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1. IT Information Technology
2. BO Branch Office
3. A/C Bag Account Bag
4, IMA Internal Mobile Application
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Operational Guide:

Document Version 1.0 Dated 30.05.2024
Document Version 2.0 Dated 24.07.2024
Document Version 3.0 Dated 07.03.2025

Document Version 4.0 Dated 30.09.2025 (Mobile App Version 1.0.22)

DISCLAIMER

The Operational procedure provided in this Operational Guide is just an illustration for
the user for using the IT 2.0 Software in an effective manner. If the Reader is having any
doubt in the Department Rulings and guidelines, they should refer to the respective
manuals and volumes only. The IT 2.0 Operational Guide should not be sighted as
Rulings.
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Daliabad

Operational Guide for Branch Post office

1 Introduction

Branch Office guide mainly focuses on the common functionality of Branch Post
Offices. As an alternative of BO Desktop application, mobile application is also made
available. User needs to login to Internal mobile application and can complete the day
to day work of BO. This guide elaborates the unique functionalities in each module.

2 Login

“DREAM”- (Digital Rural Enterprise Application
for Mobiles) application will be automatically
installed (DOP/IPPB/BYOD) Mobile Phones. User
needs to Enter his Employee ID & Password and

Welcome Back User! i?

Enter Your Detalls to Logln

User [D* . ,
click on login.

Password*

Reset Password =

BREAM

Ougital Raral Eerprise Application far Motile

Doveloped & Powered By
R EXCELLENCE IN POSTAL TECHNOLOGY
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3 Day Begin

CRNLIL I

Welcomae Back! NITHIN M

After login “Menu cards” will be displayed.

Click on Day begin option to begin the day.

& “Day begin successfully done for date: DD-MM-
TR Ve épp YYYY” message will be displayed.

INDIA POST -APT Page 9 of 167




~~/

(- o Operational Guide for Branch Post office

= . L

Welcome Back! KAVYASHREET S

-

After successful Day begin, the mobile app will
show Cards/Sub menus based on the Role of
user. These menus can be directly accessible to
perform the duties of BPM/ABPM/Daksevak of
Sub office.

el Day End

Registared _— eMmo
Lettor Rooking

=& @ o

. Click on Bell Icon to see the latest notifications,
Weicome Back! NITHIN M ﬁ ﬁ Cart button is given to see the saved
transactions.

Click on the three Horizontal lines present on

the top left side of the application to see various

options available in the application.
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@

Wallet Balances
T 12946.00

= T i oo

<« Reset Password

1t Passwora”

Entor New Passward® <::|

m:'
B -

INDIA POST -APT

‘ i'

Click on the Wallet icon to view the wallet balance of
Employee, on clicking on the wallet icon, a screen will
open displaying the wallet balance updated as on
date. Click on Ok button to close the screen.

Click on Password change
password through OTP,
change Icon, screen will open with options to change

Icon to change the
upon clicking Password

password, enter the current password, new password

and confirm password and click on Reset Password to
change password through OTP.
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MANOHARA CUTINHA
. Unerdd 50025717
- Devignaton -Diaoh Pt Maste

OfMice 21100324 - Mossbiettu 8.0

User can see his/her profile details (Kindly ensure correct
office details before proceeding for day’ s work) along with
the various options available for Branch Post Office. Users

£ Booking

Bagging

@

% cash & Stamps can select the required options from this screen to
3 , perform their duties.
% Delivery
% Door Step Seryices .
" = Booking
¥ Core Banking Services .
. = Bagging
%= Postal Life Insurance
= (Cash & Stamps
0» Logout

= Delivery
= Door Step Services

= (Core Banking Services

= Pgostal Life Insurance

= |[ogout

4 Booking

After clicking on booking option “Counter Operations” screen will be displayed as

shown in the screen. Following Menus are available.

India Post Parcel.
Speed Post Letter.
MO Booking.
Miscellaneous.

Track and Trace.
PIN Code Search.

" t
!

a o
""" 7 i

IO T T T 2 R I D R

' Bulk Upload.
o - mw StreeNidhi
COD Retail MO Booking
® > e-Biller.
' Reports
W Reprint

Close Account

\E J
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4.1 India Post Parcel Booking

i Enter India Post Register Parcel barcode number

India Post Parcel

AL e Adkdcovees manually or click on scan symbol or clicks on

Jj | CY000063576IN :C 3: fetch to get the article number automatically.
Further fill all the required fields and click on

Next button to proceed.

Sefect Type

VAS Dimensic

| AR | COD Retall

lonal Detalls

A
|
[
O1F Dased Delivery | Frioriy
Back

] C_>\\ Sender details:

India Post Parcel
Addressee

All the sender details, Contact number, Name &
address details should be filled and click on Next

button

P

2480809700

9480809700

570010

Mr - Ravi

agrahara street|

chamundibetta

Chamundi Betta B.O

INDIA POST -APT Page 13 of 167
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32 India Post Parcel
Article Sentier Addresses

U 7 If the sender address details entered
- Smi—— needs to be retained for next booking, then
ot click on “Retain Details for Next

Booking” checkbox.

Chamundi Betta 8.0
MYSURL
KARNATAKA

Home -

- Retain Detalls for Next Booking

Back ’
i India Post Parcel -\ Addressee details:
Article Sender Addressee
— On clicking Next button, Addressee
B | 5972007209 a details screen will be displayed. Then
enter all the mandatory fields > select
A2 address type from drop down = click on
submit in order to get the confirmation
DAC 571301 screen.
Mr - Madhu
Middle Name M
1st Cross Neelakanta Nagar
Nanjangud
Nanjangud H.O

= ]m/
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Arsicia Boaking Detafis Confirm the booking details with the details
sender ; Ravi provided and click on Book Now button, to

agrahara street, chamundibetta, MYSURU

KARNATAKA, 570010 go booking Payment screen

Mobile No. 9480809700

Addressee : Madhu

15t Cross Neelakanta Nagar, Nanjangud
MYSURU, KARNATAKA, 571301

Mobile No, 9972997299

Postage Details :

Pastage Varue 3500
Rvg Fee 12.00

500
s 00
1000

€21 00
n oo

63 00

Booking Payment

Amount Charges

Select the Mode of Payment—> Cash/Digital

Hanw Tant

CGST
st
Total Service Tax

Nut Amit

Prepaid At If mode of payment selected as Digital=> QR
Code will be displayed->Customer has to
Made of Payment scan & pay.

QO casn ® [1-:,-nm<::|

®t

A - —
Validate
|

Cancel

INDIA POST -APT Page 15 of 167
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Booking Payment

Amount Charges

Mode of Payment

o Cant

- ¥

—

Payment validated successtully

(—tilwcel I

Confirm

Article CYOD0063595IN booked successfull
Receipt

|

booking details.

Once the Payment is made by the customer,
Click on Validate Button.

“Payment Validated Successfully”
message will be displayed.

Click on Submit Button.

On click of Submit button, a Confirmation
message “Article CXXXXXXXXXXIN booked
successfully” Message Will be displayed.

Click on Print button to print the Receipt.

Click on Receipt button, to view the article

INDIA POST -APT Page 16 of 167
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Net Amount
Sender
Mr Madhu M
Nanjangud H.O

571301

delivery Pincode

Mode of Payment Digital

4.2 Speed Post Letter

Inland Speed Post

Sencer Addresses
—_—
I @® Dpocumant QO Merchana Parcel
i r N
EY03S958061IN &5
Waik-In-Customer v
Pt
S0
Select Type -
VAS
1 a Registration - Addressee Specific Delivery
:i G1P Based Delivery
| rop | oD Retall | INS
Deilvery Instructio
’ :| Priority

On Clicking Receipt button, the booking details will
be displayed.

In order to Book Speed Post articles through internal
mobile application we need to fill Article Details,
Sender Details & Addressee Details.

Select Article Type as Document/Merchandise

accordingly

Enter the article number by typing manually or
scanning the barcode or by clicking on fetch.

If we click on Booking type = Regular & Bulk options
will appear. Select appropriate booking type.

If we click on prepaid type = FM/PS/SS will appear, if
the article is not of prepaid type, this option need not
to be selected. Under VAS, POD, COD Retail & INS
facilities are given. OTP Based Delivery & Priority
options provided under Additional Details.

Note:- Please select the option Registration-
Addressee specific Delivery under VAS if customer

wishes to opt Registration service.

INDIA POST -APT
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Sender details:

~ ) 4B

Inland Speed Parcel

Artxie T

INSTRUCTOR

hivamogge H.0

SHIVAMOGGA

Oftfice

Emai
Hetam Detads for Next Bookng
Back |

2

Adtreiise

e ——

= T =

inland Speed Parcel

Articie Senges
l Search
7353709144
DAL 577001
Mt - ;u'n.n
Migadie Name gowda

patel nagara

Davanagere

’ Wi
> Davangere H.O
3ack

o

Adiressse

QU

In sender details BPM needs to fill all the mandatory
fields required and click on next to enter into Addressee
details.

If the sender details saved earlier, enter sender mobile
number/ email / DAC/ Customer id and click on search
icon to get saved data.

BPM required to enter Pin code. Immediately after
entering pin code, Delivery office, City/District & State
will get auto fetched automatically.

Enter all mandatory fields and click on next button.

Addressee details:

Enter addressee mobile number/ email / DAC/
Customer id & Click on search button to get the saved
addressee details.

Enter all mandatory fields like mobile number, Pin code,
First name & Last Name, Address line 1 & Address line
2.

Delivery office, City/District & State will be
automatically appeared after entering the pin code.

Select addressee type from drop down and click on
submit.

INDIA POST -APT
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Article Booking Details

Sender : KUMAR
INSTRUCTOR, city, SHIVAMOGGA, Karnataks,
577201
Mobile No. 7259345450
Addressee : kumar
patel nagara, Davanagere, DAVANGERE,
Karnataka, 577001
Mobile No. 7353709144
Postage Details :
15 00
3.00

100
w00

ar00
0.00

a1 00

Add to Cart Book Now

Booking Payment

Amount Charges

Mode of Payment

O Cash O Digital

i

Confirm

Article EYO13697859IN booked successfull

Print Receipt

INDIA POST -APT

After clicking submit button, confirmation
screen will be appeared, showing Total
amount to be collected, Sender details and
Addressee details.

Checking the same with the details provided
by the customer, user can click on Book Now
button.

In the payment screen, calculation and total
amount will appear. BPM can choose the
payment options as Cash or Digital. If cash is
selected, collect the cash and click on
submit button.

If digital is selected, Dynamic QR Code will
be generated in order to scan the QR and Pay
the charges.

After the successful payment, a confirmation
message will be displayed as “Article
EXXXXXXXXXXIN booked successfully.”

Page 19 of 167
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K Counter Operations \

o RS , For booking of eMO, click on MO booking option
under counter operations.

! & Miscellaneous
. " pNcoda
& Track & Trace @ s
-
0 Bulk Upicad ¥ StreeNidhi
& Track & troce e ',m

RePrint

/

= 8 = @\._\ e N

33 Money Remittance Select MO Type .
MO Details Sender Detaits Payee Details Money Order
| fimi—r— ' ) | |/cM Relief Fund Money Order
PM CARES Money Order
504 | PM Relief Fund Money Order

\@Ik Payee Money Order /

Commission: ¥ 250

{

Confirm receipt of money order

Normal Payment - Select MO type, and enter MO Value,
B Remittance not exceeding 225,000 this month Select the Message Code and Delivery
2 Instruction

+

Tick the checkbox- “Remittance not exceeding
25,000/- this month.”

Click on Next Button.

-
>
\ * /
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Money Remittance

MO Details Seniter Detalls Payes Detnils

9430809700 Q
9480809700
DAL 570010

Mr ~ Ravi

agrahara street

chamundibetta

Chamundi Betta B.O

" Nanjangud HO
Back l

INDIA POST -APT Page 21 of 167
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L 3 2 Money Remittance

MO OCetalls Sender Details Payee Detaits
9972997299 Q

9972997299
DAL 571301

Mr - Madhu

15t Cross Neelakanta Nagar

Nanjangud

Sender details:

In sender details option, enter the entire
mandatory fields and click on next button.

Payee Details:

Enter all the required fields of payee details
page and click on submit button.
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Confirmation of Money order Details:

On click of Submit button, “Confirm Money

Order Details” Screen will be opened.
Confirmmn Money Order Details o

EMO Check eMO Value, Commission, Sender &
CanTminmen % Payee details and click on Confirm Button.
Sender:

A e Click on Add to Cart button to book the eMO

MYSURL, KARNATAKA
R e s later, through Cart.

Mobile No. 9480809700

Payee:

Madhu

1st Cross Neelakanta Nagar, Nanjangud
MYSURU, KARNATAKA

Pincode: 571301

Mobille No. 9972997299

(« On click of Confirm button, 10 digit PNR

Number will be generated. Click on OK
PNR No: button.

ARO13S51635%

INDIA POST -APT Page 22 of 167
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O

O

<

Amount Charges

Payment Mode

| &
Payment

8000
780

a250.0

Cash

QR

-
/

Your Payment was Successful

S |? Receipt ‘

INDIA POST -APT

On click of OK button, Payment Screen
will be opened. Select the Payment Mode
as Cash/QR and Click on Payment
button.

On Successful Payment, a message
“Your Payment was Successful”
“Money Order Booked successfully”
messages will be displayed.

Click on Close button to close the pop up
window and return to main booking
screen

Click on Print button to Print the Receipt.

Click on Receipt button to view the
booking details.
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Receipt Details

Date

Time On Click of Receipt button, booking details
Office Pin Code 570010 shown in a separate pop up window. The same
Office Name Chamundi Betta B.O can be extracted to PDF.

PNR No 4861351635

Service Name Money Order

MO Value 5000

MO Commission

Tota

Sender Rawvi

Recejver Madhu

Delivery Office Nanjangud H.O

Delivery Pin Code 571301

User Name NITHIN M

Extract PDF

4.4 Miscellaneous

/( £OURter Opstaions \ For accounting miscellaneous transactions, Click
on Miscellaneous menu.

m I:,> Miscellaneous
4“’ Track & Trace ’.{ , :.m.:::'
@”"“‘ @ StreeNidh|
ff' Track & Trace ’nn . Edllinr
Re-Pring

/
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£ Te oy

. Aadhaar Mandatory Biometric
Aadhaar Other Biometric/Demography Select the “Payment Description” from the

Aadhaar Printout B/W drOdeWn llSt

Aadhaar Printout Colour
CGST-GST Coll on Business Auxiliary

Collection On Sale Of Railway Tickets

Ded-Amt Refund Passenaers (anceln/
W =
/é & == O 3
-
&«

Miscellaneous

Aadhaar Mandatory Biometric -

B i 1 L
200 After selecting the Payment Description, Enter
ST the Amount and Remarks then click on Submit
bio update Button.

AN e

Alert

Miscellaneous has been successfully
added

An Alert message saying “Miscellaneous has
been successfully added” will be displayed.

INDIA POST -APT Page 25 of 167
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4.5 Track & Trace

= —
% Counter Operations \

s | Spesdpost By using Track & Trace menu, BPM can track articles
i and eMO details.

®  Miscellancous Click on Track & Trace Option.

I:l,> Track & Trace @ ‘.-:‘ M

!:piuu @  streeNidhi

9 Track & Trace @  Ebiller

Re-Print

o
)

= ® =

Track & Trace

: Select the Track Type “Articles/MO”

wit Track Typw

. 'Articles

MO

(S /

4.5.1 Article Tracking

= Sl m o

-

Track & Trace

Articles -

- - | After Selecting the Article Type, Enter the article
b aizin number and click on Track Now

e R
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AR

Track & Trace

Articles *
RYOOO143B47IN

Booking At Chamundi Betta 8.0 On Clicking Track Now Article booking and delivery details

Dooking On P025-02-14T11:24:47 7892

Destination Pincode 570010 will be displayed in the screen.

