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ABBREVIATIONS

Sl. No.

Abbreviation Description

1 APT Advanced Postal Technology
2 FO Franchise Operator

3 ID Identification

4 QR Quick Response

5 SOP Standard Operating Procedure
6 UPI Unified Payment Interface

7 URL Uniform Resource Locator

Standard Operation Procedure:

SOP No

Module Customer Relationship Management

Dated 12-08-2025

SOP Title Booking of Domestic mails by Franchisee through
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1 Introduction

Franchise Operators are now required to book the mail articles through customer self
service portal of APT. After completion of booking (either bulk or single or both) may be
inducted in the linked Post Office through Induction Management.

Franchise Operator should have sufficient balance to book the mail articles. Mail
articles booked by Franchise Operator are required to be presented by Franchise
Operator by 1700 hrs in the linked Post Office.

This document describes procedure of login, all options available under Franchise
Operator Dashboard, procedure of induction of articles presented by Franchise

Operator is explained.

Note :- At present, only Domestic Mail booking only can be done.

2 Franchisee Login

Registered Customer Guest Login
{

| Customer ID

Password

@ G

Forgot/Reset Password?
Forgot Customer ID?

Dont Have Account?. Register Yourself!!

Open URL : https://app.indiapost.gov.in/customer-selfservice/login in
any of the recommended web browser.
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Induction in Post Office

Registered Customer Guest Login

Customer ID
1121121112

Password

B e ®

Forgot/Reset Password?
Forgot Customer ID?

Dont Have Account?. Register Yourself!!

Franchisee to enter their login credentials to login.

o M Department of Posts &
&% — Ministry of Communications, Government of India m

Self Booking My Bookings
Self Booking of Articles Check List of All your Bookings
here

Dashboard

@ Home

REGISTERED SERVICES

PAYMENTS & WALLET

TOOLS

REPORTS

COMPLAINTS

OTHER PRODUCTS

SETTINGS

After successful login, Home page of Customer Relationship Management will
be displayed.
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3 Pre-requisites before proceeding booking as Franchise
Operator

Department of Posts

Ministry of Communications, Government of India [ Vweicome. tender |

CUSTOMER RELATION MANAGEMENT

Dashboard

@ Home

Register as a Partner Register for Franchise Franchise Customer Profile
Register for Bulk Customer @ Operator @ See your Franchise Customer
Services, DNK Customer Services Profile, Track application status

and more

Register for Franchise Operator

REGISTERED
SERVICES

services

Franchise
<] =
Operator
Customs
Queries

@

In left side panel, click on “Add Additional Services” under ‘Registered Services’
and click on ‘Register as a partner’ card.

w v Department of Posts
&

Ministry of Communications, Government of India

Dashboard @ Home Service Registration

@ Home . Service Registration

REGISTERED SERVICES Services

PAYMENTS & WALLET

TOOLS

&) Bulk Customer & Agent b Vendor
REPORTS
COMPLAINTS
OTHER PRODUCTS Franchise @ DNK Customer & RMFS Customer
| O
SETTINGS Operator

After clicking on ‘Register as a partner’ card, Franchise Operator need ensure
themselves that, ‘Franchise Operator’ service is enabled.
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o &
'ﬁ M Department of Posts i)
— Ministry of Communications, Government of India =

CUSTOMER RELATION MANAGEMENT
Dashboard
Register as a Partner Register for Franchise Franchise Customer Profile
{2 Home Rea Fra
egister for Bulk Customer Operator See your Franchise Customer

Services, DNK Customer Services Profile, Track application status
and more

Register for Franchise Operator

REGISTERED SERVICES

Add additional

Franchise

=]

If logged in user is already a bulk customer, and they wishes to register
themselves as Franchise Operator, they need to click on ‘Register for Franchise
Operator’ card.

v.‘ Department of Posts ()
— Ministry of Communications, Government of India m

'CUSTOMER RELATION MANAGEMENT

Dashboard @ Home Franchise Registration
@ Home . Franchise Registration
REGISTERED SERVICES Franchise Operator Details
Proceed with Filling Franchise Operator Details
PAYMENTS & WALLET Franchise Operator Name Father/Director Name Nationality
e JITENDER 0] O
__REPORTS Date Of Birth Document for address proof Address Proof Number
B Dateof Birth Select Address Proof v
COMPLAINTS @ {}
OTHER PRODUCTS WhEt-her Department of Posts (DoP)
pensianer?) no
S RIANGS If yes, Upload copy of PPO
Franchise Operator Permanent Address
{3 Profile . ) } .
* Enter house/plot/building details Enter street/landmark/village Enter pincode
Bhim basti, Vpo-Fatehpur Billoch @ gfos { 121006
Enter town/city/district State Country

