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DISCLAIMER:

The information provided in this OG is intended solely to assist users in understanding and effectively
using the PLI/RPLI Migration tool. The answers and guidance provided are for reference purposes
only and should not be considered as departmental rules, regulations, or official instructions.

For any clarification regarding departmental rules, regulations, procedures, or guidelines, users

should refer to the relevant official manuals, volumes, orders, and departmental instructions. This
OG should not be cited or relied upon as a substitute for such official references.

Document Control

Version Date Description Document Index # Author
1.0 13-08-2026 | Initial Release IMSOGO001 v1.0 CEPT
Dated 13-08-2026

Purpose

This document provides step-by-step instructions for accessing the PLI/RPLI Data
Migration Verification Tool, performing data verification activities, and extracting
reports from the system.
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Abbreviations

Abbreviation Description
1 PLI Postal Life Insurance
2 RPLI Rural Postal Life Insurance
3 IMS Insurance Management Solutions
4 CPC Central Processing Centre
5 DO Divisional Office
6 ME Medical Examiner
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Flow Diagram

The following diagram provides an overview of the end-to-end verification workflow, depicting
the activities performed by each user role within the PLI/RPLI Data Migration Verification Tool.

Work Flow Diagram for PLI/RPLI Verification Tool

Policy Master Data Agent Master and Medical Verificalion
Maker — CPC Level Maker — DO Lavel
Perfarms Policy Performs Agent and
Venfication Medical Verfication

v

[ 3
Checker — DO Level
Performs Verification of Dala
Entered at All Levels
and Approves the Record
Makar-Chiockar Conbol: Each giligeis porormid DY o disfne] mlé [ ansum iegisqaion of dilies
CPC =Conira! Frocessing Cante | DO = Divisions! Oflice
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1. Login to PLI/RPLI Data Migration Verification Tool
Objective
To access the PLI/RPLI Data Migration Verification Tool application using authorized
credentials.
Procedure
a. Open the PLI/RPLI Data Migration Verification Tool URL
(https://app.indiapost.gov.in/employeeportal) in a supported browser.
b. EnterUserlID.
c. Enter Password.
d. Click Login.
e. Upon successful authentication, the Dashboard page is displayed.
Sadies Dﬂpﬂmﬂiﬂt of Posts Ministry of Communications g
-_ Lpt T - e e o Bouamm ol ks

What's New & Updates
| wewe mrmsmremer AL T [em
WA SEVA JAN BEVA
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Erter youmr crmdentals te sigm in

POF download
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8 ikt S {1 BT T arLreri e [ |
Fhone/iPad Users: Plegze download the iatest 2PT
TOTP App (Version 1.0.2+1) 105 version by scaning P

thit QR code(witizh will radwect t5 agp stare) on the
lagin Thow step 2 Afterinstalling lagout and kgin
again In TOTP Application to seconfigure TOTR by
scanning the new O code shown in etep 3of Logn
flerws

R uPEATE [T

Pic 1: Sign-into https://app.indiapost.gov.in/employeeportal

Note: Only authorized users can access the application based on assigned roles.

1.1 Roles:

Maker Checker
Policy Master | CPC Divisional Head
Agent DO Office Assistant | Divisional Head
ME DO Office Assistant | Divisional Head
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Users once logged in to the portal, click on “IMS Data Verification card”.

v §oone x 4 - @ %
& @ 5 devorplgownfempopeporilbons A fr [ Adeimsged |
Department of Pasts S+ ' 8

Wby o Cameuracid ey, Sasprimand of his =xn

e

R ;
Click on IMS Data Verification

Pic 2: IMS Data Verification

2. Dashboard Navigation

Objective
To understand the main navigation options available within the tool.

Procedure

1. Navigate through:
a. Policy Master Data
b. Agent/ME Master Verification
c. Reports
d. Approval Queue
2. Select the required menu option.
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After clicking on IMS Data Verification card, users will see the sub-cards shown in pic 3.
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Policy Master Data

Pic 3: Policy Master Data
This Picture depicts the available Sub-cards for Maker roles only

3. Policy Master Data Verification (CPC — Maker)

Objective
To review migrated policy records and record verification remarks.

Procedure
Upon selecting the Policy Master Data sub-card, Makers are redirected to Policy Verification
page as shown below in Pic 4.

