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Main Screen 
 

 
 

Top line of front screen shows Version , Client ID and Software validity . 

 

Short Keys : This will help you for day to day work for which no need to go to menu. 

 
F Key  Title Function 

F1 Download New RD Account  To Download New Account opened 

F2 Prepare RD Schedule To Prepare Schedule ( off line) 

F3 View / Print RD Schedule (offline) To View or print before and after online submission  

F4 Submit RD Schedule to Agent Portal To Submit schedule to Agent portal & Generate Ref No. 

F5 RD Pay-in- Slip To Generate pre filled Pay slip of RD Schedule 

F6 Mobile App To Export and import Data with Mobile App 

F7 RD Cash Collection To Make an entry of daily cash collection  

F8 Prepare RD Schedule (Fix) To Prepare Schedule of  FIX  list of Accounts 

F9 Family ID wise Portfolio  To Generate Consolidated Portfolio of Family ID 

F10 Consolidated Maturity Report To Generate common maturity report of all Scheme 

F11 Send SMS To Send various type of SMS to Depositor.  

F12 Inquiry To search detail of Account by search criteria  

 

Team viewer :   

 
This software will enable us to connect to your Desktop for support. If you will click on it , it will 

open Team viewer quick support software and shows your  ID and Password. You need to call and inform it 

us on phone so that we can view your screen here and support as if we are sitting with you.  

 

We recommend to you to use auto installed Team viewer QS (Ver.10) for quick and hassle free 

desktop sharing. 
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Post Office Agent Software User Manual 

 

 

Configure 

 

 

Add-Ons 

 

Open Account 

 

Close Account 

 

Modify Account 

 

Transactions 

 

Reports 

 

Tools 

 

 

Help 

 

Exit 

 

 

 

Configure 

 

Post Office 
 

 
 

 

You can view existing list of Post Offices available. You can add/modify existing Post Offices from above 

screen. Post Office you select as a “Default Post Office” will be automatically selected while opening any 

account. 
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Bank 

 

 
 

 

You can view existing list of Banks available. You can add/delete Banks from above screen for Preparation of 

RD schedule through Cheque.Click on DOP Bank option only if Post office is under CBS Network. 

 

 

 Area 
 

 
 

You can view existing list of Areas available. You can also add Area from above screen. Area you select as a 

“Default Area” will be automatically selected while opening any account. 
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Commission Rates 

 

 
 

You can update the Commission, TDS, and Education Cess Rates from above screen. But Generally it is 

updated automatically while software update.  

 

Agent Information :   MPKBY  (RD) Agent : 
 

 
 

Enter RD Agent Detail with Agent Portal ID and Password for Online Submission of Schedule. 

You can also add/modify Agents from above screen. Call helpdesk for Adding  more agencies. 
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For SAS Agency  : 

 

 

 

 
You can  add SAS agency from this option . You can also modify SAS Agent detail (Other than name) from 

above screen. 

Call helpdesk for Adding  more agencies. 

 

 

Interest Rates - SB  
 

 
 

 

You can update SB Interest Rates from above screen. 
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Interest Rates - RD 

 

 
 

You can view existing RD Configuration.   

Add new RD Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  

 

Interest Rates – RD Extension 
 

 
You can view existing RD Extension rates without Deposit. 

Add New RD Configuration by entering appropriate values and clicking OK.  

You update by applying software update file from website .  
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Interest Rates – MIS 
 

 
 

You can view existing MIS Configuration.  

Add new MIS Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  

 

Interest Rates – KVP 
 

 
 

You can view existing KVP Configuration. 

Add new KVP Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  
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Interest Rates – KVP PMC RATES 

 

 
 

You can view existing KVP PMC RATES Configuration.   

Add new KVP Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  

 

Interest Rates – 5 Year NSC 

  

 
 

 

You can view existing NSC Configuration. 

Add new NSC Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  
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Interest Rates – 10 Year NSC 

 

 

 
You can view existing NSC Configuration. 

Add new NSC Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  

 

Interest Rates – TD 
 

 
 

You can view existing TD Configuration.  

Add new TD Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  
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Interest Rates – PPF 

 

 
 

You can view existing PPF Configuration.  

Add new PPF Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  

 

Interest Rates – SCSS  
 

 
 

You can view existing SCSS Configuration. 

Add new SCSS Configuration by entering appropriate values and clicking OK. 

You update by applying software update file from website .  
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Add - Ons 

 

 

Mobile App (Post office Agent ) 
 

 

 
 

 

 

• First of all , Download Post office Agent Mobile app from Google play store and install in your Android 

Mobile , Register App with your client ID . You will receive Password of App to your registered mobile 

number only.  

 

• Then , go to above option (Add on- Mobile App) . Select Data transfer method as per your choice .  

Data Transfer : Manual  – This will generate excel file of account which you have to upload in Mobile app .  

Data Transfer : Automatic – This will enable data transfer between software and app automatic . 

 

• If you select data transfer Automatic , Enter Mobile App Password and  click save . 

 

• Then , Select Scheme and Click Export Accounts  to send Accounts detail to Server.  

Now, you need to Import Accounts  by Sync Data option in Mobile app. 

 

• Click Import RD Collection to receive RD Collection made by Post office Agent Mobile app.  
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CIF / KYC  

 
You can keep CIF/KYC data of client through this option. 

 

 
 

 

Enter CIF / KYC (Know Your Customer) detail of your client. 

You can add PAN and Aadhar number while data entry. 

 

KYC data can be save without CIF number in case of New Account opening . 

After Receiving CIF/Account number , You can update the same by searching data by Name .  

 

You can also save KYC document by click on Upload link . 

Click on View/Print to View/Print KYC detail of your client and generate KYC form. 
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Generate Account Opening Form  (AOF) 

 

 
 

You can generate Account opening form with KYC data of client through this option. 

Select Type of Account, Name of Applicant/ Nominee/ Witness etc and fill detail of Deposit and Agent . 

Click KYC form if you want to generate KYC and AOF together .Select Format (Old/New). 

 Click View to check the detail fetch from CIF data. You can print from Excel file of Form or Print Button 

directly. 

 

Inquiry  
 

 
 

You can search information of any account of client. 

Select Type of Inquiry in Search in, Select Criteria, enter keyword of criteria selected.  

You can view detail of any account below. 
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Send SMS 

 
You can send SMS related to Account details & Festival wishes to your client.. 

 

 
 

Note : 
1.  Internet Connection must be enabled to send  SMS. 

2. Account must be updated with Mobile no. 

 

� Steps to be followed to send SMS : 

1. Select Type of Massage to be sent . 

2. Select Scheme (for Eg. RD)  for which you want to send SMS. 

3. Enter Period for which you want to SMS in From/To Date. 

4. Click Search to view eligible Account Numbers with mobile number. Pl  note that  Account with 

mobile number will be seen here.  

To update mobile number , Go to Tools- Update Account Details  or Modify –RD.  

5. Now, select the Accounts you want to send SMS. You may also click Select All button to send 

SMS to all account .  

6. At last , Click  Send SMS button and wait for message from Software that SMS sent 

successfully. 

 

• SMS can be sent at any time of day or night. 

• SMS generally delivered within a minute. But may not be on DND Numbers. 

• It also shows your SMS balance on top corner side in Red colour.  

• No customize message can be sent from software or app.  

 

� You may call helpdesk for recharge SMS balance by paying nominal charges. 
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Postal Forms/ Manuals  
 

It will show ready to View/Print Postal forms / Postal Manuals (Postal Savings bank Rules and Latest Orders) 

for your clients as well as your agency needs. Latest forms/ orders added to the folder time to time. If you are 

not able to view required forms etc  you may download and update it from our website. 

 

Document Scan  
 

You can take a shot (through Web cam) of specimen Signature or KYC Document of Client. 

