F. No. 27-27/2021-PD
Government of India
Ministry of Communications
Department of Posts
Parcel Directorate

Malcha Marg Post office Complex,
Chanakyapuri, New Delhi-110021
Dated: 03" October, 2022

To
All Chief Postmaster General
All Postmasters General

Sub: Rationalization of type of bags for Speed Post Parcel, Business Parcel,
and Registered Parcels.

This is regarding the functionality of “System Assisted Sorting” developed in
CSl system to assist the Sorter to carry out the Primary and Secondary sorting work
Parcel Hubs. '

2. As per the Parcel Directorate letter no.27-06/2021-PD dated 26.10.2021
processing of all types of Parcels have commenced in Parcel Hubs w.e f. 22.11.2021
wherein Speed Post Parcel, Business Parcel, Registered Parcel, and Registered
Packets (RPs} are being processed in Parcel Hubs.

3. In order to process all types of Parcels in Parcel Hubs following bag closing
patten is being followed at present:

A- Business Parcel, Registered Parcel, and Registered Packets

I. Post Office to mapped Parcel Hub- Separate TD & NTD Parcel Bags
Il.  Parcel Hub to Parcel Hub- Parcel Bag
ll.  Parcel Hub to mapped delivery Post Office/NDC- Parcel Bag

B- Speed Post Parcel

I.  Post Office to mapped Parcel Hub- Separate TD and NTD Speed Post Bag
If. Parcel Hub toc Parcel Hub- Speed Post Bag
1.  Parcel Hub to mapped delivery Post Office/NDC- Speed Post Bag

4, Considering the operational work flow at Parcel Hubs and effective
implementation of the functionality of System Assisted Sorting it has been decided to
rationalize the types of bags closed by Post Offices to Parcel Hubs, Parcel Hubs to
Parcel Hubs and Parcel Hubs to Delivery offices for effective operation of Post offices
and Parcel Hubs.

5. A common bag type i.e., Parcel has been proposed to close all ftht_e types of
Registered Parcel/Business Parcel/ RPs/Speed Post Parcel in place of existing Parcgl
and Speed Post bag type. The Parcel Bag label will be of 02 colors i.¢., Yellow for Air
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connectivity and Blue for Surface connectivity. The bag closing pattern (as per
connectivity) with this provision will be as follows:

V.

Booking Post Offices to mapped L2 Parcel Hub- Post Office will close
separate TD and NTD Surface Parcel bags for its mapped L2 Parcel Hub. Here
TD will be considered for all the Parcels to be delivered by the mapped delivery
offices of parent Parcel hub. NTD bag will consist of Parcels other than TD
parcels meant for rest of India.

Booking Post Offices to mapped L1 Parcel Hub- Post Office will close
separate TD and NTD Surface Parcel bags for its mapped L1 Parcel Hub. Here
TD will be considered for all the Parcels to be delivered by the mapped delivery
offices of parent Parcel hub. NTD bag will consist of Parcels other than TD
parcels meant for rest of India.

L2 Parcel Hub- Origin L2 Parcel Hub will close Surface Parcel bag for mapped
delivery Post offices, mapped L1 Parcel Hub, and L2 Parcel Hubs within the
Circle. If there is any L1/L2 Parcel Hub within the Circle where Air Connectivity
is being given for Speed Post Parcels, Surface Parcel bag including Registered
Parcel/Business Parcel/RPs and Air Parcel bag including Speed Post Parcel
will be closed separately.

L1 Parcel Hub- L1 Parcel Hub will close Parcel bags in following manner;

(a) Surface Parcel bag will be closed for its mapped delivery Post
Offices/NDCs, all L2 Parcel Hubs and L1 Parcel Hubs within the Circle.
If there is any LL1/L2 Parcel Hub within the Circle where Air Connectivity
is being given for Speed Post Parcels, Surface Parcel bag including
Registered Parcel/Business Parcel/RPs and Air Parcel bag including
Speed Post Parcel will be closed separately.

(b) Circle will review the transmission arrangement from L1 Parcel Hubs
within the Circle to Other L1 Parcel Hubs outside the Circle based on
transmission mode i.e., Air or Surface and identify the L1 Parcel Hubs
outside the Circle connected through (i) Air and Surface both (i) Surface
Only.

{c) L1 Parcel Hubs outside the Circle where connectivity is through both Air
and Surface (RTN/Section/MMS):

(i) Surface Parcel bag including Business Parcel/Registered
Parcel/Registered Packets will be closed.

(ii)  Air Parcel Bag including Speed Post Parcel & Registered Parcel
Paid with Air Surcharge will be closed.
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(d) Ic_,:, |Parc|$|l-;|Ubs gutside the Circle where connectivity is through Surface
y ( /Section/MMS), Surface Parcel bag including Business

Parcel/Registered Parcel/Regi
il 5 Etoaed. egistered Packets and Speed Post Parcel

zﬁ_l[l)v;ryrfOfﬁces!NDC- Delivery Post Offices/NDCs will close separate TD and
urface Parcel bags for RTS/Redirected parcels as mentioned in Para 5(1)

Vl. BNPL/BPC with Direct bag closing facility- These offices will close Surface
Pf:lrt?el bags for all its mapped delivery Post Offices/NDCs, L1/L2 Parcel Hubs
within the Circle. Circle will review the mail arrangement from this facility to
L1/L2 Parcel Hubs located with the Circle and Other L1 Parcel Hubs outside
the Circle and manage the type of parcel Bag to be closed for L1/L2 Parcel Hub
i.e., Air/Surface based on the connectivity. Surface Parcel bag including
Registered Parcel/Business Parcel/RPs and Air Parcel bag including Speed
Post Parcel will be closed separately.

