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DISCLAIMER: 

The information provided in this OG is intended solely to assist users in understanding and eƯectively 
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 oƯicial instructions. 

For any clarification regarding departmental rules, regulations, procedures, or guidelines, users 
should refer to the relevant oƯicial manuals, volumes, orders, and departmental instructions. This 
OG should not be cited or relied upon as a substitute for such oƯicial references. 

 

Document Control 
Version Date Description Document Index # Author 

1.0 13-08-2026 Initial Release 
 

IMSOG001 v1.0 
Dated 13-08-2026 

CEPT 

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 
Sl. No. 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. 
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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. Enter User ID.  
c. Enter Password.  
d. Click Login.  
e. Upon successful authentication, the Dashboard page is displayed. 

 
Pic 1: Sign-in to  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”. 

 
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. 

 
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. 

 
Pic 4: Policy Verification page 

Note: The Policy Verification page shows: 
 Total Policies 
 Pending Approval 
 Approved Policies 
 Pending Policies 
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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. Customer ID 

 
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: 

 
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. 

 
Pic 7: Select Product Type & Search 

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

 
Pic 8: Reset for New Search 

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, 
Agent Code, or other relevant details. 
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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 

 
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. 

 
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. 

 
Pic 13: Verify Policy 

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

 
Pic 14: Policy Details 

 
Pic 15: Address & Contact Details 
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Pic 16: Nomination & Family Details 

 
Pic 17: Spouse Details 

 
Pic 18: Parent Policy Details 

 
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. 

 
Pic 21: Mark Verified 

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 
the action. 

 
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. 

 
Pic 23: Data Migration Page 

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

 
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. 

 
Pic 25: Review Policy 

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

 
Pic 26: Review Policy, Address & Contact, Nomination & Family, OƯice & 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 

 
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.

 
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. 

 
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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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.

 
Pic 31: Agent Verification Dashboard 

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

 

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. 

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.

 
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. 

 
Pic 35: Narrow down the search results 

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

 
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. 

 
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.

 
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. 

 
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. 

 
Pic 40: Verify & Edit Agent Details 
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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 

 

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.  

 

 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 

 Primary Address – yes or no 
 Same as Permanent – yes or no 
 EƯective from 
 EƯective till 
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 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 

 

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. 

 
Pic 47: Add/Edit Phone number 

DO Makers scroll down to Edit the current email address.  

 
Pic 48: Edit Email Address 

When the Edit button is clicked, a pop-up window opens, allowing DO Makers to update the 
email address. Once the changes are completed, they can click Close to exit the window. 

 
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. 

 
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 

 
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. 
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Pic 53: Data Migration page & Medical Master Data 

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

 

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. 

 
Pic 56: Verify Examiner details 

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

 
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.  

 

 
 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 

 
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. 

 
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. 

 
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 diƯerent verification stages. 

 
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. 
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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. 

 
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 
existing search criteria and filters.

 
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 
in the column headers. 
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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. 

 
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.

 
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.

 
Pic 72: Verify Agent 

Upon verifying the agent data, DO Checkers go through the diƯerent dropdowns to verify the 
Agent details, Address & Contact details, License & Bank details, Nomination details. 
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Pic 73: Parameters to complete Agent Verification 

 
Pic 74: Agent Details 

 
Pic 75: Address & Contact Details 

 
Pic 76: License & Bank Details 
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Pic 77: Nomination Details 

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

 

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. 

 

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.

 
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. 

 
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. 

 
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. 

 
Pic 84: Medical Examiner Details 

 
Pic 85: Address & Contact Details 

 
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.

 

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 oƯice scope.  

 
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 Excel file 

 
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 


