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ABBREVIATIONS 
SL NO. ABBREVIATION FULL FORM 
1. IT Information Technology 
2 APT Advance Postal Technology 
3 GDS Gramin Dak sevak 
4 BO Branch Office 
5 GDS Grameen Dak Sewak 
6 BPM Branch post Master 
7 ABPM Assistant Branch Post Master 
8 TRCA Time-Related Continuity Allowance 
9 RMS RAILWAY MAIL SERVICES 
10 SC/ST Schedule Caste/ Schedule Tribe 
11 OBC Other Backward Community 
12 EWS Economically Weaker Section 
13 PwBD Person with Benchmark Disability 
14 NPS New Pension Scheme 
15 LV Low Vision 
16 OA One Arm 
17 HH Hard of Hearing 
18 OL  One Leg 
19 CGPA Cumulative Grade Point Average 
20 IPPB  India Post Payments Bank 
21  VA Verifying Authority 
22  EA Engaging Authority 
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Operational Guide: 

Operational Guide Version 1.0 Dated 09.03.2026 
 
 
INTRODUCTION: 
 
This Operational Guide provides comprehensive instructions in respect of various 
activities to be performed related to Gramin Dak Sevak (GDS) Online Engagement at the 
Division level. It is intended for division users (administrative staff) and authorized 
personnel involved in the GDS online Engagement process. The guide specifically 
outlines the procedures for document verification, Pre engagement and post 
engagement activities to be performed by the Divisions.  

 
 
 
 
 
 
DISCLAIMER: 
 
The procedures described in this Operational Guide are illustrative in nature and are 
intended to assist division users in effectively operating the APT software solution. This 
guide is for reference purposes only and must not be construed or cited as official rules 
or rulings. For Rules and guidance refer GDS Engagement rules, notification and SOP 
issued by Directorate time to time. 
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1) Document Verification of Shortlisted Candidates for GDS 
Online Engagement. 

 
1. An authorized Division/Unit user assigned with the GDS-DO-CRUD (Division office 
role for GDS Online Engagement) role can perform the document verification process 
for shortlisted candidates in the GDS Online Engagement system. 
 

 
 
 

2.  For Access, please use the URL https://app.indiapost.gov.in/employeeportal and log 
in using valid Division/unit user credentials. After successful login, click on the GDS 
Online card as shown below. 
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3.Upon clicking the GDS Online card, the VA will be redirected to the 
GDS Admin Panel, where the Document Verification option will be 
available. 

 

 

 
4. After clicking on Document Verification, Document Verification Dashboard is 
seen with list of all short-listed candidates under the division. 
 

 
 
5. When a candidate attends for document verification, the Verification Authority 
(VA) must click on “Start Verification” against the concerned candidate. Upon 
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clicking, an OTP pop-up window will appear. Click on the “Send OTP” button. The 
OTP will be sent to the candidate’s registered mobile number. 
 

 
 
6. The VA has to obtain the OTP from the candidate and enter the 6-digit OTP in the 
Enter OTP field and click on “Validate OTP” button. 
 

 
  
 
 7. After successful OTP validation, the following screen will be displayed. The Basic 
details of the candidate along with photo and signature of the candidate will be 
displayed. The Application Form can be downloaded by clicking the Application 
Form button available in the top-right corner of the Candidate Profile. 
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 8. All mandatory documents must be uploaded in PDF format with the help of 

Attach Button. After uploading the required document, the Verify and Replace 
buttons will be displayed. 

 
 Note: After uploading, option to view uploaded document will be available 
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9. To replace a document, click on the Replace button. Otherwise, click on “Verify” 
Button to verify the document. A pop-up window will then appear to confirm 
whether the document details are tallied or not. 

 
      

 
 
 
 
 
 

10. If the VA wants to mark the document as Tallied, the VA has to click on 
“Tallied.” After clicking on “Tallied,” a Verification Checklist will be displayed. 
After satisfying that the checklist conditions are met, the VA has to tick the relevant 
checkboxes individually or use the “Select All” option and click on the “Save” 
button. 
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11.If the document details are not tallied, click on the Not Tallied button, select the 
appropriate reject reason from the drop-down list, and then click on Reject 
Document as shown below. 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                        Operational Guide for using GDS Online Engagement Management  
 

INDIA POST – APT 2.0  Page 11 of 25 
 

 
12. If any document is “Not Submitted” (i.e., the candidate does not bring/produce 
the document during verification), the VA must select the checkbox under “Not 
Submitted”. If any document is marked as “Not Submitted”. After uploading and 
completing the verification of all other documents, the Upload Annexure 2 button 
will be displayed. The VA has to upload the Annexure 2 in respect of the documents 
not submitted/not produced by the candidate. 

 

13. If Caste Certificate Not in Prescribed Format, then The Verifying Authority (VA) 
after uploading the caste certificate and marking as tallied, can upload Annexure-III 
after and then click on the Save button. 
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14. After uploading and verification of all the mandatory documents and uploading 
annexure 2 in respect of not submitted documents if any, the Upload Documents 
button becomes enabled.  
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15. Upon clicking it, the documents will be uploaded successfully. 

 

 
 
 
 
16. Once clicked on “Upload Documents” depending the verification status of each 
document, a button will be displayed showing the Final Verification Status.  
 
The final verification status will be automatically determined based on the 
verification status of the uploaded documents. 
 
 If all the documents marked as “Tallied” the final verification status will be  

displayed as “Accept” on the button. 
 