 

 
 

 

• Select Scheme of Account, Enter Account No. 

• Set Your Web cam for clear view of SS or Documents. 

• Click on Save to store view of SS or Documents shot. 
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Find  Documents 

 
You can View/Print Specimen Signature or Document for KYC. 

 

 
 

Select Type of Account 

Enter Account/Reg. No and click on Find to view Specimen Signature or Document for KYC. 

 

 

 

Change Account Number 

 

 

 
You can Change Account Number after CBS implementation in Post office by this option. 

Enter Old Account No and Press Enter.  Now Enter New Account number and click OK. 

 
 

Kerala Reports : 

 
This options is related to generation of Reports required in Kerala. 
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Open Account 

 
You can open account in software manually when Account not downloaded from portal or deleted from 

software. 

 

RD (Recurring Deposit) : 
 

 
 

Select Agent name if you have added more than 1 agent in software.  

Enter required information from Passbook . 

IF you have saved CIF detail from Add On – CIF/KYC menu, Data will be automatically fetch when you enter CIF 

number while account opening .  

LOT Number : Enter List number , If you want to add account in fix schedule . 

Click on OK to Save Account Detail. 
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MIS (Monthly Income Scheme) : 
 

 
 

 

 

PO: Select Post Office in while MIS account is opened. 

 

CIF 1 / 2 : Enter CIF number as seen in Passbook of account or entered in Add On – KYC/CIF.   

 

Last Tr. Date: For Old Accounts, enter the actual Date of Last Transaction from Passbook. 

For New Accounts, enter Last Tr. Date same as Opening Date. 

 

Int Paid: For Old Accounts, It will show total monthly interest paid of account automatically if account is 

operated regularly.  You may tally it with passbook and update, if required. 

For New Accounts, Keep 0 in Int Paid.  

 

Auto To: Select RD/SB/Bank if MIS WD is to deposited in RD/SB Account directly. 

 

A/c No: Enter Account Number in  A/c No to which amount to be deposited automatically. 

 

Remark: Enter the Remark about the Account, if required. 

 

LOT No: If you follow Fixed LOT System for MIS Withdrawal, enter the LOT No in which the Account should be 

added. This will allow you to group the Accounts under LOT No, so that you don’t have to select account 

numbers while preparing of MIS Withdrawal list from Transaction -> MIS Fix LOT Postomg. You just need to 

give the LOT No while Schedule Preparation and it will prepare the List of MIS WD for all accounts under that 

LOT. 

 

Click on OK to Save Account Detail. 
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KVP (Kisan Vikas Patra) / NSC (National Savings Certificate)  : 
 

Note : All details to be entered for NSC and  KVP except Certificate Denomination wef  01-07-2016 as 

Passbook is issued in place of certificate as follows . 

 

 

 
Reg / Account No: Enter Account Number with out “R” 

 

Select PO and A/c Type. 

 

CIF 1 / 2 : Enter CIF number as seen in Passbook of account or entered in Add On – KYC/CIF.   

 

Family ID : Select Family ID to fetch common details of family.  

 

Enter other Required details asked and Click on OK to Save Account Detail. 
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KVP (Kisan Vikas Patra) (Opening date before 01-07-2016) 

 

 
 

Family ID : Select Family ID to fetch common details of family.  

 

KVP Reg No: Enter Account Number as seen on Certificate. 

 

Select PO and A/c Type. Then Enter/check other required details till Amount. 

 

Denomination: 

Select Denominations of KVP certificates issues by Post office. 

 

Series: 

Enter Series of KVP given by Post office. Eg .  52ED  

 

From: 

Enter First Certificate’s Number.  Eg. 857421 

 

No of Cert: 

Enter number of certificates in Series entered. Eg: 5 

 

Click on Add to store KVP Certificates.  

 

If you have more than once series of certificates, Enter Series, From, No of Cert again. 

 

When Amount invested matched with Certificate detail, cursor will automatically move to Issue date. 

 

Issue Date: Enter the Date of Investment in KVP. 

 

Maturity Date / Amount: As you enter the Opening date and Amount, It will automatically generate Maturity 

Date / Amount for the Account as per configuration made from Configuration- Interest Rates > KVP. 

 

Remark: Enter the Remark about the KVP Investment, if required. 

Click on OK to Save Account Detail. 
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NSC - 5 / 10 Year (National Savings Certificate- OLD) 

 

 
 

Family ID : Select Family ID to fetch common details of family.  

 

NSC Reg No: Enter Account Number as seen on Certificate. 

 

Select PO and A/c Type. Then Enter/check other required details till Amount. 

 

Denomination: 

Select Denominations of NSC certificates issues by Post office. 

 

Series: 

Enter Series of NSC given by Post office. Eg .  52ED  

 

From: 

Enter First Certificate’s Number.  Eg. 857421 

 

No of Cert: 

Enter number of certificates in Series entered. Eg: 5 

 

Click on Add to store NSC Certificates.  

 

If you have more than once series of certificates, Enter Series, From, No of Cert again. 

 

When Amount invested matched with Certificate detail, cursor will automatically move to Issue date. 

 

Issue Date: Enter the Date of Investment in NSC. 

 

Maturity Date / Amount: As you enter the Opening date and Amount, It will automatically generate Maturity 

Date / Amount for the Account as per configuration made from Configuration- Interest Rates > NSC. 

 

Remark: Enter the Remark about the NSC Investment, if required. 

Click on OK to Save Account Detail. 
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TD (1/2/3/5 Time Deposits) : 
 

 
 

TD A/c No: Enter Account Number as seen in Passbook. 

 

Select Post office  and A/c Type. 

 

CIF 1 / 2 : Enter CIF number as seen in Passbook of account or entered in Add On – KYC/CIF.   

 

Family ID : Select Family ID to fetch common details of family.  

 

Enter other Required details asked till Amount  . 

 

Year: Select Number of Year of Time Deposit. 

 

         Last Tr. Date: Enter Date of last transaction (Interest WD) , If any  

  

No of Wdl:  For Old Accounts, It will show total number of yearly interest paid if Account is operated regularly.  

You may update it from passbook, if required. For New Accounts, keep 0 in No of Wdl. 

 

Maturity Date:  As you enter the Opening date and Amount, It will automatically generate Maturity Date for 

the Account as per configuration made from Configuration -> TD. 

 

Interest:  It will Show Yearly Interest as per year of Time Deposit. 

 

Remark: Enter the Remark about the Account, if required. 

 

Click on OK to Save Account Detail. 
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PPF (Public Provident Fund) 
 

 
 

Balance :  

Enter the Current Balance of PPF Account. 

 

Opening Date: Enter the Actual Opening Date of Account which is written in Passbook issued by Post Office. 

 

Last Tr. Date: For Old Accounts, enter the actual Date of Last Transaction from Passbook. 

 

For New Accounts, enter Opening Date same as Last Tr. Date. 

 

Cur Year:  Enter Amount of Deposit made in PPF account for Current Financial Year to observe limit of PPF 

deposit. 

 

Old/ New: Select status of Account. 

 

Remark: Enter the Remark about the Account, if required. 

 

Click on OK to Save Account Detail. 
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SCSS (Senior Citizen Savings Scheme) : 
 

 
 

SCSS A/c No: Enter Account Number as seen in Passbook. 

 

Select Post office  and A/c Type. 

 

CIF 1 / 2 : Enter CIF number as seen in Passbook of account or entered in Add On – KYC/CIF.   

 

Family ID : Select Family ID to fetch common details of family.  

 

Enter other Required details asked till Amount  . 

 

Qtr. Int : 

It will show Quarterly Interest for SCSS account. 

 

Maturity Date: As you enter the Opening date and Amount, It will automatically generate Maturity Date for 

the Account as per configuration made from Configuration - Interest Rates > SCSS. 

