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The SAP IPVS reports and forms enable users to draw all reports regarding bag and 

article related events such as business transaction reports, discrepancy reports, insured 

article reports and Virtual sort. 
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The SAP IPVS reports and forms enable users to draw all reports regarding bag and 

article related events such as business transaction reports, discrepancy reports, insured 

article reports and Virtual sort. 

 

1. Bags Received 

The Bags received report enables the user to view the total bags received in a 

facility. The report allows the user to view data based on the bag type, received from 

office and the received by employee. 

 

a. IPVS Main Screen ReportsBags Received 

b. Click Bags Received link.  
c. Select the date, Set on which you want to view the bag received report.  
d. Click Search button for searching the bag received report on the basis of  

1. Bag Type 
2. Received From 
3. Received By 

e. To view Bags detail Select appropriate bag Type/facility and Employee 

Name. 

1. Bag Type 

 
2. Received From 
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3. Received By 

 
 

2. Articles Received 

The Articles received report enables the user to view the total Articles received in a 

facility. The report allows the user to view data based on  article type, received from 

office and the received by employee. 

a. IPVS Main ScreenReports  Articles received 

b. Click Articles Received link.  
c. Select the date, Set on which you want to view the articles received 

report.  
d. Click Search button for searching the article received report on the basis 

of   
1. Article Type  
2. Received From 
3. Received By 

e. To view which article has come from which Article Type/facility/ 

Employee name, Select Appropriately. 

1. Article Type 
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2. Received From 

 
3. Received By 

 
 

3. Virtual Sort 

Virtual sort will enable the user to view where each article in a facility has to be 

closed to next. 

a. IPVS Main ScreenReports Virtual sort. 

b. Click Virtual Sort link.  

c. Click Search button to fetch all the article details that are in your facility.  

d. Click Re-perform Virtual Sort button to update the next closed to location 

to where the articles have to be closed.  

e. You can view the corresponding articles that are to be closed to the 

particular sorting office by clicking on any of the sorting hub office.  
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4. Bags Dispatched 

Bags Dispatched report enables the user to view the total bags dispatched from the 

facility. The report allows the user to view data with respect to bag type, dispatched to 

office and the dispatched by employee. 

a. IPVS Main Screen Reports Bags Dispatched 

b. Click Bags Dispatched link.  
c. Select Set, date from the calendar for which you want to fetch the bags 

dispatched details.  
d. Select  

1. Bag type  
2. Dispatched to  
3. Dispatched by   
4. Mail List radio buttons, for which you want to view the bag details.  

e. To view Bags details, Select appropriate bag type/facility/Employee 

Name/Mail list Id. 

1. Bag type 
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2. Dispatched to 

 
 

3. Dispatched by 

 
 

4. Mail list 
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5. Articles Dispatched 

Articles dispatched report enables the user to view the total Articles dispatched 

from the facility. The report allows the user to view data based on Article type, 

Dispatched to office and the dispatched by employee. 

a. IPVS Main Screen ReportsArticles Dispatched 

b. Click Articles Dispatched link.  

c. Click Set combo box to select the set and Select date from the calendar. 

d. Select radio button  
1. Article type  
2. Dispatched to 
3. Dispatched by, which you want to view the Article details.  

e. To view Articles details, select appropriate Article Type/facility and 

Employee Name. 

1. Article type 

 
 

2. Dispatched to 
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3. Dispatched by 

 
 

6. Expected workload 

 

Expected workload enables the user to view the incoming bags and articles from 

other facilities. 

a. IPVS Main Screen ReportExpected Workload. 

b. Click Expected Workload link. 

c. Select the set from set combo box, Date. 

d. Click radio button  

1. Bag  

2. Article, for which you want to view the details. 

e. Click on Bag/article type to view specific Bag / articles. 

 

1. Bag 
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2. Article 

 
 

7. Bag Discrepancy 

The report enables the user to view discrepancy details like weight mismatch, 

reopen etc. related to bags in the facility. 

a. IPVS Main ScreenReportsBag Discrepancy. 

b. Click Bag Discrepancy link.  
c. Select a date from the calendar on which you want to view the bag 

discrepancy details  
d. Select the bag discrepancy type for which you want to see the details of 

the bag pertaining to that discrepancy type.  

