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Why Postal Buddy?
 No consolidated platform was available for -

o Monitoring postal ballots at different levels.
o Voters to track the status of postal ballot or EDC.
o classification of wrong details in applied forms 12/12A/12D by the voters.
o coordination in voter’s/polling personnel’s election duties and voting related 

information.

 Difficulty in conducting the whole process of postal ballot/EDC in scheduled time frame 
due to the process being manual/offline.

 Excess deployment/ Mismanagement of human resources.
 Difficulty in segregation of postal ballots and EDC applications, at the level of District 

Election Officer.
 Duplicity / Ambiguity in issuing postal ballots/EDC, in case of more then one application 

by the same voter.
 Too much time consuming and prone to manual errors.



Utilities
 To execute effectively and conveniently the process of postal ballot/EDC in the given 

time frame with 100% success.

 To provide a unified platform to monitor the status of postal ballot/EDC at different 

levels.

 To update the voter about the real-time status of his/her postal ballot/EDC.

 To compile and analyse the voter’s data conveniently at the level of District Election 

Officer.

 To easily scrutinize the applications for postal ballots/EDC by the District Election 

Officer.

 Realtime processing of various reports/data and downloading as per the requirement.



How Postal Buddy Helps-
 Chief Electoral Officer

o Provides real-time online monitoring of the whole process of postal ballot/EDC.

o Consolidated reports of postal ballot/EDC at State level.

 District Election Officers

o Provides real-time online monitoring of the whole process of postal ballot/EDC.

o Allows to correct - incorrect & incomplete data of eligible postal ballot/EDC voters.

o Provides dashboard for date wise & training centre wise classified data collection of 

Form-12/12A.

o Provides dashboard for RO/ARO wise classified data collection of Form-12/12A.

o Provides dashboard for voter category wise classified data collection of Form-

12/12A.

o Provides dashboard for distribution & date wise & Postal Voting Centre wise 

classified data of issued postal ballot/EDC.



How Postal Buddy Helps-
 Returning Officers/Assistant Returning Officers

o Provides real-time online monitoring of the whole process of postal ballot/EDC.
o Provides dashboard for consolidated data of form-12/12A/12D sent by District 

Election Officers.

 Eligible voters for postal ballot/EDC

o Can track their form-12/12A with their login details.

o If needed, can update the details of form-12/12A.  Note:- (No correction is allowed, 

Once marked received by the District Election Officer.)

o Status of postal ballot/EDC can be traced online.



Voter’s Categories
1. Election Duty – Civil Employees

2. Election Duty – Police/Force

3. Election Duty – Private

4. Home Voting – AVSC (Absentee Voters Senior Citizen 85+)

5. Home Voting – AVPD (Absentee Voters Persons with Disability-PwD)

6. Home Voting – AVCO (Absentee Voters Covid-19 suspected/affected)

7. Essential Services – (Health, PHED, Electricity etc.)

8. Essential Services – RAC Delhi

9. Essential Services – RAC

10. Essential Services – GRP



Users of Postal Buddy
o Chief Electoral Officer

o District Election Officers

o Returning Officers

o Assistant Returning Officers

o Eligible Voters of Postal Ballot/EDC



Workflow of Postal Buddy



User IDs (Same as Encore’s User Name)

• Chief Electoral Officer, Rajasthan

 <CEOS20> 

• District Election Officers

 <DEOS20D01> last 2 digits (01) is District Code

• Returning Officers 

 <ROPCS20P01> last 2 digits (01) is PC Code

• Assistant Returning Officers

 <AROS20A001> last 3 digits (001) is AC Code



User IDs of Voters

<D001A2104> 
3 digits District Code        Voter’s Serial  
                                 Number (Unique in specific category)

Voter Category 

A - Election Duty – Civil Employees                  H - Essential Services – RAC Delhi

B - Election Duty – Police Force                                                 I  - Essential Services – RAC

C - Election Duty – Private                 J  - Essential Services – GRP 

D - Home Voting Absentee Voter Senior Citizen 85+

E - Home Voting Absentee Voter Persons with Disability-PWD

F - Home Voting Absentee Voter COVID-19 suspected/affected

G - Essential Services – (Health, Electricity etc.)                       
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Technical Section



Login



District Election Officer Dashboard

• Dashboard on first login.
• The concerned District Election Officer’s team must ensure that the name of the district & all local 

assemblies are displayed correctly.
• To Import voter’s data click on Postal Ballot Voters menu.



Data Import

• Compiled data of eligible voters of all categories in Excel format (.xlsx) should be imported on Postal 
Buddy Portal by clicking of Import button.

• Excel Format for Data feeding is available on the portal.



Step wise 
data can be 
imported 
into portal by 
selecting the 
options.

• Import for voters of all the categories will be done by the team of District Election Officer.
• DEO teams can select options for uploading voters data as per the randomization stages.
• Users have to browse the Excel file and click on “Save” button to Import the data into Portal.



➢ For compilation of data in Excel file all the related instructions are also available on the 
Portal.



Format of Excel File to be uploaded  

Instructions for compiling data in Excel file:-
• Columns- PBVoter Category, PB Voter srno, Name & Gender are mandatory, where PB Voter Category & PB 

Voter srno are Primary Keys to identify the voter in database.
• User can import 500 records at a time.
• If data is copy and pasted from another files, please ensure the values should be pasted in excel format, no 

formula or garbage value is there.
• In date column date will be in {dd-mm-yyyy} format, please check the date is right aligned or not.



