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1. IT Information Technology
2 HO Head Office

3 SO Sub Office

4 BO Branch Office
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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.

Home  Bag Management Bank Module  Barcode and Label Mngmt.  Booking Solution  Exit Management ~ Others v

2.0 APT Application

[B) Favourites (Ctrl+F)
# Home

PIS Operations Dashboard

Employee Management

Approve Service Requests PIS Utilities
Employee Approval, Outsource and Temporary Arrangement
rations

e Approve Service Requests Create, View & Update the Employee Personnel Information

oper
Employee Management Service Book
Employee Management Upload & approve part1, Generate, verify & view partd,

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

Employee Profile @
@ SearchandView @ ViewExitEmployee
Employee Profile Data List
o View and Update o Employee service book
Employee Profile Data updates

@  Status Report

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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Home BagManagement Bank Module Barcode and Label Mngmt. king Sol Others v
[®) Favourites (Ctrl+F)
# Home > Operatior

Modify Employee Information

Office Type* Office* Employee*

Upon Clicking “View and Update Employee Profile Data” optionpit_ willunavigate to
“Modify Employee Information” page.

Modify Employee Information

Office Type* Office* Employee*

HPO v Srirangapatna H.O (21360040) M BRAHMENDRA PRASAD T D (10040885) v

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

Employee Details

2 3

Personal Information Communication Details  Posting Information

Employee ID* First Name*
10040885 BRAHMENDRA PRASAD Middle Name

Last Name Father Name*. Date of Birth*
TD DODDAPUTTAIAH T 04-12-1991

Gender* Employee Community* Selected Employee Community*
Male UR UR

Marital Status* Employee Height (in cm) Blood Group*
Married 174 0O +ve

Is the employee a PWD Candidate?* Nationality* Is the employee an Ex-Servicemen?*
No Indian No

Personal Identification Mark 1*
BLACK MOLE ON FOREHEAD Personal Identification Mark 2

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

1. PersonalInformation

2. Communication Details

3. Posting Information.

INDIA POST - APT 2.0 Page 6 of 13




Personal Information Communication Details  Posting Information

Date of Joining Department* Employee Type* Recruitment Mode*
13-11-2014 [m] Departmental DR

Date of Joining in present Cadre* Office of working Group Post*
13-11-2014 Srirangapatna H.O (21360040) Group C

Post ID*. Designation Cadre
Postal Assistant Postal Assistant{PA)

Employee Cadre Employee Designation Tax Regime*
Postal Assistant(PA) Postal Assistant New

Subscription Type*. NPS 1d/Pran No/Severance No.

NPS e Driving Licence Number

Date of Retirement Employement Status*
31-12-2051 Active Remarks

iy

Modify the required fields and click on “Submit” which_is, available in the “Posting
Information” segment.

Home  Bag Management BankModule  Barcode and Label Mngmt.  Booking Solution  Exit Management  Others v

ome to IT 2.0 APT Application

[® Favourites (Ctrl+F)
# Home Operati
Modify Employee Information

Office Type* Office* Employee*
BPO v Aghalaya B O (21105550) v SUDEEP S GOWDA (50518766) v Fetch

x
@ request submitted successfully
= Rule</Guidelines

Upon selicking “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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Employee Approval @

View Revised SOP For Outsource Creation and
Temporary Arrangements

Update Employee
Aperove Employss ©  Cadre, Designation
& Lien Data
Search and View Status Report of
@  Employee Profile ©  Employee
Data Management

° Approve Service
Book Updates

Click on “Approve Employee” option which is available at Personal Information system-
Employee Management in “DDO Service Book-Checker login”.

Employee Personal Information

Pending for approval: 6

Q

Employee Id Employee Name Designation (Office Of Working Actions

10380518 Siddaram Postal Assistant Bellur 5.0 Approve/Reject @
10381217 PATIK YADAV Postal Assistant Krishnarajapete 5.0 Approve/Reject

Upon clicking “Approve Employee” ‘eption, 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.

Employee Details

Personal Information  Communication Details Posting Information

Please verify npsld
Date of Joining Department* Employee Type Recruitment Mode

16-07-2025 Departmental DR

Date of Joining in present Cadre* Office of working Group Post
16-07-2025 Bellur 5.0 (21661145) Group C

Post ID Designation Cadre
30017756 Postal Assistant Postal Assistant({PA)

[ — Employee Designation Tax Regime

Postal Assistant(PA) Postal Assistant old

Subscription Type NPS Id/Pran No/Severance No
NPS 110262595647 Driving Licence Number

Date of Retirement m:m us Remarks
31-08-2060 The changes have been reviewed and approved.

Created By
NAVEEN KUMAR P M () Approver Remarks
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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.

Address

Aadhar details

PAN card details

Mobile number

Emailid

apr b=

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

Pis Utilities - Forward and Edit @
Requests

Note: Now onwards, Bank Details options will be available in
the Payroll Module.

