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ABBREVIATIONS 

Abbreviation  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 

1 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 

signin 

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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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. 

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

& i Department of Posts i 

1 8, Employee selfservice 
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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) 

(3) Employee Payments System (EPS) 

Click on the “Leave Management System” card. 

2.1 Leave Management System 

Department of Posts @ Q 
Ministry of Communications, Government of India = 

Qs > selfservice 
LMS SelfService Dashboard 

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 L 
A 

A 
A 
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2.1.1 Apply Leave 

W oz Department of Posts 
4§ i o commnictn, G ol 

Qs > selfsenvice 
LMS SelfService Dashboard, 

Leave Report 

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

o ApplyLeave i Apply Leave Curtail 

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

= Apply Leave 

= Apply Leave Curtail 

= Apply Leave Convert 

Apply Leave :- 

o ApplyLeave i Apply Leave Curtail 

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

Employes Leave Balances 

casual Leave (cL)-8 Half-pay leave (HPL)-50 Eamed Leave -105 

Type of Leave Application* 
- O rostracs @ curencteave O paensonofeave - 

Type of Lesver From Dater 7o Dater 
| chosse anopton . ammiyyyy | | dermmipyyy 

(woronn i - R Ll =] 

[ | I 

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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~Typeofleaver — 
Casual Leave (Half Day CLF/N) 

Choose an opon. 

Eamed Leave 

Restricted Holiday (RH) 

Casual Leave (CL) 

FillPay eav: (PL) 
Commuted Leave 
Patemiy Leare - 
EXOLWith2C 
Leave ot Due 
Unavailed foiing Time L 
Special L Wocking Dy 
PL-Child Adeption 
Special CL- Calendar Days 

[EXOL- Withcut MC 

EL With MC 

Traning 
Tour 
asal Leave (Ralf Day CL FN) 
Camal Leave (aif Day CL AT 

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

list. 

Type of Leave Application™ 

O rostracio. @ curmentieave O Bxension of eave 
Type of e, from Dste® ToDater 

fz.m. Leave (ct) - | [ ommeman ] | omsanaa ] 

No of Days. Intermediate Holidays- Prefix Date- 
B ] smmiy ] B | cammy ] [200] 

o Date 
immiyyyy 0] 

Reason for Leaver. 
To attend domestc ok 

4 

Fermsion required o esve 
o Headquarters. 

Phone No Adress Uz 
snumansans Leave staton 2 ss0001 

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. 

T ApplyLeave 1o Apply Leave Curtail 

T2 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 > Curtail Leave Request . 
Curtail Leave 

as 
e e 

U et e - X 
) Gsslleael  wosam  waeows 1 p— 

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

Leave Request ID: 826 
Leave Type: Eamed Leave 
From Date: 20/06/2024 
ToDate: 22/06/2024 
Noof Days: 3 
From Date* To Date* Noof Days 
2024.06.20 ‘ 20240622 3 

0 Home > Curtail Leave Request 

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. 

Rows perpage: 10v o 

il Request Submitied 

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. 

= ApplyLeave 1= Apply Leave Curtail 

T _ 

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 

SNO.  Leweype  Frombae  ToDate Noofbays  LemveRequest o, 
CosualLeave 1 o 200612024 20612024 1 20062024 

2 Eamedlemve 200672024 2200602024 3 20062024 

Employee Inf 

LeaveRequest 12 
LeaveTyprCosi Leare ) D) From Date: 24072024 e 
Tobate 4062024 SNO. Leavet Action 
No of Days: 1 

L Gl Typeoflemer 
@ [ choosanopton o | 

2 Earned 

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. 

3 Home > Convert Leave Request 

Leave Request ID: 832 
Lo Types sl e €l ) 
From Date: 24/06/2024. 
ToDate: 24/06/2024 
Noof Days: 1 

Casuall _Type of Leave* 
@ | tamedLesve S ] 

‘Choose an option 
Leave not Due 
Child cara Leave 
Eamed Leave 
Commuted Leave 
Ealf-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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ave Request En o | fmEn eED wooroays Lo P 
Coattene . s e p— 

2 cmmEm zmEm smmm o e 

Rowsperpage: 10 12012 

Designed and Developed by CEPT © Copyright Depa 

After clicking on Covert button “Leave Conversion request submitted successfully 

Message appears. 

2.1.2 CancelLeave 

g f‘“fi‘/ Department of Posts 
~ Ministry of Communications, Government of India 

s Self Service 
LMS SelfService Dashb 

e Apply Leave Cancel Leave 
i 

e Leave Report 

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

i BeloreApprove  fi  After Approve 

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

= Before Approve 

= After Approve 

INDIA POS’ 
T 
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Cancel Leave e 

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

the approving authority. 

Department of Posts P 

Cancel Leave Request 

Qe 

After click on “Before Approve” option, any leaves that have already been applied for 

will be displayed. 

INDIAPOST-IT 2.0 Page 15 of 



Operational Guide for Employee Self Service Portal 
i 

Department of Posts 
Ministy of Communications, Government of In 

Cancel Leave Request. 

Qe 

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. 

Department of Posts D) 

Cancel Leave Request 

Qe 
o e romose | Toome Nootoms  tomateqi Atn 
sty osnwe o ( 

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

request. 

Emp format 

Leave Request ID: 763 
Leave Type: Casual Leave (CL) 
From Date: 17/06/2024 

+ To Date: 17/06/2024 
Noof Days: 1 

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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Q Leave Cancelled Successfully 

On clicking the Cancel Leave button, a pop-up message “Leave Cancelled 

Successfully” will appear. 