&  Faridabad @  HarvanNa @ india

Franchise Registration page under Registered Services—>Register for Franchise
Operator will be displayed.
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Al D L (NI Lo HPE Y : £ | moararoar ol alal
NOUIE .= DTTOTTC ProceTuUiiTg DOOKRME, pPpre-requisSite 1S rancmSe—opeTratotr—Souta
have sufficient balance in wallet. Procedure to view current wallet balance and
recharge wallet is explained in SL. Nos. 4.1 and 4.2 of this document.

4 Franchise Operator Dashboard

Department of Posts ®©
Ministry of Communications, Government of India [ eicome, jender |
‘CUSTOMER RELATION MANAGEMENT
Dashboard
@ Home Dashboard
@ Home
2 Wallet Balance £ Refresh
REGISTERED
SERVICES ¥72,239.00

Quick Access

Recharge Wallet ® Bulk Booking D Domestic Article Booking (+) My Bookin, B
Add funds to your wallet Book Article cross India Book Articles across Indis List of Al

Click to recharge > Click here to book > Click here to book > Click here for reports >

Click on ‘Franchise Operator’ side panel option under ‘Registered Services’
category to view the Franchise Operator dashboard. Franchise Operator
dashboard has following information / options;

Wallet Balance

Recharge Wallet

Bulk Booking

Domestic Article Booking
My Bookings

vy v ¥ ¥
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4.1 Wallet Balance

Department of Posts
Ministry of Communications, Government of India
‘CUSTOMER RELATION MANAGEMENT

Dashboard
@ Home Dashboard

{3y Home

= Wallet Balance £ Refresh
REGISTERED

SERVICES ¥72,239.00

In the dashboard, current wallet balance widget shows the current available
balance in the wallet. Provision of ‘Refresh’ is given to refresh and view updated
current wallet balance.

Note : - Pre-requisite to proceed with booking is Franchise Operator (FO) is to
have sufficient balance in the wallet.

4.2 Recharge Wallet

Quick Access
Recharge Wallet @ Bulk Booking ® Domestic Article Booking @ My Bookings @
Add funds to your wallet Book Articles across India Book Articles across India List of All your Bookings
Click to recharge > Click here to book > Click here to book > Click here for reports >

Click on ‘Recharge Wallet’ option under ‘Quick Access’ widget of Franchise
Operator dashboard.
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Dashboard

{2} Home

REGISTERED SERVICES
PAYMENTS & WALLET
TOOLS

REPORTS
COMPLAINTS

OTHER PRODUCTS

SETTINGS

{s} Profile

Department of Posts

Ministry of Communications, Government of India
CUSTOMER RELATION MANAGEMENT

@ Home > Dashboard

Wallet Balance

¥62,239.00

3 Recharge Wallet
Enter amount (Min:1000 | Max:50000 | Multiple of 100)

.

& Refresh

€ Cancel B Proceed to Payment

After clicking on ‘Recharge Wallet’ option, page as shown above will appear.

Dashboard

{2t Home

REGISTERED SERVICES
PAYMENTS & WALLET
TOOLS

REPORTS
COMPLAINTS

OTHER PRODUCTS

SETTINGS

& Profile

Department of Posts

Ministry of Communications, Government of India

‘CUSTOMER RELATION MANAGEMENT

3 Wallet Balance

¥62,239.00

£ Recharge Wallet
Enter amount (Min:1000 | Max:50000 | Muiltiple of 100)

1000q

—2

& Refresh

€ Cancel B Proceed to Payment

Enter the amount of recharge to the wallet and click on ‘Proceed to Payment’

button.

INDIA POST - APT
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Payment Details ®

Purpose: Wallet Recharge

Amount: ? 1 0000

Amount in words:

Ten thousand rupees only

< Cancel B Proceed to Pay

After clicking on ‘Proceed to Payment’ button, dialogue box as shown above will

appear. Confirm the amount shown in figures and words and click on ‘Proceed
to Pay’ button.

