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ABBREVIATIONS

Abbreviation | Description

1 APT Advanced Postal Technology

2 OTP One Time Password

3 TOTP Time based One Time Password

4 HRO Head Record Office

5 SRO Sub Record Office

6 DML Due Mail List

7 ML Mail List

8 HSA Head Sorting Assistant

9 PNOP Parcel Network Optimization Project
10 DTR Daily Transaction Report

11 TCB Treasurer’s Cash Book

12 CB Closing Balance

13 COoD Cash On Delivery

14 CODR Cash On Delivery Retail

15 POD Proof Of Delivery

16 PIDPI Public Interest Disclosure & Protection Informer
17 INS Insured

18 BNPL Book Now Pay Later
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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 08.03.2025
Document Version 4.0 Dated 30.09.2025

DISCLAIMER

The operational procedure provided in this Operational Guide is just an illustration for
the user for using the APT software solution in an effective manner. If the reader has
any doubt in the Department ruling and guidelines, he/she should refer to the
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respective manuals and volumes only. The APT Operational Guide should not be cited
as Rulings.

1 Introduction

This Operation Guide covers all operations related to all operations of Railway Mail
Service. The Operation guide includes Pre- Mail operations, Mail Operations, Counter
Operations and Accounting procedure at RMS units.

2 UserLogin

Production / Live URL: https://app.cept.gov.in/employeeportal

Login Details:

= Login ID: Use your Employee ID.
= Default Password: .........

Welcome User!

]

»
e e s R in ALY &

Lmgsoyee ©
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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.

Welcome User!

.

Enter Your Details to Sign In (_

Employee 1D

Enter Employee 1D

Password

Enter 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

Employee ID/User Name

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

Verify Mobile

Enter your User ID to Verify

Verify OTP

Resend OTP in 29 seconds

After click on “Send OTP” button, OTP will be sent to the registered mobile number of
the employee. User need to enter 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.
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Change Password
Enter your New password

Now!!

New Password

Re-enter Password

Aesranan

Change Password

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.

Choose your OTP method
O Authenticator App (TOTP)

Use APT TOTP for 2FA. You can download the app in
the next screen if required.

® Mobile OTP

OTP will be sent to registered mobile for User 1D:
10062140

Continue
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After entering Employee ID and Password and clicking on ‘Sign In’, user will be prompted to
choose OTP authentication method for two factor Authentication. Available options to choose
are (1) Authenticator App (TOTP) (2) Mobile OTP. User to choose the desired option and click on
‘Continue’ to Sign In.

Note : - (1) Please note that, user need to install APT-TOTP mobile app to generate TOTP on the app (2)
OTP will be sent to registered mobile number of the user.

3 Work Allocation

Any Record Officer (HRO/SRO/RO) or an official nominated for the purpose will do the
Work Allocation of staff under jurisdiction of the Record Office for the Mail Offices on
daily basis. Click on the ‘Sorting Management’ card.

Department of Posts e T R
Ministry of Commumications, Gavernment of India m

pereprd

Favputites (CirlerF)

G 2 I

‘Sort/DML & Mail Office Management’ screen will be opened on clicking ‘Sorting
Management’ card.

3.1 Preparation of duty rotation list (Roaster preparation)

INDIA POST - APT Page 12 of 234




Operational Guide - Railway Mail Service

Department of Posts n 9 PR
Ministry of Comenunications, Government of Inda m

Home  Bag Management  BCP Solutions  Booking Solution  Complaint Management  Exit Management  Others

I Fovcicties iCis) Sort/DML & Mail office Management o DA, 1700 | A

MO Staff

Management
Onty Macanom, Change

Mall Office
Mapping/Rotation

Page 1 0f2 -»

For preparation of Rotation List (Roaster) click on ‘Mail Office Mapping/Rotation’ sub-
card.

The following two options will be displayed on the right side of the screen:
a) Rotation
b) Rotation List

Mail Office Mapping G

4

R  Rozation W  FRotation List

Click on ‘Rotation’ option.
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Department of Posts o W
Ministry of Cammunications, Gevernment of India m

D-APY

Fawouited (CirleF) ~ ~
Mail Office Rotation e ShOsMT e A
# Home » Hotaton
sedect Mail office Select Sat Numb4 Selnct Rotatior y Date
Bagatuot Sorvng L2U v SET v Mail Office v 04.05.2025

ZreleTer Searwt el e ' Veor ),
100361 36 GIR o “
00361 36 GIR Ty bzt &4 " v T Sy v
Sazabar 433 008 Linardn ﬁ ﬁ

Baledur fonla LU

LASTIILY 580G UHLE BRlALeD

The ‘Mail Office Rotation’ screen will be displayed upon clicking the ‘Rotation’ option. In
this screen, select the Mail Office from ‘Select Mail Office’, the set number from ‘Select
Set Number’, the type of rotation from ‘Select Rotation’, and the end date of the
arrangement from ‘To Date’. Choose the employee name and ID from the dropdown,
branch of Mail Office from ‘Preferred Branch’, the set number of the mail office branch
from ‘Preferred Branch Set’, the work assignment from ‘Select Assignments’, and mark
the weekly off from ‘Select Weekly Off’. Then, click the ‘Add’ button.

Department of Posts HEE S
Ministry of Communications, Gavernment of India m

I Eeirts it Mail Office Rotation o Dl S0 WcALGt, CEn | A

@ vome » Rotatsan

Selocy Mol office elece Set Number Select Rotation C
Bagalot Sorting L2U v SET) v Maid Offica v 04.09-2025
S ———————— Preferced Branch* Preferrvd Branch Sar* Waoukly Of
hovast 36 Gl v | Bagalkot P4 - SET1 - MRCEL. X Sunday v m
o Mt Wt Injone  brgom Nocwed  Misated St W Y omw g
LI Tipe J N Ofiked  Offkce Nurtber Duee Tire o ’

Tiew
VOHAN
PP Satrg skt B 0e a3
1 i NO oA E] sy =g 214400 Rage SN > k (550 ot Sarsyy / 2
DESNAAT st ™ s x0s
e
®
(/] Rotation added suocassfuby
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On clicking ‘Add’ button, name of the user will be added to the Rotation List and a
success message will be displayed on the right bottom corner of the page.

Mail Office Mapping e

4

Re  Rozation W  FRotation List

To view the already prepared rotation list, click on ‘Rotation List’, a ‘Mail Office Rotation
List’ page will open.

Department of Posts PH
Mirestry of Communications, Government af India m
BCP Solutk G (= Retationship  Exit o Others v Suziness Dote : 11-05-200%
Welkcome to IT 2.0 APT Application
> wountes aisFl . - . = ” 2t e
R S Mail Office Rotation List TV Ofie SROBMAGANDT QV6TOE) | A
# Homs > Rotatian Lt
Septembaer 2025
S M Tw Woe ™ F S0
n o1 o2 n 4 5 @
7 " B W ON OWTW
1 15 £ 1 18 ¥ 2
z “« B 27
m A 2 3.4

In the ‘Mail Office Rotation List’ page’ select the date for which the Rotation List need to
view. Click on ‘Fetch’ button.
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. - Department of Posts HEE I
@ Mnatry of Communication, Gowsrnmunt of Inde [Cwsccore inninis |

Mail Office Rotation List PRt QL |
© Nonatom L
a1 Clake
Ereployen teigheyee o Alecated Afreatet et P 0 Dy From Doty Te ¥
o Narrs Office (D O*ce Merrber There Ties an
AN
an
100HIE  OGEPPR Pyt T1440000 Dagahce o1l T 23093000 400200 o0 1o ey
DRSABWTTY iy
WTAE . R
Sen .
10040155 MAHADEY v T1e3000s i =T 230 2003 300 3055 00 oo Gndey
M sseidar neg L)
MMALI 3 X
100MaYE  BAOUTAO ™y 2100007 v iy N 2T 1300 200% %09 2073 =00 RN fuvdey
MU Aasditant Mg L
AxMBA =
e ree SN RAPeS " ook Tt Ragshe il 13078 2005 ¥ 1 ®m ] Susdie
S Somag LY
LA KL

On clicking ‘Fetch’ button, Rotation List for the selected date of all the staff under the
respective Record Office will be displayed in the above format which includes the
columns viz. ‘Employee ID’, ‘Employee Name’, ‘Designation’, ‘Allocated Office ID’, ‘Set
Number’, ‘From Date’, ‘To Date’, ‘Duty From Time’, ‘Duty Weekly Off’.

This allows users to view the detailed Rotation List of duty allocation for the selected
date in a structured and comprehensive manner. Also Search all columns option will
help to search the employees in the Rotation List by typing name or employee ID.

3.2 Adding work allocation
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Department of Posts HE PR
Ministry of Communications, Government of Inda m
Home  Bag Management  BCP Solutions  Booking Solutien  © Marag Exit M, Others v

Wolcc T

I Fovortns outon) Sort/DML & Mail office Management i S D BAGALKDY (#18700621 | A

MO Staff %
Sort Management Management B,
Serting Nans Outy Adocanom, Crange - )

Moutnn

Mail Office

Mapping/Rotation Hours Capturing
Mags Ml Crffic t Meswrt MO Mal Offex Iturs Cagmang

Pagetof2 .

In the ‘Sort/DML & Mail Office Management’ screen, click on the ‘MO Staff
Management’ sub-card.

MO Staff Management e

= Add Mocation-ty
Add Alocar
fo . sl Yo Roeation
ar  Change Nlocation ar  View Aliccation

Upon clicking the ‘MO Staff Management’ sub-card, the following four options will
appear on the right side of the screen:

a) Add Allocation

b) Add Allocation- by Rotation

c) Change Allocation
)

d) View Allocation
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3.2.1 Add allocation without Rotation List

For adding the work allocation without rotation list, click on ‘Add Allocation’ option.

MO Staff Management @
fo  AddAlecation o :‘rm’;‘:‘“‘”"'"’
ar  Change Alocation ar  View Allocation
‘Add Duty Allocation’ screen will be displayed.
Department of Posts e B PH
Mirsstry of Communications, Government of India m
Booking Soluti (€ R b Exit Manag Others v Business Dete : 11-05.202%

Add Duty Allocation TR o hetoesy | A

Select the Mail Office name from the ‘Select Mail Office’ dropdown option. Choose the

set number from ‘Select Set Number’ dropdown option. Select the Date and click on
‘Create Duty List’ button.
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’. a Department of Posts HEE N |
@ Mrintry uf Cormmnications. Goveremunt of irdla [Cvweccne vsinir |

fax " Qv v - Buntesi Ot | 115-30%

r mnaaiaaly hammey | A

R Foonster it Add Duty Allocation

Nesoirin !
TOOLIS A0S SUMESE MLIIEEPPA ATHAN o 2202801 Pt - %1 -
Bitgsyre yatite Nkt of S ey
Sceting Ansitant o805 2124 05:00 AW O wwmw o SATING MSITTAT 8

Upon clicking ‘Create Duty List’ button, ‘Duty List ID’ will be generated. In this screen,
choose the employee name from the dropdown, Mail Office from ‘Select Mail Office’,
the set number from ‘Select Set Number’, date of the set from ‘Date of Set’, from & to
time and ‘Work Allocation’. Then, click the ‘Add’ button to add the selected sequence

to the Duty List.

Department of Posts HEE
Mirtstry of Communkasoes, Guwmmimnt of el [“mwcoone moacii ]
Omens v Basivess Bate | 11485 JES

Add Duty Allocation s (e S BAGNLCE | X A

® 1T UAOIAY aten >
'
08000302 Vs
ana?
et My 3 e
I} ¥ AUSSGRPPA ATHANT  ~ || DOF Dgadint P v ST
-y e gt S ho .
g Assitant 0% N0 o% 00 AM o a2:00 M (0] SUATING ASSICN 0
e & e ' e e o, P -
gy ewer
1 i "
™~ vy Lagame ™ v wTIMG
£} .
4
v r 4xeq tey - N

Upon clicking the ‘Add’ button for each official, the official will be added to the list with
details in the columns viz. ‘Employee Name’, ‘Employee ID’, ‘Office ID’, ‘Office Name’,
‘SET’, ‘Designation’, ‘Duty From’, ‘Duty To’, ‘Work Assignment’ and ‘Total Hours’. After
adding the arrangement, click on ‘Submit’ button.
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E; @ Allocation Done Successfully

Upon clicking the ‘Submit’ button, allocation will be completed and the above success
message will be displayed on the right corner of the screen.

3.2.2 Add allocation using Rotation List

MO Staff Management Q

a Add Mocation-try
fo  Add Allecation to Rokation <::

as  Change Nlocation ar  View Allocation

For performing work allocation using the pre-prepared Rotation List (please refer St No.
3.1 for Rotation List), click on ‘Add Allocation-by Rotation’ option.

w Department of Posts S L)
o e Minatry of Communications, Govermmast of ik [ ruaiass ]
fums 5 ne» (= p— Oty »

B Seowws (Culet] Allocation By Rotation B ey | AN

Upon clicking the ‘Add Allocation-by Rotation’ option, the ‘Allocation By Rotation’
screen will be displayed. On this screen, select the date of the set from the ‘Date of Set’
option, choose the name of the office for which the work allocation is being done from
the ‘Office Name’ option, and select the set from the ‘Set Number’ option. Then, click
the ‘Fetch’ button.
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' - Department of Posts HE
& . Minatry of Communications, Gowermmmmst of Inslia [ i etz |
ame N e | & n C v > Ot
B roen ooy Allocation sy Rotation b W madant ieims) | A
-
Duty List
» i . L LR .
. —— TE e R e e S .
’ proioy e R L e e L : '}1 .
Cova

Tedat Houre 400

Nuovaillipameiay

Upon clicking ‘Fetch’ button, ‘Duty List ID’ will be generated and pre-prepared Rotation
Duty list for the date with respect to the selected Mail Office and Set will be displayed in
the table containing the columns viz. ‘Serial Number’, ‘Edit’, ‘Employee Name’,
‘Employee ID’, ‘Designation’, ‘Selected Branch ID’, ‘Branch Set No’, ‘Duty from’, ‘Duty
To’, ‘Work Assignment’, ‘Total Hours’ and ‘Delete’. For editing the rotation list, click on
the icon under ‘Edit’ column and for deleting the entry click on the delete icon under
‘Delete’ column.

Edit Employee Duty

VINAYAR MAHADEY KAMAKERT 10044134 Sarting Assistant 21530005 -39
‘ Q% DA
Exqalkor Sorong L2U ~ | MIDGI02S 05O OIS O 0 03 W

Lagalkat g PUS Courtler

Regalkal Sorting 1 211

Exgalkar Sacring L2k

DISTRICT BAG OFFICE BAGALEOT

Upon clicking the icon under ‘Edit’ column, ‘Edit Employee Duty’ window will open. In
this screen, Office/Branch can be edited by selecting the name of the office/ branch
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under the ‘Office name’ dropdown option, select the correct date and time. Click on
‘Change’ button.

w | Department of Posts e
s : Minatry of Commurseatiom, Govammust of Incta [ et tnasesc |
e S a8 Sobten  Bostng S ! St Mgt Qhars Satinons Dot 1105 2028
B feomrwioek Allocation By Rotation £ s rie | A

L
Dot of 5S¢ OMice N et Wb
o409 202 Bagatalt Soneg LI » =r v n
Duty List
Lrgwe L s oy e A
- oy e—— - e el P . - —
——
WA PrdewN -y - " “ L ]
RN
o i wive ) e L ' .
- NG
» L.‘Q . .

fotal Mowrx 1030

-l

For adding officials to the already prepared Rotation List click on ‘Add New’ button.

Resonr e sloct Ml nffocm ares Select St Number

10035529 SURESH MURIGEPP.,, Dop Bagalkot ICH v SEN v

Erngloyee Designation Date of Set From

Ta
Sorting Assistant 04052025 05:00 AM [¢) ON:30 AM (0] SOUTING ASSIRTANT = X w l

Upon clicking the ‘Add New’ button, a form will pop up for adding new officials to the
Rotation List. In the form, select the employee name, choose the mail office or branch
from the ‘Select Mail Office/Branch’ dropdown, select the set number from the ‘Select
Set Number’ option, ensure that the date and time of the allocation are correct, and
select the appropriate work allocation. Finally, click the ‘Add’ button to save the entry.
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' , Department of Posts e ™
g - Mnatry of Communication, Gowsrnmunt of Indda _

Zxoonare |Cubid| . o -
. Allocation By Rotation e i) A
& S Btethetry et >
40P Hagabatt Soitieg 121 v | | =T S - |
Duty List
- oy ™ reuge W o o, e west - -
N - . o -t ’ Sy T -
’, » " [OOROTE A pereises - o PP iyl .

.......

.
» =5 poed teay x s x oy ” '
'
\ o el [ v 3490 Jey e 83 09 1505 W M
-
i
Sore
. /’ ¢ R o [ T S " W NN $3 0% J0 662 W) POMT1 " .
. Lot )
Total trardd 1200

:>ﬂ|;|

Upon clicking the ‘Add’ button in the pop-up form, newly added officials will be
displayed to the allocation list. After adding all officials to the allocation, click the

‘Submit’ button.

vy
Allocation Done Successfully

Upon clicking the Submit button allocation will be completed and a success message
will display on the right bottom corner of the screen.

3.3 Changing work allocation
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MO Staff Management @
fo  Add Allocation o :‘::m';""““""“'
ar  Change Nlocation ar  View Aliccation
For changing the allocation, click ‘Change Allocation’ option.
4 Department of Posts wo M
@ = Mitatry of Communicatma. Goverrment o Indla e ey
oM Sag Manegenenm  OCF Sehtion)  Bookisg Sewmun a0 Nty Duvers v Mornesh Date | 17485-200

gt b 3538+ 1

WeVe Te e n W feguine XN s

Eagahi S

oy

Upon clicking the ‘Change Allocation’ option, the corresponding screen will appear. In
this screen, select the date from the ‘Date’ option, choose the office name from the
‘Select Mail Office’ dropdown, and select the set from the ‘Select Set Number’
dropdown. Then, click the ‘Show’ button.

w Department of Posts HEE |
@ e Minatry of Communeations. Govremunt of Iredls [ rvwcsone sina |
Pume  Sag Managemem BEP Sakution Bootng Sututos fax o Others v Suuress Dete 115300

Welmme 16 1T 7 0 APT Apgitacion

Change Allocation Sen AN R | i | A

Employee allocation Details

Vegmgrr erre e cn
e e eryree - ™
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Upon clicking the ‘Show’ button, employee allocation details will display in the table
having columns viz. ‘Action’, ‘Schedule ID’, ‘Employee ID’, ‘Employee Name’,
‘Designation’, ‘Parent Office ID’, ‘Parent Office Name’, ‘Office ID’, ‘Allocated Office’,
‘Set Number’, ‘From’ & ‘To’ date and ‘Assignment’. Click on ‘Edit’ icon against the
official name whose allocation is to be changed.

Change Allocation

Emploryes Nar Frployee I olect Parent Oy
MUSALIDHAR BABLRAD KULKARNI 10048 208 Bagalkot Py - Bagaikot P
[ sigriat) i it Fram [ WaOrk Assingmiey
Sartng Assstant 0309 202% 0900 AM o) 11:00 MM o]
ﬁ F ﬁ F ﬁ F —— «
{ { ¢ { b

Change Allocation

Select Parent Office

MUSBALIDHAR BABURAD KULKARNI 1 0048 208 Bagatkat PH - Select Office
Owsianat) Jte of St [ Solect Office Bagalkot ICH
Sartmng Assstant 03092025 0900 AM Bagalkot ICH Bagalkot Sorting L2R

Bagalkot Sorting L2V

Haqalkot Sorting L2R
Bagalkot PH

Bagalkot Sarting 120

Ragalkot Stg POS Counter

Bagalkot Stg POS Counter DISTRICT BAG OFFICE BAGALKOT

DISTRICT BAG OFFICE BAGALKOT Bagaikot ICH
Bagalkot Stg POS Counter \
Bagalkot Sorting L2U

Bagalkot Sorting L2R i

DISTRICT BAG OFFICE BAGALKOT

Bagalkot PH

Bagalkot PH -

Upon clicking ‘Edit’ icon, a form will be popped up for entering the changes. Select the
parent mail office from the ‘Select Parent Office’ drop down option, select the new mail
office or branch of a mail office from ‘Select Mail office/Branch’, select the date from
‘Date of Set’ option, select the duty timings from the ‘From’ & ‘To’ options and select
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2 [

assignment from ‘Work Assignment’ dropdown option. Click on ‘Update’ button to
complete the changes in Duty Allocation.

@ New Entry Added, Allocation
Changed Successfully

Upon clicking ‘Update’ button, a success message will be appeared on the right bottom
corner of the screen.

3.4 View and print work allocation

MO Staff Management @

Add Mocation-ty
Rotation

ar  Change Nlocation ar  View Aliccation <\:

fo  Add Allecation to

For view and take printout of the Duty allocation, click on ‘View Allocation’ option.
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‘. Department of Posts HEE |
@ - Mnatry uf Commeneations. Govwrmment of India [Crvwecne ainie |

Mhatt e Dt | 1145208

APT Asattcacis

B swowrm cung

View Duty Allocation S A (et | A

04/ PRIINS ) Regeko: torting LU - T v n
o
4

Upon clicking ‘View Allocation’ option, ‘View Duty Allocation’ screen will be displayed.
In this screen select date from the ‘Date’ option, mail office name from ‘Select Mail
office’ dropdown option and set from ‘Select Set Number’ dropdown option or enter the
duty list ID at ‘Enter Duty List ID’ field. Click on ‘Show’ button.

' - Department of Posts e =
& - Minatry of Commenications. Goveremunt of irdla [ sinin ]
st s 4T ACP Sepatian,  Booking St - usee Lax Managuirent Ot v Bt Dete 11453013
m.‘,v.“..l-yrnf:w-q View Duty Allocation o S el s A
@ vherw YW Duty ABocetien
;IJ." i)
ca

Duty List

’ s R e Pramee 13 trepmyme Rarse
~
Y TS Moy

gt Ko & OOAE 1%
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Upon clicking ‘Show’ button, duty list will be displayed in tabular format with columns
viz. ‘Sr No’, ‘Office Name’, ‘Set No’, ‘Employee Name’, ‘Employee Desighation’, ‘Duty
Assigned From’, ‘Duty Assigned To’, ‘Weekly Off’, ‘Hours Allocated’ and ‘Duty
Assigned’. Click ‘Print PDF’ button to download duty list in a PDF format.

Department of Posts, India
O/o SRO BAGALKOT-587101
Duty List of Bagalkot Sorting L2U
Date of Set : 04-09-2025 Set Name : SET1

SriNo | Branch / Office | Assignment From To | Hours | Designation | Name Of Employee Sign
1 Bagalkot ICH | SORTING AS- | 04-09-2025 04-09-2025 | 3:30 Sorting Assis- | VINAYAK MAHADEV KA-
SISTANT 05:00 08:30 tant MAKERI (10046154)
2 Bagalkot Sort- | SORTING AS- | 04-09-2025 04-09-2025 [ 3:30 Sorting Assis- | MURALIDHAR BABURAO
ing L2U SISTANT 05:00 08:30 tant KULKARNI (10046266)
3 Bagalkot Sort- | SORTING AS- | 04-09-2025 04-09-2025 | 3:30 Multi Tasking | LAXMIBAI SHANKRAPPA-
ing L2U SISTANT 05:00 08:30 | Staff HULYAL (10291427)
4 Bagalkot ICH | SORTING 04-08-2025 04-09-2025 | 3:30 Sorting Assis- | SURESH MURIGEPPA
05:00 08:30 tant ATHANI (10035929)

Total Hours Allocated : 14:00

Upon clicking the ‘Print PDF’ button, the duty list will be downloaded in PDF format and
will be ready for printing. The Duty List will contain the columns of ‘SrNo’,
‘Branch/Office’, ‘Assignment’, ‘From’ & ‘To’, ‘Hours’, ‘Designation’, ‘Name Of
Employee’, ‘Sign’ and also total hours allocated at end of the report.

4 Setopen for Mail Office

MO SET Management @

|:> Mo SetOpen-MO Ro s«cm..--mo<)i|
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Using MO Staff Management sub card under Sorting Management card, two options
will be available. For opening the set click on Set Open-MO option.

4.1 SetOpen

' - Department of Posts e W
i.“ Mrniwry af Commursianm, Goverraremn of Inde m

-y

l-- =t

I Fovevifus il Set Open ey s e ke ven, (vt - A

o s St Maragment > Set Opes

oo srmasw s have g “Nald Offes Supanouy ™ mole svugrand o onds m:mvw:@aum lnnumqnh@ﬂﬁt ATy W over rotes will e hcoreineed soon.
n N
[ wm 0372023

Upon clicking the Set Open-MO option, set open page will be displayed. In the screen,
select the Mail office from Select Mail Office dropdown option for which set need to be
opened. Upon selecting the mail office, click on Select set number dropdown option
and select the set number. Select the date of the set from Date dropdown option.

Set OPEN

t nat yet openad |, 1o Open the Shift dick on s&t

After Clicking on Fetch option, the message will popup as Set Open, Shift not yet
opened, click on OK to proceed further.
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w - Department of Posts e W
ad - Wréwry ol Commurstamsonm, Govserarevn of ndia [ ook |
I Foowwitms ff3rieh) Set Open S T LT N TR

@ svene >R MARSGTHE > Set Opes

Plene ermare gorg have the “Nad OfTce Suoanauor iole sssgrand 0 Grier 15 Continume aoessng 1y page, To a4 10 mbe, please ese BDA, Actess vt ofver rodes witl e dhcaraineed 1oon.

ot hotadhe mer towomad :

After Clicking on OK then new window will appear for opening the Set then Set Open
Option should be clicked.

Set OPEN

St Opene & e

.

After clicking on Set OPEN button, one more message will appear on the screen as Set
OPEN Set Opened Successfully. Click on OK button.
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Department of Posts e W
Wrtury of Commersiamon, Goewrmers of Indis [ oo v x|

B) Favverrm jarter) Set Open N 0s S bt e (i) A

-y s Stat! Maragrent > Set Opes

Plane srmrw worg v e “Nad Offes Supervius oo svsgrat! 0 ot 10 conminus scomurg thic pags To ado i e plasss owe BOA Acimis wie ofver rafes will De thaoreiamd soan.

H ] ) .

et Ratin Alocat o Ootafy Lxpecied Werkized Tramfet Fram Pre Set

Sot e SETY
St Ogarant A : 29092025 1620
St Clones M :

Upon clicking the OK button, the following details will appear in the screen like Set
Status, Allocation Details, Expected Work load and Transfer From Pre Set.

When the Set status is highlighted it indicates that it is in Set Status screen and the
details of Set Status will appear below on the screeni:e

Set Name:
Set Opened At:
Set Closed At:

Click on Next button from Set Status.
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4.2 Confirmation of the officials assigned for the duty

w ] Department of Posts Hoe W
an [V P Sp—— S— [ e rerns . ]
Rt Set Open T ] T ~
o e St Maragmene » Set Opes
PRanun et uaw pu A e WA OFice Spereimar” maln arsarmd KT ordec 0 crmi o scoemng this gage. T a0 1o ride. Fewns iaw FOA Access vl arter roies will 3o (ot won
. L) .
Lot Stann Mlocation Datain Eapected WorkLosd Trarater From Pre Set

Allocations

S— RS Dy DNDIMING BONIESZISA 4000 A
Lase
i) °
Tota! Hasts Frveded: 120000 iy
—_— -

After Clicking on Next button from Set Status to Allocation Details the following
details will appear on the below of the screen at Allocation header.

Employee ID, - Individual ID for login the application.
Employee Name - Name of the Employee
Designation, - Designation of the Employee

From, - Time from when the shiftis beginning

To - Time of ending the Shift.

Assignment - Role assigned to the employee

Total hour - Total working hours allotted

Status - Whether the staff is available, absent or Late.

Click on Next button from Allocation Details to Expected Work Load.

In the Status the HSA can mark the attendance as absent or Late or NA (Not available).
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© 9 & !

Set Status Alloc Details Expected WorkLoad Transfer From Pre Set
& By Despatch O 8y Cosing

Expected bags

g Nurmber From Gffice o Office ::?q" ?":' ::“'
SPRO00000Z21 Krisnna Raja Na Wysur PH 00 P 4
CPEOI0ODCGER Mangaluns PH Mooy Pat 100 PL 1
CPEO00OICH Y Mangalury Pl Wyseu Py 200 Pl Q
CPEOM0ODOS Mangaluny Avp Mysoru M 100 L)
CFEOODD0SEL Mangalure PH Wysuru Py 2300 1]

CPROOD000T 47 Bikees0 s P 100 mn 1
CPRLO00001 54 By 50 vy Pa w00 " 1

Total Expected Bags : 7

Total Expected Article :10

After clicking on Next button from Allocation Details to Expected Workload the
details will appear on the below of the screen with two options i:e By Despatch and By
Closing. Expected bags can be viewed on despatch and closing basis.

4.3 Receipt of bags transferred from preceding set

z _ Department of Posts @ e
@ Mty of Communicarions. Gowmment of [nals TS

Set Open S e e e A

C Sat Status AFocatian Detais Expected Workl osd Transter Feoem Pre Set

Expected Mail List

“itve Comptertthy Onmed Dam Frae D¥ex Wy Vetie Vol Lo Vype Ahedhe Fowre St Dotn et Mo
P75 h ¥l VERGEGS YA Guagadace e (L8 Tariher To ot M () W13
- »
Si— '-m

The details of the bags available from previous set will be available under Expected
Mail List header. The details of the ML Id should be entered at the Enter Transfer ML ID
and Get bags button should be clicked for accepting the bags.
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Sor Suatuy Al cation Detsiy Exgocred WarsLoad Vraaler Foom Pre Set

’; Expected Mall List

ety 1 panet o Foem Wy vave ual M N Lot T ey Aree - ey et P 19w N

ML Chywnt by Ofhew : ST an 9600 2025 2247 by uew 1D 20001910

Transfer bags

=

hrow
By Mt b okste [T PP [T bay At Py uan

After entering the ML ID, the bags available under the particular ML will reflect under
Transfer bags header. Click on the check box of the Bag number under Transfer Bags
header and click on Accept Bags button for receiving the bags as virtually reflected.
Click on Perform QA button for accepting bags by scanning the transferred bags from
previous set.

Q Bags Accepted successiully

After clicking on Accept Bags button a message will pop up as Bags accepted
Successfully, then click on Exit or Go to Main Screen.

5 Mail Operations

5.1 Fetching of articles from booking counter

Bag Operations °

W Feteh brom Counter wl  Sog Rective (F1)

W  Bog OpearFd) B S Qoze M WOF3)

“Fetch From Counter” is used for the articles which are booked within the same office
counter.
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w - Department of Posts e W
@ : Mrtry of Commurestisn, Govnmmmet of Isd [ snnen ruran. |
Fetch From Counter o et bk St e art 1Y

B ravuann e
@ rmune > Fesch Frome Couron
Covenes | ﬁ

Industian Artiches

Dwtivery Desrct

Branch: Oftor Articies

By clicking the drop down arrow key the details of the counters allotted will reflect. Any
particular counter to be selected or select all option can be clicked for selecting all
counters. Click on Fetch button.

- Department of Posts e W
@ - Maatr) of Curwn kit s oo of [ate 3
& Fetch From Counter e gt s O A
& 1w s Tonms Couemer
-

Articles 8ocked From Counters

m ;;" Aice Wype :"""’ Basbiog Date Teee At gt ga - pr— oty
. v Arvon —_— . -
- ’ - \ram .
.
-
-
=
| & oo N

After clicking the fetch from counter option, the data which are booked at the counter
will be fetched and a pop will generate as Articles Fetched.
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The fetched data needs to be selected by selecting the check box and also an option is

available for scanning the articles. Upon selecting or scanning the articles, accept
articles option should be clicked for accepting the articles.

Booking/Return Data

The booking articles which are selected will be accepted as shown in the above image.

5.2 Bag Receiving

Bag Operations °

o8 Feuh Frion Comame AR Ry Melewe 1)
W g Open 1) W Bag Ose Az 00 52

W™ B Despandh (F60

Bag Receive option is used for the articles which are closed and despatched by various
Mail office/Post Offices for further processing.
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Minatry of Communicasions. Government of Indka

g ! Department of Posts
T

Home  BagManageement  Barcode acd Label Mogmt,  Device Regatratin  Exk Management Pl Sy < .
AR Racaips SRR O & 4 A

@ Fasculitec{Cute k)
£ Bane > Bag Receve

 S0tt S ee———

ot Schedule

JORI0E-Margaurs HMS LT Dengabaru City TMD 2099 BTN Schardube

SE6TR-Yeshmanthpur Barsr 50 Hergaury Parcet it 1100 WS Sched e

BIUSO Bengakory - MWS_Bengafury - M5 1205 MWVS Schecule
ZR6754. Bengaluru - MNS_Belagavl Sonting LU CBSD_MMS Scheckule
285343 Bengakeu - MMG_Balagad Sovting LIU_ 2250 MMS Schaddn
1 M268-Bengakary G 1O, Sengakery Parcel Hub 1R 0O MW Schedule

T62B4-0PC Dengalure GRO_Bengakory Parced IS TR0 NS Schedue

176292 Bengaburu GROD BNFL Cenoe_Bengaluru Parcel Hub _TEDD MNG Schedule

1S3LE0 Hacorali 5.0 Beroauc Pacoe A 1220 Rus Schadite

Upon clicking the Bag Receive option, the above screen will be displayed. In the screen
click on the select schedule dropdown option, all relevant schedules will be shown.

