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Abbreviation

ABBREVIATIONS

Description

1 IT Information Technology

2 URL Uniform Resource Locator
3 ID Identification

4 CL Casual Leave

5 RH Restricted Holiday

6 HPL Half Pay Leave

7 EXOL Extra Ordinary Leave

8 PL Paternity Leave

9 ML Maternity Leave

10 CCL Child Care Leave

11 EL Earned Leave

12 MC Medical Certificate

13 F/N Fore Noon

14 A/N After Noon

15 AIPR Annual Immovable Property Returns
16 PDF Portable Document Format
17 PIS Personal Information System
18 LMS Leave Management System
19 LTC Leave Travel Concession
20 GPF General Provident Fund

21 NOC No objection Certificate
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Operational Guide:

Document Version 1.0 Dated 30.05.2024
Document Version 2.0 Dated 24.07.2024

DISCLAIMER

The operational procedure provided in this Operational Guide is just an illustration to
assist the user in effectively utilizing the IT 2.0 Software. If the reader has any doubts
regarding department ruling and guidelines, they should refer to the respective manuals
and volumes. The IT 2.0 Operational Guide should not be cited as authoritative Rulings.
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1 Introduction

This Operational Guide on Employee Self Service is intended for employees to manage
leaves, update personal information, and perform other related tasks.

2 User Login

Welcome User!
@

Enter Your Detalstosignin &, Y &

Jsername or ermal

Password

The user has to login through web browser using URL
https://training.cept.gov.in/employeeportal

Enter your login credentials (User name& Password) and click on “Sign In”

User name will be 8 digit employees ID and Default password will be Dop@1234

Note: The aforementioned URL is for the purpose of training only. After IT 2.0 is rolled out,

production URL will be different and login will the through TAT authentication which will be
communicated at the time of rollout.

Enter your login credentials (8-digit employee ID & Password) and click on “Sign In.”
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Grievance Manageme... ] Master Data Samniti...
Management of grievances of th.. o Module for Sanitization of Mas..

Track and Trace
Management of tracking and tra,

After successful “Sign In”, User will get Home screen as shown above. On the home
screen, user will find cards according to their role assignment. The link for “Self

Service” is provided in the bottom right corner.

Self-S

Click on “Self Service” icon to access cards related to employee self-service,

g E Department of Posts
= - Ministry of Communications, Government of India
LS ++4 N | creators Award ing digital cre dominate youl your favarite creator now|

& B, Employee Self-Service

Leave Management System Personnel Information System Employee Payments System
View your pay & allowances

Manage your leaves

Manage your personal affairs
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Upon clicking on “Employee Self Service”, a new page will open with displaying the
following 3 (three) cards.

(1) Leave Management System (LMS)
(2) Personnel Information System (PIS)

(83) Employee Payments System (EPS)

Click on the “Leave Management System” card.

2.1 Leave Management System

g w Department of Posts

e Ministry of Communications, Government of India

Home  Grievance M ._:_'__'.i:_i"_ - Inve Ii'_'_ Master Data Sa _..”:..I ystem  Supp Mll ent  Others v
) LMS > Self Sarvice

LMS SelfService Dashboard

Apply Leave Cancel Leave View Leave Balance
Apply Leave Cancel Pending Leave Request View Leave Batance

Leave Report Initiate Charge Report Holiday Calendar
Check All Leaves and Status Initiate Charge Report for Approved Leave Wiew Holkday Calendar

Upon clicking the “Leave Management System” card, the page appears with Six (6)
sub cards.
= Apply Leave
Cancel Leave
View Leave Balance
Leave Report
Initiate Charge Report
Holiday Calendar

vy ¥ ¥
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2.1.1 Apply Leave

W = Department of Posts

@ Ministry of Communications, Government of India
Home  Grievance Management  Inventory ~ Master Data Sanitization  Payroll System  Support Desk Management  Others v
Q1 LMS > Self Service

LMS SelfService Dashboard

Apply Leave Cancel Leave
Apply Lesve Cancel Pending Lesve Request

Leave Report Initiate Charge Report Holiday Calendar
Check All Leaves and Status Initiate Charge Report for Approved Leawe View Holiday Cabendar

Click on the “Apply Leave” sub card under “Leave Management System” card.

1= Apply Leave t  Apply Leave Curtail
t=  Apply Leave Convert

Upon clicking the “Apply Leave” Sub card, Right panel appears with three (3) options.

= Apply Leave
= Apply Leave Curtail
= Apply Leave Convert

Apply Leave :-

T=  Apply Leave t&  Apply Leave Curtail
t=  Apply Leave Convert

Click on “Apply Leave” option to apply the leave request.
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Apply Leave

Apply Leave

Employee Leave Balances

Casual Leave (CL)-8 Half-Pay leave (HPL)-50 Earmed Leave -105

Type of Leave Application®

:> (_} Post Facto @) CurrentLeave ( | Extension of Leave <:

Type of Leave* From Date* To Date®
Choose an option ~ |

Intermediate Holidays- Prefix Date
No of Days et mmyyyyy igaiaig il e
suffix Date <:| H

On clicking on “Apply Leave” option under “Apply Leave” Sub-card, a new page will
appear. This page will display the Leave balances held by the employee under different
categories of leave Such as CL (Casual Leave), RH (Restricted Holiday), HPL (Half Pay
Leave), EL (Earned Leave) etc., will be shown.

Under the ‘Type of Leave application’ section, there are 3 radio buttons provided.
1. Post Facto- Select this radio button if you are applying for leave after the leave
period has ended.
2. Current Leave - Select this radio button if you are applying for leave that is either
currently ongoing or is planned to start.
3. Extension of Leave-Select this radio button if you are extending an existing
leave period.

The Employee needs to select or fill-in the relevant data in the fields for ‘Type of leave’,
‘From date’ and ‘To Date’. The No. of days based on the leave period will be
automatically calculated. They should select Intermediate holidays during the leave
period and click on the Add button. Additionally, they can Select Prefix date if the
preceding date to the ‘From date’ is a Sunday or a Holiday, and click on the Add button.
They can Select Suffix date if the next day after the ‘To date’ is a Sunday or a Holiday
and click on Add button.
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Type of Leave*

Casual Leave (Half Day CL F/N) v

Choose an option
Eamed Leave
Restricted Holiday (RH)
Casual Leave (CL)
Half-Pay leave (HPL)
Commuted Leave
Paternity Leave —
EXOL-With MC

Leave not Due
Unavailed Joming Time —
Special CL-Working Days
PL-Child Adoption

Special CL- Calendar Days
EXOL- Without MC

EL With MC

Training

Tour

Casual Leave (Half Day CL F/N)
Casual Leave (Half Day CL AN}

The aforementioned types of leaves can be chosen from the ‘Type of leave’ drop down
list.

Type of Leave Application®

O Post Facto @ Current Leave O Extension of Leave

Type of Leave* From Date* To Date*

Casual Leave (CL) ¥ 07/06/2024 07/06/2024

No of Days Intermediate Holidays — Prefix Date —
flovies [T

1 R TIRE, i/ | Aad |

Suffix Date—

Reason for Leave®
To attend domestic work.

0 Permission required to leave
Headquarters
Phone No. Address Line2

5999999999 Leave Station addr, 560001

.. Jem—

After entering all necessary data, click on Submit button.

Leave Application Submitted

Successfully

After clicking on Submit button, a pop-up message “Leave Application Submitted
Successfully” will appear.
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Apply Leave Curtail:-
Curtail leave means to shorten or reduce the duration of an approved leave.

Ti  Apply Leave 1= Apply Leave Curtail

T:  Apply Leave Convert

Click on "Apply Leave Curtail” option from the available actions. Under “Apply Leave”
Sub-card, a new page will appear with list of applied leave requests.

Home  AccountsSchedules  Bag Management  Bank Reconciliation  Booking Solution  Core Banking Solution  Others v

£t Hom Curtail Leave Request

Curtail Leave

Q [ Dewnlaad C5V ] { Download Excel ]
5.NO. Leave Type From Date To Date No of Days Leave Reques... Action
1 Earned Leave 20/06/2024 22/06/2024 3 20/06/2024 <:|
2 Casual Leave (... 24/06/2024 24/06/2024 1 24/06/2024 Curtall

Home About Contact FAQs Feedback

Click on Curtail Button to view the request information,
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g E Department of Posts
. Ministry of Communications, Government of India

Home  Accounts Schedules ﬁngMInaglmnnt Bank Reconciliation ~ Booking Solution  Core Banking Solution ~ Others v

Employee Information o

Leave Request ID: 826
Leave Type: Earned Leave
From Date: 20/06/2024
To Date: 22/06/2024

5.NO. Leave T . Action
No of Days: 3

£ Hor Curtail Leave Request

From Date* To Date* No of Days

1 Earned
2024-06-20 | 2024-06-22 | 3

2 Casuall

Curtail Leave Close

After Click on Curtail Button a new window will open containing the Leave information
such as Leave Request Id, Leave Type, From Date, To Date and No of Days.

Modify the new proposed leave dates and click on Curtail Leave Button. Your Curtail
Leave request will be reviewed and approved by Leave sanctioning authority.

Home About Contact FAQs Feedback

After clicking on Curtail Leave button “Leave curtail request submitted
successfully” Message appears.

Apply Leave Convert:-

This option is used when changing one type of leave to another. For example an
employee may want to convert Casual Leave into Earned leave or vice versa.

t=  Apply Leave 1L Apply Leave Curtail

s (]

Click on "Apply Leave Convert” option from the available actions. Under “Apply
Leave” Sub-card, a new page will appear with list of approved leave requests.
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) Home > Convert Leave Request
Convert Leave
Q, search [ Download CSV J [ Download Excel ]
SNO.  LeaveType From Date To Date No of Days b et Acios
1 (CCE’S“"’ eavy 24/06/2024 24/06/2024 1 24/06/2024 [ comvert ) < |
2 Earned Leave 20/06/2024 2210612024 3 20/06/2024

User Click on Convert button to convert the Leave from one type to another type.

Employee Information

Leave Request ID: 832

Leave Type: Casual Leave (CL) j
From Date: 24/06/2024

To Date: 24/06/2024

S.NO. Leave T Action
No of Days: 1
Casual | Type of Leave*
1 Convert
v Choose an option v -
2 e

Convert Leave

After Click on Convert Button a new window will appear containing the Leave
information such as Leave Request Id, Leave Type, From Date, To Date and No of Days.
Select the Type of Leave to convert against applied leave type.