Choose Payment Method

Payable Now : $10000

‘ 32 Pay with QR Code
) Q) @ we B 3

After clicking on ‘Proceed to Pay’ button, options to choose payment method is
shown as above. Presently, only Pay with QR code is available. Click on it.
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Important Notice

il s After completing your payment, please click the Check

Transaction Status button. You can also review your payment
u status on the Transaction History page.

India Post

After clicking on Pay with QR code, an Important Notice as above will get

displayed. Click on OK button.

&2 Pay with UPIQR

Scan and Pay

Scan the QR code using
any UPI app on your
phone

= Q@ ® 3

Amount: ¥10000
Transaction ID: TXN7108343300

Check Transaction Status

Dynamic QR code with amount and Transaction ID will be displayed. FO can
scan the QR code using any UPI app on their phone and after successful
payment, click on ‘Check Transaction Status’ button to check the status.

INDIA POST - APT
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Payment Successful! X
v
st 5w Payment successful!
“@
rabia Pt UPI Reference ID: 166715

Transaction ID: TXN7108343300

Click on ‘Check Transaction Status’ button, if payment is successful, pop-up
message as shown will be shown. Click on OK button.

Department of Posts
Ministry of Communications, Government of India

Dashboard

@ Home Dashboard

@@ Home
2 Wallet Balance £ Refresh
REGISTERED SERVICES
¥72,239.00
PAYMENTS & WALLET
TOOLS )
Quick Access
REPORTS
COMPLAINTS Recharge Wallet @ Bulk Booking ® My Bookings B
Add funds to your wallet Book Articles across India List of All your Bookings
OTHER PRODUCTS Click to recharge > Click here to book > Click here to book > Click here for reports >

After clicking on ‘OK’ button, wallet balance will show the updated balance.

INDIA POST - APT Page 12 of 33




( -.‘ SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office

India Post
Dk S B

4.3 Bulk Booking

= wallet Balance 23 Refresh
REGISTERED SERVICES v
¥72,198.00
PAYMENTS & WALLET v
TOOLS
Quick Access
REPORTS
T Recharge Wallet ® Bulk Booking ® Domestic Article Boaking ® Myn:wkmgs \ B
Add fue to your wallet Book Articles across Book Articles across India st of All Bookings
OTHER PRODUCTS ’ Click to recharge > Click here to book > Click here to book > Click here for reports >

Under ‘Quick Access’ widget of Franchise Operator dashboard, click on ‘Bulk
Booking’ option.

@ Download Excel Template

B Domestic Mail Template [ ® Download Template J
Template for Speed Post, Registered Letters, and Parcel services

(@ Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.

Domestic Mail template to be downloaded and booking data may be entered in
the template and kept ready for bulk booking.

Note : - Please download and use the latest template for booking. This
template contains specific fields and formats required for the selected booking

type.
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Bulk Booking

# Booking Reference: 6000000013082521221 D Booking Type: NCOM @ Customer ID: 1121121112

Booking Information

Mail Category * Booking Type * Product Type *
Domestic Mail v Franchise Customer v Inland Speed Post
Q Search...

+ Inland Speed Post
@ Download Excel Template Registered Letter
India Post Parcel Retail

B Domestic Mail Template Speed Post Parcel

Template for Speed Post, Registered Letters, and Parcel services L J

Induction in Post Office RS

After clicking on ‘Bulk Booking’ option, Select Mail Category (At present only
Domestic Mail can be selected), select Booking Type as ‘Franchise Customer’
and select ‘Product Type’ from the drop-down list. Then Booking Reference will
be generated. Scroll down the page.

Note : - Franchise Operator to proceed booking only after generation of booking
reference.

INDIA POST - APT Page 14 of 33




& ga SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office

B Current Wallet Balance Available for
L4 21 98 Transactions
& OFFICE NAME OFFICE ID PINCODE
& 1 ®
Mysuru HO 21260551 570001

@ FRANCHISE TYPE < FRANCHISE SUB TYPE

Individual / Proprietor = Only Booking of Consignment(s)

@ Important Reminder

Please drop off the article at your linked office before 17:00 hrs

4. Please leave the PickupAddress tab empty, set Pickup Address Flag to false in ArticleDetails, and provide a valid DropOffPincode.