Tariff
Article Type LETTER

Oelivery Location Ittigegud 5.0

Chamundi Betta B.O

» Status:

\

4.5.2 eMO Tracking

— bod '
/f . & . o % Select the Track Type as MO and Enter the eMO
Tracic R Trace number and Click on Track Now button.

MO -
ARG 351639

. I <
\_ J
—

ST o

Track & Trace

e On Clicking Track Now button, eMO booking
i details will be displayed in the screen.
PNR 3861351635
Booking At: Chamundi Betta 8.0
Booking On: 2025-02-28T16:05:30.0792
Payment Location: Nanjangud H.O

- /
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4.6 PIN code Search

- oy
PIN code Search

570010

Chamundi Betta B.O -
570010

Duddagere B.O - 570010
Ittigegud S.0 - 570010

Keelanapura B.O - 570010

> > B B B

Varakodu 8.0 - 570010

Varuna B.O - 570010

’

-

—Ivé— Office Detalls

Ittigegud 5.0

Delivery Office
MYSURU
Karnataka - 570010

This option can be used by the BPM to search the
Pincode of a particular office.

By entering first four digits of Pincode or office
name search results will be displayed, he can
select the appropriate Pincode of HO/SO/BO.

On clicking on search result, a POP screen will be
displayed with office details and pincode.
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-
ﬁ Counter Operations \

} &y :::‘:Deﬂ
@ Miscellaneous For bulk booking of articles, click on Bulk Upload
Option.
3  Track & vace &= )w
[ﬁw @ Steenion
4 % track & trace . .;."""
Re-Print
o=
j
-4 QE\
L > Bulk Upload P
Domestic Mail Select the Ma|l Categorye

International Mail

Domestic Mail/International Mail
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FrE oo

< Bulk Upload =3

.Domestic Mail - Select the Product Type from the Product Type
I = Dropdown list.

Registered Letter
Inland Speed Post
Inland Speed Parcel

India Post Parcel

STATUS SNO WEIGHT SHAPE LENGTH

Total Articles: 0

@!Anule; 0
e
ey © 88

/(_-5’ ® i o\\

Bulk Upload o
Domestic Mail -
Registered Letter -

Walk-In-Customer
on:Pastel Service Select the booking type from Booking Type

Bulk Customer .
Dropdown List.
STATUS SNO WEIGHT SHAPE LENGTH

Total Articles : 0

I id Articles 1 0
@ @ 3 as
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S

Domestic Mail -

Registered Letter -

§ Select the bulk file to be uploaded and click

Walk-In-Customer - on Submit Button.

bulkdomestic latest xl:‘,> m

STATUS SNO WEIGHT SHAPE LENGTH

& 1 20 DoOcC
& 2 20 poc
& 3 20 DocC
& 4 20 DOC
& s 20 DOC
& ¢ 20 Doc

Total Articles : 29

# Invalid Articles : 0

On Click of Submit Button, a Confirmation Pop
up will be opened asking “Do you want to

book articles”.
Confirm

Do you want to book articles

Confirm

)

Booking
On click of Confirm button, Booking POP up
Total No.of Articles Booked - 29

Amount to be collected - Ry, $59.00 screen will be opened. Select the Mode of
Mode-of Paymient Payment Cash/Digital and click on Submit
O oigita Button.

e collect cash Rs. 899 /

: '1n.,r‘l
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On click of Submit button, “Articles booked
successfully” message will be displayed.

Click on Print button to print the Receipts, Click on receipt button to view and save the
booking details.

4.8 COD Retail MO Booking

D Derais Sender Detass Payee Detaitn

This menu provides user to book delivered COD
| retail MO.

BPM needs to click on Fetch article, The details of
the article delivered will be shown on the screen
after confirming the details, BPM has to book the
MO.

List of COD Retail MO Delivered

Article Number:RYOO0094784IN

Click on submit, all the details of articles will be
Sender Name:SENDER B

; AR s fetched, confirm the payment details and book
Receiver Name:RECEIVER B -
Sender Pincode:570010 ) the MO.

Receiver Pincode: 57001

COD Retail MO Amount:500

Qﬂetanl MO Commsion:25 /
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o Speed Posx

Letter

(M Miscellaneous

= -~ -v.,f’w . . . .
D SRSk Trice I*i"‘ ' Search Click on Streenidhi option

u,u.« ::> Streanidhi
9  Track & Trace l @ \"lbllhr

Re-Print

Streenidhi screen will open

Select Biller name as STREE NIDHI , Select Village
organisation, self help group on selection SHG
due amount will appear.

3 Enter SHG paid amount and click on Fetch button,
then click on Submit Account button.

SHG Due Amount

SHG paid amount*

>

e )
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Balialad

&3 Speed Ia\
Letter

¥ Miscellaneous

.. L
C F  Track & Trace | @ .:‘J |
<

ulk Upload % StreeNighi

®  Track & Trace @W
1 Reprint

o

0

s T E-Biller
BANK <~
Bandan Bank <:|-
Selected Blller ID: 9832203712
986532147 <:
5000| <
->
+

-
>
=

For collection of E-Biller amount, Click on e-
Biller Option.

After clicking on e-Biller, user has to select
Biller Type, Biller Name and then enter the
account number & amount as shown in the
screen.

After entering all details, click on Submit
button.

INDIA POST -APT
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S~
= g ] Q\B\
6 -

E-Biller Cart
1 Item(s) added
Select the added transaction and click on
B [C] transaction 1D: 893377211138048 Checkout button.
Biller
Category: AN
Biller ID: 9832203712
Biller Name: Bandan Bank
Bill Amount: 5000
Commission: o
SGST o
CGST: o
S000 Rs.
+
<>
s

£ B Em  od

€ E-Biller Payment

Payment Details

ier 1D 895377311 1 3004e 20000 Select the Mode of Payment Cash/QR Code
R i Payment and then click on Payment button.
Cash <::| -

Cash
|QR Code Payment

: ‘
>
& \/
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After clicking on Payment button, a message
(«} “Your Payment was Successful, EBiller

Your Payment was Successful Booked Successfully” will be displayed.
Recelpt Click on close button to close the screen

click on Print button to print the receipt
Click on Receipt button to view the receipt.

Receipt Details

On clicking on Receipt button, booking details
will be displayed. These details can be
extracted to PDF.

NITHIN M

Chamundi Betta B.O

>
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4.11 Reports

%’ Counter Operations \
This menu under booking module helps BPM to view

Speed Post various reports Click on Reports option.

Letter

.
EMM ®  Miscellanecus
S Traek & Trace | @ ] FiNcode
Uﬂui 5  StreeNidnl

” \
P Track & Trace @ | Ehiller
Y L
e

Ehdia Post ]

/_\ Four categories of Reports are available inside Reports
—_ w = option, such as-

= & = ow
Articles Reports.

-
S A = MO Report.
B - ”n ‘ = E Biller Reports
-

. . transaction Transaction History Reports
& Reports &
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Daliabad

Mall Booking Reports

<& -

Al

Registered Letter
India Post Parcel
Inland Speed Post
Inland Speed Parcel

Q%,n Service /
Maill Booking Reports \

Registered Letter -
20-02.2025 m 27.02-2025 m
[ e )
Date of s Product Send
Article No,
Booking Type Nam
21.02.202% RYOODYIA7399IN LETTER Mr Ri
1.02 YOOD147406IN LETTER Mr R{
21-02-2025 RYOOD147415IN LETTER Mr R
21.02.2025 RYCOD147424IN LETTER Mr R
21-02-2025 G 147433IN LETTER Mr Ry
1 21.02.2025 RYDODI47442IN LETTER Mr R¢

o

4.11.2 MO Report

= *@m o9

-

Money Order Booking Report

From Date* M To Date* -

2

On clicking Articles report, user has to select Request
type from the dropdown list for report generation.

After selecting Request type, Select From and To dates
for which report is needed and click on Fetch button.

Report will be fetched and the same can be exported to
PDF.

After clicking on MO Report, Select the Product type
from the Product Type dropdown List
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»
=

-
Money Order Booking Report

All -
01-06-2025 (&) 30-06-2025 s

patdo PNRNo. MOT = Mo Vatu

Booking ’ ype
03-05-2025 S01610261  pug 1000
06-06-2025 7353:’"‘“("1 EMO 500
Total Amount Rs. 1575.00

Export to PDF

Y/

4.11.3

E Biller Reports

¥ E-Biller Report @

01-01-202% |

o

Tatal Amount

E

(=

31-01-202%
Biller Name Amount Payyant
Mode
BBPLC 100 Cash
BEBPLC 2500 Cash

Rz JODO.00

xport to

or |

P

s/

After selecting the Product Type, Select From and TO
date for report needed and click on Fetch button.

Report will be displayed and the same can be
exported to PDF

After clicking on E Biller Reports, Select From and TO
Dates for which report is needed and click on Fetch
button.

On clicking Fetch button report will be displayed and

the same can be PDF

exported to

Daliabad
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4.12.4 Transaction History Reports

/_5@ ® - o\

Transaction Mistory Repo

After clicking on Transaction History Reports, Select
From and TO Dates for which report is needed and

» —> 2B click on Fetch button.

User Type Count  Amount On clicking Fetch button report will be displayed and
the same can be exported to PDF

03.03.2025 ™ 03.03-2025 m

30520715 LETTER 1 S0.00
30520715 PARCEL | 62.00
HS520715 SP_INLAND 1 &0.00

WS20715 EMO 1 5250.00

\d Total Amount fs. 5422 00
> Export to POF /

4.12 Re-print

/, o ; \ Reprint option provides for reprinting of receipt for
a oMY O Article and MO booking transactions

¥ dla Post g9 Speed Post
. Ferc Lettar
Booking (#  Miscellaneous
& ar ® I
A G Track & Trace @ s
‘ u.n« (@ Streewidhi

Y
. 9 Track & Trace Enitier
y &
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= 8 & ov
& - Re Print 7~
Article
eMO Select Article/eMO as per requirement.

-
/_5’ * @ oo

“ Re Print I3
Article -
RY115902389IN <Z— = | Enter Article/eMO number and click on Print option

? [ to Print receipt.

4.13 Close Account
I TR
& g Counter Operations
L BPM can close the counter transactions by using
ne eed Post
™ [ e ‘| this option.
"“‘"' @ | Miscatiansons After clicking on Close Account, Account
C<_ submission page will be opened
"‘" Track & Trace !’E’ )-f”":::.
‘ Click on Fetch Counter Data Button to fetch all

‘ TR Sptned T i booking transaction details.

Mu-Prent

INDIA POST -APT Page 41 of 167




(' ® Operational Guide for Branch Post office

*Eam ovw

“

Submit Account i

|:,|> Fetch Counter Data

{ After clicking on Fetch Counter Data, all booking
/ transaction details will be fetched here.

— ww
— ds == (ST
-
< Submit Account N
Fetch Counter Data

»

‘)emlled Transaction Report

# Description Recelpts Payl
1 Money Order_Receipts (EMO) 10000.00

Commission on Infand 500.00

Maney Orders [EMO)

3 CGST-Coll on Couner 3.00
Services (LETTER)
4 CGST-Coll on Courler 5.00 Click on Close Account to close the Account for

Services (PARCEL)

the day.

5 CGST-Coll on Courier 3.00
Sorvices (SP_INLAND)

6 SGST-Coll on Courler 3.00 . .
Services (LETTER) Once close account is done, BPM will not be
7__SGSY-Coll on Courler 5.00 allowed to do the transactions further.
Total 10522.00
Consolidated Transaction Report s
Yle Description Recelpts Payments
1 Counter Data 10522.00 Q.00

@ Date

ﬁoudated Transaction Report \

£ Description Receipts Payments
1 Counter Data 10522.00 0.00
2 PU Data 0,00 0.00
3 CBSDana 0.00 0.00
Total 10522.00 0.00

* IPPB transaction request will be submitted after

subienitting the accoant and will be reflected in
s DODA
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O

Submit Account

Please do not perform any IPPE
transactions until day end

—> .

0

Submit Account

IMA Submit Account Operation request
placed successiully

After clicking on Close Account, a Pop-up message
A/C Close, By Confirming you will no longer be able
to perform any further counter transactions for DD-
MM-YYY” will be displayed.

Click on Yes to continue the process.

Click on NO to return back to previous screen.

After Clicking on Yes, an alert message “Please do not
perform any IPPB Transactions until day end” will be
displayed. Click on OK button.

After Clicking on OK, an alert message “IMA Submit
Account Operation request placed successfully”
will appear click on OK.

(Close account will be done; user will not be able to
do further counter transactions for the day)
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L R T YTt

L R e R A

4.14 Booking -Flow Chart

I

EE

Enter Article Details (Barcode/Scan/Fetch)

Enter Sender Details

Enter Addressee Details

Confirm Booking Details

@h/mgnal QR)

Confirmation Message

L R R T T YT T

Print/View Receipt

I I I A R |

Money Order Booking

Enter MO Details (Type, Value, Delivery Instructions)

Enter Sender Details

Enter Payee Details

Confirm MO Details

Payment (Cash/Digital QR)

Confirmation Message (PNR Generated)

LLLL L LD

Print/View Receipt

I

Speed Post Booking

Enter Article Details (Type, Barcode, Prepaid, VAS)

Enter Sender Details

Enter Addressee Details

Confirm Booking Details

Payment (Cash/Digital QR)

Confirmiation Message

Print/View Receipt

Select Payment Description

Enter Amount and Remarks

l

Submit

l

Confirmation Message
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Daliabad

.......................................................................................

@ck & Tr@ @Code Se@

| - |
-
-
-
-
-
.

Choose Type (Article/MO)

Enter PIN Code / Office Name

l View Search Results
Enter Number : l
l Select Office Details
Track Now
Y

View Details

B T I N I L I I L R R R R |

CBulk Upload > : COD MO Booking

Select Mail Category and Product Type

Fetch Delivered Article

|

Confirm Article & Payment Details

Upload Bulk File

Confirm Upload

Payment (Cash/Digital QR)

Payment (Cash/Digital QR)

Confirmation Message

Print/View Receipts

Confirmation Message
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4 - - e-Biller
StreeNidhi : Q
l Select Biller Type & Name

Select VO & SHG

Enter Account No. & Amount

l Confirm Transaction
Enter Due Amount

Submit Confirmation Message

l o Print/View Receipt

Confirmation Message

. - -
P T T T T R L T T T T T T T T T T T T T T T R R R R R R R I I T I "
. -

= | Choose Report Type (Articles/MOJ/E-Biller/History)
Enter Article/eMO Number : l

Enter Date Range

Print Receipt

Fetch Report

Y
View/Export Report

T T T T T T T T T T O T T O T T R O T R T T T R T O R T T T T T T B I B R I | "
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5 Bagging
:— g - 0 Y3 After clicking on Bagging management menu,

-

Bagging Management

following options are available:

. = Bag Receive
.C Bag Recelve - Bag Open - BagOpen
_ = BO DailyA/C
Y i" i = BO BagClose
3 = Bag Despatch
% Bag Despatch “ ;:9‘9"""9. o -

Bag Discrepancy

.

/

5.1 Bag Receive

When we click on bag Receive option, the system provides option to select the

schedules.

