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ABBREVIATIONS

SI. No. Abbreviation Description
1 DoP Department of Posts
APT Advance Postal Technology
Systems, Applications and Products in Data
3 .
SAP Processing
4 Csl Core System Integration
5 HPO Head Post Office
6 SPO Sub Post Office
7 F&A Finance & Accounts
8 GL General Ledger
9 Pst Ky Posting Key
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

Bank Module

08.04.2026

Chegque Reissue in APT against Cheque Issued in SAP
(CSI)
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

1 Back-ground and Introduction

Prior to the introduction of APT, Post Offices operated on the SAP application under CSI 1.0.
The HPOs/SPOs linked with banks used to issue cheques in SAP by generating Payment
Document Numbers. These Payment Document Numbers consist of 10 digits, through which
accounting entries were posted in the SAP F&A General Ledger (GL).

For each Payment Document Number (Cheque Issue/Drawl Cheque), the accounting entries
in SAP GL were recorded as:

e 50 (Credit) — Drawings from Bank Clearing
e 40 (Debit) — Relevant Payment GL as entered by the user

Subsequently, cheques were issued in SAP against the Payment Document Numbers linked to
the Drawings from Bank Clearing GL. Upon debit of funds from the Postmaster Drawing Bank
Account corresponding to the issued cheque, the cheque was reconciled in SAP. During
reconciliation, a Clearing Document Number was generated, and the following accounting
entries were posted:

e 40 (Debit) — Drawings from Bank Clearing
e 50 (Credit) — Drawings from Bank

After migration from CSI 1.0 (SAP) to APT, Post Offices required the reissuance of chequesin
APT against cheques originally issued in SAP due to certain genuine reasons. However, there
was no provision for cheque reissuance during the initial stages of APT implementation.

To address this issue, CEPT has developed a solution within the APT Bank Module to facilitate
the reissuance of cheques in APT corresponding to those issued in SAP.

In addition, there may be instances where HPOs/SPOs generated Payment Document
Numbers in SAP with the following accounting entries but did not assign or issue cheques:

e 50 (Credit) — Drawings from Bank Clearing
e 40 (Debit) — Relevant Payment GL as entered by the user

To handle such cases, provisions have also been made in the APT Bank Module to enable
cheque issuance against these SAP-generated payment documents.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

2 Important Points to be Noted before re-issuing the Cheques

e |f the SAP Payment Document associated with a cheque has already been reconciled
(i.e., a Clearing Document has been generated), the APT application will not permit
reissuance of the cheque.

e The posting date of the SAP Payment Document Number is a critical parameter and
must be entered correctly in APT while reissuing the cheque; otherwise, the
application will display an error.

e The SAP Payment Document Number must be associated exclusively with the
Drawings from Bank Clearing GL.

e The Drawings from Bank Clearing GL should be on the credit side only (Pst Ky — 50).

e The original cheque, received back from the beneficiary, must be scanned and
uploaded while initiating reissuance in APT.

e Incasethe original chequeislostand the beneficiary requests reissuance, the existing
official procedure should be followed before reissuance of the cheque. Then, a duly
signed certificate from the DDO confirming the genuineness of the request must be
uploaded while placing the cheque reissuance request. This is mandatory.

e Verification of the genuineness for reissuance of cheques issued in CSlis outside the
scope of APT and must be handled by the concerned cheque-issuing authority.

e No accounting entries will be posted in APT for cheque reissuance, as the accounting
entries have already been recorded in SAP at the time of original cheque issuance.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

3 User Login

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

Department of Posts Ministry of Communications g
TawA

Government of India

RO 8T - ST &al 51

What's New & Updates «=@

wise validation). Accounting entry cancellation of BOs restricted if already verified

for current date.

17 Mar 2026 PA0  uppaTE MPLEMENTED.
Provision of TE R to PFMS C Cash Account

view for PAOs implemented - This covers the accounts of all DDOs present under a
PAO. Download option in excel & PDF also provided.

