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ABBREVIATIONS

SI. No. Abbreviation Description

1 APT Advanced Postal Technology

2 DH Divisional Head

3 ASP Assistant Superintendent of PostOffices
4 HQ Head Quarters

5 CcO Circle Office

6 DO Divisional Office

7 OA Office Assistant

8 GDS Gramin Dak Sevak

9 MDM Master Data Management
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Operational Guide :

Operational Guide Version 1.5 Dated 31.12.2025

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 respective manuals and

volumes only. The APT Operational Guide should not be cited as Rulings.
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1 Introduction

This Operational Guide provides detailed procedure for the “GDS Roster Management”
module for Administrative Offices. This module has been specifically designed to manage
the GDS Vacancies of offices under their administrative jurisdiction. Data available in this
module is populated from Master Data Management. Details updated in this module will be
auto populated in Vacancy dependent modules like Rule 3, GDS Online, GDS
Compassionate appointment cases etc.

2 Login

The user has to login through web browser using URL
https://app.indiapost.gov.in/employeeportal with existing user id and password.

3 Roles

The following are the roles required to be assigned at different levels:

Role Assigned to Module Name | Role Name Role Description
Below the cadre of | Roster ASP HQ Division | ROSTER VACANCY
SP / SSP Management MANAGEMENT
SP and above cadre | Roster DIVISION APPROVE ROSTER
Management HEAD VACANCY AT
APPROVER DIVISIONAL LEVEL
AD and above cadre | Roster CIRCLE HEAD | APPROVE ROSTER
Management APPROVER VACANCY AND CIRCLE
WITHHELD AT CIRCLE
LEVEL
ADG and above Roster DIRECTORATE | APPROVE ROSTER
cadre Management LEVEL VACANCY AT
APPROVER DIVISIONAL LEVEL
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4 GDS Roster Management

w Department of Posts 2 e 3
% = Ministry of Communications, Government of India e
Home  BCPSolutions  Device Registration  Employee Transfers L Others v
to IT 2.0 APT Application Mysuru Div
[B Favourites (ctri+F)
O

g B

On assign any of the above role “ROSTER MANAGEMENT” card will be visible.

4.1 ASP HQ Division - ROSTER VACANCY MANAGEMENT

Department of Posts
Ministry of Commumications, Government of India

A2

1 Others ~

[B) Favourites (Ce k)

Welcome to
Department of Posts Lcﬂmkm‘ Dak Sevak Roster 2?\ ]\]I::mm Roster Eﬂ]
ROSTER MANAGEMENT e A IEWHV(

Roster and vacancy management for Gramin Dak Sevaks

Upon clicking “GDS Roster Management” card, it will redirect to “Gramin Dak Sevak Roster
Management” screen.

Department of Posts
Ministry of Commumications, Government of Indiz

Home  Complaint Empl Transfors iza Error Mzmt i Review  Emit Others ~

felcome to IT 2.0 APT Application
[B) Favourites (CahE)

CDSRosir

Division Level Verification of GDS Roster Vecancy
before Circle Approval

Upon clicking “Gramin Dak Sevak Roster Management” card, it will redirect below said
page
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Department of Posts
Ministry of Commmmications, Government of India

Home  Complamt Management  Emplovee Transfors  Enterprise Ervor Memt Review  Exit. Others +

'Welcome to IT 2.0 APT Application

[B) Favourites (Cuk+F)

Cramin Dak Sevak Roster o GDS Roster [ﬂ] CDS Roater
Langnage Management ‘Withheld Management Vacancy Management
GDS Roster Languags Maragemant GDS Roster Withheld Managsment GDS Roster Vacancy Manzgemant

This screen will display the following sub cards based on the Office hierarchy:
1. GDS Roster Language Management- Below the DH cadre preferably

ASP(HQ) of the Division

2. GDS Roster Withheld Vacancy Management- Below the DH cadre preferably
ASP(HQ) of the Division

3. GDS Roster Vacancy Management - Below the DH cadre preferably ASP(HQ) of the
Division

4.1.1 Gramin Dak Sevak Roster Language Management

Upon clicking “Gramin Dak Sevak Roster Language Management” sub-card, it will redirect
to ‘GDS Local Language Management” screen. Click on “Select Vacancy Mode” drop down.

Home  Complaint M. Employes Transfs Enterprise Error Mgmt ~ Establishment Review  Exit Management  Others v

[a Favountes (Ctrl+F)

& Home > & GDS Roster Home > Language Management

@ GDS Local Language Management

Manage GDS Local Lanzuage details

If an office is designated as a Women’s Post Office, set the gender to Women and click Save.
Only modulez with an active cycle will be displayed in the dropdown menu.

sty (]

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will be
available in the drop down. Select the active cycle.
Note: If no active module is live no value will be shown in the drop down
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Upon selecting the Active Cycle from the drop-down menu, the following options will be
displayed :

6. Save/ Reset Availability

The Save and Reset options are enabled only when the status is “HQ Pending”.
7. Filter

Allows users to search using any value displayed in the dashboard.
8. View (Column Customization)

Enables customization of dashboard columns.
9. Export to Excel

Exports the currently displayed dashboard data to an Excel file.
10. Reset

Resets all entered or selected values.
11. Save

Saves the selected Local Language and Gender details.

