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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

INDIA POST-IT 2.0 Page 3 of 75




Operational Guide for Employee Self Service Portal f 3@
iodla st \INUM FOST,

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
andvolumes. 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 Details to Signin &, Y o=

The user has to login through web browser using URL

https://training.cept.gov.in/femployeeportal

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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>d and Developed by CEPT © Copyright Department of P

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-Service

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

Department of Posts

Ministry of Communications, Government of India

In ¥  Master Data Sanitization  Payroll System  Support Desk Management  Others v

Employee Payments System
‘Wiew your pay & allowances
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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

Ministry of Communications, Government of India

Home g ¥y  Master Data Sanitization  Payroll System  Support Desk Management  Others v

£ LMS = Self Service

LMS SelfService Dashboard

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

Leave Report Initiate Charge Report Holiday Calendar
Check Al Leaves and Status Initiate Charge Report for Approved Leave iew Holiday Calendar

Home About Contact FAQs  Feedback

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

| A |

Holiday Calendar
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2.1.1 ApplyLeave

Department of Posts

Ministry of Communications, Government of India

Home  Grievance Management  Inventory  Master Data Sanitization  Payroll System  Support Desk Management  Others v

£ LMs > Self Service i
LMS SelfService Dashboard
Apply Leave Cancel Leave
Apply Leave Cancel Pending Leave Request

Initiate Charge Report e Holiday Calendar

Initiate Charge Repart for Approved Leave View Holiday Calendar

e View Leave Balance
View Leave Balance

Clickon the “Apply Leave” sub card under “Leave Management System” card.

12 apply Leave 1 Apply Leave Curtail

T2 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 :-

&

Apply Leave 12 Apply Leave Curtail

fnd

1= Apply Leave Convert

Click on “Apply Leave” option to apply the leave request.
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N
Barcode and Label Mngmt. Treasury  Sorting M BCP il Carmer and Schedule Mgmt ~ Others +
O Home = Apply Leave
Apply Leave
Employee Leave Balances
Casual Leave (CL)-8 Half-Pay leave (HPL)-50 Earned Leave -105

Type of Leave application®

:> ".-,' Post Facto 6 current Leave '\-_" Extension of Leave <:

Type of Leave® From Date* Ta Date*
| Choose an option ~ dd/mmyyyy | | dd'mmiyyyy

Intermediate Holidays prefix Date
| Mo of Days dd/mmiyyyy | | ddfmm/yyyy
Suffix Date——————
| dd/mmi/yyyy

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) ~

Choosc an opron
Eamed Leave
Restncted Holiday (RH)
Casual Leave (CL)
Half-Pay lzavz (FIPL)
Commuted Leave

Patemity Laave —
EXOL-With MC

w

Leave not Due

Unavailed Joining Time —
Special CL-Working Days
PL-Child Adcption

Special CL- Calendar Days
EXOL- Withcut MC

EL With MC

Traming

Tout

Casual Leave (Half Day CL F/N)
Casual T eave (Half Day CL A/MN)

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

Type of Leave Application™

O Paost Facto @ Current Leave O Extension of Leave

Type of Leave® Fram Date™ To Date*
I Casual Leave (CL) ~ ‘ | 07/06/2024 ‘ | 07/06/2024 |
No of Days. Intermediate Holidays Prefix Date
| 1 | ddfmmiyyyy ‘ | ol fmmiyyyy |
Suffix Date

| ddimmiyyyy

Reason for Leave*

To attend domestic work.

D Permission required to leave
Headguarters
Phone Ne. \ . \ ~Address Line2

| 9999999999 Leave Station addr, 560001

.. [

After entering all necessary data, click on Submit button.

Application Submitted

uilly

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.

12 Apply Leave 1= Apply Leave Curtail

1= 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  Accounts Schedules  Bag Management  Bank Reconciliation  Booking Solution  Core Banking Solution  Others

£ Home > Curtail Leave Request

Curtail Leave

Q [ Dewinlload CEY J [ Download Excel ]
S.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 CasualLeave .. 24/06/2024 2410612024 1 2410612024
Rows per page: 10w 1zofz

Home About Contact FAQs Feedback

Click on Curtail Button to view the request information,
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Department of Posts ux e
Ministry of Communications, Government of India Welcome, SANTHOSH v
Home A Schedul Bag M. Bank R iliation  Booking Sol Core Banking Solution  Others ~
) Home = Curtail Leave Request

Employee Infarmation

Leave Request ID: 826

Leave Type: Earned Leave D
From Date: 20/06/2024
To Date: 22/06/2024
5.NO. Leave T - Action

Mo of Days: 3
From Date* To Date* No of Days

1 Earned

2024-06-20 | 2024-06-22 3
2 Casual |

Curtal Leave

After Click on Curtail Button a new window will open containing the Leave information
such as Leave Request|d, 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 per page: 1w -1 of

@ Lo Cutai Request Subnited =

Successfully
Home About Contact FAQs Feedback

Designed and Developed by CEPT & Copyright Department of Posts

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.

—

= Apply Leave 1= Apply Leave Curtail

ApptyLamen o <:|

Clickon "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  Accounts Sch Bag M Bank Reconciliation  Booking Solution  Core Banking Solution  Others v

£ Home > Convert Leave Request

Convert Leave

Q, search. [ mowntoad csv ] [ Downioad Excel ]
S.NO. Leave Type From Date To Date No of Days :::e R Action
1 E’G“a' Leave 24/06/2024 24/06/2024 1 24/06/2024 <:I
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: 532

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 -CD'WPI_.
n Choose an option ~ ‘ -

Convert Leave Close

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

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

£ Home > Convert Leave Request
Leave Request ID: 832
Leave Type: Casual Leave (CL) j
From Date: 24/06/2024 | i ——
S0 ] ToDate: 24/06/2024 i
No of Days: 1
U@ (et :
2 Earned Choose an option [ﬂ]
Leave not Due
Child cara Leave
Famed Leave
Commuted Leave
Half-Pay leave (HPL)
| Casnal 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

5.NO. Leave Type From Date To Date No of Days Date Action
1 :?:‘E”a' Leave 24/06/2024 2410612024 1 24/06/2024
2 Earned Leave 2082024 2A0a024 3 204062024
Rows per page: 10+ 1-20f2

Leave Conversion Request
o

Submitted Success|

Home About Contact FAQs Feedback

Designed and Dev CEFT® ght Department of Posts

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

Message appears.

2.1.2 Cancel Leave

Home  Accounts Schedul Bag M. Bank Reconciliation  Booking Solution  Core Banking Solution  Others ~

Department of Posts

Ministry of Communications, Government of India

1 LMS > Self Service

LMS SelfService Dashb

Cancel Leave
Cancel Pending Leave Request

e Initiate Charge Report Holiday Calendar

View Holiday Calendar

View Leave Balance
View Leave Balance

Apply Leave

Apply Leave

Leave Report

Check All Leave:

Initiate Charge Report for Approved

Leave

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

12 Before Approve t2  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

12 Before Approve t2  After Approve

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

b4 @ Department of Posts )
@ - Ministry of Communications, Government of India m

Bank Reconciliation  Payroll System  Support Desk Management  Treasury

2 He - Cancel Leave Request
Cancel Leave Request
Q Sear [ Download C8V J [ Download Exce ]
S.NO. Leave Type From Date To Date No of Days Leave Request ... Action
1 Casual Leave (CL)  17/06/2024 1710642024 1 06/06/2024
R P 10

After click on “Before Approve” option, any leaves that have already been applied for
will be displayed.
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g @ Depa rtment Of POSts E_‘L] Completed — 1.6 KB =] b

e o Ministry of Communications, Government of Im @
Bank Reconciliation  Payroll System  Support Desk Management  Treasury L shew sl dennleds |
% Home > Cancel Leave Request

Cancel Leave Request
Q sea oorsccc M
5.NO. Leave Type From Date To Date Mo of Days Leave Request ... Action
1 Casual Leave (CL)  17/06/2024 17/06/2024 1 06/06/2024

Raws per page: 10+ 1-10f1

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.

g @ Department of Posts
Ministry of Communications, Government of India

Bank Reconciliation  Payroll System  Support Desk Management  Treasury

® Home > Cancel Leave Request
Cancel Leave Request
Q Sear - | Downdoad C5v I l Download Excel l
5.NO. Leave Type From Date To Date Mo of Days Leave Request ... Action
1 Casual Leave (CL)  17/06/2024 17/06/2024 1 06/06/2024 <:|
Rows per page: 10+ 1-10f1

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

request.

