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ABBREVIATIONS 
SL NO. ABBREVIATION FULL FORM 
1. IT Information Technology 
2 APT Advance Postal Technology 
3 GDS Gramin Dak sevak 
4 BO Branch Office 
5 GDS Grameen Dak Sewak 
6 BPM Branch post Master 
7 ABPM Assistant Branch Post Master 
8 TRCA Time-Related Continuity Allowance 
9 RMS RAILWAY MAIL SERVICES 
10 SC/ST Schedule Caste/ Schedule Tribe 
11 OBC Other Backward Community 
12 EWS Economically Weaker Section 
13 PwBD Person with Benchmark Disability 
14 NPS New Pension Scheme 
15 LV Low Vision 
16 OA One Arm 
17 HH Hard of Hearing 
18 OL  One Leg 
19 CGPA Cumulative Grade Point Average 
20 IPPB  India Post Payments Bank 
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User Manual: 

User Manual Version 1.1 Dated 01.02.2026 
 
 
INTRODUCTION: 
 
This User Manual offers detailed instructions for candidates on how to use the India 
Post GDS Online Engagement Portal for submitting applications for Gramin Dak Sevak 
(GDS) posts. It covers the end-to-end application process, including registration, filling 
and submitting the application form, and payment wherever applicable. 
 
 
 
 
 
DISCLAIMER: 
 
The procedures and information provided in this User Manual are intended solely to 
guide users in effectively using the GDS Online Engagement Portal. In case of any doubt 
or clarification regarding eligibility, conditions, or rules, candidates are advised to refer 
to the notification for Gramin Dak Sevak (GDS) Online Engagement Schedule issued 
time to time. 
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    Home Page For GDS Online Engagement Portal 

 
Candidates can visit the GDS Online Engagement Portal using the URL 
https://indiapost.gov.in/gdsonlineengagement. On the Home Page, 
candidates can view notification, circle-wise and division-wise details of 
vacant posts, annexures, and Helpdesk information. 
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Candidate Registration Process for GDS Online 

Engagement Portal. 
 

1.An eligible candidate can start the registration process for the GDS 
Online Engagement Portal clicking on the Login/Register link in the URL 
https://indiapost.gov.in/gdsonlineengagement.  

  
In the next screen candidate has to click on the 'New Candidate 
Registration' button. 
 

 
 
 

 

 

 

 

 

2. Candidate has to enter mobile number and click on the 'Send OTP' 
button. 
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3. Enter the OTP received on entered mobile and click on 'Verify OTP'. 
4. Candidate has to enter email ID and click on the 'Send OTP' button. 

 

 

    5. Enter the OTP received on entered email and click on 'Verify OTP’ 

 

Note: 1) Provide valid and active contact details for all future 
communication. The mobile number and email ID once submitted 
cannot be changed during the entire GDS online Engagement 
process. 

2) Once the OTP is triggered, Resend OTP button will be enabled after 
60 Seconds only. 
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6. "After successful verification of your mobile number and email 
ID, click on the 'Next' button." 

 
 
 
 
 
 
 
 
 
 
 
 
  
 

 
7. Candidate has to enter all the basic details, i.e., Applicant’s 
Name, Date of Birth, Gender, Father's/Guardian's name, Mother's 
name, Community, and click on the 'Complete' button." 

 
 
 

 
 
 
 
 
 
 
 
 

 
Note: The Details like Name, Father/Gurdian Name, Mother Name, 
Date of Birth etc has to entered as per the Matriculation (Class 
X/SSC) certificate. 
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8. After clicking on Complete, the registration process will be 
initiated. 
A confirmation message will be displayed on the screen indicating 
that the registration is under process. 
 

 
 
The registration number and password will be sent to the 
applicant’s registered mobile number within 10 minutes upon 
successful completion of the registration. 
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 If the registration fails, a failure notification will be sent to the 

applicant’s registered email ID within the same time. 
 If the registration succeeds, the applicant will receive a success 

notification via SMS and email. 
 If the applicant does not receive any success or failure 

notification within 10 minutes, they may proceed to re-register. 
 
9. Candidate Can Login to portal using the Registration Number and 
password sent to the mobile Number.  
 
10. If candidates forgot Registration, he can click Forgot Registration. It will the 
show the screen as follows: 
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11.  Candidate has to enter mobile number or email which is used during 
registration for getting the registration number. After entering mobile/email, 
candidate has to click on “Send OTP” button. The OTP received on registered 
mobile number/ email has to be entered and “Verify OTP and Get User ID” has to 
be clicked. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12. The Registration number will be sent to  Registered Mobile number. 
 
 
 
 
 
 
 
 
 
 
 
 
 

13.   Use the Registration Number received on your Registered mobile number 
for future references. 
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Candidate Application Submission Process 

 
1. Once Registration is completed, if the application submission window is live, 

candidate can proceed for submitting the application for GDS Engagement. 
 
2. In the home page candidate has to click on “Login/Register” or click here to 

“Register/Apply” for Login. 
 

 
 

3. In the next screen, candidate has to click on “Candidate Login” button. 
 
  
 
 
 
 
 
 
 
 
 
 
 
 

4. In the next screen Candidate has to Enter Registration 
ID and Password (received on mobile) and click on Login 
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5. After login, candidate has to enter the OTP received on the registered mobile 
number and click on “Verify & Login” button 

 

 
 

6. After login, candidate has to click the Apply Online card to begin application 
submission 
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7. Select the Active cycle/schedule candidates want to apply for from the 
dropdown. The Cycle/Schedule will be shown in the drop down only if the 
application submission window is active  

 
 
 
 
 
 
 
 
 
 
 
 
 

8. After selecting the cycle/schedule, the details entered during registration will 
be auto-populated under Basic Details section. Candidate has to ensure the 
details are correct. 
 