6. Detailed SOP for closing of Air/Surface bags based on the connectivity and as
per above pattern is also attached as Annexure for reference for field offices. Process
flow for Bag receipt, bag opening, primary sorting, secondary sorting, bag closing and
bag dispatch is also attached as Annexure-l to assist the Parcel Hubs staff.

7. It is requested that instructions may be issued to all Incharge/ Supervisor of the
operative offices t0 SO that the new bag closing pattern may be implemented. Further,
it is also requested that the yYellow Parcel Bag label with Parcel Barcode series is also
required to be arranged by the Circle/Region/Division to its Parcel Hubs.

For any query of clarification please write to Parcel Directorate on
arceldirectorate indiapost.gov.in or parceldte@gmail.com .

Revised Bag pattern will be commenced w.e.f. 07.10.2022.

Encl: As above.

(Ajay Kumm

Chief General Manager

Copy to:

1) Member (Operations), Dak Bhawan, New Delhi-110001

2) DDG (MO), Dak Bhawan, New Delhi-110001
3) Head Parcel Operations- All Circles for information and necessary

action.
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Standard Operating

Procedure
For
Facility Profiling,
DWS Transactions &

Common bag closing



Standard Operating Procedure - Facility Profiling and DWS

Standard Operating Procedure for Facility Profiling

Facility Profiling is used to maintain the master data and pin ranges for DWS/PNOP
machines sorting. These pin ranges data will be uploaded into DWS/PNOP machines and

according to these pin ranges, Workstations & bins will be allocated to articles while scanning
This can be done by following below said procedure:

1. Facility Profiling Master Data Maintenance — To mark facility ID as “DWS” / “PNOP”.
2. Facility Profiling Pincode Mapping - Mapping of facility ID for which bag to be closed.

Facility Profiling Master Data Maintenance

To get the System assisted sorting, first a Facility ID should be marked as “DWS” /
“PNOP”.

Menu: ZMOFP_MAS, ROLE: FAC_PROFILING. Preferably at Divisional Level.

a. DWS - Offices in which Dynamic Weighment System was implemented
b. PNOP - Offices in which Dynamic Weighment System not implemented but

require the System assistant sorting feature.

@ | ZMOFP_MAS - || « Qe 2 ONLH TR em

SAP Easy Access - User Menu for PUNEETH K H .
QE & owmsd v a

~ [= Favorites
‘;’? ZDOP_MAIN - DOP Main Screen
7 SE16N - General Table Display
= H ZLSS - Labor Scheduling System
37 ZMOIPVS - India Post Visibility System
> EL User Menu for PUNEETH KH .
» B3YC SRO_SORT_ASST
» [OYs:ALLL

Type “ZMOFP_MAS”
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Standard Operating Procedure - Facility Profiling and DWS

Facility Profiling Master Data Maintainance
@
Selection screen
Facility ID SPZ1308000650 |Mysuru NSH
= DWS
“JPNOP
'Delete
_|Delete Fadlity Erofiling

DWS / PNOP: As per the preference selects “DWS” / “PNOP”.

Execute.

Facility Profiling Master Data Maintainance
@
slbxecute (F8)
Faility ID [8821308000650 [7 Mysuru NSH
©DWS
CJPNOP
() Delete
| Delete Facility Profiling

Mysuru NSH is maintained as DWS office

Message will be shown in the screen with type of Office.

Facility Profiling Master Data Maintainance
&

Selection screen
Facility 1D SP21308000650 Mysuru NSH
IDWS
JPNOP

" |Delete Facility Profiling

Delete: This deletes only the Office name from DWS / PNOP mapping.
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Standard Operating Procedure - Facility Profiling and DWS

SAP
@ [ &l B [A]

Facility ID SP21308000650 Mysuru NSH will be
deleted, Do you want to Proceed?

| Yes || No |

Confirmation popup will be shown in the screen. Click on “Yes” to proceed.

Deleion completed successfully for Mysuru NSH

Message will be shown after deletion.

Delete Facility Profiling

Facility Profiling Master Data Maintainance
@
Selection screen )
Facility 1D |PH21250000761 | \Gulbarga PH
CIDWS
[ IPNOP

(= Delete
[¥'Delete Facility Profiling

Delete Facility Profiling: First select “Delete” and select “Delete Facility Profiling. This deletes both
office Name mapping from “DWS” / “PNOP” and facility profiling already done.

Facility Profiling Master Data Maintainance

Selection screen
Fadility ID |PH21250000761 Gulbarga PH
CIDWS
CIPNOP
(= Delete
J Delete Fadlity Profiling

Execute.
2. Facility Profiling Pincode Mapping —

After completing “Facility Profiling Master Data Maintenance”, this option is to be used.
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Standard Operating Procedure - Facility Profiling and DWS

This option is used to make the CSI system to understand the mapping of Pincode with
Destination office (ie. Offices to which this Facility ID is proposing to close the bag)

By using this option, Facility Profiling can be done for a particular facility ID and Set.

Menu: ZFAC_PROFILING, Role: FAC_PROFILING

@| ZFAC_PROFILING  + | |« @ SHii NN TF .

SAP Fasy Access - User Menu for PUNEETH K H .
RE D B v

~ = Favorites

+ Y ZDOP_MAIN - DOP Main Screen

- 3.7 SE16N - General Table Display

« 347 ZLSS - Labor Scheduling System

* ¥4 ZMOIPVS - India Post Visibility System
~ = User Menu for PUNEETH K H .

» 3 YC:SRO_SORT_ASST

Type ZFAC_PROFILING

Facility Profiling Pin Range Mapping

®

Source Fadlity 1D FHZ1250000761 Gulbarga PH
Bag Type ' Parcel =]
Set Number Speed Post
® Display/Delete Data Registered
L, Parcel

Direct Upload
Exeel Upload

" Display Single pincodas

Source Facility ID: Based on the user login credentials and role assignment, a user can
configure the facility ID eg. DO user with FAC_PROFILING role can do facility profiling for any office
under their control.

