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ABBREVIATIONS

Abbreviation Description
1. A/N After Noon
2. AAO Assistant Accounts Officer
3. ABPM Assistant Branch Post Master
4. ACAO Additional Chief Accounts Officer
5. Addl. Additional
6. AIPR Annual Immovable Property Returns
7. AO Accounts Officer
8. B.O Branch Post Office
9. BPM Branch Post Master
10. CCL Child Care Leave
11. CE Competitive Examination
12. CEPT Centre for Excellence in Postal Technology
13. CL Casual Leave
14, Cco Circle Office
15. CTG Composite Transfer Grant
16. DAP Director of Accounts (Postal)
17. DH Division Head
18. DP Departmental Promotion
19. DPC Departmental Promotion Committee
20. DR Direct Recruitment
21. DTE Domestic Training Expense
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22. EL Earned Leave

23. Est Establishment

24, EU End User

25. EWS Economically Weaker Section
26. EXOL Extra Ordinary Leave

27. F/N Fore Noon

28. FAQ Frequently Asked Questions
29. GDS Gramin Dak Sevak

30. GM General Manager

31. GPF General Provident Fund
32. HO Head Post Office

33. HPL Half Pay Leave

34. HRMS Human Resource Management System
35. IA Internal Audit

36. ID Identification

37. Info Information

38. IT Information Technology
39. JPEG / JPG Joint Photographic Experts Group
40. KB Kilobyte

41. L1 Level 1

42, L2 Level 2

43, L3 Level 3

44, L4 Level 4

45. L5 Level 5
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46. L6 Level 6
47. LDCE Limited Departmental Competitive Examination
48. LMS Leave Management System
49. LTC Leave Travel Concession
50. MC Medical Certificate
51. ML Maternity Leave
52. MTS Multi-Tasking Staff
53. NOC No objection Certificate
54. OBC Other Backward Class
55. oTP One Time Password
56. PA Postal Assistant
57. PA Wing Postal Accounts Wing
58. PA&F Postal Accounts and Finance
59. PAA Pension Approving Authority
60. PAO Postal Accounts Office
61. PDF Portable Document Format
62. PIS Personnel Information System
63. PL Paternity Leave
64. PM Postman
65. PO Post Office
66. Pr. AO Principal Audit Officer
67. PSA Pension Sanctioning Authority
68. PWD Person With Disability
69. RH Restricted Holiday
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70. RO Regional Office

71. SC Scheduled Castes

72. Sr. AO Senior Accounts Officer

73. ST Scheduled Tribes

74. TRCA Time Related Continuity Allowance
75. UR Un Reserved

76. URL Uniform Resource Locator

77. Viz. Namely
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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 24.02.2025
Document Version 4.0 Dated 25.02.2025
Document Version 5.0 Dated 30.09.2025

DISCLAIMER

The operational procedure provided in this Operational Guide is just an illustration for
the user for using the Employee self-service portal. If the reader has any doubt in the
department ruling and guidelines, he/she should refer to the respective manuals and
volumes only. This Operational Guide should not be cited as Rulings.
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1 Introduction
This Operational Guide on Employee Self Service is intended for employees to manage
leaves, update personal information, and perform other related tasks.

2 UserLogin

URL: https://app.indiapost.gov.in/employeeportal

Login Details:

= Login ID: Use your Employee ID.
= Password: Dop@1234 [Default Password]

Welcome User!
®

bl
Fraw e s m R in ALY &

Lmgdoyee ©

&5

Note: Upon login with default password, user may be prompted to change password. When
prompted, user needs to change the password other than default password as per password
policy and subsequently login with changed password.
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Welcome User!

Enter Your Detalls to Sign in S0

Ermployee 10

Enter Employee iD

Password

Then onwards user can reset password using password reset link available in the login
page.

Mobile number updation is compulsory for resetting password

Verify Mobile

Enter your User ID to Verify

Emplayee 1D/User Name

Send QTP _

After clicking on “Forgot / Reset Password”, user will be prompted to enter Employee
ID, after entering employee ID, click on “Send OTP” button.
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Verify Mobile : o

v
Enter your User ID to Verify &*

O AEEEER
‘ Verify OTP

Resend OTP in 29 seconds

‘ @ OTP Sent Successhully

After click on “Send OTP” button, OTP will be sent to the registered mobile number of
the employee. User need to enter OTP and click on “Verify OTP”.

After the OTP is validated, a flash pop-up as shown will appear and user will be
prompted to change / reset password.

Change Password fv'-' :
Enter your New password > Vo
Now!!

New Password

Re-enter Password

‘ Change Password
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User will be prompted to enter new password and re-enter new password. After
entering them, click on “Change Password” button. A confirmation pop-up about
change of password will appear on screen.

G ienance Marapems Maaner Dasa Sanat
Muragm s (4 preewmyw ul 1* rirse Mastie e Sareszanos of s

After successful “Sign In”, User will get Home screen as shown above. On the home
screen, user will find cards according to their role assignment. The link for “Self
Service” is provided in the bottom right corner.

Click on “Self Service” icon to access cards related to employee self-service,
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Department of Posts 2 % (&e
Minmtry of Communications, Government of bndis m
Home  SugMansgement  Wavcodeand Labe Mngmi  SvokegSolution  Core Insurance Sokion  Eait Management  Others - tusiness (e | .07 3035

Favourites (Terl+F)
B, Employse Sell Servige

Lamve Management Syitem Persannel Information System Employwe Puyments System
Asriage yres taawves Tn managm Fmpinyen rened Wom yriur pay A steedreme
et

Exxt Managoment mploye ansfers Recrutment and Promatons
O LA Ll T S Manage your sraraber rerues v Apptpnig LOCE | CX, D9

Upon clicking on “Employee Self Service”, a new page will open containing the
following 4 (Four) cards.
(1) Leave Management System (LMS)
(2) Personnel Information System (PIS)
(3) Employee Payments System (EPS)
(4) Exit Management
(5) Employee Transfers
(6) Recruitment and Promotions

Click on the “Leave Management System” main card.

3 Leave Management System

' Department of Posts FE RC
@ - Minaary of Commuanscations, Gavernmens of Inda [ ot rrm s |
B Favauenes 107 14F)

& s

LMS SelfService Dashboard

»
Apply Leave Withdraw Leave Request View Loave Balance
Sk e el |
Leave Report lnma(r Charge Report Holiday Calendar
et M Lmbmes ot Mates 18 (Nage P T 10 ATt b ity s

Report Unavalled jolning -
Upload Fitness Certificate P View Staff on Leave
Ly ®and P oraen Cavwie gme Time Tl

B e Laeas R

= P T T e T
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Upon clicking the “Leave Management System” main card, the page appears with
Nine (9) sub cards.
= Apply Leave
Withdraw leave request
View Leave Balance
Leave Report
Initiate Charge Report
Holiday Calendar
Upload fitness certificate
Report un availed joining time

I e e

View Staff on Leave

3.1 Apply Leave

Department of Posts 3

Mirsstry of Communications, Government of kndia

Mome  Bag Mamegement  Barcocke and Label Mngme.  Booking Sofution  Core Insurence Solution - but Mansgement  Others v

T 2.0 AFT Application
@ Favouuntes (CirisF
& ik .
LMS SelfService Dashboard
Apply Leave Withdraw Leave Request View Leave Balance
Ay e Canvied iy | s ewe Doyt Veww Ui Salancy
e Leave Report e Initiate Charge Report Haliday Calendar

Crach AD Lngwes gt Seamws a3t Charge Repor fon Agqwowed Lnwve Vi ity Calervian

View Staff on Leave

e Upload Fitness Certificate
Uphsat Tisans Gttty

View SLaf? an Lasws Tothey

Click on the “Apply Leave” sub card under “Leave Management System” card.

.
"

Apply Leave 1= Apply Loave Curtail

W

Apply Loave Convert
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Upon clicking the “Apply Leave” Sub card, Right panel appears with three (3) options.
Apply Leave

Apply Leave Curtail

Apply Leave Convert

3.1.1 ApplyLeave

s Apply Leave Ta  Apply Leave Curtall

TS Apply Leave Comvert

Click on “Apply Leave” option to apply the leave request.

Department of Posts w @ e
Miniszry of Communications, Government of Inda
Home  Sag Management  Barcode and Label Mngmt. - Bocking Core £xit Management  Othess v
@) Favourtes (Cirief)
- Emplinges L

Employee Leave Application Form

Hello RAVI C,

4 Employee Info ™ Leave Salances & Leave Authorities

;r_;;w;;." X ;)’“!H R e CL SANCTIONSNG AUTHORTY
Restoicted Mobduy (M} 1 Post Masnes - Keslegad 4.0

- O @ Office Mars (21350343)

Poseal al Caual Logve (TL) s

Assistane H.OLX1350045)
Half Pay leave (HPL) m B4 SAMCTIONTNG AUTHORITY

fice Type U " Sopeimendent of Post Offcey
Head Oftice 571440 Ftvad amve - Nanpangud Dafuesn (21530031

Tune nf | paus Anedrarinn
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Type of Leave Apptcation

Poxt Fata (@) Cutrent Luires Extenso 0 of Lawew

Typo of Loave® From Date* To Dt

Chodse an optan bt

Pemmmission requied 10 leave
Headquarters

~ Pnone N

San0Es 2 Liviren SLA0O Address Lined

On clicking on “Apply Leave” option under “Apply Leave” Sub-card, a new page will
appear. This page will display the Employee information, Leave balances and Leave
authorities of the employee.

Under the ‘“Type of Leave application’ section, there are 3 radio buttons provided.
1. Post Facto- Select this radio button if you are applying for leave after the leave
period has ended.
2. Current Leave - Select this radio button if you are applying for leave that is either
currently on going or is planned to start.
3. Extension of Leave- Select this radio button if you are extending an existing
leave period.

The Employee needs to select or fill-in the relevant data in the fields for ‘Type of leave’,
‘From date’ and ‘To Date’. The No. of days based on the leave period will be
automatically calculated. They may select Intermediate holidays during the leave
period and click on the Add button. Additionally, they can Select Prefix date if the
preceding date to the ‘From date’ is a Sunday or a Holiday, and click on the Add button.
They can Select Suffix date if the next day after the ‘To date’ is a Sunday or a Holiday
and click on Add button, option is also provided for Permission required to leave
headquarter.
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Earned Leave

Restricted Holiday (RH)

Casual Leave (CL)

Half-Pay leave (HPL)
Commuted Leave - HPL
Paternity Leave

EXOL-With MC

Leave not Due

Unavailed Joining Time

Special CL-Working Days
PL-Child Adoption

Special CL- Calendar Days
EXOL- Without MC

EL With MC

Training

Tour

Casual Leave (Half Day CL F/N)
Casual Leave (Half Day CL A/N)
Station Leave n

Compensatory Off -

s
rChcose an option v

The aforementioned types of leaves can be chosen from the ‘Type of leave’ drop down

Type of Leave Application L
Post Facan @) Current Laave xterreon of Leave
Type of Leave* From Date* To Deee*
Casual Leaee (CL) b ¢
Intermediste Holldays Prefix Date
[ on
No of Days 1 vy o d tpaeed

Suftie Daee

Faal
"
Roason for Laave*
%
190/ 190
. Fermission regueed 1o leave
Headquarters
Phone Na* Leave Staton* Address Line2*
SUBUA0STES fysuru Sth Cross, 2 Nagag Mysun:
01X 4
0710

After entering all necessary data, click on Submit button.

Leave Application Submitted

Successfully
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After clicking on Submit button, a pop-up message “Leave Application Submitted
Successfully” will appear.

For applying following kinds of leave, Leave application shown above has to be filled.
Earned Leave

Restricted Holiday (RH)

Casual Leave (CL)

Half-Pay Leave (HPL)

PL-Child Adoption

EXOL-Without MC

Special CL- Working days

Special CL- Calendar days

For applying following kind of Leaves, it is mandatory to upload the supporting
document. Only PDF files are allowed. File size should not exceed 500 KB.

Commuted Leave-HPL

EXOL-With MC
Leave not due
EL with MC
Type of Leave Application -
Post Facxn (@) Current Leave Pxterronn of Lewve
Type of Leave* From Date* To Deee*
Commuted Leave - 49 v
Intermeaiate Holkdays Prefix Drate
No ot v
« Dige
Reason for Leave*
180/ 18
Fermission regured 1o leave
Headquarters
Phone Na Leave Staton Address Line2
SGTZEAEI0 Abysunu 7th Cross, 2 Nagag Mysun:
{ 18K
Setect oo Upload®

Choawe Flle No T chosen

For applying Paternity leave, it is mandatory to provide Expected/Date of Delivery as
shown below.
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Type of Leave Applcation

Pout bt '@ Current Ledve

Type of Lndwe*
Paternity Leave
No of Dayx

Hfin Dane

Rezson for Leave*

Frrmission requeed 10 loae
Meadquartars

Phone Na

5972248300

Provision has also been made to apply for

Extunson of Lawwe

From Dace*

Incermediace Holidays
™

teenn

Expected/Date of Dotvery™

i)

Legen Staton

Mysuru

Operational Guide - Employee Self Service Portal [For End Users]

To Dot

Prefix Date

and
P
1860/ 1
~ Address Lol -
Jth Croas, ¥ Nagar Mysury
&
o

Casual Leave for

Forenoon/Afternoon. For that following Type of Leave has be selected.

Casual Leave (Half Day CL F/N)
Casual Leave (Half Day CL A/N)

Type of Leave Application

Pout facss '@ Current Ledve
Type of Lidwe*

Camsal Luaew (valf Dy CL FEN)

Mo of Days
05

WHfin Dane

Reasan for Leave*

Frrmussion requeed 10 loae
Meadguariary

Phone Na

5972248300
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To Daca*
]
Prefix Date
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and
P
1860/ 1
Address Lined
Jth Croas, @ Nagar Mysury
4
00100
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Provision has also been made to update the employees Training, Tour, Station Leave
and Compensatory Off details as shown below.
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Fassnsunmes 1CUI+F) a
3 Forplirpow Loave A nharm

Employee Leave Application Form

Eamed Loave
Bestiicted Haoliday (RH)
Camual Leowe (CL)

Hall Fay leave (HPL)
Commuted Leave « HPL
Paternity Leave
EXOLwirh M

Leave not Due

= Leave Balances

& Leave Authorities

LEAVE TYRE ALANGY
Unavailed Joinkng Time O SANCTIONING AUTHORITY
2 ) Restncted Hobday RME 1 Depaty Fost Master- Kotlegal 4.0
Spocis CL-Warking Days (22360045)
PL-Child Adoption Casisal Loave (CLL s
Specisl CL- Calendar Days Half-Pay loave (HPL) wr £ AANCTIONING ALTHONITY
EXDL- Withour MC Ea Lo 188 Superimendent of Fost Offices.

Nanfangud Distsion (21530031)
EL Witn MC

Casual Leave D4alf Day CLFINI

Casal Loave (Half Day CL AN

Neon of Laave

v . -
| From Date*

Tralng

3.1.2 Apply Leave Curtail:-
Curtail leave means to shorten or reduce the duration of an approved leave.

15 Apply leave 15 Apply Leave Cursall

1o Apply Lewes Comvert

Click on "Apply Leave Curtail” option from the available actions. Under “Apply Leave”
Sub-card, a new page will appear with list of applied leave requests.
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an Curtal Laswe Roguest
Curtail Leave
Q (L.\w\.: j( Do adh € 0 i
SNO. Leave Type From Date To Date No of Days Leave Reques..  Action
1 Earmed Leave 20006/202¢ 2200602024 3 2040612024 (Comee )
2 Casual lnave (.. 240602024 24/06/2024 1 24062024

Click on Curtail Button to view the request information,

g - Department of Posts as 5]
Ministry of Communications, Government of India d

Qan Curtail Loave Regoest

Employee Information

Leave Request ID: R26
mai s msiyeing L) (oot ]
From Date: 200062024
To Date: 22/06/2024
Action
No of Days: 3
1 tarned From Oate* fo Date* No of Days r'—
2024-06-20 2024 0622 3 —J

Cosual i

After Click on Curtail Button a new window will open containing the Leave information
such as Leave Request Id, Leave Type, From Date, To Date and No of Days.

Modify the new proposed leave dates and click on Curtail Leave Button. Your Curtail
Leave request will be reviewed and approved by Leave sanctioning authority.

ﬁ . Loove Curld Reguest Sotareiiod ~

After clicking on Curtail Leave button “Leave curtail request submitted
successfully” Message appears. Further the request submitted will be

approved/rejected by the Leave authority.
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3.1.3 Apply Leave Convert:-

This option is used when changing one type of leave to another. For example an
employee may want to convert Casual Leave into Earned leave or vice versa.

Click on "Apply Leave Convert” option from the available actions. Under “Apply
Leave” Sub-card, a new page will appear with list of approved leave requests.

Home  Accoumts Schedules  Bag Management  Bank Reconciliation  Booking Solution  Core Banking Solution  Others v

a Conwent Lave Regpaest
Convert Leave

Request
S.NO. Leave Type From Date To Date No of Days :“" Acton
ﬁ.':’l““ o 241062028 2810602004 ' 2400602004 ( <
P Eamed Leave 20/06/2024 22/06/2024 1 20/06/2024 | -

User Click on Convert button to convert the Leave from one type to another type.

Employee Information

Leave Request 10: 832
Leave Typec Casual Leave (CL) 1
From Date: 24/06,2024 .
To Date: 24/06/2024

sNO Loave T
No of Days: 1

Cassal |

«h Choose an optian e

Lamed I

@ I - |

After Click on Convert Button a new window will appear containing the Leave
information such as Leave Request Id, Leave Type, From Date, To Date and No of Days.
Select the Type of Leave to convert against applied leave type.
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Employee Informatior

Loave Request 1D: 112

Leave Type: Casunl Lesve (CL)
From Date: 24062024

Yo Date 28/06/2024

M Leave 1 Action
i No of Days: |

Casaall  __ Type of Logve* [——T
ict) | e )

Earned Leave -

: bamed Choose s option l._"_:'_.]

Lawve oot Due

Cluld oare Leave
Eamed Lenw
Conmuiad Lesve
HallPay bave (HPL)
Catial Lo (CL)

Select the Appropriate type of Leave and click on Convert Leave Button. Your Convert
Leave request will be reviewed and approved by Leave sanctioning authority.

SNO.  LeaveType From Date To Date No of Days Dorwe RoquUest action
Casiial Leave - [ -
1 1L Janoeza 2402024 1 24n62024 "
2 Eacned Leave 200672024 2200672024 3 2062026 e

o Lnavo Comearuon Reguest

Sctauiind Succrssbaly

After clicking on Covert button “Leave Conversion request submitted successfully”
Message appears. Further the request submitted will be approved/rejected by the
Leave authority.
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Department of Posts HAEE ne
Mrestry of Commimiations. Government of i —=n
Cnre Evh Others v

LMS SelfService Dashboard

Apply Leave

oty Lnam

© oz
| —————

=3

Holiday Calendar
w IatTay st

Upload Fithesy Certificate Report Unavalied Jolring, View Staff on Leave
Upbnest T Comtiae Tienm — S e | it Ry
Bt e et ey V—

Leave Report

(Pach AS Lagwms ant Stame

Initiate Charge Report
Wemate Ve Repnt A ApEeTiend |ase

e ]

Click on “Withdraw Leave Request” sub card under “Leave Management” card.

13 Before Approve Ta  After Approve

Upon clicking the “Withdraw Leave Request” Sub card, Right panel appears with two
(2) options.

= Before Approve

= After Approve
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3.2.1 Before Approve

Cancel Leave e

TL  Hefore Approve i Afer Approve

Click on “Before Approve” option to cancel the applied leave before the approval by
the approving authority.

m Favourites (CirisF)
& Withuraw Loawe Request

List of leave requests yet to be approved

Q i) G )

SNO. Leave Type From Date To Date No of Days Leave Regque.. Action
' Eamed Loavwe 05032025 050372025 L) 7035 Wi @
2 Casuad Loarvw | 03/032025 (30372025 ) J7U03S YTl ew l

After click on “Before Approve” option, any leaves that have already been applied for
will be displayed. Leave request already submitted by employee are shown.

To cancel the leave request, before approve, click on Withdraw button next to the leave
request.

Employee Information

Leave Request ID: 1913
Leave Type: Earned Leave
From Date: 05/03/2025
Yo Date: 05/002025

No of Days: |

C]‘ -

After clicking on Withdraw button, a pop-up window will appear, showing brief details
of the leave request. Click Withdraw Leave to confirm the cancellation.
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List of leave requests yet to be approved

¢ 1
Q (" vow v ) [ oowmosaexe )
S.NO. Leave Type from Date To Date No of Days Leave Reques... Action

' Casisal Leave ( 0340372025 03032025 1 22002/2025

P Leave Roqunal WD/ awn "
Sucoesshty

On clicking the Withdraw Leave button, a pop-up message “Leave request withdrawn
Successfully” will appear.

3.2.2 After Approve
If an employee wishes to cancel any approved leave request(s), they can view the list of
already approved leaves on “After Approval” Option.

i  Before Approve 18 Afer Approve

Click on “After Approve” option.

* Department of Posts H e @B
oo} Ministry of Communications, Government of India [ ko, soye |

Bhartiya Dak pays tnbute to the freedom fighter and "Neghtingale of Inda’ Saropni Naldu on her birth anniversary. She was the embodiment ¢

Favaurnes (Cuief)
. Witharaw Loave Regoest

Withdraw Leave (After Approval)

Fram Date* To Date”

dd-mm-yyyy D dd-mm-yyyy O
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Withdraw leave after approval screen will appear. Select From and To dates click on
View leave report.

Favourites (Ctri+F)
& Heme Withdraw Leave Request

Withdraw Leave (After Approval)

Fram Dane* To Date*

01-02-2025 (] 27-02-2025 0
Q (oowmont e ) [ Bemesss tu )
SNO. Leave Type From Date To Date No of Days Leave Reque...
1 Larned Leave 17022025 280272025 17 2700272028

| e P age  ive 1t

It will fetch the leaves that are approved but not availed. Click on withdraw button.

Leave Regquest 1D: 1508
Leave Type: Earned Leave
From Date: 17/02/2025
To Date: 28/02/202%

No of Days: 12

After clicking on Withdraw button, a pop-up window will appear, showing brief details

of the leave request. Click Withdraw Leave to confirm the cancellation.
Withdraw Leave (Atter Approval)

From Date* To Date*

01-02-2025 (=) 27-02-2025 0

Q seant (omercr ) [omonteemt )

There are no records to display

Reqguest Yor Leave Wihdraw

Submiited Successiuly

On clicking Withdraw leave button a pop up will appear on bottom right corner of the
screen with a message “Request for leave withdraw submitted successfully”.
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3.3 View Leave Balance

g - Department of Posts e
i Minmstry of Communications, Government of Incka n
" :l.'»'.':; 3 'li"i" e =7 = Bt S Cabe T T Sl a1 € v Bwanrs Salian T B ek |4

B Faronpes 10T

® s

LMS SelfService Dashboard
——
R e ] ) Ay

leavn Report .mnate rnmqe Report Hollday Calendar

A3 Loty arvl Vame oL [ Tuarge Beyuns) boe gt | e s bl C ahes

Report Unavailed Joining
e Upload Fitness Certificate ""’; : View Stalf on Leave
Vewr Saft Lo Pabey

1| peaad Fhrsmms Cariste moe

Bepn 1 L 0hed g T brve

Click on “View Leave Balance” sub card under “Leave Management System” card.

. Favouraas (Cirl+F)
. T fmployes Leave B=ances

Employee Leave Balances

Employee Leave Balances

2 : 4 st 253 Lt 76 sl
Restricted Holiday & Casual Leave {CL) Earmed Leave Half Pay leave (HPL)
(q”] (—0w—---- [——=-——— -
=3

After clicking on “View Leave Balance” sub card, the page shown above will appear.
It displays the leave balance of Restricted Holiday (RH), Casual Leave (CL). Earned
Leave (EL) and Half-Pay Leave (HPL)
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o Department of Posts “ @ e
@b s Ministry of Commmumications. Gavernrmemt of inda [ hoomen et

e B Mansgemest  Bacosde sed Labet Mogest  Beoking Sokenn  Caee Dosesecn Sobatan  Bel Managesent  Others v

LMS SelfService Dashboard

e Voliday Casendar
— et L strates

f

[ View Staff on Leave
l\ Vi Tl | Sy

Inars-uuul--h
Click on “Leave Report” sub card under “Leave Management System” card.

" X Unavailed joining Time
s ] =
- — t- -

Upon clicking the “Leave Report” Sub card, Right panel appears with two (2) options.

D e

e —

e Uplosd Fitness Cestificats "‘”" Unavalioc jokvrit

Sttt ey Vo

= All Leave Report
= Un availed Joining Time Report

3.4.1 All Leave Report

2 . Unavailed Joining Time
- o | Repon

Click on “All Leave Report” option under “Leave Report” Sub card.
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View Leave Report

Q (oot v} [ ammbunt scet ]
Leave Type From Date To Date Sanctioning A.. Approval Status
Eamed Leave 65103720, CR0XZS NIA Cantelled
Casan Leave |C 03032025 00025 N/A
Eamed Leave 188022025 JA02035 N/A Curmail Pancing
Eamed Leaww 17K02/2025 2200212025 ok ‘r e
Eamed Loave 15062024 20/06/2024 NiA

On clicking on “All Leave Report”, a page displaying all types of leaves with their

approval statuses will appear. User can check the status of leaves.

3.4.2 Un availed Joining Time Report
This report pertains to Un-availed joining time for logged — in employee.

T2 Al Leave Report = :en:::‘lhd}ommq i
Click on Un availed joining time report.
IE Favourites (Ctrl+F)
View Join Time Leave Report

There are no records to display

View join time leave report screen will open.
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Department of Posts “w % Ll
Ministry of Communscationy, Government of indis =

Wome BogManogement  Barcode and Label Mngmt  Bocklog Solwlon  Core ) 4 Exlt Manage Others v

LMS SelfService Dashboard

Apply Leave

ey Lome Carewt Pemitng | ewwe Sergredt

Leave Report Initiate Charge Report e Holiday Calendar

e d AR Lrwert el Darey i e (g Brpurt Vv Agqwanel | rae St hrlaey e vete

Upload Fitness Certificate BEpois ! 8 View Staff on Leave

et Mras Cartie s Time - o o1 | nav Tocky
L I e A

L s et b ey e s

Click on “Initiate Charge Report” sub card under “Leave Management System” card.

T2 Relinquish on Leave TS Assume on Leave
. Relingquish on "
1= Subititite 1= Assume as Substitute

After clicking on “Initiate Charge Report” sub card, four options will appear viz.,
= Relinquish on Leave
= Assume on Leave
= Relinquish on Substitute
= Assume as Substitute
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3.5.1 Relinquish on Leave

This charge report is initiated when proceeding on leave under office
arrangement.

th  Relinquish on Leave Ti  Assume on Leave

1 Relinguish on

Ko i Assume as Substitute

Click on “Relinquish on leave” option under “Initiate Charge Report” sub card.

Department of Posts
@ Ministry of Communications, Goverrsnmers of India
Home  Bug Managerment  Dookieg Solution.  Inventory Management  Master Data Sanitizetion  PAO Moduls  Others v

vatve of DOF e Sacred Stamg’: Crafied with the essen

Charge Report Initiation

List of Approved Leave Requests with Pending Charge Reports: 4

SNO. Leave Application 10 EMPLOYEF NAME LEAVE TY’R LEAVE DURAT,, CURRINT STA., ACTIONS
P
¥2ay lowve
Ast SOWMYA HN-Say lew 7 Gaps Approeed ‘
My
avual Leasy |
Hdn SOWMYA Py Loy Approwed ‘
4 5] SOWMYA

Mol Loy lvaow Pt 2 4 ‘
Ay Pprowr
e s oy

After clicking on “Relinquish on leave” option, the charge report initiation page will
open. This page will show a list of approved leave requests with pending charge reports.
The Employee needs to select each row data and click on "Initiate Relinquish Charge
Report” to initiate the process of Relinquish charge report (i.e. Relieved)
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wrdta 31 vt (Department of Posts, India)

ey fme 262, swan fas yiee oo e 1, BT 9T (Sae Rule 267, Posts and Telegraphs Fnanoal Handbook, Voluma L. Second Edition)

ot &Y aeft av urof ot sfie sedt offe Ranel &Y vtz (Charge Report and Receipt for cash and stamps on transfer of charge)

Certified that the charge of the office of:  Was made over by: SOWMYA  To name: v Arplace: Puttur{D.K.) H.O On the (date) 03/04/2024 Forencon v in
accordance with Leave Roguest Number: B67 Dated: 21/06/2024

Relieved Officer Relieving Officer

Certfled shat the balances of this date of the several books fincluding stock book and registers) and accounts of the office have been checked and found correct

Certified that the balances as detalled below were handed over to me by the Releved Officer and | accept the responsillity for the same.

