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ABBREVIATIONS

Sl. No. Abbreviation Description

1 APT Advanced Postal Technology

2 CGST Central Goods and Services Tax
3 DTR Daily Transaction Report

4 GST Goods and Services Tax

5 HO Head Office

6 ID Identification

7 Info Information

8 Misc Miscellaneous

9 Prcc Process

10 SGST State Goods and Services Tax
11 SO Sub Office

12 SOP Standard Operating Procedure
13 TCB Treasurer's Cash Book

14 UTGST Union Territory Goods and Services Tax

Standard Operation Procedure:

SOP No 1

Module Treasury
Dated 05-08-2025
SOP Title Accounting of Aadhaar Updation Fee Collected

INDIA POST - APT Page 2 of 24




o/

SOP - Accounting of Aadhaar Updation Fee collected

1 Introduction

Fee towards demographic and biometric updation of Aadhaar is collected from the
residents against successful updation through Aadhaar. Consolidated amount may be
accounted in PO accounts in two ways i.e. either through Treasury module or through
Booking Solutions.

This document describes both procedures.

2 Accounting through Treasury Module

2.1 Role of Treasury Operator:

Cash @

Cheques Process (txn)

b+

A Cash Process (Txn)

&%  Cash Remittance & CashBag
©  CashError g¥  Customer Billing
&3  Ebiller Payments &%  Cheque Acknowledge

Cheques Disposal

(23

&KX Misc Transactions

Treasury operator need to access ‘Misc Transactions’ through
Treasury=>Cash/Cheques—~>Misc Transactions.

[® Favourites (Ctrl+F)
L Misc Receipts/Payments

Miscellaneous Receipts/Payments

Transaction Type* Transaction Mode*
Select Type v Select Mode v Remarks*

Select to Upload
Account Code* Amaount* P

Choase File No file chosen

After selecting Misc Transactions, page as shown appears.
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Total amount (including GST) for each demographic updation collected from the
residents is Rs. 50/- (Updation Fee : Rs.42.37 , CGST : Rs.3.815 SGST / UTGST :
Rs.3.815 =Total Rs. 50/-)

Total amount (including GST) for each biometric updation with or without demographic
updation collected from the residents is Rs. 100/- (Updation Fee : Rs.84.75, CGST : Rs.
7.625 SGST/UTGST: Rs. 7.625=Total Rs. 100/-)

[® Favourites (Ceri+F)
@ Horme > Misc Receipts/Payments

Miscellaneous Receipts/Payments

Transaction Type* Transaction Mode™ Remarks*
Receipt b Cash M Aadhaar demography updation 10 Nos.

Account Code*

‘ 12010055 Amaunt* Select to Upload

Choose File No file chosen
1201005500 - Aadhaar Other
Blometric/Demography Updation

& Rules/Guidelines

Select / Enter the following details either individual for demographic updation and
biometric updation

Transaction Type : Receipt
Transaction Mode :Cash
Remarks : Suitable remarks within 50 characters including spaces

Account Code

1201005500—> Aadhaar other Biometric/Demography Updation

8661003300—> CGST-Collection on Business Auxillary Services

8661003400—>SGST-Collection on Business Auxillary Services

8661003500—> UTGST-Collection on Business Aucxillary Services (if applicable)

Amount : For each account multiplied with number of updation
(Demographic / Biometric updation)

Click on “Insert” after entering details for each account code.
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{E Favourites (Ctrl+F)
# Home > Misc Receipts/Payments

Miscellaneous Receipts/Payments

Transaction Type* Transaction Mode* Remarks®
Receipt b Cash b d Aadhaar demography updation 10 Nos.
Account Code* ~ Amount®

Aadhaar Other Biometric/Demography Up 42370 Select to:Upload

Choose File No file chosen

= Oidas i alio e

After selecting / making necessary entries, click on ‘Insert’ button.

L Misc Receipts/Payments
Miscellaneous Receipts/Payments
Transaction Type* Transaction Mode* Remarks*
Receipt v Cash ~ Aadhaar demography updation 10 Nos.
elect to Upload
Account Code* Amount* e P
Choose File  No file chosen
Account Code Details Amount
(] 1201005500 Aacihaar Other Biomeiric/Demography Updation 4237
86561003300 CGST-Collaction on Busness Auxiliary Services 3815
8} 8561002400 SGST-Collection on Business Aunliary Services 3815
R 1ivw 1

Total: 499.99999999999994

After inserting entries for Aadhaar fee, CGST, SGST / UTGST as applicable, account
code, details of account code and amount will be shown as above.