Important Notes
a. If the office is designated as a Women’s Post Office, select Gender = Women and
click Save.
b. Mapping Office with Local Language and Gender 1is mandatory.
Without this mapping, users will not be allowed to save data on the Vacant or
Withheld pages.

1. View Filled Posts with Valid Status
Displays GDS details mapped to posts with a valid status.
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Details of Filled posts as per PMDM

Only GDS with an active status in the PIS system will be displayed in this dashboard. Their Post IDs will not appear in the ‘GDS Withheld" or “Vacancy Management' page

[ Q bearch. ] = vw

GDS Name 1L Cadreld 7. CadreName 7l DesignationId 7. Designation 1.  PISCDSSéatws 7| Langusge Tl Cender 1. Reporting Office Name 1L Postld 1. PostSkb Tl Level 11
50138326  YASHAVANTHAKUMAR S 56 EPM 157 Eranch Post Master  Suspension Kamnzda Women Periyapatnz 5.0 Alanzhalli B.O 30002350
50555162  DIV¥AA 56 EPM 197 Eranch Post Master  Active General Saligrama §.0 Mysuru AnkanzhaliBO 30002351
50577454  PRIYAS 56 EPM 157 Eranch Post Master  Active Kamnzda General BogadiS.0 Alanzhalli B.O 30002352
50457305 JAGADAMBADS 56 EPM 197 Eranch Post Master  Active Kamnzda Women Bettadapura 5.0 Ambalare B.O 30002353
50519438  BHAVAMIS 56 EPM 157 Eranch Post Master  Active General e Kote5.0 EO 30005354
50577453  SAVITHRI SHIDLINGAPPACHA 56 BEM 157 Branch Post Master  Active General Rathmapuri Colony 5.0 AswaluB.O 30002355

2. View Filled Posts with Invalid Status

Displays GDS details mapped to posts with an invalid status. These issues must be
resolved in the PIS module. Ensure the page is cleared (nil) before proceeding.

—

" Details of posts with Ivakid Seatus as per PAIDM

Osnly GDS with an irvalid status in the PIS svetern will be displayed in this daskboard. Their Post IDe will ot sppear in the *GDS Withheld" or “Vacaney Manspement® page

A

Qi Saarch B = vw

Diink_S0047945 50047943 i;':‘“'“"’m “ s Male Daloeak  16-06-1983 24032028 29660529 :;E B Yelkre Dirésicn x Cay
50545108 GAJAYASHREE s Fasnale BPM 15-08-2022 08-05-2065 2101542 Edayassatm 5.0 Vallors Divisica m%
0641542 VanbmK s Male Daksevak  15-09-2004 1072070 966050 Kapadi SO Vellore Division ﬂ 5
SRR TTSRENATHING e Aeats e e ~ Anes E T T S——, atla Toivion Lo ity

A. After correcting the data in the PIS module, click “Fetch Updated Data” to clear
the data on this page.
B. The discrepancy reason will be displayed in the corresponding column.

3. View Vacant Posts
Displays Post IDs marked as Vacant. Data will be shown only after captured
through “GDS Vacancy Management” page for the selected Module and Cycle.

Details of Vacant posts as per PMDM

Only the Post IDs marked as “Vacant* through ‘GDS Vacant Management" will be shown here

Q Bearch R

30002426 36 Top 197 President Genaral ST MyszruHO 50 12000 Level?  promotion
30002443 36 BPM 197 f‘{mm Kannada Generl  PWDDE  SalizensSOMysmu  Lakkdluppe BO 12000 Leval1 md“'m“"“;'
Rowsparpaze 10 v cc e Lofl 3

4. View Withheld Posts
Displays Post IDs marked as Withheld. Data will be shown only after captured
through “GDS Roster Withheld Management” page.

INDIA POST - APT 2.0 Page 9 of 28
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Details of Withheld posts as per PMDM

Only the Post IDs marked as “Withheld" through *GDS Withheld Management® will be shown here

[ Q bearch. = vew

Export Bxcel

30002409 36 BPM 157

Hom Agrzhara BO 14300 Level2

5a82s ASASDASDASD

Master Nagar SO
Samaswathipwam  SERA compassionata -
27
30002418 ® 6 Daksedk 273 Dak Sevake o TExcmane 00 Leel?  Komaia General
30002428 ® 5% BN 197 Branch Post HezpdedemaBote  Kolegowdmaball 1000 Lel?  Kamaa Ganaral

Master S0 BO

5. View Posts Marked for Other Modules
Displays Post IDs marked as Vacant for other modules (e.g., if Rule-3 is selected,
posts marked vacant for GDS Online / CCE will be shown).

Details of posts marked for other modules as per PMDM

Only the Post IDs mapped to other modules will be shown here

Q Bearch.. g

1 Level Tl Module Tl

Cyele
Name

56 BPM 187 M General Hunsur SO Maradw BO 30002453 Rule3 October-2025
Branch Post

6 BPM 19 A General Eattemalalavad: 5.0 Modur B.O 30002456 Rule3 October-2015
Branch Post Shamboganahalli

4.1.2 GDS Roster Withheld Vacancy Management

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will be
available in the drop down. Select the active cycle.