Amount & Stamp Detalls Rupees Paisa
Cash 25600 Q
Stamp Imprest 2500 o

Relieved Officer Rolieving Officer

ﬁ

After Clicking "Initiate Relinquish Charge Report” a new screen will open with a
Download button. Click the Download button to download the Relinquish charge
report in PDF file format.

wreedia s R (Department of Posts, India)
v un 257 o ww e Pl o ww | Se Sy e , .
urd ) wft v urd fald e S A Rast @) 78T (Charge Report and Receipt for cash and stamps on transfer of charge)
Cortifad thue thw chuarge of e o®ice of W ok cver Dy SO 5o samw - gt PuttunD A MO On the st ELOL04 Forencan - =
H L i g ard Ml BB DB JVONINIS
Bebevnd OfMame Andavirng O
Cornifandt IRIE e Baioure 2 oF TR0 e SF [Tee Sy DOAIT (ww Ralers) 1008 DOWR S04 FOPAIet] B0l SCOIATS BF e S w Puben Devast (g 3000 Miuned cosmmet

e tilund (1l e Skt £S5 # Ser bl Save s B Ar R s U A0 Gy e Mebeweed O e et | al ape T sesgnily Ba The L

Asmvernt & Yarmg Datanby L ozt Pans
Canb rseon e
Damu rures ey e

Bebovad O umr Aetewirg OMzw

_ b

On clicking download button, a popup will appear on bottom right corner of the screen
with a message “Charge report downloaded successfully”.
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3.5.2 Assume on Leave
This charge report is initiated when resumes back to the duty.

1= Reknquish on Leave 1= Assume on Leave

Relinquish on
Substitute

-
"

13 Assume as Substitute

Click on the “Assume on leave” option under “Initiate Charge Report” sub card.

.

Assume Charge Report

List of Approved Leave Requests with Assume Pending Charge Reports: 4

sNO Luwve Applacscs INPLOYEE NaVE IveLOvEL 1D LEAVE TV LEAVE Dukay COtRENT S78, AcTiong

Mt 2y e -
e SMMTA mewsy 0 TOUENE ey » P 4 |
Ve ————
ot Pay bos ——— s
" oy b

SOMAAYA 101 s v sy Aportwent ( |

it Laswe
WM e T | dap spzemed |
frat) i

After clicking “Assume on leave” option, the charge report initiation page will open.
The Page will show a list of approved leave requests with pending assume charge
reports. The Employee needs to select each row and initiate the process of Assuming
charge report (i.e. joining)by clicking on Assume charge report button.
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Wt 31 fawmT (Department of Posts, India)

2y et 267, srmoane iy sfdvm wr ares. 1, [ sy (Sae Rule 267, Posts and Tedegraphs Fnandat Handbook, Volume | Sa<ond Editkon)
) ;t AR J

urof ) azeht g7 arof Ro¥E ofr 9ot ok Rael # wfte (Charge Report and Receipt for cash and stamps on transfer of charge)
Certified that the charge of the office of: Was made over by SOWMYA Toname:  RASHMY v A place: Puttur{D.K.) H.O On the (dote) 13/02/2024
Forenoon v Inaccordance with Leave Request Number: 846 Dated: 01/01/0001
Relieved Officer Relieving Officer
. Certfied that the balances of this date of the several books (including stock book and registers) and accounts of the office have been checked and found Correct.

. Certdind that the balances as detalled below were handed over to me by the Rellovod Officer and [ accept the responsitility for the samae.

Amount & Stamp Details Rupees Paisa
Cash nr Mg Q
Stamp Impeest 1 hog a

Relieved Officer Refieving Officer

After Clicking "Assume Charge Report” button a new screen will open with a
Download button. Click the Download button to download the Relinquish charge
report in PDF file format.

WReTG 31 fwm (Department of Posts, India)

SR 0% 207, WS OV RS = Ve |, [ A (e 15 gl Tebegraphn Financ mooed Tdiion
o Y wael v aref ROYE afe el aite feewet & wfte (Charge Report and Receipt for cash and stamps on transfer of charge)
Certfied thar the charge of the office of. ' Was made over by: SOWMYA To name.  RASHMY v M place: Puttunt0.K) HO On the (danel 13/02/2024
Forenoon v Inactordance with Leave Reguest Sumber: 846 Dated: 01/0180001
Relieved Officer Relieving Officer
e Cernfied that the balances of this date of the several hooks [Induding stncs book ard regsters) and acounts of the ofMfce have been checkes and found corrert.

" Curefind that the balsoces o dutaled Selow were handed cver to e by the Relarend Dfficar and | sccaprt the noponaltsliy for the sama

Amount & Stamp Detafis Rupees Paksa
Cash 22500 0
Sarp Impres 90 e

Relieved Officer Relieviag Officer

Chspe [depan Duwrbinadod

ool e

On clicking Download button, a popup will appear on bottom right corner of the screen
with a message “Charge report downloaded successfully”.
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3.5.3 Relinquish on Substitute
This charge reportis initialised when proceeding on leave on substitute
arrangement.

12 Relinquish on Leave 1=  Assume on Leave
% Reli ish on 5 :
1= SO T2  Assume as Substitute
Substitute

Click on “Relinquish on Substitute” option

@ Favourites (Ctrl=F)

. Charge Regort Initlatior

Charge Report Initiation

List of Approved Leave Requests with Pending Charge Reports: 0

There are no records to display

B Rules/Guidelines

Jgned ana Developed by CEPT £ Copyrighit Depanment of Posts

Approved leave requests wit substitutes will appear here, (follow the same steps for
initiating charge report as explained in Relinquish on Leave option.)

3.5.4 Assume as Substitute
This charge reportis initiated when assuming the charge as substitute.

i Relinquish on Leave T  Assume an Leave
: ish
e Rtllnqu SR TS Assume as Substitute
Substitute

I}

Click on “Assume as Substitute” option.
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B Cnvnurﬂc} |Clll Fl
® o Agsume Charge Rapon

Assume Charge Report

List of Approved Leave Requests with Assume Pending Charge Reports: 0

There are no records to display

Approved leave requests wit substitutes will appear here, (follow the same steps for
initiating charge report as explained in Assume on Leave option.)

3.6 Holiday Calendar

g Department of Posts w e ke
i Ministry of Communications, Govermment of Indta [ e wv |

m Favous i (Cirief)

® v
LMS SelfService Dashboard
Az19y Lawwe Cae230 Perraes Lowne hgams i T

Leave Rrpoct Inm m- Chi quf- Report thd.jy Calendar

ek AP Leswes st Yms gt Pepyail Ay Apgwimed Le et aEhbay Cubrgtar

Upbad! Tnens Certthie Time Vew YT o Lrews Tocy

Begurt (1newoted jasveg) Tevm

e Upload Fitness Certificate Report Lo View Staff on Leave

Click on “Holiday Calendar” sub card under “Leave Management System”
After clicking on “Holiday calendar” sub card, three options will appear viz.,
= Holiday Calendar

= (Closed Holiday List
= Restricted Holiday List
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3.6.1 Holiday Calendar

1 Moliday Calendas T8 Closed Moliday List

T Restricted Holiday List

Click on Holiday Calendar option

- B Department of Posts e 2
ad Mintstry of Communications, Government of India [ otame sYDGH 7
Home chy Bag g fank Reconcliation  Booking Solution  Cove Banking Solution  Others v

Holiday Calendar

July 2024 Auguast 2024 Septembaer 2024 October 2024
“ ' ™ fe = " L ™ ™ L2 2 M Ty W ™ r 2 ", Te o D f >
» 1 F ] i ° . 1 a | i 2
o L] ] " n L” ] o . L} : ] m n ﬂ
“ " 1" m 1 J by 4 n " i m " b )
N n n o1 Fo I ] U n n I N D ~x
M 23 %N a2l B

Home Aot (etart FADe Freftech

After clicking on “Holiday Calendar” option, the above page will appear as shown
above. All Closed Holidays are shown in Orange coloured and Restricted Holidays are
shown in Blue coloured. When you hover the mouse pointer over any of these Blue or
Orange coloured dates, the holiday description will be displayed.
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» = Department of Posts H -
@ Ministry of Communicationn, Goverrenent of India m
Home S Bag Manag Bark Reconciiation  Booking Soluts Core Bankaryg Suh Others v

Holiday Calendar

- Su 3 S Me Tw W " S
X ' a‘ 1 1 1 4 :n n ‘@ !
CEREEEER o nu s DEE
woN o "o o 1 1 W um mw on
i 5 » N ) M OB » v m n D 1N
E ® » ) TR »rN m 1 n

Hume Ahine Camtact S Femtias

By default, four (4) month-wise calendars starting from the current month will be

displayed. Users can navigate forward and backward through the calendars by clicking
the <or>icons.

3.6.2 Closed Holiday List

1= Holiday Calendar 1= Closed Hodday List

Th  Restricted Hodday List

Click on Closed holiday list.
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List of Closed Holidays

Date Day Description
26101712025 Sunday Republic Day
260012025 Sunday Republic Day
26/017202% 1y Republic Day
140302025 Fricay Holl

14/03/2025 Friday Holi

31/03/2025 Monday Ramzan
31/03/2025 Monday Aamzan
10/04/2025 Thursday Mahavir Jayanthi
18/04/2025 Frday Good Friday
12/05/2025 Manday Buddha Purnima

List of closed holidays will be displayed.

3.6.3 Restricted Holiday List

—
w

Holiday Calendar = Closad Holiday Limt

TR <:

Click on Restricted Holiday List

List of Restricted Holidays

Date Day Description

M M12025 Wednesday New Year Day

List of Restricted holidays will be fetched.
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3.7 Upload Fitness Certificate

& - Department of Posts e @
“ - Ministry of Communications, Government of Indla _

. Faevantes (1010}
® s

LMS SelfService Dashboard

Apply Leave Withdraw Leave Request

Aasty Lraws anist Perstay Lawve St

Leave Report Initiate Charge Report Holiday Calendar

Chach M Lawves sovl T Veriatr (Rarge Begert bar Agpvmed | et Verwe Hiamlay Caternded

Report U | ind
Upload Fitness Certificate = novalled Joi g
(gt Phremss €41t Time
Segeet e 3 amaey Torw

View Staff on Leave

Ve W (30 | wn Sy

Click on “Upload Fitness Certificate” Card.

Favourites (Ctrl+F)
% Home > Upload Fitness Certificate

Upload Fitness

Q search.. [ Download CSV ] [ Download Excel ]
S.NO. Leave Type From Date To Date No of Days Action
1 ey 31/12/2024 02/01/2025 3 <:
Rows per page: 10vw 1-10f1

Upload fitness screen will open with pending requests, click on “Upload Fitness”
button.

Employee Information

Leave Request ID: 1692

Leave Type: Commuted Leave - HPL
From Date: 31/12/2024

To Date: 02/01/2025

No of Days: 3

Select to Upload*

Choose file No file chosen

Upload Fitness

Employee Information screen will open, select the PDF file to be uploaded and click on
“Upload Fitness” button.
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Upload Fitness

Q S¢ h [ Download CSV ] [ Download Excel ]
S.NO. Leave Type From Date To Date No of Days Action
1 a‘;’:’"“‘e" beave: 3111212024 02/01/2025 3
Rows per page: 10vw 1-10f1

o Fitness Certificate Uploaded %
Successfully

= Rulsci/fuddslinac

Upload success message will appear as shown above.

3.8 Report Un availed Joining Time
This option enables users to report un availed joining time.

Department of Posts H 2 x
Ministry of Communations, Government of India [ icomme, aavs |

@ Fovmrer icuie)

oIV
LMS SelfService Dashboard

Aty Lasem Cav s Pty Lees Sezoen

e Apply Leave Withdraw Leave Request

Leave Report Initiate Charge Report Hollday Calendar
Dert A Lagwen soul Ratie e (Vg Aegrre S st | e Viewe “wdndey Caterber

R.cpon Unaveiiedio I View Staff on Leave
Thme Vicas Shaft s nae Tostay
Byt Uraed \ewmey Swe

Upload Fitness Certficate

yéuad Fesas: Cortiicatn

Click on “Report Un availed joining time” main card.
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Favourites (CtrisF)
® Bum Unavatled |t

Unavailed Joining Time

Employee Leave Balances

From Date* ' To Date*
{ Yy No of Days

Intermediate Holldays > Prefix Date — Suffix Date S
\ [ Aditd } A ‘  Ach |
" L y s y
@ ae'rh"kx. ﬂ ﬁ

Select to Upload
Phone No bos s

Choose file No filg chasen

- f—

Un availed joining screen will open. Enter From and To dates. Enter intermediate
holidays, Prefix and suffix holidays, if any. Then enter remarks, phone number (optional)
upload files, if any. Click on Submit button.

Q Leave Application Submitted

Successfully

On clicking Submit button, success message will pop up as shown above

3.9 View Staff on Leave

This option enables the user to view the Staffs on leave.
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%
/]

“r
e
I(.

Ministry of Commumications, Government of India

g y Department of Posts
e

B rermanien oten;
® s

Leave Report Charge Report Holiday Calendar

Chams AR Laswes oot M pens tres  Bepret 1t AgyrTves s e af ety Cawrate

Report Unavailed
Upload Fitness Certficate o jolning sw Staff on Leave
oman) v Corsfe e Timve E w0 Lo Tramy
D e N

Click on View Staff On leave card. On clicking Staff On Leave Today page will be
displayed. Enter From date and To Date and click on View Leave Report to view Leave
Report as shown below.

Department of Posts o ke
Miniszry of Communications, Governmernt of Indka n
Favourntes (CirisF)
. St on Lo
Staff on Leave Today
From Date To Dete™
01.01-2025 (] 03.09.2025 (=]
Leave Report
tmgloyes 10 Employes Nams Luave Type Fram Outs To Date %o of Days
10050805 KUMARASWANTY | Tansd Lraww 24052079 A0S
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Department of Posts HE
Minstry of Communications, Government af india oy

Tmployee Payménis Syuism

Ve yhart pay A shimare vy

Recruitment and Promotions
Por Appoiyieg LOCE | CF . D9

Click on “Personal Information System” card.

-

Fc/munrsl(n‘-“
e

il Serviey

Department of Posts 2 e &
Ministry of Commurications, Government of india

PIS Self-Service Dashboard

Employee Proflle View &

Ratse Request

Racpeent tar updes Fardly ) Dend /
Crevarasmacatior / hammdastee srs . [ Cuseiond
wraaw Book

Annual Performance

No Objection Certificate Intimation to Department
4 Appraisal Report(APAR)
rAs

Ay (W WX B 60 Prvtune 2 Dagoasl of Assets

After clicking on “Personal Information System” card, the page shown above will
appear with the following 6 sub cards.
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Employee Profile View & Raise Request
Annual Immovable Property Returns(AIPR)
Gradation List

No Objection Certificate

Intimation to Department

Annual Performance Appraisal Report(APAR)

vy ¥y v

4.1 Employee Profile View & Raise Request
Click on “Employee Profile View & Raise Request” sub card.

Department of Posts ik W (13

g - Muiatry of Commrraem atbors. Growernmme of thde Y

S e Maseguenain  Harcode 200 Lalet Migin Beobing Subiun  Cwe

PIS Self-Service Dashboard

Employes Profile View &

Yo
@ Raise Request e e Geadatson List
gt o Lt Py § S —— L2
— o e

e ottt o 88
—rere Mas

No Objection Certificate
Ay | w— O

Intirmation (0 Departmrent Annual Performance
b et et 18 St Q Appunal REport{ APAN)

L e iV i s e

Service Book Update ‘
Commemication
® i & Bank Detads
P Awand Detsds Education Detaik
2 Family Detaits ©  Nomination Detaits
.y m“’"’ FenS W View Employes Prefile
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On clicking on “Employee Profile View & Raise Request”, following 8 options appear
on screen right panel of the screen viz.

Communication Details
Bank Details

Award Details
Education Details
Family Details
Nomination Details
Download Service Book
View Employee Profile

B e e

4.1.1

Communication Details

Service Book Update ‘

Commeaication

= Detalh #F  Bonk Detads

P Awand Detals ®  Education Oecails

2 Family Detaits ©  Nomation Detais
Download Service

Book W View Employen Frofile

Click on “Communication Details” option available in “Employee Profile View &
Raise Request” sub card.
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Department of Posts s @ (sB
&2 el Ministry of Communications, Government of India [ Wescome. sownn

& Mo 3 \ 5 1 ) 1 -
Favourites (CtrisF) Communication Details
:> @ view [ Modify @@ Reports
Employe=s id Name Address Ling 1+
10169981 SOWMYA B addr

Min Code*

Adovess Lne 2% Address Une 3 560001
Personal Emall I1d* Mobile*
India Post Emad Id perfigmail.com 9999999999

Pan Numbes*

Aadhaar* pano Employee Remarks

On clicking “Communication Details” option, the communication details page will
open with 3 tabs viz., View, Modify, and Reports. By default, the View tab will be
shown containing the employee’s communication details such as Name, Address, e-
mail IDs (personal and official, if available), Mobile Number, Aadhaar, PAN.

a
Favountes (Cirisf)
gt ' . » ,

Communication Detalls of RAVI C.

@ view [@ Modity [ Reports

Employee Id Name
160774 RA C Address Line 1+
Addresy Line 2 Adaress Une ¥ An Coce”
b Pust Emad 1o Pervonad Bl 1* Mot
7884 10160774Bgmm com UBB0YTTO

Nl QTF

Pan Nemibes

Aadraarcat aumbor AZEPRY S Employer Remarks

Supportng Oocument

Chaose Fie No lile hosen

Qirfy POE Ales are afiomed, Mavemum e 3o
woKn

On clicking on the 'Modify' tab, user is able to modify the details; OTP validation is
mandatory for submission of the request. User can also upload the PDF documents if
any, after modifying details click on the Submit button. Modified details need to be
approved by approving authority.

INDIA POST -APT Page 52 of 287




Operational Guide - Employee Self Service Portal [For End Users]

Terlis Tret
145 e

z - Department of Posts e W&
* Minatey of Comeurestam. Governmunt of Indis [ hesacrene wor |

B Favmirmm itreen)

Communication Detalls of RAVI C.

@ View @ ratity & Mennres

Communication Detalls

W Wi 0001 HAMNIO  fensing Bl

_ _
After clicking on Submit button, a pop up will appear on bottom right corner of the
screen with message “Request Submitted Successfully”.

v o soritee " ® povitao » + XA o v
. C @ T HAINING. CHPE. GOV M e vt B T E AN O T e S a o & |
a - Departmeont of Posts H e
o) e Miniatry of Commrminicatmra. Gover nmant of Inds [ wows v s §

Communication Detaits of RAVI C.

View ¥ Mot Mepocts
g v ¥

Communication Details

Q | | |
R Adtonas Line v Addowns Line £ cete Manise Mates At
e [P oo ] boratig =3
. .
- (LY s
= MA@ - A e emm NN

A reports detail is available to see the report of Modification requests raised by the user.
Click on View button to see the Modification request details.
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Employee Detasls

e

Adcrwns Lewr 2

My

Irveb Poast Eomat b Parsondd Emadl ln*

SUTESTT A2 ST QOW I L0107 Tad gl cove

Adthaot ref mumines* Pan Sumde

SNLTSE2 809 AZEFRTSIHE Ernpmopen Barmarks

On clicking View button Employee details screen will appear. Report can be
downloaded in PDF format.

Click on Withdraw button to withdraw the request.
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Department of Posts " R

Ministry of Communications, Government of m
India

YIRS

- Do —re —

Favourites |Cirie®)
®! oF Sorvey

i Communication Details of RAVIC.

@ Vien (4 Medify [ Reports

Communication Details

o Address Line 1 Address Line 2 Pincode Mobite Status Actions
Myzury My=ury STe001 FBOB0T00 Fendrg l Witharaw
. »

On clicking Withdraw button, confirmation will appear.

Do you want to canced the request?
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g ! Department of Posts g (Re
Ministry of Communcations, Government of
& Ao, : [ e oo ]
g = S ST . dmber 5 Coret I T . v i
[B) Favournes iTirisF)
.

Communication Details of RAVI C.

© view £ Modity @ Reports
Communication Detalls
Q
N Address Line | Adaress Line 7 Pincode Matele Status Actioos
1 Myuru \ysund 70001 Macesm WY sy m

.
© Fguest Gt saccisshaty

i Ml Guidel ines

G

Tenlis Trest
1 N A

On clicking Yes button message will appear as “Request Cancelled Successfully”.

4.1.2 Bank Details

Service Book Update .

% o @ bea Dk

» Sanmrt Derats

Lhie aton Datase

a ey Umcaes i d Normataron Destais
& 2% P W v by P

Click on “Bank Details” option under “Employee Profile View & Raise Request” sub

card.
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Department of Posts

Ministry of Communications,
Government of India

Favourie
® Home 5

5 (CrieF)
olif Service

Bank Details

@ View [# Add 7 Delete & Status Report

Account

Nt Bank 1FSC Branch . Draw Ty... Stotus Action
3213554 SBINDDY3 = s
2 [} 243 o Main bank Approved
- »

Bank details screen will appear with three tabs, View, Modify and Status Report.
Under View tab already available Bank details will be seen.
Click on View button to view bank details.

Bank Details

Employee 1d Name Bank Type*
10160774 RAVI C Others

Bank Name*
o

Bank Account Numbec*

32135542126

Draw Type*

Man bank

FSC*
SBINCO13343

Branch Code*
o

Pin Code*

Address Line 2* a Employee Remarks

Downioad Docurment

On clicking View button Bank details screen will open. Bank details uploaded by the
user can be downloaded in PDF format.

View/Modify button is provided to view/modify the Bank details under Add/Delete TAB
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Department of Posts =x

« A\ x4

Ministry of Communications, m
Government of India

2

APT Application

Favourites (CtrivF)
8 vohw Wil Simrwic Haok Dertnsll
Bank Details

@ View (# Add/ Delete & Status Report

Nu:::: Bank 1FSC Branch ... Draw Ty.. Status Action
e somoona: Minbenk  Approved
- »

Click on view button, to view the bank details. The bank details uploaded by the user
can be downloaded in PDF Format by clicking on Download Document button.

Bank Detalls

Employee 1d Name Bank Type*
10160774 RAVI C Others

Bank Name* Draw Type* Branch Code*
0 Main bank 0

Bank Account Numbee* FSCH Address Line 14
32135542126 SBINCO13343 0

Pin Code*

Address Line 2* a Employee Remarks

Download Docurment
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Click on Modify button, to modify the bank bank details. After modifying the bank
details click on Submit button.

Bank Details °

Employee Id Name Bank Type*

10160774 RAVI C. Others ~
Bank Name* Draw Type* Aranch Cade*

1431 Main Bank ~ SBINDDOTO 6

BSank Account Number* IFsC* Address Line 1+

32135542126 SBINO00T3343 Mysuru

Address Line 2+ Pin Code*

Mysuru 570001 Employee Remarks

Supporting Docurtent

Choose File Na file chosen

Only POF files are pliowed, Massmam

file tize: SOOKD

Suberut
B Rulev/Guidelines [.:

On click of submit button, “Bank Account details submitted successfully” Message
will be displayed as shown below.

Department of Posts ¢
Ministry of Communications, vl
Government of India m

ome to IT 2.0 APT Application

Favourites (Ctri+F)
8 Hame Sell Sarvice Sank
Bank Details

@ View (# Add / Delete @ Status Report

Account ., Bank IFSC Branch C... Draw Type Status Action

32135542, SBI SBINDO13.. SBINOOO?,.. Main bank Pending

Bank Account Details subrmitiod
successiully

ooyt Gt o pepmr ot s
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Status Report option is provided to view the status of requests raised for Bank details.
Once modified bank details approved by approving authority, Status will become
approved.

== Department of Posts
- Ministry of Communications,

Govarnment of India

“A_ --*'-.,.u;y ;.;.:. RS LI --::-/.w‘ Ty I-A---‘I\'. Ve &> ~.F.'1vr' RN

Bank Details

@ View [# Add / Delete & Status Report

Account ... Bank IFSC 8Sranch C... Draw Type Status Action

32138542 sa1 SHINDOTE., S8INCODT Main bank Pending

User can view the bank details by clicking on View Button.
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Bank Detalls

Name

10160774 RAVI C

Bank Name* Draw Type*

Sl Mam bank

Bank Account Number* 1€SC*

32135542126 SBINOO13343

Address Line 2* Pin Code*

Mysuru 570001

Download Document

4.1.3 Award Details

Branch Code*
SBIN0OO7916

Address Line 14

Mysuru

Employee Remarks
NA

Service Book Update

Cururuiscans

T e G

A& Famiy Detn

Domwréoud Serenw

Tepdin Tret
15 N ot

Nark Dwaats
F1hat pthans Datate
vt COmiais

Ve Evglapes Sratie

Click on “Award Details” option under “Employee Profile View & Raise Request” sub

card.
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€ Home > Saif Service > Awards Detall

Favourites (Ctrl+F) Awards Details

@ view [# Add @ Status Report

No Awards details available

A new screen will appear with three tabs such as View, Add and Status Report.

For adding Award details click on Add button

£ Home > SaHf Sesvice > Awards Detadly

Favourites (Ctri+F) Awards Details

@ View (4 Add [ Status Report

There are no records to display

Then click on Add+ button .

Emgphuyve 12

10021660

Aniet! Casngory™ Amant Desonpmon®

Amant wue Oon

Centificate Number* Vonetary Bonefir* & wren yyyy

Supgomng Document
Errgdorywe Rptnas b ULgamng Lmsy

Chcaw Niw N fike chosen

After clicking the Add+ button, Award details form will open to add the Award details.
Fill the fields such as Award Name, Award Type, Award Category, Award Description,
Certificate No, Monetary Benefit, Award Issue Date, year and Remarks. Upload the
award certificate and click the Save button.
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£ Home il Service Awards Detuhy
Favourites (Ctri+F) Awards Details

@ Vview [4 Add @@ StatusReport

Type Category Certificate... Monetary ... Issue Year Status Action

tward Type Award Cate.. 1 1000 2020 Pending (:> @

— ==

On clicking Save button A row will be created with entered award details.
Click on View to view the details, click on Modify to modify the entered details.
Click on Submit button to submit the details for Approval.

‘\ Home > Sulf Seryice Awarts Detaily
Favourites (Ctrl+F) Awards Details
@ view (4 Add @@ Status Report
Award Na... Type Category Certificate... Monetary ... Issue Year Status Actl
Award name Award Type Category 1 1000 2020 Pending E

Hrows L.“,ﬁ o Awards Delads sut@milied
successfully

On clicking Submit button success message will appears “Award details submitted
successfully.

The Approved Award details will appear on View tab.
£ Hompe 2alf Service Awards Detu

Favourites (Ctrl+F) Awards Details

|:> @ view [# Modify [@ Status Report

Award Name Type Category Certificate ... Monetary ... Issue Year

Action
Award name Award Type Category 1 1000 2020 <:

Click on View button to View the details.
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Empiirgee 1t Norne Aard e

10021660 KR SUNEETHA Amrd name

Aot Type* Award Caegoey* Award Descripocn®

Award Tyoe Catugary Dwscrigrion

Contificatm Numbwe® Monetary Datiede Aveard Issue Dule

1000 01.01-2020

Ermpnyes Remarka

KA

Award Details screen will appear to view.

Status Report Tab is provided to view the status of Award details entered by the

Employee.
@ Vview [ Modity B Status Repont <:|
Award Na. Type Catagory Certificate... Monetary .. Lssue Yoar Status Action
Awardneme  Award Type Category 1 1000 2020 Approved <:|

Click on Status Report tab, screen will open with award details; user can view the
award details entered by clicking on view button.

4.1.4 Education Details

Service Book Update ‘
Cromemiras atban
LT[t @ Bark Dwiteiy
T Amand Dwnetn = F e mmen Ornms
2 Famty Oetmts o Srranaton Detats
Crmr b ool Servbw
L e L I e
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Click on “Education Details” option under “Employee Profile View & Raise Request”
sub card.

£ Home Self Sarvice » Education Details

Favourites (Ctri+F) Education Details

@ View (# Add @@ Status Report

No Education detalls avallable

i‘ Rules/Guldelines

A new screen will appear with three options View, Add and Status Report.

£ Home > Self Service > Education Details

Favourites (Ctrl+F) Education Details

@ view (4 Add @@ Status Report

— YT

There are no records to display

Click on “Add” tab to Add Education details.
Then click on “Add+” button.

Nippeitetg Decarven®

Thesss Mie Ne Fie choses
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Education details form will open to add the education details. Fill in fields such as
Education Qualification, Year, Board Studied, State, Percentage, Computer knowledge

and Remarks. Upload the education certificate in PDF format and click the Save
button. You can add all your educational qualifications by clicking the Add button for

each one.
‘\H """ 1 Service Educanon ODutal :
Favourites (Ctri+F) Education Details
@ View # Add & Status Report
Agd
Educatl... Year Board State Marks Status Action

Education 2000 Board State 60 Pending <:|

—> =

A row will be created with entered details, click on Modify button to modify the details,

if required.
Click on Submit Button.
£ Home Solf Sarvice > Education Detalls 7
Favourites (Ctri+F) Education Details
@ View (4 Add [ Status Report
Educati.., Year Board State Marks Status Action
Education 2020 Board state 60 Pending Lm-.« )[ Modity )[ Carcnl ]

Rows pe :> o Education Details submitied
successfully

Request will be submitted to Approver for Approval and a success message will appear

as “ Education details submitted successfully”.

The Approved requests will be appearing in View tab.
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\J 'h...!_x .“,""‘
e f ieat :
B Favourites (CtrisF) Education Details

@ view (# Modify & Status Report

Educati... Year Board State Marks Status Action

Education 2020 Board state 60 Approved |’ Vew ]< |

User can check the status of requests submitted through Status Reports tab.

$ Hom f {

[B Favourites (CurieF) Education Details
O View [_I_; Modify @ Status Report <:]
Educatl... Year Board State Marks Status Action

Education 2020 Board state 60 Approved @

user can view the education details, by clicking view button.

4.1.5 Family Details

Service Book Update @

Commuriation
= Detaibs F Sk Dot
®  Award Detaly 2 Ssucaton Detwh
& Temily Detae ©  Nomnation Detats
A Sommiediare W VeewSmpioyes Prosle

Click on “Family Details” option under “Employee Profile View & Raise Request” sub
card.
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£ Home Lalf Secvice > Family Detalls

Favourites (cul-F“). Family Details

@ view [# Add @ Status Report

No family details avaliable

A new screen will appear with three options View, Add and Status Report

£ Home > Self Service > Family Datails

Favaurites (Ctri+F) Family Details

@ view (4 Add @ Status Report

) s

There are no records to display

Click on Add tab to Add Family details.
Then click on Add+ button.