Employee Information

Leave Request ID: 763

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

Tao Date: 17/06/2024

No of Days: 1

c l e MOdal

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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o Leave Cancelled Successfully

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

2.1.3 After Approve

%

12 Before Approve 12 After Approve

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

Track and Trace  Barcode and Label Mgmt.  Post i BCP Solution  Others ~

Department of Posts
Mnistry of Communications, Govemment of India

CHome > Cancel Leave Re:||.es:
Cancel Leave (After Approval)

There are no 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

Home  Accounts Schedules  Bag Management  Bank Reconciliation L I Core Bank 1l Others

Department of Posts

Ministry of Communications, Government of India

£ LMS > Self Service

LMS SelfService Dashboard

Apply Leave

Apply Leave

Cancel Leave View Leave Balance
Cancel Panding Leave Request View Leave Balance

Initiate Charge Report
Tnitiate Charge Report for Approved
Leave

Leave Report

Check All Leaves and Status

Holiday Calendar

Wiew Holiday Calendar

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

Master Data Sanitization  Support Desk Management  Personnel Information 5ys  Grievance Management  Barcode and Label Mngmt.  Others

Home = Employee Leave Balances

Employee Leave Balances

Employee Leave Balances

8 50 105
|nli| Inlll | Wl
Casual Leave [CL) Half-Fay 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

-4

Department of Posts

Ministry of Communications, Government of India

Home  Accounts Schedul Bag

g Bank Reconciliation ki luti Core Banki luti Others ~

£ LMS > Self Service

LMS SelfService Dashboard

Applyllive Cancel Leave View Leave Balance

Apply Le Cancel Fending Leave Request View Leave Balance

Holiday Calendar

day Calendar

Click on “Leave Report” sub card under “Leave Management System” card.
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1= Unigvailed Juining Time

12 AllLeave Report Report

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
Report

1= AllLeave Report 1=

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

g N Department of Posts

Ministry of Communications, Government of India

Home  Accounts Schedul Bag M. Bank Reconciliation  Booking Solution  Core Banking Solution  Others ~

) Home > View Leave Report .
View Leave Report

Q Seart I >[ Download C5V ][ Download Exce ]< I

Leave Type Frem Date To Date Sanctioning Authori... Approval 5tatus
Earned Leave 26/06/2024 26/06/2024 Cancelled Before Leav... Cancellcd<:|
Casual Leave (CL) 24/06/2024 24/06/2024 granted Approved

Earned Leave 24/06/2024 24/06/2024 Conversion_Pending
Earned Leave 20/08/2024 25/06/2024 agreed Cancelled

Earned Leave 20/06/2024 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= All Leave Report 1= l;:::leed [EEEUTIE

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

Department of Posts ug @

o Ministry of Communications, Government of India Welcome, SANTHOSH v

Home  Accounts Schedul Bag M. Bank Reconciliation  Booking Solution  Core Banking Solution  Others ~

{4 Home > View Joining Time Leave Report
View Joining Time Leave Report
Q Search... [ Download C5V J [ Download Excel J

There are no records to display

Home About Contact FAQs Feedback

oped by CEPT & Copyright Department of Posts
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2.1.6 Initiate Charge Report

Department of Posts ue @

Ministry of Communications, Government of India

Welcome,

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

£ LMS = Self Service

LMS SelfService Dashboard

Apply Leave Cancel Leave

Apply Lesve Cancel Pending Leave Request

Leave Report Initiate CFI\arge Report Holiday Calendar
Initiate Charge Report for Approved View Holiday Calendar

Check All Leaves and Status
Leave

Home About Contact FAQs Feedback

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

t2  Relinquish 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

t2  Relinquish 12 Assume

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

Department of Posts -

AR

o
=

Ministry ol Connunications, Guverntment ol Indig Welcome, SANTHOSH v

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

) 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
1 SANTHOSH V Earned Leave 3 days
2 SANTHOSH V Casual Leave (CL) 1 days i T

Charge Report

Rows per page: 10+ 1-2af 2

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)
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o = Department of Posts H -
& @ Ministry of Communications, Government of India m

Home Booking Selutien  Core Banking Solution  Others «

AT 21 faum (Department of Posts, India)

Bff Py 267, S6-ar e gfiee = wee-1, fidm s (See Rule 267, Posts and Telegraphs Finandal Handoook, Violume L Second Edition)
aTet it @get o2 AT Faté st Tt ST feaned @t wfie (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  ~ ALplace: Onthe (datel 24/06/2024 Forenoon ~ In
accordance with Leave Request Number: 832 Dated: 24/06/2024

Relieved Officer Relieving Officer
*  Certified that the halaness of this date of the ssveral Boaks (including stack book and reqisters) and accounts of the affice have been chacked and faund earrect.

* Certified that the balances as detailed below were handed over to me by the Relieved Officer and 1 accept the respanaibility for the same.

Amcunt & Stamp

Besails Rupees Paisa
Cash o o
szamp Interest 25673 o

Relieved Officer Relieving Officer

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

List of Appi d Leave Req with Pending Charge Reports: 1
SNO, EMPLOYEE NAME LEAVE TYPE LEAVE DURATION ACTIONS
1 SANTHOSH v Casual Leave (CL) 1days

Fiows per pages 10< 1101

Home About Contact FAQs Feedback

Clickthe Download button to download the Relinquish charge reportin PDF file format.

m Al 1| af1 -+ 1% ~ 2T 2 E |8 M »
~
wreea =@ fErvm (Department of Posts, India)
2y Fram 267, v B e 7 -1 i s (S e 267, Pests and Telegraphs Financial Handbook, Yolume L Second Edition)
aret Y aaet wr et fotE it Tt ot et @ witE (Charge Report and Receipt for cash and stamps on transfer of charge)
Certfied that the cnare of the office of, Was mare over by: SANTHOSHY Toname: MASEEUs  Atplace: On the [date) 20/06/2024 Erwanann in

ainslarn wills Leave Beuue faile . 828 Date), 20042024

Rafioved Officer Relieving Officer
* Certified that the balances of this date of the several Books Gnduding steck beok and 5 o the affi el found coerect.
Certified that the balances a3 were o me by Officer and | accept the responsiblity for the same,
Asmeunt & Seaenp Rupis Paisa
Datails
Cash n n
Starnp Intorest n n
Refiaved Officer Relieving Officer
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2.1.6.2 Assume

Initiate Charge Report e

Department of Posts
Ministry of Communications, Government of India

Bag 0 Bank Reconciliation L il Core Bank | Others ~

£ Home = Assurme Charge Report

Assume Charge Report

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

5NO. EMPLOYEE NAME LEAVE TYPE LEAVE DURATION ACTIONS

1 SANTHOSH W Casual Leave (CL) 1 days

Assume Charge Report

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)

INDIA POST-IT 2.0 Page 24 of 75
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AT 2T {49 (Department of Posts, India)

ffirg P 267, o vt 1 are-1, fiefs et (See Rule 267, Posts and Telegraphs Financal Handbook, Volume L Second Editien)

et i aet o aret Rt s =Rt oz feeset &t w=i1g (Charge Report and Receipt for cash and stamps on transfer of charge)
Centified that the tharge of the affice of: Was macle everby: SANTHOSH W Ta name: SUHASA  ~ Atplaces Onthe [cater 24/06/2024 Farenaon v In

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

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

*  Certified that the balances as detailed below were handed over to me by the Relieved Officer and 1 accept the respansibility for the same.

Amount & Stamp

Details fupees Paisa
Cash o o
Searmp Interest 25973 o

Refieved Officer Relieving Officer

[ oomrics
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 (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 (o me by the Relieved Officer and 1 accept the responsibility flor the same.

Amount & Stamp

Detalls Rupeas Palsa
Cash 0 [
Searmp Interest 20073 o

Relieved Officer Relieving Officer

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

WA 21e AT (Department of Posts, India)

i Fr 267, zvn-aw i g @ aee-1, o s9r (See Rule 267, Posts and Telegraphs Financial Handboak, Volurne 1, Second Edition)
ot it @zt v wrof friE ofte TET ofiv feaet it 7¥itE (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 nama:  S1iMAca At place: On the [date) 24/06/2024 Frrannnn In
accordance with Leave Request Number- 832 Dated: 24/06/2024

Religved Officer Relieving Officer

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

- Certified that the balances as detailed balow were handed over to me by the Relieved Officer and 1 accept the respansibility for the same.