Select the appropriate schedule for bag receipt.

Department of Posts m e KR
Minatry of Communications, Gowernment of Inda [ woknree viwns |
Busiiis Date : 26092035

et 11 2

e B e
SRS 4 &

o A A e e

J53

Bag Receipt

@ Favountec {Cane e}

& Hane > Bag Receve

_ Vai List 1D

shact Scheahle
286925-Bangaluru « MWMS_Sengauru - MNVE

Upon selecting the appropriate schedule, Stop sequence will be shown on the right side

of the screen.
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Department of Posts e e
=D Minstry of Communicatiom, Government of Indis m
Hume  Bag Minagent  Barcode arc Label Migmt,  Cenice Ragitracen B Munagueent Pyl System  Gehees s
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® Hune > Bag Receve

For receiving the bags pertaining to the specific Mail List, enter the ML ID at the space
available at ‘Mail List ID’ option.

Upon selecting the schedule or entering the approriate Mail List ID, click on Fetch
button.

' - Department of Posts HEE |
6 . Mratry of Cormmunicationm, Gownrnmunt of Incte m
Moms S Mand M. Marcos e Megmt ' & Porsk Spses Ot v Musinens Cate - J92D WS
B svmam icuiag B&’ n'c“p' : "ﬁ_;:.;_‘;;::ﬂ;u-un Qg2 A

& reerw * Bug Netanvw

L I T

Scanned 8ags & @ ﬁ Expected Bags <
N et [

SchadudeName By Naarihey g Recelen Type D Oaced icam Closed Ty Loare of -
Trom Pormtes w
- b o office er Desparch
Hesgahiu GO LA Al S0 LTS
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Hesgahiy PO fen AN e ASKe -
174193 Betsine - Barvgann, 18292
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‘ o~
P ———" tex U TEIIOn! Tomewyg Camen Duergaie N 1520202 Yom
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Upon clicking the Fetch button, Bag Receipt page will open. In the page expected bags
to be received vide the entered schedule or Mail List ID will be listed down on the right
side of the screen under the headding Expected Bags and the details of the bags will be
shown under the columns viz. Bag Number, Despatched By (Office), Closed from
Office, Closed To Office, Date of Despatch. Scan the bags at Bag Number option.
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Upon scanning the bags the bag numbers will be shifted from expected bags table to
scanned bags table with details under the columns viz. Schedule Name, Bag Number,
Weight, Recive Type, received F rom . Total scanned bags count will be shown at Scan
count option. Also the scanned bags can be downloaded in excel format by clicking the
download icon which is available in the Scanned bags table.

If the bag numbers are entered manually by typing at the Bag Number option, bag
weight can be entered at Bag Weight option or the weight can be fetched by clicking the
weighing scale icon given at Bag weight option. Upon entering the weight, click on the
Add button to add the bags to the Scanned Bags list.

Fetch from RFID option is given for fetching the bag details from RF ID reader.

Purposde of bags received can be changed i.e. for opening or forwarding. The purpose
can be changed individually or in bulk. To change the purpose indivisually click on the
dropdown option Receive Type. Upon clicking the Receive Type dropdown option, the
following two options will be displayed:

= Received for Open

= Received for Forward
Choose the appropriate option. To change the purpose in bulk select the bags and click
on the check option against the following options:

= Bulk Open

= Bulk Forward

After scanning the bags click on the Save Draft button to save the svcanned bags for
the future use. Upon completion of bags scanning click on Receive Bags button to
complete the Bag receive process.

0 Bag Received successfully !

Upon clicking the Receive Bags button, a success message will be displayed as Bag
Received successfully ! will be displayed on the right bottom corner of the screen.
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5.2.1 Receipt of Legacy Bags

While receiving bags that are not closed or processed in the APT application, a pop-up
will appear after scanning the bag number on the Bag Receive screen.

Legacy Bag Receive °

' i

Seiect From Office

)

GKVKSO v
Bag Type

Parcel Bag v
Recewed Fo

Legacy Bag Receive 0

Select From Office

E>f GKVKSO v
_
Yelahanka Satellite Town S.O .

Singanayakanahalli S.O
HAFarm S.O0

Training Command IAF S.O
Sahakaranagar S.O
Yelahanka S.O

1 CBPO (CRC)

1 CBPO PH

1CBPO NSH

2 CBPO (CRCQ)

2 CBPO PH

2CBPO NSH

A F Station Yelahanka S.0 -
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Click on the Select From Office dropdown option, all offices will be listed down. Select
the appropriate from office.

Account Bag
Bulk Bag
mil Branch office Bag
Camp Bag
D bag
Deposit Bag
Insured Parcel
Eblue dart
L SD Bag
M Bag
Magazine Post Bag

Ordinary Mail

Parcel Bag

PSD Bag

Ren:i;;tpr Post

Pa|:>g v ‘

—Received For.
‘ Open - ‘

~Bag Weight

& |

Upon selecting the from office name, click on the Bag Type dropdown option and

select the appropriate bag type.

Legacy Bag Receive °

Select From Office

GKVKSO -~
Bag Type
Parcel Bag v

— Recelved For

Ej> Open - l
Forward
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Upon selecting the bag type, click on the Received For dropdown option. Two
options will be available i.e. Open and Forward. Select the appropriate purpose of
receipt.

Legacy Bag Receive °

_Select From Office

GKVKS.O v ‘
_Bag Type
Parcel Bag v ‘

_Received For.
Open A ‘

Bag Weigh

fo.%d ]

®E3

Upon selecting the received for purpose, enter the accurate weight of the bag and click
on Add button.
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Upon clicking the Add button, the bag will be added to the Scanned Bag table and will
be shown on the right side of the screen.
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For deleting the scanned bag, select the bag/s from the scanned bags list. Upon
selecting the bag/s Delete button will appear on the bottom of the screen. Click on the
Delete button to delete the bag/s from the scanned list.

5.3 Bag Opening

Bag Operations °
@8 Feuh Frien Cmame L e L]
- g Open 1131 L J Bag Oaes Az MO 72
W™ B Depandh (f6)

For bag opening click the Bag Open option or use F2 key.

Department of Posts HEE ]
Mirsstry of Communiations, Gowernment of India [ st sLasie |

Mome  BopManagement  Barcode and Lobel Mngme.  Device Registration  Exit Management  Payroll System  Others ~ Business Diste : 25.05-2005

Waelkome 10 1T 20-APT

& Favounted (Ctrief) Coroans Uiy« Bergatuni Parosl M (21342001 )
& Bag Open St Dt a1l e 25-0OTTE STV __Q g A

# Hume > Bag Open

Upon clicking the Bag Open option, the above screen will be opened. In the Bag
Number option scan the bag number to be opened. Click on Fetch button. The bags
which are received and to be opened list can be viewed by clicking Expected Bags link.

Expected Bags for Open

Bay Meeviar Prem Ofe

; T
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Upon clicking the Expected Bags link Expected bags for open will be displayed as
above with details of Bag Number, From Office, Bag Type and count of articles.

w 4 Department of Posts w e WK
&b Mrnatry of Communeatiom Gowsmmust of Iata oIS
" = « A
- : Bag Open TR SRS, o gy A
. B Opent
BRI 2918 °
stbairpuam 0 Purcet Ny @
Scanned Articles o Expected Articles <:|
. - - R e .
ArocleMarmhier Ot TP At Type Seatun Weighs B ActideNumber office ' Talfin Art Typn Rans - m
1R 44 1 t';""""‘" p—— W " CRTROR1 0TI s YARLEL v
OO0 ML N 0 el " OTC0EI TSN ' PASCEL Cune L
OO0 13004 0 mace " ‘
“
2D B |
Mibou!Uidiiminres

Once the bag numbers are scanned in Bag Number option and when Fetch button is
clicked, the electronic data of the articles which are avaialble will appear on the right
side of the screen under “Expected Articles” header. The articles which are included
inside a particlur bag should be scanned individually in Scan Article Number option
and after scanning all these articles will appear on the left side of the screen under
‘Scanned Articles’ header. Total scanned articles count will be shown at Scan Count
option. In case of legacy INS articles, scan the artilce at Scan Article Number option,
select the artilce type Select Artcle Type dropdown option, in case of insured article,
select the check box of Insured and click on Add button.
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In case of receiving the INS Bag, select the Include Bag option and scan the bag at
Scan Bag Number option.

Scanned articles/bags can be downloaded using the download icon given in the
Scanned Articles table. For searching and deleting the scanned article/bag click at
Search Artilce option.

Search and Delete Article

Article Number
CX00051 36061N| ‘

‘ Delete

Upon bag clicking at Search Artilce option, a pop-up will appear. Scan the article at
Article Number option and click on Delete button. After clikcing the Delete button, the
scanned artile will be deleted.
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To save the scanned articles for continuing the bag opening process later, click on the
Save Draft button. Upon clicking the Save Draft button a success message will be
appeared on the top right corner of the screen.

After scanning all the articles click on Bag Open button.

0 Bag Open successfully
"CBX0003312916™

Upon clicking the Bag Open option, a pop up message will appear as Bag Open
Sucessfully along with Bag Number.

5.3.1 INS Parcel Bag Receive verification by HSA/Supervisor

In case of receipt of INS parcel bag, the same should be verified by the HSA/Supervisor.
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Click on Supervisor sub-card in the Bagging Management card.

Supervisor e

N Evor Managment O Change Artide Status

B8  Supervisor Checkony

Upon clicking Supervisor sub-card, five options will be displayed on the right side of
the screen. Click on the INS Bag verification option for verifying the Insured bags.

'. E Department of Posts 9o o

@ Minatry of Communeations. Govermmant of Indl [wem viinan |
Home  Sag Mansgemenn  Complan i " ol It Ay el erty MOTE - Othhers. v

B recowrten icuie INS Bag Verification .‘:“2:;;‘,:‘.:,'“,.“. A 42 ~

Upon clicking the INS Bag verification option, the above screen will be opened. In the
screen Receive option will be already selected default. Click on the Select Transaction
dropdown option. The following two options will be listed down:

= Pendings
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= Approved
For approving the INS bags, click on Pendings option.
To view the already approved INS Bags, click on Approved option.

' - Department of Posts e W

g Munatry of Commrencations. Sowirmmunt of Indla _

R e (i3} INS Bag Verification [ S S I (| o g
¥ e s arod Sag Yerficaton
) Recieve [ Cose
Ej> =il B
Insured Bag

E D0 wnes Aot by 0 Coowet et S0 - P sy s g e

Upon clicking Pendings option, the INS Parcel bags which are received and pending for
verification will be listed. All bags can be selected once by selecting the check box on
the top. Individual bags can be selected by scanning the bag number at Search option.
After selecting the bag, click on Approve button.

Insured Verification updated
successfully

Upon clicking the Approve button, a success message will be appeared on the right
bottom corner of the screen.

5.3.2 INS Articles receive verification by HSA/Supervisor

= After INS Parcel bag verification, the bag will be opened in the Bag Open option-
please refer SL No. 5.3.

= |n case of INS letter after receiving the letter, the same will be directly available
for HSA/Supervisor verification.
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Supervisor e

B8 NS Ankie Verficaton 0  INSEag Verficacan
N Evor Managment O Change Artide Status

B8  Supervisor Checkony

HSA/Supervisor will click on INS Article verification option for INS article verification.

Department of Posts n % WK
Minntry of Communicatiom, Governmant of Indis m
nag e Manag Internst Mobile App  Pastrian and Dalisery MMt Othwrs

INS Article Verfication ”"'fé':,;;_"n::“’ QoL A

Sabicl Transadtio
rin -
S

Upon clicking the INS Article verification option, INS Article Verification screen will
be appeared. In the screen Receive option will be already selected default. Click on
the Select Transaction dropdown option. The following two options will be listed
down:

= Pendings

= Approved

For approving the INS articles, click on Pendings option.
To view the already approved INS articles, click on Approved option.
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Upon clicking the Pendings option, the INS articles which are pending for verification
will be listed down. In the screen select all articles by clicking the check box available
at top side of the Insured Articles table.

For searching the article scan the INS article at Search option on the right side of the
screen.

For selecting the individual article, scan the article at ARTICLE NUMBER option
available below the Insured Articles table. If the article numbers need to be typed, type

the article number at ARTICLE NUMBER option and click on Select button.

After selecting the article click on the Approve button for completing the INS article
receive verification.

Upon clicking the Approve button, a success message will appear on the right bottom
corner of the screen.
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5.4 Bag Closing

5.4.1 Closing of bag

Bag Operations @

o  Fetch From Counter 28 BagReceive (F1)

@ Bag Open (72} W 8ag Cose MO (F3) <

For closing bags, click on the Bag Close at MO option or use F3 key.

w Department of Posts W KR
@ Mirsstry of Communications, Government af India o
MHome  Bag Management  Barcode and Label Mngme.  Device Registration  Exit Maragement  Payroll System  Others v Buziness Date +26-05-200%

Welkome o IT 20497

E Favountes (Cri+F) Bag Close-At MO

st U o - Bergaturu Masost S 121340001
gy ) e 26408-2025 . SET1 Q& A

© Hume > Bag Close & MO

ST TO O ——
“ Select To Office v
Select To Offce ;

! CEPO PH
2CBPOPH

A F Station Yelshankas 5.0

Upon clicking the Bag Close at MO option, the above screen will display. Select the to
office name from Select To Office dropdown option.

Mome  Bag Menagement  Barcode and Label Mngme.  Device Heglstration st Management  Pagroll System  Others v funinem Onte © 26002004

[B #avoonres 1C14) Bag Close-At MO [ wh h*u:;\im:‘:{"m" Qg4 ~

# Hume > Bag Close o MO

shect To Officr aloct hog fype
Mysary P v Parcel Doy v | m
Soloct Bag Type
Insured Paroes

barced Hat
Parcet Hoy
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Upon selecting the to office name, select the bag type from Select Bag Type dropdown
option and click on the Fetch button.

Department of Posts noa@ KR
- Minatry of Communications. Government of Inda
Home  Bag Marwgonant  Barcoce sec Label g, Device Regatratn  Ex Managment  Puprcl System  Othars Susinats Oate 2600028
T Fsoding gk Bag Close-At MO otk ot s o L A
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. Artcie Mumbes — Select Artichs Tyoe
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Scanned Articles<:| o Expected Ntlcles<:|
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CASGTIABSSTIN Sngararpskana s PARCEL 20 CYIE0074NTIN Ferquiru 571401 PARCHL 750
4 ¥ toaswrmoas Suprerw Coun sriear PRAACTL "

Total At woghtigsl | 0740

e e

Upon clicking the Fetch button, the articles which are available for the selected office
will appear based on the booking Pincodes at the right side of the screen under
Expected Articles header. Scan the article one by one at Artilce Number option the
same will be shifted to the right side of the screen under the head Scanned Articles.
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In case of INS Parcel bag, click on Include Bag option and scan the bag number at Scan
Bag Number option. Total nhumber of Articles/Bags will be shown at Scan Count
option.

@ saved!

Click on the Save Draft button to save the artiles. Upon clicking the Save Draft button,
scanned articles will be saved and a success message will be displayed on the top right
corner of the screen.

For donloading the scanned articles, click on the download icon. Upon clicking the
download icon scanned articles data will be downloaded in excel format.

For deleting the scanned articles, select the articles and click on Delete button. Atilces
can also be deleted by scanning the article at Scan Article option.

Search and Delete Articie

Upon scanning the article, the above window will be popped up. Scan the article
number to be deleted at Article Number option and click on the Delete button. Upon
clicking the Delete button, the article will be deleted from the scanned articles list.

After scanning all the artiles and INS Parcel bag if in case of INS parcel at Scan
Article/Scan Bag option, click on Close Bag button.

Scan Bag Number
CENALT Y0ty

Eog Weight (Ko j

Rir Tramzpan
g v

Upon clicking Close Bag button, the above window will pop-up. Scan pre-printed
barcode at Scan Bag Number option. Bag weight will be automatically fetched at Bag
weight optiion in KGs. In case of air lift, click on the Air Transport option and for adding
the RFID information click on the RFID and enter the RFID details.
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Click on Close Bag button to close the bag without generating bag manifest.
Click on Close Bag and print Manifest button to close the bag and the bag manifest
will be downloaded in PDF.

Click on Close Bag with System Generated Label button to close the bag and
automatic generated bag barcode by the system.

Depariment of Posts. Inde
Bengatuny Parcel v
Srim Beg Marrtre
LI AR
. s34 o -
Srle Miisis W fame AMtisis

D T

D

Upon clicking the Close Bag with System Generated Label button, bag will be closed
and a success message will be displayed at the right bottom corner of the screen. A
manifest will be generated in PDF with details viz. Office of closing, type of bag, closed
to office, bag number, set date and number, bag weight, bag closing date and time,
article numbers, article type, number of articles, number of INS articles and bags if any,
total count of contents, closed by official name and EID, space for signatute of
supervisor and bag opening official. The manifest can be downloaded using download
icon and the same can be printed by clicking the Print button.

& INDIA POST € Air
To: RT Nagar H.O

o P CBX@aa3312937
Bag Weight : 0.10 Kgs Count : 5
28-09-2025 10:56 From office : Bengaluru Parcel Hub/SET

System generated bag barcode will be downloaded with details of bag type, bag closed
to office, QD and 2D bag barcode, bag number, bag weight, date and time of closing,
total count of contents of bag and the from office name and set number.
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5.4.2 INS Articles close verification by HSA/Supervisor
INS article if any should be verified by the HSA/Supervisor. If in case of INS Parcel a
separate INS Parcel bag should be closed and the same should be inserted in the

Parcel Bag.

For INS article verification, open the Supervisor sub-card under Bagging Management

card.

Supervisor e

i INS Articie Werficasnn -] INS Bag Verfcann

Upon opening the Supervisor sub-card, five options will be displayed on the right side
of the screen. Click on the INS Article verification option for verifying the Insured
articles.

Department of Posts HEEE )
Minatry of Communication, Government of Inda m

o [T 20 AP Appleation

I Fevuriins iy INS Article Verfication Bort s R O 4 A

) Recieve (3 Close <:|

Upon clicking INS Article verification option, INS Article Verification window will
appear. In the screen two options will appear i.e. Receive and Close. Select the Close
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option. Upon selecting Close option, under Select Transaction dropdown option the
following options will appear:

= Hold
= Pendings
= Close Approved

For verification of INS articles which are hold from verification, click on Hold option.
INS articles hold from verification will be displayed and the same can be verified.

Click on Pendings option for verification of INS articles.

g g Department of Posts w e W
22 = Minstry of Communication, Government of India [ erire s5enia o |
B Favounrec ooy INS Article Verfication -’-‘-’_ -:?m;}hﬁglmn ag s A
# fone > nsurea Artice Venhoaoan
[0 Recieve [ Close <:|
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[ > B A Toe Ny bes Wasmrg O e -t Ny et aaton " AN W) WA Oule Wi et Wy

(-] CATOIMISESN 144001 PARCEL 02 0 WS M 10238661
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Upon clicking the Pendings option, INS articles pending for verification will listed down
with details in columns viz. Article Number, Booking Office, Article type, Article Type,
Destination PIN, Article Weight, Shift/PO Date and Received By.

Select the article by selecting the check box against the article. Also article can be
select by scanning the article at ARTICLE NUMBER option. Upon selecting the article,
click on Approve button to complete the INS article verification.

Q Insured Verification updated

successfully

INDIA POST - APT Page 56 of 234




- @ Operational Guide — Railway Mail Service
\-J

Upon clicking the Approve button, a success message will appear on the right bottom
corner of the screen.

For holding the article from verification click on the Hold option.

To view the verified INS articles, click on the Close Approved option.

5.4.3 INS Parcel Bag Close verification by HSA/Supervisor

Supervisor e

B IN5 Artkie Werficason B INSBag Verficason <

For verifying the INS bag click on INS Bag verification option.

Home Bag Manageeent  Booking Seutnn  Socting Managemant  Teack s Timee  Tresury
2 INS Bag Verification s o 0 e (X P A
18] Fuviuntes i)

e @ g Bag Veriheation

() recieve (3 Cloxs <j

seboct trans type
i‘> [}

rentags

L

VAN A pToved

Upon clicking the INS Bag verification option, the above screen will be opened. In the
screen two options will display i.e. Receive and Close. Select Click on the Select
Transaction dropdown option. The following two options will be listed down:

= Pendings

= Approved
For approving the INS bags, click on Pendings option.
To view the already approved INS Bags, click on Approved option.

5.4.4 Closing of Transit Bag
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In the Bag Close- At MO screen, select the office name from Select To Office
dropdown option, to which the Transit Bag is closing. Upon selecting the office, choose
the bag type as Transit from the Select bag type drop down option. Click on Fetch
button.

R oot Bag Close-At MO G i (O A & A

£ Hane > 8ag Cose at WO

Selecs To Ofics Sekert hag type

Scanned Bags <:| Expected Bags <:|
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AvyHerrses Oasnt by Offus Otfies g Ty Ooomd [ Camas By Offies oven Nag T Oesnd L
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DANI007 32248 Bergakru N Chuvrral NEM w CIe200E2 2455 B N Wyteratian SSH W
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Upon clicking the ‘Fetch’ button, the above screen will be displayed. In the screen the
bags already closed by the set will be shown on the right side of the screen under the
heading ‘Expected Bags’. Scan the bags one by one at ‘Bag Number’ option.

On clicking the ‘Save Draft’ button, the scanned bags will be saved. After completing
the bag scanning, click on ‘Close Transit Bag’ button.

Transit Bag Close

Scan Bigz Numbes

=
- ... ] T (oot o M
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Upon clicking the ‘Close Transit Bag’ button, the above screen will pop-up. Scan the
bag number at ‘Scan Bag Number’ option if pre-printed bag label is available, weight of
the bag will be shown automatically at ‘Bag Weight (gms)’ option, check the ‘Air
Transport’ box if the bag is lifetable by air. Upon entering bag number, the following
three options are available for bag closing:
= (Click on ‘Close Bag’ button to close the bag but the manifest will not be
generated.
= (lick on ‘Close Bag and print Manifest’ button to close the bag and to get print
of manifest.
= (Click on the ‘Close Bag with System Generated Label’ to close the bag along
with auto generated bag label and to print the bag manifest.

Bag Manifest °

Department of Posts, India

Bengaluru NSH
TB Manifest

Closed To . Bengaluru City TMOSag Number . TBX000011989051  24-09-2025/SET1
Bag Weight - 0.84 kgs Defivery Type Bag CloseDateTime  24-09-2025 14:57

SrNo Bag Num- BagType FromOf- ToOffice  Article Bag
ber fice Count Weight

(kg)

Upon clicking on the appropriate button, bag will be closed and manifest will be
generated. The same can be downloaded as PDF by clicking the download icon and
also click on the Print icon to print the manifest.

Bag closed

o successfully TBX0000119890

Also a success message will be displayed on the right bottom corner of the screen.
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Department of Posts, India
Bengaluru NSH
TB Manifest
Closed To - Bengaluru City TMOHag Number - TBX0000119890 51 - 24-09-2025/SET1
Hag Welght © 0.84 kgs Delivery Type Hag CloseDate Lime © 24-09-2025 14:57
SrNo  BagNum- BagType FromOf- To Office  Article Bag
ber fice Count Weight
(kg)
1 EBX00023224415P Bengaluru  Mumbai 1 0.1
NSH NSH
2 EBX00023224485SP Bengaluru  Chennai 3 0.1
NSH NSH
3 EBX00023224505SP Bengaluru  Kolkata 2 0.18
NSH NSH
4 EBX00023224525P Bengaluru  New Delhi 2 0.18
NSH NSH
5 EBX00023224555P Bengaluru Hyderabad 2 0.18
NSH NSH
NoBags:5
Total : 5
Bag Closed By Supervisor Bag opened By
(10168463 )

The generated TB Manifest will contain the following details:

e O/oClosing

e ClosedTo Office

e BagNumber

o Setand Date of the Office

o Total Weight of the Bags

e BagClosed Date and Time

e Bag Numbers of the Contents
e BagType

e From and To Office

e Total Article Countin the Inner Bags
o BagWeight of the Inner Bags

Additionally, the manifest includes the bag-closing official’s EID, as well as spaces for
the supervisor’s name and the signature of the official who closed the TB.
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= INDIA POST
To : Bengaluru City TMO

' ” TEXO0001198%0
Bag Weight : 0.00 Kgs Count : 5
24-00-2025 14:57 From office : Bengaluru NSH/SET1

Along with the manifest, auto generated bag label will be downloaded for printing. The
bag label contains Bag closed to office name, QD and 2D barcode, Bag Number, Bag
weight, date and time of bag closed, count of contents of the bag and name and set of
the from office.

5.4.5 Ordinary bag bulk closing

Ordinary bags can be closed in bulk to avoid delay in bag closing.

8agging Management Jesuse soemmamn IS A& o

Baggng Operation Bulk Doly Bag Bag Reports

Srratve Sy wte, Fespend Fow eherm by Sop Wwtenl Mot (b

Internal Tracking Advance Bagging Operation
Arvese oad ag Nasking ihae wel Avindl Wi Ty SV, Wapare IO

For closing bulk ordinary bags, click on ‘Advance Bagging Operation’ sub card in the
‘Bagging Management’.

Advance Bagging Operations °

a :--wuu @ e

4 Lytnast Faced Far

Ordinvery Bug Dowe o o

W Captie vl

Upon clicking the Advance Bagging Operation sub card, five options will be displayed
on the right side of the screen. Click on Upload Excel for Ordinary Bag Close option.
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Department of Posts HEE
Mirsstry of Communications, Government af India [ velcasme, W |
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& Home: > Bag Close Ordinary in 8ulk

8D Sumpde Excel Farmat
[ Chaoose file | No file chosen Vakicare Excel Fle cortent
O Hover here for details

Upon clicking the Upload Excel for Ordinary Bag Close option, the above screen will
be displayed on the screen. For getting the excel format of the template, click on the

Sample Excel Format link.

e reert Page Layout Formulas Data Review Yew
= ~ . o =l ® = . L CHe T
45wk =l B e O D
p: “Q Copy * , A N s 3 2 0 »0 Condsiomal format  Cell Irgert  Dedetd
« F Fomat D B Ly "R A EER X Eeeacote $% 0 (04 Fi,l-,-.'-.é;-u_.- 5 Tatie - Styles iRy
liphow tome Jigrrmem Number Style .=
B6 v I3
A B C D E F G
1 sr_no to_office id to_office_name bag type no_articles bag_weight pre_printed bag_number
2 1 11 Mysuru sorting L1U 10 1.2 CBM 1234567891
3

Upon clicking the Sample Excel Format link, the above excel format will be generated.

Department of Posts O
Ministry of Communications, Government of India m

Fammmf.(cm-F: Bagging Management:::.—‘r.::;:n:::ln-.uflu:;;mmm Q ‘ 1 A

# Hame > Bag Case Ordinary in Bulk

@ Sanpin Fxcol Faemat
erdinaryBulksample (1).x0%x
© Haover here for detals
Ordinary Excel Data
e No Clore to Office id Close 1o Offica Name 203 Type i Sag Wegtn Mo Articles Fre Frinteqg Barcoge
1 21631016 Mysury sorting LU (=1 1.2 n COMIL S5 91

I::> :":N!I ]
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Fill up the template with the required details of bags. Choose the duly filled excel file
using Choose file option. Click on Validate Excel File Content button. Upon clicking
the Validate Excel File Content button, the above screen will be displayed. After cross
checking the data uploaded, click on Validate DML.

5.5 BagDespatch

g - Department of Posts % m
; Minatry of Communeation, Govermmmmst of Insta [rvacana v |
Homs  Sa .
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25097 - Senganury Faened Fuh Berganni Oty TWD 0600 MW Schefue
3559 - Benguburs Paried Hub_Bergaiury Oty TVED 2100 MMS Scheduse
35831 - Bengubura Parced Hub_ Secgaiur Oy TVO_ 1439 MW Schedu
236431 - Bengaiury Purtel Hub_Bergaturu Transthyenent Cortre_DEO0_ NS Schertide
62T - Seripuiurs Parcdd Hul_Berganuru Transthgrnent Contre_I1.00_NNS Schadule
56419 - Bengaura Parcel Mub_Beegetun Trinsihgetien Centre_1&.50_NNS Schedule

236700 - Bengaury  WNS Besgairy - VAVE T4 S0 MNS Schertule

When Bag despatch option is clicked, a new window will appear as shown in the
image. After selecting the Select Schedule option a drop down will appear with the
schedules which are created. One of the schedule to be selected and Fetch option
should be clicked.

‘,. - Department of Posts Y M
@ 3 Miratry of Communeations. Gouarmmrmst of lnsta ==
Q Famarye (Cuief) sag De!pluh v : —'n-—T‘;‘L;:‘;‘:r‘:A;'N raaailt| Q ' 1 ~
L > 80q Despann
v a
[ - " . Scan Count : 0 [ )
Scanned Bags |:> Expected Bags
Feae Scan Dosed Pant Baga R Clesed vy S tuenl 3t Owsed To RagType w
WA IR Sergyanen AR T BT Mg MO
Fanel s
. »

Total Wesght 000 by
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After clicking on Fetch option the closed bags data which are available for the selected
office will appear on the right side of the screen under Expected Bags header.

g - Department of Posts ¥ e
g Mnatry o Communscation, Govrmmmest of l=a [ rvecane soress |
B recwne uid Bag Despatch fuge ._1‘;;_‘:‘;‘;:‘:;_""“‘“,"“0 > ar ey
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-
I:> 1 Merety Bag Weapt 0 - Scan Count : 1 [ trwntiia
1 1am salecteq Expected Bags
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-

.
Total Wesght 1 0.10 by @
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The bags needs to be scanned individually at the Bag Number option, all the bags will
appear at the left side of the screen under Scanned Bags header.

SAVE DRAFT - If there are more bags to be scanned at a different interval of time Save
Draft option can be used for saving the data scanned.

For deleting the scanned bags select the bag from the Scanned Bags table and click on
the Delete button.

. Bengaury Farcal Mub_Bengaiury Ciy Y.UOJ‘! 03 WM
Siheoue

B Baghee  Reglye  GhesdBy  Cesets T L
T " A LT TR »

040 Kge
]
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After clicking the Despatch Bags option, new screen will appear with Mail List for
taking print out with a Mail list ID and details of bag numbers and a popup as Bag

Despatched Successfully will appear.

5.6 Other operations related to Articles and Bags

5.6.1 Modification of Opened Bag

o My Dyt 3oy
Cartem

) Crarge Coved Dag
Cesinanen

Bag Operation Tools °

7 Chunge Newrm By
Sexras Far day Open

| B

Click Modify Opened Bag Content Option.

Modify bag Opened

# Home > Modity Bag Opened

Ban Number
RBK12345678%0 m<:|

Scan/Enter the Bag Number and Click Fetch.

Modify bag Opened

& Home > Modify Bag Opened
Bag Number
RBK1234567890

ClosedDate 03072024 16:26:39 Closed By Office/Received | CCRC Bengaluru Bag type |R

Opened Date | p3.07,2024 16:38:43 Last Event | Cl

Add or modify Article Type

elect Articie Type

Scan Article Number Choose the Article Type v

System displays the Bag details.
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@
Sele Type
|:[‘> RYDO0005793IN Register Post Document v @

Add or maodify Article Type

Scan Article Number Cesl

eCt Article

Enter/Scan the Article Number, Select Article Type and Click Save.

‘ poaae
A )

(RO dev.cept.gov.in says

Bag opened content Modified sucessfully
Payroll System  Master Data Sanitization  Track

System displays the message as Bag opened content Modified successfully and
Click OK.

5.6.2 Change Received Bag Status for Bag Open.

Bag Operation Tools °
o Modty Openas Bag P Crangs Recorwe Bag
Contery States Por Bag Open

The Change Receive Bag Status for Bag Open Option is used to change the status of
the Bag which is yet to be opened. Select the Change Bag Status for Bag Open Option.

Change Bag Status

# Home >Change Bag Status @

- Scan Bag Numbe .

Scan/Enter the Bag Number and Click Fetch.
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Change Bag Status

® Home > L‘nm\ge Bag Starue

System displays the complete event of the Bag. Click Change Status.

Home About Contact FAQs Feedback

1rred | Developed by

:>@ Bag Status Changed

sucessfully

Message will be displayed Bag Status Changed successfully.

5.6.3 Change Closed Bag Destination.

Bag Operation Tools °
a Mod ey Opened Bey P Changr Ascrtew Dag
Corenany Fates For Bag Open

g Cenae Ovsediag

peb B g Debcics

The Change Bag Destination Option is used to Change the Destination of the Closed
Bag which is not yet dispatched.

Click ‘Change Bag Destination’ Option.
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Change Bag Destination
 Home = Change Baq Destinaton

- Scan Bag Number
[ RUKODODD0034% '

Enter/Scan the ‘Bag Number’ and Click ‘Fetch’. System displays the complete details
of the Bag.

Change Bag Destination

#® rome > Change Bag Destination ﬂ
Scan Bag Number - Select To Office

RBKODODD0345 | Rajajinagar KO v ]

\ — Select To Office
Bag Number | RBKOOOOO00345 Closed By User | e
- 4 Hampankatta 5.0 J

CCRC Bengaluru

Closed For Office CRC Bangaluf | ClosedDat |
7( T nsedDate i Bengaluru NSH

Insured

Select ‘To Office’ from drop-down and Click ‘Change’.

‘2 Lv‘ dev.cept@ys

Bag Destinaticn Changed sucessfully

Ursevance Masagemetit  8ag Management  Payrall Systarn Mast : g

Message will be displayed ‘Bag Destination Changed successfully’ and Click ‘OK’.
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5.6.4 Deletion of the closed bag.