 
 

8. Article Discrepancy 

The report enables the user to view discrepancy details like damaged, lost etc. as 

related to articles in the facility. 

a. IPVS Main Screen Report Article Discrepancy. 

b. Click Article Discrepancy link.  

c. Select a date from the calendar on which you want to view the article 

discrepancy details.  
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d. Select the article discrepancy type for which you want to see the details of 

the articles pertaining to that discrepancy type.  

First half Screen 

 
Second half Screen 

 
i. Article Discrepancy  Report at Division Level 

 Report to Display set wise Article discrepancy at Division level.  
 
Pre-Requisite:  
 Assign Roll “IPVS role for EDD (YS: IPVS_EDD) “to the required User through RDA. 
 
Article Discrepancy Report at Division Level:-  

1. Select Article Discrepancy under IPVS Report Transaction. 
2. Enter Division Office Facility ID. 
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3. Click on Enter. 
4. Select Office ID in Office ID column. 

 
5. Select appropriate facility ID. 
6. Click On Search. 

 
 

 

9. Consolidate Abstract 

The Consolidate Abstract report enables the user to view the consolidated 

number of Articles received, Closed   by Employee from the Facility. The report 

allows the user to view data with respect to Receive, Closed by Employee and 

Consolidated total articles from the Facility. 

a. IPVS Main ScreenReports Consolidate Abstract. 

b. Click Consolidate Abstract link.  

c. Select the set no. and date. 

d. Click  

1. Closed 

2. Received 

3. Consolidate radio button and Click Fetch button. 
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10. Insured Article 

The report enables the user to view details pertaining to insured articles received in 

a facility such as received by whom, receive verification done by whom etc. 

a. IPVS Main Screen Reports insured Article. 

b. Click Insured Article link.  

c. Click Set combo box and Date.  

d. Click Fetch button  

 

First half Screen 
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Second half Screen 

 
 

11. Late Bags 

Report enables the user to see the details of all the late bags in a facility. 

a. IPVS Main Screen Reports Late Bags. 

b. Click Late Bags link.  

c. Select from and to dates from the calendars. The user can also enter cutoff 

time.  

d. Click Search button  

 
 

12. Transmission Analysis 

 

Report enables the user to extract a comprehensive data on bags dispatched and 

received in a facility in a certain period or in a particular schedule. 

a. IPVS Main Screen Reports Transmission Analysis. 

b. Click Transmission Analysis link.  

c. Click  

1.Dispatched 
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2.Received radio button to view the bags Dispatched/Received report 

respectively from your office.  

d. Click on Search button to view the bags Dispatched/Received report.  

1. Dispatched 

 
 2. Received 

First half: 

 
Second Half 
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13. Set Discrepancy 

 

The user view the existing set discrepancies such as received in one set closed in 

another set, closed in one set dispatched in another set and received in one set opened 

in another set. 

a. IPVS Main Screen Reports Set Discrepancy. 

b. Click Set Discrepancy link  

c. Enter Date.  

d. Select possible set discrepancy among the three  

1. Closed-Dispatched  

2. Received-Dispatched or  

3. Received-Opened. Click on Enter button.  

1. Closed-Dispatched 

 
2. Received - Dispatched 
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3. Received- Opened 

 
 

14. Bags Missing Scans  

Supervisor Report to display the data for received but not Opened, Opened but not 

Closed, Closed but not Dispatched and Received but not dispatched (Forward bags) 

events. 

a. IPVS Main Screen Reports Bag Missing Scans. 

b. Select Bag Missing Scan Report in IPVS Report Transaction. 

c. Select respective radio button. 

d. Select Received But Not Opened : To view Bag Received but not Opened. 

e. Select Closed But Not Dispatched: To view Bags Closed but not 

dispatched. 

f. Select Received but not Dispatched: To view Forward bags (Bag 

destination to different location) Received but not dispatched. 

g. Click on Execute. 