View Excel Data Errors
y
Booking Ref. ID
93 Check Upload Status

Upload Excel File

@ Choose Excel File

“ Sones!

Option to choose excel template file will be shown.

@' Open X
A @ > Sury. > Desktop > v G | Search Desktop »
Organize = New folder =- 0 0
> @ Suryakant Rao - Name
@ Suryakant Rao - ol bulkfranchiseone 07032025 xsx ®
> SOPs - Shortcut o) g
WFFICE 1D ®
& Downloads # > Yadagiri HO - Shortcut © 0-05-2( 3260551
@l Desktop - > 1 Training Plan - Shortcut @ 2
FRANCHISE SUB PE
£ Documents # >4 IT 20 - Operational Guides-2025 (MS-Word)-20.. © e Only Booking of Consignment(s)
R Pictures > B2 Roles of Admin officesxlsx © 6
© Music » @2 Tunga-Issues noticed XLSX o)
00 hrs
| RT -
File name: | bulkfranchiseone_07032025.dsx ~ | Micosoft Excel Worksheet (*xds
Open Cancel

Flag to false in As

tails, and provide a valid DropOffPincode.

—F
Upload Excel File

Booking Ref. ID

© Check Upload Status

Browse and choose the excel template kept ready with booking data
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A Please leave the PickupAddress tab empty, set Pickup Address Flag to false in ArticleDetails, and provide a valid DropOffPincode.
Upload Excel File

@ Change File Submit B View Excel Data Errors
B4 bulkfranchiseone_07032025.xlIsx

Booking Ref. ID

© 6000000013082510431 Check Upload Status

m ‘ Cancel

After selecting the desired template file, file name chosen will be shown. If the
excel file contains errors, same can be viewed by clicking on ‘View Excel Data
Errors’ and processed. Enter Booking Ref. ID and click on ‘Submit’ button.

2 Job Initiated Successfully
Booking Reference No: 6000000013082538551

Please note down this booking reference number for
future reference.

Close

After clicking on ‘Submit’ button, pop-up as shown above will be displayed.

i Please leave the PickupAddress tab empty, set Pickup Address Flagto false in ArticleDetails, and provide a valid DropOffPincode.
Upload Excel File
@ Change File

B View Excel Data Errors

Booking Ref. ID

B bulkfranchiseone_07032025.xlsx

() 6000000013082538551 Check Upload Status

Date Booking Ref. ID Details Amount Status Actions
Success: 3/3, Fail: 0
13-08-2025 6000000013082538551 — 694 NN Success

Processed: 100%

—
m cance'
= J

Details as shown above will appear. Click on ‘Pay’ button.
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&3 Select Payment Method )

&3 Payment Options

Franchise Wallet

Select a Payment Method

Choose a payment option from the list to proceed with your transaction.

Dialogue box to select payment method will be shown. Click on ‘Franchise
Wallet’

€3 Select Payment Method D)

€3 Payment Options

B F Wallet Pay
Franchise Wallet ®
Available Balance
& 72198.00
Payment Amount After Payment
5 694.00 £71504.00

Please confirm the deduction of ¥694.00 from your franchise wallet

' Confirm Payment X Cancel

After clicking on ‘Franchise Wallet’, available balance, payment amount, after
payment are shown as above. To confirm payment from Franchise Wallet, click
on ‘Confirm Payment’.

Date Booking Ref. ID Details Amount Status Actions
Success: 3/3, Fail: 0
13-08-2025 6000000013082538551 — t 694 - Success

Processed: 100%

Download Receipt Download Excel Download Address Label

After clicking on ‘Confirm Payment’, following options will be shown ;
= Download Receipt
= Download Excel
= Download Address Label
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Booking Ref. ID.
Booking Office
Booking Date/Time
User

Product Type
Mode of Payment
Customer ID
Contract ID

SI.No Article No SL.No

Department Of Posts
Bulk Booking Receipt

: 6000000013082538551 Base Tariff (incl. VAS) .
: Self Service Portal Discount 4
: 13/08/2025, 13:17:13 Base After Discount (incl. VAS)
$1121121112 CGST

: SP_INLAND SGST

: Franchise Wallet Prepaid Amount

: 1121121112 Net Amount

Track on www.indiapost.gov.in or Dial 18002666868

Article No SI.No Article No SL.No Article No SI.No Article No

1 EK004355959IN 2 EK004355968IN 3 EK004355977IN

588.00
0.00
588.00

: §3.00
:53.00
:0.00

1 694.00

Sample of ‘Download Receipt’ after completion of bulk booking.

