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Objective of the Application

The need for transforming conventional government offices into more efficient and transparent e-offices,
eliminating huge amounts of paperwork has long been felt.

The eOffice product pioneered by National Informatics Centre (NIC) aims to support governance by using more
effective and transparent inter and intra-government processes.

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSUs and Autonomous
bodies to enable a paperless office by scanning, registering and routing the inward correspondences along with
creation of file, noting, referencing, correspondence attachment, draft for approvals and finally movement and
tracking of files as well as receipts.
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Introduction

eFile is a workflow based system that includes the features of existing manual handling of files in addition to more
efficient electronic system. This system involves all stages of working in a file, including the diarisation of inward
receipts, creation of files, movement of receipts and files and finally, the archival of records. With this system, the
movement of receipts and files becomes seamless and there is more transparency in the system since each and
every action taken on a file is recorded electronically. This simplifies decision making, as all the required
information is available at a single point.

[t envisions a paperless office, with increased transparency, efficiency and accountability of the organization.

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based
on the Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of
Administrative Reforms & Public Grievances (DARPG), Govt. of India.

Copyright © NIC, 2018 Ver. 5.5 05
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Need of eFile

Information technology has changed the life style of people over a period of time. At the same time, environment
plays a major role in the innovation of technology, and later technology becomes the need of the society.

Files and receipts became an important entity in any organization. There may be thousands of paper documents in
the form of Files/Receipts being dealt in an organization on a daily basis. Keeping record of these paper documents,
their movement and safety involves lots of time, money and efforts which in turn decreases the efficiency and
productivity of an organization.

So, any organization looking for a solution that will allow it to capture the documents in digital form, archive them
with some basic information for fast retrieval, movement of the document with the comment/remark, opening of
file to bring all related documents in one folder, noting on file, movement of file for approval finally issuance of
letter to the sender, can go for this product.

What began with the development and implementation of the “File Tracking System” which was a major step
towards Less Paper Office, NIC (National Informatics centre) always in forefront in the adoption of new enabling
technologies in information and communication technology to meet the need of the organization/society, paved the
path for the eFile a workflow based product enabling end to end electronic file movement across the government.

Manual techniques for diarizing, moving and recording of Files/Letters, makes the tracking of those files/letters a
very difficult task, thus delaying the work and decreasing the efficiency. Due to the inefficiency of tracking with the
manual system, there arose a need for a Computerized File Tracking System. An automated office attempts to
perform the functions of ordinary office by means of a computerized system. In a manual office scenario, there are
thousands of letters and files and their manual tracking is not a very easy task. A computerized File Tracking System
enables users to track these letters and files within seconds. Also, dispatch and record keeping are made easy. It
ensures proper distribution of work load, thus increasing the efficiency of the system and bringing transparency to
the system. The system simulates the manual system in a digital environment.
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eFile Login
e Enter the Login ID & Password in the eOffice portal, click button as shown in Fig.1:

Friday, August 25, 2017

>@ffice

A DIGITAL WORKPLACE SOLUTION

Login ID usemame

Password -

o eOffice homepage is displayed on successful login.
e To open the File Management System, click the link mentioned in the left panel as highlighted in Fig.2:

k-2 F 3 & = ]

DIRECTORY CONTACT ~ EMPLOYEE SERVICES  QUICK LINKS

[Qusteaithemesk | To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

[CECEE
SrrTmnr | ooyMoTE | TR
©) cortice services [ ———
» Eoffice Catalog for users == =
L File Management System or ON 20/05/20%8 e
+ Knowledgs Management System
e + LICs Jeevan Shiromani x
» eFile MIS Reports
cor ON 18052078
» Employee Master Details
+ Leave Management System =
+ Leave MIS Reports eorfice eor ON 752018
» Tour Management System » eoffice Publish to KMS test .5
» Personnel Information Management System TEAM LEAD C ON 16/0572018
& x
. Download Forms =
S

5 employee Corner
» Birthday Wishes
+ Superannaution

» Join Today NIC Connect
& veip me To
» Register Hardware Complaints
+ Book Room in NICHG @ @ e @ @
+ Book Video Conference sofficegouin Reportissue SubmitFeedback  eOffce Training Learning Resources
News EvenTs
» WT20:India best Pakistan; maintains WC all-win record + NoEvent Available

» 10C chief invites Ramachandran for discussien on Indian
sports
+ Four IM terrorists arrested in Rajasthan

&
Fig.2

e Useris then redirected to the application, as shown in Fig.3:
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Date Range : 08/05/2017 To 24/08/2018
Receints [ Receive | Send Back | Send | View | Move To | More | Hisrarchical View 1y Files v 1
Files = O ~ Computer No ~ File Number - Subject ~ Sent By, ~ Sent On ~ Due On ~ Read On ~  Remarks *

b Inbosx (4) ( E 2385168 c1 g-oifs Joffe Ta dw (TR T )-Mpa B & caxcdsaf2za @AALBdars, Htes /5w v T () 17/07/18 02:10 PM - 17/07/18 02:10 PM =2
. ;A:Z:igtt:i;l;sa‘fnr @ E 3385157 £/0022/2018-5iTt5 /3iE v 3 (E 9 gdsgdsg225225 AduBndand, #ites /5iE v T () 17/07/18 02:08 BM - 17/07/18 02:08 BM B
@ E 3385162 B-11/0008/2018-5{1T5= /35 75 3% (73 U 0 )-MH, dsfds25235 waduBnaand, #te /i ws T (fnw ) 17/07/18 02:07 PM - 17/07/18 02:09 M -]
y Crested @ E 3385155 ©/0009/2018-34T% /3 vE # (F0 e 0 j-mHA dsfghidsf 224234 w3duBndand, e soife we T (fmw ) 17/07/18 12:23 PM - 17/07/18 12:25 PM ]
‘Draﬁi‘ . ( E 3385154 B/0008/201 837 /3w v 3w (FHTE T file 123123123123 @8BuBcdend, +ifsw /i T tw (Tw o n) 17/07/18 12:21 PM - - B
* Complets ( E 3385149 A/0021/2018-34Ttrs /3 va 3w (FE TE T gsgdfg345435 @duindsnd, ¥ /o v i (mwm ) 17/07/18 12:13 PM - 17/07/18 12:13 PM -]
» perked o E 3385145 B/0007/2018-35% /3w 72 o (FmrE v )-mma L4 &7 destdsfanaza ABID ALT,0FFICE OF US(K-VI } 17/07/18 11:48 AM - 17/07/18 11:48 AM ]
' Ap:‘m:a‘_ﬁ“ﬁﬁ [m] E 3385145 B-12/0008/201 8- /3ifF 7 &% (A Ta v )-MHA fdsfdsf whAuBodiend, siftea /sifw T b (Tngw ) 17/07/18 11:35 AM - - ]
::;;ﬂsmg [m] E 3385143 dfsfdsf whdudediend, 2ifra /ot e tw (fwgwn ) 17/07/18 11:28 AM - - ]
Veye \ E 3384871 B-11/0005/2018-0fc of HS(MHA)-MHA vivak tasting whdudodiend, aifra /it Ta tw (fwgww ) 18/06/18 12:54 DM - - ]
s [m] E 3384654 A/0040/2018-0f0 of HS[MHA) note tast bipin, s /+fF 1w W (W) 23/05/18 04:10 PM - 23/05/18 04:11 PM m

* (ierarchy) @ € 3388339 €-13/0010/2018-0/ o of HS({MHA) Reveve bipin, 377 /57 = i@ (W ww T) 16/05/18 11:54 AM - 16/05/18 11:55 AM ]

+ 8y Others (A1) =] £ 2284452 4/0033/2018-0/c of HS[MHA) chk for note missing  bipin, 31T% /5i1 @ 9 (@ T T) 08/05/18 02:42 FM - 03/05/18 02:42 B =]

-+ i:z;‘:i: i:f:r;;l [ g E 3381146 SahooStry & Sahoo SR1 AAuBdand, e /i 1= B (fmw ) 13/02/18 02:12 PM - 06/03/18 05:42 BM =
R i € 3382552 C/13/0025/2017-0 0 of HS(MHA) BY Testingh Despike Saini, OFFICE OF DM-II 12/02/18 06:23 PM - 12/02/18 06:24 BM ) -
» Sent
} Conversions LEGEND Priority M Out Today M MostImmediate B Immediate & Action Initiated £1 Other Department By Files with Draft [} Draft Note Yellow Note Extarnal Files

+ Drafts Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Return

» Completed
» Physical File

P

Fig.3

Note:

For multiple post login refer to Annexure-I (Multiple Post Login in eFile).

Copyright © NIC, 2018
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eFile Modules

File Management System (FMS) or eFile, comprises of different modules which are inter-linked and manage the
official work flow of the entire life cycle of a Document/DAK from the moment it is received by the organization till
the time it is disposed of with proper set of actions.

The different modules in FMS are Receipts, Files, Dispatch, Notifications, Settings and etc. Each module comprises of
different sub modules (links) with actionable menus that help the users to accomplish different official procedures
in an electronic environment.

First of all, let’s learn how to use the Receipts module of eFile.

Copyright © NIC, 2018 Ver. 5.5 05
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Receipts

Once a DAK/ letter is diarised and a unique receipt/ diary number is allocated then it becomes Receipt.

The links available under Receipt module are shown in Fig.4:

Receipts =l
» Browse & Diarisa
- Physical

- Electronic

Inbox {2)
Emazil Diarisation
Created

Sent

v |V | W W

Closed
» By Me

By Others
{Hierarchy)

-+ By others(All)
» Acknowledgement
-+ Created

-+ Sent

» Initiated Action

Files (=]
Migrate File [+
Dispatch (=]
Dispatch =
DSC =
Settings =]
Notification =]
Ext Department  [+]

Fig.4

Let’s learn about these subs - modules one by one:

Copyright © NIC, 2018 Ver. 5.5 05
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Browse & Diarise
It is used to generate receipts which can be either physical or electronic.

» Physical: The unique number for the DAK is generated by the system, and further processing of the receipt can

either be physical (manual) or electronic in nature.

» Electronic: The unique number for the DAK is generated by the system, and further processing of the receipt is
always electronic in nature.

Note:

The Document will start with the Electronic diarization of DAK/ letter, on completion of which the Physical
diarization of DAK/ letter will be covered.

Electronic DAK/ letter Diarisation
The DAK/ letter must be scanned as a single PDF (preferably a searchable PDF).

Note:

For scanning the DAK/ letter refer to Annexure-II (Guidelines for Scanning).

To diaries the Electronic DAK/ letter, perform the following steps:

e C(lick the Electronic link under Browse & Diarise sub-module, as shown in Fig.5:

Receipts =

b Browse & Diarisz

-+ Physical

b Inbox (2)

b Emzil Diarization
b Created

b Sent

b Clozed

+By Me

} Acknovledgement
+ Crezted

+ Sent

b Initizted Action

Files [+
Migrate File [+
Dispatch (3]
DSC [+
Renorts f+

Date Range : 01/10/1986 To 27/03/2018

|’ Receive | Send Back | Send | Put in  File | View | Move To | Copy | Close | Dispatch |

¥ ComputerNo Receipt No.
E 340370 seps70/o018) st/ v (m ) Y
% £ sa080 340870(2)/2018/% 04
e E 040443 5404432017/ 5%/ o v 78 (A7 7))
P 940108 940108/2017)4t5%/ 5 T 78 (A7 )
LEGEND Priority M OutToday M MostImmediate M Immediate
Subject Category Sarvice Matters Budget preparation

§ Action Initiated

ACR related matters

Hierarchical View | My Receipts v
Subject vSender v SentBy v Sent On vDuelOn ~ Remarks
SS555123 gghfgfely bikram,ATRE/STE T W (AR ) 22/02/18 11:03 AM
asdas sd sanieev,am,'iﬁﬁﬂw(uﬁiﬂ) 06/02/18 10:22 AM
acrrelated  FRME  bipin iieE/HE T (AT ) 22/12/17 11:52 AM -
asdead asdasd bikram, 3%/ 15 T W (AW T ) 28/09/17 10:26 AM

WP VIP References

Appaintment and ather related matters of Planning Camission Annual Property Return

= e |

Copyright © NIC, 2018
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e The screen as shown in Fig.6 appears:

Recaipts =l ‘
» Browse & Disrise Upload({Only PDF upto 20 MB} Diary Details
+ Physical Sender Type Choose one v Dealing Hands Choose One v
+ Electroni
rome Delivery Mode~ By Hand v| Language English v
Inbs
r e Made Number Letter Ref. No
+ Miriszry
» Esil Diarisation Typer Letier v|  File Number
» Created Received Date® SaEETTE iz} Letter Date iz}
» Sent
VP Choose one v | Diary Date 2482018
» Closed
ey be VIP Meme: Choose one v
. By Others Contact Details Add to Address Book
(Hierarchy,
+ By cehers(all) o (C . Ministry Choose one -
» Acknowledgement NN Department Choose one. -
« Created XN
s sem N~ Name Designation
» Recycle Bin ( Organizaticn
» Initisted Action Address 1+
Files = Address 2
Migrate File = " Country NDIA v st Andaman & Nicobar Isiands ¥
Dispatch &3] AN, City Pincode
bSc & N Mobile Landline
Settings = N Fax Emsil
Notification = Category & Subject
Ext Department [z a Min Category* Choose ane -
Sub Category Chooss Cne -
+ Subject-
y
Enclosures y
* Enclosura’Remarks will not b changed after movement
. Customize Acknowledgement
Generate & Send

Fig.6
e C(lick the button. The File Upload dialog box appears. Select the desired scanned PDF document

(upto 20 MB ) and click m button as shown in Fig.7:

Receipts. = ‘
) Browse & Diarise Upload(Only PDF upto 20 MB): Diary Details
+ Physical Sender Type Choose one v Dealing Hands Choose One v
» Elect i
Elactronic Delivery Mads+ Sy Hand v|  Language English v
) Inbox B Desktop » Search Desktop — o ot 1o
' Organize v New foldes =~ @ @ ||™ Leter r]  File Number
» Creatad p 5 AnNyUEsK Received Date* B4I0&R01E E Letier Date E
) Sent il PNG image AnyDesk
0 Favorites 9 O . IR Chooss one v | Diary Date [24/0ar2018
) Closed B Deciiop 133 KB philandro Software GmbH !
VIP Name Choose one v
+ By Me
Downloads Babita-eFile document version ‘ Balsamiq_Mockups_3.3.3 .
. p:ig;h ‘ﬂ 55.05 29-Dec-1512:32 PM Contact Details Add to Address Book
+ By cthars[al] &l Recent Places | Microsoft Office Word 97 - 2003 .. 375M8 Ministry Choose one o
+ Acknonledgement o EsselS-DR V585 i eFile document version 5.5_05- Department Choose one T
+ Created 4 Libraries WinRAR archive 41 Modified by Ashwani 1 5 ;
» Sent 5 Documents 533 MB Microsoft Office Word 97 - 2003 ... ame ssansten
» Recycle 8in Organization
) Inteced Acion & Music lGmm cFile document version 5.5.05 L. eFilev3 style rciarese 1+
— = [ Pictures r V’\:rsha B @ Cascading Style Sheet Document -
® w) Microsoft Office Word 97 - . 356 KB s
Migrate File = B videos Country INDIA v state /Andaman & Nicobar Islands ¥
. — eOffice Implementation _El epm_trial
oo B . &= Handbook-3-8-2016-A Pk Easels Partition Master Trial Editi.. oy Pincode
— = M Comniter (] R - « i . Mobile Landiine
=
— = ~ | AllFiles - Fax Email
Notification = Open I' Cancel Category & Subject
Ext Department (3 Main Category” Chaose ons v
Sub Catsgory Choose One v
Subject*
A
Enclosures y
* Enclosure/Remarks will not be ohanged sfier movement
- Customize Acknowledgement
Generate & Send

Fig.7
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e Once the scanned DAK/ letter is uploaded, enter the required metadata (various details in the fields available on

the right of the screen) and then, click button as shown in Fig.8:

Receipts = | -
» Browse & Dizrisz Upload(Only PDF upto 20 MB) Diary Details
» Phrysical Sender Type Choose ane v|  Dealing Hands Choose One v
+ Electronic
Delivery Mode® By Hand v] Language English v
Tnbox
' Mode Number Letter Ref. No
» Ministry
} Email Diarisation Typer Letter v]  File Number
» Created Received Date* 24105018 5] Letier Date w3
) Sent
oo IR Chooss one v|  Diary Date [24i0E2018
- By Ve VIP Name Choose one v
, By Others ‘Contact Details Add to Address Book
(Hierarchy)
+ By others(Al) 1PS-IV Desk Ministry Choose one -
» A dgement Room No. 20, North Biock, o Choose one =
R New Delhi, dated the, ombar, 2015, Depariment Choose one
+ Sent Name Designation
» Recycle 8in Nomce Organization
+ Initiated Action Subject 158 of Offor of Appointment to the candidates selected Address 1+
for Indian Polics Service on the basis of CSE 2014, )
Files 5] s
— e B Colrse Trating for IPS afor rainaes of 66 R (2015 Adaress 2
Migrate File = will commence at the SVP Notonal Pofce Academy, Hyderabad ] v]  sste obar 1S v
“ = with effect f1om by el Country NDIA State Andaman & Nicobar [siands
Dispatch &) cadery, Hydorabad city Fincods
@ oining instrachon may b2
psc (o] Mobile Landline
— = 2. Offer of appointments to the candidatss who have besn allocatod Fax Email
= i the Idian-Polcp service o the bais of their qualiyeg Crvl Service
— — xamination ave  been dispatohed o their  respectve Cate & Subject
Notification = wmespondence addresses The candidaies wio e undrong i :
Ext Department (5 oo e Aoy, LN AR Wl Gt thair Offer of Appolniment Mizin Category Ghoose one -
3. The comsspondence addressss of the candidates are given in the Sub Categary Choose One v
Annexure-l. In Gase of Non receist of ofer of sppointment of any Glhor
aueey he candisas may conact Secon Offce (5. W) o 011 2903
P Tt Subject
(6.C. Yadav)
Doputy Secretary (Polico} ¥4
Tel. No. 2309 3256
Enclosures 4
* Enclosura/Remarks vill not be changed afier movement
¢ Customize
p——

Fig.8

Note:
All the mandatory fields are marked with Red asterisk (*).

User can choose one of the fields marked with orange asterisk (*).

Customize Acknowledgment: There is a provision to acknowledge the sender who has sent the DAK/ letter, that

has been received in the organization (Refer Acknowledgment sub-module).

e The DAK / letter gets diarised and a unique Receipt Number is generated as shown in Fig.9:

| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |
Receipts =

» Browse & Diarise
- Physical

+ Electronic

+ Craated

+ Sent

» Initiated Action

Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1

Files = o L =7
Migrate File =
Dispatch = )
S O0-BR %
DSC = '
Settings =

Receipt Details

Receipt No

From

94103812018/ /31w T TH M TI T) fim File No

RIMAN DEEP

Designation ASSTT(RD)-eOffice

» Inbox (2) Main Category AMC & Demand Sub Category
» Email Diarisation Address shastri park Sent Date
» Created i Letter Ref. No Letter Date
» Sent 1 Subject Kindly see Enclosures/Remarks: -
» Closed = Delivery Mode Email Sender Type
+Eye . Movement Details
» Acknovledgement : Sent By ~ SentOn ~ Sent To ~ Action ~ Remarks v~

Copyright © NIC, 2018
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o The generated receipts are saved in the “Created” sub-module till they are marked to other user(s).

Generate & Send . . . .
_ button (refer Fig.8): Generates the Receipt Number and redirects the user to Receipt

Send screen.

L& fe & C , , . . .
button (This feature is configurable): Generates the Receipt Number and redirects the
user to diary screen retaining the content (pdf) and metadata (Copying the pdf content is also configurable

feature) of the receipt.

