benefits.
Proposed Digi Locker shall be introduced by
order of the Govt. for viewing and safe
custody at a later stage.

CAO

Pensioner

Head Office

Pension Sanction 
Authority

iFMS
Asst. Controller 

Treasury

Disbursement
.XML

.PDF

Online Pension Process
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Controller of
Accounts, Odisha

Using this Option the 
pensioner can apply 
for his/her Pension

iFMS Portal from which the pension Application start
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Go to – CITIZEN SERVICES

Under “CITIZEN SERVICES” 
menu go to

“Pension /GPF 
Application”

Application Form to be filled by Applicant 
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Application Form to be filled by Applicant 

ENTRY
Subscriber Has to enter 

“Provident Fund Series & A/c No.”
Or

“HRMS Employee Id”  then Select 
application Type i,e Pension or GPF 

there after enter the Captcha

Click on “Search Button”

C
A
O

C
A
O



Application Form to be filled by Applicant 

Auto Populated Data
Employee  Details has  Auto 

Populated  from HRMS 
database.

C
A
O

C
A
O



Application Form to be filled by Applicant 

Auto Populated Data
Personal Details has  Auto 

Populated  from HRMS 
database.
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Application Form to be filled by Applicant 

Auto Populated Data
Official Details has  Auto 
Populated  from HRMS 

database.
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Application Form to be filled by Applicant 

Auto Populated Data
Bank and Contact Details has  
Auto Populated  from HRMS 

database.
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Application Form to be filled by Applicant 

Auto Populated Data
Pensioner’s Address Details 
has  Auto Populated  from 

HRMS database.
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Application Form to be filled by Applicant 

Auto Populated Data
If Previous Pension Details is  

available in IFMS/HRMS 
then data may be auto 

populated  .

“The pensioner to be filled 
the captcha and click the 
save the personal Details 

Button “
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Application Form to be filled by Applicant 

On each Page “Main Application page”, “Nominee Page”, 
“ Family Page”, every time applicant has to Click on SAVE 

BUTTON after filling the details.
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Application Form to be filled by Applicant 

FORWARD

FILE PROCESS

Process of Forward 
After Filling the application applicant can 
forward the application to HoO by filing 

“CAPTCHA” and clicking “Forward Button”

Confirmation
Applicant will be informed through SMS and can 

check the process in “File Process History”

Fill 
CAPTCHA
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HEAD OF OFFICE ESTABLISHMENT OFFICER

Application Forwarded by applicant will appear in task list of HoO with a status “ASSIGNED”
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HEAD OF OFFICE ESTABLISHMENT OFFICER

ESTABLISHMENT OFFICER
ESTABLISHMENT OFFICER 

will receive with a note and 
forward to HoO Operator 
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HEAD OF OFFICE ESTABLISHMENT OFFICER

By Selecting the “Next Roles” as “HoO Operator” , Establishment Officer  forward the Task to Operator.  
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HEAD OF OFFICE OPERATOR 

Now the task has Assigned to Operator in HoO Operator Login Task List, clicking the
Task it will open an applicant details page, Operator will fill all the required details in
applicant details page and Service details, Retirement Benefits Details, Recovery
Details, Provisional Pension Details etc. by clicking the menu.

C
A
O

C
A
O



HEAD OF OFFICE OPERATOR 
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HEAD OF OFFICE OPERATOR 

Retirement Benefits

Service Details

Provisional Pension
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HEAD OF OFFICE OPERATOR 

ATTCHMENTS
Operator attach all 

mandatory attachments 
mark with “*”.