 

Last Tr. Date: For Old Accounts, enter the actual Date of Last Transaction from Passbook. 

 

For New Accounts, enter Opening Date same as Last Tr. Date. 

 

No of Wdls: For Old Accounts, It will show total number of quarterly interest paid if Account is operated 

regularly.  You may update it from passbook, if required. 

 

For New Accounts, keep 0 in No of Wdl.  

 

Remark: Enter the Remark about the Account, if required. 

 

Click on OK to Save Account Detail. 
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Modify Account  

 

• Select type of Account.Enter Account / Reg No for which you want to modify detail of Account. 

 

• You may add CIF number for account downloaded from Portal or opened from Account open menu. 

 

• You can modify  Book number for RD Account automatically allotted after Account downloaded from 

Portal or opened from Account open menu. 

 

• You can also add Aslaas Card number of RD Account . 

 

• You can modify detail of Account entered while A/c Opened except A/c/Reg No, Amount, Maturity 

Date, Maturity Amount . 

 

• If you want to enter Nomination detail, you need to enable Tools- options- Nomination Required while 

A/c Open. Then Follow above procedure. Click OK to update new detail entered in existing Account. 

 

 

 

 

 

 

Close Account 

 

• Select type of Account. 

 

• Enter Account / Reg No for which you want to view/ update closure status. 

• Enter Closer Date in Closure Date. 

• It will show approximate closer value of Account. If it differs, enter Closer value in Maturity value. 

• Enter Remark for Closer of Account. 

 

• Click on OK to update Status of Account as Closed.  

Account will not be deleted from database. You can view detail from its reports. 
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Transactions  

 

Allocate RD Account No to New Account: 

 
This option is provided to Allocate Account Number provided by Post office after RD Schedule Submission for 

New Accounts. 

 

 
 

Select Account from New No. list. 

Enter Account Number provided by post office after submission of New Account in RD schedule. 

Verify Account Detail and Click on Ok to Allocate New Account no. 

Now onward, you can select Account no while RD Schedule Preparation. 



 28

 

RD Schedule Entry     
 

 
 

• Select RD Agent name. Enter Schedule Submission Date. 

• Enter Schedule Number to be prepared. Schedule Number will start from 1 at the beginning of month 

and will be incremented as you prepare the Schedules. 

• Enter Open Date upto to bring accounts upto selected date. E.g. If you enter 15, you will be shown list 

of accounts opened between 1 to 15 day of any month/year. 

• Tick No Default if Default is waived by Govt in case of Schedule not deposited by Agent due to System 

related issue or unavoidable reason .  

• Select Account or Book number for which you want to prepare schedule . Default Account selection 

with show default month . For Advance deposit , click Advance button after selection of Account 

number. 

• Now follow as per following Help window which you can view by Click on Help (F1) 

 

Show: 

You can select Cash collected Account or ALL account for selection of Account to add in Schedule 

 

Sort By: 

You can sort the Account list by Account Number, Name and Account Opening Date. 

 

Search: 

You can search accounts by Depositor Name, Address, A/c No, Phone No and Denomination. Once you 

perform the search, you will be shown list of accounts matching your search. 

 

Show Due Accounts:  

Enable it, if you want to view only Due  Accounts up to Current month. If you untick it , It will show all 

accounts. 
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Schedule by Cheque:  

Enable it, if you want to make schedule to be deposited by Cheque (DOP/Non DOP). 

 

Deposited By Agent: 

If Agent is depositing Amount on behalf of Customer, you should select “Deposited By Agent” option from left 

bottom corner of the screen. This option will keep record of Accounts which are deposited by Agent on behalf 

of Customer. You can view its report from Report- RD – RD Deposit By Agent. 

 

Fix Schedule: 

Tick this option and prepare Schedule If you want to attach some accounts with particular list number which 

you may be planning to deposit as it is till maturity of that account. Then there be no need to select account 

while preparation of schedule from next month . Enter LOT No and Press enter. Attached account will appear 

automatically to prepare schedule.   

 

Cheque Entry (Button):  

This option will redirect you for Cheque entry for Schedule with Deposit by Cheque. 

 

HELP (F1) – Schedule Preparation procedure as per following : 
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To view RD schedule, Click on Show. It will look like following: 
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Submit Online : 
 

Enter Schedule Date and Select Schedule No. Select task from Drop Down menu and Click Process . 

 

 
 

Select Agent name . Check and update Schedule date . Select Downloading format.  

Tick “Print Agent Stamp “ if you want to print your stamp detail in Schedule .  

Tick With Counter Foil to general whole pay slip . If you untick it , it will generate only foil of payslip.  

If you want to print schedule automatically , Tick Auto Print and enter no of copies to be print . 

 

Click on Select All , Submit & Download and click proceed to upload schedule to Agent portal to get process 

and generate Reference number . While process it will show percentage completed .  

 

After successful submission it will download schedule in Folder named Schedule ( On Desktop).  

You can then generate and print Pay slip , Commission slip , Schedule summary etc right from here.  
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Cheque Entry: 
 

If you are going to deposit RD schedule by Cheque you need  to go to this option. 

First  of all , you need to prepare RD schedule as usual. (See: RD Schedule Entry) . Then Cheque entry .  

 

 
 

 

Enter Schedule Date and select Schedule No. It will show list of accounts with amount as per selected 

schedule.  

Now select Account Number and fill in detail of Bank, Cheque No, Date, Amount, SB Account No asked at 

bottom.   

Bank , SB Account number will be saved for ease of data entry next time .  

Click on add to save it.  

Click delete to delete Cheque entry.  

Report of Schedule with cheque detail can be generated from Reports– RD – RD Schedule by Cheque. 
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Delete Schedule Entry (Schedule) : 

  
You can delete either whole Schedule or individual accounts of  Schedule. 

 

Select Type of Deletion transaction- Schedule.  

Enter Date of Schedule prepared from which whole Schedule to be deleted. 

Now, it will show Number of Schedule there in. 

Select Schedule Number to be deleted. 

 

Click on OK to Delete whole RD Schedule / Account. 
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Delete Schedule Entry (Any Account of Schedule) : 

  
You can delete either whole Schedule or individual accounts of  Schedule. 

 

Select Type of Deletion transaction- Account .  

Enter Date of Schedule prepared from which any Account  or whole Schedule to be deleted. 

Now, it will show Account  there in. 

Select   Account Number to be deleted. 

 

Click on OK to Delete whole RD Schedule / Account. 
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Update Schedule Submission Date :  

 
You can change Schedule Date for existing Schedule through this option. 

 

 
 

Transaction Type : Select Schedule to change date of Submission for all account in it .  

   : Select Account  to change date of Submission for that account in it .   

 

Enter Old Date of Schedule prepared on which you have not submitted it to Post office . 

Enter New date of Schedule submission at Post office . 

Now, it will show Schedule Number / Account  there in. 

Select Schedule Number or Account for change in date of Submission in Post office. 

 

Click on OK to complete the operation of Change of RD Schedule / Account  there in. 
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Prepare/Modify RD Fix LOT: 
 

 
 

Enter the LOT Number you want to add/modify. 

Now, Select account numbers/Book Number you want to add in LOT number entered.  

Click on Fix to add Account to existing/new LOT number. 

 

Note :Keep Click on Exclude Fixed Account to show only unfixed accounts list. 
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Prepare RD Schedule (Fix) : 
 

 
 

Select RD Agent name. 

Enter Schedule Date and enter Schedule  (LOT) (Fix)  No. 

 

Accounts fixed for that LOT No will be listed with auto selection.  

Varify summary and click Prepare (F8) to prepare schedule. 

 

Note: This options is usually used if Bunch of Accounts fixed with List number . This option will be useful only if 

collection of this fix account is regular .  