] iess

Sample of ‘Download Receipt’ after completion of bulk booking.
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4.4 Domestic Article Booking

Quick Access

Recharge Wallet @ Bulk Booking ® Domestic Article Booking @ My Bookings @
Add funds to your wallet Book Articles across India Book Articles across India List of All your Bookings
Click to recharge > Click here to book > Click here to book > Click here for reports >

Under ‘Quick Access’ widget of Franchise Operator dashboard, click on
‘Domestic Article Booking’ option.

1 Home Domestic Mail Booking
Domestic Mail Booking
# Booking Reference: Yet to Generate 00 Booking Type: Franchise Customer @ Customer ID: 1121121112

Linked Office Details

Current Wallet Balance Available for
8 71504 Transactions
OFFICE NAME g OFFICEID @ PINCODE
Mysuru HO 21260551 7 s7eem
) FRANCHISE TYPE < FRANCHISE SUB TYPE
~ Individual / Proprietor e Only Booking of Consignment(s)

CL) Important Reminder
Please drop off the article at your linked office before 17:00 hrs

text >
= EIJOME S Complete Booking with (Rs.0) < 0.00/-

After clicking on ‘Domestic Article Booking’ option, page as shown above will
appear.
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Induction in Post Office

@ Article Information
Origin Pincode* Origin PO Name Destination Pincode* Destination PO Name Phy. Weight (in gms)*

@ 570001 &  MysuruHO @ 560001 &  Bengaluru G.PO. i s

@ Service Selection

Booking Type* Mail Service Type* Article Barcode

B @ Inland Speed Post v @  EY000261598IN [ © prepaid

4> Inland Speed Post

Fill-in / select Article Information and Service selection.

4> Inland Speed Post

Volumetric Weight Calculation
Mail Shape*

@  Document (Envelope) v

B volumetric Weight Formula

Charged weight is the higher of volumetric weight or physical weight
Value Added Services
. . i @& POD(Proof Of Delivery)
Cb Delivery Instructions O Insurance Details
Delivery Type O O Insurance
Normal Delivery v

A=) Viewcart(u)‘ B Complete Booking with (Rs.0) -

T 94.00/-

Select / Fill-in other related information depending upon selection of mail service
type and click on ‘Next’

INDIA POST - APT Page 20 of 33




SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office

2 Sender Information

Enter Mobile No/Cust ID/Email ID

Search & Address Type

Select address type

Q Search
Q  swssmo BEEETEEN - .

Title

8 Selecttitle

Enter middle name
o
A
Enter mobile number*

% 9449849210

Enter company name

a8

Enter landmark

m

State/Union Territory*

8

) Retain details for next booking

Personal Details
Enter first name*

v A BHARATH KUMAR

Enter last name

A SOLANKI

Enter email address

=]

Address Details

Enter address line 1* Enter address line 2

w D BLOCK w STH MAIN ROAD
Sender Pincode* City/District*

® 570001 ]
DAC

@

Enter all mandatory
section.

INDIA POST - APT

and necessary information under ‘Sender

Information’
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Enter Mobile No/Cust ID/Email ID

Q 86698546210

Title

2 M

Enter middle name

)
Enter mobile number*
S 8669854621
Enter company name

a

Enter landmark

M)  NEAR GEETA SCHOOL|

State/Union Territory*

a8 KARNATAKA

() Retain details for next booking

(& Dedlarations

Induction in Post Office

Search & Address Type

Select address type

@ Home

Personal Details
Enter first name*

3 SANJEEV

Enter last name

A KUMAR

Enter email address

8
Address Details
Enter address line 1*

w SIDDHARTHA NAGAR

Recipient Pincode*

© 560001

DAC

© Recipient Information

Enter address line 2

m

City/District*

=] BENGALURU URBAN

India Post
Dk S B

Enter all mandatory
section.

& Declarations

and necessary information under ‘Recipient Information’

1 declare that the shipment does not contain any prohibited or restricted items

& Laccept the applicable terms & conditions

=B ETIUME & Complete Booking with (Rs.0) -

T 94.00/

Tick ‘Declarations’ and click on ‘Submit’ button to add the article to cart. After
validation of booking data, mail article will be added to cart.

