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New Employer Registration

If New Employer then click on the New Employer Registration Link to redirect to the

New Employer Registration page to register in VNPF.

To Register New Employer

Step 1:

i. If already have an Application No then enter the Application No and click Get

button. Otherwise enter all employer application details.

ii. Choose where company is registered?

iii. Enter/Select Business details, Business Name, Trading Name, Date when the

Business was Established, Date when First Employment Started, Address,

Preferred Communication Language.

iv. In Registration Detail, select Place of Registration.

v. In Business License, Select License Provided By and Enter License No

vi. Click Next button to move to the Step 2.
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Step 2:

i. If Seasonal Employer then select Season Start Date and Season End Date.

ii. Enter Applying Person Information, Applied by and Contact No.

iii. Nature Of Business, Select Category and type

iv. Click Save button.

v. After saving, Employer Branch details and its save button will be visible.
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Employer Branch Detail

vi. Enter/Select Branch Name, Start Date, Total Employed, Branch Type, Category,

Type.

vii. Click Save button to save the branch details.

viii. After saving,

a. Branch will be binded below Employer branch.

b. Edit, Add and Delete button will be visible.

ix. To modify the branch detail click Edit button.
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x. To add new Branch click Add button.

xi. To delete the branch click Delete button.

xii. To Preview the application click Preview button.

xiii. To move to step 3 click Next button.

Step 3:

Add Contact

i. Enter/Select First name, Last Name, Contact Type, Contact No, Designation,

Email ID, Start Date.
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ii. Click Save button to save the contact detail.

iii. After saving,

a. Contact will be binded below Add Contact.

b. Edit, Add and Delete button will be visible.

iv. To modify the Contact detail click Edit button.

v. To add new Contact click Add button.

vi. To delete the contact click Delete button.

Add Vehicles

If business is related to Vehicle then enter vehicle detail.

i. Enter/Select Plate No, License No, License Name, Permit Type, Effective Date,

Expiry Date, Driver’s License No, Driver’s Name.

ii. Click Save button to save the Vehicle detail.

iii. After saving,

a. Vehicle detail will be binded below Add Vehicles.

b. Update, Edit, Add and Delete button will be visible.

iv. To update the vehicle related documents click Update button.

v. To modify the Vehicle detail click Edit button.

vi. To add new Vehicle click Add button.

vii. To delete the Vehicle click Delete button.

Add Documents

i. Upload all the mandatory documents.

ii. Click Choose File button and select the document and click Upload button to

upload the document.
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After completing all steps check the checkbox for accepting the declaration and click

Save and Submit button to submit the application.
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After submitted, the Application will be displayed in VNPF Employer Application

screen at Pending Verification status. If application submitted incompletely then it

will be in Pending submission status.
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