 

RD Loan: 
 

 
 

Enter A/c No for which you want to enter loan amount. 

It will show DLT, Balance, Current Date, Maximum Loan Amount allowed for your ready reference. 

You may change Amount if lesser loan needed by Client. Click on OK to post loan entry. 
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RD Repayment of Loan: 
 

 
 

Enter A/c No for which you want to repay loan amount. 

It will show DLT, Balance, Current Date and Loan Amount Withdrawn with Interest up to date for your ready 

reference. 

You may change Amount if lesser loan Repaid by Client. 

Click on OK to post loan Repayment entry. 

 

RD Extension: 
 

 
 

Enter Number of years (up to 5 years) you want to extend RD accounts. 

Select RD accounts you want to extend from list. 

Click on OK to extend all selected RD accounts. 
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RD Cash Collection: 
 

 

Select Area code, Sort By options as required. 

 

Enter Collection Date. 

 

Select A/c Numbers or Book Numbers  you want to collect cash for. 

 

If client has paid different amount, then change amount shown above Update Button and click on Update to 

change amount of collection.  

 

Click on Send to Update Cash collection.  

 

You may view RD Cash Collection Ledger from Report – RD – RD cash Collection ledger. 

 

You may also make Cash collection Family ID wise if you have enabled Family ID wise collection from Tools – 

options –RD Cash Collection Family ID wise. 

 

Now you may Select Family ID in place of Account No for Cash collection. 

 

 

Daily RD Cash Collection: 
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Select Area code, Sort By options as required. 

 

Enter Collection Date. 

 

Select A/c Numbers or Book Numbers  ou want to collect Daily cash for. 

 

If client has paid different amount, then change amount shown above Update Button and click on Update to 

change amount of collection.  

 

Click on Send to Update Daily Cash collection.  

 

You may view RD Daily Cash Collection Ledger from Report – RD – RD cash Collection ledger. 

 

You may also make Cash collection Family ID wise if you have enabled Family ID wise collection from Tools – 

options –RD Cash Collection Family ID wise. 

 

Now you may Select Family ID in place of Account No for Cash collection. 

 

 

 

 

Delete RD Cash Collection: 
 

 
 

Enter Collection Date and press Enter.            Select Collection Account/ Family ID  to be deleted and Click OK.  
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Collection of Deposit by Agent : 
 

 
 

Select Account Numbers for which pending collection is made. 

Click on OK to update. 

 

Update Ledger: 
 

 
 

When old accounts are opened with latest DLT of Account, it takes all dates for past period automatically as 

per account open date.  

If you want to update all dates as per passbook, you may use this option. 

Select A/c No you want to update date ledger.  

Select Installment Number. Enter Correct Date of Transaction as per passbook. 

Verify balance and change if needed. 

Click on ok to update new data. 
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MIS Int Withdrawal: 
 

 
 

Enter MIS WDL Date. 

Select A/c Numbers for which you want to make the list. 

Change Amount of WD if needed. Click update to change amt of WD. 

Click on Send (F8) to prepare MIS WD list. 

 

Alternatively, 

 

You may make list of MIS Interest WD by Date also. 

Enter From Date and To Date.  

Click on Search to view MIS account between selected periods.  

Select A/c Numbers for which you want to make the list. 

Change Amount of WD if needed. Click update to change amt of WD. 

Click on Send to prepare MIS Interest WD list. 
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Delete MIS Withdrawal: 
 

 
 

Enter Date of MIS Withdrawal list to be delete. 

Now, it will show MIS WD Entry there in. 

Select MIS Account No you want to delete. 

 

Click on OK to Delete Selected MIS WD Entry. 
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Prepare/Modify Fix MIS LOT: 
 

 
 

Enter the LOT Number you want to add/modify. 

Now, Select account Number you want to add in LOT number entered.  

Click on Fix to add selected accounts in entered LOT number. 

Select “Exclude Fixed Accounts” if you want to view accounts for which LOT number is not assigned. 
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MIS Fix LOT Posting: 
 

 
 

Enter Fix LOT No and press Enter. 

It will show accounts under given LOT No. 

Select from list of Account and click Send to prepare MIS WD list.  

 

TD Interest Withdrawal: 
 

 
 

Enter Account No. It will automatically show Number of WD pending and Amount thereof. 

You may change Number of WD if you need, it will also change amt accordingly. 

Enter Date of withdrawal of Interest .Click on OK to update WD entry. 
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PPF Deposit: 
 

 
 

Enter PPF Account No.  

It will show DLT and Balance and Current Year Deposit made. 

 

Enter Date of transaction. 

Enter Subscription, Loan Amt, Loan Int and Fee if any.  

 

If Amount enter results in to violation of Maximum limit in PPF for Current Year, it will give you message to 

observe limit in PPF Account for Current Financial Year. 

 

Enter Remark if any.  

 

Click on OK to update transaction. 

 

PPF Withdrawal: 
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Enter PPF Account No. 

It will show DLT and Balance there in. 

 

Enter Date of transaction. 

 

Enter Amount you want to Withdraw. Balance after WD will appear updated. 

 

Enter Remark if any.  

 

Select Default fee if amount debited for penalty of PPF Deposit limit not observed for Last FY. 

 

Click on Ok to update transaction. 

 

PPF Update Ledger: 
 

When old accounts are opened with latest DLT of Account, it takes all dates for past period automatically as 

per account open date. 

 

 
 

If you want to update all dates as per passbook, you may use this option. 

Select A/c No you want to update date ledger.  

Enter Correct Date of Transaction as per passbook. 

Verify Amount of Deposit, Withdrawal, balance and change if needed. 

Enter Remark if any. 

Click on OK to update new data. 

Click on Delete to remove selected entry. 
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SCSS Interest Withdrawal : 
 

 
 

Enter Account No.  Enter Date of withdrawal of Interest. 

It will automatically show period from which WD of interest is pending. 

Now select, To which period you want WD interest. 

You may change, To Period of WD if you need, it will also change Amount accordingly. 

Verify Amount of Interest. Enter Remark if any. Click on Ok to update WD entry. 

 

SCSS Extension: 
 

 
 

Enter Number of years (up to 3 years) you want to extend SCSS accounts. 

Select SCSS Accounts you want to extend. 

Click on OK to extend all Selected SCSS account at a time. 
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Reports 

 

RD Commission: Date Wise: 

 

 
 

 

Enter Period for which you want the information. 

Click on show to get report Date Wise. Click print option to get it print. 

Month Wise: Same procedure to be follows for consolidated month wise report. 

 

 

SAS Commission :  

 
Date Wise: 

 

 
 

 

Enter Period for which you want the information.Click on show to get report Date Wise. Click print option to 

get it print. 

 

Month Wise: Same procedure to be follows for consolidated month wise report. 
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Investment:  Date Wise : 

 

 
 

Enter Period for which you want the information.Select Agent, Post office for Specific Report. 

Click on show to get report Date Wise. Click print option to get it print. 

 

Month Wise:  Same procedure to be follows for consolidated month wise report. 

 

Summary: 
It will show Total Number of Accounts opened Category Wise. 

 

 
 

Account Details: 
 

 
 

 

Select Scheme and Account No for which you need all information. Click on OK to get report . 
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Customer Report:  
Summary: 

 

 
 

Select Family/ CIF  ID.  

Select Family ID or Enter CIF for which you want to generate Report . 

Select Matured or Closed Account  check box if you want to include those account .  

Click on OK to get Report. 

It will show Family ID/CIF wise summary of Amount invested in different Category. 

 

 

 

Customer Report: Detail: 

 

 
 

 

Select Family ID or CIF ID . 

Select Family ID or Enter CIF number . 

Select Category or keep it All. 

Enter Date  Range for which you want to generate Report. 

Select Matured or Closed Account  check box if you want to include those account .  

