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DISCLAIMER

The operational procedure described in this SOP is illustrative, intended to guide effective use of the APT
software solution. Where any doubt exists regarding Departmental rules or guidelines, the applicable manuals
and volumes should be referred to. This SOP does not constitute a Departmental Ruling.
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1. Introduction

This SOP describes the procedure for remitting stamp and Indian Postal Order (IPO) stock from the
Counter to the Treasury in APT 2.0, and for the Treasurer's acceptance of such remittances. It also covers
verification of inventory balances at the Counter and the Treasury, both before and after the remittance,
ensuring consistent stock reconciliation between the two.

2. Procedure for Stamps and IPO Stock Remittance

Counter Operators and Treasurers shall follow the steps below to remit stamp and IPO stock to the
Treasury, accept the remittance, and verify inventory balances in APT 2.0.

2.1 Viewing Inventory Stock Balance

® To view the stamp and IPO stock balance held at the Counter, navigate to Counter Operations =
View Inventory.

Counter Operations e

— Common Submit
= Accounts Supervisor

Shift Management

Begin Your Shift &  End Your Shift

Inventory, Cheque & Cash

Request Inventory-
&

Request Inventory-IPO
Stamps &l Y

&5 RequestCash &5 RequestCheque

B ViewInventory B Stock Balance Report
-

~ Remittance Inventory- Remittance Inventory-
O sramps &
&5 Transfer Cash - e

Accounting

Inventory stock balance - category selection

® The system presents two categories, Stamps and IPOs. Selecting either category displays the
balance available for the logged-in Counter-Shift combination.

"@ | Department of Posts D = » 7 &
Fe) ‘-‘ Ministry of Communications, Government of India

Home Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventary  Pickup Management  Others v
jgScroll  +++  North Karnataka Region test  +++  Karnataka Circletest ~ +++  DTEtest

[B Favourites (Ctri+F)

® Counter Number: 2 | Shift Number: 1

View Inventory Stock

_ Select inventory type*

select an option v

Stamps

PO

Stamps and IPOs balance selection screen

@ Selecting Stamps displays the stamp stock balance held in the Counter-Shift combination.

@ Selecting IPOs displays the IPO stock balance held in the Counter-Shift combination.

n Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 K}
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Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others

etest  +++  DIEtest

[B Favourites (Ctri+F)
2 Counter Number:2 | Shift Number: 1

View Inventory Stock

Select inventory type*

Search Criteria »
List of Stamps available
Product Category Category Denomination Unit Price Available Stock
Stamps n Stationery Postal Stationery INLAND LETTER CARD (2 RS) 2 10
Slamps n Stﬂllﬁﬂéw Postal Statinnery RAKHI ENVELOPE 15 15 10
Stamps n Stationery Revenue Stamps REVENUE TICKET 1 10
Stamps n Stationery Service Stamps SERVICE STAMPS 1 RS 1 10
& Rules/Guidelines
kST e -
Stamps stock balance for the Counter-Shift combination
& Department of Posts 2w F O

Ministry of Communications, Government of India

Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others

tingScroll ~ +++  North Karnataka Regiontest ~ +++  Karnataka Circletest  +++  DTEtest

B Favourites (curi+F)
. Counter Number: 2 Shift Numb

View Inventory Stock

_ Select inventory type*

PO v

Export to PDF

Search Criteria ¥,
List of IPOs available
Denomination Unit Price Prefix From serial To Serial Quantity Transaction date
1PO20 20 13F 2695 2704 10 29/07/2026

IPO stock balance for the Counter-Shift combination

Note: The balance displayed here is specific to the Counter-Shift combination the user is currently
logged into. To view balances for other Counter-Shift combinations, Counter Supervisors can use
Counter Operations = Counterwise Inventory Report, which is accessible only to supervisors.

q Accurate Secure . . Customer
India Post Accounting Remittance Reliable Service Satisfaction SOP V1.0 )
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2.2 Stamps Remittance to Treasury

® The option to remit stamps is available at Counter Operations = Remittance Inventory - Stamps,
and is accessible only to the Counter Operator.