2.1.3 After Approve 

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

8 

= ome > CanceLesveRaquest 

Department of Posts 22 
ity e s 061 —t 

Cancel Leave (After Approval) 

Q (Cormsney ) (oommanee ) 

There e na records o cisply 

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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Department of Posts 
Ministry of Communications, Government of India 

£ LMS > Self Service 
LMS SelfService Dashboard 

Apply Leave Cancel Leave View Leave Balance 

It e Repor for Aproved et /1 
e Initiate Charge Report Holiday Calendar 

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

Home > Employee Leave Balances 
Employee Leave Balances 

Employee Leave Balances 

Casual Leave (CL) 
50 (1] 105 
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 

Department of Posts EH 

LMS SelfService Dashboard 

Cancel Leave View Leave Balance 
Cancel Pending Lesve Req View Leave Baance 

View Holiday Calendar 
e Initiate Charge Report Holiday Calendar 

Intiate Charge Regort for Aproved 

Click on “Leave Report” sub card under “Leave Management System” card. 
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Uniavalled jolning Time = AllLeave Report R 

Upon clicking the “Leave Report” Sub card, Right panel appears with two (2) options. 

= All Leave Report 

= Un availed Joining Time Report 

Unavailed joining Time 
T Report 

Department of Posts H 
Ministry of Communications, Government of India. 

0 Home > View Leave Report 
View Leave Report 

Q. Y ommien) (e )] 
e p— P R — 
arnestene - f— coctssemeien. e 
e —— m— — p— 

— p— p— — p—— 
cmstone — - i st o 
— I —— 

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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Unavailed oining Time 
Report 12 AllLeave Reporc [ 

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

g J"“-‘/ Department of Posts 
Ministry of Communications, Government of India 

£ Home > View]oining Time Leave Report 
View Joining Time Leave Report 

as 
There are no records o display 
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2.1.6 Initiate Charge Report 

g :"-/ Department of Posts 2 ] 
Ministy of Commanications, Governmentof ncia ememh 

Self Service 
LMS SelfService Dashboard 

e Apply Leave ew Leave Balance 

e Leave Report Initlate Chars SlRSHER iday Calendar 
Check Al Leaves and st mi View Holday Caendar 

Click on “Initiate Charge Report” sub card under “Leave Management System” card. 

i Rolinquish 12 Assume 

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

= Relinquish 

= Assume 
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2.1.6.1 Relinquish 

Initiate Charge Report e 

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

g f‘“fl// Department of Posts 2 i 
& Ministey of Commmuniations, Governirent uf Tndia 

£ tHome > Charge Report Iniiation _— 
Charge Report Initiation 

List of Approved Leave Requests with Pending Charge Reports: 2 

SNO.  EMPLOYEENAME LEAVE TvPE LEAVE DURATION. ACTIONS 

1 SANTHOSHV Earned Leave 36ay 

2 smosy P— - 

Rowsperpage: 10+ 12012 

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) 

INDIAPOST-IT 2.0 Page 22 of 



Operational Guide for Employee Self Service Portal 
i 

Department of Posts = 
Wiy of Communicatons,Goerrmeneof i 

i e 257, e f 1 1, Secong Edton 

et i eeht 2 o R i ey e el 1 3 (Charge Report and Recelpt for cash and stamps on transfer of charge) 
Coriag hat o harge o e ffc of, Was e cur by SANTHOSH Y o s SUASA ~ Aipace Onthe(cer 2006224 Forenoon - n 
sccordance it Lesv Request Nmber 852 Dot 6T2024 

P Rupees paisa 

= o o 

pr— 25975 o 

Retived ffcer Relieving Offcer 

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 

R —— o 

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

~ |+ s v 2T E|&m » 

wredia s R (Department of Posts, India) 

ok et e ok R o e e Rt el (Charge Report and Recelpt for cash and stamps on transfer of charge) 
ot v e carge ot e s made e b SANTHOSN Y Trsme: Mavecin Apce Ot s 90804 o1 

Rasevd ftcer Reteng it 
i e e o 4 s of sl ks O ok ek e 
e e s Bl e v by e v O 3t e o ot s 

Ameunt stamg - . 

[o— pr— 
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2.1.6.2 Assume 

Initiate Charge Report e 

o Relnqush  f:  Assume 

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

W J“"-" Department of Posts 
Ministry of Communications, Government of India 

£ Home > Assume Charge Report 
Assume Charge Report 

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

E— Leavervee Leaveounation acrions 
R—— Cosmenn ) Toms 

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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e sres R (Department of Posts, India) 
P 267, Pl 1, Rl e e o 267, Pt nd e ey aphs Franc e, Youen L Secand E8Uon) 

o et e o R e s ofe e 0 e (Charge Report and Receipt for cash and stamps on transfer of charge) 
Cerifashat e charge o e e of. Was made ver by SANTHOSH V Torame: SUMASA < At plce: O he (st 2462024 Forenaan i 
sccordance it e Reques Nmber: 432 Dot 240612024 

ot ho th o i ot f e sverl Bk (i stk Bk 3 5 i et o th offce v e chcked and found correct 
o hotth e dtaed Bl werehandec e 1me by th el Offer a1t e responsityfor the sme. 

- Rupees paiss 

G o o 

Stamp st 23 o 

Relleved ffcr Relleving Offcer 

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

Download button. 

= Coliesihatth biancsof i ot of e severl bk g sockBook ) nd ccounts o h off e hov e chcked an fund crrect. 
 Coies hatthe biances s dtaed b werehanded e o me By the el Oficer an 1 gt e rsponsiitylor e same. 