Click on OK to get Report. 

It will show Family ID/CIF wise summary of Amount invested in different Category. 
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Nomination: 
 

 
 

Select Register Type as Criteria of Search. 

Select Category for which nomination is needed.  

Select option as per Reg. Type selected. 

Click OK to get the Report. 

 

Maturity letter: 
 

 
 

Select Scheme for which Maturity Letter is to be generated. 

Enter No of Days for which you need report in Advance. Click OK. 

 

It will show preconfigured letter content for customer information.  

You may provide this service for intimation to customer who may be busy when you call. 

Intimation by call may be forgotten by customer but written intimation rarely forgotten. 

 

Investment Comparison: 
 

 
 

This report is based on lump sum investment in MIS/SCSS/TD and interest invested in RD.  

Report make you customer understand magic of Compound Interest which enable them to get more return 

with some what Liquidity than Bank FDs . 

Enter Customer Name, Address , Date , MIS/TD Amount and RD Amount .  

It will show comparative report for selected scheme in excel . 
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Consolidate maturity Report: 

 

 
 
Enter Date Range between which you want List of matured Account of all Categories & Click Show. 

 

 

Report - RD:    

 
RD Schedule by Cheque:  

 

Enter Period of which you want to generate Detail of Cheque to be submitted with RD Schedule. Click on Show 

to get Report. 
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Schedule Summary (RD) 
 

Enter Period of which you want to generate report .Click on Show to get Report. 

 

 
 

 

Pay in Slip (SB – 103 A)  

 

Enter Period of which you want to generate RD Pay slip (SB 103A) . 

Click Consolidated for one Pay - Slip for all RD Schedule made .Click on Show to get Report. 

It will also show Portal ID of Agent and List Reference number after online submission of Schedule. 
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ACG – 17 (Commission Slip) (Discontinued wrt SB Order 26/2020 dtd 21-07-2020) 

 

Enter Period of which you want to Generate ACG – 17 (RD Commission Slip). 

Enable Consolidated if you what to generate common ACG-17 for all RD schedule prepared.  

Click on Show to get Report. 

 

RD A/c Opened  

 

 
 

Enter Period of which you want to generate report of Accounts opened. 

Select Date range in which account was opened.  

Select  Sorting Criteria for report. Click on Show to get List of Account opened with CIF number. 

It can be generated Agent wise and fortnightly opened.   

 

RD A/c Closed  

Enter Period of which you want to generate List of Closed Accounts.  

Select Sorting Criteria for report. Click on Show to get List of Account Closed. 

 

 

 

RD Maturity: 

 

  
 

Enter Period of which you want to generate List of Matured account to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 
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RD Maturity (Up to date)  

 

Enter Date for which you want to generate List of Matured accounts + Accounts which are matured in past but 

were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

RD Ledger  

 

 
 

Enter Account No of which you want to generate Ledger .Select Period and Click on Show to get Report. 

 

RD Loan Accounts  

Enter Period of which you want to generate List of Accounts in which loan is taken.  

Select Sorting Criteria for report. Click on Show to get Report. 

 

RD Extended Accounts  

Enter Period of which you want to generate report of RD extended Accounts .  

Select Sorting Criteria for report. Click on Show to get Report. 

 

Reports of Balances  

Enter date up to which you want to generate report of Balance of All RD accounts.  

Select Sorting Criteria for report. Click on Show to get Report. 

 

 

ASLASS-5  

Enter Period of which you want to generate report of Accounts opened with CARD No. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

RD LOT wise  

It will Show LOT wise list of Account in RD Schedule. 

 

RD Extension Letter  

 

 
 

Enter Account No and year of Extension and click OK to  Generate RD Extension letter.Get it sign by Account 

holder and Submit in Post office to Extend RD Account .  

 

RD Advance Paid Account A/c  

Enter Period for which Advance paid account to be generated and click Show to Generate List of Account 

paying Advance Deposits. 
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RD Defaulted (Discountinued) A/c  

It will Show List of RD Accounts  for which deposit for more than last 6 month is pending . 

 

RD  A/c by  Status  

It will Show List of Active/ Hold / Discontinued Accounts. 

 

 

Monthly Deposit made  

This report will generate list of Account deposited in current month. 

Enter Period of which you want to generate report .Click on Show to get Report. 

 

Monthly Deposit remaining  

This report will generate list of Account Remaining to deposit in Post office by Schedule. 

Enter Period of which you want to generate report .Click on Show to get Report. 

 

RD Deposits by Agent  

Enter Period of which you want to generate report. 

Click on Show to get List of account for which you have deposited in PO on behalf of Account holder. 

 

RD Deposits by Agent – Paid  

Enter Period of which you want to generate report. 

Click on Show to get List of account for which client has paid back the amount Agent has paid on his/her 

behalf. 

 

RD Cash Collection ledger  

Enter Account No of which you want to generate Cash Collection Ledger.Click on Show to get Report. 

 

RD Cash Collection made: 

All:   Enter Period of which you want to generate report of Cash Collected.  

         Select Sorting Criteria for report. Click on Show to get Report. 

Area wise: Follow procedure as above to get area wise report. 

 

RD Cash Collection Remaining: 

All :  Enter Period of which you want to generate report of Cash Collection is remaining. 

         Select Sorting Criteria for report. Click on Show to get Report. 

Area wise: Follow procedure as above to get area wise report. 

 

MIS: 
 

MIS A/c Opened  

Enter Period of which you want to generate report of Accounts opened. 

Select Sorting Criteria for report.  

Click on Show to get Report. 

 

MIS A/c Closed  

Enter Period of which you want to generate List of Closed Accounts.  

Select Sorting Criteria for report. Click on Show to get Report. 

 

MIS Maturity  

Enter Period of which you want to generate List of Matured account to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

MIS Maturity (as on date)  

Enter Date for which you want to generate List of Matured accounts + Accounts which are matured in past but 

were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 
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MIS Interest Due: 

Enter Date for which you want to generate list of MIS account with Amount of Interest Due. 

 

MIS Ledger  

Enter Account No of which you want to generate Ledger .Click on Show to get Report. 

 

MIS WITHDRAWAL 

Enter the period for which you made entry in Transaction – MIS Withdrawal to generate List of MIS 

withdrawal. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

MIS WITHDRWAL FORM (SB -7) 

 

 
 

Select  ‘RD/SB/All  ’ to Generate List of MIS Account having Auto Credit Facility . 

Enter Withdrawal date if it is fixed. 

Select Accounts for which you want to generate WD form SB 7.  

Enter No of copied or No of month for which you want to generate WD form.Click Print To view . 
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Alternatively,   

You may give range of days or Dates for list of MIS accounts to sort them.  

Enter Withdrawal date if it is fixed. Click on Print to view WD form duly filled in Detail of Account as below: 

 

 
 

Click on print Option (Left side Top corner) to print the same.  

 

AUTO TO RD 

Enter the period for which you want to generate List of account of which MIS interest is credited to RD 

Accounts. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

Report - KVP: 
 

KVP Issue  

Enter Period of which you want to generate List of KVP purchased. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

KVP Discharge  

Enter Period of which you want to generate List of KVP Discharged. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

KVP Maturity    

Enter Period of which you want to generate List of Matured KVP to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

KVP Maturity (as on date)  

Enter Date for which you want to generate List of Matured certificates + certificates which are matured in past 

but were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

KVP Register   

Enter Registration No of which you want to generate Detail of Certificate Purchased. 

Click on Show to get Report. 
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 Report – NSC 5 / NSC 10 : 
 

NSC Issue  

Enter Period of which you want to generate List of NSC purchased. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

 

NSC Discharge  

Enter Period of which you want to generate List of NSC Discharged. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

NSC Maturity    

Enter Period of which you want to generate List of Matured NSC to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

NSC Maturity (as on date)  

Enter Date for which you want to generate List of Matured certificates + certificates which are matured in past 

but were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

NSC Register   

Enter Registration No of which you want to generate Detail of Certificate Purchased. 