£} Home > Convert Leave Request

Employee Information °

Leave Request ID: 832

Leave Type: Casual Leave (CL) 3
From Date: 24/06/2024 R
To Date: 24/06/2024

S.NO. Leave T No of Days: 1 Action
Casual L Type of Leave*
: (c (E:rpned Leave o
2 Earned Choose an option I Convert I
Leave not Due
Child care Leave
Eamed Leave
Commuted Leave
Half-Pay leave (HPL)
Casual Leave (CL) |

Select the Appropriate type of Leave and click on Convert Leave Button. Your Convert
Leave request will be reviewed and approved by Leave sanctioning authority.
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Leave Request

S.NO. Leave Type From Date To Date Noi of Days Bk Action
Casual Leave e
1 oy 2410612024 24/06/2024 1 24/06/2024
2 Farned Leave 20/06/2024 22/06/2024 3 20/06/2024
Rows per page: > 2 of

o Leave Conversion Request
Submitted Successiully

Home About Contact FAQs Feedback

After clicking on Covert button “Leave Conversion request submitted successfully”
Message appears.

2.1.2 Cancel Leave

g E oo Department of Posts

Ministry of Communications, Government of India

g Bank Reconciliation  Booking Solution  Core Banking Solution  Others v

LMS SelfService Dash

Apply Leave Cancel Leave
Apply Leave Cancel Pending Leave Request

Leave Report Initiate Charge Report
Initlate Charge Report for Approved
Leave

Holiday Calendar

Check All Leaves and Status View Holiday Calendar

Click on “Cancel Leave” sub card under “Leave Management” card.

1= Before Apprave E

After Approve

Upon clicking the “Cancel Leave” Sub card, Right panel appears with two (2) options.
= Before Approve
= After Approve
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Cancel Leave e

tx  Before Approve 1= After Approve

Click on “Before Approve” option to cancel the applied leave before the approval by
the approving authority.

Department of Posts 20
Ministry of Communications, Government of India m

Bank Reconciliation  Payroll System  Support Desk Management  Treasury

Cancel Leave Reguest

Cancel Leave Request

Q [ Download C5V ] [ Download Excel ]
S.NO. Leave Type From Date To Date No of Days. Leave Request ... Action
1 CasualLeave (CL)  17/06/2024 17/06/2024 1 06/06/2024

10

After click on “Before Approve” option, any leaves that have already been applied for
will be displayed.
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T Tt \ulu.-, PO
W - Department of Posts [y oot n @
&5_ - Ministry of Communications, Gavernment of Ini mpl=iam ﬁ
Show o8 downloads :

‘Bank Reconcilation  PayrolSystem  Support Desk Management  Treasury. |

= Heorr Cancel Leave Request
Cancel Leave Request
Q- ) e (]
S.NO. Leave Type From Date To Date Mo of Days Leave Request ... Action
1 CasualLeave (CL)  17/06/2024 17/06/2024 1 06/06/2024
Rows per ¢ ‘g 1 1

Leave request already submitted by employee are shown. You can download this list
using the ‘Download CSV’ or ‘Download Excel’ buttons.

The downloaded Excel OR CSV file includes a list of various types of leaves applied by
the employee, along with other details such as the Leave Approver ID.

W a Department of Posts 2
@ — Ministry of Communications, Government of India m

2 Hor Cancel Leave Reguest

Cancel Leave Request

Q ¥ [ Download 5V ] [ Downinad Excel ]
S.NO. Leave Type From Date To Date No of Days Leave Request ... Actlon
1 CasualLeave (CL)  17/06/2024 17/06/2024 1 06/06/2024 <::|

To cancel the leave request, before approve, click on Cancel button next to the leave

Employee Information 9

Leave Request ID: 763

Leave Type: Casual Leave (CL)
From Date: 17/06/2024

To Date: 17/06/2024

No of Days: 1

request.

After clicking on Cancel button, a pop-up window will appear, showing brief details of
the leave request. Click Cancel Leave to confirm the cancellation.
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@ Leave Cancelled Successfully

On clicking the Cancel Leave button, a pop-up message “Leave Cancelled
Successfully” will appear.

2.1.3 After Approve

1= Before Approve 1= After Approve

Click on “After Approve” option under “Cancel Leave” Sub- card.

W - Department of Posts e
& E Ministry of Communications, Government of India m

Track and Trace  Barcode and Label Mngmt.  Post Manag Manag: BCP Solution  Others +

Cancel Leave Request

Cancel Leave (After Approval)

These are na records to display

If an employee wishes to cancel any approved leave request(s), they can view the list of
already approved leaves on “After Approval” Option. Click on the Cancel button next
to the leave request that the employee does not wish to avail.
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2.1.4 View Leave Balance

g E Department of Posts

Ministry of Communications, Government of India

£ LMS = Self Service

LMS SelfService Dashboard

Cancel Leave View Leave Balance
\p \ Cancel Pending Leave Request View Leave Balance

eave : ; Holiday Calendar
Status e g Wiew Hollday Calendar

Click on “View Leave Balance” sub card under “Leave Management System” card.

Home Employee Leave Balances

Employee Leave Balances

Employee Leave Balances

8 Lo 50 ot 105 Lol

Casual Leave (CL) Half-Pay leave (HPL) Earned Leave

After clicking on “View Leave Balance” sub card, the page shown above will appear.
It displays the leave balance of all leave types.

2.1.5 Leave Report

il

Department of Posts

Ministry of Communications, Government of India

£t LMS = Self Service

LMS SelfService Dashboard

e Apply Cancel Leave View Leave Balance

Appty Le Cancel Pending Leave Request View Leave Balance

Holiday Calendar

View Holiday Calendar

Click on “Leave Report” sub card under “Leave Management System” card.
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Unavailed Joining Time

1= All Leave Report 1z Repart

Upon clicking the “Leave Report” Sub card, Right panel appears with two (2) options.
= All Leave Report
= Un availed Joining Time Report

1% Unavailed Joining Time
~ Report

1 All Leave Report

Click on “All Leave Report” option under “Leave Report” Sub card.

2

Department of Posts

Ministry of Communications, Government of India

Home  Accounts Schedul Bag Manag Bank Reconciliation  Booking Solution  Core Banking Solution ~ Others v

£ Home View Leave Report

View Leave Report

Q | >[ T }< |

Leave Type From Date To Date Sanctioning Authori... Approval Status
Earned Leave 26/06/2024 26/06/2024 Cancelled Before Leav... Lancelled<:|
Casual Leave [CL) 24/D6/2024 24/06/2024 granted Approved

Earned Leave 24/06/2024 24/06/2024 Conversion_Pending
Earned Leave 20/0B/2024 25/06/2024 agreed Cancelled

Earned Leave 20V06/2024 22/06/2024 under office usual arr... Approved

Earned Leave 20§06/2024 22/06/2024 Curtail_Pending

On clicking on “All Leave Report”, a page displaying all types of leaves with their
approval statuses will appear. You can download this list in CSV, Excel format by
clicking on ‘Download CSV’ or ‘Download Excel’ buttons.
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Leave Report e

1= Unavailed Joining Time

1= All Leave Report Report

This report pertains to Un-availed joining time for logged — in employee.

Department of Posts

Ministry of Communications, Government of India

dul Bag Manag Bank ciliation ~ Booking Solution  Core Banking Solution  Others v

£ Home > View Joining Time Leave Report . L .
View Joining Time Leave Report

Q, [ Download CSV ][ Download Excel ]

There are no records to display

Home About Contact FAQs Feedback
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2.1.6 Initiate Charge Report

Department of Posts

Ministry of Communications, Government of India

Home  Accounts Schedules  Bag Management  Bank Reconciliation ~ Booking Solution  Core Banking Solution  Others

£ LW Self Service

LMS SelfService Dashboard

Apply Leave Cancel Leave
Apply Leave Cancel Pending Leave Request

Leawe

Leave Report Initiate Charge Report Holiday Calendar
Check All Leaves and Status Initiate: Charge Report for Appraved View Holiday Calendar

Home About Contact FAQs Feedback

Click on “Initiate Charge Report”

12 Relinguish 12 Assume

After clicking on “Initiate Charge Report” sub card, two options will appear viz.,
= Relinquish
= Assume

sub card under “Leave Management System” card.
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2.1.6.1 Relinquish

Initiate Charge Report

Click on “Relinquish” option under “Initiate Charge Report” sub card.

£

Home  Accounts Schedul Bag M nt  Bank

Department of Posts

Ministry of Communications, Government of India

iliation  Booking Solution  Core Banking Solution  Others v
£ Home Charge Report Initiation

Charge Report Initiation

List of Approved Leave Requests with Pending Charge Reports: 2

S.NO. EMPLOYEE NAME LEAVE TYPE LEAVE DURATION

ACTIONS
1 SANTHOSH V Earned Leave 3 days r""r'?;r':ii':':r"‘r"h
2 SANTHOSH V Casual Leave (CL) 1 days :""c:,';:.,'I';i"[;;:g'l'[""
~ 10w

1&  Relinquish 12 Assume

After clicking on “Relinquish” option, the charge report initiation page will open. This
page will show a list of approved leave requests with pending charge reports. The
Employee needs to select each row data and click on "Initiate Relinquish Charge

Report” to initiate the process of Relinquish charge report (i.e. Relieved)

INDIA POST -IT 2.0
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-

Department of Posts

g
H
Ministry of Communications, Government of India d

Wt =1k fwm (Department of Posts, India)

Ly P 267, wom-ame Firn oftes o apve- 1, Bieftn swem (See Rule 267, Posts and Telegraphs Financial Handbaak, Volume I, Sexond Exition)
ek it et ow ek fraté afik Tdt offz fenel iy wfts (Charge Report and Receipt for cash and stamps on transfer of charge)
Certified that the charge of the affice of: Was made over by; SANTHOSH ¥ Toname: SUMASA v Alplace: Onthe (datel 24/06/2024 Forencon  ~ In

accordance with Leave Request Number: 832 Dated: 24/06/2024

Relleved Officer Relieving Officer

Certified that the balances of this date of the several books (including stock book and registers) and accounts of the office have been checked and found correct.

= Certified that the balances as detailed below were handed over to me by the Relseved Officer and [ accept the responsibility for the same.

Amount & Stamp

Detalls Rupess Palsa

Cash [1] U]

Stamp Interest 25973 o

Relieved Officer Relieving Officer

-

After Clicking "Initiate Relinquish Charge Report” a new screen will open with a
Download button.

List of Approved Leave Requests with Pending Charge Reports: 1

5.NO. EMPLOYEE NAME LEAVE TYPE LEAVE DURATION ACTIONS

1 SANTHOSH ¥ Casuad Leave (CL) 1 days

Click the Download button to download the Relinquish charge report in PDF file format.

m 1 aof1 -+ 1105 - LT & H »

Cerfified that the change of the offico of. Was made over by: SANTHOSH Y Toramg: raueeds A1 place; On the [datof 2000672024 Ermennsn in
accordance with Leave Request Number: 826 Dated: 2000672024

Relseved Dfficer Relieving Dfficer
Cenified tat the balances of this date of the several Docks Brcuding steck book ard registers) and accounts of the office have been checkad and found correet

Cenified mat the halances as detalied beiow were handed over 1 me by the Relieved Officer and | accept the respansibiliny for the ssme.

