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

Standard Operating Procedure

APT

Bulk Reconciliation of Bank Credits at
DDO Level

INDIA POST — Advance Postal Technology Page 1 of 21




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

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
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2
Bank Module
16.02.2026

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:
e Purchase of POSB products; or
e 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

Welcome User!
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Enter the Employee ID and Password.
Click ‘Sign In’

Choose your OTP method

O Authenticator App (TOTP)

Use APT TOTP for 2FA. You can download the
app in the next screen if required.

& nobile OTP

OTP will be sent to registered mobile for User
ID: TOO33671

Continue

Back to Login

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:

e Posting the accounting entries in the Account Code ‘Remittance to Bank_Electronic
Mode’ in Treasury-Misc option.

(b) Treasury Supervisor:

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

(c) Bank Reconciliation Operator:

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

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

(d) Bank Reconciliation Supervisor:

e Fetching the ‘Remittance to Bank_Electronic Mode’ transaction and further mapping
to the concerned Remittance Bank Account.

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

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

e 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

Home  Bag Management Bank Module i Exit MIS Reports ~ Others Vv Business Date : 14-02-2026

engthen digital services under IT Modernization 2.0 across the country. - India Post continues to strengthen digital services under IT ModernizatifiiE I EEETETE WA T Wi Te) -

@ Favourites (Ctrl+F) = 3
Q Sea Module
Postman and Delive... Support Desk Track and Trace
Mgmt of Postman and Delivery Support Desk Management of tracki

Treasury
[€20) \ianagement of Treasury

ngand...

« 1 »
Click on Treasury Card

Home  Bag Mar Bank Modul ki ion  Exit MIS Reports  Others v Business Date : 14-02-2026

‘gasdfsdaf +++ ZXVZVZv +++ Speed Post and Parcel services now offer improved tracking and delivery performance. +++ Indira India Post continues to strengthe:
Treasury Management

48 Favourites (CEri+F)
CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STAMPS TRANSACTIONS IPO REQUESTS STATUS IPO REMITTANCE STATUS
STATUS STATUS
Prcc: 0 Prcc:0 Prcc: 0
Prcc: 0 Prcc: 0

Cash/Cheques Stamps/ Stationery o 1PO
Request, Remittance Stamps and Stationery OB, Requests

Reports

Download Reports.

Click on Cash/Cheques sub-card

2 cashRequest A Cash Process (Txn)
2 Cheques Process (txn) K¥  CashRemittance
& CcashBag @  CashError

&E  Customer Billing &3  Ebiller Payments
K¥  Cheque Acknowledge K¥  Customer old bills

&  Misc Transactions Cheques Disposal

b+
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Click on ‘Misc Transactions’ option

B—Fﬁxﬁqfitﬂﬁﬁq{kgﬁtsﬂaymems
Miscellaneous Receipts/Payments

Note:- Decimal places are not allowed please round off the amount.

~TransactionType* _Transaction Mode* .
Select Type v ‘ Select Mode v ‘ | Remarks*
Select to Upload
| Account Code*® ‘ ‘ Amount® ‘ elect o Uploa

Choose File No file chosen

Miscellaneous Receipts/Payments screen will be displayed.

&Fm@ufimﬁﬁqgtgﬂtsﬂayments . .
Miscellaneous Receipts/Payments
Note:- Decimal places are not allowed please round off the amount.

~TransactionType*  TransactionMode* _Remarks*
Payment ~ ‘ Cash ~ ‘ Bulk Credits w.r.to PLI Policy Renewals
—Account Code* —Amount* 1 sel Unload
elect to Uploa
Remittance to Bank _Electronic Mode ‘ ‘ 66920920 ‘ P

Chaoose File No file chosen

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.