INDIA POST - APT
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( 9 View Cart (1) J B Complete Booking with (Rs.94)

Number of articles added / available in cart and option to complete the booking
with the available articles in cart will be shown as above.

EY000261598IN

Cancel

When clicked on ‘View Cart’ button, details of saved articles to cart will be
shown in a pop-up window. Click on cancel. To complete the booking with the

available articles in cart, click on ‘Complete booking with <booking amount>’
button.

‘ B Select Payment Method L

|
® Payment Options

‘ B Franchise Wallet Payment
@ ]

B3 Franchise Wallet
Available Wallet Balance: ¥71504.00

Confirm wallet deduction of ¥94.00

B

Next, select payment method dialogue box shown. Select payment option as
‘Franchise Wallet’ and click on ‘Confirm Payment’.
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Saved Articles (]

"
EY000261598IN
Type: SP_INLAND
Sender:

BHARATH KUMAR 5...
MYSURU, 57001

Receiver:
Mr. SANJEEV KUMAR
BENGALURU URBAN..

11 294,00

B Label $2 Barcode

& Print All Receipts

Cancel

After clicking on ‘Confirm Payment’, articles booked and optionto print receipt
will be shown as above. Click on ‘Print all receipts’ button.

Iniand Speed Post
POD DropOft

U A A

EY000261598IN
Dely Office & Pincode Bengaluru G.P.0.(560001)

Booking Office: Mysuru HO (570001)

Counter No. 0, 13/08/2025, 14:44:36

GST No. 06AAAGS0700A224

Weighi(gms) 7500 L0 8:0 H.0 (Vol Weight:0.00)
AmountPaid:94.00() Tax 14.00(CGST-7 SGST-7)
ModeofPayment: FW

1sheat of paper

Sendor Rocoiver
BHARATH KUMAR SOLANKI | Mr, SANJEEV KUMAR
Digipin- Digipin-
Modile No 9449849210 Mobile No 8669854621
DBLOCK SIDDHARTHA NAGAR
5TH MAIN ROAD

NEAR GEETA SCHOOL
MYSURU-570010 BENGALURU URBAN-560001

Track on www indiapost gov.in OR Dial 18002666868
In case of any complaint, please visit hips./icrm.indiepost gov.in/customer
Go Green!!! Opt for eReceipts, ePOD
This is system generated document, no manual signature required
13-08-2025 14:46:01

Sample receipt after completion of booking
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SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office

India Post

@ Print Status
Whether the receipt for EY000261598IN printed
successfully.?

Yes, Successful No, Failed

After printing receipts, dialogue box as shown will appear. To confirm printing of
all receipts successfully, click on ‘Yes Successful’.

4.5 Pending booking references

Booking Reference ID Action

‘ 6000000001082572550 & Select

‘ 6000000002082591365 [ Select
6000000004082515681 [ Select
6000000004082574591 4 Select
6000000006082516586 & Select
6000000006082552535 @ Select
6000000013082510431 @ Select

After selecting ‘Domestic Article Booking’, in case any previous booking
references are pending, a dialogue box as shown will appear. Select the desired
booking reference and proceed to capture the pending details and complete the
pending transaction. Else close the dialogue box to proceed with fresh booking.
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( -.‘ SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office RS

4.6 My Bookings

Quick Access
Recharge Wallet ® Bulk Booking ® Domestic Article Booking ® My Bookings B
Add funds to your wallet Book Articles across India Book Articles across India List of All your Bookings
Click to recharge > Click here to book > Click here to book > Click here for reports >

Click on ‘My Bookings’ option under ‘Quick Access’ widget.

My Bookings

Filters

8 August 13th, 2025 Domestic Booking

Domestic Booking Report Showing 1-3 of 3 records
Options Article Number Origin Destination Sender Name Receiver Name Mail )
H PN
EK004355959IN Mysuru HO ydesabad SENDER A RECEIVER A SP_INL
- G.PO. RCEL
Label
EK004355968IN Mysuru HO Hyderabad SENDER A RECEIVER A oF INC
- G.PO. RCEL
Label
Hyderabad SP_INL
EK004355977IN Mysuru HO yoerena SENDER A RECEIVER A =

Click on ‘My Bookings’ option, select the date of booking and mail article type
from the Filters to view the booking details as per the filters applied.