Amgunt & Stamp

Rupees Paisa
Cash a n
Stamp Interest a o

Relbeved Officer elieving Oficer

INDIA POST-IT 2.0 Page 23 of 75




Operational Guide for Employee Self Service Portal

Indin Pst

2.1.6.2 Assume

Initiate Charge Report @

12 Relinquish 12 Assume

Click on the “Assume” option under “Initiate Charge Report” sub card.

Department of Posts w om0

4
Ministry of Communications, Government of India m

Home  Accounts Schedules  Bag Management  Bank Reconciliation  Booking Solution  Core Banking Solution  Others v
f} Home Assume Charge Report

Assume Charge Report

List of Approved Leave Requests with Assume Pending Charge Reports: 1

S.NO. EMPLOYEE NAME LEAVE TYPE LEAVE DURATION ACTIONS

1 SANTHOSH W Casual Leave (CL) 1 days

After clicking “Assume” option, the charge report initiation page will open. The Page
will show a list of approved leave requests with pending charge reports. The Employee

needs to select each row and initiate the process of Assuming charge report (i.e.
Relieving)
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wredta =1 fAvmT (Department of Posts, India)

g By 267, Even-an e qfier woeus-1, R s (See Rule 267, Posts and Telegraphs Finandial Handbook, Volume L Second Ediion]

=T o wEelt U AT fraté affe sl affe femrel &1 oo (Charge Report and Receipt for cash and stamps on transfer of charge)

Certified that the charge of the office of: Was made over by: SANTHOSH V To name: SUHASA  ~ At place: On the (date) 24/06/2024 Foremoon
accordance with Leave Request Number: 832 Dated: 24/06/2024

~ In
Relieved Officer Relieving Officer

Certified that the balances of this date of the several books (induding stock book and registers) and accounts of the office have been checked and found correct,

*  Certified that the balances as detalled below were handed over to me by the Relieved Dfficer and | accept the respansibiity for the same.

Amount & Stamp

Details Paisa
Cash o o
Stamp Intérest 25073 o

Relieved Officer Releving Officer

-

After Clicking "Assume Charge Report” button a new screen will open with a
Download button.

Certified that the balances of this date of the several books (intuding Stock book and registers) and accounts of the office have been checked and found correct.

Certified that the balances a3 detailed below were handed over to me by the Relisved Officer and [ sccept the responsibiity for the same.

Amount & Stamp

Details Rpess Pt
Cash o o
Stamp Interest 25973 o

Relieved Officer Relieving Officer

Click the Download button to download the Relinquish charge report in PDF file
format.

wTeeTa 21 ffrvm (Department of Posts, India)

Bl o 267, wv-awe B ofSives o a1, Bt disere (See Rule 267, Posts and Tele

inanclal Handbook, Volume 1, Second Edition)
et it weet o =Tl Raté oty Taedt offe femel &1 wftg (Charge Report and Receipt for cash and stamps on transfer of charge)

Certified that the charge of the office of: Was made over by: SANTHOSH Y To name: € iuaca Atplace: On the (date): 24/06/2024 Errannan

In
sceordance with Lesve Request Number: 812 Dated: 240672024

Relieved Officer Relieving Officer
Certified that the balances of this date of the several books (including stock book and registers) and accounts of the office have been checked and found correct.

Certified that the balances as detailed below were handed over to me by tha Relieved Officer and | accept the responsibility for the same.

Amount & Stamp
i Rupees Paisa
Cash o L
Stamgp [nterest 2573 ]
Relieved Officer Relieving Officer
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2.1.7 Holiday Calendar

W m Department of Posts
@ —— Ministry of Communications, Government of India

Home  Accounts Schedules  Bag Management  Bank Reconcilistion  Booking Solution mm-gsam Others v

Fa g Salf Service

LMS SelfService Dashboard

Apply Leave 9 Cancel Leave View Leave Balance

Apply Leave Cancel Pending Leave Request View Leave Balance:

Leave Report Initiate Charge Report Holiday Calendar
Check All Leaves and Status Initiate Charge Report for Approved Leave Wiew Holkday Calendar

Home About Contact FAQs Feedback

Click on “Holiday Calendar” sub card under “Leave Management System”

W m Department of Posts
@ —— Ministry of Communications, Government of India

Home  Accounts Schedules  Bag Management  Bank Reconcilistion  Booking Solution mm-gsam Others v

) Home = Holiday Calendar
Holiday Calendar
July 2024 August 2024 September 2024 October 2024
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
w12 3 4 n [ 4 5 & [0 N JERRTE
B: 2 nvnuun N1z o1 ou s 73 v DEDED
s 16 B 19 2 B 19 20 2 ERRTERENRCY 1/ JRISET!

2N 2 2 M 2/ w2 18 mﬁ 2 2 2 2 B M OB K N B Em 2 23 M B %
w 2@ W M 25 7w » 3 n 7 m m 3nu 1 a

Home About Contact FAQs Feedback

After clicking on “Holiday Calendar” sub card, the above page will appear as shown
above. All Closed Holidays are shown in Orange coloured and Restricted Holidays are
shown in Blue coloured. When you hover the mouse pointer over any of these Blue or
Orange coloured dates, the holiday description will be displayed.
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g w Department of Posts
~— Ministry of Communications, Government of India

Home  AccountsSchedules  BagManagement  Bank Reconcilation  Booking Solution  Core Banking Solution  Others

0} Home > Holiday Calendar

Holiday Calendar

|::> July 2024 August 2024 September 2024 October 2024 <::|
Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

w1 o2 3 s [ g T 12 3 4 5 s [ N : B
B s vnoumwn vear's day { Haurs) [RERRURSRVRNRTINRE SRR F s 73 v DEDED

s 16 B 19 2 1 E 7o 19 20 2 13 14 15 15 [0 & 1
M @ ;oM ;oo 1 mﬁ n oz BN 2 B M OB K N B ﬁm 2 23 M B %

w 2@ W M 252?23233»31 n 2?232&331“

1 12 13 14 BB

By default, four (4) month-wise calendars starting from the current month will be
displayed. Users can navigate forward and backward through the calendars by clicking
the <or>icons.

2.2 Personal Information System

g E Department of Posts
e Fu N‘ll’\lSl’r‘lI of Communications, Government of India

e Gender nitiative of DOP tra Sacred Stamp with the essence and essentials of the holy Earth, Water, Sandal, Gold and the spirit of Shri Ram's far

B, Employee Self-Servic

Leave Management System Personnel Information System

Manage your leaves Manage your personal affars

Employee Payments System
ﬁ View your pay & allowances

Click on “Personal Information System” card.
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Department of Posts

Ministry of Communications, Government of India

) Hom Seif Service

PIS Self-Service Dashboard

Service Book View & Raise o Annual Immovable | 1 e Gradation List

Request Gradation List
Service Book View & Raise Request

Employee Master NOC
Ermployee Master View NOC

After clicking on “Personal Information System” card, the page shown above will

appear with the following 5 sub cards.

= Service Book View & Raise Request
= Annual Immovable Property Returns
= (Gradation List
= Employee Master
= NOC

2.2.1 Service Book View & Raise Request

Click on “Service Book View & Raise Request” sub card.

Service Book Update

‘ Communication
- Details &

®  Award Details

1]

& Family Details LY

Download Service
Book

Bank Details.

Education Details

Momination Details

On clicking on “Service Book View & Raise Request”, following 7 options appear on

screen right panel of the screen viz.

= Communication Details
= Bank Details
= Award Details
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Education Details
Family Details
Nomination Details
Download Service Book

vy

2.2.1.1 Communication Details

Service Book Update .

Communication 2
= Details £ Bank Details
W Award Details W Education Details
2 Family Details €  MNomination Details

Download Service
& Book

Click on “Communication Details” option available in “Service Book View & Raise
Request” sub card.

& w Department of Posts
@ = Ministry of Communications, Government of India
Post Management  Sorting Management  Payroll System upport Desk i Yy  Others v
Employee Communication Details
Employee Communication Details
|:> a2 view Details [ Modify 382 pending <::|
Employee Communication Details MAN]|OORILAHI MOHAMMADALL PATIL , 10144663
STATUS ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAILL ID PERSONAL E-MAIL [D MOBILE NUMBER A
Approved addr 360001 per@gmal.com 9999999999

When clicking on “Communication Details” option, the employee communication
details page will open with 3 tabs viz., View Details, Modify, and Pending. By default, the
‘View Details’ tab will be shown containing the employee’s communication details such
as Address, e-mail IDs (personal and official, if available), Mobile Number, Aadhaar,
PAN.
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g h Department of Posts b
Ministry of Communications, Government of India

> > PERLZ = N
Employee Communication Details B

O Home > Employee Communication Details

2s2 view Details | [Br Modify 2s2 pending
Employee Communication Details MAN|OORILAHI MOHAMMADALT PATIL , 10144663
ACTION 1 2 3 PIN CODE INDIA POST E-MAILL ID PERSONAL E-MAIL ID MOBILE NUMBER AR
m adr 560001 per@gmai.com 9999559959

. .

After clicking on the 'Modify' tab, the 'View Details' tab information will be shown with a.
Modify button. Click on the Modify button.

iz wp
g - Department of Posts
Ministry of Communications, Government of India

[ Home > Employes Communication Details . ﬁé’#— ? r','»' Fre ¥ p!
Employee Communication Deta £y WA ;
282 view Details [ Modify 282 pending
Employee Communication Details MANJOORILAHI MOHAMMADALI PATIL , 10144663
ACTION ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAIL ID PERSO!
: “ pddress | Communication Address Communicaton Address 560001 India Post Emad d perd@gn

Cancel

After clicking on Modify button, all fields will become editable, with a Save button. The
employee can make necessary changes in the required fields then click on Save
button.

g i Department of Posts L |
= Ministry of Communications, Government of India m

| Home > Employee Communication Details ‘ gl L |‘J Ty ’J
Employee Communication Deta S . J<
i it Y F b, ™, W ’
|:> 2 View Details  [B Modify 482 pending <:|
Employee Communication Details MANJOORILAHI MOHAMMADALT PATIL , 10144663
ACTION ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAIL ID PERSONAL E-MAIL ID MOBILE NUMBER AR

Y - S - o

g
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Q Details have been successfully

modified

After clicking on Save button, a pop-up message “Details have been successfully
modified” appears.