Format of Excel File (with sample records)



Excel file data Sample of record available as per randomization/training schedule

Records available after 1st Randomization:-

Records available for 1st Training:-

Records available after 2nd Randomization:-



District Election Officer - Dashboard 

Explanations
• Total PB/EDC Records :- Total numbers of eligible voters as per the imported data.
• Valid PB/EDC Records :- Total numbers of eligible voters those voter related information were entered and imported into portal. Which
            are subject to be validated & verified by the District Election Officers. 
• Invalid PB/EDC Records :- Total numbers of eligible voters those voter related information were not entered or incorrect. Which
              is subject to be rectified by the District Election Officers.
• Other State PB Records :- Total numbers of eligible voters those voter related information belongs to Other states.



Details of postal ballot/EDC process & progress on DEO dashboard 

• The entire process of step wise progress from receiving the Form-12/12A/12D of eligible voters by DEO 
team to the vote casted by the voter through postal ballot/EDC will be displayed on the DEO dashboard as 
shown above.

• The record can be verified by clicking on the relevant tab.



Postal Ballot Voter tab

• All the information of voters will be displayed on Postal Ballot Voters tab.
• The team of District Election Officer will mark form-12 received by clicking on Receive Form-12/ 12A/ 12D 

button after updating the data (if needed).

Will export voter’s data in current view in 
Excel file

To Scan & find voter by scanning QR code 
on envelope

To search or filter voter’s record

To Add voter’s recordTo print stickers for Envelope



Add New Voter

➢ By clicking on +New button a new voter record can be added. 



Edit Voter Record

➢ By clicking on Edit button voter’s data can be edited. 



System generated Form-12/12A

➢ To provide the hard copy of Form-12/12A/12D to the voters, print outs of system generated Form-

12/12A can be taken by clicking on Print Form-12/12A /12D button.



System generated Labels for Envelopes

➢ By clicking on Print Envelope Label button users can download and print Labels for Postal Ballot/EDC 
envelopes, which makes easier to identify the voters.



Filter option for voter search

• DEO Teams can search employees/vote using:-
➢ Voter Assembly
➢ Voter Category
➢ Gender
➢EPIC No. (User can also search 20 records in single   

search)

➢ Mobile No.
➢ Voter serial No.
➢ Employee code. 

• District wise search option is also provided in 
RO/ARO Login

 



District Election Officer – Receiving Form-12/12A

• The team of District Election Officer, check & validate the details of Form-12 received.

• After validating Form-12/12A will be marked received by clicking on Receive Form-12/ 12A/ 12D button 
after updating the data by District Election Officer teams.

• Form-12D of Home Voter’s category voters will be received by Assistant Returning Officers.



District Election Officer – Sending Form-12/12A to Returning Officer

➢  To mark Form-12/12A/12D sent to RO Verify & Send to RO button to send Voter’s record to the concerned 
Returning Officer / Assistant Returning Officers for issuing postal ballot/EDC.



A declaration window will appear on the screen after clicking on the Verify & Send to 
RO button.

➢ The team of District Election Officer should verify the declaration of the data of voter & then it will be sent to 
the concerned Returning Officer/Assistant Returning Officer for issuing the postal ballot/EDC.



Returning Officer/Assistant Returning Officer’s dashboard

RO 
Login

ARO 
Login



Returning Officer/Assistant Returning Officer’s dashboard- Progress Summary

RO 
Login

ARO 
Login



RO/ARO -  Approving Form-12/12A/12D

• Form-12/12A will be marked Approved by clicking on Approve Form-12/12A button after verifying the 
voter’s data by team of Returning Officers/Assistant Returning Officers.

• Form-12/12A can be rejected by clicking on Reject Form-12/12A button after verifying the voter’s data by 
team of Returning Officers/Assistant Returning Officers.



Mark - Issue Postal Ballot/EDC

o Form-12/12A will be marked Issued by clicking on Issue PB/EDC button by the team of Returning 
Officers/Assistant Returning Officers.

o Voter’s record will be updated on the concerned District Election Officer’s dashboard.



System generated EDC

➢ After clicking on issue EDC button mark EDC issue to the voter, system generated EDC will be downloaded in 
PDF format.



District Election Officer – Receiving Postal Ballot/EDC

➢ Team of District Election Officer will mark postal ballot/EDC received by clicking on the Receive PB/EDC 
button.



District Election Officer –  Mark PB/EDC Voted

➢ Team of District Election Officer will mark PB polled by clicking on the PB Vote button, after the voter has 
casted the vote through postal ballot/EDC.



Log report of step wise progress of issuing postal ballot/EDC can be seen by the user.



Reports Menu

➢ Users can view or download various reports by clicking on “Export” button in Reports menu.



RO & ARO wise reports



Detailed reports assembly wise



Detailed reports Voter category wise



Create Correction Request

• Users can create data correction request by clicking on the “generate correction ticket” button.
• The correction details & mobile no. of officer must be filled in form as show above



Tickets Menu

➢ Users can track the status of tickets generated by them for data correction in Tickets menu.



Voter Registration

➢ Voter can also register and apply for postal ballot/EDC by clicking on Register button



Dashboard for Postal Ballot Voters

• Voters can track the status of their application for issuing Postal Ballot/EDC.
• Voters can also edit their data until Form-12 is received by District Election Officer.



Thank You
Paramjeet Singh

Senior System Analyst/Scientist –C
NIC, Sri Ganganagar
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