Amount & stamp. s Rupees patea 

Simp et = B 

Rolleved ffcr Relleuing Offcer 

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

format. 

Wzt 31 RS (Department of Posts, India) 
o 27, v R ., A S e R 207, Pt o i Handboc Vol | Second o) 

2T e o R o ey ofe et 8 e (Charge Report and Receipt for cash and stamps on transfer of charge) 
ot st n charge o e o Wes e oy SANTHOSHY Torime s ALplace: On e (e MAGZEZA Fvemon " 
ccortnce e o ot Normoer, 832 O U0G/2024 

[—— Raieing offcer 
it the lancesof 4 e o e svera ook ko tck bk e o of h fe v e checked ad o corect, 
 Cortfed thtthe bfances a5 et blow were andec ver t e by e Rfesed Offcer and 1 3ccept the responsiiey forthe same, 

e oo o 
o . . 

f—— —— 
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2.1.7 Holiday Calendar 

Department of Posts. @ Q 
s ot oo oo e 

Qs > selfservice 
LMS SelfService Dashboard 

e Apply Leave Cancel Leave View Leave Balance 

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

& «m-‘ o Department of Posts 
Ministry of Communications, Government of India 

3 Home > Holday Calendar 
Holiday Calendar 

uly 2024 August 2024 September 2026 October 2024 
Su Mo TuWe T fr Sa  Suto uWe T P Ss S Me Tu We Th Fr St Sulle TuWe Th i S 

w22 @ R ] ‘B e 
B:oonnemn sonewnw s OO 
wos s@e e BB coax nuscf@en 
nnnanxs c@@r afxr snmzmon @uownoaxs 
a0 s@raa\\ == EEERTY- R : | 

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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Department of Posts. @ Q 
s ot oo oo e 

£ Home > Holday Calendar 
Holiday Calendar 

- iy 020 pre——— pR——— p— _ 
St TuWe T RS Sl T We T R S S Me T W f S MW W™ n oS 
w20 @ IEEEETTEY ] @ s 
B:oovnwn " 2 swwenuw s s @OB 
wess@ena nuou@er @@veonn nusc@@eon 
nrnanxa o@@rz2nx znuzman @awaoouxs 
R s@a e e mw vasw@ @ 

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 

Department of Posts 
Winisry of Communications, Government of India 

Leave Management system y Employee payments System 
tanage yourleaves s 

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

s Ministy of Communicarons, Gevernment of i mrEh 

PIS Self-Service Dashboard 

Service Book View & Raise Annual Immovable Property Gradation List 
Request Returns G 

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 
Decails & sankoeuils 

@ Awardpetails = education petals 

2 FamilyDetails ©  Nomination Details 

Downlosd Service & Baok 

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 

- 

- 

- 

- 

2.2.1.1 Communication Details 

Download Service Book 

Service Book Update . 

4 Communication 
Details £ sankoeails 

®  Award pecails = Eucation Details 

2 ramiy petails ©  Nomination Details 

Download senvice & Book 

Click on “Communication Details” option available in “Service Book View & Raise 

Request” sub card. 

Department of Posts D) 

S Home > Employee Communication Detals 

58
 

Employee Communication Details 

2o Viewvetsis By Modify 2% pending - 

Employee Communication Details MANJOORILAHI MOHAMMADAL PATIL 10144663 
STATUS  ADDRESS1  ADDRESSZ  ADDRESSI  PINCODE  INDIAFOSTEWAILID  PERSONALEMAILID  MOBILENUMSER 

soproves atsr so0o0 peregmaicom proe— 

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, 
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w ._/ Department of Posts 
¢ Ministry of Communications, Government of India 

culs 
st pending 

= Home  Employes Communicadon Detals 
Employee Communication 

8t View Details 

Employee Communication Details MANJOORILAHE MOHAMMADALL PATIL, 10144663 
ACTION  ADDRESS1  ADDRESSZ  ADDRESS3  PINCODE  INDIAPOST E-MALLID 

[y ... S . 
PERSONALE-MAILID  MOBILENUMBER A 

peregmatcom 9599999999 

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

Modify button. Click on the Modify button. 

a .h/ Department of Posts 2 
& Ministry of Communications, Government of Incia 

S Home > Employes Communication Details v 
Employee Communication 

48 View Detals [ Modify & pending 

Employee Communication Details MANJOORILAHI MOHAMMADALL PATIL , 10144663 
ACTION  ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN coE INDIAPOSTE-MAILID  PERSO! 

Communication Adcres:  Communcation Addres: 560001 Incia Post Emai 14 peregn 

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. 

u .- Department of Posts 52 
- Mty of Communications, Government of India 

“/Home > Employee Communication Details . 
Employee Communication Deta 

- 2t viewpetsls B Modfy b Pendmg_ 

Employee Communication Details MANJOORILAHE MOHAMMADALL PATIL , 10144663 
ACTION  ADDRESS1  ADDRESSZ  ADDRESSS  PINCODE  INDIAPOSTEMAILID  PERSONALEMAILID  MOSILENUMBER  AF 

ea . - e 
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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 
Details £ sankoetais 

P Award Detais T Education Details 

2 ramiy betails ©  Nomination Details 

Dovnload senvice & Book 

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

& o Department of Posts e Q g== i s 

Employee Bank Details 

Bank Details of PRITHVIRA M R 10123527 

[— ey 

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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— JR— - 
p [ ey s S 
Bank Type* DrawType. Branch Code* 
sa Paycycle 571401005 

- P 
e [Sovonsrz o 
Sranch Address Line 2 PN Coder Remarks 
Mandya [ a0 Kindly Approve. 

order e 

Browse...  Passbook Xerox.doox 

0 < 

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 

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 

N — 

- . 3 B 

po— [rccom pEyr——— 

Order et 

Browse..  No fle selrted. 