The Menu ‘Bag Deletion’ is used to delete the Closed Bag.

Bag Operation Tools °
O T (2
s’ M: SO B Sag D
T Cormat Sy Ovageese [ - e

S O Clent Sag 7 D o Cute

Select Menu ‘Bag Deletion’.

Bag Deletion
& Home > Bag Doletion

W]

RBKOODO000345

Enter/Scan Bag Number and Click ‘Fetch’.

5.6.5 Bagdispatch cancellation

The 'Cancel Bag Despatch' option is used to revoke the dispatch of a bag recorded in
the system.
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Bag Operation Tools

o W0y Cyrieed Rag
Cartern

P Charge Oawed Bag
Destranion

T Casest lag Ommpatct

3 M Opes Ouned 839

(Tange Meciree )
Suatens For Sag Open

g Dewtion

Dejcar dag (hme

Change in Cooe

Click ‘Cancel Bag Despatch’ Option.

Lo 011 Wkbae 5.0 (21 2601005,
Bag Despatch Cancel o e AGERE Qs ~

(8 Favourites (Ctri+#) i V- g .

# Hore > 8ag Despatch Cancel

Salect Cancel Reasan Remarks

Change of Schedule < Schedule Changed due to

SPO000D00235 ﬁ

MLID:

Select Cancel Reason from drop-down, Enter the ‘Bag Number’ and ‘Remarks’.

Enter/Scan ‘Bag Number’ and Click ‘Add’.

Bag Despatch Cancel
* tume > Bag Despanch Cancel

ach

Ot Loaced N Al autority offioaded this bag

Scanned Bags

b o rrey o Choand 10 Uy Gespatomed Cruned iy BTy < p—

g M by
y 15pe e

Cavind Despan |

Upon clicking ‘Add’ button, application displays the Despatched Bag Details under

‘Scanned Bags’.

Click ‘Cancel Despatch’ to cancel the Despatch of Bag.
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5.6.6 Reopening of the Closed Bag

The 'Re-Open Closed Bag' option allows users to reopen a closed bag that has not yet
been dispatched, add any additional articles if needed, and then reclose it.

Bag Operation Tools o
g Ot Cpmetteg s Oengehecere ki
Cartern Saaten For Sag Open
rd 2" KR By B g Dewtis

T Casest Hag Ommpatct B Deposr Rag Oone

3 M Opes Ouned 839 7 Ounge in Cooe

Click ‘Re-open Closed Bag’ option.

# Home > Bag Re-Cpen @
. Bag Number

| RBKDO00000345 Fetch

Bag Re Open

Enter/Scan the ‘Bag Number’ and Click ‘Fetch’.

Bag Re Open

U

- Bag Me-Open

Scanned Articles

Application displays the number of Articles available in the Bag and allows add/delete
the articles.
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Bag Re Open

M = A e Open

Qg Numther

RBKOO000O0 14

[ ™ Hady Tyspe
Ra ar 0 "

[ B YTIOOK 363 2 a1 HOOCO FOST BOCUINant -

I

Scanned Articles

S— Nocewg e - ._ " Pop—

Thhat Aey Wamigh il

G )

Enter/Scan the ‘Article Number’; Select the ‘Article Type’ from drop-down and Click
‘Add’.

D-m-. solected

A

Arvciatiumon: Acckng Otfcn Top e ks RTS call s
Ty waeighnt

NYOOLOISFI0IN Hapahnagar H.O SR0010 A

K J| )

Select the ‘Articles’ and Click ‘Bag Close again’. (If required, selected article may also
be ‘Deleted’ by Clicking ‘Delete’)

Bag Closed Again successfully! undefined

Suppart Dosk Management Grigvance Minagement Bag Managern

ﬁ m de___g0v.in says @

Message will be displayed ‘Bag Closed Again successfully’ and Click ‘OK’.
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5.6.7 Article PINCODE changing

To modify the destination PIN code of a booked article, users can select the 'Change

Pincode' option.

Bag Operation Tools °

g Ot Cpmesieg s Onpehece by
Cartern Staren Far Sag Open
Charge Cawed Bag

4 P B 8o Dewtis

T Caces lag Ompatct B Deponr Rag Oove

3 M Opes Ouned 839 #  Owgrntoe <

Click ‘Change PIN Code’ Option.

Change Pincode Pl B R
mFJvui.{\lvHCnhFj — e ————
& Hums > Onange Pin Code

Upon clicking the ‘Change PIN Code’ option, user needs to input the Article Number
and click the ‘Get Details’ button.

Change Pincode e e g o S8

B} Favouries (CuteFs
# Home > Change Pin Code

YOO D29T1IN { LEC |

Booking Details of RY000102971IN <:

Destinati Article
Pincode Type

filkure S0 23012025 04t 520010 LETTER

Upon clicking the ‘Get Details’ button, application displays the Booked Article Details.
User needs to enter the new PIN code.

Booked At Booked On A
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Change Pincode
@ Favourites (Ctri+F)
# Home > Change Pin Code

Article Number

RYO00102971IN Reset

Booking Details of RY000102971IN

Destinati Article
Booked At Booked On Pincode T Insure:

Bilikere 5.0 23-01-2025 09:41 570010 LETTER O

_ Pin Code

Enter the ‘PIN Code’ and click the ‘Change PIN Code’ button.

-
e ———

Upon clicking the ‘Change PIN Code’ button, application displays the message as
‘resource updated successfully’ and the PIN Code of the article will get updated.

5.6.8 Changing article status
The Change Article Status option allows users to mark articles or parcels as 'Pending’,

indicating that they will be handled manually. Articles marked as 'Pending' in the
application are recorded in the Discrepancy Report for tracking and review.

Supervisor e

] INS Arviche Verfication ] INS Bag Verfication
A Erroe Mansgment O  Cheoge Arlicle Statun <:: :l

B  Seperwor Checking
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Click the ‘Change Article Status’ option.

ha Article Status '_:-'-:-i- [ LIRS
B bavonis (311 Change Arsic Sprvraanes . B
o > Charge Amide Suats

~

.
Accoram fag

Aranvh oftce §ag

Camp fag

Irmred Parcel <:|
L5D B

Nogazne

Oeahrary Wawl

The User needs to select the ‘Bag Type’ or ‘Article type’

2 Change Article Status [ SRR (g
Facur e (CIE) ~REIR . .

¥ e > Orange Atice Sane

Click ‘Fetch’ button.

Tt fgce §

Change Article Status
"'“"I m Arciclu Type ::'""”"' Baokiag Dess Tirre Art Waight in gms ::“
D001 MSAIN e PARTEL Srooy 2501200 (258 100
Y000 TSR Sehora S0 PARCEL S7000) 01518 12
Crou TSN Sbere L0 e anuo 15010023 ey 1
CYo000T TNIN S 50 PARCEL ST0004 123

|::> Y0001 TARZIN Sedoere 5.0 PARCEL ST01G n
CrO00018073IN Feaore 50 PARCEL ST000 100
0001 757N Bokcacs 5.0 PAICE ST0001 100
Croteoiax2iy Sikere 5.0 PARCEL Sy L5.01.2005 (5% 1m0
CO0001085IN Bitowrs 5.0 PAICEL 57000} I301300% 039 123
Crosounsaln sbere 40 acey s 25012023 tr4y 10
> n

Upon clicking the ‘Fetch’ button, application displays the details as available in the
above image.

1 nem delected

Artte Eouhirg Destnatsar 1
-} [ Office Artiche Type P Backing Date Time Art Welght m grm INS
B CYON01 i Hhav i AARTEL 70001 2301 025085 ]
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Select the article or Parcel which needs to be marked as ‘Pending’.

Click ‘Mark as Pending/Handled Manually’ button.

Article Status

Article/Articles Status Changed

Upon clicking the ‘Mark as Pending/Handled Manually’ button, the application
displays the message as ‘Article Status Changed’.
Click ‘OKk’ button.

5.6.9 Capture Arrival

- Department of Posts H
Wianiry of COmPmnkatam. Gawrsmers of e s

10 Formirans sy Bagging Management [ ey | 4 & A~

Internal Tracking
v e b

Click on Advance Bagging Operation there are few options which are displayed below.
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wikaisn

Advance Bagging Operations e

a Propace Forsart Mal
[

o ey

U Saird b
a

Crivary Rag Clve ®  Capan Dmmnrs

B Cgxirm Anwe

After Clicking the Advance Bagging Operation click on Capture Arrival for capturing
the details of the bags despatched from previous office by selecting the date and the
appropriate schedule.

Department of Posts LY W
Vanisry of Communicatans, Goveonment of indls oy
Harve iy Mans Boomirg t Sarting Masece Suppert etk Ofvers v
) Soviictan (g Capture Arrival e |
v - Captare Aitedd
Pr——
A e
. " u o
AR R
4 a »
. »
L
L = Department of Posts noe
&b Vrtucry of Commuricasicns, Gossrmmest of India
Ll o 9 Sartiry Marage leigpmar ey v

T R AT W)
. Shesul W Q&

(8 o = Captarw Arusl
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Upon clicking the Fetch button , page will appear for updating the Schedule arrival
data. Update the information and click on Submit to capture the actual arrival data.

5.6.10 Capture Departure

‘:' - Department of Posts e W
” Nirstry of Communicatsons, Gowermiment of ladke m

Sadte VAN 22 s : 3 Oty

et Bagging Management s &~

Internal Tracking Reports
Arvew and Bag Vareryg atrw. g o S Mwrae

Advance Bagging Operation
n

i Tt at A Thund, o Wy PAL, Wte® M

Click on Advance Bagging Operation there are few options which are displayed below

Advance Bagging Operations °

Prepare Forsart Mal
a & ey
Upbowd Saied b
a o ®  Captan Dmsatien <:

After Clicking the Advance Bagging Operation click on Capture Departure for
dispatching the bags.
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g Department of Posts o 8
P Mirsstry of Communications, Gavernment af India [ s, visramnin A |
3 F ks [CtrieF) SiTaiiie SeoparRORING DGR
R Fovouries Capture Departure et mosaeten X A & A
£ Home: > Capture Departre
Sedect To Schedule Schodule Type
283611 - Bangshuru - MMS Sergakury - A ‘ Trair v | n Dép Teme: 07:15 Ratus Late Daparture by & hours

Upon clicking the Capture Departure option, select the schedule from the dropdown
option, select schedule type from the dropdown option and click on Fetch button.

] Department of Posts o W
f_& tmistry of Communications, Government of India [ wicnme exivmaTIA ]

Favourites (CerleF) Capturﬁ Departure
# nome > Capture Departure

Select To Schedale Scheghule Type

Dep Time: 06:00 Status: Lote Deporture bry 7 bours

- ML Ceasnt - |
asd

Mail Lists
Nl (D I’;"’"" Schadule Name From Office Name Ta Offwe hame Destiranin Dce Fvast Type B3 Cownt :;::" Crastec
Bengaun Cey
T™MO Sengalury Bun
17240 ises o 1::;’0 ,‘.I""‘Oi‘ N Pemgatury Ciy T Bengatury B S Bergaluty Dus & PR F 23 101689
hecule
4 »

Upon clicking the Fetch button, above screen will displayed. In the sctreen enter the ML
ID and click on Add button. Upon clicking the Add button, Mail List details will be
displayed and click on Capture Departure Info button to capture the departure details.
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Departure Capture °

TriplD

33
Vehicle No Driver Name
KA 04 RG 6666 CHALAKA

Bags Loaded Seal Baolt Id
200 BOLT20252525

s |

Upon clicking the Capture Departure Info button the above screen will pop-up enter
the actual information of departure and click on submit. Upon clicking the submit
button Departure details will be captured and updated in the system.

5.7 Bulk addressee bags operation

- z Department of Posts 3 B
2D Miniry of Comemunicatinns, Govenwssnt of India d

HOME  MAGOPERATIONS v BAG RIPOATS & TIRACK AND TRACE v

Bag Close - Bulk Dellvery

- N
g JO0Em 00 WYY

5.7.1 Bulk Addressee Bag Close
After clicking on Bulk Addressee Bag Close option, the user should select the Bulk

Delivery Customer from the dropdown menu of Select Customer. Pin-code will be auto
fetched at Delivery Pin Code. Then click on “Fetch” option.
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(SRS
S

Department of Posts
Minstry of Communications, Government of Inda

| ot fobes | Suwplas AT 2IBCODE

Bag Close - Bulk DG“V.ny Snt (ke ol are BB S ), T

Salpet Contisenunt Jwbvery ¥ Code
_ Aride Nueriter
| - Scent Shund | 4
Scanned Articles Expected Articles <:|
AT Py D9 . nen ::"_ :w m L LR L Mok O erw x_ :mu m
ABLT WA TING Backing OFfvn & M - 1% TI200005001 N S
8 3 » +B .
w ot opr:  \(ve
Totat Art Welgiht

) e=xzs ez =)

After Clicking on Fetch option, the articles which are available for the particular
selected customer will appear at the right side of the screen under Expected articles
header. The user should scan the articles individually at the Article Number option and

should click on “Close Bag”.

: Scan Bag Mumber

Risg Welght inn grisnmy

1578
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After clicking on “Close Bag” button, new window will appear and the user has to click
on “Close Bag” with System Generated Bag Number. Then the system will
automatically generate Bag Manifest and auto generate Bag label.

5.7.2 Bulk Addressee Bag Despatch

The procedure of Bag Despatch to be followed for Bulk Addressee Bag Despatch.

5.7.3 Bulk Addressee Bag Delivery Confirmation

;3

- Department of Posts s @
Ministry of Comwmamications, Goverrement of india ﬁ
HOME  BAG OMHATIONS > BAGHERORTS v TRACK AND TRALE v
Bulk Bag Delivery Confirmation ﬂ R Uil et e s |

:> (S sx =) [ Toas aua o D 2

After Selecting the Bulk Addressee Bag Delivery Confirmation the Postman staff
identified for bulk delivery will produce the delivery slip. Based on the delivery
confirmation, the Supervisor will select the Set from Select Set Name option and
select the date in Date of Set option and Fetch button should be clicked. The details
will fetch and the Supervisor will update the delivery information.

5.8 Various Reports related to Mail Office.

5.8.1 Re-print of Reports

The 'Reports' sub-card allows users to generate various reports related to bags and
articles. Additionally, users can access and generate abstract reports and discrepancy
reports for detailed analysis and record-keeping.

Bagging Management ;;'Lj;;_';;,;;.fj“""f‘f"“_" Qs ~

Favourites (CorlsF)

Bagging Operation Supervisor
focoive, Open. Oose Despatch INS verificacion, £ saim

Bag Reports
Rag Manifest, Mak List

Internal Tracking
Article wed Bay Trackeng
° Pogo10f2 °

Reports -
ATiCe. Bag anvd $e Abiact
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Reports d

8  Amde epons B Openid Bag Manifest
Bag Scan Missing
B fugRopors P
Arvicle Short ind
N Facess Report o =

Bocking and
& Desaa':u- Abstract B Tewaitleg Asiract
B | Lteapanaion g Convdies
8  BagAbstracr - MO @ User Wise Repont
B Daldyepon B Atk At - MO
5.8.1.1 Re-print of Bag Manifest
Department of Posts w e M
Ministry of Communications, Govermment of India [ Vnkcara « argany. |

CEFT sty
(o 109-200%. CET) QL&A

Bagging Management

ion Supervisor Bulk Dely Bag
P ING Verteation 63 e Bk ALV IS Dobuery
Tools
g Oowersrsn Taen

Bag Reports

Rag Vantheat Maf Liw

Internal Tracking
Artec and Day Tracking

Bag Reports °

&  Pret g Masifes & APt Ml Ui

Sulk Det Bag Out Toe

sip S Bag Lt rime

&  Departure Sip

This option is used for regenerating a report called 'Print Bag Manifest', which lists the
article or parcel numbers along with the total number of consignments which are
included in the bag.

Click ‘Print Bag Manifest’ Option.

(a)The user needs to input the ‘Bag Number’ in the ‘Bag Number’ field.
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Department of Posts @ KM
Ministry of Communications. Govermsment of India [ oresmne, £ sgunarye ]
Mome  flag Management  Exft Macagemers WIS Reports mﬂm Sortmg Management  Others Wumness Tate - 19087024
W P i) Print Bag Manifest v e LA BT S
& Home s Prant Bag Martfest

) o (5 v

When clicking the Print Bag Manifest Option, new screen will be displayed where the
user needs to input the ‘Bag Number’ if the user knows it.

OR User can also choose the Shift Date and Click ‘View Bags’ button.

5.8.1.2 Re-print of Mail List

Whenever a bag is dispatched using the 'Bag Dispatch' option, the application
automatically generates a 'Mail List' report. The Mail list report provides details of the
total number of bags which are included in the corresponding Mail List ID.

If user need to reprint the mail list, they can use the 'Re-Print Mail List' option.

Bag Reports °

Prict tag Masfust B b Pono vl Le <::|

Bulk Del Bag Out for
Deirvwry Shp

[ )

Sty label Prm

B  Degarnus Sip

Click ‘Re-Print Mail List’ Option.

When the 'Re-Print Mail List' option is selected, the 'Bagging Management' screen
appears, allowing users to enter multiple Mail List IDs, separated by commas.

OR

Choose the date and Click ‘View MailLists’ button. Application displays all the Mail
Lists which are generated against the given Date.

(a)The user needs to input the ‘Mail List ID’ in the ‘Mail List’ field.
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Bagging Management i G e e B YO RN
o031 2005
Favaurites [Clri+F) 8
§ e > Print Mat List ﬂ ﬂ
Madl List 10
53873 oa" s
Date

Enter the ‘Mail List ID’ and Click ‘Print’ button.

Mail List

M Q 1 of1 — <+ Automatic Zoom = v L T 2 @& »
Department of Posts, India
Bilikere S.O
Regular Mail List
Despatched To © Mysuru NSH Despatch DateTime : 04-03-2025 10:22
Date of Set : 04-03-2026 Set No - SET1 “ml "l”l"]l
Schedule ID : 146 Mail List 1D : 53873

53873

Name Of Schedule - DTE_Saraswathipuram H.O_Mysuru NSH_21:21_MMS Schedule

SrNo BagNumber  BagType ClosedBy ClosedTo Weight  Art Count
1 SPX0000000235 SP Bilikere S.O Mysuru NSH 0.45 3

Bag Count Total Weight :  0.45 Kgs
SP: 1

Total bags 1

Bags Despatched By Supervisor Bags Received By
(10041070)

Mail List will be generated.

(b)If the user doesn’t have the Mail list ID/s, then the date shall be selected and click
‘View MailLists’ button.

Carrerp O or Blboers .0 25700705
HE Tiate 64032628 a s ~
m Favoures (Cri+F)

® Home > Print Mail List

Mall List 1D

Date
04/0372025

Choose ‘Date’ and click ‘View MailLists’ button.
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MailLists

MalLI) & ";"“’ Name Of Scherdue To Cttew To Ofew ID ot Narme pamt ﬂ

53873 146 OTE Sacavmattiperam MO Mysura NSH 2121 MMS Mysunu NSH 21850000 SET1

Upon clicking the ‘View MailLists’ button, application displays all the Mail Lists
dispatched for the selected date with details as shown above.

If the Mail List needs to be printed, then click ‘Print’ button.

Mail List

O Q 1 of1 — + Automatic Zoom v L T 2 & »
Department of Posts, India
Bilikere S.0
Regular Mail Lisl
Despatched To - Mysuru NSH Despatch DateTime : 04-03-2025 10:22
Date of Set - 04-03-2025 Set No - SET1 | ""I "l ||| Il |||
Schedule ID : 146 Maii List ID : 53873

san7s
Name Of Schedule © DTE Saraswathipuram H.O Mysuru NSH 21:21 MMS Schedule

SrNo BagNumber  BagType  ClosedBy ClosedTo Weight Art Count
1 SPX0000000235 SP Bilikere S.0 Mysuru NSH 0.45 3

Bag Count Total Weight :  0.45 Kgs
SP: 1
Total bags 1
Bags Despatched By Supervisor Bags Received By
(10041070)

Upon clicking ‘Print’ button, Mail List will be opened in PDF format.

5.8.1.3 Re-print of Bag Label

When a bag is closed using the 'Bag Close at PO' option by selecting 'Close Bag with
System Generated Label', the application automatically generates a Bag Label with a
unique Bag Number.

If the user needs to reprint the Bag Label, they can use the 'Bag Label Reprint' option.
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Bag Label Reprint e i 0 Y

e DAGZ S
B} Favourttes (CarsF)

# Vome > Print Bag Lavel

Date of Set

View Bags

When the 'Bag Label Print' option is selected, the 'Bag Label reprint' screen appears,
allowing users to enter multiple bag number, separated by commas.

OR

Choose the date and Click ‘View Bags’ button. Application displays all the Bag
Numbers which are generated against the given Date.

(a)The user needs to input the ‘Bag Number/s’ in the ‘Bag Number’ field.

Bag Label Reprint

Cirrer Oiffos - BSoare 5.0 £31200708)
¥ e 0453202 Qg ~
B Favourites {Ciri+F) —

& Vo > Pring Bag Label

XD0000002 35

Date of Set

Enter Bag Number/s and click ‘Print’ button.

INDIA POST

To : Mysuru NSH

&2 1IN =

eoo000023
Bag Weight : 0.45 Kgs
04-03-2025 10:16

Count:3
From office : Bilikere S.0O

Upon clicking ‘Print’ button, the Bag Label will be generated as shown above.

(b) If the user doesn’t have the Bag Number/s, then the date shall be selected and click
‘View Bags’ button.
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Bag Label Reprint

Faourites (Ctr14F)
# Homee > Print Bag Label
o Numbaer

SPROOOOOMMI23S

=l -

Date of Set

04-03-2035

Qi fe ke 5.0 121260706
®© L;L_owsm: d Qs ~

Select the ‘Date’ and click ‘View Bags’ button.

Date of Set
04-03-2025

Bag Number <:| Closed To

1 SPX0000000235 Mysuru NSH

Sr

No Bag Type Delivery Type

0

Print

Upon clicking the ‘View Bags’ button, application displays the Bag Number and its

details where the user can click ‘Print’ button to print the Bag Label.

] INDIA POST

To : Mysuru NSH

LPXOROR00

s Il

Bag Weight : 0.45 Kgs
04-03-2025 10:16

235

Count : 3
From office : Bilikere S.0

5.8.2 Bulk Delivery Report

B Caky Repert

p WAt MO-
™O

B Atk Abistract - MO

[ ] mumm(

The Bulk Delivery Report at Mail Office Report provides the data on the number of

articles delivered to the particular customer for the chosen date.
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N (i = e -

Bagging Management o Ducndoiiama e gees sen QX P A

m, Favourites (Creie7)
& Home > Articke Reports

Select Set Nume Date of Set :
::> | 00~ | a3vo7/z02% o) m [—‘I
Sedect To Set Number e
ﬁ
SET2A
SETZB

Select the Set Name and Date and Click ‘Show Report’ button.
Upon clicking ‘Show Report’ button, the application displays the Report where the
user can download the report into PDF by clicking the ‘Download PDF’ button.

5.8.3 Departure Slip

& Mintstry of Commumications, Government of indha [ Wesieve Apmass turisr_ §

i Department of Posts HEE [
“”_"&.'Siz".”:.‘,": Qe A

RePrint Departure Slip Her 2

B ravourees iconn
¥ Hane =RePrnt Departure Sip

03/06/2025 m] @ View Degartw

This regenerates and prints the Mail List which are despatched already by entering the
Mail list ID no in the Departure ID option or by selecting the date from the Date option.

5.8.4 Article Reports

The 'Article Reports' option generates report on the number of articles received,
dispatched, and collected from the counter for further transmission.

Reports e
8  Amidle Reperts B Opened Bag Nanfest
Bag Scan Missing
8  tugRepars J

Click the ‘Article Reports’ option.

INDIA POST - APT Page 89 of 234




Ialhiisn

Operational Guide — Railway Mail Service

Correor Oftire - @kfkere 5.0 (1260705]

Bagging Management | 850w 04033025
[®) Favourites (Ctri=F) [ St * s O o
# Home > Article Reports
o SEECE REPOT c - Ditte of Set
| Setect Report type v j 04 /0372025 =
Select Report type
Article Reveived
Asticle Despasched

Articia Feachod from Counter

When the 'Article Reports' option is selected, the user must choose the 'Report Type'
from the drop-down menu and specify the date.

(a) Article Received

Gt il e Sikkere 5.0 (21380005

- o Bagging Management W e 00032025 Q#t ~
AVOUraes >F
& Honw > Articke Repons ﬂ

Sect Report Date of Set

Artide Received - 04/03/202% - n ‘ Heswt }

Select the Report as ‘Article received’ and Select the ‘Date’.
Click ‘Fetch’ button.

Select Repart Date of Set

Article Recsived v 03/03/2025
Article Details
Article Number Article Type o remoa s Bag Number
CX944933001 N PARCEL a COKMAGII0F11 Mysuru PH
CKOSIR05422IN PARCEL a CEKMA9330311 Mysuru PH
CXIBLSITIZOIN PARCEL 0 CHKS449330311 Mysuru PH
EYO1369772aIN SPNLAND 57103 Blibere SO CPX000000397 Bilkere SO
EY013597733IN SP_INLAND 571103 Eilikere SO CPY0000000397 Bilkere SO 0
EY013557742IN SP_INLAND 571103 Blikere 5.0 COMOO00000337 Bitkere 50 O
EYO13597751IN SPNLAND 571108 Blikere 5.0 CPXO000000397 Bilkere 5O
EY013557760IN SP_INLAND 571103 Eilikere 5.0 CRY0000000357 Silkere SO O
EYO1 3657779V SPINLAND 571102 Blikere SO CPYO000000397 Bilkers S0 O
EY01 969778018 SPNLAND 571100 Bilkere S0 CPXO000000397 Bilkers 50
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Upon clicking ‘Fetch’ button, the application displays the number of Articles received
for Bagging or further transmission.

In addition, the Application also displays the details such as ‘Article Number’, ‘Article
Type’, ‘Destination Office PIN’, ‘Booking Office Name’, ‘Bag Number’, ‘From/To
Office’ and ‘Insured Flag’.

The user also has the option to download the report in PDF or CSV (Excel) format.

(b) Article Despatched

Selnet Ruport Dt of Set

Article Despatched - D3/03/ 2025 () m
(& ommgmres )

Article Detalls

Asticie Number Artide Type e i S Bag Number From/Yo Office Insured Flag
EYOI13807724IN SP_INLAND arnion Dilkere 5.0 CrXooooonoIu? Balkers 50 (]
EYOI3687733IN SPF_INLAND A TAR L ] Pilkers 5.0 CPXO0000003597 Rikere 50 ]
EYOL1IENTTA2IN SPE_INLAND Ly aRlix] Bilkore SO CPO0000000397 Bakere SO (.
YOI 30775 1IN SV _INLAND sTTion Hilkorw SO Craoooooasur Hikerw 50 (|
YOI IGS7TT60IN SP INLAND b TARl 2] Nilkere 5.0 CPXOO00000I97 Wikere 50O [
EYOAIESTTTHN SP_INLAND s703 Bilkere SO CPEO0000000397 Biikere SO (.
YOI 3807 BN P _INLAND sSTns Silkorw S0 Cmpoococaar Bk 50 (|
YOI MERTTSTIN SF INLAND vm flikers 5.0 CPXDOON000A87 Wilkere 50 Qo
EYOVIESTR04IN SP_INLAND S0 Bilkere SO CPE0000000397 Biikere SO [
EYOI13009701 N SP_INLAND S71100 Nilkerw 1O CPXDOo00003Y 7 Rlikers 50 ()

Select the report as ‘Article Despatched’ and choose the ‘Date’. Click ‘Fetch’ button.
Upon clicking the ‘Fetch’ button, application displays the information on number of
Articles Despatched along with details such as ‘Article Number’, ‘Article Type’,
‘Destination Office PIN’, ‘Booking Office Name’, ‘Bag Number’, ‘From/To Office’
and ‘Insured Flag indication’.

The user also has the option to download the reportin PDF or CSV (Excel) format.

(c) Article Fetched from Counter

Select Report Date of Set

Article Fetched froen Counter v 0370372025
Article Details
Articie Number Article Type i sz K Bag Number From/To Office Insured Flag
RYD001 TESOSIN LETTER SH00%2 Bitkere SO (.
RYDOD172420IN LETTER 560032 Stlkere SO O
Y0001 T8499IN LETTER S60012 Bhkere SO o
RYDO0175350IN LETTER 560032 Bifkere 50 O
RYDOOTTEATIN LETTER S600%2 Blikers 5.0 (]
RYDOO172514IN LETTER 560032 Bilkere 5.0 )
RYDO01 7852318 LETTER 560032 Blkere 50 (.
RYDO01 7ES72IN LETTER 560032 Blikere S0 O
RYDOO1TESATIN LETTER 560032 Blikers 50 .
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Select the report as ‘Article Fetched from counter’ and choose the ‘Date’. Click
‘Fetch’ button.

Upon clicking the ‘Fetch’ button, application displays the information on number of
Articles fetched from Counter along with details such as ‘Article Number’, ‘Article
Type’, ‘Destination Office PIN’, ‘Booking Office Name’, ‘Bag Number’, ‘From/To
Office’ and ‘Insured Flag indication’.

The user also has the option to download the report in PDF or CSV (Excel) format.

5.8.5 BagReports

The 'Bag Reports' option generates report on the number of Bags received, opened,
closed and dispatched.

Tyreang QIfy

Bagging Managament et Dote and
# Home > Bag Reports

- Select Report Date of Set

I Select Report type v 28/06/2024
Select Report type

Bag Received
Bag Opened
Bag Closed ‘
Bag Dispatched |

(a) Bag Received

The Bag Received report displays the number of bags received at the office for the

selected
date.
Bagging Managament W S R
> Bag Reports - ARmmam T RS 4
|:> Bag Rncrvad = | b v

Select Report-‘Bag Received’; Select the ‘Date’ and Click ‘Fetch’.

INDIA POST - APT Page 92 of 234




Operational Guide — Railway Mail Service

. user O pragar KO | (21070552;
Bagging Managament s Bl ot 08,2654, 7"

% rome > Bag Reports

Select Report Date of Set

Bag Recewod v 15/06/2024 @

Bag Details

Bog Number 8ag Type From Office To Office Bag iy Tririction date Insured Flag
RELD0DOOC0632 AL CCRC Bergalury Rajminagar %O o 15002024 2025 No
NEL00000006 39 il CCRC Bangaluru Najainagar KO 850 102024 2200 No
RELDDOO00062D = Bengaluru NSH Rajyinagar #0 2000 1902024 1706 No
HER 0000000621 8l Mysuru HO Hajminagar w0 1704.95 102024 1724 No
N 00000006 26 L CCRC Bengalury Rajminagar WO 140 THONGA 1835 No

Upon clicking on ‘Fetch’ button, application displays the details such as ‘Bag Number’,
‘Bag Type’, ‘From Office’, ‘To Office’, ‘Bag Weight’, ‘Transaction Date’ and ‘Insured
Flag’.

The generated Report can be downloaded either in ‘PDF’ or ‘CSV’.

(b) Bag Opened

The Bag Opened report displays the number of bags opened at the office for the
selected date.

Bagging Managament 52l

% Home >Bag Repo$

Select Report . Date of Set

[BngOpevsed v 19/06/2024 ﬁ )

Select Report-‘Bag Opened’; Select the ‘Date’ and Click ‘Fetch’.
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CuhieL e ; agar » 234y
Bagging Managament it it Ve 38062004, SETY

# Home > Bag Reports

Select Report Date of 5ot

8ag Opened v 19/06/2024 Reset
Bag Detalls '
Bag Numbe Bag Type Prom Cffce To Office By Weeght Transction tate Insured flag
RBLECODDDOGEZN SP Bengaiuru NSH Rajoyyragar HO g 1906/2024 1706 No
RELLCOODDOEIL L8 CORC Dengaluru Rojagragar MO 0 1 WG 2004 2026 No
RELCCODDD0E3T RL CCREC Bangaluru Rajajragar HO 0 19/06/2024 2202 Ne
RSLECODDIOG2R L CORC Bengaluru Rajagragar HO 0 19/06/2024 1836 No

1w

Upon clicking on ‘Fetch’ button, application displays the details such as ‘Bag
Number’, ‘Bag Type’, ‘From Office’, ‘To Office’, ‘Bag Weight’, ‘Transaction Date’ and
‘Insured Flag’.

The generated Report can be downloaded either in ‘PDF’ or ‘CSV’.

(c) Bag Closed

The Bag Closed report contains the number of Bags Closed at the office for the selected
or given date.

Castrwen DM .q

See Dute 30c Name

Bagging Managament

& Home > Bag Reports

Select Report Date of Set
[ sag Closea v | 1910612020

Select Report-‘Bag Closed’; Select the ‘Date’ and Click ‘Fetch’.
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T TS Mspsetgiie #4.0 . (21 070053y
- Sk 2006 3034, WTY

Bagging Managament
& Hooe > Bog Repons

et Repont ity

e " f S
Bog Closed ~ TDGS2024 (=] _
© (Bmrw] [(mowmmor ]

Bag Detalls ﬁ
Baq Persarities oo Gfhce To ome A Vgt . T

Bagtype tvem Tomrvetion
MBLEOOODNONT T = Papatinmgm 140 M rmpatinra bitas 220 PIIOI4 1838 o
RALLOOOOOCE M e Haainager 1O Boogaturu N 220 VSG/ R0 VAR Na

Upon clicking on ‘Fetch’ button, application displays the details such as ‘Bag
Number’, ‘Bag Type’, ‘From Office’, ‘To Office’, ‘Bag Weight’, ‘Transaction Date’ and
‘Insured Flag’.