Amount & Stamp

s Rupess Paisa
Cash n [
Stamp Interest 25973 1}
Relieved Officer Relieving Officer
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2.1.7 Holiday Calendar

'fﬁ Department of Posts woE O
@ Ministry of Communications, Government of India m
Home A Bag g Bank Booking Core ] Others ~

£ LMS = Self Service

LMS SelfService Dashboard

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

Leave Report Initiate Charge Report Holiday Calendar
Check Al Leaves and Status Initiate Charge Report for Approved Leave iew Holiday Calendar

Home About Contact FAQs  Feedback

d and Beveloped by CEFT & Copyright Department of Posts

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

W Department of Posts P O
ab Ministry of Communications, Government of India [ eicome, sTrios# v
Hoime Bay g Bank g Cure u Others v
£ Home = Holiday Calendar
Holiday Calendar
July 2024 August 2024 September 2024 October 2024
Su Mo Tu We Th Fr Ga Su Mo Tu We Th Fr 3a Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa
W o1 o2 3 4 6 1 12 31« s ¢ @) N > IR
B0 nn [ = - R IR AR O N 0] 11| 2]

415 16 1B 18 20 IR - B [=]] 15 IRUNRCRRCIE I 3014 15 16 1B 19
M@ o}’ w2 % A  BE 2> 2 2 2 273 oM 26 26 7 2 M 2@ 3’ oM o2 2%
w3 A sB@ 7 n » 3 % N0 7 m 2 W 1 B

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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Department of Posts

Ministry of Communications, Government of India

Home A Bag 0 Bank Booking Core ] Others ~
£ Home = Holiday Calendar
Holiday Calendar
| ; Lhily 9094 August 2094 Septemhber 2094 Ortahear 2094
Su Mo Tu We Th Fr Sa Su Me Tu We Th Fr Sa Su Me Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

301234“3 12 3 12 3 ¢ 5 ¢ @) N > I
B o0 en nde ‘s day 9 0 1 12 13 4 s 7 ¢+ 9+ BB
CERCERTE i IR 112 13 14 7 BE e o LERETRIRTRRTN 17 [REIET
M@ o}’ w2 % A s BE» 2 = = 2 273 oM 26 26 7 2 B 25 2%

w3 A L 2c JET RS CRE % N0 7 xn » x@ B

Home About Contact FAQs  Feedback

»d and Developed by CEPT & Copyright Department of P

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
Ministry of Communications, Government of India

153

Bag Management  Barcode and Label Mngmt.  BCP Solution  Budget Module  Carrier and Schedule Mgmt ~ Others v

Gold and the spirit of Shri Ram's Janmbhoom

the Gender Budget initiative of DOP #++ Sacred Stamp' Crafted with the essence and essentials of the holy Earth, Water, 5

Employee Self-Servic:

Leave Management System Personnel Information System Employee Payments System
Manage your leaves Manage your personal affairs View your pay & allowances

Click on “Personal Information System” card.
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Department of Posts
Ministry of Communications, Government of India

Bag Bank Reconciliation  Booking Sol Core Bank | Others v

£ Home = Self Service

PIS Self-Service Dashboard

Service Book View & Raise Annual Immovable Prope e Gradation List

Request Returns Gradation List
Service Book View & Ralse Request Annual Immovable Property Returns

Employee Master NOC
Empleyes Mastar 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
- B eails &  Bank Details
®  Award Details ®  Education Details
2 Family Details ©  Womination Details
Download Service
& pook

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 A A |

Download Service Book

2.2.1.1 Communication Details

Service Book Update .

Communication

Details & Bank Details

®  Award Details

L}

Education Details

Family Details ¥  Nomination Details

Download Service
Book

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

Department of Posts

Ministry of Communications, Government of India

&8

Post Management  Sorting Management  Payroll System  Support Desk Management  Treasury  Others ~

O Home > Employee Communication Details

Employee Communication Details

:> ek View Details [ Modify 282 Pending <:|

Employee Communication Details MAN]OORILAHI MOHAMMADALI PATIL , 10144663
STATUS ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAIL ID PERSONAL E-MAIL ID MOBILE NUMBER Al
Approved addr 60001 per@gmail.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 & Department of Posts
— 3 Ministry of Communications, Government of India Wekeo j Al
O Hume = Omployee Communication Details > . 2 _rég’i: ¢ é %in ‘j';e
Employee Cammunlcatloné)etali_ % ﬁ’ P /
2ol view Details | B Modify 2e2 pending
Employee Communication Details MAN] OORILAHE MOHAMMADALI PATIL , 10144663
ACTION ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAIL ID PERSONAL E-MAIL ID MOBILE NUMBER AR

o .. - R

]

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

g gl s
E_._

Department of Posts

Ministry of Communications, Gevernment of India

O Home > Employee Communication Details ﬁ’”" > ('}} - ‘"
Employee Communication talf; “A RN ;

282 view Details B Modify 22 Pending

Employee Communication Details MAN]OORILAHI MOHAMMADALT PATIL , 10144663

ACTION ADDRESS 1 ADDRESS 2 ADDRESS 3 FIN CODE INDIA FOST E-MAIL ID PERSOI

]

Communication Address Communication Address 560001 India Post Email 1d per@gn

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 —p Department of Posts

Ministry af Communications, Gevernment of India

S . y ¢ Rry,

Employee Communication%)etaif_s S 4 é:m

:> 2ol View Details B Modify 22 Pending<:|

Employee Communication Details MAN] OORILAHI MOHAMMADALI PATIL , 10144663

0 Home > Employee Communication Details

ACTION ADDRESS 1 ADDRESS 2 ADDRESS 3 PIN CODE INDIA POST E-MAIL ID FPERSONAL E-MAIL ID MOBILE NUMBER AR

— - J o SR
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o 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 & BankDetails

Details
®  Award Details ®  Education Details
2 Family Details ¢  Nomination Details
Download Service
&

Book

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

Department of Posts A B

Ministry of Communications, Government of India

Home  Grievance Management  Master Data Sanitization ~ Payroll Systern  Support Desk Management  Track and Trace  Treasury

£ Home > Employee Bank Details
Employee Bank Details

Bank Details of PRITHVIRA) M R ,10123527

There are ne 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

Emplayee ID*
10123527

Employee Mame
PRITHVIRA] M R

Bank Name*
State Bank of India

Bank Type*
SBI

—Bank Account Number™.
64206775655

Draw Type
Pay cycle

—IF5C Code®
SBIN0C40025

—Branch Code*
571401005

—Branch Address Line 1~
B M Road

Branch Address Line 2 PIN Code* Remarks
Mandya I 571401 Kindly Approve,

Order File*

Browse... Passbook Xerox.doox

[ 100 [ —

After clicking on the “Add details” button, aform 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

~—Employee D —Employee Name.
10123527 | PRITHVIRA] MR Bank Name*

Bank Type* Draw Type
SBL Not primary Branch Code®

Bank Account Number® | IFSC Code* Branch Address Line 1%

Branch Address Line 2 | PIN Code* Remarks

Oreler File*

Browse... Mo file selected,

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

the approver for approval.
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hedul Bag Bank Reconciliation king Sols Core Bank I Others ~

{3 Home > Employee Bank Details

Employee Bank Details

Bank Details of SANTHOSH V ,10063582

S.NO.  BANKNAME BANK TYPE DRAW TYPE STATUS
] 1 SBI SBI Not primary Pending
l:'> b 2 poP POSB Monthly Pay Approved
Rows per page: 10« 120f2

Home About Contact Fads Feedback

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.