[y ad-—- [T l-lu.u.l.ul-iﬂu-l B Sy Ts =
foges s | & BB e pesieile | e P s S s Bk g | @ weis e S Band W Sl by g
i g A l Policy Status Count I
e Policy Werification /
LELBIIS 64 27 60,958 ]
i Py R e T -liw
T
[T et taem e Aanel Pvemarn Aesyieon Dute Suloy Dl Mgl Gt G e ks el o
L v . = I

Pic 4: Policy Verification page

Note: The Policy Verification page shows:
o Total Policies
e Pending Approval
e Approved Policies
e PendingPolicies
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Makers can search the required data with the below options (Criteria):
1. Policy Number
2. Customer Name
3. Mobile Number
4. CustomerID

Search by Policy #, Cust Mame, Mobils 8, Cust (D

Pic 5: Search Options (Criteria)

After entering the search criteria, select the appropriate Verification Status such as Pending,
Pending Approval, and Approved from the dropdown:

T S . |
Pending Approval
Approved

Pic 6: Select Verification Status

Once the Verification Status is selected, Makers must select the Product Type (PLI or RPLI)
from the subsequent drop-down list and click on Search.

Search button

Product Type

Pic 7: Select Product Type & Search

Makers can click the Reset button to clear the search criteria and initiate a new search.

Reset

Makers can use the Search option located above the data table to filter and shortlist policies
displayed on the current page based on any criteria, such as Insured Name, Policy Number,

Pic 8: Reset for New Search

Agent Code, or other relevant details.
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Search Policies on the
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Pic 9: Search Policies on the current page

Makers can use the export button located on the top right side of the table to export the
available data into a CSV file

[ feo ] Export Data \@

Penduct Policy Mambes ayted darre Sembgired  Premim  Aecrplance Date  Policy Detady dgodCode  fcen  Pelicpfuan  Weiheston l

Pic 10: Export Available Data

Makers can use the drop-down menu in the bottom-left corner of the page to select the
number of records displayed per page and the pagination controls in the bottom-right corner
to navigate between the available pages of search results.

Pic 11: Rows per Page and Pagination

After the search results are displayed, Makers can click on the appropriate customer record
to review and verify the customer details.
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Pic 12: Select appropriate customer record
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Review Policy Details

DO Makers review and verify policy information, verify customer and nominee details, update
policy-related data through collapsible sections, and mark the policy record as verified after
validation.
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Pic 13: Verify Policy

Makers select subsequent dropdowns to verify the Policy details, Address & Contact details,
Nomination & Family details, Office & Agent details.
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Pic 14: Policy Details

@ 2. Address & Contact Detalls Wi 525405
Addrestes ﬂiml.h Contactd ) Records
[ ADDARESS TYPE:- COMMUNICATION . ] B et g e o
ADDRESS TYPF.- PERMANENT ¥

Pic 15: Address & Contact Details
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Pic 16: Nomination & Family Details
A 4 Spouse Details Wi TS 0Hn-5 -
Spouse Details O recort
Spouse Palicy Mumber: MH-¥S-396758-C5 el
Spuyse Mamn Spouse Cigstomer (D EF kel Spoune Elaim i Birih
SONAL 2TE5H182 12 Dec 15749
Katomanty Age Froaf Aga Mot 1D
INDIAN OTHER_STAMDARD
g Proot Décwment Bype
Birth Certificate
Pic 17: Spouse Details
#55, Parent polley defalls PN -CP A0SR I -~
Paront Pol ¥ Mumbar Pargmt Custoumar 10 Reiation Farhar Plama
MH-120083-F iT3R6TS - SAMNIAY SHIVAJ VOLVCIKAR
Malher MEne
Pic 18: Parent Policy Details
i 6. Office & Aoent Details  WH-Fs-19075C5 - |
mgyani (K3 rrLied (¥ CFL Mama Carcle Mame |
MHDE5 Panaji H.O (24360002} Panaji H.O [24360002) Maharashtra Cirdle {24300001) ‘

Pic 19: Office & Agent Details
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Pic 20: Financial Details

Once all the details are reviewed, Makers can click on “Mark Verified” button on the bottom
right corner of the page.
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After completing the verification, the Makers should click Mark Verified. A pop-up window
will be displayed, where the Maker can provide remarks and click Mark Verified to confirm

Pic 21: Mark Verified

the action.

Update remarks

Mark this record verified

At ooregy Eeplaarungy yous senew hatore thil']

k,.-. nibse whit you reviewed

Mark Verified

Pic 22: Update Remarks & Mark Verified
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4. Policy Master Data Verification (Divisional
Checker)

Objective
To review records submitted by Makers at CPC level and submit for approval or rejection.

Procedure

Once the user (Divisional Checker) logs in to the portal, the landing page will show sub-cards
(Policy Master Data, Agent Master Data, Medical Master Data, Policy Consolidation Report &
Download IMS Reports) under Data Migration as shown in the below Pic 20.