The generated Report can be downloaded either in ‘PDF’ or ‘CSV’.

(d) Bag Dispatched

The Bag Dispatched report contains the number of Bags Dispatched by the Office for
the chosen date

Bagging Managament e e sy

& rome > Bag Reports

Select Repont Date of Set
Bag Dispatched v | 19/06/2024 ® ?

Select Report-‘Bag Dispatched’; Select the ‘Date’ and Click ‘Fetch’.

- Lt Ofes - Rajajnagar HO |, (210705524
Bagging Managament ot S 23 St T304 , SETY
* lome > Bag Reports
Sefect Report Date of Set
Bag Dispatched - 19/06/2024 B
o =)
Bag Details '
Bag Numiar Bay Type From Céfce To Office Bac Waight Transetion Sate Erawrec flag
RIS 000000062 5P Rajapragar WO Bengokuru NSH 20 1906/2024 1558 NO
RELODICCO06Z= sP Rijajragar H0 Bengakinu NSH £ 19/06/2024 1758 No
RELDOOCO00524 sP Rajajracgar 1O Bengaluru NGH 200 190672028 1759 No
™
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Upon clicking on ‘Fetch’ button, application displays the details such as ‘Bag
Number’, ‘Bag Type’, ‘From Office’, ‘To Office’, ‘Bag Weight’, ‘Transaction Date’ and
‘Insured Flag’.

The generated Report can be downloaded either in ‘PDF’ or ‘CSV’.

5.8.6 Opened Bag Manifest

Upon receipt of any Bag, the bag will be opened, revealing the articles along with the
Manifest report. If the user needs to re-print this report, they can select the 'Opened
Bag Manifest' option to generate the Bag Manifest.

® Print Opened Bag Manifest e gae U S
Favourses [CIrksF) A —————————
@ Home > Pent Opened Bag Manifest

Enter the Bag Number and Click ‘View’ button.
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Bilikere S.O

ST Bag Open Mant
36 Bllikere 3.0 Beg Number  CPX0000000397 Set 03-03-2025/SET1
it 1.3 Kgs Bag CloseDateTir

EY013897724IN 57 Recves WPOD  EYD13697733IN 5° Rotived 1 FQ
EY013697742IN 57 Redmd MPOL  EYD13697751IN 5° Reaived a1 PO

AriceNumber_ArticieType  ArticleStatus_ StNo _ ArtideNumber_ ArtcleType  ArtclsStatus

EY013897797IN 5° Recms mPO5  EYD13697760IN 52 Reaved al PO

T EY013897779IN %7 Rectma #POH  EY013607788IN + Rnawed at PO
* EYD13697804IN 5% Recres 3P0 1) EYD1369781UN 5P Rncrwed m PO
EYD13697822IN = Raced al PO 12 EY(Q13697831IN & Rechad & PO

No of Articles : 12

No of Insured - 0

No of Short Article - 0

No of Excess Article - 0

No of Bags - 0

Total : 12

Bag Openad By Supervisor Bag Closed By
( 10041070 )

Upon clicking the ‘View’ button, the Manifest report will be generated in the PDF
format.

5.8.7 Bag Scanning Missing Reports

The Menu ‘Bag Scan Missing report’ contains the following reports such as ‘FW Bag
Received but not Despatched’, ‘Bag Received but not Opened’ and ‘Bag Closed but
not Despatched’.

H [ Cartem Offer : Raj
Bagging Managament ) e g
& Home > Bag Scan Miss
— Select Report Date of Set
Select Report type v ‘ 28/06/2024 @ m
Select Report type

FW Bag Recelved but not Desptched
Bag Received but not Opened
Bag Closed but not Desptched

(a) FW Bag Received but not Despatched

The FW Bag ‘Received but not Despatched’ Report contains the data in respect to

number of Forward Bags Received at the respective office but not despatched for the
selected Date.
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Bagging Managament § oot

& Mome > Bag Scan Miss

Seléct Report Date of Sat
FW Bag Received but not Desptched- 19/006/2024 Reset

Select ‘FW Bag Received but not Despatched’, Select ‘Date’, Click ‘Fetch’.

2 " WHU Q1070552
Bagging Managament g e oy wa 0% 3024 et

& rame > Bag Scan Miss

Salect Roport Dain of Set

IW ag Receivisd bul net Desptehed- 19/06/2024
Bag Details D
Bag Nureer Bag Type Frem Office To OfMiew Bag Wegtt raroction dars Srmuret Mlag
REL 000000062 n 21260554 070552 170393 1900502024 1728 NO

The Report will be generated. Generated Report can be downloaded in ‘PDF’ or ‘CSV
format’.

(b) Bag Received but not Opened

The ‘Bag received but not Opened’ report contains the data in respect to Bag Received
but not opened by the office for the selected or given Date.

Bagging Managament ( Carrors Offc

>ttt Oate aod

& Home = Bag Scan Miss

~ Select Report . - Date of Set
|::>‘ Bag Received but not Op(:ncd v | 28/06/2024 % Resat

Select Bag ‘Received but not opened’, Select ‘Date’, Click ‘Fetch’.
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£ Home >8¢g$un Miss

Select Repon

Bag Details

Bag Number Bag Type From Ofice

RBLODDOO0OGSS . 21611000

Bag Recenmd but nit Opened

Bagging Managament

Date of Set
28106/2024
P
To OMice Bag Weght Transction date levurod Flag
21070552 100 280620241953 o

TR R RaRagaT MO (11070953
{_Set Camm anaf ary ¢ 05 3004, SETY

-

Report will be generated. Generated report can be downloaded in ‘PDF’ or ‘CSV’

format.

(c) Bag Closed but not Despatched

The ‘Bag Closed but not Despatched’ report contains the data in respect to number of
Bags Closed but not Despatched in the respective office for the selected or given Date.

& Home > Bag Scan Misy

Select Report
Bag Closed but not Desptched v

Bagging Managament

Date of Set
19/06/2024

{ Turtmret OMicy
| SectOgre nng

il

1

m

==

Select Report ‘Bag Closed but not Despatched’: Select ‘Date’, Click ‘Fetch’.

# Hame > Bag Scan Miss

Select Report

Bag Details

Sag Numaer Say Type From OMe
RALOOOOCOOE2E - 21070552
EBRII45870233 H 21070652
S MNa222 w 21arnn2

Bagging Managament

Comers e Rajagnagir O, V070852 | .|
Lot Clate e Siaire JB0-004 | $ET1

Qate of Set
od v 19/06/2024 Reaet
To Office Bag Wit Tramscnion date Insured Flag
21350003 220 10062024 1548 Nao
21850003 223 10062004 18:46 No
15000 200 19002024 18:57 No
1oww
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Report will be generated and can be downloaded in ‘PDF’ or ‘CSV’ format.

5.9 Deposit Bag Closing

SETN

Bag Operation Tools (]
o AduAndesbag Change Recaime Bay
Opened atun For Bag Dpen
Change Tlowd Bag
’ Destinanon g Detabon
T Camcel lay Despaich Deponit Bag Close <
* Department of Posts " @ MP
db Mirstry of Communications. Government of Indis [ wersame. Mo Aner . |
Bag Close - Deposit ot e ancoce e O A
B ravourees icin re - P
@ Hone » Qepost Bag Cose
A INam .
| semct Sot arme e ]
Select Sat Name
SET2A

The 'Deposit Bag Close' option is used for closing the articles which could not be
despatched in a set which receives it. All these articles will be despatched to next set

by using Deposit Bag close option for handled it in a next set for processing.

¥ =
Home  Bag Management

@ Fovourttes (CorieF)
# Home > Deposk 8ag Close

elecs Artice Type

Intand Speed Fost

Department of Posts

Minlstry of Communications. Government of [ndia

Bag Close - Deposit

- e aan Connt

Expected Articles

s Boakin At At
ArticteNum... " Tedin NS
Officn Type Weght
CYDR0GA501N Mynung P 5741 PAAC wo
OYDI00GSAT9IN My=uru PH 5742, PART 1000 [
CYDROGSASTIN Mysury P 5742 PARC "m C
CDROUSA NV Mysurg P ST PART 150 C

e »-
[ Wokcome Mooy Aot

Mgy BN 1
Narre B5Q3 0% T

Q& A
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The articles which are available for closing to next set will reflect on the right side of the
screen under Expected Articles header.

Department of Posts
Ministry of Communications, Governeners of India
king Sarting Track and Trace  Treasury
Bag Close - Deposit . iy oyt inidils SE R
®
] s triefF) ,
> Deposk 829 Oose
|: ) mland Spemed Post . m ‘ a3
Scanned Articles <:| Expected Articles
e ; “Bosking Art A = B Bsoking at At
ArticseNum. Office Tokin Type Weight NS ArticleNum.. Office TePin Type INS
CYO00O5AMNIN Wyury P “ Ak o ™ 14 PAS
CYO0005 455 A1N Ny P 74 BARY 0o My ™ \ PA
Mysun P 4 ¥
Mysuru P 14
" - :

The article number needs to be scanned individually at the Article Number option, all
the articles which are scanned will reflect on the left side of the screen under Scanned
Articles header

Bag Cose - Depasit

|:> o
Hag Wegre otg)

0 T T

After scanning of bags and when Close bag button is clicked the Bag Close Deposit
screen will appear. Bag Label can be entered manually at the Scan Bag Number option
or Close bag with System Generated Label can be clicked for generating the bag
labels automatically.
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To exit full screen, press | Esc {

- Hag Manifest

Dapartment of Posts, Ind:

Mysuru PH
06 Dag Mardont

CPXC00000410 S-0-NesuE N
05 025 4
Bies  Aetumbim A Tiee S

CYDN0OMBATIM  TWACEL

"No of Irestnd | 0
N of Bags | 0
Tosal : 3

Ry Gpened By

After clicking of Close bag with System Generated Label button the bag manifest
screen will appear with the details of the articles which are included in the Deposit bag
with a specific bag number and a message will pop up as Bag Closed Successfully.

5.10 Error Management in the Mail Office

e The 'Error Management' option allows users to report errors related to articles and
bags. Users can also track and review reported errors using the View ER tab or by
searching with the Error ID.

B rwsunses o)

& e > Frroe Managemenm

B 1ssus Artide ER B 1szue B0g &5 L] view £R's ) Veew ER's by td <:|

The Error Management is configured with Four tabs, namely:-

a) Issue Article ER
b) Issue Bag ER

c) View ERs
)

(
(
(
(d) View ERs by ID
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(a) Issue Article ER

The Issue Article ER tab is used to record discrepancies or errors identified in an article
or parcel or eMO (at Post Office)

Issue Article ER ;l{'::if'n W OGT oy

m Fovounmes [CIrte
B e » Erroe Management

::> B issue Amticle e ) lssoe Bag ﬂ:} View Ei's ) View ER's by 1d B
I b M aTreey T Mg Nty Receferd Feom Offue
|::> RYDON T TORITHIN CPEDoOoON 19y Myvru NGH ~
Articie Desorpatacy ‘ . A
e <: Bl [ <: i <:
Bencrrpancy Dataes
| Tesng

’T—T e [

Enter ‘Article Number’, ‘Bag Number’, and Select ‘Received from Office’ from drop-
down.

Select Article ‘Discrepancy’ from drop-down.

Enter ‘Article Weight’ as per booking receipt and Current ‘Article Weight’.

The ‘Discrepancy Details’ shall be filled and if user needs to attach any file, then the
‘Browse’ button shall be used to attach the document.

Click ‘Submit’.
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Department of Posts, India
Bilikere S.O

Article Error Report <:|

Date :04/03/2025

Error No : 166630 / Mysuru NSH<):|

Sub : Article Mis sent : Bag No.CPX0000000399 Article No.RY000178603IN

Error Description : Testing

Article Weight before : 20 gms

Article Weight After : 20 gms

This Is for your information and necessary action,

Supervisor
2025-03-04

Article Error Report will generate in PDF format.

(b) Issue Bag ER

The Issue Bag ER tab is used to record discrepancies or errors identified in a Bag.

Issue Bag ER ; ‘j"ui;;égm_smz«zmms.\ Q

[B) Eavourites (CtrisF)
@ Home > Error Management

B 1ssue Article €R Issue BageR O viewers  CJ VieweR's by 1d
Bag Numbet Recehved From Office Bag Descripanacy
|:> SPXDO000N0Z3S Mysurnu NSH v Bag Mis sent Recetved .
Bag Weight white Cloung, Curront a3 Weight

_. Descripancy, Details

|:> Browse,,. No file selectad

Testing

Enter ‘Bag Number’, select ‘Received from Office’ from drop-down;

Select the Bag ‘Discrepancy type’,

Enter ‘Bag weight while closing’ and ‘Current Bag Weight’.

The ‘Discrepancy Details’ shall be filled and if user needs to attach any file, then the
‘Browse’ button shall be used to attach the document.

Click ‘Submit’ button.
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Department of Posts, India
Bilikere S.O/SET1
Bag Error Report <:|

Date :04/03/2025

Error No :166631/Mysuru NSH{

Error Sub : Bag Mis sent Recelved Bag No.SPX0000000235 Article No.SPX0000000235

It is reported that, Testing

Bag Weight before : 208 gms

Bag Welght After : 208 gms

This is for your Information and necessary action Please,

S.PM./H .S A /Supervisor
Bilikere S.O/ SET1

2025-03-04
Bag Error Report will generate in PDF format.
(c) View ER’s
The office wise error raised report can be viewed in the ‘View ER’s’ tab.
Cammone Urtrw - 3.0 (71260756 a g -~

View Error Reports P D 04042028

Favourites (CirieF) - —
& Home > Error Management

B issueArtide ER KB tssueBagER ) viewers [ view ER's by 1d

Enter Office 10 ! = ]

04/03/72025 = Select Errot v

Enter the Office ID.
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Office Select °

Enter Pincode

OR

E=*~- *M1in Four Char of Office Name (*Case Sensitive)
Office

Click on Row to select office

Offce Name A Office Id Office Type Pin Code
Mysuru CRCL1R 21631015 RMO 570001
Mysuru Division 21260000 PDN 570026
Mysuru East Sub di... 21260203 SDO 570001
Mysuru Fort 5.0 21260740 SPO 570004
Mysuru HO 21260551 HPO 570001
Mysuru Law Courts... 21260741 SPO 570005
Mysuru NSH 21860009 NSH 570001

The Office ID can be entered by clicking select icon. Upon clicking the select Icon, user
needs to input the Office Pincode or Office name.
After Clicking the Fetch button, System will display the result.

View Error Reports e o ot o MR

Favourites {Tlri+F)
£ Home > Error Managemaent

!sﬁmcle ER B Issue Bag ER ) view ER's j View ER's by Id
—tmtgr O%ye O boce Tor Mune

21860005 @' Mysuru NSH SET1 -
|:> 04/0372025 B Incoming v <:|
- ]

Select the Enter Office ID by clicking the dropdown icon.
Select Set Number, Date of Set.

Type of Error shall be selected from the drop-down.
Click Fetch.
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Error Reports <:|

N BagrArt Number fing Number Ofice & Fovi frror Oetaily Wheight Wight

No type betare After
166630 RYDOON 78603IN CPXOO00D00399 Mysuru NSH 51 Testing 20 0
166631 SPXDOCCO0OZ3ES SFN0000000235 Mysuru NSH 63 Testing 208 08

Upon clicking Fetch button, Number of Error available will be displayed as Error
Report.

(d) View ER’s by ID

The 'View ERs by ID' tab allows users to retrieve an error entry by entering the Error
Entry Number.

S enemn -

L View Error Reports ComerpRTRmI AL ()
Favaurites (CtrivF) - . —

@ Hame > Error Managemant

B 1ssue Arn(lcﬁ B issueBagER O viewers ) View ER's by 1d

troey frroy O )

Error Reports

Enter ‘Error ID’ and click ‘Fetch’ button.

fssue Article ER - B tssue Bag R ) viewEr's ) View ER's by Id

LS IR TR b

|
)

Error Reports

N
T Bag/Art Trror Weight  Weight
No Number \I—L" Number office e MrrerDeteis before  After  ACUOD
166630 YOUOT TREOIIN COXOO000DG390 21860000 51 Testing 20 2

o

Upon clicking ‘Fetch’ button, application displays the associated details of Error ID.
The user can view the details in PDF format by clicking ‘View Error’ button under
‘Action’ column.

5.11 Checking of Bags by HSA/Supervisor
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B INS Ak Ve fiation

AN b Manasgrmnt o

8 Supervbar Cheching

B NS Dy Veeflianan

Changs Atiche St

In the Bagging management card under Supervisor sub card, five options will be
displayed. Click on the Supervisor Checking button.

Welcome ta [T 2041

B Fasounrac S
® Hune > Supervisor Dhedhing
~ Swbecr Mall office
|:> Benrgaiuna Parcel Huli
Seex Gifice

Benpaluru 854

Bengrlury Parces Hub

Supervisor Checking

Date
290052005

Bopfewber QY v

oM T W Y N

| Ry

Department of Posts " @ KR
@ " Minatry of Communications. Government of Inda m
Mome  Bag Marageownt  Barcode and Label Moge,  Dusice Negaeration it Manag Piprell Sy Qthers v Bualiuss Cate - 2081004

!

Dormyduty Parrst Mok (11440001
o 280, STT) Qg L A
¥ Do a 2

fa

Y -

Frae Cass Mul Coroe Bongaluns ’

DT T - B+
Packes Sorting OMice Sengalury

1w I'n ‘. X
Bengalau B Sadon IO

HEAN N _—
Bengalau Oty TMO

;ln »

Bengalieu Trareshiporen Cereae

Upon clicking Supervisor Checking button, Supervisor Checking screen will be
opened. Select office name from Select mail office drop down option, select set
number from Select Set Number dropdown option, select Date from the calendar and
click on Fetch button.

Department of Posts HH

Minstry of Communicatiom, Government of Indw

e aed Labet Migmt,  Denice Rugietration  Exit Manageesmnt  Piyroll Syitem  Oehees

Weitume ta [T 20401

B Fasauntec ity

Supervisor Checking o QAL A

s 20005, ST

# Hune > Supervisor Theding

Sk Mall offiqu Sethect S0 Numbe Date

Article Checking

e (]

Upon clicking the Fetch button, the above screen will open. Scan the Bag Number at
the option given and click on Add button.
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Enter No of Mis Sent Articles

No of Articles

c=>| 1

=~ |

Upon clicking the Add button, the above window will pop-up. Enter the number of mis

sent articles and click on OK button.

Favantes (T +#} SR ey R ) aaten |
2 Supervisor Checking Sl et Hasee) TOPSNE, T QLA
Bt > Sopervhor Chodking
Sekett Mal offce yetect St Number Ome
Bengalung Foveel Hub . 5 29108/ 20085
'— 2
Hag Checking Article Checking
e Moy Wurvdmy Aoy Yoo Nag T o 0% Tiarstathnt Thrw Mo MasME e .- vl by
CHMCOWAD " " 1 C2RG M O3 0 t 10977
o
Teral Al Sent : )
[ Wet2 | <
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Upon clicking the OK button details of the Bag checked will be shown as above. Click
on Next button.

Department of Posts o kR
a.0% ‘ Ministry of Communicationy. Government of India [ rescsee. stusse |
@) Favsurtan usety Supervisor Checking et ey~ sk~ W g8
® Hane > Superasoe Checking
s S e o e

& 9

Bag Cheching Articte Checking
Aticle Descripanacy
SHect ArUcle Chisch Typw . Found Cormect

Crack Type
Woharatne Arteln n

Sernce Artcie

Sk Booking
Fre Pouage Articio

Netyulor Artile

Upon clicking the Next button, Artcile checking screen will open. In the sceen click on
Article Discrepancy dropdown option. Some issues related to the article will be listed
down. Select the appropriate option from the dropdown list. Also a check box for
marking as Found correct will be available.
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Sect Set Number Dare
Al 29/08/200%

Bag Checking
Article Descriparacy
foeguler Article

Article Checking

Found Comect

Article Number _
Article Checking Data
Aetew Nurster Booury Offie ArDtie Type AHMM Oveck Tyym Cusinaton M A gl

LA ETIRIN

Tutal Arvicie Y

Upon selecting the option from dropdown, scan the article number and click on Fetch
button. Details of the verified article will be displayed. Click on Submit button.

Supervisor Checking captured
Successfully

Upon clicking the Submit button, checking process will be completed and a success
message will be displayed on the right bottom corner.

6 PNOP

Parcel Network Optimization Project is basically used in the platform of Parcel Hub
offices. Basically when an article is scanned it will identify the specific bin where the
article to be sorted (Work Station).

-‘ o g Department of Posts H B
. —-— Minvstry of Communications. Government of India d
Bagging Managament B e e e

o Bagging Operation o Supervisor
[T P | T v—— NS by sbban | P e

e Bag Reports
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PNOP Scanning

W PNOP Bag Open-

1 -
.~ PNOP Add Article

When PNOP sub card is clicked the following options will appear:

1. PNOP Bag Open-Primary Sort Scan
2. PNOP Add-Article Secondary Sort Scan
3. PNOP Bag Close

6.1 PNOP Bag Open-Primary Sort Scan

Primary Sort Scan

W PNOP Dag Closw

Primary Sort Scan Secondary Sort Scan
W PNOP Bay Cose
PNOP Scanning °
- FROP Bayg Open- - FNOF At Articie -

Secondiwy Son Scam

Department of Posts

Mirsstry of Communications, Government af India

B . PNOP-Bag Open
Favoontes [CtrisF)
£ hume > PNOP Primary Sort SAS

2
E

e Wy BN Q8001 1]
& fare 0632535, SET) Q& A
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When Primary bag Open Primary Sort Scan option is clicked a new window will appear
with the option of opening the bag by scanning /entering the bag number in the Bag

Number Option and Fetch button should be clicked.

Department of Posts
Ministry of Commurecations, Government of India

Home B Mansgumant  Bocking Solicen  Sorting Massgament  Trackand T Tiasury
PNOP-Bag Open

B tevmuntes (Crien)
© torme > PNOR Primary Sort SAS

Salect Artcie Type

rtand Speec Past
Scanned Articles

There are no records 1o disgtay

Y003 95N 0

0w M
[ecoms iamew naral ]

Cangt 8 s My I 21001 11
ot Din wost Mrr 0083202 6T Qe ~

T W’"l'" " Mool
mag L] - n
sl o

Bl

PN 0

After Clicking on the Fetch button the articles which are included in the bag will appear

under the Expected Articles header.

Department of Posts
- . Mirvstry of Communications. Governmment of india

PNOP-Bag Open
Favourees [CrisF| 99p
@ thuns > PHOP Primary Sort SAS

CRONoSTaIn

Selecr Artiche Type

Therw are no recorah to deglay

Capon! 23365

1IN

CXDO01 2 3574N

EYOGSSasIN

dand Speed Post v
Scanned Articles <:| Expected Articles
AT ey Wathvy) Ofhen Tedhn

w* =
LT I T
S
2 e " .
Typw er3
FARCEL ] [
( o }
]

Each articles should be scanned in the Scan Article Number option and add button
should be clicked. The articles will appear under Scanned Articles header. Then a pop

up will appear as Despatch to Work Station.

(Note: Pre configurations should be done before scanning of articles)
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6.2 PNOP Add-Article Secondary Sort Scan

PNOP Scanning e

i

™ PNOP lag Open- . PNDF At Artice -
Primary 5ot Scan Secondiwy Son Scam

W PNOP Dag Clone

Department of Posts w Y -
Minstry of Communications. Government of India m
Mo Bag Manageswnt  Bocking Solution  Sorting Management  Track snd Trace Traasry
S Secondory Scan -System Assist Sort o gl fluig nilode o Ko S Y
Favoutites JCuiel) >
L » SAS - Adkd Artiches
| - —
2 x
:3
C
-
E
H
!

When PNOP Add-Article Secondary Sort Scan option is clicked a new window will
appear with the option of adding the articles by selecting the particular work Station
and Fetch button should be clicked.
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Department of Posts HE |
Ministry of Communications, Government of bndka m
3 Secondory Scan -System Assist Sort e i e ok | A
18] Favourges |CirivF)
© Hone > SAS - Add Artcley

= nanerres . ewdE

Expected Articles

There are no recoras to dispiay

When Fetch button is clicked, the articles which are sorted to the bins/work station will
appear under the Expected Articles header.

6.3 PNOP Bag Close

PNOP Scanning (¢}
- FNOP Bayg Open- - FNOF At Article -
Primary Sort Scan Secondawy Sort Scam
W PNOP Dag Close <:|

Department of Posts uo@ Me
Ministry of Commumncations, Government of Indla m

Home 4G Marwg Bocking Solition  Sarting Maragement  Track and Trace  Trawsury
PNOP- Bag Close sars ke w2 a0y | 0 4

Sewct Yo O
Mandys HO

Blivere 50

Intusys Campus SO

famaragersm 4.0
Mywau Mo
PFC Campus SO

Mangalun Py

Yrivhna Raja Nugar SO
Kolwr MO

When PNOP Bag Close option is clicked a new window will appear for selecting the

office from Select to Office option.
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R Department of Posts HEE N
et Minasry of Communicatiom, Garsenmant of Indi [ wesczome, dtymury Pveni.. ]
(Mo BagMuspamint Sooking Sciutn  Sorting Masagemant,  Treck sng T Tradeiey,
vt Otes P 000!
PNOP- Bag Close P gt e o e s arey | B A
m Favourmres CinvE) 3 .. — - |
® tems > Bag Cose PNOF
Sobect To Officm Select Bat) Type
Rtigeguo 5.0 v Insured Parcel e n
| Pacced 8

After Selecting the office, bag_Type should be selected and Fetch button should be
clicked.

W = Department of Posts @ M
on e o - Ministry of Communications, Govermment of Indda m

PNOP- Bag Close o il W -rge s B RS
B ravourites (Celey 4+ = —

@ tamw 2> Bag Close-PNOP
> SHwet To Office helect gty typm

Sehecs Arniclo Type

Articie Numthe whand Speed Post . [ tnctude mug - Scan Connt 1
Scanned Articles Expected Arucles<:|
= ooy An ot
2 Articledium. Tuhin NS
Offscs Type Weight There are 1 recorts ta display
> CPIZMSGTHFN #1 (w
Total Are Wesgnuigs) : 0 000

L

The articles which are available for the selected office will appear at the Expected
Articles header. And the articles which are available should be scanned individually at
Article Number option and when add button is clicked. The scanned articles will
appear under Scanned Articles header. After scanning of all articles Close bag button
should be clicked for closing the bag.

SN Bag Mt

Ny W by

] A 1 poveg -
™
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When close button is clicked a new window will appear as Bag close. Bag number can
be entered manually at Scan Bag Number option or Close Bag with System
Generated Label option can be used for generating the bag label automatically.

7 Counter operations in RMS

'. - Department of Posts e I WM

Mratry of Communication, Gowernmunt of Inda n

Head Sorting Assistant or Supervisor of the set will click on ‘Booking management’ card
for performing counter operations.

w - Department of Posts e T M
&i Mnatry of Commuricatisns, Government of Inda [ wore, Aian |
Wome  llag Maragement  Bocking 5 gerzent  Lorting Mansgs Wppsn Dwk  Othen v

vouties (Drid

Booking Solutions

Counter Operations

Camntor At aiots X0 W

Upon clicking ‘Booking Solution’ card, ‘Booking Solutions’ screen will be displayed. In
the ‘Booking Solutions’ screen, click on ‘Counter operations’ sub-card.
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wikissn

Counter Opurations <o

- - o L - -
) - W o Rbearir b
N e =
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On clicking the ‘Counter Operations’ sub card, relevant options will be displayed on the
right hand side of the screen.

7.1 Creation of counter for mail office

Counter Operations e
3 :‘::.lc,um< n = Mew Courne stata
5 Crews New @ Modty Nined
travorreetd ~ Corwors

Click on the ‘Create New Environment’ option to create the counter for Mail Office.

w Department of Posts N T N
b Minhiry ul Communiuuss. Govrrmern o Indla e Waise ]
HomE  Bag Manegerent  Oootng SoAfaes Do Manegerent  Sortng Mandgestent  upgor Dess  Oftwer v

WD 19 1T 20 AFT Appilcansn

Create New Counter and Shift

m Office Detads @

8] Bagaikot Serting 12U Q sacakore B gacakore
- . 1.
Karnataka 57103 ~ S
Environment Details available in the office
Counter No Shift Mo Shify Begin Shitt Fnd Shire ' Nght Extended Permaneont SR1rQS ViewDetalls  Action
Tune Time Duration Counter Countor Counter Device
00 AN Ka0 M Nia e e " NiA m Maskhy

>
E
>
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Croate new environment

-----

On clicking the ‘Create New Environment’ option, the ‘Create New Environment and
Shift’ screen will open, displaying office details such as ‘Office Name’, ‘Address’, ‘City’,
‘State’, ‘Pincode’, and ‘Total Counters’.

— e a2 cidm
-

=€ . &
;) -
(=

UEE R

=

To create a counter in the ‘Modify Environment Details’ form, select the counter's start
date from the ‘Valid From’ field and the end date from the ‘Valid To’ field. Choose the
status of the counter by selecting ‘Yes’ or ‘No’ from the ‘Is Permanent Counter’
dropdown. Set the night counter status using the ‘Is Night Counter’ dropdown by
choosing ‘Yes’ or ‘No’, and confirm the extended counter status from the ‘Is Extended
Counter’ dropdown. The counter number will be auto-fetched, but it can be modified if
needed. Click on the ‘Shift Number’ dropdown to view and select from the available
options: 1, 2, or 3. Then, click on the ‘Shift Duration’ dropdown and choose the
appropriate duration: 8, 12, or 24 hours. Finally, set the counter’s standard timings
using the ‘Shift Begin Time’ and ‘Shift End Time’ fields. Select the type of service from
‘Service Details’ dropdown option and details from the ‘Device Details’ dropdown
option. Click on ‘Save’ button to complete the counter creation process. For a fresh
form, click the ‘Reset’ button.
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Environment Details available in the office

I::> Cuunter No Shifk Mo Shift Begin Sty ind Shif Nigha xtended Permanant SBIPOS View Details.  Action

Time Torn Duratien Coumer Counter Countor Device

SO0 AM £40 PN WA N Mo Yo WA
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EBB%
ogn

500 A 140 P8 WA o No Yo WA

If any counters have already been created, their details will be displayed in a tabular
format with the following columns:

‘Counter No’, ‘Shift No’, ‘Shift Begin Time’, ‘Shift End Time’, ‘Shift Duration’, ‘Night
Counter’, ‘Extended Counter’, ‘Permanent Counter’, ‘SBI POS Device’, ‘View Details’,
and ‘Action’. To view the details of a counter, click the ‘View’ button; to edit the details,
click the ‘Modify’ button.

7.2 Counter Allocation

Counter Operations ()

Nocats Cournet i

Vew Coune stana
Opevamw

V]
7]

- Croves Wow = Noadly Noned
b Pravonreett k Cotrvers
Click on ‘Allocate Counter to Operator’ option.
Department of Posts e T M
Mnatry of Communcations Soverrmurnt of Irdla

sertng Speon Desk  Othens v

@ Counter Allocation @

Sagetoot Sorting LA LIS - SURESH NURMGEFPA ATHAN]

= ,
=

Counters Allotted to Employees

Upon clicking the ‘Allocate Counter to Operator’ option, the ‘Counter Allocation’ screen
will be displayed. In this screen, select the ‘Office Name’, ‘Employee ID’, ‘Counter ID’,
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and ‘Shift ID’. The counter start time will be displayed automatically. Then, click the
‘Allot Counter’ button.

Once a counter is allocated, the details will be displayed under the section titled
‘Counter Allocated to Employees’.

@ Counter Allotted Successfully!

Upon clicking the ‘Allot Counter’ button, a success message will be displayed on the
right top corner of the screen.

7.3 View counter status

Counter Operations e

Nicute Cavrne 1n

2 cowne

& View Counter statin

To view the status of the counter click on ‘View Counter Status’ option.

" E Department of Posts e T M

Miatry of Commmrencationg Sovwrsmant of Indla

Home  Eay Boauny 5 £ Wi Sertng Wan > Orens v

g Favoneti (Tt
L
@ View Counter Status

In the View Counter Status screen select the ‘from’ & ‘to’ date and click on ‘View
Counter Status’ button.
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Department of Posts 2o T M
Munatry of Commuencations. Soverrmunt of Irdla [ e Ay |

Sepcon Desk  Othwns v

View Counter Status

Submit
Emgtoyee Employee  Counter e :::n ot End Account ‘v: . by Shift Ene Forcitie Shit
0 Name 1 Tema Verification % Status et
Time Status Account

SURESH
13035329 MURIGEPPA \ 2 Pend
AlAN]

Pending

g - oo

Upon clicking View Counter Status’ button, details of the counters will be displayed
with details of ‘Employee ID’, ‘Employee name’, ‘Counter ID’, ‘Shift ID’, ‘Shift End Time’,
‘Submit Account Verification Status’, option for ‘Submit & Verify Account’, ‘Shift End
Status’ and option for ‘Forcible Shift End’.