For Example : Above screen shows entry of Updation fee for 10 Nos. demographic
updation totalling to Rs. 500/-.
After confirming account codes and amount. Click on ‘Submit’

Note : - Though, treasury operator inserted 3 amounts for 3 different account codes, it
will appear as a consolidated amount to Treasury Supervisor for verification and entry in
TCB. But, in DTR these 3 account code wise amount will reflect separately in Part-1 &
Part-IIl of DTR.
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2.2 Role of Treasury Supervisor

Treasury Supervisor need to verify the miscellaneous transaction submitted by treasury
operator as described in 1.1 above

Approval ()
a

1= Cash Approval (SRC] t=  Cash Approval (DEST)

& Misc transactions w Approve Customer
approval 2 Billing

w  Approve Ebiller w  Stamp Bulk Sales
Payments N Approve

& Stamp Advance £ Cheque Approval
Approval = (5RO

> Cheque Approval s Solled Stamps.
(DEST) Process
Stamp o Stamp Issue/Receipt

=  Request/Remittance Approval
Approval

Approve IPO
2 Approve IPO Indent a3 Rermtanics fSouce)
Q [AEIED 3 100 Calac Annrows

Access ‘Misc Transactions Approval’ through Treasury—>Approval-> Misc Transactions
Approval.

B Favourites (Ctri+F)
L Approvat of Misc Receipts/Payments

Approval of Miscellaneous Receipts/Payments

Transaction Transaction Transaction

Date Mode Type Amount Remarks Action Forward Approve Reject
28.07-2025 Cazh Receiprs 500 (Viewinta ]

After clicking on ‘Misc Transactions Approval’ page as shown above will appear. In
case, the supervisor wishes to view the breakup amount account code wise, click on
‘View Info’ button.

Transaction Information °

Details: Aadhaar demography updation 10 Nos.

CGST-Collection on Business Auxiliary Services (8661003300); 38.15
SGST-Collection on Business Auxiliary Services (8661003400): 38.15
Aadhaar Other Biometric/Demography Updation (1201005500): 423.7

After clicking on ‘View Info’, button a pop-up showing transaction information with
details of account code, account code and amount will be shown. Close the pop-up.
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[ Favourites (Ctri+F)
B Hom Approval of Misc Receipts/Payment:

Approval of Miscellaneous Receipts/Payments

Transaction Transaction Transaction

Date Mode Type AN Remarks Action Forward

28407-2025 Cash Receipts 500 approved [ view In ‘

Approve Reject
[ soprove |

To approve the entry, enter suitable remarks under the column header ‘Remarks’
against the corresponding entry and click on ‘Approve’ button.

. x
Success: The Transaction has been
Do you want to approve the Receipts transaction for the amount 500. o Approved

Please confirm to proceed

After clicking on ‘Approve’ button, a dialogue box seeking approval confirmation will
appear. To confirm approval and proceed, click on ‘Confirm’ button. After clicking on

‘Confirm’ button, a flash pop-up message as “Success: The Transaction has been

Approved’ will appear in the bottom right corner of the screen

2.3 Entryin TCB and DTR after approval by treasury Supervisor

Download Reports (]

Status Status B

IPO Transaction
Status

Stamp Transaction
Status

Accounting

ing Detail
cancellation report & pecasatie Y

Accounting details by 5

officeid Budget Report

Search

ek Gt Repart B HOAAccount_Codes
Day Begin/End

Rhnart B  Exception Day Report
Out of Stock B special Remittance
DTR B Tcs

After approval of transaction by treasury supervisor as described in 1.2 above, access

TCB report through Treasury—>Reports>TCB.

INDIA POST - APT
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Favourites (Ctrl+F)
£ Hom e}
Treasurer's Cash Book

Date*

28-07-2025 (m]

Generate

Select the desired date. (By default, page display current business date) and click on
‘Generate’ button.

[ Favourites [Cir+F)
& How e
Treasurer's Cash Book

Date*

My TCB All Users.

TCB of 10062441
Opening Balance: 477132
Receipts Payments
i Parpces Pesen Libiins There are no records 1o display
ASENIN (RMOgra.. oR1E ]
“ »
per R 10w A
Total Receipts: 500 Total Payments: 0

TCB for the selected date will get generated. Click on ‘Print’ button.