5.NO. BANK NAME BANK TYPE DRAW TYPE STATUS
b} 1 5BL SEBI Mot primary Pending
¥ 2 Dop POSB Monthly Pay Approved

View & Modify Employee Bank Details

—EmployeeD*— —Employee Name— —Bank Mame.
| 10063582 SANTHOSH W DoP
Bank Type* Draw Type* Branch Cade
| FOSE v | Mot primary v | 002002002
Bank Account Number. X IFSC Code Branch Address Line 1
| 0234554323 ‘ ipos0D00Ddop | RAJAJINAGAR HO
Branch Address Line 2 Pin Code*
| BENGALURU l SB0010 | Remarks

|:> —

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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5.NO. BANK NAME BANK TYPE DRAW TYPE STATUS
¥ 1 SBL SBI Not primary Pending
V 2 DOP POSB Monthly Pay Approved
View & Modify Employee Bank Details
Employee ID* Employes Mame Bank Mame
| 10063582 SANTHOSHY Dop
Bank Type* Draw Typa* Branch Code
| SEl A Mot primary - DO2002002
~Bank Account Number- ~IFSC Cod, —Branch Address Line 1
| 0234654323 ipos00000dop RAJAJINAGAR HO
Branch Address Line 2 Pin Code*
| BENGALURU Se0010 Remarks
Madified Details
5.NO. MODIFIED FIELD NAME MODIFIED FIELD VALUE
1 ifsc_code IPOS000DODOP

(]

Data modifisd
for Approval

ccesshully, Pending

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

®  Award Details

&  Family Details

" Download Service
Book

Bank Details

Education Details

Nomination Details

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

card.
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it
Q & Department of Posts g
= —— Ministry of Communications, Government of India elco RAJ
Home A Bag Bank Reconciliaion  Barcode and Label Mngmt.  BCP Solution  Others v
£ Home > Employee Award Details

Employee Award Details

Award Details of PRITHVIRA) M R 10123527

e i f—

There are no records to display

Home About Contact FAQs  Feedback

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

—EmployeelD— —Employee Mame —Award Name*
10123527 | PRITHVIRA] M R Best Sytem Admin

Award Type* Award Category® Award Description®
Intra Division Sysytem Admin Best SA work cariied out

Certificate Mo* ~Monetary Benefit* . —#ward Issue Date*
CA1234 2000 20/ 06 /2024

Award for Year*

"
[ Remarks Award Certificate’

Browse... C Class Work flowjpg

- i —
[==]

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 1D.
10123527

Award Type*

—Employee Name.

I PRITHVIRA] M R

[ Award Category™

Award Name*

Award Description®

—Award Issue Date™.

Certificate No*

Award for Year*

Insert

After Inserting the Award details, an “Award details submitted successfully” message

| Monetary Benefit*

Remarks

dd/ mm/ yyyy

Award Certificate™

Browse... Mo file selected.

nding fi

will appear in the bottom right corner of the screen. The request will be sent to the

approver for approval.

Ak Details

5.NO. AWARD NAME AWARD TYPE AWARD CATEGORY STATUS
> 1 Dak seva award Departmental Techrical Approved
|:> » 2 Best Instructor Clrele Level Award Instructors Approved
View & Modify Employee Family Details
s Name. —Award Narme.
| 10062207 CHANCHAL KULKARNL Best Instructor
Award Type. —Award Categary. —Award Description
| Circle Level Award Instructars Best [nstructor
Certificate No- Manetary Benefit. Award Issue Date
BEST280757 5000 08706/ 2024
—Award for
| 2024 Remarks
Rows per page: 10 1-20f2

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 Dak seva awerd

— -

View & Modify Employee Family Details

Departmental

Best Instructor Clrcle Level award

Employee ID* Employee Name
10062207 CHANCHAL KULKARN]
—ward Type —Award Category.
| Circle Level Award Instructars

Certificate No- Monetary Benefit
| BEST280757 5000

Award for Year
2024 Remarks

AWARD CATEGORY STATUS
Technical Approved
Instructors Approved

Award Name
Best Instructor

—Award Description
Best [nstructor

fward Issue Date
OB /062024 =

Award Certificats®

ot

Browse. . Mo 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 Bank Details
Award Details = Education Detail
P
Family Details Nomination Details
s 1y °

Download Service
& Book

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

card.
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1) Home > Employee Education Details

Employee Education Details

Education Details of SANTHOSH V ,10063582

| Add Detads. 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

—Employeeld* — Employee Name— —Education Qualification®
10063582 {S&NTHDSH v B.E

Board Studied*® Year of Study™ State of Study*
VU I 2012 Karnataka

Marks Grade Percentage* Remarks.

—
&2 Kindly Add the details. Felucarlon Certificate

Browse,., Convocation Certificate.jpg

[+ Ja—

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* —Employee Name.
10063582 | SANTHOSH WV Education Qualification*

Beard Studied* Year of Study® State of Study*

] i *
Marks Grade Percentage™ [ Remarks Education Certificare

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 & Department of Posts vl 0
e = Ministry of Communications, Government of India m

Home  Bag Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace

£3 Home = Employee Education Datails

Employee Education Details

Education Details of CHANCHAL KULKARNI 10062207

[T

5.NO. EDUCATION QUALIFICAT... YEAR OF STUDY BOARD STATUS
¥ 1 BA 2023 BENGALURU UNIVERSITY Approved
> 2 Bachelore of Engineering 202 VTU Approved

Aowes per page: 10+ 1-20f2

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

View & Modify Employee Education Details

-
5.NO. EDUCATION QUALIFICA... YEAR OF STUDY BOARD STATUS

> 1 BA 2023 BENGALURU UNIVERSITY Approved

» 2 Bachelore of Engineering 2m2 VTU Approved

—Employee i ——— —Employee Nam —Education Gualification.
| 10062207 CHANCHAL KULKARNI Bachelore of Engineering
_Board Stucied. —ear of Stud —State of Study

¥TU 2mz Karnataka

Marks Grade Percentage .
| 62 Remarks
—

Rows per page. 10+ 12af2

5.NO. EDUCATION QUALIFICA. .. YEAR OF STUDY
» 1 BA 2023
o 2 Bachelore of Engineering 2m2

View & Modify Employee Education Details

BOARD STATUS
BENGALURL UNIVERSITY Approved
VTU Approved

Employee ID* Employea Name Education Qualification
| 10062207 CHANCHAL KULKARNI Bachelore of Engineering
—Board Studied —Year of Stud —State of Study
| WU 2z Karnataka

~Marks Grade Percentag:
| 62 Remarks

Education Certificate™

Browse... Mo file selected

Rows per page: 10+ 1-20f2

-

"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 40 of 75




—

Operational Guide for Employee Self Service Portal ‘ 326)

2.2.1.5 Family Details

Communication .
= Details - Bank Details.

¥ Award Details Education Details

[{]

&2 Family Details ¥  Nomination Details

Download Service
Book

&

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

Home  Bag Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace

£ 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

Employes 1D% Employee Name Dependent Name*

10062207 CHANCHAL KULKARNI Venkatesh |
Relation™* Date of Birth* Marital Status®

Spouse ~ | 04/08/ 1961 ] Married w
Highest Education Qualification* Employment Status*

BE | Employed - Remarks |

Family Member Details*

Browse... Family Farticulars.jpg

This field ts required

[ R —

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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Family Details

Add Employee Family Details

Employee 1DV
| 10062207

FRelation™®
Spouse

Employee Name.
CHANCHAL KULKARNI

—Date of Birth*

ded f mm £ yyyy

Dependent Name*

Marital Status*
Married

| Highest Education Qualification®

Family Member Detallz*

Browse.... Na file selected.

-
=2

After adding the Family details, "Family member details submitted successfully"

Employment Status*
Emplayed

Remarks

message will appear in the bottom right corner of the screen. The request will be sentto

the approver for approval.

Family Members of CHANCHAL KULKARNI 10062207

Add Detats

5.NO. DEPENDENT NAME

|::> v 1 Venkatesh

View & Modify Employee Family Details

Employee ID*
| 10062207

RELATION

Spouse

Employea Name

CHANCHAL KULKARNI

DATE OF BIRTH STATUS

1961-08-04 Pending

Dependent Name
Venkatesh

—Date of Birth. —Marital Status*.
| Spenrse 04 /0811961 Married
Highest Education Qualification ~Employment Status* -
| BE Emplayed & Remarks
Rows per page. 10+ 1-10f1

—"

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.

INDIA POST-IT 2.0 Page 42 of 75




P
Operational Guide for Employee Self Service Portal ( -)

InC
Insdin Post \

2.2.1.6 Nomination Details

Service Book Update .

