
No. EDP/58/CPP/2022 
O/o the PCDA(P), Prayagraj 
Dated:  25/08/2022 

To 

 All HOOs / ROs / OROs / PAOs………… 
 
Sub:- Reporting of Employment / Re-employment and Marriage / Re-marriage in 

SPARSH System regarding. 
 
 With reference to the subject mentioned above, it is intimated that the 
provision for reporting of Employment / Re-employment and Marriage / Re-
marriage has been made in SPARSH system. Reporting of events for 
Employment / Re-employment and Marriage / Re-marriage can be done through 
Pensioner’s Portal Account and Service Centres by Pensioners. Similarly, Service 
Initiator of Record Offices / HOOs / OROs can report Employment / Re-
employment in respect of any pensioner through Tasks >> Service Request 
Management >> User Type – Registered. 
  
 User guides for reporting of Employment / Re-employment and Marriage 
/ Re-marriage are enclosed herewith in “Annexure-A and Annexure – B” 
respectively. 
  

 
         (HimanshuTripathi) 
          Dy. CDA 

Copy to:- 
1. The OI/C IT&S Wing  

(Local) 
For uploading the same on website 
please. 

 
          Sd/- 
         (HimanshuTripathi) 
          Dy. CDA 

 



Annexure-“A”                                                                                                                         

EMPLOYMENT & RE-EMPLOYMENT SERVICE REQUEST THROUGH BO 

 

Step 1: Service initiatior < Go to TASK < Click on SERVICE REQUEST MANAGEMENT  Node. 
 

STEP 2: Select user Type as  REGISTERED. After selecting user type 3 new fields will get appears 
SERVICE, UNIQUE IDENTIFIER & IDENTIFIER VALUE. 

 
Select One of the option from options mentioned in dropdown in aforementioned fields.: 

 
SERVICE: Army, Navy, AF , DC whatver applicable 

UNIQUE IDENTIFIER:  Regimental number, personal Number, Bank Account Number , PPO No. 
Whatever is available. 



IDENTIFIER VALUE: Value of regimental, personal, Bank Acc. or PPO Number. 
 

STEP 3: After filling all fields, click on SEARCH. Your case details like name will get displayed ,check 
below image for ref. 

 

 
 
 

STEP 4: Generate OTP and Proceed. 
 

STEP 5: Select SERIVE: EMPLOYEMENT/RE-EMPLOYMENT and then upload supporting 
documents, give remarks if required. click on PROCEED. 

 

 
 
 
 
 
 

STEP 6: After Proceed this is how the dialog box appears with pensioner’s complete details. Select one 
of the options in RE-EMPLOYMENT Field, whatever is applicable. Check below image for ref. 



 
 
 
 
 
On clicking Yes as status of employment, screen appears in which all the requisite details of reemployment to 
be filled. 
 

 
 
 
Step 7: Click on Save and proceed. 
Click YES to confirm the employment and reemployment service request. 
 
 



 
 

 
Your Emp & Re-emp Service request has been initiated successfully with a unique Token Number. 
 
STEP 8: As It’s a workflow process so file will go PCDAP_TASK_HOLDER then Task holder will 
forward the file to PCDAP_SUPERVISOR. Check below image for ref. 
 

 
 



 
 
 
STEP 9: Approve file from supervisor. 
 

 
NOT: File will get sanction after scheduler as if its Pensioner case then no corr will get generate.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
EMPLOYMENT RE-EMPLOYMNET SERVICE REQUEST THROUGH PORTAL. 
 
STEP 1: Pensioner need to login with username and password on portal. 
 
 

 
 
STEP 2: Click on 3 line above left corner and go to My Profile < Employment & Re-Employment. 
 

 
 

 
 
 
Step 3: Select one of the options in RE-EMPLOYMENT Field, whatever is applicable. Check below 
image for ref. 
 



 
 
Step 4: Click on Save and proceed. 
Click Submit to confirm the employment and reemployment service request. 
 

 
 



 
 
 
 
Step 5: As It’s a workflow process so file will go PCDAP_TASK_HOLDER then Task holder will 
forward the file to PCDAP_SUPERVISOR. Check below image for ref. 
 

 
 



 
 
Step 6: STEP 9: Approve file from supervisor. 
 

 
 
NOT: File will get sanction after scheduler as if its Pensioner case then no corr will get generate.  
<<END>> 



Annexure-“B”                                                                                                                         

REPORT REMARRAIGE USER MANUAL 

 

1. REPORT REMARRAIGE THROUGH USER LOGIN : 
 
STEP 1 : Login to User account with credentials. 



 
 

 
 
 
 
 
STEP 2 : Click on My Profile menu. 
 
 



 
STEP 3 : Click on Manage Profile in My Profile. 
 
STEP 4 : Now click on Personal details option in Manage Profile. 

 
 

 
 
STEP 5 : Click on Edit icon and change marital status to Remarried. 



 
 
 
STEP 6 : Select value for Eligible for Family Pension. If selected no Then select option for 
Reason for Non Eligibility. 
 

 



 
STEP 7 : Select value for Support Children. 
 
 

STEP 8 : Select date of Remarriage. 
 



 
STEP 9 : Select value of Supported by. (Applicable only when Supporting Children is No). 
 
 

STEP 10 : Click on Upload Documents button and attach Remarriage document. 



 
 

 
STEP 11 : Click on Submit button. 
 
 

STEP 12 : Click on Yes in Acknowledgment pop up. 



 
 
 
 
 

2. REPORT REMARRAIGE THROUGH SERVICE CENTER : 
 
STEP 1 : Click on Service Request & Grievance option. 
 
 



 
 
 
 
STEP 2 : Select SPARSH Pensioner – Self/Relative/Other in User Type drop down. 
 
 

STEP 3 : Select option for Service from drop down. 
 
 



 
STEP 4 : Select value for Unique Identifier from drop down. 
 
 

STEP 5 : Enter value for Unique Identifier in text box and click on Search button. 
 
 

 
STEP 6 : Select Family pensioner from the grid, Select Send OTP & click on Proceed button. 



 
 

 
STEP 7 :  Click on OK button in OTP pop up, OTP will be received on Registered Mobile No 
also. 
 
 

STEP 8 : Enter OTP in Validate OTP text box and click on Validate & Proceed button. 
 



 
 

 
 
 
 
STEP 9 : Select Personal Details in Service Type Drop down and click on Proceed button. 
 
 



STEP 10 : Click on Edit icon and change Marital Status to Remarried. 
 
 

 
STEP 12 : Select value for Eligible for Family Pension & Supporting Children. 
 
 

STEP 12 :  Select value Re-marriage in Reason for Non Eligibility drop down. (Applicable 
only when Eligible for Family Pension Selected as No.) 



 
 
STEP 13 : Select Date of Re-marriage. 
 
 
STEP 14 : Select Supported by Value. (Applicable only when Supporting Children selected 
NO) 
 
 



STEP 15 : Click on Upload Documents button, add attachment for Remarriage document. 
 
 

 
 

 
 
STEP 16 : Click on Submit button & Click Yes in acknowledgment Pop up. 



 
 

 
 
 
 
 


