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ABBREVIATIONS 
Sl. No. 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 COD 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 User Login 

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

Login Details: 

 Login ID: Use your Employee ID. 
 Default Password: ……… 

 

 



https://prod.cept.gov.in/employeeportal
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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. 

 

 

 

 

Then onwards user can reset password using password reset link available in the login 
page.  
 
Mobile number updation is compulsory for resetting password 
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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.   
 

 
 
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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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. 
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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.  

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

3.1 Preparation of duty rotation list (Roaster preparation) 
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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 

 

 
 
Click on ‘Rotation’ option. 
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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. 
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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. 
 

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

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

 
 
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. 
 

 
 
‘Add Duty Allocation’ screen will be displayed. 
 

 
 
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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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.  
 

 
 
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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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 
 

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

 
 
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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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.  
 

 
 
 
 
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.   
 
 
 
 

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

 
 
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. 
 
 
 
 
 
 
 
 



   
 

INDIA POST – APT  Page 23 of 234 
 

Operational Guide – Railway Mail Service 

 
 
 
 
 
 
 

 
 
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. 
 

 
 
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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For changing the allocation, click ‘Change Allocation’ option. 
 

 
  
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. 
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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.  
 
 
 
 
 
 
 
 
 

 
 
 
 

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

 
 
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  
 

 
 
For view and take printout of the Duty allocation, click on ‘View Allocation’ option. 
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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.  
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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 Designation’, ‘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.  
 

 
 
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 Set open for Mail Office  
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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 Set Open 
 

 
 
 
 
 
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.   
 
 
 
 
 

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

 
 
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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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 screen i: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 
 

 
 
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 shift is 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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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 
 

 
 
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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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. 
  

 
 
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  
 

 
 
“Fetch From Counter” is used for the articles which are booked within the same office 
counter.  
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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.  

 
 

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.  

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

5.2 Bag Receiving  
 

 
 
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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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.  
 

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

 
 
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. 
 
 
 

c cc cc c
c

c

c
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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. 
 

 
 
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. 
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Click on the Select From Office dropdown option, all offices will be listed down. Select 
the appropriate from office.  
 
 

 

 
 
Upon selecting the from office name, click on the Bag Type dropdown option and 
select the appropriate bag type.   
 

 

c

c
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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. 
 

 
 

Upon selecting the received for purpose, enter the accurate weight of the bag and click 
on Add button.  

 

 
 
 
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.  
 

c c

c

c
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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 
 

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

 
 
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. 

 

c

c c

c
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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. 
 
 
 

 
 
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. 

 
c

c

c

c

 
c
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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. 

 

 

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. 

 
c

 
c
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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. 

 

 

 

 
 
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. 
 

 
 
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. 
 
 

 
 
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  

c  

c  

c  

c  
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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. 
   

 
 
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. 
 

 
 
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. 

 In case of INS letter after receiving the letter, the same will be directly available 
for HSA/Supervisor verification. 
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HSA/Supervisor will click on INS Article verification option for INS article verification.   

 

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 
 

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

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

 
 

c
c c

c



   
 

INDIA POST – APT  Page 52 of 234 
 

Operational Guide – Railway Mail Service 

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

 
 
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.  
 

  

c

c c
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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 number of Articles/Bags will be shown at Scan Count 
option.  
 

 
 
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.  
 

 
 
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.   
 

 
 
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. 
 

c

c

c c

c

c

c
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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.  
 

 
 
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. 

 
 
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. 
 
 

c

c
c

c
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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.   
 

 
 
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.   

 
 
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. 

 

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. 

 

c
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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 
 

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

 
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. 
 

 
 
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. 
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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. 

 Click 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. 

 

 
 
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. 
 

 
 
Also a success message will be displayed on the right bottom corner of the screen. 
 

c
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The generated TB Manifest will contain the following details: 

 O/o Closing 
 Closed To Office 
 Bag Number 
 Set and Date of the Office 
 Total Weight of the Bags 
 Bag Closed Date and Time 
 Bag Numbers of the Contents 
 Bag Type 
 From and To Office 
 Total Article Count in the Inner Bags 
 Bag Weight 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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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. 
 

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

 
 
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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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.  
 

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

 
 

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.   
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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.  
 

 
 
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.  
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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 
 

 
 
Click Modify Opened Bag Content Option. 
 