Home BCPSclutions Device Registration B30 eeitiill Exit Management  Leave Management System  Others v

felcome to IT 2.0 APT Application
@ Favourites (Ctrl+F) *

[ ]
it Home> [ GDS Roster Home > Withheld Management

@ GDS Withheld Management

b] Manaze GD'E Withheld details

Only modules with an active cycle will be displayed in the dropdown menu. Posts considered for *Withheld* will appear in the grid.

Salect Vacancy Mode

Note: If no active module is live no value will be shown in the drop down

Upon selecting the Active Cycle from the drop-down menu, the following options will be
displayed :
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India Post
Dok o e

@ GDS Withheld Management

ety module: with 2 active cycle will be dizplyed is the dropdown mesn. Posts considersd for *Withhald will appear in the grid

View Filled P with ¥

Fantified -
F conet Wiked  dar ® NG L Delevek 173 Dtk Sevek. Temil Gz EW3 Vel 5O VelenHO  G600LY 1000  Lewll  Rele?
AR
G m - 319242 8l Delmsk 173 Dotk Bavae Temi Cemans] Vil HO VelenHO 5010

>

Status : The Save and Reset buttons will visibile only when the status is “HQ
Pending”.

Search : Using this option user can filter any values displayed in the dashboard.
View (Column Customization): Enables customization of dashboard columns.
Export to Excel : Exports the currently displayed dashboard data to an Excel file.
The "Withheld" button will be enabled only after mapping the Office with Gender
and Language; otherwise, it will remain disabled.

=0

F. Reset : Resets the values updated using “Withheld” option
G. Withheld : This option is used to mark Post ID as withheld. On clicking “Withheld”
option one popup window will be displayed in the screen.
Mark Withheld
Fields marked with an asterisk (*) zre mendmory and mmst be filled befors withheld
Past ID Office Name Refresh PAIDAS Data
30069163 Vellore HO [ o | a
Cadre Name Category * Reason for Withbeld *
Daksevak WS - b Not Jestified (Propossd 1o declars surph [
Upload Supperting Decument * e f Level * Bt Shab
d withheld_J0069163_19530012_0051227pdf @ X Lawll . g 10000

“Omjy PDF flles allowed Aovimm flle rize: 100 E8

Remarks *
s Bfsdidf | h

*\dpnimam 10 ad macimeum 100 characiers allowed Only aijphowumeric characsers aad special charocters
(- _) v parmitrad

i j
[ e ] vt
a. Ifany MDM data (e.g., Office name, Cadre name, etc.) is be corrected, first

correct the details in the MDM module and then click H this button to fetch and
update the latest changes here.

b. Select the relevant category
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Category =

OBC -

EWs
oOBC -

2C

P
PD-E
P

PWD-DE

c. Reason for Withheld

Feaszon for Wirthkeld =~
Ealact e

Tramzf=r In

Mot JostifSed {Proposed to declans
surpla=]

Compassionats {(vacant for less
than =fx momth=]

CTourt Case
Imn Fipeline (Ensassanant)
SurplusSksleton Fosts

CTandidate ot s=lected in Cmiline
Srcheduls Tanmary 2HIS

Temparar: Bosts

Appeal Pendine

| Post Lperadation undsr process I

d. Upload Supporting document : Upload the signed copy of authority for reason for
withholding the post. It should be PDF file and less than 200 kb

e. Clickon ® button to view the uploaded pdf.
Clickon © or * to reupload pdfin case of wrong upload.

g. Level

Level *
Selact kS

Lewell

Lewell

Based on level and cadre “Post Slab” will be displayed.
h. Remarks : Remarks should be of minimum 10 characters.
i.  Cancel : To revert to “Withheld” Dashboard without saving.
j. Withheld : To mark the Post ID as withheld. This button will be enabled only after
all mandatory fields are filled and a remark of at least 10 characters is entered.
H. View Uploaded File : Using this button you can see the document uploaded after
marking the Post ID as Withheld.

1. View Filled Posts with Valid Status
INDIA POST - APT 2.0 Page 12 of 28
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Displays GDS details mapped to posts with a valid status.

Details of Filled posts as per PMDM

Only GDS with an active status in the PIS system will be displayed in this dashboard. Their Post IDs will not appear in the ‘GDS Withheld" or ‘Vacancy Management' page

[ Q bearch. ] = Vew  EspontExcel

GDS Name 11 Cadreld T CsdreName 7| Designationld T Designation 1.  PISGDSStatus Tl Langnage 1| Cender 1. Reporting Office Name 1. Poctld 1. PostShb 1l Level Tl
50138926  YASHAVANTHAKUMAR S 56 BEM 157 Branch Post Master  Suspension Kannada Women  Perivapatna 5.0 AlmahaliBO 30002350
50535162 DIVYAA 56 BPM 157 Branch Post Master  Active General Salierama §.0 Mysur AnkerahalliBO 30002351
50577434 PRIYAS 56 BEM 197 Branch Post Master  Active Kamnada Gamerdl  BogdiSO AlmahalliBO 30002332
50497905  JAGADAMBADS 56 BEM 197 Branch Post Master  Active Kamnada Women  Bettadspwa 5.0 Ambalare B.O 30002353
50519438 BHAVAMIS 56 BEM 197 Branch Post Master  Active General 2 Kote 5.0 BO 30002334
50577433 SAVITHRI SHIDLINGAPPACHA 36 BEM 197 Branch Post Master  Active Geerl  Rathmapuri Colony .0 AswaluB.O 30002355

2. View Filled Posts with Invalid Status

Displays GDS details mapped to posts with an invalid status. These issues must be
resolved in the PIS module. Ensure the page is cleared (nil) before proceeding.