Department of Posts India

Treasurer's Cash Book

28-07-2025

Generated without performing day end
Office: Yadgiri H.O (21360030) Generation Date;28-07-2025 : 08:11:58
User: KUFENDRA S WATHAR (10062441)

Opening Balance: 4, 77,132.00

Sno Purposa Particulars Source Raceipls Payments

1 Aadhaar demography updation  Misc Transaction 500.00

10 Nos.
Total 500.00 0

Clasing Balance: 4,77 632.00

Rupees Four lakh seventy-seven thousand six hundred and thirty-two only

Amount submitted/verified as explained in 1.1 & 1.2 will appear under receipt column.
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Download Reports

B [POsales report

i3

Transaction status reports

Cash Transaction

8 Status &
1PO Transaction

& Status &

Accounting
] ]
cancellation report

Accounting details b
] i L

officeid
B  Bank Credit Report [
Day Begin/End
B Report b
B Outof Stock ]
B O 1]

Cheque Transaction
Status

Stamp Transaction
Status

Accounting Details

Budget Report

Search
HOA/Account_Codes

Exception Day Report

Special Remittance

s

After approval of transaction by treasury supervisor as described in 1.2 above, access
DTR report through Treasury—>Reports>DTR

[®) Favourites (Ctri+F)
3 Summary

Report Date-*

28-07-2025 (m}

Select the desired date
‘Generate’ button.

Opening Balance: 838780

Summary

PART | (Consolidated Fund of India)

Part | Receipts Part | Payments
Ptiriptise; A There are n recards fa display
L ey
PART Il {Public Account)
Part Ill Payments
Amaunt Description Amaunt
1500 flermitaree o Bk Cleard Coman st
-
"
Total Receipts: 27300 Total Payments: 26800

DTR for the selected date will get generated. Click on ‘Print’ button.

INDIA POST - APT
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Department of Posts India

HO Summary
Report Date: 28-07-2025

Office: Yadgin H.O (21360030}
User:KUPENDRA SWATHAR (10062441)

Generation Date:28-07-2025 : 08:13:24

Generated without performing day end

Min Balance: 20,00,000.00 Max Balance: 30,00,000.00

Opening Balance: 638 780.00

N PART | {Consolidated Fund of India} ]|
Receipts| Paymen

| |Aadhaar Other Biometric/Demegraphy Up dzaqgl |

| Total 423.70 | 0.00]

PDF format of the DTR / HO Summary (in case of HO) will gets generated and displayed.

Aadhaar updation fee submitted and verified as described in 1.1 and 1.2 will appear in
Part-l of DTR / HO Summary.

Department of Posts India

HO Summary
Report Date: 28-07-2025

Office: Yadgiri H.0 {21360030)
UserKUPENDRA 5 WATHAR (10062441)

Generation Date:28-07-2025 : 08:13:24

I FART Il (Public Account) i

.No Details of Transactions H.ﬂ:g'% Payments|
|2 Post Office Savings Bank Account -Receipis 1.800.0
Post Office Time Deposits( 1 Year) TD-Receipts 25,000.00
4 [CGST-Collection on Business Auxiliary Services 38.15
5 SGET-Collection on Business Auxiliary Services 38.15
5 Remittance to Bank _Cleared Cheque 26,800.00|
Total 26,B76.30 26 80000
Part | Receipts: 42370 Part | Payments: 0.00
Part Il Recaipts: 26,876.30 Part Il Payments: 26,800.00

CGST, SGST / UTGST amount submitted and verified as described in 1.1 and 1.2 will
appear in Part-lll of DTR / HO Summary.

3 Accounting through Booking Solution
Aadhaar fee collected may be accounted through Booking Solution also.

Note :- User may choose either of one method i.e. (either through Treasury or through
Booking Solution)

In this section, accounting through booking solution is described.

INDIA POST - APT Page 10 of 24
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3.1 Role of Counter Operator

3.1.1 Submit amount in miscellaneous transactions

Home  BagManagement Bank Module  Barcode and Label Mngmt. king Soluti Y

Others v

Business Date : 28-07-2025

hdiapost IT 2.0

& Favourites (Ctrl+F)

Booking Solution
Management of counter operati...