Click on Show to get Report. 

 

 

Report – 1/2/3/5 TD: 
 

TD A/c Opened  

Enter Period of which you want to generate report of Accounts opened. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

TD A/c Closed  

Enter Period of which you want to generate List of Closed Accounts.  

Select Sorting Criteria for report. Click on Show to get Report. 

 

TD Maturity  

Enter Period of which you want to generate List of Matured account to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

TD Maturity (as on date)  

Enter Date for which you want to generate List of Matured accounts + Accounts which are matured in past but 

were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

TD Ledger  

Enter Account No of which you want to generate Ledger .Click on Show to get Report. 

 

PPF: 
 

PPF A/c Opened  

Enter Period of which you want to generate report of Accounts opened. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

PPF A/c Closed  

Enter Period of which you want to generate List of Closed Accounts.  

Select Sorting Criteria for report. Click on Show to get Report. 
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PPF Maturity  

Enter Period of which you want to generate List of Matured account to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

PPF Maturity (as on date)  

Enter Date for which you want to generate List of Matured accounts + Accounts which are matured in past but 

were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

PPF Ledger  

Enter Account No of which you want to generate Ledger .Click on Show to get Report. 

 

PPF Deposits: 

Enter Period for which you want to generate report of Deposit made in PPF A/cs. Click on Show. 

 

PPF Chalan (SB 103 D) 

 

 
 

Enter Period for which you want to generate PPF Chalan (SB 103 D). 

Select Type of Chalan to be printed.  Click on Show to get Report. 
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PPF ACG – 17 

 

Enter Period for which you want to generate PPF ACG – 17. 

Click on Consolidated if you want to Generate only one ACG for all deposit made. 

Click on Show to get Report. 

 

 

SCSS: 
 

SCSS A/c Opened  

Enter Period of which you want to generate report of Accounts opened. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

SCSS A/c Closed  

Enter Period of which you want to generate List of Closed Accounts.  

Select Sorting Criteria for report. Click on Show to get Report. 

 

SCSS Maturity  

Enter Period of which you want to generate List of Matured account to intimate clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

SCSS Maturity (as on date)  

Enter Date for which you want to generate List of Matured accounts + Accounts which are matured in past but 

were not closed by Clients. 

Select Sorting Criteria for report. Click on Show to get Report. 

 

SCSS Ledger  

Enter Account No of which you want to generate Ledger .Click on Show to get Report. 
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Tools 

 

Delete Account  
Select Scheme and Enter Account no you want to delete and Click OK.  

 

Delete Family ID 
Search by Account or Family ID . Select E mail ID and click Delete .  

 

Upload card Number  (Excel File) 
First of all Click Export Account List to download list of all Accounts.Fill in Card no, Mobile No , Book no in it .  

Now go to same option and click Import Card numbers . Browse that file Click Open . It will show msg after 

importing desired data.   

 

Update Account  (Book No, Card No, Mobile No,) 
Enter Card number , Book number and Mobile number Near account detail . Click Ok to update it.  
 

Update  DLT - Enter New Date of Last Transaction , Select Scheme , Select Account , Click OK 

 

Update  Area Code - Enter New Area Code,, Select Scheme , Select Account , Click OK 

 

Update Family ID - Enter New Family ID, Select Scheme , Select Account , Click OK 

 

Update  Stutus :  

You can Hold / Release account for schedule preparation on the base of regularity of cash collection. 

 

Update RD Maturity Value 

If You have open / Downloaded New Account with out updating new POSB rates , then you can 

update maturity value of RD account as per latest rate by the option. 
 

Update RD Account from Agent Portal : 

First of all , Change login password from Indiapost Agent portal and then update the same here. 
 

Change Software Password  

 

 
 

 

 

 

 

 

 

 



 64

 

 

Change Agent Portal Password :  

 

 
 

Enter  new password .  Click on OK to change Portal login password.  

 

Note: Please wait till it shows msg that Password successfully changed and remember password after change. 

 

Close matured Account: 
You can close matured account in one shot for different schemes. 

Select Scheme and Click OK . It will close account which is matured till date in shot. 

 

Back Up: 
Click it to get Backup to location configured in Tools -> Options -> Backup Path. 

 

Repair Database: 
It will repair/reindex and compress database to make it  light and error free. 

 

Check / Update Account Discrepancy  
• This option is designed to show discrepancy between Portal , Post office Application (Finacle) and 

software. 

 

• Select Account and Agent name . Click proceed and wait for process. It will show discrepancy, if any. 

• It will show suggestion to update discrepancy. Click related button in bottom accordingly . 

 

• Select Schedule and Click Proceed to check Posting status on the base of portal data. I.e Whether 

Schedule posted in Postal Banking application and updated on portal  or not . 

• It will show suggestion to update discrepancy. Click related button in bottom accordingly . 

 

 

Generate Cash collection file for Machine: 
Click it to generate text file for Cash collection machine. 

 

Upload Cash Collection file from Machine: 
Click it to get Data from Cash collection machine. 

 

 

 

 

 



 65

 

Options 
 

 

 

RD Collection by Family wise  

Enable it if you want to make RD Cash Collection Family wise. Otherwise, Cash Collection will be done Account 

wise. 

 

Show Net Amount in RD Pay slip : It will show net amount after deducting Rebate and Default in pay slip of 

RD . 

 

Show Latest Balance for DF/ADV Entry 

This option with Show common balance for DF / Adv entry in RD Schedule. 

 

Calculate Ceiling Value for RD TDS 

This option enables RD TDS calculation at Ceiling Value in related reports. 

 

Single Entry for Default / Rebate in Schedule 

This option with view/Print Single Line for DF /Rebate Entry in RD schedule. 

 

Show RD Advance Setting while A/c Open. 

This option enables to ask Collection details while Account open and Modify. 

 

Show date in RD offline Schedule  

It will show date of schedule preparation in print .  

 

Nomination Required While Account Open  

This option enables to ask Nomination detail while Account open and Modify. 

 

Remind Agency Expiry Date: 

This option will remind you your Agency Expiry date before 2 months. So, you can get it renew in Time. 

 

Auto Update Software: 

This option will update software automatically as and when we release update files on New updates or when 

your renewal is done. 
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Show Cheque Column in Cash Schedule : 

If this option is not ticked , Bank related 4 column in Schedule format (Excel) will not appear. 

 

Show Balance Column in Schedule : 

If you tick this option , it will add Balance column in Schedule format (Excel) 

 

Top, Left, Bottom margin, Report Row Height  

Change margins as per your choice and paper size used.  

Default margin is as per A4 paper printing. 

 

Card Series   

Enter running Card series for Deposit card provided by state government for your clients. 

 

Last Card Number  

Enter Last Card number issued to your client. 

 

Report Font : Select font style of your choice.  

 

Font Size : Change Font Size as per your need. 

 

Schedule Title 

Enter Schedule Title of your choice. Default Title ASLASS – 6 is as per postal rules. 

 

Agent Name:  

Your / Agency Name  

 

Agent Address Line 1, 2, 3, 4: 

 Address of your Agency office  

 

 

Default Address:  

Enter Common address for Account opening option. 

 

Report footnote :  

Enter Message to be printed in bottom of report.  

 

SMS Signature :  

Enter foot line to be sent in SMS as last line of message . For eg : Vardhaman Investment ( 99135 58400)  

 

Back up Path: 

Change back up path as per choice. 

It is recommended to have a back up path other then C and CD/CVD drive. 

 

Database Path: 

Enter Database path of server if  your Software is installed on Server and you want to operate from Client. 