 
 
Scan/Enter the Bag Number and Click Fetch. 
 
 

 
 
System displays the Bag details. 
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Enter/Scan the Article Number, Select Article Type and Click Save. 
 

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

5.6.2 Change Received Bag Status for 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. 
 

 
 
Scan/Enter the Bag Number and Click Fetch.  
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System displays the complete event of the Bag. Click Change Status.  
 

 
Message will be displayed Bag Status Changed successfully. 

5.6.3 Change Closed Bag Destination. 
 

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

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

 
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.  
 

 
 
Select Menu ‘Bag Deletion’.  

 
Enter/Scan Bag Number and Click ‘Fetch’. 
 

5.6.5 Bag dispatch cancellation 
 
The 'Cancel Bag Despatch' option is used to revoke the dispatch of a bag recorded in 
the system. 
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Click ‘Cancel Bag Despatch’ Option. 

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

 
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. 

 
 
Click ‘Re-open Closed Bag’ option. 

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

 
Application displays the number of Articles available in the Bag and allows add/delete 
the articles.  
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Enter/Scan the ‘Article Number’; Select the ‘Article Type’ from drop-down and Click 
‘Add’.  
 

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

 
 
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. 

 
 
Click ‘Change PIN Code’ Option. 
 

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

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

 
 
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. 
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Click the ‘Change Article Status’ option. 
 

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

 
 
Click ‘Fetch’ button. 
 

 
 
Upon clicking the ‘Fetch’ button, application displays the details as available in the 
above image. 
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Select the article or Parcel which needs to be marked as ‘Pending’. 
 

 
 
Click ‘Mark as Pending/Handled Manually’ button. 
 

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

5.6.9 Capture Arrival  
 

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

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

 
 
After Clicking the Advance Bagging Operation click on Capture Departure for 
dispatching the bags. 
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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. 
 

 
 
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. 
 
 
 
 
 
 
 



   
 

INDIA POST – APT  Page 80 of 234 
 

Operational Guide – Railway Mail Service 

 
 
 

 

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 

 
 

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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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”. 
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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 
 

 
 
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. 
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5.8.1.1 Re-print of Bag Manifest 

 
 

 
 
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. 



   
 

INDIA POST – APT  Page 84 of 234 
 

Operational Guide – Railway Mail Service 

 

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. 

 

 

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

 

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. 

 

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

 

 

 

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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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. 

 

 

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

 

 

 

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

 

 

 

 

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. 

 

 

5.8.2 Bulk Delivery Report 
 

 
 
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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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 
 

 
 
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. 

 
 
Click the ‘Article Reports’ option. 
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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 

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

 
 
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 report in PDF or CSV (Excel) format. 
 
(c) Article Fetched from Counter 
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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 Bag Reports 
 
The 'Bag Reports' option generates report on the number of Bags received, opened, 
closed and dispatched. 

 
 
(a) Bag Received 

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

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

(b) Bag Opened 

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

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

(c) Bag Closed  

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

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

(d) Bag Dispatched 

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

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

 
 
Enter the Bag Number and Click ‘View’ button. 
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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’. 

 
 

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

 
 
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.  
 

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

 
 
Select Report ‘Bag Closed but not Despatched’: Select ‘Date’, Click ‘Fetch’.  
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Report will be generated and can be downloaded in ‘PDF’ or ‘CSV’ format. 
 

5.9 Deposit Bag Closing 
 

 
 

 
 
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.  
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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. 
 
 

 
 
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   
 

 
 
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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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 
 
 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. 

 
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) 
 

 
 
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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 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. 
 

 
 
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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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. 
 

 
 
Enter the Office ID. 
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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.  
 
 

 
 
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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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. 
 

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

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

 
 
 
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. 
 

 
 
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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Upon clicking the Add button, the above window will pop-up. Enter the number of mis 
sent articles and click on OK button. 
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Upon clicking the OK button details of the Bag checked will be shown as above. Click 
on Next button. 
 

 
 
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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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. 
 

 
 

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).  
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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 
 

 

 
 



   
 

INDIA POST – APT  Page 113 of 234 
 

Operational Guide – Railway Mail Service 

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.  
 

 
 
After Clicking on the Fetch button the articles which are included in the bag will appear 
under the Expected Articles header.  
 

 
 
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 
 

 

 
 
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.   
 