Receipts Payments
Account .
There are no records to display U Type Code Details Amount
Remittance to
(] Payments 8677000300 Bank _Electronic 66920920
Mode
Rows per page: 10v¥ 1-10f1

Total: 66920920.00

= DulaciCuidalinas

Click on ‘Submit’ button
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@

Do you want to create Payments with the amount 66920920.00

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.
Home  Accounts  Bag Management  Bank Module Booking Solution  Complaint Management  Others v Business Date ; 14-02:2026.

and Parcel services now offer improved tracking and delivery performance. ~ +++  Indira India Post continues to strengthen digital services under IT |JEEIGIEFEEREGEENT5(0)

Favourites (Ctrl+F) T
(Q Search Modules )
Treasury
E Management of Treasury

« 1 20G)»

Click on “Treasury’ card

B Favoures CiP
Treasury Management

CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STAMPS TRANSACTIONS IPO REQUESTS STATUS IPO REMITTANCE STATUS

STATUS STATUS
App(Src):0  App(Dest).0 App(Src):0  App(Dest): 0 App(Src):0  App(Dest): 0

App(Src):0  App(Dest):0 App(Src):0  App(Dest): 0

Approval
Approval of Request, Remittances

Click on ‘Approval’ sub-card
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Approval e
a

12 Cash Approval (SRC) 1= CashApproval (DEST)

“ Misc transactions w  Approve Customer
approval R Billing

- Approve Ebiller - Stamp Bulk Sales

" Payments " Approve

o Stamp Advance a Cheque Approval
Approval = (SRQ)
Cheque Approval Soiled Stamps

Y (pesm) 12 ) process
Stamp & Stamp Issue/Receipt

2  Request/Remittance Approval
Approval

. NN . , .
Click on ‘Misc Transactions approval’ option.
@iﬁx?“ﬂ%wfﬁ Misc Receipts/Payments ] y
Approval of Miscellaneous Receipts/Payments
Trar:::etin" Tra;ls:;:inn Trar;;:cetinn Amount Remarks Action Forward Approve Reject
14-02-2026 Cash Payments 66920920
Rows per page: 10v¥  1-10f1
‘ ’
Enter the ‘Remarks
@—F@MP“I"%U;!VE’ Misc Receipts/Payments 3 i
Approval of Miscellaneous Receipts/Payments
UL sl ] UL L] fransocton Amount Remarks Action Forward Approve Reject

Date Mode Type

1402-2026 Cash Payments 66920920 Bank Scroll Reject

Rows per page: 10vv 1-10f1

Click on ‘Approve’ button.

Do you want to approve the Payments transaction for the amount
66920920. Please confirm to proceed

Click on ‘Confirm’ button.
The transaction will be approved.
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)~ j India Post
Dk B B

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.

+H Speed Post and Parcel services now offer improved tracking and delivery performance. +H IOGIER QG IERLERG G IESIGEENRGERIGIGE  Rathinasabapathy Puram HO [Pl

@ Favourites (Ctrl+F)

B Accounts B3 nagement Bank Module
Summary/Cash and Accounts Bag operations in POs and RMS. Management of Bank Reconill...
=S 21 g ag

Booking Solution Complaint Manageme... Exit Management
Mgmt of Counter operations Management of complaints of th... Retirement / exit processes...

Click on ‘Bank Module’ card

B Favourites (Ctel+F)

Bank Module

Drawings Management Remittance Management Scroll

Cheque Issue, Cancellation, Reissue (Cheque, NEFT Remittance Scroll Uploads, Modify, Delete
Reconciliation ifig Reports

Drawings, Remittance Reconciliation 3 General reports of cheque issue, cancellation etc.

Click on ‘Remittance Management’ sub-card

Cheque Remittance

h 2
= Cheque Remittance = Manual Entry

Cash Remittance
)

- 2 :
Pt m Online Remittance

Click on ‘Online Remittance’ option
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B AU RS IGHELRe co Bank - online )
Remittance to Bank - Online

1. This feature enables fetching of Remittance to Bank - Electronic mode transactions from the Treasury Misc Tr i option for r iliation purpose.
2. There is no need for manual user intervention to enter transactions individually.