Bag Type: Configuration can be done for each Bag Type (Parcel / Speed Post / Registered /
Parcel), separately.

a. Excel Upload: Facility Profiling mapping can be uploaded from “Excel” in the prescribed
format.

b. Direct Upload: Facility Profiling mapping by single entry posting.
Display / Delete Data: To View / Delete already mapped data.
Display Single pincode: Gridview will display Destination office with Pincode, which can
be used to upload in DWS machine.
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Standard Operating Procedure - Facility Profiling and DWS

Facility Profiling Pin Range Mapping

©
Source Facility 1D PH21250000761 Gulbarga PH
Bag Type [Parcel -
Set Number [GEN1 i:;
«Display/Delete Data It
" )Direct Upload
“\Excel Upload

“iDisplay Single pincodes

Facility profiling need to be done for each SET separately. By this, each set can handle different
type of articles (Speed / RL / Parcel). If all sets are handling same type of articles for each Set, same
data must be uploaded.

a. Excel Upload

Facility Profiling Pin Range Mapping

£

Source Fadility ID PH21250000761 Gulbarga PH

Bag Type Speed Post

Set Number GEN1 -

“Display/Delete Data

Direct Upload

= Excel Upload

\Display Single pincodes

File name D:\Testing\AMPC\28032022\Workatation_SP.xlsx

Prepare data in the format mentioned in the below said templates.
—~~ — -

Work Station Bin Number Drestination Office Facility 1D
B N PH11250000761
AB 2 FPH11450000761
Y e = FPHA11550000761
o, ] FPHA122500007651

Facility Profiling Pin Range Mapping

Execute  (F8)

Source Facllity 1D léﬁzieéﬁhhﬁ%"si'jﬁ' Gu-I'EEFg'a“bI-'I
Bag Type Speed Post =
Set Number GEN1  +

" Display/Delete Data

" Direct Upload

(=) Excel Upload

" Display Single pincodes

File name D:\Testing\AMPC\28032022 \Workatation SP.xlsx
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Standard Operating Procedure - Facility Profiling and DWS

Select the file and Execute.

Data updated successfully

Message will display as “Data updated successfully.

b. Direct Upload

Facility Profiling Pin Range Mapping

o,

W
Source Fadility ID ﬁéﬁ'sﬁﬁii:_ I Eu_ll_jarga__lﬂ-l
Bag Type | Parcel -
Set Number | GEN1 -
\Display/Delete Data
‘& Direct Upload
 Exeel Upload
\Display Single pincodes
Work Station{AA-Z7) AR
Bin Number{1-99) T
Destination Fadlity ID PE21150000761 |Bengaluru Parcel Hub

Select “Direct Upload”

Execute

Work station: From AA to ZZ.

Bin Number : From 0 to 99.

Destination Facility ID : Enter the Facility ID (Search option available).

Facility Profiling Pin Range Mapping

Source Facility 1D [pHz1250000781 Gulbarga PH
Bag Type Parcel -
Set Number GEN1 -

( Display/Delete Data
(&) Diract Upload
 Excel Upload
“iDisplay Single pincodes

Work Station(AA-ZZ) b

Bin Number(1-99) il

Destination Fadity ID TBRZ11E0008761 7/ Bengaluru Parcel Hub
Execute.
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Standard Operating Procedure - Facility Profiling and DWS

Work Station(AA-ZZ) nm|
Bin Number(1-29) 1
Destination Facility [D PH21150000761 Bengaluru Parcel Hub

[#] Data updated successfully

Message will displayed “Data Updated successfully.

c. Display/Delete Data.

Facility Profiling Pin Range Mapping

&

Source Fadlity ID DH21250000761 |Gulbarga PH
Bag Type [Parcel -
Set Number GEN1 -
| = Display/Delete Data I

" 'Direct Upload

Execel Upload

_)Display Single pincodes

Select “Display/Delete Data.

Facility Profiling Pin Range Mapping

Source Facility 10 FH21250000761 Gulbarga PH
Bag Type Parcel -
Set Number 'GENT -
| (= Display/Delete Data I
" Direct Upload
(IExcel Upload
\Display Single pincodes

Execute.
C.(i). Delete

Facility Profiling Pin Range Mapping
@ EELDL =T x@ T[.':j ﬁDeIete

# | ECT (1) 320 ¥ | BTECC

acility ID Set Number Bag Type WS BN From Pin To Pincode Destination Ofc Created By Created date Crted Time Sync
PH21250000761 GEN1 PP AA 1 560000 562999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36
PH21250000761 GEN1 PP AA 1 563000 563999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36
PH21250000761 GEN1 PP AA 1 572000 572999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36

Select the row which to be deleted.
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Standard Operating Procedure - Facility Profiling and DWS

Facility Profiling Pin Range Mapping
HBPEBEEFF 2SR

Facility ID Set Number Bag Type WS BN From Pin To Pincode Destination Ofc  Destination Desc Created By Created date Crted Time Sync

| |PH21250000761 GEN1 PP AA 1 560000 562999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36
PH21250000761 GEN1 PP AA 1 563000 563999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36
PH21250000761 GEN1 PP AA 1 572000 572999 PH21150000761 Bengaluru Parcel Hub 10035642 30.03.2022 14:07:36