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

the approver for approval. 
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Employee Bank Details 

Bank Details of SANTHOSH V10063582 

SNO.  BANKNAME BANKTYPE DRAWTYPE starus 

> s st Not primary. pending 

> > 2 bor POSB. Monthly Pay Approved 

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. 

SNO.  BANKNAME BANKTYPE DRAW TYPE sTATUS 

> 1 S8l S8l Not primary. Pending 

v 2 oop PosE Monthy Pay Approved 

View & Modify Employee Bank Details 

[ | ooty 

[Foss | [Ny < | comom 

(sis | [ e | [ mcsero 

[ evcaoms | e et 

— 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.  BANKNAME BANKTYPE DRAW TYPE status 

> s st Notprimary pending 

v 2 ooe poss Monthly Pay. Approved 

View & Modify Employee Bank Details 

o Surtoan oo 

[ ] [y ] oo 

[ ooz o o 

S s emans 

Modified Details 

SNO.  MODIFIED FIELD NAME MODIFIED FIELD VALUE 

1 ifccode 1PoS00000DOP 

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 [ ] 

e = Comm l £ sankoetais 

®  Award Details\ X Education Details. 

& ramily Details ©  Nomination Details 

o vomendsenie 
Book 

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

card. 

INDIAPOST-IT 2.0 Page 34 of 75 



Operational Guide for Employee Self Service Portal 
i 

Department of Posts 
Ministry of Communications, Government of India 

Employee Award Details 

Award Details of PRITHVIRA] M R 10123527 

= & 
There are no recards to display 

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

employee. 

ward Details 

Insert Employee Award Details 

e — U o [ Samnamy i 
Award Types. Award Category* Award Description® 
Intra Divsion Sysytem Admin Best SAwork caried out 

Certfcate No* Monetary Benefict Award ssue Date 
carze [ 20 2010612024 

Browse...  C Class Work flowjpg 

- 

=) 

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. 
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Insert Employee Award Details 

—Employee ID. ~Employee Name- 
10123527 PRITHVIRA) MR Award Name 

- pemw— 
BV [y adrmmiyyy 

Awar for Yeart I R Award Certficaet 

Browse..  Nofle 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. 

SNO.  AWARDNAME AWARD TYPE 

Dk seva award Departmersal Tecrical Approved 
- P —— Circe Level Award s Approved 

View & Modify Employee Family Details 

— oy N amard e 
ooz Gl ks [ 
PR e Ctegory swar Descrton 

[ et s e Sea e 
Corate o Mnsary et s sueDate 
[ oo oo 
JP—— 
2ue1 remars 

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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= per 

View & Modify Employee Family Details 

[T 
ward Ty 

Employee Name. 
CHANCHAL KULKARNI 

ward Category. 

AWARD CATEGORY. status 

Technical Approved 

Instructors Approved 

ward Kame. 
BestInstrucor 

—ward Descrption 
[Gortoarms 

[ s 

B 

Insructors 

Monetary Seneft 
000 

Remarks 

e Ea 

Award s Date 
0670612024 

Browse.. o fle seectec 

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 

¥ Awardetaits 

2 Famiy Detais 

Dovwiad service 
& ook 

— l 

— 

Nomination Details 

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

card. 
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2 Home > Employes Education Detalls 
Employee Education Details 

Education Details of SANTHOSH V10063582 

K 

There are no records o display 

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

the employee. 

ation Details 

Insert Employee Education Details 

o (e o 
Board Studied Year of Sty Stae of Sty 
wiu [z rarnataka 

Marks Grade Percentage* Remaris [ [ —— 
Browse..  Comvocation Certificate pg 

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 

[Seamoy p— 

Board Sudiea [vearorsuoy: Stae o Sty 

Morks GradePercentoger [penars [SPN— 
Browse..  Nofile 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 ,-V Department of Posts. 
Ministry of Commuricatons, Government of india 

Employee Education Details 

Education Details of CHANCHAL KULKARNI 10062207 

SNO.  EDUCATIONQUALIFICAT..  YEAR OFSTUDY soaRD starus 

> 1 ea 23 BENGALURU UNIVERSITY. Approved 

> 2 BacheloreofEngineering 2 wiu Approved 

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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SNO.  EDUCATIONQUALIFICA. YEAROFSTUDY BoARD. status 

> 1 A 2023 BENGALURU UNIVERSTTY. Approved 

v 2 sacheoreofengieering o2 viu Approved 

View & Modify Employee Education Details 

g I — T —— 
[ G, oo Sret gy 

[ s o 
PE— 

Remaris 

<= 

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. 

SNO.  EDUCATIONQUALIFICA.  YEAR OF STUDY B0ARD. staTus 

> 1 ea 3 BENGALURU UNIVERSITY Approved 

v 2 Batheloreof Engineering w12 vy Approved 

View & Modify Employee Education Details 

= e v g 
— - — [ s s 
P — I P— —— 

Browse.. o fi\zfi&ui 

@ = pr— 

"After making the required modifications, click the Save button. A “Data modified 

successfully” message will appear in the bottom right corner of the screen." 