 1. Bags Received but not Opened:  
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 2. Bags Closed but not Dispatched:  

 
3. Opened but not closed: (Articles Received but not Closed) 

 
4. Bags Received but not Dispatched: 
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SAP IPVS Forms 

 

1. Printing Bags Receive Report 

The Print bags receive report enables the user to print the Received Bags report of 

the facility. 

a. IPVS Main ScreenFormsPrint Bags Receive Report. 

b. Click Print Bags Receive Report link. 

c. Choose the particular set and Date. 

d. Click Preview & Print button to view/print the pdf file generated. 

 

 
 

2. Printing Bag Manifest 

The system allows user to print the Bag manifest at a later point after closing the 
bag. 

a. IPVS Main Screen Forms Print Bag Manifest. 
b. Click Print Bag Manifest link.  
c. Select the date and Click Search button. 
d. Select the row or scan the Bag ID, which you want to preview the bag 

details.  
e. Click Preview & Print button to view/print the pdf file generated.  
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3. Printing Bags Dispatch Report 

To enable the user to print the details of the bags dispatched from the facility. 

a. IPVS Main Screen Forms  Print Bags Dispatch report. 

b. Click Print Bags Dispatch Report link.  

c. Select the set from the drop down and select the date. 

d. Click Preview & Print button.  

 
 

4. Printing Mail List 

The user is enabled to view/print mail lists of bags that have dispatched from the 
user’s facility. 

a. IPVS Main Screen FormsPrint Mail list.   
b. Click Print Mail List link. 
c. Select Date from the Calendar.  
d. User can filter the mail lists based on schedule Ids and Mail List ID as well.  
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Due Mail Sort List. 

 

The IPVS DMSL consists of the dispatch schedules, Receive schedules and the 

sort list. The dispatch schedules enable the system to close and dispatch articles to 

other facilities, the receive schedules are required to receive an article that is sent to 

that particular facility and the sort list determines whether an article falls in the 

category of town delivery or Non-town delivery. 

 

1. Dispatch Schedules 

To view dispatch schedules for bags from one facility to another. 

a. IPVS Main ScreenDMSLDispatch Schedule. 
b. Click Dispatch Schedules link. 
c. Select any particular schedule. 
d. To View schedule details, click view button.  
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2. Receive Schedules 

  
A receive schedule is automatically maintained in the system for a particular 

facility once a dispatch schedule is created from some other facility to that particular 
facility. The user can view these receive schedules in IPVS. Modifications are allowed for 
only dispatch schedules and not receive schedules. 
 

a. IPVS Main Screen DMSLReceive Schedule. 
b. Click Receive Schedules link. 
c. Available schedules are displayed. 

 

 
 
 

3. Sorting List 

 To view, maintain TD and NTD pin codes for facilities. 
a. IPVS Main Screen  DMSL  Sort List. 
b. Click Sort List link. 
c. Available Sort list are displayed. 
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Additional  Reports. 

1. T-code “ZIPVSREP”, shows the following details. 

 Bags Received 

 Bags Opened 

 Bags Closed 

 Bags Dispatched 

 Articles Received 

 Articles Closed 

This report can be generated for multiple offices in Day wise/ Set wise. 
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DMSL Status Reports  at Division /Circle Wise. 

2. MIS reports for Schedule Created, Maintained, Discrepancy reports 

 

MIS Reports for monitoring schedules created, maintained and having discrepancy. 
 
Pre-Requisite:  
 Assign Roll “IPVS role for EDD (YS: IPVS_EDD) “to the required User through RDA. 
 
T code: ‘ZSCHDTLS’:- 

 As defined T code ‘ZSCHDTLS’ will defines the number of schedule created, maintained 

and discrepancy. 

  
1. Login to ECP system. 
2. Enter T-code ‘ZSCHDTLS’. 
3. To View the report. 

a. Enter Circle Facility ID. 
b. Enter Division Facility ID.(Division Facility ID is mandatory) 

 
 

c. Click on Execute to view the status. 
d. Report shows Office Wise Schedule Details. 
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4. Schedules Created :-   

Defines the Number of schedules created for that Facility ID. If schedule is not created 

then No. of schedule will be displayed as ‘ZERO’ (None of the schedule is created from Facility). 