Scqmarnrsy (e jevnt*

Oneaan fie N fiw o

=) E=)

Family details form will open to add the Family details. Fill in fields such as Dependent
Name, Gender, Pwd Candidate, Relation, Date of Birth, Marital Status, Educational
qualification, Employment status uploading supporting document in PDF format and
click on Save button.
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 Home elf Service > Family Detadl
Favourites (Ctri+F) Family Details
@ View @ Add & Status Report
Agd ¢
Relation Date Of Birth Marital Sta... Dependent... Status Action
1 2000.01.01 Married Pending

Howes par page  1iww

A row will be created with entered details, click on Modify button to modify the details,

if required.
Click on Submit Button.
£ Home Seil Service » Famlly Detailn ?
Favourites (Ctri+F) Family Details
@ view (4 Add  [@@ Status Report
Dependent... Gender Relation Date Of Birth Marital Sta... Dependent... Status A
Dependent .., Male Spouse 2000-01-01 Married Inactive Pending

Rows per ﬂ 0 Family Details submitiod
successiully

Request will be submitted to Approver for Approval and a success message will appear
as “Family details submitted successfully”.

The Approved requests will be appearing in View tab.

£ Home Soll Sorvice Family Qatalls
Favourites (Ctri+F) Family Details
:> @ view [# Modify @@ Status Report
Dependent ... Gender Relation Date Of Birth Marital Stat... Dependent ...

Action
Dependent . Maie 0 2000-01-01 Married Inactive | View |< |

User can check the status of requests submitted through Status Reports tab.
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[ Favourites (Ctri+F) Family Details
@ View # Modify & Status Report <:
ent... Gender Relation Date Of Birth Marital Sta... Dependent... Status Action
ent .. Maie Spouse 2000.01-01 Married Inactive Approved E)

Click on view button to view the family member details entered.

4.1.6 Nomination Details

Service Book Update &

Cavrrverva o &

= tierabe Mara Detads
v Awwrt Detmis 2 Loutanon Deuses
2 Pavely Gerats © M Deisits

o > M Ve brabayre ofite

Click on “Nomination Details” option under “Employee Profile View & Raise
Request” sub card.

A new screen will appear with various nomination categories.
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Employee Nomination Details

Commutation lenefit v
Gratusty Danwhic ~
COEQLS benefn -~
Ufetime Arvears Benefs ~
GPF Benefiz ~
Pummon Derwiit -
A far € Benetit ~
Arernate nominee for Geatuty Beoefit ~
Altermate nomines for CGEGIS Beneiit -
Altermnate nominee far Lifetime Asvears ~
Ararnate nomines for GPF Reaef) b
for Benwuit -

Here how to add nomination details for “Commutation Benefit” is illustrated. The
process of adding nomination to remaining categories remains same.

Click on Commutation benefit, if nomination details already registered then the record
will be shown. If not added, then click on Add button.

g - Department of Posts 2oe ‘gc:
e — Minstry of Communications. Government of India [ sscuer, e |
T T ) M NS ¢ SN O R 7 S A TN e Ny o =

m Favonntes (Ctrie))

Employee Nomination Detalls

Commutation Benefit v

Nomnston details rot found

€3
Gratuity Seoefit v
CGEGIS benefit v
Lifetime Arcears Benafit v
GPF Benefit v
Pension Benefit v
Alternate nomnee for CommutationBenefit v
Nternate nomnee for Gratuty Berefit v .

On clicking Add button, a new window will be opened for entering nomination details.
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Nominee Detall

Name* Roliton® Dato of By

Sangestna Spouce 0010

Airess Line T+ AgOress Line 2* Pincone”

Mysury Mysury 570001

Share Percemage*
Sippoctsng Document*
100 Numarks et

Choose Tie Tes1.pulf

Doy POF ey e wlowed. Sastmsan He sie: 500K

Save ‘ Close I

Enter all the mandatory details and upload supporting document and then click on Save
button.

Department of Posts o e |
Wity of Communications, Government af Inda

Employee Nomination Details
Cammuaatico et ~
Modify Nominations
301 0
Sammer Date OF Bineh Avlation Quardan Percontage Action
Sengmethe Weoa Sousse LY m ‘ v — ] § tewe I
(= -

Gratuity Besw it v
CGEGES Denetn ~

On clicking Save, A row will be created with entered data, click on View button to view
Modify button to Modify and Delete button to delete entered data.

Click on Save Button to save nomination details. More nominees can be added by
clicking on Add Nominee + button.
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@ Nomination saved successfully

A success meassage will appear as shown above.
Same procedure will be followed for adding nomination to other categories.

4.1.7 Download Service Book

Service Book Update .
Communianon
L @  fank Detany
¥ Award Dwmails & Cihucennn Dwiate
2 Farmity Dt ©  Momeation Detats

G Syse M Vew tmpkywe Mulie

Click on “Download Service Book” option under “Employee Profile View & Raise
Request” sub card.

- Department of Posts wm 2
= - Mizintry of Communiations, Government of india d

Home  Sag meaten Manag Manter Dats Sanmipation  Payrel System Suppon Detk Maragement  Track and Trace
4]

Employee Service Book
Select the Dazes to Download the Service Book For Specified Ferlod

Trvew Dare To Darw

as/mw s goy 0 8¢ e £ yyyy 3

ey <

After clicking on “Download Service Book” option, page as shown above will appear
provision of “Download Service Book” button is made available for the specified date.
Select the From date and To date and Click on Download Service Book button.
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Employee Senvioe Book Prireng
0 o v 1 T

Service Book
Employee Narme, CHANCHAL KULKARNI

Emglinwe Servion Boos Mintng
o Q v Rk Vst e - £T£3.

L =}
Service Book = ot

Employee Name: CMANCHAL KULKAR B i g

Gk g

C atw it
O S0ttr Cmastiriinibone

& rued 1sal
& hor 1umen

) et Sahing
W mopota Soomy

B Ove Spreat:
B el

() Docwmant Wogetwi. -

-

After clicking on “Download Service Book” button, pop-up window will show service
book of employee with tools to download and print it.

4.1.8 View Employee Profile
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Service Book Update ‘

Commeaication
= Detaths #F  Bonk Detads

P Awand Detsds ®  Education Decailt
2 Famiy Detaits ©  Nomination Detaits
Y Book Wood W View Employen Frofile

On clicking View Employee Profile, Following screen will be appeared, in which
employee can view his/her Personal Information, Communication Details and
Posting Information.

m Favountes |Cirie by
v

View Employee Information

f— 2 3

Personal Iaf [ ication Details Posting Infermation

101607 7e Ayl Muddie Kamo
LASt Name Father Name Ate of Biren
C CHANUBAYYA C 10-06- 19080

» TIm. mpd
A | 4 -:;m )

| 17

e wmpboyee i the e 3 yren

onad IdentiMcanon Maek !
BLACK MOLE ON THE RIGHT HAND and BLACK MO Personal Kientification Mers 2
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Ministry of Communicatiors, Government of India

Favourites (Ciriel)

View Employee Information

o i :

Personal Infor C | Posting Informati
Formanent Atdress Line 1 Permanent Address Line 3
RAVE C S/O CHANDRAIAHPUSHPAPLURA VILLA Fermanant Address Une 7 SHAGYAM
Parmanent Atdrass Une 4 Fermanare FIN
CHAMARAA NAGARA 57143% MHorre Towr

View Employee Information

Personal Infor G T Posting Information
Oate of joining Department® Employee Type Recruitment Mode
11-02-2016 Departmential v o v
Date of Joining I present Cadre* Office of working Group Post
02.03.2022 Kotlegal H.O {21360045) Geonig -
Post D Deagnation Cadre
30391332« Postal Assistant (Varant) v Postal Assistant Pastal AssistantPA)
Tax fegrne Subrscription Type NPS L/ Pras NosSevsrunce No
Old v NPS - 10057317405

Date of Retirement Emgilopement Status

Orrang Lcence Number 30-06-2029 Al ~

FRImans
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Mantwary of Commumneations, Government o Indi [asacurm, aovt |

g - Department of Posts

R T Y TIE e TS

- tanh

T P T e T ST A

B rovusries iCirien)
& Ve

Lt iy

PIS Self-Service Dashboard

Employes Frofile View &
Ralse Request Gradation List

ot | bt

& Annual Performance
No Objection Certificate Intimation 10 Department
Sra (Voo tos Vo bt o e | Dl o Appraisal Repori(APAR)

P

Click on “Annual Immovable Property Returns” sub card available under “Personal
Information System” card.

After clicking on “Annual Immovable Property Returns” sub card, page as shown
above with 2 tabs, 'File New AIPR' and 'View A IPR', will appear as shown Below.

Srvturites (Etrwdd [minovabie Froperty Statemnnt
Annual Immovable Property Statement

I3 File New AIPR a2 View AIPR
s

Annual Immovable Property Returns (AIPR)

Employee ID Full Name Cadre Nama
10021660 KR SUNEETHA PA

Desigraation Present Pay Office af Warking
Postal Assistant 0 Mysuru HO

Date of Joning the Department

1996:11.29

Please select the checkbax if there s no immavable property returns for the year 2025 o
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Name of
District,
Sub
Division
i) Deulk:l Property
Village or Cost of Year of
Statement City in i constructi i constructi P 2
* Housing, R Value(in | Detalls (in
Year which = Including land in case of or % $q Ft or S¢
property Is P house (In Rupaes) * purchase * pres) I v
-m“::‘ Hulldings *
location &
postal
address) *
1 2 3 1 4 5 6 7
024 [ el ¢ purcha Select Yoar
"

m— ... —

Select the check box next to the “Please select the checkbox if there is no
immovable property returns for the year” (by default this check box will be
unchecked). Select the year from the drop down list, Enter address, Property Details,
Type Construction or Purchase, select year of construction/ purchase from drop down,
enter present value, enter property dimension, Property holder name, , Relationship
with property holder, Acquisition method, Acquisition year, Annual Income, and
Remarks

Click on Add Row button to add more rows, click on Delete Row button to delete rows.
After entering all the details click on Submit button.

mnﬂ (Rerdeiy Immaratile Mmperty Statnmont
Annual Immovable Property Statement

File New AIPR  JaR View AIPR

Annual Immovable Property Returns (AIPR)

Employee ID #ull Name Cadre Name
10021660 KR SUNEETHA PA

Designation Preaent Pay Office of Warking
Postal Asssstant 0 Mysuru HO

Date of Joining the Department

1596-11.29
@ o Data Added aucoesaialy

T Please select the checkbox if there i no immovable property returns for the year 2025  «

On clicking Submit button, a success message will appear with a message “Data
Added Successfully”.
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famite! (BtrdeRy Immovable Property Statement
Annual Immovable Property Statement

File New AIPR 282 View AIPR <:|
Select Year

Click on ‘View AIPR’ tab to view approved AlIPRs. Select the year, click on View Report
button.

Brvouraes (OIE) IMovabie Pragey Sateman
Annual Immovable Property Statement

B Fllo New AIPR S8 View AIPR

Salect Year

EMPLOYEE ID EMPLOYEE NAME PROPERTY TYPE PREOPERTY DETAILS LOCATION DETAILS. CONSTRUCTION/PURCHI
10021860 K R SUNEETHA 0 Address 0
10021860 KR SUNEETHA LIS Addren ]

—>

List of statements submitted and Approved will be fetched as shown. user can
download these approved AIPR in PDF Format by clicking on “Download PDF” button.
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Employee ID: 10021660 Employee Name: KR SUNEETHA
Employee Cadre: Group C Employee Designation: Postal Assistant
Office of Working: Mysuru H.O Present Pay: 0
Date of Joining the Department: 29/11/1996
Name of | Property | Costof Year of Present Proper- Present | Relation- | Acquisi- | Acquisi- Annual Re-
the Type Con- Con- Value (*) ty Owner ship with tion tion Year Income marks
District, (House, struc- struction Dimen- Name the Method from
Subdivi- Plot, tion/Ac- or sions Owner (Bought, Proper-
sion, elc) quire- Pur- (SqFtor Gifted, ty (')
Taluk, ment (') chase Sq etc.)
and Metres)
Village
Address 0 2024 1500000 30"40 Name Relation- | Method 2024 100000
ship
Address 0 2024 1500000 3040 Name Relation- | Method 2024 100000
ship
Signature:
Designation:

Date: 28/02/2025

1.* Approximate value may be indicated if accurate assessment is not possible.

2.*" Includes short-term leases.

3. This form is 1o be submitted annually by Class 1 and |l service members under Rule-15(3) of the CCS (Conduct) Rules.
4. Avoid using 'No Change’ or "As in previous year' and provide full details.

The downloaded PDF will appear as shown above.

4.3 Gradation List
g .

Department of Posts HEE "C
Minmtry af Commuarscations, Gavernment of lncs =

—

B Fevournes 10l
-

Y ¥ e

PIS Self-Service Dashboard

Employee Profile View &
Ralse R Gradation List
-

= Ancuasl Perforimance
No Dujection Certificate Intfimation (o Departmen
sean d AT 0 iR | SH o Abis Appraical Report{APAR)
s

Vw00

e e

Terlis Tret
145 e A

Click on “Gradation List” sub card available under “Personal Information System”

card.
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Department of Posts “© @ g
Ministry of Co ions, G of Indla

£ hoew Cradatsan Lst X e
Favoueites (CirlvF) Gradation List
Employee Details
Employee ID Fost ID Employes First Name
12023660 10021660 KR
Employee Last Name Office ID Office Name
SUNEETHA 21250551 Mysuru H0O

i

After clicking on “Gradation List” sub card, page shown above will appear with the
“Gradation List by Division” button.

N

Gradation List

Q

Date of
Gradation... Employee 0 EmployeeNo..  Designath Office 1D Date of DI Joining in

Department
2 100002 Sughaz PA 2000014 17 December ... m’“""""
3 10021755 KRISHNA N PA 21260551 1 Jure 1966 12 May 1991
3 100061 Venkit PA 6565 17 December 1 eCEmOeS
4 100003 Aarthi s PA 9000014 17 Decesnber .. ;:)“'""’"
? 12100011 Vanttha PA 20120100 ? October 1979 7 May 2004
s 100010 Veerendhar PA 0119889 13 December . ;;o';““""
10 100012 Suhash PA 2027020 B November 1 10 May 2005
n 100011 Kaatha PA 201900 8 September ... 2 Oomber 2006
\7 100013 f=shin PA 20190200 S Moy 1984 1N bee
13 100009 Sunitha P4 20080101 24 July 1985 11 Apeil 2007

i T > 3

Clicking on Gradation List by Division button, gradation list will be shown as above.
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4.4 No Objection Certificate

This option is used to apply for No objection certificate for following reasons.
Passport/Visa to go abroad, NOC for appearing in Examinations and
Renewal/Application of Passport.

4.4.1 Apply for NOC

4.4.1.1 Apply NOC for Passport/Visa to go abroad.

NOC Menu @

| Apply for NOT @  View Noc Suatun

Click on Apply for NOC option available under sub card No Objection certificate. On
clicking Apply for NOC, “NOC Application” page will be opened.

w - Department of Posts e s
@ sy of Commurscasns, Gowerramenm of Bzl =T
e WP Sslusaew  Dewes Regne T 4 L e W W Ottery v
.

NOC Application

Employee Detais
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Select Type of NOC as “Passport/Visa to go Abroad”. Enter Passport Number and
Enter the details of private foreign travels to be undertaken such as From date, To
date, Foreign Countries, Purpose, Estimated Expenditure and Source of Funds in
Para no.5. Previous private foreign travel details of last 4 years displayed in Para

no.6.
tmployes Dwtmin
Srptvyes sarrel W01 MERA, Beugraras Cabow COTie of Warurg CHANEEIE
ITHA & e Aatant Wl Mustantirn WAy e
Degartrenrt minbey Dote Covdow Jwosey Dote Aovvent Ty
Mewerries 32 2000 Nevvwredes V8 2008 A
PantOr ! Vhw (o g0 Mausd
Fanapon i
Ar2Saw
S Owtaln of private foreign traveds (o be undertabe:
Froen Date * Ta Dats * Fareign Cawmtries * Purgoan ¢ TLiirvaced (xpondncre * Source of Funes *
008 0% (=] [CRES w] ks T Mewt Rolativns Jnocce it
A Previsws privats fareign terwel fhet 4 yosest
Teoem Date To Date Coarmries Vvted Purpose
VAR WM Adue VIR 3 (vt
LaLT 7 wHIAS - vHE W LSA
Fereane
g Adued Y
Chmsie fin Tohwinn pt
oty POE bt wre sbamtt Wares 1 e 11oe 30000

Upload the required documents in PDF format and click on Submit button.
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e | Lot Vg, L R— e Othery v

NOC Appiication

tmployes Cetain

e Y0t R Deaigaatss Catvw 11 ! Meart i

ST M A ey Fualsl AssaisetM) Mysaru s

wiveng Dave Cotrs poniag Date
Morverriar Y3 2004 Wmember 1 20 LY

b

On click of submit button, “NOC Applied Successfully” message will be displayed.

4.4.1.2 Apply NOC for Appearing in Examination.

NOC Menu
B Apply for NOC

@  View Nod Ssacus

Click on Apply for NOC option available under sub card No Objection certificate. On

clicking Apply for NOC, “NOC Application” page will be opened.
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Department of Posts e =
Virvury of Commurscamuns, Gowermimen of s [ s |

NOC Appiication

tmployee Detain

Ernatyve Mamel 01 A8 Dsuigaatsee

Catvn 190 o Ay (21500
IWITHA ) e A i Pt AsseiaetN) Mharu ason
L s L Comtrs prnteg Date Prvwet Poy
Noverriar 3 2000 Wervembar 10, 2000 Wi

VO oy Appaanng 1 Leareasnony - vy w50

Chame e Nbiies of

vty PRV oen as stomedd MarTeam fw w1 300D

_

Select Type of NOC as “NOC for Appearing in Examinations”, enter the notification

details and Remarks. Upload the required file for issuing NOC and click on submit
button.

g - Department of Posts 2 oe &

Mimery of Communaatuns, Goverrymen of b [ oo Sreor |
e WP Ssimane Ueves Megnimas syerTevE L Usogeraans byuee  Pencnne b e Ottery v

NOC Application

Employee Detaits
o phyes Sorre| TEIVAM, Destgmatine [P, 1Hne of Weebtay [T wmm)
TWITHA S Ofkcr e Povte! Aramtares?A) Myury Caten
egarTivere sirang flats Catre yaciog Uare Freasst muy
e e V0 20 Nowperber ¥ 004 (T
Omcos e apts ' Lset i o
(rooas | b LUE LS
o roan

On click of submit button, “NOC Applied Successfully” message will be displayed.
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4.4.1.3 Apply NOC for Renewal/Application of Passport.

NOC Menu ‘

B Apply for NOC @  View Nod Stacus

Click on Apply for NOC option available under sub card No Objection certificate. On
clicking Apply for NOC, “NOC Application” page will be opened.

- - Department of Posts M =
an Moty of Comrasicatiana, Gever—evet uf Inche [ tvwwre Soera

e WCP Saistaew  Upess [ .. ! —— s Qthery W

NOC Application

Employee Detaity
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Select NOC type as “Renewal/Application of Passport”, Enter all mandatory fields and
upload the required document in PDF format for issuing NOC and click on Submit
button.

Virvery of Commurscasun, Gowrrimern of i =

g - Department of Posts R s
u—

NOC Appiication

tmployee Detai
11 OHTe Aias iy Pl Assatae ) M (essr

Porverriar 3 2004 Wevemsber 1 2000 ok

On click of submit button, “NOC Applied Successfully” message will be displayed.

4.4.2 View NOC Status
In this option status of NOC can be viewed.

NOC Menu .

B Apply for NOC @  View Noo Status
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Click on View NOC Status option available under sub card No Objection certificate. On
clicking NOC Application Status Page will be opened. Here various statuses of NOC
applied will be displayed.

Deopartment of Posts M ‘\
Miswiry of Cormrasications, Goverrrvest uf inca [ v S |

B #swwerions ititen)
~ e

NOC Application Status

s ‘Wolcome, SAVITHA S, Office Assistant, Mysuru Division
- 0 nmryms
a,
FTEN Oatr of Apphicatim Perpene of MOC Agarewe Prrearks v Dowatnnd MOC s
1w 2] 1o Mast i b
Py T Mot St
1200 :‘:':_' "":' - t5eriver P
s o n. o F ot |
Tmomy T ot e g ry . R ]
Vimes Dt gt o Ponigeel by ol
SR e e -
& : - e i A P it |
-~ . 1 Uswandy - Purawdnl

4.5 Intimation to Department
In this option any Purchase/Disposal of the property by the employee can be
intimated to the department.
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4.5.1 Intimation

4.5.1.1 Intimation of Purchase of Property.

Intimation Menu ‘

8 omation @ Inomation Regon

Click on Intimation option available under “Intimation to Department” sub card. On
clicking, Intimation Form Page will be opened.

- - Department of Posts H I
a» Wrsury af Comrmurscasun, Goverramerm o Kisle [oveers: Sierrvs

e WP Salssaeny  Dewes leg! Lot C ~, Ottty w

|
y
-

Intimation Form

Employes Intimation Reguest Form for S SAVITHA (10015805) Working at Mysuru Division

Putime of Prigaesy

b

Select Intimation as “Purchase of Property”, and enter all mandatory fields available in
the form and upload the document in PDF Format and click on Submit button.
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e

Intimation Form

Employee Intimation Reguest Form for S SAVITHA (10015905) Working at Mysuru Division

On click of Submit button, “Intimation submitted successfully” Message will be
displayed.

4.5.1.1 Intimation of Disposal of Property.

Intimation Menu ‘
8 [omation @ Inomation Regon

Click on Intimation option available under “Intimation to Department” sub card. On
clicking, Intimation Form Page will be opened.
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Intimation Form

Employes Intimation Reguest Form for S SAVITHA (10095805) Working at Mysuru Division

rirmat Orpary Tme Peagerry Dmeats

upead of Moparty - twal =l
e 1n0on "
Y. v
- et
" l |
Thases e Safremen pt

Select Intimation as “Disposal of Property”, and enter all mandatory fields available in
the form and upload the document in PDF Format and click on Submit button.

g - Department of Posts e =
® Mty 0 Commmamtations, Govermiment af tacks [ o s |
B ¢ swwerrims C1rted

»

Intimation Form

Employes Intimation Reguast Form for S SAVITHA {100155905) Working at Mysuru Division

hanas Pl W e rrosen

PO S e 4 Mast v e o 20000

R e p——

_

On click of Submit button, “Intimation submitted successfully” Message will be
displayed.
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4.5.2 Intimation Report
In this option status of intimation can be viewed.

Intimation Menu &

= Ewration @ Inomation Regon

Click on “Intimation Report” option available under “Intimation to Department” sub
card. On clicking, “Submitted Intimation Application” page will be opened.

. - Department of Posts no% s
an Mirary of Comemurnasiuny, Goverrament of buila [oosre: trevr ]
. WP Uever Lot Virage Lo e ¥ Ctteny v

Submitted Intimaiton Application

Intimation Application of SAVITHAS (10015905) working at Mysuru Division

e O of Iriration Irtvna en farpene Precerty Deratn ACTIONS

_

Click on “View Intimation Details” Option available under the heading Actions
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On clicking on “View Intimation Details”, intimation status will be displayed as above.

4.6 Annual Performance Appraisal Report(APAR)

4.6.1 Update APAR
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Department of Posts i@  Re
Ministry of Communications, Gavernment of India m

Personne! Information System Employee Payments System
To meage Litcsioges related Virw yuir pay A amrwences

Exit Management Emple sfors Recrultment and Promotionos
SETATLRO0N, reAlgnatian Varage p e reauess For Appiyng LOCE T8 UG

Click on “Employee Payments System” card.

* Department of Posts “ ® RC

& Mirwstry of Communicanons, Government of India [ wvenivme. et |

FT Application

B Famuritm (Cerien)

Payroll Employee Self Service

Pay re-dmbursement Miscellaneous

3
pay reimbursement o
2o O i

Know YourSelf

RVL e e, e T AT2e

After clicking on “Employee Payments System” card, “Employee Self Service” page
will be displayed.
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5.1 Payre-embursement

Employee Pay Re-imbursement

i Adwances B Reinbursements

Leave Traved

i L Eocashment L) Concasalon

After clicking on “Pay re-imbursement” Sub —card, following options are seen.
= Advances
= Reimbursements
= EL Encashment
= | eave Travel Concession

5.1.1 Advances

Employee Pay Re-imbursement e
13 Advances £3  Reimbursements
Lesve Trovel
T L Encashment - 24303

Click on “Advances” option under “Pay re-imbursement” sub card.
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Advances
NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
RAVIC. Postal Assistant 30311334
Advance Type
Select type of Advance v
Date
Amount dd-mm-yyyy D [nstaliment

employee_remarks

Upicad dotument

Choose Files No file chosen

Advances screen will open.

Advance Type
Select type of Advance v

Select type of Advance

‘ Medical Advance

TA Tour Advance

‘ TA Transfer Advance

PC Advance

HBA Principal

In Service Training- DTE- Advance

Training Prog-Group A&B officers Advance
Operational Training- DTE- Advance
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Employee can apply many Advances such as
= Medical Advance
TA Tour Advance
TA Transfer Advance
PC Advance
HBA Principal
In Service Training -DTE- Advance
Training Prog- Group A&B Officers Advance
Operational Training —-DTE- Advance

[ e e A

5.1.1.1 Medical Advance

£ Home » sppiication fuc-emplopss-advunce

Favourites [Curt+F) Advances
NAME OF THE EMPLOYEE POST DESCRIPTION
K R SUNEETHA Postal Assistant
Select type of Advance
Medical Advance . <:1
Hospital Name Treatment Start Date
Hospital 03-03-2025 (]
Amount Emplayee emarks
100000 Kindly Sanction 14/ 4%0
Upload docurmsent

Choosa tles Document pdf

POSTID
30007539

Terdin Thest
L L TR

Treatment End Date

03-03-2025

— =

Select Type of Advance as Medical Advance; Enter Hospital Name, Treatment Start
Date, Treatment End Date, Amount and Remarks. Upload the PDF file document, if

necessary and click on Submit Button.

Transaction Id is: MEAD1002166020250303123334
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Transaction ID will be generated and the request will be moved to Forwarding Authority
for further process.

5.1.1.2 TATour Advance

2 Favourites (Erief) Advses

NAME OF THE SMmLOYe POST RESCRIPFTION st
KN SUNEETHA TFostal Assistant 0007559

Select type of Advarce
TA Tour Aavance v

Tour Destnation* Towe Start Date Tour End Date
Destination 03-03-202% o 05-03-200% (m]

Estimated Expenses |
Daity Mlowance Travel Chwges Hotel Charges
63 180 &5

employes remarks

Toual Amourt

Upload socument

CThoase Nies Document. pa!

— ..

Select TA Tour Advance from Type of Advance, Enter Tour Destination, Tour Start date
and Tour End date, enter estimated expenses of Daily Allowance; Travel Charge; Hotel
Charges; Enter the Remarks. Upload the PDF file document, if necessary and click on
Submit Button.

Transaction 1d Is; TAAD1002166020250303122816

Transaction ID will be generated and the request will be moved to Forwarding Authority
for further process.
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5.1.1.3 TA Transfer Advance

[B Favoures (o) Advances
WAME OF THE ENFLOTHE POLT DESCITION MOST D
KRSUNEETHA Postal Assistant 30007539

Seluct type of Advanue
TA Transder Advance -

Transfet Destiration Jowrney Rart Date Journey £nd Dato

Destination 03052025 (=] 06-03-2125 ]
Datimated Lxganses

CTG Aenount Pervortal £fect Amaunt Traww! Crpeges

40000 2500 1500

employes remaks

Knaly Sanction

Tetal Amount

Upload document

Chosse Nles Document.paf

Select Advance Type as TA Transfer Advance, Enter Transfer Destination, Journey start
date, Journey end date, Estimated Expenses i, e CTG Amount; Personal Effect Amount;
Travel charges and enter Remarks Upload the PDF file document, if necessary and
click on Submit Button.

Transaction Id is: TATA1002166020250303130433

Request transaction ID generated. The applied request transferred to Forwarding
Authority.
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5.1.1.4 PC Advance

£ Home > application-for-employes-advance

Favourites (Ctri+F) Adv‘ces
NAME OF THE EMPLOYEE POST DESCRIPTION POST 1D
K R SUNEETHA Postal Assistant 30007539
Select type of Advance Date
:> PC Advance v Amount dd-mm-yyyy (]
Installment employee_remarks

Upload document

Choose files No file chosen

Click to Upload

(l
Select PC Advance for Type of Advance, Enter Amount, Date, and Instalment and enter

the Remarks. Upload the PDF file document, if necessary and click on Submit Button.

Transaction Id is: LPCL1002166020250303120305

Transaction ID will be generated and the request will be moved to Forwarding Authority
for further process.

5.1.1.5 HBA Principal
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£ Home sppicanan for empicyee.advancy
B Favoutitas (CrreF) Advances
NAME OF THE EMPLOYEE POST DESCHIPTION POST 10
K RSUNEETHA Postal Assistant 30007539
Select type of Advance
— SN :
Sedect the purpase Date
Select the purpose v dd-mm-yyyy m] Amaunt
Initaliment ampiayee_remarks 0/%

Upload dotiament

Chaose files No file chosen

Click to Upload

Select HBA Principal from Type of Advance, Select the purpose as Construction of New
house on already own plot/ Purchasing plot+ Construction/ Purchase of new ready built
house/ Renovation of Existing house Enter Date, Amount, Instalment enter the
Remarks. Upload the PDF file document, if necessary and click on Submit Button.