The actions that can be taken on a receipt are shown in Fig.10:

‘” Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement ||

Receipt Details

Receipts [=]

b Brovise & Diariss

Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1

» Initisted Action S epen Taip

Files Tesr Delhiyoi &

 Physical Receipt No anose0ts ity C T Ry w Flehe
+ Electronic From RIMAN DEEP Designation ASSTT(RD)-€Office
 Tnbox (2] Main Category AMC & Demand Sub Category
» Email Diarisation Address shastri park Sent Date
b Created § Letter Ref. No Letter Date
» Sent |/ Subject Kindly see Enclosures/Remarks: -
b Closed e Delivery Mode Email Sender Type -
2Byt Movement Details
b Acknowledgemant e & Sent By - SentOn ~ SentTo ~ Action ~ Remarks v
4 / cccso
yc—
-+ Sent

These actions are explained below:

1. Send: This option facilitates the user to mark the receipt to the intended recipient(s). Click

screen is displayed as in Fig.11:

" send

tab, the send

sige it S| ‘ Send | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

» Browse & Disriss

» Bhysical

@ All () Reporting Officer () Sub-ordinates () Recent 5 () Send Back () In Channel () Preferred List

+ Electronic
Note: Name of the creator is highlighted in yellow colour.
» Inbox (2)

Email Diarisation
u To
b Crasted .
) sent

» Closed

=

> 8y Me 4
(Use semicolon(s) to seperate recipients.)

Woke : CC copies are non-editable (both pdf and metadata). Any change in the
» Acknovdedgement Main recaipt will be reflected in the CC copies, till the tme not put insice the file

+ Created

Set Due Date )
+ Sent
b Initiated Action Action Forward v
Files Priority Choose one v
Migrate File
Total 1000 | 1000 characters left.

Dispatch

Initiate Action
psc
Settings Tetal 1000 | 1000 characters left,

= Remarks
Notification
A

Ext Department

m DSC Signand Send [l eSign and Send

Receipt Number

(03941033201 PHHF HFFHET)

Subject

Kindly see

Fig.11
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a) To: In the To field, search the user either by name or marking abbreviation or section/organization unit

name of the recipient. Then, select the officer from the filtered employee list as shown in Fig.12:

} Browse & Diarise
-+ Bhysical

-+ Electronic

b Acknovledgement

Ext Department

Receipts =

[Send | Putina File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Adnowledgement |

® All () Reporting Officer () Sub-ordinates () Recent 5

Note: Name of the creator is highlighted in yellow colour.

O Send Back () In Channel () Preferred List

-+ Created c =
Set Due Date ABHISHEX KUMAR VERMA--ASST1( ADMN-II]--CFFICE OF
-+ Sent
¥ Initizted Action Action Forward M
I Priority Choose one v
Migrate File
Initiate Action [}
Dispatch
DSC Total 1000 | 1000 characters left,
Settings Remarks
Notification

‘ DSC Sign and Send @Sign and Send

» Inbox (2)
» Email Dizrization T 2ont Receipt Number Subject
» Craated -

ABHDIT--2dmin23546--AD-1IT 5] 9410320 1 ThEEG T (F = T) Kindly see
» Sent
» Closed ABHIMANYU KUMAR MANISH--US-(SR)--Undsr Secretary (SR)

Ce
-+ By Me ABHIMANYU KUMAR MANISH--US-
ABHISHEK KAUSHIK--A.5.0(FCRA-III)--OFFICE OF F.

Or

e User can also click the ‘“To’ link, then, click Contacts tab and select user from the list box as shown in Fig.13:

Fig.12

Recsipts S, —
» Browse & Diarise [ =
+ Physical
+ Electronic ® All () Reporting Officer () Sub-ordinates () In Channel () Preferred List
Note: Name of the creator is highlighted in yellow colour.
» Inbox (2)
» Email Diarisation Receipt Number Subject
) Created Preferred List | Groups [%]
ot = ] (£ 3258012018/ecMTce Kindly
Search
b Closed
+By Me Le . - ;
Name Marking Abbr Organisation Unit
» Acknowledgement (] AAKASH ADLAKHA AS1IT Olo AS(IT)
+ Created
P Set Due Date [] Aarmi kukrEsA US(AKF-Olo US Ofo Under Secy (Pondicherry)
» Initiated Action Action [ AASHIRWAD GAUR AS3-T Ofg AS(IT)
Files [ AASHISH BAHUGUNA CP-FSSAI Ofo Chair Person
Priority
Migrate File [ abe colia)-dcdema colofiice
Dispatch Initiate Action ] ABC abe Ol AD
psc Total 1000 | 1000 characters lefr.
Zoiils Remarks
Notification
2
Ext Department
m DSC Sign and Send eSign and Send

Copyright © NIC, 2018
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e Provision of radio button has been made available to select the user from different groups of recipient such as:
All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as shown in Fig.14:

"send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknawledgement |

® All () Reporting Officer () Sub-ordinates £ § () Send Back () In Channel () Preferred List

Note: Name of the creator is highlighted in yellow colour,

o Receipt Number Subject

- () 9410387201/ UrEy i1 T TW (T TA T ) Kindly sea

Total 1000 | 1000

otification
Ext Department (1 m DSC Sign and Send @Sign and Send

Fig. 14
i.  All: By default, “All” remains selected giving the logged in user option to view and select a recipient from

all the active users in the department.

ii.  Reporting Officer: When “Reporting Officer” is selected, the ‘Send To’ list will display the official just
above in the hierarchy of the logged in employee.

iii. =~ Sub-ordinates: When “Sub-ordinates” is selected, the list will display the officials just below in the
hierarchy of the logged in employee.

Note:

To get the name populated in Reporting Officer and Sub-ordinates options, the official’s/user’s post hierarchy needs
to be defined in Employee Master Details (EMD).

iv.  In channel: It helps the user to mark the receipt to officials who are already in the submitted channel
of the receipt.

Note:

When user is sending multiple receipts, Send Back and In Channel radio buttons will not be available.

v.  Preferred List: It helps to select officials from the list of “Preferred List” already created by the user.

Note:

To create the preferred List Click the To link—=>Go to Contacts tab—>select the users by selecting the check box or by
searching the name in search box and then selecting the check box = click Add to: Preferred List link.

b) Cc: Itis used to mark copies of the receipt to users other than main recipient selected in To field.

Copyright © NIC, 2018 Ver. 5.5 05
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Note:

When user is sending receipt to multiple recipient, in Cc field employees (listed under All radio button) can be

marked excluding the employee listed in To field.

Multiple recipients are separated by using semi colon (;)

c) Due date: Date by which work is supposed to be done. Assign a Due Date to the recipient using the Set Due

Date option.

d) Action: An easy way to notify the recipient the action that is required on receipt. Select Action which is to be

taken, from the dropdown menu.

e) Priority: It is the preference assigned to the receipt based on its urgency. Set the Priority of the receipt, from

the dropdown menu.

f) Initiate Action: It is used to track the set of action(s) taken on any receipt. The receipt can be tracked even
after it is put in file. Check the Initiate Action check box, provide initiation type to initiate action and track

the actions that will be taken on the receipt.

g) Remarks: These are the forwarding comments given on receipt while sending them to recipient. Type

forwarding remarks in the Remarks field.

Note:

In case initiate action is selected, then Remarks field becomes mandatory.

After selecting the recipient(s) and entering other details, user can send the receipt using any of the following Send

options:

» Send: On clicking m button in Fig.15, the receipt will be marked to the intended user(s).

%]

| send | Putina File | Copy | Dispatch | Details | Movements | dit |  Attach File | Attach Receipt | Generate Acknowledgement |

® All Reporting Officer Sub-erdinates Recent 5 Send Back In Channel preferred List

Note: Name of the creater is highlighted in yellow colour.

To

<4

4

Not 24f and matadata). Any change in the
pizs, till the time not put inside the fils

Set Due Date &

» Initisted Action Action Forward

.,,

Priority Choose one

Migrate File

0 O e O

Total 1000 | 1000 characters left
Dispatch
Initiate Action
=
SEaE Totel 1000 | 1000 characters left,
Remarks
Notification

Ext Department

DSC Signand Send [l eSign and Send

¥

Receipt Number

£ 9410382012/ PR B THIE @M= T)

Subject

Kindly see

Fig.15
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SC Si
» DSC Sign and Send: On clicking DeSSonandoend button, a pop window appears asking for the

DSC token Pin. Enter the Pin and click button and the receipt is sent.

Note:

For complete process refer to Annexure-III (Digital Signing of Receipt Remark).

» eSign and Send: On clicking B button, a pop window appears asking to continue the
agreement with “I Agree”. Enter the OTP received on Aadhaar registered mobile number and click

button, the receipt is sent.

Note:
For complete process refer to Annexure-IV (eSigning of Receipt Remark)

e The Digital Signature/eSign appears on the Receipt Remarks in Movement Details Page.

e Once the receipt is sent using any of the above Send option, the receipt will be visible in the Inbox of recipient.
The user who sent the receipt can check the details of the receipt in his/her own Sent folder.

2. Putin aFile: To put the generated receipt into a concerned file, perform the following steps:

. Put in a File . . I
o C(lick tab. A list of files appears, as shown in Fig.16:
[X]
Receipts = |[Send r Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement | |
Receipt Details
Convert JPG to PDF online - convertjpg-to-p... 1 / 1
Receipt No 941038/2018/3RF/3H1T T TH (W TA T) = File No
From RIMAN DEEP Designation ASSTT(RD)-eOffice
Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No
Subject Kindly see Enclosu
Delivery Mode Email Sender Type
EDIATS Search Files for Attach
Year| 2018 v | Search w

my Atroiy Computer Number __File Number Subject

D/0002/2018-Oo of
HS(MHA)

E 3333734 file-1-Part(1) kavita1987@eci.gov.in

E 3383773 Test

®

B/0011/2018-Ol0 of
HS(MHA)

2
&
i
i

2
5

(5]

E 3333980 TestA

g
8
£
5
S
5
®

o
@
a
(i)

7
4
5
@
®

z
g
H
3

<< >>>

m
A
o
bt
£
H
i
F}
(e
|

o
i \¢
|

Fig.16

Note:

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File of the user.

o Select the file in which the receipt needs to be put in. Click the m button (Fig.17), and the receipt gets
attached in the correspondences of the selected file.

Copyright © NIC, 2018 Ver. 5.5 05
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e User can also search the file using Year and Search fields.

Receipts (=]
» Browse & Diarise

» Physical

Convert JPG to PDF online - convert-

» Electronic

» Inbox (2)
» Email Diarisation
» Craated
» Sent
» Closed

8y Me

» Acknowledgement

» Initiated Action

Files = s
Migrate File =
Dispatch =
psc =
Settings (3]
Notification =

Ext Department (&)

“Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |

Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details
Receipt No
From
Main Category
Adaress
Letter Ref. No
Subject
Delivery Mode

941038/2018/3TP /3P T TH (M T T)
RIMAN DEEP

AMC & Demand

shastri park

Kindly see
Email

File No
Designation ASSTT(RD)-Office
Sub Category

Sent Date

Letter Date

Enclosures/Remarks:

Sender Type

Search Files for Attach

Year| 2018 v | Search |
Computer Number File Number Subject
= . DID00212018-Oloof
- E 3383773 HS(MHA) Test
A ar ® E 23383734 file-1-Part(1) Kavita1987@eci gov.in
" 8/001172018-Olo of
E 3383080 s TestA

<<= =>

Fig.17

Note:

Main Receipt can’t be put inside a File (Put in a File option) which is already attached with another File/ Receipt.
To do so, user needs to first detach the attached file.

OR

e C(Create the New File (non-SFS File) from the receipt Put in a File list screen itself using button as

shown in Fig.18:

» Browse & Diarise

-+ Physical

Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1

- Electronic

» Inbox (2)

» Email Diarisation

» Created

» Sent

» Closed e
» 8y Me

» Acknovledgement
- Created

» Sent

» Initiated Action

Files =
Migrate File =
Dispatch =
DSC (2]
Settings (3]
Notification =

Ext Department [(+]

Receipts = ‘ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |

Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No
From
Main Category

941038/2018/3{1TPw/3{fF T TH (A TI T) =

RIMAN DEEP
AMC & Demand

File No
Designation
Sub Category

ASSTT(RD)-eOffice

Address shastri park Sent Date
s Letter Ref. No Letter Date
Subject Kindly see Enclosures/Remarks:
Delivery Mode Email Sender Type
Search Files for Attach
Year| 2018 ¥ | Search | Create File |
Computer Number File Number Subject i Non SFS
E 23773 agﬁ?&:;wm o Test
@ E 3333784 file-1-Part(1) kavita1987@eci.gov.in

E 3233080 Do E-0loof  Tegt

<< < 1> >>
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Note:

A New File (SFS File) can also be created from the receipt Put in a File list screen using button. This
feature is configurable.

o (lick button and click Non-SFS, from dropdown menu. The new file creation screen appears, as
shown below in Fig.19:

Receipts (=1 [[Send | Putinafile | Copy | Dispatch | Details | Movaments | Edit | Attach Fils | Atach Recaipt | Genarate Acknowledgement |

Receipt Details

Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 i b S o
From RIMAN DEEP Designation ASSTT(RD)Office
Main Category AMC &Demand Sub Category
Address shastri park Sent Date

B Letter Ref. No Letter Date

-onic File(Non SFS) Kindly see Enclosures/Remarks:
Email Sender Type
ftach

Year| 2015 v | Search [ Create Fie |
Number File Number Subject

D/0002/2018-Ofo of

HS(MHA) Test

file-1-Part(1 kavita1987¢ igov.in

[T A (ST [T - - o
@) B/0011/2018-Oo of TestA

@ BOUTL
Migrate File =
Dispatch =
osc =
Notification = << < 1> >>
T [

Fig.19
. Conti Worki > . . .
e C(lick button, the receipt gets attached in the correspondences of the created file.

Note:

Once the receipt is put inside a file, the receipt will be removed from the created receipts list.

3. Copy: It can be used, in cases where DAK/ letter are diarized for same subject nature. Generates the Receipt
Number and redirects the user to diary screen retaining the content (pdf) and metadata (Copying the pdf
content is configurable feature) of the receipt.

4. Dispatch: It is a process of issuing an official reply to the concerned sender (user/department/ministry) after
the approval from the internal competent authority.

To Dispatch an issue against a Receipt, perform the following steps:

e Click the —'=°"

tab, a confirmation pop-up message appears, as shown in Fig.20:
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Upload(Only PDF upto 20 MB):

Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1

)| |[Eena [P s File | Cony. | Siapateh || Getails | Mavaments | Edie | Attach File | Attach Receipt | Gei

edgement |

Receipt Details

Contirm

This receipt is created
Dispatching the same will move the receipt to your Inbox
Do you wish to continue?

|

» Tnitiated Action
vites @
morste e ()
Glapareh = .
osc =] o
Sattings & o
i
P — @ >
Ext Departmant () s 1
iy, :
G

941038/2018/ 01T/ AT U TH (7 T T ) iy
RIMAN DEEP
AMC & Demand

shastri park
Kingly see
Email

File No
Designation
Sub Category

ASSTT(RD)-€Offce

Sent Date

Fig.20

e After confirming, the dispatch screen is displayed with the pre-filled receipt metadata on right side.

o The generated receipt will be moved to the Inbox for dispatching.

e To create the Draft for Approval (DFA), type the draft content or copy the content from already created
word/ text files and paste it or choose a pre-defined template by clicking or upload the

doc/ pdf by clicking button.

e After creating the DFA, click the button, Fig.21:

Page Size [ A4
Formats ~| | Line Height -  Paragraph ~ | Verdana

X Dl B X — QO ST LE-

- tapx

A - A

| Send | Send Back | Putin a Fil | Copy | Dispaich | Details | Movements | Edit | Close | View Draft | Aftach File | Attach Receipt | Action Details

Draft Details

Orat Type- Reply v]  Classifed Choose one v
o | Draft Nature® Choose One v] erex Choose One v

Language" Punjabi v

anoly se=
- Subject * 4
Total 1000 550 charactars ek
Receipt Number L Chooss one v
Communication Details

Ministry = CABINET SECRETARIAT1 -

Department - Others -

Name RIMAN DEEP Designation ASSTT(RD)-<Ofice

Organization

I Address 1+ [Shastr park

Address 2

Couniry NDIA v] st DELHI v

city Pincode

Mebile Landine

Fax Emsil

‘Add More Recipient(s)  Clear
Attachments —

Note : Use following # tags for draft creation

#ApprovedBys for Approver Info

#ApprovedByPost for Approver Post

Words: 0 #ApprovedDate# for Date of Approval

#ApprovedByDesignation# for Approver Designation

#ApprovedByName for Approver Name

#ApprovedByEmail for Approver Email
#DocumentNumbers for Document Number

ppr Name.

Copyright © NIC, 2018
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e Aunique Draft Number is assigned to the draft, as shown in Fig.22:
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[7Send | Send Back [ Putin aFile | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Recsipt | Action Datails |

Draft No. : DFA/20033357 - ¥ 1.0 Draft Status : DFA

Draft Details
B I - Draft Type+ Reply v |  Classified Choose one v
= P < — 0 T L= ~ = Draft Nature* Letter | Prefix Choose one v
> 32 | engis X - N ' Language* Punjabi v
A Kindly see

This is regarding the approval of letter. Subject® Total 1000 | (G5 cherechers kit ¥
Receipt Number gf_mw”wm/mﬁ@(t "1 Reply Type Choose one v

=]

Communication Details
Attachments

Note : Use following # tags for draft creation

i #ApprovedBy# for Approver Infa
#ApprovedByDesignation# for Approver Designation
#ApprovedByPost# for Approver Pest
#ApprovedDate# for Date of Approval

#ApprovedByName# for Approver Name

#ApprovedBy SectionName# for Approver Section Name
#ApprovedByEmail# for Approver Email
#DocumentNumber# for Document Number

Fig.22
e Anewly created draft has three actions:

a) Preview: View the Draft content before approval.
b)

Approve: To finalise the DFA. Once the draft is approved no further changes in the content can be done.
Only the communication details can be edited.

Edit: To make the necessary changes in DFA. Each editing of the draft will create a new version of the
draft once the receipt along with the draft is moved to the next user.

Note:

The button is visible only to users having role of Draft Approver.

e Once button is clicked, an approval confirmation popup appears. Click button, the

Draft gets approved as shown in Fig.23 & Fig.24:
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Draft No. 1 DFA/3010074 - V 1.0 Draft Status : DFA

Send | Send Back | Put in a File | Copy | Dispatch | Detalls | Movements | Edit | Close | View Oraft | Attach File | Attach Receipt || Action Details |

Draft Details

Kindly see.

Oratt Types Reply .
Draft Nature® Lotiar v
Language* Punjab B

N Kindly See.

Subject *

Total 1000 | 989  <harsctars lefe

sa1074z0asfrRAfE T TR ¢ v

Receipt Number

@

Approval Confirmation

Qnce draft gets approved no further changss can be mads.

|
[Proven agprone] con]

Classified Choose ane .
Prefix Choose one -
Reply Type Croose one -

Attach File

HDOCUMENtNUMbant tag used for displaying the dOCUMENt NUMDEr s ot availabie in he dran
content. Would you lile to proceed further.

[

#ApprovedByNamo# for Approver Name
#Approvedby SectionName# for Approver Section Name

FAPprovedBy POt for Approver Fost
#ApprovedDate# for Date of Approval

for Approver Emall
#DocumentNUMDer# for Document NUmbear

Fig.23

o After approving of the draft the actions available are shown in Fig.24:

Draft No. : DFA/3010074 - V 1.0 |Draft Status : Approved

New Draft

Kindly see.

[Send [ Send Back [[Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details |

Draft Details
Draft Type* Reply A Classified Choose one v
Draft Nature* Letter v Prefix Choose one v
Language* Punjabi v

Kindly See.
Subject * 4
Total 1000 | 989  characters left.
Receipt Number 9:1_1 0742018 T T (= ¥ Reply Type Choose one v
=

Communication Details
Ministry = CABINET SECRETARIAT1 v
Department = Otners M
Name RIMAN DEEP Designation ASSTT(RD)-eOffice
Organization
Address 1+ ‘shastri park
Address 2
Country INDIA v State DELHI M
City Pincode
Mobile Landline
Fax Email

Add More Recipient(s) || Clear
Attachments m |
+

Note : Use following # tags for draft creation
#ApprovedByi# for Approver Info

#ApprovedByName# for Approver Name

PP i i for Approver D
#ApprovedByPost# for Approver Post
#ApprovedDate# for Date of Approval

ignation

ppr ionName# for Approver Section Name
#ApprovedByEmail# for Approver Email
#DocumentNumbers# for Document Number

Dispall:hBySell‘ Dispatch By CRU | eSign | DSC Sign | Edit | custom Sign >
1

Fig.24

a) Edit: To modify the Communication Details only in the approved DFA.

b) DSC sign: To sign the approved DFA with digital signature using DSC token device.
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Note:

For complete process refer to Annexure-III (Digital signing of DFA)

c) eSign: To sign the approved DFA with digital signature using Aadhaar authentication.