Welcome User!
11 Mar 2026 DOP  UPDATE IMPLEMENTED Entar your credentials to signin

iPhone/iPad Users: Please download the latest APT TOTP App (Version 1.0.2+1) I0S
version by scanning the QR code{which will redirect to app store) on the login flow

Employee ID
step 2. After installing, logout and login again in TOTP Application to reconfigure
TOTP by scanning the new QR code shown in step 3 of Login flow [ ]
() Password

11 Mar 2026 Dor  uroaTe pLEMENTED

Al the staff are requested to login with TOTP instead of OTP

Forgot/Reset Password?

05 Mar 2026 sRc  upoATE IMPLEMENTED.

The process for carrying out Bulk Reconciliation of Remittance Schedules with the
Remittance Bank Scroll at the PAO level in the Bank Module has been implemented.

PAOs may utilize the bulk reconciliation process as per the SOP

2008 ingi Pt APT Powersd by CEPT

oo uPDATE PLEMENTED.

After entering URL in the address bar of any recommended web browser, login screen as
shown above will appear.

Enter the Employee ID and Password.

Click ‘Sign In’.

Department of Posts Ministry of Communications
YR ST - ST a1 57 41 Government of India

Intm Bt

Select Authentication Method
Download APT TOTP App
Authenticating: 10033671

Only needed for first-time setup,

device change, or lost mabile @ Authenticator App (TOTP)
Not required for every login.
Configure or reconfigure TOTP. Select this for first-time setup

or after device change.

Mobile OTP

© Available in 27s

Android iPhone / iPad
Scanto download APK  Scan to download from App Store
To configure / reconfigure:
1. Scan the QR above to download APT TOTP “
2 Install, Open and Register in the app
3. Onthe right, select Authenticator App and click Go Back
Continue

a. Scan the registration QR on the next screen

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.
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4 Roles Required

The following roles should be assigned for Creating and Approving the CSI Cheque Re-Issue
requests.
e Bank Reconciliation Operator
CSI Cheque Re-Issue Request can be created.
Reports can be viewed.
e Bank Reconciliation Supervisor
CSI Cheque Re-Issue Request can be created.
CSI Cheque Re-Issue Request Approver.
Report can be viewed.
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5 CSI Cheque Re-Issue Request

Initially the CSI Cheque Re-Issue Request will be created either in the Bank Reconciliation
Operator or Supervisor login.

Before Creation of the Request, the user should follow the Important Notes as mentioned in
the Point(2)

Department of Posts @2l == a T Mk
Ministry of Communications, Government of India
Home  Accounts Bag Management Bank Module  Barcode and Label Mngmt.  BCP Solutions ~ Others Business Date : 07-04-2026

+ Shivamogga Division SKR ~ +++ South Karnataka Region +H Bengaluru HQ Region +H AP Visakhapatnam Region & Tambaram HO JERX

m Favourites (Ctrl+F) _ T, W
[ Q search Modules )

Accounts Bag Management Bank Module
Summary/Cash and Accounts Bag operations in POs and RMS Management of Bank Reconill...

Barcode and Label ... BCP Solutions Booking Solution
Barcode and Label Management Offline Operational Solutio... Mgmt of Counter operations

Click on ‘Bank Module’ card.

Department of Posts 2@ (MK
Ministry of Communications, Government of India

Home  Accounts Bag Management Bank Module  Barcode and Label Mngmt.  BCP Solutions ~ Others v

rada Division +++ BHQ BENGALURU SORTING DIVISION +++ Shivamogga Division SKR +++ South Karnataka Region 4+ Bengaluru HQ Region 4+ AP Visakhapatnam Region

£ Favourites (A . oo

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 ‘Drawings Management’ sub-card.

INDIA POST — Advance Postal Technology Page 8 of 24




( ,. BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026
()

Drawings Management e

CSI Cheque Reissue

Ch I
[-:] eque Issue Request

Click on ‘CSI Cheque Reissue Request’ option.