7.4 Modification of allotted counter

Counter Operations e

—  NEats Courme i -
3 B View Courne stana
Opeyame

- Croves Wow = Noalfy Nosed
@ 1}
Eravonreetd Courmees

For modifying the already allotted counter click on the ‘Modify Allotted Counters’
option.
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’ Department of Posts e I WM
& - Mratry of Communicatiom, Gowsrmmunt of Inde _
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Counter Allocation - Modification

Counters Allotted to Employees

" Empleyee Shilt Stare Shift End
» Emgloyes 1D Counter 10 Dt Number Shift Begn sttt End Actian " T

BASAVARA,
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Upon clicking the ‘Modify Allotted Counters’ option, the above screen will be displayed.
Details of the counter will be displayed viz. ‘Employee Name’, ‘Employee ID’, ‘Counter
ID’, ‘Shift Number’, Shift begin’, ‘Shift End’, ‘Action’, ‘Shift Start Time’, ‘Shift End Time’.
To modify the allotted counter click on ‘Modify’ button.

Firployee I Courmer ID nim e

10040156

Upon clicking ‘Modify’ button, ‘Counter Modification’ form will pop-up. In the form
employee ID will be auto fetched. Changes can be made in counter ID, shift ID and
counter start date and time. After made all required changes, click on ‘Modify Counter’
button.

@& Counter Modified Successfully !

On clicking ‘Modify Counter’ button, a success message will appear on the top right
corner of the screen.
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7.5 Shift Begin of counter

Department of Posts

Ministry of Communications, Gavernment of inda

—et

Sorting Management
Marmgermant of Sarting

« 13D

Track and Trace
WVatiagmmart of wacknig stat ir

Official allotted to the counter will login using his credentials. Click on ‘Booking

Solution’ card.
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Department of Posts w ® I SN
Ministry of Comenunications, Government of [nda m

Sorting Management  Support Desk Others v

Shift Begin Date & Time: Shift Not Yot Started | Counter (Do not alloted | Shilt 10: not allozed n

Booking Solutions

Mail Booking

Money Remittance
Money Ordess bookang snd pament

Counter Operations
Comrrer Adocaomn, Shit Bapn, .

On clicking the Booking Solutions card the above screen will be displayed. But the sub
cards are shown blur. Click on ‘Counter Operations’ sub-card.

Counter Operations °
B Oegn Your St & ST
] & |
i B |
o -
o ' o

Bulk Excnl Validation
Tool

Counterwise
Irwentory Repoct

Subevit Accoune

Repost!
. q 2 e Report

On clicking ‘Counter Operations’ sub-card, few options will be displayed on the right
side of the screen. Click on ‘Begin Your Shift’ option.
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Department of Posts @ T O6M
Ministry of Camenunications, Government of India m

Favoantes [CtrisF)

Shift Begin

Eimployes 10 Caunter ID Shity 1D
10035329 1 2

Upon clicking ‘Begin Your Shift’ option, ‘Employee ID’, ‘Counter ID’ and ‘Shift ID’ will be
displayed. Click on ‘Begin Shift’ button.

@ shift Begin done Successfully!

Upon clicking the ‘Begin Shift’ button, a success message will be displayed on the top
right corner of the screen.

7.6 Booking of articles

w - Department of Pasts He 7T W
(-] s o Lam o, Geverosd o Sube ]

Booking Soltions

Booking across the counter are dealt in two categories.
= Domestic articles
= |nternational articles

7.6.1 Domestic article booking

Domestic articles can be individually booked in two methods.
= Quick Booking
= Mail Booking

Counter operator can access the sub cards related to booking by clicking on booking
solution card.
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7.6.1.1 Quick booking

Upon clicking on the Quick booking domestic sub card, the Counter operator can book
Register Letter/ India Post Parcel, Speed Post Letter, Speed Post Parcel in a single
window. Link for booking Money Order and booking of other mail products is also
available.

. Department of Posts e 7T W
@ - Vrnry of Cowwvwentaten, Govervveet o vl m
oo mean Dem  1GOR 3T
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Daomestic Mail - Quick Book
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Clicking on Quick Book Domestic will open a new window as shown above. There are
three features in the said screen

= Capture Dimensions

= Prohibited items

= View local offices

Dimension Caloulator

Set Ground Distance Capoare & Calodace

il DALAR

0 em
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Capture dimensions hyperlink is an option provided to the counter operator to capture
the booking item dimensions by using the dimensions reader. The initial ground
distance which is a standard distance from the ground can be fixed by entering in the
set ground distance field. Once this is fixed and the dimensions of the article can be
capture by scanning the article and clicking on the capture and calculate button. On
capture and calculating the dimensions of the article the volumetric weight of the
article will be automatically captured.

Prohiblted Items & Declaration °

Prant Declacation Form

Click here 10 view the Prohabiced (tems for awiift

VITIICHA-IML- AbAn- aPbe - IHIBIHTTII0

Prohibited Items List

1) Explosives
2) Compeessed. iqguefod gas
3) Mlarreroable lguods

4) Famvnable scids and sutistancens
B) Qxuiizing substances
6) Towko and nfectious subatanoes
7) NRadasciive mater et
B) Comosives
8) Organic Peraxides
10) Lithwurn Daaries
11} Inflectious subwtances
12) Magnetired matenals
1) Qxypen
14) Migscebaneous dangorous Qoods (INCUGnNg asbesion, dry o, angnes)
15) Lightees
16) Scissors-matal with poinsed Ups
17) Raalistic replica of 1oy weaapon
18) Box Cutters

The prohibited items hyperlink is another option in the booking screen where the

counter operator is made available with the list of the types of items which are
prohibited for booking and transmission. The hyperlink also gives the information about
the prohibited items which are prohibited by the airlines for transmission. This list may
be referred before booking of any item.

INDIA POST - APT Page 128 of 234




Operational Guide — Railway Mail Service

Office Name Pincode Office Type
Hassan MO S7azm o
Hasian H.O sSr3am HrO
Hassan HD 573200 RO

Districy Officn 5.0 Srazon aro
Channapatna Ean SO s732m SPO
Castorn Extn 5.0 sarzam “ro
Persion Maohata SO 573200 SPFO
Sarnhnpet Hassan S0 sraam <o
® R Puram Ext Hasan SO S7F3a0m SPO
Vityanagar Hassan 8.0 STI202 pll=]
v > >
=

The view local offices hyperlink is another option in the booking screen where the
counter operator is made available with the list of local offices, and which enables the
end user to decide the booking for concession rates with respect to speed post items.

The counter operator shall enter the sender's and receiver’s mobile numbers along with
the receiver's pin code. In addition, they shall enter the weight of the article. The
‘booking reference’ number is generated automatically. If the weighing scale is
connected to the desktop and the device is allocated to the counter then the counter
operator can be able to fetch the weight of the article directly by clicking on the Fetch
weight button.
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Domestic Mail - Quitk Book
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Considering the weight of the article, the booking of the same can be processed. If the
weight of the article is less than 500 grams, the article can be booked as Speed Post or
the registered post and if the same is more than the 500 grams the article can be
booked as the Speed Post parcel or the India post parcel.

The end user can also select POD if the acknowledgement is attached to the article. If
the article is affixed with any prepaid mode like Postage stamp, service stamp or
franked impression can be captured by selecting the type of prepayment and the
amount can be captured in the amount field which is against the prepaid type.

If the article is booked under parcel category, the article dimension needs to capture to
calculate the volumetric weight of the article by selecting the mail shape of the article.
In Mail shape, if box form is selected the length, breadth and the height of the article
must be measured and entered and if the roll form is selected the length and the
diameter of the article must be captured.

The detailed sender and receiver address can be captured in the fields provided. The
first name, address line 1 and PIN Code of the addresses are mandatory fields. Based
on the PIN Code the city name and the district is auto captured for booking of articles. A
provision to capture the address of the sender and the receiver is provided by clicking
on the fetch address button. If address is wrongly fetched, a reset button is provided to
reset or clear the fetched address.

Optional fields are provided to capture the e-mail address and the GSTIN of the sender
and the addressee.
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Value added services like COD, CODR, Insurance can be selected if the sender
requests for the services. Additionally, other services options can be selected for the
speed post category booking. The delivery instructions which can be selected while
booking are OTP delivery, Scheduled delivery and Aadhaar authenticated delivery.
Based on the type of article booking and the value-added services, the tariff will be
automatically calculated which needs to be collected from the customer.

If multiple articles are booked, the counter operator can click on the submit button and
continuously booking can be done.

Sanad Artickes

E)E=)

The booked articles will be available in cart which can be viewed by clicking on view
button and if any wrong booking is done, the same can be deleted by clicking on delete
button.

Select Payment Method °

-
2% UPL/QR

Once the counter operator confirms that all the articles are correctly booked, click on
payment button. Upon clicking on payment button, the possible payment modes
available are through cash/ QR payment. If cash is selected, the booking amount will be
received through as cash from the customer. If QR mode is selected, the amount will be
paid through the digital modes.

X
@ Amount Collected Successfully
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Once the amount is successfully received, a pop up message “Amount collected
successfully” will be displayed for payment confirmation.

Whather e recepes prvaed successfully ?

Once the payment is successfully received, the receipts will be generated for individual
articles. The receipts are printed through three different printing methods.

= (Dot matrix) Save as pdf

= (Dot matrix) Save to printer

= Thermal
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An individual receipt with base fare are generated for articles booked. A GST tax invoice
is being generated at the last which include the consolidation of the GST amount
collected for the items booked.

7.6.1.2 Mail booking

Mail Booking ()

Upon clicking on the Mail booking sub card and booking domestic mail, the Counter
operator can book all type of accountable article categories in a single window.
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[ R $ [T IR Y e
Domestic Mall Booking
Compen ol ok Pratubid ey e Al Offioes
.— 2
Arweie Detabs Acsui Detats
[y PO e
e e —
oty | M e |
L YT Sonrt W ervn Pm ™) Moty
boaned
ety oo s ool (e bty

After clicking on Domestic Mail Booking the above screen is displayed. Enter Origin Pin
code. The features which are available for counter operators include Compare and
Book, Prohibited Items and View Local Offices.

“liw
z - Department of Posts 13 7 0
- N Ministry of Communications, Governmesnt of India
PR T pr— ‘ Couener Moty | 9h Missbiee 1
B Favournen (Cotef Domestic Mail Booking
e o Compare and Book  Prohibited iteoss  View Local Offices
.— 2
Article Detalls Address Detads
Origin Prcode® Dentination Mecode” PO Nane Prypsical Waight On griwg®
S70010 560020 Seshadrpram 5.0 1000
Beaking Type* Mal Sorvicn Tygw*
Waalkdn Customer v Select Mail Service Type v Article Barradn Pricemy
Prepant

Click on Compare and Book for analyse the available service.

Suggested Services

, Speed Post Parcel
Domestic
(fastest)

T41/-

After clicking on compare and book the system provides information about all the

services available in the pop-up window open as above, click on customer desired
service.
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Department of Posts N rauo @
Ministry of Communicatiom, Government of fnda _
A et Ay b o L At A T _-;I
¢ : ;-‘5!!- l.s' yf.j. .ﬁ‘ i,-i. oron e ~ —
" ) ‘
B Fevourites (0uten) Domestic Mail Booking
.—— 3
Article Details Address Details
Ovigin Pncodn® Dentinatioe: Pincode” PO Narme Ponical Weight (in greg*
SM0e S60020 Seshadripuram 50 1200
Bocking Type* Mal Service Type® Aticle Darcede :
Wtk Customer - Speed Pust Parcel Domestic - EYDIIES5842IN | Priorny
|| Prepad

Click on View Local Office for check on same pin code offices.

Krishns Rajendro Circle SO
Mangmohata S0
Mysuru MO
Vani Vilas Mahata S0
Gokulam 5.0
Nagmahati BO

Note Modran Nagar 50

Sigdalingapuna BO

Lakstmipuram S0 (Mysuary)

After clicking on View Local Offices new pop-up window open as above, check the
customer Pin code.

o
Department of Posts oo rseo @
— Mintstry of Communications, Government of India
- o T B s Sy I3 o o = e T - Sl
’> LU &- e e Rborrratead e AN L e Y ....i. .\iijj 3:-%.....:,‘, "I
& e vl i oot 1 Shlt hMaribe )
B Favourties ot Domestic Mail Booking
2 Compare and Book  Prohibited items  View Local Offices
’_ 2
Article Detalls Address Details
Orign Pecode” Destiration Piacode PO Name FPhysica Wesgin (in gesa)”
SN0 SH0020 Seshadripuram SO 1000
Bockung Type' Ml Service Type* Alicle Barcede
Wakin Customer v Speea Post Parcel Domestic v EYD13655842IN Pranty
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Click on Prohibited Items to view the list of prohibited items. The declaration form is
also available in the prohibited item list screen which is to be attached with the parcel
booking.

Prohibited Items & Declaration

Print Declaration Form
Click hare to vew 1he Prohibited ems for ardift

8] Favountos {Ciri+F)

1) o ' lant — Al oy LTZ @ 0D »

Prohibited ltems List

1) Explosives

2) Compressed, liquefied gas

3) Flammable liquids

4) Flammable solids and substances
5) Oxidizing substances

6) Toxic and infectious substances
7) Radioactive material

8) Corrosives

M Prccate Pecc.ddas

(7] fecelved Customer's dedaration on Prokibited jternn

Declaration is Mandatory

Click on Print Declaration Form to print the form of Declaration for Booking of parcel
items. This screen also includes the list of prohibited items for the airlift.
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R adadd
— Print Declaration Form
:h—- Breh Protibited tem Click here 10 view the Probibited items for arlift
Ve by 4 Moevglic Zoom - ETEZR &y »

S iy S — — f———— | - - T —
S e W o 81§t A— ] - — — -
——— e

e e et Prohibited Items List

stances

The Declaration Form is shown as above.

'S Coanin Nuerher 1 | Shill Numibee:t

Fivourites {CirioF) Domestic Mail Booking

Compare and Book  Prohibited ltems  View Local Offices
.— 2
Article Details Address Details

Orige Pinc Destnanon Pincode” PO Name Prigucal Weight (in gmey”
STomo 560020 Seshadripuram S.0 400

Bocking Type™ - - Mail Sarvice Type*
Vartin Customes v Select Mail Sesvice Type v Articie Sarcode Priorty

Sedect Bocking Type
Walk-m Cusivener

Ot e 3
Regisnrad Bulk Cumomes

On Indes Gervermimerns Service
mom

There are no records to display

Select Booking type based on customer type under the dropdown menu available i.e.
Walk-in Customer, On Postal Service, Registered Bulk Customer, On Indian
Government Service and PIDPI.
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-
B Favournms (Corfes

Domestic Mall Booking

o —

Articie Details

Compary and Book
2
Address Detads

Toaniee Spumaer 1 Sl RumierY

Profubited itemy  View Local Offices

oo |

Origin Pincode Destination Ancode PO Name Propsacal Weight fn gmsl

570010 580029 Hubbatti Trafic Eand SO 100
Booking Type* Mudl Serviee Type” Atide Barcode

On Moz Service - | Registaced Luiter RY000T565200N Peiority

Registered Letter

POOAK Insurance
Nest

Base rme Regn Foe Tocal CasY S657 NeelRounded)

2500 171 a2.00 0

Select On Postal Services if any official communications to be done from the

Department of Posts. Net amount to be collected will be ‘0’ (zero).

T AT TvTTY
Crigin Pircndy Destnation Prcode PO Nare Firpvecal Weight On gea)*
470010 SEI9 Hubbatss Tratfic iand 40 0o
Seokny Type' Mad Serwce Type* Artnde Barcose
Hegistmred Bk Custome - Negatered (atter | #vooo1sassad Priarity
[ 77 Propadt
Registeced Bulh Customer
Contrac [D* Non Detheery on
Selecr Contracs 1D Sefect Nee Dedivery Instruction v
Regntered Letter
€00 Netak rODACK Inwursnce
Base rate Regn Few Total <GST SG5T Toral hetiRzunded)
500 1200 4200 a0 am 0.0% 0

If customer is Registered Bulk customer, select Booking Type Registered Bulk
Customer from the drop down menu of Booking Type, Enter the valid Customer ID,
select “Contract ID” from drop down menu and also select Non Delivery Instructions if

required.
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2 LOMPIC I Bogs.  PIOMNDIE mems  yew o onses |
.— 2
Article Detads Address Detals
Origin Pnpode* Dessnation Bnpode* PO Hane Physacal Weght fin gmad
570010 SED02S Hubali Traffic Isind SO 100
Boaking Type* Mo Servce Type* Artiche Barcode
On Indhan Goverrermint farvice - Hugatered Lutter ~ VOO0 156529IN Priceny
Frepaid
Registerwd Letter
COD Rerwl PODVACK Iraurance
Base rate Rege Fee Total <GSY 65T Total Neokoundod)
2500 1700 20 400 A 0.1 50
B T et

Select on On Indian Government Services if sender address is any Central government

offices.
Comparn and Sook  Probibited items  Yiew Local Officey
2
Articlo Detaily Address Detaily

Qrigin Pincodke” Destrnation Pincode’ PO Wiemn Phrpucal Weigt §n geal*

570010 0029 Mt Traffic Island 50 100

Nocking Type* Mak Servce Type* A1che Byvode

PDM v Reqisered Letter b RYDOO156535IN Priorey

Frepast
Registered Lettor

cosr

20m am

Select on PIDPI if sender address is any Public Interest Disclosure and Protection of
Informer customers.
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. Lompare and E00K Proninited mems Viw Lodal ndes
’-— b
Artice Details Address Details
Qogin Aincode* Destination Pincode* PO Name Physscol Wedght (In gmsy
S70010 £80029 Hubbatii Tealfic s SO 400
I: Boukeg Type* Madl Service Type” A Barcode
Walkin Customer v Registared Letter v RY000156538IN Prionty
Progud
Registered Letter
00 Retml PODI Ak Insurance
Dase rate Regn Fee Total CGSY S65T Total Nes{Rounded)
100.00 1700 M200 1w 1100 12000 1

Select Walk in Customer for retail customer in the Booking Type dropdown menu as
above,

. Countet Mumdert | St Numbert

) savourites (CerieF) Domestic Mail Booking

e0ovkngieleronce Compare and Book  Prohibited items
2

Address Detaiby

PO Name Pryscal Wnght {m gens)”
Seshadripuram SO an0

View Local Offices

Article Details

Destinacon Pincode”
560020

Mail Service Type*
| Select Mail Service Type -
Sebect Muil Servicn Type
Inland Spoad Fost
egsilersd [ oo
Beeguitered fouk Pua
Repnterad Peondaal Post
Bl Ln¢ruture

Ovigin Fincode”
570010

Booking Type*
Walkin Custommes

Friorty

Prepaid

eCords to display

Beguaered L€
Megputered oot Cand

Select the Mail service type as Inland Speed Post, Speed Post Parcel Domestic,
Registered Letter, India post Parcel Retail, Registered Book Post, Registered Periodical
Post, Blind Literature, Registered ILC, Gyan Post and Registered Post Card based on
customer requirement.
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Inland Speed Post:

'Y \ Courts Mt ! | Shift Numbert
B Fxvounesicwton Domestic Mail Booking
Compareand fligok  Prohibited items  View Lecat Offices
o—— :
Article Dutais Addcess Details
Origin Pincode Destnation Pincode PO Nume Fhipsical Weight [in gl
570010 S20025 Hutbalil Trathic isand SO 400
Booking Type Nl Seraxe Type Artichs Barttde
Witk Customes v Inlaed Soeod Post v EY013608750IN Frodiy
Prepaitl Type Prrpaid Ameunt
Prepud Postage Staengs - 1o
Infand Speed Post
Vol Srace
DoCurrunt (Erva v
Desitvery Instructions EOn/Ak Siliienca
Select Onlivery Insin = .
howt
. . . ¢ )
On Selecting Mail Service Type as ‘Inland Speed Post’,
Bokiog Type WNowd Serven Type® Artixhe Sarence
Walkan Customar - Inland Speed Post v EYD138087500N Froocey
Peopad Type Progad Amoutit
Orepaid
Selocr Frepest Type
Intand Speed Post Frorkaw Maioaw
Mal thape lengdem)’® nl* el Welgrm) Churged W gpea)
Box Type (Nea | = 10 Foalage Sy 0 00
Servies s
Delvery iImtructiom “ ' 4 Irmurance Tyge Tre. Aot
et B dnyoe POOACK [R— rhentk = %0
Bave rate s For Total oasT SasT Total Prepaid Net(Roundre)
o0 7400 .00 100 noo 104 00 000 B2
Tl 11

Tick Prepaid if the customer has affixed stamps on the article.

Three options are available under the drop down menu of Prepaid Type option based on
the type of stamps affixed by the customer. If the article has franking impression, then
select Franking Machine, suppose Postage stamps are affixed then select the Prepaid
Type as Postage Stamps and If Service stamps are affixed on the articles, then select
Service Stamps. And enter the amount in the Prepaid Amount field.
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Crgn Pocede®
570010

Bonking Type"
Walk-in Customar

Propae

Inland Speed Post
Mai Shape
I: | Document {Erm v

Sales! 14D Sdope

Nox Type (Nom Ball Voren)
Dosnimal (Ervalipe )
Radd Vo Cpdaatw

MOuAn

Articie Details
Durstinadion Mo oce
S80029

Mol Servce Type®
Inland Spend Poa

Prepaid Type
Postage Stamgs

Irvesrance

Compare and Book
2
Address Detalls

O Nave
Hubbalh Traffic lsdand 5©

Arvcle Darcode
EYO138987S0IN

Pregad Amount
10

Probibited items  View Local Offices
Propscal Wight (o grma)*

a0

1 Priveity

Select Mail Shape either “Box Type (Non-roll form)”, Document (Envelope) and “Roll

Form/Cylinder” from the drop down menu.

Inland Speed Post

Mali Shape lengetacm)
o Typw (Nun | » 1

Defvery Instructions
Selntt Delhowry [raen v

PODACK

wadthicmy
10 10

Irsurance

eighticmic

Vol Wiigms)
(-] an

Charped Waigms)

Base rate Total

Jope o

Mention Length, width,

automatically calculated.

INDIA POST - APT
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ORIV Wl oot o VIWW RULHT T
‘_ 2
Astide Details Address Details
Sedost Dol DUt nation Pincode PO Name R Pny?ut Wirighe [in gl
s Hutballi Traffic Idand SO 400
Axdrzse Astbesticotve Detivery
Normal Dwivery Service Type* Arcie Barcode
Opst Ovlrvary nd Speed Fomt v EYO1 3650 501N Prionty
OTF Dased Defivery
B 077 st Delivery with Asthasr Astbasticuion pid Type Propaid Amoust
AYe Stamps - 10
Stenbided Debvery
Sactuntaded Debrery with Aattaar Aisturncnas
Schaluial Delvery w16 OTF mthicmy Pasghetem)® ul W) Charget Wil
St bn) Delivery with OTP & Asluar Aafaeaicating 10 1] ] &0
Satvwt Patced Delivery Syosxn
LAEpesy I U oo, = P—_—
::> POCUATE Invsaramer
Sedecr Defbvery Mrtn v N

Select Delivery Instruction as per customer requirement, details shown as above.

Rocking Type* Madl Service Type Ayt Barcode
Wad- i Custarrwr - Irnand Speec Post v EYD136W8750IN Pridviy
Frepaks Type Prepasd Amoure
L i
- Podlage Stamps v 10
Inland Speed Post
Ml Shape engthion) winom)* hedghtiemy® Vol Wiigms) Cherged Wiigmsl
Box Type INon i« 10 W0 10 0 400
Dedvery Instnations Insurance Type Tre. Amount
POOAC o o
Nommal Defvery = c 3 inswamcn oOF - G0
—
Base rate Ins Fee Tocat C6sT SGST Total Frepaid NettRounded)
£0m 80 BEC0 B0 BEMD 10420 00 e

Tick on POD/Ack, if customer desires and Tick Insurance & select Insurance Type as
DOP also enter Insurance amount. Then Click on Next button.

Registered Letter:

INDIA POST - APT Page 143 of 234




Operational Guide — Railway Mail Service

Ialhiisn

m Fwouurties (Cirief)

Qrign Fincods
ST0010

Booking Type*
Walk-in Cunznms

Prvpat

Registered Letter

Compare and Book  Prohibited items  View Local Officey
2
& Detaits Address Details

Detination M PO Name Flipsxal Weighe [0 gmal

580029 Habbalki Traffic lsland 5.0 400
Mol Servce Type* Article Barcode

Regstnred Lutter - D001 E0000IN Priarity
Prepadd Type Frepaid Amount

Perstage Samen

€00 Retad Amount

Domestic Mall Booking

Inverance

Insuance Type

COD Hatal 100 Do
Ins Asrount
100
Neat
fane rate Regn Fee ins Fem 00 Retall . Torad OGSy SGST Totsd Prepaid NetSaunded)
100,00 70 0.0 300 13200 2m 2m 1%.00 10.00 140

Select the Mail service type as Registered Letter to book a register letter, Article
barcode number is generated automatically. Tick “Prepaid” if the customer has pre
applied stamps on the article. Select the value-added services like COD Retail,
POD/Ack, and Insurance and enter the amount, as per the customer requirement. Then

Click on “Next” button.

Registered Book Post

.
B Freouenes (CineF)

Crign Prvode
S0

Duntivaticn P
S80029

Domestic Mail Booking

Compare and Bock
3
Address Detaily

PS Narrm
Husbadbi Trafic land SO

Focking Type Myl Serace Type Artcle Barcode
Woikin Customet Registered Eook Poss . RAO0OIS1005IN Pricaty
Preped Poapued Typu Propad Aviut
Prokage Slasrps v i
Registered Bock Post
Wex! Shage fengrhiomo vy hegtarcm* ol gy Orarged Wigms)
Box Type (Nan 15 15 15 q A0
€00 Matad POOACH Ak Mad Sarvice
Base rate keyn Feo RPOD s Torsd (€20 68T Taral Prepaid NeciFaurded]
500 %0 1 a0 54 500 500 0 o.M -
L% Rufeeluinwition

Probibited tems  View Locel Offices

Pirpsicad Weght G groag®
400

Countar Matrbier Y | Shft Prrdien: |
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Select the Registered Book Post from the drop-down menu of Mail Service type if
customer wants to send book post with registration. If customer wants value added
services i.e. COD and POD/Ack options are available. Click on Air Mail Service if
demanded by the customer, then click on “Next”.

Registered Periodical Post:

. Crustwr Narrier 1 | S0t Numehier 1
B Favuuenes <5y
Compare and Rook  Prohibited ems  View Local Offices
‘_ 2
Article Detads Address Details
Orgn Pncode Desmoaton Bcode PO Nane Prysicol Weghe o gms)
520010 SB0029 Hubbaldi Traffic idand SO 00
Rockong Type* 38 Service Typa' Artizie Rarcede
Wak i Customer gatered Perodcr Post RYGOO1G1014IN Priamy
Prepas Priped Peow Prepant Aot
Pastage Stampy - 19
Registered Periodica Post
Mad Shape lengthicmy widthicng heighsicmy ‘ol Wejgrrrd) Charged Wigmn
Pow Type (Non |+ 1% e Ty 0 400
Ve ol Perudicd
20 | COD Metat POOVACK Av Mad Servics
Base race Rogn Fee Ak /POD AN Total 65T SG65Y Totat Frepaie NeuRownded)
»xM 170 300 a0 6400 €0 600 N 000 L€

Select the Registered Periodical Post from the drop-down menu of Mail Service type if
customer wants to send Book Packet Periodicals with registration. If customer wants
value added services i.e. COD and POD/Ack options are available.

Click on Air Mail Service if demanded by the customer. Enter Value of periodical then
click on “Next”.

Blind Literature:
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® Couter Numberd | Sheft Mot
8 Fovourmes (Cirtof) Domestic Mail Booking
Compare and ook Prohibited itemy View Local Offices
2
Article Details Address Details
Orige Pincede Devtnaton Pincode PO Name P Welghe (i g
570050 580029 Hubballk Traffic Island 50 400
Booking Type* Mol Service Type Artide Barcode
Walkin Custames Blind Literatuww v KOOI 6103ZIN Priority
. Proped Type Prapart Amourt
' :
e Postage Stangs v n
Blind Literature
POOVACK Al Mai Service
|:>
Base rate AMSY Total casy sesy Total Frepald Netibeunded)
0o 2.00 oo 100 120 1.00 000
o bl duti ey

Select Blind Literature from the drop-down menu under Mail Service Type to register the
Blind Literature articles. Air Mail service charge applied if, mode of transmission by Air.

Registered ILC:

s Coumer Ngmthert | Shilt NMunberd
B Favourntes (CuteF Domestic Mail Booking
Compare and Book  Prohibited tems  View Local Offices
[ S :
Article Details Address Detaits
Qirbgyn P e * Destination Prcode PO Name Poyakcal Weigtit (in grmd*
570010 580029 Hubal¥ Traftic lshind 5.0 5
Hocking Type Ml Servicn Type® Artxie Bartode
Wtk Custonwer Regitered LC v RYDOO161DE5IN Friovey
Prepad Tyew Progad Amount
" y
e Postage Stamps v -]
Registered ILC
PODYAK Frovatesy Printed
Ranw rate Ragn Few AskJPOD Toesd oasT SGST Total Frepat Net(Rcunded)
250 V7.00 300 2% 0.00 000 2250 500 1%

ILC can be sent by Registration under this option select Registered ILC from the drop-
down menu available in Mail Service Type Option. Value added services such as

POD/Ack are available.
Counter operator can book privately manufactured ILC (Maximum weight of ILC is not

more than 5 grams), Tick on “Privately Printed”. If the counter clicks Privately Printed,
the amount of ILC is added to the net amount. Then click on “Next”.
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Registered Post Card:

a I Tounies Mumberd | Shitk Numbert
B Favournes (Crt+F) Domestic Mail Booking

Compareand Book  Prohibited items  View Local Offices

'— 2

Articlu Detaily Address Detally
Ovigin Pincode Destnavon Pncode* PO Name Progsical Weight 6n goesy*
570010 580029 Hubballi Traffic slang SO 5
Booking Typs Mad Servce Type* Arvcie Barcode
Wk Customer Regetered Post Card » RYO0G161 363N Peiority
[T Propaid
Reglistered Post Card

:j) FOOIACK
—)

Base rate Rogn few AckFOD Total casy sasy Youal NetiRounded)

0% 1700 Al %0 @00 oo M50 2

Post card can be sent by Registration under this option select Registered Post Card
from the drop-down menu available in Mail Service Type Option. Value added service
such as POD/Ack available. Click on ‘Next’.

1B memunites (CirieF) Domestic Mail Booking
e il ‘ Compare and figok  Profubited items  View Local Offices
0o— :
Article Detaily Address Detaily
Onign Fincode Destinanion Pncode” PO Name Prysical Wesght 6n gmsr
SMO0 SEN029 Hubsblli Tralfic [sanct 5.0 o0
Booking Type* Mai Servica Typa? Artle Barcode
Wok in Clazomer Speed Post Parced Doenessic - EYO13588%5IN Prioeity
Prepaid Prepax Type Prepast Amoot
Postage Stamps - "n
Speed Post Parcel Domestic
Mol Shape lengehem| wigthicm)* hesghetom| Vol Wygme) Crarged Wiigmn)
Box Type (Non ¥ = 15 15 15 (<] 700
Delvery nsiructons PODACK e Ircasance Type e Amount
Select Deliery [nstr + oo s Dor * 500
Next
Rase rate tns Foe Total CGST S6ST Fotal Prapaid NetiRoundes)
o 808 300 600 600 75,00 1000 W
L& S Guiduines

Select the Mail service type as Speed Post Parcel Domestic for booking of Speed Post
Parcel. Select Mail Shape either “Box Type (Non-roll form)” or “Roll Form/Cylinder”
from the drop-down menu. Mention Length, width, height in mm, volumetric weight is
automatically calculated. Select “Delivery Instruction” as per customer requirement.
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=

- Cournec Nambert | SHIL Numiber 1
® Favourees (Tir+) Domestic Mail Booking
Compare andBook  Prohibited wemy  View Local Offices
‘_ 2
Article Detais Address Oetais
Origin Pincode Cesonation Pincede PO Nane Physical Weight (in grad
570010 520025 HutbaNi Trafhic isand 5.0 0
Bockiog Type Wurd Service Type® Artiche Sarcode
Wk C Indizgest parce! Retad > CYDOO0EIWTIN Prioviy
Prepaid
Indhapost parcel Retall
Mall Shape lengesiem)* wedthicm| Pegtecem|® Vel Waigrm rarged Wiigme)
Box Typo Nan | = 15 15 1 n 00
Imurance Type I, Armosant
PO s urunc
con “::!J:> e T Doe 100 Alr Mak Service
Rase rate Ragn Fer Ins Fen Avs Total oSy S65T Tatst Netifounded;
500 1780 Q 1220 500 700 T 89.00 a2
8 fuleCodeine

Select the Mail service type as India post Parcel Retail for booking of Parcel as
registered above 500 grams. Select “Mail Shape” either “Box Type (Non-roll form)” or
“Roll Form/Cylinder” from the drop-down menu. Mention Length, width, height in cm,
volumetric weight is automatically calculated. Value added service such as COD Retail,
POD/Ack and Insurance services are available if customer desires. Click on ‘Next’.

Mome  BagManagement  Bank Module  Barcode and Label Magmt.  8CP Solution  Booking Sokution  Others

-
& Favourites [Cri+F}

Sender Detalls
Mobie NOVEmal/Cust 1D
STA29YT071

Address Type*
First Name
Rayesh

Last Name
Kudalag

Office v

Department of Posts

Minstry of Communications, Government of india

Domestic Mail Bookin

Cuunter Ngmberd | Sl Numbec

Prohibited itemy
Article Details Address Details
Reciplent Detalls
Mobhfe No/Email/Cust.iD
se 762157580 et |
Title Address Type* Title
Stedect - Home v Sedect -
First Name*
Midds Ntin Midc
Atdress Line | Last Name* Address Lire 1
House Number 9 Kantemani Near Giranl chahia

On clicking Next button, new window will be open as ‘Address Details’ to enter the
address details of the sender and receiver. For a new customer enter all mandatory and
optional fields i.e., Name, Address, Pin code, Mobile number.
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Tick the “Retain Details for Next Booking” check box to save the sender/receiver details
for future booking. And click on Submit button.