Counter operator to click on ‘Booking Solution’ card

Transactions

‘Miscellaneous

Access

Accounting’

Counter Operations

Begin Your Shift
Request Cash
View Inventory

Transfer Cash

Article Enquiry

Domestic MO Inquiry

Counterwise
Inventory Report

option

boo

&

Regquest Inventory-
Stamps

Request Inventory-IPO

Stock Balance Report

Miscellaneous
Transactions
Accounting

Article Cancellation

Bulk Excel Validation
Tool

RMFS - REPORTS

through Booking
Solution—>Counter Operations—>Miscellaneous Transactions Accounting.

3.1.1.1 Entering and Submitting amount for Aadhaar updation fee (excluding GST)

Miscellaneous Receipts and Payments Transactions

Adjust Receipt and Payments

Payment Description Amount

Chaoose an option w

Remarl

e Lo

After clicking on ‘Miscellaneous Transactions Accounting’ page, as shown appears.

INDIA POST - APT
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Aadhaar Other Biometric/Demography Updation - (Receipt Side - Positive)

£ Aadhaar Printout Black & White - [Receipt Side - Positive) I Inventory  Others v

Favour] CGST-Collection on Business Auxiliary Services - (Receipt Side - Positive)

@ Boosl Collection On Sale OF Railway Tickets - (Receipt Side - Positive) ShireBoghy A BNy 01 | SeRID:

Ded-Amt Refund Passengers Canceln Of Rly. Tickets - (Payment Side - Positive) nts Transactions
Deduct Service Charges On Sale OT Railway Tickets - (Payment Side - Positive)
Deduct- Service Chgs Cancellation Of Rlwy Tickets - (Payment Side - Positive)

Depasits{Receipt) from 1PPB Customers - (Receipt Side - Positive)

1GST-Collection on Business Auxlliary Services - (Receipt Side - Positive) - R
HMarks

Aadhaar New Aadhar Enroliment - (ReceiptSid|

This field is required. &

In ‘Payment Description’ field Select ‘Aadhaar other Biometric / Demography
Updation - (Receipt Side — Positive)’ from the drop down list.

Miscellaneous Receipts and Payments Transactions

Adjust Receipt and Payments

Payment Description Amount Remarks
Aadhaar New Aadhar Enrollment - (ReceiptSic 017 Aadhaar updation fee (biometric) 12 * 84.75

{excluding G5T)
m

In ‘Amount’ field, enter the amount excluding GST. Enter suitable remarks in ‘Remarks’
field and click on ‘Submit’ button.

Transaction completed

o Successfully!

After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed
successfully” will appear.

3.1.1.2 Entering and Submitting amount for CGST on Aadhaar updation fee

[Py CGST-Collection on Business Auxiliary Services - (Receipt Side - Positive)

@ 200k Collaction On Sale Of Rallway Tickets - (Receipt Side - Positive] S L < .07 ey 5 0 1 || ShiftiD: 1

Ded-Amt Refund Passengers Canceln Of Rly, Tickets - (Payment Side - Positive) nts Transacﬂons
Deduct Service Charges On Sale Of Rallway Tickels - (Payment Side - Positive)
Deduct- Service Chgs Cancellation Of Rhwy Tickets - (Payment Side - Positive)

Deposits(Receipt) from [PPB Customers - (Receipt Side - Positive)

| 1GST-Collection on Business Auxillary Services - (Receipt Side - Positive) e Rérnaris
| A emal

Choose an cption v

Reset Subrmit

Next, in ‘Payment Description’ field Select ‘CGST-Collection on Business Auxillary
Services - (Receipt Side - Positive)’ from the drop down list.

INDIA POST - APT Page 12 of 24
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Miscellaneous Receipts and Payments Transactions

Adjust Receipt and Payments

Payment Description Amount Remarks
CGST-Caollection on Business Auxiliary Serviees 91.50 12 NOS BIOMETRIC UPDATION

P

In ‘Amount’ field, enter the calculated amount of CGST. Enter suitable remarks in
‘Remarks’ field and click on ‘Submit’ button.

Transaction completed

o Successfully!

After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed
successfully” will appear.

3.1.1.3 Entering and Submitting amount for CGST on Aadhaar updation fee

[S0en: SGST-Collection on Business Auxiliary Services - (Receipt Side - Positive)
# Boowl Suspense on Digital Payments - (Receipt Side - Positive) SHIERSERRNE [ 20 07202522 SB.00 ML QaneraD: 1.1| Shift 10:9
Suspense on Digital Payments-Adjustments - (Payment Side - Positive) :nts Transactions
Unclassified Receipts (UCR) - (Receipt Side - Positive)
Unclassified Receipts-Cleared - (Payment Side - Positive)
{ UTGST-Collection on Business Auxiliary Services - (Receipt Side - Positive)

Withdrawals(Payments) by IPPB Customers - (Payment Side - Positive)

‘.