'@ vl‘ Department of Posts G = » W

Ministry of Communications, Government of India

Home  Accounts Bag Management Bank Module  Barcode and Label Mngmt.  BCP Solutions ~ Others v

Shivamogga Division SKR ~ +++  South Karnataka Region ~ +++  Bengaluru HQRegion  +++  APVisakhapatnam Region = +++  APVijayawadaRegion  +++  Raichur Division NKR

E] Favourrlg;g%gpﬁg‘SSW - CSI Transactions

Cheque Reissue - CSI Transactions

€SI Posting Date*

04/08/2026 CSI cheque number/ Document Number* Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

Cheque Reissue-CSI Transactions screen will be displayed.
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g Department of Posts o@ (MK
h“ Ministry of Communications, Government of India w

Home  Accounts Bag Management Bank Module  Barcode and Label Mngmt.  BCP Solutions ~ Others v
South Karnataka Region 4 Bengaluru HQ Region +++ AP Visakhapatnam Region 4+ AP Vijayawada Region 4+ Raichur Division NKR +++ North Karnataka Region test

Iﬂfcﬂ%”‘"?ﬁ&iﬂ*ﬁussue - ¢Sl Transactions
Cheque Reissue - CSI Transactions

_CSI Posting Date*

04/04/2025 ‘ CSI cheque number/ Document Number* ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

Select or Enter the ‘CSI Posting Date’

I8 Faveurites (G R ssue - 51 Transactions
Cheque Reissue - CSI Transactions

_CSI Posting Date™. _CSI cheque number/ Document Number*.
‘ 04/04/2025 ‘ ‘ 021550 ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document

Number)
CSI Cheques
Select Search Criteria v Q
Sno Request Office Office ID ety D et SEEgo (i CSIGL Code Remarks View Details
Date Number Number Amount
1 Tambaram HO 29360016 04-04-2025 41004495120 MM6/--021530 3,71,359.00 4867000192

p BENGALURU SORTING DIVISION +H+ Shivamogga Division SKR +H+ South Karnataka Region +H+ Bengaluru HQ Region + AP Visakhapatnam Region +++ AP Vijayawada Regio

E Faveurite {4k Rkissue - cst Transactions
Cheque Reissue - CSI Transactions

CSI Posting Date* CSI cheque number/ Document Number*.
04/08/2026 | 4100429512 ‘

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

Enter the CSI Cheque number or CSI Payment Document number and click on ‘Fetch CSI
Cheques’ button.
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Efﬁ%?“?t%%é%ﬁ?ﬁé\ssue - CSI Transactions
Cheque Reissue - CSI Transactions

_CSI Posting Date* _CSIcheque number/ Document Number___
‘ 04/04/2025 ‘ ‘ 4100449512 ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document

Number)
CSI Cheques
Select Search Criteria v Q, search
Sno Request Office Office ID LT EULLETIC ST G CSI GL Code Remarks View Details
Date Number Number Amount

1 Tambaram HO 29360016 04-04-2025 4100449512 MM6/--021590 371359.00 4867000192

Upon clicking the ‘Fetch CSI Cheques’ button, the cheque issue details from CSI (SAP) will be
displayed. The details include ‘Request Office’, ‘Office ID’, ‘CSI Posting Date, CSI Document
Number (SAP Payment Document Number)’, ‘CSI Cheque Number (SAP Drawl Cheque
Number)’, ‘Cheque Amount’, and ‘CSI GL Code (SAP Drawings from Bank_Clearing GL)'.

Click on ‘View Details’ button.

Cheque Details

—CSI Doc Number*. _CSI Posting Date™*. _Cheque Amount™.
| 4100449512 ‘ ‘ 04-04-2025 | ‘ 371359.00 ‘
_Remarks _CSI Cheque Number*

Issued ‘ ‘ MM6/~~021590 | ‘ Payee* ‘
Note:

1. The old cheque received back from the beneficiary shall be scanned and uploaded while re-issuing a fresh cheque from APT.

2.1f old cheque is lost and the beneficiary claims for re-issue, a certificate confirming that the genuineness of reasons for re-issue of cheque, duly signed to be
uploaded by the DDO which is mandatory.

3. The process of verification of genuineness for reissue of cheques issued in CSI is out of scope of APT and to be handled by the concerned cheque issuing authority.
4. Only PDF files are allowed to upload.