Note:

For complete process refer to Annexure-IV (eSigning of DFA)

d) Custom Sign: The provision to select the desired location in the approved draft to DSC sign / eSign.

Note:

For complete process refer to Annexure-III (Custom Digital Signing of DFA) & Annexure-IV (Custom eSigning of
DFA)

e) Dispatch By Self: It is used, if the person, who has the receipt with the approved/ signed draft, wants to
dispatch (send the issue) himself/ herself. The issue can be dispatched electronically through mail (by using
“Email Details”) or physically through post (by using “Postal & Out Register Details”).

e Further the two options Send with Follow-up and Send without Follow-up appears, as shown in Fig.25.

» Send with follow-up: It helps to set a follow up notification in anticipation of a reply which could be
received against the dispatched letter.

eIts1Y Crd Wit Followup button, select the required action, enter the description message and due date

for the follow- up and click m button, as shown in Fig.25:

[ERE T SEng BSe | POT TN K FNE T CeRv T TEeETE TESTE T CISEE | UTEW DTATE | ATCSEN FITE | ATERCH WataTBt | Ao DEtsiE T T

lft Moo 1 DFA/13750 © v 1.0 Draft Status : As

Document for draft approval.

| Ehoosa One

Fig.25
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Note:

For Self: The user who has dispatched the receipt can view the details under Notification Dispatch Followups sub-
module.

For Section: Every user in the section can view the details under his/ her Notification Dispatch Followups sub-
module.

o The draft gets dispatched, and an entry of the dispatched draft gets displayed in Sent sub-module under
“Dispatch module” with status “Issued and dispatched” as shown in Fig.26:

Dste Range : 11/09/2017 To 27/08/2018
e | || Print Envelope | Create Reminder | View Reminders | |
Files ] - Disoatch Mumbere  ~  Address ~ Senton ~ Sent Through  ~ File Number - Receint Number clssued g ~Sanction _ Disgatch
Against Code Mode
Migrate File = Riman, IT Park,NEW 27/08/18 03:31  ASST(C)-HS | 941740/2018/3i5% /35 7= 3w (v Issued & 7]
DELHI PM (5aif) ) Dispatched
Dispatch = 17/07/18 02:41  ASSTIC)-HS | A-11/0006/2018-3T5% /5 7= 07 (TH 0= T )- Tssued &
fdsfds, Fdsfdsf Y (saif) MHA Dispatched v
» Sent 28/09/17 10:28  ASST(C)-HS | 540107/2017/3Tw/3F TEwE (AT T Issued &
user-4, user-4 T o
» Returned AM (se) . Dispatched
28/09/17'10:38  ASST(C}-HS | 540107/2017/ 3=/ 3 72 7% (F T T Issued &
user-3, user-3 N " (7]
(sei) ) Dispatched
psc (3] . N 28/09/17 10:28  ASST(CI-HS | 540107/2017/ Stee/ 3 75 7 (3 T T Issued &
7 usar-2, user- AM (Self) Dispatched L7 ]
EE ] 28/09/17 10:26  ASSTICI-HS | 940107/2017/ 3t/ 3w T 78 (3 T T Issued &
user-1, user-1 . (7]
' o) AM (Self) Dispatched
Notification = . . ; 5 .
b /3004522/2017  lssue asds, ssdsad 28/09/17 10:28  ASST(C)-HS | 940107/2017/3M5%/35 7= 18 (H 19 T Issued & o
— AM (s=if) ) Dispatched
Ext Department (%]
LEGEND Priority M Out Today M Most Immediate W Immediate % Action Initiated
Subject Category Saervice Matters Budget preparation ACR related matters Appaintment and other related matters of Planning Comission Annual Property Return

Fig.26

o Ifthe reply is not received against the issue then a reminder could be sent.
o To send the Reminder click Sent sub-module under Dispatch module.

Create Reminder | ¢

o Select the Issue for which reminder is to send and then click ab.
o The draft window appears with Draft Type as ‘Reminder’.

o To create the Draft for Approval (DFA), type the draft content or copy the content from already
created word/ text files and paste it or choose a pre-defined template by clicking

or upload the doc/ pdf by clicking button.

» Send without Follow-up: No follow up notification is set for the dispatch.

e (lick button, the draft gets dispatched, and an entry of the dispatched draft gets
displayed in Sent sub-module under “Dispatch module” with status “Issued and dispatched” as

shown in Fig.27:
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prts i It Envelone | Crate Remincer | Ve Remncers | |
fles |:| \'DisatCh vy oy Add v v 'hvfllg v Recel LSS_@ y viaﬁ_tm VQ@E@ y

i e Adorsg SenkOn v Sk Throug o Reaeit Number v I Statis K
binteFle i Gaavel Venkatesham, Banjaa s Road  24/08/47 0333 ASSISTANT | R Isted &
! (| E Lmean ! o2, ” " 24850201 o D V
gt 5
Sent
Dt

Fig.27

f) Dispatch By CRU: It is used, if the person, who has the receipt with the approved draft, wants the issue to
be dispatched (send the issue) by the CRU, then the issue can be dispatched physically through post (by
using “Postal & Out Register Details”).

o (lick Dispatch By CRU button, it will show all the users mapped with CRU section along with, Delivery
Mode and Remarks (directions) for CRU, as shown in Fig.28:

oraft No. :DFA/13751 - V 1.0 Draft Status : Approved

Download [ Draft Details
- (#Communication Details
@ Attachments [Astmcie Pite

Dispatch Options

171 < - =

Dispatch By CRU Details

CRU User(s) KARAN MEHRA - Delivery Mode: | By Hand

Document for draft approval.

Send With Foliowup | Send without Followup

Fig.28

e Once the dispatch is sent to CRU, the record of same will be displayed in user’s Sent sub-module under
“Dispatch module” with status “Issued and sent” as shown in Fig.29:
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[ ~Dispatch Number
0 & Wrssgaor
0 & mes22017
0 £ insetaoy
[ & tr4032017

Files ]
®
]
0S¢ [#
Settings ]

Notifiation ~ [+]

ExtDegartment ()

0 & pr2032017
0 p 172042017

v

Issue
Issue
Issue
Issue
Issue

Issue

Address + Sent On Sent Through | File Number * Receipt Number  ~ Issued Against Status +Sanction Coder Dispatch Mode~

test user, dbnew delhi 09/10/17 11:31 AM |ASSISTANT | (CRU] 25971/2017 eoffce Registered Post
test, test 05/10/17 03:45 PM  ASSISTANT | (Self] - A-12013/34/2017-Demo-DEPT-EQFFICE Issued & Dispatched v
test, test 05/10/17 03:39 M ASSISTANT | (Self) ~ A-12013/34/2017-Demo-DEPT-EQFFICE Tssued & Dispatched v
Bharadvaj Poorahit, Nic Bhubaneswar  13/09/17 11:59 A ASSISTANT | (Self] A-12013/34/2017-Demo-DEPT-EQFFICE  25507/2017 /eoffce Issued & Dispatched v
Dr, Parveen, Delhi 16/08/17 12:47 M ASSISTANT | (CRU) A-12015/4/2017-Demo 24655(1)/2017 eoffce Issued & Dispatched By Hand v
Dr, Parveen, Delhi 16/08/17 12:47 PM  ASSISTANT | (CRU) 24650/2017 feoffce Issued & Dispatched By Hand /)

Fig.29

e The CRU receives the dispatch in his/ her dispatch inbox. This is to be finally dispatched outside the

organization through physical medium or as described by the sender in Delivery Mode.

e In case if issues/ reply have any discrepancies then the CRU can return the issue/reply back to the
section officer.

e The returned issue/ reply moves under Dispatch ‘Returned’ sub-module of section officer.

Note:

For Dispatch by CRU (Send With Followup and Send Without Followup) process, refer Dispatch By self (Send With
Followup and Send Without Followup).

5. Details: It can be used to view dispatch history, list of attached files, list of attached receipts, detached receipts
history and detached files history, as shown in Fig.30:

Receipts B1|("S=nd || Putina File | Copy | Dispatch | Details | Movements | Edit | _Attach File | Attach Receipt | Generate Acknowledgement | i
» Browse & Diarise
> Phiaical Receipt Details
z Convert JPG to PDF online - convert... 171 -
pElictionic Receipt No 941571/2018/31TP% /301 T AW (A TIT) o= FheiNo
» Inbox (7) From Adibasi Bikash Trust Designation
o Main Category AMC & Demand Sub Category
P Address Odisha Sent Date
» Email Diarisation
PRI : Letter Ref. No Letter Date
e ¢ sA .o 3[R) Subject Docs Enclosures/Remarks
yicksad A T Delivery Mode By Hand Sender Type
To 2 5
+ By Me Dispatch history
S - No Record Found
(Hierarchy) Admn. Roforgs
+ By others(Al) SR Attached Files History
i R
» Acknowledgement DP ¥ AR (Admn Redorms) S No Record Found
Admn., Bectice, =
SiCiatad Attached Receipts History
-+ Sent
- - Attached _ Attached
» Initiated Action Tt ~ ReceiptNo. Smupce by ~ Date SRk 2 5
Files = E 9415722018/300E /P TH AW WA THY) Docs  cdBuBoend 27/07/28 test Anach With Another Action Details
Migrate File = Detached Receipts History
e & _ Computer . - subiece Attached _ Detached_ Attached Detached Attach _ Detach _
. - No ReceiptNo. Subject by by Date Date Remarks Remarks
i €3] E 941570  04157072018/30E AP TI AT MHTIT) Docs  @BAUBREND @BABoBED 270718 27/07/18  gors  docs
ol = Detached Files History
Notification = ) No Record Found
T =
Ext Department (%] s
— (%! ] 1 Ay
o3
f{k\ iR Sk Stissted durs 4

Fig.30
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Note:

In case any receipt(s) or file(s) are attached to the receipt, then user can detach them from the receipt details page

using (7<) icon.

6. Movements: This option is used to track the Movements of the receipt which automatically gets updated as
Receipt moves from user to another as shown in Fig.31:

Receipts =

1
i
o]

Migrate File

(63}

Dispatch

(e}

psc

[

Settings.

o]

[

Notification

m
5
°
2

b
B
3
3
3
2
[

Send | Putin a File | Copy | Dispatch | Details Edit || Attach File | Attach Receipt | Generate Acknowledgement |

Convert JPG to PDF online - convert-jpg-to-p... 1 / 1

Receipt Details

Receipt No 94107412018/30TP=0/TP T TH (A TI W) el
From RIMAN DEEP Designation ASSTT(RD)-eOffice
Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly See. Enclosures/Remarks: -
Delivery Mode Email Sender Type
Movement Details |
Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks v v«

Fig.31

7. Edit: It can be used to edit the different metadata fields on the right and the PDF content on the left of the
Receipt before sending it to the intended recipient(s).

To edit the generated receipt, to perform following steps:

e (lick Lok

tab, the metadata fields get active, as shown in Fig.32:

i
Ll
El

°
2
B
BEER

o

Sand | Putin a Fila | Copy | Dispatch | Datails | Movamants Rttach Fila | Attach Racaipt | Ganarata Acknoviladgamant | Ki‘
Upload(Only PDF upto 20 MB) = Diary Details
Classifie Choose one v Sender Type Choose one v
Convert JPG to PDF online - convert-jpg-to-p. 1 /1 Delive: Email v] Langusge Punisbi v
Mode Number Letter Ref. No
Typer v]  File Number
Received Date* 52 Letter Date
vie v]| DisryDate 131042015
1P Neme v]| Dealing Hands Choose One v

Contact Details

Ministry = CABINET SECRETARIAT1
Department - Others

RIMAN DEES

shastri park

INDIA

Designation

State
Pincode
Landiine

Email

Add to Address Book

ASSTT(RD)-Ofice

DELH! v

Category & Subject
Main Category*
Sub Category

Subject

Enclosures/Remarks

AMC & Demand

Choose one

Kindly See

Customize Acknowledgement
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Save R i
e After making required changes, click the button to save metadata (Fig.32).

8. Attach File: This option is used to refer any file with the current receipt, if the decision taken on the file has any
implication on the current receipt.

Note:

Physical File/Electronic File can be attached with an Electronic Receipt and same action can be done with Physical
Receipt.

To attach a file to a receipt, perform the following steps:

e C(lick the Atach Fe tab, as shown in Fig.33:

)
= | |[5end | pUtina File | Copy | Dispateh | Datails | Movements | Edit ‘Attach Recaipt | Ganerate Acknowledgement | |
|| Upload(Only PDF upto 20 MB): [Upioad Fite ] Receipt Details
Recelpt No 94103812018/ H1THH/ ST T TH (1 TA ) 1y File No
Convert JPG to PDF online - convert-jpgto-p... 1 / 1 .
- Movement Details
| ;
Migrate File = 2
: :
Settings & \‘
Notification () L
Eat Dapartrent D ; AN
P A =
A +
ibecrn . =
! ~EmBO¢A
Fig.33
li £fil ] he fil lick Attach File h . .
o Alist of files appears, select the file and clic button, as shown in Fig.34.
e User can also search for the file using Year and Search fields.
<]
(=) | |[TSend | Putin a File | Copy | Dispateh | Details | Movements | Edit Attach Receipt | Generate Acknowledgement | 1
cise Upload(Only PDF upto 20 MB)- Receipt Details.
Receipt No 941038/20 18/ 3TOP=1/ 3 T T (7 0T W) gl File No

1t Details
~ sent On -~ sentTo ~ Action ~ Remarks

Files (5]
Migrate File =
Dispate (5] i
bsc (=]
Settings = 5

SN

® e

RS2 0 AL N 1
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Note:

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.

e Attach File pop-up appears, enter the Remark and click button as shown in Fig.35:

Upload(Cnly PDF upto 20 MB)*

Convert JPG to PDF online - convertipg-to-p... 1 / 1

) scknovisdzemant
et
+ Sent 2Var .,\ t ox]

Filas

Migrate File

Dispatch

DSC

Settings

Ext Department

["Send | Putin a File | Copy | Dispatch | Details | Movements | Emtl Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details.

Receipt No 941038/2018/HTFH/HE T UHE (M TT U) o File No
From RIMAN DEEP Designation : ASSTT(RDeOfMce
Main Category AMC & Demand Sub Category
Adaress shastr park Sent Date

Attach File Remarks Letter Ref. No Letter Date

(5] Subject Kindly see EnciosuresiRemarks: -
remarks Delivery Mode Email Sender Type
Details
~ Senton ~ sentTo ~ Action ~ Remarks <=

. g

Fig.35

e The selected file then gets attached with the Receipt and moves along with the movement of Receipt as

shown in Fig.36:

» Browse & Diarise
=+ Physical

Convert JPG to PDF online - convert-jpg-to-p... 1 / 1
» Electronic

» Initiated Acti

File: =

Migrate File =

Dispateh = g 7
bsc (=)

Settings &

Notification =

Ext Department ()

Receipts ) || [ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No
From

Main Category
Address
Letter Ref. No
Subject
Delivery Mode

94107412018/3TP AT T TH (M TH W) 1= File No
RIMAN DEEP Designation ASSTT(RD)-<Office
AMC & Demand Sub Category
shastri park Sent Date
Letter Date
Kindly See. Enclosures/Remarks: -
Emai Sender Type

Dispatch history

No Record Found

Attached Files
~ File Number ~ Subject v Attached by ~ Attached Date  ~ Remarks ~  ~ |
14,51 the {~7-30 e D/0002/2018-O/0 of HS(MHA) Test bikram 19/04/18 11:07 AM  kindly see. X Action Details

Attached Receipts

No Record Found

Detached Receipts History

No Record Found

Detached Files History

No Record Found

Fig.36

Detach File- Will detach a file from the receipt.

e The file can be detached from receipt on clicking “#* ” button in the Attached Files section (Fig.36).

e The detached file then moves to the file Inbox of the user who has detached the file.
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9. Attach Receipt: This option is used to refer to any receipt with the current receipt, if there is any implication of
the decision taken in any receipt on the current receipt.

Note:
Physical Receipt can be attached only with Physical receipt.
In case of Electronic Receipt both Electronic & Physical Receipt (with PDF uploaded) can be attached.

To attach other receipt(s) with the working receipt, perform following steps:

Attach Receipt

e C(lick the tab, as shown in Fig.37:

["Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File [ Attach Receipt | Generate Acknowledgement | |

Receipt Details
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1

" i e
Recelptho 941074/2018/31RFE/ 3T T TH @ TI T) == Flie N

From RIMAN DEEP Designation ASSTT(RD)-€Office
Main Category AMC & Demand Sub Category

Adaress shastr park Sent Date

Letter Ref. No Letter Date

Subject Kindly See Enclosures/Remarks: -

Delivery Mode Email Sender Type

Dispatch history

No Record Found

-+ Sent BT Cotnans Aot Atsoix Attached Files

» Initiated Action = ~ File Number ~ Subject~ Attached by ~ Attached Date - Remarks ~  ~ <
— ¢ 1,1 ¢ f=7 =8¢ € D/0002/2018-O/o of HS(MHA) Test bikram 19/04/18 11:07 AM kindly see. 2< Action Details
Files = -

Attached Receipts

PROERCEENE = o % sela No Record Found

Dispatch = , . % Detached Receipts History
bsc = fron L oy No Record Found

Settings = ;;‘ $ Detached Files History
Notification No Record Found

Ext Department [z

Fig.37

e Alist of receipts appears, select the receipt and click button, as shown in Fig.38.

e User can also search for the receipt using Year and Search fields.

Receipts £ |[7Send | Putin a File | Copy | Dispatch | Details | Movements | Edit || _Attach File | Attach Receipt | Generate Acknowledgement | |
» Browse & Diarise | = =
Physical = Receipt Details
=+ Phiysical Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 g
» Electronic Receipt No 04107412018/ 3BT/ T3 TH (M T T) File No
. From RIMAN DEEP Designation ASSTT(RD)-Office

» Inbox (2)
S —— Main Category AMC & Demand Sub Category
vCaattd (% 5 - 3 Address shastri park Sent Date
» Sent ’ Letier Bef N Letter Date
» Closed | e Enclosures/Remarks: -

By Me & 2018 v | Search Sender Type

S

» Acknowledgement o H -

» Created 4 S =

» Sent
» Initiated Action = < Subject - Attached by - Attached Date - Remarks «  ~ 3]

2 Test bikram 19/04/18 11:07 AM  kindlyses. X Action Details
Files =
Migrate File [E3]
Dispatch = £ ‘ g =
Y
psc = "~
Settings = b inch e
Notification =
Ext Department (&) L
= : T
“ £ +
1 e
{z & [ ny Aflaizs
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Note:

The list contains receipts which are present in ‘Created (Completed)’ or ‘Inbox’ sub-module of Receipt.

e Attach Receipt pop-up appears, enter the Remark and click button as shown in Fig.39:

["Send | Putin'a File | Copy | Bizpatch | Detailz | Movemen s | Edit | Attach File [Attach Raceipt | Generate Acknowledgamant |

onvertipg-to-p... 1 / 1 :
94107412018/ ST/ U U (4 QA )
RIMAN DEEP PO S o
AMC & Demand
sh

.|
p—— @
L
=
®
A
= "

Fig.39

e The selected receipt then gets attached with the Receipt and moves along with the movement of Receipt as
shown in Fig.40:

o

Send | Putin a File | Copy | Dispateh | Oatalls | Movaman ta [ Edit | Attach File | Attach Receipt | Ganerata Acknowledgemant |

Receipt Details

941074/2018/30TW=/ ST T T/ (1T T)
RIMAN DEER

ASSTT(RD)-eOfMce

ery Mode
patch history

L No Record Found

Attached Files

~ File Number ~ Subject - Attached by - Attached Date Romarks -
- f=7e £ D/0002/2018-0/0 of HS(MHA) Taxt bilkram 19/04/18 11:07 AM___ kindly ses. < __Action Details
Attached Receipts
Attached Attached
- Receipt No. ~ Subject £ 4 Anached pemarks
£ 941037/2010/30MOFH/ S0 T U T QET) K09 pikram >< Attach With Another Action Detal
N

Detached Receipts History

No Record Found

Fig.40
Detach Receipt- Will detach a receipt from the Receipt.

e The receipt can be detached from receipt on clicking “#< ” button in the Attached receipt section (Fig.40).

o The detached receipt is moved to the receipt Inbox of the user who had detached the receipt.

10. Generate Acknowledgement: There is a provision to acknowledge the user who has sent the letter that has
been received in the organization.