—

" Details o posts with Invalid Status as per PMDM

Ogzly GDS with an invalid status in the PIS svetern will be displaved in this daskboard. Their Post IDs will ot appear in the "GDS Withheld" or “Vacancy Manspement” page

A

Q Seae B = v Epenm

SELVAKUMAR SLR Swatcisn . Compai Gty Tamileadu
s 2 " v
sooemis | " Ds Male Dulsevak  16.06-1983 24.08.2008 e Yelloe Division -
50549108 GAJAYASHREE e Fasaale BPM 15-09-2022 08-09-2065 29101542 Edavazsattm B.O Vallors Divisica - T

a Fegion Circle
0641542 VambanK eDs Male Dalsevak 19092024 107207 BN Rupaki 50 WollweDivision  NmSiCHy  Talad

Fegion Circle

SNRSNRT VISUANATHAN G R hals RIAE ECRUE LYY - AR RS NIRRT Thanewwts R 0 TaTlaws Thsuiom Chmnai ¥ Temuizade

A. After correcting the data in the PIS module, click “Fetch Updated Data” to clear
the data on this page.
B. The discrepancy reason will be displayed in the corresponding column.

3. View Vacant Posts
Displays Post IDs marked as Vacant. Data will be shown only after captured
through “GDS Vacancy Management” page for the selected Module and Cycle.

Details of Vacant posts as per PMDM

Only the Post IDs marked as “Vacant” through ‘GDS Vacant Management® will be shown here

Q Bearch . = Vew  ExpotEacel

| Keporting Offce
Name

1 Gender Tl Category 1. 1} Office Name 1

30002426 36 Top 197 President Genaral ST MyszruHO B0 12000 Level?  promotion GDs
Branch Post deputation-long-

30002443 36 BPM 197 by Kannada Generl  PWDDE  SalizensSOMysmu  Lakkdluppe BO 12000 Leall PSR opg

Rowsparpaze 10 v e Lofl 2 1-2of 2row(s)

4. View Posts Marked for Other Modules
Displays Post IDs marked as Vacant for other modules (e.g., if Rule-3 is selected,
posts marked vacant for GDS Online / CCE will be shown).
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Details of posts marked for other modules as per PMDM

Only the Post IDs mapped to other modules will be shown here

Q Bearch.

BPM

157 i General Hunsar 5.0 Maradwr BO 30002453 Rule3 October-2025
Branch Post
6 BRM 197 N Generl  KatemaladlovadiSO  ModwB.O 30002456 Rule3 October-2025
- Branch Post Shamuboganzhalli

View Discrepancies

Displays Post IDs having invalid Cadre ID / Name. To resolve this issue raise ticket
under MDM module. Without clearing these discrepancies user will not be allowed
to proceed further.

Details of Discrepancy pasts as per PMDM

Oxly on clearin discrepancy these Post 1ds will be available in Vacancy / Witkheld maragement page.

Q Seah.

Discrepancy Remarks 1) CDSId 1, CDSName . Cadreld 1| CadreName 1|

Designation Id 1|  Desigoation 1, FPISGDSStafus 1|  Lamgusge 1| Gender 1|

Vacant

Vacant

Reporting Office Name 1| Office Name 1 Postld 1) PostShab 1|

Afiimzch in Cadra 14 and Cadra Name

MysrnHO Konharsbelwhor BO - 30002426 12000

Mismanch in Cadre 1d and Cadre Name

Krishea Raja Nazar .0 Erishrapuna 8.0 30002482

Rowsparpeze 10 -

6. Search By
On clicking the button the a popup window will be shown in the screen
Detailed Report
Search by
Option available to search by below said criteria
Salect -
GD5 D
Office ID
Post ID I
7. Fetch Updated Data : After correcting the data in the PIS module, click "Fetch
Updated Data" to get the latest changes made in the PIS module.
INDIA POST-APT 2.0
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India Post
Dok o e

4.1.3. GDS Roster Vacancy Management

i Home > | GDS Roster Home > Vecancy Management
© GDS Vacancy Management
Mznaze GDS Vacancy details

Only modules with an active cycle will be displayed in the dropdown menu. Posts considered for “Vacancy* will appear in the grid.

Select Vacancy Mode

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will
be available in the drop down. Select the active cycle the said screen will be displayed:
Note: If no active module is live no value will be shown in the drop down

& GDS Vacancy Management
Mieage G5 Vacamcy death

ady module: with 12 setive ey cla mill ba dizplyyed ia the dropdewn meae. Poets considered for ‘Vacasey® will sppasr in the prid.