2a © Chatgpt 4 Bard @ IT2.0Common/Go.. @ Golang Training-G.. & DOPIT2.0 @ Elastic Monitoring sheet -... SigNoz | Logs 3 All Bookmarks

Counter Operations e
shift Management

Begin Your Shift End Your Shift

3

Inventory, Cheque & Cash

Request Inventory-

D &  RequestInventory-IPO
KB Request Cash KB Request Cheque

B2 ViewInventory B2 Stock Balance Report
&  Remittance Inventory- 4, Remittance Inventory-

Stamps

Miscellaneous

Transfer Cash
= &8 Transactions

Accounting
Article Operations
Article Enquiry B  Article Cancellation
Bulk Article
Remittance Inventory - Stamps option

@ Selecting this option opens a list of the available actions.
Department of Posts D = » 7 K
Ministry of Communications, Government of India

Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others
I +++  North Karnataka Regiontest ~ +++  KarnatakaCircletest  +++  DTEtest

[B Favourites (Ctri+F)

& Counter Number: 2 | Shift Number

Remittance of Stamps

Select Action:  — Select an option ~ -

- Select an option -

Return request of Stamps to Treasury

Status of return requests of Stamps

Available stamp remittance actions

n Accurate Secure . . Customer
India Post Accounting . Reliable Service Sabcraction SOP V1.0 6
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@ Selecting Return Request of Stamps to Treasury displays the total stamp stock held in the Counter-
Shift combination.

Department of Posts L 1 @ ¥

Ministry of Communications, Government of India

gmt Inventory  Pickup Management  Others

brth Karnataka Region test ~ +++  Kamataka Cirdetest  +++  DTEtest

[R) Favourites (Ciri+F)
# Home >Remittance of stamps Counter Number:2 | Shift Numbe

Remittance of Stamps

Select Action: [ Return request of Stamps to Treasury w]

List of Stamps available

] Product Category Category Denomination Unit Price. Available Stack
O Stamps n Stationery Postal Stationery INLAND LETTER CARD (2 RS) 2 10
O Stamps n Stationery Postal Stationery RAKHI ENVELOPE 15 15 10
O Stamps n Stationery Revenue Stamps REVENUE TICKET 1 10
O Stamps n Stationery Service Stamps SERVICE STAMPS 1 RS 1 10

Cancel

Stamp stock available for return request

@ Select all the required records and submit the request. Once submitted, the remittance request is
routed to the Treasurer for acceptance.

Are you sure to transfer the entire stamps stock
from counter to Treasury?

Selecting records for the remittance request

Department of Posts sstully retumed Stampsto.~ ©

2

Home = Inventory  Pickup Management  Others v

[® Favourites (Ciri+F)
#& Home >Remittance of stamps Counter Number: 2 | Shift Number: 1

Ministry of Communications, Government of India

Remittance of Stamps

Select Action: - Select an option - e

Remittance request submitted to the Treasurer

q Accurate Secure . . Customer
India Post Accounting Remittance Reliable Service Satisfaction SOP V1.0 7
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q Accurate Secure . . Customer
India Post Accounting Remittance Reliable Service Satisfaction SOP V1.0 8
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2.3 Acceptance of Remitted Stamps by the Treasurer

@ In the Treasurer login, go to Stamps/Stationery = Process Issue/Receipt to view the requests
pending approval.

Stamps and Stationery management e

@  Request/Remittance +f  Process Issue/Receipt
. Stamps Trf to
g8 Stamps Receipt Indent ) e
KB Soiled Stamps ®  BulkSales
1@ Advances @ Error
Process Issue/Receipt option in Treasurer login
B3 @ Chatgpt 4 Bard @ IT20Common/Go.. @ Golang Training - G. B DOPIT20 @ Elastic Manitoring sheet -... SigNoz | Logs 3 Al Bookmar
Department of Posts m 2o F KK
Ministry of Communications, Government of India [ wecome, saman xumax |
Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others v Business Date : 29-07-2026

1B Fvouritgs G354 Bhsacrions Processing ] .
Stamps Transactions Processing

Source User Transaction Type Transaction Date Source Office Amount Details Remarks Process Reject

Stamps Balances

Category Description 0 Value B Total

Retai post TRANGA 2026 TIRANGA 25 B8 20450
COM - Brochure Thematic Stamps 50 YRS OF NIMHANS BR 15 A2024-BRO24 NIMHAN 15 13 195
COM - FOC Persanalty Stamps 50 YRS OF NIMHANS FOC 5 A2024-FOOH-NIMHAN 5 10 s

CPS 125 YEARS OF RAJBHAWAN

€OM - Brochure Event Stamps. RSdOLAES

A2025-BRO13-125R4 15 10 150

List of requests pending approval

q Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 9
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® The pending requests list shows details such as the source of the request and the transaction type
(request or remittance).