2.2.1.2 Bank Details

Service Book Update .
Communication
m £  Bank Details
¥ Award Details ®  Education Details
&  Family Details ¥  Nomination Details
Download Senace
& Book

Click on “Bank Details” option under “Service Book View & Raise Request” sub card.

Department of Posts s m
Ministry of Communications, Government of India Wlcame, PRITHVIRAS
L er Data Sanitizati e port Desk Ma andTrace T
£ Home

Employee Bank Details

Bank Details of PRITHVIRA) M R ,10123527

=

There are no records to display

If no bank details are found for the employee, a screen with an “Add details” button will
appear.
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Employee Bank Details

Insert Employee Bank Details

Employee 1D+
10123527

—Bank Type*
SBI

-Bank Account Mumber®
64206775655

Branch Address Line 2
Mandya

Order File*

Browse... Passbook Xerox.docx

Cancel

After clicking on the “Add details” button, a form to add the employee’s bank details
will be available. The Employee ID and Name fields will be populated by default. Enter
the necessary data into the following fields Bank Name, Branch Code, Bank Account
Number, IFSC Code, Branch Address Line 1, Branch Address Line 2, PIN Code, and
Remarks. Select the Bank Type from the drop-down list (SBI, Non-SBI, and POSB) and

Employee Name
PRITHVIRA] M R

Draw Type

: Pay cycle

IFSC Code*
SBINDO40025

FIN Code*
571401

Bank Name*
State Bank of India

Branch Code*
571401005

Branch Address Line 1*
B M Road

Remarks
Kindly Approve.

the Draw Type from the drop-down list (Not Primary & Pay Cycle). Upload the order file
document either PDF or Jpeg format and click the Add button.

Insert Employee Bank Details

Empioyee ID*
10123527

Bank Type*
SEl

Bank Account Number*

Branch Address Line 2

Order File*

Browse.., Mo file selected.

Employes NMame
PRITHVIRA] MR

Draw Type

Not primary

IFSC Code*

FIN Code*

Bank Name*

Branch Code*

Branch Address Line 1*

Remarks

After clicking on the Add button submit the information. The request will then be sent to

the approver for approval.
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Ir_u_h:n .I"f‘ \Illur.-.\ POST

{0 Home > Emplayee Bank Deta .
Employee Bank Details
Bank Details of SANTHOSH V 10063582
5.NO. BANK NAME BANK TYPE DRAW TYPE STATUS
» 1 SBI SBI Mot primary Pending
|::> » 2 DOP POSE Monthly Pay Approved
Rows per page: 10+ 1-20f2

[ OesgoedandOnvelopedyCOT OCopmghiOspartmentofposs |8

After adding the bank details, a new screen will appear as shown above. You can see
the details by expanding each row using the ‘>¢ button.

Add Detads

S.ND. BANK NAME BANK TYPE DRAW TYPE STATUS
> 1 SBI S8l Not primary Pending
v 2 DOP POSB Monthly Pay Approved

View & Modify Employee Bank Details

Employee ID* Employee Name Bank Mame
10063582 SANTHOSH V DoP

Bank Type* Draw Type* Branch Code

POSB ~ Mot primary ~ 002002002

Bank Account Mumber. IF5C Code. Branch Address Line 1
0234654323 ipos00000dop RAJAJINAGAR HO
Branch Address Line 2 Pin Code*

BENGALURU 560010 Remarks

—> &3

User can modify the approved bank details by clicking the Modify button. After clicking
the Modify button, the fields will become editable.
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SNO. BANK NAME BANK TYPE DRAW TYPE STATUS
» 1 Bl sB1 Mot primary Pending
- 2 poP POSE Monthly Pay Approved

View & Modify Employee Bank Details

Employee 10+ Employee Name Bank Name
10063582 SANTHOSHV poe

Bank Type*® Draw Type* Branch Code

S8l - Not primary b 002002002

Bank Account Number IFSC Code Branch Address Line 1
0234654323 ipos00000dop RAJAJINAGAR HO
Branch Address Line 2 Pin Code*

BENGALURU 560010 Remarks

Modified Details
S.NO. MODIFIED FIELD NAME MODIFIED FIELD VALUE

1 ifsc_code IFOS00000D0P

Data modified successhilly, Pending e

for Approval

Modify the details you wish to change and click the Save button. A “Data modified
successfully” message will appear in the bottom right corner of the screen.

2.2.1.3 Award Details

Service Book Update .

Communication

= Details &  Bank Details
®  award Detail: ™ Education Details
&  Family Details €  Nomination Details

& Download Service
Book

Click on “Award Details” option under “Service Book View & Raise Request” sub
card.
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g uu Department of Posts

e - Ministry of Communications, Government of India

SEHN

Employee Award Details

Award Details of PRITHVIRA] M R 10123527

There are no records to display

A new screen will appear with an Add details button, to add the award details of the

employee.

Employee Award Details

Insert Employee Award Details

Employee 1D Employee Name Award Name*
10123527 PRITHVIRA] MR Best Sytern Admin

Award Type* Award Category* Award Description*
Intra Division Sysytermn Admin Best 5A work cariied out

Certificate No* Manetary Benefit* Award Issue Date*

CA1234 2000 20/06 /2024

Award for Year®

2024 Rbinais Award Certificate

Browse... € Class Work flow.,jpg

Cancel

After clicking the Add details button, a new form will open to add the Award details. Fill
the fields such as Award Name, Award Type, Award Category, Award Description,
Certificate No, Monetary Benefit, Award Issue Date, Award for Year and Remarks.

Upload the award certificate and click the Insert button.

INDIA POST-IT 2.0
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Insert Employee Award Details

Employee ID
10123527

Employee Mame
PRITHVIRA| M R

Award Type*

Award Category*

Certificate No*

Award for Year*

Remarks

Monetary Benefit*

Award Name*

Awvard Description®

Award Issue Date*
dd S mm / yyyy

Award Certificate®

Browse... Mo file selected.

After Inserting the Award details, an “Award details submitted successfully” message
will appear in the bottom right corner of the screen. The request will be sent to the

approver for approval.

|_- Adt Decais |

5.NO. AWARD NAME AWARD TYPE

» |

> v 2

View & Modify Employee Family Details

Dak seva award Departmental

Best Instructor Circle Level Award

Employee ID* Employes Name
10062207 CHANCHAL KULKARNI
_hward Type Award Category.

Circle Level Award Instructors

~Certificate No- ~Monetary Benefit
BEST280797 5000

Award for Year
2024 Remarks

=3 <—

AWARD CATEGORY STATUS
Technical Approved
Instructors Approved
Award Name
Best Instructor

Award Description
Best Instructor

Award lssue Date-
08 /06 2024

Rews per page: 10 2af2

After Approval the award details, screen will appear with Modify button as shown
above. You can view/Modify the details by expanding each row using the ‘> button.
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5.NO. AWARD NAME AWARD TYPE

> 1

> -

View & Modify Employee Family Details

Dak seva award Departmental

Best Instructor Circle Level Award

Employee ID* Employes Name
10062207 CHANCHAL KULKARMI
Award Type. Award Category.

Circle Level Award Instructors

Certificate No Monetary Benefit

BEST280797 5000
Award for Year
2024 Remarks

AWARD CATEGORY STATUS
Technical Approved
Instructors Approved

Award Name
Best [nstructor

Award Description

Best Instructor

Award lssue Date
0B /0B/ 2024

Award Certificate*

Browse... Na file selected,

After clicking the Modify button, the fields will become editable. Modify the required

fields and click on save button.

2.2.1.4 Education Details

Service Book Update

Communication
Details

L 3 Award Details
A  Family Details

i Download Serwce
Book

Bank Details

Education Detail

Momination Details

Click on “Education Details” option under “Service Book View & Raise Request” sub

card.
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Employee Education Details

Education Details of SANTHOSH V ,10063582

' Add Datais I <

There are no records to display

A new screen will appear with an “Add details” button to add the education details of
the employee.

Employee Education Details

Insert Employee Education Details

Employee 1ID* = Employee Name Education Qualification®
10063582 SANTHOSH V BE

-Board Studied® “Year of Study* State of Study®
YTU 20z Karnataka

Marks Grade Percentage* Remarks

62 Kindly Add the details, Fthiaron Certificate

Browse... Convecation Certificate.jpg

<

Add

After clicking the Add details button, a new form will open to add the education details.
Fillin fields such as Education Qualification, Board Studied, Year of Study, State of
Study, Marks/Grade/Percentage, and Remarks. Upload the education certificate and
click the Add button. You can add all your educational qualifications by clicking the
Add button for each one.
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Employee Education Details

Insert Employee Education Details

Employee ID* £ Employee Name
10063582 SANTHOSH V Education Qualification®

Board Studied™ Year of Study* State of Study*

Marks Grade Percentage* Remarks Education Certificate

Browse.., Mo file selected.

After adding the educational details, an “Education details submitted successfully”
message will appear in the bottom right corner of the screen. The request will be sent to

the approver for approval.
g Q Department of Posts

B
Ministry of Communications, Government of India d

Employee Education Details

Education Details of CHANCHAL KULKARNI , 10062207

| et Desain

5.NO. EDUCATION QUALIFICAT... YEAR OF STUDY BOARD STATUS

» i BA 2023 BENGALURU UNIVERSITY Approved
> 2 Bachelore of Engineering 2012 VTuU Approved

Rows per page: 10w

Home About Comtact FAQY Feedback

After adding the Education details the screen will appear as shown above. You can View
the details by expanding each row using the ‘>¢ button.
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S.NO. EDUCATION QUALIFICA... YEAR OF STUDY BOARD STATUS
» 1 BA 2023 BEMGALURLI UNIVERSITY Approved
Lo 2 Bachelore of Engineering 2ma2 VTU Approved

View & Modify Employee Education Details

Employee ID* Employee Name Education Qualification
10062207 CHAMCHAL KULKARNE Bachelore of Engineering
Board Studied Year of Study State of Study

vTU 22 Karnataka

Marks Grade Percentage

62 Remarks

& <—

Rorws per page: 10

After Approval the Education details, screen will appear with Modify button as shown
above. You can Modify the details by expanding the row using the ‘>¢ button.