‘Wpme  SagMansgenent  BuscdeandLabelMigmd  BCM Sohitiom  Baching Soition  BudgetModuly  Othen ~
& W b the Deparinest of Fouty — Ry npdisted with Leiest notifications sed wrives | @ Trsrh poar pathage andne | 4 PULRFT servier seailating

Palicy Master Data

-

a B

Mrdcal Vaster Dty Potcy Lomchdataon Hrport Downiciad M4 Beports

Pic 23: Data Migration Page

DO Checker clicks on the Policy Master Data sub-card to review and approve record verified
by CPC Maker.

g tiin T dh SIS e ety | 48 gt P i e, e st it [ S S St s - el vt Stiig et
S s ¢ Pty t— J_ Policy Status Count I
e Palicy Verification /
l 61,049 Gl 27 60,958 ]
T e P gt WEEliry Frmiiat Tepr
L& smun < ]
[ S [N S—— (S [ — — [ Y— Bk gl g gl [ . r—y - [— [ Sp—. — — -
s ke SAELLE # v [ - = [ ey ] l

Pic 24: Policy Verification Dashboard

The Policy Verification dashboard displays the total number of policies along with policy
counts categorized by status: Pending Approval, Approved, and Pending.

The DO Checker can select any policy category to view the corresponding policy details and
records under that category.
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*The DO Checker must follow the policy search process described in Section 3 to locate
the required policy and review the information updated by the Maker*

The DO Checker can select a particular policy record and verify the policy details.

Hons  Bag Maragement  Saecode amd Labet Mngmt  BOPSoislichn Bookng Solutios Budget Module  Oiheln
o P, ’.'\lﬁ-uf’ll:ﬂ_ Phymrurys Py sy it & v Py Pemrn; ek - visa yronapd hardinsy e
e Review Policy Ao e
Rtalors Wi il musbrwiiaril Iy T e sehivm inaskbig 1) v Tlaed e
MH-TE5400-p  "Pme e A b st 10 mag 03k ot} pe il
L1 KLAMIIAR. SATYARAN VASBATKAR 1 har 2015 Panzji HiC R426002) MIGNTHLY
12T o 5 00,0 My 1 b 2045

Pic 25: Review Policy

The DO Checker clicks the relevant drop-down sections to review the Policy Details, Address
& Contact Details, Nomination & Family Details, Office & Agent Details, and Maker’s
Remarks.

& 1. Policy Details

# 3. Momination & Family Details

@ 2. Address & Contact Details - |
4l 4. Office & Agent Details |

Maker's Remarks
Tallied

Pic 26: Review Policy, Address & Contact, Nomination & Family, Office & Agent, & Maker’s
Remarks

Once all the information is verified & found correct, DO Checker clicks on the Approve button
on the bottom right corner of the page

& 1. Policy Detalls
@ 2. Address & Contact Details
#, 3. Nomination & Family Details

db 4. Office & Agent Details

Makes's Remarks

Tailied

Approve Button

Pic 27: Approve Button
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When the DO Checker clicks the Approve button, a confirmation pop-up appears. The DO
Checker must provide remarks and click Approve to complete the approval process.

Updats Rematicn

Approve to complels
the proooes

Pic 28: Update Remarks and Approve Record

Once the Record is Approved, the confirmation appears on the top right corner of the page
Policy Approved.

o - - o Lt

- . O T e cap GOy i e e a1 by e e W B0 T
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——
o ——
| E——— ———

S Pre=——rrrr.
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Pic 29: Policy Approved

5. Agent Master Verification (Divisional Maker)

Objective
To verify and maintain Agent.

Procedure
Upon login, the DO Makers will land on the Data Migration page, where they can click on
Agent Master Data as shown below in Pic 4.
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[ Home ) Dats Migration

Lelect & mocie to get stared

Agent Master Data

Pic 30: Data Migration Page

Upon clicking Agent Master Data, the DO Maker is redirected to the Agent Verification
Dashboard, which provides an overview of the total number of agents and their status-wise
distribution, including Under Verification, Pending Approval, Approved, Rejected, Reverted,
and Pending.
& ‘Welcome 1o the Deparorent of Posts — Sty updated with lasest notifications and services | & Track your packages online | & PRI services svallable | of Speed Post. Expras
(@ Home © Agent Verication

[:) Agent Verification

deyira migrated agent prafies comect stagng recomds and sutmit for spphova

Testad ivgents Uriclar Yetifieation Peruditi Appndval Approvad Ajerted Fvertad Penling

905 5 2 4 4 3 887

Pic 31: Agent Verification Dashboard

By selecting a status card, DO Makers can view the detailed agent records corresponding to
that status category.