Transaction Id Is: LHBA1002166020250303121836

Transaction ID will be generated and the request will be moved to Forwarding Authority
for further process.

5.1.1.6 In Service Training -DTE- Advance
This option is used to apply for any in service training advance.
Click on “Advances” option available under “Pay-reimbursement” sub card
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Employee Pay Re-imbursement @

T Advances 5 Rembursements
Lesve Travel
T FLEncashmen L
Concession
IB] FRYTUTEES \ITHF) a
.
Advances
NAME OF THE I LOYEF POST DIV MATION LI
MANJUNATHA 8 M Postal Assistant (LSG) 0250849
Advance Type
In Service Traring- OTE- Advance
Tour Deszinacion* Four St D Towr End Dat
GPO Bangaksiu o1 -10- 2028 (] 0410 2028 (]
Tstimated Fapenies
Daity Allowar Travel Charges Hocet Charg:
200 1000 2000

plaase graot acvancs 3800

Jroad QOCanent

Oneose files No fie chosen

Select advance type as “In Service Training DTE-Advance”, Enter Tour destination, Tour
start date, Tour end date and enter the estimated expenses details such as Daily
allowance, Travel allowance, Hotel Charges and employee remarks. If any documents
needs to be uploaded then same can be uploaded in PDF Format. After entering all
mandatory fields click on Submit button.

On clicking submit button a success window will pop-up and Transaction ID is
generated successfully.
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Transacuon fd 1s: TAIA1004077220250922104808

In the same way as said above, Training Prog- Group A&B Officers Advance and
Operational Training -DTE- Advance can be applied.

5.1.2 Reimbursements

5.1.2.1 TATour

£ Home » clalm-pay reimbusse menty

B Favourites (Cirk+F) Reimbursements

NAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION OFFICE
K RSUNEETHA 10021660 Postal Assistant Mysuru H.O

Select type of Reimbursement

TA Tour v
Tour Destination Tour Start Date~ Tour End Dae*
Destination 20-02-2025 (m] 21-02-2025 (m}
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From To
20-02-209 09:00 ® Place 1 20-02-2(0 10:00 ® Place 2
21-02-20 17:00 @ Place 2 02-2025 9 18:00 @ Pace 11
Rows por page: Ive 1a2ofl
Travel Charges
380
Details of stay :-
Stay From Stay Till
20-0z2-2025 9 21-02-2025 (3 Hote

Hotel Charges
1000

Dally Allowance
1126

Employee Remarks*

Total Amount
2126

lows pef pags; (v 1.1 01

Select Advance

No Advance Sanctioned

Select TA Tour from Reimbursement Type Tab, Enter Tour Destination,Tour start date,

tour end date.

Enter the Details of Journey- From date and Time,To date and Time,Mode, Distance,
Fare Paid and Remarks. Click on Add Row to createmore rows.
Total Travel Charge will be Auto calculated based on data entered.

Enter Details of Stay-Stay from , stay till, Hotel Name and Rate per Day.

Hotel charges will be auto calculated based on data entered. Enter Daily Allowance

Amount. Enter Remarks.

INDIA POST -APT

Page 104 of 287




e cad Operational Guide - Employee Self Service Portal [For End Users]

No data found

e e R

Click on Select Advance Button, After clicking on Select Advance button a new
window will appear if any advance already taken select the Advance and click on OK
button. If advance not taken click on No advance taken Button after that click on

Submit button.
Click on Preview button to Preview the Details entered.
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A

Claim Pay Reimbursements - TA Tour

Form Preview:

Tour Station : Destination
Tour Start Date : 2025-02-20
Tour End Date : 2025-02-21

FROM PLACE TO PLACE DISTANCE (KM) FAREPAID PURPOSE FROM DATE FROM TIME TO DATE YO TIME MODE OF TRAVEL

PLACE1 PLACEZ 100 190 REMARKS 2025-02-20 09:00 2025-02-20 10:00 ROAD

PLACE2 PACEIL 100 190 REMARKS 2025-02-21 17:00 2025-02-21 18:00 ROAD

STAY FROM STAY TILL  HOTEL NAME RATE PER DAY

2025-02-20  2025-02-21 HOTEL1 1000

TOTAL CLAIM ADVANCE BALANCE REQUEST AMOUNT

1126 0 1126

Select to Upload:

Choose files No file chosen

[ Cancel

| Submit ]

Claim Pay Reimbursements- TA TOUR screen will open, check the entered details,
upload the PDF file if any, then click on Submit button.

Claim Pay Reimbursements - TA Tour °

Your Request Id is : TACL1002166020250303154150

Request Id will be generated and request will be moved to forwarding Authority for
further processing.

INDIA POST -APT Page 106 of 287




Operational Guide - Employee Self Service Portal [For End Users]

Terdin Tret
1 S ot e

5.1.2.2 Medical Bill

& Home m (1

Favountes (CirtsFf Reimbursements

ps .)" NAME OF THE EMPLOYEE EMMLOYEE D DESIGNATION osrice
{
(’ R. 9 ) K RSUNEETHA 10021650 Pottal Assistant Mystiru e

Solect type of Aeimbursamaent
Moocal Bill -

Hospital Name * Treatmant Start Date* Treatment End Date*
Hospital 1 26.02.2028 (=) 2602202 (=]
Armdunt
35280
Details of medical =
Purpose Amount
Medical Expenditure 1 20000
Medical Expenditure 2 15280

e

: [—J:.‘>J — m

Select Reimbursement type as Medical Bill, Enter Hospital name, Treatment start date,

Treatment End Date and Amount.
Enter Details of Medical- Purpose and Amount.
Click on Select Advance button to fetch the Advance details otherwise click on No

Advance Sanctioned button.

:>

After that Click on Preview button.
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Preview the information; upload the PDF file, if any. Then Click on Submit Button.

Claim Pay Reimbursements - Medical Hlile

Your Request Id is : MECL1002166020250303152407

Request Id will be generated and request will be moved to forwarding Authority for
further processing.
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5.1.2.3 Transfer TA

£ Home > claim-pay-reimbursements

@ Favourites (Ctri+F) Reimbursements

~ ‘-\‘ NAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION OFFICE
GAYATHRIK 10158375 Pastal Assistant Puttur{D.K.) HO

Select type of Reimbursement
Transfer TA v

Transfer Destination * Journey Start Date * Journey End Date *

Destination 1 28-02-2025 (m] 28-02-2025 ()
CTG Amount Personal Effect Amount Travel Charges

40000 2500 1500

Employee Remarks
Kindly Sanction

Total Amount
44000

Fill the purpose of the journey :-

From (station) To (station) Mode for Transfer
28-02-20  09:00 ®  Place1 28-02-2c)  13:00 ®  Place2 Road v:
y
Rows per page; t10ft >
No Advance Sanctioned.

E—

Select Reimbursement type as Transfer TA, Enter Transfer Destination, Journey start
and End dates, CTG Amount, Personal Effect Amount, Travel Charges and Enter
Remarks.

Click on Select Advance Button, After clicking on Select Advance button a new
window will appear if any advance already taken select the Advance and click on OK
button. If advance not taken click on No advance taken Button, Click on Preview
button to Preview the Details entered.
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Claim Pay Reimbursements - Transfer TA

Form Preview:

CTG Amount : 40000

Personal Effect Amount : 2500
Travel Charges : 1500

Conveyance Charges : 0

Transfer Amount : 44000

Employee Remarks : Kindly sanction
Transfer Amount ; 0

DATE FROM TRNSFR DATE TO TRNSFR  DISTANCE IN XM TRNSFR FARE PAID TRNSFR  MODE OF TRAVEL TRNSFR  PLACE FROM TRNSFR  PLACE TO TRNSFR  REMARKS TRNSFR  TIME FROM TRNSFR  TIME YO TRNSFR

2025-03-01 2025-03-01 ks 250 ROAD PLACE PLACE REMARKS 09:00 10:00

1
TOTAL CLAIM  ADVANCE BALANCE  REQUEST AMOUNT |
- |

44000 0o 44000

Choose files  No file chosen

Claim Pay Reimbursements - Transfer TA °

Form Preview:
Employee Remarks : Kindly sanction
Transfer Amount: 0

‘ DATE FROM TRNSFR  DATE TO TRNSFR

2025-03-02 2025-03-02

2025-03-02 2025-03-02

I TOTAL CLAIM ADVANCE BALANCE REQUEST AMOUNT

44000 0 44000

Select to Upload:

Choose files No file chosen

Upload

Verify the Data preview, upload the document if any, in PDF format and then click on
Submit button.

Reimbursements request id success message appeared. The request transfer to
Forwarder to forward.
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Favourites (Ctr+F)
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Reimbursements

L
N 7

Terdin Tret
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L A—
F — NAME OF THE EMPLOYEE EMPLOYEE (D DESIGNATION OFFICE
!L(‘ﬂ " GAYATHRIK 10158375 Postal Assistant PUttur(D.K.) MO
Select type of Reimbursement
Children Education Allowance v <:
1f spouse Is employed, state whether in Central govt., PSU, NO
State Govt, (give detalls with name of the spouse) *
Designation, office & B.U, No. of spouse, If spouse Is N/A
employed in Railway:*
Select Child
select -
Standard & Institute Physically
RCadaic Yaar ania Chall 4 Claim Amount Hostel Subsidy
[:> ath 2024-2025 Institution 1 No 37500 101250
Rows per page - 101
Total Amount:* 138750
Employee Remarks:* Kindly Sanction

ﬁ

Select Reimbursement Type as Children Education Allowance, Filled in the asked

information.

Select the Child for whom CEA has to be claimed, Enter Standard and Academic year,
Institution Name, Enter Claim Amount and Hostel Subsidy Amount. Enter Remarks and

click on Preview Button.
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Claim Pay Reimbursements - Children Educati Allowance

Form Preview:

If spouse is employed, state whether in Central govt., PSU, State Govt, (give details with name of the spouse): : NO
Designation, office & B.U. No. of spouse, if spouse is employed in Railway: : N/A

Employee Remarks: : Kindly Sanction

CHILD NAME DATE OF BIRTH STANDARD & ACADEMIC YEAR INSTITUTE NAME CLAIM AMOUNT HOSTEL SUBSIDY

RAJITHA 01/11/2009 4TH 2024-2025 INSTITUTION 1 37500 101250

INVALID DATE

TOTAL CLAIM  REQUEST AMOUNT |

138750 138750

Select to Upload:

Choose files No file chosen

Upload

| Cancel ] Submit ]

Verify the Data preview, upload the document if any, in PDF format and then click on
Submit button.

Claim Pay Reimbursements - Children Education A l:‘.'.v.:,nriie

Your Request Id is : CEAT1015857520250303164242

Request Id will be generated and request will be moved to forwarding Authority for
further processing.

5.1.2.5 In Service Training- DTE- Reimb
In this option, request for re-imbursement for in service training can be
submitted.
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Employee Pay Re-imbursement e
T Advances B35 Rembursements
Lesve Travel
Tt B Encashmenm B onoession

Click on “Reimbursement” option available under “Pay-reimbursement” sub card

[B Favourtes (CirieF -
&t M
Reimbursements
MAME OF THE EMMLOYY TWRLOYEE B PLUIBNATION neno
In Service Traineg: OTE. Reimbs
ot Destinat ste e
GPO BENGALLW, 07052025 (] [ (m]
Details of journeys) -
From To Mode |
011 0 0w O KOLAR 01-04-2 09 % @ GPO BENGAI foad Vi ED
ps-0e-2 (9 1700 © BENGALURY as-09-2 (4 000 O KOLAR Road - 8O
< »
v

Select Reimbursement Type as “In Service Training DTE-Reimb” , enter Tour
destination, Tour start Date, Tour end Date, and Enter Details of the journey.
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Trwend Charges

4D

Details of stay -
Stay from Stay Till Hotel Name
01-05-2025 O 05-09-2005 (O HOTEL PAAIMALA 5000

Hotal Onarges
5000

Dy Alaawe
1000

Ernpioyes Rumars*

KINDLY RE IMDUIRSE THE AASOUT AS TARLY

; Total Amounc.
| 6400

I I
Enter Details of Stay such as, Stay From date, Stay Till date, Hotel name and amount.
Enter Daily allowance and employee Remarks. If any advance taken, then select the
advance taken, by clicking on “Select Advance” button.
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0082005 05-09-2005 HOTEL PARIMALA 5000

Hael Chargues
5000

Dty Allowarde
1000

Empioyes Nemars®

MINDLY R IMOURSE THE AMOUT AS TARLY

Total Amount
6400

No Advance Sancuioned

b‘ - v

After entering all the details, click on “Preview” button.

Form Preview:

Tosr S2ation ; GPD BENGALLRL
Towr Szan Date : 20250401
Tour End Date  2025.09.05
Daity Alloweance | 1000

;mm 1O nLACE UISTANCE (M| FARS MAID  PURSOST  FROM DATE  FRDM TIME 10 DATE TOTING  MOOS OF TRAWVY
RDUAR GFO BENGALURY =01 200 250901 DRIV m2s-may 200 AOAD
WENGALURU  KDLAR L w H50508 1IN0 00008 008 ROAD

-

i:uvuun STAY THL HOTEL NAME AMOUNT

IS0 075 0%-05 HOTEL PARIMALA S00e

Canud ulareg

On clicking “Preview” button, all the details entered will be displayed. Click on
“Submit” button to submit the reimbursement request.
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Your Requess 1d & : TAICY00M77220250922114752

On click of submit button, re-imbursement request submitted successfully and
Requestid is generated successfully.

In the same way as said above, request for Training Prog- Group A&B Officers and
Operational Training -DTE- Reimb cab be submitted.

5.1.3 EL Encashment
Request for EL encashmentis submitted in this option.

Note: Before EL Encashment request, employee has to submit his/her request for
LTC Permission/Advance and get it sanctioned/approved. Only
sanctioned/approved permission/advance request will be available for selection
upon clicking on “Select LTC Permission Details”. Otherwise employee will see an
error message “Data is null”
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1= Advances

i  EL Encashment

Employee Pay Re-imbursement

Reimbursements

Leave Travol
Concession

Click on “EL Encashment” option available in “Pay re-imbursement” sub card.

£ Home > el-encashment-requests
@ Favourites (Ctrl+F) EL ENCASHMENT REQU ESTS
NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
K R SUNEETHA Postal Assistant 30007539
No. Of Days ~ Remarks

|:> LTC v 10

| Ritles/Gridelines

Kindly Sanction

EL encashment requests page shown as above. It allows the logged in employee / user

to select the purpose for EL Encashment from drop down (i.e. LTC) Enter the number of

Days, input Remarks and click on Verify button.
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Avalled EL EL EL
Level Index Pay DA Rate fo':'pba o Encash Encash Encash
S e DA Total
6 1 47600 50 10 15867 7934 23801
Rows per page: 10vv 1-10f 1

‘___> Select LTC Permission Details

I Rules/Guidelines

After clicking on Verify button, a new row will be displayed as above with Level, Index,
Pay, DA rate, Applied for Days, EL En-cash BP, EL En-cash DA and Total EL En-cash
amount with Select LTC Permission Details Button.

Select the LTC Permission Details, by clicking on “Select LTC Permission Details”
button and submit the EL Encashment request.

5.1.4 Leave Travel Concession
Click on Leave Travel Concession option available under “Pay re-imbursement” sub
card to apply for Permission/Advance and Final Reimbursement for LTC.

Employee Pay Re-imbursement G
T Advances £5  Reimbursements
Te  ELEncashment - :z‘:;:x'
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5.1.4.1 LTC Permission/Advance

-
Permission/Advance Final Reimbursement
Application Form for LTC
NAME OF THE GOVERNAMINT STRUAT OCSICMATION FRESENT PAY « NPT
MANJUNATHA B M Postal Assistans (L5G) S50
HOME TOWN AL SECORDED DN FHE SERVICE DODK OATE OF ENTERING THE CINTRAL GOVERNWINT s2RvICE WHETHER PERMANDNT 08 TEVPORANY
Kalar 14-07-2063 Yo
WHAITIUER SPOUST IS IMPLOYID WWHETINEN LT MAS ACKTADY RIZN AvALITIY
Yo - Na
PROPOLLD GNWARD JOUNNIY DATE RITURN JOUSNIY DATE
24-09-202% 27-09: 2025
Sehect LTC type Select Blotx
Arywhiers Inca Anywhare Indls (Cucrent Block (2022-20257) « Yol hawe sslectedt Arrpwhers SaslaCurrene Sliack £2022
12
PROPOSID JOUKNEY DETARS
SILECT DESTINATION
Tiapael
v

Click on Permission/Advance Tab, specify whether wife is Govt employee or not and
eligible for LTC or not. Specify proposed onward journey date and return date journey
date.

Select LTC type-Anywhere India, Home town, In-lieu Home town.

Select Block, and Enter Destination.

-~
MLECT FOK WHOM YOU WANT 10 AVALL Yewar marve appha sfien detath
TAEarwwd Lt From 74.99.2028 W 77083528
Set and Family Membess v
ACTIVE MEMBERS DTHER MEMBERS

Select Name Date Of Birth Gender Age Refation

AUMAY RAMESH 200803-04 Maie 17 Son

[ TAPASY] 201742.23 female 14 Daugheer

POU MAVE SILECTED | 3 NUMBER OF 20WA
Sangie qak tare/bus fane/ar teu Amount of advance (eguared

2000 o

Employes Remans

0150
&

Sedect 1o Upload

noowe Filen  No e chosen
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Select for whom availing LTC -Self, Family Members, Self and Family members, fill the
details based on selected option.

Specify the single rail/bus/air fare, enter the amount of advance required and enter
remarks.

Upload the required documents in PDF format and click on Submit Button.

Request ID will be generated and request will be moved to Forwarding authority for
further action.

5.1.4.2 LTC Final Reimbursement

£ Home > Payroll Services > LTC

Favourites (Ctrl+F) Application Form for LTC

Permission/Advance  Final Reimbursement <:|
LTC Bill
R E— <:|

Click on Final Reimbursement tab, click on Select LTC Permission/Advance Details
hyperlink to fetch the permission and Advance data.
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£ Home Faytol Servoes » LI
Favourites (Cirl+F Application Form for LTC

Permission/Advance Final Reimbursement

LTC Bill

Sefect LTC permission/Adyance Detalls

Your selected requestiD s LTAD1015837520250304131032

NAME OF THE : s PRESENT PAY « NPASSE - DATE OF JOINING:
GAYATHRI K Pastal Assistant 41600 10-05-2005
LTC DESCRIPTION - L7C BLOCK: NATURE OF LEAVE :
Anywhere India {2022.2025) Earmed Leave From:1503-2025
T020-03-2025
PLACE TO VESIT: OUTWARD JOURNEY DATE : ENWARD JOURNEY DATE
Destination 1 19-03.2025 20.03.2025

Permission/ Advance data will be fetched as shown above.

Details and purpose of journey(s) performed :-

=3
From To Mode
040320 w7 0© PLace 1 40320 23217 O© Place 2 At vi
Nowns pec o 305>
Yotal Fare Pad Advance Amourt Net Armouint
15000 15000 0

Employes Remars*
Kindty Sanction

@

Then enter the journey details- Journey start and end date and time, place mode of
journey, Distance, fare and enter remarks.
Enter Employee Remarks and click on Submit button.

List of LTC Permissions Granted °

Your Request Id Is : LTCL1015837520250304141841

Request ID will be generated and request will be moved to Forwarding authority for
further action.
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5.2 Miscellaneous Requests

5.2.1 Income Tax Declaration

Employee Miscellaneous Request e

income Tax
Declaration

Click on “Income Tax Declaration” option available in “Miscellaneous Requests” sub
card.
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® Home > It-declaration

Favourites (Ctri+F) INCOME TAX DECLARATION

Type Of Declaration

Select Section » <:]

Enter Amount:

Enter Remarks:

Upload document

Choose files No file chosen

Click to Upload

<:

Select Section v

Select Section

80CCD(1B) - Additional contribtn- NPS
80E - Interest on Edu Loan

80G - Donations

80D - Medical Insurance Premium

80TTA - Interest on deposits

80C - Investments

B0EE - Interest on Home Loan

INO - Income From Other Sources
INH - Income From House Property
HRA - House Rent Allowance

CEA - CEA

Under section field provision of different sections of Income Tax Act under which
deductions and exemptions can be claimed are made available in drop down list as
shown in above screen. User can select desired section and submit details regarding
Income Tax deductions, if any, through this page.
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£ Home > it-declaration

Favourites (Ctri+F) INCOME TAX DECLARATION

Type Of Declaration

:> 80G - Donations o Donations to Charity

Enter Amount:

20000

Enter Remarks:

Remarks
Upload document

Choose files Document.pdf

I 1

:

After selection of section, enter amount, enter remarks, upload the document if any
(PDF Format) and click on Submit button.

Request ID: ITD1015837520250304121218

Request ID will be generated and request will be moved to Approving authority for
further action.

Note: This Request will be available for Approve/Reject in DDO login in Approval and
Disbursements (DDO)—>Approve Misc. Request page.
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5.3 GPF

5.3.1 GPF Advance

Employee GPF Requests @
£F  GPF Advance A GPF Statement
. Update GPF
te  GPF Withdrawa! B Subscription

Click on “GPF Advance” option available in “GPF” sub card.

£ Home a1y GPF Advance
[® Favourites (Ctrl+F) GPF Advances

EMPLOYEE ID NAME OF THE EMPLOYEE POST DESCRIPTION
10158375 GAYATHRI K Postal Assistant
OFFICE ACCOUNT NUMBER BALANCE AMOUNT
Puttur(D.K.) H.O 1.10E+11 600000

REASON FOR REQUEST ENTER AMOUNT IN RUPEES NUMBER OF INSTALLMENT

Amount Instaliments
Hliness v 20000 12
REMARK

Kindly sanction|

. K=

Enter the Reason for Advance Illness/Education/Obligatory/Expenses/Legal
proceedings Cost/Cost of Defence/Pilgrimage/Consumer Durables. Enter amount,
Instalments (between 25 to 36) and Remarks then click on Submit button.
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Request Generated °
Successfully

Submit Status:
GADV1015837520250303195704

Request Id will be generated and request will be moved to forwarding Authority for
further processing.

5.3.2 GPF Statement

Employee GPF Requests °

£ GM Asvents 8  GPF Sumement
Uptlate Gy
"n G Withdrawal a Subscrigtion

Click on “GPF Statement” option available in “GPF” sub card.

Department of Posts LT )
Ministry of Communications, Government of india m

GPF Statement

Employee ID > selectfinanclyear v
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Enter Employee ID; select the year for which statement to be generated then click on
“Generate PDF”. The GPF statement for the selected financial year will then be
downloaded in PDF format. Statement will be as shown below.

Department of Post
Office of the Director of Accounts (P)
GPF Balance Slip

Office of Working Puttur(D.K.) H.O Rate of interest Q1:

Financial Year 2025-26 Rate of Interest Q2:
Account Code 1.10E+11 Rate of Interest Q3:
Name of the Employee GAYATHRIK Rate of Interest Q4:
EMP ID 10158375

Month Office Subscription Recovery Withdrawals
Opening Balance as on 1st April, 2023 800000
Deposits and Refunds 0
Intarasts 0

Total 600000
withdrawals 0
closing Balance 600000
Note :-

The subscriber is requested to satisfy himself or herself as to the correctness

of the statement and to bring errors, is any, to the notice of the AO/AAO/JAO
within one month from the date of its receint.
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5.3.3 GPF Withdrawal

Employee GPF Requests e

3 GPF Adyance &GP Statement
Upadate GHF
% GPFWithdraws B Subscription

Click on “GPF Withdrawal” option available in “GPF” sub card.

£ Home > Payroll Dashboa GPF Withdrawa
[ Favourites (Ctrl+F) GPF Withdrawal

NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
GAYATHRI K Postal Assistant 30116676
REASON FOR REQUEST ENTER WITHDRAWAL AMOUNT IN RUPEES

Withdrawal Amount REMARK

Obligatory Expenses v 50000 Kindly Sanction
... R

Select Reason for Withdrawal- Obligatory Expenses/Housing/Education/Consumer
Durables/Illness/Purchase-Repair motor car/Leasehold-Free  hold/No-Without
reason/GIS Subscription/Construction, Enter withdrawal Amount and Remarks.

Click on Submit button.
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GPF Withdrawa

Your Request Id is : GWDR1015837520250304100835

Request ID will be generated and request will be moved to forwarding authority for
further action.

5.3.4 Update GPF Subscription
GPF subscription amount can be updated in this option.

Employee GPF Requests °
EF  GPF Advance A& GPF Statement
Update GF
i® GPF Withdrawa! L SubscHpRion

Click on “Update GPF Subscription” option available in “GPF” sub card.

® Home > application-for-updating-gpf-Subscription

Favourites (Ctrl+F) Update GPF Su bSCI"iptiOﬂ
Name :GAYATHRI K Post Description:Postal Assistant Office Description:Puttur(D.K.) H.O
Account Number:1.10E+11 Current Subscription Basic Pay:

Amount:10000.00

Enter New Amount Remark

ﬂ
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Enter the new GPF Subscription amount and Remarks and then click on Submit button.

Success

Your Request ID is

GPF1015837520250305141814

On click of submit button, Request ID will be generated and request will be moved to
Approving authority for further action.

5.4 Reports

5.4.1 Track Request ID
To track the various requests using request ID, click on Track Request ID option
available under Reports sub card.

Employee Pay Reports e

@  Track Request D A Cancel Your Requests

Detailed Misc, Req
W PayRequests Reports =

1=  PayShp &3  Other Reports
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Select the Request type as Pay Reimbursements or Miscellaneous Requests and

enter the Request ID and Click on submit button. On clicking submit button, the results
will be shown as per the request ID.

NAME OF THE EMPLOTES POST DESCRIFTION POST IO
MANJUNATHAR M Postal Assistant (15G) 30250849

Requast Type

@ Pay Rembursements Miscellaneous Requests

Regquest [

GWDR1004077220250901 065901

Request ID: GWDR 1004077220250901065901

0 Name iptl rikis Regq d A Approved Amount Next Status Current Status
10040772 MANJUNATHA S M GPF Withdraw Ok 8000 8000 NiL Desbursed
Current Status Date By User 1d User Name Next Approver Post Id
Submined 01-09-202506:59 10040772 MANJUNATHA B M Under Verifying Authority of Approver: 30056076
Verified 01-09-202511:03 10001957  NARASIMMAVSL 30056076
Approved 0109-202511:03 10001957  NARASIMHA VS L 70087170

Desbursed 01-09-2025 00:00

5.4.2 Cancel Your Requests

Employee Pay Reports e

@8  Track Request 1D a Cancel Your Requesty

Detakied Masz Rog

W Pay Requests Reports f=] Répoet

" Pay Shp = Othwe Reports

Click on “Cancel Your Requests” option available in “Reports” sub card.
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@ Favourites (CerisF)
ancel.g

- U
Cancel Pay Requests
NAME OF Tist tMPLOYES POST DESTRIFTION POSY D
MANJUNATHA & M Postal Assistant (LSG) 30250849
saction Date Request Amount Description Employes remarks Action
16/07/2025 117700 TA Tour Advance PL SANCTION TA ADVANCE =
- »

iﬂ%n
Requests raised by user are listed here, click on cancel button corresponding to
request ID, to cancel the requests before approval.

Cancel Request
Q GWDR1015837520250304100835
successful!

Cancellation success message will appear as above.

5.4.3 Pay Requests Report

Employee Pay Reports (]
@  Track Reguest 1D - Cancel Your Requests
o Pay Beguests Neports L2} L

Hepart

s FayShp £3  Other Reports
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Click on “Pay Requests Reports” option available in “Reports” sub card.

& Department of Posts < @ W
y Ministry of Communications, Government of "
Josba reodis India m

|

Favourites (CirieF)
@ on Pay Hequ
Pay Request Reports

EMPLOYEE NAME (IMPLOYEE
19) FROM DATE TO DATE
MAN|UNATHAS M
(10040772) 09.08-2025 0 09.09-2025 (]
No Data Found

Select From Date and To Date and click on View button. On clicking view button,
results will be shown in Tabular form which can be downloaded in Excel Format.

-
0-APT
Favountes (Curi+F)
@ Home »Pay ,
Pay Request Reports
EMPLOYEE NAME (EMPLOYEEID) raom AT YO DATE
MANJUNATHAB M
(10040772 09-08-2025 09-09-2025
Select Description v Select Status v Splect Year - l Dewwrvioad Eaced
on uest
Request ID :?t:m :::omt Status Description
Settled-
GWORIDR407722025090 106520
;”"j"“"ﬂ"'—':’“"“““‘”' UINRAR0 gy /0972025 2000.00 Supplement GPF Withdraw
2 ary Bills
4 »
m—LEuigCuidclines v
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Report will fetch all the Pay Requests submitted by user. Filter option is provided to
view the Reports By Requests Description/Status/ year wise requests.

5.4.4 Detailed Misc. Req Report

Employee Pay Reports e
W  Track Request ID & Cancel Your Requests
o Pay Neguests Reparts [+ :k t Ty
1° Pay Sip (7] Other Heports

Click on “Detailed Miscellaneous Requests Report” option available in “Reports”
sub card.