5.NO. EDUCATION QUALIFICA... YEAR OF 5STUDY BOARD STATUS
» 1 BA 2023 BEMGALURL UNIVERSITY Approved
~ 2 Bachelore of Engineering mz VTU Approved

View & Modify Employee Education Details

Employee ID* Employee Mame Education Qualification
10062207 CHANCHAL KULKARNI Bachelore of Engineering
Board Studied ear of Study. State of Study

U 012 Karnataka

Marks Grade Percentage.
Education Certificate”
62 Remarks

Browse. .. Mo file selected

"After making the required modifications, click the Save button. A “Data modified
successfully” message will appear in the bottom right corner of the screen."
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2.2.1.5 Family Details

Communication
£

Details Bank Details

¥ Award Details

{]

Education Details

A  Family Detalls ©  Nomination Details

& Download Service
Book

Click on “Family Details” option under “Service Book View & Raise Request” sub
card.

g Manag rievance Managsment  Master Data Sanitization  Payroll Sy £ k Manager Track and Trace

L

Employee Nomination Details

MNominee Members of CHANCHAL KULKARNI 10062207

After clicking on “Family Details” option, a new screen will appear with an Add details
button to add the Family details of the employee.

Add Employee Family Details

Employes [D* Employee Name Dependent Name*
10062207 CHANCHAL KULKARNI Venkatesh
Relation™® Date of Birth* Marital Status*
Spouse - 04 F 0B/ 1961 B Married

Highest Education Qualification™ Employment Status*

BE Employed e Remarks

Farmily Mermber Details®

Browse...  Family Particudars jpg

[ - R q—
=4

After clicking the Add details button, a new form will open to add the Family details. Fill
in fields such as Dependent name, Select the Relation in dropdown, Date of Birth,
Marital status of dependent, Educational qualification, Employment status of
dependent, Remarks. Upload the Supporting document and click the 'Add' button. You
can add all your Family dependents by clicking the 'Add' button for each one.
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Add Employee Family Details

Employee ID* Employes Name
10062207 CHANCHAL KULKARNL Dependent Name*

_Relation®” Date of Birth* Marital Status®
Spouse ddl /e { yyyy m] Married

Employment Status®.
Highest Education Qualification® Employed

Family Member Details*

Browse..  Mofile salected.

@ (—
=

After adding the Family details, "Family member details submitted successfully"
message will appear in the bottom right corner of the screen. The request will be sent to
the approver for approval.

Family Members of CHANCHAL KULKARNI 10062207

[ Addpetsis |

5.NO. DEPENDENT NAME RELATION DATE OF BIRTH STATUS

|:> w 1 Venkatesh Spouse 1961-0804 Pending

View & Modify Employee Family Details

Employes 1D* Employes Mame Dependent Name

10062207 CHAMCHAL KULKARNI Venkatesh

Relatlon® Date of Birth Marital Status*

Spouse - 04/08/1961 Married o
Highest Education Qualification Employment Status®

BE Employed - Remarks

After adding the Family member details the screen will appear as shown above. You
can View the details by expanding each row using the >¢ button. Once the request
approved the user can modify by Click on “>” button.
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2.2.1.6 Nomination Details

Service Book Update .

Communication
W ils &  Bank Details

L 3 Award Details = Education D!HI|5@
a L

Family Details MNomination Details

i Download Serwce
Book

Click on “Nomination Details” option under “Service Book View & Raise Request”
sub card.

Home  Bag Management  Grievance Management mmmm Payroll System  Support Desk Management  Track and Trace
0

Department of Posts

Ministry of Communications, Government of India

Employee Nomination Details

Nominee Members of CHANCHAL KULKARNI 10062207

There are no records to display

Home About Contact FADs. Feedback

A new screen will appear with an Add details button to add the nomination details of
the employee.
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Employee Nomination Details

Insert Employee Nomination Details

Employee 1D
10062207

Nominee Name*
Venkatesh

Nomination Address Line 1%
Kalaburgi

Guardian Name

—Share Percentage®.
100

Thhis flelel s requied.

[ R —
E2D

Employee Name*
CHANCHAL KULKARNI

Relation*
Spouse
Nomination Address Line 2

Guardian Relation.
Choose an option

Remarks

(~Nominee Type*.
GPF

Date of irth*
0470871961

PIN Code*
585101

Guardian Date of Birth.
dd F mm / yyyy

After clicking the Add details button, a new form will open to add the Nomination
details. Select the Nomination Type (GPF/Pension/Gratuity), Enter Nominee Name,
Relation type, Date of Birth, Nomination address line 1, Nomination address line 2, Pin
code. If the Nominee is Minor enter guardian details such as Guardian name, Guardian
relation, Guardian Date of Birth, Share Percentage, Remarks and click the Add button
add the nomination details for the nomination type GPF, Pension & Gratuity.

Insert Employee Nomination Details

Employee ID™
10062207

Nominee Mame™.
Venkatesh

MNomination Address Line 1%
Kalaburgi

Guardian Name

Share Percentage*
100

Employee Name®
CHANCHAL KULKARNI

Relation®.

Spouse

Nomination Address Line 2

Guardian Relation
Choose an aption

Remarks

Naminee Type*
Gratuity

~Diate of Birth*

04/08/ 1961

_PIN Code*

5B5101

Guardian Date of Birth
ded 7w yyyy

After adding the nomination details, "Nomination details Added successfully"
message will appear in the bottom right corner of the screen. The request will be sent to

the approver for approval.
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5.NO. NOMINEE NAME

|::> Bl ek

RELATION

Spouse

View & Modify Employee Nomination Details

Employes 10%
10062207

Momines Name*
Venkatesh

Nomination Address Line 1
Kalaburgi

Guardian Name*

~Share Percentage®
100

* 2 Venkatesh
» 3 Venkatesh

Employee Name
CHANCHAL KULKARNI

_Relation
Spouse

Nomination Address Ling 2*

Kalaburgi

Guardian Relation

Choose an option

Remarks

Spouse

Spouse

-

TYPE OF NOMINATION STATUS
GFF Approved
Norminee Type
GPF -
Date of Birth.
- 04/ 08/ 1961
-PIN Code-
585101
Guardian Date of Birth
v 0140170001
Gratuity Approved
Pension Approved

After adding the Nomination details the screen will appear as shown above. Employee
can View the details by expanding each row using the ‘>¢ button. Only Approved

Request can be modify.

Employee can modify the details by expanding each row using the ‘>¢ button and Click

on Modify button.

S.NO. NOMINEE NAME

b 1 Venkatesh

RELATION

Spouse

View & Modify Employee Nomination Details

Employee 1D*
10062207

Nominee Name*
Venkatesh

Nomination Address Line 1
Kalaburgi

Guardian Name®

Share Percentage®
100

Employee Name
CHANCHAL KULKARNI

Felation-
Spouse

Nomination Address Line 2*

Kalaburgi

—Guardian Relation
Choose an option

Remarks

TYPE OF NOMINATION STATUS

GPF Approved

MNominee Type-

GPF -
Date of Birth

w 04708/ 1961 (m]
FIN Code

585101

-Guardian Date of Birth-
- 01/01 /0001

1]

Qrder File*

Browse... Mo file selected.

x
shlly, Pending

After making the required modifications, click the Save button. A “Data modified
successfully” message will appear in the bottom right corner of the screen.

INDIA POST-IT 2.0 Page 45 of 75




N

Operational Guide for Employee Self Service Portal ‘ —)

2.2.1.7 Download Service Book

Service Book Update .

w ) S &£ Bank Details
W Award Details = Education Details
&  Family Details @ Nomination Details
& Download Serace

Book

Click on “Download Service Book” option under “Service Book View & Raise
Request” sub card.

W - Department of Posts g 0
& a Ministry of Communications, Government of India m

153 Horr Employees Service Book

Employee Service Book
Select the Dates to Download the Service Book For Specified Period

From Date To Date

ddmm {yyyy 2 dd/mm yyyy B

——— <]

After clicking on “Download Service Book” option, page as shown above will appear
provision of “Download Service Book” button is made available for the specified date.
Select the From date and To date and Click on Download Service Book button.

Employee Service Book Printing
m Q W 1| of1? — + fulomsticZoom 2TeRE|»

-

Service Book
Employee Name: CHANCHAL KULKARNI

INDIA POST -IT 2.0 Page 46 of 75




Operational Guide for Employee Self Service Portal

Indin Pst

&Y

Employea Service Book Printing

m Q . 1 of17 — |+ MutomaticZoom ¥

eTe 2B

& Frint bl
Service Book I3 save

Employee Name: CHANCHAL KULKAR B Ctront Page.

o Furst Page

¥ GotoLast Page

& Rotate Clockwise
T Rotate Counterclockwise

) Hand Took

(@ Page Sccting

ol al Serolling
B8 Wranped Scraliing

[ Cdd Spreads
Even Spreads.

() Dotument Properties... v

3

3

After clicking on “Download Service Book” button, pop-up window will show service

book of employee with tools to download and print it.

2.2.2 Annual Immovable Property Returns

Department of Posts

Ministry of Communications, Government of India

QyHome > Self Serviea

PIS Self-Service Dashboard

Service Book View & Raise
Request

Service Book View & Raise Request

Annual Immovable Property

Returns
Annual immovable Froperty Beturms.

Gradation List

Gradation List

Employee Master

Emplayee Master View

Home About Comtact FAQ  Feedback

Click on “Annual Immovable Property Returns” sub card available under “Personal

Information System” card.
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Annual Immovable Property Returns (AIPR)

Please Upload the Previous Year data here in excel format: i  bic fs selacred, Download Template
Employee 1D Full Mame. Cadre Mame
10062207 CHANCHAL KULKARNI Postal AssistantiPA)

Please select the checkbox if there is no immovable property returns for the year 2024 «

Mame of
thebisulet.. | o party umucfﬂ:mﬂ Property Acquisition
ot s:m“k '::' Type acquirement Toaret Property | Dimension | Present wm" "u' | Method
’m"": i 'm (House, Including “"'"m"‘d'" Value(In | Detalls@in | Owner (Brought
Year _M:'h Plot land in case . | Rupeesy* | saFtorsa | name* i or Gifted
propertyls | ®e)® | ofhouseqn | P chase Metres) * oumer ete,)
ted * Rupees) *
1 2 3 4 5 6 7 8 9 10
Select Year y PEFTY Truct Select Year
Select Year it propert OSEPLICT Select Year
v

After clicking on “Annual Immovable Property Returns” sub card, page as shown
above with 2 tabs, 'File New AIPR' and 'View AIPR', will appear as shown above.