Remarks

SGST-Collection on Business Auxiliary Serviees ‘

Next, in ‘Payment Description’ field Select ‘CGST-Collection on Business Auxillary
Services - (Receipt Side - Positive) or UTGST-Collection on Business Auxillary
Services - (Receipt Side — Positive)’ as applicable from the drop down list.

INDIA POST - APT Page 13 of 24
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Miscellaneous Receipts and Payments Transactions

Adjust Receipt and Payments

Payment Description Amount —Remark: .
SGST-Collection on Business Auxiliary Serviees 91.50 SGST 12 NOS BIOMETRIC LPDATE ‘

P

In ‘Amount’ field, enter the calculated amount of CGST / UTGST. Enter suitable remarks
in ‘Remarks’ field and click on ‘Submit’ button.

0 Transaction completed

Successiully!

After clicking on ‘Submit’ button, a flash pop-up message as “Transaction completed
successfully” will appear.

3.1.2 Check Wallet

After completion of steps mentioned in 3.1.1.1, 3.1.1.2 & 3.1.1.3 as described above,
click on wallet icon adjacent to profile icon in the home screen.

Wallet Balance

Treasury : 477632

Consolidated amount entered and submitted as described 3.1.1.1, 3.1.1.2 & 3.1.1.3
will get added and shown against Booking.

Note :- Amount shown in wallet under Booking includes the amount collected through
other transactions of Booking Solution also.

INDIA POST - APT Page 14 of 24
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3.1.3 Common Submit Account (before transfer of cash)

Submit
Operations> Common Submit Accounts.

Access ‘Common

Counter Operations

e

Accounts’

Be  View Inventory P&  Stock Balance Report
Miscellaneous

&E  Transfer Cash €8 Transactions
Accounting

B Article Enguiry Bl Article Cancellation

| | Vali

® Domestic MO Inquiry B Bulk Excel Validation

Tool
Counterwise

E : MEFS - REP!

E Inventory Report E RMES - REEOKES

@ Reports 8 Common Submit

Accounts

8 Miscellaneous

End Your Shift
Transactions Report

8

through Booking Solution—>Counter

Common Submit Accounts

Employes 1D Counter 1D Shift iD

10062441 1

1
i m

*Make sure manual adjustment entries are made for IPPE/CES
transactions to reflect in Submit Accounts. Then only proceed for
generate accounts.

*Adjustment entries for PLI/RPLI will be fetched automatically when
you generate and fetch accounts. Hence dont do any manual entry for
PLL/RPLI

@ Instructions
1. Click on Generate Accounts to start account submission in the background.

P

. Click on check status to know submit acco
completed, click Fetch Accounts to retrie:
refresh and wait for completion.

. If both steps succeed, verify entries under Receipts and Payments, If
mismatched please do reconciliaton to make submit account as zero{(). Also il

s are not fetched please wait for data flow to happen and perform

generate accounts, check status and fetch account again.

4. Also make sure adjustment entries are made for IPPB/CBS transactions to
reflect in Submit Accounts,

5. Once the difference is Zero, download the PDF and click Submit Accounts to

finalize

After clicking on ‘Common Submit Accounts’ click on Generate Account, Check

Status & Fetch Account by following instructions given in the page itself.

INDIA POST - APT
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Part-A
Receipts Payments
Serial No. Account Head Description Amount Collected Serial No. Account Head Description Amount Collected
1 Aadhaar Other Biometric/Demography Updation 1.017.00 Mil Transaction
2 CGST-Collection on Business Auxiliary Services £91.50
3 SGST-Collection on Business Auxiliary Senices T91.50
Total Receipts Total Payments Receipts and Payments Difference
£1,200.00 T0.00 ¥1.200.00
Part-B
Receipts Payments
Serial No. Account Head Description Amount Collected Serial No. Account Head Description Amount Collected
Wil Transaction Wil Transaction
Total Receipts Total Payments Receipts and Payments Difference
Fo.00 F0.00 F0.00

Transfer your counter cash Lo Treasury and get acknowledged by Treasurer to submit accounts

Downinad PDF

After clicking on ‘Fetch Account’, all the transaction details performed through

Booking Solution will be shown in Part-A & Part-B as above.