Note:

For steps to Generate Acknowledgement refer Acknowledgement sub-module.
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Physical DAK/ letter Diarisation

In Physical DAK/ letter the Browsing and Uploading of Correspondence is Non- Mandatory, rest of the process is
same to electronic diarisation.

To diaries the Physical DAK/ letter, perform the following steps:

e (lick the Physical link under Browse & Diarise sub-module. The screen as shown in Fig.41 appears:

1
Receipts =] ‘
Upload(Only PDF upto 20 MB) Diary Details
» Physical N Classified Choose one v Sender Type Choose one v
«» Electronic
e Delivery Madz® By Hand v|  Langusge English v
Inbox
r Mode Number Letter Ref. No
+ Ministry
» Emsil Disrisation Type* Letier v|  File Number
» Created Received Date” 270772018 E Letter Date E
Sent
r == vIP Choose one v|  Diery Date 772018
b Clozed
“ByMe VIP Name Choose onz v|  Desling Hancs Choose One v
o By Others | ™~ Contact Details Add to Address Book
(Higrarchy)
+ By orhers(All) PR Ministry Choose one -
Acknowledgement ¢
b AetnawsdgEman Department Choose one -
+ Created i
J et O Name Designation
b Recyclz Bin 7 Organization
» Infizted Action =, Address 1=
Files = o Address 2
Migrate File = N( ; Country NDIA v st Andaman & Nicobar Isiands ¥
Dispatch (3] <) oty Pincode
BsC (] N Mobile Landiine
Sattings = Fax Email
Notification = Category & Subject
Ext Department (3] a Main Category~ Choose ons v
N Sub Category Choose One v
+ Subject
i
Enclosures y
#Enclasura/Remancs will nel be changed sher movement
. Customize Acknowledgement
Generate & Send

Fig.41

Note:

For further Browse and Diarise Process of Physical Receipt, refer to Browse and Diarise process of Electronic
Receipt.

Copyright © NIC, 2018 Ver. 55_05

35



Office

A DOGITAL WORK PLACE SCLUTION

Inbox

Receipt Inbox sub module displays all the incoming receipts that have been marked to the logged in user, as shown

in Fig.42:

Recaipts
» Browse & Diarise
-+ Physical

+ Electronic

b Email Diarisatien
» Created
b Sent
b Closed
By Me

4 By Others
(Hierarchy)

+ By others(all)
b Acknowladgemant
+ Created
+ Sent
¥ Initizted Action
Files
Migrate File

Dispatch

=

B &

Date Range : 24/10/1986 To 19/04/2018

[TReceive [[send Back | Send | Futin a File | View | Move To | Copy | Close | Dispatch |

(] ~ Computer No

(=] E 341038
(=] & £ s4ce70
E 540442

| P 340108

- Receipt No.

240670(2)/2018/F5 oy

sa1038/2018/Hre/etm v vs (mvm ) B

9404432017/ 3ile/ 3w WE TE (S92 )
940108/2017/3ile/ 3w WE TE (S 92X )

- Subject ~ Sender
Kindly see RIMAM DEEP
&7 asdas =d

acr related FeaH Rie

asdsad asdasd

~ Sent By,

bikram, 3iTte/i1 T @ (4791 )

sanjesv, 3itb5/siE 78 T (7

bipin, 3%/ 36 T T8 (ATE T )
bikram, SIS/ i1 = T8 (4791 )

Hisrarchical View | My Receipts

~ Sent On

=)

~DueOn ~

11/04/18 11:54 AM
06/02/18 10:22 AM
22/12/17 11:52 AM
28/09/17 10:26 AM

LEGEND priority Ml Out Today

Subject Category

B Most Immediat= M Immediats

Service Matters Budgst preparation

& Action Initiated wIF VIP References

ACR related matters

Appointment and other related matters of Planning Comission

Annual Property Retum

Remarks

5 s sl

Fig.42

o There are legends displayed within the Receipt’s Inbox, which provide additional information like urgency
grading and other tags defining necessary details about the receipts, as shown in Fig.42.

Note:

Receipts/ Files of different subject category in the Inbox/ Created/ Sent list can be demarcated by color coding
(max. 5 subject category are allowed). This feature is configurable.

e Along with these details few action tabs are also defined, as shown in Fig.43:

Receipts

-+ Phyz|

» Sent
» Closed

By M

+Sent

Files

Dispatch

» Browse & Diariss o

ical

+ Electronic

» Email Diarisation LI

b Created

e

By Others
(Hierarchy)

-+ By others(all)

¥ Acknowledgement

-+ Created

» Initizted Action

Migrate File

Date Range : 24/10/1986 To 19/04/2018

=] r Receive | Send Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch \|

E 341038
E 340870
E 340443
]

540108

LEGEND

Subject Category

~ ComputerNo =

Priority W Out Today

Receipt No.

‘sa1038/0018) e s v v (v ) B

540870(2)/2018/TrT8 o4

940443/2017, i)+ vE 7F (ATET)
'240108/2017) 3=/ 73 7E (ATAT)

W MostImmediate Wl Immediate

Service Matters

Budgst praparation

= Subject ~ Sender
Kindly see RIMAN DEEP
& asdas =d
acrrelated A AW
& asdsad asdasd

% Action Initiated WP VIP References

ACR relzted mattars

Hierarchical View | My Receipts

v Sent 8y
bikram =/ HF w ww (AET)

sanjeev, ST/ E RO (ATET)

bipin, s/ HF @ (RTET)
bikram, 353/ 3iF T5 78 (A TET)

Appaintment and other related matters of Plznning Comission

- Sent On
11/04/18 11:54 AM
06/02/18 10:22 AM
22/12/17 11:52 AM
28/09/17 10:26 AM

Annusl Property Return

v

Remarks

B

~DueOn

]
e
]
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a) Receive: It is used to receive the Physical Receipts as shown in the Fig.44. Without receiving the physical
receipt user cannot take any action on that particular receipt.
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Date Range : 25/10/1986 To 20/04/2018
Receipts 5] _Eﬁ Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch | Receive Receipt Confirmation Hierarchical View | iy Receipts v }
} Browse & Diarise - - - - - -
[m) Computer No Receipt No, Are you sure you wart to receive this receipt 2 Ssenton Due On Remarks

-+ Physical P 941003 941093/2018/ S0 S 77 GH (AT T) a 5 off T (T T ) 20/04/18 12:16 PM 27/04/18 B

+ Electranic =] E 541038 541038/201 8/ &iftre/ o5 v= UF (2 77 1) - s v W (E ) 11/04/18 11:54 AM B
} Inbox (1) 5] % E 40870 240870(2)/2018/575% o4 T/ =) eneev, S Sl s W (W) 06/02/18 10:22 AM B2
» Email Diarisation [ e E 240443 '540443/2017/ 3% /i 77 9E (T T T} scrrelated  TEH R bipin, 3T 15 T 3 (T W T ) 22/12/17 11:52 AM = )
} Created L P 340108 940108/2017/3 5w/ 4fp ve vE (@UE T & ascead asdasd bikram, {8 3 = 4w (Fw L) 28/09/17 10:25 AM - !
» Sent
¥ Closed

+By Me

. By Others

(Hierarchy)

+ By others(All)
¥ Acknowledgement

+ Craated

-+ Sent
» Initiated Action
Files
Migrate File

LEGEND Priority M Out Today M Most Immediate Ml Immediate & Action Initiated vIF VIP Referencas
Dispatch
Subject Category Servics Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Return

Fig.44
b) Send Back: It is used to send the receipt back to the sender of the Receipt.

e Select the receipt and click send Back | 3h as shown in Fig.45:

Date Range : 28/10/1985 To 23/04/2018
) g f Receive [Send Back | Send | Putin a File | View | Move To | Copy | Close | Dispatch | Hisrarchical View| 1y Receipts v W

» Browise & Diarise o - Computerfle = Receipt No. - Subject v Sender ~ Sent By ~ Sent On ~DueOn  ~  Remarks

P 941003 941093/2018/ 3w 315 75 U (TT T T) Kindly See  RIMAN DEEP bikram, 354 /375 ga 4w (T0 Q97 ) 20/04/18 12:16 PM 27/04/18 2

-+ Physical

+ Electranic

% E 540870 940870(2)/2018/Fr oy & asdas =d sanjeev, 3T /i miW (WwET) 06/02/18 10:22 AM - B
L P 340108 '840108/201 7/ 341w/ 1% 5 ¥E (T7E W), & asdsad asdasd bikram, S /35 & 30 (@@ T) 28/09/17 10:26 AM - "

» Email Diarisation

b Created

b Sent

b Closed
+ By Me

8y Others
(Hierarchy)

» By others(All)
» Acknowledgement
-+ Created

+ Sent

» Recycle Bin

b Initizted Action

Files
LEGEND priority M OutToday M Most Immediate M Immedizte % Action Initiated IR VIP References
Migrate File
Subject Category Service Matters Budget preparation ACR relzted matters Appointment and other related matters of Planning Comission Annual Property Return
Dispatch

Fig.45

e The Send screen with the To field auto populated with the name of the previous sender appears, as shown
in Fig.46:
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+ 2y others{all)

» Acknovladgement
-+ Created
o sent

» Recycle Bin

» Initisted Action

Filas =
Migrate File =]
Dispatch =
bsc =
Setting= =
Notification =

[ send

All O Reperting Officer () Sub-ordinates () Recent 5 ® Send Back () In Channel () Preferred List

Note: Name of the creator is highlighted in yellow colour.

To sanjeev-—-sanjeev—HTFa/3HT TF OF (17 ©9 W)

4

2

the
<. il the time not put insida the fils

Set Due Date

Action Forward v
Priority Choose one v

Total 1000 | 1000 characters left
Remarks

m DSC Sign and Send eSign and Send

Receipt Number

Subject

< (2 940870(22018/RTH o, asdas

Fig.46

Note:

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

c) Send: This option facilitates the user to mark the receipt to the intended recipient(s).

Note:

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

d) Putin aFile: To put the receipt into a concerned file.

Note:

Refer the steps mentioned under Put in a File action tab of Receipt Browse and Diaries sub-module.

e) View: Itis used to sort the receipts based on different criteria such as current state, priority, VIP, Due Date etc.

e Keep the cursor on

|tab and a drop down menu will appear with the options as shown in Fig.47:

+ Electranic

» Tnbox (1)
» Email Diarisation
» Created

» Sent

» Closed

2By Me

+ By others(all
» Acknowledgement
+ Created
+sent
» Recycle Bin
» Initiated Action
Files ]

Migrate File &

Dispatch =

Date Range : 05/11/1986 To 01/05/2018

[ Receive [Send Back | Send | Putin a File ¥§g%ﬂuve To | Copy | Close | Dispatch |

Unriad
~ Computerhp |7 - Subject ~ Sender ~ Sent By

Read

VIP Refersnces
Out Today

Most Immediate
Immediate

Due Date Elapsed
Al

Subject Category

LEGEND Priority Ml Out Todsy M Most Immediate Ml Immediate & Action Initiated wiF VIP Referances

P 941003 Hewdn(taeme) Kindly See  RIMAN DEEP  bikram, 3T /3w to 321 (TA 2w @)

& £ osce70 Action Initiated . & asdas sd sanjeey, e /o7F = 3 (TR Tm 7))
P 940108 Physical dvarE @) & ascead asdasd bikram, 35S /3iF T T (W T T )
Electronic

Subject Category Service Matters sudget preparation ACR related matters Appointment and other related matters of Planning Comission

+ Sent On ~ Due On
20/04/18 12:16 PM 27/04/18
05/02/18 10122 AM
28/08/17 10:26 AM

Annual Property Return

- Remarks
B
B
)

Fig.47

a) Unread: To view all unread electronic receipts and unreceived physical receipts.
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b) Read: To view all read electronic receipts and received physical receipts.

c) Action Initiated: To view all the receipts against which initiate action process has been taken up.
d) Physical: To view all physical receipts.

e) Electronic: To view all electronic receipts.

f) VIP reference: To view all the VIP referenced receipts.

g) Outtoday: To view all the receipts those are marked with priority as Out Today.

h) Most Immediate: To view all the receipts those are marked with priority as Most Immediate.

i) Immediate: To view all the Prioritized receipt marked as Immediate.

j) Due date Elapsed: To view all those receipts for which due date as set during sending / marking of the
receipt has elapsed.

k) All: To view all the incoming receipts from the latest to the oldest order (Default View).

1) Subject Category: To view all the receipts categorized on the basis of subject Category, as configured in
the system

6. Move To: It is used to categorize the receipts into subfolders under Receipt Inbox.
To create New Folder or manage existing ones, perform the following steps:
o Select receipt(s) from the Receipt Inbox, which needs to be moved.

Move To |

o Keep the cursor on ( ) tab, a drop down menu will appear with the options as shown in Fig.48:
Date Range : 07/11/1986 To 03/05/2018
Receipts 7] || Receive | Send Back | Send | Putina File | View |mcm | Close | Dispatch | Hisrarchical View| iy Recsipte v |
» Browse & Diarise ~ ComputerNo  ~ R My Folders - Subject ~ Sender ~ Sent By ~ Sent On ~DueOn ~ Remarks
+ Physical P 941083 gif Manage Folders (T T) Kindly See  RIMANDEEP  bikram, e /3% 03 §01 (T @9 ¢ ) 20/04/18 12:16 PM 27/04/18 B
» Electranic § E sacer0 o4f Create New Folder & asdas «d sanjeey,3ifthE /416 @ I (W w T) 06/02/18 10:22 AM - B
» Inbex (1) P 340108 94010842017/ 31t/ 310 W UE (AT ) & esdsed asdasd bikram, 35 /3 7 0 (W @@ T) 28/09/17 10:26 AM - B
» Email Diarisation
» Created
» Sent
» Closed
+ By Me
N f)
+ By othars(all]
b Acknowlzdgement
+ Crasted
-+ Sent
» Recycle Bin
» Initizted Action
Files ] -
- LEGEND Priority W Out Today M Most Immediate W Immedizste & Action Initiated VI VIP References
Migrate File ]
_ Subject Categery Service Matters. Budget preparation ACR relsted matters Appaintment and other related matters of Planning Comission Annual Property Return
Dispatch =
D5C =
Fig.48
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’ Manage Folders

|Create New Folder

Fig.49
e The screen appears is shown in Fig.50. Enter the Folder Name and select the Folder in which new

folder is to create. Click the M button as shown in Fig.50:

Folder Name*iMinistVry B )
Create in*| Receipt Inbox ¥ |

[Sove ] vl

Fig.50
e The new folder is created under Inbox as sub folder, as shown in Fig.51:
Date Range : 07/11/1986 To 03/05/2013
Receipts B ‘ Receive | Send Back | Send | Putin a File | View | Move To | Copy | Close | Dispatch | Hierarchical View | My Receipts v |
b Browse & Disrise ~ Computer No hd Receipt No, hd Subject - 3ender - Sent B ~ Sent On ~Dueln ~ Remarks
-+ Physical § & saEn 940870(2)/2018/55% oy & oasda d sanjeey AR [FE I (EET) 06/02/18 10:22 AM - B
+ Electronic
» Inbox (1)
» Email Diarisation
» Created
y Sent
b Closed
2By Ve
Fig.51

b) My Folders: Click the My Folders link from the dropdown menu to move the Receipt either in inbox or
in its subfolders.

c) Manage Folders: Click the Manage Folders link from the dropdown menu to Delete ( 5"{) or Edit (}"' )
the folders created under Receipt Inbox.

Note:

Above mentioned action are available in sub-folders as well.

7. Copy: It can be used, in cases where multiple correspondences of similar nature are received from the same
person or organization. Generates the Receipt Number and redirects the user to diary screen retaining the
content (pdf) and metadata (Copying the pdf content is configurable feature) of the receipt.
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8. Close: User can close those receipts on which either action is completed or action is not required as per
departmental instructions.

To close a receipt following steps needs to be followed:

e C(lick the s tab after selecting one or multiple receipts. A popup window of closing confirmation
appears. Enter the mandatory closing remarks as shown in Fig.52:

Date Range : 13/11/1986 To 09/05/2018

= =7 || Receive [[Send Back |[Send [Put ina File | View ||Move To | Copy | Iizse IDispatch | Closing confimation Hizrarchical View | 11y Receipts B |
- B . SEET = = =
Computer No Receipt Nof = Do you want to close the following receipt(s)? Tt ZLETn Remarks
» Physical @ § E ssoen0 saogzo(zy Close History w) 06/02/18 10:22 &M - B

S 940870(2)/2016/Fw o4

-+ Electronic

vork is done.
b Inbox (1)

-+ Ministry

» Email Diarisstion

» Created y

b Sent

» Closed
+ 8y Me

By Others
(Hierarchy)

-+ By athers{all)

» Acknowledgement

-+ Created
» Recycle Bin
» Initizted Action
- LEGEND Priority Wl Out Tocay W Most Immediate B Immediate i Action Initiated WP VIP References
Files
Subject Catagory Service Mattars 2udgat praparation ACR relztad mattars Appointment and other related mattars of Planning Comission Annusl Property Return
Migrate Fila
Dispatch
Fig.52

o C(lick button to close the selected receipt(s).

o The closed receipts will be available under Closed—> By Me sub-module under receipt module.

Note:
The receipt in which draft is created and has not yet been dispatched cannot be closed.

Close History: The history of closing and reopening is maintained under “Close History”).

f) Dispatch: It is a process of issuing an official reply to the concerned user/department/ministry after the
approval from the internal competent authority.

Dispatch . . -
=P tab, the Dispatch screen appears, as shown in Fig.53:

e By clicking the
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| 'Send [ Send Back | Putin a Fle | Copy | Dispatch | Details | Wovements | Edit | Close | View Orat | Atfach Fie | Aftach Receipt | Action Details
New Draft Page Size | Ad ¥ or Draft Details
B J U == = = Fomats~ LneHeight ~ Poragraph ~  Verdana  ~  1ipt Draft Typs® Reply ¥| language® English Al
Draft Naturer Choose One v| P Choose One v
S E-ESEE 4 H—Q IT B- A-RA- & Ewish- © -
Is Sanction
“ Circular
Suject - Y
Total 1000 | 992 characters left,
Receipt Number 24728/2017/eoffce ¥ Reply Type Choose one v
Communication Details
Ministry Choose one -
Department Choose ane -
Name afin maggo Designation General Manager,
Organization Miestane Technologies Limited
I Address 1+ Miestane Technologies Limited, Sector 53, Noida
Address 2 5153, Greater Kailash I, New Delhi
Country INDIA v sme Delhi v
Gity Pincode
Mobile 9871584885 Landiine
Fax Emsil
Add More Recipient(s) | Clear
Attachments =D
Note : Use following # tags for draft creation
- #ApprovedBy for Approver Info #ApprovedByName for Approver Name
. » #ApprovedByDesignations for Approver Designation #ApprovedBy SectionName# for Approver Section Neme
, snan p— #ApprovedByPost# for Approver Fost #ApprovedByEmail# for Approver Email
[Pt #ApprovedDate for Dte of Approval #DocumentNumbers for Document Number

Fig.53

Note:

Refer the steps mentioned under Dispatch action tab of Receipts Browse & Diarise sub-module for further details.

Inner Page of Receipt in Inbox:

e Open the receipt (Electronic Receipt) by clicking the “Receipt No.”, as shown in Fig.54:

Imipts B ‘}Receive | Send Back | Send | Put ina File | View | Move To | Copy | Close | Dispatch | Hirarctica Vi Receips 1| ‘
Brawse & Diarise vComputerNov  ReceiptNo. v Subjee v Sender v Sent By

i o 11 £ 4755 4755/200 leghce | Office rocedures Akansha Balon  ARADHANA JAISWAL soffce

it Qeums B unynmede  Eecrybi Rl ARADHANA JSHALofce

Inbox 1) P 24720 . UN00 el eDffics procedures .Akansha Baloni ARADHANA JAISWAL eoffce

+ Ministry ,, AI E 24669 . ‘24669¢'20174’eo,‘fce | Regarding eOffice details .Akansha Baloni ‘ARADHANAJAISWAL,eoffce

Email Diarisation

Created

Sent

v Sent On vDueOn v  Remarks
miearossm  wegy
17/0847 10430 - ¢!
g/ oM - 0

16/08/1712:000M 25/08/17 [}

Fig.54

e Receipt gets open, as shown in Fig.55.
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PDF content of the receipt is displayed on the left side and the receipt details and movement details are

[ ]
displayed on the right side.
e Along with the details the actions that can be taken on a Electronic Receipt are present on the top in the Menu
bar as shown in Fig.55:
- L
Receipts = ! Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details |
» Browse & Diarise - -
-+ Physical A Receipt Details
-+ Electronic | Receipt No 2475512017 /eoffce &3 File No
» Tnbox (1) From Akansha Baloni Designation Programmer
+ Ministry Main Category - ACR related matters Sub Category
3 Address Mandir Marg Sent Date 17/08/17 05:16 PM
» Email Diarisation
) Created s Letter Ref. No Letter Date
) Sent 5 3 Subject Office procedures Enclosures
el : : &t | Delivery Mode : By Hand Sender Type
8y Me | Ly 2 s Movement Details
2 Bxothers. i ; Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks vrr
(Hierarchy) | ;
L=t 50 1n7- ARADHANA 17/08/17 05:16  RIMAN pl. Kindly do the
- By others(All) n JAISWAL eoffce PM DEEP, 20ffce Discuss  needful.
<< <1 >>>
» Acknowledgement T Al Tt ‘
; =5 o )
- Created
Sent i s
» Initiated Action 298 Bty ;
Files &= 29 SN A 0

Fig.55

Electronic Receipt Action Tabs
Let us learn following different options available in the menu bar for electronic receipts.