= 2 = o

Bag Receipt

= -

=~

Bag Receipt

Select Schedule v

Ittigegud S.0_Chamundi Betta <:|

Iuigegu.d S.O_buddagere B.O_10:00_Bicycle

B

/
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A DRI T

Ittigegud 5.0_Chamundi Betta -

Scanned Bags

No data availlable

Expected Bags Count:l

Expected Bags

From Office

Bag Number Bag Weight e

RBX0000009776 300.0 Itigegud 5.0

ﬂtanned Bags \

From Office
Bag Number Bag Weight Haa
RBX0000009776 300.0 /' Ittigequd 5.0

Expected Bags Count:0
Expected Bags

No data available

K Recelve Bags | <::y

\\I::> | Receive Bags /

After selecting the schedule, BPM gets beside screen. He will find the Scanned Bags &

Expected Bags.

There he need to enter the actual bag number, Bag weight and click on add. Then
Expected bag will come under Scanned bags, then he can able to receive by just

clicking on Receive Bags.

Bag Receive

Baqg Received Successlully

Bag Received Successfully message will appear.
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5.2 BagOpen

/_4/ L i Q\u\
Open BO Bag

03-03-202%

RBX0000009776

212620282025.03.03

20000

50.0

15000

@f

i
C

frooeont

-
&y

/K

<

RBX0000009770

Scanned Article
Scanned Articles

NO data av

Expected Articles

Bag Open

WiabDie

Expectod Articles Countid

« Count: D

Article Number Avticte

Type
EX309403940IN SP_INLAND
2 s x SP_INLAND
YO1361377¢
3 13613 DIN PARCEL
RTSSSS66661IN LETTER
RYOODDS4784IN LETTER

@ =

Booking Office Desth
Name n or
O

a

/

After receiving of Bag, Click on Bag open option.
BPM has to select the date of Bag receiving
under the drop down list of select date.

After selecting the date of bag receipt, Bag ID,
BO Slip ID, Amount, Cash bag weight, Stamp
details, eMO details and total articles will be
automatically fetched.

Clicking on next below screen will be opened.
There will be expected articles that included in
the bag. We need to scan one by one then those
articles will appear in scanned articles option.

LBK Number will be auto fetched. Number of
articles received in particular bag will be shown
under expected articles count as above. Now
BPM has to scan/enter the each article in
“Scan article number” option& add it
separately and then click on “Bag Open” menu.
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/Xc{nncd Articles \
Article Numb. Article T i eriore i
KRG NURY Ficle Type Name Click on Bag open to open the bag. We can scan the

RTSESEEEAETIN ETTER articles other than expected articles and can receive
the articles.

EK309403950IN SP_INLAND

Note: - Before clicking on bag open user must scan
EY013613776IN SP_INLAND . X .

both expected articles and legacy articles, if any.
EK309403940IN SP_INLAND

Expected Articles Coy [0

Expected Articles

No data avaliab

\ 1 Bag Open \ /

After clicking on “Bag open” option a message “Bag
open successfully” will be displayed as shown.
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DEPARTMENT OF POSTS, INDIA Ao (N
/‘ﬁ‘ - Branch Office Daily Account e oo
— dy O v '
Rl - V\mﬁ-mﬁ:—w::m Mo/so Ot Samp of
- Brasch OMcs
Daily Account
Report Date:
Salect Réport Cute® Ofice Nams: Navile 8.0 Generation Date: 28.08-2026 17:12
User Name: VANITHA K N (50024032) Repon Date 03-06-2026
I 03-06-2025 <:| | Opening Bslance: 18171.0
[ Min. Batancs: 18000 Max. Baance: 30000 |
: SNo | Details of Transactions | Receipts _P.ymwn
Generate Print | |PRC-Spoed Post ' 15.00] _
2 Sale of Postage Stamps | 10.00
ﬁ ﬁ 3 PRC-Registered letter/article | 200
\ / 4 PRC-Registered letter/article [ 22.00|
5 ‘mmuaoumnwmo'm | 5(!00.
6 ;mmmmmmo‘m | 5000'
For generating the Daily Account : .m‘"“"""‘(‘:‘“"“"“. G ! u"::
BPM has to select the Report 9 | CGST-Collection on Courier Services [ 300|
. 10 CGST-Collection on Coutier Services 200
Date and click on “Generate” 11 SGST-Collection on Courier Services | sm
t. 12 Asosrmmonmmm | 200.
Op |On. 13 .Cuhl.ﬁ | | 30000.00
" .cuhrocmd | 2000000.
. . 15 Money Order_ Recelpts 1000.00
Daily Account will be generated. 16 Money Order_ Recsipts | 00000 ‘
17 Money Order_ Payments | | 1200.00
. . 18 'RSAO Dighat Transactions _onbne Debit 26.00
Daily account will be generated Toud [ 2732900 | 3122600
in the PDF format as shown fulaton e o Aciui Ocs o
b Closing Balance 1427400
above.
Pago 10t 2
In Woeds Fourteen Thousands Two Hundred and Seventy Four Rupees
| Stamp Balance |
Defitive - PUBLIC POSTAGE ST | 780.00
| E£CB Liability |
uwly'fypo | Amount
Money Order Remaining Unpaid Nos | 31710
Transit Cash | Transit Stamp
00 [ 0.0

Branch Posamaster, Nawie 80
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5.4 BO Bagclose

I— L = 8} é\ = £ = c_,\\
E Bag Close
Bag Close For closing of BO Bag,
g | BPM has to enter the
" her hd

| Navieso i remarks, select the
; documents (Details of
> Cash and Stamps
"a;f,')! € SB Document ° PFLI Document ° remlttance W|l.l. appear aS

shown) and Fetch

The details of articles
were booked/ returned
will be appeared. click on

EYD3IS958089IN 500 SP_INLAND
i Isay [ close to close the bag.
CX105297002IN  GOD.O PARCEL

RY11590238%IN | 50.0 LETTER

L >
TR

X

Expected Articles

Article Number Article Weight | Article Type

Bag Close
On clicking Bag close bag close option opens,
scan the bag number and enter the Bag weight then click

on Submit button.

@

Bag Closed

== : On clicking Submit button Bag closed successfully will
appear click on OK
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5.5 Bag Dispatch

/f_ g - G % After closing of Bag, dispatch bag is important
e in order to open the same at SO and to fetch
Bag Dispatch the articles and Cash & Stamp.

[= 32 o SR = \ Click on select schedule and select from

Bag Dispatch drop down.

chedude -

Chamundi Betta B.O_Ittigegud 5.0_16
Duddagere B.O_Ittigegud S.0_15:00_E

1

/
¥ O B
Bag Dispatch B\

Chamundi Betta B.O_Ittigegud 5 ~ There we find destination office Name and Bag
number.

" N

— —
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s

= 8 = @%\
Bag Dispatch Select destination office name to get expected

bags to despatch.

Chamundi Betta B.O_Ittigegud S ~

Ittigequd S.O -

)
BagNumtiar* =

Now just scan the Bag number or enter manually
then Bag number along with weight and From
office will come under scanned bags head then
click on despatch in order to despatch the BO

Scanned Bags

No data available

Expected Bags Count.18

Expected Bags

Bag.
Bag Number Bag Weight  From Office! \
Scanned Bags
RBLODDOODDBSS 10.0 Chamundi Bet
Bag Number Bag Weight From Office Na
\\I:,> ‘ Dispatch Bag \ / RBL0000000889 10.0 Chamundi Betta
7 o .
ON clicking Dispatch bag a message will appear as Bag

SUCCeSE. Dispatched successfully will appear.
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5.6 Bag Discrepancy

& : This menu provides BPM to perform Error Management
/-f ¢ Q’} related to Articles and Bags. This menu provides three
e Management options
Bus At B Tosun Bag €7 View ER's

a. Issue article ER

e b. Issue BagER

c. ViewER’s

<
<
, We can raise the issues regarding,
B < - i Articles not Received
e : i Articles Excess Received
iii. Articles Mis sent
iv. Articles Damaged
<:| V. Article torn
vi. Prohibited
vii. Postage
viii. Addressee Address vanished

View ER,s facilitates the user to view the Incoming and
k' it : Out going Errors for particular day.
|

INDIA POST -APT Page 55 of 167




(= ® Operational Guide for Branch Post office ~

Select Schedule (Expected Bags) Select Date of Bag Receipt

l

Enter Bag Number & Weight

o
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
- -
-

System Fetches Bag ID, BO Slip ID, Cash/Stamp/Article Details

Click Add — Move to Scanned Bags Scan/Enter Articles - Add to Scanned Articles

l

LN T R T T T T TR T T T T T T T T T T T TR I I T T I T I T T T )

Click Receive Bags Click Bag Open
Message: Bag Received Successfully Message: Bag Open Successfully
- BO Bag Close - Bag Dispatch
Enter Remarks & Fetch Articles - | Select Schedule & Destination Office

-
-
-
-
-
-
-
-
-

Stan Rag Number & Exvor Walght Scan/Enter Bag Number & Weight
Y

Click Submit
Click Dispatch

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

Message: Bag Closed Successfully

Message: Bag Dispatched Successfully
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BO Daily A/C

Choose: Issue Article ER / Issue Bag ER / View ERs

Select Report Date l
l = | Raise Issue (Missing, Excess, Damaged, Mis-sent, etc.)
Click Generate l
l - Error Logged in System
Daily Account Generated in PDF | - View Incoming/Outgoing Errors
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6 Cash & Stamps

This option provides BPM to carry out Cash & Stamps
g = O W\ transactions.
< Cash & Stamps = Cash Request

= Cash Remittance

= Cash Acknowledge
= Cash Error Update
= Stamp Request

~ | stamp Request m"’" = Stamp Error Update

= Stamp Acknowledge

13! Cash Reguest

Cash
Acknowledge

" = Stamp Sales
E = Cash Remittance Report
= Repent = Cash Error Report
= Stamp Balance
o i » Cash Balance
., 8PMcash = Stamp Remittance
Transfer

= BPM Cash Transfer

/ = IPPB
-

6.1 Cash Request

T EE e

el i gl DT BPM can request cash to AO by using this option.

Cash Office: Ittigegud S O

After clicking on Cash Request, User needs to enter
the amount, liability details and remarks.

pis supply cash
After this, user can directly click on submit button to
B Syocm Biwesse place the request.
<= - OR
Dept! MMS with MTS in cash bag with in User can tick Special request, choose the
Hired MMS with MTS in cash bag outsid appropriate option in Line Limit dropdown list.

Hired MMS with MTS in cash bag with ir

Loose cash through Deptl Employee

\ - /
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&

& = 0\

Initiate Cash Request

Cash Office: Ittigegud S.0

l 50000
for sb payment

pls supply cash

- Special Request

LN LI

Cash through Branch Postmaster / ~

e

Choose an option -

Prmprtinme (D) 1

NITHIN M - 50520715

Mmptiee 10 3

>

\\:> -

Are you sure 7

want to submit request for T

&

Success!

Quest for T S0000 ha

ssfully submitted

After selecting the appropriate optionin
Select the
employee name through whom cash
will be received and then click on
Submit button.

Line limit dropdown,

Note:- User can send cash request
limit
user

within cash if maximum Llimit

exceeds, can choose special
request under the drop down with

various line limits.

On click of Submit, a Pop up message
Are you sure? Want to submit request
for I XXXXX? Will be displayed.

Click
Click on NO to return back to previous

on Yes to continue

screen.

On click on Yes button, a message
“Success! Cash Request for I XXXXX
has been successfully submitted” will
be displayed.
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6.2 Cash Remittance

= % = o

Initiate Cash Remittance

30000

excess cash remittance

[

Ittigegud S.0

|:‘,> Cash Denomination

Cash Bag Weight

|

I Special Remittance

->
>

|
P

Cash Denomination

Denomination No. of Notes/Coins \
. 0.5 (Coin) Crter 0.0
1 (Note) ;1;.1.00(7 ION

5 (Comn) Ervter 0

10 (Coin) Cntur o

10 (Note) Frtes I

20 (Note) trver )

50 (Note) Cntar 0

30000.0

\\ Cancel

After clicking on Cash remittance, User has to
enter the amount which needs to be remitted
to AO and enter the remarks, Select the TO
office and enter the cash denomination &
enter the cash bag weight.

On clicking Cash Denomination button, a

separate screen will be opened. Enter
appropriate Denomination and Click on
Submit Button.If special remittance, then
click on Special Remittance Checkbox,
Select Line limit, Employee name and then

click on Submit button.

Note: User can remit cash within cash limit if
max limit exceeds, user can choose special
request under the drop down with various line
limits.

After Clicking on Submit Button. a Pop up
message “Are you Sure? Want to submit
remittance for I XXXXX”
Click on Yes to Continue the Process.
Click on NO
screen.On click of Yes, a Success message
“Cash bag with X  XXXXX
successfully” will be displayed.

will be shown.

to Return back to Previous

closed
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6.3 Cash Acknowledge

— = >
o & = o v To acknowledge the cash sent by AO, click on

< Cash & Stamps Cash Acknowledge menu.

Hg:> oy Cash
Acknowledge

Cash trror
Report

Y Stomp Balance = Cash Salance

BPM Cash
Transter

< B m on
. = After clicking on Cash Acknowledge, acknowledge
Acknowledge Transaction | transaction screen will be opened where the user
needs to select Request type-
Chaose 3n cption <:| v Request/Remittance
‘ Request Select Request type as- Request if the BO has
Remittance requested cash through the device.
Select Request type as- Remittance if the AO has
+ supplied the cash to BO, without BO request
\ / through the device.
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=

-

Request

| i a\\

Acknowledge Transaction

<

Select

-

50000

Src Office Name Req Date

Ittigegud 5.0 22.01.25

iy

<

-
Denomination

=

-

Cash Denomination

o

0.5 (Coin)

1 (Note)

5 (Coin)

10 (Coin)

10 (Note)

20 (Note)

50 (Note)

50000.0

\\ Cancel

Denomination

No. of Notes/Coins

Enter

50000|

Vi

|

On selecting the Request type, it will show
the pending select the
transaction enter the acknowledge amount

requests,

Enter the amount denomination received by
clicking on Denomination button. & click on
Submit button.
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After entering the denomination, click on
Are you sure ? Acknowledge button.

Want 1o acknowledge for ¥

S On clicking a pop up screen saying “Are
you sure? Want to acknowledge for X
XXXXX?”

Click on Yes to continue with the process.
Click on No to return back to previous
screen.

Success!

Amount Acknowledge

On clicking Yes button, “Success! Amount
Acknowledge Successfully” Message will
be displayed.

6.4 Cash Error Update

= L i =)

& Cash & Stamps

If the cash received by BPM is more or less than
what he has requested then he can Update
Cash error in this option.

Cash Error
Report

3 Stamp Balance =i Cash Balance

BPM Cash
Transfer
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= g i o
-
Cash Error

Select Errorid Status Txn Date Txn Ty

i In 16/05/202 Remitt:
l e progress S ce ..