Operational Guide for Employee Self Service Portal 
i 

2.2.1.5 Family Details 

Communication = Comm & Bankoetails 

@ Award Details X Education Details 

2 FamilyDetaits ©  Nomination Details 

Downioad Service 
Baok & 

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

card. 

£ Home > Employee Nomination Details 
Employee Nomination Details 

Nominee 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 
Employee 10+ Employee Name. Dependent Namet 
i [ s o | 

S o] [ o [l o 

o (=5 B [ | 

Browse...  Famiy Parduiarsipa 
L p— 

[ - Rgm] 

(=) 

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 

it — 

- —— = Bl (o 
F— 

[ ot Eaction gttt B e 

Famyember et 
[ v —— 

@ = 

= 

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 

SNO.  DEPENDENTNAME RELATION DATE OF BIRTH status 

‘ o ek oo 19510800 ending 

View & Modify Employee Family Details 

P e g e [V i oy 
et osectarn V. [ ] [ iy . 
— e — o e ] [ 

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 [ ] 

Commanication 
Details s 

P ward Detais X Education Detais l 

° 2 Famiy Detais Nomination Details 

Bank Details 

Dovwiad service 
& ook 

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

sub card. 

Department of Posts 
sty of Commurications, Government of India 

Employee Nomination Details 

Nominee Members of CHANCHAL KULKARNI 10062207 

There areno records to dplay 

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

the employee. 
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Insert Employee Nomination Details 

o _snpoyeerame: r—— 
pisi | [oncont aasoma o 

Vova | [ s 
Nominaton Address Line 15 PN Coder: 
Kolaburg: | [ Wominason carss ine 2 ses101 

P | S Pt 
(Share Percentage™- 
100 [ memans 

This i s e 

m <= 

[ ] 

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 Detalls 

o e B 

fase) e [ 

Guardian Relaton. Guardan Date of Bt 
Guardian Name. Choose an option ‘ da/mm 

Share percentage* 
100 Remarks 

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. 

INDIAPOST-IT 2.0 Page 44 of 



Operational Guide for Employee Self Service Portal 
i 

SNO.  NOMINEENAME RELATION TYPE OF NOMINATION status 

- C e Spouse o Approvea 

View & Modify Employee Nomination Details 

[V o . 

[ = ] [ 
Noon Attt omnaionnsaes e~ oo [y o e 

SharePercentage” [ 

52 ek e Gty pu— 
5 s e s et p— 

fowperpese 1o 13003 

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. 

SNO.  NOMINEENAWE RELATION TYPE OF NOMINATION status 

v T Vemkatesh spouse o Approved 

View & Modify Employee Nomination Details 

g - —— oo G, . 
— sesin — [venen = | [ B 

[ oo et 
P~ et [aomtmn S <] [ - 

Share percentager 
[ emarc s 

Browse... o fle seected 

3 modi pene 

After making the required modifications, click the Save button. A “Data modified 

successfully” message will appear in the bottom right corner of the screen. 



‘i/ Operational Guide for Employee Self Service Portal 

2.2.1.7 Download Service Book 

Service Book Update [ ] 

Communication o D o 
5-— Yo 

s 
Book 

Click on “Download Service Book” option under “Service Book View & Raise 

Request” sub card. 

Department of Posts ) 
Ministey of Commuricatons, Government of ndia 

o ~ Employee Serice Book. 

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

Frompate Toate 
sormmimy D | darmmiy o 

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. 

Empioyee Senice Book Printing 
D Qv fan b Aenaczsen 

Service Book 
Employee Name: CHANCHAL KULKARNI 
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Employee Senice Book Printing 
D Qv 

Employee Name: CHANCHAL KULKAR 

& ranaoo 
@ roescomng 

101 Hronatscoting 
B wapoea sooiing 

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 Annuallmmovable Property Returns 

Department of Posts 
Miistyof Communications, Governmen ofIndia 

PIS Self-Service Dashboard 

on List 

Employee Master 

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

Information System” card. 
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) Dremom i v - 

Annual Immovable Property Returns (AIPR) 
s plond h rvos Yo Gt e 0 Kl OTOE sn.oie s PR 

[ [ Gomria rxams [pehjetmy 

1 Plase slec the checkbo i here s no immovable property returns for he year | 2024 

== o - v s 
L o b T e g el = men :"'I‘:;I (House, including " | Value@n | Details(n | Owner oy (Brought = &= e e = e | 7o | e || e | s | et || eromes B = - 

v 

=l ‘ = =R 

Select Year \‘ . roperty Select Year de . h P 

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. 

P Ty R p————— 
Annual Immovable Property Statement 

Flle New AIPR  34F View AIPR 

= 
Annual Immovable Property Returns (AIPR) 
e o e s e i sy ot F— 

i | v s ooy 

9 Pease sefect the checkbon f ther s o Immovabie property reurns 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. 

Data Added successfully, Pending 
for Approval (] 

After clicking on Submit button, pop-up message “Data Added successfully, pending 

for Approval” will be shown. 