3. Manually entered entries should not be fetched again

_Transaction Date*

02/14/2026 [m} [ Fetch RTB_Electronic
' Mode Transactions

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

Transactions from Treasury Module

(m) Sno Treasury Date Remarks Amount Reference Number
[m] 1 14/02/26 13:34:28 Bulk Credits w.r.to PLI Policy Renewals 6,69,20,920.00
Rows per page: 10 v  1-10of Jetting to activated|

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

1 item selected

Sno Treasury Date Remarks Amount Reference Number
1 14/02/26 13:34:28 Bulk Credits w.r.to PLI Policy Renewals 6,69,20,920.00 21574 Credit Entries in B
Rows per page: 10 = 1-10f1

Remittance A/c Number*

{Rathinasabepethy Puram HO{33360432016i Map Account Numberto 1Transaction

Enter the Reference Number.
Select the ‘Remittance A/c Number’
Click on ‘Map Account Number to Transaction’ button.

D

Online remittance transaction details will be submitted. Please confirm to
proceed

Confirm Close

Click on ‘Confirm’ button.
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@ Rules/Guidelines

@ Transaction details submitied

‘Transaction details submitted’ message will be displayed.

Account*®
fRathlnasabapathy Puram HO (33360432016-Remittance)

Remittance Schedules Data Upload Scroll Data
Q, search... No file chosen
Account office o TransDate  Amount
no number

21574
333604320 Rathinasabapa Credit 6,69,20,920
16 thy Puram HO Entries in 14022026 00

Bank

Rows per page: 10 w 1-10f1
Schedules Total: 0.00 No. of Transactions: 0 Scroll Total: 0
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.

Home  Bag Management  Bank Module ing Soluti Exit \ MIS Reports ~ Others Vv

ivery performance. +HH Indira India Post continues to strengthen digital services under IT Modernization 2.0 across the country. +H ILIEYRY  Rathinasabapathy Puram HO

@ Favourites (Ctrl+F) —_— N
[ Q Search Modules e

Bank Module Booking Solution
Management of Bank Reconill... Mgmt of Counter operations

Exit Management MIS Reports Philately
Retirement / exit processes... Management Information Syst... Management of Philately sales

Click on ‘Bank Module’ card.
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[.j Fayourites (Ctrl+E)
Bank Module

Drawings Management Remittance Management Scroll

Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance Scroll Uploads, Modify, Delete
Reconciliation Reports

Drawings, Remittance Reconciliation General reports of cheque issue, cancellation etc.

Click on ‘Scroll’ sub-card

= Drawings Scroll Data B Drawings Scroll
Entry Upload

= Remittance Scroll Data B Remittance Scroll
Entry Upload

Click on ‘Remittance Scroll Upload’ option.

B Fayaurites (GHekef). excel upload )
Remittance Scroll Upload - Excel

Uploading Excel Type*  (0) sBI (0) Others

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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B Fareuritgs (GeR). excel upload
Remittance Scroll Upload - Excel

SBI () Others
Download Remittance Excel Sample

Uploading Excel Type*

_Scroll Date* _Remittance A/c Number*,
| 02/14/2026 [m] | | Scroll number* | ‘ Rathinasabapathy Puram HO (33350432014 Choose File | No file chosen
Bank: STATE BANK OF INDIA Branch: RS PURAM COIMBATORE IFSC Code: SBIN0070542

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.

Efﬁxg"ﬁitﬁi%ﬁkﬂe Excel upload
Remittance Scroll Upload - Excel

Uploading Excel Type* SBI Others
P d s @ O mload ance Excel Sample

_Scroll Date*. _Scroll number#* _Remittance A/c Number*,
02/14/2026 [m] | ‘ 001 | ‘ Rathinasabapathy Puram HO (33360432011{ Choose File | No file chosen
Bank: STATE BANK OF INDIA Branch: RS PURAM COIMBATORE IFSC Code: SBIN0070542

Enter the Scroll Number
Click on ‘Choose File’.