Horme pleyes Tramiters  Exit Manag IME Data Verification  Leawe Manag Systen  MIS Roports.  Dithars >
i Pt Paryrremils Sk - Yo Ereited Bamhing parines
Tistal Bgpeerin Under Verthieation Parling Apmpesasl Apprenat] Rapecied Darniding
Ssarch Woriflcation Status
[ Sessciy agest D o agenl nare Ararted
e (D

Agent Tygse Gancles PAM Mumber Statun Camimnyon Stalus Status Date Tesrranaticn Reman Lant Lipdabed WeriFication
ALTVISTH Plala WO P it AT ACTIVE T8 My A0S 1 08 fAug 202k Reveriod

Pic 32: Agent Status cards
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DO Makers can search for a particular Agent Record by using the Search Option (Search
agent ID or agent name) and filtering the Verification Status.

Neritication Stwlus

Under Venfication
Search by Agant i or Name Pending Approval
Approved
Rejected

Finalimed

2 & T TTR TN W

Pic 33: Search Option and Verification Status

After specifying the search criteria and filtering by verification status, DO Makers can click
Search to retrieve the relevant agent records.

The Reset button allows DO Makers to clear all selected filters and search parameters,
enabling them to perform a new search.

Seanch Verification Status
- -1 Initiate Search
Q Sewch agent 1D of agent fame Pendira
Resat Search Criteria

Pic 34: Initiate Search and Reset Search Criteria

The second search option allows DO Makers to narrow down the results by entering the initial
letters or characters of the Agent ID, Agent Name, Agent Type, or other fields available in the
column headers.

(e ) (4 come -]
Agent |0 Agent Marme Agent Type Gender  PAN Number  Status Commission Status  Status Date Tevining
CSOHDIZ 26360 FRASAD CANTHALE ADRISOR bzt (A8 o bRl ACTIVE ACTIVE 19 Muy 2026 1
SDHOT3Z6E33 PRASAD RANTHALL A IS telik CEES RGN ACTIVE ACTIVE 19 My 230 1
DEEMPII05510 FRIGSAD SANAY TALESAR DEMARTIMENTAL EMPLOYEE [EE ANDETET 530 BCTIVE ACTIVE 17 Feb 2026 i

1 ’

Pic 35: Narrow down the search results

The Export option allows DO Makers to save the search results into a CSV file.

= | Expaort ta C5V tila
Search

-
Agent 1D Agent Name Agent Type Gendsr  PAN Number  Status Commission Status  Status Date )

Pic 36: Export to save the search results
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DO Makers can use the drop-down menu in the bottom-left corner of the page to select the
number of records displayed per page and the pagination controls in the bottom-right corner

to navigate between the available pages of search results.

- Rows ner Page

Pagination

—C L BCLTD

Pic 37: Rows per Page and Pagination

Once the search results are displayed, DO Makers can select the appropriate agent record to

view, review, and verify the agent information.

Agent 11 Agent Mame Agent Type Gender AN Mumber Status

MMOSOIHES 58 S TOSH K12 LichRR ALRISCOR hale KA gt ACTIVE
CSDHOBR26eaT WADTEA, HIECH ADRISOR Pl Lt T ol AETIVE
SDHMITERET DA NG APASOR (BT LS agetl b ACTIVE

Caommession Mafus Statim Date i
ALTIVE ¥ Wiy 2028
ACTHE EE Aay 202
ACTWE bl

Pic 38: Select appropriate agent record

DO Makers review and verify the agent details to confirm that they have selected the

appropriate agent record for processing.

Moartem BCF At imene b Sk Dewn Gagetianin (AR el Masag— b

- SRS T R OIERTTERTT O S
a Verity Agent

cersorianosi IS

A arire
i

WP ATITIET SEI TN RIS A T

T s kg A | @ LM T

s o v

| Wb D —

| B & dsdlrss A Costin e e

B Ly o ek fieiain G

" & Peswtiabmn Deceds  arisem

Pic 39: Verify Agent

DO Makers select the subsequent dropdowns to verify and edit the Policy details, Address &

Contact details, License & Bank details, Nomination details.