Forward Award
» A 4

Detail Requests Edit Award Details

Forward = Edit Communication
&  Communication Details

Detail Requests

- Forward Education Edit Education
Detail Requests. Details

Click on “Edit communication Details” under Personal Information System-PIS Utilities
(Forward and Edit Details) —Edit Communication Details
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Home  Booking Solution  Inventory  Leave System  Master data MIS Reports ~ Others v

e to IT 2.0 APT Application

[® Favourites (Ctrl+F)
# Home > Operation:

mmunications

View Modify Communications

Office Type* Office* Employee*

Choose an option v | | Choose an option || choose an option v _
Feteh
This field is required.

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.

Employee Details

Employee Id Nw- Address Line 1*

Address Line 2*. Address Line 3. Pin Code*.
33rd cross Roopanagar, Bogadi 570026

India Post Email Id Personal Email Id* Mobile*
380081

Aadhaar-ref-number* Pan Number*
Supporting Document

Choose File No file chosen

Only PDF files are allowed. Maximum file size:
500KB.

Forwarding Authority Remarks.
Recommended

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

Home  Booking Solution Leave Master data MIS Reports ~ Others v
@ Favourites (Ctri+F)
"y yperations > Communications

{fome > (

View Modify Communications

Office Type* Office* Employee*

x
@ Request submitted successfully.
= Dilac/Ziidatinae

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

k4

o
aa

Award Details

Education Details

Personal Information Service .

Communication
Details

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

option under Personal

Department of Posts

Ministry of Communications, Government of India

India Phst

g AR

Welcome, ANGEL

Rules/Guidelines

I Home  Bag Management BCP Solution  Budget Module  Carrier and Schedule Mgmt  Complaint Management ~ Others v

£ Home > Operation Communications

) Favourites (CtrI+F) I:> Approve Communications
Pending Communication Details
0 Employee Id Name Office of working Designation Action
O 10021660 K R SUNEETHA Mysuru H.O Postal Assistant
O 10021595 NPURUSHOTHAMARAO  Alanahalli SO Post Man
] 10021554 M A MANJULA Alanahalli 5.0 LSG SPM

Rows per page: 10w 1-30f 3

The list of requests pending for approval will be displayed in ‘Approve Communications’

page.
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Department of Posts b3

Ministry of Communications, Government of India Welcome, ANGEL

— T
I Home BagManagement BCPSolution  Budget Module  Carrier and Schedule Mgmt ~ Complaint Management ~ Others

£ Home > Operations > Communications

Favourites (Ctrl+F) Approve Communications

1 item selected

Q Employee Id Name Office of working Designation Action
10021660 K R SUNEETHA Mysuru H.O Postal Assistant

10021595 N PURUSHOTHAMARAQ Alanahalli S.0 Post Man

a 10021554 M A MANJULA Alanahalli S.0 LSG SPM

Rows per page: 10w 1-30f3

Approve Selected

Rules/Guidelines

Select the request needs to be processed by &@g on the checkbox and click on the
‘Process’ button.

Employee Details

Employee Id Name Address Line 1*
10021660 KR SUNEETHA addr

Address Line 2* Pin Code*
address 2 Address Line 3 560001

Personal Email Id* Mobile*
India Post Email Id per@gmail.com 9995999999

Aadhaar* Pan Number*
789056781234 ABCDE1234F Employee Remarks

Forwarding Authority Remarks

Download Document NA Approving Remarks*

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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Employee Details

Employee Id
10021660

Address Line 2*
address 2

India Post Email Id

Aadhaar*
789056781234

Download Document

Name.
KR SUNEETHA

Address Line 3

Personal Email Id*
per@gmail.com

Pan Number*
ABCDE1234F

Forwarding Authority Remarks
NA

Address Line 1*
addr

Pin Code*
560001

Mabile*
9999999999

Employee Remarks

Approving Remark

et (T

Enter the approval remarks in the field provide&\%:\ick on ‘Approve’ button.

Y4
N RZ)
&
Department of Posts 2 @ AR

Ministry of Communications, Government of India

w—— Lodia st
I-Ho’me Bag Management  BCP Solution  Budget Module  Carrier and Schedule Mgmt  Complaint Management  Others \/

£ Home > Operations > Communications

Favourites (Ctri+F) Approve Communications

1 item selected

-} Employee Id Name Office of working Designation Action

0 10021595 N PURUSHOTHAMARAO Alanahalli S.O0 Post Man

O 10021554 M A MANJULA Alanahalli S.O0 LSG SPM
Rows per page: 10vw 1-20f 2

Approve Selected
X
‘ @ Request processed successfully.

Rules/Guidelines

Upon clicking ‘Approve’ button, success message as “Request

successfully” will be displayed on the bottom right corner of the screen.

processed

INDIA POST -APT 2.0 Page 13 of 13