5. Maximum size of PDF size is 1 MB.

Select to Upload*  Choose File No file chosen

Cheque Amount:Rupees Three Lakh Seventy One Thousand Three Hundred Fifty Nine Only

Submit Request

Upon clicking the ‘View Details’ button, the Cheque Details will be displayed.
Enter the Payee Name.

Please Note: In certain cases, Payment Document Numbers were generated in the SAP;
however, the corresponding cheques were not assigned to those Payment Document
Numbers in the CSI (SAP) application, even though the physical cheque had been issued to
the customer.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

X
Cheque Details
_CSI Doc Number*. _CSI Posting Date* _Cheque Amount™® )
| 4100367433 | | 04-04-2025 | 2322039.00 ‘
—Remark CSI Cheque Number*
Issued ‘ | | Payee* ‘
Note:

1. The old cheque received back from the beneficiary shall be scanned and uploaded while re-issuing a fresh cheque from APT.

2.If old cheque is lost and the beneficiary claims for re-issue, a certificate confirming that the genuineness of reasons for re-issue of cheque, duly signed to be

uploaded by the DDO which is mandatory.
3. The process of verification of genuineness for reissue of cheques issued in CSI is out of scope of APT and to be handled by the concerned cheque issuing authority.

4. Only PDF files are allowed to upload.
5. Maximum size of PDF size is 1 MB.
Upload scanned copy of CSI cheque/ certificate duly signed by the DDO*  Choose File No file chosen

Cheque Amount:Rupees Twenty Three Lakh Twenty Two Thousand Thirty Nine Only

Submit Request

In such cases, the user is required to enter the CSI Cheque Number issued to the customer.

Cheque Details

_CSI Doc Number* _CSI Posting Date* _Cheque Amount*.
| 4100367433 | 04-04-2025 ‘ 2322039.00 |
—Remark —CSI Cheque Number* . Payee*

Issued | 981221 ‘ rNagendra HHK l
Note:

1. The old cheque received back from the beneficiary shall be scanned and uploaded while re-issuing a fresh cheque from APT.
2. If old cheque is lost and the beneficiary claims for re-issue, a certificate confirming that the genuineness of reasons for re-issue of cheque, duly signed to be
uploaded by the DDO which is mandatory.
3. The process of verification of genuineness for reissue of cheques issued in CSI is out of scope of APT and to be handled by the concerned cheque issuing
authority.
4. Only PDF files are allowed to upload.
5. Maximum size of PDF size is 1 MB.
Upload scanned copy of CSI cheque/ certificate duly signed by the DDO*  Choose File No file chosen

Cheque Amount:Rupees Twenty Three Lakh Twenty Two Thousand Thirty Nine Only

Submit Request

Enter the CSI Cheque Number issued physically to the customer.

Enter the Payee Name.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

Cheque Details

_CSI Doc Number*, _(CSI Posting Date*. _Cheque Amount*.

‘ 4100449512 | | 04-04-2025 | | 371359.00 |
__Remarks _CSI Cheque Number* Payee®

‘ Issued | | MMe/~~021590 | rTu The Manager SBI Bengaluru I
Note:

1. The old cheque received back from the beneficiary shall be scanned and uploaded while re-issuing a fresh cheque from APT.

2. If old cheque is lost and the beneficiary claims for re-issue, a certificate confirming that the genuineness of reasons for re-issue of cheque, duly signed to be
uploaded by the DDO which is mandatory.

3. The process of verification of genuineness for reissue of cheques issued in CSIis out of scope of APT and to be handled by the concerned cheque issuing authority.
4. Only PDF files are allowed to upload.

5. Maximum size of PDF size is 1 MB.

Select to Upload*  Choose File No file chosen

Cheque Amount:Rupees Three Lakh Seventy One Thousand Three Hundred Fifty Nine Only

Submit Request

L y

Upload the Certificate or Original Cheque by clicking on the ‘Choose File’ button.