1. Agent Details

Agent Code Agent Type Employee ID

? : . =
MO5013268596 | | ApvisOR | |

Office ID Circle ID Division ID
24530001 J | J |

Title First Name Middle Name

| l | SANTOSH KULKARNI | [

Pic 40: Verify & Edit Agent Details
INDIA POST
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DO Makers can click on Edit option and edit the information available. Once the information is
updated, they can click on Save Changes to save the changes or Cancel Changes to discard
the changes

| 132689

Edit information

& Edit

1
| Save Changes

Cancel Changes [
i % Cancel Changes

- e

Pic 41: Edit & Save Agent Details

DO Makers can click on the Address & Contact details to Add a new address, Edit current

address for the Agent.
@ 2. Address & Contact Details  S0H01=93T1
addresses 0 Record | |+ Add |
[ Address Type PERMANENT w J

Centacts 0 recod l + Add |
Comact  ALTERNATE MOBILE

Emails 0 record
! Email  sureshinmrkandagin©gmalloom

Pic 42: Add New Address / Edit Current Address

If the DO Makers are editing the current address, they have all the below options available to
record the changes

e Primary Address —yes or no

¢ Same as Permanent-yes orno
o Effective from

o Effective till

INDIA POST Page 19 of 37
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Same is Permanemt

e

eftective From Same as Permanent Yes/No
TImaTy .
0-01-1900 0

Primary Yes/No

num

Effiective To

dd-mm-yay O

Pic 43: Options under Edit Address

After completing all the required fields, DO Makers should click the Save button to save the
entered details.

Pic 44: Save the Edited Address

DO Makers can add new address by clicking on the Add button and enter all the required
fields

Mew Address

Address Type Address Line 1

Select an option ‘ | |

Address Line 2 City

State Country

Pincode

Pic 45: Add New Address

Once all the fields are entered, DO Makers click on Create button to save the entries or click
cancel to discard the entries.

Pic 46: Save / Cancel New Address
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Under the Contacts section, DO Makers can use the Add button to add a new phone number
to the available contact records or the Edit button to update an existing phone number.

Contacts
Fdd Mow Phone Murmber

TEITINOZIT
PERMAMENT - TROFNG22T - Yes

Contact Type Contact Nurmber Prifrury

PERMANENT TamI919227 Yes

~
Eifit Cuvnwint Phone Nimnber

Pic 47: Add/Edit Phone number

DO Makers scroll down to Edit the current email address.

Emasils

bhomkriatyundigrmall com .

bhamkratyvnidgmail com

Emall Addregy

MWH@MF;nm Edit Email Address

When the Edit button is clicked, a pop-up window opens, allowing DO Makers to update the

Pic 48: Edit Email Address

email address. Once the changes are completed, they can click Close to exit the window.

Emails - bhomkrsatyvn@gmail.com

Conectont are staged and saved with ghi agend tecord

Update Email Addrass

e

Pic 49: Update Email Address

The License & Bank Details section is the next component that DO Makers must review and
verify as part of the agent verification process.
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Pic 50: Verify License & Bank Details

DO Makers can proceed to the Nomination Details section to review and verify the nominee
information associated with the agent record.

& 4. Nomination Details “

Mominations 0 recards

No nominations for this agent.

Pic 51: Verify License & Bank Details

Once all the information is verified and updated, DO Makers click on Submit for Approval
button to forward the record for approval

Home  Employes Transfers  ExitManagement M5 Date Verification  Lesve Management Systen  MIS Reports  Others
iﬂnulll:pamﬁlm,m:mmﬁrn | .lnﬁuﬂmﬂqmum-h-wndmingmn

MNARENDRA PILYEXAR Vous itk !.\u':.--LM-ul_' Ul et B 31 WIKHAE - Ll Uil 00 Al 20001

& 1. Anent Details

@ 2. Address & Contact Details -

T 3. License & Bank Detalls

L 4, Nemination Detadls

Ja

Pic 52: Submit for Approval

6. Medical Master Verification (Divisional Maker)

To start the Medical Examiner verification process, the DO Maker selects the Medical Master
Data card from the Data Migration page.

INDIA POST Page 22 of 37




.1 Operation Guide on PLI/RPLI Data Migration Verification Tool

& Hame » Data Migration

Home  Employes Transfers  Exit Management  IMS Data Verffications  Leave Management Systen  MIS Reports  Others
hert af Posts — Sty updated with latest notificstions and services | @ Track your packages enline | PLURPLE services available | o Speed Post, Express Parcel, Business Pogt services

Data Migration

Siefext 4 module 10 peL started

Medical Master Data

Pic 53: Data Migration page & Medical Master Data

Upon clicking the Medical Master Data, DO Maker will be redirected to Medical Examiner

Verification page

Mame  WCFtalwan  Bekg Saietin  Deviregictian FRRW bt Mamgrment S -
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-
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T 2 Addeiss & Dofinet Uetsls  WnidiEs

5 Bavh Dtk s

| Fleiiiiies

Pic 54: Medical Examiner Verification Search

*The Medical Examiner Verification page has the same layout and functionality as the
Agent Verification page, including Search, Reset, Export, Pagination, and Rows per Page
options. Refer to the Agent Verification process for instructions on using these features*

Once the desired results are retrieved from the search, DO Maker selects appropriate record
and verify the Medical Examiner information to ensure that the correct Medical Examiner

record has been selected for verification.
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Pic 55: Verify Medical Examiner

Once the information has been verified, the DO Maker can expand the relevant drop-down
section to review, verify, and update the Medical Examiner details.