User needs to check and

confirm with the transaction details shown and need to transfer / request cash

depending upon the amount shown in ‘Receipts and Payments Difference’.

3.1.4 Transfer of cash to treasury

Access ‘Transfer

INDIA POST - APT

Cash’
Operations>Transfer Cash

option available

Counter Operations G

Request Inventory-
Stamps

KE  RequestCash

e Viewloventory

K5 Transter Cash

B  Aude Enquiry

@) Damestic MO Tnquiry

Counterwise Inventory
Repart

[} Reports

- Miscelansous

&  Request Inventory-tPO

B Stock Batance Report

Miscellaneous
£ Transactons
Accounting

B Article Cancellation

Bulk Excel Validation
Taol

B, RVFS - REPORTS

Common Submit
Accounts

Booking  Solution>Counter

Page 16 of 24
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Department of Posts

Ministry of Communications, Governmens of India

Fotchod Empioyeo Detais
@ Successkilly: b redriewed
SUCORSS Y

W 20 \aas Welcome to apa T2(
e Shift Begin Date & Thme: 28.07-2028 223600 | Counter ID.Y | ShiRio: v
Transfer Cash
® Transler Cash () View Transferrad Cash Status
Select
Chooss the Transfer Type v Transter Value

This feid 1« required

After clicking on ‘Transfer Cash’ option, page as shown above will be displayed.

Transfer Cash

@ Tiansfer Cash | View Transferred Cash Status

Select Transfer Value

Counter to Treasury “ 1200 Enter Denominations

By default, ‘Transfer Cash’ radio button will be selected. Select ‘Counter to Treasury’
option from the drop down and enter the amount to be transferred to treasury and click
on ‘Enter Denominations’ button.

Transfer Value Information

Transter Valoe: 1200
Entered Denominations Value 1700

Currency Type Danamination ooyt valug
Coin am
Coin (%] 0
Cain 0ns ]
Coin
Note
MNote 106 ]
MNate 20
Note 50
Note 10 [d | 1200
Nate 20 o

5 3

Enter the denomination-wise amount and click on ‘Submit Denominations’.
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India Post
Dok Suvacion e

Transfer Cash
@ Transfer Cash () View Tranaferred Cash Status
Satect Transler Value
Countar to Traasuy o | |12
MNumber of
Currency Type Denomination Notes/Col Value
MNote 100 12 1200

Details of denominations submitted will be shown as above. Click on ‘Submit’ button.

o resource created successfully:

Cash Transferred Successfully

After clicking on ‘Submit’ button, a flash pop-up message as shown above will appear.

Transfer Cash

) Tranafer Cash (@) View Tramferred Cash Status

To employee ID To Counter No To Shift No Amount Cash Acknowledgem... Transfer Type Acknowledged On

1200 Pending Counter-Treasury Pending

After successful transfer of cash to treasury, status of acknowledgement will be shown
as ‘Pending’ when clicked on ‘View Transferred cash status’ radio button until the cash
transferred id acknowledged by Treasury Operator.

INDIA POST - APT Page 18 of 24




=

SOP - Accounting of Aadhaar Updation Fee collected

f Tﬁ
w

Ind; m}_l‘r:tst

3.2 Role of Treasury Operator

3.2.1 Acknowledge cash transferred by counter operator.

Click on ‘Treasury’ card

Treasury Management

CASH TRANSACTIONS STATUS CHEQUE TRANSACTIONS STATUS STAMPS TRANSACTIONS STATUS PO REQUESTS STATUS PO REMITTANCE STATUS
Prec 8 Preci 0

heques Stamns/ Stationery
nce S1mos 0nc RI0onery

After clicking on ‘Treasury’ card, treasury management dashboard and sub cards as
shown above will be displayed. Under ‘Cash Transactions Status’ number of cash
transactions pending to be processed will be shown as ‘Prcc : <No. of cases to be
processed>’. Click on ‘Prcc’.

