
STAFF PENSION: MANUAL FOR UPLOADING LIFE CERTIFICATE IN HRMS PORTAL 

1. TAKE THE PRINTOUT OF LIFE CERTIFICATE FORM FROM EMPLOYEE BENEFIT� PENSION, PF & 

GRATUITY � PENSION PROCESSING� LIFE CERTIFICATE FORM. 

 

 
 

2. UPDATE LIFE CERTIFICATE:  ANY EMPLOYEE CAN UPDATE THE LIFE CERTIFICATE OF 

PENSIONER/FAMILY PENSIONER THROUGH EMPLOYEE BENEFIT� PENSION, PF & GRATUITY � 

PENSION PROCESSING� APPLY LIFE CERTIFICATE BY SELECTING APPROPRIATE RADIO BUTTON.  

 

 
 

3. SELECT APPROPRIATE PENSIONER TYPE (PENSIONER/FAMILY PENSIONER) AND SUBMIT THE 

REQUEST

    



4. THE LIFE CERTIFICATE CAN BE APPROVED BY THE BM/4IN1 APPROVER OF THE BRANCH 

THROUGH THE LINK MANAGER APPROVALS� PENSION, PF & GRATUITY � PENSION 

PROCESSING� APPROVE LIFE CERTIFICATE. 

 

 
 

5. AFTER APPROVAL, LIFE CERTIFICATE OF PENSIONER/FAMILY PENSIONER WILL BE UPDATED IN 

HRMS SYSTEM. AN ACKNOWLEDGEMENT WILL BE GENERATED WHICH CAN BE GIVEN TO THE 

PERNSIONER/FAMILY PENSIONER. 

 
 

------------------***************-------------------  