-

9 1. Examiner Details

Examiner Profile Cods Examiner D Medical Examiner Subtype

I DC726958 | | 72596817 | l 1 |
First Name Middie Name Last Name

| A | 5 ] | SINHA 1

Pic 56: Verify Examiner details

DO Makers can click the Edit option to modify the existing Medical Examiner information as

needed.

r— Tt Exit Mianocemen |MS Data Verification. YT S n MIS Repe o o
of Posts — Seay updated with latest notifications s services | @ Track yowr packages ondine | § PLLAPLI seryices available | & Speed Post, Ecpress Parcel, Business Post services

| ‘AcTiE ! 15/02°2016 8 0T 2018 (=}

Termination Date

= Edit to maoite shanges

| ‘Sebect date

& Edit |

Pic 57: Edit Examiner details

After making the required changes, DO Makers should click Save Changes to apply and save
the updates. To abandon the changes and revert to the previously saved information, they can

click Cancel Changes.
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Pic 58: Save or Cancel Changes

DO Makers can click on the Address & Contact details to Add a new address, Edit current
address for the Examiner.

(‘Llul.run'm RN AR ML AN LA KL BERH AR
tite
U. Sarben
Barjen T -i:..;':ln.

00w TR0 8 i 20

@ 2. Address & Contact Details.  MEsTIe860

| Addresses 0 rocom | + Add |

ADDRESS TYPE: COMMUNICATION =
ACDRESS LINE T GANDHI MAGAR IR0 LAKE

Contacts O mocon | + Add J

Cantect Type MOBILE

Pic 59: Add New Address / Edit Current Address

Once all the fields are entered, DO Makers click on Create button to save the entries or click
cancel to discard the entries.

Pic 60: Save / Cancel New Address

The License & Bank Details section is the next component that DO Makers must review and
verify as part of the agent verification process.
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Pic 61: Verify Bank Details

Once all the information is verified and updated, DO Makers click on Submit for Approval
button to forward the record for approval
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Pic 62: Submit for Approval

When the DO Maker clicks Submit for Approval, a pop-up window appears prompting the
user to enter remarks. After providing the remarks, the DO Maker can click Submit to forward

the record for approval.

Submit for approval

bl rumark mplsireng your s

Remarks

"[..\.-,;lll_w vl yoa reviewed

Pic 63: Update Remarks & Submit
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7. Agent Verification (Divisional Checker)

Objective
To approve or reject Maker updates.

Once the user (Divisional Checker) logs in to the portal, the landing page will show sub-cards
(Policy Master Data, Agent Master Data, Medical Master Data, Policy Consolidation Report &
Download IMS Reports) under Data Migration as shown in the below Pic.

Home  Bag Mansgement  Barcode and Label Mgt BCP Selutiens . Booking Solution  Budgel Module Ol ~

bl Pot, Express Parcel, Butinam Pout services | il Indis Pac Payments Bank - Yous rusted banking persner

(5] Hame » Data Migraton

. Agent Master Data Card
Data Migration

Cwwramtes Hrarmil
Setect & modulo B ged dtarted
Palicy Masier Datn Medical Master Data Policy Consalidation fepert Doymenload IMS leparts

Pic 64: Data Migration Page and Agent Master Data
DO Checker clicks on the Agent Master Data card to review the Agent Verification records.

When the DO Checker selects the Agent Master Data card, the Agent Verification
Dashboard is displayed, providing an overview of the total agent count and status-wise
distribution of agents across different verification stages.

Home  Bag Management  Barcode and Label Mng BCP Sohutions lml:tr-ghmhn Budget Module Oty ~
e ke - Forur trusted bandong partaer
&l Harme © Agent Verificatian

2=} Agent Verification

Hirvierw agristed agent peelilen commot staging reroseh and st for apgrol

Toeal ey Lingber Varilcsthan Bardling Approal App o Fiwpo vl Reyerted Paraned lrngg

905 5 2 4 4 3 a87

Pic 65: Agent Verification Dashboard

DO Checkers can use the status cards on the dashboard to access and review agent records
categorized under the respective status.