Process Pending Transactions

Source Transaction Date Transaction Type Amount Details Madify Amount Process Reject

> pigniaa AR i Cash Transfer fram
T AT i g Comrrer 1, By KUPENDORS m

Process pending transactions page as shown above will be shown. To process the cash
transferred from counter operator click on ‘Process’ button against the corresponding
row entry.

o The Transaclion with the amount

Do you want to process the Remittance transaction for the amount 1200

1200 has been processed

After clicking on ‘Process’ button, a dialogue box seeking confirmation to process cash
remittance transaction will appear. To confirm processing of cash remittance i.e.
acknowledging cash transfer from counter to treasury, click on ‘Confirm’ button. After
clicking on ‘Confirm’ button, a flash pop-up message as shown above will appear.
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3.2.2 ViewTCB

Printing

Department of Posts India

Treasurer's Cash Book

28-07-2025
Ganersted without parforming day end
Ofice: Yadgiri 4.0 (21360030) Generation Date:28-07.2025 © 15:06:00
User: KUPENDRA 5 WATHAR (10062441)
Opening Balance: 4,77,132.00
Sno Pupss Parod s e Fessipis Faymants
Asdhaar demegmapty updation  Misc Transsction S00.00
10 Nos

2 Cash Racenad Cash Transier fom Courtor 1, By KU Countar 120000

Total 1.700.00 [F]

Closing Balance: 4,78 832.00

Rupees Four lakh seventy-egnt housand eight hundred and thaty-two only

After acknowledging cash as described in 3.2.1 above, view TCB report through
Treasury—>Reports2>TCB. Total amount of cash transferred by counter operator and
acknowledged by treasury operator will appear under ‘Receipts’ column.

3.3 Role of Counter Operator

3.3.1 Check wallet

Wallet Balance

Treasury :
Booking :
Delivery :
Pick-up :

PLI:
Philately :
Mobile App :
Fin. Services:
Total :

0
0
0
0
0
0
0
0
0

After completion of steps mentioned in 3.2.1 as described above (i.e. After
acknowledgment of cash by treasury operator), click on wallet icon adjacent to profile
icon in the home screen. Wallet amount against Booking will be shown as ZERO.
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3.3.2 Common Submit Account

After acknowledgment of cash by treasury operator, counter operator need to perform
submit account through Booking Solution->Counter Operations>Common Submit

Common Submit Accounts
@ Instructions
Emplayee IL ounter 10 10 1. Click on Generate Accounts (0 start account submission in the background.
10062441 1 1 2. Click on check status to know submit accounts completion status, once completed, dick

Fetch Accounts to retrieve the results, Otherwise dick on refresh and wait for

Generate Account Check Status Fetch Account

*Make sure manual adjustment entries are made for IPPB/CBS transactions
to reflect in Submit Accounts, Then only proceed for generate accounts

s and Payments.
0). Also If an

*Adjustment entries for PLI/RPLI will be fetched automatically when you

4, Also make sure adjustment entries are made for IPPB/CBS transactions to reflect in
generate and fetch accounts. Hence dont do any manual entry for PLI/RPLI Submi

it Accounts.

5. Once the difference is 2evo, download the PDF and click Submit Accounts to finakze

After clicking on ‘Common Submit Accounts’ click on Generate Account, Check
Status & Fetch Account by following instructions given in the page itself.

3.4 Role of Counter Supervisor

After submission of common submit account by counter operator, the same needs to
be verified by counter supervisor.

3.4.1 Verify submit account of counter operator

Counter Operations e

o~ Allocate Counter to =

= = View Counter status
Operator

= Create New Counters = Modify Alloted

e and Shift = Counters

o Transter Cash- o Acknowledge Cash:
Supervisor Supervisor

~  Franking Office - RMFS Last SOM

* . Supervisor *~ Capture

a Article Cancellation o Insured Article
Authorization Authorization

Access ‘View Counter Status’ option through Booking Solution>Counter
Operations—>View Counter Status
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View Counter Status

—Select From Date . —Select to Date !
28-07-2025 ] 28-07-2025 ] View Counter Status
Submit
Employee Employee Counter s Shift End Account SUBmL A Shift End Forcible
Shift ID Begin . " Verify i

D Name (o] Time Time Verification - " Status Shift End

Status
KUPENDRA 2025-07-28 "
10062441 5 waTHAR ! ! 17.07:12 ’ fenting (=)

Rt B 10w 1-1al1

Counter status of all counters for the selected period will be shown as above. Click on
green tick mark available under ‘Submit & Verify Account’ column header against the

desired employee ID.