Department of Posts

Ministry of Communications, Government of India

Sog Management  BankModile  Barcode and Label Mngmt.  Hooking Solution  Others Business Date : 53092024

Detail Miscellaneous Requests Report

FROM Darg 10 DaTE
EMPLOYEE NARE (EMPLOYEE 1)
MANILINATHAS 1 (1 ) 09-08- 2025 (=] 09-63-2025 (]

No Data Found

Sl il ines

Report will fetch all the Miscellaneous Requests submitted by the user. Report can be
filtered Description wise, Status wise and Year wise.
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5.4.5 Pay Slip

Employee Pay Reports e

@  Trock Request (D A& Cancel Your Requests

Dutaibed Misc. Rog

W Pay Requests Reports 2] Regort

1= Paysip K3 Other Reports

Click on “Pay slip” option available in “Reports” sub card.

g vl ‘ Department of Posts 52z D
Ministry of Communications, Government of India [ Welcome, DINESHA |

Home  BagManagement Bank Module  Booking Solution  Complaint Management  Core Banking Solution  Others

£ Home payslip
@ Favourites (Ctri+F) PAYSLIP
Welcome : DINESHA! Employee ID : 10039046 Designation : Post Master

Enter Details for Generating Payslip :

::> February v 2024 <:
I:> Generate Payslip

Select Month From, Enter Year, Click on Generate Pay Slip button.

INDIA POST -APT Page 135 of 287




G

Tenlis Trest
145 N A

Operational Guide - Employee Self Service Portal [For End Users]

Department of Posts bR D
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Home  BagManagement  Bank Module  Booking Solution ~ Complaint Management  Core Banking Solution  Others v

£ Homg payslip
[® Favourites (Ctrl+F) PAYSLIP
Welcome : DINESHA! Employee ID : 10039046 Designation : Post Master

Enter Details for Generating Payslip :

Select Month v

Generate Payslip Download Payslip

After Generating Pay slip, Download Pay slip button will appear, click on Download
pay slip button to get salary Slip in PDF format.

5.4.6 Other Reports

To view other pay related Reports, Click on Other Reports option available under

Reports sub card.

Employee Pay Reports G

@  Track Request D A Cancel Your Requests

Detailed Misc. Req

W PayRequests Reports + ] &

1= PayShp &3 Other Reports
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Favourites (CtrisF)
& Hoam sarhar ref
ESS Other Reports
NAME OF THE EMPLOYEL POST DESCRIPTION EMPLOYEE 1D
MANJUNATHA 8 M Postal Assistant (LSG) 10040772
Select Report Type ’
From Date To Date
09-09-2025 () 09-09-2025 m]

te!ec Report Type v
&
o Leave Records from LNS Income Tax Deduciong(TDS|
Pay Requests from Employea Self Services
Absentes Statement for Payroll MonthLeave cosy vy ;
Miscellzneous Requests from Employee Seif Salray) Income Tao{T) Dciaration Regort-Oid Regime
Services
Transaction Ledger{GPF) IT Calculation Shezt
DA Arrears
Paybill PLI Palicy Wise Deducti »
Increment Register AYIFLLTORy HiSe Cedlictions PayillPayments
PL! Policies configured for Recovery
A Suppémentary Paymerss
GPF Subscribers SOBS/NPS Lite Deductions - Paybil Disourse
| Date Supplementary Bis Uploaded
| NPSIUPS Deductions - Payail Disturse Dete v

Select the Report Type and Enter From date and To date Click on Download button to
download the reports.

5.5 Know Yourself
On clicking on Know Yourself sub card, “Know Yourself” page will be opened,
where employee can see his/her Employee Information, Approving authorities and
Bank Information as shown in below screens.
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Know Yourself
EMPLOYEE INFORMATION:
NAME (EMPLOYES D) DESHUNATION (EMPLOYER TYPE) orvce
MANJUNATHA B M (10040772) Fostal Assistant {L5G) (3825084%) Kokar H.O (21360038)
{DOF)
STATUS oY INCHEMENT DUE DATE
ALtive-New Tae Regme-GPF 5520000 <6-16) 01-07-2026
DATE OF JOINING DATE OF RIATH DATE OF AFTIREMENT
14072003 16-00-1984 0092084
APPROVING AUTHORITIES:
WILAL SANCTIDNING AUTHORITY DOO AUTHORITY
Serar Supecieitendent OF Posts-{ 75 (30056076) Sorting Assistant (F0087170)
Note: 4 8l requests submitted by employens will now go directly for verification by users with the Pay
Verification Authority role Under your Admin authority/Office. For Miscell Req will be
sent to the DDO for approval.
v

Note: . Bill requests submitted by employees will now go directly for verification by users with the Pay
Verification Authority role Under your Admin authority/Office. For Miscellaneous Requests, submissions will be
sent to the DDO for approval,

BANK INFORMATION:
DRAWTYPE ~ DRAWTYPEID  BANKTYPE  STATUS  ACCOUNTNO.  IFSC CODE
MAIN BANK 6000 HOME APPROVED 32135542126 Lo 001>
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6. Exit Management
This Operational Guide on Exit Management is prepared to support departmental
employees in accurately applying retirement and exit procedures as part of their
operational responsibilities.

Department of Posts 2o

Ministry of Communications, Government of Ingia

Favourites (Curivr)

Bank Module Bo¢ y Carvves and Schedu...
Marmagemen of Bank Reconl. (L5 porace @ Mamagement of Caroer and 5.

Come Insurance Sol., Establisnment Hevt., EXIt Management
Solution for dmrsexe fetablahmers Roview Manage Hetirement § ot procosses

Login as user. In Home page, locate “Self Service” available in the right bottom of the

page.

Department of Posts 3 W s
Ministry of Communications, Government af India [ e ovmn Daranar: §

BT
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On clicking on Self Service, Employee Self-Service Screen will appear with various sub
cards. Click on Exit Management sub card.

(’\" . LT
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6.1 Request Exit

* Department of Posts s e &
& _— Ministry of Communications, Government of India m

Welcome 1o [T 2.0 APT Application

Favourites (CurivF)
£ hame

Exit Management SelfService

Request Exit Submit Application Application Status
Rocroent for VS, Govalid Pureion snd Apgiitation sutimit fur reeswmrt View v1it agpli atos status

Nesgnation

e o i e oot

On clicking on Exit Management sub card, Exit Management SelfService Dashboard will
appear with three sub cards. They are Request Exit, Submit Application and Application
Status. Request Exit sub card is used for applying VRS, Superannuation and
Resignation. Click on Request Exit sub card.

g Department of Posts «“ W oS
Ministry of Communications, Government of indla [ Wi, ctsmman |

Favournes (CirisF)

Exit Request

> ployee id: 10043881 Employee Name: DAYANAND SHINDE Cadre: Pastal Assistant{PA)

|::> Date of joining: 2010-05-19 Exit Type : Exit Application : Choose e No file chosen

Choose Option v
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On clicking on Request Exit sub card, Exit Request screen will appear with Employee
Details viz., Employee ID, Employee Name, Cadre, Date of Joining and Exit type and Exit

Application.
: e -
- Department of Posts 2% O
- Ministry of Communications, Government of India m
m Farvanurites (Curis )
S . . '
Exit Request
Employee Details
Employes 1d; 10043841 Employes Name: DAYANAND SHINDE Cadre: Postal Assistan(PA)
Date of Joining: 2010-0519 Exit Type : Exit Application : Choose file  No fiie chosen
Chooae Option v
Superannuation
Voluntacy Retiroment
Resignation
- » N

Using the drop down menu, user can select the Exit type. Various types of Exit available
in the drop down are Superannuation, Voluntary Retirement and Resignation.

Q N Department of Posts DS
& Ministry of Communications, Government of India escome o
to [T 2.0 APT Applicatior
Favourites (CteisF)
£ Hamy 1 3[R T
Exit Request
Employee Details
Employee Id: 10043841 Employee Name: DAYANAND SHINDE Cadre: Postal Assistant(PA)
Date of joining: 2010-05-19 Exit Type : Exit Application : Choose fse  No file chosen
Superannuation
“
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Example: Select the Exit Type as Superannuation. User has to upload Exit Application
request letter in PDF with size less than 500 KB.

* Department of Posts > os
‘ Ministry af Communications, Government of India [ iverere, sasaiann) |
e e i e o PO e e Saion T bl e O ]
[® Favoures (CokeF)
.

-
“w

Exit Request

Employee Details

Employee id: 10043821 Employee Name: OAYANAND SHINDE Cadre: Postal AssistantiPA

Date of joining: 20104519 Exit Type : Exit Application : Choosa fie  Exd Application, pdf
Superanmuancev

b'

. »

After uploading the request letter in PDF from the local drive, click on Submit Request
button.

Department of Posts 29 &
Ministry of Communications, Government of India m

Fawourites (CtrvF)
2 ame

Exit Management SelfService

Apgiitation sutimit fuy reeewe—nt

Request Exit e Submit Application
Nogoest for W rvalitd Furnsion s

Application Status
view vait appliation status

Resignation

0 Ext Raguest Submitied
— O 0

On clicking on Submit Request button, a message “Exit Request Submitted
successfully” will appear in the right hand bottom of the page.
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6.2 Submit Application

3 S\ Department of Posts 2 @ (oS
‘ . Ministry of Communications, Government of India [ Wescame, DAMANAND |

Favourites (CurivF)
£ ame

Exit Management SelfService

Negpoet for Wi Govalid Funseon st

Appiitation sutimit fuy rveswent view valt agplication status

Nesignation

Request Exit Submit Application e Application Status

e < ity 11 ot bprmmestrom

After requesting Exit, the next process is to Submit Application for retirement. Click on
Submit Application sub card.

a - Department of Posts & Bs
o yorc atans, of tndia [ revirsona, uvaniame |

[@) Favinarmms ey

Exit Management - Application Submission

|::> @ View Employes Detalls [N, Docummwrts
I Employee Datalls

25 % 0 envie OF wivy Hiscranency W dais, i neady © te maddied ieough FI% - Employes master dets page naly

Fmpinyee 1n oAy Pripbayve arme e Pmpirpes Graup p—

Caare PO AL A AL Passtine Tate of B

Davw et puibsing Eu ] erirmenens Hare

von Typer Barn d Appiiearion

Class of Purmsboi Fibe PBRA CCR 00 Mudieal Enarsination.

Addewss Maatide (901 IARATN
DAVARIALIES SIS AR AN St 1 10040041 Smenell cam
anan

PAN ATIPLI AN TS
MIDAN - WNL0%

rone

193¢ coon [

> ==m
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On clicking on Submit Application sub card, Exit Management — Application Submission
screen will open with two toggle buttons. They are View Employee Details and
Documents.

By Default, View Employee Details page will appear which contains various details like
Employee Details, Exit Request Details, Communication Address and Bank Details.
User has to once cross check the available details before proceeding further.

On confirming all the available details, user has to click on Next button provided in the
right bottom of the page.

z =~ Department of Posts e B
> Minitry of Commusications, Gowernmane of indie [ e ]

B Fvmurses it n)
.

Exit Management - Application Submission

A Documenty

Upload Documents

Decumaent Type Stamtacd Format Upasd Fie Name Saw Astian

Form 1 Cormenan sorminatos Ao i granaty G8F & o ssor 2 Oronse Fie
Form 3 - Detate af lardy merrders *, Diw G Crmawe Fie

Form 8 Aggrication drsen remring G4 it ) 3 Cronee Pie

On clicking on Next button, screen will toggle automatically and shift to Documents
page. Here, the user has to upload the documents. The documents to be uploaded are:

e Form 1-Common Nomination form for gratuity, GPF & Insurance
e Form 3 - Details of Family Members
e Form 5-Application from retiring GS

Note: User has the option to download the forms in Standard format.
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Department of Posts e by
Mnatry of Cameundaam, Govemmere of ddl =y

Bununn:(m.n
s .

Exit Management - Application Submission

Q View Employve Dutalis D_ Documents
Upload Documents
File Name San

Documant Type Standsrd Farmat Uposd Action
Farm 1 - Commman nomenanan form 1o grensty GF & imwnance & Ogwrezad @ Chacar Fie Common Nom % m o]
Farm 3 - Oenks of tardy (reren L, Drsebod R Owese Fie Detads of Fanmel 1

Form £ Appicicon bom setsieg G5 3, Dowrdreo D Ohoose Fre foplcation i 41298

=
e i o e

The forms in standard format should be printed and filled and then can be uploaded
against each document type. Only PDF files are allowed for uploading and size of each
file should not exceed 500 KB and total maximum size should not exceed 2 MB.

If user has wrongly uploaded a file and wants to delete, a provision is made to delete
the uploaded file under Action head. Deletion of uploaded file can be done by clicking

on Delete button Symbol shown under Action head.

After confirming the details, click on Submit button.
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On clicking on Submit button, a message “Data cannot be modified once submitted. Do
you want to proceed?” will appear. If the user is sure to submit the data, click on Yes

button.
g | Department of Posts T e &
a&d My of Commumicasinm, Govemmant of ks =
Home x Moz ok Carrter o tim Mgt Others v

Exit Management SelfService

B e B hegm T e b —

Rc ]qu Bt Submit Application e Application Status

v 1 . - e

) TS ATPETERR Nas tewn
anrwte wcooEn Ty

On clicking on Yes button, a message : “Your application has been submitted
successfully” will appear.

This completes the process involved in Submission of Application by the Applicant.

6.3 Application Status

L
g

g g Department of Posts
Ministry of Communications, Governiment of India

Q-m urwes (Cerisl)

Exit Management SelfService

est Exit

rave bermen ane

Subnm A;)phcanon Application Status

L i el Apgda st AN
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Application Status card is used to view the Exit Application Status for the Exit request
applied by the employee. Click on Application Status sub card under Exit Management
SelfService screen.

g = Department of Posts e @
Mrury of Communikcasinrn, Governmant of it =Y
B ramirtes a1y
»
Exit Management
Applcazien Seacu
> @ S ¥ 2 -

Sutwmirted/Initiated Applxation

v Penskan Apgroving Stage

) seoun

= T

On clicking on Application Status sub card, user can view the status of the Exit
application submitted. The flow chart will be shown stage wise. The various stages
include Submitted/Initiated, Application Submission, Application Processing,
Application Recommended and Pension Approving Stage.

- Department of Posts % s
My of Comeusicatnm, Govemmant of ints [Coes e mmvara: |
» (o
.
Exit Management
Applcazion Scatin
> @ & : z 2
Sutwnirted/Initiated Applxation 3 "] Penshn Apgroving Stage
tals Oxlaty
Stwge Deacriptian Seage Cede Pegeeat Satareasion Dats Arvee femarts

e ——— ]
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To see the details, click on See Details hyperlink. On clicking on See Details link, a table
showing Stage Description, Stage Code, Request Submission Date, Action and
Remarks will appear.

As seen in flow chart above, red colour tick mark indicates the current stage of the

application. The same can also be ascertained from the detailed table from the Action
head.

Note: The action to be taken further at all levels will be discussed separately in
administration part.

6.4 Flow chart

6.4.1 Summarised Work Flow

Exit Management Self-Service Dashboard
F— Request Exit
l

Exit Request Submitted

F— Submit Application
l
Application Submitted

L— Application Status
l

Track Progress:

Submitted — Processing — Recommended — Pension Approval
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6.4.2 Detailed Work Flow

Exit Management
Exit Management
Self Service Self Service
Dashboard
Y
Request Ext Submit Application Application Status
’ Application View Application
Exit Reques! Screen Submission Screen Status
Sedect Exit Type Stages
(Superannuation/ Viaw Employae
VRS/ Details X
1. Submitted/Initiated
Resignation | 2. Application Submission
L J 3. Application Processing
4. Application Recommended
5. Pension Approving Stage
Upload Exit Click on Next
Application (PDF < Documents Page will
500 KB) open
Upload Forms
Click Submit Request| |1 Fom 1 - Common Nomination Ok 8ve Dot
2. Form 3 - Family Members
l 3. Form 5 - Application for retiremeant l
Cick on Submit Button
Exit Request (Confirm data submission) e D T
Submitied Remarks)
successfully Application submitted :
{Message will appear) successfully(Message will -
P IRed Tick = Current Stage
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7 Transfers Module

The Transfers Module enables end users to submit applications for transfers under
Rule-38 and Rule-3, monitor the status of their applications, access provisional
allotments, and view the official transfer schedule.

7.1 Home Page

- Department of Posts e 2@
Weniry ol Cameiarsi sisrn Gorpmervart of ivhe _
R #swmsriom T4

L e
Upon successful login, the system displays the home screen, where users can

access various cards corresponding to the tasks and responsibilities assigned to
them.

INDIA POST -APT Page 150 of 287




= LR
‘ ' g Operational Guide - Employee Self Service Portal [For End Users] \//

\—j i
7.2 Apply for Transfer

7.2.1 Apply for Rule-38

All eligible departmental employees are provided with the facility to submit
applications for Rule-38 transfers through the Employee Self Service module.

z - Department of Posts e ¢ B

Click on the “Self-Service” icon to proceed.

Department of Posts HE A
Misiuiry of Cammunicatons, Gavesnmere of st [ Sanene smwe |

Upon selecting the ‘Self-Service’ icon, the ‘Employee Self-Service’ screen
is displayed. To access the Transfers portal, the user must select the
‘Employee Transfers’ card.
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When the user selects the ‘Employee Transfers’ card, various sub-cards are
displayed, as illustrated in the image above. To initiate a Rule-38 transfer
application, the user must select the ‘Apply Transfer Rule 38’ sub-card.

- lenpattant |rstructions

Upon clicking on ‘Apply Transfer Rule 38’ sub card, Important Instructions
dialogue box appears. User has to carefully read the instructions, acknowledge

and accept the instructions by tick marking the check box.
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User has to tick mark the check box and click on ‘Continue to Application’

button. Please note that the button ‘Continue to Application’ will be enabled
only after tick marking the acknowledge check box.

| Mame  Bag Mecagetrennt  Bacode end Label Mgt BOF Solen Scokng Solution Lol Venagemmert  Othees |

o
'

Apply Transfer
L ——

= R

When user clicks on the ‘Continue to application’, Apply Transfer screen will
appear. This screen is divided into several parts: 'Application Form,' 'Details of

Present Working,' 'Transfer Application Details,' 'Division Preference,' and
'Deputation Details’.
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Apply Transfer
Application Form
Emglayes 1D Employes Past D * Enptoyer Name' Emgropee Cadre Name
Dante ol Bieth* Date of janiag b Departmen® Mede of Reculiment:* Selected Aganrst Commmning*
2EQ103 () B83-20 0 o

Growg* Candert Empioyes Crtie Office” Erpipes Tagon Office*

frrglayee Drawion Office*

Nobile Number* el
= ) v | | immiomgmeizon 00 ot

In the 'Application Form' section, most of the fields will be auto-fetched from PIS
(HRMS) and will not be editable. Only Mobile number and Email are
editable and are mandatory. Below the Mobile Number and Email fields, using
the hyperlinks, verify both Mobile Number and Email with OTP.

After verifying the details in the 'Application Form' section, scroll down to access
the other sections of the transfer screen.

Desggrastion’ Provent Oftus of Warnng® Dats o jabaieg iz Provent Cadbw Mspbpurg Srzunat

Transfer Application Detalls LRSS I 19T AQDT OVt .

man
Type of Rule 38 Appllet* Mursel or Ustunrra® Whether Bule &' 0

(haene an eymrer o
GIMIPAL

Check the details displayed under the ‘Details of Present Working’ section. The
user needs to select the ‘Applying Grounds’ from the dropdown menu. The
Available options for applying grounds are as follows.

« Illness

+» Compassionate Appointment
PwBD
Spouse

K/ K/
L X X4

R/
o0

General
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Details of Present Working

Designation* Present Otfice of Weorkleg* Date of joining ln Presaat Cadre* Apphfing Grounds'
ILLKESS v

Wyined Canficate *

|::> Thoose fie | M B chosen

Note: In case the user selects the ‘Applying Grounds’ as ILLNESS or SPOUSE,
one more field ‘Upload Certificate’ will be enabled. User has to upload the valid
supporting document for the applying grounds as ILLNESS or SPOUSE. The file
size of the certificate must be between 20KB and 200KB only in PDF format.
Rest procedure remains the same for all ‘Applying Grounds’.

Select the 'Applying Grounds' and proceed to the 'Transfer Application Details'

|

section.

Details of Present Working

Desigration* Preseat Office of Working® Qute of joning m Presert Cafre” Appiying Grounds”
G v
Transfer Application Detads

~Typ2 of Rele 33 Applied” Mutus 3¢ Uniateral* Whather Bufe 37 Availed®

ywa Lrve b d Choose a1 option ' Chcose an opBon

In the ‘Transfer Application Details’ section, the user needs select the ‘Type of
Rule-38 Applied’ field. Two options are available: ‘Intra Circle’ and ‘Inter Circle’.
Choose the relevant option.

If the useris applying for Intra Circle transfer then, ‘Applying Circle (Intra circle)’
option by default selects the present circle. If the user is applying for Inter Circle
transfer, then the user needs to select the ‘Applying Circle’ from the Drop-down.
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Transfer Appiication Detads l |
Whether dude 17 Avalles”

Type of Rede 38 Applleg* Mutusd or Urilateeal*

i3 Crve v Croose a1 olon v Ohoose an opson v

Applying Ciedle (Jetra clrcke)* Choase ani sptian

PITRRA VIR g gl

Watedl

Next, select either 'Unilateral' or 'Mutual' from the drop down box for applying
transfer, under 'Mutual' or 'Unilateral’ head.

Mutual Rule 38 transfer

Just for instance select ‘Mutual’.

Also, select from the drop down box, ‘Whether Rule 37 Availed’ and ‘No of Rule
38 Availed(Intra Circle)’ fields. User has to select ‘Yes’ or ‘No’ for ‘Whether Rule
37 Availed’ field and the numbers 0/1/2 for ‘No of Rule 38 Availed(Intra Circle)’
field.

Transfer Application Details

Type of Rele 38 Appled® Mutoal oe Unilatsral Whether fue 37 Avaded*

Iz Ciedle v Matug v "

Rede 37 Aelled date* Ne. of Rule 33 Avaled (ntra clrele)* Applying Grdde {Intra cireley*
L 8 o % ] [ nsace

If in case, user selects ‘Whether Rule 37 Availed’ field as ‘Yes’, then one more
field ‘Rule 37 Availed Date’ will appear and user has to provide the correct ‘Rule
37 Availed Date’ using the calendar.

Transfer Application Detalls

Type of Rute 38 Appiled* Mutual ar Undatera Whether Rude 37 Avaled*
Irera Orcee v Mutud ho v
No.of Euls 38 Avalled [Irvira cische)* 2u Lant Ayl dE Cancnllef? (Intra dircles — Lant Rulels Comcnlied Doty (Intra drche)*
1 v Chozse an option - ad-mm iy m]
Appdyireg Cirche (Motra cirche)
vos
No
c____________________3 .

Ifin case, user selects 1 for ‘No of Rule 38 Availed(Intra Circle)’ field, two more
fields ‘Is last Rule38 Cancelled?(Intra Circle)’ and ‘Last Rule38 Cancelled
Date(Intra Circle)’ will appear. If user selects ‘Yes’ from drop down for ‘Is last
Rule38 Cancelled?(Intra Circle)’ field, user has to capture ‘Last Rule38
Cancelled Date(Intra Circle)’ using the calendar.
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Type of Rufe 38 Agplied* Ml o Undatenal* Whether Rule 37 Avaded*

Irora Citle » Munus v e v
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If user selects ‘No’ from drop down for ‘Is last Rule38 Cancelled?(Intra Circle)’
field, user has to capture the ‘Last Rule38 Joining Date(Intra Circle)’ using the
calendar.

Here, for instance, select ‘Whether Rule 37 Availed’ as No and ‘No of Rule 38
Availed (Intra Circle)’ as 0.

Transfer Appiication Dotails

Type of Rele 33 Applles Mutusd or Ueslateral® Whethar ule 37 Avadleg*

LT

s Cinte

No., of Rule 38 Aveled Haued cirche*

Appiying Crcle (Intra cietie

] v

Counter Part Employee Detadls (WUTUAL)

Coenter Part Enployes c* Coenterpart Employee Name Catre Home Crtle

Date of uinies in Present Cadre

Home Dbtvinien Node of Recrukment Selected Apamt Community 80-0vm-yypy

On selecting ‘Mutual’ in ‘Mutual or Unilateral’, additional field will be created to
enter the employee details of the ‘Counter Part Employee’.

Transfer Application Details |

Type of Rule 3 Appitent* Watual or Unieteral® Whather Rude 17 Asalind*
ya G v Vsl v [
Mz of Rube 38 Avacded [lesr sirchel® Apphpng Cirtie (et circhel*
Counter Part Employoe Dotails (MUTUAL)
—Countar Pars Bvplogen 10— Cyuttmrpart Empoyes Name Cackre e Orcin
1004180 AT N Postal AsuntarmPA) ramatahg Orce
Hoene Divtiion Node of fecraitment Solocted Agalest Commnity Date of Joiniag bn Preseot Cards
Nrranged Dwvian m us 5-0-0
Depatatian’
Crmane &2 rptam
Whse Coghrpn ot it
ol A L
’ g
srvenlgy!
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On entering the ‘Counter Part Employee ID’, employee details are auto fetched
with a pop up message ‘Mutual Employee data fetched successfully’.

w2
Rl
J Freview & Subimit

Answer the question 'Are you on Deputation Outside Your DO or CO?' by
selecting 'Yes' or 'No' from the drop-down menu.

- Deputation Service Book Details

Your request will be verified by this deputation office, which is

having the Service Book

Do you want to proceed?

If the answer is 'Yes,' a message will pop up in connection with Deputation
Service Book Details. Click on Proceed button.
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Upon clicking on Proceed button, option to select Deputation Office will appear.

Counter Part Employee Detalls (MUTUAL)

Courtar Fart Eragloyes (D Coursnrpart Lxplayee Mame Cacken Harme (1rite
o6 LR Pl AaatastPa) e Cece

Haree Divten Wade of Recrultmend Sencred Apanid Castmining e of joiving = Present Cates

Narjangud Diveion (15

X43.000
Chooss an ogson

APSOMOLE

. . o _
Conectivane ofTue
— O —
s . Onvecs v

e o) St

The Deputation offices as available in the drop down box are APS Circle, CEPT
MYSURU, Directorate office and Others.

User must select the relevant option from the drop down box to select the
Deputation Office.

Depstatien® Select Deputatios Offioe*

Yes v TS v | ) Ve Aatherky

Y i

Select the Deputation Office. On selecting the Deputation Office, information

will be displayed: Verification Authority —The verification Authority will be the
Deputation Office.

TEPT W~

After confirming the details, user should click on ‘Preview & Submit’ button.
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Preview Applcation Detals

After clicking the 'Preview & Submit' button, a pop-up window will display the
preview application details. The user will have the option to edit the details by
clicking the 'Edit Details' button.

Preview Appicaton Detals

If satisfied with the information displayed, the user can tick mark the check box
to certify that the information provided is correct and proceed to the final
submission by clicking the 'Proceed to Final Submit' button.
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Upon clicking the 'Proceed to Final Submit' button., Mobile Verification field
will appear. User has to input the mobile number and click on Generate OTP
button.

Cepatatian Selact Degutation OfSce”

I Vetation Ashorty
- . ™" e 0O WYY

Mobile Verification 532

Upon clicking, ‘OTP sent successful’, message will appear.

S A

Deputation® Select Deputation Office*
LA PSR [ Verification Authority

y il e CAPT MYSURY

Verify OTP & Final Submit

Mobile Verification 78927, . 3: 123456 .

After receipt of OTP through SMS, enter the OTP in Enter OTP field then click on
Verify OTP and Final Submit button.
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Upon clicking on Verify OTP and Final Submit button, OTP will be verified and
the Mutual Transfer application will be submitted successfully and Request ID
will appear in the right hand bottom of the screen.

Department of Posts e @
Wasry of Camvriestateen Someanire of bt [ e e |

[ Y
- ne b
Status Form
S :>-v—wr~ ervesasieen |::> Co—
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The Status Form will be displayed which contains the details like Request ID,
Status, Mutual Employee Details etc. It can be observed that the ‘Status’ is
‘Applied’.
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Below the Status Form, User can find ‘Withdraw Request’ button. ‘Withdraw
Request’ button is available for the employee to withdraw the request.

Nahike Verification

Upon clicking on the ‘Withdraw Request’ button, a Mobile Verification screen
will appear. User has to click on ‘Generate OTP’ button to generate the OTP. The
OTP will be sent to the registered mobile number of the User.

User has to enter the OTP and click on Verify OTP.
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Once the verification of OTP is successful, the ‘Status Form’ will appear and the
‘Status’ changes to ‘Withdrawn’.

T Department of Posts e @
- Werey ¥ Covmponenon. Gomesoers of e T
,
— —— by . — -
2
»
Status Foem

Event Tracking

Torre Rave fow WS S B et Smt Carn

Aovaies Sevband s 12 o o e 120 A

User can also view the events list by clicking on ‘View events list’. Event Tracking
with Event Name, Date, SMS Sent Date, Email Sent Date will be displayed.

Note: The employee with whom the mutual Rule 38 transfer has been applied
using above procedure should login and accept the mutual Rule 38 transfer
request in order to effect the transfer.
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After a Mutual Transfer Request is placed by an employee, the Counterpart
employee should access the ‘Transfer’ card and click on the ‘Apply Transfer Rule
38’ sub card. System will show the Mutual Requests screen with mutual

requests. Counterpart employee may accept the request by clicking on the
‘Accept’ button available against the request.