INDIA POST Page 27 of 37




=
- wila

. ] Operation Guide on PLI/RPLI Data Migration Verification Tool

lielis (st

Home  BogManagement  Barcode and Label Mngmt  BCP Salutions  Booking Sofution  Budget Module  Others ~

Tatal Agents Urndder Yenfication Pemgting Appraval Approved Roppoted feeverted Peinding
Search Werification Status
Ol Search agert |0 o ageni mams Pendinng
]
-
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Pic 66: Agent status cards

DO Checkers can filter agent records by entering search criteria and selecting the appropriate
verification status from the Verification Status drop-down list.

ome Department of Posts — Slay upds
Ve itn Satu

Unidfer Vertication
Perding Approval

Filter by Verification Status

Seanrch by agent |ID or name

Agenit Type Genger PAN Number  Status Commission Status  Status Date B 1w ML JI LIRS e S S, I

Pic 67: Agent Search

After entering the search criteria and selecting the appropriate verification status, DO
Checkers should click the Search button below the Verification Status drop-down list to
initiate the search. To perform a new search, they can click the Reset button to clear the

& Wiglporme tn mz.mm

Ol Seavch agont [0 agent name Pending |

existing search criteria and filters.
Home BagMansgement  Barcode and Label Mngmt  BCP Solutions  Booking Solution  Budget Module  Others ~

Search Verification Status

Pic 68: Search and Reset

The second search option allows DO Checkers to narrow down the results by entering the
initial letters or characters of the Agent ID, Agent Name, Agent Type, or other fields available

inthe column headers.
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1 Post. Expross Farcol Susness Fostservices | India Post Paymients Bank - Your tnsted banking partner
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Agent 1D Agent Mane Agent Type Gender  PAM Mumber  Stals Commission tatus  Status Date |
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Pic 69: Narrow down the search results

The Export option allows DO Checkers to save the search results into a CSV file.

—
Export to CSV file
' *, Expart ]

&
Agent 1D #gent Name Agent Type Gender PaMN Nurmber Status Commission Status Status Date i

Pic 70: Export to save the search results

Once the search results are displayed, DO Checkers can select the appropriate agent record
to Review, Verify, and Approve the agent information.

Agent 1D Aggeni Mame Agenit Type Gender BAN Mumber Status Commission Status Status Ciate al
BADEO 336556 SANTIFGH KL Gaam B ISR Rlata O e ACTIVE ACE IS My 2026
CSDOMOR2ERET VIEYA, NEG) ALVISOR RAale PSRN ACTIVE ACTIVE 1 Wiy 026
SDHO1326383 WIETFA NESI ALTVTEOH U i hedd ACTIVE ACTIVE 1% lay 2026

Pic 71: Select appropriate agent record

DO Makers review and verify the agent details to confirm that they have selected the
appropriate agent record for processing.

Home  Bag Monagement  Barcode and Lobel Mngmt  BCP Solutions Booking Solution  Budget Module  Othens
¥ Wieloome 1o the Department of Posts — Stay updated with)

‘."erify Ag!ﬂt | _:—H.h:h wmint |

Compare migrated acem data egeindl the staging reoro

cspHot26897 CEED 5 notrumsdyet. B Notsubininiod
Agjur ¥yra fiai 1 Rirth BaH hm b ol tran
ADVIEOR MALE 20 Mar 1990 AN PHOOO0X ACTIVE
2:52;0031
VIDYA MEGL  onrinkes | Divviiion Head | Jockqind My L MHICYRARE - Lisz Ugsiainil U6 Auig TR
Pic 72: Verify Agent

Upon verifying the agent data, DO Checkers go through the different dropdowns to verify the
Agent details, Address & Contact details, License & Bank details, Nomination details.
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Heame to-the Deparimant of Posts — Stay updated with latect notifications and services | @ Timck your packages online | & PUMPLI services svaslable | o Speed Sost, Bepress Parced

24530001
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| IE] 1. Agent Detadls -
¥ 1. Address & Contact Details -
£ 1. License & Bank Details “
A 4, Namination Details .