 
 
 
 
 
 
 



   
 

INDIA POST – APT  Page 115 of 234 
 

Operational Guide – Railway Mail Service 

 
 

 
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 
 

 
 

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

 
 
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.   
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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 
 

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

 
 
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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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 
 

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

 
 
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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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 
 

 
 
Click on ‘Allocate Counter to Operator’ option. 
 

 

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’. 

 

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  
 

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

 
 
In the View Counter Status screen select the ‘from’ & ‘to’ date and click on ‘View 
Counter Status’ button.  
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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  
 

 
 
For modifying the already allotted counter click on the ‘Modify Allotted Counters’ 
option. 
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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. 
 
 

 
 
 
 
 
 
 
 
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. 
 

 
 
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 
 

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

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

 
 
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 

 
Booking across the counter are dealt in two categories. 

 Domestic articles 
 International 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.  
 

 
 
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 
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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. 
 

 
 
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. 
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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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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.  
 

 
 
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. 
 

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

 
 
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 
 

 
 
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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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. 

 

 
 
Click on Compare and Book for analyse the available service. 
 

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

 
 

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

 
 

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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The Declaration Form is shown as above. 
 

 
 
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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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).  

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

 
 
Select on PIDPI if sender address is any Public Interest Disclosure and Protection of 
Informer customers. 
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Select Walk in Customer for retail customer in the Booking Type dropdown menu as 
above, 
 

 
 

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.  

 
 
 



   
 

INDIA POST – APT  Page 141 of 234 
 

Operational Guide – Railway Mail Service 

 
 

 
Inland Speed Post: 
 

 
 
On Selecting Mail Service Type as ‘Inland Speed Post’,  
 

 
 

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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Select Mail Shape either “Box Type (Non-roll form)”, Document (Envelope) and “Roll 
Form/Cylinder” from the drop down menu.  
 

 
 

Mention Length, width, height in cm, volumetric weight and charged weight 
automatically calculated.  
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Select Delivery Instruction as per customer requirement, details shown as above.  
 

 
 

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: 
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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: 
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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: 
 

 
 
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: 



   
 

INDIA POST – APT  Page 146 of 234 
 

Operational Guide – Railway Mail Service 

 
 

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: 

 
 
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: 

 
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’. 

 
 
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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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’.  
 

 
 

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.  
 



   
 

INDIA POST – APT  Page 149 of 234 
 

Operational Guide – Railway Mail Service 

 
 

Tick the “Retain Details for Next Booking” check box to save the sender/receiver details 
for future booking. And click on Submit button. 
 

 
 
After clicking Submit button. A message “Submitted Successfully” is shown on the 
bottom right corner of the screen.  
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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.  
 

 
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. 
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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. 
 

 
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  

 

 
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. 
 

 
 
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 
 Customer type 
 Mode of transmission 
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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. 
 

 
 
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. 
 

 
 
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. 
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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 

 

 
 
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. 
 

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

 
 
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. 

 
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. 
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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. 
 

 
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. 
 

 
 
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 
 

 
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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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.  

 
Select the appropriate service which is as required by the customer. 
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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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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.  
 

 
 
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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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 Item 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.  

 
 

 

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

 
 
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. 
 

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

 
 
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 

 
 
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. 
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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 
optional fields i.e., Name, Address, Pin code, Mobile number. Click on submit button. 
 

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

 
 
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. 

 
 
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 
 

 
 
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. 

 
 
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. 

 
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. 
 

 
 
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 

 
 
Counter operator can book Bulk mail using this option, to access Click on Book Bulk 
Mails option,  

 
 
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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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. 

 
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. 
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Upload the validated bulk excel template. Click on submit button. 
  

 
Once all the file is successfully uploaded, the message “File validated and submitted 
successfully” will be displayed with the number of articles booked details. 

 
 
The booked items will be available in cart. To view the items click on the view cart 
button. 
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The articles will be displayed as in the above screen. The article may be deleted if found 
wrongly booked. 
 

 
 
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 updated message will be displayed on debiting from the contract ledger. 
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7.6.4.3 Bulk Booking (Temporal) 

 
 
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 number of domestic and 
international mails using the bulk excel upload file. 
 

 
 
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. 
 

 
 
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. 
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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.  

 
 
On uploading the excel file, a booking reference number will be generated and a pop-up 
message “Job Initiated successfully” will be displayed. 
 

