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The Unified Internal Tracking System is the combination of 4
applications discussed below.

1.1 Central Server Application

It is installed in the web server of GPO Office, Sundhara Kathmandu. Currently it can be accessed by any
web browser with an IP Address 202.166.194.3&alhi credential is provided by the administration of

GPO Office. The workflow of the application is discussed below.

1.2 Local Server Application

The local server application concept is based on the principle that the daily operation of any postal
orgarization should not be disturbed in any case. These cases may be disturbance of Internet at the site
as well as the hardware/software problem in central server. As soon as local site is connected to the
central server application one can run the sync aapion provided and sync the data from and to with

the central database. Local server application is installed in one of the local computer of the work
station by the technician. It needs M&)L Server and IIS installed in the computer.

The workflow forthe local server application is similar to the central server application besides the
counter bill tracking number. For the central server application there is no input parameter for tracking
number in user interface but it exists in local server applicatCentral administration should provide

the tracking numbers for all the local sites for counter entry.

1.3 Sync API

Sync application is the helper application of the local server application. Its objective is to sync the data
between local databasena the center server database. For this purpose a 3yidshosted on GPO

Server with the IP of 202.166.164.39 which communicates with Client Console Application

1.4 Client Console Application
It is the helper application of the local server applicati@lient Sync application is installed in the Local
computer.



1.5 Organization of the Manual

¢KS dzaSNDR&a Ylydzf O2yarada 2F GKNBS asSoOuArzyay

General Information section explains in general terms the system and the purpose for which it is
intended.

System Summary section provides a general overview of the system.

The system Menu provides a detailed description of system functidns System Enu consists of
Setup, Counter Entry, Mail Dispatch, Exchange Office, Local Delivery and Item Inquiry sections.
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Login Page:

LOGIN TO YOUR ACCOUNT

& User name & Password

Click Here to Inquiry Your Mail !

LOGIN <

Copyright @ 2016 , Softech Foundation , All Rights Reserved.
For Technical Support support@softechfoundation.com

Login Page of ApplicatidPlease Enter valid Username and Password and Clickgin

Button. Aftersuccessfulogin Homepagés presented



Homepage:

{“DATE: 2017/02/21 (2073-11-10)  Logged In as " SAMPAT " (Baneshwor offices)  &Change Password

MAIN MENU
& Setup v
¥ Counter Entry
X Mail Dispatch ¥
(W) Exchage Office ¥
@vlocal Delivery

Q Item Inquiry

©2017 - General Post Office

Powered By: Softech Foundation

Home Page of Applicatidentire Section of the application which are shown in the above picture.



2.0 System Menu:

3.1.0 Setup

2.1 User Roles

RoleName

Role ighe part played by user in application whichrresponds to the post in office

[“DATE: 2017/02/21 (2073-11-10) Logged In as " SAMPAT " (Baneshwor offices) &,Change Password GLogout

MAIN MENU ser Roles

o ! _ Add New
% Couner Eny :

1 SuperAdmin [# | Authorisation

¥ Mail Dispatch >
P 2 Dispatchuser [ | Authorisation
(@ Exchage Office ~ 3 OrganizationAdministrator [# | Authorisation

DeliveryAgent
CounterUser
Administrator

@olocal Delivery

Q Item Inquiry

N NN NN &

® 2017 - General Post Cfice
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User Authorization

[“DATE: 2017/02/21 (2073-11-10) Logged In as " SAMPAT " (Baneshwor offices) &,Change Password

MAIN MENU User Authorisation
of Setup v Is Authorise
. 1 User Roles Add Edit v
& Counter Entry bl
2 Register |l|
¥ Mail Dispatch N 3 Tips of day in counter Bill I:I
1l Exchage Office ¥ 4 Edit DispatchSerialNumber |;|
#local Delivery - 5 Dispatch Add Edit 4
Q ltem Inquiry h ¢ e e
7 Senditems to Next Office Local Delivery 4
8 Agent Hand over Add Edit |i|
] Exchange Office Receive Receptacle from Depariment |i|
10 Department Add Edit ||
11 Dispalch MailList T
12 Daily Report of Counter |i|
13 Receive Items Local Delivery T
14 Summary Report of Counter 4
15 Exchange Office Receive Receptacle |i|
16 Receive Item Room Number 5 |i|
17 Final Delivery List |i|
18 Exchange Office Dispatch Receptacle |i|
19 Counter Entry |i|
20  Counter Entry |i|
21 Delivery Attempt List |i|
22 Receive Item From Departments. 4
23 Item Receptacle Inquiry |i|
24 Organizations Add Edit 4
25  Users Add Edit |+
. »