If any details to be updated, candidate can click “Click here to update the 
registration details.” Link or else can proceed for filling up other details. 
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9. After clicking on link, a pop up will displayed showing the details entered during 
the registration. Candidate can edit the fields which are required and click on Save 
Changes. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

10. Candidate has to enter the other details and employment details using the 
dropdown options. 

 
Notes: 
a. If you belong to PwBD category, select Yes from the dropdown, then choose 
PwBD category and sub-category (refer to notification for options). 
b. If employed, select Yes for employment details and fill in NOC Available (No       
Objection Certificate) field accordingly. 
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11. Candidate has to fill the present and permanent address details. If permanent 
address is the same as present address, tick Same as present to auto-fill it. After 
completing all details, click on Save and Next.  

 
 
 
 
 
 
 
 
 
 
 
 
 

 
12. After clicking on Save and Next, application will be moved to next Stage. In 
this stage, candidate has to select the SSC studied circle, Year of Passing, Board in 
which the candidate has studied SSC and enter the SSC Memo No. 
Note:  
a) Click the "Click here to Know your circle" hyperlink to identify your SSC studied 
circle as per the state in which candidate studied SSC. 
b) Enter data exactly as it appears on SSC certificate—No deviations allowed, or 
the application will be rejected. 
c) Candidate can enter SSC Hall Ticket Number/ Roll number/ Memo 
Number/Certificate Number/Registration Number in the field SSC Memo Number.  
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13. Based on the Board and Year selected by the candidate, the relevant subjects 
will be displayed on the screen. 
The candidate must enter the marks / grades / points / percentage obtained for all 
the listed subjects, strictly as recorded in the SSC (Class X) Certificate. 
 If a subject dropdown is provided, the candidate should select the subject 

studied and enter the corresponding marks/grades/points/percentage. 
 After entering the subject-wise details, the candidate may enter CGPA in the 

CGPA Score field only if the Board has awarded CGPA. 
 If CGPA is not mentioned in the SSC certificate, the CGPA field may be left 

blank 
  
Note: Candidates may refer to para 8 of the Notification for details guidelines 
regarding entry of marks/grades/points etc 

 
 

14.  If the candidate has studied additional languages from the same board in 
another year or other board in the different year candidate can select as “Yes”, in 
the field “Have you Studied any additional languages other the ones mentioned 
above?” 
  
Then candidate has to select the Circle in which additional languages studied, Year 
of passing, Board. The Languages offered by that board will be displayed, candidate 
has to select language/additional languages studied and proceed for next stage by 
clicking on “Save and Next”. 
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Upon clicking Save and Next your educational details will be saved. 

 
15.  In the next stage, candidate has to Select the Circle they want to apply.  
 
Note: Based on the languages studied by the candidate, the eligible circles will be 
displayed. Please refer to Annexure III in the notification. 
 
16. After selecting the candidate, the Division in which vacant posts are there will 
be displayed in the “Select Division” drop down. One selecting the division, the 
vacant post under that division will be displayed for exercising the preferences. 

 
Note: 
1) Candidate is allowed to exercise preferences for only one division. 
2) Vacant posts under the division will be reflected based on the candidate 
category, languages studied, pwd status and gender. 

 
 
 
 
 
 
 
 
 
 
 
 

 
17.  Candidate can exercise his preferences as per his choice for all posts/some 
posts by selecting the numbers in the preference dropdown.  
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18. After selecting your preferences, click Save and Next the form will be saved 
successfully. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

19. Now in the next stage, Upload your photo and signature following these
 guidelines: 
 

Photo: Minimum 30 KB, maximum 100 KB. Aspect ratio: 5:4 (portrait). 
 
Signature: Minimum 20 KB, maximum 50 KB. Aspect ratio: 5:2 (landscape). 
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20. After reading all declarations, tick the provided checkbox to confirm you 
have read and agree to the declarations. Then click Preview Button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

21. An application preview popup will appear. Candidate can verify all details: 
 

If corrections needed, click Edit Application and update the entered data. 
If all the data is correct, click Submit Application. 
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22.  A confirmation popup for application submission will appear. Once 
candidate click on Yes Submit, there will be no provision to edit the application 
data. Hence candidate has to go through preview and if every thing is correct, 
candidate has to click on “Yes Submit”.  
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 If the candidate is exempted from fee, the Application will be submitted. 

(Please refer to the notification, to know the categories exempted from fee 
payment) 

  
       23.Payment of application processing fee 

For Candidates who has to make payment, the following fee payment screen will 
appear. Candidate can Select the desired payment mode and Proceed for 
Payment by clicking on “Proceed to Pay Rs100” 
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24.  The following screen will appear. Candidate can click on “Proceed to 
payment” 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

25. Candidate will be redirected to the SBI e-Pay portal for payment. As per the 
Mode of payment selected candidate has to give the details. As UPI was 
selected, the candidate can enter UPI ID or Scan UPI QR.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

26. After successful validation, click Pay Now. 
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Note: As, per the mode of payment selected by the candidate in the initial 
payment screen, the details have to be entered in the SBI payment page. For 
example, if candidate selects Debit card/credit card as mode of payment, SBI 
payment page will prompt for entering debit card/credit card details.   
 
27.  The payment request will be sent to your UPI app for approval. Once 
approved, application submission is complete, and you can download it from 
the system. 
 

 
 
 
 
 
 
 
 
 
 
 

Note: 
a. Application fee does not apply to all candidates—refer to the notification for 
exemptions. 
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28. Once the payment is successful, Application will be submitted successfully.  
 
 
 
 
 
 
 
 
 
 

29. Candidate can click on “Download PDF” for downloading the Application. 
 
 
 
 
 
 
 
 
 
 
  