Select Individual Row

Facility Profiling Pin Range Mapping
REER &FT P A TE Doelete

acility 1D Set Number Bag Type WS BN From Pin To Pincode Destination Ofc  Destination Desc
PH21250000761 GEN1 SP AA 1 504000 505000 SP11150000650 Warangal NSH
PH21250000761 GEN1 SP AA 1 505001 505999 SP11150000650 Warangal NSH
PH21250000761 GEN1 SP AA 1 506000 506999 SP11150000650 Warangal NSH
PH21250000761 GEN1 SP AA 2 500000 503000 SP11250000650 Hyderabad NSH
PH21250000761 GEN1 SP AA 2 503001 503322 SP11250000650 Hyderabad NSH
PH21250000761 GEN1 spP AA 2 503323 503999 SP11250000650 Hyderabad NSH
PH21250000761 GEN1 sP AA 2 508000 5P11250000650 Hyderabad NSH
PH21250000761 GEN1 SpP AA 2 508001 508999 SP11250000650 Hyderabad NSH
PH21250000761 GEN1 SP AA 2 509000 509999 SP11250000650 Hvderabad NSH

Select all Rows.
Click on “Delete”.

d. Display Single Pincode:

Facility Profiling Pin Range Mapping

Source Facllity ID PH21250000761 Gulharg_é_i PH

Bag Type S“pééd Post -
Set Number GEN1 b
" Display/Delete Data
\Direct Upload
_Excel Upload

(e Display Single pincodes |

Created By Created date Crted Time Sync

10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022
10035642 01.04.2022

10:11:49
10:11:49
10:11:49
10:11:49
10:11:49
10:11:49
10:11:49
10:11:49
10:11:49

Execute.

Facility Profiling Pin Range Mapping

Xa2FPF o) @&T0a EH

Facility 1D Set Number Bag Type WS BN From Pin|Destination Office

PH21250000761 GEN1 SP AA 1 504000 SP11150000650

PH21250000761 GEN1 SP AA 1 504001 SP11150000650

PH21250000761 GEN1 sP AA 1 504002 SP11150000650

PH21250000761 GEN1 sP AA 1 504003 SP11150000650
AA 1

PH21250000761 GEN1 sp

504004 SP11150000650

Dest Dsc

Warangal NSH
Warangal NSH
Warangal NSH
Warangal NSH
Warangal NSH

This will display Facility Profiling mapping for each pin code. This will help the field units to

upload the facility profiling in DWS system.
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Standard Operating Procedure - Facility Profiling and DWS

Dynamic Weighment System & System assistant sorting feature.

Procedure to use DWS feature in offices where it is implemented

Menu: ZMODWS, Role: IPVS Operator (YS: MOIPVS_OPERATOR).

ol

ZMODWS ||« @e et Dnhan = &

| SAP Easy Access - User Menu for PUNEETH K H .
RE & owd v

bl

- Y7 SE16N - General Table Display

- i ZLSS - Labor Scheduling System

- ¥ ZMOIPVS - India Post Visibility System
~ [ User Menu for PUNEETH K H .

Favorites
T ZDOP_MAIN - DOP Main Screen

[CYC:SRO SORT ASST

Type “ZMODWS”

India Post visibility system for DWS has the following transactions.

1. Bag Receive — Receive the incoming bags for this the office.

2. Bag Open — Apart from the existing Bag Open option, workstation ID(Sorting Table)
and Destination office of the articles received will now be displayed against each
article/item.

3. Add Articles to Bag — New feature. When articles are received/scanned, it will show
the BIN (Pigeonhole) number and the Destination.

4. Bag Close — After selecting the Bag Type and Destination based on “Bag Open” and
“Add Articles to Bag”, all articles for that Bag type and Destination will be displayed.

DWS/PNOP - Main Screen User name: PUNEETHK H .

Transactions Reports Forms Bag Miscellaneous  Article Miscellaneous Tracking Information
Bags Receive Bags Received Print Bags Receive Report Capture Bag Damage Set Article Priority Bag Tracking
Bag Open Articles Received Print Bag Manifest Report Bag Lost Capture Article Damage Bag Tracking {3 Months})
Add articles to Bag Virtual Sort Print Bags Dispatch Report Set Bag Priority Article Barcade Change Article Tracking OER
Bag Close Bags Dispatched Print Mail List Bag Barcode Change Report Article Lost Article Tracking
Bags Dispatch ikt e Capture Carrier Dispatch  p gicje pestination Pincode Change

Bags Dispatch_Cancel
Insured Bag Verification
Insured Article Verification
Deposit Bag Close

Expected Workload Bag Deletion Report Article Found

Bag Discrepancy DB Set Change Article Type Modification
Article Discrepancy Change Bag Status Altering an Opened Bag
Office Abstract Unlock Bag ID Electronic Proof Of Delivery
Consolidate Abstract
Insured Article

Recall Article Label Generation

Late Bags
Transmission Analysis
Set Discrepancy

Bags Missing Scans
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Standard Operating Procedure - Facility Profiling and DWS

a) BagReceive

Select Bag Receive.

Select Destination Office and Enter Weight.

Click on Receive.

a) Bag Open

In this option, for each article number, the system will show the Workstation ID
and Destination office, based on the Facility Profile mapping.

Whjauns PH Set [GET
L
) M—c'ﬂw_. o I

Mieed 10 Han il in IPVS [Pincode not mapped in Gty profiling)

e Articias Coant 1 Tofal Articies 3 Totsl Articias Walght 0,550 Kpe

Select Bag Open.

