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ABBREVIATIONS 

Sl. No. Abbreviation Description 

1 APT Advance Postal Technology 

2 DoP Department of Posts 

3 TOTP Time Based One Time Password 

4 OTP One Time Password 

5 SOP Standard Operating Procedure 

6 DDO Drawing and Disbursing Officer 

7 NACH National Automated Clearing House 

8 ECS Electronic Clearing Service 

9 RTGS Real Time Gross Settlement 

10 NEFT National Electronic Funds Transfer 

 

  



   

 

INDIA POST – Advance Postal Technology  Page 3 of 21 

 

BRS SOP No. 2 Bulk Reconciliation of Bank Credits at DDO level dated 16.02.2026. 

Standard Operation Procedure: 

Area BRS 
SOP No 2 

Module Bank Module 

Dated 16.02.2026 
SOP Title Bulk Reconciliation of Bank Credits at DDO level 
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1 Introduction 
This SOP defines the process for carrying out Bulk Reconciliation of Remittance Schedules 

with the Remittance Bank Scroll at the DDO level in the Bank Module of APT. 

 

Sample Scenario for Use of Bulk Reconciliation at DDO level: 

The DDO may receive bulk or multiple credits in the Postmaster Remittance Bank Account 

through electronic payment modes such as NACH, ECS, NEFT, or RTGS. 

 

For example, bulk credits may be received from customers towards: 

• Purchase of POSB products; or 

• Renewal of PLI/RPLI policies. 

 

In such cases, the DDO will post a single accounting entry under the concerned Receipt 

Account Code/s and the ‘Remittance to Bank_Electronic Mode’ entry in the Payment 

Account Code. 

 

Since the credits are reflected separately in the Remittance Bank Scroll, it may not be possible 

to reconcile a single “Remittance to Bank_Electronic Mode” accounting entry with multiple 

bank credits through normal one-to-one reconciliation. 

 

To address this situation, the Bulk Reconciliation option has been introduced. This facility 

enables the DDO to reconcile a single accounting entry under ‘Remittance to Bank_Electronic 

Mode’ with multiple corresponding bank credits reflected in the Remittance Bank Scroll. 

 

2 User Login 

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

 
 

https://app.indiapost.gov.in/employeeportal
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Enter the Employee ID and Password. 

Click ‘Sign In’ 

 
Upon clicking ‘Sign In’, the user is required to log in to the application using one of the 

following authentication methods: 

1. TOTP Method 

2. Mobile OTP Method. 

 

3 Roles Required 
(a) Treasury Operator:  

• Posting the accounting entries in the Account Code ‘Remittance to Bank_Electronic 

Mode’ in Treasury-Misc option. 

(b) Treasury Supervisor:  

• Verifying the Treasury Operator Posted entries in Treasury-Misc Option. 

(c) Bank Reconciliation Operator: 

• Upload the Bank Scroll through the Operator login in the Bank Module. 

• Perform bulk reconciliation of the uploaded Bank Scroll with the respective schedules. 

(d) Bank Reconciliation Supervisor: 

• Fetching the ‘Remittance to Bank_Electronic Mode’ transaction and further mapping 

to the concerned Remittance Bank Account. 

• Upload the Bank Scroll through the Supervisor login in the Bank Module. 

• Perform bank reconciliation of the uploaded Bank Scroll with the respective schedules. 

• Modify or delete the uploaded Bank Scroll prior to its reconciliation with the 

schedules, if required. 
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4 Posting of Entry under ‘Remittance to Bank_Electronic Mode’ 

Account Code in Treasury 
The DDO may have posted the receipt entry with the transaction mode as ‘Cash’ in another 

module(and transferred the electronic Cash to Treasury) or under the Treasury–Misc option. 

Since the credits are received in the Remittance Bank Account, such receipts shall be adjusted 

by posting a corresponding entry under the ‘Remittance to Bank_Electronic Mode’ Account 

Code on the payment side, using the transaction mode ‘Cash’. 

 

4.1 Treasury Operator 

 
Click on Treasury Card 

 
Click on Cash/Cheques sub-card 
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Click on ‘Misc Transactions’ option 

 
Miscellaneous Receipts/Payments screen will be displayed. 

 

 
Select the ‘Payment’ transaction type, ‘Cash’ transaction mode. 

Enter the ‘Remarks’ 

Select the ‘Remittance to Bank_Electronic Mode’ Account code 

Enter the Amount 

Click on ‘Insert’ button. 

 
Click on ‘Submit’ button 
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Click on ‘Confirm’ button to post the transaction and for further approval. 

 

4.2 Treasury Supervisor 

The transactions posted under Treasury–Misc by the Treasury Operator shall be verified by 

the Treasury Supervisor.

 
Click on ‘Treasury’ card 

 
Click on ‘Approval’ sub-card 
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Click on ‘Misc Transactions approval’ option. 

 
Enter the ‘Remarks’ 

 
Click on ‘Approve’ button. 

 
Click on ‘Confirm’ button. 

The transaction will be approved. 
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5 Fetching the ‘Remittance to Bank_Electronic Mode’ transactions 

in Bank Module 
The transaction under the ‘Remittance to Bank_Electronic’ mode should be mapped to the 

concerned Remittance Bank Account. This mapping will be carried out through the Bank 

Reconciliation Supervisor login. 