 
 
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 amount is to be 
paid by the customer, the amount details will be shown to collect through 
cash/QR/Contract modes. 
 

 
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 updated message will be displayed on debiting from the contract ledger. 

7.7 Transfer of cash from counter to treasury 
 

 
 
After completion of booking process, click on ‘Booking Solutions’ card.  
 

 
 
Upon clicking ‘Booking Solution’ card, relevant sub-cards will be displayed on the 
screen. Click on Counter Operations sub-card. 
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Click on ‘Transfer Cash’ option to transfer cash collected at the counter. 
 

 
 
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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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. 
 

 
 
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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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 
 

 
 
HSA/Counter Supervisor will begin the day for Treasury. Click on ‘Treasury’ card. 
 

 
 
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.  
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Upon clicking ‘Confirm’ button, a success message will be displayed. 
 
 
 

 
 
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. 
 

 
 
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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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 
 

 
 
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. 
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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.  
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Upon clicking ‘Common Submit Accounts’ option, the above screen will open. Click on 
‘Generate Account’ button to generate the account.  
 
 
 

 
 
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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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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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.  
 

 
 
Click on ‘Fetch Account’ button to fetch the Submit Account. 
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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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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).  
 

 
 
Click on ‘Common Submit Accounts Supervisor’ option.  
 

 
 
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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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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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 
 

 
 
Once the HSA/Supervisor has completed the Submit Account verification, click on the 
‘End Your Shift’ option to initiate the shift end. 
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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.  
 
 
 

 
 
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.  
 

 
 
In the counter operator login, in the Treasury module, click on ‘Cash/Cheques’ sub-
card. 
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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. 
 

 
 
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.  
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Upon entering the amount a pop-up window will be opened for entering the 
denomination. Enter the correct denomination and click on ‘Submit’ button. 
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Upon clicking on ‘Submit’ button, choose the appropriate Remarks as ‘Others’. 
 
 
 
 
 
 

 
 
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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Upon selecting the ‘Special Remittance’ option, choose the appropriate option from the 
dropdown of ‘Line Limit’ (preferably ‘Loose cash through departmental employee’).  
 
 
 

 
 
Upon selecting the line item, choose the employee from the list with whom the cash is 
being remitted. 
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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  
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For transferring cash to the mapped Post Office, click on ‘Treasury’ card.  
 

 
 
Upon clicking the ‘Treasury’ card, Treasury Management screen will be opened. In the 
screen click on ‘Cash/Cheque’ sub-card. 
 
 
 
 

 
 
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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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.  
 

 
 
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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Enter the denomination of the cash. Click on ‘Submit’ button. 
 

 
 
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 
 

 
 
In the Treasury Management, in the dash board under the head ‘CASH TRANSACTION 
STATUS’, click on ‘Appr(Src)’. 
 

 
 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 
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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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.  
 

 
 
For generating DTR click on Treasury card.  
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Upon Clicking the Treasury card, a dashboard along with few sub-cards will be opened. 
Click on the Reports sub card. 
 

 
 
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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Upon clicking the DTR option, Daily Transaction Report screen will be opened. In the 
screen select the business Date and click on Generate button. 
 

 
 
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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Part I of DTR contains the Receipt and Payment transactions related to the 
Consolidated Fund Of India. (Govt. Of India receipts and payments) 
 
Part II 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. 
 

 
 
For Accounts verification click on Accounts card. 
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Upon clicking the Accounts card, few sub cards and a dash board will be displayed. 
Click on the Accounts verification card.  

 
 
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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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. 

 
 
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.  
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8.4 Mismatch entry Reconciliation 

8.4.1 Modify Mismatch 
 

 
 
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. 
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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) 
 Reconcile (to finalize without changes) 

 

 
 
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) 
 The Head Record Officer must choose the correct Account Code from the 

drop-down list. This list includes 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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For instance, in this screen, the Head Record Officer has selected the correct Account 

Code – 👉 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 ₹50,263 
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. 
 

 
 
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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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. 
 

 
 
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”. 
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On confirming the pop-up message, the system will display a success message 
“Mismatch Amount Added successfully”. 
 
 

 
 
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 

 
 
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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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. 
 

 
 
From the Mismatch Account Code drop-down, choose the correct account code. 
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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. 
 