Scan the Received Bag number.
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Standard Operating Procedure - Facility Profiling and DWS

Bag Oetaily
* Offies D FHZ1350000703 Mipsur Fri g (9N
* Bag D CEHB0041 82077 Bagy reedy ip Open
Sourma T Hsmazpurs 50 Created By 3
Article Numbes [[Emer]

Artilcs Numbes HEAGE4TE1I8IN
Artiloe Typel REQistened Perkadical
Destination Oftic POZ1308110000 Itigegud 5.0
Work Station| BC

Expected Articles Scarmed Asbcley
| o [potarcer vien] = Eepea ., B Viea: |[Stendar View| || Eport, Cnest SpoeseRow WnsedFna Deiste Row
Eag D Amsa Number | Socking O Amcie f/oe | Amcis Weignt  Raceissr Pincoce | Inswred Fisg | Prionty E6g 1D/ Ariee Mertbar | Faciity D Deserplion | Amsshpe  ArscieBag Weight | ToFiMcode  Wark stsen | Inswec Fisg | Prionty | Bsg Destng
CHT4MR2TITIN THymspurs SO oI BC 7 [
CHATSEEDAHN PARCEL = ST EC r
CERS0R184T T Matmsipure 50 i 1
EHAEAZICEAN SPEED.. » ST EC
ERAPMBACEEN SPEED. = TG BC ¥
FHeO5e5E 124N REDIZ.. » aTe BC
RHADIABE 28N REQIZ. - 090 BTOA10 BO [
Eag Datails
* Office 10 P U000 Nysum FH ek [GRMY
«Bag i CEKSO04183077 Eazgs mady te Open
Sourcn T Hacmsours 5.0 Craata By |0
Artiels Numbe
Artilne Numbed RHAGS4E8118IN
Artice Typel Registersd Periodical
Destinstion Difed PO INE1I0000 Irbgegud £.0
Wk Station| BC
Expartad Artinles Seannad Artisias
ey, [Stacaand V] =I| Expon, B View; [[Etarderd iew] =l| Expon . Coecn e e Fon  Depas
Bag 10/ Article Humber | Dooking Offics  Adiclatrpe Aricle Weight | Raceiver Pincede | insured Plag | Prioriy Bag 10 | Adicle Number | Faciity 1D Cescripton | Adcletrpe | AricleSeg Weigh]' ToPiNcode | Workaslston | Inzored Piflg | Procty | Beg Daxtin
[T exreeemanmme T Nermslpurs 2.0 F ETORIE Bo [ [
[ 7] exsosasoicns PARCEL ~ T Be [ [
| | cassonzizagte T Harasigurs 5.0 3
E ER4543300410 SPEED... ~ e BC [ [
| | Exsesazanven SPEED.. = 2of eroace BC
|| Reeas4oaizm REGIE. =« Lol Bc
|| xssasiaee REGIE. = E7000 Bc

There is an option available to update the article received without Pincode and to
modify the available Pincode against the article scanned.

Based on the article number, the Destination office and workstation ID will be
displayed.

To guide the user better, the status of the last scanned article will be shown in “Red”
colour. Also, this information will be available on the Right-side Grid View.

If the user fails to update the Pincode, the same will not be available in the DWS bag
handling. These should be handled through the existing Bag Closing.
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Standard Operating Procedure - Facility Profiling and DWS

Legacy Bag Open

Bag Details

* Office 1D PHI1350000753 Mysuru PH

* Bag I CHK2156365412

Bag received from Az PH  PH301S0000761

+ Article Type  |PAACEL -

Article Number || [ Enter|

articie Numbef C KS465465TEIN

Desfination Office

Waork Statio MNeed te Handle in IPVS [Pincode blank)

Article Details

icw: |[Standand View] =|| Exports B
| BagID | Arficle Mumber | Aricke bpe ArliioBag Weighi || ToPiHcods [Work siafion  Inswed Flag  Prierity | Bag Destinaiion Facifty 10 Dessriphon |
|| cxsassassTEN i

Similarly, in "Legacy bag open", the Destination office and Workstation ID will be blank
if booking data is missing.

Legacy Bag Open

Bag Details
* Office 1D PHZ 1320000703 Mysiry PH
= BaglD CBKE410212385
Bag received from Ajmer FH FHZE8130000701
* Atticle Typs | PARCEL .
Article Number [ Ertter |

- -
Article Numbe| CKAG54ETO05IN
Article Typd Registered Parcel
Destination Officd PO21308110000 Itfigegud 5.0

Work Statiod BC

Articie Details
Vigw: [[S1ardara Vew] || Expat 4 S
Bag 1D | Artole Number  Artice type Article/Bag Weght To FiIN code | Werk station | Insdred Flag | Prority | Bag Destinatien | Fasiity 1D Deseriphon
CK48548TOOBIN 2 570010 ec -

Update the Pin code for scanned article.
Destination office and Workstation ID will be displayed.

If the user fails to update the Pincode, the same will not be available in the DWS bag
handling. These should be handled through the existing Bag Closing.

b) Add Article(s) to Bag

This option helps to identify the article for which Bin and Destination it relates.

Note: Articles received without Pincode will not be available in this processing. It
should be handled in the existing Normal Closing Bag option.
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Standard Operating Procedure - Facility Profiling and DWS

Add Article(s) to Bag

Invoice Articles for Bag

Source Office
Wark Staton:
Articla Numbar:

|PH21350000783 | Mysur FH

(Bc ~
[

Articig

Article Typs

Destination Office|

Bin Humbar)
[Bed]

RKA58T8089TIN
Repistered Parcel

Foziassiionon  Ittigegud S.0

[1]]
Refresh

Scanned Articles

iew: | [Standard View] * | Exports

T Source Set Number | Article Mumber |
|_‘ Mysura PH GENT RKASETECERTIN
|| MysuuPH GEN1 RKASETE0BT8IN
| | MysuuPH GEN1 ERABETERSTON
| | Mysururr GEN EX458780300IN
i_ Mysuru PH  GEN1 EK458730852IN
|_ Mysuru FH  GEN1 CHASSTEOEINN
| Mysuru FH GEMN1 CKASSTEOEZTIN

Huticle Type

Registensd Parcel
Registensd Parced

Inland Spead Post Farcel
Inland Speed Post Farcel
Inlend Speed Post Farcel
Regsiered Parced
Registensd Parsel

Destnstan

Itigegud 5.0
Itigegud 5 O
Iigegud S0
Itigegud 5.0
Intigegud 5.0
Mysuru HO

Itigegud 20

Select Add Articles(s) to bag.