1. Send: This option facilitates the user to mark the receipt to the intended recipient(s)..

Note:

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

2. Send back: It is used to send the receipt back to the sender of the Receipt.

Note:

Refer the steps mentioned under Send back action tab of Receipt Inbox sub-module.

3. Putin aFile: To put the receipt into a concerned file..

Note:

Refer the steps mentioned under Put in a File action tab of Receipts Browse & Diarise sub-module.

4. Copy: It can be used, in cases where multiple correspondences of similar nature are received from the same
person or organization. Generates the Receipt Number and redirects the user to diary screen retaining the
content (pdf) and metadata (Copying the pdf content is configurable feature) of the receipt.
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5. Dispatch: It is a process of issuing an official reply to the concerned user/department/ministry after the
approval from the internal competent authority.

Note:

By clicking the Dasosich tab, the Dispatch screen appears. Refer the steps mentioned under Dispatch action tab of

Receipts Inbox sub-module.

6. Details: It can be used to view dispatch history, list of attached files, and list of attached receipts, detached
receipts history and detached files history.

Note:

Refer Details action tab of Receipt Browse & Diarise sub-module.

7. Movements: This option is used to track the Movements of the receipt which automatically gets updated as
Receipt moves from user to another, as shown in Fig.56:

Receipts = [ Send | Send Back | Put in a File | Copy | Dispatch | Details [ Movemants | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details | |
} Browse & Diarise
+ physical Receipt Details
I T
+ Elactronic Receipt No 36522/2018/eofice &9 File No
From Riman Designation
} Inbox
+ Ministry Main Category ACR related matters Sub Category
- Address IT Park Sent Date 24/03/18 11:33 AM
» Email Diarisation
» Created —— Letter Ref. No Letter Date
8 No 4012171201548 1V
) Sent T W /Govermnment of India Subject See Enclosures:
‘75 s [Minisiry of Home Afaire T
» Closed 1PS-1V Desk Delivery lode © By Train Sender Type
By Me Room No. 220, Narth Block,
) Newe Delhi, dated mﬁlwmh-n 201s. Movement Details
N ?; Shere Sent By ~ SentOn ~ Sent To ~ Action  ~ Remarks vy
erarchy)
v oTICE IRTMAN DEEP, soffca 24/08/18 11:33 AM RIMAN DEEP, soffca Foruard Do the needful
+ 8y others(all) Subject: 1881 of Offer of Appointment to the candidates selactsd 24232
for Indian Plice Servico an the basis of CSE 2014,
} Acknoviledgement
The Basic Gourse Traning for IPS offcer frainees of 58 RR. (2015
» Created batch) will commence at the SVP Nalional Police Acadery, Hyderabad
wilh effect fiom 28" December, 2015 (Monday). The candidses are
-+ Sent r=guied o teport at e SVP Nationsl Police Academy. Hyderabad
llesi by 27" Decemoes, 2015 The joini ’
» Initiated Action soun st Amnesuron o i N+
2. Offer of appointments 1o the candidates who have bosn allocated
0 the Incsan Poiice sérvice on the basis of heit qualiying Civi Service
Examinabion 2014 have been dspaiched to teir respécive
comespandence addresses The candiistes who are undorgoing
Foundation Coursa st LBSNAA will get thelr Offer of Appointmant
thecuigh the Academy.

Fig.56

8. Edit: It can be used to edit the different metadata fields on the right of the Receipt before sending it to the
intended recipient(s).

Note:

The pdf content on the left of the Receipt and the Delivery mode field on right side under Diary Details are non-
editable.

Refer the steps mentioned under Edit action tab of Receipt Browse & Diarise sub-module.

9. Close: User can close those receipts on which either action is completed or action is not required as per
departmental instructions.

Note:

Refer the steps mentioned under Close action tab of Receipt Inbox sub-module.

10. View Draft: It is used to view the created drafts.
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To view the drafts, perform the following steps:

e Click View Draft |

tab, as shown in Fig.57:

( Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close || View Draft || Attach File | Attach Receipt | Action Details |

Convert JPG to PDF online - convert-jpg-to-p... 1 / 1

Receipt Details

e

Receipt No
From :

Main Category
Address

Letter Ref. No :
Subject

Delivery Mode :

941074/2018/3H 5w 3T T4 T8 @ TI T) il
RIMAN DEEP
AMC & Demand

shastri park

Kindly See
Email

File No :

Designation -

ASSTT(RD}-eOffice

Sub Category

Sent Date

09/0518 1215 PM

Letter Date :

Enclosures/Remarks: -

Sender Type

Movement Details

Sent By
bikram, 3t /30 v ¥ (

<< <12

~ Sent On ~ Sent To

) 09/05/18 12:15 PM

~ Action~ Remarks ~v~

bikram, i /3% &= 9 (= )

Fig.57

e C(Click Draft No. to open the draft as shown in Fig.58:

beceipts = Il Send | Send Back | PutinaFile  Copy  Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt = Action Details |

Browse & Diaris=

+ Phiysical

» Elmctronic Chozze Ore [

[ Draft No Subject Status Approved By

Inbox (1)

Email Diiarization D ‘Vigluntary Retirmant DFA&

Crzat=d

Sent

Clo=ad

* By M=

. ?Eiir;_;z] DFA/13788

\ By cthers( ) Draft Version Date and Time Created Created By o
Bckromledgement Lo 24/06/17 12:35 FM ARADHANA JAISWAL

+ Created

5 Sact

e  The draft is shown in Fig.59:
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and | Band Back  Putina Fila | Capy | Dispateh | Datalls | Mavemaents | Edit | Class | View Draft | Awach Fila | Atcach Recaipt | Action Dacails |

Document for draft approval.

[ vcnsion | Appeoe | o |

Fig.59

Note:

View Draft option is available in Electronic Receipts only, as in Physical Receipt issue is directly dispatched to the
concerned authority or to the CRU section.

11. Attach File:

Note:

Refer the steps mentioned under Attach File action tab of Receipt Browse & Diarise sub-module.

12. Attach Receipt:

Note:

Refer the steps mentioned under Attach Receipt action tab of Receipt Browse & Diarise sub-module.

13. Action Details: To view or add remarks against the receipt for which action has been initiated.

e (lick =1 == putton and then click AL B L button, as shown in Fig.60:

|

Receipts =1 | Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details |
} Brovse B Diarise g

+ Physical

+ Electronic Computer No. 24721 Receipt No. 2472112017leoffce

Subject Office notice. Creation Date: 17108117 10:30 AM
» Tnbox (1)
Lefter Reference No.: Lefter Date

+RTI Docs.
» Email Dizrisation Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EOFFICE
 Created Status In Process
} Sent
) Closad Action Details & Comments

+By Me Initiated By ARADHANA JAISWAL-e0ffice Initiated On 18/08/2017 04:31 PM

¥ Oth

+ ?;\::ri:ﬂ Initiation Remark 12 Initiate Action Type For Appraval

+ By others(Al) Forwarded To ARADHANA JAISWAL-20fice

+ Created Action Taken by Action taken on Action Type: Action Remark

+Sent

SRADHANA JHSIIA 20z 15:08:2017 0432 Pl TYPE2 ooy

Fig.60
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Note:
This feature is for Receipt(s) against which the action has initiated.

Refer to Viewing & Adding the action comment mentioned under Initiated action.

Physical Receipt Action Tabs

The actions that can be taken on a Physical Receipt are present on the top in the Menu bar as shown in Fig.61:

Receipts = " Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | Attach File | Attach Receipt | Action Details \‘
» Browse & Diarise - ~
+ Physical Receipt Details
-+ Electronic Receipt No : 24654/201 Tleofice & File No
From Dr. Parveen Designation D. M8
» Inbox
» Ministry Main Category Appointments Sub Category
o 203/17 10-58 AM
) Email Diarisation Address Delhi Sent Date 23/08/17 10:58 Al
» Created CENTRAL ADMINISTRATIVE TRIBUNAL Letter Ref. No Letter Date
b Sent JODHBUR BENCH; JODHPUR Subject Reg. Appoiniments Enclosures: -
¥ Closed No : 10-2/2017 /Estt/ C 2 Dated : 30.06.2017 Delivery Mode : By Hand Sender Type
OFFICE ORDER il
By Me OFFICE ORDER Movement Details
, By Cthars As per the policy for implementation of e-Service Book for all Central Government Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks ~ Received On -~
(Hierarchy) employees by the Department of Personnel & Training, New Delhi, the undermentioned ~
N Officers/Officials of Jodhpur Bench of the Central Administrative Tribunal are assigned NIKHIL KHAJURIA, eoffce 23/08/17 10:58 AM RIMAN DEEP,ecffce Forward Demo Test 23/08/17 10:59 AM
+ By othars(all with Roles and Responsibilities In the application as e-Service Book Creator and Verifier SANDEED KUMAR eafice SSEM  NIKHIL KHAJURIA.ecfice  Formard - 14/08/17 04102 oM
to operate e-Service Book Module, as under i~
» Acknowledgement SANDEEP KUMAR,eoffce 32 PM SANDEEP KUMAR,eoffce Forward - 14/08/17 03:32 PM
+ Craatsd S. | Name and Designation ‘ Role Responsibilities 251222
No.
-+ Sent
ey B 1. | Shri N.K. Dagar Verifier + Updation of user data.
» Recycle Bin Section Officer - Verification of entries made by the
» Initiated Action | - ‘
. zation and uploading of
- | office order of the employee/user
. 2 2. [ Shri Arjun Lal | “Creator |+ Initiates the creation of the user in |
B s Upper Divisian Clerk the Department.
+ Performs Data entry operations.
Dispatch |
|73 Shri Hemant Samariya | Creator | « Initiates the creation of the user In
psc | Lower Division Clerk the Department. an
s Darfncme Diaba snkey i o

Fig.61

Note:

Refer the action tabs mentioned under Electronic Receipt Action Tabs except the View Draft action tab as there is no
provision to create DFA for Physical Receipt.
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Email Diarization
e (o to portal page and then click NIC mail link as shown in Fig.62:

TION DIRECTORY CONTACT EMPLOYEE SERVICES  QUICK LINKS

I Quote of the week  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

[ st Te

e X B Knowledge Forum Library This Week  JTsiHToT TTfaifafemt
eOffice Services Altercation - FEREAT
: » Issue-11 May 18 0= B
» File Management system KARTIK MISHRA ON 11/05/2018
» Knowledge Management System )
B + Upload on KMS from eFile 11 May 2018 ™= s
» eFile MIS Reports L=
. KARTIK MISHRA ON 11/05/2018
» Employee Master Details
» Leave Management System b Attendance =
+ Leave MIS Reports eOffice Administrator ON 27/04/2018
» Tour Management System + Training Notice s
» Personnel Information Management eOffice Administrator ON 24/04/2018 =
System
& » office order B
E, Download Forms eOffice Administrator ON 24/04/2018
NIC mail =
» eoffice s
3\ i Ariminictrator ON 11/045901R =
@ mployee Corner e —
=t
eConnect » Birthday Wishes
» Superannaution NIC Connect
E e
Gallery

Q Help Me To

» Register Hardware Complaints @ @ Q @ @
» Book Reom in NICHQ

coffice.govin  Reportlssue  Submit Feedback  eOffice Training  Learning Resources

News. EVENTS

» Book Video Conference

Fig.62

Sign In

e The login page appears. enter the credentials and click button as shown in Fig.63:

e@ffice NIc Mail 2.3

Enter the password associated with following
MNIC Mail login ID

rimandesep20lil@nic.in

mail.gowv.in

Fig.63

Copyright © NIC, 2018 Ver. 5.5 05

48



e@ffice

A DIGITAL WORK PLACE SCLUTION

Note:

To use this feature, the NIC Mail/ Official eMail id of user should be configured with eoffice.

r* Move To eFile

¢ Inbox screen appears, open the mail required for the diarisation and click
in Fig.64:

NIC Mail 2.3

button as shown

¥ MsRIMAN DEEP

Read Mail @ Home - INBOX
Read Mail
Regarding eMAIl Diarization L
Folders - From: gov.in Aug 28 2018
B g
TO: rimandeep@nic.in
EA Aadhaar
Issued in public interest by
4 Drafts i X . : .
Disclaimer: This e-mail may contain confidential and/or legally privieged information and is meant for the intended recipient only. If you have
received this e-mailin eror and are not the intended recipient, kindly notify us at help@uidai.gov.in and then delete this e-mail mmediately from
£ Folder ‘your system. You are also hereby notified that any use, any form of reproduction, dissemination, copying, disclosure, medification, distribution
andior publication of this e-mall, its contents or its attachmentis other than by s intended recipient is strictly prohisited and may be unlawful
B4 Ainoa
4 CabSec
* Move To eFile
E4 CRLHistory
E4 DSC

Fig.64

Note:

Only one mail can be moved to eFile at a time.

e A confirmation popup window appears as shown in Fig.65:

eofficedemo.nic.in says

Are you sure Move to eFile?

4 MsRIMAN DEEP

Read Mail Cancel & Home - INBOX
Read Mail
Regarding eMAIl Diarization L
Folders - From: govin Aug 282018
T0: rimandeep@nic.in
B4 Aadhaar
Issued in public interest by
B4 Drafts
Disclaimer: This e-mail may contain confidential and/or legally privileged information and is meant for the intended recipient only. If you have
received this e-mailin error and are not the infended recipient, kindly notify us at help@uidal.gov.in and then delete this e-mail mmediately from
E4 Folder 'your system. You are also hereby notified that any use, any form of reproduction, dissemination, copying, disclosure, modification, distribution
andior publication of this e-mail, its contents or its attachments other than by its intended recipient is strictly prohibited and may be unlaveful
E4 Ainoa
B4 CabSec
£ Move To eFile
= CRLHistery
£4 bsc

Fig.65

e (licks OK button, a message is displayed “Successfully Moved To eFile” as shown in Fig.66:
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Mailbox @b Home - INBOX
Folders -
INBOX
| B4 InBOX
Show 25 v entries Search:
B4 certificate
I Sender Submitted Moved eFile
EA DNS .
=] S.No. @ Name Subject Date Status
£ Drafts (=] 1 @ Mail Delivery Delivery Status Netification (Failure) Reperting-MTA: dns; vastul5.ni 15:20 PM
System
B4 test.
o 2 * Mail Delivery Delivery Status Netification (Failure) Reporting-MTA: dns; relayout34 15:07 PM v
E4 HOD System
= iso (=] 3 @ MailDelivery  Delivery Status Netification (Failure) Reporting-MTA: dns; relayouts9 14:29PM
System
£ IntraNIC
(=] 4 Twitter Asia Media Summit 2018 Tweeted: Sam- Seog Ko says the summit will he... 14:12PM
£ JobDone
@ 5 Facebook Mallika Muraleedharan, Lehar Chandan Dhingra and 8 others are new friend suggestions for 11:42AM
S A you Facebook@media all and (max-wi

Fig.66

e Now go to File Management System (click User name—>Home button->File Management System Link) and
click Email Diarisation link under Receipt module, as shown in Fig.67:

|Date Range : 18/03/2015 To 11/05/2018

Receipls = {ReceivelSend Back | Send | Putin 3 File | View | Move To | Copy | Close | Dispatch | Hierarchical Vien | iy Receits v W
p Browze b Diarize 0 vComputerNo v Recelpt N v Subjedt  Sender  Sert By v Sent On vDueln v Remarks
+ Pyl 0 b e 24863/2017echce Minoriy Walk 1.5 km, 20 min, Educatione| Ittt aradhan KRADHANA AISWAL sofce ngrenm - B
e 0w oo e N Tectee Reg, Agpuitments D, Pareen AL KHAURTA e 2/08/17 1058 AN g

b Inkoz (1) 0] E 24630 2455(]!201;4&0;[&& Procedures, Gajavelli Venkatesham  ARADHANA JAISAL soffre 21/08/17 11:27 AN ]
+Ministry Un E 24669 24669/2017 enfice Regarding eOffice details Akansha Baloni ARADHANA JAISWALeoffce  16/08/1712:02PM  25/08/17 I

b Sent

b Closed

Fig.67
¢ Click Subject link of the mail, as shown in Fig.68:

Receipts = [ ]

Subject v Send By v Sent Date + Sender Email v
» Browse & Diarise

Delivery Status Netification (Failure) Mail Delivery System <MAILER-DAEMON@relayout34.nic.in> 11/05/18 MAILER-DAEMON @relayout24.niciin x

» Physical

+ Electronic

» Inbox (1)
-+ Ministry
» Email Diarisation
b Created
» Sent
} Closed
4By Me

» By Others
(Hierarchy)

» By others{All

Fig.68
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e The mapping page appears, select the mail body and attachment from the Mail Body & Attachments window

and move it towards Select Attachments to Merge window and click button as shown in Fig.69:

Mail Body & Attachments

Select Attachments to Merge

/133/INBOX_12501/mail_body_content.pdf
/133/INBOX_12501/112971748%attachment.pdf|

Receipts =) -
} Browse & Diarise /133/INBOX_12501/1562717873attachment.pdi
-+ Physical /133/INBOX_12501/64-50P_Inter-departmental
- /133/INBOX_12501/64-50P_Promation.pdf
* Electronic /133/INBOX_12501/64-SOP_Transfer.pdf

b Inbox (3)
+RTI(3)

» Email Diarisation a

b Created

b Sent

» Closed

By Me

By others(All)

} Acknowledgement

-+ Created

Preview

Fig.69

e The diary screen will appear with pre-filled scanned document and subject, as shown in Fig.70:

up.o.d Panel (ouly POF upto 30 Mas)

12. A high percentage of the pecple were voling for the z
new school.
13, The newspaper was ot very Succesatul lately .

14. The new postman does Not Seemm very br!ghl o 4 he
is always leaving our letters in the wrong

1S5, Carlos is the only one of those students who have lived
uP to the potential described In the yearbook

18. Asha is nervous. as she never took such a difficult test
before.

17. Where do you live until your new house is ready ™

18. Rahul is one of those engineers who is working for
Microsoft

19. My mobile has stopped working last night

20. Feoderer is serving. Dickovic ia ratuming but the ball
Go=s into the net. Set and Match to Feder

21. Each and every student and insuuctor in this buicing
hope for a new facility by next yea

22. After the bomb blast two pecple have been arrested on
Saturday

23. Aishwarya worked in “Guru” when she was meeting the
e e vas TS B - her future husband.

Diary Details
Classfec Croose ore v ocse one v
v Zrgrar v
v
—
= =
v 2105207
v mocse Oce .
Add 10 Address Book
Oesgrasor
Arcamar § Yac ot 'sianCs v

* Ercose Feman: o

o 24 Shenges ster mouameT

===

Fig.70

e Diarise the moved NIC mail and click the CENERE button or (Fig. 70).

o The receipt gets generated.
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Created

It contains list of receipts that has been diarised but not yet marked/sent.