16122025 (1) - Excel cal

Formulas Data Review View Help Q Tell me what you want to do

o _ == [ .
S ==E o Pwwm H B0 &ExE(Z v
By ~ = ==} R~
Paste === Merge & Center ~ § v 9 » 8 g3 | Conditional Formatas Cell Insert Delete Format Sort& Find& | Add-ins
- Formatting v Tablev Styles~ - v v # ~ Filter~ Select ~
Clipboard 1% Font 5] Alignment 5 Number ] Styles Cells Editing Add-ins
F15 - k2
A B =) o E F G H J K L 1 N o P 9 R ) T u
1| Account Number 33360432016
2 |Deseription GOU-CEN-POST-GEN-PUE-ALL-INR
3 |Mame FOCAL FT LINK 5R CHENMAL
4 |Cumency : INA
5 |Comp: el CUOPOSTMASTER Rathinasabapathy Puram HO
B
7| RATHINASABAPATHY PLRAM
5 | TAMLNADU-641002
9 |Branch FATHINASABAPATHY PURAM SRANCH(D3061
10_|Rate of Interest [ pa) - 0.00%
| IFSCode : SBINOOC3061
12_| Book Balance: : 1044953367
13| Avaiable Balance 044953367
1 |Hold Value a
15| Deposit Amount: 0 1
16| Maturity Amount [
17_|Deposit Dare 21-Dec05
18 |Maturity Date
18 | Terure 0Dayls)
20| Acoumulated interest 1
2 |CLTDBslance : [
2 |Balanceon 16002025 | 92,63,79,577.45
25 | Start Oate : 6-Dec-25
2 |EndDate : 6-Dec-25
25 | Tun Date Yalue Date Desoription Feel hlo.ICheque No. EranchCod  Debit Credit  Balance
26 | 16H22025 18H2I2025 Bl TRANSFER-UPIICE TRANSFER FROM 4857734162054/ - 3061 3000 SZEIEZITT
a7 | Bnziz0zs 161212025 RSPuramHOPLA RS Puram HOFLA 3061 1020 926383397
28 | BH22025 16H212025 RS PursmHOPLZ RS Purem HOPL2 3061 1242 926385239
28 | 1BM2i2025 16212025 RS PuramHOPLIZ RS Puram HOPLI3 3061 T80 926386429
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India Post
Dak B G

Sample Bank scroll is as shown above.

Department of Posts 3 @
@ open x

« 5~ 4 L Downloads v o Search Downloads P
al services under IT Modernization 2.0 across the country. ) —
Organize v Mew folder =~ O 0
urit| + ~
mﬂ% o ﬁg"&HLlﬁe Excel upload Name Date modified Type | .
[\ %
k| ~ Today E
| 16.12.2025 (1) 02/14/2026 12:14 PM Microsoft Exc
Uploading Excel Type* (@) sBI (_) Others B Desktop 4
B2 Scrollsample 02/14/2026 12:12 PM [UlleeH 30Nl Download Remittance Excel Sample
& Downloads #
@ TIC6582415_1770987302232051132 (1) 02/14/2026 10:33 AM Microsoft Exc

& Documents #
Scroll Date. 3] TIC1719753_1770074505186450032 (2) 02/14/2026 10:16 AM  Microsoft Exc

se File | No file chosen
(UZ/ 14/2026 m] B Pictures 4 3] TIC6582415_1770987302232051132 02/14/2026 9:57 AM Microsoft Ex

@ Music #  ~ Yesterday

n Videos » @ TIC1719753_1770874505186459032 (1) 02/13/2026 T:16 PM Microsoft Exc

Bank: STATE BANK OF INDIA B b d 42
File name: [16.12.2025 (1) | custom Fites v

@ Rules/Guidelines

The downloaded excel file may be selected.
Click on ‘Open’ button.

Bank: STATE BANK OF INDIA Branch: RS PURAM COIMBATORE IFSC Code: SBIN0070542
a
VALUE DATE CREDIT AMOUNT DESCRIPTION REF NUMBER .
BY TRANSFER-UPI/CR/115704417775/PARIMALA
16-12-2025 3,000.00 TRANSFERFROM4
S/UBIN/vinodhshre/UPI-TRANSFER FROM 4897734162099-
16-12-2025 1.020.00 RS Puram HO PLI RSPuramHOPLI1
16-12-2025 1,242.00 RS Puram HO PLI2 RSPuramHOPLI2
16-12-2025 1,190.00 RS Puram HO PLI3 RSPuramHOPLI3
v

Submit Scroll Data

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.

®

Remittance scroll data will be added. Please confirm to proceed

Click on ‘Confirm’ button.
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Bank: STATE BANK OF INDIA Branch: RS PURAM COIMBATORE IFSC Code: SBINO070542

ia_Rules/Guidelines

Designed and Developed by CEPT @ Copyright Department of Posts

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.

