Steps for Bulk Shipping

Compiled by Insta: @sristy.choudhury_

This document provides a step-by-step guide for processing bulk parcel shipments through the
India Post Customer Self Service Portal. The process includes preparing parcels, registering as a
bulk customer, uploading shipment details, generating labels, and completing the dispatch
process.

Pre-Shipment Requirements

Before beginning the online bulk shipping process, ensure the following preparations are
completed:

1. Prepare and Pack the Parcels

Ensure that all parcels are properly packed, sealed, and ready for shipment.

2. Verify Receiver Address Details

Make sure the receiver’s address information is complete and accurate, including:
e Full Name

House Number

Street Name

City

State

PIN Code

Contact Number

3. Obtain Barcode Stickers (Tracking Labels)

Collect barcode stickers (tracking labels) from your nearest post office.

Please note:
e The barcode sticker depends on the type of postal service being used.
e i.¢, India Post, Speed Post, Other postal categories
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Bulk Shipping Online Process

Step 1: Create an Account or Log In

Create an account or log in to the India Post Customer Self Service Portal.

Step 2: Register as a Bulk Customer
2.1 Go to “Register as a Partner”
Navigate to the registration section.
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2.2 Select “Bulk Customer”
Choose the “Bulk Customer” option.
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2.3 Fill in the Details and Register
Complete the registration form and submit it.

M Department of Posts
@ == Minisry of Communleations, Government of ndia o=
CUSTOMER SELFSERVICE PORTAL.

Services
Proceed with Service Selection

Bulk Customer@D) Cb Vendor @ DNK Customer.

Select Customer Type.

8 tndwidual
E-KYC Details

Complete your EXYC

Aadhaar Number

™ @ validate
PAN Card Number

-

Step 3: Verify Bulk Customer Status
Once registration is complete, your profile will display “Bulk Customer” alongside

“Individual”.

s Sl

Customer ID::
Mobile Number::

Registered for::

Individual Bulk Customer

E Veiw Wallet Balance/Recharge

[» Logout
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Step 4: Go to Self Booking
Navigate to the “Self Booking” section.

CUSTOMER SELFSERVICE PORTAL

Self Booking My Bookings Postal Life Insurance
®
Self Booking of Articles Check List of All your Bookings here Check Postal Life Insurance Schemes and Details
B Pay PLI Premium
Pay your PLI Premium Online
(0]
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Step 5: Open Bulk Booking
Select the “Bulk Booking” option.

‘CUSTOMER SELFSERVICE PORTAL

Domestic Article Booking @ International Booking
Booking Articles across India Booking Articles across Globe

Domestic Money Order = CheckRaymen oy _
—— Checkyour payment status for failed booking

Bulk Booking
Book Bulk Articles with Excel Upload

transactions
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Step 6: Fill in the Booking Information
Enter the required booking details:

= @ Home Bulk Booking
Bulk Boo

CUSTOMER SELFSERVICE PORTAL

# Booking Reference: Yet to Generate @ Booking Type: @ Customer ID: 1801960428
Booking Information
Mail Category * Booking Type *
Select Mail Category v Select Booking Type v
Upload Excel File Booking Ref. ID

1. Mail Category

CUSTOMER SELFSERVICE PORTAL
Bulk Booking
# SookingRteence: e Geerte D socking Ty FY———
Booking Information
[a— socking Type
Slct il Ctogory Soct Booking Type
Domestc Ml Sooking R0

Internationsi Mai _m ° m
“ Cancel

2. Booking Type

Booking Information

Mai Category * Sooking Type *
Domestc Mai Select Booking Type
Upload Excel il Registered Bulk Customer

3. Product Type

CUSTOMER SELFSERVICE PORTAL
@ Home > Bulk Booking
B Bulk Booking
# Booking Reference: Yet to Generate @ Booking Type: COM @ Customer ID: 1801960428
Booking Information
vl Category * Sooking ype Product e+
Domestcwal Registered Bulk Customer seectProduceType

Intand speed Post Document
© vownload Excel Template

IndiaPost arcel Contractual

India Post Parcel Retal

Dome late(Last updated
B pe
Temi el sevices 26 Speed Post Parcel
© Please download and use the latest empiate for booking, This template containsspecifc elds and formats requied forthe selected booking ype. -
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Step 7: Download the Excel Sheet
Download the Excel template provided on the portal.