£3 Hom = > Annual Immovable Property Statement

Annual Immovable Property Statement

File New AIPR 422 view AIPR

—

Annual Immovable Property Returns (AIPR)

Please Upload the Previous Year data here In excel format: i Mo file calached. Downlosd Template
Emiplayes [0 Full Name Cadre Name
10062207 CHANCHAL KULKARNIL Postal Assistant{PA)

B Please select the checkbox if there is no immovabile property returns for the year 2024 ~

For File New AIPR click on ‘File New AIPR’ tab and select the check box next to the
“Please select the checkbox if there is no immovable property returns for the year” (by
default this check box will be unchecked). Select the year from the drop down listand
click on Submit button.

o Data Added successfully, Pending

for Approval

After clicking on Submit button, pop-up message “Data Added successfully, pending
for Approval” will be shown.
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Annual Immovable Property Statement A

I File Mew AIPR. 225 View AIPR

Annual Immovable Property Returns (AIPR)

Please Uplaad the Previous Year dta here in excel format: e fpmemiasd Templste

Errployee D Eufl Name Cadre Narve
10062207 CHANCHAL KULIARNL Postal ASsisLanlIFA]

Please select the checkbox i there &s no immevable property returns for the year 2074 -

tame of
Coatof
the District, Annual
Property | comstructen/ Froperty Acquisition
o Subdivision, Tpe Year of Relationship Income
terment | Taluk, and Inel cemstruction Detalls with the Ascqulsitian Fram the
oiar n [Hause, adling o Value (In LL] Crwmer (Braught -~ Ramarks
g Plot tand bn case Rupees)® | S9Ftorsq | wame* Py or Gifted ey
- » of house P . ewmer * - Your
proparty Is L] l.ln MAnrres) LU -
Altuated * X
1 2 32 - 5 L 7 L L "0 " 7
Falbrg House 10000 150000 800 Puliarni | Father Gifted 50000 |
2024 wez - 024
Salext Waar Select Year Eelect oar

<

In the page shown above, the prescribed format for filling Annual Immovable Property
Returns for all the departmental employees is available. Employees can select data
from the drop down list wherever such provision is made and Fill-in all other mandatory
fields accordingly.

Emplayes 1D Full Mame. Cadre Mame
10062207 CHAMCHAL KULKARNE Postal Assistant{PA}

| Please select the checkbox if there is no immovable property returns for the year 2024

Name of Cortol
the District,
Property construction/ Property Acquisition
Subdivision, “Year of Relationshi
Statement Taluk, and Type 2o construction Praparty i e with the .
o i in {House, Including Bl Value (In Details (in Owner {Brought

- w"‘:'m Plot land in case . | rupeess* | SaFtorsa | name* o i" or Gifted

Giaityna | Sert | ot e iy prarsiess Metres) S wte.)
- Rupees)
situated
1 2 3 4 s & 7 8 9 10
Kalburgi Housa 1500000 150000 &00 Kulkarni Father Gifted
2024 v 033 ~
Select Year )t r pert truct Select Year
€ >

Data Added successfully, Pending
for Approval

After clicking the Submit button, a pop-up message “Data added successfully,
pending for Approval” will appear as shown.
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Department of Posts Ha ]
Ministry of Communications, Government of India d

£ Hame » Annual Immovable Property Statement
Annual Immovable Property Statement
B Filerew AIPR 28k view AIPR <:|
EMPLOYEETD  EMPLOYEE NAME PROPERTYTYPE  PROPERTYDETAILS  LOCATION DETAILS HASE COST PURCHASE
10062207 CHANCHAL KULKARNI House BOO Kathurgi 1500000 2023

Click on ‘View AIPR’ tab to view approved AIPRs. You can download these approved
AIPR in PDF Format by clicking on “Download PDF” button.

— |+ (oo v

STAT NT R OR THE

Empioyes 10: 10062207

Empiayes Name: CHANCHAL KULKARNI

Empioyes Cadre: Group C

sameor | Sropeny | Coster | Vearot | Fresent | Property | Freseet | Amaton. | soges Aonusl | Aemars
e Tme | oonstnee | conse | vae | Oetss | Cwoer | shpwth | son | sonvesr | income
Distrc, sonine | sanor Harme the | Wethod from the
Sbd- i - Froperty raparty
o met | chase e aar
Task, Incus.
rd g land
\tage
i 2 & ) L] L] (o [:1] = (311 iy 2
Kty House | 1500000 Foeal A0 L= Fahami | Fater Grheg e S0 e
nzt
Signature:
Designation”
Date:
1=
Y short ferm lease misa.
AThe t y member of C 1 servioms under Ruie-15(3) of the.
Bscire o i - igigu st ha e - it Bemiy
o
4 The worting Mo Agdton or y be voided and

The downloaded PDF will appear as shown above.
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2.2.3 Gradation List

g E Department of Posts wom Q
e Ministry of Communications, Government of India m

PIS Self-Service Dashboard

Request Returns Gradation List

Service Book View & Raise o Annual Immovable Property Gradation List
Sorvice Book View & Raise Request Annual immovable Properry Returns

Employee Master

Employee Master View

Click on “Gradation List” sub card available under “Personal Information System”
card.

Department of Posts
Ministry of Communications, Government of India

€Y Home > Gradation List

Gradation List

Employee Details

Ermployee [D Post ID. Employee First Name.

10062207 30220907 CHANCHAL

Employee Last Name officell: Office Name

EKULKARNI 21070745 Viswaneedam 5.0
Grdation List Options

After clicking on “Gradation List” sub card, page shown above will appear with the
“Gradation List by Division” button.
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Gradation List

Q
Date of
Gradation... Employee ID Employee Na..  Designation Office ID Date of Bi... Joining in
Department
2 100002 Sudha2 A 9000014 17 December ... ;;G[;“e’“be'
3 10021755 KRISHNA N PA 21260551 1 June 1966 12 May 1991
3 100001 Venkat PA 6565 17 December .. |7 December
2000
4 100003 Aarthi s PA 9000014 17 December ... ;:a':‘;“embe'
7 12100011 Vanitha PA 20190100 1 October 1979 7 May 2004
8 100010 Veerendhar P 420119589 13 December .. ;;;:bm“
10 100012 Suhash PA 20210201 &November 1.. 10 May 2006
11 100011 Kavitha PA 2019010 8 Septernber ... 2 October 2006
1 November
12 100013 Jathin PA 20190200 5 May 1984
2006
13 100009 Sunitha PA 20080101 21 July 1985 11 April 2007
Rows per page: 10+ 110 of 61 3 3l

Clicking on Gradation List by Division button, gradation list will be shown as above.

2.2.4 Employee Master
Click on “Employee Master” sub card available under “Personal Information
System” card.

£ Hom.
Employee Personal Information View & Update

o— 2 3

Personal [= Details Posting Information
Employee 104 First Nama®
10062207 CHANCHAL Macidie Name
Last Name Dare of Ban®
KULKARNL Fanhes Mame 02/06/1975
Gerder* Cormmaniey® Selected Commanity Mame
Female UR UR
Marital Stats® Emnpioyee Height in cm 15 the employes 3 PWD Candicate?
Married 155 No
Natonality. I3 the employes an ExServicemen ~Personal identification Mark 5.
Indian No WOUND MARK ON THE RIGHT SIDE BELLY
Personal Identificasan Mark 2

= =

After clicking on “Employee Master” sub card, Employee Master View & Update page
as shown above will open which has 3 steps viz., Personal Information, Communication
Details & Posting Information. In 1% step, Employee can able to view All Personal

Information, click on Next button as shown above.
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= Department of Posts wom @

ax
g “ Ministry of Communications, Government of India M

Employee Personal Information View & Update

& © 3

Personal Information Communication Details Posting Information

Permanent Address Line 3

Permanent Address Line 1 Permanent Address Line 2 Guibarga
Permanent Address Line 4 Permanent PIN
Gulbarga ERRER I Home Town

—> E3E3

In 2" step, communication details of employee can be viewed. Click on Next button.
Additionally a Back button is provided to navigate to previous step.

Persanal Information Communication Detalls Posting Information
Dt of Jonring Degartmene”. Ettrguin Tres® Autrtrmunt M
ZTIN199% DOr DR
Dt af ing in greent Cadee® Office B0 Office Type®
2T 1996 21070745 HPO

tfice ol warking” Faxibty Mapped —Einemian Coxde
Vishwaneedam SO HO21210100000 21190000
Crcle Code. Rugren Code Grup Poves
21000300 21900002 Group ©
Cadre® Pt 1007 e,
Postal AssistantPa) 30220907 Mails Pa
WPSED. Tas Rigima
o [T Hew -
Dane of Sutrmaneve Entry Dano of Resiermn
iy Litaty Mt o1./01/ 1900 01701 /1500
Bapattingg affie 1D E Regarting Autsmwey bout [£1 Dt Stats_
21190000 0179255 Na
£

> E3E3

In 3" step, Posting Information can be viewed / updated. After Modify the data click on
Update Button to Update.

INDIA POST-IT 2.0 Page 53 of 75




Indin Pst

Operational Guide for Employee Self Service Portal (

2.2.5 NOC

g t Department of Posts wom Q0

an
e Ministry of Communications, Government of India m

Seff Service

PIS Self-Service Dashboard

Returns Gradation List

Service Book View & Raise o Annual Immovable Property Gradation List
annyal immovabin Froperty Returns

Employee Master

Ermployoe Master View

Click on “NOC” Sub card under “Personal Information System” card.
g t Department of Posts wom Q0

an
== Ministry of Communications, Government of India m

NOC Apply

NOC Apply Employee Details
Employee ID Post ID. Employee First Name
10062207 30220907 CHANCHAL
Employee Last Name officelD. Office Name
KULKARNI 21070745 Viswaneedam 5.0
PurposeofNOC___________________
Choose an option w Remarks Upload File*

BrOwse... No file selected.

A new screen will appear to apply NOC by selecting the purpose of NOC.

Purpose of NOC

(Chnose an option v Remarks

Choose an option

Purchase of Property

Passport/ Visa to go Abroad

Higher Education Purpose

Applying for Jobs Outside the Department

< I

| NOC for Appearing in Examinations

The purpose of NOC is listed as shown above in drop down list.
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Purpose of NOC
Purchase of Property - ‘ | Property Type Property Details

| Property Location | | Property Present Value Property Holder Name
| Property Holder Relationship | | Property Acquisition Method Annual Income from Property
| Remarks | Upload File*

Browse... Mo file selected.

—> 3

NOC for the purpose of ‘Purchase a Property’.

NOC Apply Employee Details
Employee ID Post ID Employee First Name
10062207 | 30220907 CHANCHAL
—Employee Last Name- —officelD- —Dffice Name—
| KULKARNI | 21070745 Viswaneedam 5.0
Purpose of NOC . ~NOC From Date-
(Passpom Visa to go Abroad - I | Country Name dd / mm/ yyyy ]
NOC To Date
| dd/mm / yyyy ] | Remarks Upload File*

Browse...  No file selected.

—> 3

NOC for the purpose of ‘Passport/Visa to go abroad’.