265  Raiseq  20/05/202 Remitu On clicking cash Error Update Cash error

2 R S ce .

60 In 22/04/202 Remitt: screen will open

: progress 5 ce
- -
= e i o9

.
Cash Error

Select the particular errorid.
Select Errorld Status Txn Date Txn Ty)

l 202 In 16/05/202 Remitu
o progress 5 ce
265  Raiseq  20/05/202  Remitt
3 ce Upon selection of error ID, screen will open to
60 In 22/04/202 Remitu )
o progress 5 ce update the status of error, BPM can pass his
remarks and can choose the status as in
progress / closed as per error status. And click
on update button.
Remarks

BPM Remarks*

hoote an opbon v

o

¢
>

@

Success

Request |

n et Upon clicking on Update button a success
message will appear as request updated.
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6.5 Stamp Request

[= 2 i & B\

-

& Cash & Stamps
BPM can request the AO for supplying the

2. Cash Roquest
stamps through this option.

Cash
Acknowledge

P

Cash Error
Report

= Cash Balance

BFM Cash
Tranafer

Ld
o = ~\ After clicking on stamp request, user needs to

Stamp Request

select the stamp category.

l Stamps
SERVICE STAMPS
Revenue Stamps
Postal Stationary
Philately-Other Item_Ancilarie

Non Judiclal Stamp Paper

m I Add Stamp Details

Starnps:- 0.0 Grand Total:- 0.0

Submit Stamp Request Detalls
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£

Stamp Request

&

3N

Stamps > .
After selecting stamp category, select the

i e — < - stamp type that needs to be supplied.
Choose Stamp Type
Mahathma Gandhi 10rs

Mahathma Gandhi 1rs
Mahathma Gandhi 5rs

Clear

0.0

l Add Stamp Detalls

Stamps: Grand Total:- 0.0

Submit Stamp Request Details

’\ .
=

L =

Stamp Request
Mahathma Gandhi 5rs -

I

Total: 0.0

Enter the stamp count that needs to be
supplied and click on Add Stamp Details

[ Add Stamp Detalls I

button.

Click on clear button to the date fields.

Stamp Name Stamp Value Total Value

After entering all stamp details, click on
Submit Stamp Request Details button.

Mahathma 50 250.0

Grand Total:- 250.0

)
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After clicking on Stamp Request Details,
Are you sure ?
want to submit request for ¢ a pop message saying “Are you sure ?
s want to submit request for I xxxx ?
will be shown.

Click on Yes to continue the
process.Click on No to return to previous
screen.

&

Success o
Stamp Request Submitte: On clicking Yes button, a Success
e message saying  Stamp Request
Submitted  Successfully will be

displayed.

6.6 Stamp Error Update

S &9
& Cash & Stamps

If the stamps received are short or excess than
the requested stamps, then the error can be
updated in this option.

Cash Error
Report

=  Cash Balance

BPM Cash
Transfer
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6.7 Stamp Acknowledge

= ® i o v
.
& Cash & Stamps
Cash Roquest
. go  Cosh
Acknowtedge

© "o =
5 e
T [

Cash Error
Report

t3  Stamp Balance &=  Cash Balance

BPM Cash
Transfer

— 2 i & W)

-
Stamp Process Acknowledge

‘ Request

Remittance

BPM can acknowledge the stamps requested in
this option.

Select the request type- Request/Remittance
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A o

Stamp Process Acknowledge

-

Remittance

Select Req Src Src Office
Charmundi
= T
fibaual Betta 5.0
| Troasur Chamunds
Shta £ Betta 8.0
Type Desc Value Cour
Definitive - RAJEN PR
PUBLIC ORA 50 10

POSTAGE ST

PRASA
n

Q 50.0

Are you sure ?

Want to acknowledge sta

(&7

Success!

owtedg

fully

Select the request to be processed and click
on Process button.

On clicking Process button, a pop up message
saying “Are you sure? Want to acknowledge
stamp for X xxxx ?” will be displayed.Click on
Yes to the
Click on No to return to previous screen.

continue process.

On clicking yes, a success message “Stamp

acknowledge successfully” will be

displayed.
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6.8 Stamp Sales.

2 = (S

€ Cash & Stamps In this option BPM can sale the stamps.
3 Cash Request

Cash
Acknowledge

oy | Samp
Acknowledge

Cash Error
Report

= Cash Balance

BFM Cash
Transfer

"

S \
& . c»k\

stamp Sales Select Stamp Category

l Definitive Stamps

Denomination: 0.0
Total: 0.0
Closing bal; 0.0

e
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s w5

Stamp Sales

Definitive Stamps <:| -

) Type -

Choose Stamp Type
Mahathma Gandhi 10rs
Mahathma Gandhi 5rs

Denamination

e " Select the Stamp Type to be SOLD

Closing bal: ©

gg-“@}\

Stamp Sales

Definitive Stamps -
- e
RAJENDRA PRASAD (500P) g
4 <:| Enter the number of stamps to be SOLD and click
Denorination: 5.0 on Add Stamp Details button.

fotal: 20.0
Closing bal: 10,0

To clear the data selected click on Clear button.

’ Add Stamp Detalls

Stamp Name Stamp Value Total value

RAJENDRA 50 200
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I Add Stamp Detalls

Clear

Stamp Name  Stamp Value Total Value

RAJENDRA 50 200

Cash < -

Sale

-

<::y

Are you sure ?

Want to submit stamp sale for ¢

7

Success!
Stamp Sale Subny

tted

/_é g = @E\
4 = Stamp Sales
Select the Mode of Payment Cash/QR
Denomination: 5.0
i S— Click on Submit button.

On clicking submit button, a pop up message
saying “Are you sure? Want to submit
stamp sale for I xxxx?

Click on
Click on NO to return back to previous

Yes to continue the process

screen.

On clicking Yes, a success message “Bulk
Stamp Sale Submitted Successfully” will
be displayed.
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6.9 Cash Remittance Report

= ¥ i g
= .
& Cash & Stamps
Cash Request
. Cash e Cash Error
Update

Cash Error
Report

=i  Cash Balance

BPM Cash
Transfer

w

T

Cash Remittance Report
Select Date Range:

l 01-03-2025

N— o
<

04-03.2025

=S

Date of Txn Amount Ack Amoul

b4 C.)\@\

30000

K““Uy;u:s /

BPM can view the report of cash remitted to

AO using this option.

After clicking on Cash Remittance Report,
user has to select From date and TO date and

then click on Fetch button.

On click of Fetch button,

result will

be

displayed in tabular form with transaction

status.
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6.10 Cash Error Report

— g ) o
-
< Cash & Stamps . . .
BPM can view the Cash Error Report using this
o i option.
. -— Cash A Cash Brror
Acknowiedge Update
oo =
we  Stamp
Acknowledge
Cash € ::
R.p‘,""ol
&= Cash Balance
= BPM Cash
= Transfer
3 1PF8
->
O I
= AR & E\
2 Cash Error Report .
Select Date Range:
After clicking on Cash Error Report, user has to
l 04.03-2025 <:| i |

select From date and TO date and then click on

04.03-2025 <:| ) Fetch button.
m <:| On click of Fetch button, result will be displayed

Date of e ource Giicel Destine in tabular form with transaction status.
Error Id
Transcation Name Office N
04/03/2025 52 Ittigegud S.0 LU':_":"“.

)
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6.11 Stamp Balance

= S i 6w

-

“ Cash & Stamps using this option.

BPM can view the Stamp Balance of his office

=3 Cash Request

Cash
Acknowledge

Cash Error
Report
cal  Stamp Balance <::| Cash Balance
BPM Cash
Transfer
5 1PPe
o
>
== z . 5.y After clicking on Stamp Balance, user has to
-~ el select From date and TO date and then click on
Stamp Balances Report
Select Date Range: Fetch button.
04-03-2025% G
. : On click of Fetch button, result will be displayed
aonanzs <:| B in tabular form with available stamp balances.
[ —
User also has the option to print this stamp
sno Trans Datwe Stamp Type bala nce report‘
1 04/03/202% Stamps

! D4/03/2025 Definitive FUBLK_PJ
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6.12 Cash Balance

— & . . .
= & = © T\ BPM can view the Cash Balance of his office
- . . .
¢ Cash & Stamps using this option.
w5 Cash Request
. Cash
Acknowledge

l ‘f,;mwm

Cash Error
Report

Cash Balance

BPM Cash
Transfer

(= e & @)

Cash Balances Report

Select Date Range: After clicking on Cash Balance, user has to select
y |ovosanas <:| al| B From date and TO date and then click on Fetch
5 button.
04-03-2025 < : [ |
On click of Fetch button, result will be displayed

<:| in tabular form with Cash balances.

User also has the option to print this Cash

Trans Date Opening Bal Receipt Pa

balance report.

04/03/2025% 200530 50020

P
‘\
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6.13 Stamp Remittance

Using Stamp Remittance option, BPM can remit the
Stamps to AO.
= g ] G

&« Cash & Stamps

= Cash ogquest

Cash
Acknowledge

o

Stamp
Acknowledge

o

“

Cash Error
Report

Cash Dalance

BPM Cash
Transfer

£ Fs o

Stamp Remittance

Definitive Stamps

<:| Y After clicking on Stamp Remittance, User has to
<:| select Stamp Category & Stamp Type.

) Type

Choose Stamp Type
Mahathma Gandhi 10rs
Mahathma Gandhl 5rs
|RAJENDRA PRASAD (500P)

Closing bal: 0.0

,

\/
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Stamp Remittance

Definitive Stamps -

RAJENDRA PRASAD (500P) o Enter the Stamp Count that needs to be
remitted and click on Add Stamp Details

: <:| button.

Denomination: 5.0
Total: 0.0
Clo=ing bal: 6.0

[ Add Stamp Detalls |

Stamp Name Stamp Value Total Value

RAJENDRA 50 100

After adding Stamp details click on Submit

Are you sure ? button.

Want to remit ¢ 10.0

On clicking Submit button, a pop message
saying “ Are you Sure? Want t o remit X
xxx?”” along with Yes & NO buttons will be
displayed. Click on Yes to continue the

Yes

process. Click on NO to return back to
previous screen.

On click of Yes button, a success
message “Stamp Remittance Submitted
Successfully” will be displayed.
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6.14 BPM Cash Transfer

I — z o (ST = )\

€ Cash & Stamps
e [
p T v | Caan Erros
Arknowledge Update BPM can

transfer the
office cash
balance to his

substitute
employee and

vice versa
using this
option.
= ® i (ST =) Select from
= Transfer Cash To BPM user and to

VANITHA KN 50024032 <:| - user pass
| S 4035770 necessary
ca;w.m D 5 50572426 <:| - remarks and
click on
Transfer

button.

4038770 <:|
[ Transer | qE— Click on Yes

button to

transfer cash.

A success
@ message  will
2 appear as
.A.".y.m,',sm' success
T a ' A e shown.
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6.15 IPPB
- ‘ BPM can fetch the IPPB transaction data for previous
== & = & days, using this option.

&« Cash & Stamps

= Cash faguest

Cash
Acknowledge

I | Stamp mequest

Stamp
Acknowledge

<5

Cash Error
Report

Stamp Dalance = Cash Dalance

BPM Cash
Transfer

Select the date and click on Fetch Ippb Transactions

€ Ippb Confirmation i
féport Dite button to fetch IPPB data.

208205 <1 -

Fetch Ippb Transactions _
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Enter Amount, Liability Details & Remarks

1
Optional: Tick Special Request, Select Line Limit, Employee Name

Click Submit

Pop-up: Confirm Submission

Message: Cash Request Submitted Successfully

Cash Acknowledge

Select Request Type (Request/Remittance)

Select Pending Transaction

\
Enter Acknowledge Amount & Denominations

Click Submit & Acknowledge

Pop-up: Confirm Acknowledge

Message: Amount Acknowledged Successfully

Enter Amount, Remarks, To Office

Enter Cash Denominations & Bag Weight

Click Submit

Pop-up: Confirm Remittance

Message: Cash Bag Closed Successfully

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

Cash Error Update

Select Error ID
Enter Remarks

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

- | Optional: Special Remittance — Select Line Limit, Employee

Update Status (In Progress/Closed)

J.

Click Update

l

Message: Request Updated Successfully

;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;;
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Stamp Request

Select Stamp Category & Type

Enter Stamp Count

Click Add Stamp Details

Click Submit

Pop-up: Confirm Stamp Request

Message: Stamp Request Submitted Successfully

Stamp Acknowledge

Select Request Type (Request/Remittance)

l

Select Pending Request

l

Click Process

l

Pop-up: Confirm Acknowledge

l

Message: Stamp Acknowledged Successfully

Stamp Error Update

Select Error ID

'

Update Status/Remarks

'

Click Update

'

Message: Stamp Error Updated Successfully

Select Stamp Category & Type

Enter Quantity

Click Add Stamp Details

Select Payment Mode (Cash/QR)

Click Submit

\
Pop-up: Confirm Stamp Sale

]
Message: Stamp Sale Submitted Successfully
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FrrrrryrrryrrFrrFrrrrrrrrrrrrrrrrrrrrrrrrrrrrIrrEyr

@Remittance R@

Select From & To Date

l

Click Fetch

l

View Results in Table

I L T T T T L R R R R R R R T T T B N N N N N N N B N T P T T T N T T T
I L T T T T L R R R R R R R T T T B N N N N N N N B N T P T T T N T T T

B Y 0 0 N N N Y R )

Select From & To Date

l

Click Fetch

l

View Results in Table

l

Option: Print Report

I I T T T R L R I I R R I B T A R A T R B R R I R A B R N N N N L T T T L T T T T T T T T T T 1
I I T T T T R A R R I R R I B T A R A R R B N N T L T T T T T T T T T T T T T T T T T T T TR T T 1

FfrrrrrrrrrrrrFrFrFFFFFrFFTFFFPFPFPFFFYYFYFFFPFPFPPPPFPFrPrPrr oA

pppppppppppppppppppppppppppppppppppppppppppp

@h Error Re@

Select From & To Date

-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-
-

Click Fetch

'

View Results in Table

--------------------------------------------

Select From & To Date

'

Click Fetch :

'

View Results in Table

'

Option: Print Report

pppppppppppppppppppppppppppppppppppppppppppp
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- v

St > o con vt

Select From User & To User

Select Stamp Category & Type

Enter Stamp Count p l

Enter Remarks

Click Add Stamp Details l

Click Transfer

Click Submit - l

Pop-up: Confirm Transfer

l

Message: Stamp Remittance Submitted Successfully - | Message: Cash Transfer Successful

Pop-up: Confirm Stamp Remittance

.
L s N R R R N L R

IPPB

Select Date

l

Click Fetch IPPB Transactions

l

View Results

L R R R e e e T T Y

FfrrrrrrrrrrrrrFrFFFFFFFFFFPFFPYFFYYYFYFFFFFFFFPFPFPFPFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFFRFFFFFFFFFFTS
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7 Delivery
// o = This option enables GDS to perform Delivery
= & = O

2 duties at Branch office.

-
& Delivery Management = Dashboard
2 = Invoice.
Q) il | = Un Registered Article
g Return.
= Receive/Print eMOs.
= To be invoiced.
=  InDeposit
= Generate Manifest
=  Reports.
o Generate
’ Manlifest
7.1 Dash Board
- N Dashboard "
Speed post
P o o o o Click on Dashboard option to view the articles
Recoived lnvoiced Retim Taken Deposit
status.
Registered . . . .
i s 2 . o We can view weather the articles/eMOs in received
Mecelved. Tnvosces RacHm Tasen. Deposk status, invoiced status, return taken status and in
deposit status.
Parcel
o ] 0 0
-* Received [nvasted Return Taken Depaosit
eMOs »
’ 2 0 0 0
Received Invosced Return Token Deposit
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7.2 Invoice

This option provides BPM to invoice articles and eMOs.

7.2.1 Articles Invoice

- 4
&« Invoice -
Aticles eMOs
. [R—— >
¢ -

o o

- & u
D Article Booking Book
Number Date Offic

) —

=

o Invoice ~
Articles eMOs
ASHWINI S TALAWAR -
& m
Artich T
s ]
Article Booking
= Number Date Lot
EXI09403940IN  01-01-0001 Char
EXK309403950IN  01-01-0001  Char
[ Evo13613770IN 23-01-2025  Char
EY0D13613776IN 01.01.0001 Char
[J RYSS5566661IN 01-01-0001 Char
» Total no of articles selected : 3
| Back

BPM has to click on select employee option.

= =

AV

NITHIN M

ASHWINI S TALAWAR

Involce

<

e

Article
Number

O

\U

Rooking
Date

Rook

Offic

Select the articles that you want to invoice for

ABPM/Delivery staff and click on invoice then pop-up

will come to confirm the same.