Confirmation

Are you sure to accept the mutual request for
Employee ID: 10173413

Employee Name: ABHINAV B PUROHIT
Home Division: Bidar Division

Cancel

Upon clicking on ‘Accept’ button, system will pop up a message asking for
confirmation. Click on ‘Confirm’ button.

Remaining procedure will be same for the Counterpart Employee for applying
the Rule 38 Transfer.
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Once the Counterpart employee accepts the Mutual Transfer request, the same
will appear as Accepted under Mutual Employee Details.

Crryparpee Mame e Chrche Marew Divinient  Otfe of Warking At

ABINW B PO aTatas s Oevow ot Covribpe Sxlw HO

The Counterpart Employee can also reject the request by clicking on ‘Reject All’

button.
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Once the Counterpart Employee rejects the transfer, the same will appear as
Declined under Mutual Employee Details and the Status will change to ‘Mutual

Reject’.

Unilateral Rule 38 transfer

Select ‘Unilateral’ in ‘Mutual or Unilateral’ drop down.

Also, select from the drop down box, ‘Whether Rule 37 Availed’ and ‘No of Rule
38 Availed(Intra Circle)’ fields. User has to select ‘Yes’ or ‘No’ for ‘Whether Rule
37 Availed’ field and the numbers 0/1/2 for ‘No of Rule 38 Availed(Intra Circle)’

field.

Transfer Application Detalls

Type of Rule 18 Apploat Motust o« Untateral® Whethes Buie 37 Avalied*

Iretrm Orcle Urtbaterw

Rt 37 Ausilect data® Moo Rule 38 Avalied (Tntra circle)*
dd-mmyyyy n n

If in case, user selects ‘Whether Rule 37 Availed’ field as ‘Yes’, then one more
field ‘Rule 37 Availed Date’ will appear and user has to provide the correct ‘Rule
37 Availed Date’ using the calendar.

Agplying Cetie [Intra rirciw |
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If in case, user selects 1 for ‘No of Rule 38 Availed(Intra Circle)’ field, two more
fields ‘Is last Rule38 Cancelled?(Intra Circle)’ and ‘Last Rule38 Cancelled
Date(Intra Circle)’ will appear. If user selects ‘Yes’ from drop down for ‘Is last
Rule38 Cancelled?(Intra Circle)’ field, user has to capture ‘Last Rule38
Cancelled Date(Intra Circle)’ using the calendar.

Tramsfer Application Detalls

Type of Riske 38 Agphas® Mistusl o Urslatersl® Wivther Ruw 57 Avalied®
Irera Coevle - Jsknery g NO
No. of Sule 38 Avaded {intra chrielt 5 Lawt Fuledl Cancebled? (Intra chriert Last RudeR jeinieg Dace (Intre cocier

No v e -mmeyyyy (w}

Sgptying Cirste (Bazra chrcter*

If user selects ‘No’ from drop down for ‘Is last Rule38 Cancelled?(Intra Circle)’
field, user has to capture the ‘Last Rule38 Joining Date(Intra Circle)’ using the
calendar.

Transfer Appiication Details \

Tyse of Rule 33 Applied® Mutsal or Unlatecal®

Waether Rule 37 Avalee*

Intra Circke Y Uniateral v Ne v

% No.of fule 38 Avalled (Inza cecke}* Apslying Grcle {Intra orcie)*
0 v

Here, for instance, select ‘Whether Rule 37 Availed’ as No and ‘No of Rule 38
Availed (Intra Circle)’ as 0.

INDIA POST -APT Page 168 of 287




‘ - ) Operational Guide - Employee Self Service Portal [For End Users]

Transter Application Detalls
S——

Type of fute 18 Apgting” kgl Wina e Ruke 17 Asabit®

e

o ol Male 48 hsdedl Saira Cinie Pl Gtia coihe

0 -

‘:) owr b2 M
T = €T ) Ty Y,

Ragaon Dwiion

Salert ramey

S Dt |:> .

Seryj sy Las Dween

Serguuny GPO

iy

Tewhin Tt
1 N A

Based on ‘Applying Circle’, Division preferences will be displayed in the ‘Open
List’ table. All divisions under the circle will be listed. As personal preferences,
user can select one or more divisions by tick marking the check boxes provided

against each Division Name,. The selected division names will then appear in the

'Selected Preference Divisions' table, arranged in the order of preference
specified by the user.

Answer the question 'Are you on Deputation Outside Your DO or CO?' by

selecting 'Yes' or 'No' from the drop-down menu.
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Deputation Service Book Details

Your request will be verified by this deputation office, which is

having the Service Book

Do you want to proceed?

If the answer is 'Yes,' a message will pop up in connection with Deputation
Service Book Details. Click on Proceed button.

Degutation® Sakact Deputanion Office*

¢ Ousanogon : <:|

Upon clicking on Proceed button, option to select Deputation Office will appear.

Transter Application Detalls
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The Deputation offices as available in the drop down box are APS Circle, CEPT
MYSURU, Directorate office and Others.

User must select the relevant option from the drop down box to select the
Deputation Office.

Depstation® Select Daputatios Office*

T WU

L&

Select the Deputation Office. On selecting the Deputation Office, information
will be displayed: Verification Authority —The verification Authority will be the
Deputation Office.

After confirming the details, user should click on ‘Preview & Submit’ button.

Freview Apphcation Detals

After clicking the 'Preview & Submit' button, a pop-up window will display the
preview application details. The user will have the option to edit the details by
clicking the 'Edit Details' button.
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Preview Appication Details
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If satisfied with the information displayed, the user can tick mark the check box
to certify that the information provided is correct and proceed to the final
submission by clicking the 'Proceed to Final Submit' button.

e Fea O Tompnat a1 umebde boor 00 w (00
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Upon clicking the 'Proceed to Final Submit' button., Mobile Verification field
will appear. User has to input the mobile number and click on Generate OTP
button.

#o# You On Depaitatios Ostrids Wew 0O or (0T

Cepstatinr Sedact Degutation O%Sce”

Mobile Verification /%32

.
:>

Upon clicking, ‘OTP sent successful’, message will appear.
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Deputation® Select Deputation Office*

v CEPT MYSURL y [ Verification Authority

Mobile Verification 78927, . i 123456 I

After receipt of OTP through SMS, enter the OTP in Enter OTP field then click on
Verify OTP and Final Submit button.
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Verify OTP & Final Submit
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Upon clicking on Verify OTP and Final Submit button, OTP will be verified and
the Unilateral Transfer application will be submitted successfully and Request
ID will appear in the right hand bottom of the screen.

INDIA POST -APT Page 173 of 287




AR & PUROHTY

tmpoyee nave
Caive
meare Zinte
eneure
s of worsing
Powi 18

Mede o Amrntremn e

Categery
oos

Department of Posts

yol ©

— L

Courvesr hapdcatioe Oetmls

e B ey S

hph ot iane
Towvber Type

e CF Ve T st s

"

Faanr fot Rew Bllmnnm il

At g ey fame
A

Operational Guide - Employee Self Service Portal [For End Users]

O 14 Dvparievers

DO0) b Provest Cadm 1)

The Status Form will be displayed which contains the details like Request ID,
Status, Applied Office Details etc. It can be observed that the ‘Status’ is
‘Applied’.

Note: The process to apply for Inter Circle Rule 38 Transfer also remains same

as above except that the user has the option to select the Circle as per his
choice.
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7.2.2 Apply for Rule 3

All eligible Gramin Dak Sevaks (GDS) have been provided the option to apply for a
Rule 3 transfer through the Employee Self Service (ESS) module.

- Department of Posts e 2@
@ - Virerry o Commasconons, Grversemet o ek [ hrow. ]

tove  Orgloyw Trmutry  Iewerl Motwe dps  Suppoet Dok Theck ot e

Click on the “Self-Service” icon to proceed.

- Department of Posts x o @
@b - e —— :':.a.... —— Brervrvars of bada [ s ]
e Sarrase e SO Sadatien Orfeern v
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On clicking the 'Self-Service' icon, the 'Employee Self-Service' screen will

appear. Click on the 'Employee Transfers' card to access the Transfers portal.
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When you click on the 'Employee Transfers' card, various sub-cards will appear

as shown in the image above. To apply for a Rule 3 transfer, click on the 'Apply
Transfer Rule 3' sub-card.

‘ Important Instructions

Before applying for Rule-3, the GDS should ensure the correctness of their GDS data in HRMS
. To make carrections, the concerned GDS should contact thelr home/parent divesion or HRMS to update.
. Submitting Incorrect detalls for Rule-3 may result in improper allocation and appication cancellation, counting as one attemge used

Modlifications to GDS details are not allowed after submission. Please ensure all details are correct before submitting the application

I have read the instructions and undertake to abide by the same,

Back 1o Home Continue to Application

When the user clicks on the 'Apply Transfer Rule 3' sub-card, the system will
display important instructions to be followed while applying for the transfer.
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Important Instructions

1. Before applying for Rule-3, the GDS should ensure the correctness of their GDS data in HRMS

2. To make corrections, the concerned GDS should contact their home/parent division or HRMS to update.

3. Submitting incorrect details for Rule-3 may result in improper allocation and application cancellation, counting as one attempt used
4. Modifications to GDS details are not allowed after submission. Please ensure all details are correct before submitting the application

|::> I have read the instructions and undertake to abide by the same.

Back to Home Continue to Application

The user must provide consent by tick marking the checkbox to confirm that
they have read the instructions. After that, click the 'Continue to Application'
button to proceed.
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When user clicks on the ‘Continue to application’, Apply for Transfer under Rule
3 screen will appear. This screen is divided into three parts: 'GDS Details,' 'Other
Details’ and ‘Preferences’.
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In the 'GDS Details' section, most of the fields will be auto-fetched from PIS
(HRMS) and will not be editable. Only Mobile number and Email are
editable and are mandatory. Below the Mobile Number and Email fields, using
the hyperlinks, verify both Mobile Number and Email with OTP.

(’\- - LT
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After verifying the details in the ‘GDS Details’ section, scroll down to access the
other sections of the transfer screen.

iy wad Bty b i Mt w vad Brensals” LT
I Pnse o7 15

Check the details displayed under the ‘Other Details’ section. The user needs
input ‘Aadhar Number’, select the ‘Applying Grounds’ from the dropdown menu,
and select the ‘No of times Rule 3 Availed’. The Available options for applying
grounds are as follows.

% Mutual
» PwBD
Spouse

s General

L)

DS

X/
L X4

e

Irg vt Mams i 1en = e Apgtg Grewrm
21 1N
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Note: In case the user selects the ‘Applying Grounds’ as SPOUSE, one more
field ‘Upload Certificate’ will be enabled. User has to upload the valid supporting
document for the applying grounds as SPOUSE. The file size of the certificate
must be between 20KB and 200KB only in PDF format.

t - Aot - re PAD Stmart

e Y _
‘
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Note: In case the user selects the ‘Applying Grounds’ as PwBD, one more field,
PWD Status will be enabled and user has to select the PWD Status from the drop
down menu. One more field ‘Upload Certificate’ will be enabled. User has to
upload the valid supporting document for the applying grounds as PwBD. The file
size of the certificate must be between 20KB and 200KB only in PDF format

Mutual Rule 3 transfer

Other Detalls

g sret Math in 100 far . Apptpag Grounds
A5 5 VT 1A

e
.
-
i

Counter Part Details

Select ‘Mutual’ under ‘Applying Grounds’.

Also, select from the drop down box ‘No of times Rule 3 Availed’ field. User has
to select the numbers 0/1/2/3 for ‘No of times Rule 3 Availed” field.

e ol e Mube 1 Avpiod

B oot MR IR TN Aivest Mt Apphpre Lrvaraty
[5sst EtiT ] MU
3 Lot B 3 Canmuatedr
|

If in case, user selects 1/2/3 for ‘No of times Rule 3 Availed’ field, one more field

‘Is last Rule 3 Cancelled?’ will appear.

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

If user selects ‘No’ from drop down for ‘Is last Rule 3 Cancelled?’ field, user has

to capture ‘Last Availed Date’ using the calendar.
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Here, for instance, select ‘No of times Rule 3 Availed’ as 0.

Other Detalls
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On selecting ‘Mutual’ in ‘Applying Grounds’, additional field will be created to
enter the Counter GDS ID of the ‘Counter Part GDS’.
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On entering the ‘Counter GDS ID’, GDS details are auto fetched with a pop up
message ‘Counter Part GDS detail fetched successfully’. The details include
Counter GDS Name, Level Slab — Amount, Division, Counter Part Office and
Counter Part Designation.

Bag wed Shath in 1808 1 At Mot Apay g haseats® Ml thawes Bude | Anadadt
SPP LT MLITLAA . -

Counter Part Detalls

v
Eaavins A0A 230 Camri W28 Matnr N CT—

ML VEMALATVE A T 180 Ry [Miin

L Campwine #pit Onpoqaaimer’

At 0 > el N Ve

INDIA POST -APT Page 180 of 287




Operational Guide - Employee Self Service Portal [For End Users]

Tewlis Thet
18 N ot o

On confirming the details, click on ‘Preview Application’ button.

|:> GDS Rule 3 Application
]

AO8 10 SO00I VLY NAME. SULOCHMANA
CIRCLE. wARNATANA CIRCLE OIVIZION: RIDAR DIVISSON
QFrICe: CHIONI B O ACCOUNT OFFICE: CHIDN 8 O
DERMIGNATION: 8w WORKING HOURS. &
FREA LEVEL LEVEL Y SLAR SLAM 2
AADAR WOMBER GJ2lewm L5500 GANDER FEMALE
MODILE NUMBDIR: 952 TMATL: 500021578 INDIAPOST GOVIN
DATE OF BINTH; 04 00 1055 DATE OF ENGAGEMENT - 3T 012015
GATE OF DTACHARRBE 2% 0% 2064 WO RTATUS NOY ARPLICABLE
COMPASSIONATE STATUS: NO NG OF TEMES RULE 3 AVAILED: O
LAST AVAILED DATE: NOT AVAILADLET APPALVING GROUNODS: MUTUAL
TOTH PASSED WITH ENGLISH & MATHEMATICS: ¥ APFLITD ON NOT AVAILASLE
Pratrenin o Poe Chrate Offus O ubasars OfThee Al Ot - S
' Kb vatnh g Coy e Belmpav Dnenen Ashie BO L21100638) LLLS

Upon clicking on ‘Preview Application’ button, GDS Rule 3 Application screen
will appear for viewing various details. On confirming the details, click on ‘Please
verify Mobile Number’ button.
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GDS Rule 3 Application

:> =

GOS 10 50002157 NAME: SULDCHANA
CIRCLE KARNMATAKA CIRCLE DIVISION: BIDAR DIVISION
OFFICE: CHIDIT B0 ACCOUNT OFFICE CHIDII 8.0
DESISNATION: BFM WORKING HOURS: 4
TRCA LEVEL LEVEL Y SLAE SLAB 2
AADHAR NUMBER: 623389815558 GEMDER: FEMALE
MOBILE NUMSER: 9985262424 EMAIL: 500021 57INDIAPOST.GOV IN
DATE OF RINTH: D31/ OATE OF INGAGEMENT - 31 012015
DATE OF DESCHARGE: 29 06 2060 FWD STATUS. NOT AFPLICABLE
COMPASSTONATE STATUS NO NO. OF TIMES RULE 3 AVALLED O
LAST AVAILIO DATE: 5OT AVAILASLE APPLYING GROUNDS: MUTUAL
TOTH PASSIO WITH ENGLISH & MATHIMATICY ¥ APPLIED ON NOT AVAILASLE
Pratucunce Ma. | Clide Offios | Bivision Office Appilea OMas POt Dusigracion
1 Namaaka Ciiow Dalegave Drvocsan Ashaw 0.0 (27100048 orm

Verity OTP and Submit

OTP will be generated and sent to the registered mobile number. However, if
user fails to enter OTP within 60 seconds, there is option provided for
regeneration of OTP using ‘Resend OTP’ link just below the ‘Enter OTP’ field.

|::> 123456 Verify OTP and Submit

OTF expires n 45s

User has to enter the OTP and click on ‘Verify OTP and Submit’ button.
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Apply for Transfar under Rule 3

Upon clicking on ‘Verify OTP and Submit’ button, a message ‘Application
submitted successfully’ will appear in the bottom right of the screen and
Application will be submitted successfully with Request ID. User also has the
provision to print Application by clicking on ‘Print Application’ button.

Department of Fosts H C
Movrn s o Corve s mm e, Gmverrwrmre of ke =]

— hprryen Vr—

GOS Muke 3 Appacotinn
-
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Upon clicking on ‘Print Application’ button, a fresh page with the application
opens. User has the option to download the application by clicking on
‘Download PDF’ button. PDF will be downloaded to the local drive and can be
printed or stored as record.

User also has the option to withdraw the application. User hasto click on
‘Withdraw Application’ button to withdraw the transfer request.
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Upon clicking on ‘Withdraw Application’ button, a confirmation message ‘Do
you want to withdraw the application?’ will appear. User has to click on ‘Yes’
button to withdraw the application.

Application withdrawn successfully

Upon clicking on ‘Yes’ button, application will be withdrawn with a message:
’Application withdrawn successfully’.

Note: The Counter Part GDS also has to login and access Employee Transfers
and Apply Rule 3 Transfer. There, the Counter Part GDS finds the mutual
request. The request needs to be accepted and the transfer application must be
submitted. Refer Mutual Transfer Rule 38 section. Process remains same.
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General Rule 3 transfer
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Select ‘General’ under ‘Applying Grounds’ and select ‘No of times Rule 3
Availed’ as O(for example). Proceed to the next portion of the application screen.

Sebec: Ui e e Zmnct Drvscer
Chooe v haticr. N M1y e W (PR
List of Avallabie Offices/Units Selected Preference for Offices Units

o e

[ ST,

In the next portion of the application, user has to mention the Preferences for the
transfer sought. From the drop down menus, User has to select the Circle,
Region and Division.

Other Decails

o e Wit e TR Babia Hamte At yomy A rmarad !
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Depending on the selection of the Circle, Region and Division by the User,
system will display the List of Available Offices/Units. Search field is also
provided to search the name of the unit directly by entering the name of the
office. User has to provide the preference from the List of Available
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Offices/Units by marking the tick box available against the name of the office.
The selected preference will appear on the right side in the order of the
preference given by the User. On confirming the details, user has to click on
‘Preview Application’ button.

Upon clicking on ‘Preview Application’ button, a fresh GDS Rule 3 Application
screen will appear with all the details. User has to cross check the details. On
confirmation, click on ‘Please Verify Mobile Number’ button.

OTP will be generated and sent to the registered mobile number. User should
enter the OTP within 60 seconds and click on ‘Verify OTP and Submit’ button.
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. Apply lor Transfer under Rule 3

Upon clicking on ‘Verify OTP and Submit’ button, Application will be submitted
with a message in right bottom of the screen as: ‘Application Submitted

Successfully’. Application Number will be displayed along with preferences
given by the user.
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User has the option Withdraw Application, Print Application and Change
Preferences by clicking on the respective toggle buttons available.
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# Home > Rule3 Apply > Print Application ,l: Bownload PDF

GDS Rule 3 Application
N

REQUEST ID: R34B4C4BEDSFA

GDS ID: 50002157 NAME: SULOCHANA

CIRCLE OF WORKING: KARNATAKA CIRCLE DIVISION OF WORKING: BIDAR DIVISION
OFFICE OF WORKING: CHIDRI B.O ACCOUNT OFFICE: CHIDRI B.O
DESIGNATION: BPM WORKING HOURS: 4

TRCA LEVEL: LEVEL1 SLAB: SLAB 2

AADHAR NUMBER: 623389815558 GENDER: FEMALE

MOBILE NUMBER: 9~ 1 EMAIL: 50002157@INDIAPOST.GOV.IN
DATE OF BIRTH: 04-06-1995 DATE OF ENGAGEMENT: 31-01-2015
DATE OF DISCHARGE: 30-06-2060 PWD STATUS: NOT APPLICABLE
COMPASSIONATE STATUS: NO NO. OF TIMES RULE 3 AVAILED: 0
LAST AVAILED DATE: NOT AVAILABLE APPLYING GROUNDS: GENERAL

10TH PASSED WITH ENGLISH & MATHEMATICS:  APPLIED ON: 2025-09-19 15:22:25
YES

Preference offi Division Post
No. Clecla s Office Appilad Office Designation
1 Maharashtra Wardha Bothuda B.O ABPM
Circle Division (24104845)
Maharashtra Wardha Jamalpur B.O
& Circle Division (24104879) REEM
Maharashtra Wardha Surgaon B.O
3 Circle Division (24104972) ABEM

To Print the Application, User has to click on ‘Print Application’. The above
screen will be displayed. User can download the application in PDF by clicking
on ‘Download PDF’ button. The PDF will be downloaded to local system. The
same can be stored as record.
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To withdraw the application, user has to click on ‘Withdraw Application’ button.
Upon clicking on ‘Withdraw Application’ button, a confirmation message ‘Do
you want to withdraw the application?’ will appear. User has to click on ‘Yes’
button to withdraw the application.

> Application withdrawn successfully

Upon clicking on ‘Yes’ button, application will be withdrawn with a message:
’Application withdrawn successfully’.
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To Change the Preferences in the application, user has to click on ‘Change
Preferences’ button. Upon clicking on ‘Change Preferences’ button, a screen
will be displayed where user has to enter New Preferences in the field available

against each preference entry. After giving the new preferences, user should
click on ‘Submit New Preferences’ button.

7.3 Transfer Status

7.3.1 Rule 38 Transfer Status

Department of Posts
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ot Misde 38 smut le 3

This is the sub-card available under the Self Service - Employee Transfer card to

check the status of the Rule-38 application. Click on ‘Rule 38 Transfer Status’

sub card.
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On clicking ‘Rule 38 Transfer Status’ sub card, Status Form screen will appear

as shown in the above image. User can check the Transfer Request ID number,
Home Unit Recommendation, Accept/Decline Status and other details.

If the user wishes to withdraw the Rule 38 transfer request, the same can be
done by clicking on “Withdraw Request” button. This has been discussed
already.

7.3.2 Rule 3 Transfer Status
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The user can check the status of their Rule-3 transfer application by using the
‘Rule 3 Transfer Status’ sub-card available under the ‘Employee Transfers’ card
in the Employee Self-Service portal.
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On clicking ‘Rule 3 Transfer Status’, the status will be shown as above. Various
details such as GDS Details, Application Details, and Preference Details will be
visible.

User also has the option to Request for cancellation of Allotment. To cancel the
allotment, request can be placed by clicking on ‘Request for cancellation’ button
provided in the bottom portion of the screen.

Request cancellation Allotment

Y e

Upon clicking on ‘Request for cancellation’ button, the message will appear with
Request ID, Allotted Office, and Remarks. User has to cross check the details and
click on ‘Submit Cancellation’ button.
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7.4 Transfer Schedule View
7.4.1 Rule 38 Schedule View
o Tk Departmant of Posts w e @
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‘Rule 38 Schedule’ can be checked by the user by using ‘Rule 38 Schedule View’
sub-card. Click on ‘Rule 38 Schedule View’ sub-card.

RuledS Transfer Schncule Deotalls
Correms e 8 <::| f
1l | ]

After clicking the 'Rule 38 Schedule View' sub-card, the screen shown above will
be displayed. The user can view details such as the current cycle number, cycle
status, result status, month and year. Additionally, the user can check time limit
set for vacancy updation by divisions/units, processing of applications, and
more, as shown in the image above.

User can download in information in Excel or CSV format.
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‘Rule 3 Schedule’ can be checked by the users by using ‘Rule 3 Schedule View’
sub-card. Click on ‘Rule 3 Schedule View’ sub-card.
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After clicking the 'Rule 3 Schedule View' sub-card, the screen shown above will
be displayed. The user can view details such as the current cycle number and
cycle status. Additionally, the user can check time limit set for updating the
vacancy by divisions/units, processing of applications, and more, as shown in
the image above.

User can download in information in Excel or CSV format.
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User has the option to Check the allotment status of the Rule38 application.
In order to check the Rule38 Allotment status, User has to navigate to Self-
Service — Employee Transfers — Rule 38 Allotment.

2 Pises ros Lago
Ervthe Department of Posts “ e A

Minntry of Cormmusicatioss, Governevert of Incke [ roverers. woowe -]
Ireba

:> PFrovisional allotment window (s closed

Upon clicking on Rule38 Allotment, user can see the allotment list. Since, the
allotmentis closed, the screen above shows ‘Provisional allotment window is
closed’.
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7.6 Flow Chart

7.6.1 Transfer under Rule 38
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7.6.2 Transfer under Rule 3
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8. Introduction - Recruitment and Promotions

This Operational Guide on Recruitment and Promotions is prepared to support
departmental employees in accurately applying for Recruitment and Promotions
procedures as part of their operational responsibilities. In this module, employees
can apply for LDCE, CE and DPC.
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Upon successful login, the system displays the home screen, where users can
access various cards corresponding to the tasks and responsibilities assigned to
them.

All eligible departmental employees are provided with the facility to submit
applications for Recruitment & Promotions through the Employee Self Service

module.

Click on the “Self-Service” icon to proceed.
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Upon selecting the ‘Self-Service’ icon, the ‘Employee Self-Service’ screenis
displayed. To access the Recruitment and Promotions module, the user must
select the ‘Recruitment and Promotions’ sub card.
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No Notifications Found

When the user selects the ‘Recruitment and Promotions’ sub card, a fresh page will
be displayed as illustrated in the image above.

User can see his employee details by clicking on the icon in the top right corner of
the screen. The details like User ID, Post ID, Office ID, Designation, Cadre ID, Cadre
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Name, Office Name, Office Type, Office Class, Pin code will be displayed. User has
the option to log out. To log out, user should click on ‘Log Out’ button.

On the left hand side of the screen, a Dashboard is provided to the user to Apply and
check the status of the applied applications.

In the bottom of the dashboard, two icons are provided. They are ‘Support’ and
‘Profile’. Support section should be used in case the user wishes to get any support
from the technical team. Profile section should be used to know the details of the
profile of the employee.

Notifications, if any, in connection with Recruitment and Promotions will be
displayed in the centre of the screen.
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No Notifications Found

User has the option to change the screen to Light or Dark Mode to improve the
readability. To change the screen mode, user has to click on ‘Light’ or ‘Dark’ as
desired.
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8.1 Apply Online
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Apply Online

On the left hand side of the screen, in the Dashboard, Click on ‘Apply Online'.

Upon clicking, ‘Apply Online’ screen will appear. Based on the cadre of the candidate,
notifications are displayed.

Select an exam from the drop down box to which user is interested to apply.
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Upon selecting an Examination, Detailed form for filling the particulars of employee will
be displayed. This form includes various details such as Basic Details, Office Details,
Service History and Additional Details.

Certain fields are pre-filled and are disabled for editing. If entry in any field is incorrect,
the same may be corrected in PIS module.

INDIA POST -APT Page 201 of 287




w1 3 )

FU 2yl 1[1

Operational Guide - Employee Self Service Portal [For End Users]

Tewlin Tret
Mobile number and e-mail should be verified by OTP.

User has to check the eligibility status in the Service History field. If the user is eligible,

the remarks as ‘Eligible’ will be shown under ‘Service Eligibility’ head under ‘Service

History’ section.

On confirmation of all the details, User has to click on ‘Save Above Details’ button.
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= Posting Preferences (All circles must be selected)
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Upon clicking on ‘Save Above Details’ button, a message: ‘Details confirmed
successfully’ will appear.

|::> % Posting Preferences (All circles must be selected)

' Exam Clty Preference
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On confirming the details, a fresh field will be enabled to the user to enter Posting
Preferences. User has to select all the circles in the order of their preference, from the
‘Select Circle’ dropdown box. Please note that all the Circles must be selected.

= Posting Preferences (All circles must be selected) ©

2, Mahacashtra Chioie 05k 24300001 X 3. Andhra Pradesh Choie 10 11300001 X
4. Asaam Crcie (0: 12300007 x 5. Bher Cirgle 0D: 1330000% x A Deitvi Crxim 1D 300001 X 7. Chhamtisgarn Circle 0D: 14300007 x
#. Maryama Circle 00! 17300001 X & Gufarat Clrche ID: MH0000Y X 0. Jamm and Kastnir Cirpie 053 W200001

1L Hmachal Pradesh Chrcin 0D 1300001 X 12, Jnarkhand Cirole (I 20300000 x 12 Kovala Clrote 0D: 22200001 X

4. Madtryn Pragest Chroin {10 23200000 X 1, North Enst Clegte (00 25300001 X . Odisha Circte [I1): 20300001

7. Punjetz Cacie 0D 37300000 X W Aajmaan Chom (1D 20300000 * M. Taminedu Cezin (0 20300001} X

20. Tulangana Circle 00 30300001 x 21 Uttsr Praceat Crtte U0/ 31300001 X 22 Uttseskheedt Corcle 0O 32200001 X

23 West Bemgal Clrcle (ID- 33300000 X

@ Exam City Preference

:>s...c.sm %

> Upload Photo and Signature

Upioad Phato Upload Signature

Cody JPG 1) wod Flie slan, JOKE - TOOKE. Requred sspect ratio Ondy JPO FMlen abownd. Fie size. 20KE - WOKE, flequired aspect ratk
3 Iporrall) (2 TO tolerancel 52 llandscapal (v 10°% tolerance
Choose File No fle chosen Choose Flle No file chosen

Proview & Sutima

After giving the preference of Posting, the Exam City Preference will be automatically
selected by the system. It usually will be the Circle Headquarters of the Employee.
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© Exam City Preference

Saefuct Exam City

> Upload Photo and Signature

Photo Signature ()

Uploed Signature <:|
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Checsa fie pc g Choose tile picling g ;

Candidate has to upload Photo & Signature. Please note that uploading of Photo and
Signature must meet the requirements of file type and size and aspect ratio. If incorrect
files are uploaded, the same may be removed by clicking on ‘Remove’ button.