€ Open g
& = v 4 70« public > Public Documents v G Search Public Documents 0
Organize ¥ New folder =- O @
" Screenshots Name Date modified Type x
— Local Disk (D) B Anna Nagar 03/03/2026 3:52 PM Microsoft Edge
_ Cheque Amount™®
‘ ‘ 371359.00 |
~ [l This PC

- _Payee*
I Local Disk (C:) ‘ ‘ To The Manager SBI Bengaluru |

> w= Local Disk (0:)

> 3 Network
d while re-issuing a fresh cheque from APT.
ing that the genuineness of reasons for re-issue of cheque, duly signed to be

File name: | Anna Nagar | anfies ~ |out of scope of APT and to be handled by the concerned cheque issuing authority.

Upload from mobile Cancel
Select the File and click on ‘Open’ button.

Cheque Details

_CSI Doc Number*. _CSI Posting Date™* _Cheque Amount*.

‘ 4100449512 ‘ | 04-04-2025 | ‘ 371359.00 ‘
_Remarks _CSI Cheque Number* _Payee*

‘ Issued ‘ | MMe/~~-021590 | ‘ To The Manager SBI Bengaluru ‘
Note:

1. The old cheque received back from the beneficiary shall be scanned and uploaded while re-issuing a fresh cheque from APT.

2. If old cheque is lost and the beneficiary claims for re-issue, a certificate confirming that the genuineness of reasons for re-issue of cheque, duly signed to be
uploaded by the DDO which is mandatory.

3. The process of verification of genuineness for reissue of cheques issued in CSI is out of scope of APT and to be handled by the concerned cheque issuing authority.
4. Only PDF files are allowed to upload.

5. Maximum size of PDF size is 1 MB.

Select to Upload*

Anna Nagar.pdf Anna Nagarpdf m

Cheque Amount:Rupees Three Lakh Seventy One Thousand Three Hundred Fifty Nine Only

Submit Request

The file will be uploaded. Click on the ‘Submit Request’ button.
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O

Cheque reissue request will be raised for Rupees Three Lakh Seventy One
Thousand Three Hundred Fifty Nine Only. Please confirm to proceed

Upon clicking the ‘Submit Request’ button, the application will display a warning message
prompting the user to confirm before proceeding.

The user should click on the ‘Confirm’ button to proceed further.

Ac = A/
I Rules/Guidelines Activate Windows

X
@ Cheque reissue request raised

Upon clicking the ‘Confirm’ button, the ‘Cheque reissue request raised’ message will be

displayed.
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6 CSI Cheque Re-Issue for the Raised request

The CSI Cheque Re-Issue will be done in the Bank Reconciliation Supervisor Login for the
request raised in the ‘CSI Cheque Re-Issue Request’ option.

Department of Posts QG == a2 T
— Ministry of Communications, Government of India
Home  Accounts BagManagement [:ERIRNGENEN  Barcode and Label Mngmt.  BCP Solutions ~ Others v Business Date : 07-04-2026

+ Shivamogga Division SKR +H South Karnataka Region Rand Bengaluru HQ Region +++ AP Visakhapatnam Region ++H RLAUEENELEY  Tambaram HO &

m Favourites (Ctrl+F) . 0
(Q search Modules ) e

Accounts Bag Management Bank Module
Summary/Cash and Accounts Bag operations in POs and RMS Management of Bank Reconili...

Barcode and Label ... BCP Solutions Booking Solution
Barcode and Label Management Offline Operational Solutio... Mgmt of Counter operations

Click on ‘Bank Module’ card.

wafla S

Department of Posts 2 @ MK
Ministry of Communications, Government of India

Home  Accounts Bag Management Bank Module  Barcode and Label Mngmt.  BCP Solutions ~ Others v

p—r4

ada Division ++ BHQ BENGALURU SORTING DIVISION H+ Shivamogga Division SKR ++ South Karnataka Region e Bengaluru HQ Region e+ AP Visakhapatnam Region

B\ Favoutites (i) . o

board

Bank Module

Drawings Management Remittance Management
Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance

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

Click on ‘Drawings Management’ sub-card.
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( ,_.. BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026
()

Drawings Management

B Chequelssue -]

o Cheque Cancellation &
Reissue

X Spoiled Cheque c

& CSICheque Reissue

Click on ‘CSI Cheque Reissue’ option.
& FRHQUItBRLCHLE)issue Approval - CSI Transactions

Cheque Reissue Approval - CSITransactions

Cheques Issued - CSI

Select Search Criteria v Q

CSI Cheque Reissue
Request

Cheque Writeback

Reissue Writeback
Cheque

€SI Posting €SI Document €SI Cheque
Date Number Number

1 Tambaram HO 04-04-2025 4100449512 MM6/--021590 3,71,359.00

age: 10

Sno Request Office Cheque Amount Download View Details Reject

ot
Details !