Article invoice message will appear as shown

Confirm

Do you want to Invoice 3 ur@es

Confirm

| |
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7.2.2 eMOs Invoice

T o

“ Invoice -~
gl - ey First we need to select the employee. Then select the
d P . eMOs in the list or scan using scan option. After selection
click on invoice eMO.
B lmber  Movalue JTUI0
[ 1430378743 10000 22.01.20.
/ 1185055412 300 03-03 .h
1931041847 4500 22-01-20 :
3033611747 101 03-03-20 O 23es7a704 10000 e
Total no of emos selected : 3
1185055412 300 03-03-20, Confirm
Total Amount : 4%01.0
G 2306974704 10000 03-03-20] R | Do you want to invoice 3 oMOs@
Total Amount : 49010 ‘ Sones)

& o o g

After invoicing of eMOs now cash to be given to ABPM in order for payment of eMOs.

/ \ Click on cash process, there it shows amount to be given
—— = to ABPM and then click on process to compelet the
transaction.
eMo Booking
D Number SMO Vo Date

Process Cash To RPM/ARFM

i Darm Amaunt  Action

Y

[nvoice

Cash processed successfully

' -
\l:,} Cash Process 1 j
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7.3 Unregistered Article
There are two options under this menu, Invoice and Returns

7.3.1 Invoice

/__ﬁ’ T i c_»\i\

- Delivery

By clicking this option BPM can invoice ordinary
| articles with barcode and is able to account the
| i ordinary articles without barcode also.

K m Postage due amount can also be accounted and
collected by ABPM using this option.

Article Article

D RESGS Number Type

Scan the Ordinary Articles with Barcode.
Enter the Number of Articles without Barcodes.
Enter the Unpaid amount, if any.

Click on Invoice Button.

7.3.2 Returns

PR

- Delivery o
Trveies (e
—_— | Returns of the invoiced articles will be taken using
. - this option.
41D v Select the employee using drop down. Then take
returns of Ordinary articles and postage due
amount collected during beat.
= Click on Update button.

\ /
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7.4 Returns

¢ @ “"&’ @ ® | BPM gets 3 options in this menu.
Modify Canfirm Submit
" Seleex orne — i. Modify
Article Details : 0 ii. Confirm
= 'AJ;::::O' Remark WV Action Mo . SmeIt
By using these three options BPM can take returns
of ABPM or window delivered articles.
Click on modify, Select employee form the drop
eMO Details :0 dOWn.
:':::ber Remark v Action Mod

BPM can take returns of articles/eMOs invoiced. If
returns already taken by ABPM, BPM is able to
Modify the remarks using this option.

NITHIN M b

Article Details - 4

Article Remark ~ Action Modify

Number

RY0001592601N =
EYDDO193703IN l:,> =
RT555566661IN =

eMO Details 14

eMo
Remark v Action Modi
Number o e fy
7941845246 =
s 4591151362 =
1921713072 =

AN
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- Returns N
Modify Contirm Submit
Article Detalls (0)
::::Le" SRR Click on select employee, from the drop down

BPM select the name of the ABPM. It shows the
articles and eMO details present with that
employee.

Click on edit symbol below the action icon in

MO Details (0) i
° taits order to confirm the remarks.

eMO
Number

Remark “ Action

Modify Confirm Sabmit Submit option under returns provides BPM to
X | perform the cash submission for cash collected
at Window/Beat.

l O window O BPM/ABPM

\ .

Accept Cash |

Article Returm

RY0O01592600N

@

Return Article
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-
€ Returns f

& am o Click on BPM/ABPM option for ABPM, select the
& T .
= employee, this will fetch the Delivery and cash
details related to selected employee.
Modity Confiem Submit
] S o [ & e Click on Submit Account, then click on Accept

cash option to receive the cash back from

ARTHA RN <= . ABPM.

Articles Details
Dedvered | 7
UnDelvered : 0

eMOs Details

Detvered - 3

UnDelnered | 0

Total Amount: 1165
-

Accept Cash ]
o = +

F sy R Click on Window option for window delivery
Madkly Lanfkm Swbe submit, then click on Submit button.

. @ window <TTIO “"-“‘“"‘*'_@ Click on Accept cash button to receive the
( window delivery collected amount.
e .

+* f -
\ | Acceptcash | <::/
A

A success message will appear as show.
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7.5 Receive/Print eMOs

= T = oW

€ @Recelve / Print eMOs@ Ll
o Iakitiing Periding eMO This menu helps us in receiving and clearing pending

I S 52 eMOs. BPM needs to select the eMO number and action.
T Ban R (o There are two actions available in Receive eMOs. BPM
O 2931923491 1200 can take print or show the available eMO as Missent.
O 6870487993 1200
0O 1772698610 1000 oMO Bookm\

v «MO Val
0O 5469191484 5000 /. e T oate
O 0968401745 1000 4319147621 5000 03-03-20.
O 6469191484 107
O 5621502475 500
M Anacrarea - A
Total no of eMOs - 0
T me | (S i
- Totol no of eMOs - 1 Receive eMOs

Print

{1 M0 .

Missent

(TS g—
e >y

If we click on print then eMO will be printed in PDF format and message will be pop up

as Received 1 eMOs successfully.

/_5 Y - o B
-
<« BEceive 2 PNt Smas ® | This option provides the pending eMOs that are
oSN Wi TRODe0s invoiced to BPMs/ABPMs.
! &3 By selecting a particular eMO BPM can view the
eMO.
0 aMo booking dat Payee
Number " Name
D 1759962496 29.08.2024 yaswal
D 1921713072 30-08-2024 yaswai
O zwnz2219122 22-01-2025  ABCD |
[:] 6658415746 22-01-2025 abhilag
[0 2366974704 03-03-2025  Vikean
Total no of eMOs -0
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A sample of eMO print is shown below.

Department of Posts
Ministry of Communications, Government of India
eMO Payment
Duplicats Prim
Nassage  Haaily CoNgrauiRtion s 0n Success bn samination
-------------------------------- Postman 1o detach hrg ---~---=--sec e e ce e e e e c e e e e e e

Paywe's Name and Address
yaswaeh

P
r:;\ soad main road agfsdig aalgasighig
NYSURU a0 3
Sro0tw MYSURU
5ro010
oS 0608 959808

(LU W Rasson o

EMO NUMBER : 1759062498 DATED
For Rz _§000.00 (in words) Five Thousand Only

Honx 2 v SGNATURE OF POSTMANSTER®

FAuthantication of a MO trom [ Payment )

[ MO DATE STAMP |
Recsirad ng o {invoros ).
on
Signature of Payes
Signature of Weness / Hentifor
[ ROUND MO STAMP | [OBLONG WO 5TAMFP |
Signature of Paying Official
-------------------------------- MO AcknowlodQement -« -« e e i i i i r s s s s
eMO Acknowledgement
Remitter's Address oMO Number -
g 17500624%
N 0ad maidn o Baoking Date - 29-08-204 104627
MNYSURU
Fincode 570010
REFERENCE
| DATE STAMP|
Focsea np et {0 wores )
o

Sigretute of Payee
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7.6 To beinvoiced

P L N

<« To Be Invoiced N
Artiio whon This option used by BPM to invoice left out
] ::‘S' articles/eMO during invoicing of articles to ABPM.
. BPM must click on Fetch to find out left out articles.
‘B a——
Article Booking Book I ‘

Number Date Offic

LB

Article Booking
Bool
o Number Date
e [0 evo13613770IN  23-01-2025  Chae
Sesect Immart -
Article Booking
)
/ Number Date —
B4 EYOI3GI37T0IN 23.01-.202% Char

Select the article and click on select remark
option. It will show four different remarks. Choose
the option accordingly.

Tatal no of articles selected : 1

Window Delivery
Local Holiday

s Missent

vucc( Deposit ’/
Back b
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My e i
Signature I @
\ e ’

- "

Delivery
Amount to be collected : 1000.00

Mode of Payment

O Cash O Digital

Cancel
L J

@

To Be Invoiced

If BPM choose window delivery, the below
screen will come. BPM need to enter the
particulars and take signature of the
addressee and can show window delivery of
article.

After entering all the details BPM need to
select the Mode of payment cash or digital
and click on submit in order to complete the
successful transaction.

In the same way left out eMOs can also be fetched and show remarks.
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In Deposit This option provides to get the previously

Actictes emos deposited articles/eMOs with ABPM/office.

/:5'@@, R Q\:\

. Deposit with A O HEF iy
O’ postman 2 Bepons mah Ofics If BPM choose the option Deposit with

Postman, he will get the screen as shown

Zelect product -

below.
[
o
3 7 In Deposit
D Article Booking Book
Number Date Offic

Deposit with
Deposit with Office
@ oviman O o

ASHWINI S TALAWAR <:| -

SP_INLAND 1

LETTER 1
—
Article Booking
Number Date o

{
EK309403950IN  01-01-0001 Chamu
RYDOOO94784IN 22-01-2025 cm/

There will be two options, RESET & Re INVOICE.

After clicking Re invoice articles will be invoiced to
beat.

Reset option is there to reset the selection and to re
@ invoice.

Invoice
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= 4 a o
-
“— In Deposit AN
Articies. eMOs
l O ’:.I::’,:,t:,,wm. @ Deposit with Office
Sl prodhunt -
K n
Ca0 AMOw ".—"
. el
Article Booking
D Number Date Baokn
[0 E£x309403950IN 01.01-0001 Chamu
. O Rvyo00094784IN 22.01-2025  Chamu
»

BPM can choose the option Deposit with office in
order to show window delivery of the deposited
articles.

Select the articles and click on window in order to
show the window delivery.

Enter the addressee details and click on submit to
complete the process.

&

In Deposit

Like the same eMOs in deposit can be re invoiced or can be shown as window delivered

using this option.
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7.8 Generate Manifest

This option provides BPM to get delivery manifest of articles/eMOs invoiced to Beat/BO.

£ 1=

Q
.o Generate Manifest -

-

| neset ’

\ )

& Generate Manifest

<

l Article Manifest
eMO Manifest

Select action

{\ Reset

|

»

BPM needs to select action and employee and click on generate to view and print the

manifest.

7.9 Reports

This menu provides BPM to get reports related to Delivery.

= fm oy

& Reports f

| Reset

\ s

& Reports
Select report

LArticle Abstract Report
‘.__ eMO Abstract Report
Deposited Article Report

Emo Paid Report
\Qstman Delivery Report

Y

BPM needs to select the report type and then click on view report. Few reports are

generated and shown in the next slide.
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&8

= = E\
i "

&« Reports

Article Abstract Report <:| -
=

Article Abstract Report For 06-03.2025

Attributes Count
Deposit on previous day 0
Articles received today 0
Issued to BPM/ABPM 0
TOTAL ARTICLES ISSUED 0

Number of articles delivered by
BPM/ABPM

Number of articles delivered
through window

TOTAL ARTICLES DELIVERED 4

Number of articles redirected 0

Number of articles returned to 0
v sender

Number of articles in deposit 0

today

INDIA POST -APT Page 99 of
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eMO Abstract Report For 06-03-2025
Attributes Count

Deposit on previous day

eMOs received today ]
eMOs printed today 0
eMOs Pending for printing till 0
date

Issued to BPFM/ABPM 0
Total eMOs Issued 0

eMOs paid by BFM/ABPM

eMOs pald by window 0
Total eMOs paid at the office 1
Id

eMOs redirected 0
eMOs returned to sender 0

eMOs in deposit today

Download Pdf
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7.10 Delivery -Flow Chart

L e e L L L A L

Articles Invoice
s Articles Invoice >

Select Employee

l

Select Articles
Click Invoice

l

Pop-up: Confirm Invoice

l

Message: Article Invoice Successful

Click Dashhoard

View Status: Received, Invoiced, Return Taken, In Deposit

rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr

eMOs Invoice

Select Employee

I

Select/Scan eMOs

I

Click Invoice eMO

L I I I I A )

@gistered Article - m@

Scan Ordinary Articles with Barcode
Enter Count of Articles without Barcode

l

Enter Unpaid Amount (if any)

l

Click Invoice

l

Message: Unregistered Articles Invoiced

Click Cash Process (Amount to ABPM)

'

Click Process

I

Message: eMO Invoice Successful

L O L L T T T O T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T A A A A A A A T T T O O O A A A s
L T L L T T T O T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T A A A A A e T L e L L s

B O A A L R I R R LR

INDIA POST -APT Page 100 of 167

LT T T T T T O A A A A T T T T O A A A A O A T T A N o A A A A A A A A A A A T




(= ® Operational Guide for Branch Post office ~%

~~/

FF F P F P F F F F F F P F F F F F F F F F F F FFFFFFTEFF S aad A ff A ff AR AR AR AR AR R AR AR AR AR AR AR AR
- v

Unregistered Aticle - Returss_>

l . Click Modify — Select Employee

Select Employee

l View Articles/eMOs Invoiced

'

Take Returns of Ordinary Articles & Postage Due Edit Remarks — Confirm

Y
Click Update

Click Submit — Select BPM/ABPM/Window Option

l Accept Cash from Employee or Window

Message: Returns Updated Successfully : l
- Message: Returns Submitted Successfully

L I R

& G

Select eMO Number

l

Choose Action: Print / Mark Missent

l

If Print — Generate PDF

l

Message: eMO Received Successfully

Click Fetch to View Left Out Articles/eMOs

Select Article — Add Remark (e.g., Window Delivery)

Enter Delivery Particulars & Signature

Select Payment Mode (Cash/Digital)

Click Submit

Message: Transaction Completed

L R R

LI T R e R R R R L L T T R e R R N R R R R O O L T R R R e R R R R R R L L R R R O T e o o T T T T T Y

LT R T N RN DL DL T T T T R T T T T R R T UL U TR T T R T T T R UL T R T R LT T T T R TR T R R
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L O
- v

Generate Manifest

Choose Deposit with Postman — Options: Reset / Re-Invoice

Select Action & Employee

Re-Invoice Articles to Beat OR Reset l
p Click Generate

Choose Deposit with Office = Window Delivery l

View & Print Manifest

Enter Addressee Details = Submit

Message: In-Deposit Process Completed

;IJ'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'.r.r.r.r.r.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l':&|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I|I!!

Select Report Type

l

Click View Report

l

Report Displayed

L

L T T S T S A A S T NS N SRS S ST S ST S SRS SRS SRS

‘FFFFrF R F R NN RN R RN F RN RN F RN F RN F RN RN R RN RN R RN RN R RN RN R FEFFFFFREFRL O]
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8 Door Step Services

Door Step Services Mobile Application guide mainly focuses on the common
functionality of Delivery work. As an alternative of PDMS Desktop application, mobile
application is also made available. User needs to login to DSS mobile application and
can complete the Delivery work. This part elaborates the unique functionalities DSS
Mobile Application.

= 2 = o

- FYCILVINE BOWAL amnsen »n

>

X/
*

Acknowledge
Article Delivery
Article Bulk Delivery
Emo Bulk Delivery

L)

53

%

53

%

X/
o®

L)

>

X/
*

eMO Payment

L)

.
X3

*

LB Clearance
UnRegd. Article Delivery
UnRegd.Count/Unpaid

L)

: ‘0

Article
Delivery

%

-

K/

%

e

s | Article Bulk » Pickup Management
= Dolivery R
< Drop off Management
‘ o % Bulk Pickup
T eMO Payment ¥ ABClearance
&l * Reports
X UnRegd. 5 UnRegd.
o 9 | Article . Count/Unpaid
) Delivery

Orop Off
Management

{
<

=Y Reports
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8.1 Acknowledge

]
= g = A

Article 7 EMo Acknowledgement In the Acknowledgement screen summary of
invoiced all kind of articles and eMOs for delivery in
‘ : the beat are displayed. Details can be viewed by
e i Speed selecting each kind of articles.