Ruiel-fr-201

A Seavwn HQ Pending The ‘Siv’ 1ad ‘Resst busion: will be ensbied valr sfier mapping the Local Langusge and Gender om the Local Lusguage Raavier Misagement pigt C D
B = s
o Bomszpeckuspatay
E L Thenst radepiovad. 30068932 5 ABDM Leg ABPM Tamsl Ousarel m LewritO BO TR s 10000 Leval | Relad b
poe

>

Status : The Save and Reset buttons will visibile only when the status is “HQ
Pending”.

Search : Using this option user can filter any values displayed in the dashboard.
View (Column Customization): Enables customization of dashboard columns.
Export to Excel : Exports the currently displayed dashboard data to an Excel file.
The "Save" button will be enabled only after mapping the Office with Gender and
Language; otherwise, it will remain disabled.

Reset : Resets the values updated using “Save” option

G. Save : This option is used to mark Post ID as Vacant. On clicking “Save” option one
popup window will be displayed in the screen.

moow
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Mark Vacancy
Fields marked with an asterisk (*) are mandatory and must be fillad befors savinz
Post ID Cadre Name Office Name Refresh PMDM Data
30068908 Daksevak Katpadi .0 a
Local Lanzuage Gender Category * b Level * o
Tamul General EWs - Levall v
Post Slab Reason for Vacancy *
10000 GDS Oxzline Unfilled v d
e f

=
a. If any MDM data (e.g., Office name, Cadre name, etc.) is be corrected, first correct

the details in the MDM module and then click E this button to fetch and update
the latest changes here.
b. Select the relevant category

Category =

EWS
oOBC e

2C
P-4
PD-E

P

PWD-DE

c. Level

Level *

Selact B

Levell

Levell

Based on level and cadre “Post Slab” will be displayed.
d. Reason for Vacancy
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1.

Transfer Out

Promotion

Deputation Lons Term
Dizcharzs

Beesignation

Volantary Dzcharge
Femoeval Tizmizsal
Ruled Unfillad

GDE Online Unfilled o
CRC GDE Unfilled
Newly Fedeployed Post
Dieceazad

e. Cancel : To revert to the Vacancy Dashboard without saving.

f. Save : To mark the Post ID as vacant. This button will be enabled only after all
mandatory fields are filled and a remark of at least 10 characters is entered.

View Filled Posts with Valid Status

Displays GDS details mapped to posts with a valid status.

Details of Filled posts as per PMDM
Only GDS with an active status in the PIS system will be displaved in this dashboard. Their Post IDs will not appear in the *GDS Withheld® or *Vacancy Management* page

[ Q Bearch. ] = view Export Excal

GDS Name T) Cadreld 1) CadreName 7| DesignationId T. Desiznation T PISGDSStatez T}  Langnage T) Gender Tl Poctld T PostShb Tl Level 1L
50138926 TASHAVANTHAKUMAR 5 56 BPM 157 Branch Post Master  Suspension Kannada TWomen Periyapama 8.0 Alanzhalli B.O 30002350
50555162 DIVYAA 56 BPM 157 Branch Post Master  Active General Saligrama § O Mysura Ankanzhalli BO 30002351
50577454 PRIYAS 56 BPM 157 Branch Post Master  Active Kannada General BozadiS 0 Alanzhalli B.O 30002352
50497905 TAGADAMBAD § 56 BPM 157 Branch Post Master  Active Kannada TWomen Bettadapura 5.0 Ambalara BO 30002353
30519438 BHAVAMI S 36 BPM 157 Branch Post Master  Active General 2 Kotz 5.0 BO 30002354
50377453 SAVITHRI SHIDLINGAPPACHA 56 BPM 157 Branch Post Master  Active General Rathrapuri Coloay 5.0 AswzluB.O 30002355

2. View Filled Posts with Invalid Status

Displays GDS details mapped to posts with an invalid status. These issues must be
resolved in the PIS module. Ensure the page is cleared (nil) before proceeding.

—

Details of posts with Invalid Status as per PMDM

Only GDS with an ivvalid status in the PIS svstem will be displayed im this dashboard. Thewr Post IDs will not appear in the “GDS Withheld" or “Vacancy Management® page
Fetch Upelted Data A

Q0 Search B = Vaw  Exentu

soases SR ons Nbsle Dubseak 16061983 2083028 Begrsy 5L SmRnE Valloea Divicin g S e
50549108  GAJAYASHREE GD8 Faenale BIM 15-09-2022 08-09-2065 B101542 Edavassath B.O Vallore Division mw é:‘n];hd‘n
50641542 VanhanK ons Nsle Dubsevak 19082004 10n.2070 BSW  Kapadi 5O Velloea Divicicn ﬂ A
KA1 VTERANATHAN G P Abaia e 010 ma ~ Ao WK Thememalsi RO llwa Niicin OO Gy Tamibsada
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\j India Post:
e

C. After correcting the data in the PIS module, click “Fetch Updated Data” to clear
the data on this page.

D. The discrepancy reason will be displayed in the corresponding column.

3. View Withheld Posts

Displays Post IDs marked as Withheld. Data will be shown only after captured
through “GDS Withheld Management” page .