 
 
 
 
 
 
 
 
 
 
 

     
 If any of the document is marked as “Not tallied” the final verification status 

will be displayed as “Reject” on the button.  
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 If in respect of caste certificate, Annexure 3 is uploaded, the final verification 
status will be displayed as “Provisionally Accepted” on the button.  

    
                      

 
 
  
 
 
 
 

 
 

 17. The VA has to click the Final Verification Status button. Upon clicking it, a 
confirmation prompt will be displayed to the Verifying Authority (VA) to either 
Accept/Reject or Cancel the action. 

   

 
 
 
 
 
 
 
 
 18. Once the confirmation is provided, the verification process in respect of the 

candidate will be completed. 
  

  
  
 Note:  The PE OFFER will be sent to the candidate’s registered mobile number and 

email, if the candidature is accepted/provisionally accepted. 
 



                        Operational Guide for using GDS Online Engagement Management  
 

INDIA POST – APT 2.0  Page 15 of 25 
 

19.  The system will then redirect to the Document Verification Dashboard, where 
the list of shortlisted candidates is displayed and the final verification status will be 
displayed against the Candidate details. 

 
20. VA can download DV Letter by using DV Letter Button under DV Status & 
Actions. The Document Verification letter will be downloaded as follows 
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21. The Verifying Authority (VA) can revert the Document Verification by clicking on 
the Revert button before the last date of DV and up to 2 days after the last date of 
DV. A confirmation pop-up will be displayed as shown below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

22.VA can revert by clicking on “Yes , Revert” button. 
 
Note: The revert option will be available only in respect of “Rejected candidates” 
and it can be availed only once. Once reverted the option will be disabled. And in 
respect of “Accepted Candidate”, the VA can reject the candidature by clicking on 
“Reject Candidate” button and selecting the reason “Candidate is erroneously 
accepted by VA” 
 
 
23. Once the document verification is completed, VA can proceed for generating 
Training Order. Under the candidate status, VA has to click on the Initiate Training 
button. A pop-up window will open displaying the candidate details. The Verifying 
Authority (VA) must enter the Training From Date, Training To Date, Place of Training, 
and relevant training order/case mark details along with the date. 



                        Operational Guide for using GDS Online Engagement Management  
 

INDIA POST – APT 2.0  Page 17 of 25 
 

 

 
 

 
24. After clicking on Submit Training Request, the Download Training Order button 
will be enabled, allowing the training order to be downloaded. 
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  25. The status in the Dashboard will be updated to Training Initiated.  
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26. Then, the Verifying Authority (VA) must click on the Issue of Provisional Order 
button. Upon clicking, a pop-up window will open displaying the candidate details. 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

27. After selecting Training Completed (ensuring the current date is after the Training 
End Date) and entering the Provisional Order Case Mark with Date, click on the Issue 
Provisional Order button to proceed. 
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28. Once the provisional order is successfully issued, the Download Provisional Order 
button will be enabled to download the order. The system will then redirect to the 
Dashboard, where the status has been updated to Provisional Order Generated, and 
the Initiate Joining button will be enabled. 

 

 

 
 
 
   29. For updating the Joining Details, click on Initiate Joining after that the Date of    
   Joining must be entered and saved. 
 
 
 
 
 
 
 
 
 
 
 
 
 
30. After saving the Date of Joining, the candidate details will be pushed to PIS Module. 
And the candidate status will be changed to “Joining Initiated” 
 

 

 
 
 
Note: The Employee ID has to be created in PIS Module with details pushed from GDS 
Online Engagement Module. Once the Employee ID created and approved in PIS 
module, the Candidate status will be automatically changed to “Joining Completed” 
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31. After creation/approval of employee ID in PIS Module, the status will be 
automatically updated to “Joining Completed”. Then issue Regular order button will be 
enabled. 
 

 

 
 
32. Enter Regular order case mark and click on issue regular order, then Regular order 
will be issued successfully.  
 

 
 
 
33. After issuing regular order, the status in the dashboard will be changed to Regular 
Order Issued. 
 

 

 
 
34. At any point of time the Division/EA can Reject the Candidate by clicking on Reject 
Candidate button under Candidate Status in the dashboard.  After clicking on Reject 
Candidate, the VA has to select the reason for rejection. 
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35. After selecting the reason, If the Division/EA has to tick the checkbox “Confirm, 
whether you want to treat this post as vacant for next list” and then the Reject button 
should be clicked. 
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36. Then a pop-up confirmation will be asked to VA to confirm. when clicked on Yes, the 
candidate will be Rejected successfully. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Note: Once the status of the candidate is updated as “Rejected”, the Post of the 
“Rejected Candidate” will be treated as Vacant and in the subsequent list, new 
candidate will be allotted for that post. 
 
 
37. The status in the dashboard will be changed to Candidate Rejected  
 

 

 
 
 
 
38. The Division Office/EA can view the Application Form, uploaded Certificates, and 
Download Orders by clicking on the hyperlink provided on the Registration number in 
the dashboard. 
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39. To download orders like Training Order, Provisional engagement order, Regular 
engagement order they can click on download orders.  

 
 
 
40. To View the uploaded Certificates of the candidate, Click on Certificates and click 
on Preview against the required certificate to viewed. 
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For any technical issue, the Divisions can raise the ticket in Support Desk in APT. 
Under Support Desk, use Raise Ticket, and select category “APT (2.0 Rolled Out 
Offices)” and in Module Select “Recruitment” and in Sub Module Select “GDS 
Online” and give proper description along with relevant screenshot. 
 
For any procedural clarifications, please refer to SOP issued by directorate. 
 
 