100

Total Number of Articles

EMOQ Casn

*

. /

8.1.1 Acknowledge Details Screen

On selecting the article, details of the invoiced
articles will be displayed i.e. Article Number, COD

o
- & = O %3 ..
SH ¥ ¥\ Amount, VPP Amount and VPP Commission. After
Acknowiedge Detans detail checking the articles and other details, delivery
it staff can acknowledge the articles by selecting the
B %" emonumber Amount ROV Acknowledge button.
o Narme
4005 1000 KUMAR
; WA
30285611569 50 ANANYA
ANANYA
1 3905641161 50 KAMALAMM
ANKAMAL AM
- 90212336593 1000 RAGHU HH
5 5494305069 1000 KUMAR

OANNA

Ny ... J

Acknowledge Confirmation Screen

The articles acknowledgement confirmation message
will be displayed.
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8.2 Article Delivery Screen

\ In Article Delivery option, each and every article
> % | received for delivery in the beat will be displayed along
with receiver’s information. Also an option for
scanning the articles which are not auto fetched is

2 i

. wN

Article Delivery

given on the top of the screen. In that option article’s

] number can be enter by typing or by scanning the

TR e a— article barcode available on the article.

Receiver Name Mahesha K

Address Instructor WCTC

Articie Number EYO13650589IN

Hecelver Name Nagendra H K

Address BGGPO xxx

Article Number EYO13698876IN

Receiver Name Anll Raikar

g Basaveshwara Nagar
Address 2nd Maitt
Article Number AY100104425IN

{ Recelver Name ChethanB8S
No 23 Nazarbad
Address : A
Police Statian oposi

8.2.1 Article Delivered Screen

:( 2 i Q\G Delivery staff will select the article for delivery. Article
v number, type of article, address of the receiver and
« Article Dellvery . . .
A e amount to be collected if any will be displayed on the
4 e | screen along with options for updating delivery status
s e as Delivered or Not Delivered. On selecting the
2 delivered option, input field will be appeared for
s oot entering the receiver’s name, also type of document
collected if any and its number will be displayed. An
YA option for taking Digital Signature also displayed in the
bottom of the screen.
Detivered -
Driving License -
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8.2.2 Article Delivered with Cash and QR payment screen

32 Alert
“ Articie Delivery

If any COD articles are
available for delivery, two
|:> options will be displayed i.e

Cash payment and Digital
QR. If cash collected
physically enter the cash or if
a receiver paid the amount by
scanning QR code after
collecting the correct

QR Payment Successful

Aadhas -

377737777773

Cash Payment amount, complete the
process by selecting
Confirm option. After

|:>m completion of payment a
success message will display

on the screen.

8.2.3 Article Delivered with Digital Signature Screen

X

Digital Signature

In the Digital Signature screen, receiver can sign on
the mobile screen. After getting signature delivery staff
can complete the process by using OK option.

my
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8.2.4 Article Delivered Confirmation Screen

Alert

Articie has been successfully Delvered

A success message will display after successful
completion of the article delivery process.

8.2.5 Article Not Delivered Screen

T

< Article Delivery

EYOT3I6905B9IN

Not Delivered

Addressee Absent

Addresses Absent(For enguiry]
Addresses Left without instructions
Beat Change

Deceased

1. Divert to BO
Door Locked
” - EEE

Return to Sender Please Confirm

Ittigequd S.O

a5

If the article is undelivered the delivery staff will
select as Not Delivered. On selecting the
Undelivered option delivery staff has to select the
reasons for undelivered from Select Remarks
Option dropdown. The remarks available and on
selecting it remarks description will get auto
update. Available remarks for not delivered are
Addressee Absent, Addressee Absent [For
Enquiry], Addressee Left without instructions,
Beat Change, Deceased, Divert to BO, Door
Locked, Insufficient Address, Intimation
Delivered, Local Holiday, Mis-sent, No such
person in the address, On Addressee Instructions,
Payment of charges, Poste Restante, Prohibited
Article or Leaky Contents, Recalled, Redirection,
Refused and Unclaimed.

Delivery staff can select the suitable remarks and
if the article is redirecting or returning to the
sender, a popup window will open to update the
PIN CODE. Enter the appropriate PIN CODE and
click on OK button. Then click on Submit button.
After submit an alert message will display for
confirmation of not delivery.
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8.3 Article Bulk Delivery

\

=

— s B
— e (SRR~
-
L Door Step Services
x Acknowiedge ° *“4
' 3] Artacie Dulh MO Buik
Dalivery Owllvery
»MO Payment mﬁﬂuuu
-
© Usdege Bavet
[ m"m CaunUunpaid
Pick Up Deayp OI
Management Mansgemant
\ LU /
w
_/ & =
— s (E =
-
Bulk Delivery

Prasara Bharathi

Artice Number Article  Total
Type Amount

EXTOAS4n57IN raRce

O
0  eovasomom  PaRce
O
O

EXTOA54058 7 PARCE

00

Delivered

Bharathi

Aadhar -

G

For bulk delivery of the articles, select Article Bulk
Delivery option.

In the Bulk Delivery screen select Bulk Addressee
option from the dropdown list. On selecting bulk
addressee articles will be listed down with details,
total amount to be collected. Select the articles to be
delivered to bulk addressee. On selecting the articles
total number of articles and total amount to be
received will be fetched. Select the appropriate
remarks for delivery i.e. Delivered or Not Delivered
from the dropdown option. On selecting Delivered
option, enter name of the receiver, document type
received i.e. Aadhaar Card or PAN card or Driving
License from the receiver and enter the document
number.

INDIA POST -APT
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X

Digital Signature

Take a digital signature of the receiver using Digital
Signature option and click on OK button.

After taking digital signature click on Submit button.

Alert On clicking Submit button, a message will
K T Badieena it e be displayed that Article has been successfully

:> Delivered. Click on Ok to complete the process.
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8.4 eMO Bulk Payment

( 2 i \G

— . 0

v
Article / EMo Acknowledgement

Beat BEAT DV
b Batch BATCH 01
Total Number of Articles
0 0 0
Registered Parcel Speed
0 0 0
EMO Cash No, ond Article
Addressee

Sri Manjunatha Swamy Ter|
Name

=

2 i

Emo Bulk Delivery

5r Manjunatha Swamy Temple -

I Recelver
D Emo Number e Amount
O churtwr
O 1A "
7000
Delivered

Aadanar

Invoiced eMOs for bulk delivery will be displayed on
bottom side of the screen. To acknowledge the elM
click on View button.

Bulk Emo's
Acknowledoe

Alert click on

has been successiully

After selecting the articl
Acknowle«
button. A success mess:
will be displayed that B
Emo’s has be
successfi
Acknowledge. Click on
button to complete
acknowledge process.

For eMO payment to bulk payee select
eMO Bulk Delivery option from the
home screen. On selecting eMO Bulk
Delivery option, select the appropriate
bulk addressee from the drop down
option. On selecting the bulk addressee
all eMO will be listed along with other
details. Select the appropriate remarks
for delivery i.e. Delivered or Not
Delivered from the dropdown option. On
selecting Delivered option, enter name
of the receiver, document type received
i.e. Aadhaar Card or PAN card or Driving
License from the receiver and enter the
document number.
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Asdhar

’
K Submit /

Alert

Emo has Deen successfully delivered

Delivery staff will obtain the digital signature of the
receiver and click on Submit button to complete the bulk

delivery of eMOs.

A message will be displayed on completion of

successful bulk delivery of eMO.
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Daliabad

8.5 EMO Payment

. Article Dutk
Delivery

e eMO Payment

. unkege
L Article
- Oslivery

Plek Up
Management

e Repurts

»

wln

*MO Bulk
Dulivery

Drop O
Management

& oo 4

(s

¢

Emo Number
Receiver Name :
Address

Emo Number
Receiver Name !

Address

-

©
d

Emo Delivery

e 3
s

5131887748
babu

avenue 21 sumit city

7752951743
bablu

avenue 22 sumit city

/

After acknowledging the receipt of eMO and cash,
delivery staff will select eMO Payment option in

the Door Step Services screen for

payment of eMO.

making

On selecting EMO Delivery option, a list of eMOs
along with name and address of the receiver will
be available for delivery. Also input box for
entering or scanning the eMO number will be
available on the top side of the screen for
entering the eMOs which are not auto fetched.

Select the eMO for payment.
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i

S
w
A T
_[ = 6w
< h Emo Delivery
S131887748 "——::
' Amount ta be Paig |
Vsl iy On selecting the eMO for delivery, remarks
Address3 ghziabad dropdown option will be displayed for updating
S F the status as Delivered or Not Delivered. If the

Babu

Aadhar

Digital Signature

N

Digit

x

al Signature

delivery staff select as Delivered, he has to enter
the name of a person who receive the eMO and
to select the document type & document number
collected from the receiver.

Digital signature option given for taking the
receiver’s signature.

After successful delivery of eMO a message will
be displayed as “Emo has been successfully
delivered”.
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8.6 Non delivery of EMO Payment

& \ If eMO is not delivered remarks should be selected as
=
= = %) Not Delivered from the dropdown option. On selecting

< mo Detery Not Delivered option, reason for non-delivery should be
. selected from the Select Remarks Option dropdown
| field. Reasons for non-delivery will be available as
A ot mentioned in the non-delivery details of the articles and

same procedure will be followed for eMO also.

c &

& LB Clearance

e
D L)
X

This option helps BPM/ABPM to scan and clear the

\ / letter box.
Ch Clonymuics \

10

After scanning he needs to enter the number of ordinary
articles found in the letter box and click on submit.
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8.8 Unregistered Articles Delivery
Option used to deliver the ordinary Articles with barcode.

5 0
—: g = QA

& Door Step Services

¥ Acknowledge

Click on Unregd. Article Delivery option

eMO Bulk
Delivery

Article Bulk
Delivery

¥ aMO Payment

© _lo 9

Drop OFf
Management

Plck Up
Managemaent

2

Y Bulk Pickup Y Reports

< Unregistered Article Delivery

Article Number*

|

Article Number :

Receiver Name :

Article Number :

Receiver Name :

Article Number ;
Receiver Name :

YO458573593IN
NA

YO585439527IN
NA

YO725934585IN
NA

_/

Invoiced Unregistered Articles will appear as
shown, click on individual Article to dispose the

Article.
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8.8.1 Delivery of Unregistered Article.

= ) e 0 '3\ Select the Individual Article, Enter Receiver
- Name, and Select Remarks as Delivered, then
€ Unregistered Article Delivery | lick on Submit button.

Artcle Number+

YO725934585IN

l £nter Rocewver Name
Sohan Ramcharan <:|
<,

Alert On clicking

Unregistered Article Returns taken submit
Successfully

Delivered
button a

Success
=3

message will

appear as
shown.

8.8.2 Non-Delivery of Unregistered Articles.

T—TTE.

Select the Individual Article, Select remarks as

= Either Return to sender or Redirected asper
& Unregistered Article Delivery

©

requirement then click on Submit button.

Article Number*

YO725934585IN

Unregistered Article Returns taken
Successfully

Enter Recelver Name <:| Alert
Return to Sender <:|

o R —

On
clicking
submit button

\ / a Success message will appear as shown.
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8.9 Unregistered count Unpaid.
Option is used to account the number of unregistered articles delivered, and to account

the collected unpaid amount on unregistered Articles.

w
= * W 0o
& Door Step Services
T Acknowledge m.’m
. Artiche Bulk ~.  WMO Bulk . . .
Delivary Delivery Click on Unregd.Count/Unpaid option.
< AMO Payment mu—:
__': | UrSegd. Article A
Dulivery paie
Pick Up . Dropotr
Mansgement Mansgement
9 Pulk Plckp 4 Reports
-
>

f = i \ Screen will show the Acknowledged ordinary
— dd 6w

articles and unpaid amount, if any.

-
< Unregistered Article Delivery

Enter the Number of Articles delivered, total

Total No, of Ord, Article

postage amount collected, number of Articles

Total Amount to be Collected 0.0 1
| . Dispatched and Amount of postage due on
dispatched articles.

Then click on Submit button.

A Success message will

—

appear as shown.
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8.10 Pickup Management

> Pickup management option is used to pick up the
= g.b - @} Articles from door step of the customers for induction
¢ Door Step Services purpose.
Oelivery Delivery

Click on Pickup Management option.

B AMO Payment m—-
Dl ©
Z: ¥ Q =

. Dropofr
Mansgement . Management

»

€ PickUp Managemaent

Pickup Management screen will open, screen

contains pick up requests assigned to logged in user,
click on view details to view the request details.
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@

rT—rT.

-
« PickUp Management Detalls

Request details screen will appear as shown, user can
view the Sender and
Addressee details by clicking
on respective icons.

Click on Pick up button to
process the request

A success message will appear

as shown.

8.11 Bulk Pickup

Bulk pickup option is used to Process the pickup request from Bulk customers based
on customer ID.

o
&
= « W @A

« Door Step Services
L Ackmowledge m.’m
. Artithe Bulk _.  WMO Bulk
i) bt Click on Bulk Pickup option.
S MO Payment m.m.
__‘: 0 w Artcle ) .
Dulivery paie
Pick Up o Dropofr
Mansgement Mansgement
9 mulk Plekip ¢ meports
-
>

NP5
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m Enter Customer ID

< Bulk Pick Up

Enter Customer 1D <‘|:|

N J
ATE—r

Customer Details will appear as shown, Click on

-

€ Bulk Pick Up Scan button to scan the Articles for pickup.

Enter Custome 1D

1919322855

l Customer Name : SHIVAKUMAR M
Mobile Number : 9035837037
563, 10th E Main,

dd 2
Audyesy) A G B Layout
K var.
Addveian s Chikkabanavara
Post
City : BENGALURU
y: RURAL

Scan Send Data

N /

an = o

Bulk Pick Up

After scanning all the Articles Click on Send Data
) | option.

Customer Name : SHIVAKUMAR M
Mobile Number : 2035837037
Chikkabanavara
Post
DENGALURLD
RURAL

Address2:

City :

cc

2 RY001174365IN

£

RYOO1174366IN

0o

8% RY001174367IN
8% mvooirir7azssin
g% RY001174369IN

, B% rvyoori7aazvoin
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A confirmation message will appear as shown ,
please click on Yes button to continue.

Bulk Pickup Data

Alert
A success message will appear for successful

Bulk Articles Pickedup Successfully

processing of request. Click on OK button.
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8.12 Reports

[2]
-
= & = A In the Reports option different types of reports can
- Reports be generated i.e.
- +* Article Reports
> P s m : +» eMO Reports
Y. AD Report ¥ Stathwics * LB Report
+» Statistics
X Track & Trace ::::‘" Po ’:’ TraCk & Trace
. * PIN code/ PO Search
8.12.1 Article Reports
2| N
= - o v
- On selecting Article Reports option, a dropdown
< Article Reports . . . . . .
option will be available with two options i.e.
<:| ' Remarks Given and Remarks Pending.
‘ Remarks Given
Remarks Pending

C -G \

— (SN =
L 2 Article Reports
On selecting Remarks Given option, delivery
Remarks Given <:: -
staff should select report date and choose
<:| = Generate button.
Generate

- /
4 N

- - Remarks given report will be generated in this
O Ny 0 e format with details of Sl No, Article Number,
T e— kG Article Type, is VPP/COD, Remarks and Invoice
[ S5 [ Sentite T anign e | SeitnY oiote | Date along with office and also delivery staff
e BT details. Report will be generated in PDF format.
e
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Zupaiewel o ram =

8.12.2 eMO Reports

[ 2 = \

— _. o9

-

<« eMo Reports
Remarks Given -

l Remarks Given

Remarks Fending

- /

-

On selecting Remarks Pending option a report will be
generated in PDF with details of Article Number,
Article Type, isVPP/COD, Invoice Date.

eMO details can be generated using eMO Reports
option. On selecting eMO Reports option, a
dropdown option will be available two options i.e.
Remarks Given and Remarks Pending.