» —— —
L Domestic Mail Booking
Compmnand ons Moottt e Yhew Lasat (0t
.— 4
N Do A een Lt
..... - —
Sty o e e g
b+ Coatins St s Lt g

m—.——

After clicking Submit button. A message “Submitted Successfully” is shown on the
bottom right corner of the screen.
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B Favournes iCrief) Domestic Mail Booking

o

Article Details Addruss Details

Compare and Book Prohibited nems Yoewr Local Ofices

PRSP

After clicking Submit button view cart option is enabled. Click on View cart button to
check the details of all articles booked.

Click on Payment button to make payment by confirming the various charges.

Select Payment Method

Pay with UPI/QR

Scae: QR code 10 pay Rs 897

New window will open after clicking on payment button. Select Payment Mode, if mode
of payment is selected as UPI/QR, dynamic QR code is generated. Customer must pay
the amount by using Dynamic QR. Counter operator shall confirm the amount collected
and click on Verify Payment button.

Select Payment Method

Confirm Amaunt Collected Rs 118 2

No
8= UPL/QR
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If payment mode is Cash, Click on Cash option. Amount to be collected is displayed,
after confirming the amount Click on Yes button.

saved Articles
Artioe 1D Artice Type Charget Weigne Senter Rame Receteer Namie Destnation Pindote
P4 TSI IS LETTER » MAIL OVERSEES GUS B Sroone
REETTRMALIY LETTIR x MAIL DVTSSEEN GUS BrM 0o
RaT29538300N LETTER k1) MAIL OVESSEER GOS A ST0028
.

Promer Typw -

DOT MATHIX [Save 25 POF Fve

DOT MATRIX (Sandt 10 Prinis)

THERMAL

o

Once the payment is successfully received, the receipts will be generated for individual
articles. The receipts are printed through three different printing methods.

= (Dot matrix) Save as pdf

= (Dot matrix) Save to printer

= Thermal

Ittigegud S.0 <z
570010

N

RK472953775IN

Receiver:GDS BPM
DUDDAGERE MYSURU

KARNATAKA . SR (e S8 Aaip s

-570010 . -~ ——
SenderMAIL OVERSEER SYHIFLCD <Y SO P
EAST SUB DIVISION MYSURU
KARNATAKA

INDIA-570010

Itigegud S.O(570010) 04/00/2025 11:48:38
Weight{gms):30.00 L: B: H: (Vol. Weight-0.00)
AmountPaid: Rs.0.00{On Postal Service)

In case of any grievance - DIAL-18002666868

Dot matrix (Save as pdf and save to printer) options are used to print receipts through
dot matrix settings. Server settings must be made to print receipts by using the save to

printer option. Receipt can also be printed through thermal printer using thermal
option.
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7.6.2 International article booking

International articles can be individually booked in two methods.
= Quick Booking
= Mail Booking

Counter operator can access the sub cards related to booking by clicking on booking
solution card.

7.6.2.1 Quick booking

Counter operator can book international articles by entering all the details in a single
screen by using the quick booking international sub card.

- Department of Posts ne T W
@ - Vrnry of Covwmamtatams, Grmrrrwet o rvke [ Sotra i ]
e bt e Dem | 100M3

International Mail - Quick Book

s Res Cavewiia » - Tocw s e

Neeshed. GiT)

Sovewand fesd  Probdéaed teen

|||||

Upon clicking on the Quick booking international sub card, the counter operator needs
to select the few parameters. Depending on the parameters the tariff of the item is
calculated. The parameters are

= Mail nature type

= Country name

= Customertype

= Mode of transmission
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Mall Nature Typa* |lCustomer Type* l-Mode of Transmission*

Docoment . Walk-in Customer - Non Commercial v By Air ey
Gil

Others (Transaction Not covered by Part T) Hindion Oovemimen: Serice By s

Returned Goads On Postal Service By Surface

Sale of Goods By Surface Air Lift (SAL)

Depending on the mail nature type, weight and the country name, all the available
services afforded will be displayed. The above screens show the different mail natures,
customer types and the mode of transmission options available for booking of the
items. The above options are selected as per the customer requirements.

Avadlable Services

Avallabic Sarvices Featurey Insurance (Max. Amtount)

MRt Av Parcal MR WA 20 K
Fevrnascost Dl L ker s Mas Weghe T G
Intermatiooanl Hngretened | se1e Mo Waght: 7 kG

Miter nesonal Spee  Bant Goeumant Vs Aeighe X2 KG 100009
Intmrrratioral Tracked Packat Service Mas, Wt 2 WG
Hoganered incerriananat M kg Mas Weirs 30 kG
MeQistered Itarrwtionsl # rwed Fapers Mo, Waight' £ K

On selecting the mail nature type and the country name from the drop-downs. The
available services with maximum weight of transmission and the maximum insurance
amount will be displayed. Depending on the customer requirement, the service may be
selected.

International Mail - Quick Book

Tanff Devsts

M Sarvee Tygs

Uniteg Kngdom - GI rtwiratione Spovd Post Do ~ Bt Aote

[
Servier Svmlahie Yot WS Charges

Artice 1D Customey Tppe toow of Transmessiee Declared Valoe (VR e
ToumExcl 657)
<GST

65T

[E] EYOI342302IN Wak Customes < Non Camme v By Mt v 10

Mo Dal Jnatrocnoo®

TS Svia Propor ot
NTS-Pricery v MO Prepart 0P Tyy

: 51
PosTage Stamps -

UGSt
TotsincL G5ST)
25 ‘ ooP v Irvurance Yatue Duties
Campare and Dook  Probibited tems Preped
Net Avaure (Rowunded)| PLN [ Ml

Based on the requirements of the customer, the counter operator can select the value-
added services like POD and Insurance. If the customer as made prepayment of
postage. The counter operator can select the postage stamp and franking impression. If
customer has opted for insurance, the insurance type as DOP with the insurance
amount needs to be entered to opt for the insurance service.

INDIA POST - APT Page 153 of 234




: g @ Operational Guide - Railway Mail Service
\-J

After entering all details the tariff amount will be calculated as per the services opted.
The counter operator is provided with the two hyperlinks with corresponding benefits.

= Compare and Book

= Prohibited items

| Weightfamsi* Country Names * —Mail Service Tvpe* s

A)

Suggested Services

= | International Air

| International | International Speed

Registered Letter Parcel Post Document
= (popular) (economic) (fastest)
g Country: United Kingdom Country: United Kingdom Country: United Kingdom
Mode Of Transmission: AMS Mode Of Transmission: AMS Mode Of Transmission: AMS

3T1368/- I2177/- 32637/-

On clicking on compare and book hyperlink, the tariff of all other available services will
calculate and displayed in one single screen. This helps the counter operator and the
customer to know all the available services with tariffs.

Print Declaration Form

Click here to wew the Prohidited items for airlift

Click here to view the Prohibited items for United Kingdom

Prohibited items List

1) Explosives
2) Compressed. liquefied gas
3) Flammable liquids
4) Flammable solids and substances
5) Oxidizing substances
6) Toe and Infectious substances
7) Radgioaclive material
§) Cormosives
9) Organic Peroxsdes

10) Lithiumn battenes

11) Infectious substances

The prohibited items hyperlink is another option in the booking screen where the
counter operator is made available with the list of the types of items which are
prohibited for booking and transmission in India and as well as the destination country.
The hyperlink also gives the information about the prohibited items which are

INDIA POST - APT Page 154 of 234




( " e Operational Guide — Railway Mail Service
&,

prohibited by the airlines for transmission. This list may be referred before booking of

Sender Detalhy Recever Detals
Mobletor oMl DGyt ID Ackdresy Type Titte
S9BEMEI VEGT P Ao 1ame - Chuoss an option
Acress Type Tithe
&7 w5t Name
Home v Choose an option v
- 13 e 1
First Name* Last taims
5 TEST 4
SANTHOSH
Adavess Line | Address Line 2 e ty
LONDON
INSTRUCTOR DTC HASSAN b
weries Pincode” City/Distrct* Pratcode Formae : AASA
423115 HASSAN " NI i
aLink Dixtrct LONDON
FARNATAKA
Ce ary Code* ISDN Code o ‘ -
3 = Unked Kingdom G8
N o
- INC i»
Maohiite Number
o
S9B6MBI Bl
mal AL )
OA ¥ Itern bumbe
A te Muit p Numd
y Ky (0]
YCR h o Hwtan Address for Nest Booking
1 s N
Fereigoe Retan Address far Next Bookng

Enter address details of Sender and Receiver and click on “Retain address for next
booking” to save the address into the DB. If customer is repeated customer then enter
the Mobile No. of Sender/Receiver in the top of the box provided and click on ‘Search
Address’ to fetch the already saved address. The counter operator is also provided with
additional options to capture the DAC, KYC reference number, TAX/Customs ref
number, email address and the GSTIN number while booking the article.

Mobile OTP Veriflication

MORLE NO*
S5aaaIsL 123454

OTP Gemeravion Falled

Contere Category

Salect Parcel Catogory v Customer has submrted the Cussomer Declaramion Form (CDF[) e

| Reset || anc l Submi

The mobile OTP verification for the international article booking is mandatory activity.
The senders mobile number will be authenticated by entering the OTP sent to the
entered sender mobile number.

Dedaraton is Mandatory

Skl Pusiwl Categony

Farwgner Pmsgort Nusriba Sawkes ¢ D uimnin s

Fasnon & Aopaect

Sport Ecuipmem's
Slamrorics
Heuze Hold lrems
Medkines

e

Surwt Panwd Catennny -
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If the sender is a foreign customer, the check box against the foreigner must be
selected. Once selected the passport number must be mandatory received from the
sender.

Once the sender is authenticated, the declaration and the parcel category type must be
selected from the drop-down.

Select Payment Method

£ Cash Confirm Cash Amount Collected Rs,2637.00 7

n o

8% QR Payment

The booking amount can be collected from the customer in two payment modes.
= (Cash
= QR Payment

If cash is collected from the customer, cash option needs to be selected and click on

Yes button to complete the booking operation. If QR payment is selected, the dynamic
is generated. The customer must pay the generated QR and the same must be verified.

X

Once the amount is collected all required receipts and CN22/CN23 forms are

generated. The receipts and the forms and printed using the available formats.

7.6.2.2 Mail Booking

Mail Booking e

Zozk Imtermnatiaeed
- Sook Damesty Ml > Mal

Uk Fookng

B Sook B e F-3 Tereersll

o ook Articies (Wetial B Sk Lecel Vaddation
= Daw Tl

Upon clicking on the Mail booking sub card and booking international mail, the Counter
operator can book all type of accountable article categories to destined countries in a
single window.
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rarsnardes LT =
Churer Muymssn A | 55

International Mail Booking

‘_ 2 3

Product Information Shipping Information Payment
king Rederence (D Compare and Book Prohibited tems
Mall Mature Type = Courtry Narme
Docurvwnt v weight in gms* o Sect a country v
Ny

Similar to quick booking international, the mail nature type must be selected in the
drop-down menu. Enter weight of the article. The destined country must also be
selected. Based on the all the above information, the available services will be

displayed.
;‘ TOuttne haasiber. § | SARE Meariaet 1
International Mall Booking
2 1 d
Product Information Shvpping Information Shipmant Detalds Payment
somg Retrrwmes I Compare and Baok Prohbives (temy

N Natere Brpe Weaght in gea Coutrry Nare
. } s ' m it L

e A iphie

seurcr AVARLASLE STRVICES rearunts INsUmANCE
Wieratona) Ak Mot W, W3t 20 10 A
Frimiranong Soeed st Dacurmarnt Nendendie M gt X0 K Maxferee s 100000
Fremasional Tracked Packet Service Mo, Wesphe 5 €6 NA
Segesed Miema o0t STl Packer Mo, Weife: I ki NA

Select the appropriate service which is as required by the customer.
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International Mall Booking

2 1 d
Preduct Information Shipping Information Shipment Detads Payment
wsom Retrrwrnes (L 2100075150325 %44 Compare and Baok Pronbited (tem

N Nartere Brpe Wenght in grea
Gh - 1000

[
Uneed singadom - GB

Serwie Asaiable

Mad Servce Type Nl Trarvipont Categay Nan Debvery It o Cosstoener Typee® ~
Intermational Sgeed Post Dotw v fry A - NIS20n Prive iy - Wil Cumetser - Mon Comeni v

Mad Srepme Length jomé WA o batngre ook
S0n Type ion Mod Form - ” 10 10

Fase Taritt . 65T SGET \ o Tondk Tant —————————, Net Amount
223500 | |201.00 | 20000 | | %3700 | 2637.00
| | J

Similar to quick booking international, the mail transport category, non delivery
instruction and customer type must be selected. For booking a document type mail
nature type the declared value can be Rs 100/- as the maximum value and for the other
type of document type mail nature type the exact item declared value must be entered
in the total declared value field. In addition to all the above details, as per the
requirements of the customer other Value added services may be included with the
booking detail. The prepaid amount, POD and the insurance are the value added
services which may be included as per the requirements of the customer. Click on next
button.
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] 4
Product Irdermation Shipging Isfurmations Shigment Detnls Payment
Probibined ltema
Sercler Dwath Nocersnt Owtaty
Moty A RO sLID
RUMT I
Azcress Type Ted Addrwa Type Take
Ottra - Selace & nthe e =
Pl Norve RSt Mo
P . TEST
SANTHOSH Wzde M
Lawt Natw AL ban ! Adiiess et
INSTRUCTOR v T
Aderen e
ore
Oy oy
ASLAN LONDON
Stoanaven Tesmory PovererSe
KARMATANA LONDOY
Priode : Country
0 INCAA
Coupiry Couptry Code
dursry Cade IS0 e Uretedt Kimgdoem on
™ e
Wkt Mt
YRREAs3 AL

Enter address details of Sender and Receiver and click on “Retain address for next
booking” to save the address into the DB. If customer is repeated customer, then enter
the Mobile No. of Sender/Receiver in the top of the box provided and click on ‘Search
Address’ to fetch the already saved address.

Notsle OT? Yerificacan

MORILE MO
VARSI T
Q1P Ganavanian Faliend

uer
12ME6

-

Enter the mobile number and click on ‘Send OTP’ option. Enter the OTP shared by the
customer and validate the same. On validating, click on next button.
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- Department of Posts e 7T W
Vrnwy of Covwmamtatams. Grorvewet 7 rvke =

1w "o IO ORI ITEM ORCGIM COUNTIN 11 Loum? 11 i Qe TTPM BTG LI SO0 AN TTRAL S WU |

v . e » ' o nae wo -

Enter the HS Code (Which helps to identify the content easily to the destination
country) by enter the item code or the can be searched on the entering the material
name. Automatically ‘Item Description’ appeared after entering HS Code. Select ‘Origin
Country Code’ of the content in the dropdown menu. Select Quantity Unit as provided
by the customer. Enter total Item Count and Iltem Value (INR). Mention Item Gross
Weight (in gms) and Item Net Weight in the appropriate fields must be entered in the
given fields and click on Add Sub-piece Data.

ACTIONY "I oo ITEV DEICRIFTION TTOM DADSIN COUNTRY ITEM COUNT ITEM wALUE CURAENCY CIEM GROSS WEIDHT (I SAmS TTEM MET WEIGHT |
L arigniz Sy w8 Camingen L] | 0o (LU o an

" oMLY TN Prm i 0] 1 e e e ”»m

After clicking on Add Sub-piece Data all mentioned details added in the bottom also
piece count, piece weight and piece amount changed into red to green colour if
matches. Delete option is available as above under the Action menu.
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International Mall Booking

@ D O @

Product Informatan Shipping Indormation Shipment Detals Payment
Sookng Refermce 10 2935003550052584584 Prohitited xons
T Barcoge _— T —
(et ] EYB134028 06N ( T

Setect Parced Catequvy

Coaternt Categary |

Seecr Parced Camngory

Books / Docyurmmm

Tenken & Apparvd ~—
Hectranes
Huute Hoid o

| Modones

| Otres
\

The booking barcode may be scanned. Select the content category and click on the
customer declaration. Click on submit button.

P
P

)

——”

Submitted Successfully. Do you want to Book Another Article.?

On successful booking of item, a pop-up message appears to allow the counter
operator to book another item. If another article needs to be booked, click on yes
button or click on no button.

Articles in Cart

BOOKING REF 1D ARTICLE 1D BERDER MAME

The view the item booked details, click on view cart button. Click on payment button.

Select Payment Method

8% QR Payment
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The booking amount can be collected from the customer in two payment modes.

= (Cash

= QR Payment
If cash is collected from the customer, cash option needs to be selected and click on
Yes button to complete the booking operation.

Select Payment Method

3 Cash Pay with UPL/QR

w5 E
s%sg
[=]¥:

If QR payment is selected, the dynamic is generated. The customer must pay the
generated QR and the same must be verified.

Print all receipts and forms (CN22/CN23) which needs to be attached with the article.
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7.6.3 BNPL/Advance article booking

S. "
Darmastic Mall Boolong
Corvpurnsnd fnck Prabfivtisdfiern W Locel Oies
o— 3
Ariieie Detahy Addrris Detatn

g Wecode Setrwnw Fecoas MO e ]
O T (oL

v » vere Tland G b > ke 5 »
Angitered s Custamer

..... o Hor Dwiery Iurucoe

w1t ' Wee ¥ b

Irard Spoed Pot

Nt

Oaurmat (nwmpe

vy brerecram

o) rboery

s rare e usr e Tote Metiharoed |

a(n

All BNPL, BPC and all BNPL booking offices can book the BNPL and advance article
using the book domestic mail option under mail booking sub card. Destination pin code
and weight of the article need to be entered. Select customer type as registered bulk
customer. Also select the corresponding mail service type.

On selecting registered bulk customer and the depending on the mail service type the
registered active contract will be displayed in the contract ID field. Select the

corresponding contract ID.

Similar to domestic mail booking, the mail shape needs to be selected. The dimension
of item needs to be entered. Click on next button.

Oomestic Mali Booking

Prabisins iteen

Ariiie Detarn Aderes Deiany

......

..........
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On clicking Next button, new window will be open as ‘Address Details’ to enter the
address details of the sender and receiver. For a new customer enter all mandatory and
optionalfieldsi.e., Name, Address, Pin code, Mobile number. Click on submit button.

@ Submitted successfullyl

The booked item will be added to cart. Once all the items are booked, click on payment
button.

Select Payment Method

KB Cash

Contract ID Amount

726854 4100

28 UPLQR n

On clicking on the payment button, there are three payment modes. For deduction from
the contract amount, select contract as the payment mode. On selecting the contract
payment mode, the contract ID with the amount to be deducted will be displayed. On
confirmation of the booked amount click on the yes button.

Success: Contract 41726854 -
& Amount 41 deducted. Available

balance: 49372

On clicking on yes button, the contract amount will be deducted and the same will be
displayed in the pop-up message with the balance contract amount. The receipts and
the forms can be printed on accepting the contract amount.

7.6.4 Booking through Bulk upload

The previous followed procedure is to book the articles individually. There are options
to book domestic and international articles through bulk upload as well. This option is
used to book huge numbers of articles in a single excel upload file. The major
requirement for this option is the predefined templates to be shared by the bulk
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customers using which the articles can be booked in a single booking, and a single bulk
receipt will be given to the customer.

7.6.4.1 Bulk Excel Validation Tool

Madl Booking o "

o
]
5
§
It

The booking of items is done using the predefined templates in the excel file format. The
templates need to be validated before going for the actual upload. If any errors or the
wrong upload is placed in the actual booking, then the booking can not be processed.
Hence before proceeding for the upload, the upload file needs to be validated in the
bulk excel validation tool. This option can be accessed in the counter operations sub
card or in the mail booking sub card. This option is provided even for the supervisor to
validate the upload file.

Bulk Excel Validation

Piscede Sxarch

* Templates for Reference AL 2612025

s o ppton

Tl Spenc) s

Regrsiereg Letisr

lrciapozt Farcel Comraciua
Irciapost pancel Resail
Spzed Past Farcel Domesnc
Magazne P

fvgrsivt 110

This option is used to validate both domestic and international excel upload file. On
selecting the mail category, the predefined templates will be made available to the
counter operator. The user can make use of the template to generate one excel to
upload the bulk items. The template are of two types

= Template 1 (Basic template)
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= Template 2 (With alternate address)

Template 1 is a basic template where the returned to sender will be the senders
address.

Template 2 is a template with a provision where the returned to sender article will be of
the alternate address.

Select the customer type and the product type from the drop-down menu. Upload the
bulk excel template and click on validate button.

A L ety K
Number of dhasts with s |
Tenad sy with arToe: 12
Tukad sasrvives wf aremes 10

Sheet Marve:  Articies -

l SV LM TR ' -
" e

D "0 Do
D 102 Lot

-

[ T =

e ) Do
-
AT TN

[T T —— 100 DOC

~—
v MNP
e 108 e e

- .

If any error is found in the excel template, the error screen will be displayed and the
correction for the same may be given in the template for booking of items.

=

All the records passed validations and ready for upload.!

If the uploaded file is not having any error, the pop-up message “All records passed
validation and ready to upload” will be displayed.
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7.6.4.2 Book Bulk Mails

vvvvvvv

Counter operator can book Bulk mail using this option, to access Click on Book Bulk
Mails option,

Bulk Upload From Excel

Pincsde Sxarch

Ll Coyury®

v=eneeris 2An |

st "l
Frococt Type
v Cnomss an aplin ~
AN r el S Prose
Owmse Mle N e chase

Irciapozt Farcel Comraciua
Irciapost paresd Resall
Spoed Past Farocd Domesnc
Magas o

fvgraivmt 110

On clicking the Book Bulk Mails option, a new window will open as shown above. Select
the Mail Category from the drop-down menu as required by the customer. The above
images depict the domestic bulk mail booking. The bulk booking is also enabled for the
registered bulk customers i.e. BNPL/Advance customers and also for postal services.
On selecting the customer type the product type will be made available. The
corresponding product type may be selected. The validated bulk upload excel file may
be uploaded. Click on validate button.
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Bulk Upload From Excel

| Imeynational Mad

Cormeatss Nl * Teoplnes %00 Mefesence. ond IONTTIN2S

£ ucTnmse Ty et

Chiaee s stnn i Tyret

Lo stnien

Regleered Nk Curramee

wb b Ll W Jmenrand

Dn Powal Teevire Sne Aty o e s
Upkaae) Deset Fie S Morchancie

PR AN St etter
Orpase Tie No dle choen e

SH TOLIV RS TR

ey oy Tracsed PacesSondce
irgrdwenet e rmatioe el Sl Sk
el ad buamaband W Bay
Seqienaed Imemadoasl PAtres Sapees

v e e S L { _ [ |

On clicking the Book Bulk Mails option, a new window will open as shown above. Select
the Mail Category from the drop-down menu as required by the customer. The above
images depict the international bulk mail booking. The bulk booking is also enabled for
booking the registered bulk customers i.e. BNPL/Advance customers and the postal
services. On selecting the customer type the product type will be made available. The
corresponding product type may be selected. The validated bulk upload excel file may
be uploaded. Click on validate button.

Bulk Upload From Excel

e UL i» VU ) Piocode Seand

* Tormplatis F00 Mefurencs - @ a2 s

Customer Dutails®™

CUSTOREN rAME | RAATHE
COMTRACT IO AVTRS.

COMYRACY TYWL ALrenrecs i
AVASLARLE VEALLET BALANCE o7

COO CusTUNES es

waring IZAASCTNTIINN LIS

On selecting the registered bulk customer, the customer ID and the available contract
for the booking of registered product must be selected. The details of the entered
customer will be displayed for confirmation.

INDIA POST - APT Page 168 of 234




Operational Guide — Railway Mail Service

" Compw

Customer Details*

CURTOMER MANS AANTHOIN v

CONTRACT I TR

CONTRACT TYME ADVANCE

AVAILANLE WALLET BALANCE -40372

CO0 CLsSTOMIER s
ZrABLIIIRANLEY

ST | ST

Upload the validated bulk excel template. Click on submit button.

File Validated and Submitted Succesfully.

12 articles Inserted Successfully.
Please proceed Payment.

Once all the file is successfully uploaded, the message “File validated and submitted
successfully” will be displayed with the number of articles booked details.

Chaaee Fie Sudkatome O2% {Tiaie

Batance after this travsaction: Rs. 88746,00

The booked items will be available in cart. To view the items click on the view cart

button.
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Bosking Rel. 10 Articin 10 Eane Tarit (Inch. WAS) wopald Sestus Aczions
21300034 0002 5e 790 EYRIMSETIOIN 4500 o DOOKLD w
2 HO00FS YOO 15 M VLR PRI o L WOORKE W
F1300035) 0003 52 TO0N EYI24AETMIN 4500 © DOOKED u
1 a0 A DA S T VLSRR IN A% 00 ® HOCE w
11300035 100N Y08 EVIZIAALTEIN 4500 [ BOOKED w
212035 D002 e TR VA2 MGRTRAIN 4600 [ ROOWIO @
T1E000.5%7 000254 MUY Y\ ZI45ATEDIN 4500 0 POOKED @
21305035 Y 0060 Gl N0 CYAIMGCTaIN 00 o NOOKEO &

1 300099 ) 00N S8 TH0N YL IR TERIN 4500 BOORPD w
21 MOS0R5 1 00 IA TG0 LYIIMGLAIN Aboo o NOCKID @
=3

The articles will be displayed as in the above screen. The article may be deleted if found
wrongly booked.

Sedect Payment Method

cmrm camﬂn dcduc"nn Amoun‘ Rs.azeuu
o -
3 Cash

Custamer [0 Contract tD Doductatle Amount

32 QR Payment
1222958331 41726854 E26

Click on payment button, if the article is booked by individual cash and the QR payment
may be made. If the article is booked by the bulk customer, the contract may be
selected, and the amount will be debited from the contract ledger.

@ CRM wallet already updated

CRM wallet updated message will be displayed on debiting from the contract ledger.
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7.6.4.3 Bulk Booking (Temporal)

Bulk Upload From Excel (Temporal)

Choose an npean

Chose an optins . Chuose 3n option

hanse é30 NO e chosen

* Feten detaks far estiated trasascson

Similar to bulk booking mails, the bulk booking temporal option is used to book bulk
mails. The bulk booking temporal option is used to book huge nhumber of domestic and
international mails using the bulk excel upload file.

Bulk Upload From Excel (Temporal)

Bocking Referencs I} 21380235 1000251 5004 Pincede Sxarch
=Wl Caaygury™
Ceomncstic rail v mphare |+ (F Tempiate Template 2 (With Attermate Address)
Fharmleznd Fdal
s Typa™ Froduct Type®
Cuvas wvamn
Soland “cewit Pout v Chomse an aptin ~
asgiascnd Rk corinme [ crovemipion |
WaAK e Tienmer Irefanned Speasd Pose

lrciapost Farcel Comraciuy
Irciapost pancel Resall

O Pend Serney Registensd Letiss
hense Hie N e thasen
5 e

Magane Mg

Fetzh Setals b asuned TEBATIN Awsgisivevad 11C -

On clicking the Book Bulk (Temporal) option, a new window will open as shown above.
Select the Mail Category from the drop-down menu as required by the customer. The
above images depict the domestic bulk mail booking. The bulk booking is also enabled
for the registered bulk customers i.e. BNPL/Advance customers and also for postal
services. On selecting the customer type the product type will be made available. The
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corresponding product type may be selected. The validated bulk upload excel file may
be uploaded. Click on submit button.

Bulk Upload From Excel (Temporal)

Pincoe Search

* Teoplnes %0« Meference. and IONTTIN2S

~Fmrirr Type

Chosee an opean ~ Loteas b tin

Reglesres Nk Clemmne
LA RN TR T )

b e Lus vy

Dn Pl Geevie e el
Upksa Dt i WS Morchancie

TR At St | attee
ChpmenTile Ko de chomen
S IOV R T

ey ony Tracsed PycszeSondce

Trgrdventd Intemmatioe sl Sl Sarker

* Fatzh Setads b sruned TamATIn Seqienaed Imemadsasl PAtres Sapees : 1

it S L iersure \ S .

On clicking the Book Bulk (Temporal) option, a new window will open as shown above.
Select the Mail Category from the drop-down menu as required by the customer. The
above images depict the international bulk mail booking. The bulk booking is also
enabled for booking the registered bulk customers i.e. BNPL/Advance customers and
the postal services. On selecting the customer type the product type will be made
available. The corresponding product type may be selected. The validated bulk upload

excel file may be uploaded. Click on submit button.

Finse Saarcy

R

- wrea
Custormes Detaln®
CLATIMIE Rau oIy
CONATT I T
EreeAcT FYvy "o
AR AR WL TY W ——m
(00 Cotinamt e
= T ]
Pwease 00 —
* Pz et t REETIC trERICOn
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On selecting the registered bulk customer, the customer ID and the available contract
for the booking of registered product must be selected. The details of the entered
customer will be displayed for confirmation. Upload the validated bulk excel file.

Job Initiated Succesfully.
Booking Reference No : 2136003510092500245
Please note down this booking reference number for future reference.

On uploading the excel file, a booking reference number will be generated and a pop-up
message “Job Initiated successfully” will be displayed.

Uphowet Bt Fiw*
Sudmit
Chonsa Fle No file chosen R
sk
* Fetch detads for inkiated transaction
Date Hooking Ref, 10 Details Amaunt
Sutcess: 272, FolL O e
10-05.2025 2136003510092500245 D £ Pay

The job will be processed in the backend and the success/failure status will be
displayed on entering and fetching the booking reference number. If the amountis to be
paid by the customer, the amount details will be shown to collect through
cash/QR/Contract modes.

Select Payment Method °

= -
&2 Cash

Custemner [0 Contract [0 Deductable Amount

3= OR Payment

1282558301 41605 & K

Click on payment button, if the article is booked by individual cash and the QR payment
may be made. If the article is booked by the bulk customer, the contract may be
selected, and the amount will be debited from the contract ledger.
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@ CRM wallet already updated

CRM wallet updated message will be displayed on debiting from the contract ledger.

7.7 Transfer of cash from counter to treasury

Department of Posts HE

P 436250 ¢

Ministry of Commumications, Gaverniment of inda

— Wolet Batance

[
Rarcode and Label B Toca 43625
Barcose ang Lacel Neatagamern \

Maragement

After completion of booking process, click on ‘Booking Solutions’ card.

Department of Posts e T O

Ministry of Communications, Government of Inda ek Dme. SOWMM

Home  BagManagement  Barcodeand Labal Mngmt.  Booking Solution  Exit Management  MISReports  Others v/

Lome 1

B Favourites (CurivF)
P shift Segin Date & Time: 10092025 090836 | Counter D1 | s:mo:|n

Booking Solutions

MO Cintarational APS
Aetml

Quick Book Domestic _ :
Sned oet Pughvest Mtes B it vt QuickBook-International | Mail Booking

Money Remittance Retail Services

Vurwy OrSers hotding ated payrraett Mdataly D00 00 Cotetions.

Counter Operations
Counter ASOCaoon S Segel

Upon clicking ‘Booking Solution’ card, relevant sub-cards will be displayed on the
screen. Click on Counter Operations sub-card.
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wikissn

Counter Operations o
. Roquest Inveraory.
@ ‘ Stamps
£ Reguest Cash A Request invertory-1PO
B Vew brventory §s  Stock Balence Report

Miscelaneous
K Transattions
Accountirg

= Trarster Cash

B  Article Enquiny B8  Artide Cancellation

Bulk Excel Validation

@  Domestic MO Inquiry ] Yool
o

Counterwise 'y

AMFS - HEPORTS
Inventory Report

Miscellanecus

Reparts
B s 8 Transaction Report
e Subenit Account [ Common Submit
Report Accounts

Click on ‘Transfer Cash’ option to transfer cash collected at the counter.

Department of Posts O TOO SR
Ministry of Commumications, Gavernment of India m
Home  Bag Management  Barcode and Label Mng Booking Solution  Exit ) o MIS Reports  Others «

e to [T 20AP7
E favountes 10 F)

Sheft Bogin Dste & Time! 10-05-7025 0097200 | Coumnter 100 ¥ shi D4

Transfer Cash

Upon clicking the on ‘Transfer Cash’ option, the above screen will be displayed. In the
screen select the option as ‘Counter to Treasury’, enter amount to be transferred at
‘Transfer Value’ option. Click on the ‘Enter Denomination’ button.
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Note 0
Note

Note <

Note 0

Note 200 0

Upon clicking the ‘Enter Denomination’ button, the above screen will display. Enter the
denomination of the cash to be transferred to treasury. Click on ‘Submit
Denominations’ button.

,' Department of Posts % rToo A
& s

Mnatry of Communeatin. Govermmra=t of Insta =

TR Begin Date A Tatee 10000528 IRUTO0 | Diasster 1Y | iy
Transfer Cash

Currency Type Denamination . Valuw

Upon clicking ‘Submit Denominations’ button, details of the amount will be shown with
details of ‘Currency Type’, ‘Denomination’, ‘Number of Notes/Coin’, ‘Value’. Click on
‘Submit’ button.
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resource created successfully:

Cash Transferred Successfully

Upon clicking ‘Submit’ button, a success message will be displayed on the top right
corner of the screen.