Venfy Acrnunts

Instructions
1. Click on Generate Accounts to start account submission in the background.
2. Click on check status 1o knaw submit accounts completion status, once completed click Fetch Accounts to retrieve the results. Otherwise click on refresh and wait for completion

3. 1f both steps succeed, verify entries under Receipts and Payments , If mismatched please do reconciliaton to make submit account as zero(0). Also if any transactions are not fetched please
walt for data flow to happen and perform generate accounts, check status and fetch account again,
4. Once the difference is Zero, download the PDF and click Submit Accounts

Employee 1D Counter 1D Shift 1D Date
10062641 v [ : 28.07.205

After clicking on verify submit account, a dialogue box as shown above will appear. By
following the instructions, Generate Account, Check Status and Fetch Account.

Total Receipts Total Payments Receipts and Payments Difference
#1,200.00 #1,200.00 T0.00
Part-B
Favourites (Cor+F) Receipts Payments
Serial Nao. Account Head Description Amount Collected Serial No. Account Head Description Amount Collected
Mil Transaction Nil Transaction
Total Receipts Total Payments Receipts and Payments Difference

F0.00 ¥0.00 T0.00

F——

Scrutinise the details of transactions appeared in Part-A and Part-B and click on ‘Verify

Account’.
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3.5 Role of Counter Operator

After verification of submit account by supervisor as described in 3.4.1 above, counter
operator need to perform counter shift end.

3.5.1 Counter Shift End

Counter Operations G
Ao A Regquest Inventory-
& L ) a Stamps
£5  Aequest Cash &  Request Inventony-IPO
e viewinventory s Stock Balance Report

Miscellaneous
£  Transactions
Accounting

£5  Trarsfer Cash

B Asticle Enquiry B Adicle Cancellation

Bulk Excel Valdation

@) Domestic MO Inguiry LY o

g CoumMenWseIWemOY  m eycc cesoars
Report

2 Ragons 8 Common Sibma

Accounts

8 Miscetlaneous

Trarsactions Report o i

Click on ‘End You Shift’ in Booking Solution—> Counter Operations—>End your Shift.

Shift End

Employee iD. Counter D Shift ID

10062441 1 1

tacilicy id

21360030

*Make sure manual adjustment entries are made for IPPB/CBS transactions, CODMO booking completed for COD articles delivered to refiect in Submit Accounts. If not
done please perform them and then re-generate submit account, check status and fetch account

*Adjustment entries for PLI/RPLI will be fetched automatically when you generate and fetch accounts. Hence dont do any manual entry for PLI/RPLIL,

Also If any transactions are not fetched please wait for data flow to happen and perform generate accounts, check status and fetch account again After completion of

all these transactions proceed for shift end of the counter.

Click on ‘End Shift’ button after ensuring the instructions mentioned in the Shift End
page.

@ Shift End Done Successfully

After clicking on a flash pop-up message as “Shift End Done Successfully” will appear.
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3.6 DTR after counter shift end

Treasury user may generate DTR through Treasury—>Reports>DTR.

At 1 I
g Department of Posts India
HO Summary
Report Date: 26-07-2025
Office: Yadgii H.O (21380030) Generation Dale:20-07-2025 ; 00:45.30
User:KUPENDRA 5 WATHAR (10062441)
Min Batance: 20,00,000.00 Maw Balance: 30,00,000.00

Opening Balance: 6 38,780.00

[ PART | (Consoiidaled Fund of India] 2|

Ne [Detais of Transactions Recei &
1 dhaar Other Biometric| Updabon 423 71
Total 42370} 0.00

Department of Posts India

HO Summary
Report Date: 28-07-2025

Generation Date 28-07-2025 05 48 30

Office: adgri H.0 (21360030]
UserKUPENDRA S WATHAR (10062441

PART il {Public Account)
Mo Delails of Transactions Receipts| Puyrments!
Post Dffice Savings Bank Account -Receipts 1,500
Post Dffice Teme Deposits] 1 Year) TD-Receipts 25000
LGST-Collection on Businesa Auckary Sarvices 38 1
ST-Collection on Busness Auxiliary Services 38,15
ner Data_Receipis Mismaich 1,200.00
¥ 10 Bark _Clesred Chegue | 26,500
Totad [ 500 00

Part | Recaipts Fart | Payments:
Part Il Recaipts: Part il Payments:
Jotal Recaits; ZA0000 Jotal Paymants: e, T

42370

28,076.30

CGST, SGST/UTGST will reflect in Part-Ill of DTR.
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