Communication

L - &  Bank Details
%  Award Details ™ Education Detalls@
A  Family Details {  Nomination Details

Dowmnload Service
& Book

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

sub card.
@ @ Department of Posts ¥ B 8
&; — Ministry of Communications, Government of India m
Home  Bag Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace
[} Namir al

Employee Nomination Details

Nominee Members of CHANCHAL KULKARNI 10062207

Add Details ] < ]

There are no records to display

Home Abour Contact FAQs 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

—EmployeelD*— —Employee Name*. =
10062207 | | CHANCHAL KULKARNI GPF

] Name*. —Relation* — —Date of Birth™*.
Venkatesh | Spouse 0470871961

—Nomination Address Line 1% —FIN Code*.
Kalaburgi | | Homination Address Line 2 585101

Guardian Relation. . Guardian Date of Birth
Guardian Name | Choose an option dd s mm ¢ yyyy

—Share P
| 100 l Remarks

This field is required.

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 Details

Employee 1D~ . Emplayes Narme® Nominee Type*
10062207 CHANCHAL KULKARNI Gratuity

—Nominee Name* — —Relation® —— —Date of Birth™.
Wenkatesh Spouse | 04 /0B /1961

—Nomination Address Line 1*. ~PIN Code*.
Kalaburgi Nomination Addrass Line 2 | 585101

Guardian Relation Guardian Date of Birth
Guardian Name Choose an option dd # mim £ yyyy

—Share Percentage®.
100 Remarks

Add

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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(36

\lmm\ POST

5.NO. MNOMINEE NAME

|:> W ventae

RELATION

Spouse

View & Modify Employee Nomination Details

TYPE OF NOMINATION STATUS

GPF Approved

Employee I0* Employes Name Nominee Type.
| 10062207 CHANCHAL KULKARNI GPF ~
—Nominee Name* —Relation. —Date of Birth
| Wenkatesh Spouse ~ 047087 1961
~Nomination Address Line 1 ~Nomination Address Line 2* ~PIN Cod
| Kalaburgi

Kalaburgi

—Guardian Relation

585101

~—Guardian Date of Birth

Guardian Name* Choose an option w 0101 /0001
Share Percentage* .
| 100 Remarks
—
> 2 Venkatesh Spouse Gratuity Approved
kS 3 ‘Venkatesh Spouse Penslon Approved
Rows per page. 10+ 13063

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.

5.NO. NOMINEE NAME RELATION TYPE OF NOMINATION STATUS
A 1 Venkatesh Spuuse GPF Approved

View & Modify Employee Nomination Details

—Employee 1D —Employee Nam —Nominee Typ

| 10062207 CHANCHAL KULKARNI GFF ~
Nominee Name™ Relation. Date of Birth-
Venkatesh Spouse ~ 0408/ 1961 4
Nomination Address Line 1 ~MNomination Address Line 2% ~PIN Code
Kalaburgl

Kalaburgi

585101

| Guardian Name*

Share Percentage®
| 100

lan Relation.
Choose an option

Remarks

dian Date of Birth
- 01/01 /0001 [

Order File®

Browse... Mo file selected,

=
lly, 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.
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2.2.1.7 Download Service Book

Service Book Update .
Communication .
Bl 2 Bank Details
¥ award Details ®  Education Details
&  Family Details Nomination Details
Download service

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

g Department of Posts R )
o] Ministry of Communications, Gevernment of India m
Home Bag Master Data Sanitization  Payrol| System  Support Desk Management  Track and Trace

i Home > Employee Service Book

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

Fram Date To Dare

dd £ mm ey 5 dd 7o ey £

Download Service Book <:

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.

Employes Service Boak Printing
an} Q i 1 |ef17 — |+ AdtomaticZoom ~

Service Book
Employee Name: CHANCHAL KULKARNI
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Print

Emplayee Service Book Printing
(n] Q w 1 |ef 17 — + futomaticZoom  ~ £T52IZ|.
& Fint “;
Service Book r4 sane

Employee Name: CHANCHAL KULKAR| @ cumentrage

7 Geto First Fage

¥ Gobo Last Page

(¥ Ratate Clarkwise
40 Ratate Counterdackwise

4" HanaTaol
[{ Page sealing

101 Herizortal Sealing
B8 wiapped Soralling

@ oaaspreads
[ Even Spreads

(&) Decument Properties... -

~

< »

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

(on]

g & Department of Posts w7 0
e - Ministry of Communications, Gowernment of India m
Home  Bag Master Data Sanltization  Payroll System  Support Desk Management  Track and Trace

£ Home = Self Service

PIS Self-Service Dashboard

Service Book Vi ] Annual Immavable Property e Gradation List

Returns Grauarion List
Annual Tmmovabie Property Remims

Home About Contact FAQs Feedback

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

Information System” card.
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[ File New AIPR 482 View AIPR
e

Annual Immovable Property Returns (AIPR)

Please Upload the Previous Year data here in excel format: e No file selected. Download Template
—EmployeelD—— —FullName—— —Cadre Name.
10062207 CHANCHAL KULKARNL Postal Assistant{PA)

[l Please select the checkbon If there is noimmovable property returns for the year | 2024 ~

d‘:‘:l“ ar Cost of
subdivision, Property | construction/ \enr of Property Relatlonship Acquisithon
Type acquirement Froperty Dimension Present Method
Statement Taluk, and construction with the
(House, including Value (In Details (in Owner {Brought
Year ® Village in ar property
P Plot land in case hasa® | Rupees) + | sqFtorsq | mame* . o Gifted
* purchase - owiner *
property is etc.) tho«n::n Megras] o
Ri
situated * R
1 2 3 4 5 3 7 8 9 10
t T T t roperty per lath (|
Select Year roperty construction o SelectYear | Property et older the property nethod
a o purchase cost /i e ame al
t ¥ ! ropert arty pEr lath (|
Select Yaar | ooy roperty construction o SelectYear | Property s
arkel t - A 4 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.

£ Home = Annual Immovable Property Statement
Annual Immovable Property Statement

I3 File New ATPR 382 View AIPR
-

—

Annual Immovable Property Returns (AIPR)

Please Upload the Previous fear data here in excel format: Browse...  Mofile selected. Dogwnload Temgplate.
—Employee [D— —Full Name—— —Cadre Name.
10062207 | CHANCHAL KULKARNL Postal Assistant{PA)

Please select the checkbox If there Is no Immavable property returns for the year 074

Data Added successfully, Pending
for Apj

Home About Contact FAGs  Feedback
L DeedondbeelpalyCRTRCpemenotposs |
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 list and
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.
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Annual Immovable Property Statement

Flle New AIPR 428 View AIPR.

Annual Immovable Property Returns (AIPR)

Please Upload the Previous Year data here in excel format: Browme.. Mo file selected Dovuniond Ternplite
Employes (0 Full Name Cacire Hame
10062207 | CHANCHAL KULKARNL Postal AssisTaniPA}
0 Flaacs selact tha chackbax If thars & no immovahls prOROrTy OUMS for e s 7024 -
of costaf
a
the District, Annual
Property | comstruction/ Progerty Acquisition
Statemant ‘:-‘:-. it =Tl BHI::‘H.I:DI o MTm the tethod lsition :u:;
a ’ Lt i uls m
(House, including Value (In Detalls (in Cwner (Brought Aeal Remarks
Yaar * Villags in or proparcy vaar ¥ peaparty
Plot 1and In case Rupees)® | SAFLOFSY | nName o Gifted
which the hase® * Year (in
wre)* | ofhouseqn | PUTEhAEE Metres) ¥ e ae)®
property is ) J— Rupees) =
situated * L
1 2 ES . H 3 7 E a 10 2] 1z
Kalurgi Howss 1500000 120000 800 Kulkarni | Father Gifted 50000
2024 2023 2024
Select Yeer | locat Select vear | | ¢ Select Year

<—
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.