There are six action tabs provided under Created Section of receipt, as shown in Fig.71:

1Date Range : 19/03/2015 To 12/05/2018

e =y | ||| Send | Putin a File | Copy | Dispatch | View | Generate Acknowledgemant I Hierarchical View 1y Receipts v
b Browse & Diarise ~ Computer No - Receipt No. - Subject ~ Subject Category. ~ Created On -

* Physica E 30472 20472/2018/ecffee Kindly see. Appointments 02/04/18 02:36 PM

* Electronic B =0:13 20213/2018/ecffcs Issue ACR related matters 26/03/18 10:07 AM

» Inbox (1) E 25892 25632/2017/ecffce kindly see, ACR 25/09/17 02:29 PM

-+ Ministry E 25851 25681/2017/eoffce urgent ACR related matters 35/09/17 03:25 PM

+ Email Diarisation P 25223 25223/2017/ecffce Offica procedures ACR related matters 05/03/17 02:16 PM

P 25054 25054/2017/scffce Implementation process ACR related matters 24/08/17 05:03 PM

» Sent P 25053 25053/2017/eoffce Office procedures. ACR related matters 24/08/17 05:01 PM

b Closed E 24728 24728/2017/ecffce Circular Audit Matters 17/08/17 10:43 AM

+ By M= E 24727 24727/2017/scffce Procedures ACR related matters 17/08/17 10:48 AM

?:i::*::ﬁv: P 24726 24726/2017/ecffce Joining letter Appaintments 17/08/17 10:46 AM

+ Ey atharsiall] E 24801 24601/2017/ecffce For eOffice implementation ACR 10/08/17 11:47 AM

Fig.71

1. Send: This option facilitates the user to mark the receipt to the intended recipient(s).

Note:

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

2. Putin aFile: To put the generated receipt into a concerned file.

Note:

Refer the steps mentioned under Put in a File action tab of Receipts Browse & Diarise sub-module.

3. Copy: It can be used, in cases where DAK/ letter are diarized for same subject nature. Generates the Receipt
Number and redirects the user to diary screen retaining the content (pdf) and metadata (Copying the pdf
content is configurable feature) of the receipt.

4. Dispatch: It is a process of issuing an official reply to the concerned user/department/ministry after the
approval from the internal competent authority.

Note:

Refer the steps mentioned under Dispatch action tab of Receipts Browse & Diarise sub-module.

5. View: Itis used to sort the receipts based on different criteria such as Physical, Electronic, etc.

View
e Move the cursor on Itab, a drop down menu will appear with the options as shown in Fig.72:

Copyright © NIC, 2018 Ver. 5.5 05

52



Office

A DOGITAL WORK PLACE SCLUTION

1Date Range : 15/03/2015 To 12/05/2018
Receipts = ( Send | Put in a File | Copy | Dispatch |View[| Generate Acknowledgement | Hizrarchical View | 1ty Receipts v ]
} Browse & Diarise o > BmmEECE Physical = Subject . + Created On -
+ Physical o E 30472 Electronic de Kindly see. Appointments 02/04/18 02:36 PM
» Blectranic =] E 20219 VIP References Issue ACR. related mattars 26/03/18 10:07 AM
» Inbox (1 @ E 25882 All R kindly see, ACR. 25/09/17 02:28 BM
+ Ministry @ E 25881 25891/2017/ecffee urgant ACR related matters 25/09/17 02:25 PM
+ Email Diarisation o P 25223 25223/2017/ecffca Offica pracedures ACR. related mattars 05/09/17 02:16 PM
b Creatad @ P 25054 25054/2017/eoffcs Implementation process ACR related matters 24/08/17 05:03 BM
» Sent o P 25053 25053/2017/eoffce Office procedures. ACR related matters 24/08/17 05:01 PM
» Closed =] E 24728 24728/2017/ecffca Circular Audit Matters 17/08/17 10:49 AM
-+ By M= o E 24727 24727/2017/ecffce Procedures ACR related matters 17/08/17 10:48 AM
?:‘33:35‘& [m] P 24726 24726/2017/eoffce Joining letter Appointments 17/08/17 10:46 AM
+ By others(All} (m] E 24801 24601/2017/ecffce For eOffice implementation ACR. 10/08/17 11:47 AM
b Acknowlsdgament
-+ Created
2 2ent

Fig.72

a) Physical: To view all physical receipts.

b) Electronic: To view all electronic receipts.

c) VIP References: To view all the VIP referenced receipts.

d) ALL: To view all the created receipts from the latest to the oldest order (Default View).

6. Generate Acknowledgment: This is the provision to acknowledge the sender who has sent the letter that has
been received in the organization.

Note:

For steps to Generate Acknowledgement refer Acknowledgement sub-module.
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Sent

All the receipt(s) once marked to the intended recipient(s) placed under sent sub-module.

Note:

Pull back ('D ): It is used to draw back a sent receipt, which has not been received/ read by the recipient in his/ her
Inbox (Fig.70).

There are 4 action tabs provided under Sent section of Receipt, as shown in Fig.73:

Lmipts B ‘Send\ViewlCopy|GenerateAcknow|edgement .
b Browse & Diarse | vCompterNov  ReceiptNo, v  Subject v Sender vSantto vSent On v Due On v =
i i) £ 1% B 2osymimetes  Veluntary Retrement RAWDASTEIA  RIMAN DEEP,ecfce 087 1245 - ntiate Ackon
EETNE Eum [ ateste staonarybil ebashih Khan  ARADHANA JAISWALgofce  17/08/17 10:23 AN 23/08/47 Intate Ackion
b Inbex (1) ‘ E %t U121200 feoffee  Offce notice, GVST RAIU ARADHANA JAISWAL offce  17/08/17 10:31 AM - Initate Action
+ Ministry B Puen B 4e720017/ecfkce  Regarding oining of offcer Mangesh Wankhede  ARADHANA JAISWAL eoffce  16/08/17 12:07 PN 23/08/17 Initiate Action 'D
) Email Diarization 0 Ii E.24598 B 24so8/2017/eckice  Automation o offic procedures .aradhna ARADHANA JAISWAL zoffce  10/08/17 11:42 AN 17/08/17 Initate Action OD
) Created
) Closed
A8 e
Fig.73

1. Send: This option facilitates the user to mark the copy of receipt to the intended recipient(s).

Note:

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

2. View: Itis used to sort the receipts based on different criteria such as Physical, Electronic, etc.

Note:

Refer to View action tab of Receipt Created sub-module.

3. Copy: It can be used, in cases where multiple correspondences of similar nature are received from the same
person or organization. Generates the Receipt Number and redirects the user to diary screen retaining the
content (pdf) and metadata (Copying the pdf content is configurable feature) of the receipt.

4. Generate Acknowledgement: There is a provision to acknowledge the user who has sent the letter that has
been received in the organization.

Note:

For steps to Generate Acknowledgement refer Acknowledgement sub-module.
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Closed

It contains the Receipts which are closed as no action is required on them.
Closed module contains 3 links:
a) By Me- Lists all the receipts closed by the logged in user.

b) By Others (Hierarchy)-Lists all the receipts that are closed by the users of section(s) (which are under the
hierarchy of logged in user section).

c) By Others (All) - Lists all receipts that are closed by anyone in the department, irrespective of hierarchy.

Note:

By Others (Hierarchy) and By Others (All) links are role based .It will be visible to the users whom having the role
for Hierarchy and All respectively.

A receipt listed in Closed (By me) list can be re-opened by clicking the Re-open tab.

To Re-open a receipt, perform the following steps:

. ) | Fe-open | . .
o Select the receipt(s) and click button as shown in Fig.74:
[ I Re-open
Receipts =]
e Computer No ~ v Receipt No.  File No. v Subject ~ Closed On ~ Closing Remarks v Action -
» Bhysical 24735 E 24755/2017/eoffce Officz procedures. 23/08/17 11:52 AM Work done. Re-open

Fig.74

e Reopening confirmation popup window appears. Enter the reopening remarks and click button, as
shown in Fig.75:

[TReopen |

Reopening Confirmation
Computer No v <Receint No.  Fil  Closing Remarks ~ Action -

¥ 24755 E  24755/2017/soffcs @ Are you sure to re-open selected receipt(s)? 1:52 AM Work dane. Re-apen

Remarks *[Pending.

A

Fig.75

o The reopened receipt will be available under Receipt Inbox sub-module.
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Acknowledgement

It is used to acknowledge the sender who has sent the letter that has been received in the organization.
It can be sent both electronically (email & SMS) and physically (through post).
Acknowledgement can be created from:

a) From Browse & Diarise page:

e While diarising a receipt, in the metadata section select the Customize Acknowledgement check box and

click button as shown in Fig.76:

52

(0270472618

# Add to Address Book

v| swe  [DELHI

Pincode

nnnnnnnn

zzzzzz

m [ Gonrato & Send |

Fig.76
o The acknowledgement creation page appears, along with customized acknowledgment.

e User can choose a pre-defined template by clicking button or can edit the
acknowledgment content or copy the content from already created word/ text files and paste it.

e To send the acknowledgement immediately, click button as shown in Fig.77:
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i
0l

@

bigrate File

ispateh

m ol

(&

ispateh

)

sc

&

ettings

& |

Hotifiestion

o}

xt Department

Formats~  Parsgraph v Verdsna

s Xl H o X —Q¢=

- e

Date: 24-08-2017

To,

bans ral

cha rg bhawan

Sub:- Acknowledgement of your letter no -Nil dated Nil
Dear hans ral,

Your letter has been received. For future communication please refer to the
correspondence no. 24849/2017/goffce

Regards,

ALRADHANA IALSWAL
A3STT(AD-e0ffice

n

3

‘Words: 45

e

Fig.77

: To send the acknowledgement at a later stage. The draft acknowledgements will be listed in
“Created” link of Acknowledgement sub-module.

e Acknowledgement Content page appears. Select the acknowledgement sending medium and fill Dispatch

Details. Click m button as shown in Fig.78:

To,
Subi= Acknowledgement af your letter o -NA dated Nil
Dear,

Your kiter bus For fiure

Dater 12-05-2018

322072018 DEMO

Regunds,
0fBee Admtrator
OtfeeADMIN

Sent Through Details
Sent Through* Mai

Post

SMS?

Dispatch Details

Attachment (Only PDF
upto20 MB)

Dispatch Date

Dispatch Remarks

Do you want to send the notification through

Total 1000 | 1000  characters left.

Fig.78

. m button to edit the content of acknowledgement.
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e Once the acknowledgement is sent, it will be listed in the “Sent” link under Acknowledgement sub-module.

OR

S Generate & Send
e By clicking _ button, the send screen appears.

e Mark the recipient(s) in To and CC fields and other required details and click m button, as shown in

Fig.79:

Receipts
} Browse & Diarise
+ Physieal
- Electronic
» Inbox (1)
» Ministry
} Email Diarisation
} Created
b Sent
b Closed
+ By Me

By Others

* (Hierarchy)

» By others(All)

» Acknovledgemant
» Created

+Sent
» Initiated Action
Files

Migrate File
Dispatch

psC

Settings

Notification

=

(3] = =

® All () Reporting Officer () Sub-ordinates () In Channel () Preferred List

Note: Name of the ereator s highlighted in yellow colour.

To

[+

Set Due Date
Action
Priority

Initiate Action

Remarks

RIMAN DEEP-ASSTT(RD)-eOffice--eOffice

A
(Use semicolon(;) to separate recipients.)

Note : Cc copies are non-editable. Any change in the

Main recsipt will be reflected in the Cc copies, till the time not put insids the file

301082018 |
Forward v
Out Today v

Total 1000 | 1000 characters left.

=

Receipt Number

(23 36611/2018/eofice

Subject

see

o The acknowledgement creation page appears, along with customized acknowledgment and message “receipt
has been successfully sent. You can now generate the acknowledgement”, as shown in Fig.80:
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o

izcfice has be=n successiuly sent. You can now generst the scknowlscgement Page Size (Adv

B Choose from Template() |t

Receipts =
» Browse B Disrise B I U
» Physical

+ Electronic

Formats v LineHeight v  Paragraph ~  ‘\ierdana v pt -

o — Q=

» Inbox (1)
+ Ministry Date: 30-08-2018

Created
' To,

' zr"_‘nd Riman
ree IT Park

Sub:- Acknowledgement of your letter no -Nil dated Nil

+ By others(All)

Acknowledgement Dear Riman,

+ Created .
Your letter has been received. For future communication please refer to the

correspendence no. 36633/2018/eoffce

+ Sent
) Initisted Action

Files

Regards,
RIMAN DEEP
ASSTT(RD)-e0ffice|

Migrate File

Dispatch

DsC

Settings

Notification

"6 ®E ®EE

Ext Department

3

Words: 42

Fig.80

Note:
Further steps will be same as mentioned under Acknowledgment sub-module (From Browse & Diarise page).

b) From Created Receipts:

Generate Acknowledgement

o Select a receipt from the list in Created sub-module and click button as shown in

Fig.81:

—|DatzRange : 19/03/2015 To 12/05/2018
Receipts (=] ‘/ Send | Put in a File | Copy | Dispatch | View | Generate Acknowledgement Hierarchical View | My Raceipts v I
b Browse & Diarise ~ Computer No - Receipt No. - Subject ~ Subject Category ~ Created On -
+ Physical E 32580 22580/2018/=0ffce Kindly Appointments 12/05/18 07:30 M
+ Electronie E 20472 20472/2018/eoffce Kindly see. Appointments 02/04/18 02:36 PM
b Inbox (1) £ 20213 20319/2018/ecffce Issue ACR related matters 26/03/18 10:07 AM
+ Ministry £ 25832 25892/2017/eoffce kindly see. ACR 35/05/17 02:25 BM
» Email Diarisation £ 25831 25891/2017/eoffce urgant ACR related matters 25/03/17 02:25 PM
} Created B 25223 25223/2017/eoffce Office procedures ACR related matters 05/05/17 02:16 BM
b Sent P 23034 25054/2017/eoffce Implementation process ACR related matters 24/08/17 05:02 PM
b Closed P 25053 25053/2017/ecffce Office procadures. ACR related matters 24/08/17 05:01 BM
+By Me £ 24723 24728/201 V/eoffce Circular Audit Matters 17/08/17 10:45 AM

Fig.81

o The acknowledgement creation page appears along with customized acknowledgment.
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Note:

For the remaining steps, refer the steps mentioned in Acknowledgement sub-module (From Browse & Diarise page)

c) From Sent Receipts:

Generate Acknowledgement

e Select a receipt from the list in Sent sub-module and click button, as shown in

Fig.82:

—|Date Range : 09/05/2015 To 02/08/2018
Receipts = " Send | View | Cnpvl Generate Acknowledgement l |
» Brovise b Diariss ~ComputerNo  ~  ReceiptNo. - Subject - Sender - Sent to ~ Sent On ~DueOn ~ - e
+ Physical E 24601 24601/2017/scffee For eOffica implementation aradhna ARADHANA JAISWAL soffce 01/08/18 02:54 DM - Initiate Action el
» Elecirenic E 24501 24501/2017/s0ffce For eOffica implementation aradhna RIMAN DEEP,2offce 21/07/18 04:50 PM - Initiate Action
» Inbox E 24727 24727/2017/e0ffce Procedures Bharadwaj Foorahit RIMAN DEEF,2offce 21/07/18 04:01 BM - Initiate Action
+ Ministry E 24728 2 2017/eoffce Circular jatin magga RIMAN DEEP,offce 20/07/18 02:10 BM - Initiate Action
} Email Diarisation E 25831 25891/2017/eoffce urgent Om Pakash RIMAMN DEEP,eoffce 19/07/18 02:14 PM - Initiate Action
» Created E 235852 25852/2017/eoffce kindly see. Alansha Baloni RIMAN DEEP,offce 19/07/18 03:11 BM - Initiate Action
» Sent E 322580 32560/2018/eoffce & Kindly RIMAN DEEP RIMAN DEEPeoffce 19/07/18 11:51 AM - Initiate Action
b Closed E 20472 2018/eoffes Kindly ses. ARADHANA JAISWAL RIMAN DEEP,2offcs 18/07/18 04:39 BM - Initiate Action
+By Me E 24378 2017/e0ffes Masting natica GVST RAJU ARADHANA JAISWAL soffce 22/08/17 04:36 2M - Initiate Action
(BJ_‘S‘B’L:SV) E 24852 24852/2017/scffce Implementation procedurs. sr. sysmsasundar ARADHANA JAISWAL soffce 21/08/17 11:20 AM - Initiate Action
8y cthersAll E 24763 24769/2017/e0ffce ¢ Voluntary Retiremant RAMDAS TEJA ARADHANA JAISWAL <offce 21/08/17 11:28 AM - Initiate Action
E 247983 24793/2017/soffce Voluntary Retiremant RAMDAS TEJA RIMAN DEEP,2offce 18/08/17 12:15 BM - Initiate Action
» Acknowledgement =
PP E 24722 24722/2017/eoffce stationary bill debashish Khan ARADHANA JAISWAL.eoffce 17/08/17 10:33 AM 23/08/17  Initiate Action

Fig.82

o The acknowledgement creation page appears along with customized acknowledgment.

Note:

For the remaining steps, refer the steps mentioned in Acknowledgement sub-module (From Browse & Diarise
page).

Copyright © NIC, 2018 Ver. 5.5 05

60



Office

A DOGITAL WORK PLACE SCLUTION

Acknowledgment->Created Link

It contains list of acknowledgments that have been created but not yet marked/sent.

There are 3 action tabs provided under Created link of Receipt Acknowledgment sub-module, as shown in Fig.83:

| Print | Edit | Send | ‘|
Receipts =l
. () Acknowledgement No, ~ Computer No. ~ Receipt No, ~ Created Date ~ Subject Category -
» Brawss & Diarise
N ol 12672/2018-ACK 32207 32207/2018/DEMO 12/05/18 08:05 PM
-+ Physical semaelmet
) o 12671/2018-ACK 22207 22207/2018/DEMO 12/05/18 08:04 BM
-+ Electronic
ol 2013/2016-ACK 2240 2240/2015/MTP SECTION 06/02/16 12:02 PM RTI
b Inbox @ 29485/2016-ACK 7515 7515/2016/DEMO 01/02/16 04:45 BM
»ashan (W] 2937/2016-ACK 3557 3557/2015/DEMO 29/01/16 02:04 PM Finance
» Email Dizrisation =] 1200/2015-ACK 2423 2423/2015/DEMO 17/09/15 10:52 AM General
» Crested [m] 1167/2015-ACK 2040 2040/2015/DEMO 16/09/15 04:36 PM Finance
» Sent =] 438/2015-ACK 1222 1222/2015/DEMO 07/07/15 12:04 BM
Clozed
b Hlese o 432/2015-ACK 1216 1216/2015/DEMO 07/07/15 10:48 AM
+ By Me
=] 445/2015-ACK 1147 1147/2015/DEMO 06/07/15 12:20 BM Establishment Matters
» Acknowledgement o 271/2015-ACK 521 521/2015/DEMO 20/05/15 03:20 PM
-+ Created =] 230/2015-ACK 856 65€/2015/DEMOD 20/08/15 12:13 BM ACR
-+ Sent o 196/2015-ACK 552 553/2015/DEMO 17/06/15 12:09 PM
» Initiated Action @ 195/2015-ACK 521 521/2015/DEMO 16/06/15 04:d4 BM
= o 136/2015-ACK 507 507/2015/DEMO 15/06/15 03:02 PM General -
Migrate File
Dispatch LEGEND priority Wl Out Today B Most Immediate B Immediate ‘l Action Initiated VIF VIP References
Fig.83
f o
| Print |
1. : To download the created acknowledgment.
Edit | .
2. : To make the necessary changes in Acknowledgment.
Send | )
3. : To send the acknowledgment to the sender of the receipt.

Acknowledgement->Sent Link

It contains those acknowledgements which are already sent to users.

a) Mi=wSignedCony [ipk: To view the attached copy of signed physical acknowledgment approved by the
competent authority.