 
 

Double click on No. of Schedule Count shown Count of No. of bags maintained to 

respective schedule is displaying in No. DMSLs if bags are not maintained count will be ‘ZERO’. 

 
 

Double Click on No. of DMSL will display the Bags maintained in the schedule. 
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5. DMSL/ Bags Maintained: -  
Defines the Number of DMSL/Bags maintained to that Facility ID. If Bags are not 

maintained then No. of DMSL will be displayed as ‘ZERO’ (None of the Bags are 

maintained from Facility). 

 

  

Double Click on No. of DMSL will display the Bags maintained details in the schedule. 

 

 

3. Missing schedule report 

Report to understand missing links (schedules) in the mail route. Bags not maintained 
from Source to next destination/Delivery Office as per the National Sort Program/ Sort List 
respectively. 
 
Pre-Requisite:  

Assign Roll “YS:DATA_VERIFICATION_ROLE_IPVS (DATA VERIFICATION ROLE for IPVS) 
“to the required User through RDA. 
 
T code: ‘ZDMSL_STATUS’:- 

 As defined T code ‘ZDMSL_STATUS’ will defines the links (schedules) in the mail route. 

  
1. Enter T-code ‘ZDMSL_STATUS’. DMSL Status and connectivity report is available in 

following options. 
 DMSL Status 
 Verify Connectivity 

2. DMSL Status:- Report shows the Schedules not maintained from Source to next 
destination/Delivery Office as per the national Sort Program/Sort List. 

a. Select DMSL Status. 
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b. Enter Circle Facility ID. 
c. Enter Division Facility ID. 

 

 
 

d. Click on Execute to view the status. 
e. DMSL Status and connectivity report shows Total number of Offices and Number 

of offices completed the schedule. 

 
 

f. Double click on count. 
g. Validation of DMSL maintained, Report shows Schedules not maintained from 

Source to next destination/Delivery Office as per the National Sort Program/Sort 
List. 
 

 
3. Verify Connectivity: - Report shows the Missing connectivity between Source to 

Destination office. 
a. Select Verify Connectivity. 
b. Enter Article Type. 
c. Enter Source and Destination Office Facility ID. 
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d. Click on Execute to view the status. 
e. DMSL Status and connectivity report shows schedules available from one 

location to another Location. 

 
f. Schedule ID is blank, if schedule is not available from one location to another 

Location. (User can able to identify Schedule not available Source (Mysore 
NSH) to destination office (Mumbai NSH)). 

 
 
 

4. Schedule – expiring within the particular period 

 Report showing schedules which are going to be expired within a particular period 
are to be provided. Reports are executed in following ways. 
 Schedules expired for a particular Office in a division or all the offices in a 

division. 
 Schedules which are going to expire for a Particular office or all the offices in a 

division  
 
Pre-Requisite:  
 Assign Roll “MOIPVS DMSL USER Role (YS: MOIPVS_DMSL_USER)“ to the required 
User through RDA. 
 

Schedule Expiry Detail:- 
1. Enter T-code ‘ZSCHEXP’. 
2. Enter Division Wise: To View the report for all office in a Division. 
3. Enter Facility ID : TO view report for individual Facility. 
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a. Enter Division Facility ID. 
b. Select Expired Schedule: To view already expired schedule. 

 
c. Click on Execute. 

 
d. Select Going to Expired Schedule: To view reports Expiring in ‘N’ No of 

days ’. 

 
e. Click On Execute 

 
 
 



Standard Operating Procedure - SAP IPVS Reports 
 

IPVS Team, ipvs.cept@indiapost.gov.in 
Centre for excellence in Postal Technology Page 29 
 

5. EDD Dashboard Report 

 
 For monitoring the progress in data entry status of delivery cut-off for the post 
offices and dispatch cut-off for the schedules, EDD dashboard report is provided. It is 
accessible in SAP application using the T-code “ZSCUT”. 
 
Pre-Requisite:  
 Assign Roll “IPVS role for EDD (YS: IPVS_EDD) “to the required User through RDA. 
 
Delivery Cut-Off for the post offices: 
 In this option, the data entry status of delivery cut-off time for the delivery post 
offices can be seen Circle, Region, Division and Facility wise. 
  