Against each article booked, provision to print ‘Receipt’ and ‘Label’ are provided.
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\/ Induction in Post Office

SOP - Booking of Domestic mails by Franchisee through online portal and

Department of Posts

Ministry of Communications, Government of India [ weicome, sender |

1622

Dashboard < @ Home My Bookings

& Home My Bookings

REGISTERED SERVICES

Filters
PAYMENTS & WALLET
B August 12th, 2025 Domestic Booking
TOOLS
REPORTS
Domestic Booking Report
COMPLAINTS
OTHER PRODUCTS Options Article Number Origin Destination Sender Name Receiver Name Mail T
SETTINGS m
RY005813562IN Mysuru HO Greams Road M Prasad Mrsuresh Kumar  LETTEF
& profile m s.0 Kumar
m Hyderabad SP_INL
e EK004355272IN Mysuru HO GPO. SENDER A RECEIVER A RCEL

Click on either ‘Receipt’ or ‘Label’ against the desired article as per the
requirement to print the receipt or label as the case may be.

Spee Post Purcel Domertc G ) o -
o oo — Print 1 sheet of paper

EKD04355959IN

Dely Office & Pincode:Hyderabad G.P..(500001)

Togking OfGe: Mysusu HO (570001
Countar No. 0, 13082025, 13:15:04

GST No.

Wieightigra) 1000 00 L 40 B.38 H 1 (Vol Weight 19887
AmountPaid 232 031 000 COC: 1600) Tax-36.00(CGST-18
sGsT-18)

ModeofPayment. FW
Sender Recelvar
SENGER A RECEIVER A
Digipin- Digipi-
Mobie No. 1234567850 Motile No.1234567850
aumimy o ine 1 cins
dummy o ne 2 T
cay:226010 Hydorabad 500001

Trach on www.indiapast gov.in OR Diaf 18002666868
7.Case of M0y COmpIBINL. plea s VB AIDICIT INdipOSL Gov /CusIomer
Go Green Opt for eRecaipts. aPO0
Thisis document, no manuw

1308-2028 132212

Sample ‘Receipt’
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( ;'N‘" SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office

5 Procedure of induction of articles presented by Franchise
Operator after booking in online portal in the linked Post
Office

5.1 Pickup Management->Induction Management->Induction of
Articles>Franchise Articles

g Department of Posts
ey Ministry of Communications, Government of India

Home BagManagement Bank Module Barcode and Label Mngmt.  BCP Solution ~ Booking Solution ~ Others v

2.0 APT Application

D Favourites (Ctri+F) /Q pld{

Pickup Management
Management of Pickup Requests

India Post

Access ‘Pickup Management’ card in the home screen.

FICKUp dila inaucuorn vidriageimnenc

Pickup Management Induction Management Cash Transfer
Management of Pickup Requests Management of Induction of articles To transfer cash

Tally Account I Verify Account
To submit transaction account to supervisor To verify the transactions
y

Click on ‘Induction Management’ sub cart.
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( -o SOP - Booking of Domestic mails by Franchisee through online portal and
~— Induction in Post Office S

inaucuon vasnoodra
Induction of articles Induction Report Counter Reports
Check and induct the articles E View counter transactions report

Counter : Parcel Packing = Open Articles Verification
Parcel Packing Unit Verify pickedup open articles

Open Articles Booking
Book pickedup open articles

Click on ‘Induction of articles’ sub card.

Induction Of Articles @
&  Domestic Retail &  Domestic Bulk
4 International Retail 4% International Bulk
&  Re-print Label M@  Franchise Articles

Select ‘Franchise Articles’ side panel option.

lnaucuon or Francnise Artcies

Select Franchisee

~Franchisee:
Choose an option v
Choose an option

1100000020 - Rajesh Kumar

1100055555 - Rajesh Kumar
1121121112 - Jitender

Select desired franchise from the drop down list.
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! SOP - Booking of Domestic mails by Franchisee through online portal and

India Post
Dk S B

Induction in Post Office

00Sse an option 5 "

2126055112082545974

6000000012082555072 nt of Posts
6000000001082564986 ions, Government of Indi
2126055112082572623

600000001 1082535300 Bnn”"g i ]
6000000010082560314 —
6000000008082538736
2126055107082526400
2126055107082539411
6000000007082529181
3145071206082599126
6000000006082574264
6000000004082554323
6000000002082524768
6000000002082507838

6000000002082568219

6000000001082564981

‘anchise Articles

i
Choose an option v ]

Select the desired booking reference ID from the drop down list and click on
‘Fetch Bookings’ button.