® 2017 - General Post Office
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User Authorization is the process of givimgededpermission to do or have somethimng
application



2.2 Users

FullName

UserName RoleName

‘ ‘ —select—

Password Confirm password

Organization Department

‘ Baneshwor offices ‘ Airport

CanlLogin ¥

Users are the Employee of the Organization.

[MDATE: 2017/02/21 (2073-11-10) Logged In as " ADMIN " (Kathmandu GPX

alaju) &,Change Password GLogout

MAIN MENU
2 Setup v Organization Department
[ Kathmandu GPO Balaju v| [ —Select Department— [ @ Scarch
& Counter Entry >
SN. Name Mobile User Name Organization Departmen Role
¥ Mail Dispatch 7 1 Ramesh Kharbuja 985656544 admin Kathmandu GPO Balaju Local Delivery Office (EMG) SuperAdmin
1 Exchage Office - 2 Ashok 97987987 asnok123 Kathmandu GPO Balaju Room Number 8 DeliveryAgent
3 Bhuvan Ranamagar 985698566 bhuvan Kathmandu GPO Ela\aju Mail Center CounterUser

@slocal Delivery

Q Item Inquiry

© 2017 - General Post Ofice
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2.3 Organization

[“DATE: 2017/02/21 (2073-11-10) Logged In as " ADMIN " (Kathmandu GPO Balaju) &,Change Password OLogout

MAIN MENU Organizations

5 Setup e

& Counter Entry ¥ Address
1 [ | Post Office Sindhupalchok 124 Sindhupalchowk chautara

¥ Mail Dispatch v 2 [ Kaski Post Office 23 Kaski Pokhara NewRoad
3 ¥ | Kathmandu GPO Balaju KTMBLJ Kathmandu Balaju

|l Exchage Office e
4 [# | Baneshwor offices 12 Kathmandu mid baneshwors

@lLocal Delivery ~ 3 | Central Post Office KTM Kathmandu kathmandu, sundhara
6 [# | sarbochha Adalat 1212 Kathmandu singha darbar

Q ftem Inguiry - 7 [ | post office Bhakiapur 1222 Bhaktapur Bhaktapur
8 & | Lalitpur Post Office 31 Lalitpur Dnapakhel
9 [ | Jumia post office 122 Jumla Jumia

© 2017 - General Post Ofice
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Organization Contains record of the Organization Name, Address, District, Pin Number etc.

Organization Name Pin Number

District Address
‘ Achham v | ‘

Choose Files | No file chosen




2.4 Department

Department Name

Departmentrefers to the sections of an organizatidhwe look at GPO office, Mail center, mail agency,
counter, internal EMS are the deparénts.

[IDATE: 2017/02/21 (2073-11-10) Logged In as " ADMIN " (Kathmandu GPO Balaju) & Change Password OLogout

MAIN MENU Department

o Setup ” + Add New
= Counter Entry ~ S.N. Department Name
1 # | Test Department
¥ Mail Dispatch v 2 (# | Krishna Yatayat
3 & | Mail Center
1l Exchage Office e
4 & | Araniko Yatayat
@slocal Delivery > 5 [# | Room Number &
6 & | Airport
Q ltem Inguiry 7 # | Local Delivery Office (EMG)
8 [# | Development
9 & | Counter

10 (| New Bus Park
1 | EMS
12 | Parcel

13 & | Mail Agency

® 2017 - General Post Office
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3.0 Counter Entry

3.1 Entry

[DATE: 2017/02/21 (2073-11-10)

Logged In as " ADMIN " (Kathmandu GPO Balaju) ~ %Change Password  (Logout

MAIN MENU Counter Entry
4 Setup Is Bulk Entry W
— Mail Type "
= Counter Entry e Particular
Transaction Type Mail Type Mail Medium Weight
¥ Mail Dispatch ‘ Domestic v ‘ | Aerogramme v ‘ ‘ Air '| Amount
|l Exchage Office — To Address Calculation
olocal Del Name IsSave Address1 Address2 Registry
ocal Delivery [m] Achham v ‘ ‘ | ReturnReceipt
Q ttem1 NetAmount
em Inqui
auiny — From Add A Nords
‘ Twenty Three
Name IsSave Address1 Address2
(=] Achham v ‘ ‘ |
— Mail Services
Registry ¥ Return Receipt || SDP )
Reset Bulk Entry B Save