=allz 31 ]

Department of Posts woEm 9

AR
Ministry of Communications, Government of India m

£} Home > NOC Apply

NOC Apply
NOC Apply Employee Details
—Employee 1D B Post 1D . Employee First Name.
10062207 30220907 CHANCHAL
Employee Last Name officelD Dffice Name.
KULKARNI 21070745 Viswaneedam 5.0
~PurposeofNOC____________ .
Higher Education Purpose 2 Course Name Course Duration
Institution Name | University Name Institution Location
Remarks Upload File*
' Browse... Mo file selected.

—> 3

NOC for the purpose of ‘Higher Education’.
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) Homa > NOC Apply

NOC Apply
NOC Apply Employee Details
Employee ID Post ID. Employee First Name
10062207 30220907 | CHANCHAL
Employee Last Name officelD Office Name
KULKARNI 21070745 Viswaneedam 5.0

Purpose of NOC

[w,m for Jobs Outside the Department I | Remarks | Upload Fues

Browse... No file selected.

—>

NOC for the purpose of ‘Applying for Jobs outside the Department’.

g & Department of Posts wom C
Ministry of Communications, Government of India d

Q Home > NOC Apply

NOC Apply

NOC Apply Employee Details
Employee 1D PostID Employee First Name.
10062207 | 30220907 CHANCHAL
Employee Last Name 2 —officelD. 3 -Office Mame._
KULKARNI | 21070745 Viswaneedam 5.0
Purpase of NOC I

I-Nocfu-appearm in Examinations - | Appearing Exam Name Remarks

Upload File*

Browse.., No file selected.

—> 3

NOC for the purpose of ‘Appearing in Examination’.

Depending on the selection of Purpose of NOC, the required fields will be enabled for
filling in the details.
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2.3 Employee Payments System

& a Department of Posts K2 @
ﬁ' = Ministry of Communications, Govemnment of [ndia m

Bag Managems sarcode and Label ingmt,  BCP Solub o ok arer and s e 1 T

Babuy Mahara) 125th burth: ann
Leave Management Sysbermy Personnel [nformation System Employee Payments System
Manage your lesves Manage your personal affasrs View your pay & sliowances

ployee Seif-Service

Click on “Employee Payments System” card.

W =- Department of Posts
#‘ E Ministry of Communications, Government of India

Payroll Services

Employee Self Service
Advvances, Claims, Requests

Pending Requests!
Mo Asion Pending for Approvals

After clicking on “Employee Payments System” card, “Employee Self Service” sub
card along with the pending requests to forward or approve available as shown above.

2.3.1 Employee Self Service

[ ti  Advances £ Reimbursements

t:  ELEncashment €3  GPF Advance

& GPF Statement tL  GPFWithdrawal

. Update GPF T Income Tax
Subscription ¥ Declaration

®  Track Request ID & Cancel Pay Request

2 cancel Miscellaneous

Y Retiitat W Pay Requests Reports

Detailed i
- T2 PaySh

£ Miscellaneous il

Requests Report

After clicking on “Employee self-service” Sub —card there are 14 options available
which are related to Pay, Reimbursements and Miscellaneous requests.

= Advances

= Reimbursements
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EL Encashment

GPF Advance

GPF Statement

GPF Withdrawal

Update GPF Subscription

Income Tax Declaration

Track Request ID

Cancel Pay request

Pay requests Report

Detailed Miscellaneous Requests report

I T N T e T T T O T

Pay slip

2.3.1.1 Advances

Employee Self Service e
Y MH:XQ ¥3  Reimbursements
t=  ELEncashment 3 GPF Advance
& GPF Statement 1= GPF Withdrawal

Click on “Advances” option under “Employee Self Service” sub card.

il =
W E Department of Posts wom Q
'@ —— Ministry of Communications, Government of India m
Home  Bagh g Grievance Manag . : - roll ! : Sk Maria & Track and Trace
Advances
Name : CHANCHALKULKARNI Designation: Mails PA Office : Viswaneedam 5.0
Office ID : 21070745 Post 1D : 30220907
Select type of Advance
I:> [ Select type of Advance - Amount employee_remarks
Select type of Advance -
=
Submit
Medical Advance
TA Transfer Advance
| TA Tour Advance

Flood Drought Adv Loan
Warm Clothing Adv Loan
PC Advance P Loan
HBA Pri Loan

Home About Contact FAQs Feedback
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Employee can apply many Advances such as LTC, Medical, TA Transfer, TA tour,
Flood/Drought, Warm Clothing, PC and HBA.

Success

Transaction Id is : LTAD1006220720240708161447

Select the advance type, Amount and input the Remarks and click on Submit button.
Request transaction ID generated. The applied request transferred to Forwarder for
Forward.

2.3.1.2 Reimbursement

Employee Self Service e
1 Advances £3  Reimbursements
1 ELEncashment £ GPF Advance
A GPF Statement 1= GPF Withdrawal
a Update GPF = Income Tax
Subscription i Declaration
#  Track Request ID & cancel Pay Request
5 Cancel Miscellaneous
1= AAdlestE e Pay Requests Reports

Detailed
E¥  Miscellaneous
Requests Report

1t Payslip

Click on “Reimbursements” option available in “Employee Self Service” sub card.
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) Home » claim-pay-reimbursements

Reimbursements

NAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION

CHANCHALKULKARNI 10062207 Mails PA
OFFICE

Viswaneedam 5.0

Select type of Reimbursement
::>(Se1ecttype of Reimbursement » Amount employee_remarks
' i

Select type af Reimbursement
LTC Ball

Transfer TA

TA Touwr

Children Education Allowance
Medical Bill

On clicking on the “Reimbursement” option, employees can request reimbursements
for various expenses such as LTC, Transfer TA, TA Tour, Children Education Allowance,
and Medical Bills.

):
g i Department of Posts w om0
Ministry of Communications, Government of India d

) Home » claim-pay-reimbursements

Reimbursements

NAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION

CHANCHALKULKARNI 10062207 Mails PA
OFFICE

Viswaneedam 5.0

_Select type of Reimbursement Amount employee_remarks
LTC Bill s 15500 LIC Availed For the block of 2023-24,

m— ...

Select the Reimbursement type, enter the Amount and Remarks. Click on Select
Advance Button.
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Advance Details

No data found

n MNo Advance Sanctioned

0 e is undefined

After clicking on Select Advance button a new window will appear if any advance
already taken select the Advance and click on OK button. If advance not taken click on
No advance taken Button after that click on Submit button.

Claim Pay Reimbursements

Request Id is : LTCL1006220720240708164354

Reimbursements request id success message appeared. The request transfer to
Forwarder to forward.
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2.3.1.3 EL Encashment Requests

Employee Self Service

Track Request 1D

Cancel Miscellaneous
Requests

Detailed
£ Miscellaneous
Requests Report

Reimbursements

GPF Advance

GPF Withdrawal

Income Tax
Declaration

Cancel Pay Request

Fay Requests Reports

Pary Slip

Click on “EL Encashment” option available in “Employee Self Service” sub card.

EL ENCASHMENT REQUESTS

NAME OF THE EMPLOYEE
CHANCHAL KULKARNMNI

POST DESCRIFTION
Mails PA

POSTID
30220907

Select Purpose: l e

Enter Mo. OF Days: 10

FOF famang | LTC Availed for the block of 2023-24

EL encashment requests page shown as above. It allows the logged in employee / user
to select the purpose for EL Encashment from drop down (i.e. LTC) Enter the number of

Days, input Remarks and click on Verify button.

INDIA POST -IT 2.0 Page 62 of 75




Operational Guide for Employee Self Service Portal

Indin Pst

CHANCHAL KULKARNI Mails PA 0220907
Select Purpose; LTe -
Enter No. Of Days: 10
Ertiey Remanics LTC Avalled for the block of 2023-24
Level Index Pay DA Rate Applied for Days EL Encash BP EL Encash DA EL Encash Total
6 8 43600 50 10 14533 7267 F1B0D

<:I

[ OcigedmdOckpsnyc OComnbspemenotro &
After clicking on Verify button, a new row will be displayed as above with Level, Index,
Pay, DA rate, Applied for Days, EL En-cash BP, EL En-cash DA and Total EL En-cash

amount with Submit Button.

CHANCHAL KULKARNI Mails PA 30220907
Select Purpose: T 5
Enter Mo. Of Days: 10
Enter Remarks: LTC Availed for the block of 2023-24
Level Index Pay DA Rate Applied for Days EL Encash BP EL Encash DA EL Encash Total
] 8 43600 50 10 14533 267 21800

After Clicking on “Submit” button, employee will get the Success message.
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2.3.1.4 GPF Advance

1L Advances KB Reimbursements

1&  EL Encashment KE  GPF Advance

A& GPF Statement th  GPF Withdrawal

&  Update GPF o Income Tax
Subscription Declaration

& Track Request ID L Request

1 Ez‘e‘m"“’“"“m w P Reports

Detailed
=5 Miscellaneous
Requests Report

Click on “GPF Advance” option available in “Employee Self Service” sub card.

'g E Department of Posts = @
s Minsistry of Communications, Government of Imdia m
ds 9 Barcode and Label 8CFSolution  BudgetModule  Others w
&
GPF Advances

emplayee does nat have GPF account

If the logged in employee has a GPF account, they will see the appropriate fields to
apply for GPF Advance.

2.3.1.5 GPF Statement

1o Advances £ Reimbursements
1L EL Encashment KF  GPF Advance
& GPF Statement & GPF Withdrawal
U a Income Tax
s e Declaration
@ Trac ] A& Cancel Pay Request
. llaneaus
1= ::: W PayRequests Reporns
Detadled .
K8 Miscellaneous W i
Requests Report

Click on “GPF Statement” option available in “Employee Self Service” sub card.
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Ministry of Commisnications, Government of India

g BCP Solution  Budget Module  Others w

GPF Statement

|:> Salect Fnanclal year B

If the logged employee has a GPF account, they can select the financial year for which
they wish to generate GPF statement then click on “Generate PDF”. The GPF
statement for the selected financial year will then be displayed.

2.3.1.6 GPF Withdrawal

15 Advances &5 Reimbursements
1:  EL Encashment KE  GPF Advance

& GPFStatement ti  GPF Withdrawal

2 :";‘;‘;;L: 1

@  Track Request ID & G est

i Cancel Miscellaneous

Reqtiests W PayRequests Reports

Click on “GPF Withdrawal” option available in “Employee Self Service” sub card.

w E Department of Posts = B
@ Ministry of Commausnic ations, Governmes it of India m

Accounts Schedules  Bag Management  Barcode and Label Mgmt.  BCP Selution  Budget Module  Others w

GPF Withdrawal

employee does not have GPF account

If the logged in employee has a GPF account, appropriate fields to apply for GPF
withdrawal will be shown.
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2.3.1.7 Update GPF Subscription

1L Advances KF  Relmbursements

1L EL Emcashment ¥F  GPF Advance

& GPFStatement 1 GPF Withdrawal

a Update GPF ® Income Tax
Subscription = Declaration

T se 10 & Cancel Pay Request

] cane ellaneaus

1= Raqul W PayRequests Reports
Detadled i

. it e PaySlip
Requests Report

Click on “Update GPF Subscription” option available in “Employee Self Service” sub

card.
o = Department of Posts =@
@ E Minsistry of Communications, Government of India _m
Accounts Schedules  Bag Barcode gt BCPSolution  Budget Module  Dtfers w
- agp for updating-gpf-su

Update GPF Subscription

If the logged in employee has a GPF account, they can update their GPF subscription
through the page shown above.