Upon selecting the ‘CSI Cheque Reissue’ option, the requests created for CSI cheque
reissuance will be displayed on the ‘Cheque Reissue Approval — CSl Transactions’ screen.

The screen will also provide important details for the approver, including ‘Request Office’,
‘CSI Posting Date’, ‘CSI Document Number’, ‘CSI Cheque Number’, ‘Cheque Amount’, and the

uploaded document (either the original cheque or the certificate) in PDF format.
Click on ‘Download File’ to view the document

Note: If ‘Reject’ button is clicked, then the request will get rejected.

Click on ‘View Details’ to proceed further.
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Cheque Details

_CSICheqgue Number* _CSI Doc Number*

‘ MM6/~~021590 ‘ | 4100449512

_Cheque Amount*.

| 371359.00

_Payee*, _CSI Posting Date™.
TO THE MANAGER SBI BENGALURU ‘ | 04-04-2025

_Issue Date*.

| 04/08/2026

_Cheque Book Prefix*, _New Cheque Number.

‘ T™MB ‘ | 100012

_Drawings A/c Number¥,

| 999888777666

Start Serial:100001 End Serial:100100

Current Serial: 100012

The process of verification of genuineness for reissue of cheques issued in C5Tis out of scope of APT and to be handled by the concerned cheque issuing authority.

Cheque Amount:Rupees Three Lakh Seventy One Thousand Three Hundred Fifty Nine Only

Cheque Details

_CSI Doc Number*

_CSI Cheque Number™*

Issue Cheque

_Cheque Amount*.

‘ 981221 | 4100367433 | | 2322039.00
_Payee* __CSI Posting Date™. _Issue Date*
‘ NAGENDRA H K | 04-04-2025 | | 04/08/2026

__Cheque Book Prefix*

_New Cheque Number

_Drawings A/c Number*®

| | 999888777666

| 100016

‘ T™MB

Start Serial:100001 End Serial:100100 Current Serial:100016

The process of verification of genuineness for reissue of cheques issued in CSI is out of scope of APT and to be handled by the concerned cheque issuing authority.

Cheque Amount:Rupees Twenty Three Lakh Twenty Two Thousand Thirty Nine Only

Issue Cheque

Upon clicking the ‘View Details’, the application displays the cheque details such as ‘CSlI
Cheque Number’, ‘CSI Document Number’, ‘Cheque Amount’, ‘Payee Name’, ‘CSI Posting
Date’, ‘APT Issue Date’, ‘APT Cheque book Prefix’, ‘Reissue or New Cheque number’,

‘Drawings Account Number’.

Click on ‘Issue Cheque’ button.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

O

Cheque will be issued for Rupees Three Lakh Seventy One Thousand Three
Hundred Fifty Nine Only. Please confirm to proceed

Upon clicking the ‘Issue Cheque’ button, the application will display a warning message
prompting the user to confirm before proceeding.

The user should click on the ‘Confirm’ button to proceed further.

Activate Wi '
& _Rules/Guidelines Activate Windows

@ Cheque issued successfully

Upon clicking the ‘Confirm’ button, the ‘Cheque Issued Successfully’ message will be
displayed.

7 Availability of the Cheque in Drawing Schedules

The Cheques Re-Issued will be available in the Drawings Schedules for Reconciliation
B Fayeurites (AR e pashboard

Bank Module
Drawings Management Remittance Management Scroll
Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance Scroll Uploads, Modify, Delete

 Reconciliation Configuration
Drawings, Remittance Reconciliation Bank, Cheque Book Configuration

Reports
General reports of cheque issue, cancellation etc.