® 2017 - General Post Office
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Anyvalid mail itemghatcustomeiswish to postare firstregisteredin Counter Entry. All Domestic and
Foreign mailsvith various mail types and ratese registeredBulk Entry optiorkeeps tracks the

number and total amount of mail items for a current bulk entry sesstuch as Everest Bank wish to
send 100 mails to itdebtors,then using bulk entry option the counter operator is benefited for viewing
automatic number of mails savehd corresponding amount.



3.2 Daily Report

MAIN MENU

[MDATE: 2017/02/21 (2073-11-10) Logged In as " ADMIN " (Kathmandu GPO Balaju)

Daily Sales Report

&,Change Password OLogout

of Setup

& Counter Entry
¥ Mail Dispatch
(W Exchage Office
@olocal Delivery

Q Item Inquiry

EntryDate Organization User Name Transaction Type Active Status

[2017-02:20 | [ KathmanduGPOB v| [ —select one— v| [ —select Transactic v| [ AN

ol -

Export To Excel  Print

| Gavernment of Nepal
Ministry of Infors and Communications
Postal Service Department
General Post Office

Sundhare, Kathmandu

Daily Report of on 2017/02/20 (2073-11-8)

Registration No Destination

Charge(Rs.)

Mail Type Weight

Action

rewgfdggd 38 Aghhar 3, fsdf sdffdf
rewgdfg3123 19 Dhankuta 3 fadat fsadt
3 regfy 40 Achhar a2 fdf anjan
4 rewrfds12313 a Agrogramme 0.00 Achham 200 fdsat Anjan
rwegfd213 2 Aerogramme. 0.00 Achham 23.00 1dst anjan
AD730000082NP 13 Achh 3, rajesh kharbuuz ramesh kharbuja
7 ADT30000096NP m L= 2 g D
Total T 10.00 161.00

Ll
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Daily Reports of Registered Mails from Coutiietry. Printingediting,Bill RePrint andentry deletion

option are presented in daily report of counter modufgltration of entry mail can be done according to
date, counteroperator,mail types, active stateand transactiype. These options are available only for
users withcounter supervisor oorganization administrator role in system.



3.3 Summary Report

[MDATE: 2017/02/21 (2073-11-10) Logged In as " ADMIN " (Kathmandu GPO Balaju) &,Change Password OLogout

MAIN MENU Summary Report

&2 Setup > FromDate ToDate
(20170201 | [20170221 |
& Counter Entry >
Export To Excel  Print
¥ Mail Dispatch Gov ent of Nepal
. Ministry of Information and Communications

(W Exchage Office

Postal Service Department

General Post Office

Q item Inquiry Sundhara, Kathmandu

Summary Report as of 2017-02-01 (2073-10-19) to 2017-02-21 (2073-11-10)

@olocal Delivery

Book Post Post Blind Blind Intemal
POSt{RS) Letter Letter(RS) Aerogramme Aerogramme{(RS) Card Card(RS) Literature Literature(RS) EMS

Ramesh 1 26.00 7 373.00 4 92.00

Kharbuja

sampat 20  1249.00 3 108.00 23 908.00 2 58.00 2 48.00 4 312,00

Total 21 1275.00 10 481.00 32 1000.00 2 58.00 2 48.00 4 312.00

Ll 3
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Summary Repoiis for the auditing purpose for a particular date interval. It reports the number of mails
of different types and corresponding amouritindividual Counter Operator



4.0 Mail Center

Generally Mail center sorts thevailable mail items for different destinations and manage to
dispatch them as soon as possilHer this purpose it tracks the record of receivitegns, sort
them, and dispatch to other department by Send Item to Next Office module or to the other
organiations by Dispatch Module.

4.1.0 Receive Items
Mail Center receives all register@dcounter entryas wellas itemsreceivad from other department or
organizations. Receivaettms Recordsan be pringéd, deleted and searchd by date.