Without attachments 
operator cannot forward 

file to approver.
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OPERATOR 
Forward with a note to HoO

Approver

HEAD OF OFFICE OPERATOR

By accepting declaration now the operator will forward the file to HoO Approver 
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HEAD OF OFFICE APPROVER 

TASK LIST OF APPROVER

A task will create in the task list of the Approver Id mark with ASSIGNED as soon as it
is forwarded by the HoO Operator. Approver can view the details of the task by
clicking at the link. Here the Approver can verify and modify all details if required or
necessary. Verified and scrutinised file is now ready to APPROVE and FORWERD to
the next level i.e Pension Sanctioning Authority (PSA) for further verification with a
note.
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HEAD OF OFFICE APPROVER 
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HEAD OF OFFICE APPROVER 

HoO APPROVER
Forward with a note to ED PENSION 

SANCTION AUTHORITIES
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PENSION SANCTION AUTHROTIES- ESTABLISHMENT OFFICER

Task forwarded by the HoO Approver will create a task in task list of the Pension
Sanction Authority (PSA’s) Establishment Officer task list with a status “ASSIGNED”.
Now Establishment Officer will receive the task/file with a File Receiving note and
forward the same to PSA’s Operator.
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PENSION SANCTION AUTHROTIES- ESTABLISHMENT OFFICER

Note:- This note sanction carries or keep all
information of the file, like from the HoO
EO to PSA Approver through which
hierarchy it has received or forwarded and
what are the modification done in different
level.

Note in each level is mandatory constraint
before forwarding to next level.
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PENSION SANCTION AUTHROTIES-OPERATOR

PSA Operator has the same privilege like HoO Operator, verify and scrutinise the information filled by the HoO
and also do the modification when and where required with a note.  
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PENSION SANCTION AUTHROTIES-OPERATOR

PSA OPERATOR
NOTE
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PENSION SANCTION AUTHROTIES-OPERATOR
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PENSION SANCTION AUTHROTIES-APPROVER

Task ASSIGNED to PSA APPROVER can be viewed by clicking the link present in the task list. PSA
Approver will endorse DSC in all attachments that are sent by all five level and Applicant. After
verifying all details and applying DSC, now the file is ready to be sent to Controller of Accounts office
with a forwarding note in note section.
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PENSION SANCTION AUTHROTIES- APPROVER

PSA APPROVER 
NOTE
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PENSION SANCTION AUTHROTIES- APPROVER

By Selecting the forms PSA Approver can 
put digital Sign.
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PENSION SANCTION AUTHROTIES- APPROVER
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ASST. CONTROLLER- CONTROLLER OF ACCOUNTS

Task approved and forwarded by the PSA now available in ASST. CONTROLLER- CONTROLLER OF ACCOUNTS
Login. By clicking the task CAO office will receive see the details of the application and download the .XML file 

with attachments by clicking “download XML” and “Attachments” menu..  
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XML Files are import to CAO system

Controller of Accounts

A diary task will be automatically created to in the office dairy login
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Controller of Accounts

After clicking “OPEN” it ask to select the PDA( Pension Dealing Asst.) and upload the scanned photo.
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Controller of Accounts
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Controller of
Accounts, Odisha

After Approve of task at Asst. Controller  PPO, GPO, CPO and Intimation will be   
generate  and Digitally Signed.

Contd…

Page - 1 Page - 2 Page - 3 Page - 4 Intimation



Controller of
Accounts, Odisha

After Approve of task at Asst. Controller  PPO, GPO, CPO and Intimation will be   
generate  and Digitally Signed.



Controller of
Accounts, Odisha

Task List of
Asst. Controller.    JOB 2
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Controller of
Accounts, Odisha

Treasury Portal
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Controller of
Accounts, OdishaTreasury Portal 

Treasury officer can 
download digitally 
signed PPO, GPO, 

CPO issued by CAO.

Here Treasury 
officer can view 
and modify all 
details except 
PPO,GPO,CPO 
issued by CAO.After Saving this task will appear in next window 

for approval. 
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Controller of
Accounts, Odisha

After Approving it will 
directed to window that will 
generate EPPO PART III, IV, V 

and VI 

C
A
O

C
A
O



Controller of
Accounts, OdishaE PPO Generation 

Select PPO Id and Generate E-PPO.
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