1. Enter T-code ‘ZSCUT’. 
2. Circle Wise: To View the report Circle Wise. 

a. Enter Circle Facility ID. 
b. Select Cut-Off Time as Delivery. 

 
c. Click on Execute to view the status. 
d. Click On ‘Not-Completed’ to view Not-completed Offices. 

 
f. Drill down Report shows Delivery Post offices for which  delivery Cut-Off 

data entry is not completed. 
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4. Region Wise: To View the report Region Wise. 
a. Enter Circle Facility ID (Circle Facility ID is mandatory) and Region 

Facility ID. 
b. Select Cut-Off Time as Delivery. 
c. Click on Execute. 

 
d. Click on Execute to view the status. 
e. Click On ‘Not-Completed’ to view Not-completed Offices. 

 

 
f. Drill down Report shows Delivery Post offices for which  delivery Cut-Off 

data entry is not completed 

 
 

5. Division Wise: To View the report Division Wise. 
a. Enter Circle Facility ID (Circle Facility ID is mandatory) and Division 

Facility ID. 
b. Select Cut-Off Time as Delivery. 

 
a. Click on Execute  to view the status. 
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b. Click On ‘Not-Completed’  to view Not-completed Offices. 

 
c. Drill down Report shows Delivery Post offices for which  delivery Cut-Off 

data entry is not completed 
 

 
 
6. Facility ID Wise: To View the report Office Wise. 

a. Enter Circle Facility ID (Circle Facility ID is mandatory) and Facility ID. 
b. Select Cut-Off Time as Delivery. 

 
c. Click on Execute  to view the status. 
d. Click On ‘Not-Completed’  to view Not-completed Offices. 

 

 
 
Dispatch Cut-Off for the Schedules:  
 

The status of data entry of dispatch cut-off time of Dispatches of schedules can be 
viewed in this option . Reports are available in Division and Facility wise.  

 
1. Login to ECP system. 
2. Enter T-code ‘ZSCUT’. 
3. Division Wise: To View the report Division Wise. 

a. Enter Division Facility ID. 
b. Select Cut-Off Time as Dispatch. 
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c. Click on Execute  to view the status of Dispatch Cut-off time. 
d. Click On ‘Not-Completed’ to view data entry not completed Schedule. 

 
e. Report shows Dispatches of Schedules for which dispatch cut-off time 

data entry   is not completed. 

 
 

4. Facility ID Wise: To View the report Office Wise. 
a. Enter Division Facility ID (Division Facility ID is mandatory) and Facility 

ID. 
b. Select Cut-Off Time as Dispatch. 

 
c. Click on Execute to view the status. 
d. Click On ‘Not-Completed’ to view data entry not completed Schedules. 
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e. Report shows Dispatch Schedules for which dispatch cut-off time data 

entry   is not completed. 

 
 

6. Bag Tracking KPI Report 

  Bag Tracking Report for Speed post Hubs and Register Hubs can be accessible in 
SAP application using the T-code “ZKPI_BAG”. 
 
Pre-Requisite:  
 Roll “BI role related to IPVS (YS: BI_IPVS) “is assigned to the BI User from there RDA. 
 
Bag Tracking Report: 

1. Login to ECP system. 

2. Enter T-code ZKPI_BAG. 

3. Enter the Facility ID. 

4. Select appropriate HUB. I.e.: speed post/ Registered HUB. 

 
 

5. Select required report ‘Sent/ Receive’. 
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a. Sent: Bags send from selected facility to PAN India Hubs. 

I. Click on Execute/ F8. 

II. Reports shows No. Of Bags Closed from the particular hub which are, 

Received, Not Received and Not Opened in destination hubs. 

 
 

 
b. Received: Bags received in selected facility from Pan India offices. 

I. Click on Execute/ F8. 

II. Reports shows No. Of Bags Received, Not Received and Not Opened in the 

particular hub which are closed from origin hubs. 
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6. Further drill down / click on bag count shows Bag Details. 

 
7. Further Drill down for Bags ‘Not Received’ shows Bag Tracking. 

 
8. Click on Bag number, Shows Bag Tracking. 
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