Details of Vacant posts as per PMIDM

Only the Post IDs marked as “Vacant* through ‘GDS Vacant Management" will be shown here

Q Bearch 35 View  EsponExcal

Post
Shab

T Level Tl Remarks 1) Module Tl

30002426 56 Top 197 President Genaral 5T MysuruHO EO 12000 Level 2 promotion. GDS

30002443 56 BEM 197 » Kannada General PWD-DE Saligrama $.0 Mysuru Lakkikuppe 5.0 12000 Level 1 mde"m“"m' GDs

Rowsperpage 10 v « < lofl 4 » 1-2of 2 row(s)

4. View Posts Marked for Other Modules
Displays Post IDs marked as Vacant for other modules (e.g., if Rule-3 is selected,
posts marked vacant for GDS Online / CCE will be shown).

Details of posts marked for other modules as per PMDM

Only the Post IDs mapped to other modules will be shown here

Q pezrch. T View  ExpnExcel

Branch Post

36 BPM 187 » Women Bettadapura 5.0 Chikdanerale B O 30002374 12000 Leval 1 Rule3 October-2025  Vacant
Branch Post
6 BPM 197 M General Hunsur 5.0 Maradur BO 30002453 Rule3 October-2015  Vacamt
36 BPM 187 M Post General Kattemnalalavadi 5.0 Modur BO 30002456 Rule3 October-2025  Vacant
—— - Branch Post - . . Shanuboganahalli

5. View Discrepancies

Displays Post IDs having invalid Cadre ID / Name. To resolve this issue raise ticket
under MDM module. Without clearing these discrepancies user will not be allowed
to proceed further.

Details of Discrepancy posts as per PMDM
Only on clearing discrepancy thase Post 1ds will be available in Vacancy /T

Feich Updated Data
Q Seamh T view o b

Discrepancy Remarks 1] CDSId 1, GDSName t| Csdreld 1| CadreName | DesgmationTd | Designation t| PISGDSStafuc 1| Lamgusge | Gender }| Reporting OfficeNume 1|  Office Name 1| Postld 1| PostSish 1, Levdl 1|
Mizmatch in Cadre 1d and Cadre Name: 56 Top w7 Prasiden Generl MysmEO Kuthansheluhar BO 30002426 12000 Level2
‘Mizmatch in Cadre 1 and Cadre Name L BRM 138 dsafdfedt Generl Krisknz Raja Nogar .0 Erishrapurz 3.0 30002452
Rowsperpaze 10 el 0f 2 row(s)

Closz

On clicking the button a popup window will be shown in the screen
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Detailed Report
Search by

Select - Enter Id

Option available to search by below said criteria

Zelact v

GDs ID

Offfce ID

Post ID I

7.  After correcting the data in the PIS module, click "Fetch Updated Data" to get
the latest changes made in the PIS module.

8. Click here for PIS SOP document : To get the SOP for correct the employee
status and other details in PIS Module.

9. Submission to Divisional Head

Use this only after mapping all Post IDs considered for vacancy as Vacant or

Withheld, and after resolving the discrepancies shown under the “Discrepancies”

and “View Filled Posts with Invalid Status” buttons

@ Submission to Divisional Head

Statas: HQ Pending The ‘Coafirm the above said eatries are comrect’ Check-box, will be enabled only when "GDS Posts Without Statas” and 'Discrepancy is GDS Posts’ is zero.

D5 Pasts
% markedas o UR Y EWS 1 OBCH SC 1 ST 1l 1 ~
Vacamcy

[ Confirm the above said entries are found correct '\ vi

1. Status: Displays the current process status. Until the user submits to the Divisional
Head, the status will show “HQ Pending.” Once submitted, the status will change
and the user will no longer be allowed to make edits. (The checkbox “Confirm the
above said entries are found correct” will no longer be visible.)

ii.  GDS Posts marked for other modules: Ensure the Post IDs marked for other
modules/cycles are correct.

iii.  GDS Posts without status: This value must be zero.
iv.  Discrepancy in GDS Posts: This value must be zero.
Note:

INDIA POST - APT 2.0 Page 19 of 28




(-_\. Operational Guide - GDS ROSTER MANAGEMENT

e Users cannot proceed further without clearing discrepancies shown in “GDS
Posts without Status” and “Discrepancy in GDS Posts.”

v.  Consider the above said entries are found correct: Click on the Check box on
clicking “Submit to Divisional Head” button will be visible

vi.  Submit to Divisional Head: Once the user clicks, no changes can be made in all
related pages—Local Language, Withheld, and Vacancy. Edits will only be
allowed if the Divisional Head / Circle User performs a RESET, after which the user
can update all related pages—Local Language, Withheld, and Vacancy.
Note: Now the “Status” will be changed to “HQ Submitted”

4.2 DIVISION HEAD APPROVER - APPROVE ROSTER VACANCY
AT DIVISIONAL LEVEL

When login with this role below said Card will be shown in the screen.

j:+"  BazManazement Barcode and Label Mnzmt  BCPSolutions  Bookinz Solution  BudgetModule  Others

eleome to IT 2.0 APT Application

@ Favountes (CirHF)

ODSRocter

Drivizion Level Verification of GD'E Roster Vacancy
befors Circle Approval

On Clicking the card “GDS Roster Division Verification” below said screen will be shown in
the screen

@ Home > =] GDS Roster Home > Division Verification

© Division Level Verification

Verify GDS Vacancy 2t Divisional Lavel

Select Vacancy Mode

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will be
available in the drop down. Select the active cycle.
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Note: If no active module is live no value will be shown in the drop down

© Division Level Verification

ria
BB Conirm ke sbove 15 s s o cherch F G

Before proceeding further, verify that the counts shown in each dashboard column

are tallied and match the agreed figures, including category and GDS cadre-wise

data.