B Favourites (Ctel+F)
Bank Module

Drawings Management Remittance Management Scroll

Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance Scroll Uploads, Modify, Delete
Reconciliation Reports

Drawings, Remittance Reconciliation General reports of cheque issue, cancellation etc.

i Rules/Guidelines

Click on ‘Reports’ sub-card

Reports °

B  ChequeReports

1

Transaction Reports

™  Reconcilied Reports @  Unreconcilied Reports
B  Transaction Passbook B  scroll Passbook
-] Cheque Inventory B Cheques to Bank
-] Cheque Register &  Cheque Print
Pending Cheques ®  sSpoiled Cheques
® Requests Cancelled at ©  scrolls Deleted

Source

Click on ‘Scroll passbook’
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£ Faveuctes Gt ook
Scroll Passbook

Account Number* _From Date* _To Date*
rSe\ectAccuumNumbEr ‘ 02/14/2026 [m] ‘ ‘ 02/14/2026 (m] |

Select Account Number
33360432016 (Remittance)

142101001115 (Drawings)

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

Scroll Passbook of Account: 33360432016 | | Total Amount: Rs. 7,31,07,493.98
a
Account

Sno Office Scroll ID Scroll Date Trans Type Rt Trans Date Amount Status

Uploaded

Number Number BAT
333604320 Rathinasab TRANSFERF
1 " apathy 1 14022026 Credit ROM48977  16-12-2025 3,000.00 Uploaded 10058894 3,000.00
Puram HO 34162099
Rathinasab
2 0 Y, 1 14-02-2026  Credit pCRLLaH 16-12-2025 1,020.00 Uploaded 10058894 402000
16 opLI
Puram HO
Rathinasab
3 333604320 S athy 1 14-02-2026  Credit RSPuramH 16-12-2025 1,242.00 Uploaded 10058894 5,262.00
16 opLI2
Puram HO
Rathinasab
4 33604320 pathy 1 14022026 Credit il 16-12-2025 1,190.00 Uploaded 10058894 6,452.00
16 opPL3
Puram HO
Rathinasab
5 3336048320 oy 1 14022026 Credit RSPuramH 16-12-2025 7,500.00 Uploaded 10058894 13,952.00
16 oPLI4
Puram HO
Rathinasab
6 SERELERN e 1 14022026 Credit LA 0] 16-12-2025 3,150.00 Uploaded 10058894 17,102.00
16 oPLIS
Puram HO
Rathinasab
7 33360320ty 1 14-02-2026  Credit RSpuramH 16-12-2025 1,820.00 Uploaded 10058894 18,922.00
16 Puram HO OPLIS

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.

1 office_name Ibankiid‘ amount I bat ‘seqinolscrollidate‘receiptitypel reference_number 1 status Itrans:h;pe‘ tra:.:iid

2 |Rathinasabapathy Puram HO 542 3000 3000 114-02-2026 CHEQUE TRANSFERFROMA4897734162099 pending Credit 3c2c24a6-1085-4678-9318-b349e3644531
3 |Rathinasabapathy Puram HO 542 1020 4020 2 14-02-2026 CHEQUE RSPuramHOPLI1 pending Credit fo447265-6215-44f3-372d-97162396656
4 |Rathinasabapathy Puram HO 542 1242 5262 3 14-02-2026 CHEQUE RSPuramHOPLI2 pending Credit Sa6cleba-6b46-417a-87db-3938a2f89ccl
5 |Rathinasabapathy Puram HO 542 1130 6452 4 14-02-2026 CHEQUE RSPuramHOPLI3 pending Credit cdead4ch-foad-467e-bfb3-frefcalacc29
6 _|Rathinasabapathy Puram HO 542 7500 13952 514-02-2026 CHEQUE RSPuramHOPLI4 pending Credit 3989e6e6-44d1-467f-9d8e-53ba5a3424d0
7 |Rathinasabapathy Puram HO 542 3150 17102 6 14-02-2026 CHEQUE RSPuramHOPLIS pending Credit 639cd574-4bea-4e10-b1f0-cedefagesee?
8 |Rathinasabapathy Puram HO 542 1820 18322 7 14-02-2026 CHEQUE RSPuramHOPLI6 pending Credit ed36326e-673c-4189-afa7-eaelee623672
S |Rathinasabapathy Puram HO 542 11900 30822 8 14-02-2026 CHEQUE RSPuramHOPLI7 pending Credit e60dc857-chd6-439e-310b-c442010a2eca
10 |Rathinasabapathy Puram HO 542 4150 34972 9 14-02-2026 CHEQUE RSPuramHOPLI pending Credit d0aec9ab-e241-435f-8df3-b7a4d90e41b0
11 |Rathinasabapathy Puram HO 542 495 35467 10 14-02-2026 CHEQUE RSPuramHOPLIS pending Credit 821dadae-bf53-4542-3232-4a2a968b2cod
12 |Rathinasabapathy Puram HO 542 4950 40417 11 14-02-2026 CHEQUE RSPuramHOPLI10 pending Credit dd0ac59¢c-6aa0-4057-9cb4-e5a0f7b5596e