On selecting Remarks Given a PDF will be
generated which contains the details like eMO
Number, Receiver Name, eMO Value, Remarks
and Invoiced Date.
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8.12.3 LB Report
This report gives information about the Letter Box clearance.

/.—f f = @s

Department of Posts
Mintstry of Communcations, Govemment of Inda
Office Name:Sagar H.O User: 10298970
Report Date & Time: 01.09-2025 14:26 Report Type: LB Clearance Report
Y AB Report Y stathiics port Type
X & Wicu D) ey SINo | Lotterboxid | Letters Count |  Offico Name Location | Clearance Time
2 1| srreamoooon 8 Sagur HO | opp Postaffice | 0827 PM
K / 2 577401000002 3 Sagur L0 | opp Post alice 06:21 PM
3 577401000003 8 Seqer HO | Sagar medcat 05:20 PM
4 577401000004 53 Sagar HO Count 05:29 PM
— e O 6 | 577401000006 210 Sagar HO KEB 05:30 P
- 1 577401000006 1 Sagar HO Market 5.0 05:30 PM
€ LB Clearance Reports
s e 8 §77401000011 3 Sagur O | Ambockar circle 08:30 PM
01-0%-202% f 9 §77401000012 2 Sagor O | havyiks finance 031 PM
I 10 577401000013 ) Sagar HO | Mother Teresa 05:31 PM
Generate ciecle
e NN End of Report

\ IR

Click on LB report, then select the date and click on Generate button, it will generate

the pdf file containing LB clearance report
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In the Reports option, Statistics card will be
available.

<)

X LY Report Statistics

PIN code/ PO

/
\
o v

- Track & Trace

3
a

On clicking Statistics option two tabs will display
i.e. Article Reports Count and eMO Reports

g | Count.
-
< Reports Count
) Article
Reports Count
= & - o On clicking Article
\ 3 £ Article Count Details Reports Count
Ty — option/eMO Reports
43 Count option screen
B | tocaytovaices will show the
43 statistics as shown.
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-

&

Ge

eMO Count Details

©
d
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8.12.5 Track & Trace
Please refer chapter 4.7

8.12.6 PIN code/PO Search
Please refer Chapter 4.8
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8.13

L A I e S e e e N

T
1
Open Article Delivery Screen

Acknowledge

Open Acknowledge Details Screen

1

Select Article

'

View Pending Acknowledgements

(boose Pavment Mode [Cash/QR/Digital Signature)

1
Click Submit

'

Confirm Acknowledgement

1

Message: Articde Delivered Sacoessfully

'

Message: Acknowledgement Successful

1
(Option: Mark as Not Delivered ~ Select Reason — Submit ~ Message

I L T T T T L R R R R R R R T T T B N N N N N N N B N T P T T T N T T T

I L T T T T L R R R R R R R T T T B N N N N N N N B N T P T T T N T T T
I L T T T T L R R R R R R R T T T B N N N N N N N B N T P T T T N T T T

R N N NS

Article Bulk Delivery

eMO Bulk Delivery

Select Multiple Articles Select Multiple eMOs

l

Click Submit

l

'

Click Submit

'

Message: Articles Delivered Successfully

Message: eMOs Delivered Successfully

R I L R R R R L N N N R R N R L R T T T T

J'J'J'J'IJ'IJ'IJ'IJ'J'J'J'J'J'IJ'IJ'IJ'I.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'--.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l)'

I I I R R R R R R L R R L R R R T L L L T T T T T T T TR T T T B I )

R I L R R R R L N N N R R N R L R T T T T

Door Step Services -Flow Chart
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rFrFrFFFFFFFrFrFrrFrrFrrFrrrFrrrrrrFrrFrrFrrFrrrrrrrrFrrFrrFrrFrrFrrFrrFrrFFrFFrFFrFF, O rrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrareF
. . -

eMO Payment © < Non-Delivery of eMO P a@

l

Select eMO

Select eMO : l
Choose Reason from Dropdown

Message: eMO Delivered Successfully Click Submit

l

Message: eMO Marked as Not Delivered

Select Remarks: Not Delivered

l

;IJ'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'J'.r.r.r.r.r.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'-:_,.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.l.lf;

@gistered Article D@ @Stmd Count / U@

Open Count/Unpaid Screen

View Invoiced Unregistered Articles

Enter Delivered Articles Count

Select Article —= Enter Receiver Name

l

Select Remarks (Delivered/Return/Redirect)

l

Click Submit

l

Message: Unregistered Article Processed

Enter Total Postage Collected

Enter Dispatched Articles Count & Postage Due

Click Submit

Message: Count/Unpaid Recorded Successfully

L e
L s
L e

PP O T e
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Pickup Management @

Enter Customer ID
View Assigned Pickup Requests

'

Click View Details = View Sender/Addressee Info

'

Click Pickup Button

l

Message: Pickup Completed Successfully

View Customer Details

Scan Articles for Pickup

Click Send Data

Pop-up: Confirm

L T T T T O T T T O O R L]

Message: Bulk Pickup Processed Successfully

1
Choose Report Type (Article/eMO/LB/Statistics/Track & Trace/PIN Search)

i
Select Date Range

1
Click Generate/View 1

!
Report Displayed | Exported

INDIA POST -APT Page 129 of 167




(" ® Operational Guide for Branch Post office
S

9 Core Banking Services

Core Banking Services option enables the BPM to perform various Savings Bank
related transactions. The BPM can perform below listed Transactions using CBS option.

= g e Sl < » Open New Account.
- » Cash Deposit.
Core Banking Services > Cash Withdrawal
p Jorsai R » Mini Statement.
R E > Daily Transaction Report.
. o Cash o | Minl » High Value Withdrawal.

_— Withdrawal . Statement > Account Enquiry.

Dally » Pending Transaction status.
X Transaction

fieport
X PRESUnt 2 ::::;‘::g(lon

Ry Status

. 5%

9.1 Open New Account

BPM can open various types account such as

» Savings Bank

» Recurring Deposit

» Term Deposit

» Sukanya Samruddi Account

INDIA POST -APT Page 130 of 167




algk
(" ® Operational Guide for Branch Post office 7

i Select Account type as SB, Fill in the Primary
58 <:| - Account holder name, For Minor Account select Is
i minor as yes otherwise select as No.

Three Modes of operations are available — Self
i esmineacoan: (Individual Account), Joint A and Joint B account.
T SRS Select the options accordingly.

Is Minor

- - Then click on Initiate for New Account.

Mode of Operation;

@® ser O JointA O Jointe

[ ST —

Account Opening Details
Next click on Submit button.

' Kumar Gowda

Enter the Amount collected then click on Submit
Account Opening Details button

. Kumar Gowda

0 S
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-
Transaction Successful
[ 3 )_Date 59380557
P1-09-2025
'u.u,,, e NI F250901 1619193241
KA

1. 57140401K0446N

500

500

acron B Account opening Transaction successful screen
vnsaction e ST will open as shown click on print option to take print
[ e Ty out then click on back button to complete the
Time : process.
ct pecount Opening

S -

Note: - All categories of Accounts will be opened by following the same procedure
as shown above.

9.2 Cash Deposit

Cash Deposit option is used to Accept deposits towards SB, RD and SSA Accounts at
Branch offices.

Click on Cash Deposit option

e Open New
= Account

B Cash o Mini
- Withdrawal _— Statement
Dally
5 Transaction
fieport
Pending
X PREsent k3 Transactiol
5 Enquiry -

>
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Cash Deposit

AcTuunt Number

=3

. /

- ab =

Cash Deposit
AcTount Numbey

0472654107

Account Detalls

Confirmation

Do you want to proceed with the
depaosit of R$.5000, Please note that
transaction once Initiated cannot be
reverted

>

Cash deposit screen will open enter the account
number and click on search button.

Account Details screen will open, enter the deposit
amount and click on Initiate Transaction.

A confirmation screen will open with amount of
deposit, click on Yes button to proceed
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s
[ & o G\

p—

- . | i ;
-
Transaction 1D 59380208

Account Number DL7Ze54107

Ao 150

Halance Al

&l 165010.00
Mode of Transaction BY CASH
l Transaction Date 01-09-2025

Transaction Tm 2090
Scheme Type @ S8GEN

Deposit transaction success screen will appear as
shown, click on Print option to take printout and
click on back button to complete the process.

Note :-( Same process will be followed for RD Deposit and SSA Deposit Also)

9.3 Cash Withdrawal

Core Banking Services

) Open Neow PR

v G——

Withdrawal . Statement

Oaily

Transaction

Report

Pending
g :t“c:m ¢ Transaction

k nuiry Statin J
— a | R O3

Cash Withdrawal
X<

A IWNT DETAILS

@ 3n’;mmv¢:<::D Procedural
g </

INDIA POST -APT

Cash Withdrawal option is used to allow savings
account withdrawal at branch office.

Click on Cash Withdrawal option

Cash withdrawal screen will open, enter the
account number and click on search button.

Account details screen will open with details as
shown, click on signature button.
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1N
&8
<

;/

0472654107

Click on confirm button. Tab for entering amount

| will appear, enter the amount of withdrawal and
l click on Initiate Transaction.
ACCOUNT DETAJLS

p/o -lvarw:uov 10 S9379870

Account Number 0472654107

Amount Withdraw 100

Current Batance 165700.00

@ Signature O Procedural Made of Transaction 8Y CASH

Transaction Date 010%-2025

Proceed l Transaction Time 5:59PM
roceet echens Typé sy
|
Print BACK
K -‘

S
- -

<. BAPR M3-
S S
;Vw}

R o |
appear as shown click on print option to take print

¥ 500 <:| ® out, click on Back button to complete the process.

s

=4

Cash withdrawal transaction success screen will

9.4 Mini Statement

m Mini statement option provides for generation of
— * = 4 m)| accountstatement.

e dh

Core Banking Services

) Open Now RIS
= mwnl mm
b g G [
Withdrawal . Statement

Omily
X Tramsaction
Report

Pending
9 Transaction

\o_Mlo -

Account
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Balialad

S
— Mini statement screen will open, enter the Account
— & = © ) number and click on Proceed button.
¢ Mini Statement
=

- J

- 49- O

< Mini Statement

ALLOUNE Mumber

»

p'l'lz

& =

Account details screen will open, click on Fetch

Min statement option.

Account statement will be fetched as shown, click

on Print option to take print out, click on Back

button to complete the process.
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9.5 Daily Transaction Report
Daily Transaction reports provides for generation

m of Transactions report for a particular time period.
— g &9

- o

D
Core Banking Services

Click on Daily Transaction Report

3 Cash B Mini

Withdrawal rs Statement

Pending
Transaction

\ Sxasiry /

[= ¥ = & B\

-
Daily Transaction Report
Select Date Range:

From Date*

g | o-oo2025 <:: @)

Select from date and to date from calendar and

click on Fetch button.

01.05.2025

0

S <:| Detailed transaction report will be fetched for
selected period; report can be viewed category wise

also.
Select Scheme Type v

Consolidated figures will appear at the bottom of

Transaction ID Account Number Scheme Typ

the report.
Post Office
54365044 0472654107 Savings Bar
Past Office
54365064 0472654107

Savings Bar

F250528185212783  Post Office
S4364772  eO00281B521278

87KA Recurring

P;‘.l Oll::r

54364698 0472654107 Savings Bar

TR __ PostOffice

X 54364727 0472654107 Savings Bar
Tot Trans: 120 Tot Rebate: 4450

Tot W/D: 46751.0 Yot Delault 419.0
Qaep 1293570 J
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9.6 High Value Withdrawal

High value withdrawal option provides for raising requests for withdrawals above Rs

— pod o
-
Core Banking Services
) Open Now ;
. Account @ DR
. o Cash o Mini
Withdrawal Statement
Omily SNy
Transaction  Value
Report (gh
Pending
Y :“.‘I"“ S Transaction
K a\uet Statun
— 4 O

D472654107

A

High Value Withdrawal

<

=l

(=)

"

(= 2 i & W)

ALLOUNT Numbes

0472654107

High Value Withdrawal

New Request

N

D

-

INDIA POST -APT

20000, and processing of approved requests.

Click on High value withdrawal option.

High value withdrawal screen will open, enter the
account number and click on Submit button.

Account details screen will open click on New
Request button to raise request for high value
withdrawal.
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High Value Withdrawal
i <:| | Enter the request amount and click on Create new
request. On clicking Create new request, success

Account Detalls message will appear as shown, click on Print option
to take printout or click on Back button to complete

the process.

20000

REQUEST CREATED SUCCESSFULLY

' Account Number

Amount

Transaction Status

@,

9.7 Process of High value request.

/_ - i G G\ Click on Enquiry button to process the already raised

* requests.
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Withdrawal

o | &

New Request

|

Pending Reguests
Account Number 0472650961
Request 1D 580¢ 3265
Amount

Transaction Status

Transaction is Cancelied
e et aacea—

Account Number

0472650961

Request 1D

0520

Amount

20000

Click on Initiate Transaction button to proceed for
withdrawal or else click on Cancel Transaction to
cancel the high value withdrawal request.

Transaction Status

==

Transaction is Pending

Cancel

Transaction

9.8 Account Enquiry

Account enquiry option provides for searching the status of Account opening requests
through Reference number or date.

[= ¥ i o o)

e Banking Services Click on Account Enquiry option.
Open Now PR
~0
. o Cash o Mini

Withdrawal Statement
Oaily

X Transaction
Report

Pendin:
3 ) m:‘:;‘ < ::I‘ ::::l:::"oﬂ
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AT—VVTTT

—" =2 6w

@ Reference Number O Date

1 F25090116241475481KA <::I 4
e B

NS )

Enter Reference number or select the date and

click on Search button.

9.9 Pending Transaction Status
Pending transaction status enables the user to check and update the status of any

savings bank transaction.

Core Banking Services

) Open Now PR

. o Cavh o Mini
Withdrawal . Statement
Omily
Transaction
Report
& Account
K Enquiry

Update Pending Transaction

. T

Click on Pending Transaction status option.