Scan Article numbers.

Destination office and Bin numbers are displayed for the Scanned article.

Add Article(s) to Bag

Invoice Articles for Bag

Source Office: [PH21350000783 | Mysusu PH
Work Staon: (9~
Articla Numbar_| |
Artickd RKA58TB08TIN
Article Typd Registered Parcel
Destination Office] Pozt308110000  Ittigegud $.0
Bin Humbar| 06
(s Refresn |
Scanned Articles
View: ([Blenderd View] | Exparty
6 ;wu I SclNumw. Avticle Mumber il Nl.ichTy:pc
|_‘ Mysura PH GENT RKASSTE0EITIN  Registersd Parcel
|| Mysururr GENY RK4SSTE0315IN  Registersd Parcel
| | MysuriPH GEN1 EK45387EEETOIN  Inland Spead Fost Farcel
|| mysurapes GENT EK488TEB508IN  Inland Spead Fost Parcel
i_ Mysuru PFH  GEMN1 EK458T88852IN  Inland Speed Fost Parcel
|_ Mysuru FH  GEM1 CKASSTS9835IN  Registered Paroel
|_ Mysuru FH GEMN1 CKASSTE0EZ1IN  Registened Parcel

c) BagClose

Dassnatan

Intigegud 5.0

Itigegud 5 O
Intigegua S O
Irtigegud 5.0
Intigegud 5.0
Mysuru HO

Ittigegud 5.0

Work siaficn | Bin Number |

8888888

Work staticn | Ban Number

8888888

Sort the Articles to respective BIN.

When articles are sufficient to close a Bag. Users must select this option.

[PVS Team, ipvs.cept@indiapost.gov.in
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Standard Operating Procedure - Facility Profiling and DWS

Bag Close
Selection Sareen
Fasiity I0f |FHZ1390000723 Wysun FH
* Bag Tyoe b
= Destination CMca
(R —
Bing ] | Pt
Farcal
" Bag meight] | oiaran
- Spmed port — [Pt |
Acticls Type: [ B =l o
L
Closa Cloza & Print manifess | Sanarate Bag Baroods & Clesc |
Scanned Arficles
st Humbar
[paa]
| o | [Standsen Vien] *| | Printwersion  Exparty S

ity Faelity |D | Set Numbes | Afis lumibse | Aricia Tyge | Destiation Sciy (D | Wark staticn | Sin Flumis: | Recsived By | Recehed Dals  Racsived Time ||

Click Bag Close.

Select Bag type.

Bag Close

Bubectian Seivan

Faiity 15
- Baa Trid

“ Dazsnanan Omed
g 1]

* Bow wels

| s ([Fanerimed View)

") Faciity | Set Mombes | Armcls Momber | Srticie Typs | Desietion ol (0 Wark sishon i s Seceived By Macsend Dais | Secesms Time

Fiibr |

“Genareis Foy Baruda & Gees |

(2o

=1 | Pree varsion o L

Select Destination office.

Bag Close

Selection Sereen

Facility ID: |PH21350000783 Mysurs PH
* Bag Type: |Farcal -|
+D ion Office. [Bgegud S0 =)
Bag ID: | |
* Bag weight | 0,000
Asticle Type: O | O =
Transport Mode: % Surface () Air
Close & Print manifest Generste Bag Barcode & Close
Scanned Articles
—————
Add
View: | [Standsrd View] =|| Frint Version Export + N

'E1| Facility ID Set Number | Arficle Number | Article Type Destination facility ID | Work ststion | Bin Number | Received By = Received Date
l:l PH21350000763 GEM1 CK46548T006IN  Registered Parcal PO21208110000 EC 8 11000851 15.00.2022
l:l PH21350000763 GEM1 CK465487T910IN  Registered Parcal PO21208110000 EC 8 11000851 15.00.2022
l:l PH21350000763 GEM1 RK4G65487ET0IN  Registered Printed Book  PO21308110000 EC 8 11000851 15.00.2022

Received Time

18:50:40
18:52:51

18:54:35

Articles added to that destination office will be displayed.

Users must compare this information with physical articles.
out, use the “Add” option to add this article. Also, users have an option to “Delete” an article.

[PVS Team, ipvs.cept@indiapost.gov.in
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Standard Operating Procedure - Facility Profiling and DWS

CBagClose

Selection Screen

Facility ID: Wysuru PH
+ aeg ype
* Destination Offica: [Ithgegud £.C -
Bag: [ ]
* Bag waight
Article Type: & [ d =
Transport Mode: (3 Surdsce () Air
Scanned Articles
View ([Standord Visw] = | it version_Export 4 &
Fy| Facility I |SetN|lnbeI|ArIieleN|Inhe( Article Type ‘D@ﬁmﬁunlanﬁyln| Work station | Bin Number | Recefved By | Received Date | Received Time ||
PH21250000763 GENT CK465427008IN  Registered Parcel PO21208110000  BC [ 11000851 15082022 18:50:40
PH21250000763 GENT CK465427810IN  Registered Parcel PO21208110000  BC & 11000851 15082022 18:52:51
PH21350000763 GEN1 RK485487870IN  Registerad Printed Book  P021303110000 BC & 11000851 15.00 2022 18:54:35

Article Type Filter:

Common bag has two colours of bag label- Orange and Blue. Orange will for Air
Connectivity (First Class mails -Speed Post Parcel and Registered Parcel Paid with Air
Surcharge) and Blue for surface connectivity (Second class mails- Business Parcel/Registered
Parcel/RPs ).Hence first class mails )Speed Post parcel , Register Parcel with Air Surcharges)

are filtered by second class mail in Article Filter option.