@ Selecting View/Ack displays the list of items included in that request.

P —— L — e
1B 404 Bhsactons processing
Stamps Transactions Processing

Source User Transaction Type Transaction Date Source Office Amount Details Remarks Process Reject
Rows per page: 1w 1-10f1
Sno Category Description 1d Value Count Amount

1 Postal Stationery RAKHI ENVELOPE 15 RAKHI_ENVELOPET 5 0 150

2 Revenue Stamps REVENUE TICKET RYS1OD 1 0 10

E] Postal Stationery INLAND LETTER CARD (2 RS} LETTER_CARD1 2 0 0

a SERVICE STAMPS SERVICE STAMPS 1 RS srs100 1 0 10
Rows perpage: 10-v  1<of4

Items included in the selected request

® Review the items in the request — in this example, four items are listed — then submit and
confirm the acceptance.

Do you want to process the Remittance transaction with amount Rs.190. Please confirm to
proceed

o T

Submitting the acceptance

q Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 10
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B\ Faveuris CEH D sctions processing
Stamps Transactions Processing

No pending transactions to approve

Stamps Balances

Category Description 1 Value cB Total
PRTT— o 1256ARS 0F eI [— - 0 150
COM- o Pesonalty s S 125 YARSOF RABHAWAN NANITAL J— : w -
COM - Minitaure Sheet Event 5t IALIYANWALAH BAGH MSSCRE-MS-30 RS C2019-MS005-/WBAGH 30 1 =

® The Remittance transaction has

IND PERFUMES-ORAN s been processed
COM - Minitaure Sheet Thematic Llehdl sy b =

€2019-MS007-ORANGE 50

Confirming the acceptance

India Post Accurate secure Reliable Service Customer

Accounting Remittance Satisfaction SOPV1.0
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2.4 Verifying Treasurer Stock After Acceptance

® Once the remittance is accepted, the corresponding stock increases at the Treasury and can be
verified at Reports = Stamps — Stamp Balances.

Download Reports e
. . Pending Inward Cash
B Payments Report ) Sl
™ Pending RSAO M Postman
Adjustments Transactions

_R_e_e_ort; related to stamps

. Consolidated Stamp 3
L] ]

Stamps In Transit
Remittance Report f

§ :::nmsis i B Soiled Stamps

& i':;:f, femkane B _StampBalances

& f;:ﬂT:w?:;ams B Stamp Bulksales

U semipianis: B Stamp Advances List

B  IPOsinTransit B  1POs Inward Transit

&  1POsBalance B  1POs Invoice Report

DA Ramiteanca

Stamp Balances report option

e Select the From and To date as the current date, and submit to generate the report.

® The report displays, in tabular form, all denominations held by the Treasurer for the selected
period.

® Locate the denomination(s) remitted from the Counter — the remitted quantity appears in the
Receipt column.

® For example, quantities of 10 each for ILC, Rakhi Envelope-15, Revenue Ticket, and Service Stamp
X1 remitted from the Counter appear under the Receipt column, as shown.

® The same method can be used to verify stock for any other stamp denomination that has been
remitted.