Click on ‘Reconciliation’ sub-card.
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( ,. BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026
()

O

_ Drawings - Drawings Manual
= ili -
Reconciliation Reconciliation
Remittance Remittance Manual
= 2

Reconciliation Reconciliation

(] Bulk Reconciliation

Click on ‘Drawings Manual Reconciliation’ option.

&Fa"c'““‘esr.‘:%%ﬁ&s Manual Reconciliation

Drawings Manual Reconciliation

Drawings Account®

Select Drawing Account

Select Drawing Account

All
Pallavaram SO (333222111-ACTIVE)
Tambaram HO (999888777666-ACTIVE)

] (Please select Drawings account to filter Scroll &
Schedule data)

Select the ‘Drawings Account’.

Schedules Data Bank Scroll Data
LTl Office ErIr TransDate  Amount
no number There are no records to display
HRO Airmail
0 222838777 sarting 100004 23032026 3,02,000.00
Division
0 2:2833777 TambaramHO 100005 24032026 3,167.00
0 222833777 Pallavaram SO 100006 24032026 3,02,000.00
0 g:gazsvn Tambaram HO 100007 25032026 1,000.00
0 So0SETTT mambaramHO 100008 07.04-2026 4480900
O 222838777 TambaramHO 100003 07-04-2026  1,39,578.00
O 999BEETTT  fambaramHO 100010 07042026 3220320
566 0
O 2:2833777 TambaramHO 100011 07-04-2026  6,59,092.00
0 222838777 TambaramHO 100012 08042026 3,71,359.00

The Data will be available under the ‘Schedules Data’.
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()

8 Reports

Details of CSl cheques reissued in APT can be accessed by Bank Reconciliation user
DDO/PAO level through the reports available under the Bank Module — Reports su

B Favourites (Ctel+F)
Bank Module

s at the
b-card.

Drawings Management Remittance Management Scroll
Cheque Issue, Cancellation, Reissue Cheque, NEFT Remittance Scroll Uploads, Modify, Delete

Reconciliation
Drawings, Remittance Reconciliation

Click on ‘Reports’ sub-card.

"

B  Cheque Reports

'}
'}

Reconcilied Reports
B Transaction Passbook a
B Cheque Inventory B
B  Cheque Register 8

Pending Cheques o

Requests Cancelled at
® . source ®

B CSICheque Reissue

Click on ‘CSI Cheque Reissue’ option.
LB EANOUESCHIFe meissue Repor

CSI Cheque Reissue Report

From Date* To Date*

04/08/2026 04/08/2026 Fetch Report

Select the ‘From Date’, “To Date’ and click on ‘Fetch Report’ button.

Reports
General reports of cheque issue, cancellation etc.

Transaction Reports

Unreconcilied Reports

scroll Passbook

Cheques to Bank

Cheque Print

Spoiled Cheques.

scrolls Deleted
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

Dovnioad s

CSI Cheque Reissue Report

Select Search Criteria v Q search.

CS1

Issued By CSI Posting CSI Cheque Cheque APT Cheque Approved
Sno (aPT) Office (APT) Document Dbate Number Amount Number Issue Date Entered By By
Number
Tamb. Tamb
1 Lonbaram Lobaram 4100367433 04/04/2025 981221 232203900 100016 08/04/2026 10051444 10051444

Upon clicking the ‘Fetch Report’ button, the application will display the CSI Cheque Reissue
details along with information such as ‘Issued By (APT)’, ‘Office (APT)’, ‘CSI Payment
Document Number’, ‘CSI Posting Date’, ‘CSI Cheque Number’, ‘Cheque Amount’, ‘APT Cheque
Number’, ‘Issue Date in APT’, ‘Entered By’, and ‘Approved By’.

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

Click on ‘Print’ button to Print the report in the PDF format.