On clicking each count, the detailed list will be displayed. Review and confirm that all

details shown are accurate.

A. Status: For Division Level Verification, the status must be “HQ Submitted.”

H. HQ Pending — The process is still pending with the ASP HQ role.

[.  Division Submitted — The Division has approved and submitted the data to the
Circle.

J. Circle Submitted — The Circle has approved the Division’s data.

K. Circle Approved — The Circle has approved all Divisions/units under its control and
submitted the data to the Directorate.

L. Directorate Freezed — The Directorate has approved all Circle’s data and freezed the
vacancy for Pan India.

B. Once the data is validated and agreed, the user must upload the signed certificate (as
prescribed by the Directorate) in PDF format.

* Click “Choose File” to open the file explorer, select the certificate, and click

“Open”.

C. View PDF: Click to preview the uploaded PDF.

D. Delete & Reupload PDF: Click this option to remove the existing file and upload a
new one if required.

E. Reset to ASP HQ: If any discrepancies are noticed during approval, click this button
to send the data back to the ASP HQ role for correction and update.

F. Confirm Entries: After uploading the certificate, tick the checkbox to confirm the
entries are correct. Once checked, the “Submit to Circle” button will be enabled.

G. Submit to Circle: After confirming the correctness of the data, click this button to
submit the records to the Circle for further processing.

H. Press Missing Division: If an error appears due to missing Division data in the
Roster Module, first correct the Office Master details in the MDM Module, then
click this button to fetch the updated Division data.
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Note: Once submitted, the Division Head (DH) cannot make corrections. Only the Circle can
perform a RESET if changes are required.

4.3 GDS Roster Circle Approval

This screen will display the following sub cards based on the Office hierarchy:
1. GDS Roster Circle Approval- AD and above cadre
2. GDS Roster Circle Withheld- AD and above cadre

Home  Exit Manapement  Leave Management System  MIS Reperts  Personnel Information Sys ~ Post Management — Others v

felcome to IT 2.0 APT Application

[§) Favourites (Ctrl+F)

GDS Roster n GDS Roster n
Circle Approval - Circle Withheld -
Circle Lavel Approval of GDS Foester Vacancy Circle Level Withheld of GDS Roster Vacancy

On clicking “GDS Roster Circle Approval” card it will show below said screen.
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4.3.1 GDS Roster Circle Approval

i Home> = GDS Roster Home = Circle Approval
@ GDS Roster Management for Circle
Manaze GDE Foster at Cocle-Level

Only modules with an active cycle will be displayed in the dropdown menu.

Salect Vacancy Mods e

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will
be available in the drop down. Select the active cycle the said screen will be displayed:
Note: If no active module is live no value will be shown in the drop down

& GDS Roster Managemeni for Circke

Oimby madulen wich sn secrive cyok will s Seplayed is the dropdows. e

Uplmdl Faggerming Tucumear ¢

D e Pintad-Pelp 3030000001 20051128 peid & o =
ey POV L aevens Mdzimum P 2. 580 E1

G Comfirm ihe whove suid sniries asw ound ooreec:

A. Approve: Once the Circle confirms that the details are correct, click the Approve
button.

B. Reset: If the Division/Unit needs to correct the vacancy details using the ASP role,
the Circle can click the Reset button.

C. “ :To view the certificate uploaded by the Division / Units
D. Once the data of all Circles got validated and agreed, the user must upload the signed
certificate (as prescribed by the Directorate) in PDF format.
* Click “Choose File” to open the file explorer, select the certificate, and click
“Open”.
E. View PDF: Click to preview the uploaded PDF.
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F. Delete & Reupload PDF: Click this option to remove the existing file and upload a
new one if required.

G. Confirm Entries: After uploading the certificate, tick the checkbox to confirm the
entries are correct. Once checked below said screen will be shown

@ Circle Summary Data

Q| Search. I Wiew Expor: Excel

GDS
CDS GDS GDS Pasis PWD-
Pasts tl Posls 1| Postx fl marked 1, UR f| EWS f| OBC f| 5C t| 5T fl A L
Avzilable Filled Withheld

“Freeze Circle Approval” will be visible only after the Circle has approved all
Divisions/Units under it.

Click “Freeze Circle Approval” if all details are verified and correct. Once
submitted, the Circle will no longer be able to make any changes.

H. Press Missing Division: If any Division/Unit reports that they are unable to capture
vacancies due to missing Division data in the Roster Module, first update the Office
Master details in the MDM Module. After updating, click this button to fetch and
refresh the Division data.

Note: Once submitted, the Circles cannot make corrections. Only the Directorate can
perform a RESET if changes are required.