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.

B\ Fayourites (Ctsl+F)
Bank Module

Drawings Management Remittance Management Scroll

Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance Scroll Uploads, Modify, Delete
Reconciliation Reports

Drawings, Remittance Reconiliation General reports of cheque issue, cancellation etc.

Click on ‘Reconciliation’ sub-card

Drawings
Reconciliation

Drawings Manual
Reconciliation

!o

Remittance
Reconciliation

Remittance Manual
Reconciliation

I
!o

B  BulkRecondiliation

Click on ‘Bulk Reconciliation’ option.

Bhrevpuctes il tBkonciliation ’
Bulk Reconciliation

Download Excel Sample

Instructions

1. Download the uploaded Remittance Scroll using reports

2. Filter only the bulk transactions related to one specific single schedule entry and tally them

3. Download the sample file in bulk reconciliation

4. Retain headers amount and transid in the sample file and ensure that count and amount matches the schedule entry
5. Copy and paste the amount and transid in the respective columns carefully and save the file

6. Then choose the saved file in the Upload Scroll Data against the selected scheduled data

7. Check the totals and then Click on Submit and Reconcile

Account*
Select Account

Click on ‘Download Excel Sample’
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BulkReconDdaSample - Excel cal

Draw  Pagelayout  Formulas  Data  Review View Help Q' Tell mewhat you want to do

S=E o Bwwww e B & xE 2ty
EE— E Merge&Center ~ | $ v % 3 |3 £ | Conditional Formatas Cel Insert Delete Format _ Sort& Find& | Add-ins
Formatting » Table~ Styles v ~ - 4 Filter  Select ~

Clipboard Fl Font 17 Alignment [Fl HNumber [Fl Styles Cells Editing Add-ins ~

E12 < b

| & | B c o | e | F 6 | H JIKILMNOPIQIRE

1 |amount  transid

2 1 abcd-1234-4567-cdef

3 2 cdef-abcd-1234-4567

4

5

6

7

8

The excel contains the two columns namely ‘amount’, ‘transid’.

BulkReconDdoSample - Excel cal

Pagelayout  Formulss  Data  Review View Help @ Tell me what you want to do

== o Bwem B B D exE 2 iy O .

= == erge&Center ~ | $ v % o+ |3 85 | Conditional Formatas Cell Insert Delete Format | Sot®& Find & | Add-ins
Formatting ~ Table »  Styles - - v b Filter » Select ~
Clipboard = Font =] Alignment & Humber = Styles Cells Editing Add-ins ~
ca - Ix
A | B C D E F | 6 H | 1 | L M | N o P a | R E

~|amount transid

2 | 1020 fc447265-6215-44f3-972d-97e162396656
Sabcleba-6bas-417a-87db-
3 1242 3938a2f39¢ccO

4 1190 cdea94ch-f04d-467e-bfb3-f7efcalacc29 1

3989e6e6-44d1-467f-9d8e-
B 7500 53ba5a3424d0
639cd574-4bea-4e10-b1fo-
6 3150 ced3fa365ee7
ed36326e-678c-4189-afa7-
7 1820 eaelee628672
e60dc857-chds-439e-al0b-
38 11900 c442010a2eca
dOaec9a6-2241-435f-8df3-
2 | 4150 b7a4dS0e41b0
821dadae-bf53-4542-a232-
10 495 4a23968b2c9d

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.

