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ABBREVIATIONS 

Sl. No. Abbreviation Description 

1 APT Advanced Postal Technology 

2 DH Divisional Head 

3 ASP Assistant Superintendent of PostOffices 

4 HQ Head Quarters 

5 CO 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 

SP / SSP 

Roster 

Management 

ASP HQ Division ROSTER VACANCY 

MANAGEMENT 

SP and above cadre Roster 

Management 

DIVISION 

HEAD 

APPROVER 

APPROVE ROSTER 

VACANCY AT 

DIVISIONAL LEVEL 

AD and above cadre Roster 

Management 

CIRCLE HEAD 

APPROVER 

APPROVE ROSTER  

VACANCY AND CIRCLE 

WITHHELD AT CIRCLE 

LEVEL 

ADG and above 

cadre 

Roster 

Management 

DIRECTORATE 

LEVEL 

APPROVER 

APPROVE ROSTER 

VACANCY AT 

DIVISIONAL LEVEL 

 

 

 

 

 

https://app.indiapost.gov.in/employeeportal
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4 GDS Roster Management 

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

4.1 ASP HQ Division - ROSTER VACANCY MANAGEMENT 

 

 
 

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

Management” screen.  

 
 

Upon clicking “Gramin Dak Sevak Roster Management” card, it will redirect below said 

page 
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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.  

 

 

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 is 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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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. 

 

 

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. 

 
 

4. View Withheld Posts 

Displays Post IDs marked as Withheld. Data will be shown only after captured 

through “GDS Roster Withheld Management” page. 
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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). 

 

 
 

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.  

 

 

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

Pending”. 

B. Search :  Using this option user can filter any values displayed in the dashboard. 

C. View (Column Customization): Enables customization of dashboard columns. 

D. Export to Excel : Exports the currently displayed dashboard data to an Excel file. 

E. The "Withheld" button will be enabled only after mapping the Office with Gender 

and Language; otherwise, it will remain disabled. 

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.  

 
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  this button to fetch and 

update the latest changes here. 

  

b. Select the relevant category 
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c. Reason for Withheld 

 
 

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. Click on  button to view the uploaded pdf. 

f. Click on  or  to reupload pdf in case of wrong upload. 

g. Level 

 
 

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 
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Displays GDS details mapped to posts with a valid status. 

 
 

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. 

 

 

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. 

 
 

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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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. 

 
 

 

6. Search By 

On clicking the button the a popup window will be shown in the screen 

 
Option available to search by below said criteria 

 

 
 

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. 
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4.1.3. GDS Roster Vacancy Management 

 

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 

 
 

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

Pending”. 

B. Search :  Using this option user can filter any values displayed in the dashboard. 

C. View (Column Customization): Enables customization of dashboard columns. 

D. Export to Excel : Exports the currently displayed dashboard data to an Excel file. 

E. The "Save" button will be enabled only after mapping the Office with Gender and 

Language; otherwise, it will remain disabled. 

F. 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.  
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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  this button to fetch and update 

the latest changes here. 

b. Select the relevant category 

 

 
c. Level 

 
 

Based on level and cadre “Post Slab” will be displayed. 

d. Reason for Vacancy  
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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. 

 

 

1. View Filled Posts with Valid Status 

 

Displays GDS details mapped to posts with a valid status. 

 
 

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. 
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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 .

 
 

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). 

 

 
 

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. 

 
 

 

6. Search By 

On clicking the button  a popup window will be shown in the screen 
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Option available to search by below said criteria 

 

 
 

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 

 

i. 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: 
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• 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. 

 

 
 

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

the screen 

 

Upon clicking ‘Select Vacancy Mode’ dropdown, only active modules and cycle will be 

available in the drop down. Select the active cycle.  



   
 

INDIA POST – APT 2.0  Page 21 of 28 
 

Operational Guide – GDS ROSTER MANAGEMENT 

 

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

 

 
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. 

I. 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 

 

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

 
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 

 

 

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 

 
“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. 

I. If user 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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J. 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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4.4 GDS Roster Directorate Approval 

 

 

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. 
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4.5 GDS Roster Circle Withheld 

 

 

 
 

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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Click on “Withheld” button to withheld the post.  

 

 


