
 

 

NPS account opening procedure 

List of Documents required to be kept handy before starting procedure:- 

1. Aadhaar no & Aadhaar offline e-KYC Zip file with four digit security code. (This can be 
created either through UIDAI website / Aadhaar mobile app.) 

2. Scanned copy of Pan Card in JPG format. (File size should be between 4 Kb to 2 MB) 
3. Scanned copy of Cancelled cheque leaf in JPG format. (File size should be between 4 Kb 

to 2 MB) 
4. Scanned copy of Signature in JPG format. (File size should be between 4 Kb to 2 MB) 

Note: 

1. Choose NPS option details with the help of Presentation. 

Step by step Procedure: 

Step-1: 
 Open link https://www.utimf.com/about/other-business/nps/ 
 Select NPS online (Under Invest in NPS) 

 
Step-2: National Pension Scheme 

 Select -> new subscriber registration and -> NSDL, then click -> Accept 
 

Step-3: 
 (Read Steps for registration before proceeding further) Click on Registration. 

Step-4: Online subscriber registration 

Select/ fill as below: 

 Corporate Subscriber 
 Citizen of India 
 Aadhaar offline e-KYC 
 Tier I & Tier II 
 Enter mobile no which is registered with your Aadhaar no. 
 Enter only Last digit of Aadhaar no 
 Upload Aadhaar offline e-KYC ZIP file -> Click on Consent and then ok. 
 Enter four digit security code for zip file, which was defined at the time of 

generating the file. 
 Enter “oil” and wait to appear organisation name then Select the name. 
 Select from drop down -> Oil and Natural Gas Corporation 
 Press continue. 

Step-5: Personal Details 

 Enter Personal details and complete the form by entering captcha. 
 Generate Acknowledge no. (Save this no for future) 

Note: If session expires in between anywhere after Step-5, click on link provided at 
Step-1, follow till Step-3 and in Step-4 click complete pending registration. Data which 
you filled and saved earlier will be available. 



 

 

Step-6: Contact Details 

 Select US person -> No 
 Country of tax residency-> India 
 Address of Tax residency-> India 
 Tin no issuing authority-> India 
 Fill Pan No in place of Tax Identification No 
 Validity-> Leave blank 
 FATCA State, City and Zip code -> The State and city from where you file 

your income tax and its zip code 
 Click Residential in Correspondence Address Details and Permanent 

Address Details. 
 Click Save & Proceed. 

Step-7: Bank & Other Details 

  Other Details: 

 Occupation Details -> Public Sector 
 Other details are not Compulsory 

Employment Details: 

 Employee ID -> CPF No 
 Date of Joining -> Date of Joining ONGC 
 Date of Retirement 

Bank Details: 

 Fill Bank Details 
 Save 

Step-8: Nomination Details 

Tier I 

 Choose Pension fund manager (as per your choice) 
 Choose your Investment options (Active or auto) (as per your choice) 

Nominee details  

 Fill Nominee details 
 Save 

Step-9: Document Upload 

 Select & upload PAN card 
 Select & Upload Cancelled Cheque 

Step-10: Photo & Signature details 

 Photo will be taken automatically from Aadhaar data 



 

 

 Upload Signature file 
 Save and Confirm 

Step-11: Declaration Details 

 Check the filled details and Click next till declaration details. 
 Read all the declaration details and then confirm by clicking check boxes. 
 Click Confirm registration. 
 Check your details and Click Confirm. 

Step-12: 

 Click on Download Confirmation receipt. (Save for Future reference) 
 Click on Download Registration receipt / e-Sign 

o You have two choices here: 
 Either click on esign subscriber registration form and then 

click eSign & Download, then Click Proceed. (Note: eSign 
Service charges ₹ 5.90 will be applicable here). Then 
Check the terms and conditions, Enter VID/ Aadhaar no then 
click send OTP. One OTP will be sent to your registered 
mobile no. Fill it and submit. After successful e-Verification 
download ESigned form for future reference. (No need to send 
the form anywhere)  

 Or If you do not wish to eSign the form, Click on View 
subscriber registration form and then Download S1 form. Print, 
Paste Photograph, Sign and send it within 30 days to the 
address mentioned there. Please note the form should be 
attested by POP (Service Provider) 

Note: If session expires in between anywhere after Step-5, click on link provided at 
Step-1, follow till Step-3 and in Step-4 click complete pending registration. Data which 
you filled and saved earlier will be available.  