INDIAPOST-IT 2.0 Page 48 of 75 



Operational Guide for Employee Self Service Portal 

Annual Immovable Property Statement 

Brienewarr i vewars 

Annual Immovable Property Returns (AIPR) 
lesnUplond h rvios e da e e armak. g e e 

e, =D e e e ] [ = ST pem = 
—|E2| B = = = = | = = s 2 el IRl [ i viiein | oo | Ouner | S| v | St | e | e | "o | e ||t | s | ames | s == 

o | et | simen | Py Ll e et 
Sea = " 

[ e o |me |ubem [ o |1 

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. 
oyt e - 
o [ G s ooy | 

0 Plase slec he checko Hihere is no immovable property returns for theyear | 2024 

== — 
e i, | oy 2 vopery i | Actoten 

ment | otk ama | TPe | acauirement an | Proverty | Dimension | prasent | “iom® | ethoa = | o, | oy | = | (Ll | uasatn | e e vart || S it | o et | s | s | Y| oones 
rorenyts | stea* | ofhousean | purchase Matres) * onmer ate)® 
sttuated* e 

[P e P [ R PR Pty P P E o 

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 
Mty ofCommunicasions, Gveenmert of i 

T ——— 
Annual Immovable Property Statement 

Fle New AIPR 388 View AIPR _ 

o oo o ™ ) 

Click on ‘View AIPR’ tab to view approved AIPRs. You can download these approved 

AIPR in PDF Format by clicking on “Download PDF” button. 

—+ B 

STATEMENT OF IMMOVABLE PROPERTY RETURN FOR THE YEAR 2024 

Enpino D 1005207 
Empijss Name GHANGHAL KULKARN 
EnpioCatto Goup 

el R - R R el e e Rl e el 

=3 - 
T I O A O I T A T ) 

[ N = I =) B ) e e R I e 

1 1t sk i i s oy 
T S et sty ey O e i = 
R S R S s e s esis 

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

W s Department of Posts e Q > iy o etsons ot ==t 

@ ome - sersenvce 
PIS Self-Service Dashboard 

Service Book View & Raise Annual Immovable Property Gradation List 
Returns Gradaton st 
A mmoiabe ropery 

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

card. 

Department of Posts 
Winisry of Communicatons, Government of India 

£ vome > Gradation st 
Gradation List 

Employee Details 

(oo o \ 

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 

Qe 
Sateor Gradadon..  Employe D fployesNa..  Deomaton  OTeed  Daceormi  Jogin ks 

2 100002 ‘Sudha2 PA 9000014 17 December., 1/ December, o 
5 e e 

70ecember s o vt " s P 
. o003 s " oo 17owember.. T 0%ember 
; et v " oo 1oaberiors 7ay 200t 
s o010 veeerahor on oo aomcemper.. 4T 
o o0tz sunsh » e o 056 
" s Kavita » . 2ocober 2006 

 ovember 2 our3 o » oo swes O 
" o009 it ” oot s o 

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. 

@ ome > imployee ersonal nformtion 
Employee Personal Information View & Update 

enns e — o 

o -~ o B = 

pre | [ [ 

o | [ [ 
— T — 
o | " 

o | [ [t m—— 

— = 
=Y Y = . 
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. 

INDIA POS’ T 2.0 age 52 of 7 



Operational Guide for Employee Self Service Portal 

Department of Posts 
Ministry of Communication, Government of ndia 

@ Home > Employ 
Employee Personal Information View & Update 

H 
Personal Information Communication Details Posting Information 

— | [ | o | 

o | [ \ 

—> e 

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. 

Personatinformation Communication Detas posting Information 

s 20707 o 

21000000 100002 o 

[eyw—— 022007 

o [r— 

— EaEm 

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

Update Button to Update. 
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2.2.5 NOC 

¢ = R POt i 

PIS Self-Service Dashboard 

Service Book View & Raise Annual Immovable Property 

A e prop 

e Employee Master @ NOC _ 

Click on “NOC” Sub card under “Personal Information System” card. 

W S Department of Posts e Q & = s ot oo oo =S 

2 ome > NOC Apply 
NOC Apply 

NOC Apply Employee Details 
—Employee 1D ~post D —Employee irst Name 

[ 10052207 [ 30220007 | crancia 

Employee Last Name afficelp. Office Name. 
| ket | 21070725 [ viswancedam s 

Purpose of NOC 
| choose ancpron v | [ remars Upload Fler 

Browse...  Nofile selected. 

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

Purpose of NOC 
(Chuose anoption v Remarks 

Choose an option 

Purchase of Property 

Passpor/ Visa to go Abroad 

Higher Education Purpose 

Applying for Jobs Outside the Department 

NOC for Appearing in Examinations 

The purpose of NOC is listed as shown above in drop down list. 
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Ao 2] [rommm pre—— ] 

Browse..  Nofie selected. 

NOC for the purpose of ‘Purchase a Property’. 

NOC Apply Employee Details 
employee o _postin. employeersthame__ [ i \ 
Empope Lt Name offced oftce N [ e \ 
Pupose o NOC. _Noc From bate 

(raxpmlvmmgnhmd + | [ country Neme ad/mmiyyyy o 

“ocToDate [mmmrny g [ . 
Browse.. No e selected. 

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

~ Department of Posts. @ g -4} iy O Ry 

2 Home > NoC Apply 
NOC Apply 

NOC Apply Employee Details 
—Employee 1D —postID. —Employee First Nam 

[ 10062207 20220007 CHANCHAL | 

Employee Last Name offcelD. Ofice Name 
[Fsom oo \ 
Purpose of NOC. T [~ | 

[ nsttion ome Universiy Name Instution Locaton | 

Remarks Upload File* 
Browse...  Nofile selected. 

—> 3 

NOC for the purpose of ‘Higher Education’. 
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Department of Posts 
Ministry of Communication, Government of ndia 

£ Home > NOC Apply 
NOC Apply 

NOC Apply Employee Details 
—Employee 1D —post D —Employee First Name. 