Employee 10 Full Mame

Cadre Mame
| 10062207 | CHANCHAL KULKARNI Postal Assistant(PA) |

) Flease select the cherkbox if there is no immovable property returns for the year 2024

Name of e
G Fri construction/ P Acquisition
subdivision, operty : . Year of . Di""’”:: present | Relationship .
el (House ‘mm;" on v::::: Dmll:{i: Owner with the {Brought
* Village in ) or
Year “m: e plat land In case . | Rupeesy* | saFtorsa | name* m""? or Gifted
urchase owner
propertyls | ®tca)* of house f:f' H Metres) * ete,) ©
situated * Rupses)
1 2 3 a 5 3 7 8 ] 10
Kalburgi House 1500000 150000 B0D Kulkarni | Father Gifted
w24 v 2023~
ype pe ‘roperty ty roper I Acquisition
Select Yaar property canstruction or Select Year ‘roperty details is holder the property method..
pu t 2 1
»

<

Data Added successfully. Fending

o for Approval

Home About Contact FAQs Feedback

X

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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B — Department of Posts wom 0
s‘\“ w “ll\‘ﬂ‘]’y of Communications, Government of India m

£ Home = Annual Immovable Property Statement

Annual Immovable Property Statement

File New AIPR 282 View AIPR <:|

EMPLOYEE ID EMPLOYEE NAME PROPERTY TYPE PROPERTY DETAILS LOCATION DETATLS €osT HASE

0062207 CHANCHAL KULKARMI House =0 walburgl 1500000 33

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

-+ W% v

STATEMENT OF IMMOVABLE PROPERTY RETURN FOR THE YEAR (2024

Emgloyes 10 10062207
Employee Namea: CHANCHAL KLULKARNI
Employas Cadre: Group ©

tame ot | Propery | Costof | earot | Prasent | Propeny | Presect | Reispon- | togus | Aegis- | Anws | Remadks
ha Twes ponstrue- | concrus- Vaius Datais Cwnar | chipwit ton tion Vear
Dt Bonas- bonor Mama e Mathod from tha.
Subdii- uire- [ prossy prepsty
won et chaes L Cear
Teui. indu-
and g land
Viage
m @ @ ) = 18 m @ ® 1ol m nz)
Kakurg Houss 1200000 2023 150000 ano Hudkcaimi. Father Gifed a4 0000 data
e
Slgnatee:
Designation:
Date:
1= y e b indicaied
2 ciudes Short e eass des
: ] n s

Closal s (i | ervies urder Tk 150 of he

an the it appor . e
Ereparty Snas, Suqures ar rharass By ham GF held o i o 15252 o oS, SHha M 5 Cu R G i 9 nem oy et of i ey

T arsing T Chang o 1 ACeEie o A I aious yaa miay 56 2k and 30 St 1Rg L.

The downloaded PDF will appear as shown above.

INDIA POST-IT 2.0 Page 50 of 75




Operational Guide for Employee Self Service Portal ‘ {i@

\&

Tradin Foat

2.2.3 Gradation List

W = Department of Posts wom O
@ Ministry of Communications, Government of India m
Home  3ag g g Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace

£ Home = Self Service

PIS Self-Service Dashboard

Service Book View & Raise Annual Immovable Property Gradation List
Request

Returns Gradation List

Service Book View & Raise Request Annual Immavable Property Returns

Emplcyee Master
Employee Master View

Home About Contact FAQs  Feedback

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

gl

~
Wil Department of Posts H =
@ —n Ministry of Communications, Government of India M
Home  Bag g g Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace
£ Home = Gradation List
Gradation List

Employee Details

—Employee ID. —Post 10 —Employee FirstMame—

| 10062207 30220907 CHANCHAL |

Employee Last Name . officelD —Office Name
| KULKARNL 21070745

Viswaneedam 5.0 |

Grdation List Options

Gradation List By D

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 Search...
Date of
Gradation... F D P Na... i ion Office ID Date of Bi... Joining in
Department
2 100002 sudhaz PA 9000014 17 December.. |/ December
2000
3 10021755 KRISHNA N PA 21260551 1 June 1966 12 May 1991
3 100001 Venkat PA 6565 17 December... |1 December
2000
4 100003 parthi s PA 3000014 17 December .. 17 Do
7 12100011 Vanitha PA 20790100 1 October 1979 7 May 2004
8 100010 Veerendhar PA 420119589 13 December ... ;;;:muaw
10 100012 Suhash PA 20210201 8 Novermber 1. 10 May 2006
1 100011 Kavitha PA 20150101 8 September ... 2 October 2006
] 1 November
12 100013 Jathin PA 20190200 5 May 1984
2006
13 100008 Sunitha PA 20020101 21 July 1985 11 April 2007
Rows per page:  10v 1-10 of &1 > b1

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.

Employee Personal Information View & Update

2 E
Persgnal Information Communication Details Posting Information
—Employes 10* —First Hame*
10062207 | CHANCHAL Middle Mame
Last Mame Date af Birth*
HULKARNL | Father Name | 020671975
Gender* Community* Selecred Community Mame
Female | uR | ug
—Marital Stans. Emplayee Height in cm _Isthe emplayes 3 PAD Candidate?
Married | 155 M
—National Iz the employee an Ex& —Personal Mark 1
Indian | No WOUMND MARK ON THE RIGHT SIDE BELLY

Personal lentification Mark 2 |

—>

Home About Contact FAQs Feedback

w

After clicking on “Employee Master” sub card, Employee Master View & Update page
as shown above will open which has 3 stepsviz., 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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g WEN- Department of Posts

L Ministry of Communications, Government of India

{0} Home > Employee Personal Information

Employee Personal Information View & Update

0 O :

Personal Information Communication Details Posting Information

Permanent Address Line 3

Permanent Address Line 1 ‘ Permanent Address Line 2 | | Gulbarga |
Permanent Address Line 4. Permanent PIN
Gulbarga l 11111 l Horme Town l

—> 3

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.

Personal Information Communication Details Posting Information
Dite of Joiring Department™ Emplayre Type™ Recrukment Mode”
2711171996 CcoP DR
Diwtw of Jsining i pracertt Cackw®. —Offce 1D O Typw®.
199 21070745 HPC
Cffice of working” Facilfy Mapaed Division Code
Vishwaneedam SO HOZ1210100000 21190000
—Cirel o —Rgicm Cobe, —Gireasn Penes.
21000000 21900002 Group ©
~Cadre” TG —~Cmploycs DEsgnaton.
Postal Assistant(FA] 0220007 Mails P&
~NPSID. . X Tax Fugirne
[ Bliud Group New -
D of Subszantiva Encry. _Dite of Ratimmen;
Dirving Licanca Numbsar 0170171500 01/01/15%00
_~Reporting offies 10 —Reporting Authority Post [0 \ Deputation Seatus
21130000 3N 79255 Mo
Farmar
A

— 3

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

At
Q E Department of Posts
Ministry of Communications, Government of India

£ Home = Self Service

PIS Self-Service Dashboard

Service Book View & Raise Annual Immovable Property Gradation List

Request Returns Gradation List
5 ew & Ralse Request Annual Immaovable Property Returns

Employee Master

Ernployee Master View

Department of Posts
Ministry of Communications, Government of India

{2 Home > NOC Apply

NOC Apply

NOC Apply Employee Details
—Employee 1D. _Post 1D _Employee First Name.
| 10062207 | 30220807 | CHAMCHAL

Employee Last Name officelD Office Name:
I KULKARNI 21070745 Viswaneedam 5.0
—Purpose of NOC
| Choose an option ~ | Remarks Upload File*

Browse... Mo file selected.

Submit

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

~ Purpose of NOC

Choose an option v Remarks

Choose an option

Purchase of Property

Passport/ 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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Purpose of NOC
Purchase of Property ~ ‘ Property Type Property Details l
Property Location Property Present Value Property Holder Name l
l Property Holder Relationship Property Acquisition Method Annual Income from Property l
Remarks Upload File*
Browse... Mo file selected.

—>

NOC for the purpose of ‘Purchase a Property’.

NOC Apply Employee Details

_Employee 1D. —Post [D. —Employee FirstName—_
| 10062207 30220907 CHANCHAL |
_Employee Last Name. —nofficelD. —Office Name.
‘ KULKARNI 21070745 Viswaneedam 5.0 ‘
Purpose of NOC —NOC Fram Date.
[Passpnrt# Visa to go Abroad ~ Country Name dd/ mm / yyyy G|
_NOC To Date
dd f mm / yyyy ] Remarks Uplnad File*

Browse... Mo file selected,

—> g

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

& =

{0 Home = NOC Apply

Department of Posts
Ministry of Communications, Government of India

NOC Apply
NOC Apply Employee Details
—Employee 1D —Post ID. —Employee FirstName—_
| 10062207 30220907 CHAMCHAL |
Employee Last Name officelD. Office Name
| KULKARNI 21070745 Viswaneedam 5.0 |
Purpose of NOC
(Higher Education Purpose ~ Course Name Course Duration l
Institution Mame University Mame Institution Location |
Remarks Upload File*
Browse... No file selected.