2.3.1.8 Income Tax Declaration

1L Advances KF  Reimbursements

T ELEncashment KF  GPF Advance

& GPF Statement te  GPF Withdrawal

o |UpdatecPF o Income Tax
Subscription = Declaration

B Track Request 1D a

5 Cancel Miscellaneous

L% Requests vl P, ts Reports
Detailed "

5 Miscellaneous =
Requests Report

Click on “Income Tax Declaration” option available in “Employee Self Service” sub
card.
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I-dedararion

INCOME TAX DECLARATION

MAME OF THE FMPLOTER FOST DESCRIFTION FOSTED
MANJOORILAHT MOHAMMADALT PATIL oA 00 30089709
Type Of Declaration
[ st Setiom <] <:|
Selest Sevtion

FOCCDMIB) - Addehomal pomtnibm ~PS
BOE - baterest o Fidla Toan

B« Dhomarins

BOD - Medical ineumance Premiss
MOTTA - otvwrt o dprinti

BOC . Invostmsenty

¥ - Encome From Otber Sewrces

INH - kncome From Hotse Proparty
HILA - Haueé Rant Allowsnss

St | _
Under section field provision of different sections of Income Tax Act under which
deductions and exemptions can be claimed are made available in drop down list as
shown in above screen. User can select desired section and submit details regarding

Income Tax deductions, if any, through this page.

z “ Department of Posts =
== - Ministry off Communications, Government of India

& Home > b elecaration
INCOME TAX DECLARATION

MAME OF THil EMPLOYEE FOST DESCRIPTION POST 1D
MANJOORILAHI MOHAMMADALI PATIL 0A DD I0099T09

Type Of Declaration

800 - Medical Insurance Premium - Medical Isurance
Emer Amount:
15000
Enter Remarks:

For seif and Famnily (total 3 members]

After selection of section, enter amount, enter remarks and click on Submit button.
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2.3.1.9 Track RequestID

Employee Self Service @
12 Advances E¥  Reimbursements
tL  ELEncashment ¥8  GPF Advance
A GPFStatement Te  GPFWithdrawal
A Upd:u_ GPF " Income Tax
Subscription Declaration
B Track Request ID & Cancel Pay Reguest
i nenus W PayRequests Repors
o m' 1= Paysip
Requ

Click on “Track Request ID” option available in “Employee Self Service” sub card.

s way auy WIOILE LOLE SOTEAUET CENIUN SFINENT JUPRT L LT3R manaysinsing IS0 S jans

£} Home > track-request-id

TRACK REQUEST ID

EMPLOYEE ID MNAME OF THE EMPLOYEE POST DESCRIPTION
10062207 CHANCHAL KULKARNI Mails PA

Request Type: (@ Pay Miscellaneous <::|

Transaction 1D:

=

Home About Contact FAQs  Feedback

Two types of requestsi.e. pay request and miscellaneous request can be track by the
user. Select the Pay request type and enter transaction Id and click on Submit button.
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Indin Pst

Request Type: ® Pay ! Miscellaneous
Trayisaction 15: LTAD1006220720240708161447
hiv] Name Description Remarks q ed A Approved Next Status Current Status
10062207 CHANCHAL KULKARNI LTC Advance For Availing LTC for the Block 2023-2024 5000 5000 Disbursed Approved
Status Desc Date Id Name Remarks
Submitted 2024-07-08 10062207 CTHANCHAL KULKARNI For Availing LTC for the Block 2023-2024
Forwarded 2024-07-08 10045062 SUHASA OK
Verified 2024-07-08 10045062 SUHASA oK
Approved 2024-07-08 10036132 SHIVAKLIMAR M
Home About Contact FAQs Feedback "

After Clicking on Submit button the status for the request id appears as shown above.

2.3.1.10 Cancel Pay request

Employee Self Service @

12 Advances E¥  Reimbursements

tL  ELEncashment ¥8  GPF Advance

A GPFStatement T GPF Withdrawal

o UpdateGPF g IncomeTax
Subscription Declaration

B Track Request ID & Cancel Pay Reguest

i ;:q"?;:mm "  Fay

o mﬂ;fmw 12 Paysiip
Requests Report

Click on “Cancel Pay request” option available in “Employee Self Service” sub card.
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Home  Accounts Schedules  Bag Management  Bank Reconciliation — Booking Solution  Core Banking Solution  Others v

£ Hom cancel-claims
Cancel Pay Requests
MAME OF THE EMPLOYEE POST DESCRIPTION POST ID
SANTHOSH YV Postmaster 30099223

No Data Found..!!

-

If user had submitted any claims such as Advances, Loans, Pay reimbursement they
can cancel before approval, using this option.

2.3.1.11Cancel Miscellaneous Requests

Employee Self Service @

1o Advances KF  Reimbursements
fL  ELEncashment EE  GPF Advance
& G Tz GPF Withdrawal
n " . Income Taﬂe
Sub: Declaration
R A Cancel Pay Reguest
@ :::?;:mm W PayRequests Reports
[} ln:l;:axadnwu: Y i
Requests Report

Click on “Cancel Miscellaneous request” option available in “Employee Self
Service” sub card.
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e a

Home  Accounts Schedules  Bag Management  Bank Reconciliation  Booking Solution  Core Banking Solution  Others ~

Q Home cancel-miscellaneous-requests

CANCEL MISCELLANEOUS REQUESTS

MAME OF THE EMPLOYEE POST DESCRIPTION POSTID
SANTHOSH V Postmaster 30099223

data not found

-

If user had submitted any miscellaneous request other than Advances, Loans, Pay
reimbursement such as GPF Advance, EL encashment, Update GPF subscriptions etc.,
they can cancel before approval, using this option.

2.3.1.12 Pay requests Reports

Employee Self Service @

1L Advances K%  Reimbursements

fL  ELEncashment EE  GPF Advance
& GPFStatement 1L GRF
m Upd:l!_ GPF = Inco
Subscription Ded,
#  Track Request ID LI
= Cancel Miscellaneous W PayRequests Reports

Requests

Detailed
£ Miscellaneous
Requests Report

1= Payslp

Click on “Pay Requests Reports” option available in “Employee Self Service” sub
card.
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W a Department of Posts

- 4 Ministry of Communications, Government of India

Q 4
Pay Request Reports

EMPLOYEE ID RAME OF THE EMPLOYER POST DESCRIPTION
10062207 CHANCHAL KULKARNT Mails PA

Select Description - Select Status - Select Vear - |::> | Downtasd excel

Transaction Request

Request ID sy P Status Deseription Employee remarks
LTAD1006220720240708161447 08/07/2024 5000.00 Appraved LTC Advance ;;;;‘;‘:'2':9 LIC fow the Block
LTC Availed For the block of

LTCL1006220720240708164354 08/07/2024 15500.00 Appraved LTC Bil AN OEDERRE SO O

2023-24.

Home About Contact FAGs Feedback

Users view the Pay requests applied by the user and also download the Excel File by

clicking on Download Excel button.

2.3.1.13 Detailed Miscellaneous Requests Report

Employee Self Service

1L ELEncashment

& GPFStatement

Update GPF
Subscription

W Track Request ID

Cancel Miscellaneous
Requests

Detailed
£ Miscellaneous
Requests Report

Reimbursements

GPF Advance

GPF Withdrawal

Income Tax
Declaration

Cancel Pay Request

Fay Requests Reports

Pary Slip

Click on “Detailed Miscellaneous Requests Report” option available in “Employee

Self Service” sub card.
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ﬂ ¥ detailed-misc-requests-report

Detail Miscellaneous Requests Report

NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
CHANCHAL KULKARNI Mails PA 30220907
Select Description - Select Status ~ Select Year - |:> Downioad Exeel
Transaction Request
uest 1D Status Descriptio E ee remarks
Redesy date Amount eEcrRian ey
Income Ta
ITD1006220720240710174314 10/07/2024 5000 Submitted i OK

Declaration

per page: 10+

Users view the miscellaneous requests applied by the user and also download the
Excel File by clicking on Download Excel button.

2.3.1.14 Pay Slip

Employee Self Service

1L ELEncashment

& GPFStatement

Update GPF
Subscription

W Track Request ID

Cancel Miscellaneous
Requests

Detailed
£ Miscellaneous
Requests Report

Click on “Pay slip” option available in “Employee Self Service” sub card.

Reimbursements

GPF Advance

GPF Withdrawal

Income Tax
Declaration

Cancel Pay Request

Fay Requests Reports

Pary Slip
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PAYSLIP

Enter Details for Generating Payslip :
|} | | select Month =

Generate Payslip

L Oeiondnd Deeloped by CET S Copright DeparmetofPors |
Logged in user can generate Pay slip by entering employee ID, year, selection of month
from drop down list and click on Generate Pay Slip button. Payslip will be displayed on

this page. Option to download the same is also made available.

©

Pay slip has been generated successfully.

Click on "download Payslip” button for the download.

After entering the details, click on “Generate payslip”. By clicking on “Generate
Payslip,” a pop up message will appear as “Pay slip generated successfully. Click on
‘Download payslip’ button for the download.” Then click on Close button.
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) Home = paysiip
PAYSLIP

Enter Details for Generating Payslip :

10042336 January ~ 2024

Generate Payslip Download Payslip

Download Payslip Button appeared after successful generation of Payslip, click on
“Download Payslip” to download the payslip in PDF format.

of 1 = | 4  Autornatic Zoom L

I

Department of Posts o 1

Pay Slip for the month of January 2024

Trafin Pt

Name KUMAR GP Office : Channapatnam HO
Emp 1D - 10042336 Level-index  © 512
Designation - Postman PAN

GPF/PRAN No.- 1.10E+11

Earnings Deductions [ Out Of Account |
Total 000 Totel 000 Total 000

Take Home Pay:55169.00
(FIFTY FIVE THOUSAND ONE HUNDRED SIXTY NINE RUPEES ONLY )

"Please note that this payslip is system-generated and does not require a signature.”

Payslip downloaded successfully in PDF format as shown above.

ALL THE BEST
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