Important: The format may be updated periodically, so always download
the latest version before filling in the details.

() o &

D B

@ Home

Bulk Booking

CUSTOMER SELFSERVICE PORTAL

Bulk Bool

# Booking Reference: 6000000012052683570

Booking Information

Mail Category *

Domestic Mail

@ Download Excel Template

Domestic Mail Template(Last updated Date:28/04/2026)

Booking Type *

Registered Bulk Customer

Template for Speed Post and Parcel services

0 Booking Type: COM

Product Type *

Inland Speed Post Document

® Download Template

@© Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.

_28042026....

Filling the Excel Sheet

Step 8: Enter Shipment Information

{4 Dlaacalaava tha DickunAddrace tah emptv. set Pickun Address Flaato falsein ArticleDetails. and orovide a valid Dron0ffPincode.

@ Customer ID: 1801960428
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8.1 Fill Only Yellow Highlighted Fields
Mandatory fields are highlighted in yellow

bulkdomesticone_28042026

*m e B share - 4
Flo Edt View insert Fomai Data Tooks Help
Q6o ®F wox-|s %o 0w | i v ~(M]4| B IS A % @ H- E- Lo Ac
AN - DRORORGRICKUPOFFCED
1 SERAL PHYSICAL o
’ 1000 NROL 30| 20/ 10 TRUE ND. L1} SENDERA | X42 LTD. &
B ArticleDetails ~  Pickuphdcress = AltAddress = Information -
bulkdomesticone_28042026 *me © & O- B - 4
Fie Edit View hsert Format Data Toos Help
Q6 e @S 0%~ $ % O 0w Calbi v —[n)+ B I SA % HEE|E-L-H-Ar © B DY @5
WAL - ororompoRomCE D
T enoe Ao ine senoR AT
. il crurmons
ummy addine 1 oy Jstre 1100011y neceivenn_|noc o s ot
+ ArtcleDetails = PickupAddress «  Altaddress - Information -
bulkdomesticone_28042026 &= e D B - Gske - 4
Flo Edt View Wnsert Fomat Data Toos Help
QAo e @§ w0%- 5% 99 13| calbi ~ B IS A B S-i-pBrA- o @@ Y @3
som - i
T Recenvn EVALID [RecEVER AL e pinco
: e
cins ot yderabad | rolngana so00s2om e s w
+ = ArticleDotails = PickupAddross = Altaddress - Information ~
bulkdomesticone_28042026 B e D B O- Bshe - 4
Fle Edt View Insert Fommat Data Toos Help
Qs es S 0% s 0 m | cabi - - [m]+|B I %@ beA- o @ @Y @I
[N
T PINCODE _ DROPOFE/PICKUP OFFICE 1D Nt cobe yaLUE oF e oF st
: FALSE 600001 1234567890 1234567890,
+ ArticeDotails = PickupAddress - AltAdress = Information ~

8.2 Fill Green Highlighted Fields if Applicable
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8.3 Leave Unnecessary Fields Blank
The remaining fields are not mandatory and may be left blank.
8.4 Leave the rest of the sheets as it is

8.a You can get Drop off Pincode and Drop off Office by simply searching on
google searching your pincode and area post office.

Go gle Vasant Kunj Post office Id X & @ Q
AlMode All Images Maps Forums News Shopping More ~  Tools ~

@ sector B, Vasant Kunj, New Delhi - Choose area  § PockeT 4

All India Counc
cal

e NDTV n -ﬂ
https://www.ndtv.com > ... Delhi > South West Delhi ~ § bl

Vasant Kunj SO Pin Code, South West Delhi, Delhi
Pin Code of Vasant Kunj SO is 110070, Vasant Kunj SO post office is situated in South West Delhi district
of Delhi. ; Pin Code, 110070 ; Post Office Type, SO. Read more

ASANT
gt @
.

POCKET 10

Vaeant Kiini Pact Offira

8.b Keep Address Lines Within Character Limit

Ensure that both Address Line 1 and Address Line 2 are within 30 characters
each. Exceeding the limit may result in rejection.

Step 9: Entering Barcode Information

AJ:AJ A DROPOFF/PICKUP OFFICE ID

A B c D
1 SERIAL NUMBER BARCODE NO |PHYSICAL WEIGHT|SHAPE OF ARTICLE

[

RKOOD000510IN 1000 |NROL
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9.1 Obtain Barcode Stickers

You may request barcode sticker sets for bulk shipping from your nearest post
office.