There are 2 action tabs provided under Sent link of Receipt Acknowledgment sub-module, as shown in Fig.84:
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1
[ [ Print | Regenerats |
Receipts =
m] No. ~ Computer No. ~ Receipt No.
b Browse & Diariss .
7227/2016-ACK 541540 sa1540/2018/F F= I
» Physical
[ 7i77/2018-ACK 541768 sa1768/2018/T ¥= Fwr
» Electronic
7156/2016-ACK 541711 541711/2018/T ¥ Sw
¥ Inbex (155) 7154/2018-ACK 541711 541711/2018/T I8 ==
SATRUL u
’ ()  z13s5/2018-ACK 541629 941629/2018/1 Im ¥
» Email Diarisation 7120/2016-ACK s41s18 s41518/2018/% ¥ T
b Craatas [  708S/2018-ACK 540206 540206/2017/1 ¥m F==
Sent <
r 7055/2016-ACK 541406 541406/2018/T 7= F==
» Closed -
2017/2018-ACK 341192 941192/2018/T 75 F5=
+By M o
[ s3z4/2017-ack 54035% 540355/201 7/ T% Fw=
By Others N
* (Hierarchy) £930/2017-ACK 940338 940298/201 7/ ¥7 Few=
-+ By others{All) [  e925/2017-acK 940360 94036072017/ {5 Fw=
» Acknowledgement £924/2017-ACK 240258 240358/2017/1 1= /=
+ Craatad €875/2017-ACK 940253 540252/2017/F ¥= S5
+ Sent [ ss74/2017-ACK 540250 540250/201 7/ ¥% ==
» Initizted Action
Files LEGEND Priority M OutTodsy M Most Immadiste Ml Immediata
Migrate File Subject Category Service Matters Budget preparation

§ Action Initiated

ACR. related matters

 Subject
Sushanta Receipt Count 01
Sushanta ERscsipt HCLF 51
Sushanta New PRecsipt HCLF 0%
Sushanta New PRecsipt HCLF 09
shivangi11
Meating
SatruTest Recsipt 11
Test file satrul
test-0000001
qerty
ryryry
2sdgs
awerty
Sub-@3 @ U3 03 end11
@3 (& 8 08 endsue

WP VIP References

~ Mail Date
25/08/18 03:21 PM
08/08/18 12:30 PM
31/07/18 04:32 PM
31/07/18 04:20 PM
24/07/18 03:19 PM
28/06/18 03:07 PM
17/06/18 03:02 PM
16/06/18 10:17 AM
03/05/18 04:46 DM
23/11/17 02:50 PM
24/10/17 02:51 PM

24/10/17 02:45 PM

Appointment and cther related matters of Planning Comission

~ Dispatch Date ~ Sent Through

Mail ,SMS
08/08/2018 Mail
06/08/2018 sl
21/07/2018 ail

Mail

Mail
17/06/2018 Mail

Mail
02/05/2018 Mail Pest
13/12/2017 Post
01/12/2017 Post

wail
23/11/2017 Post
24/10/2017 Mail ,SMS Post
24/10/2017 Mail ,.SMS Bost

Annual Property Return

View Signed Copy,

View Signed Coay.

View Signed Copy,

View Signed Copy,

View Signed Copy,

View Signed Copy,

View Signed Cony,

Print |

Copyright © NIC, 2018

: To download the sent acknowledgment.

Fig.84
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egenerate I: To create another copy of sent acknowledgment.
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Initiated Action
It is used to initiate the process for recording and tracking of actions taken on a receipt.

Note:
This feature is configurable and role based. The provided role is ROLE_ACTION_INITIATOR.

The receipts can be marked for Actions from:
a) Send Screen (Sending of the Receipt):
The user would be able to initiate the action by using the following fields:

o Check the Initiate Action check-Box, select the initiation Type from drop down menu and provide the
mandatory Remarks, as shown in Fig.85:

=

® All © Reporting Officer © Sub-ordinates ) Recent5 © Send Back © In Channel © Preferred List

Note: Name of the creator is highlighted in yellow colour.

Receipt Number Subject

[

ARADHANA JASWAL-ASSTT(AL)-eCffice—eOffice
(C3 2476912017/ 0ffce Veluntary Retirement

[

)

pdf and metadats). Any changs in the
= till the time not put insid

-}

g

3

EEE
I

H
i @

,
[
n
@
H
a

Fig.85
b) From Sent Sub-module page:

e Atthe receipt sent page, the link of “Initiate Action” is available against every receipt, as shown in Fig.86:
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Receipts g ‘/ Send | View | Copy | Generate Acknowledgement | |
} Erovse k Diarise A v Computer No ~  Receipt No. *  Subjedt  Sender ~ Sent to v Sent On vDueln ~ v
+ Physical a £ 24863 248632017 zoffce Minority Walk 1.5 km, 20 min, Educationz| [nstitut,.. aradhana RIMAN DEEP, zoffea 23/08/17 03113 PM
+ lectronic il P 24868 24868/2017)zoffee test Bharadvaj Poarahit ARADHANA JAISWAL eoffce  21/08/17 0327 PM - Initiate Action
) Inbox (1) a E 24863 24863/2017/eoffce Minority Walk 1.5 km, 20 min, Educational Institut... aradhana ARADHANA JAISWAL eoffce  21/08/17 02:44PM - Initiate Acion
+RTI Docs. ] E 24830 24830/2017/eoffce Procedures, Gajavelli Venkatesham  RIMAN DEEP,eoffce 21/08/17 1127 AM - Initiate Ation
B | £ 24721 Mnyiyjeofe & Offce notie. BVST RAU ARADHANA JAISWAL eoffce  18/08/17 04:31PM - Initiate Adion
pEmai Biaisetion ] E 71 M e & Office notie, GVST RAIU ARADHANA JAISWAL eoffce  18/08/17 04:31PM - Initiate Adtion
p Craatel I:l [ | E 24733 24735(2)/2017/ eoffce Office procedures. Akansha Baloni NIKITA NEGL eoffce 17/08/17 05:16 M 25/08/17  Initiate Action 'B
El [ m ko 24755(1)/2017/eoffce Office procedures. Mansha Baloni PRIVANKA KUMARLeoffce  17/08/17 05:16 P 25/09/17 Inifiste Ation )
p Closed 0 m e 24735/2017eoffce Offie procedures. Bkansha Baloni RIMAN DEEP, offce 17/08/17 05116 PM  25/08/17  Initate Action
+Brte ] £ 24721 24724/2017 eoffce Office notice, BVST RAU ARADHANA JAISWAL eoffce  17/08/17 02:33PM - Initiate Adtion
+‘,E;‘S:r:;] A E 24725 24725/2017eoffce Electridty bill R Nlagarj RIMAN DEEP,eoffce 17/08/17 10:43 M - Intiate Adion
'éy thers(al] a P #4720 24720/2017 ecffce eOffice procedures Akansha Baloni RIMAN DEEP,eoffee 17/08/17 10:23 AM - Initiate Adtion
b= rnacen Fl nierninniaiesi I \inn_d bl Alimnskn Dl IMALOCED - ni scinnlind DM nEI0N15T Taikinks sk i

Fig.86

e (Click oizte Acfen Jjpk, A receipt initiation confirmation pop-up window appears.

e Enter the initiation Type and Remarks and click button, as shown in Fig.87:

Receipts =] \’ Send | View | Copy | Generate Acknowledgement | Receipt Initiation Confirmation
p Srovee & Diatse 1] ~ Computer o~ Receipt No. v Subject Are you sure you wantto initiate action forthis receipt?  |Jtto ~ SentOn ~Dueln ~ N
+Physical B £ 24883 24863/2017/eoffce Minarity Walk @ IHAN DEEP,2offce 23/08/17 02113 PM - Initiate Action
+ Eecronic ] P 24850 24868/2017/eoffce test Typet For Urgent Discussion v RADHANA JAISWAL eoffce  21/08/17 03:27 PM - Initiate Action
b Inbox (1) ] E 24863 24863/2017/eoffce Minarity Walk RADHANA JAISWAL soffce  21/08/17 02:44 PM - Initiate Action
S RTI Doce. ] E 24830 24850/2017/eoffce Procedures, Disccussion INAN DEEP,eoffce 21/08/17 11:27 AM - Initiate Action
) B E 24721 24721/2017/eoffce & Cfice notice. Remaris™ RADHANA JAISWALeoffce  18/08/17 04:31 PM - Initiate Action
p Enei Disaion ] E 24721 24721/2017/eoffce & offce notice, RADHANA JAISWALoffce  18/08/17 04131 PM - Initiate Action
p Created B n E 24755 24755(2)/2017/eoffca Office procadu TQITA NEGL eoffce 17/08/17 05:16 PM 25/08/17 Initiste Action L)
p Sent B = E 24755 24755(1)/2017/eoffca Office procadu RIVANKA KUMARLeoffce  17/08/17 03116 PM 23/08/17 Initiste Action 4
p Closed B n E 24755 24755/2017/soffre Office procadu AN DEEP,eoffce 17/08/17 05:16 PM 25/08/17  Initiata Action
+ By Me D E 24721 24721/32017/eoffce Office notica. RADHANA JAISWAL 2offce 17/08/17 02:33 PM - Initiate Action
+ ‘,B:i:r::;) B E 4T 24725/2017soffze Electricity bill IM2N DEEP, eafice 17/08/17 10:43 AM - Initiate Action
+;v el ] P 24720 24720/2017/eoffce <Office procedr Akanshz Balon INAN DEEP, eaffce 17/08/17 10:23 AU - Initiate Action
B £ 24689 24669/2017/eoffce Regarding eOffice details Akansha Baloni RIMAN DEEP,eoffce 16/08/17 1202 PM  25/08/17 Inikiate Action 4]
b Acknovdedgement
+Created

Fig.87
Receipts, on which action is initiated, will be differentiated by legend ("i').
Actions on any receipt cannot be initiated, if already an action is in process & not closed.
Viewing & Adding the Action comment:
The below process would be used for viewing and adding the Action-Remarks

a) From the Receipt’s Inbox Inner page:

. . L . . Action Detail o
e Toview/ Add action Viewing action records, click 90 SR tab from Receipt inner page.
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o C(Click Add Comment button (available along with the active action) in the "Action Details” screen,.

Office

e Provide the Action Type, Remarks and click the button, as shown in Fig.88:

» Tnbox (1)

+RTI Docs.
» Email Diarisat tion
» Creaved

b sant

» Acknovledgement
+ Crastad
-+ Sent
» Initisted Action
Files

Migrate File

iDispatch
iDispatch

iDsc
ISettings

Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details |
L3

Computer No 24721 Receipt No 2472112017jeofTce

Subject Office notice. Creation Date: 1710817 10:30 AM

Letter Reference No Letter Date:

Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EOFFICE

Status In Process

Action Details & Comments.

Initiated By ARADHANA JAISWAL-eOffice Initiated On 18/08/2017 04:31 PM

Initiation Remark

Forwarded To

Action Taken by

ARADHANA JAISWAL-20ffice

12
ARADHANA JAISWAL-eCffice

Action taken on

18-08-2017 04:32 PM TYPE2

Action Type

Action Commen t
Action Type *

Remarks *

TYPE1

Action

Total 1500 | 1494 characters left

I Add

For Approval

Add Comment

Initiate Action Type

b) From the Receipt inner screen of Sent sub-module:

e Action Details Page will be in read only mode and there is no provision to Record Action from this page as

shown in Fig.89:

Fig.88

Receipts B
b Brovse & Diarise
-+ Physical

+ Electronic

b Inbox (1)
+RTI Docs.
b Email Diarisation
b Created
b Sent
b Closed
4By Me

By Others
(Hierarchy)

+ By others(All]

\ Acknovledgament

Computer No. 24863 Receipt No. 2486312017 leoffce
Subject Minority Walk 1.5 km, 20 min, Educational Insfitut... Creation Date: 210817 0244 PN
Lefter Referance No Letter Date:
Currently With RINMAN DEEP, ASSISTANT, eOffice, DEPT-EQFFICE
Status In Process
Action Details & Comments
Initiated By ARADHANA JAISWAL-e0ffice Initiated On 23/08/2017 03:13 PN
Initiation Remark dothe needul Initiate Action Type Putina File
Forwarded To RINMAN DEEP-e0ffice

Action Taken by Action taken on Action Type Action Remark

c) Details tab (Receipt Inner page):

Fig.89

To view/ add the action record on attached Receipt from details section.

e C(lick the Action Details link adjacent to the attached receipt to view the Action Details of the attached
receipt as shown in Fig.90:

Copyright © NIC, 2018

Ver. 5.5 05




o
=2
W

Office

SITAL WORK PLACE SOLUTION

Receipts
b Brovse & Diarise

-+ Physical

* (Hierarchy)
-+ By others(All)

b Acknovledgemant

Automatic Zoom

[ Send | Putin a file | Copy | Dispatch |[Betails| Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Generate Acknowledgement | Action Details |

Receipt Details

» Elactronic ReceiptNo 2472112017/eoffce &= File No
F From GVST RAJU Designation ASST DIRECTOR
b Inbox (1)
3 Wain Category Court summons Sub Category
+ RTI Docs. HhaT T 1202377798
it Address DTAAP 1B SentDate 18/08117 04:31 P
p. Email Diarisation T Y Letter Ref. No Letter Date
cr e
o cxeatey TuTas gare: Paavd Subject Office notice. Enclosures: -
o RTTZT H *
pfent ud — Delivery Mode Speed Post Sender Type
b Closed o SN
Dispatch history
2By Me

No Record Found

Attached Files

No Record Found

[ P
+ Created
SEoe ~ReceiptNo. - Subject ~ Attachedby - Attached Date ~ Remarks ~ - -
+sent
stationary  ARADHANA 17/08/17 02153
ot Action € 24722/2017seoftce 7t ARADHAN o > Attach With Another[Acion Detas
. Detached Receipts History
T No Record Found
grate il =
o e | Detached Files History
Js dna o1 100 | Computer_ __ N Detached _ Attached _ Detached _ Attach Detach
ispatch 3 4 "N e Number: S Sublact= Attachod by py: “Date  Date Remarks  Remarks
o 2 s initiste ARADHANA ARADHANA 17/08/17  17/08/17 o
= = 28533 A=1201402017-Demo; action JAISWAL JAISWAL 02:41 PM  02:50 PM action:test 10
Fig.90
e To add remarks click button, as shown in Fig.91:
eceipts E1 | "send | send Back | Putin a File | Copy | Dispaten | Detaile gL i T S S L (e i
Brovee & Diarise 3
+ Physical pss JeFile/t=guUl KEQZWhxXNQE3VI-xCG-#no-back-buttan
-+ Electronic bt File Mo
Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EQFFICE
Designation DsP
Inbox (1) Status Atached to Receipt: 24768/2017/e0ffce a5 Catogory
+RTI Dacs.
Action Details & Comments i Sent Dats 2410817 03:33 P
Email Diarisation
— Initiated By RIMAN DEEP-eOffice Initiated On  22/08/2017 04:36 PM Letter Date
et Enclosures: -
et To Initiation Kindly look Initiate For Approval
N g? Under sg, Remark Action Type = Sender Type
oy e SuPLataent °% | Forwarded To  ARADHANA JASWAL-2Office
~ (Hierarchy) 4
~ Action Taken by Action taken Action Type Action Remark
+ By ethers(All) [{tached by - Attached Date ~Remarks ~ - ~
Acknowledgement . . AN DEEP  18/08/17 12:39 PM  For approval. 3 Action Details
+ Created 6 = |
'35ty .
o+ Sent h Basic Gourge of I} - Attached Date- Remarks - ~ ~ ~
¥ Initisted Action by Institut, = R
o Besal Soel — — co———— e attach < Aftach With Another Action Details
Sbartaent o2 g — ————
= vas °f BersamneT's sdm. Roropmy g e & 2475412017/e0r1ce O RIMaN DEgP /08727 = < Attach With Anatner [olien Details]
e 45 Placed in the gy, Sl 23, %eW Delhi ang procadures 12:43 PM approval. witn /
Eirst bivistop, 2
—_— L S Detached Receipts History
. made 1ir g 20, No Record Found
bispatc J
Detached Files History
bsc
No Record Found

Fig.91

e Provide Action Type, remarks and click the button, as shown in Fig.92:

en (51| || Send | Sand Back | Put in a Fila | Copy | Dispatch | Details;
o htwatoal QIR hitpsi//eofficademo.nic.in/eFile/ Tes gviil YaySpaB72KIQZWhxXNQaAVI-XCG-#no- back-butten
+ Blactronic QP Pleose Rate Firefox Lot Mare % Fliable.
Designation D8P
3 r
Currently With ARADHANA JANBWAL, ASBIBTANT, 80ffice, DEPT-EOFFICE Bub Category
Sent Date 24/08/17 03:33 PM
b smait Diarination Stat e sio LoN y
Lettor Date
b creatad Action Dotails &
ot TYPE2 = Enclosures
p-aea! Initiated By 1f 0436 PM nder Type
x o Action]
.y M i T
it k.
%5 Sirers Remarks *
* (Hiar Forwardod To|
| ™ :
b Acknowledgament h Total 1500 | tors laft MAN OBEP  10/00/17 12,39 PM  For approval. X Action €
Smnt '8Eh Nasse
' clyisiin "o o FE - Attached Date- Remarks -~ - -
b tnitiatad Action by Inesttute or -
o . r Soovil — — “ttach Z< Attach With Another Action Detalf
ritan (&3] Depurtmant o mawwons Ll
was plaos Tane Tim , How Do & 2476412017100fce O'fce RIMAN DEEP B/00/32 < Attach With Another Action Detal
igrata rie @ 4 4N e Zaray Dieisss +H0% Daing ana proceduras 12143 oM
® Y. 2b Tainantod & el Detached Recelpts History
— fn uy s " ai No Record Found
Detached Fil
o @
No Record Found
— —

Copyright

© NIC, 2018
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Closing of Action:

To close the initiated action click “Initiated Action” sub-module of receipts as shown in Fig.93:

List of Records will be displayed with filters such as:

>

vV V VY V

Initiated Date range (Default range 1 month)

Initiation Type
Action status (Default Active)
Forwarded To: Department, Section

Action Type

Receipts

-+ Physical

-+ Electronic

» Inbox (1)

-+ Ministry

b Browss & Disrise

» Email Disrisation

Initiated Action
= X -
Initiated Date | 30/07/2018 B 2282018
Forwarded To:

Department | Choose one v

Initiation Type | Choose one

Section | Choose one

-+ 8y othars(All)
» Acknouledgement
» Created

+Sent

b Initiated Action

Created
b Creste Computer No ~ Receipt Number ~ Subject
Sent
b Sen 36612 36612(1)/2018/eaffce do
» Closed
36612 26612/2018/ecffce do
+By Me
ses2z 36522/2018/s0ffcs ==
" By Others
(Hierarchy) 24329 34329/2018/eoffce vz

~ Sender Details
Riman - IT Park - NEW DELHI
Riman - IT Park - NEW DELHI
Riman - IT Park - NEW DELHI

Josh james -Head - 700/8

~ Initiated on
28/08/18 12:13 M
28/08/18 12:13 PM
24/08/18 11:23 AM

30/07/18 12:04 PM

Action Status | Active

Action Type | Choose one

 Last Action Taken

AS discussed

~ Closed on -

Details
Details
Details

Dstails

Close
Close
Close

Close

Fig.93

To View action details and Close the action, perform the following steps:

. . . . . Cietail : - . . .
1. Details: To view the action details, click ==2"= _link adjacent to each receipt as shown in Fig.94:
Initiated Date | 25/07/2017 25082017 | (8] Initiation Type | Choose ane [~ Action Status | Active [+]
rwarded To:
Department | Choose one [=] Section | Choose one [~ Action Type | Choose one [=]

mputer No  ~ Receipt Number

~ Subject

63 24763/2017/eoffce  Voluntary Retirement

] 24863/2017/eoffce  Minority Walk 1.5 km, 20 min, Educational Institut...
54 24654/2017/eoffce Reg. Appointments

78 24978/2017/eoffce  Meeting notice

58 24868/2017/eoffce test

21 24721/2017/eoffca Office notice.

25 24725/2017/eoffce Electricity bill

23 24523/2017/eoffce Lok Sabha Unst. Q. Dy. No. 7849 reg. pending CBI c...

Search

~ Sender Details

RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR

aradhana - delhi

Dr. Parveen -D. MS - Delhi

GVST RAJU -ASST DIRECTOR - DTA AP IEM

Bharadviaj Poorshit -Programer - Nic Bhubanesvar

GVST RAIU -ASST DIRECTOR - DTA AP IBM

R Nagaraj -Diractor - NRSC

Sh. Narendra Modi -Prime Minister - PMO

~ Initiated on

~ Last Action Taken

= Closed on ~ =

24/08/17 03:33 PM
23/08/17 03:13 PM
23/08/17 10:58 AM
22/08/17 04:36 PM
21/08/17 03:27 PM
18/08/17 04:31 PM
18/08/17 04:23 PM

11/08/17 11:18 AM

approve

Details

Details
Details
Details
Details
Dstails

Details

Close
Close
Close
Close
Close
Cloze

Cloze
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Welcome - Google Cl

Inilil & Secure | https://eofficedemao.nic.in/eFile/?x=]GalH0*P7DfpbeB2NYggCvqBLPksHK3B#no-back-button
“ | Pction Status
Con Computer No.: 36612 Receipt No.: 36612(1)/2018/eoffce
Subject: do Creation Date: 28/08M1812:11 PM
Lefter Reference No.: Lefter Date: Action Type
|| Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EQFFICE |
Status In Process
TRl Action Details & Comments 'l
16512
\eeqa| | Initiated By RIMAN DEEP-20ffice Initiated On 28/03/201812:13 PM
\es22| | Initiation Remark See Initiate Action Type  For Approval
14529 [ Forwarded To ARADHANA JAISWAL-20fiice
MAction Taken by Action taken on Action Type Action Remark
ARADHANA JAISWAL-eOffice 28-08-2018 12:26 PM Received Writ Petition AS discussed

Fig.95

Kk Close

2. Close: To close the initiate action, clic link, the closing confirmation popup window appears. Enter

remarks to close an open Action as shown in Fig.96 & Fig.97:

Note:

Initiated actions can be closed by users of the initiator section (with role: Role_Action_Initiatior) .