[ 10052207 [ 30220507 [ cranca 

Employee Lost Name officelD Office Name (e [ 
Purpose of NOC. 
Appiing forobs Ousie he Deporimenc | | semares Upload File* 

Browse..  Nofile selected. 

— Ea 

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

% Department of Posts @ g 8= T O -y 

@ Home > NOC Apply 
NOC Apply 

NOC Apply Employee Details 
Employee 1D Post D Employes Frst Nama 
(oo Smer \ 
Employee Last Name. officelD Office Name (e oo | 
Purpase of NOC. ‘ i) [wore 

Upload File* 
Browse..  No il selected. 

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 

g “’ Department of Posts o 
4 1 sty of Commaricatos, Govemment of ndia 

&, Employee Seif-Service 

Click on “Employee Payments System” card. 

g “’ Department of Posts o 
& sty of Commaricatos, Govemment of ndia 

Payroll Services 

Pending Requests! 
o Ao Pending for Aoprovals 

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 

T advences 5 reimbusements 

o econmen 5 o anance 

& GPF Statement 12 GPF Withdrawal 

&) Shhinsten L 

®  Tacreauesio & cancelpay Request 

Cancel wiscellansous 
Copomn e payRequests Reports 

Detailed 
® Miscellaneous 

Requests Report 
= paysip 

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 

Pay slip [
 

A
 

T 
e 

e 
) 

2.3.1.1 Advances 

Employee Self Service [<) 

= ..m..{ 5 Rembussmens 

LR T—— 5 coramance 

& GPF Statement T GPF Withdrawal 

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

Department of Posts 
Ministry of Communications, Government of India 

Advances 

Name : CHANCHALKULKARNI Designation: Mais PA Office: Viswangedam SO 

Office 1D:21070745 PostID : 30220907 
ok pe ot e 

) [sokaomearntiance %) [ enplre remars 
P 
LTC Adsance 
Nodical Advasce 
TA Tranefer Advame 
TA Tour Advancs 
Flood Drought Adv Loaa 
Warm Clotsing Adv Loan 
PC Advance P Losn 
DA BriLom 
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Employee can apply many Advances such as LTC, Medical, TA Transfer, TA tour, 

Flood/Drought, Warm Clothing, PC and HBA. 

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 [<) 

% Advances 55 embursemens 

e masmen o crratance 

& GPr statement. 12 GPF withdrawal 

O st ) Ducorton 

®  TackRequestio D) 

1 Cancel Miscelancous & PayRequests Reports Requests 

Detailed 
5 wiscellaneous 

Requests Report 
T paysip 

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



Operational Guide for Employee Self Service Portal 

Department of Posts 8 9 
Winisryof ommaricatons, Government of nia o] 

Reimbursements 

o 

D> sokcimmotsnturament < | | Ao Jrerenp— 
Selecttype of Reimbursemment. 4 
enu 
. 
b 
iU 
st 

On clicking on the “Reimbursement” option, employees can request reimbursements 

forvarious expenses such as LTC, Transfer TA, TA Tour, Children Education Allowance, 

and Medical Bills. 

Department of Posts 8 9 
Winisryof ommaricatons, Government of nia o] 

Reimbursements 

o 

o 3 [ [ itnemr— 

N 

> 

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

Advance Button. 
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No data found 

[ | — 

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 Reim| 

Request 1 s : 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 (<) 

B Ak 55 rembusements 

LYrr—— 5 coradanc 

. [ - 

U ™ Dectraton 

B Trackrequest D & Concolpay Request 

L ConcelMiscelaneous S oy Requests Reports 

O o oraysp 
Requests Report 

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

] 
EL ENCASHMENT REQUESTS 

enterio O Doy e 4 

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. 
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CRANGHAL KULKARNE [ 0220907 

et Prpos: o 5 

e o 0f Doy [ J 

e Remares: U At tortoe ok of 02526 

ol e Py OARae Soied foroays e op L encashon L encah Toal 
B 5 0 B ) 153 61 2100 

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. 

0220907 iR ey 

St P = . 

Enter o Of Doy [ q 

e [ r— | 

R —T P [Ty encanon L tmea 
s e ow w e e e 

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

T Advances B Rembusements 

[prE—— B crrasance 

& oprsuement T Fwidral 

Update GPE Income Tax 
2 Sibzenpron T ouciarston 

®  TrackRequest D & o NGreauss 

o Concol Miscllneous - o e w e Regor 

oeated 
= hiscelneaus O - 

Reauests Report 

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

Department of Posts 
sy of Communicsons, Governmencf incka 

GPF Advances 

employce dacs et have G occount 

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 

= oY 

e 

.2 0= 

[ T e — 

. T n 
= 

Click on “GPF Statement” option available in “Employee Self Service” sub card. 
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g .fi' Department of Posts 
— Wiy of Commaricatons, Government of i 

GPF Statement 

D i = 

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 

Ak 5 Rembusemens 

B nmamec @ e 

[ 

D T . 
® vt & ol s 

) (e 

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

g .fi' Department of Posts 
& Wiy of Commaricatons, Government of i 

GPF Withdrawal 

employee does ot have 67 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 

e S 

D YO - 
- i 

. ‘subscription T Daclaraton 

- .fltm T 
e e . e O 

peited e 
5 Miscellaneous N vslie ==, 

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

card. 