&), Favourites (EHIAE) onciliation
Bulk Reconciliation

load Excel Sample

Instructions

1. Download the uploaded Remittance Scroll using reports

2. Filter only the bulk transactions related to one specific single schedule entry and tally them

3. Download the sample file in bulk reconciliation

4. Retain headers amount and transid in the sample file and ensure that count and amount matches the schedule entry
5. Copy and paste the amount and transid in the respective columns carefully and save the file

6. Then choose the saved file in the Upload Scroll Data against the selected scheduled data

7. Check the totals and then Click on Submit and Reconcile

Account®

Select Account

Select Account
All
Rathinasabapathy Puram HO (33360432016-Remittance),

Select the Account Number
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Remittance Schedules Data Upload Scroll Data
Q sesrct No file chosen
Account Office i TransDate  Amount
no number
21574
333604320 Rathinasabapa Credit 6,69,20,920
o 16 thy Puram HO Entries in 1402:2026 00
Bank
Rows per page: 10 w 1-10f1
Schedules Total: 0.00 No. of Transactions: 0 Scroll Total: 0

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.

3. Download the sample file in bulk reconciliation a
4. Retain headers amount and transid in the sample file and ensure that count and amount matches the schedule entry
5. Copy and paste the amount and transi¢ @ open X
6. Then choose the saved file in the Uploa
7. Check the totals and then Click on Subr < 3> v A4 i > Downloads ~ G Search Downloads p-]
_Account* | Organize v  Newfolder A B - ]
‘ Rathinasabapathy Puram HO (3336043201 B Name Date modified Type I
~ Today
‘ & Deskiop » ‘@ BulkReconDdoSample 02/14/2026 3:04 PM Microsoft Ext ‘
B export (8) 02/14/2026 2:48 PM Microsoft Ex;
< Downloads # Dew
B4 export (7) 02/14/2026 2:37 PM Microsoft Ex
i Documents #
Remittance Schedules Data 8 B2 16.12.2025 (1) 02/14/2026 2:27 PM Microsoft Ex
B pictures # #52] 16.12.2025 (1) Microsoft Bx
@ Music #» B3 Reference_Fixed_50_Character_Limit Microsoft Exc
Account i
= Office 3 Videos » BE Reference (1) 02/14/2026 2:20 PM Microsoft Ex:

hancler
333604320 Rathinasabapa

16 thy Puram HO File name: | BulkReconDdoSample | | custom Fites -

Rows per page_

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

Remittance Schedules Data Upload Scroll Data
Q searct BulkRecanDdoSample.xisx
Account office Grn TransDate  Amount
no number
21574
333604320 Rathinasabapa Credit 6,69,20,920
o 16 thy Puram HO Entries in 1402:2026 00
Bank
Rows per page: 10 w 1-10f1
Schedules Total: 0.00 No. of Transactions: 21574 Scroll Total: 6,69,20,920.00

Upon clicking the open button, the no. of transactions available in the excel sheet and the
amount will be displayed.
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India Post
Dak B G

Remittance Schedules Data Upload Scroll Data
Q Searrh, BulkReconDdoSample xlsx
At office D TransDate  Amount
no number

21574

333604320 Rathi b Credit 6,60,20,920
16 thy PI:ra:; :Poa E:ri:zs in 14022026 00
Bank
Rows per page: 10 1-10f1
Schedules Total: 6,69,20,920.00 No. of Transactions: 21574 Scroll Total: 6,69,20,920.00

Submit & Reconcile

If the amount matches, click on check-box.
Upon clicking the check-box, Schedules Total will be displayed.
Click on ‘Submit& Reconcile’ button.

®

Mapped data will be paired. Please confirm to proceed

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.

7. Check the totals and then Click on Submit and Reconcile

Account*.
Select Account I

This field is required.

@ 'Transactions reconciled
i§_Rules/Guidelines
Designed and Developed by CEPT © Copyright Department of Posts

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.
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