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Confidentiality 

This document contains confidential information, which is provided for the sole purpose of permitting the 

recipient to evaluate the proposal submitted herewith. In consideration of receipt of this document, the 

recipient agrees to maintain such information in confidence and to not reproduce or otherwise disclose 

this information to any person outside the group or the evaluation committee directly responsible for 

evaluation of its contents, except that there is no obligation to maintain the confidentiality of any 

information which was known to the recipient prior to receipt of such information from Maharashtra 

Information Corporation limited(MahaIT), or becomes publicly known through no fault of recipient, from 

MahaIT, or is received without obligation of confidentiality from a third party owing no obligation of 

confidentiality to MahaIT. 

 

 

Security 

The information contained herein is proprietary to MahaIT and may not be used, reproduced or disclosed 

to others except as specifically permitted in writing by MIT. The recipient of this document, by its retention 

and use, agrees to protect the same and the information contained therein from loss or theft. 
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1. Division EE/SE/CE Pension Clerk Level Login: 

Pension Clerk Level Login is used for Inward form, Case form, Draft case form entry and Reject case form. 

1.1. Inward Form:  

Inward form is a standard task carried out whenever a new pensioner employee is applying for Pension. 

Inward form contains Sevaarth id and Pension Type. It can also be used for updating existing employee 

data. This module has integration with other modules, which has employee data. 
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Path: Pension > Inward form >  

 

Step 1: Select radio button of Do You Have Sevaarth Id, Select Pension type from dropdown list, if 

sevaarth id is present then enter sevaarth id, if sevaarth id is not present then Click on Proceed button  
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1.1.1: Case form:  

Path: Inward form > Case form > 

Step 2: Select pay commission from dropdown list, Select Pensioner Type from dropdown list, select 

checkbox of label Do you want to commute, Click on Next button 
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1.1.1.2: Case form > Basic Details  

Step 3: Select Basic details tab, Select Pensioner details, Select Retiring Office Details, Select Field 

Department from dropdown list, Select Residence Address, Enter Address, Enter Pin code, Enter Email id, 

Select Is address after retirement is same as above, enter Bank account number, Select Photo and 

Signature, Click on Next Button. 
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1.1.1.3: Case Form > Pay and Service Details  

Step 4: Select Pay and Services Details tab, click on Add row button, Select Type of Break from dropdown 

list, Select Effective date and to date, select from date, Enter Pay in Band, Click on Next Button  
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1.1.1.4: Case form > Family Details > 

Step 5: Select Family details, Select radio button of Nominee Available ?, Enter Nominee name, Select 

relation from dropdown list, Enter percentage, Select Physically Handicapped/Mentally Challenged from 

dropdown list, Enter Date of Birth, Click on Next Button. 
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1.1.1.5: Case form > Recovery > 

Step 6: Select Recovery details, Select Balance of Advance, Click on Next Button 
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1.1.1.6: Case form > Checklist  

Step 7: Select Checklist details tab, Select Government Accommodation checkbox, Select Certificate 

checkbox, Click on Next Button 
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1.1.1.7: Case Form > Pension Calculation > 

Step 8: Select Pension Calculation details, Select CVP Application Date, Enter PPO No, Select PPO Date, 

Enter GPO No, Select GP Date, Select DCRG Application Date, Select Calculate button, Click on Save and 

Forward to Next authority button 
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2: Division EE/SE/CE Pension First Clerk Level Login  

Pension First Clerk Level Login is used for Forwarded cases to approve forward or reject case. 

2.1: Forwarded cases 

Path: Pension > Forwarded cases > 

Step 1: Verify and Select Forwarded Cases, Verify and Select Name of Pensioner from Pensioner list, 

Verify and Select Case form 
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Step 2: Select pay commission from dropdown list, Select Pensioner Type from dropdown list, select 

checkbox of label Do you want to commute, Click on Next button 
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2.1.1: Case form > Basic Details  

Step 3: Select Basic details tab, Select Pensioner details, Select Retiring Office Details, Select Field 

Department from dropdown list, Select Residence Address, Enter Address, Enter Pin code, Enter Email id, 

Select Is address after retirement is same as above, enter Bank account number, Select Photo and 

Signature, Click on Next Button. 
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2.1.2: Case Form > Pay and Service Details  

Step 4: Select Pay and Services Details tab, click on Add row button, Select Type of Break from dropdown 

list, Select Effective date and to date, select from date, Enter Pay in Band, Click on Next Button  
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2.1.3: Case form > Family Details > 

Step 5: Select Family details, Select radio button of Nominee Available ?, Enter Nominee name, Select 

relation from dropdown list, Enter percentage, Select Physically Handicapped/Mentally Challenged from 

dropdown list, Enter Date of Birth, Click on Next Button. 
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2.1.4: Case form > Recovery > 

Step 6: Select Recovery details, Select Balance of Advance, Click on Next Button 
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2.1.5: Case form > Checklist  

Step 7: Select Checklist details tab, Select Government Accommodation checkbox, Select Certificate 

checkbox, Click on Next Button 
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2.1.6: Case Form > Pension Calculation > 

Step 8: Select Pension Calculation details, Select CVP Application Date, Enter PPO No, Select PPO Date, 

Enter GPO No, Select GP Date, Select DCRG Application Date, Select Calculate button, Click on Save and 

Forward to Next authority button 
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3: DDO Level 2 Login > 

DDO level 2 Login is used for Approve or Reject forwarded cases. 

3.1: Forwarded case 

Path: Pension > Forwarded case > 

Step 1: Select Name of Pensioner from Pensioner list, Select Basic details tab, Select Pay and Service 

details, Select Family Details, Select Recovery details, Select Checklist details, Select Pension Calculation 

details, Click on Approve and Forward to Next authority button 
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Basic details > 
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Pay and Service Details > 
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Family Details > 

 

Recovery > 
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Checklist > 
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Pension Calculation > 
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4: Class 1 officers of all offices workflow 

4.1: Class 1 Officer E.E. 

 

 

 

 

 

          (As an approver and forward case to EE / DDO 

      

         Approve and forwarded to pension section (H.O) 

 

      

4.2: Class 1 Officer S.E. 

 

 

 

 

Office superintendent as an approver & forward   
case to S.E DDO 

 

Approve and forwarded to pension section (H.O) 

 

Clerk (EE Office)  

 

First clerk / Accountant      

(EE Office)  

 

SE: First Clerk  

EE DDO 2 

Clerk (SE Office) 

First clerk / Account (SE office) 

CE : Office superintendent  

SE DDO 2 
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4.3: Class 1 Officer C.E 

 

 

 

 

Desk officer / EST officer (MJP Adm. HO) will be 
approval & forward case to C.E DDO 

      Forwarded to pension section (HO)  

 

 

Clerk (CE office)  

 

Office superintendent / First clerk  

H.O:Desk officer / EST officer 

     CE DDO2 