7.8 Receipt of cash by counter operator in Treasury module

Department of Posts H e T M

Mirsstry of Communications, Govwernment of India

db

——h

E Favounted |Cuief)
Q socoan_J

Sae 2 2D

HSA/Counter Supervisor will begin the day for Treasury. Click on ‘Treasury’ card.

Maase prorform Day Begin on 12.00.202%

Upon clicking Treasury’ card, a message will pop-up by saying ‘Please perform Day
Begin on dd-mm-yyyy’ with two buttons i.e. ‘Confirm’ and ‘Close’. Click on ‘Confirm’
button to begin the day.

o Day Begin has been done for

Bagalkot Sorting L2U on 12-09-2025
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wikaisn

Upon clicking ‘Confirm’ button, a success message will be displayed.

Department of Posts H

Miniszry of Communications, Government of India

Home  BagManagement  Barcode and Label Mngmt. mm [SIITICRPIoa <orring Management
Rl T

':a Fevourtes (Cutef)
'S Inanry

Treasury Management

CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS PO REQUESTS STATUS
ApplSrck 0 AppiDestr 0 Apprsrer @ AppiDesty 8 Appsrer @ Apo(Destr b AppisSrer 8 ApprDest ¥

e 0 Ak o W @ L ) Proc @ Ak
Cash/Cheques Stamps/ Stationary
Prp et Revetissir Caven et ey 8 beeisw.

Approval Reports Tools
Ao redt o Pemgaary Smeriignezs (vt Bmgrrre .

Upon clicking the ‘Confirm’ button, ‘Treasury Management’ screen will open. In the
treasury dashboard under the heading ‘Cash Transaction Status’ count of pending
transaction will be shown against ‘Prcc’. For receiving the cash, click on ‘Prcc’. Or else
click on ‘Cash/Cheques’ sub card.

Cash @

o Coah Bwguest B Cash Protess (Tes) <\:
2 Chegoes Process (oo B3 Cash Remistance

& Cmhimg @ Cawhieror

3 Cuvtomer Siling B3 tbller Paymams

K3 Chegue Acknowiedge K Contomer oid hids

B Mac Trmesction - Cash Acknowledpe

{Twn)

Chegues Dapons

Upon clicking ‘Cash/Cheques’ sub card, options related to Cash or Cheque will be
shown on the right side of the screen. Click on ‘Cash Process (Txn)’ option.
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- Department of Posts 9 T @
- Ministry of Communications, Government of India d

N A T A S
W

B ravournes (Culef)
. Frocess pendng transartsmng

Upon clicking ‘Cash Process (Txn)’ option, ‘Process pending Transactions’ page will be
opened. Details of the transaction will be shown in a tabular format with columns viz.
‘Source’, ‘Transaction Date’, ‘Transaction Date’, ‘Transaction type’, ‘Amount’, ‘Details’,
‘Modify Amount’, ‘Process’ and ‘Reject’. Click on ‘Process’ button

Do you want 1o process the Remittance ransaction for the amount
43625

Upon clicking ‘Process’ button, a pop-up will displayed with message ‘Do you want to
process the Remittance transaction for the amount Rs. XXXXX’ along with two buttons
‘Confirm’ and ‘Close’. Click on ‘Confirm’ button.

0 The Transaction with the amount

43625 has been processed
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Upon clicking ‘Confirm’ button, a success message will be displayed on the right

bottom corner of the screen. Cash will be received at treasury and the wallet balance

will be increased.

7.9 Submit Account

7.9.1 Submit Account by counter operator

After ensuring that the amount collected at the counter is transferred to the treasury
and received by the HSA/Supervisor in the treasury module, go to Counter Operations

(Booking Solutions -> Counter Operations).

Click on the ‘Common Submit Accounts’ option.

INDIA POST - APT

Counter Operations °
Poeguwit Yty
) & oot
o et S - Pegoent bvvantory (PO
L " . n
f ] A °
o
L (-] tithe Carvend hase
B t Vol sdae
@® < w0 »
= Courterwss rwermary ' s
o
8 tepom ]
Sebrret A Lol
o Sepan R
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g - Department of Posts e T o=

an
. Mrntry of Communications, Goesrmmmmst of lnbs I
B ramures i
s B Baghe e & Timer TRARIRIS PRS00 arm | Comaster 1008 | Sl y
Common Submit Accounts
@ Instructions
wh i 1. Click on Generate ACCoants to S1Ar ACCoUnt submission in the dackground
wena

2 Cick 0N Chach SLATUA 10 ANOW SOMIT B000UNES COMEPHTION STATUL, ONce

compieted, cick Fetch Accoumts to retrieve the results, Otherwise dick on
“ “ P

I both steps succeed, verdy entries under Receigns and Payments If
mismatched please do reconcilaton to make subme account as zermfl. Also if

*Make sure manual sdjustment entries are made for IPPB/CDS
transactions (o reflect in Sabmir Accounts. Then anly proceed for oy transactions are not fetched plesse walt for data fiow 1o happer: and perfoem
generate accoumts generste accourts, chech status and fetch account again

A3t make sure adjustmern entries are made for IPPRACRS ramachons ta
oA p
Adjustment eniries for PLIARPLE will be fetched autamatically when refiect tn Submit Accounts.
you geanrate and fetch accounts. Mence dant do any manual entry for
PLI/RPLL

w

Once ehe difference is Zere, downioad the POF and dick Sudmit Accoumts o
hnxice

Upon clicking ‘Common Submit Accounts’ option, the above screen will open. Click on
‘Generate Account’ button to generate the account.

Do pou mart m Geverane e Aciowrt Nooe Frevios eomres, £ ety ol e b
T Ot 5 (e il AND TS e i ireect eetret made Vir

PPECES

Upon clicking the ‘Generate Account’ button, a pop-up message will appear with two

buttons: ‘Yes’ and ‘No,’ asking, 'Do you want to generate the account?'
Click on the ‘Yes’ button.

Upon clicking ‘Yes’ button, a success message will be appeared on the top right corner
of the screen.
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Miratry of Cormunrcations, Gormmmest of It

g - Department of Posts HEE S 4
;

B ramures i

W Raghe Cune & Tumer TRARIRIS O ETS o  Coiste 10 Y en ey

Common Submit Accounts

@ Instructions
r \ 1. Click on Generate ACCoents to 513 3CCOUNt submMIsson in the dackground
i dl) 2 Click on Chack STATUA 10 ANOW BB ACCOUNES COMPHITIon STANIL, Once
compieted, cick Fetch Accoumts to retrieve the resulty, Otherwise dick on
refresh and wal for completion

3 If both steps succeed, verdy entries under Receipts and Payments If
*Make sure manual sdjustment entries are made for IPPB/CDS mismasched please do reconcliaton to make subme aceoumt a5 zemil Also if
transactions (o reflect in Sabmir Accounts. Then anly proceed for oy transactions are not fetched plasse walt for data fiow 1o happer: and perfocm
generate accoums generste do000nts, chech status and fetch account again
- s & Ao make sure adjustimern entries are made for IPPRICRS ramachons te
P A
Adjustment eniries for PLIARPLE will be fetched autamatically when refiect tn Submit Accounts.
you geanrate and fetch accounts. Mence dant do any manuasd entry for
PLI/RPLL

5 Onceche difference is 2ere, downfoad the POF and dick Sudbmit Accoamts o
hnxire

To check the status of Account Generation, click on ‘Check Status’ button.

Upon clicking the ‘Check Status’ button, a pop-up window will open displaying the
status of the submitted account along with the following details: Employee ID, Office

ID, Counter No., Shift No., Submit Request Date, and Remarks (Status). A ‘Refresh’
button will also be available.

If the status in the ‘Remarks’ column shows as ‘Running’, click the ‘Refresh’ button.
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[ e et

LA EINE gt Sebaty

Pekctvnt maczanatt ity

10/ 2025 Corpleted

Upon clicking ‘Refresh’ button, a success messages will pop-up on the top right corner
of the screen. Also status of Submit account request will be shown as ‘Completed’ in
the ‘Remarks’ column.

o Sigere Artrasy Gevemgest mat

Fetihes mrzmmtuly

g - Department of Posts
vy Mirivtry of Communcatons, Gowermmant of India
: . ' o _ames

B fascurnm mrin

-

T Beghn Date & Time: 1OASZ0I8 SROTSEam | e 0y | Sy
Commeon Submit Accounts

@ Instructions
Chck on Gonerate ACCOUNTS (0 STAIT ACCOUNT SUDATIATION 1 the Dackyroonda.

Pregeayen 10 Cowntes 1) hoh

(L Ll 2. Ohck on check sTatus 1o know SubMNT BCCOUNTS COMPeDon SLatus, Once

completed, dick Fetch Accounts to retrieve the result, Ocherwise dick on
_ _ itk e

1 oty cyperve wuprrnit yeeily popyies e Becoints and B s N

o

Click on ‘Fetch Account’ button to fetch the Submit Account.
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Department of Posts

Mirkstry of Communcations, Government of India

curts [Crii )

* St Bagin Dage & Time: 1HA2008 SROTSEam | Caeer 1Y ol Ul ]
Common Submit Accounts

@ Instructions
Preganyes | [ do | ny 1. Chck on Gonerate ACCOunts (0 STt J000UNT SUDATHSION n the Dackyroonda

2. Ohck on check sTanus 1o know SUbMNIE BCCouUNnts CoMmpPenon SLams

0

compieted, chick Fetch Accounty to retrieve the resuin, Ocheraise dick on
m m A RS

11 both steps socceed, verily emres under Receipts and Payments. ¥
messmatched please do reconcibaton to make submit account as terciD) Aso o
transactions (o refloct in Submit Accounts, Then anly proceed for ary transactions are not fetched please walt for data flaw to happen and

w

*Make sure manual adjustment entries are made for IPPB/CES

generste accounts perform generate accounss, check status and fetch accoont again

A Also mabe sure adustrrent entries are made Lo IPPRICHS tramsactionn to

*Adjusument entries for PLLANPLE will be fetched automatically when reflect in Submit Accaunts

you gennrate and fatch actounts. Mence dunt do any manual entry faor

PLURPLL 5 ;’)ﬂft the difference is Tero, downiood the PDF and dick Subenit Accounts to
nalire
Part-A
Receipts Payments
Serial No. Account Head Descrgton Ameunt Cobected Seral e ACCownt Haad Descrpelen Amount Catlecten
PIC far Begtutiered Litter fheticle FA00 00 1 Wabet Adprianien_Payrments BN
3 FO0 Few LARE T - 3 Dectort Prepaid Postage wanpe aftard oo articies. et m
] COET.Cob on Courter Services 137300 3 GR Ay LA
4 SUST-Cof on Couner Sersicen 1300 4 Oethuet Prapad Postage waron afbaed on artides eI
s FRC-Indls Past Parcel 1.087.50 5 aR A9 SRS
€ P00 Fee HO0o & Cash Trnsteirod LA E12.00
? COST-Cob an Courmr Servicws 38000 ' Owthact Prepad Pestage dtamps atbaed on atticdes 12500
. LUSTCol on Courner Serweem LA o L N AN re400
’ PRE-Speed Post 70800 " QR A 7000
» COST Cob on Courer Senves h2 00
" SOST-Cet un Couner Serven 6200
"” PRC-Speed Post Parcel RS R
3 COST.Cob an Cowrier Senviies 500
4 SUSTLol on Couner Servces ®im
Toeal Ascaipes Tatal Payments ecelpts and Tayrments Difference
PE6EM D)

Part-8
Rucelpts Payments
ekl e, Acceunt Head Descr ipthan A Cofter el Serdal Ne Accomnt Head Desiripthin Amaunm Cotected
W Tt o W Prarnaetion
Toted Serniprs Tatal Peyments Rmcnipts wd Pay
L rom mm

Upon clicking the ‘Fetch Account’ button, Submit Account will be generated. Click on
‘Download PDF’ to download the Submit Account in PDF format. If the ‘Receipts and
Payments difference’ is NIL, click on ‘Submit Account’ button.
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Account has been submitted

o Successfully

Upon clicking ‘Submit Account’ button, account will be submitted for verification and a
success message will be displayed on the top right corner of the screen.

7.9.2 Submit Account verification by HSA/Supervisor

HSA/Supervisor should verify the Submit Account of the counter operator in Counter
Operations (Booking Solutions -> Counter Operations).

(2]
L L]
Bt ol Vordaton
& X
) L Tt
Courner wan
18 r
vy Repart
Nl e ing
8 fepom -] = o

Transacrmn Negaor

Submi Accuun "
Mgy

. i Crrmman Sabirmm
: ALEitines Speeviser

Click on ‘Common Submit Accounts Supervisor’ option.

Department of Posts

Minatry of Communication, Government of Inda

Home  Bag Munagentent  Barcode and Labet Magent, g S0k Exit Manag Sorting Masagement  Trassury

Common Submit Accounts

Upon clicking the ‘Common Submit Accounts Supervisor’ option, above screen will be
displayed. Select the employee ID from the ‘Employee ID’ dropdown option, ‘Counter
ID’ and ‘Shift ID’ will be fetched. Click on the ‘Fetch Account’ button.
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Department of Posts HE I
Mintstry of Commmanications, Governewent of Indis —===h
E.j Favauiines {0U0eF
- -
Common Submit Accounts
Employse I
10269014 - SONMYA R 1 1
Part-A
Recelpts Payments
Serial No. 2 Head 4 (< Serial Amount
Account Head Description
No. Callected
1 PR for Registened LetserfArtice 13100100
' Wallet Adpsasment_ Paymenes r3,700.00
2 POD Fee f1.10.00
Deduct Prepaid Postage stampy affixed on
) CEST-Coll 0n Courter Services 137350 : wticies réa 00
2 SGST-Cok on Courler Services 3300 1 QRAG 15000
5 PRC-Indis Post Parcel €5,052.00 4 Deaucr Propsid Postage stamgps alfixed on 2477.00
s POD bew r10.00 i
1 CLST-Coll 0 Courmr Servizes rasurm orAl resaco
. ¢
s SG5T-Col on Couner Services 14597.00 & e A
3 PRC-Speed Post 700,00 ? Deduct Prepaid Postage stamps affixed on 22900
articles
16 COST-Coll an Courwr Servdces 162.00
8 QR A% 16400
1" SGST-Col on Couner Sersices fo2.00
9 O AS noo
n PRC-Speed Post Parcel 158500
13 CGST-Call an Courler Services 151.00
“ SGST-Coll on Courter Sarvices 5L
Total Recepts Total Payments Nucwipts and Payments Difference
20003400 160,634 00 000
Part-8
Receipts Payments
Serial No. A Head 5 © Serial No, Mead P <
NIl Traresaction NI Transaction
Total Receipes Total Payments Receipts and Payments Difference
000 roco 000
]
I

T ——

Upon clicking the ‘Fetch Account’ button, submit account of the counter operator will
be fetched. Click on Download PDF to download the submit account in PDF format.
Click on ‘Verify Accounts’ button to verify the submit accounts.
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Account has been Verified
Successfully

Upon clicking ‘Verify Accounts’ button, account verification will be completed and a
success message will be displayed on top right corner of the screen.

7.10 Ending shift of the counter

(2]
o -]
= N :::l-z«vuoum
8 Ao W ::::::;mn
s :‘:;::Nmum W

W Cumman Sadimm
ALt Saprerviser

Once the HSA/Supervisor has completed the Submit Account verification, click on the
‘End Your Shift’ option to initiate the shift end.

Do you completed all marnas adjustenent antries for [PPE and CBS trarsactions
and the submit account Is 2e0o [DLIF any transactions are not accourzed or not

completed then plegse do # and proceed for Shift End
ﬂ |
|

INDIA POST - APT Page 187 of 234




Operational Guide — Railway Mail Service

Upon clicking the ‘End Your Shift’ option Shift End screen will be opened along with a
pop-up by asking confirmation about completion of all manual adjustment entries.
Click on ‘Yes’ button.

0 Shift End Done Successfully

Upon clicking on ‘Yes’ button, shift will be ended and a success message will be
displayed on the top right corner of the screen.

7.11 Transfer of cash from Mail Office to Record office

For transferring the cash from Mail Office to Record Office (HRO/SRO/RO) as a
preparatory task, Divisional Head should map Record Office as a Cash Office for the
Mail Office. The procedure for mapping of Cash Office is explained in the Operation
Guide of Division Head.

Department of Posts e T K
Ministry of Communications, Government of India —

2 i

B Favournes (Cutef)
- Vwanury
Treasury Management

CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS PO REQUESTS STATUS PO REMITTANCE STATUS

CASH TRANSACTIONS STATUS

ApptSecy 0 Asp(Devtx 3 ApgSeer 0 AppiDeats 8 Appihrex @ App(DestL b Appisrer 8 AppDest) B Appisrer @ AppTieaty N

Mo Ackc Mo Ak @ Mrex: @ Ack 2 Prec: § Ak Prec®

»e Cash/Cheques Smn ps  Stationery
St Suiniasi Stasery

e e
i 2eat B TN [P 1ot Supuiti

In the counter operator login, in the Treasury module, click on ‘Cash/Cheques’ sub-

card.
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Cash @

-  Cah Reguet &  CashProcews (T

- Chegues Process (bog) B Cash lemsance <:
& CGuahsag @ Casnénor

£ Customer Bifing S Ebller Paymens

£33 Chegue Acknowindge £33 Contomer uid bils

Cash Achnidedipe

K Mac Tensactions " mani

& Chegues Osposes

Upon clicking on ‘Cash/Cheques’ sub-card the above options will be displayed on the
right side of the screen. Click on ‘Cash remittance’ option.

* Department of Posts
@ Ministry of Communications, Government of India
Home  Bag Management  Barcods and Label Mngmt.  Booking Solution  Exit Manag Sarting g Treasiey Business Date - 10083005

Initiate Cash Remittance

~ Amount * Cheose an aption -

Choote an option
paCa Remtzance ﬁ

Upon clicking on ‘Cash remittance’ option, ‘Initiate Cash Remittance’ screen will be
open. In the screen, select relevant Record office (HRO/SRO/RO) from ‘To Office’ drop
down option, enter the amount in the ‘Amount’ input space.

Subyrre
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Currency Typs Denamination No.of Notes/Caina Value

arse "
ase t
o "
0 o
fre m
" <

Total: £3525

Upon entering the amount a pop-up window will be opened for entering the
denomination. Enter the correct denomination and click on ‘Submit’ button.

‘ ﬂ Department of Posts e T @
@ Ministry of Commumications, Government of India m

B Favouraes (Cute
v a5% Wemitarce

Initiate Cash Remittance

Initiate Cash Remittance

To OMice * Amoune * fermarks

SRO MYSORE - 43625 | Cheose an optian ~

specil Remmtance m

xcess Cash Remrstiance

e Lires * tmployee D 1 *
Choase an aption v Choose an optian - Cash Bemittance as per Bequest
Dthers
Line Limiz: NJA
Curruincy Typw Dwnomination No.of Notes/Coins Valus
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Upon clicking on ‘Submit’ button, choose the appropriate Remarks as ‘Others’.

g - Department of Posts e T @
a2 ' Ministry of Communications, Goverrmernt of India m

B Favourtes {CuieF)
v a5 Nemsttarco

Initiate Cash Remittance

Initiate Cash Remittance @
o0 . Rermarc

tice * Arnour

SRO MYSORE - 43625 Others -
Lisdidity
CASH
Ine Lime * Impioyes D1 " trogiayes 1D 2
Choase an option v Chooze an option L Choose an option w
Line Umit NJA
Currency Type Denomination No.of Notes/Coins Value
Lo
Lods i

Upon choosing remarks as ‘Others’, a new option will be given for entering Liability.
Enter the proper liability description in the given field. Select the ‘Special Remittance’.
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Department of Posts
Ministry of Communications, Ganenmant of India

E Favout Choose an option

v Account hag handed dver to carmer in weighment systern of 1ost trarspoet
Cash through BEM or ABPM or Dak Sewas accompanied by ancther BPM or ABFM or Dak Sewat
Cash through Branch Poxtmaster or Assiszant 8ranch Postmaster or Dok Sewak

Cash through depatmental employes accompaned by another degartmenial empioyee

Departmental MAS with Muiti Tasking Statf MTS in addition to dediver for conwyance of cash In cash bags endosed In account bag

Hired MAS with Multi Tasking Statf MTS in additlon tedoverfor conveyance of cash Bn cash bags endosed in account bag ourside dry limits -
Hired MAMS with Mot Tasking STall MTS in addition todoverfor conveyance of cash n cash bags endosed in sccount bag with city benits
- Loose cash theough departmental emnployes
RMS section or Railways by TVP through cash bag endlosed in accourst bag
Under Armed Escort
Choose an option v C(hoose an option v Chogse an option v

Line Limit: N/A

Currency Type Denomination No.of Notes/Coins Value
Cowt s

Upon selecting the ‘Special Remittance’ option, choose the appropriate option from the
dropdown of ‘Line Limit’ (preferably ‘Loose cash through departmental employee’).

10042163.A N SURYAXUMAR-LSG RMS

® =

10143152-AKILA C-Santing Assstam
103368 13- Arwushia B MUl Taskiong S2al

10I6HF6T-ARIF PASHA § K-Sorting Asustant

B ravournes (Curse
v avh Wermstrance 10269010-ASHWINT A M-Sarting Assestard

10041958 B C HEMAVATHI-Multi Tasking Staff
10042062:B R PRAMOONAYKA- Sorting Assstant

Initiate Cash Remittance 10042077-8 § RAJASHEXARAMURTHY-50rting Assistant
0 Office * 10295433-BASAVARAJA K-Sovting Assistant pe
SRO MYSORE — 10265976-BASAVARA I M-Sorting Assistant s ~
Uabibey 1029602 1-BHAIRAVT C-Surting Assistant
CASH VOZS50- BARATHI MANJU GONDA-Mad Guard

T031Y717-BRUNGA ¥-Mult Tasking Staff
Spatial Nernsttares

100420713.C C MANSAPPA-Malill Guard v
Une Lme * i cramnle — e 10 2
Loose cash through departmental employee v | Choose 2n option - Cnooze an option >

Lme Limit: 500000

Currency Type Denomination No.of Notes/Coins Value
Can )

Upon selecting the line item, choose the employee from the list with whom the cash is
being remitted.
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Department of Posts

Ministry of Communications, Government of India

Welcome to 17 20-APT

Initiate Cash Remittance

‘ The cash remitiance for Rx 336258
has beer cwmiad

e o o € e v e
After selecting the employee name, click the ‘Submit’ button. The cash will be remitted

to the Record Office, and a success message will appear in the bottom-right corner of
the screen.

7.12 Transfer of cash from Record Office to mapped Post Office
Prior to transfer cash from Record Office (HRO/SRO/RO) to the mapped Post Office, the

respective Post Office should be mapped as Cash Office to the Record Office by the
Circle Office.

7.12.1 Initiate cash transfer

Department of Posts HE
22 Minatry of Communications, Government of inda
Mame  BagAnageswnt  BCPSolutions  Booking Sokstion  Carrier und Scheculu Mgmt  Dwyice Registration  Othvers Bunligss Outy | 14-08-302%
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For transferring cash to the mapped Post Office, click on ‘“Treasury’ card.

.~ Department of Posts 9 ¥ ke
- — Ministry of Communications, Government of India
Home BagManagement BCPSokmions  Sooking Sokmion  Carier and Schodule Mgt Device egisiration  Othars. Business Date - 15-08.3025

Treasury Management

CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS MO REQUESTS STATUS
AppiSecy 0 App(Devts & AppSres 0 AppiDests 8 Appcsrex O App(Deats § Appesrer 8 Appests 8

Mmoo sk Moo A Prexc @ Ack B

Cash/Cheques Stamps/ Stationery

St Aowetiasce Seaven o) Smtamey

Approval
Avw=owsd ol Norpot Sonctipecns

Upon clicking the ‘Treasury’ card, Treasury Management screen will be opened. In the
screen click on ‘Cash/Cheque’ sub-card.

Cash e

&  Cah Roguest & Cash Mocess (Tow)
- Cheqom Dmnl::> £3  Cash Remezance
& Cuhtag ©® Cowhtrrur

£ Cusomer S¥ing 53 Ehbler Paymens

Upon clicking ‘Cash/Cheque’ sub-card, few options will be displayed on the right side
of the screen. Click on ‘Cash Remittance’ option.
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" Department of Posts HER A |
;&; u Mirvstry of Communications. Gavernment of Indis _

B Favournes (CQurieF)
. a9 Memstrance

Initiate Cash Remittance

Initiate Cash Remittance
Remacks

ToOMce * Amount *
Mysuri: HO - G228 Excess Cash Remittance ~

Choase an option

Myaunu HO Erwioyee 1D 1 * Empioyee 1D

Mysiru NSH 10041593 GOWRAMMA Multt Tasking Staft v Choose an opeion v

Upon clicking ‘Cash Remittance’ option, ‘Initiate Cash Remittance’ screen will open. In
the screen choose a Post Office name to which the cash is being remitted and enter the

amount.

* Department of Posts uoe T W
@ : tanintry of Commuricatans, Government of India m

& Favourites (Cirief)
'S syt Swrratzance

Initiate Cash Remittance

Initiate Cash Remittance

To Office * Amount Aemarks
Myt HO - 62281 Excess Cash Rometance -
Specisl Remvrance Choose n opeion
Lirse Limit * ployee |
|:> Loose cash through gepartmental amplayee « 10041543 GOWRAMMA. Mulli Tasking Stalt  ~ Cash Remittance m per Reguest
Others

L

Select the remark as ‘Excess Cash Remittance’ from the ‘Remarks’ dropdown option.
Choose the line limit as ‘Loose cash through departmental employee’. Select the

employee from ‘Employee ID’ option.
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Currency Type Oenomination No.of Notes/Coins Value

e 1" U

rore 120 [ e

recom 0 ’ 120

Tocal 62281

Enter the denomination of the cash. Click on ‘Submit’ button.

Q The cash remittance for Rs.62281

has been created

Upon clicking on ‘Submit’ button, a success message will be displayed on the right
bottom corner of the screen.
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7.12.2 Approve cash transfer

g - Department of Posts 9 T W
Ministry of Communications, Government of India [ vessens. & ¢ |

CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS PO REQUESTS STATUS PO REMITTANCE STATUS
ApptSech ¥ Asp(Devtx 3 ApgaSeer 0 AppiDents 8 AppiSrex @ App(DeatL ¥ Appisrer 8 AppDest) B Appisrer @ AppcTieety N

oo Ak @ = ~ Prec

Cash/Cheques

Eruat Amreiascr

Approval

i 2eal I TIPS

In the Treasury Management, in the dash board under the head ‘CASH TRANSACTION
STATUS’, click on ‘Appr(Src)’.

g - Department of Posts e T W
22 Miniszry of Communications, Government of India =

B Favournes (Cutef)
.

AtgTove Manaing Mrersactnm

Approve Pending Transactions

Request  Transaction  Transacti Transacti I Modity
|:> SOES User Date Type Amount Office Amount Approve

LR B
by ) . 2280 - te L 42
T T poiie baen wn Myt M O o ? %

In the Treasury Management, in the dash. Upon clicking the Src Approve Pending

Transactions screen will open. In the screen check the amount and click on Approve
button.

Do you wart 10 approve the Remttance transachon for the amount
622817 Mewse confirm 10 proceed

Upon clicking the Approve button, a pop-up window will open by asking for
confirmation. Click on Confirm button to complete the cash transfer approve process.
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Q The Transaction with the amount

62281 has been Approved

Upon clicking the Confirm button, a success message will be displayed on the right
bottom corner of the screen and the amount will be transferred to the mapped Post
Office.

8 Accounting procedure

8.1 Generation of DTR

Any booking offices under the control of RMS Division i.e. BNPL Centre, Patrika
Channel, Booking counter, BPC, Magazine Post & Logistic Post Centre and Sub Record
Offices should generate DTR.

* Department of Posts e T @
@ Ministry of Commmanications, Gowvwrmment of Indin

0 AFT Agphicatinn

to it 2
Eo) Fasauntec{CineEs
. D

For generating DTR click on Treasury card.
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* Department of Posts » ® ¥ M
&i Mirsstry of Commnunications, Gowrrment of Inda P —T
Home Booking Solution  Complaint Management mmm lnvertocy mmmsp Others « Business Date - 30.00.2025

[B) Favourntes (CuteF)
v warury
Treasury Management
CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS
App(Srck 0 App{Destr o Apptirer @ AppiDest): ¥ Appisrer @ App(Deat): b

Prec: 0 Ak Mco Ak e Prec o Adc o

Cash/Cheques Stamps/ Stationery

amr v wvl Sy

Upon Clicking the Treasury card, a dashboard along with few sub-cards will be opened.
Click on the Reports sub card.

Download Reports @

B PO sdes mpon

Transaction status reports
. Canh Tranuaction ® Chetum Transaction
Saatus Saaws
PO Transacticn Seamp Tramaction
. Satus “ Seatuy

Agcounting and other reports

™ Acmnting
et 0N repon

ACCOUnTing
Wl ﬁ> b, o

. Saprcn & Day Begnitng
HOWALCount Codes Rewont

B Accouming Deeais

B Bxepton Day Repoa B OwafSme

B Seeod Semittance |

B B OMoe mse

Upon clicking the Reports sub-card few options will be opened. Under the head
Accounting and other reports, click on DTR option.
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[B) Favourites (CensF)
M Dly Tramacy s Pepsn

Department of Posts ¥ @ ¥

Ministry of Commnunications, Goverrsment of Indda

Daily Transactions Report

Date*
() Soms & =

Upon clicking the DTR option, Daily Transaction Report screen will be opened. In the
screen select the business Date and click on Generate button.

w - Department of Posts wo® T =

& Mirsstry of Commuritaions, Gowernemen of Indla =n

Memw Accsunty et Manegement  MIS Repurs  Puproll Systers  Persoened Informatios Sys  Others v

Fanvensninus |C1rivF)
P Trar

Dby actasey Negrert

Daily Transactions Report

50812025 o
Opening Balance: 0
PART | (Conselidated Fund of India)
Part | Rocolpts Part | Payments
There are no reconds to dsplay Description Ammount
o

Upon clicking the Generate button, DTR will be generated and will be available for
printing. Click Print button to print the DTR.
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wialla a0

Department of Posts India

Daily Transactions Report
Report Date: 29.08-2025

Office; Mysuru NSH (21460007)
User: SONMYA R (10269014)

Min Balance: 1.00
Opening Balance: 0.00

Generation Date:30-08-2025 : 10:49:47

Max Batance: 1,000.00

[ PART | (Consoldated Fund of India) ]
E No gﬁms of Transactions Recoipt Paymeont
1 RC-Speed Post 1,990
Deduct Prepasd Postage stamps affed o0 articles | 1,252
PRC-Speed Post Parced ,270.
PRC- India Post Parcel-Retad 864
E PRC-Registered Jeaterarcle 17,339
WcknowlodgementPOID chargos 6,830
| Total 33,293.00 1,252.00

Department of Posts India

Daily Transactions Report
Report Date: 26-08.2025

Offico: Mysury NSH {21460007)
User: SOWMYA R (10269014)

Ganeraton Diste:30.09-2025 104547

PART 1l (Public Account)

%Na

)

Jootails of Transactions Recoipis] Puymom1
7 GS I-Collection on Courier Services 097
GST-Collocton on Courlor Services 997
Ash sem
10 JRSAQ_Dgital Transactions PO _Debit ]
Total 5.9494,00
Par | Receipls: 33,293.00 Part | Payments: 1,252.00
Part 1l Receipts 5,994.00 Part 11l Payments: 36,035 00
I 0 A . 111411 R 11 .- 111 3928100 ..
Closing Balanco 000

Department of Posts India

Daily Transactions Report
Report Date, 26-09-2025

Office: Mysuru NSH (21460007)
User: SOWMYA R (10266014)

Generation Date-30-09-2025 : 10:49:47

Closing Balance Details

flem Name Amount |

Cash 0

Cash in Transit 34,468,

Stamp Details
Dtal 'IL

Treasurer, Supervisot
Mysuru NSH Mysuru NSH
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Part | of DTR contains the Receipt and Payment transactions related to the
Consolidated Fund Of India. (Govt. Of India receipts and payments)

Part Il of DTR contains the Receipt and Payment transactions related to the Public
Accounts.

8.2 Submission DTR to Account Office

Generated DTR CB should tally with TCB CB on daily basis. The same should submit to
the Head Record Office for verification.

8.3 Account verification

For the Head Record Officer to verify the accounts, the roles of Sub Accounts Operator
and Sub Accounts Supervisor should be assigned beforehand.

Department of Posts e ¥ A
<2 Minatry of Communications, Government of inda

@ Fasoulines (000eF

Dewvice Fegatran

s Pepettm s evd Mar

o 153 YN

For Accounts verification click on Accounts card.
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Department of Posts HEEE 4 A

Ministry of Commmanecations, Govermeent of Indis m
Mume  Accousts  Beg Managemmre  Complaint Management  Devics Regisation £t Management  Othery

Accounts
TRANUT CASM couwt AN N TRANAIT STAMPS COnm! AMUUNT TRARLIT rOd LR ) WO N TRARUT CobQuis COun? AMGUNT
Dueward 0 0 Qurmsre ] o Ourwanl 0 Ry O Ourward 0 ™o
Ivward 0 L Fwmad 0 =0 drvwand 0 o Inmare 0 =0
trrers Pending 0 3 £CB Not Reviewed () Cashbosk Not Generated 50 Canbbook Nat Subimittad to PAD ()

SO Slips and Bags Accounts Verification Ervor Management
i T et Owhpa suarvt, Ssrevery Mamagy Lrrovs Nagarty

Accounts Consolidation
Conts b, Cody AcTiamt Tianahe Sasting

Upon clicking the Accounts card, few sub cards and a dash board will be displayed.
Click on the Accounts verification card.