W = Department of Posts 2 

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 

T A B Rembusements 

TR Enshment 5 GrrAdance 

A oPrsaement o FWidal 

pdace GPr Income Tax 
A Sibsonpion ™ Decaraton 

®  TackRequest D s equest 

T heqom w ool festepons 

Detaied 
55 mscelaneaus O 

Requests Report 

Click on “Income Tax Declaration” option available in “Employee Self Service” sub 

card. 
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Department of Posts 
Mty of Comemanicasons, Gevernment o india 

INCOME TAX DECLARATION 

LLAHI MOKAMMADALIPATIL oaso ey 

ms Y 

Type Of Declaration 

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. 

ES e ik 

INCOME TAX DECLARATION 

MANIOORILANI MOHAMMADALLPATIL 0a00 20009709 

ws 

Type Of Declaration 

200 Mokl nsaance remiom pRT— 

500 

Enternemarts. 
For ol and Famiy il 3 members| 

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

Employee Self Service (<) 

B Ak 55 rembusements 

[orre—— = onradence 

A oot suement [ - 

a Upseoer 5 momen 

B Track RequestTD & ConcetpayRequest 

n e oy Requests Reports 

» = L o oraysp 

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

QHoms > trackrequestid 
TRACK REQUEST ID 

10062207 CHANCHAL KULKARNT Mails PA 

RequestTpe: © ray O icareos ) 

Transaction D: 

== 

Two types of requests i.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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Request Type: @ pay () Miscellancous 

Transaction 0 LTAD1006220720240708151447 

[0 Name Description Remarks Requested Amount Approved Amount Next Status Current Status 
10062207 CHANCHAL KULKARNI LTC Advance For Avalling LTC for the Block 20232024 5000 5000 Disbursed _ Approved 

Status Desc Date 1 Name Remarks 
Submitied 2060708 10062207 CHANCHAL KULKARNI For Avaiing LTC for the Block 2023-2024 
Forwarded 20200708 10045062 SUHASA ok 
Verified 20200708 10045062 SuHASA ok 
Approved 20200708 10036132 SHIVAKUMAR M 

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 (<) 

B Ak 55 rembusements 

[Rrr—— 5 crradance 

A oot suement [ - 

upears or- R— 
A Suscrpoon ™ Decaraton 

B Trackrequest D & Concolpay Request 

L ConcelMiscelaneous S " ey 

Detied o ey 
Requests Report 

Click on “Cancel Pay request” option available in “Employee Self Service” sub card. 
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g f‘“fi// Department of Posts 2 
Ministry of Communications, Government of ndia 

QyHome > cancel-claims. 
Cancel Pay Requests 

NAME OF THE EMPLOYEE POST DESCRIPTION postio 
SANTHOSH V. Postmaster 30099223 

No Data Found.!t 

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 (<) 

. & e 

[are— P 

. o [p— 

Al O == 

- A crcmyms 

[ p— oy Requests Reports 

o oraysp 

Click on “Cancel Miscellaneous request” option available in “Employee Self 

Service” sub card. 
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£ Home > cancel-miscellaneous requests 
CANCEL MISCELLANEOUS REQUESTS 

NAME 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 (<) 

Susrpuon % ek 

Click on “Pay Requests Reports” option available in “Employee Self Service” sub 

card. 
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Department of Posts 
Ministey of Commuricatons, Government of nia 

Pay Request Reports 

Tooszzzr CHANCHAL KULKARNE ais 

preps— T [ 3 = o> 
Transaction  Request Request 1D, ot Status Description Employee remarks 

e For Avallng LTCfor the Block LTAD1006220720240708 161447 0@/0712024 500000 Approved LTC Ad For it 

LTCLI006220720240708 164354 080712024 1550000 Approved s L1 puaied For the block of 202321, 

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 (<) 

B Ak 55 rembusements 

[Rrr—— 5 crradance 

A oot suement [ - 

upears or- R— 
A Suscrpoon ™ Decaraton 

B Trackrequest D & Concolpay Request 

Conce iscelancaus S oy Requests Reports 

O o oraysp 
Requests Report 

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

Self Service” sub card. 
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£ Home > detailec misc requests report 
Detail Miscellaneous Requests Report 

NAME OF THE BupLOYEE PosTDESCRIPTION posT> 

Sec Descrpion <] saeasmus 7] [seever ] > o) 

Tarsacion  Request Request D o o= staws Descrpton  Emplayeeremarks 
oo wono s Sumiea - neomeTx ox 

Rowsperpsges 10 a1 

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 (<) 

" s PRET— 

B Eentmen o coraance 

& orsaenen pe— 

» e e 

® Tk equeso [yer— 

[ — 

Click on “Pay slip” option available in “Employee Self Service” sub card. 
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Department of Posts 
Ministry of Communications, Government of India 

@ vome > paysip 
PAYSLIP 

Enter Details for Generating Payslip : 

Fover Empioyee SelecMonth o 

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 successiully. 

Click an 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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Department of Posts @ Q 
Miisryof ommuricatos, Governmen f Inia [y 

Qvome > pyip 
PAYSLIP 

Enter Details for Generating Payslip : 

) oy <] (oo 

m 

Download Payslip Button appeared after successful generation of Payslip, click on 

“Download Payslip” to download the payslip in PDF format. 

@ — + Adomiczoom 2 

sty 
Department of Posts i 

Pay Slip for the month of January 2024 Z | 

Neme  KUMAR GP offce Crannapetnem HO 
EmpiD 10042330 Lovetndex 512 
Designation - Postman e 

GPFIPRAN No.: 1 10E+11 

Earnings T Deductions | Out Of Account | 
Total 000 Total 000 Total 000 

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

“Please nofe that this paysip is system-generated and dos not require @ signature.” 

Payslip downloaded successfully in PDF format as shown above. 
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