ELEANOUIES W HhThces
Stamp Balances

From Date * To Date *

29-07-2026 [m] 29-07-2026 [m]

Transaction Date Category Stamp Name Denomination 0B Issued Receipts cB Total
2oomanzs posa saionery WLANG (ETTRCAROR 2 @ 0 0 @ 1200
2oomanzs posa saionery A 0zs : o o s ors
2oomanzs posa saonery Rkt nveLove 15 s 1oss o 0 ross Tearson
2oomanzs Retilost Bt o » o o = 136000
2oomanzs - RevenUE STAVE 10 s o an o o an w00
2oomanzs Revenue samps ReveNuE TckeT ! s o 0 ssn saomo0
2oomanzs senvicesawps semace svaups 1 s ! 1552 o 0 1582 1sa00

—
2oomanzs senvicesawps senvice stanps 107 0 w0 o o w0 somao
2oomanzs senvicesawps semace svaups 265 2 a0 o o om0 20m00
2oomanzs senvicesawps semace svaups s s o0 o o om0 soma0

Stamp Balances report showing remitted quantities under Receipt

q Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 12
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2.5 Status of Stamps Remitted to Treasury

® Once the Treasurer approves the stock, the status of the remittance request can be checked at
Counter Operations = Remittance Inventory - Stamps.

@ Selecting the action status for the return request displays the remittance requests along with their
current status.

Remittance of Stamps

Select Action: [ Status of return requests of Stamps w]

Status of Stamps remitted to treasurer

Request ID Remitted Date Remittance details Approved Amount Approved Date Status

1396133961842688 28/07/2026 ,\DAZEOG’::;OOWT%PEC‘SXN'W'L =1 3325 28/07/2026 Approved by treasurer
LETTER_CARD1 x 9
RAKHI_ENVELOPE1 x 9
RVS100 % 9

SRS100x 9
LETTER_CARD1 x 6
RVS100 % 6
LETTER_CARD1 x 5
1396565215199232 28/07/2026 RVS100 x 5 20 28/07/2026 Approved by treasurer

SRS100% 5

1396283037794304 28/07/2026 171 28/07/2026 Approved by treasurer

1396451091103744 28/07/2026 18 28/07/2026 Approved by treasurer

LETTER_CARD1 x 2

1396567381082112 28/07/2026 RVS100 x 5 14 28/07/2026 Approved by treasurer
SRS100 x 5
LETTER_CARD1 x 10

RAKHI_ENVELOPE1 x 10

1397549168967680 29/07/2026 190 29/07/2026 Approved by treasurer

RVS100 x 10
1@ Rules/Guidelines SRS100 x 10

Status of the stamp remittance request

2.6 Viewing Inventory After Stamps Remittance

e After confirming the status, the updated stock balance for the Counter-Shift combination can be
viewed at Counter Operations = View Inventory.

® Select Stamps as the inventory type to view the updated stock balance.

4 Department of Posts P
&% = Ministry of Communications, Government of India ] the user

Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others v

rth Karnataka Region test ~ +++  KamnatakaCircletest ~ +++  DTEtest

[B Favourites (Ctri+F)
2 Counter Number:2 | Shift Number

View Inventory Stock

_ Select inventory type*

Updated stamp stock balance after remittance

Note: Following the remittance, the system displays the message "There is stock for the stamps with
the user", reflecting any balance retained by the Counter Operator.

q Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 13



SOP for Stamps and IPO

Stock Remittance
Counter to Treasury Workflow

Tnlia Tt

2.7 IPO Stock Remittance to Treasury

® To remit IPO stock, navigate to Counter Operations = Remittance Inventory - IPO.

Counter Operations @

Begin Your Shift @  End YourShift

Inventory, Cheque & Cash

~  RequestInventory-

Dy 4 RequestInventoryIPO

& RequestCash £ Request Cheque

B Viewlnventory B Stock Balance Report

. Remittance Inventory- Remittance Inventory-

©  Sramps ¢ o
e

Miscellaneous
g8 Transactions
Accounting

KB Transfer Cash

Article Operations
B Article Enquiry B Article Cancellation

Bulk Article
Cancellation

Remittance Inventory - IPO option

@ Selecting this option displays the list of available actions.

'& vl' Department of Posts CD = » 7 K
d;.‘ﬁ s Ministry of Communications, Government of India m
Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others

4+ KarnatkaCircletest +++  DIEtest

[® Favourites (Ctri+F)
® Counter Number: 2 | Shift Number: 1

Remittance of IPOs

Select Action: - Select an option “

Return request of [POs to Treasury

Status of return requests of [POs

Available IPO remittance actions

n Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 14
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® Select Return Request of IPOs to Treasury to view the IPO stock held in the Counter-Shift

combination.