9.2 Use Correct Barcode Type

The barcode sticker must match the postal service category being used (e.g., India
Post, Speed Post, etc.).

9.3 Recheck Barcode Numbers

Verify that the barcode number entered in the Excel sheet matches the barcode
pasted on the parcel.
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Step 10: Upload the Excel File
After completing the Excel sheet, upload the file and submit it on the portal.

o & ©

®

0]
(=]

m

D @

CUSTOMER SELFSERVICE PORTAL

@ Download Excel Template

Domestic Mail Template(Last updated Date:28/04/2026)
%) Download Template
Template for Speed Post and Parcel services

Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.

L Please leave the PickupAddress tab empty, set Pickup Address Flagto falseinArticleDetails, and provide avalid DropOffPincode.

Upload Excel File Booking Ref. ID

@  Choose Excel File Suh%"lll () Check Upload Status

©V 213 - Bulk booking Parc.

m Cancel

Step 11: You will receive a Booking Reference No.
Save it for future reference
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4 Job Initiated Successfully
Booking Reference No: 6000000007052630037

Please note down this booking reference number for
future reference.

Close
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Validation and Error Checking

Step 12: First Round of Validation
The system performs an initial check for:
e Invalid article lengths
e Incorrect number formats
e Empty mandatory fields

Step 13: Correct and Reupload Errors
If errors are detected, correct them in the Excel sheet and upload the file again.

Step 14: Second Round of Validation
The second validation checks:

e Barcode Numbers

e PIN Codes

e C(City Information

e Other shipment details

Step 15: Resolve Validation Errors
If errors remain, correct the Excel sheet and reupload it.
Sometimes the system may show PIN code errors even when the information appears
correct.
In such cases:
1. Check whether another nearby PIN code is valid for the same area.
2. Ship the parcel manually if required.

3. Consult the local post office to understand how the issue can be resolved for
future shipments.
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Payment Process

Step 16: Proceed to Payment
Once the upload is fully successful, proceed with payment.

CUSTOMER SELFSERVICE PORTAL

Template for Speed Post and Parcel services S |
@ @© Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.
8 4 Please leave the PickupAddress tab empty, set Pickup Address Flagto false inArticleDetails, and provide avalid DropOffPincode
Upload Excel File Booking Ref. ID
Q
@ Choose Excel File (S
@ V213 - Bulk booking Parc...
[N
] Date Booking Ref. ID Details Amount Status Actions
¥ 15952
® Success: 2127213, il
600000000705263003 1
07-05-2026 5 S —— 135100 Partial Success

Processed: 100% casT: % 1217.00

69 scs ei17.00

m Caneel

Designed and Developed by CEPT © Copyright Department of Posts

Step 17: Complete Payment
Payment can be made through:
e Bank Transfer
e UPI

B Select Payment Method

0SBl epay
)

Select a Payment Method

Choose a payment option from the list to proceed with your transaction.
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B Select Payment Method

[ OSBI epay © ]

Payable Amount ?15,952

Pay with UPI

Credit Card

Debit Card

Net Banking ®

Following channel(s) is/are unavailable during mentioned time:
@) SBI e Pay « Indian Overseas Bank - Retail And Corporate (NB) From: 2026-05-06 14:01:32 To: 2026-05-09 14:06:32

As per RBI Guidelines a

Payment Details

v UPL @ © payim & )
Please select UPI payment option Order Summary
Kindly note Order No.
Order No.:
AyKeu7Y24WbKgtTbwpOF
Pay Now Merchant Name:
DEPARTMENT OF POSTS

R UPIGR

Cancel
Please Note:
Additional charges may apply for payments made via Credit Card, Credit Line or Pre-Paid Amount: 15952.00
Instruments using UPI
Processing fee:

GST:
Total:

APM ID: PG_TRAN_396

You can check the transaction status using the following link - Click Here

Mstecars Ve,
RuPay» i omantec

0OSBlePay

Scan UPI QR

Don't press the back button.
Please wait.

58
Seconds

Time left to complete the transaction

Scan the above QR code in any UPI app to make the payment. Please wait while your transaction is in process. Do not refresh or click back button.