 
 
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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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. 
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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. 
 
 
 

 
 

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. 
 

 
 
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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To reconcile Other Data Receipts Mismatch of ₹10,500, click on the Mismatch 
Account Code dropdown. From the list, select the appropriate mismatch account code 
(8671003600 – Other Data Receipts Mismatch). 
 

 
 
In the Account Code field, type a few characters (e.g., “money o”) 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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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. 
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Once added, the entry will appear in the table below. Notice that the balance amount to 
be entered is now ₹500 (since only ₹10,000 has been mapped out of ₹10,500). The user 
must add another transaction to complete the reconciliation. 
 

 
 
Now, the remaining ₹500 is reconciled by selecting 1201004000 – Commission on 
Inland Money Orders. After reconciliation entries are added, click the Post button. 

 
A confirmation message appears: “Are you sure you want to post the transaction?” 
Review carefully and then click Yes. 
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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. 
 

 
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 ₹25,000). 
The next step is to reconcile these pending entries one by one.  
 
 

 
 
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: 

 ₹10,000 → Post Office Recurring Deposits – Receipts (RD) 
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 ₹15,000 → Sukanya Samriddhi Account – Receipts (SSA) 
Since the balance amount to be entered is now 0.00, the Post button is enabled. 
The user should now click on Post to finalize the reconciliation. 

 

 
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. 
 

 
After confirmation, the system displays a success message: ✅ “Mismatch Amount 
successfully posted”. Click on OK to proceed. 

 
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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The reconciliation posting screen for ₹25,000 opens. 
Here, the Head Record Officer has classified the mismatch under: 

 Account Code: 8001000200 – Post Office Savings Bank Account – Payments 
 Amount: ₹25,000 
 Remarks: SB Withdrawal 

As the balance amount to be entered is 0.00, the Post button becomes enabled. 
Click on Post to proceed. 

 

 
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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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.  
 

 
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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Once the user is satisfied with the classification of the Daily Accounts, user can click on 
the Verify button.  
 

 
System will throw you a pop-up message to confirm the verification. Click on Yes. 
 

 
A pop-up message “Account Verified successfully!” will be displayed as shown in the 
above image.  
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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. 
 
 
 
 

 
 
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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Upon clicking the Verify button a pop-up window will open by asking Are you sure to 
verify the data. Click on Yes button. 
 

 
 

Upon clicking the Yes button accounts will be verified and a success message will be 
displayed on the right bottom of the screen. 
 

 
 
If any office need to be excluded from account verification, select the reason for 
excluding from the dropdown option. 
 

 
 
Upon selecting the reason, click on the Exclude button.  
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Upon clicking the exclude button a pop-up window will be opened for confirmation of 
the exemption from account verification. Click on Confirm button. 
 

 
 

Upon clicking the Confirm button, a success message of exclude submission will be 
displayed on the bottom right corner of the screen. 
 

 
 
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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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. 
 

 
 
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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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 
 

 
 
To generate a Cash Book, click ‘Accounts Consolidation’ in the Accounts card. 
 

 
 
Click on ‘Cash Book’ option. 
 

 
 
On clicking ‘Cash Book’, 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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To initiate submission of accounts to the Cash Book, select the date and click ‘Fetch’. 
 

 
 
 
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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Upon clicking the Submit to Cashbook button, message will pop-up with two option. 
Click on Confirm button to generate the Cash Book. 
 

 
 
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 
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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’. 
 
 

 
 
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 

 
 
Transfer entry posting can be done only after generation of the Cash Book for a date. 
Click ‘Transfer Posting’ under ‘Accounts Consolidation’. 
 

 
 
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. 
 
 
 

 
 
Reports of transfer postings over a period can be generated using ‘Reports’ on the 
Transfer Posting screen. 

8.5.4 Cash Account 

 
 
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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Select the year and month and click ‘View Cash Account’. 
 

 
 
The Cash Account will be generated in PDF format, which can be printed or saved. 
 

 
 
Submit the generated Cash Account to PAO by selecting the year and month and 
clicking ‘Submit Cash Account’. 
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On clicking ‘Submit Cash Account’, a confirmation pop-up will appear. Click 
‘Confirm’ to submit. 
 
 
 

 
 

On clicking the ‘Confirm’ button, ‘Cash Account’ will be submitted to the PAO. 
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