Department or rosts
Ministry of Communications, Government of India

Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others

Karnataka Circle test
Counter Number: 2 | Shift Number.

[B) Favourites (Ctri+F)
1 Home >Remittance of IPO:
Remittance of IPOs

Return request of IPOs to Treasury v+

Select Action:
List of IPOs available
Denomination Unit Price Prefix From serial To Serial Quantity
2704 10

13F 2695

1PO20 20
:-ubmn c.a ncel

IPO stock available for return request

@ Select all the required records and submit. The system prompts for confirmation; once confirmed,

the request is routed to the Treasury.

!
Are you sure to transfer the entire IPO stock from
counter to Treasury?

Yes, Confirm No, Cancel

Confirming the IPO remittance request

Department of Posts Successhully rewmed IPOsto

Ministry of Communications, Government of India

Others v

Home  Barcode and Label Mngmt.  Booking Solution

++  DTEtest

Counter Number: 2 | Shift Number: 1

f++  Karnataka Circle test

[® Favourites (Ctri+F)
& Home IPOs

Remittance of IPOs

Select Action: -~ Select an option

IPO remittance request submitted

Accounting Remittance

q Accurate Secure . . Customer
India Post Reliable Service Satisfaction SOP V1.0 15



SOP for Stamps and IPO

Stock Remittance

s et Counter to Treasury Workflow

2.8 Acceptance of Remitted IPOs by the Treasurer

® In the Treasurer login, go to IPO = Process IPO Remittance to view the IPOs pending approval.

® Select the required records and approve them.

1PU Management G
&3 1PO Receipt Indents &  1POSales
&  Process IPO indents. 4)  IPO Remittance
Process IPO POTrfto
D Remitance B Gromorsp
—_—
IPOs pending approval at the Treasury
. - Coper s v rvaa Ly v T X nn
@ s Ministry of Communications, Government of India [ eicome, karan xumas |
Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management  Others Business Date : 29-07-2026

North Karnataka Region test ~ +++  Karnataka Cirdetest  +++  DTEtest

BB Favouritgs (CEEAR) nemittance
Process IPO Remittance

Source Request Office Txn date Amount Action

Approving the selected IPO records

q Accurate Secure . . Customer
India Post Accounting . Reliable Service Sabcraction SOP V1.0 16
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@ Selecting View for a selected record displays the list of IPOs remitted from the Counter.

Process IPO Remittance

Denomination Start Sno End Sno Quantity Amount

20 RS - INDIAN POSTAL ORDER 3 002695 002704 10 200

Remittance Amount: 200

Remarks

rak

IPOs remitted from the Counter

Do you want to approve the transaction. Please confirm to proceed

. - |

Reviewing the remitted IPO records

W Department of Posts D 2 » 7 &«
@ Ministry of Communications, Government of India

Home  Barcode and Label Mngmt.  Booking Solution  Exit Management  Inventory  Pickup Management — Others v Business Date : 29-07-2026
DTE test

B Favourigs (L) remitcance
Process IPO Remittance

Source Request Office Txn date Amount Action
My o726 102334 1340 View
Counter Mo — - view
PO Remittance has been r

L4 Processed Successfully

Designed and Developed by CEPT © Copyright Department of Posts.

IPO remittance accepted at the Treasury

q Accurate Secure . . Customer
India Post Accounting P Reliable Service Satisfaction SOP V1.0 17
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Note: Once the IPO remittance request is processed, repeat the steps described in Sections 2.4, 2.5,
and 2.6 to verify the Treasurer stock, check the status of the remitted request, and view the updated
inventory at the Counter, respectively.

I\ STRICT CONTROL (Compliance)

> Do not submit a stamps or IPO remittance request without verifying that all selected records are
correct and complete.

> Do not skip the confirmation prompt before a remittance request is submitted.
X The Treasurer must review every item in a request before accepting or approving it.

> Day-End operations, including accounting and stock reconciliation, shall be completed as per
standard procedure.

q Accurate Secure . . Customer
India Post Accounting . Reliable Service Sabcraction SOP V1.0 18