Accounts Verification o

Verdy SRO Oy
Actount

Excluge Accounting
Offxce fur Holdays

2

Revart S0 Dby
ACCounts Vorilcation

Upon clicking the Accounts verification card, three options will be displayed on the
right side of the screen. Click on Verify SRO Daily Account option.
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Department of Posts

Minintry of Communicatiom, Governmant of Inda

it Manage ment Others v

2

e b - AT
B Favourtes (e
®

SO Daily Account Verification

Fetch Account

> IN09/302%

7

Upon clicking the Verify SRO Daily Account option daily account verification screen
will open. In the screen choose the date from Select date option. Click on Fetch
button.

L ] - Department of Posts : o @
ab Miewery of Commurscation, Goverrerers: of Woela [ ot dnns
Mt Accmts  Bay Comme . o Lt Worags Otary v
T 2548
B i e
» -
SO Daily Account Verification
Fetch Account
4 . 0 0
ani |

|::> Toesd 50 L [ Nt ° Cacuched t‘

Dwtn Office 10 OMicw Mame Bap Cuved B Dutabey Verifms Vowher States

0082025 2162001 ASREINC 10 Nocond O o o o (=] =3

002028 163000 Sengedire Ciy 1NO o o L n

002X 1200008 MAZAZINE POST o | S ] -

o2, 21200040 Patteda Doarmel Bengatany o o o -

-

Upon clicking the Fetch button.A dashboard with offices available for Account
Verification will be available in a tabular format wit columns i.e. date, Office ID, Office
name, Bag Closed, Electronic Date/Bag Opened, Verified and Voucher Status. Under
Electronic Data/Bag Opened indications of data flown will be shown. To view the Daily
Account details of the office click on View button.

INDIA POST - APT Page 205 of 234




( g @ Operational Guide — Railway Mail Service
- L ‘_4’

8.4 Mismatch entry Reconciliation

8.4.1 Modify Mismatch

.
SO Daily Account Verification
Fetch Account
et (e
30 2. 0 0
and
Tatw S0 - e vt ] ° Fuited [..
Date oMee 1o Office Name Sy Cused """"M“""“‘"‘ venfed Vonscher Statics
34092000 2160003 Gawernmter et Dhtre Factory S0 @ (-} o
Sean b -
D05 2005 160108 H5R Lpot SO 9 o <
" -
240% 202% PAL R Kegen S0 Q o L]
[ v
24U 2004 s} Koramtangua | ok L0 o o o
et b -
205 2008 21665118 Kerasangole SO o o o
" -
2009-2022 PP R Koramangaie ¥1 6k 5.0 o o o
2405 2003 716601321 Kimralagecs 5.0 o (-] o | “
Sebe) Feammy v

If there is a difference between the closing balance of the Treasury Cash Book (TCB)
and the Daily Transaction Report (DTR) while performing the Treasury Day End, the
system will prompt the user to enter a Mismatch entry.

In some cases, the user may have entered the net mismatch amount instead of
entering it separately as Receipt mismatch and Payment mismatch. Such entries
require correction using the Modify Mismatch option.

Once the Electronic Data is received, the View and Verify buttons will be enabled,
allowing the Head Record Officer to proceed with verifying the Daily Accounts.

[

A (ot L

Code Arzmunt Code Descrigtinn > Amayure Brmarey Actrany
g}
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Iwikassn

Upon clicking the ‘Verify’ button, the system opens the Account Mismatch
Reconciliation window. In this screen, the Head Record Officer can review all
mismatch entries.

Each entry displays the following details: Account Code, Account Code Description,
Receipt (R) / Payment (P) type, Amount and Remarks.

The Supervisor is given two options:

¢ Modify Mismatch (to correct the entry)
e Reconcile (to finalize without changes)

Account Mismatch Additian

Mismatch Account Codn Mismatch Account Recuipt (R] fPayment (P)

CHS Data Receipes Msmat "

After selecting Modify Mismatch, the system opens the Account Mismatch Addition
window. In this screen, the following details are displayed at the top for reference:
Mismatch Account Code, Mismatch Account, Receipt (R) / Payment (P) type and
Mismatch Amount.
Below, the Supervisor is prompted to enter the corrected mismatch entries.
Two input fields are provided:

¢ Mismatch Account Code (drop-down selection)

¢ Amount (to be entered manually)

e The Head Record Officer must choose the correct Account Code from the

drop-down list. This listincludes the option Other Data Receipts Mismatch.

Once the appropriate Mismatch Account Code is selected, the Head Record Officer
can proceed to enter the actual mismatch amount for that category (receipt), instead
of using the earlier net figure.
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P R L i g Srcmgt & (P og—— a————

For instance, in this screen, the Head Record Officer has selected the correct Account
Code - (5 8671002400 - CBS Data Receipts Mismatch from the drop-down list. After
selecting the proper Mismatch Account Code, the user must enter the remaining
receipt amount, excluding the amount already entered during the mismatch entry.
Example: The Total CBS Receipt is 75,263, out of which a net amount of 350,263
was already added in the mismatch entry. Therefore, the remaining ¥25,000 is to be

entered in the Amount field.
Once the value is entered, click on the “Add” button to include this entry.

Moemano® Al mamt (ol Mamagns & Ay mamt L I T e R Sm——
" O -
otes At e At Code Duid vt Recen (9] Pagenecs 7 Ao Atom
X " ODwea A ~
Cotitony N S vwts Tt Mats N B gty (Lakdtimy (LT Nem P Votal Mmdns® P ppmants (Leiiiing © Svw
Beiepy L e Paym—n-s Losared Poymeas
2]

Once the entry is added, it will be displayed in the table below. At this stage, the “Add
Mismatch” button is not highlighted because the user has not yet entered the
Payment-side Mismatch Code.
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D et i A A an A Becrgt 8 Poypmama P Amme
~ x ) O Mexe “ - 1
(VY b st (e R T S gt B P ogmans P, ——— I
W Dt B ooy Mg on L 2 "

B OUL0 B Dy P ppmamts Ungmn: b ’ 24000 20 Fl
Nottomy ferw B gt Tt Mt S Bt ongey Toittong o Cortng N Pey Tete v Tancomg  wew
LI todar e Nem Pacagnn Poprmanis LT Poymmants

X ’x

Once the payment-side mismatch entry is added by the Head Record Officer, the
transaction gets balanced since both the receipt and payment entries are now
captured. At this stage, the “Add Mismatch” button will be highlighted. After carefully
scrutinizing the modified mismatch entries, the user can proceed by clicking on the
“Add Mismatch” button.

Are you sure you want to post the transaction?

(=]

Upon clicking the “Add Mismatch” button, a confirmation pop-up message will be
displayed. To proceed with saving the modified mismatch entries, click on “Yes”.

Mismatch Amount Added succesfully
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On confirming the pop-up message, the system will display a success message
“Mismatch Amount Added successfully”.

Account Mismatch Reconciliation

:::“m Account Code Description Remarks Actions

671002400 CBS Data Receipns Misenitch MESmaLch transacuion
BE71003800 Other Duta Receipts Mismanch Atsmatch transacian

4671002400 CBS Data Receipts Mismatch 5000 Masmatoh addition by Subaccouns Moty Mitiatch m
8671002600 CBS Data Piyrnents Musmateh 4 25000 Mamatch addition by Subsccounts

The user can observe that earlier only two mismatch entries were available in the
Account Mismatch Reconciliation table. After performing the Modify Mismatch
process, two additional entries have been added. Now, these entire mismatch entries
displayed in the table must be reconciled to the correct account codes to ensure
proper balancing of Treasury accounts.

8.4.2 Mismatch Reconciliation

Account Mismatch Reconcilation

Recept
Account "y
¢ Account Code Description ’ Armownt Memarby Aty
”
P00 MK Wiver Data Mecoges Mivn e ' e MAAMELON 1A TN mm
BT 103 4K L T L — " M0C  Maenaich addition by Sutaccounts m

Now, all these four mismatch entries listed in the Account Mismatch Reconciliation
table are to be reconciled to their appropriate Account Codes. To initiate the
reconciliation process, the Head Record Officer needs to click on the Reconcile button
provided against each mismatch entry.
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Account Mismatch Recondliation Posting

Acteunt Cods Mismatoh Azcount Retmpt (N) Fuyment (7) Amuunt (0 be Recanzéed

8671002400 CES Dura Receipes Mivmanch n S0263.00

Enrer the Account (ode and Hecuncdution Amount Beluw
o Mismuanty Actsant Codu®

Choose an aption

|
Balance amount to be entered: 50263.00

Now, the mismatch amount of ¥50,263 (CBS Data Receipts Mismatch) needs to be
reconciled into the SB Deposit Account Code.

To proceed, click on the Mismatch Account Code drop-down menu.

Accourt Mismatch Reconcliabon Fostan

Actount Cone MmN ACCOwmT Browpe &) Paywent ) AmEunt p be Reronc bes

BE71000400 TBT Dt Becegms Wsranh v SI263 00

er the A [ e ANE RArImCAStInn Amrunt Debow

BLTIO02400 - CF% Drta Moty Mnmanch

La S rani Mu=w

SET1002000 - PSP D
SETVIEFA2ON | PFS Dama Secepm Mesman

SETTIGIEN - Oetee Doty Receeprs Mg+

Balance amount to be entered: S0263.00

From the Mismatch Account Code drop-down, choose the correct account code.

INDIA POST - APT Page 211 of 234




: g ® Operational Guide — Railway Mail Service

Ntre Loty MmSIY B Tt SecoQt 1N Payemest 9 Aot 12 2 Sriemiimd

SETVCRA0N - (=S Uon Recogs Mg - Saergs D

HOOT000100 - Poit Ofne Sawrgs Bamt Acstust

ey g

Balance amount to be entered: 5026300

In the “Account Code” field, type a few characters of the required account code. The
system will automatically display all matching account codes. From the displayed list,
select the correct Account Code to which the mismatch entry needs to be reconciled.

A st Lo s ArTDum Secmigr (X) Pegmem @) st th he Bz ded

WD TC

V002400 (BN Owrla Mot mams Mauman t - 800 D010 Povl O Sarrgn Bard Alcowrt Apimgts

|

Balance amount to be entered: 50263 .00

Once the Account Code is selected, the Account Code Description field will be auto-
filled by the system. Enter the Amount to be classified into the chosen account code,
then provide suitable Remarks. After completing the details, click on the “Add” button

to include the transaction.
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Account Code Shamatrh Actnum Recopt (¥) Payment (75 Amemnt 10 Se R are ted
oA £0% Oata Recetpts Mistnanch " RV S B
Urter the Arzourt Code and Recongifatinn Ammunt helpe
M h Acvount Coow* A ¢ Coe Dwmcoiy
RG7I002400 - CES Data Amiespts Misimanch v Accoum Codeis
"' err

Balance amount to be entered: 0.00

ALY Acrnant Cote Accmumt Cose Descrigrion Armaar Remarey Aczion

Post Office Sav Sorn Aozt
1 £001000100 et 5028200

O ceposn o
r Becwgity

The added transaction will be displayed in the table as shown above. If the entered
Amount matches the Amount to be Reconciled for the selected Mismatch Account
Code, the “Post” button will be highlighted. If it does not match, the user must
continue adding all necessary transaction particulars until the total added transaction
amount tallies with the Amount to be Reconciled. Once the amounts are balanced,
click on the “Post” button to proceed.

Ace you sure you want (o past the trarnsacnon)

(=] (=]

INDIA POST - APT Page 213 of 234




( g @ Operational Guide - Railway Mail Service
- 3 ‘_4’

On clicking Post, the system prompts a confirmation message:
“Are you sure you want to post the transaction?”
The user must carefully review and then click Yes to confirm reconciliation.

D

Mismatch Amount succesfully posted

On successful posting, the system displays a confirmation message:
“Mismatch Amount successfully posted”.

This indicates that the mismatch entry has been successfully reconciled to the correct
account code.

Account Mismaton Reconciiation
Heceipt
Account : i~y
Cod Ac t 0 " A
count Code Description » ot Amount Romarks Can
"
WTIN0I00  Owmer Oake Mecapts Minmatch " 10n00 Meumateh tranaaction s
8571002400 CBY Data Recepts Mamarch ] 25000 Misemmrh ackdition by Sumaroounty - m
te nu2ebo CRS Data Paymnunts Mismaeah " 25000 Mismateh acdition by Saiatonmia m

Once the mismatch amount is successfully posted (reconciled), it will no longer
appear in the list of pending mismatch entries. As shown above, the reconciled entry
has disappeared from the list. Now, the user must proceed to reconcile the remaining
three mismatch entries by following the same process explained in the earlier steps.
Click on Reconcile button against ‘Other Data Receipts Mismatch’ of ¥10,500.
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Accmurs (ot D O ol Sovogt W, P gpm— P Aot 12 be B 3o bad
700 MK rer (A s ber g Mormae & . “e o
A g e A
- LA 13 - “ -
. 800 MR O M~

Oal to be d. 10500 00

To reconcile Other Data Receipts Mismatch of 310,500, click on the Mismatch
Account Code dropdown. From the list, select the appropriate mismatch account code
(8671003600 — Other Data Receipts Mismatch).

Account Mismatch Reconclhation Posting

Acemunt Cooe Mismesch Acraant Racegpt (K] Paymant (¥, Amaunt to be Raiancilea
7002600 Octwr Data Recoprs Mymann Bl Yo o
r Ihe A s and b SLIDE M betom
B MK Other Dts Roceons Maunan s - morey o

1200008000 - Cuerwvysenn or Inkend Money Oroens

AP000100 - Maney Crde  Recempts

Balance amount to be entered. 10500.00

In the Account Code field, type a few characters (e.g., “money 0”) to search for the
relevant account. The system will display all related account codes. From the list,
select the correct one.
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Aczaunt Cate Siametth Acrmu Revetgnt (W] P pymens (7 Ammunt to be Rerwnebed
L USAR ad 1 o Dt Date B npn Mompesh n %00 00
Lotz the Aciuurs Code and! Secancibatinn Ampeunt Beten
Misimatch A Code
SHETI0U5600  Other Duta Seceygms Vouran - ST 000100 Money Order  Recept
oo o e g

Balance to be d: 10500.00

Here, the Head Record Officer has selected 8781000100 - Money Order Receipts as
the correct account code. In the Amount field, 10,000 has been entered, and remarks
are added as “emo booking.” Then click the Add button.

Account Mismatch Reconciiation Posting

Accoun Cose Mismaneh Account Raceipt (K Payment (F) AMaunt 10 ba Raconciied

867100300 Cehar Data Recmpts Mismancn L 1050000

Enter the Account Code and Resanobation Amanm belos
o e ~ o A " 10 Descnpnor

PE71000600 - Other Dana Receoo Mamanch

‘‘‘‘ I Norria b
e
L |
Balance amount to be entered: 500,00
U Nu Aciount Code Ads ot Codu Dsscriptan Amuest Mamarks Actian
| ATE00 00 Muonwy Onder Raceges 10000 00 Ao hooking ]
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Once added, the entry will appear in the table below. Notice that the balance amount to
be entered is now X500 (since only ¥10,000 has been mapped out of ¥10,500). The user
must add another transaction to complete the reconciliation.

&t et W A Serrgt (X P opwmt P B = vy Bar s fwd

]
Balance armount to be entered. 0.00

= A T b B it Cue Do @ptagen A bemarny v
00 W, (rotee Be epe Y2000 00 — g -

(amrrtimne e et S ey
127 IR0 S 3K owrer Sooted .
-

Now, the remaining I500 is reconciled by selecting 1201004000 - Commission on
Inland Money Orders. After reconciliation entries are added, click the Post button.

Are you sure you want to post the transaction?
o

A confirmation message appears: “Are you sure you want to post the transaction?”
Review carefully and then click Yes.

Mismatch Amount succesfully posted
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On confirmation, the system shows a green message: “Mismatch Amount
successfully posted.” This indicates that the 10,500 mismatch has been reconciled
and removed from pending mismatches.

Account Mismatch Reconciliation

Account
Code

B67 1002400 CBS Data Receiprs Mismaacn Masmatch adanon by Subaccounts MOSTY Miamatch
TIO000  CHS Dita Payments Mismatch : 25000 Mismatch adition by suceovnrs (D

Account Code Descrigtion Actions

Now, the Account Mismatch Reconciliation screen refreshes. You can see that the
10,500 entry has been removed, and only the remaining mismatches are displayed
(CBS Data Receipts Mismatch 25,000 and CBS Data Payments Mismatch 325,000).
The next step is to reconcile these pending entries one by one.

Account Mamatch Reconclliaton Posting

Aecount Code Meamasin As s Recatpr (1) [P ppmem (P) Arisunt 1o be Recencdad

LU LI CHE Dats Poceynns Mamaun L 25000 00

Balance amount 1o be entered: 0.00

ol Actuure Cth At Cotle Deneripnian Ameunt Pamarns Action
Fow Oty e Beryrrng Depowts
200003300 0 000000 n L ]
teopn
UM v SO0 ACConAT B
J .
wty

The system shows the reconciliation screen for mismatch amount 25,000 under CBS
Data Receipts Mismatch.
The Head Record Officer has already classified this mismatch amount into two correct
account heads as explained in the previous steps. For example:

e 310,000 > Post Office Recurring Deposits — Receipts (RD)
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> Account

315,000 Samriddhi (SSA)
Since the balance amount to be entered is now 0.00, the Post button is enabled.

Sukanya

Receipts

The user should now click on Post to finalize the reconciliation.

Are you sure you want to post the transaction?

- |
On clicking the Post button, the system displays a confirmation message:

“Are you sure you want to post the transaction?” The user must carefully review the
entries, and then click Yes to confirm posting.

Mismatch Amount succesfully posted
IS

After confirmation, the system displays a success message: “Mismatch Amount

successfully posted”. Click on OK to proceed.

Account Mismatch Reconciliation

Account
Code

Accaunt Code Dascription

Actions

SL 002600 CHS Dota Payments Mismatch 25000 Mismatch sdaiton by Subaccounts

The system now returns to the list of pending mismatch entries. Only one entry
remains: 25,000
To reconcile this, click on the Reconcile button against the mismatch entry.
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Account Mismatch Reconciliation Posting

Miymated Accosnt Receipt (R) /Pay=sent (7) Amaunt 1o be Reconcied

CBS Date Payrrents Mismatch P

Ty the Accoynt Code and Reconciliation Amount below

GG
Balance amount to be entered: 0.00

Account Code Account Code Description Amount

Post Office Savings Bark Arcoy

e 2500000
e -Payenents

The reconciliation posting screen for 25,000 opens.
Here, the Head Record Officer has classified the mismatch under:

e Account Code: 8001000200 - Post Office Savings Bank Account - Payments
¢ Amount: 325,000

o Remarks: SB Withdrawal

As the balance amount to be entered is 0.00, the Post button becomes enabled.
Click on Post to proceed.

Are you sure you want to post the transaction?

A confirmation pop-up is displayed: “Are you sure you want to post the transaction?”
The user must review and click Yes to confirm posting.
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S

Mismatch Amount succesfully posted

Once confirmed, the system displays the success message:
“Mismatch Amount successfully posted”, Click on OK to complete the process.

With this, all mismatch entries for the day have been reconciled and cleared.

SO Dally Account verification

DALY ACCOUNT OF Kumbalagodu 5.0(0fMice 1D :21660121) dated 24-09.2025

Opening Mismatch Actal Mismatch -
= Actual Receipts Arcoipts Total Receipes 5 Wk Total Pay Cloung Bal
] ] s 3 763 0 0 60763
RECEIPTS PAYMENTS
— N . — .
(mtera ) wam_} = ) Comtmanem ]
SELECT DESCREPTION ACCOUNT CODE AMOUNT SELECT DESCRIPTION ACCOUNT CODE AMOUNT
C8S Data_Hecelpts Mismatch RE71002400 50263
Other
861003600 10500

Data Recepts Mismatch

After clicking the OK button, the system redirects the user to the SO Daily Account
Verification screen. To refresh the data, the user must click on the close icon provided
in the top-right corner and return to the same page. Once refreshed, the screen will
display the updated details, including Actual Receipts, Mismatch Receipts, Actual
Payments, and Mismatch Payments, as shown in the image below.
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SO Daily Account verification

DAILY ACCOUNT OF Kumbalagodu S O(0Mice 10 21660111) dated 24-09-2025

Mamateh Mismacch
Dpening Balance Actal Receiges Totad Receipts Actual Payments

Nasehsts Total Payments Closng Baance

Paymens

8573 (Rl 106526 Pl o navn 135763 763

PAYMENTS

Commussian oo Inleet Maney Post Office Savngs Bank Account
1201008000 b

OO0 200
Orders Fayrants

Post Office Savings Bank Azcount BREEOER A as
8001000100 8571002500
Roceiprs Cata_Recelpts Meamacch Clearsd

Post Office Recwrring Deports -
Receipts

CAS Data Paymants Mimatch BETI 002600
BO01000 300

Ocher

Susarys Samaiddhi Accoont Data_Receipts_Mismacch_Cleared
4 8001002700 : RN -

B571003700

Roceprs

Once the user is satisfied with the classification of the Daily Accounts, user can click on
the Verify button.

Are you sure to verify the data

Yes [ Cancel J

System will throw you a pop-up message to confirm the verification. Click on Yes.

e Account Verified successfullyl

A pop-up message “Account Verified successfully!” will be displayed as shown in the
above image.
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SO Daily Account Verification

4001001 _ = |
30 . 1 ° o (‘
Tt Sh B ] erdw [
-
Caee Office 10 Offce Mame Hag Oased . Bevwees Vurited Waixher Stacae

o aae -

Jeim s 2650108 (= [ ' ° ° °
- Rouia -

0002838 00 WSS Lpot .0 [-) o o
-t - ~

234052033 neeons Korggen 1.0 o L] 2
- ~

240722y resonts ROt M | Bk 1.0 ° o °
(PR p - ~

1408 3835 11 18 rorarengaa L 0 = o e
b ~

40520 21060118 Keorarrargada VI Bk 20 o o o

o Ty Pall i s Mk o0 o -] o

408028 e Napwvishad 50 [+ o [

Once the verification of Daily account of a SO is completed, then ‘ Voucher status’ will
be changed to ‘Verified’ as shown in the above image.

s Reirgna

RECHIPTS

PR Speed Pow

PR Speed Pow Pare!

A v b et O (Pt o
o Conrver Servam

CUAT Col v

AT Colection on Cowrwr Servcm

QALY ALTDUNT OfF Bamgatury Oy TR0 (OMcs 10 J1S8000T) dsted J38% 2020

[V Y-

Vot Recwgen AiTas Poprancs

PAYMINTS

|
ACCOUNT COM AMOUNT DON mPTION
173 00000 b’ NSAD Do Diarmmactoms PO Dvon
1 201003400 )
1 1 W X
A 1000 (0 ~
41 00500 L

Pt Pagmnns  Owing Balene
= -
ACCOUNT COOE AMOUNT
ETI000N00 Y

Upon clicking the View button, Daily Account of the selected office will be displayed

with details of Opening Balance, Receipts, Payments and Closing Balance.

To verify the daily Accounts click on Verify button in the Daily Account Verification

screen.
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Are you sure to verify the data

Upon clicking the Verify button a pop-up window will open by asking Are you sure to
verify the data. Click on Yes button.

0 Account Verified successfully!

Upon clicking the Yes button accounts will be verified and a success message will be
displayed on the right bottom of the screen.

2092025 21630002 First Class Ml Cernre Bangaksu © 9
5002009 21260000 VAGAZINE POST (] -
25092025 21200000 NSH Berglaurs Courter o -
290002004 2960003 Packet Sorting Cffice Besgaury © -]

ST Nat Rpuziznsd

MOt fusctimeg duw ¥ Fubin Hokdey
Temrnn Dy

Tharazrytsten lvtues

If any office need to be excluded from account verification, select the reason for
excluding from the dropdown option.

29082025 21630002 First Clasy Mail Centre Bengaluru © o o =3

29092025 21260008 MAGATZINE POST o i

294092025 21260036 WSH Beoglesru Counte o [+

29052025 21630003 Packet Soming Office Bengatun: @ [+] [+]

Upon selecting the reason, click on the Exclude button.
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@

Are you sure to exclude the office data from receipt.

e

Upon clicking the exclude button a pop-up window will be opened for confirmation of
the exemption from account verification. Click on Confirm button.

Excluded Reason added for the
office Packet Sorting Office

o Bengaluru. Kindly verify the data
nNow.

Upon clicking the Confirm button, a success message of exclude submission will be
displayed on the bottom right corner of the screen.

SO Daily Account verification of Excluded Office

DAILY ACCOUNT OF Assistant Head Record Office{Office 1D :29670007) dated 202509.29
Opening Masmatch Actuas Mizmatch
"
% Actusl Recuipts Rocalpts Tatal Recwipes oa = Saymanits Yotal Payrments Clasing Balance

0 a ( 0 0 [ 0 Q

This office is exciuded from Accounting. Receipt and Payment are set to 0,
and Opening and Closing Balances are the same. Click Verify to complete
the process.

— e

Upon clicking the Confirm button, Daily Account of the selected office will be displayed
on the screen and ensure the electronic data of the office is NIL and click on Verify
button.
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B

Are you sure to verify the data

(=) (=]

Upon clicking the Verify button, window will pop-up for confirmation of verifying the
exclude the office from account verification. Click on Yes button.

Upon clicking the Yes button, a success message will be displayed on the right bottom
corner of the screen.

002008 21200000 WM Desgghaun Coumer (<} - [}

29002004 1100003 Packet Siwting Ok Bugaoy  © » o m <:|

After verification of office, excluding status will be shown as Excluded and Verified.
Also View SO Summary button will be highlighted after completion of the account
verification of all the offices. Click on the View SO Summary button.
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Department of Posts India
SUMMARY OF SUBORDINATE OFFICES

HO Name (Office 1D)

Head Record Office Bengaturu (21370001)

Report Date 29-09-2025
Total Receipts
5o Accoun Cose | Account Code Description Amaunt
Tetal Recwipis
Total Payments
SN | Accoumcose | Account Code Description Amount
Total Paymeens
Department of Posts India

SUMMARY OF SUBORDINATE OFFICES

HO Name (Office |1D)

Head Record Office Bengaluru (21370001)

Report Date 20-09-2025
CONSOLIDATION
Qpaning Balance of Subordnme OMces Ry TR 51900

(Rupees Six Lakh Severwy-Eight Thousand Fve Hundied ang Nineteen only}

Recopts Rs. 000
(Rupees Zero onty)

Puymaonts Ry 000
(Rupoes Zero only)

Closng Salance of Subordinate Offces Rs 67851900

(Rupess Six Lakh Sevwerny-Eight Thousand Fasm Hundrod and Ninateen only)

Date Office Opening Balance Receipts | Payments Closing Batance
29-00- 2004 LAGAZING POST om0 om | 000 om
20.08.2025 NSH Bonglaary Counter 0.00 000 | 000 0.00
204002005 Bengakury Percel b 000 om | 000 o0
2900208 Hengakau NSH om OCDE (=1« ] om
20092025 tnncxmuuum- 6051900 omi 000 67851000

A
Page2/3

-

79.00-2075 Pacsit Sortng Offcs ien aoo 000 am 000
gy

29.00.2025 Assistan mlut: Rocont Of 000 000 om 000

29.00.2025 Bangotury Sus Stanen TMO Q00 0.00 000 000

29.00.2025 Bangohry Cty TMO 000 0.00 am 000

29003028 Mﬂz::mw‘ ano | 000 a0 000
U
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Upon clicking the View SO Summary button, So Summary will be generated in PDF
format and will be ready for download and to print.

8.5 Cash Book & Cash Account Generation and Submission

8.5.1 Cash Book Generation

Error Management Accounts Consolidation
Nargge Bmers. Repocn D Cawn Book, Cawd Accownt, Tramefee

Pazting

To generate a Cash Book, click ‘Accounts Consolidation’ in the Accounts card.

Accounts Consolidation Q

4

- CashBook - CashAccount

£3  Transfer Posting

Click on ‘Cash Book’ option.

CashBook Status

On clicking ‘Cash Boolk’, the system will display the Cash Book generation dashboard
showing No. of Work Days, No. of Cash Books not generated, No. of Cash Books
generated, and No. of Cash Books submitted to PAO. Date-wise cash book
generation and submission to PAO can also be checked. Close the window to open the
View Cash Book Status screen.
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- > of Posts e W
ab Virdriry of Camwes: verrwet vl ke [ =]
[ e T e LS s .

, .
-

Cashbook

= TE

To initiate submission of accounts to the Cash Book, select the date and click ‘Fetch’.

Department of Posts

Vot o i et e faaw e 4 bt

Cashboos

=
"
&
(]
w
¥

I
}
i
i
l
{

T
£
L
i
L]
e 0 & 0 5 5 0 & 0 0

To generate the Cashbook, all the ‘Daily Accounts’ from the subordinate offices are to
be in received and verified status, otherwise ‘Submit to Cashbook’ button will not be
highlighted. Click on the ‘Submit to Cashbook’ button.
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Are you sure to submit the data to Cashbook?

= =alen

Upon clicking the Submit to Cashbook button, message will pop-up with two option.
Click on Confirm button to generate the Cash Book.

Department of Posts India

Cash Book of Hassan HO

Cashbook Date: 30-06-2025
PART | - RECEWPTS

A Acct Dy HO Amoum 80 Amoust 80 Amount Tots Prog. Toal Grand Tous

Code

1201000100 | Postage Reai2ed in Cash for ) o o e 106 N2
Ordrary Sorvices

1201000400 | Custon Duty Poatage fos sed- 42 182 o 04 348 852
rochon Yoo

1201000800 | PRC-Spoed Post 95 3825 o 4400 25335 27ATS

1201001200 | Sale of Poatage Stamps %0500 12205 0 1"HAs 144757 1564865

1201002500 | MRC-Humolely Managed 200 ] 0 2400 408 Tam
Franing Muctne

1201000700 | PRC Artmenatonsl ©xprwes 0 0 0 0 5040 3840
Armat Service

Once the verified accounts are submitted by clicking ‘Submit to Cashbook’, the Cash
Book for that date will be generated in PDF format as above.

8.5.2 Submission of Cashbook to PAO

View Cashbook Stanus

2 Step ) (3 Step 2 & Step 3
Accounts to Cashbook View Cashbook Submit cashbook to PAD @

Nate™ Pieams wew i Vs Cankrbook Tem
tubere: tashtoun tn PAQ
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Once the Cash Book is generated for a date, it may be submitted to PAO. Click ‘Step 3:
Submit Cashbook to PAO’, select the date, and click ‘Submit Cashbook’.

Are you sure to submit Cashbook to PAO

= - |

On clicking ‘Submit Cashbook’, a confirmation pop-up will appear. Click ‘Confirm’ to
submit the Cash Book to PAO. On submission of cash book to PAO, a pop-up message
‘Cashbook Submitted successfully’ appears for confirmation.

8.5.3 Transfer Postings

Accounts Consolidation [}
@ Cash W o  Cash Accown
Lo Transier Fosteg

Transfer entry posting can be done only after generation of the Cash Book for a date.
Click ‘Transfer Posting’ under ‘Accounts Consolidation’.

i
£

)

Transfer Entry Posting

8445016200 - KM _Bucget

Phuaie trpe ot lnast (3 chanactans i ALC8. gyr aifRures. HECHS

On clicking ‘Transfer Posting’, select the date, transaction type (Receipt or Payment),
and enter the Account Code Description. Based on the description, the system will
display relevant account codes. Select the correct account code and click ‘Fetch
Amount’. The system will display transactions for the selected date and account code.
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Select a transaction and assign it to the desired new account code to post the transfer
entry.

L& fules/Soidelnes

Reports of transfer postings over a period can be generated using ‘Reports’ on the
Transfer Posting screen.

8.5.4 Cash Account

Accounts Consolidation [

After generation and submission of all Cash Books in a month, the ‘Cash Account’ can
be generated and submitted to PAO. Click ‘Cash Account’ under ‘Accounts
Consolidation’.
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CashAccount

EView CashAccaunt i ymit Cash Account to PAL

= :

Select the year and month and click ‘View Cash Account’.

Cash Account

- scoci2ah B1d0- 4% - 82db-alDdB 7245052

Department of Posts
Cash Account of Hassan H.O
Month- Yoar - 06-2025
Examined By
Posted By ..

Roviewed Uy
PART | - RECEIPTS

SNo.  Account Code Azt Dascription Graed Total

1201003900 Asdhas Mardalory Bwcrrenc Upcssen of 2.000
Criamn

1201003205 Anchasr O Borwtc Denagsity Up- 2250842
daton

XN10ETO ALcouT end AIE-FRecovwios of Over LU’
vt in) Do Y8

The Cash Account will be generated in PDF format, which can be printed or saved.

CashAccount

EView CashAccount & Submit Cash Account to PAO

Submit the generated Cash Account to PAO by selecting the year and month and
clicking ‘Submit Cash Account’.
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Are you sure to submit CashAccount to PAO

:>[ Confirm [ Cancel ]

On clicking ‘Submit Cash Account’, a confirmation pop-up will appear. Click
‘Confirm’ to submit.

Cash Account submitted
successfully

o

On clicking the ‘Confirm’ button, ‘Cash Account’ will be submitted to the PAO.
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