@sristy.choudhury_



Step 18: Receive Payment Confirmation

14

After successful payment, a confirmation message will be displayed.

e India Post Payment Gateway
Department of Posts

Ministry of Communications, Government of India

(V)

Payment Successful!

You will be redirected shortly in 8 seconds.

Transaction ID: ~ 6000000007052630037-2045

DoP Order No:

Transaction Date:

Amount:

Bank Reference No:

Your payment has been successfully processed

0

AyKeu7Y24WbKgtTowpOF

07 May 2026, 02:32 pm

215952.00

122742745975

Designed and Developed by CEPT © Copyright Department of Posts

Step 19: Verify Payment Status

You will be redirected back to the portal, where the shipment status should display as

“Paid”.

B Select Payment Method

OSBI epay

[

Payment Gateway Opened

We have opened the payment page in a new tab. Please
complete the payment there and then click the button

TOTAL PAYABLE

¥15,952

below.

CUSTOMER SELFSERVICE PORTAL

=" Template for Speed Post and Parcel services

Upload Excel File

Booking Ref. 1D

& TIME LEFT

09:09

© Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.

1. Please leave the PickupAddress tab empty, setPickup Address Flagto false in ArticleDetails, and provide a valid DropOffPincode.

o ;
Choose Excel File
@ V213 - Bulk booking Parc..
=] Date Booking Ref. ID Details Amount Status Actions
@ Success: 212/213, Fail: ¥ 15951. paid
600000000705263003 1
07-05-2026 ; R - Partal Success
Processed 100% cosr e
2] s T

T
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Label Generation and Printing
Step 20: Download Address Labels

ccccc

20.1 Label Generation Limit

The portal can generate only 50 labels at a time. If you have more than 50 parcels,
labels will be generated in batches of 50.

20.2 Be Patient
Label generation may take some time. Please be patient during the process.

&

Based on practical experience, I would recommend to Download each generated
label batch immediately after it is generated. And close the tab after downloading.

This seems to help the system begin generating the next batch immediately.
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Step 21: Download Receipt and Excel File
You may download:

e The shipment receipt

e The uploaded Excel file (if required)

CUSTOMER SELFSERVICE PORTAL

Template for Speed Post and Parcel services | E—————
@ @ Please download and use the latest template for booking. This template contains specific fields and formats required for the selected booking type.
8 1 Please leave the PickupAddress tab empty, set Pickup Address Flagto false in ArticleDetails, and provide a valid DropOf fPincode.
® Upload Excel File Booking Ref. ID

> Choose Excel File . Y
® €V 213 - Bulk booking Parc.
e Date Booking Ref. ID Details Amount Status Actions
& Success: 212/213, Fail ¥15952 [ paid
600000000705263003 1
07-05-2026 5 e t1ssi00 Partial Success
Processed: 100% cast 2700

£ scst e

Dowpload Receipt Download Address Label

T e

© @ BulkReceipt_6000000007052630037.pdf ® O

Department Of Posts
Bulk Booking Receipt

Booking Ref. ID. 6000000007052630037 Base Tariff (incl. VAS) $13518.00 = ==
Booking Office : Self Service Portal Discount 1000

Booking Date/Time :07/05/2026, 14:31:42 Base After Discount (incl. VAS) 13518.00

User $1801860428 casT $1217.00 =
Product Type : SP_INLAND_DOC sasT $1217.00

Mode of Payment : Online Prepaid Amount 1000

Customer ID £1801960428 Total Export Duty 1000 S
Contract ID : Net Amount $15952.00 =HE

Track on www.indiapost.gov.in or Dial 18002666868

SL.No Article No SL.No Article No SI.No Article No SI.No Article No SI.No Article No
1 ED244499452IN 2  ED244499435IN 3 ED244499421IN 4  ED244499418IN 5  ED244499404IN

6 7 8  ED: 9 ED: 10 ED:

1 12 ED: 13 ED: 14 ED: 15 ED244499470IN

Step 22: Print and Attach Labels
Print the downloaded labels and securely attach them to the corresponding parcels.
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Final Dispatch

Step 23: Submit Parcels at the Post Office

Drop the parcels at any nearby post office.

Inform the staft that:
e [t is a bulk shipment
e All booking details have already been completed online through the portal
e Show the receipt as proof if asked.
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