Pic 73: Parameters to complete Agent Verification

p
1. Agent Details ~ ]

@ Your role does not permit editing staging data

Agent Code Agent Type Employee ID

CSDHO1326687 I ADVISOR ] | |
\ ! A \ A4
Office ID Circle ID Division ID
l 24530001 J | |
Title First Name Middle Name

Pic 74: Agent Details

" Welcome to the Department of Posts — Sty updated with latest notifications and services | © Track your packages onfine | & PLURPLE services svailabiel

& 2, Address & Contact Details -

Addresses 1

PERMANENT

hat nm =
IF PONDA SUE DIVISION, PONDS, Stabe Reguisnd 1117

Addres Lop J Addresy-Ling § willane
Talisca Disdrict Counbry
Aol Ll

Pic 75: Address & Contact Details

i 3. License & Bank Details -

Licenses I imcntni

o dicmtes for tisi agei

Bank Details LRk

Mo bark Setails for the sgend

Pic 76: License & Bank Details
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2 4. Nomination Details i

MNominations Drecords

Pic 77: Nomination Details

Avyellow flag is displayed in each dropdown for Checkers, showing the number of changes
made by the Maker.

oo fag Managemssri  Baerruce sed Label Mngmi 80P Sohutions  Booking Selgiion - Budged Wodule  Tihen v
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Pic 78: Changes made by Maker

Upon clicking the row, the DO Checker will be able to view the exact changes made by the
Maker, along with the original entry as it existed before the modifications were made.

Motne By Maragement  Barode sed Labed Megent  BCRSolutiien  Booking Sedafion  Mudget Maoduls  (ihan o
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Pic 79: Changes made & Original Entry
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After verifying all the details and reviewing the DO Maker’s remarks, the DO Checker can take

the appropriate action by selecting Approve, Reject, or Revert for the record.

Home By ods anid Labiel Mrgmt BCF Solut r o 3 idget Modiule  Othaes
Bl YOS pRchegET onlifie e FLAPL sgrwices availlable | oF Speed Pos Expsiess Paicel Busiiess Pog scivcel | 0 Indie Podr Paymsiis Bank - Your inaied enking paiiber

2 2 Address & Contact Dotails

O 2 Licomse & Bank Dwotails

oA Mominatian Details

Bnkess Reri ks

Last Hame apdated

e o m
- ~tharr)

Pic 80: Approve, Reject or Revert

8. Medical Examiner Verification (Divisional Checker)

The DO Checker initiates the Medical Examiner verification process by selecting the Medical
Master Data card from the Data Migration page.

updaied with It noufcamons sad services | @ Trock your packages ordine | i@ PLIRFL servaces avpilabie | o Speed Pos, Sxpress Parpel, Bumness Powr serveces. | il iradia Post Pay)

G Herrw + Dutn Migation

k Medical Master Data
Data Migration ey

Gredect o medole B gl sdarked

Paly Maitor Dats Agert Mastes Data

Pic 81: Data Migration Page & Medical Master Data

Upon clicking the Medical Master Data, DO Checker will be redirected to Medical Examiner
Verification page
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Pic 82: Medical Examiner Search

*The Medical Examiner Verification page has the same layout and functionality as the
Agent Verification page, including Search, Reset, Export, Pagination, and Rows per Page
options. Refer to the Agent Verification process for instructions on using these features*

Once the desired results are retrieved from the search, DO Checker selects appropriate
record and verify the Medical Examiner information to ensure that the correct Medical
Examiner record has been selected for verification.
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Pic 83: Medical Examiner Details
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Upon clicking the rows, DO Checker can verify Examiner details, Address & Contact details,

and Bank details as seen in below Pic 52.
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Pic 84: Medical Examiner Details
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Pic 85: Address & Contact Details
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T 3. Bank Details

Bank Accounts

Mo bank accounts for this medical examiner.

{rrecords

Pic 86: Bank Details
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After reviewing and verifying all the details, along with any comments entered by the DO
Maker, the DO Checker can take the appropriate action by selecting Approve, Reject, or
Revert for the record.

m Bog Mansgement  Barcode snd Label Mngmt  BCP Solutions  Booking Solution  Budget Module  Dithaer
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Pic 87: Approve, Reject, or Revert
9. Reports and Data Extraction (Divisional Checker
only)

Objective
To generate and download migration reports.

The Policy Consolidation Report card enables users to generate consolidated policy
statistics by product within their designated office scope.
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Pic 88: Policy Consolidation Report card
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Pic 89: Policy Consolidation Report

Users can click on the Refresh button on the top right-side corner of the page to Refresh the
data. Users can click on the rupee figure to see the exact amount.

User click on the Download IMS Reports card to download the Policy or Collections report
into an Excelfile
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Pic 90: Download IMS Reports

Upon clicking on the Download IMS Reports card, Users select Report Type & Verification
status from the drop-down menu and click on Download Report.
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Pic 91: Download Report

INDIA POST Page 37 of 37