[.  Ifuser want to see the details of each column user have to click on Hyperlink of
Division ID it will show one popup screen
If any Division having “Zero Vacancy” without waiting to Division to do Vacancy
capturing Circle can mark particular Division / unit as Vacancy completed. If any
vacancy is available for Division / unit it will not allow to mark as “Zero vacancy”.
Check the SOP for more in detail
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@ View Division Data

Division Data in Circle Office

Status: Divizion Submitted No Dare dvailable for Submission Division Office Name: Vellore Divizion Divizion Office ID: 29530012

[Q Fearch. ] = View Expan Excel

GDS

Paosts FWD- FWD- FWD- FWD-
: i TR t. EWS fl OBC fl SC tl 5T 1l A T B T c T DE t BFM 1, ABFM 1l

Vacancy

Fowsperpaze 10 - 8 4 lafl 3 » 1-1 of 1 row(s)

J. Ifany Division having “Zero Vacancy” without waiting to Division to do Vacancy
capturing Circle can mark particular Division / unit as Vacancy completed. If any
vacancy is available for Division / unit it will not allow to mark as “Zero vacancy”.
Check the SOP for more in detail

GDs
View €Ds GDS €DS Pasts o o o
<

Rewet §| Status §| wplosded y Posts t, Pests §| Posis t, marked t; UR §, EWS §y OBC §, 5C g, ST t| : nog T

file Available Filled ‘Withhedd s
Vacancy

HQ i R, -
Peuding Aimail Sorting Division Chemnai 20600001 0 ] ] ] [] [] ] 0 ] ] 0 ] ] ]
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4.4 GDS Roster Directorate Approval
c o 7 P ax Wme e ¢ 0 @
38 @ Seen-Typesand St @ LevNikoiyjec Tl [§ ulote [ TotsWarMedinall [ Temp [ Bport [ Guitsr @ DOPIT20 % The Buddha - The G. [ AllBakmars

© GDS for Di
Manage GUS Hoster ot Dirsctorate-Leve!

Only modules monu.

This sub card will be visible under the login of Directorate (Having the role of Directorate
Level Approver). In this card Directorate can ‘Reset or Approve’ on checking the Vacancy
position of each Circle.

Further, upon checking if data is not correct Directorate can click on ‘Reset’ button and data
flows to Circle User Login for correcting the same and to Resubmit. And when all the Circle
data has been Approved, Directorate can finally Freeze the complete schedule which can be
marked for Rule-3 or GDS Online or CRC cases within the stipulated time.

INDIA POST - APT 2.0 Page 26 of 28




Operational Guide - GDS ROSTER MANAGEMENT

India Post
Dok o e

4.5 GDS Roster Circle Withheld

c o 3 y Q% H @ o ¢ D @
@ Sieep-Typesand S, @ LevNikolgjevic Tok.. [ vkozto [ TotalWor Medieval2 [ Temp [ Bxport [ Gutsr [ DOPIT20 #¥ The Buddha - The G. [ Al Bookmarks

@ Circle Withheld Vacancy Management

Manage GOS Withiald Vax

with

Rulo3-Juty-2025 Mysury Divislon-21530030

le Approved o Data Avatable for Submissian

st
n I vew  Epotewd

WAtmki st 1} Remart 14 04 14 Desigraion 1 W owmdar 1l catery u P n 1 Smpet oo 14 oome
Sapstat- kg s o anors —— o = oo Assi o < 080y
= - 20002301 Bow Kareata Goneral UR Gunupraso a0s00s S0 Lowlz  WoiSE0 Office Assistant Rule3 prosR foci
— T T
2025 1502
’ s i . " Y . Serior Supsritendent of Post " — o8-0-2025
=3 _—rtE T T - e fo
[ o ekl v O Seieeen e ew | a wes) | eSermE W e ool
: - — : " Sorir Supsrinendant of o5t way- 26082025
=3 ——— S meon mme ey voiis 5 T o
csputaton o sy
= - T 30002683 ABPM Kannasa vionen  0BC SedingeowaBO  ZNOSZB 12000 Lowi2 IS8 Office Assistant Ruled v veant 18:09-2025 149615
T " Serior Supsritendem of Fast 5 o 12-09.2028
=5 Sd R B W iR R B 0 R DR .
: s i o ; 7 Sevior SuperitendentofPost | way 04092025
v s e ® | =m s e ear e ST ox 092
. Labahmipuram 5.0 i i T 15092025
e T o R e S — e
B 5 o wn | i o e eiss | e e edr s eaein P

we 10 2 > 1-70 af T row

This card can be used by the Circle Office user whenever Circle wants the particular Post ID
to be withheld for some reason like Court case etc. before the results are announced in respect
of Rule 3 or GDS Online or GDS Compassionate appointment cases and further Circle will
be able to show as Withheld against the Post Id’s within the stipulated time even after the
Vacancy Status has been notified by the Directorate.
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C @ localhost:3000/ros

@ Sieep - pesand St @ Lev N

Mark Withheld
Offica Name Postip

Kunthanabelathur 8.0 30002426

Reszon for Wi

Once the Withheid sction has been executed by the Circle, it shall be treated o5 final and cannot be revoked o reversed ot this st

Click on “Withheld” button to withheld the post.
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