DEPARTMENT OF POSTS INDIA
CSI1 Cheque Reissue Report from 08-04-2026 to 08-04-2026

Generated Date: 08/04/2026 15:33:02
Generated by: JASMINE JALAL BEGUM S H P (10051444)
Office : Tambaram HO (29360016)

sno Issued Office Csl Post- Csl Cheque APT Issue En- Ap- Office Issued
By Docu- ing Cheque Amount Cheque Date tered proved Id By
ment Date Num- MNum- By By Office
Num- ber ber Id
ber
1 "!lacrrnbaran 'ﬂ%nhaam ;‘110036]‘-1- 04/04r2025 981221 23.22.03%6 100016 OBO4/2026 10057444 10057444 28360016 28360016

Total: Rs. 23,22,039.00

Postmaster
Tambaram HO

The Report will be displayed as shown above.
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

9 Different Type of Error Messages

49 FAVRUIBR Lo Rissue - €SI Transactions . ‘
Cheque Reissue - CSI Transactions

CSI Posting Date* CSI cheque number/ Document Number*

04/08/2026 ‘ 021590 ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

| _Rules/Guidelines

X
@ No Csl data found for the selection

If an incorrect CSI Posting Date, CSI Cheque Number, or CSI Payment Document Number is
entered, the application will display an error message stating: “No CSI Data found for the
selection.”

L‘J Faveurite {4k RYissue - cs1 Transactions 5 f
Cheque Reissue - CSI Transactions

CSI Posting Date* CSI cheque number/ Document Number*®

04/04/2025 ‘ 021590 ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

& Rules/Guidelines

Designed and Developed by CEPT © Copyright Department of Posts

If a cheque or its associated Payment Document Number has already been processed, the
application will display the error message: “The document is already processed. Please
check.”
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BRS SOP No. 3 Cheque Reissue in APT against Cheque Issued in CSI(SAP) dated 08.04.2026

arnataka Region test 4+ Karnataka Circle test

@«ﬁﬁ%“mﬁ&“yﬂ\ssue- CSI Transactions ) {
Cheque Reissue - CSI Transactions

_CSl Posting Date* _CS1 cheque number/ Document Number*.
| 04/04/2025 | ‘ 4100364942 ‘ Fetch CSI Cheques

(Enter & digit CSI cheque number/ 10 digit CSI Document
Number)

I8 _Rules/Guidelines

Designed and Developed by CEPT @ Copyright Department of Posts

If a Payment Document Number that has already been reconciled is entered, the application

will display the message: “The cheque is already reconciled in CSI. Please check.”

B Fayeurite (Gl ssue - st Transactions
Cheque Reissue - CSI Transactions

CSI Posting Date* _CSI cheque number/ Document Number*.
04/04/2025 ‘ 021582 ‘ Fetch CSI Cheques

(Enter 6 digit CSI cheque number/ 10 digit CSI Document
Number)

I8 Rules/Guidelines

and Developed by CEPT © Copyright Department of Posts

If a CSI cheque that has already been reconciled is entered, the application will display the
message: “The cheque is already reconciled in CSI. Please check.”

CSI Cheques

Select Search Criteria v Q

CSI Document cSI Cheque

Sno Request Office Office ID CSI Posting Date Cheque Amount  CSIGL Code Remarks View Details
Number Number
1 Tambaram HO 29360016 04.04-2025 4100367433 #NA 23,22,030.00 4867000192
Rows per page: 10w 1-10f1

i3 Rules/Guidelines

Designed and Developed by CEFT @ Copyright Department of Posts

o This request is already approved X

and reissued. Please check
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If a CSI cheque that has already been reissued in APT is entered again under the ‘CSI Cheque
Re-Issue Request’ option, the application will display the message: “The request is already
approved and reissued. Please check.”

Submit Request

Upload scanned copy of CSl

@ cheque/ certificate duly signed by
the DDO

If the cheque request user clicks the ‘Submit Request’ button without uploading the original
cheque image (PDF) or the required certificate, the application will display the error message:
‘Upload scanned copy of CSI Cheque/Certificate duly signed by the DDO’.

Please Note: Once cheques are reissued in APT against the original cheques issued in SAP,
they cannot be cancelled, modified, or reversed under any circumstances.

Accordingly, the Operator and Approver are fully accountable for ensuring due diligence,
accuracy, and completeness of all details prior to processing CSI Cheque Reissue requests. All
prescribed validations must be strictly adhered to.

Any deviation, oversight, or incorrect processing may attract audit observations and

accountability.

***End of the Document***
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