On successful uploading of the files, Click on “Preview & Submit’ button.

Q.DCE] tee 13 the Cactow of napecier Posta B0 00 %)
Daparirvenisl gaste
Casentam Cany

Caretaes Pronn

Upon clicking on ‘Preview & Submit’ button, review application will be displayed as
above. User has the option to edit the application if any incorrect details are fed. To edit
the application, User should click on ‘Edit’ button. If User is satisfied with all the details
in the application as displayed in Preview screen, User should click on ‘Confirm &
Submit’ button.
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» Confirm Application Submission

Upon clicking on ‘Confirm & Submit’ button, the confirmation screen will be displayed.
User has to carefully read the instructions before proceeding further.

A Contirm Application SubmiGsion

Please note that the User has to tick mark the checkboxes for having read the

instructions. After tick marking the check boxes, User has to click on ‘Submit
Application’ button.
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Upon clicking on ‘Submit Application’ button, a message: ‘Application submitted
successfully’ will be displayed on the right bottom of the screen. Also, application
number will be generated and displayed as visible in the screenshot above.

Note: After submission, the application will be visible to the Verifying Authority for
verification.
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Application Management
2025

[ Active Applications for the year 2025

B e N |
To access details of already submitted applications, User has to click on ‘My
Applications’ in the Dashboard, on the left side of the Home screen.

Upon clicking, Application Management screen will appear with records of the active
applications submitted by the User. The information will be provided in tabular form.
Table contains details such as Application No, Exam Name, Applied Date, Status,
Actions and Admit Card.

It can be observed from the above screenshot that the Status of the application is
‘Submitted’. This should be verified by the Verifying Authority and Nodal Authority.
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Upon selecting 'My Applications' option, Application Management screen will be
visible. Active Applications will be visible.

User can download the Admit card for appearing to the examination by clicking on
‘View’ button available under the head ‘Admit Card’.

Note: Hall ticket will be available for view only after the Controlling Authority and Nodal
Authority verify the candidature.
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Note: Re-submission of application for the application

reverted by Controlling authority for correction

After clicking "My Applications" in the sidebar, a new screen will appear showing the
status of your applications.

Application Management
w0

B Active Applications for the year 2024

OPRGTIBATI TSI GET LDCE-#-From-F4-BA W% Sept 2025 O Verncatien Revertea Resubnnk Applcabion

Candidates are responsible for checking this page regularly for updates until the date of
the examination.

Click the "Resubmit Application" hyperlink.

User can then correct any entries marked as incorrect by the Controlling Authority and
adjust the post preferences as needed.

After making the necessary updates, User must resubmit the application.
If User disagrees with the changes requested by the Controlling Authority, User should
meet Controlling Authority in person to resolve the issue before resubmitting. It must be

noted that if the application is not resubmitted correctly by the deadline, discrepancies
may lead to rejection.
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9 Introduction - Support Desk

This Operational Guide on Support Desk Management is designed to assist end-users
(i.e., departmental employees) in raising tickets for any functional or technical issues
encountered across various modules used within the office.

Once aticket is raised by the end-user, the resolution process may involve up to six
levels of escalation. A typical six-level escalation matrix is illustrated below.

SL Support Desk Office in charge
NO Level
1 Level -1 Divisional Office
2 Level -2 Regional Office
3 Level -3 Circle Office
4 Level -4 CEPT L1 Support
5 Level -5 CEPT L2 Support
6 Level -6 CEPT L3 Support

Depending on the sub-module selected while raising a ticket, the corresponding
Support Desk support levels are pre-configured. Each sub-module will have a minimum
of three and a maximum of six support levels. For any configuration ranging from 3to 6
levels, inclusion of all three CEPT support levels is mandatory.

Once the Support Desk Support user provides a resolution to the ticket, the End User is
required to confirm Closure Confirmation within 48 hours of receiving the resolution
remarks. The End User may either: Confirm the resolution and close the ticket, or Re-
route the ticket back to the same Support Desk Support user for further action. If no
action is taken within the 48-hour window, the ticket will be automatically closed.

Support Desk Support user may seek additional information for better clarity of the

issue description. In such case, End User need to furnish the additional information
sought within 7 days. Else, the ticket will be closed automatically.
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9.1 Support Desk (For End Users)

In Home page, locate “Support Desk” card and click onit. User can navigate and
locate by clicking on page numbers or << or >> button available in the bottom of page.

L o’ | Department of Posts e ? @
“ Muanvy of Comunammatons, Savervewrt of Pute —
eae “" po—— . Tore T - X0

T

Kl

Alternatively, user can type any key words of card title i.e. either Support or Desk in
searcher field available. After typing key characters, only the cards having the key word
entered in searcher field will be filtered and displayed. Then user can easily locate and
click on “Support Desk” card.
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After clicking on “Support Desk” card, Support Desk Management page with 4 (four)
sub cards will appear viz,,

= FAQs &Documented Solutions
= Raise Ticket

= Tickets Raised (EU)

= Reports & Analytics(End User)

9.1.1 FAQ’s & Documented Solutions

Department of Posts o =
Mirsstry of Commurseatens, Govemmest of laske [ swenss |

Coars. =

Tickets Raisad (RL)
s Mg Somts

Ropors & AnalynosEnd

t——— ——

Click on “FAQ’s & Documented Solutions” sub card under “Support Desk” card.
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After clicking on “FAQ’s & Documented Solutions” sub card, page as shown above will
appear.
In this page, three (3) tabs are available viz.,

= FAQ
= QOperational Guides and
= Rulings

If CEPT Admin of Support Desk has uploaded any documents like FAQ, Operational
Guides and Rulings related to the category and module, the same will be displayed
under the concerned tabs for reference by user.

The files can be viewed or downloaded by using the respective buttons provided against
each document.

&< End user is always advised to refer to these documents before raising ticket to any
issue. After referring to the documented solution, end user may get resolution to their
issues. Even after referring to such documents, if end user still wishes to raise ticket, it
can be done by using ‘Raise ticket’ sub card option.
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9.1.2 Raise Ticket
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Click on “Raise Ticket” sub card to raise ticket on issues being faced on various

modules.
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After clicking on “Raise Ticket” sub card, support desk ticket screen will be displayed.

By default, ‘Ticket Raising Post Office’ and ‘Ticket raised for Office’ fields will be auto
filled with the name of the office to which the logged in user is mapped. In ‘Ticket
raised for Office’, name of the office can be selected through drop down list, If user
wishes to raise a ticket on behalf of some other office. User has to enter his mobile

number mandatorily.

&5
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Note :- If ticket is raised on behalf of some other office, details will be available in the login of
user who raised the ticket and resolution and other event details will also be routed to the user
who raised the ticket.

Selection of Category, Module and Sub Module are mandatory and appropriate
selection can be made using the drop down list in each of these fields.

Enter Subject and Problem Description in the concerned fields.

O Ve o N S
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SUPPORAT DESK TICKET

Raise Ticket*

oy o - e

St & e (Lt %

Datse Se e S (e

/Qf Note :- Minimum of 10 characters to be entered both in ‘Subject’ & 5 characters in ‘Problem
Description’ field. Else, alert message as shown above will appear.
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While raising ticket, supporting documents, images can be attached by clicking on
“Choose File” button in ‘Select a file (Optional)’ field, browse for the required file /
image in the local system and click on “Open” button. However, ticket can be raised
without attachment also.

g Note :- Only 1 (one) file either in PDF/JPEG/JPG/DOC/DOCX/XLS/XLSX/CVV file format with file
size less than 500 KB can be attached.

L
SUPPORT DESK TICKET

Rater Tichnt®

oot

L > -

In case any file is attached successfully, its thumbnail image is shown below the
‘Select afile (Optional)’ field. To remove the attached file, click on “x” mark of the
thumbnail image of attached file.

To raise a ticket, click on “Raise Ticket” button.

9.1.2.1 Warning messages and its reasons in file attachment process while
raising ticket

iy iy

In case file size of prescribed In case selected file formatis
file format exceeds 500 KB other than supported format, a
limit, then a flash pop-up flash pop-up message as
message as shown will appear shown will appear in the

in the bottom right corner of bottom right corner of screen
screen
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Possible warning messages and its reasons in file attachment process while raising of
Support Desk ticket by End User in “Raise Ticket” option are shown above.

Solution : - To avoid such warning messages, attach a file of valid format having file
size less than 500 KB.

TACKET REGISTERED SUCCESSFULLY WITh TICKET 1D TICAYST67Y

- >

After clicking on “Raise Ticket” button, a unique 10 digit ticket ID will be generated and
pop-up message as shown above will appear with ticket ID. Click on “Ok” button to
close the pop-up message

For Example: In above screen shot, ticket ID generated is “TIC4197673”

Ticket will be routed to the concerned Support Desk Support user as per the pre-
configuration done for each category, module and sub module.
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9.1.3 Tickets Raised (EU)

All tickets raised by End User before its closure will be available in Tickets Raised (EU).

List of closed tickets can be viewed in ‘Detailed Report — End User’ by applying status
for ‘closed’.

Routing details of closed tickets can be fetched by using ‘Ticket Search’ by furnishing
valid ticket ID.

g i Department of Posts e @&

Mivwiry of Commarscations, Government of Indls “

SUPPORT DESK MANAGEMENT

FAQ's & Documented Solutsans Rame Ticket Tickets Roised (EU)
e Dol St oot Neng o vous Totats 1ot by Wonmairn

Reports & AnalyticsiEnd User)
i A Avenes

e e

Click on “Tickets Raised (EU)” sub card available under “Support Desk” card.

g == Department of Posts e @
D Vrary of Coerrencaton Sowrrimne of Ivde [ e wmnn ]
B hmstos 108
.

RESOLUTION FOR OUTWARD TICKETS

After clicking on “Tickets Raised (EU)” sub card, page as shown above with tabular
information with column headers viz., Sl. No., Ticket Number, Category, Module, Sub
Module, Ticket Raised Office, Ticket Raised For Office, Subject, Raised on, Current
Event, Resolution Time left, Priority will be displayed without applying any filter(s).
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1) Maximum 10 rows per page will be displayed by default. User can navigate
between pages by clicking on |<, <, >, >| icons available in bottom right corner of

page.

2) Provision of searcher is available. Inthe searcher field, key characters may be
entered. Then as per the key characters entered, data will be filtered and
displayed.

3) Provision to download the entire data in Excel format is also available by clicking
on “Download Excel” button. File in Excel format will be downloaded as per the
web browser settings.

z - Department of Posts a“e '.i
ey ' Nsity # Corrmamidion, bomtewel o Hdy A
-ﬁ- e e e S S
¥
.

RESOLUTION FOR OUTWARD TICKETS

e
|
[
I

User can apply various filters like by Category, Module, Sub Module, Status, From Date,
To Date by selecting appropriate values in the concerned fields and click on “Fetch”
button. Then only those tickets meeting the applied filter criteria will be displayed. To
know more about the ticket, click on the desired Ticket ID.
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TIKET RESQALUTION
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After clicking on the desired ticket ID, page with ‘Ticket Details’, ‘Uploaded Documents’
(if any) and ‘Routing Details’ will be displayed as shown above.

When clicked on the file name appearing under ‘Uploaded documents’ section,
uploaded file will be downloaded as per the browser settings.

9.1.3.1 Closure Confirmation received

Department of Posts veo W
Wrtiiry of Comeranicanies, Gowerremed Of beda ‘

RESOLUTION FOR DUTWARD TICKETS
2 Cange ot MoOe e 50 Vot
Oicout o sgoun . Chesss 9 sees0n (b o option v Owxre o cptist
It 3 Yin ;
ssrveipy 0  semyy - e l
Q [Semmitn | [(Setas )
e T Catupry waw 2 Mot Tcket Rured Often Tickst funad Ner O¥cx P - Cumetont  Masshth

Click on “Tickets Raised (EU)” sub card. Then, page as shown above will be displayed.
In case resolution is provided by Support Desk Support user of any level (L1 through L6),

End User need to click on the ticket ID for which ‘Current Event’ is shown as ‘Sent for
resolution confirmation’.
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After clicking on the desired ticket ID, another page opens showing the Ticket details
and Routing Details with “Closure Confirmation” button.

In Routing Details, resolution provided will be shown under column header ‘Resolution
Remarks’.

Click on “Closure Confirmation” button if satisfied by the resolution provided.
Confirm Closure Confirmation

End user can see the resolution under the ‘Resolution Remarks’ column header and
has to click on “Closure Confirmation” button if satisfied by the resolution.

£§ Note : - If closure confirmation is not updated within 48 hours of providing resolution remarks, it
gets auto closed.

Closure Confirmation

Are you sure you wane te canfirm closure? <:|

After clicking on “Closure Confirmation” button, a dialogue box as shown above will
appear seeking closure confirmation as “Are you sure you want to confirm closure?”
with two buttons viz., “Yes, Confirm” and “No”.

If resolution provided to the End User has resolved the issue, click on “Yes, Confirm”

X

o Ticket event recorded successfully
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After clicking on “Yes, Confirm” button, a flash pop-up message as displayed above will
appear and ticket gets closed.

/@5 Note : - After updating of event description, ticket will not be available in “Tickets Raised (EU)”
sub card.

List of closed tickets can be viewed in ‘Detailed Report — End User’ by applying status for
‘closed’.

Routing details of closed tickets can be fetched by using ‘Ticket Search’ by furnishing valid
ticket ID.

Closure confirmation not confirmed

End user to view the resolution under the ‘Resolution Remarks’ column header and
click on “Closure Confirmation” button.

,Qf Note : - If closure confirmation is not updated within 48 hours of providing resolution remarks, it
gets auto closed.

Closure Confirmation

Ao you sure you wark te canfirm closure? <:|

If the resolution provided by Support Desk Support team has not resolved the issue or
End User is not ready to accept the resolution provided, End User need to click on “No”
button.

Upon clicking on “No” button, dialogue box as shown above will appear to enter
remarks and attach any one supporting file (if required —this is optional - if attached,
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file should be in valid format with file size less than 500 KB) with two buttons “Submit”
and “Cancel”.

Clicking on “Cancel” will close the dialogue box and redirect to the result of Tickets
Raised (EU) page.

Closure Confirmation °

Cret Numbes

TIC4197673
a5t Comment

Sic, Please share relevant reports

Remarks

I::> (Issue Not Resolved. The report is enciosed.

Select a file (Optional)

43/ 1000 |

Choose file  Ticke: Screenshot jpg

File sedected: Ticket Screenshot. jpg

Enter suitable remarks and attach file (if required) and click on “Submit” button.

X

o Ticket event recorded successfully

After clicking on “Submit” button, a flash pop-up message as displayed above will
appear and the ticket gets re-routed to the Support Desk support user who provided the
resolution remarks.

Closure confirmation not updated within 48 hours of providing resolution

;@f Note : - If closure confirmation is not updated, ticket gets auto closed after 48 hours of
providing resolution remarks.

9.1.3.2  Submit Additional Information sought by Support Desk Support user
Support Desk Support user may seek clarification / additional information for better

clarity of the issue description. In such case, End User need to furnish the additional
information sought within 7 days. Else, the ticket will be closed automatically.
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RESOLUTION FOR DUTWARD TICKETS
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In “Ticket Raised”, search and locate Ticket ID for which ‘Clarification required for End
User’ remarks available under the column header ‘Current Event’ and click on the

|:> Routing Details
Froes laer  Trom D To S To Irfics Twwn: Descrgzen Anzhoer benarn Crwaced Qate
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Fre U 5P Leleppan  bupport L | L ] CrT e ITIag & e, WAt i W I IRng ALy e T A L

After clicking on the desired ticket ID, page showing the ticket details will be shown.

Under ‘Routing Details’ section, End User will find “Submit Additional Information”
button. Click on this button.

Note: User can Withdraw the ticket if the resolution provided by Support Desk Support
User satisfies the user and the issue stands resolved.
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U 1008,

After clicking on “Submit Additional Information” button, a dialogue box as shown
above will appear.

=
— e

Enter additional information sought by the Support Desk Support user in ‘Remarks’
field. If required attach file (this is optional). If file attached, End User to ensure that,
only one file of valid format with file size less than 500 KB is attached. Click on
“Submit” button. Clicking on “Cancel” button will re-direct to Ticket Raised page.

X

o Ticket event recorded successfully

After clicking on “Submit” button, a flash pop-up message as shown above will appear
and the ticket will be re-routed to the Support Desk Support user who sought Additional
Information.
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9.1.4 Report & Analytics (End User)

' " Department of Fosts e W A
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SUPPORT DESK MANAGEMENT
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Reports & Analytics{End User)

Bt 8 beana

Click on “Reports & Analytics (End User)” sub card available under “Support Desk”
card.

Reports °

- 0
a Metaied Bey . Preay [ wradind
Foypart
’ 0 T ﬁ

After clicking on “Reports & Analytics(End User)” sub card, following 3 (three) options
will be available in side panel for selection.

= Ticket Search

= Qutward Consolidated Report
= Detailed Report
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9.1.4.1 Ticket Search

Reports o

D (-

Click on “Ticket Search” option under “Reports & Analytics” sub card.

S
Home  Acowes  Seg Wersgervew  Bard Mook Bertooe end Lited Meget.  Boorg Sehen Oty v

T

Department of Posts " e A
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e

SUPPORT DESK MANAGEMENT

Track Your Ticket

= m@

After clicking on “Ticket Search” option, page as shown above will appear with option to
enter Ticket ID in ‘Ticket ID’ field. Prefix for the ticket ID “TIC” will be auto-filled. Enter
the seven digits of the ticket ID as generated at the time of raising ticket and click on
“Search” button.
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SUPPORT DESK MANAGEMENT

Track Your Ticket
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,@ Note : - Correct ticket ID needs to be entered to search and fetch details of ticket.

After entering valid ticket ID and clicked on “Search” button, ‘Ticket Details’, ‘Uploaded
Documents’ (if any) and ‘Routing Details’ will be displayed as shown below.
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Track Your Ticket
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User can track other tickets using button “Track Another Ticket” provided on the Right
Hand top corner.
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9.1.4.2 Outward Consolidated Report

Reports o

Click on “Outward Consolidated Report” option under “Reports & Analytics” sub card.

Department of Posts “ e A
\irtury of Comearezason. Goverrmann of indu [ Sevne st |

Morw  Accoumiy  Geg Manegerrers  Dask Nestule  Barcoce end Lt Mngevt. Dosharg Soluien  Cuhers v

TICKET OUTWARD CONSOLIDATED REPORT

Ticket Dutward Consolidated Report (31 days)

Office Sedecrion
Ohovse & Orrle v Choms 4 Peger v Chenre & chmien “ Croone an ofixs
Time Per

Under Outward Consolidated Report, user can see the ticket outward consolidated
report. In the screen, user has to select the Office under Office Selection Head viz.,
Circle Name, Region Name, Division name and Office name and Time period viz., From

Date and To date. After providing the details, user has to click on Fetch Button to get the
consolidated report.
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TICKET OUTWARD CONSOLIDATED REPOR1T
Ticket Outward Consolidated Report {31 days)

Office Selection
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A sample Outward Consolidated Report is as shown above and the report includes the
details of Circle Office, Opening Balance, New Tickets, Closed Tickets, Pending at
Division, Pending at Circle, Pending at End User, Pending at L1, L2 and L3.

9.1.4.3 Detailed Report

Click on “Detailed Report” option under “Reports & Analytics” sub card.

Reports °

- Dusware wlawt
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U Tt ey
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After clicking on “Detailed Report” option, detailed report page as shown above will
appear.

Here, to illustrate, Report of Mysuru HO has been generated.

Favourites (CisFy
& regin

Peratainn

Tichet raized for OMice Select Caregory Select Modute Selact Sub Module

Mpuru o - Chooss an option v Chooss 40 opition v Choome sn opton v
Sesacr LaType* Select Srans From dare” Te dame*

Outward Tickets - Choose an option v O1-02.2025 (=] 26-02.2025 (=]

Q e g

Thare are D0 recons Lo display

User can apply various filters for the required report depending on category, module
and sub module, status. Select Outward Tickets in ‘Select List Type’ field . Select
From date and To Date. Click on “Fetch” button. Selection of list type and date range is
mandatory.

&S Note : - Selected date range should not exceed 30 days.
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A sample Detailed report for illustration is extracted from Mysuru Head Post Office. The
screenshot is attached below.
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1) Maximum 10 rows per page will be displayed by default. User can navigate
between pages by clicking on |<, <, >, >| icons available in bottom right corner of

page.

2) Provision to download the entire data in Excel format is also available by clicking
on “Download Excel” button. File in Excel format will be downloaded as per the
web browser settings
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Provision of searcher is available. Inthe searcher field, key characters may be entered.
Then as per the key characters entered, data will be filtered and displayed.
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9.2 Flow Chart

Navigate pages OR Search

(Locate & Click 'Support Desk' Card]

Support Desk Management
(4 Sub Cards)

Tickets Raised (EU) Reports & Analytics (End User]'j

(C]ick 'FAQs & Documented Soluﬁans'j (Click 'Raise Ticket'j

[H&Qs & Documented Solutions

Fill Ticket Form
(Category, Module, Subject, Description)

(Tahs: FAQ | Guides | Ruljngsj

Optional: Attach File = S00KB
(1 File: PDF/JPEG/DOC/XLS)

(Xﬁew; Download Dccumentsj

El:]ick 'Raise Ticket' — Ticket ID Genemtedj

(End User advised to check documents before raising ﬁcket) (Ti cket Routed to Concerned Support Deskj
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G]ick 'Tickets Raised [EU])

Ticket List
(Filter/Search/Excel Download)

(’I‘icket Details + Docs + Routing)

Closure Confirmation?
Yes — Closed
MNo — Re-route
48h Auto-close

(Suhmit Additional Info (7 days ])

:0‘:’]??“
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10. Introduction to ESS Mobile Application

The Employee Self-Service (ESS) Mobile Application is designed to empower employees
by providing easy access to various HR-related services. This user-friendly app allows
employees to manage their personal information, apply for leave, access pay slips,
submit reimbursement claims, and handle other tasks seamlessly from their mobile
devices. With the ESS Mobile App, employees can perform multiple functions,
including:

e Applying for and managing leave requests.

e Submitting and tracking reimbursement claims.

e Accessing payslips and financial statements.

e Managing General Provident Fund (GPF) transactions.
e Submitting IT declarations and other official requests.

10.1 User Login ESS 20
User can login to ESS Mobile App by clicking on ESS App
Installed on Mobile Device.

On clicking ESS_ 2.0 icon App will open with options to
e ler sien login

Inelin Post

Welcome Back User! 'i,?

Enter Your Detalls to Logln
User ID*

Enter “User ID” (Employee ID) and “Password” then click
on “Login” Button.

Passward*

o

ﬂ Fargot Password?

L]

Developed and Pownred By
R EXCHELLENCE IN POSTAL TECHNOLOGY
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On clicking Login button, Employee Login Successful and home page will open as
shown,

A

) S

-
- Welcome Back! MANJUNAT
Date 10082025 17902

More options is Provided to Access
more Options available.

v

Notification Button is provided to Access
notifications.

Welcome message with User name along with Date and Time is Available on top of the
screen.

2 = o |

-
Welcome Back! MANJUNATHA BM

Some options are provided on the Home screen for quick access to user, such as Apply
= . Leave, Cancel leave, Closed Holidays, Restricted

) R h‘- | SH“ophdays, Payment Request, GPF Advance and Pay

Hotidayr
o Mo =
"[6 © raye

S

&2 T S, Mestsicted
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- Click on Three line available on top left
- Welcome Back! MANJUNATHA B.M. —
- Ba10:10-09-2025 1902 — corner of the screen to open more
options.
& | ean €a) e
o =
=
. MAN)UN'A?NA I M
- e e
{far Home
B2 wms Upon clicking Icon More options will open with pop up
M Employee Payments screen from left side of the screen.
&y GPF
Screen Contains Options such as -
= PaySlip
= Home
{51 Charge Report = |LMS
0* Lagout = Employee Payments
= GPF
= PaySlip
= Charge Report
= L[ogout
Click On “LMS” option.
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MANJUNATHA 8.0\

. Suur i 10040772
Designecon - Poated Assmtan)
€« LMS
Apply Leave

Closed Holldays
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report

Charge Report

Leave Curtail

10.2.1 Apply Leave

. MANJUNATHA B M

MR S v i
€« LMS
Apply Leave
Closed Holidays
Restricted Holidays
Cancel Pending Leave
Cancel Appraved Leave
View Leave Report
Charge Report

Leave Curtail

R A, g mnslig

Upon clicking the “LMS” option, LMS Screen will open
with 5 options such as-

Apply Leave

Closed Holidays
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report
Charge Report

Leave Curtail

vy ¥y v vy

Apply leave option provides option for applying of
different kinds of leaves such as — Earned Leave(E L),
Restricted Holiday (R H), Casual Leave (C L), Half-Pay
Leave (HPL), Commuted Leave-HPL, Paternity Leave,
EXOL-with MC, Leave not Due, Unavailed Joining time,
Special CL-Working Days, PL-Child Adoption, Special CL-
Calendar Days, EXOL-Without MC, EL With MC, Training,
Tour, Casual Leave(Half Day CL F/N), Casual Leave(Half
Day CL A/N), Station Leave, and Compensator Off.

Click on “Apply Leave” option.
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Apply Leave

On clicking Apply Leave option, “Apply Leave”
screen will open.

Earned Leave
Restricted Holiday (RH) Screen shows the Leaves at credit of the employee.

Casual Leave (CL)

Select Leave type, Enter From date, enter To date,

Half-Pay leave (HPL)

Commuted Leave - HPL Enter Prefix date, Suffix Date (if any), Intermediate
Paternity Leave .
PO With MC HOlIdayS.
s o
ona H

2 = o

Apply Leave

(]
| Number of Days will be auto calculated based on

e o Gy Selected Leave from and to Dates.

Enter Reason for Leave (Mandatory), Check
“Permission required leaving Headquarters” option
if necessary.

Enter Mobile number (Mandatory), Enter Leave
seobmeallos et o s Station (Mandatory) and Leave Address.

For Medical leave, option is provided to upload
Medical certificate.

After Filling all necessary details click on “Submit”

button.

muechical curttlicate rogquared

BRI
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On clicking Submit button, “Leave Applied
(«} Successfully” message will appear as shown.
In the same way as explained above, other kinds

Leave App!
Vol of Leave can be applied.

ppalind Succusalulty

10.2.2 Closed Holidays
Option is provided for the user to access the list of “Closed Holidays” during current

calendar year.
- MANIUNATHA BN,
- “-:" - Asaissant

Apply Leave

Closed Holldays
Restricted Holidays
R arilioa e Click on “Closed Holidays” option.
Cancel Approved Leave
View Leave Repaort

Charge Report

Leave Curtall
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List of Closed Holldays
Slno Date dencription
' 26-01-2025 REPURLIC DAY
2 31.03.2025 IoUL FITR
3 10.04.2025 MAHAVIR JAYANTIL
- 18.04.2025 GOOD FRIDAY
5 12-05-2025 HUDDHA PURNIMA
o 07-06-202% 10UL ZUNA
v 06-07-202% MUMHARRAM
L] 15-08-2025 INDEPENDENCE DAY
\
o 05-09-2035 PROPHET MOMAMMADS
BIRTHDAY {(ID-E-MILAD)
10 02.10-2025 MAMATMA GANDHIES
BIRTHDAY
B
R co-

10.2.3 Restricted Holidays
Option is provided for the user to access the list of “Restricted Holidays” during
current calendar year.

MANJUNATHA B A
. Vsarie 100ADTT 2

S Orreneten - Veatal As

Officw - Kivbar 4.0
€« LMS

Apply Leave

Closed Holiday=s
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report

Charge Report

Leave Curtall

amtain

Operational Guide - Employee Self Service Portal [For End Users]

Terlis Tret
145 e

On Clicking Closed Holiday list option, List of

“Closed Holidays” will be displayed.

Click on “Restricted Holidays” option.
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= ==
List of Restricted Holidays
St.no Date description
1 01-01-2025 NEW YEAR'S DAY
2 06-01-2025% GURU GOBIND SINGH'S
BIRTHDAY
3 02-02-2025 BASANT PANCHAMI 7 SRI
PANCHAMI
a 12-02.2025 GURU RAVI DAS'S
BIRTHDAY
5 19-02-2025 SHIVA JAYANTI]
6 23.02.2025 BIRTHDAY OF SWAMI
DAYANANDA SARASWATI
7 13-03-2025 HOLIKA DAHAN
k] 14.03-2025% DOLYATRA
‘
9 28-03-2025 JAMAT-UL-VIDA
10 30.03.2025 CHAITRA SUKLADI 7 GUDI

PADAWA / UGADI / CHETI

=R

10.2.4 Cancel Pending Leave
Cancel Pending Leave option provided for cancellation of Pending leave requests

before Approval.

Usseid 10040772

Dwugnasne
DM waTar P

< LMS

Apply Leave

Closed Holidays

Restricted Holldays

Cancel Pending Leave

Cancel Approved Leave

View Leave Report

Charge Report

Leave Curtall

T

. MANJUNATHA B.M

POSLAL AssMERITE

w1 3 )

FU 2yl 1[1
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On Clicking Restricted Holidays option, the
list of Restricted Holidays during current
calendar year will be displayed as shown.