—> B3

NOC for the purpose of ‘Higher Education’.
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At
g N | Department of Posts
— Ministry of Communications, Government of India

£ Home > NOC Apply

NOC Apply
NOC Apply Employee Details
—Employee 10 _Post 1D _Employee First Name
| 10062207 | 30220807 | CHANCHAL
Employee Last Name X officell . Office Name.
l KULKARNL 21070745 l Viswaneedam 5.0
Purpose of NOC
Fﬁpplying for Jobs Qutside the Department + l | Remarks Upload File*

BIOWSE.. No file selected.

—> 3

NOC for the purpose of ‘Applying for Jobs outside the Department’.
= Department of Post FH ®
2 = iy TR O OS 2o g

£ Home > NOC Apply

NOC Apply
NOC Apply Employee Details
Employee 1D Post 1D Employee First Name
| 10062207 30220907 CHANCHAL |
Employee Last Name . officell —Office Name
l KULKARNL 21070745 Viswaneedam 5.0 l

Purpase af NOC

fNOC for Appearing in Examinations k3 Appearing Exam Name Remarks |

Upload File*
Browse... No file 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 = @

Manistry of Communications, Govemment of [ndia Weltome, MANIOORILART

Bag Management  Barcode and Label Mngmt,  BCP Solution  Budget Module  Camer and Schedule Mgmt  Others ~

5 125th birth anniversary  *++  Bhartiya o the freedom fighter and °

&

Employee Payments System
View your pay & allowances.

B, Employee Self-Service

Leave Management System o Personnel Information System

Manage your personal affairs

Click on “Employee Payments System” card.

g éﬁ Department of Posts
Ministry of Communications, Govemment of India

Bag Management  Barcode and Label Mngmt.  BCP Solution  Budget Module  Carrier and Schedule Mgmi  Others

Payroll Services

Employee Self Service

Advences, Claims, Requests

Pending Requests!
Mo Achion 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

[ 1 Advances 5 Reimbursements

1 ELEncashment ¥ GPF Advance

& GPF Statement = GPF Withdrawal

s Update. G.Pf " Income Tax
Subseription Declaration

®  Track Request ID & cancel Pay Request

. Cancel Miscellaneous
1 Requests W PayRequests Reports

Detailed
KX Miscellaneous
Requests Report

1= Payslip

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

= Advances

= Reimbursements

INDIA POST-IT 2.0 Page 57 of 75




Tradin Foat

Operational Guide for Employee Self Service Portal

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

| A A A

Pay slip

2.3.1.1 Advances

Employee Self Service

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

& Department of Posts
@ Ministry of Communications, Government of India
Home  3ag lé} g Master Data Sanitization  Payroll System
1) Home = application-for-employee-advance

Advances

Name : CHANCHALKULKARNI Designation: Mails PA

Office ID : 21070745 Post ID : 30220907

1:  Advances E¥  Reimbursements

12 ELEncashment ¥ GPF Advance

& GPF Statement = GPF Withdrawal
e 8

Support Desk Management  Track and Trace

Office : Viswaneedam 5.0

Select type of Advance
:> fSe\ect type of Advance Amount
Select type of Advance
LTC Advance
Medical Advance
TA Transfer Advance
TA Tour Advanre
Flood Drought Adv Loan
Warm Clothing Adv Loan
PC Advance Pri Loan

HBA Pri Loan

Home About Contact FAQs  Feedback

>d and Developed by CEPT © Copyright Department of P

employee_remarks
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Employee can apply many Advances such as LTC, Medical, TA Transfer, TA tour,
Flood/Drought, Warm Clothing, PC and HBA.

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
1t Advances ¥ Reimbursements
1t ELEncashment EE  GFF Advance
& GPFStatement 12 oFF withdrawal
4 Upsatearr g Income rax
Subscription Declaration
@  Track Request ID M Cancel Pay Request
- Cancel Miscellaneous. - oy PequEIS Rern

Requests

Detailed
¥ Miscellaneous
Requests Report

1= Payslip

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

Gr g Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace

£} Home > claim-pay-relmbursements
Reimbursements

MNAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION
CHANCHALKULKARNIT 10062207 Malls P&
OFFICE

Viswaneedam 5.0

Select type of Reimbursement
@(sﬂen type of Reimbursement e Amount employee_remarks
Select type of Reimbursernent h

LTC Bill
Transfer TA

TA Tour
Children Education Allowance
Medical Bill

Home Abour Contact FAQs Feedback

I ed and Devel

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.

Department of Posts weem o
Ministry of Communications, Government of India [ tcoma Cranicris |
Gr g Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace

£} Home > claim-pay-relmbursements
Reimbursements

MNAME OF THE EMPLOYEE EMPLOYEE ID DESIGNATION
CHAMCHALKULKARNT 10062207 Mails PA
OFFICE
Viswaneedam 5.0
Select type of Reimbursement Amount employee_remarks.
LTC Bill = 15500 | LIE Availed For the block of 2023-24.

EN

Home Abour Contact FAQs Feedback

Designed and Developed by CEFT © Co ight Departrment of Posts

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

No data found

g o |

o & 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

B8 Track Request D

Cancel Miscel

(<

Reimbursements
©Pr advance

GPF Withdrawal

Income Tax
Declaration

Cancel Pay Request

Requests

Detailed
EF  Miscellaneaus
Requests Report

Pay Req; Reports

Pay slip

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

L Hor I h Juese
NAMEOF THE EMPLOYEE
CHANCHAL KULKARNT
Select Purpose:
Enter No. OF Days:
Enter Remarks:

EL ENCASHMEMT REQUESTS

POST DESCRIFTION FOST ID
Mails PA 30220907

I LTC

|10

[ LTC Awailed for the block of 2023-24 l

EL encashment requests page shown as above. It allows the logged in employee / user

to selectthe 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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CHANCHAL KULKARNI Mails PA 30220907

Selert Purpose: [ LT - ]

Enter No. Of Days: | 10 :|

Enter Remarks: | LTC Availed for the biock of 2023-24 |

Level Tndex Pay DA Rate Applied for Days EL Encash BP EL Encash DA EL Encash Tatal
& B 43500 50 10 14533 T267 21800

Home About Contact FAQs Feedback

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: I LTE " ]

Enter No. OF Days: | 10 - |

Enter Remarks: | LTC Availed for the biock of 2023-24 |

Level Index Pay DA Rate Applied for Days EL Encash BP EL Encash DA EL Encash Total
& B 43500 50 10 14533 T267 21800

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

T Advances 2 Reimbursements

T=  EL Encashment F3  GPFAdvance

A GPFStatement T2 GPF Withdrawal

a Update GPF = Income Tax
Subscription Declaration

B Track Request 1D & can Request

Cancel Miscellaneous

Click on “GPF Advance” option available in “Employee Self Service” sub card.
g E Department of Posts R

1S Requests W P s Reports
Detalled o

5 Miscellaneous -
Requests Report

5
Ministry of Communications, Government of India m

Accounts Schedules  Bag Management  Barcode and Label Magmt.  BCP Solution  Budget Madule  Others v

& H

GPF Advances

emplayee does net have GFF aecount

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

TF  Miscellaneous Te SEaiSin

Requests Report

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

Ti  Advances E¥  Relmbursements

T EL Encashment HN P AOVanCE

A GPFStatement 1 GPFWithdrawal
U . Income Tax

. ™ Deuclaration

Lo 1D & Cancel Pay Request

1= z il ry R Repors
Detailed
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Department of Posts 2@

Ministry of Communications, Govarnman t of India [ wtcome, waracomsas

Account Bag Barcode and Label Mngmt.  BCP Salution  BudgetModule  Others ~

GPF Statement

Employee D |:> Select financial year

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

Tt Advances HF  Reimbursements
T EL Encashment §F  GPFAdvance

& GPFStatement 12 GPFWithdrawal
8 omeepon r

B Track Request 1D &  can est
t e W PayRequests Reporcs

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

g a Department of Posts L)
&b - Ministry of Communications, Government of India m
Account Bag Barcode and Label Mngmt.  BCP Salution  Budget Module  Others ~

B Ho
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

Advances F#  Reimbursements

EL Encashment 3 GPFAdvance

GPF Statement T GPFWithdrawal
Update GPF = Income Tax
Subscription ~  Declaration

Tr: et 1D & Cancel Pay Request
:;: e 'ay Req) Reports
:e::rl:neous 12 pevEie

Requests Report

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

card.