Fetched data for Booking Ref ID:

Q 6000000006082574264

After clicking on ‘Fetch Bookings’ button, a flash pop-up as shown above will
appear.

Select Franchisee

Franchisee

1121121112 - Jitender ~

Select Booking Ref ID

Booking Ref ID>
{2126055112082545974 hd

Article Details

Art Numibe Induct articles Collect Discrepancy Amount and Induct

[ Download CSV ][ Download Excel ]

. Customer Destination Weight
Status/Action Bkg Ref ID Request Article ID Article Type From
o 9 I:“ D Pincode (in gms
0 (Ready to Induct) 2126055112082545974 1121121112 RY005813576IN LETTER 570001 600006 300.00
~—
4 »

Booking details under the selected booking reference ID will be shown.
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( :\'" SOP - Booking of Domestic mails by Franchisee through online portal and

Induction in Post Office e loet

Prepayment
0 Status/Action \ Weight Value Address
Select & click 'Induct articles' (ir Edit Weight | Edit Value Edit Address
o - ’ 300.00 & 0.00 # E

Against each booked article, provision to induct, modify weight, prepayment
value, address are available.

Discrepancy

O Status/Action B
Amount )
Go to ‘Collect Discrepancy Amount’
(cotectt19) :
+19.00

4 G
.|

After modification of weight, prepayment value etc., in case discrepancy amount
changed to non-zero amount, same needs to be collected from the franchise

wallet before inducting article. In such cases, under ‘Status / Action’ column
header, amount to be collected will be shown.

Article Details

Collect Discrepancy Amount and Induct

Select the article for which discrepancy amount showing non-zero amount and
click on ‘Collet Discrepancy Amount and Induct’
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India Post

Induction in Post Office

Select Payment Method

Total Discrepancy to Collect: ¥41.00/-

= Deduct from Franchise Wallet

Cancel

A dialogue box as shown above will appear. Click on ‘Deduct from Franchise

Wallet’ option.

Collect Discrepancy Amount

Franchisee ID: 1121121112
Discrepancy Amount: ¥ 41 /-
Available Balance: ¥ 72239 /-
Deductible Balance (90%): ¥ 65015 /-

Confirm Payment

A dialogue box as shown above will appear. Click on ‘Confirm Payment’ option.

Customer ID: 1121121112
Deducted Amount: ¥ 41 /-
Remaining Balance: ¥ 72198.00 /-

% 41 deducted from Customer ID:

- Q 1121121112,

Pop-up and flash pop-up as shown above will be displayed.

INDIA POST - APT Page 32 of 33




SOP - Booking of Domestic mails by Franchisee through online portal and

\/ Induction in Post Office

India Post
Dk S B

Article Details

=
W Selected articles : 1

& Induct articles

Pickup

Status/Action Bkg Ref ID Request f:"‘"“" Article ID Article Type
1d
) RY005813562IN
Ready to Induct 2126055112082572623 1121121112 LETTER

5v ) ((oowmosatreet )
Destination Weight ‘
Pincode (in gm:
600006 30.00

Select all articles for which status / Action is ‘Ready to Induct’, total number of

selected articles will be shown to confirm click on ‘Induct Articles’ button.

Q Article(s) inducted successfully!

A flash pop-up message as shown above will appear.

‘I’ Greams Road 8.0 >4
e =
RYD05813576IN

MYSURU-GREAMS

Racaiver: Sam Raghul
old road new st CHENNAI TAMIL
NADU

-600006

Sender: Suresh Kumar

T | old road newst  CHENNAI TAMIL
NADU

INDIA-600006

Mysuru H.0 (570001) 2025-08-12 18:10:57
Weight(gms):350.00 L:0 B:0 H:0 (Vol. Weight.0.00)

AmountPaid:Rs127.00(FW)
In case of any grievance - DIAL-18002666868

Provision to print receipt / label in the linked post office after induction is also

available.
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