 
Click on ‘Bank Module’ card 

 
Click on ‘Remittance Management’ sub-card 

 
Click on ‘Online Remittance’ option 
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Select the ‘Transaction Date’ and Click on ‘Fetch RTB_Electronic ModeTransactions’ button. 

 
All the transactions that are pending for the mapping will be displayed. 

 
Enter the Reference Number. 

Select the ‘Remittance A/c Number’ 

Click on ‘Map Account Number to Transaction’ button. 

 
Click on ‘Confirm’ button. 
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‘Transaction details submitted’ message will be displayed. 

 

 
Upon completion of the mapping, the remittance schedule entry will be made available in the 

Bank Module under the Reconciliation – Bulk Reconciliation option. 

 

6 Remittance Scroll Upload 
Upon downloading the Remittance Bank Scroll from the Bank website or from email in Excel 

format, the same shall be uploaded through the ‘Remittance Scroll Upload’ option available 

under Bank Module – Scroll – Remittance Scroll Upload. This activity can be carried out 

through either the Bank Reconciliation Operator login or the Bank Reconciliation Supervisor 

login. 

 
Click on ‘Bank Module’ card. 
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Click on ‘Scroll’ sub-card 

 
Click on ‘Remittance Scroll Upload’ option. 

 
Select the ‘Uploading Excel Type’. The SBI or Others radio-button may be selected. 

Here ‘SBI’ radio-button will be selected. 
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The user can download sample excel template by clicking on ‘Download Remittance Excel 

Sample’ button. 

The user may fill the downloaded template or may upload the bank scroll as downloaded by 

the SBI Bank website. 

 
Enter the Scroll Number 

Click on ‘Choose File’. 
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Sample Bank scroll is as shown above. 

 
The downloaded excel file may be selected. 

Click on ‘Open’ button. 

 
Upon clicking the ‘Open’ button, the Bank Scroll shall be displayed in tabulated form. The user 

may modify the Ref Number, if required. 

Click on ‘Submit Scroll Data’ button. 

 
Click on ‘Confirm’ button. 
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Upon clicking the ‘Confirm’ button, the ‘Scroll Data submitted successfully’ message will be 

displayed. 

 

7 Downloading the Uploaded Remittance Scroll 
Upon uploading the Remittance Scroll under Bank Module – Scroll – Remittance Scroll Upload, 

the same shall be made available as a report under Bank Module – Reports – Scroll Passbook. 

The user shall download this report and identify the amounts pertaining to the bulk 

transaction. The identified amount(s) along with the corresponding transaction ID(s) shall be 

copied for further processing. 

 
Click on ‘Reports’ sub-card 

 
Click on ‘Scroll passbook’ 
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Select the Account Number, From Date and To Date and Click on ‘Fetch Report’ button. 

 
Upon clicking the ‘Fetch Report’ button, the details of the uploaded scroll for the selected 

date will be displayed. 

Click on ‘Download Excel’ button to export the data to the Excel sheet. 

 
The downloaded excel sheet will have the data as shown above. 

From the above Excel report, the individual amount(s) associated with the bulk transaction, 

along with the corresponding transaction ID(s), shall be identified and copied. 
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8 Bulk Reconciliation 
The identified and copied amount(s) associated with the bulk transaction, along with the 

corresponding transaction ID(s), shall be pasted into the new Excel file available under Bank 

Module – Reconciliation – Bulk Reconciliation. 

 
Click on ‘Reconciliation’ sub-card 

 

 
Click on ‘Bulk Reconciliation’ option. 

 
Click on ‘Download Excel Sample’ 
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The excel contains the two columns namely ‘amount’, ‘transid’. 

 
The identified and copied amount(s) associated with the bulk transaction, along with the 

corresponding transaction ID(s) shall be pasted here. Save the excel in the local system. 

 
Select the Account Number 
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Upon selecting the Account Number, application displays the Remittance Schedule Data. 

The identified amount(s) associated with the bulk transaction, along with the corresponding 

transaction ID(s), shall be pasted into the new Excel sheet and saved in the system. 

The saved file shall then be selected for uploading the scroll data. The user shall click the 

‘Choose File’ button to select the file for upload. 

 
Select the excel file and Click on ‘Open’ button. 

 
Upon clicking the open button, the no. of transactions available in the excel sheet and the 

amount will be displayed. 
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If the amount matches, click on check-box. 

Upon clicking the check-box, Schedules Total will be displayed. 

Click on ‘Submit& Reconcile’ button. 

 
Upon clicking the ‘Submit & Reconcile’ button, the application will display a warning 

message.  

If the Schedule Total, Scroll Total, and Number of Transactions are correct, the user shall 

click the ‘Confirm’ button to proceed. 

 

 
Upon clicking the ‘Confirm button’, the ‘Transaction Reconciled’ message will be displayed. 

 

Important Note: Once a transaction is reconciled, it 

cannot be reverted. Therefore, the DDOs shall exercise 

utmost care while performing bulk reconciliation. 
 