Click on “Cancel Pending Leave” option.
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Cancel Leave Before Approval

22-09.2025 M 27.09-2025 M

Leave Type  From Date To Date Actions

Earned Leave  22.08.2025 23092025 €@

x
Leave Information

Leave Requestld: 10
Leave Type: Earned Leave
From Date: 22-09.2025
To Date: 23-09-2025

No of Days: 2

| Close

<

Cancel Leave

w1 3 )

FU 2yl 1[1

Terlis Tret
145 e

On clicking “Cancel Pending Leave” option, “Cancel
Leave before Approval” screen will open.

Enter “From” date and “To” date to fetch the leave
requests.

On selection of from and to dates pending leave requests
will be fetched as shown.

Click on “Red Into mark” under “Action” button.

On Clicking into Mark, leave information screen will open,
with leave request details, click on “Cancel Leave” button
to cancel leave.

On clicking Cancel Leave button leave request will be
cancelled and a success message will as “Leave
Cancelled Successfully”.

INDIA POST -APT Page 247 of 287




Operational Guide - Employee Self Service Portal [For End Users]

10.2.5 Cancel Approved Leave

This option is used to cancel the approved leaves.

MANJUNATHA B
= Uneviv+ 1SOMITTS

Apply Leave
Closed Holldays
PRI Click on “Cancel Approved Leave” Option
Cancel Pending Leave
Cancel Approved Leave
View Leave Report

Charge Report

Leave Curtail

T TR T T,

L &

Cancel Leave After Approval

Fepm Dge

10-09-2025 13-09-2025 On Clicking Cancel Approved Leave, “Cancel Leave
after Approval screen will be opened. On Selection
of from Date and to date, the approved leaves will be
displayed. Click on “Red into Mark” provided under
pplicationl Actions, to cancel the

No, Of Days LeaveReqDate Actions
o leave after Approval.

" 10 10092005 @
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X

Leave Information

Leave Requestid: 11
Leave Type: Earned Leave
From Date: 11.09.2025
To Date: 11-09-2025

No of Days: 1.0

Close

&

Cancel Leave

Tenlis Trest
145 N A

On Clicking Red Into Mark, Leave Information
Screen will be opened. Click on Cancel Leave

button.

On Clicking Cancel Leave button, “Leave

Cancelled Successfully”
displayed.

Message will be
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10.2.6 View Leave Report
This option is used to view the Leave Report.

-

- MANJUNATHA B.M

R 1OOADY 72

> ODwsignatiorn « Mastal Assaatant

OFficw - Katay H.0
< LMsS

Apply Leave

Closed Holldays Click on “View Leave Report” option.
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report
Charge Report

Leave Curtail

/A Aghommsiig

- |
= £ = o
Leave Report
01-03-2025 M 01-03-2025 [ On clicking “View

Leave Report”
option “Leave

FromDate ToDate l.eaveAp:lluuonl LeaveType NoOfDays LeaveReqDate Approvestatus p ’ .
Report” screen will

I-Pay leaw

13.03-2025 13.03.2025 2027 S (H“'}"Lfa ¢ 1 13.03-202% Pending open.

09.04-2025 10-04-2025 2026 S (i"‘:‘.'f"“ 2 13.03.202% Pending Select “From” and
“To” dates, on

23.04.2025 23.04.202% 2025 Casual Leave (CL) 1 13.03.202% Pending )
selection of from and

20032025 20-03.202% 2024 Casual Leave (CL) 1 13.03.202% Panding to dates list of leaves
will appear as

16.07.202% 15.07.2025 2023 Hale :fg:;""’"" 1 13.03.202% Pending shown.

024072025 02.07.2025 2020 Casual Leave (CL) 1 13.03.202% Pending
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10.2.7 Charge Report

In this option, Relinquish/Assume Charge report can be initiated for approved leaves.

10.2.7.1 Relinquish Report

This charge reportis initiated when the official is proceeding on Leave.

-

- MANJUNATHA B.M.

Userta 1004072

- Dwsignation Foutael Axsmntant

Office Holar O

e Click on “Charge Report” option.
Apply Leave

Closed Holidays
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave

View Leave Report

Charge Report

Leave Curtall

i
{32
[
©

On Clicking Charge report, Charge report screen
Charge Report will be opened. Select Relinquish Report.

@ Relinquish Report (O Assume Report
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- G

Relinquish Report On selecting Relinquish Report, approved
leaves will be displayed for which Relinquish
jLeaveApplIcationI Charge report can be initiated. Click on Icon
d Enpiayes tiame | L Actions available under heading Actions to initiate
Relinquish Charge report.
MANJUNATHA 3
12 BM Ea ¥

Select the Date and Session
(Forenoon/Afternoon) and click on Generate
> button.

Select Details

S Tiate s

‘ 1-9.2025

‘ ForeNoon
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st =rE 3fanT (Department of Posts, India)

T W et T i o SN et she eFe o On Clicking Generate Button, Relinquish
TH1T= (Charge Report and Receipt for cash and stamps X .

o (remesec of chusgre) Charge Report will be opened in PDF

vt O i, TR RATI A B 1 o e o Kotar . On Format.

the (date): 01-00-2025, Seamon: ForafNoon

N mconadanon with Leswes Mommat Moo 2218 sgaiond on Datod
000 2025 Earnad Lavwrve Mir X 0O Days froen OF OO0 200
OX-08- 2025

Ralleved Officar Raolieving Officer

© it T (e Serercen O Hen Aabe OF e Newern BOORE (NChRng SICCK Dok
B SeETITE | AN BCCOWTIE Of e T Nve Dasr CHackod #oc Ound Comess
e e e e
Prbareral CfFicms monl § imaanid $100 iagm e bably Aot P Sirsem

Arnins & Sl Detass Hupmes aiea
Comr o "
B ] o 0
Relleved Otficar Ralisving Officar

10.2.7.2 Assume Report
This Charge report is initiated by the official when resuming back to the job.

=
@ S osana -
— ?.::.;:“‘"Lu,:;‘, .l:c::!‘l Axuintany
€« Lms Click on Charge Report option.

Apply Leave

Closed Holidays
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report
Charge Report

Leave Curtail
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1
GE

] o

Charge Report Select Assume Report

O Relinquish Report @ Assume Report

I o

Assume Report

On selecting Assume Report, approved

LeaveApplicationI \ . .
sk P: aHOM Employee Name  LActions leaves will be displayed for which Assume

Charge report can be initiated. Click on

& Icon available under heading Actions to

MANJUNATHA E ¥
B.M.

initiate Assume Charge report.

Select the date on which charge is
assumed and select the session

> (Forenoon/Afternoon) and then click on
Select Details Generate button.

ool b

3-9-2025

AfterNoon

Generate
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wrodta wrw =T (Dep. of P , India)

Wit wreel) e srreer dRTge sire sy site afine) o
{Charge Report and Recelpt for cash and stamps

on transfor of charge) On Clicking Generate Button, Assume
ot v ihe charge of e cfice ol wa made oves by BhvSne Charge Report will be opened in PDF
01092025, Soswon . Al

i mciontmnom with Kmeve Plspimet Hurabvor: S5 apgsind 61 Dittact Format.

O1-09-2026 Earned Laave for 30 Days from 01082025 o

O 00 2026

Rebeved Officer Rulleving Officer

o L T L P
WIS TRINARTR | A0 TS oF Phe oM Ravw Basen cRsscher] et boret coereey

* Cartfved et tre Bamnces ux detebod belmw marn handos s tn me by the
Flarsevad Offoer wnd § BOCREE T MRcONSIITTY for e sene

Amount & Seemp Dotes Bupsas Paine
Caals o o
L Srarray (e L o
Rolieved Officar Mutieving Officer

10.2.8 Leave Curtail

Official can use this option to curtail the leave, which he/she has not availed.

MANJUNATHA B.M
- Useris 10040772
— Duesignation Postal Assistant
Cffice « Kolar WO
L LMS

Click on Leave Curtail Option
Apply Leave

Closed Holidays
Restricted Holidays
Cancel Pending Leave
Cancel Approved Leave
View Leave Report

Charge Report

Leave Curtail
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I
c&

] (&)
Leave Curtail

‘ - On Clicking Leave Curtail, Leave Curtail
01-09-2025 30-09-2025 screen will be opened.

Select From date and To date. On selection

LeaveType FromDate Topate -°2¥¢ | of the dates, Leave entries will be displayed.

Earned Leave 01-09-2025 03-09-2025

® = 8}

Leave Curtail

Scroll right, and click on Curtail Button.
01-09-2025 30-09-2025

& No. Of Days LeaveRegDate Actions

Lurtal

> On clicking Curtail button, Leave
BN Torere s information screen will be opened. Select

Leave Requesticd: 12

Leave Type: Earned Leave Curtail From Date and Curtail To Date and
From Date: O1.09.202%

To Date: 03-09-2025 i i
ollpeidhimanin click on Curtail Button.

03.09.2025

On Click of Submit button, “Leave Curtail
Request Submitted Successfully”

03-092-302%

Message will be displayed.
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10.3 Employee Payments

Employee option enables user to Apply for various Claims and Advances such as, TA
Tour, Medical Bill, CEA, Transfer TA, PC Advance, HBA Principal etc....

—

MANJUNATHA B M
‘ Userid - 10040772
- Designation - Postal Assistant (LSG)

Office - Kolar H.O

far Home Click on “Employee Payments” option
available under Home Menu.

8 Lms

Employee Payments

&5 GPF

=l pay Slip

T

Charge Report

0+ Logout
|

MANJUNATHA B M
. Userld 10040772
- Designation - Postal Assistant (LSG)

SRR | oMt On Clicking “Employee Payments?”,

following options will appear under

€& Reimbursements Reimbursements.

Payment Request Payment Request

Advance Request
Advance Request Cancel Request
IT Declaration

EL Encashment

vy u¥v ¥

Cancel Request

IT Declaration

EL Encashment
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10.3.1 Payment Request
Payment Reimbursements option enables the user to apply for claims such as-

= | e o
= Reimbursements
TA Tour
| y Medical Bill
l:e::;:. aill Transfer TA

Transfer TA

In Service Training-DTE-Reimb

Children Education Allowance
Operational Training-DTE-Reimb

Training Prog-GrpA&B Officers-DTE-Reimb

In Service Training- OTE- Reimb
Children Education Allowance
Operational Training-DTE - Reimb

Trainioee Prooa-Curn AL afficsrs DTE Reimis

[ e A

e

10.3.1.1 TATour
In this option employee can submit the Tour TA reimbursement request.

¥ == o

Reimbursements

I e Select Type of Reimbursement as “TA Tour”,
W raTour - Enter the tour destination, Enter Tour start date
s and End Date.

GPO Bengaluru

08:09.2025 10.09.2025 (™ Click on small down Arrow icon Y7 provided
against “Details of Journey(s)”

Detalls of journey(s) : -

Detalls of Stay(s) -~
HMatwl Charges*
Total Day Allowance™
Employees Remarss

>
l Select Advance l .
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= ™ &
Reimbursements
Details of journey(s) o,
I. On-09-202% ™ 06:00 ©
Kolar Enter Details of journey performed
08-09-2025 [ | 09:00 ©
T After entering the journey details, click on Add
GPO Bengaluru bUttOl’l.
Road -
a0
200
L Moo e
{ Select Advance l ‘
= X m 2
= @
Reimbursements

Enter the details of Stay done during the tour

and click on Add button.

kil s et ot From Place After entering the Stay details, click on Add
2025-09-08 06:00 Kolar button.
200.00
1 Detalls of Stay(s) -
Hote! CHhalgus*
Yoral Daily Allowance*

>

t r,t.le( ( A"v"')‘ = | m
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Reimbursements

Acich

Stay From Stay THl Hotel N

2025%-0%9-0n 2025%-0%9-10 HMatel &

1000.00
800
Kindly re emburse the bill as carly

2000.00

&

Success
Litprent Sont Soeeee

Terlis Tret
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Enter the daily allowance and Employee Remarks.

If any advance taken, select the advance by
clicking on Select Advance button.

After entering all the information, click on Submit
button.

On click of submit button, “Claim Request Sent
Successfully” message will be displayed.

The request will be further processed by claim
Approving/granting authority.
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This enables the user to apply for Medical Bill claim.

Reimbursements
I Medical Bill -
Apolo Hospital

01-09-2025 mM O06-09-2025 [ |
Oetaiin of Mudical -

Piotat Ad g

SRISSEASVER L. ] “

| i o

Reimbursements

I. Apolo Hospital

Thttrrmred Bivit [ane

01-09-2025 O 06-09-2025 [
Detols of Medical -

Purpose

Purpose Amount

severe backpain 6%000

65000.00
L

Select Type of Reimbursement as “Medical
Bill”, enter the Hospital name, Treatment
start date and treatment end date.

Click on small down Arrow icon/ provided
against “Details of Medical”

Enter the purpose of medical claim, enter
the amount and then click on Add button.

If any advance taken, select the same by
clicking on “Select Advance” button.

After entering all the details, click on
Submit button.
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On Click of submit button, success

message  “Claim Request  Sent
Successfully” Message will be
displayed.

The request will be further processed by
claim Approving/granting authority.

Transfer TA option enables the user to apply for Travelling Allowance on Transfer.

- —
Reimbursements
Leinct Type uf N>
II Transfer TA -
Mulabagilu
X s s ey Eng Dare*
24-09-2025 M 24-09-2025 M
Detalls of journey(s) :- -
Ermployee Remark*
Travel Charges*
.
C1G Amount*
Parsonal Effect Amount*

Select Type of Reimbursement as
“Transfer TA”, Enter Transfer destination,
Select Journey Start Date and Journey

End date.

Click on small down Arrow icon Y

provided against “Details of Journey(s)”
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o —_—
Reimbursements
I. Detalls of jJourney(s) : -
24-09-2025 s 09:00 D
Kolar
243.09-202% 10:00 (&S]
Mulabagilu
Road -
o
40
90
-

From Date

2025-09-24

|

Reimbursements

From Time From Place

09:00 Kolar

Please grant transfer TA
90.00
44000

5000

49090.00

q“'r(( A('V“r‘( S l m

S o
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Enter details of journey performed viz
from date & time, from place, to date &
time, to place, Mode, distance, fare
paid and then click on Add button

Enter Employee Remarks, Travel
charges, CTG amount (Composite
Transfer grant), Personal effect
amount. Total amount will be

displayed in Amount column.

If any advance taken, then select the
same by clicking on Select Advance
button.

After entering all the details, click on
Submit button.

N

o
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On clicking submit button, success
message “Claim Request Sent
successfully” will be displayed.

The claim request will be further processed
by approving/granting authority.
Success

Claim Request Sent Successfully

10.3.1.4 In Service Training-DTE-Reimb
This option enables the user to apply for any in service training reimbursement.

= 2 . &
= 2
Reimbursements
Select type of Reimbursement as “In
Il In Service Training- DTE- Reimb - service Training-DTE-Reimb”

Srivicianger , enter tour destination, Select Tour
BPONaamI start date and tour end date

n

15.09.2025 M 17-09.2025 M
Click on small down Arrow icon Y
Easca st ek ¥ provided against  “Details  of
Journey(s)”
Detalls of Stay(s) : -

Hotel Charges*
Toral Dally Allowance*

Employee Rermark®

>
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= i
Reimbursements
I. r‘n—v..m-, of journey(s) N . v\
15-09-2025 [0 06:00 () Enter details of journey performed viz, From
date & time, from place, To date & time, To
Kolar
‘ place, distance in KM, fare paid.
15.09.202% s | 09:00 (@)

After entering details of journey, click on Add
button.

GPO Bengaluru

Road -

zo00|

izt A('v.‘|.(“ I n

= g = o
-
Reimbursements
|
Enter the details of stay viz Stay from, stay to,
F D. F Ti F Pl
SR il el hotel name, Rate per day.
2025-0915 06:00 Kalar
7 After entering details of stay, click on Add
200.00
button.
Detalls of Stay(s) -
15-09-2025 ™,
17-09-2025 i |
Hotel Parvathi
1000
>
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= Z | iw &
Reimbursements
| Enter total daily allowance and employee
remarks.
Total amount will be calculated based on
Stay From Stay Tilh Hotel N
Hotel charges and daily allowance.
20250915 20250917 Horel P,
e If advance taken, the select the same by
aan clicking on Select Advance button.
b coptenaive it cbek i imelin o After entering all details, click on Submit
2000.00 button.
>

On clicking submit button, a success
message “Claim Request Sent
/ successfully” message will be displayed.

The claim request will be further processed
Success by approving/granting authority.

Claim Request Sent Successfully
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10.3.1.5 Children Education Allowance
This option enables the user to apply for CEA.

¥ im &

Reimbursements

Select type of reimbursement as “Children
Ir iy RSB AW - Education Allowance”, Select whether
Spouse is employed dropdown as “Yes/No”

TARASYS 6t Select the child name from the dropdown
Click on small down Arrow icon X/ provided

against “Child Details”

[

g -

= Y o= &
Relmbursements
| By . | Select Date of birth of the child, enter the
AT standard studying, Institution name and claim
amount.
01-09.2014 m

After entering all details, click on Add button.

Rotary Public schoal

40000

© "Select Advance ]
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-
Reimbursements
I
After entering all details, click on Submit
i button.
Child Name Date of Birth Stand,
TAPALVI 01-09-2014 -
AQ000.00
please sanction the CEA
id
-
(e | (T
On Click of submit button, a success
« message “Claim Request sent successfully”

message will be displayed.

Success The claim request will be further processed
Claim Request Sent Successfully by approving/granting authority.

10.3.1.6 Operational Training-DTE-Reimb
Please refer Para no. 4.1.3 and follow same procedure.

10.3.1.7 Training Prog-Grp A&B Officers DTE Reimb
Please refer Para no. 4.1.3 and follow same procedure.
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10.3.2 Advance Request
Advance reimbursements option provides for applying advance such as-

2| m

Advance

Medical Advance

TA Tour Advance

TA Transfer Advance

PC Advance

HBA Principal

In Service Training- DTE- Advance

Qperational Trainino. DTE- Advance

&

10.3.2.1

Medical Advance

vy ¥y ¥y v

oL ¥

e

Tepdin Tret
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Medical Advance

TA Tour Advance

Transfer TA Advance

PC Advance

HBA Advance

In Service Training-DTE-Advance
Operational Training-DTE-Reimb

Training Prog-GrpA&B Officers-DTE-Reimb

This provides the user for applying Medical advance.

¥ s

Advance

Medical Advance
Apolla Hosplital
29.09-2025%
30.09.2025
60000

Treatment for h.’u.k;uunl

‘.

o

Upload File

Select Type of advance as “Medical
Advance”, Enter Hospital name, Enter
Treatment start date and Treatment end,
enter Amount and then enter Employee
remarks.

If any supporting document needs to be
uploaded then same can be uploaded in
PDF format using Upload File option.

After entering all details, click on “Submit”
button.
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On clicking submit button, a success
message “Advance Request Sent
Successfully” will be displayed.

&

Succeoss
Uest St St

Further the advance request will be
processed by approving/granting
authority.

10.3.2.2 TATour Advance
This provides the user for applying Travelling Allowance on tour Advance.

= - o
.
Advance
Select Type of advance as “TA Tour
- TA Tour Advance e

Advance”, enter Tour destination, Enter
Tour start date and Tour end date, enter
S Daily Allowance, Enter Travelling
S o charges, enter Hotel charges and enter

GPO Bengalury

Employee Remarks.

10.10.202% s

5000

please sanction theoe :»clv.:nncol

L o |
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= e = &
Advance .
If any supporting document needs to be
| R o 1 uploaded then same can be uploaded
s = using Upload File option.
T Total Amount will be calculated based on
Gohr data entered.
S After entering all details click on “Submit”
please sancrtion the nrjv.\n(nl button,
Uiplosd PO Upicad Flle
=
- T

On clicking Submit button, request will be
submitted and a Success message will
appear as “Advance request sent
successfully”.

&

Success

Further the advance request will be
processed by approving/granting authority.
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This provides the user for applying Travelling Allowance Transfer advance.

Please sanction Advance

Uplaad POF
Estimated Expenses

44000
5000
1500|

50500.00

‘

- o
Advance
I' TA Transfer Advance -
Mulabaglilu
29-09-2025 m
29.09-2025 m
Please sanction Advance
LA et L Upload Flle
Estimated Expense
cr A
>~
-m
= e == o
- 4
Advance
29.09-2025% o |

Ugpioad Flle

Select advance type as “TA Transfer
Advance”, enter Transfer destination,
Enter journey start date and journey end
date and enter Employee remarks.

If any supporting document needs to be
uploaded then same can be uploaded
in PDF format using Upload File option.

Enter estimated expenses details such as
CTG (Composite Transfer Grant) amount,
Personal effect amount and Travel
charges. Total amount will be auto
calculated.

After entering all details, click on Submit
button.
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On clicking submit button, a success message
“Advance Request Sent Successfully” will be
displayed.

&

il e s Further the advance request will be processed by
approving/granting authority.

10.3.2.4 PC Advance
This provides the user for applying Personal computer advance.

¥ o= Fa

Advance

Select Advance type as “PC Advance”, Enter

. PC Advance -
Amount, Enter Date, Enter Instalment count

SHA00 and then enter Remarks.

30-09-2025 (o |

If any supporting document needs to be
uploaded then same can be uploaded in PDF

50

please sanction PC advance| format using Upload File option.
LMORa POF Upload File

After entering all the data click on “Submit”
button.
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On clicking Submit button, request will be
submitted and a Success message will
appear as “Advance request sent
successfully”.

Further the advance request will be
processed by approving/granting authority.

10.3.2.5 HBA Principal
This provided the user for applying for House Building Allowance advance.

= | e o

Advance

Select type of advance as “HBA
B HBAPrincipal - Principal”, enter Amount, enter Date,
enter Instalment count and enter

500000
= Employee remarks.

»»»»»»

30.09.2025 m

If any supporting document needs to

60 be uploaded then same can be
IO uploaded in PDF format using Upload

Please sanction HBA| File option.

Upload POF Ugpload Flle

After entering all the data click on
“Submit” button.

’

INDIA POST -APT Page 274 of 287




w1 3 )

mnmﬂl

Operational Guide - Employee Self Service Portal [For End Users]

Terlis Tret
145 e

On clicking Submit button, request will be
submitted and a Success message will
appear as “Advance request sent

(«, successfully”.

Success
RN uEat Sury

Further the advance request will be
processed by approving/granting
authority.

10.3.2.6 In Service Training-DTE-Advance
This provides the user for applying for any in service training advance.

= e o
= —
Advance
. In Service Training- DTE. Advance - SeleCt type Of advance as “In SerVice

Training-DTE-Advance”, enter tour
T destination, tour start date, tour end
25-09-2025 (o date, daily allowance, travel charges,

Hotel charges and enter employee
27.09-2025 m

GPO Bengaluru

remarks.

800
S00
3000

please sanction advance amount for trainin

- EEET
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Advance

g [ = | If any supporting document needs to be
uploaded then same can be uploaded in
PDF format using Upload File option.

800

After entering all details, click on submit

500
button.

3000

please sancrtion advance amaount for tralnis

4300.00

- Submit

On click of submit button, a success
message “Advance Request Sent
Successfully” will be displayed.

&

Success

Further the advance request will be
processed by approving/granting authority.
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10.3.2.7 Operational Training-DTE-Adavance
Please refer Para no. 4.2.6 and follow same procedure.

10.3.2.8 Training Prog-Grp A&B Officers DTE-Adv
Please refer Para no. 4.2.6 and follow same procedure.

10.3.3 Cancel Request
Option provides for cancellation of claim requests raised by users, before approval.

|

MANJUNATHA B M
‘ Userld - 10030772

- Designation - Postal Assistant (L5G)
Office - Kolar HO

Click on Cancel request option available

& Reimbursements
under Reimbursement option

Payment Request
Advance Request
Cancel Request
IT Declaration

EL Encashment
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= ® o
i Cancel Reimbursements
l Q, Search
Select Type R;
PC Advance Li
[ In Service Training- DTE- Advance T.‘
[ | TA Tour Advance Tf“
=) HBA Principal LH
[ | TA Transfer Advance kr
D Transfer TA T4
0 | In Service Training- DTE- Reimb T
A | TA Tour T
-

=R

&

Success

ool Hog 1 Suc

Select the request and click on Cancel
button

On click of Cancel button, a success
message “Cancel Request Sent
successfully” will be displayed.

w1 3 )

FU 2yl 1[1
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This Option provides the user for submitting Income Tax Exemptions from salary.

IncomeTax Declaration

B80CCD(1B)-Additional contribtn- NPS
80E-Interest on Edu Loan
80G-Donations

80D-Medical Insurance Premium
80TTA-Interest on deposits
80C-Investments

BOEE-Interest on Home Loan

=
MANJUNATHA B M
. Userld - 10040772
Designation - Postal Assistant (LSG)
- Office - Kolar HO
Click on “IT Declaration” option.
€ Reimbursements
Payment Request On clicking Income Tax Declaration
screen will be opened as shown
Advance Request below.
Cancel Request
IT Declaration
EL Encashment
= g = o= 2 i &
- e o

IncomeTax Declaration

INO-Income From Other Sources
INH-Income From House Property
HRA-House Rent Allowance
CEA-CEA

24B-Interest on Housing Loan

80U-Individual suffers a disability
CONV-Conveyanc Allowance For Physicall
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= = = 2
IncomeTax Declaraction

: Select the section and enter the amount.

I. S80C-Investments -

If any supporting document needs to be

uploaded then same can be uploaded in

PDF format using Upload File option.

120000

iphaa FOr Upload Flle

amount invested in life insurances

Enter the remarks and click on Submit
button.

On click of submit button, a success
message “Income Tax Request Sent
Successfully” will be displayed.

&

Success
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10.3.5 EL Encashment
Option provides for applying EL Encashment during LTC.

MANJUNATHAB M

Userld

Designation - Postal Assistant (L5G)

Office -

& Reimbursements

Payment Request

Advance Request

Cancel Request

IT Declaration

EL Encashment

|

10040772

Kolar HO

>

B uc

Kindly San

ction

Select

,L]\

Level Index Pay

7 a 49000

INDIA POST -APT

Tl Trest
15 N ot

Click on EL Encashment option available
under reimbursement option

Select purpose as “LTC”, enter number
of days as 10 and enter remarks.

Then click on “Verify button”, this will
fetch pay details of the employee,
select the row with pay details and then
click on “Submit” button.
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On clicking Submit button, Request will be
submitted and a Success message will

« appear as “EL Encash Request sent
successfully”

Success Further the request will be processed by

equest sent Successfully approving/granting authority.

10.4 GPF

MANJUNATHA 8 M
. Vanrle - 10040772

- CASlgnarian - Postal Asserant (LSS

Office - Katst MO

L 3 GPF
GPF Staternent GPF option provides following options
o GPF Statement
GPF Withdrawal
GPF Withdrawal
SERATCe GPF Adavance
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10.4.1GPF Statement
Option Provides for Generation of yearly GPF statement.

MANJUNATHA B M
. Userld - 10020772
- Designation - Postal Assistant |LSG)
Office- Kolar HO

& GPF Click on “GPF Statement” option.

GPF Statement

GPF Withdrawal

GPF Advance

g o= G

GPF Statement
_____ GPF Statement screen will open, Employee id will
10040772 be auto populated, select Finance year for which
statement to be generated and click on “Generate
PDF”.
Statement will be generated in PDF format.

2025 -
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10.4.2GPF Withdrawal

This Option provides for applying Withdrawal for General Provident Fund of employee.

MANJUNATHA B M
. Userlo 10040772
- Designation - Postal Assistant (LSG)

Office . Kolur HO

& GPE Click on “GPF Withdrawal” option.

GPF Statement

GPF Withdrawal

GPF Advance

T = o

II]

GPF Withdrawal

I' lllnc;z - -

GPF Withdrawal screen will open, Select the
Type of Advance, enter Withdrawal amount and
then enter Remarks.

sS0oo

After entering all the details click on “Submit”

button.

(«’ On clicking submit button, GPF withdrawal request

will be submitted and a success message will
SUCCess appear as “GPF Withdrawal Sent Successfully”.

I Withdrawal Sent Successfully

> |
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This Option provided for applying Advance from General provident fund of the

employee.

MANJUNATHA B M

Userid 10040772

Designation - Postal Assistant (LSG)
Office - Kolar HO

&
S

<« GPF

GPF Statement

GPF Withdrawal

GPF Advance

O

S| .

GPF Advance

Education -

7000

please sanction

@I

Success

WWE Advance Reguest Sent Successtully

Click on “GPF Advance” option.

GPF Advance screen will open, Select the
Type of advance from drop down list, enter
advance Amount, enter Instalment count
and then enter Remarks.

After entering all the details click on
“Submit” button.

On Click of submit button, a Success Message
“GPF Advance Request Sent Successfully"”
Message will be displayed.
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10.5 Pay Slip
This Option provides for downloading Pay slip of the employee.
o |
@ i e
SIS | Restmecuo st ey
m Home
B8 vums
Click on “Payslip” option available under
i Employee Payments
Home menu.
oy GPF

=h  pPay slp
?’;ﬁ Charge Report

0 Logout

TrTiaaT

|
]
II
A

Generate Payslip

I 10040772

Generate Payslip screen will open,
2025 - Employee Id will popup automatically, enter
S Finance year and enter Month.

Then click on Generate Payslip button. Pay
slip will be generated in PDF Format.
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10.6 Charge Report

:q]'."klt:[

In this option, Relinquish/Assume Charge report can be initiated for approved leaves.

-

MANJUNATHA B8.M
. Uswrid 10040772

S Orvanston . Poxia  ARRIEAnT

Officos salar w0
Home

LMS

Pay Slip . A
Please refer Para 3.7 for further information.
Charge Report

far
=3
=
& GPF Home Menu.
&=
=
M

Logout

Terlis Tret
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Employee Payments Click on Charge Report option available under
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