Select B O date and click on Fetch button,
transaction details along with status will appear,

click on Update button to update the status of

Transaction.
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9.10 Core Banking Services -Flow Chart

R L R R R I A

Open New Account

Select Account Type (SB/RD/TD/SSA)

Enter Primary Holder D

etails (Is Minor: Yes/No)

Select Mode of Operation (Self/Joint A/Joint B)

Click Initiate for New Account

Click Submit

Enter Initial D

eposit Amount

Click Submit

Message: Account Opening Successful

D L T T T T T T T R R T R T I Y

Option: Print Acknowledgement

-

D R R T T R R R R N L R R R R T R R R R R R

-

Cash Deposit

Enter Account Number — Search

l

View Account Details

l

Enter Deposit Amount

l

Click Initiate Transaction

l

Pop-up: Confirm Deposit

l

Message: Deposit Transaction Successful

l

Option: Print Receipt

LR T R R R S

B A R R R R R I R I I R R N R R T R R
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Cash Withdrawal : @ State@

Enter Account Number

Enter Account Number - Search

l

View Account Details Y
l - Click Proceed
Verify Signature l
l View Account Details
Enter Withdrawal Amount l
l Click Fetch Mini Statement
Click Initiate Transaction l
l : View Statement
Message: Withdrawal Transaction Successful | - l

Option: Print Statement

Option: Print Receipt

-
I R
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- v -

Daily Transaction R@

Select From Date & To Date

l

Click Fetch

l

View Transaction Report

l

View Category-wise Details

l

View Consolidated Figures

"’_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_r_rﬁpp.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-.-pppppppppppppppppppp;-
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Enter Account Number — Submit

l

View Account Details

\ 4
Click New Request

l

Enter Request Amount

4
Click Create New Request

Y

Message: Request Created Successfully

l

Option: Print/Back

o
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FrrrFrrFrrFrrFrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrrr-a
- v

@ss High Value Re@

Account Enquiry

'

Click Enquiry

l

Enter Reference Number or Date

l

Select Request

Click Search

'

l

View Account Request Status

Click Initiate Transaction OR Cancel

'

Message: Request Processed/Cancelled

l

Select BO Date

l

Click Fetch

l

View Pending Transactions

l

Click Update to Modify Status

T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T T L o o e T T L Y

.l'.l'.l'.l'.r.l'.l'.l'.r.r.l'.l'.l'.r.r.l'.l'.l'.r.r.l'.l'.l'.r.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l'.l':ﬁi|l|l|l|l|l|l|l|l|l|l|l|l|l|l|l|l|l|l|l|liiiiiiiiiiiiiiiiiiiiii

@g Transaction S@

LT T T O O T T L T T T T T T T T T O T O T T T T T T T T T T T T T T T T T

pppppppppppppppppppppppppppppppppppppppppppp

CFFFrF PR F RN RN RN R RN R RN F RN F RN RN RN R RN RN R RN RN R RN RN FFEFFEFFRFFRFRERR O
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10 Postal Life Insurance

Postal Life Insurance option provides the user for
performing the below mentioned Insurance
operations at Branch office.

Collection (Premium Collection)
New Business Quotes

Proposal Indexing

Policy search

Quote Generation

o “-‘ Quets . Secvice Req
L Baneration  Indexing

Insurance
Reports

Service Request Indexing

Transaction

L= y

Insurance Reports
Status Requests
Transaction Update

I O O T e T A A

10.1 Collection
Collection option provides for collection of Renewal premium as well as duplicate
Printing of Receipts.

Click on Collection option.

Postal Life Insurance
= Coltection R Buiiness
. - Prapossl =
= Indexing = Policy Search
= |Quete
L Banerstion

Insurance
Reports

Tramsaction

L= y
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Premium Collection

Collection

Renewal Premium

Policy Numbes

00D0QO3576083

). (Fer SMIS)

7259345850

it

Search |

2 )

*
Renewal Premium Collection

Number

l 0000003576083

urant Name Premium Due Amit
REN ¥ 6075.0
From Oate To Date Frequency

01-06-2025 30-06-2025 Monthly

e

Select Collection from drop down list, select
collection type as renewal premium, enter Policy
Number, enter Mobile number then click on
Search button.

Policy detail will be displayed as shown, enter the
number of Instalments then click on Calculate
button.
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— e = G o . o
- = 7\ On clicking calculate button, premium details will
Y Renirn Prasiton G be shown as per screen, Click on Make payment
Y option to proceed.
0000003576083

Insurant Name Premium Due Amt

REN t 6075.0

Da Date UBnNCy
01-06-2025 30-06:2025 Monthly

Promium :CGST £ 137.05GS5T ¥ 137.0Total ¥ 274

Total GST T 2740

700
9 DMOO00
0.0

t0o

3 6349.0

—E

= | = o)

Payment Confirmation

Payment Details
Payment details will be shown, click on continue

I Amount Payable ¥ 6349.0 button to proceed.

Mode Of Payment

Cash
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Payment Confirmation screen will open, click on Yes
button to proceed, NO button to cancel the
transaction.

Payment Confirmation

{ wit)

sk Datale Payment details transaction submitted successfully
Transaction Submitted Successfully screen will open, Click on Print button to print the
o Receipt and click on continue button complete the
process.

3STIN 29AAAGHOOS2€1 2F
[ ponc A continue

ﬁ o ﬁ Send SMS option is provided to send the payment
details SMS to customer.
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10.2 New Business Quotes

New Business Quotes option enables the user to generate new Business quotes both
for PLI as well as RPLI.

) Click on New Business Quotes option.

Prapossl
Indexing

it
1]
=
2
<
$
A
4

Insurance
Reports

[i

L Banerstion m

Tramsaction

L= y

;g?-

Select gender as Male/Female, Select Product
category as PLI/RPLI, after selection of Product type
Male D remale select the Product name (all categories of policies

New Business Quotes

made available), Enter Insurant Date of Birth, enter

i » i Sum Assured, Select Age at maturity and then click on

get quote.

Santosh

Insurant DOB*

s <

1000000

Age at Maturity

Q a5 so O ss O 8 @ 6o

\ Get Quote Re Calcula!e

INDIA POST -APT Page 150 of 167




(' ® Operational Guide for Branch Post office
~~/

[ — [- 1) O G\

-
Quote Generation - PLI QUOTE
Santosh
j | Based on the criteria, Business quote will be generated

Age ot manuiy as shown. Click on Print button to Print the report or else
60 . .
T click on continue button to complete the process.
¥ 3,750.00 ¥ 11,230.0
¥ 22,160.00 t 43,640.0

10.3 Proposal Indexing
Proposal indexing option enables the user to Index the new business proposal for data
entry purpose.

Click on Proposal Indexing option.

Insurance
Reports

Transaction

L= y
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\j
/V New Proposal Indexing \

PLI

Santosh

01/09/2025

01/09/2025
Office Details

PO Code:
Opportunity ID
Issue Clrcle:
Issue HO

Issue PO

01/09/2025
01/09/2025

BO21306101001
BO21306101001
KARNATAKA CIRCLE
MANDYA HO
ACETATE TOWN SO

@&

-

&
Insurant Details
' Kumar

Gowda

Gender

Male
1000000
Monthly

60

-

Proposal indexing-Santosh

»

Female

Coee Rl

Select Product category PLI/RPLI,
appropriate product name among available list.

as

Then Click on Next button.

Select

Fill in the Insurant Details such as Name, Date of Birth.

Select Gender. Enter sum assured amount,

select

Premium frequency and Age at maturity. Click on

calculate button.

INDIA POST -APT Page 152 of 167




(5 ® Operational Guide for Branch Post office
~~/
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Premium amount, GST and Total premium will be
calculated. Click on Submit button to proceed.

168.00

Application with Proposal Number N-
EAPODO2SE0649 has been checked in
Please choose how to Continue

CHECK IN ANOTHER
APPLICATION

Click on Pay Premium button to collect the Premium

PAY PREMIUM

amount.
— d = )
-
Initial Premium Collection
Premium Details

' Proposal Numbee Enter the Amount to be collected, and click on Make

N-EAPOD02580649 Payment option.

Insured Name

Kumar

Checkdn Date

01/09/2025

Enter Amount 1o be collected* <:|
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Payment Confirmation

Payment Details

l Amount Payable ¥ 3918
Mode Of Payment Payment Confirmation screen will open, click on
Cash Continue button to proceed further.

|

Again Payment confirmation screen will open, click on
Yes button to proceed and No button to revert back.
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i

Insurance
Reports

Tramsaction

(= 2 o @)

Policy Search

Name of Insurant

Insurant DOB

.

ohcy M

0000003576083

REN

amer 1D

71270463

g™

Fax
\\1 06-2025 /

Enter Policy number and click on Search button.

Policy details will be visible as shown below.

policy through policy number.

Click on Policy Search option.

T 6075.0

Rebaste

100

\' 137.0

J

Policy search option enables the user to view the details

/v
t137.0

Total 5

274

Yot Amous
T 63490

+

(S

4
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10.5 Quote Generation
Quote generation option enables the user to generate quotations for Surrender, Loan
and Revival/Reinstatement.

(= ®* = sl <)

z

-
& Postal Life Insurance

Click on Quote Generation option.

Insurance
Reports

Tramsaction

o p

Quote
" ok <:| . Select the required option from drop down list and
enter policy number after that click on next button to
0000003576083 — generate required quote.

L e
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10.6 Service Request Indexing
Service request indexing enables the user to raise various services requests such as,

Loan ,Surrender, Death claim, Maturity Claim, Commutation, Conversion, Reduced

Paid up, Revival and Survival claim.

& Postal Life Insurance

Insurance
Reporcts

i

Tramsaction

! Update
-
Surrender

0000003576083

N\

l Intureq

REN
sner Ik

71270463
Premmg |
2024-11.30
Pelity
AP
! e
2024-08-08

*  01.09-2025

Click on Service Request Indexing option.

Select the Service type and enter policy number, on
entering policy number, policy details will be shown.

Click on Submit button to raise the service request
for selected service for the selected policy.

Note:- Same procedure will be followed for all
types of services listed under Service request
Index option.
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10.7 Insurance Reports
Three categories of reports are available under Insurance Reports option-

= Daily Summary Report.
= Daily Indexing Report.
= Day end Collection Report

Day Ind
= Collection
Report

m\ 10.7.1 Daily Summary Report.
— w O w

(_
Daily
= i Daily Summary report enables the user to generate
B the Summary report of Daily transactions.
Day tnd
o Click on Daily Summary report option.

Daily Summary Report
Select Date Range:

' 01-05-2025

Select the Date range and click on Fetch button to

<
<:| fetch the summary report.
=

Transaction Date Bold

2110556

\31}05-2025 /
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10.7.2 Daily Indexing Report.
Daily Indexing report enables the user to generate report of Policy and service

ﬁ requests indexing for particular period.

Daily

Yoy
Day End
& Collection
Report

Click on Daily Indexing Report option.

Daily Indexing Report

Select Date Range:

Select the Date range and click on Fetch button to

: <
nH <:| - fetch the Daily Indexing report.
=

Rept No  Pol/Prob No Type

\37 0000003575690 /
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10.7.3 Day end Collection Report.
Day end collection report enables the user to generate daily collection report for
particular period of time.

— da» 4
) :
) IEn0e e Click on Day end Collection Report option.
Daily
=] Summary
. Report
Day EInd

= Collection
Report

Doy Tad CopsctaR ISR Select the Date range and click on fetch button to

fetch the Day end collection report.

Select Date Range:

b = Total number of transactions and Total Amount
31.05-2025 <:I - will be available at the bottom of the Report.
=<
Transaction Date Transaction Id Pollcy/:;op'
3005-2025 309666700 DDOOO03575

:: Total Transactions: 1
Total Amount: £517.00

N
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10.8 Status Request

Status Request enables the user to check the status of
New proposals as well as Claims.

Click on Status Request option.

Insurance
Reparcts

[i

Transaction

G= ]

S EE oy

Policy Search

I Proposal Status

Fropossl Numter

N-EAPO002580649 <:I

Two options are available such as Proposal status and
Submi < ::l
Claims status.

Poliy Number | Servce Requent Type | Sevice e | Select the  appropriate . option  and  enter

A iz pmmes | proposal/policy number and click on Submit button.
N-EAPODO258064% Propasal N-EAPODO2SE

N-EAPOON2580649 Proposal wEamoozssc | Details will be fetched as shown.

N-EAPODO2SB0649 Propasal N-EAPODO25H!

N-EAPODO2580649 Proposal N-EAPDOO258L

N-EAPDDN 2580649 Proposal N-EAPOO0258(

N-EAPODN 2580649 Proposal N-EAPDDD 2581

N-EAPODN2580649 Proposel N-EAPDDO258C

N-FEAROOU 2580649 Proposal N-EAPDOO2 58

N-EAPODO2580649 Propasal N-EAPODO2SES

N-EAPOQD 2580649 Proposal N-EAPOD0258(

Kﬂ»‘"\'l‘n?:ﬂﬂrd-l Pranasal N.EARDDN S
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10.9 Transaction Update

Transaction Update option enables the users to check and update the status of
Transactions.

Click on Transaction Update option.

Insurance
Reparts

Tramsaction

Updats <‘l:| J
1P O G o o . B R o
¥ i 0

- Present day s dates will be automatically updated
3 RTINS Tranaation DR and click on Fetch button to fetch the Transaction
Select Report Date*

2025-09.03 <:| - status.
=

rIr

k L

INDIA POST -APT Page 162 of 167




(' ® Operational Guide for Branch Post office

~~/

Balialad

L R T T T

10.10 Postal Life Insurance -Flow Chart

L L o R R R R

Callection (Premium Collection)

!
| Select Collection Type (Renewal Premium)

!
Enter Policy Number & Mobile Number

!
Click Search - View Policy Details

1
Enter Instalments - Click Calculate

New Business Quotes

Select Gender

l

Select Product Category (PLI/RPLI)

l

Select Product Name

l

R S

Enter DOB, Sum Assured, Age at Maturity

View Premium Details

Click Make Payment = View Payment Details

1
Clck Cotinue = Confm Payment

!
Message: Payment Submitted Successfully

!
| Option: Print Receipt { Send SMS |

l

Click Get Quote

l

Quote Generated

l

Option: Print Report / Continue

L R R R T N L T T A

o S o O e e e e
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FAPP PP PP PP PP PP PP PP PP rrreres
o

G

Seec ProductCeteguy (PLARPLY

—

Select Product Name

| S—

(lick

Next

Enter Insurast Detads (Name, DOB, Geader, Sum Assured, Premium Frequeny. Age & Maturity)

(lck Caloulate = View Prestium + GST

| Clck Submit |

(B Pay Preminm - Enter Amouat - Make Payment

Rk Contime -

Cnfim Peyment

Message rgese cened Srceshly

F L Y

L

Policy Search

Enter Policy Number

l

Click Search

'

View Policy Details

Quote Generation

Select Quote Type (Surrender/Loan/Revival)

l

Enter Policy Number

l

Click Next

View Generated Quote
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FC N A I
o

Service Request Indexing

Select Service Type (Loan, Surrender, Claims, etc.)

Enter Policy Number

View Policy Details

Click Submit

Message: Service Request Submitted

|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'|'n'n'n'|":_.

Status Request

Select Status Type (Proposal / Claims)

l

Enter Proposal/Policy Number
Click Submit

:

View Status Details

F L Y

L

Select Report Type (Daily Summary / Daily Indexing / Day-end Collection)

¥

| Select Date Range

|

!
Click Fetch

1
View Report with Transaction Detais |

Open Transaction Update Screen

l

Date Auto-Filled

l

Click Fetch

l

View Transaction Status

l

Click Update if Required
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11 Day End

After completion of All work including CBS and IPPB, BPM needs to do B O day end.
Before doing day end user needs to confirm whether the Account is closed, B O bag is
closed and Delivery Submit has been done, BO Bag Closed and Despatched, VPMO
Booked; if any and ECB liability entered,; if.

R Registered & Speed Post
: Letter Letter

*T MO Booking

Cash & Stamps

Door Step
Services

Day End
+

Confirm

Do you want to day end?

¢

Internal Mobile App

Day end successfu y done

Click on Day end option in home screen.

A confirmation screen will appear asking for
Day end confirmation, click on Confirm button
to proceed.

A Success Screen will appear for day end
process completion
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11.1 Day end -Flow Chart

I I I I )
-

BO Day End

'

Complete all work:
CBS + IPPB

Y

Check prerequisites:
- Account closed
- BO Bag closed & despatched
- Delivery submitted
- VPMO booked (if any)
- ECB liability entered (if any)

l

Click 'Day End' on Home Screen

l

Confirmation Screen:
Click 'Confirm'

l

Success:
Day End Completed

I . B I R R I T R R I S R I ) I I R

**************************************E N D**************************************
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