Click on Article Type.

Click on Filter.

IPVS Team, ipvs.cept@indiapost.gov.in
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Standard Operating Procedure - Facility Profiling and DWS

| i (Etoncera view] =] | prnt version Exgon < 2 |
FHZ213800007083  GENT CHANRESEIAAN  Ragistarad Parst FOZ1308110000 Bo L] 11000801 10,00 2022 AT
_FH21350000783  GENT CI4BEIEH033IN  Ragiskerad Furosl FOZAZ068710000 B & 11000851 1800 2022 404700

Click on Multiple selection, if user want to select multiple article types.

Select Article types.
Click on Ok.

Click on Filter.

T R | 2

| Festityis | SetMumber | Atice Nombar | farols Typs | prmtreticn oy 0 | iecs miation | i Mumbsr Baceived By Recees Oaie | Racansd Tams |

|| rrz1zscosores cent Cicsensaan3zIN . [rapimtares ot §oz 1300110000 oo e 1ia0Bat taceIozs 1asTan
FHZ1300000702  GEN Channiza0anin [ropistarca Farel or2308 110000 Bc o 11000881 10002022 104700

| Puziasacaoes cEms rinna Spead Port @ g 110 e - 11000881 18 oR 02z A04sas

|| Preizsococies oEMs EKAGSAB707 114 friand Spesd Pest Parcs §021308110000 Bc e 11000851 te.congaz 10 a5az

oL
Factity 10- lﬁlgﬂoﬂﬁﬁm | My=uru P
* Bag Type: [Farcal =
= Dustnaton OHics: I E-E- R =

Transport Mode: [ ——— T

[Glo=e | ome B Print manrest Generate Bag Barcone & Cio:

Aricie Humber |

et
e |[Stancert Vew|  w| | pactversan Evbort &
i Fooity D | SsMembar Aot Numbor | i Twps ||Dessoation factiy 10 | won statian | Sin Numier | Resaivea By | Ressived Data | Ressived Tima |1
| PH213600007T03 GEM1 CHADI4ETROOIN Ragistored Parcal FO213081 10000 ac o 11000281 15.00.2022 105040
FHZ13800007T83  GEMT CEASSE87E 10N Registered Farcal FO21 31081 10000 ac " 11acoseT 1808 2022 18528

IPVS Team, ipvs.cept@indiapost.gov.in
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Standard Operating Procedure - Facility Profiling and DWS

Scan the Bag number.

Bag Close

‘Sofoction Serean
Foeiity 10 |PHZ 1390000763 Myzuns P
*Bag Type: |Parcst -
* Destiration Cffice: Ifgegud 5.0 |
Eog 0§ [CEMBATETERRET

= Bag waight§ |
_ [Finar
Artcle Type. ) Perasl R
Transport Mode: Dsumase  (jar
| Close & Print manast | Genersta Bag Earcoda & Cloca
Scanned Articlss
Artcle Mumber: |
et

[
ok ststion | Bin Numbar | Recsived By | Recswad Dete | Recsived Time |
11000851 15.08.2022 18:50:40

11000851 15082022 18:52:51

isus [Standerd Visw *|| Print Version Swpert 4
| Fseiityin Sat umbar | Anics Humbsr | Stick Type

FH21350000783 GEN1 CK40545T800IN Regatersd Farcel  FO21308110000
| FH213500007A3  GEN1 CK4A5457810IN  Regstered Parcel  FO213081 10000

Deastinstion ey 10 |
&

L

BC
BG

Scan the Bag number.

Enter Bag weight
Click Close and print manifest/close.

A Manifest will be generated based on the Bag Close.

System Generated Bag Barcode:

Bag Close

Selection Joreen
Faciféy 1D |PH21350000783 Mysuru FH

= Desdination Cfica. [Aigegud 5.0
|

Bagio |
| Fter |

Daticla Typa: 8| | Registercd Farca o=
Transport Moce: e Surees; 20
— s
Seanted Aricles
Articke bumber: | |
| aaa]
| e 19tEndard Viea] *| | PrintVesion Exporm B
i Facisyio Sat Mumber | il Namber | Amcla Typs Destnation facify | | ok statinn | B humier | Racsiued BY - Recelvsd Data | Recaned Tims ||
| PHZ1330000783  GENT CHEE543TH08IN  Registered Parcel  PO21308110000 RS ] 11000851 5082022 1850 4D
CHAZALETOI0N  Registarad Parcal  PO21308110000 Ao o 1000881 8003022 1052 51

| PHI13500007A  GEMT

Enter Bag weight.

Select transport Mode (Either Surface or Air).

Click on Generate Barcode and close.

[PVS Team, ipvs.cept@indiapost.gov.in
Centre for excellence in Postal Technology Page 18

https://www.govtstaff.com



Standard Operating Procedure - Facility Profiling and DWS

Bag Tvpe:Parcel (Surface)

Destination (Mfice:Ittigegund SO

Closure Date/Time: 160922 10:0-4:24
W'eizht: 1000 Kg

Closced By: 11000851 (USERS1T KS1)

0T RN 11

TG 2 OO T T
Bag Closing Office: Mysuru P|-I1

Manifest and Bag label will be generated based on the Bag Close.

Note:

1. Theremaining India Post Visibility System transactions, Miscellaneous Transactions
and Reports holds good as defined in IPVS Transactions in the link:
https://utilities.cept.gov.in//CSI/CSI-SOP/IPVS _SOP.pdf .

2. Users have an option to shift from DWS transactions to normal IPVS based on their
need.

3. But transactions initiated in normal IPVS can’t be processed in DWS transactions

Modified on 28.09.2022
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https://utilities.cept.gov.in/CSI/CSI-SOP/IPVS_SOP.pdf

Annexure-|

Process flow for Common bagqging of Parcels

Requirement:

(i) Circle is required to identify the L1 Parcel Hubs, where Speed Post Parcels are
transmitted by Air. Speed Post Parcels meant for remaining L1 Parcel Hubs will be
sent in the Surface Parcel bag along with other types of Parcels.

