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About This Manual 

 

Purpose 

This manual provides all pertinent information to the India post users to understand the process of 

customer registration and Bulk Recall. 

 

Intended Audience 

This manual is primarily intended for 

1. India Post corporate customers 

 

Prerequisites 

Following are the prerequisites for bulk recall process 

1. Customer must have a valid contract with India Post 
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Introduction 

India Post Citizens Portal provides facility to bulk recall the articles online. Users can register on 

portal with their customer id and contract numbers. Users will be required to login to portal to 

access Bulk Recall. 

 

Customer Registration 

Prerequisites:  

User must have a contract with DOP to avail this service.  

 

 Steps to register customer on CSI Portal 

1. Go to India post home page click on Register > Corporate 

 
 

 

2. Customer Registration screen will open. 

 

 

Figure 1: Corporate Registration Link 
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                                                          Figure 2. Customer Registration 

3. Enter customer id and select the customer type.  

                                                  

                                                 Figure 3. Customer Registration (Enter Contract Details) 

 

4. Enter the contract number and click on add. 

 

 

  

Figure 4: Customer Registration (Add Contract Number) 
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5. Contract number can also be removed by clicking on Remove. 

 

 

6. Click on submit button. 

 

 

 

7. Customer details will be displayed, click on Create Portal user 

 

                                                                                Figure 7: Create Portal User 

Figure 5:  Customer Registration (Remove Contract Number) 

Figure 2: Customer Registration (Submit Contract Details) 
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8. To create portal user enter user id and click on Check availability. If the user id is available 

then select the contract, enter details and click on Register. User also have the option to 

subscribe for eNews letter. 

 

  

9. Message with user id will be displayed on screen. The Activation link along with one time 

password will be sent to the registered email address. Click on the URL to activate the 

account. 

 

 

Figure 3: Customer Registration (Enter Details) 

Figure 4: Customer Registration (Complete) 
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10. After clicking on activation url, the account will be activated. 

 

 

 

 

 

11. Go to https://www.indiapost.gov.in/MBE/Pages/RecallBulkArticle.aspx 

 

 

  

Figure 6: Sign In 

Figure 5: Account Activated 
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12.  User will be redirected to Login screen, enter your user id and one time password and click 

on  Sign In.  

 

Figure 7: Login Page  
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13. User will be redirected to Change Password screen. Enter one time password as old 

password and enter new password. User can also refer password policy. Click on Change 

Password. 

 

14. New password will be set. Use this new password to login next time. Click on continue. 

15. User is successfully created and logged in to CSI Portal. 

  

 

  

Figure 8: Change Password 

Figure 14: User Logged in to CSI Portal 
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Bulk Recall  

Prerequisites:  

1. User must have logged in to Portal with valid credentials. 

2. User must have a valid excel template filled with Article Numbers booked with the logged in 

user Customer ID. 

 

Steps: 

1. User can download the template from page itself.  

 

Figure 15: Navigation to Bulk Recall Page 

 

 

2. User upload the Excel Template (maximum Article Numbers allowed are 100) and clicks on 

the Submit Button. 

 

 
                               Figure 16: Upload the Template with Article Numbers 
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3. Screen displays the Article Recall Status. 

 

 

Figure 17: Corporate Recall Request. 

 

 

4. User can also Export the displayed result to PDF and Excel. 
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Handling of Recalled Articles in IPVS 

DOP has introduced Article recall functionality from Portal. Articles might be recalled in the mid of the 

journey as well. In such case if the article reached the sorting hub, while receiving a message will be 

displayed on the screen as this article is recalled in IPVS Bag Open and Bag Close transactions. 

 

Process: 

Enter the transaction ZMOIPVS and go to IPVS main screen. After Bag receive transaction was 

performed, click on Bag Open transaction, and scan the Bag ID.  

 

  



Normal Bag Open: 

 

 

 

Then start scanning the Articles. If any article is recalled, it will display the messages on the screen as 

mentioned below.  

 



 

 

  



Legacy Bag Open: 

 

 

 

 



Then start scanning the Articles. If any article is recalled, it will display the messages on the screen as 

mentioned below.  

 

 

 



 

 

 

 

 

 

 

 

 

 



 

Bag Close Transaction: 

 Go to Bag Close transaction in ZMOIPVS main screen and select the destination office. It will display the 

Articles which are supposed to be closed in a Bag in the screen as below. 

 

 



 

If any recalled articles are available while scanning the articles it will display a message on the screen as 

below. 

 

 

 



 

 

 

 

 

 

 

 



Handling of Recalled Articles in DPMS 

If any article is received in DPMS and then it is recalled from portal then while issuing the articles via 

Issue to Postman Screen, Window delivery Screen, Issue to BO screen and Issue to BO RICT screen error 

will be shown which will stop the further delivery of article as shown below: 

 

 

 

 

 

 

 



So, in this case if Recall message appears then that article can be directly returned through Direct Article 

Return Screen as shown below: 

 

 

 

Then the same article can be bagged in via POS back office which is already functionality present in 

system. 

 

 


