
Protean eGov Technologies Limited 
 

 

 
 

Standard Operating Procedures 

For 

Subscriber Detai ls  Modification by POP 

 
Version 1.1 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

© 2024 Protean eGov Technologies Limited (Formerly known as NSDL e-Governance Infrastructure Limited), All rights reserved. 

Property of Protean eGov Technologies Limited. 

No part of this document may be reproduced or transmitted in any form or by any means, electronic or mechanical, including 

photocopying or recording, for any purpose, without the express written consent of Protean eGov Technologies Limited.  

 



SOP on Subscriber Details Modification by POP 
 

REVISION HISTORY 
 

Sr. No. Date of Revision Ver Section 
Number 

Description of Change 

1  1.0 - Initial Version 

2 23/08/2024 1.1 - Subscriber Details 
Modification Request for 
Name, DOB and DOR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Classification: Public Version No. : 1.1 Page: 1 of 10 



SOP on Subscriber Details Modification by POP 
 

 
Procedure for updating subscriber details of Subscribers 

 
Modification is a two-step process: 

 
A. Capturing of Master details of Subscribers in CRAsystem by mapped POP. 
B. Authorization of the request in CRA system by mapped POP checker. 

 
 

A. Capturing of Master Details of Subscribers in CRA system by mapped POP. 
 

From the available menus, POP user will have to click on ‘Transaction’ menu and further 
click on ‘Subscriber Personal Details Update’ 

 

 
The next screen will further display four options : Initiate, Verify, Authorize & View 
Request Status for the purpose of carrying out modification/ update of Subscriber details, 
POP user will have to select the first option i.e. ‘’Initiate’’ where POP will have to provide 
the Permanent Retirement Account Number (PRAN) and accordingly existing details will be 
auto fetched. Further, click on Edit button to proceed with modification. 
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As shown in Figure, all the fields will become editable. The POP user shall edit the old 
details and enter the new details as per the change request submitted by subscriber. 

 
(For UOS Subscriber) 

 

 
For Corporate Subscriber) 
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After entering the subscriber name change in CRA system, POP has to select Reason for 
Change for name modification and upload the supporting valid documents under 
‘Proof Document type and Upload Document’ for name change. 

 
(Above screen for name modification) 

 
Please note that if the subscriber is registered through Aadhaar, CKYC, or Digilocker, 
modifications are not permitted via the POP login. In such cases, the Subscriber/POP is 
requested to raise a grievance through the following link: 

 
https://cra-nsdl.com/CRA/cgmsMenuOnloadForSub.do 

 
The request will be processed by the CRA only after receiving the necessary approval from NPS Trust. 

 
 

 
 

(Above screen for DOB modification) 
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(Screen for DOR modification) 
 
 
 

Once the documents are successfully uploaded, the POP has to click on declaration box 
along with physical PRAN card reprint for UOS PRAN & click on ‘Submit button’. 
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Once the documents are successfully uploaded, the POP has to click on declaration box 
along with physical PRAN card reprint for UOS PRAN & click on ‘Submit button’. 

 
 
 

Clicking on submit button, system will take to other page where POP has to click on confirm button. 
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On clicking confirm button, system will generate an acknowledgement number. POP can save the acknowledgement 
number for future reference and for authorization of the request. 
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B. Authorization of the request in CRA system by mapped POP checker. 

 
For authorization of the request, the POP checker will have to login into the CRA system with the 
second User ID, click on ‘Transaction’ menu and further click on ‘Subscriber Personal Details Update’ 

 
 
 

On the next screen, POP checker will have to select ‘’Authorize’’ option and enter any one 
of the search parameters - Acknowledgement Number or PRAN and clickon Submit 
button. 
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Upon submission of details, a hyperlink will be provided on the Acknowledgement 
number. The POP will click on the Acknowledgement number in order to approve or 
Reject the request. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On clicking of approve/Reject, the POP will bethrown to other screen where POP has to 
select radio button: Approve or Reject. 
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On selecting of radio button, POP will be taken to other screen where POP Will click on 
confirm and request will be submitted and acknowledgement number will be shown on 
screen. 
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