Accounts Schedules  Bag Management  Barcode and Lasel Mngmt.  BCP Solution  Budget Module

-

Department of Posts

Ministry of Communications. Government of India

Others v

application-for-updating-gpr-Subscription

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

= Advances

EL Encashment

GPF Statement

Update GPF
Subscription

Track Request TD

Cancel Miscellaneous
Requests

Detailed
Miscellaneous
Requests Report

Reimbursements

GPF Advance

GPF Withdrawal

Tncome Tax
Declaration

5 Repors

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

card.
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Department of Posts un
Ministry of Communications, Government of India

INCOME TAX DECLARATION
NAME OF THE EMPLUTER UM DEICEIFTION rosTio
MANDORILAHT MDHAMMADALT PATIL 04 DO 30099709
Type Of Declaration

l Select Section

Gabwst Fastoon
BOCCDN1B) - Additivnsl comtribin- NPS
EDE - Imterest on Edu Loan

00G - Donations

80D - Madical lasnesncs Prentnm
BOTTA - Infeqest an depasits

B0 - B ewoments

NG - Inconse From Othir Sources
INH - Inconse From House Property
HEA - HOGR Rant AllOWEnis

S <
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.

g h Department of Posts 0§
o - inistry of © of India
e e ation
INCOME TAX DECLARATION
MAME OF THE EMPLOYEE POST DESCRIPTION POSTID
MANJOORILAHI MOHAMMADALI PATIL OA DO 30099709
Type Of Declaration
80D « Medical Insurance Mremium » | Mol Imurance
Fovter Adnwant
19000
Enter Remarks:
For self and Family (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

Reimbursements

th L cneashment 5H  Crradvance

& GPF Smamement t:  GPFWithdrawal

2 Update GPF " Income Tax
Subscription = Declaration

B8 Track Request D & Cancel Pay Request

L3 Ea neais e Pay Requests Reports
Detai .

g5 Misc . 1t Payslp
Rex

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

e

=] i

) Horna =

track-request-id

EMPLOYEE ID
10062207

Regquest Type:

Transaction ID:

o P

Two types of requests i.e. pay request and miscellaneous requestcan be track by the

WIGILEI Lala JaniLauuns rayiun ayswin

TRACK REQUEST ID

NAME OF THE EMPLOYEE
CHANCHAL KULKARNI

@ Pay [_) Miscellaneous <:I

SUPPUI L LTI Manay TN

Home About Contact FAQs Feedback

Designed ar ped by CEPT & C

opyright Department of Posts

oLk anu nave

POST DESCRIPTION
Mails PA

user. Select the Pay request type and enter transaction Id and click on Submit button.
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Request Type: @ Pay [ Miscellaneous

Transaction ID: LTAD1006220720240708161447

b (v] Name Description Remarks Req) dA App d A MNext Status Current Status
10062207 CHANCHAL KULKARNT 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 CHANCHAL KULKARNI Far Availing LTC for the Block 2023-2024
Forwarded 2024-07-08 10045062 SUHASA O
Verified 2024-07-08 10045062 SUHASA OK
Approved 2024-07-08 10036132 SHIVAKUMAR M

Home Abeut 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 e

1L Advances ¥ Relmbursements

t£  EL Encashment §F  GPF Advance

A GPFStarement tL  GPFWithdrawal

a Llpm G.FF 1 mcnme'!‘ax
Subscription = Declaration

BB Track Request D & Cancel Pay Request

" Emﬁceluneom W Pay oris

o Detaled i paysl|
Requests Report

Click on “Cancel Pay request” option available in “Employee Self Service” sub card.
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Jj_x_l!:llll-:f\ INDILA POST
Department of Posts :
LD Ministry of Communications, Government of India
Heme  Accounts Schedules  Bag Management  Bank R iliation  Booking Core Banking Solution  Others ~
£% Home = cancel-claims
Cancel Pay Requests
MNAME OF THE EMPLOYEE POST DESCRIFTION POSTID
SANTHOSH V 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 @

& Advances ¥  Relmbursements
t£  EL Encashment §F  GPF Advance
& GPF 1 1L GPFWithdrawal
Up . Income Tax
L " Beclaration
) & Cancel Pay Request
LR W pay Reports
Detailed .
EF  Miscellaneaus = FELE
Requests Report

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

Service” sub card.
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JULHE] ~

Home  Accounts Schedules  Bag Management  Bank Reconciliation  Booking Selution  Core Banking Selution  Others

) Home > cancel-miscellaneous-requests

CANCEL MISCELLANEOUS REQUESTS

NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
SANTHOSH V Postmaster 30099223
data not found

w

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 e
1L Advances ¥F  Relmbursements
t£  EL Encashment §F  GPF Advance
& GPF Sramement t GPF wal
o hdmecer 1
Subscription = Ded
BB Track Request D & cCa uest
L3 E:::L:m : e Pay Req Reports
£F Dh::iellegneaus = I
Requests Report

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

Ministry of Communications, Government of India

Home  Bag Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace
3 Home = Emplayees Payment = Pay Request Repol
Pay Request Reports
EnapLoveE 10 NAME OF THE EMPLOYEE POST DESCRIPTION
10062207 CHANCHAL KULKARNL Mails PA
Select Description v Select Status - | Select Year - l > [ comrbadews |
Transaction Request
Request ID date Amount Status Description Employee remarks
LTAD1006220720240708161 447 08/07/2024 5000.00 Approved LTC Advance For Avalling LTC for the Block
2023-2024
Avail he black of
LTCL1006220720240708164354 08ID7/2024 15500.00 Approved LTC Bill ;Egj‘z’:' adlbopitalhleco
owes per pages 10+ 20of

Home About Contact FAQs 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 e

1L Advances ¥F  Relmbursements

t£  EL Encashment §F  GPF Advance

A& GPF Starement t:  GPFWithdrawal

a Llpm G.FF 1 mcnme'!‘ax
Subscription = Declaration

BB Track Request D & Cancel Pay Request

L3 E:::':L:m : e Pay Req Reports

- et i Paysip
Requests Report

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

Self Service” sub card.

INDIA POST-IT 2.0 Page 72 of 75




P
Operational Guide for Employee Self Service Portal ( (i

.
IMDIA POST
Insdin Post \

£ Home detailed-misc-requests-report . .
Detail Miscellaneous Requests Report
NAME OF THE EMPLOYEE POST DESCRIPTION POST ID
CHANCHAL KULKARNT Mails PA 20220907

Select Description ~ Select Status ~ Select Year - | > Do Excel

Transaction Request

Request ID date Amount Status Description Employee remarks
ITD006220720240710174314 100772024 5000 Submitted Income '!'ax (o] 4
Declaration
Rowes per page: 10+ -laf1

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 Advances ¥F  Relmbursements

t£  EL Encashment §F  GPF Advance

A GPFStarement tL  GPFWithdrawal

o hdmecer ty [ncome ik
Subscription g Declaration

BB Track Request D & Cancel Pay Request

" Em“ ! . Pay Reports

5 E:::i:::" o te  Payslp
Requests Report

Click on “Pay slip” option available in “Employee Self Service” sub card.
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g "Qfﬁ Department of Posts
= - Ministry of Communications, Government of India
Home  3ag Master Data Payroll System  Support Desk Management  Track and Trace
) Home > payslip
PAYSLIP
Enter Details for Generating Payslip :
|Irtf_" Employee ID Select Month ~ Enter Year

Generate Payslip

Home About Contact FAQs Feedback

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 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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W = Department of Posts wom O
@ Ministry of Communications, Government of India m
Home  3ag Grit Master Data Sanitization  Payroll System  Support Desk Management  Track and Trace
£ Home = payslip
PAYSLIP

Enter Details for Generating Payslip :

10042336 January ~ 2024

Generate Payslip Download Payslip

Home About Contact FAQs  Feedback

d and Developed by CEPT & Copyright Depart

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

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

I

of1 —  + Auvtomatic Zoom v

Al &
Department of Posts ——
Pay Slip for the month of January 2024 S
Mame CKUMAR GP Office Channapatnam HO
Emp ID - 10042336 LeveHndex - 5-12

Designation  : Postman AN -
GPF/PRAN No. -1 10E+11

Earnings | Deductions | Out Of Account |
Total 0.00 Total 0.00 Total 0.00

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

"Please note that this payslip is syslem-generated and does not require s signature.”™

Payslip downloaded successfully in PDF format as shown above.

ALL THE BEST
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