(i) Separate Station consisting of identified locations for Air transmission of Speed
Post Parcel is/are required to be designed.

(iif) Separate trolley(s) meant for Air station(s) is required to be placed at Bag Opening
Table for primary Sort.

(iv) Separate Primary station may be created in large facility to segregate the Speed
Post Parcels as per their Secondary Sort stations (Air stations) concerned.

Step wise process

(1) Bag Receipt:

(i) Bring roller containers containing Parcel bags (Air and surface) from pre-sort
staging area to Bag Opening table as per the sorting sequence/ wave.

(ii) The roller container containing insured bags should be taken to bag opening table
only when the bag opening for all the bags in the other roller containers in the pre-sort
staging area is completed. Further, these roller containers should be taken to bag
opening table strictly under the supervision of the supervisor

(iif) Pick one bag at a time from the roller container and place it on the bag opening
table.

(iv) In case, any insured bag is identified mixed with other bags at the bag opening
table, inform the supervisor and transfer the insured bag into the designated insured
bag roller container in the pre-sort staging area strictly under the supervision of the
supervisor. Else, if the roller container contains only the insured bags to be opened
after bags in all the other roller containers in the pre-sort staging area are already
opened, then continue the process of bag opening as per the activity flow.

(2) Bag Opening, Parcel receipt & Primary Sort:

Opening scan will be captured of the bag and bag will be opened physically and each
Parcel will be scanned at the bag opening and will be sorted with the help of System
Assisted Sorting, an additional trolley will be kept for segregating the Speed Post
Parcels which are to be transmitted by Air, these locations are required to be identified
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and a separate sorting station will be set up at Secondary sort station for closing of
these Speed Post Parcels in Air Parcel Bag. It is required to ensure that the Parcels
are sorted by using the assistance from System i.e., Article Type and Secondary Sort
Station etc.

(a) All types of parcels (including Speed Post Parcels which are to be transmitted by
Surface) will be sorted in the common bag trolley exactingly placed in the facility.

(b) Speed Post Parcels which are to be transmitted by air will be segregated in the
package trolley meant for Air destinations.

(3) Sorting at Secondary Sort Station:

At Secondary Sort Parcels will be sorted by using the System Assisted Sorting as per
the type of the Parcel and the bin number of destination concerned under the option
“Add article(s) to bag;”

There will be two types of stations-

(a) Surface Parcel Stations- Sorting as per existing arrangement for all destinations
will be done in this station for Registered Parcel, Business Parcel, and RPs. Speed
Post Parcels for destinations which are to be transmitted through surface will also be
included in this station and will be bagged along with the other types of Parcels.

(b) Air Parcel Station- Sorting of Speed Post Parcels for destinations which are to be
transmitted through Air will only be included in this station and will be bagged
separately in the Air Parcel Bag.

(4) Closing of Bags:

Closing of bags will take place at both the stations i.e., Surface Parcel stations and Air
Parcel Stations;

(a) Surface bag Station: There will be 2 types of Parcel Bags will be closed:

(i) Surface Parcel Bag (Excluding Speed Post Parcel)- The bag will be closed for
those locations which are also identified under Air Parcel Station. This bag shall
comprise Business Parcel, Registered Parcel, and Registered Packets. At the bag
closing option, operator will select the Parcel under Bag type field and the destination
in the “destination” field and further select the all types of parcels except Speed Post
Parcel in the “Article Type” and will click on Filter button. Subsequently, operator will
choose the mode of transmission i.e., Surface and this will facilitate selection of all
parcels other than Speed Post Parcels. Moreover, 2 (two) options are available for
closing of bags i.e., either generating bag label (whereby an electronic bag label will
be generated and can be printed) or close & print manifest (whereby a preprinted bag
label’s barcode is required to be scanned for closing) by entering bag weight. Blue
Color bag label has been designated for closing of Parcel Bag transmitted by surface.
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(if) Surface Parcel Bag (Including Speed Post Parcel)- This bag will be closed for
destinations identified for solely transmission through surface. This bag will be known
as Common Parcel Bag, it shall comprise all types of Parcels i.e. Speed Post Parcel,
Business Parcel, Registered Parcel, and Registered Packet. All types of Parcels
(including Speed Post Parcels) will be reflected for closing in the bag. Moreover, 2
(two) options are available for closing of bags i.e., either generating bag label (whereby
an electronic bag label will be generated and can be printed) or close & print manifest
(whereby a preprinted bag label's barcode is required to be scanned for closing) by
entering bag weight. Blue Color bag label has been designated for closing of Parcel
Bag transmitted by surface.

(b) Air Bag Stations

(i) Air Parcel Bag (including Speed Post Parcel only): This bag will be closed for
those locations which are identified for transmission by Air. This bag shall only
comprise Speed Post Parcels. At bag closing option, operator will select the Parcel
under Bag type field and the destination in the “destination” field and further select the
Speed Post Parcel under the “Article Type” Field and will click on Filter button. This
will ensure that only Speed Post Parcels are included in the bag. Moreover, 2 (two)
options are available for closing of bags i.e., either generating bag label (whereby an
electronic bag label will be generated and can be printed) or close & print manifest
(whereby a preprinted bag label’s barcode is required to be scanned for closing) by
entering bag weight. Yellow Color bag label has been designated for closing Parcel
Bag transmitted by Air.

(5) Dispatch of Bags:

After closing of Parcel Bags, these bags will be taken to Post Sort Staging area and
will further be dispatched as per their dispatch schedule available.

kkkkkkkkk
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