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ABBREVIATIONS 
SL NO. ABBREVIATION FULL FORM 
1. IT Information Technology 
2 HO Head Office 
3 SO  Sub Office 
4 BO Branch Office 
6 HOA Head of account 
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Operational Guide : 

Operational Guide Version 1.0  Dated  19.11.2025 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. Update Departmental  employee profile data in DDO 
Service Book- Maker 

 
Departmental employee profile data can be corrected at concerned office of DDO.  
 

 
 
Click on the “Employee Management” sub card under “Personal Information system” 
card in “DDO Service Book - Maker login”.  
 
 

 
 
Upon clicking “Employee Management” sub card, “View and Update Employee Profile 
Data” option will be available to select, Click on “View and Update Employee Profile 
Data” option. 
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Upon Clicking “View and Update Employee Profile Data” option, it will navigate to 
“Modify Employee Information” page.  
 

 
Select the Departmental employee by filtering Office Type- Office- Employee and click 
on “Fetch” button.  
 

 
 
Upon clicking “Fetch” button, it will displays the selected employee information as 
following three segments: 

1. Personal Information 
2. Communication Details 
3. Posting Information. 
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Modify the required fields and click on “Submit” which is available in the “Posting 
Information” segment.  

 
Upon clicking “Submit”, a flash pop up “Request Submit Successfully” will be 
displayed.  
 

2. Approve Updated Departmental  employee profile data in 
DDO Service Book- Checker 

 
Modified Departmental employee profile data will be available in DDO Service Book –
Checker login.  
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Click on “Approve Employee” option which is available at Personal Information system- 
Employee Management in “DDO Service Book-Checker login”.  
 

 
 
Upon clicking “Approve Employee” option, it will navigate to “Employee Personal 
Information “page. Modified Departmental employee details which are pending for 
approval will be listed out.  
Click on “Approve/Reject” option available against employee id under “Action” column.  
 

 



    Operational Guide of UPDATION OF DEPARTMENT EMPLOYEE PROFILE DATA    
 

INDIA POST – APT 2.0  Page 9 of 13 
 

 
Upon clicking “Approve/Reject” button, it will display “Employee details” page. Click on 
“Approve” button if all details found correct or Click on “Reject” button, if 
discrepancies noticed.  

3. Communication Details Update Process 
 
The following Communication details of DEPARTMENTAL employee has been updated 
and approved at Divisional Office.  

1. Address 
2. Aadhar details 
3. PAN card details 
4. Mobile number 
5. Email id 

3.1 Roles 
 
DO OA- Dealing Assistant Service Book(Maker): For forwarding the communication 
request submitted by the Departmental employee or Edit communication details 
 
SP/SSP – Supervisor (Service Book Supervisor –SP/SSP) : For approval of 
communication details.  

3.2 Edit Communication details 
 

 
 
 
Click on “Edit communication Details” under Personal Information System-PIS Utilities 
(Forward and Edit Details) –Edit Communication Details 
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Upon clicking on “Edit communication details” option , it will navigate to “View Modify 
Communications” page. Select the Departmental employee by filtering Office Type- 
Office- Employee and click on “Fetch” button.  

 
 
Upon clicking “Fetch: button, “Employee details” dialogue box will display.  Change the 
communication details .  Click on “Forward” button.  

 
Upon clicking “Forward” button, a flash pop up “Request submitted successfully” will 
be displayed.  
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3.3 Approving Communication Details by SP/SSP 

 
 
In the SP/SSP login, click on “Communication details” option under Personal 
Information system- Approve Service Requests.   
  
 

 
 
The list of requests pending for approval will be displayed in ‘Approve Communications’ 
page. 
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Select the request needs to be processed by clicking on the checkbox and click on the 
‘Process’ button. 
 

 
The details will be displayed in a pop up screen. The supporting document attached by 
employee in ESS Portal can be downloaded by clicking on ‘Download’ button. 
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Enter the approval remarks in the field provided and click on ‘Approve’ button. 
 
 

 
 
Upon clicking ‘Approve’ button, success message as “Request processed 
successfully” will be displayed on the bottom right corner of the screen. 
 