 

Update Book No. :   Click it to update book number of all RD account .  

 

Import KYC Data: To import KYC data after Updation to version 17.7.1 or above.  

 

Click Save to changes done in Tools - options. 
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HELP 

Support Ticket 

 
It will open page of our website to send Email and SMS to us for issue related to Software or getting  support. 

So you don’t need to Email or SMS separately.Enter required detail and Click Submit as per following: 

 

 

 

Software update History : 

 

Here you can go through new features/facilities added to software . 
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Postal News : 

 

Here you will find latest News related to Postal Saving schemes , SB Orders etc. 

 

  

About : 
 

This will show License Detail of Software with Renewal Date, Support Time and contact Detail. 
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Backup and Restore Procedure 

To take Backup  
Click on Tools - Backup  
 

It will take a back up of Database of software at location specified in Tools- Options. (Default Location:  

D:\POASBackup).  It will show where the back up is taken as per following: 

 

 
 

You may change the same from Tools- Options.  

 

Now take Backup / Copy of folder as per following: 

 

Name of Folder Location  Purpose 

Standard Agency System 

 

POASBackup 

C:\Program Files 

 

D:\ or as per your 

configuration 

Restoring database to original 

location in case of PC formatted, 

Database corruption, Virus 

issues  

 

Notes:   
1. Take back up of above cited folders of software in CD or DVD for safe guard your Data. 

2. Install license Anti-virus for smooth working of Computer and software. 

3. Keep minimum required Hardware/Software in computer for smooth functioning of software.  ( 2+ GB 

RAM , Windows 7+ OS, Internet Explorer 7+, Ms office 2007, License Antivirus, Team Viewer 10 QS) 

 

Restoring Backup Files 

 
• Download Software Set up file from our website & Run Setup file to install software. 

• Now Copy Standard Agency System folder from Backup CD or Pen Drive and paste it to C:\Program 

Files. 

• It will ask for overwriting it. Click on Yes to ALL (for Windows xp) or Copy and Replace (Windows 7).  

 

 

• Now Copy POASBackup folder from Backup CD or Pen Drive and paste it to D Drive.  

• (Select Other Drive If D: is CD/DVD Drive) 

• It will ask for overwriting it. Click Yes to ALL (for Windows xp) or Copy and Replace (For Windows 7).  

• Copy PostalForms folder in C:\Program Files\Standard Agency System.  Now run software as usual.  
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User manual & FAQ 
Post office Agent Mobile Application (Android)  

About Mobile App 
• Post office Agent Mobile Application  is designed as per need of Post office agent of India Post .  

• It can be download for not charges* from Google play Store.  

• It can be install in Android Mobile with 2+ GB RAM.   

• It will sync All accounts details of All Postal savings schemes from Post office Agent software. 

• It will become easy for Agent to check/Share Accounts information of client via whatsapp. 

Installation 

• Download and Install Post office Agent Mobile App from Google Play Store.  

Registration : 
• Open Post office Agent Mobile app .  

• Enter Required information with Client ID carefully.  

• Click on Register button  .  

• Then,  you will receive password to your registered mobile No/ E mail ID. 

 

• Now ,Login to Post office Agent software to transfer Account data to  Mobile app . 

• In software , Go to  Add On – Mobile App. Enter Password -> click ok -> Select Scheme ->.Click  Export 

Accounts. 

 

• Now , login to Mobile App with same password .  

• It will now prompt to Import accounts detail. 

• Click on Sync data – >  Select Scheme - >  Import  Accounts  

• Pl wait for a minute while it update account details from Post office Agent Software/ Portal .  

Dash board ( Main screen ) 

 
1. Account Summary – It shows Total no of Live Accounts and Total amount invested in  RD/FD . Tap on this 

option to generate list of all Live Accounts (Category wise).  

2. Recurring Collection Dues -  It shows Total no of RD Accounts due for Collection in Post offices for 1
st
 and 2

nd
 

half of Current month. Tap on this option to generate list of all RD account due for Collection.  

3. Recurring Deposit Dues -  It shows Total no of RD Accounts due for Deposit in Post offices for 1
st
 and 2

nd
 half 

of Current month. Tap on this option to generate list of all RD account due for Deposit in Post office.  

4. Maturity Summary – It shows Total no of accounts matured and total value thereof.  Tap on this option to 

generate list of Accounts (Catagory wise ) maturing in current month.   

Other Options : 
 

1. Send SMS  : This option is designed to send SMS to your client as per following type :  

A/c Opened , A/c Matured, Current Balance , Collection Due , Festivals etc  

 

2. Plan Presentation: This option is designed to generate Post office savings scheme wise presentation 

for client. 

• Select Post office Savings Scheme -  Enter Name , Amount to be invested, Name and Mobile 

number (Optional ) and click Ok.  

• You can also share this report to your client by Whatapp, SMS, E mail etc.  
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3. RD Collection – This option is design to keep collection data on the go .  

• It will show you all accounts due for collection . You can search account by different criteria.  

• Select Search by Options – Select Criteria. It will show desired accounts with amount due for 

collection . 

• For collection of single accounts , Tap Account - Check amount due , update if required – Click Ok 

after collection . 

• For collection of  multiple accounts – Tap Accounts – Check Total amount , Click Ok  after  

collection . 

 

4. Sync Data  

• Import Accounts  :  This  option design to import master detail of all type of Accounts from Post 

office Agent software.  

• Export Collection : You can export Collection details to update Post office Agent Software. 

 

5.  Postal News  

• You will find news related to Postal Savings  schemes ,  Agency, SB orders etc.  

 

6. Reports : It will generate following type of Reports :  

Common Reports (All Scheme) : Account Opened / Matured /Closed /Details 

         Additional Report in Recurring Deposit : 
1.  Collection Ledger 

It will show date wise collection amount for desired account of RD. 

2. Collection Done 

It will show list of accounts collection with amount of collection of  desired period. 

3. Collection Due 

It will generate list of account for collection is due . 

4. Account  Summary 

It will show category wise no of accounts and amount invested in it .  

5. Discontinued Accounts Collection Due 

It will generate list of account which are going to Discontinue this month. 

6. Advance Accounts 

It will generate list of account which monthly deposit made  over current month . 

7. Default  Accounts 

It will generate list of account which have pending deposit before current month . 

8. Active Accounts  

It will generate list of Live account till current month.  

9. Extended Accounts  

It will generate list of accounts which are extended after 5 years of tenure. 

10. Hold Accounts  

It will generate list of accounts put on hold for collection. 

• Customer Portfolio –   This will generate Family ID wise Portfolio .  

• Investment Portfolio -  This will generate Catagory wise summary of all type of 

Accounts. 
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Post office Agent Mobile App – FAQ 

 
1. How to Transfer/Update Accounts in Mobile App ? 

 
Step 1 :Post office Agent software : 

Click on  Add- On  -->Mobile App --> Export RD Account . 

 

Step 2 :Mobile App :  

Tap on Sync Data-->Select Scheme -->  Import Accounts --> Read note and Click Ok/Cancel 

 

Note : This step should be followed whenever update any data  in software . Eg:  Schedule 

Preparation , Account Download , Account Detail Modified  , Account closed etc . 

 

2. How to update enter RD collection in Mobile App ? 

 
Tap on RD / Cash Collection -->Search criteria to search A/c --> Enter Criteria -->Tap on Account detail to 

select account -->Check Total Amount shown -->  OK  

Note :You can check list of RD Collection done from Report -->RD Collection Made 

 

3. How to Transfer/Update Cash collection done in Mobile App to software ? 
 

Step 1 :Mobile App 

 Tap on Sync Data -->Export Collection--> Message will appear on successful transfer of data. 

 

Step 2 :Post office Agent software  

Click on  Add- On  -->Mobile App --> Import RD Collection. 

 

This will transfer data to Software.  

 

4. How to check details of Any Account ? 
 

Click on Account Summary -->Search criteria to search A/c --> Enter Criteria -->Tap on Account 

number .  

 

Note: It will show detail of Account and collection there of . 

Tap on  and  share this information screenshot toyour clientby Email / WhatsApp etc.  

 

5. How to Generate/ share plan presentation of any POSB Scheme ? 

 
 Tap on Plan Presentation --> Select Scheme -->Enter Amount --> Enter Name and Mobile number 

(Optional) -->Click OK . 

 

Tap on  and  share this information screenshot toyour clientby Email / WhatsApp etc.  

 
 

============================== 
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पो�ट ऑ�फस एज�ट मोबाइल एप- FAQ 

1. मोबाइल एप मे अकाउंट कब और कैसे �ा�सफर करे ? 

सॉ�टवेर मे कोई भी अकाउंट मे बदलाव करने के बाद �न�न �टेप फॉलो करे  । 

�टेप  1 : Post office Agent software : 

Add- On मेन ूपर ि�लक करे --> Mobile App ि�लक करे --> Export RD Account  पर ि�लक करे  

अकाउंट  ा!सफर होते ह$ �%&न पर मैसेज आएगा ।  

 

�टेप 2  : Mobile App :  

Sync Data ऑ-शन ि�लक करे --> Select Scheme -->  Import Accounts ि�लक करे --> Ok ि�लक करे . 

 

2. मोबाइल एप मे RD अकाउंट का collection कैसे करे? 

 Cash (RD) Collection पर ि�लक करे --> अकाउंट खोजनेका तर$का 0सलै�ट करे --> िजस श1द से अकाउंट 

 खोजना है वह श1द 0लखे --> एंटर ि�लक करे  --> िजस अकाउंट का कले�शन करना है उसे ि�लक करे --> सभी 

 अकाउंट ि�लक करने के बाद नीचे 3दखाये गया टोटल देख कर OK ि�लक करे। 

 Note : कले�शन �कए गए अकाउंट का !ल�ट देखनेके !लए Software मे Report --> RD Collection Made 

 

3.मोबाइल एप से �कया गया आरडी का कले�शन सॉ)टवेर मे कैसे �ा�सफर करे ? 

          �टेप 1 : Mobile App 

          Sync Data पर ि�लक करे --> Export Collection पर ि�लक करे --> डाटा  ा!सफर होते ह$ मैसेज आएगा।  

          

          �टेप 2 : Post office Agent software  

          Add- On ि�लक करे --> Mobile App ि�लक करे --> Import RD Collection ि�लक करे ।  
 

4. �कसी अकाउंट क+ जानकार, कैसे देख पाएंगे और कैसे -ाहक को भेज सकते है ? 

�टेप 1: Account Summaryि�लक करे --> अकाउंट खोजनेका तर$का 0सलै�ट करे --> िजस श1द से अकाउंट 

खोजना है वह श1द 0लखे --> एंटर ि�लक करे  --> संबि!धत अकाउंट पर ि�लक करते ह$ उस अकाउंट क& सभी 

जानकार$ �%&न पे आएगी --> + �ल$क् करने से कले�शन क& जानकार$ भी 3दखेगी। 

�टेप 2 : एस जानकार$ को 8ाहक को whatsapp /Email करने के 0लए   पर ि�लक करे। --> Whatsapp 

/Email के आइकॉन  को 0सलै�ट करे । --> 8ाहक का नाम / ईमेल आईडी 0सलै�ट करके Send  करे । 
 

5. पो�ट ऑ�फस क+ �कसी बचत योजना का 5ेज�टेशन बनाने के !लए �या करे  ? 

 �टेप 1: Plan Presentation ि�लक करे -->  Scheme सेले�ट करे --> Amount0लखे  --> नाम और मोबाइल 

 नंबर 0लखे  (Optional) --> OK ि�लक करे . 

 �टेप 2:एस जानकार$ को 8ाहक को whatsapp /Email करने के 0लए   पर ि�लक करे। --> whatsapp

 /Email के आइकॉन  को 0सलै�ट करे । --> 8ाहक का नाम / ईमेल आईडी 0सलै�ट करके Send करे । 

 

============================== 
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���� ���� 
���  ����� 
� – FAQ 

 
1. ��� 
�����  �� ���� ������� ��� ����� 
� �  �� �!�� "����� ��! #��$? 

1 :  Post office Agent software : 

Add- On �% & �� '(�� ��� --> Mobile App �� '(�� ��� -- > Export Account �� '(�� ���. 

 
����� "����� �#� 
���  
�����  "����� �$��� �)!� �� ���� *�#�  
 

2 : Mobile App :  

Sync Data �� '(�� ��� --> Select Scheme ->  Import Accounts  '(�� ��� --> Ok  '(�� ���  

 ��� �+ ,��-� �  ��� �+ .��� ��  �/��� ��$�0 �1! �+ ���  23�� ������ 4/�� 5�6� �7/#�. 
 

2. ����� 
� �  RD 
����� %3  ���(#� �� �!�� ��! #��$?  

 RD Collection �� '(�� ��� -->  
����� #������ �!� �� 8 ��� -->  9 #:8 �� 
����� #��;3  1�  
 #:8   

              �<� -->  
��� '(�� ���  -->  9 
����� %3  ���(#� ����%3  1� 
�� ����(� ��� -->  ��� 
����� '(�� �$�0 �1! ��5�  

              ���� 5���� OK '(�� ��� . 

Note :9 
����� %3  ���(#� �=3> 1� 
%3  ?��� ���� ��/ ������� �  Reports--> RD Collection Made �  @� . 

 

3. ����� 
� � �� RD 
����� %3  ���(#� ������� �  �� �!�� "����� ��! #��$? 

 1 : Mobile App :     Sync Data �� '(�� ��� --> Export Collection �� '(�� ��� . 

 
����� "����� �#� 
���  �)!� �� ���� *�#� 

2 : Post office Agent software  

 Add- On �� '(�� ��� --> Mobile App �� '(�� ��� --> Import RD Collection �� '(�� ���. 

 
����� "����� �#� 
���  �)!� �� ���� *�#� 
 

4. ��� �+ 
����� �� @+���! ����� 
� �� A�7� �� �� �!�� ���� #��$ ? 

1: Account Summary �� '(�� ��� --> 
����� #������ �!� �� 8 ��� --> 9 #:8 �� 
����� #��;3  1�  
 #:8 �<� -->  


��� '(�� ���  -->  9 
����� �� ��7�� ���� 1� 
�� �� '(�� ��� -->  +'(�� ������ 
 
����� �  ����� 
� B��� ��/�  

���(#� �+ ����#�. 

2 : * @+���! A�7� �� whatsapp /Email ���� ��/ �� '(�� ��� .-->whatsapp  / Email �� *���� ����(� ��� -->  

A�7� %3  �� �/ �  ��� *�4! ����(� ��! Send ���  । 
 

5. ���� ���� �5� $���� ��C� ��7�� ����� 
� �� A�7� �� �� �!�� ���� #��$ ?  

1 : Plan Presentation �� '(�� ��� --> Scheme �� 8 ��� --> Amount �<�  --> �� ��� ����� � �� �<� 

(�D�$��) --> OK'(�� ���. 

2: * @+���! A�7� �� whatsapp /Email ���� ��/ �� '(�� ��� .--> whatsapp /Email�� *����   ����(� ��� -- > 

A�7� %3  �� �/ �  ��� *�4! ����(� ��! Send ���  । 

============================== 
For more information, call us as per following : 

 

Help Desk  Contact No Email ID 

Online Support  07096100950 Info.poas@gmail.com 

 

Website : www.postofficeagentsoftware.com 