ETEa ACUOM

Initiated Date | 25/07/2017 | 071 | 24082017 | (51 Initiation Type | Choose one [~] Action Status | Active =]
rwarded To:
Deparment | Choose one E Section  Choose one E Action Type | Choose one E

Search

mputer No  ~ Receipt Number ~ Subiect ~ Sender Details ~ Initiated on ~ Last Action Taken ~ Closed on ~ - N
69 24753/2017/=offca Voluntsry Retiremant RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR 24/08/17 03:33 BM - - Details
= 24853/2017/ecffce  Minority Walk 1.5 km, 20 min, Educational Institut... aradhana - delhi 23/08/17 02113 PM - - Details:  Close
54 246354/2017/eoffce Reg. Appointments Dr. Parveen -D. MS - Delhi 23/08/17 10:58 AM - - Details Close
78 24978/2017/ecffca  Masting notica GVST RAJU -ASST DIRECTOR - DTA AP IBM 22/08/17 04:36 PM - - Dstails  Close
s8 24858/2017/ecffce test Bharadwaj Poorahit -Programer - Nic Bhubanesvar 21/08/17 02:27 PM - - Details:  Close
21 24721/2017/eoffce Office notice. GVST RAJU -ASST DIRECTOR - DTA AP IEM 18/08/17 04:31 PM approve - Details Close
25 24725/2017/=cffca  Elactricity bill R Nagarsj -Diractor - NRSC 18/08/17 04:29 BM - - Dstails  Closs
23 24523/2017/eoffce Lok Sabha Unst. Q. Dy. No. 7843 reg. pending CBI c... 5h. Narendra Modi -Prime Minister - PMO 11/08/17 11:18 AM - - Details  Close

Fig.96
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1769
'853
‘654
‘978
‘268
1721
1725
1523

Initiated Date

orwarded To:

Department

omputer No ~ Receipt Number

24763/2017/ecffce
24863/2017/=eoffce
24654/2017/=offce
24578/2017/eoffce
24868/2017/aoffee
24721/2017/ecffce
24725/2017/ecffce
24523/2017/eoffce

2510712017

Choose ane

Closing Confirmation

& (2402017 |

@ Are you sure you want to close the initiated action?

Action Close

Remarks *

Action Status | Active

Action Type | Choose one

~ Subject

~ Initiated on ~ Last Action Taken

~ Closed on ~

Voluntary Retirement

Minority Walk 1.5 km, 20 min, Educational Institut...
Reg. Appointmants

Mesting notice

test

Office notice,

Electricity bill

Lok Sabha Unst. Q. Dy. No. 7849 req. pending CBI c...

RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR
aradhana - delhi

Dr. Parveen -D. MS - Delhi

GWST RAIU -ASST DIRECTOR - DTA AP IBM
Bharadvaj Poorahit -Programer - Nic Bhubaneswar
GVST RAIU -ASST DIRECTOR - DTA AP IBM

R Nagaraj -Director - NRSC

Sh. Narendra Modi -Prime Minister - PMO

24/08/17 03:33 PM -
23/08/17 03:13 PM -
23/08/17 10:58 AM -
22/08/17 04:36 PM -
21/08/17 03:27 BM -
18/08/17 04:31 PM approve
18/08/17 04:29 PM -

11/08/17 11:18 AM -

Details

Close
Close
Cloze
Cloze
Close
Close
Close

Cloze
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Files

A File is a collection of related records which comprises of Receipts, Noting, Drafts, References, and Linked Files

There are various sub-modules available under Files module, as shown in Fig.98:

Copyright © NIC, 2018

Files =l

3

- T v W

Inbaax

Submitted Files for
* .
Clasing Approval

Created

s Drafts

+ Completad

Farksd

Approval Reguests (1)
Bulk Clasing

Closed

» By Me

By Others
{Hierarchy)

# By Others (all)

s Submitted Files far
Reopening Approval

RMS Inbox
Sent
Conversions
+ Drafts

+ Completad
Fhysical File

, Create New [Mon
SFS)

» Create New [SFS)

Electronic Fila

, Create New [Mon
SFS)

+ Create New [SFS)

Create Part

Crzate Volume

Initiated Action

Fig.98
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Inbox

File Inbox sub module displays all the incoming files that have been marked to the logged in user.

There are six action tabs provided in Files Inbox as shown in Fig.99:

T |bate Range : 12/07/2014 To 04/09/2017
Receipts & | || Receive Send Back Send  View Move To  More |

Hisrarchical View| My Files =]

Files = /= ~ Computer No~ File Number -

Subject ~ Sent By ~ Sent On ~ Due On~ Read On 4 Remarks
m E 28378 C-13011/3/2017-Demo & LAW ENHANCEMENT SECTION 90A  NIKITA NEGI,eoffce 18/08/17 04:26 PM - 30/08/17 04:19 PM i)
5 g';‘"f‘"‘f Files ’I‘" = E 28383 A-19012/1/2017-Dems Personal File of User1 PRIVANKA KUMARI eoffce  10/08/17 12:55PM - 10/08/17 12:56 PM -]
sing Approv:

+ Completed

» Parked

» Approval Requests
» Closed

LEGEND Priority M OutToday M Most Immediate M Immediate & Action Initiated £ Other Department [5r Files with Draft [C} Draft Note Yellow Note

External Files

*» Completed

Fig.99

e C(lick the File number to view the content and other details of File.

Note:

The “E” and “P” is used to differentiate between Electronic and Physical File respectively.

Let’s study about these menus in detail.

1. Receive: It is used to receive the Physical File as shown in the Fig.100. Without receiving the physical file user
cannot take any action on that particular file.

Date Range : 12/07/2014 To 04/09/2017
| Recepts | Receive Send Back Send View MoveTo More Receive File Confirmation Hierarchical View| My Files E |
Files =il + Computer Nor File Hlumber ! Are you sure you want o receive tis Fi ? * Sent On v Due On * Read On * Remarks
) Inbox (1) W W& pawom  B13003/3/2007 DemoDEPT-EOFFICE @ 04/00/17 02:10PM  30/09/17 - E
e Files & 0K ‘ Cancel ‘ =
*(S:Tbrfutte: Files |or 0 E 28378 C-13014/2/2017-Demo ¥ 18/08/17 04:26 PM - 20/08/t7 04:130M [
hsing Approva e -
D E 28389 A-19012/1/2017-Demo Personal Fleof Userl MIANKAKUMARI.eoffce 10/08/17 12:55 PM - 10/08/17 1256 [J
) Created
4 Drafts
+ Completed
} Parked
Fig.100

2. Send Back: It is used to send the file back to the sender of the File.

e Select the file and click the SETINETES Itab, as shown in Fig.101:
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Date Range : 12/07/2014 To 04/03/2017
Receipts ® ‘ Receive| Send Back lSend View Move To | More Higrarchical View | My Files E]
Fles B 0 v:g_mm  File Number v Subject v Sent By * ent On vDue On ~ Read On *  Remarks
) Inbox i
q B-13013/3/2017-Demo-DEPT- 04/09/17 02:10 04/09/17 02:16
p S dhmitted Fles fr B§ P23002 EOFFICE Office procedures RIMAN DEEP eoffce oM 30/09/17 oM e}
§ : 117 04+ i
Closing Approval D E 28378 C-13041/3/2017-Demo [é ;/3:{ ENHANCEMENT SECTION NIKITA NEGLeofice ;;/09;17 0426 g&/OS/U 04:19 B
» Created 08/17 12: 08/17 12: -
= I 29389 A-19012/1/2017-Demo Personal File of Usert PRLIANEA MBS - LA Aot r
KUMARI goffee PM PM
4 Drafts
4 Completed
Fig.101
e The Send screen with the To field auto populated with the name of the previous sender appears, , as shown
in Fig.102:
Receipts & | ("Send @)
=l
Files =
ok Oraanization EOFFICE MISSION MODE PROJECT »

Submitted Files for
Closing Approval

e = RIMAN DEEP—ASSTT(RD)-e0 ffice—eOffice File Number subject

reat= To

Bk Notify Through : || Email || SMS [@ | () B-13013/2/2017-Demo-DEFT-EOFFL.. Office procedires

+ Completed Set Due Date i)
} Parked Intimate To
+ Approval Requests ||| Acton Forward [=]

S. No. Employee Name 7] Emait [C] sms

» Closed Priority Most Immediate E]

» By Me 1 RIMAN DEEP(eDffice) ]

, By Others Total 1000| 1000  characters left

(Hierarchy)
+ By Others (All) Remarks

Submitted Files for
+ Reopening

Approval
» RMS Inbox
» Sent
» Conversions
Send
» Drafts
» Completad &

Fig.102

Note:

Further refer the steps mentioned under Send action tab of File Inbox sub-module.

3. Send: This option facilitates the user to mark the File(s) to the intended recipient(s).

To send files user has to perform following steps:

o Select the File(s) and click the Send ( . I) tab as shown in Fig.103:
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TE70e/201% 1o 0o/t

Tet= Renaet i
(@) || Receive Send Back |[E=n@ | View

28
Move To | More
£

mputer No -

Subtect

[& Files with Drare

Rema
> PROCUREMENT OF NEW SCANNERS o =
[ 5378 AW ENHANCEMENT SECTION S0A 05/08/17 04:05 PM ]
P 28375 FILe oF 09/08/17 12:52 PM =
£ 28370 PERSONAL FILE FOR SERVICE REOCORD UPDATION 09/08/17 11:50 AM =
LeGeno Priority W OutToday M Most Immediste M Imemedi & Action Initiated M Other Department

. Draft Note Yellow Note

Fig.103

o The Send screen appears. Select the radio button internal or external to send the file within the organization

or to send the file to another organization.
o Select the recipient, as shown in Fig.104.

To: In the To field, search the user either by name or marking abbreviation or section/organization unit
name of the recipient. Then, select the officer from the filtered employee list.

Note:

File(s) can be send to single user only.

e Provision of radio button has been made available to select the user from different groups of recipient such
as: All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as shown in Fig.104:

Receipts = sand
Fries =
= = Internal External
Reparting Officar Sub-srdinates © Racent 5 @ Send Back @ in Channa —
Rote: Marme of the crestor 1= MIGRIGRTed i yetlow cotou
Subject MNote(Chars)
[ ] woury Eman swas

=
Forwara =
Total 10001 1000

Hotification

Migrate File =
Dispaten =
Bsc =
Settings =
=
=

Ext Departmant

cnaracters lem

Mote - Bulk signing m

Intimate To
S.No.

%

m allowed characters- 1000000

Employee Name

ERIANA KUMARI(=Ofos)

LAV ENHANCEMENT SEC O

Total{Formatting included) 4

Ermail
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ii.

iil.

All: By default, “All” remains selected giving the logged in user option to view and select a recipient from
all the active users in the department.

Reporting Officer: When “Reporting Officer” is selected, the ‘Send To’ list will display the official just
above in the hierarchy of the logged in employee.

Sub-ordinates: When “Sub-ordinates” is selected, the list will display the officials just below in the
hierarchy of the logged in employee.

Note:

To get the name populated in Reporting Officer and Sub-ordinates options, the official’s/user’s post hierarchy needs
to be defined in Employee Master Details (EMD).

iv.  Recent 5: On its selection, the ‘Send To’ list displays latest five distinct users to whom files were sent/
marked.
v. Send back: By selecting “Send back”, the To field gets populated with the name of the
user/employee/officer who forwarded the file to logged in user.
vi.  In channel: It helps the user to mark the receipt to officials who are already in the submitted channel
of the file.
Note:

When user is sending multiple files, Send Back and In Channel radio buttons will not be available.

vil.

Preferred List: It helps to select officials from the list of “Preferred List” already created by the user.

Note:

To create the preferred List Click the To link—>Go to Contacts tab—>select the users by selecting the check box or by
searching the name in search box and then selecting the check box = click Add to: Preferred List link.

b)

<)

d)

Due date: Date by which work is supposed to be done. Assign a Due Date to the recipient using the Set Due
Date option.

Action: An easy way to notify the recipient the action that is required on file. Select Action which is to be
taken, from the dropdown menu.

Priority: It is the preference assigned to the file based on its urgency. Set the Priority of the file, from the
dropdown menu.

Initiate Action: It is used to track the set of action(s) taken on any file. Check the Initiate Action check box,
provide initiation type to initiate action and track the actions that will be taken on the file.

Remarks: These are the forwarding comments given on file while sending them to recipient. Type
forwarding remarks in the Remarks field.
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Note:

In case initiate action is selected, then Remarks field becomes mandatory.

g) Notify Through: It is to send the notification through Email & SMS to the recipient.

h) Intimate To: Itis to send SMS/Email intimation alert to the Officer(s) who were in part of movement while
sending the file. List of users gradually gets updated after each movement and only active users will be
available in the list for intimation.

e In case of forwarding multiple Files, the “Intimate To" feature will not be available.

e After selecting the recipient and entering other details, user can send the file using any of the following Send
options:

a) Send: On clicking m button, the file will be marked to the intended user.

SC Si
b) DSC Sign and Send: On clicking DeCmandvend button, a pop up window appears asking for the

DSC token Pin. Enter the Pin and click button and the file is sent.

Note:

For complete process refer to Annexure-III (Digital Signing of File Noting).

c) eSign and Send: On clicking B ETHEE button, a pop up window appears asking to continue
the agreement with “I Agree”. Enter the OTP received on Aadhaar registered mobile number and click

button.

Note:

For complete process refer to Annexure-I1V (eSigning of File Noting)

e The Digital Signature/eSign appears on the File Remarks in Movement Details Page.

e Once the file is sent using any of the above Send option, the file will be visible in the Inbox of recipient. The
user who sent the file can check the details of the file in his/her own Sent folder.

4. View: It is used to sort the files based on different criteria such as Most Immediate, Action Initiated, Other
Department, Due Date Elapsed etc.

7
e Keep the cursor on = |tab and a drop down menu will appear with the options as shown in Fig.105:
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Date Range : 18/06/2014 To 11/08/2017

Retaipt = Receive | Send Back ' Send | View | Move To | More | Hierarchical View | My Files v
£ 283pChysical $17-0eme LAW ENHANCEMENT SECTION 90A PRIVANKA KUMARL aoffce 05/08/17 04:05 PM 05/08/17 04:40 PM ]
B 2agfiiectionic Ao:7-0emo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARI eoffce 09/08/17 12:52 PM ]
E 283 i“‘:dsy — 2}17-Deme PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARIeoffce 00/08/17 11:50 AM =
» P;'ke:i Emmeggte
LEGEND Priority M OutToday M MostImmediate M Immediate & Action Initiated 1 Other Department [ Files with Draft [} Draft Note Yellow Note External Files
S—
Fig.105
a) Unread: To view all unread electronic files and unreceived physical files.
b) Read: To view all read electronic files and received physical files.
c) Physical: To view all physical files.
d) Electronic: To view all electronic files.
e) Out Today: To view all the files those are marked with priority as Out Today.
f) Most Immediate: To view all the files those are marked with priority as Most Immediate.
g) Immediate: To view all the Prioritized files marked as Immediate.
h) Other Department: To view the files of other Departments in the same instance.
i) Action Initiated: To view the files on which some action has been initiated.
j) Due Date Elapsed: To view all those files for which due date as set during sending / marking of the files
has elapsed.
k) ALL: To view all the incoming files from the latest to the oldest order (Default View)..

5. Move To: It is used to categorize the files into subfolders under File Inbox.

To create New Folder or manage existing ones, perform the following steps:

o Select file(s) from the File Inbox which needs to be moved.
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Maove To |

Move the cursor on ( ) tab, a drop down menu will appear with the options as shown in Fig.106:

T TN LT L T I S
(@ | || Raeee Fand wadk wena

Fig.106
a) Create New Folder: Click the Create New Folder link from the dropdown, as shown in Fig.107:

My Folders

=1

Manage Folders

|C_reatc_e New Fol_der

Fig.107

el

e The screen appears is shown in Fig.108. Enter the Folder Name and select the Folder in which new folder is

to create. Click the button as shown in, Fig.108:

Folder Name* Department
Create in* | File Inbox

| Save ||| Clear |

Fig.108
e The new folder is created under Inbox as sub folder.

b) My Folders: Click the My Folders link from the dropdown menu to move the file either in Inbox or in its
subfolders.
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c) Manage Folders: Click the Manage Folders link from the dropdown menu to Delete ( 5";) or Edit (}" ) the
folders created under File Inbox.

6. More: Itis used to Park the active file, check closing/parking history and to create volume.

a) ParkFile: Itis used for storing the files which are currently not in use, but can be used later.

To a park a file, perform the following steps:

o Select the file and click Park File link from the drop-down as shown in Fig.109:

o Furr B 777 sy —
Recaive | Sand Back | Sand | View | Mova To | Mora | = Tiararehical Viaw | 1y Fies v
~ Comauter No <RI - Subiect ~Sentay ~Seaton ~DueOn ~ReadOn Remark]

- P 28379 parict e Reney, OF NEW SCANNERS PRIVANKA KUMARE eofice 09/08/17 04:08 P - 05/08/17 04:30 PM =]

£ 28378 ClastieptaTy. LAW ENHANCEMENT SECTION 90A PRIVANKA KUMARE, sofice 05/08/17 04:05 P11 05/08/17 04:40 P4 =]
- » 28375 FILE OF TECHNICAL PRIVANKA KUMARE, aofice 05/08/17 12:52 P11 11/08/17 11:20 AmM =]

E 28370 4-19011/1/2017-Demo PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARI, eoffce 09/08/17 11:50 AM 11/08/17 11:20 AM =}
Leceno Priority W OutTodsy M Mostimmediste M Immediste @ Action Initisted 1 Other Department [ FileswithDraft [T} Draft Note Yellow Note Extarnal Files

Settings
Notification =
Ext =

Fig.109

The Parking Confirmation dialogue box appears, enter the Parking Remarks and Parking Due Date as

required and click button, as shown in Fig.110:
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Subiact

Dei - Computer No

......... 335?’1

o | Parking Confirmation

File No.
A-11011/8/2018-Demo-DERT-

EOFFICE

Parking Due Date*

Farlking Remarks*

Dem D0 you want to park the following file(s)?

Subject

CSMRS TRAINING

18052018 E

Parking remarks.

OK

Fig.110

o The file gets moved to the Parked folder from the Inbox sub-module,

b) Park File History: It displays the history of the parked file.

e Select the file and click Park File History link from the dropdown as shown in Fig.111:

i Range ; 16/08/201
Recaive | Send Back

~ Computer N
@ P 28379
£ 28378
P 28375
£ 28370
» Parked
» Approval Requests
» Closad
» By Me
» Physical File LEGEND Priority W Out Today

o 11/08/20T
Send | View | Move To |

tore |
Park File

Close File History

Create Volume

i - e
TEAR AT PROCUREMENT OF NEW SCANNERS

1

\ LAW ENHANCEMENT SECTION S0A

~ Sentay
PRIVANKA KUMARL soffce
PRIVANKA KUMART, eoffce

FILE OF TECHNICAL PRIVANKA KUMARI, soffce
£-19011/1/2017-Deme PERSONAL FILE FOR SERVICE REOCORD URDATION PRIVANKA KUMARI, ofice
W MostImmediste M Immediate & Action Initiated 2 Other Department [ Files with Draft [T} Draft Note

Hierarchical View | My Files v

~Senton
05/08/17 04:09 PM
05/08/17 04:05 PM
05/08/17 12:52 M
05/08/17 11:50 AM

Yellow Note

~Duson ~Resdon - Remar]|
- 05/08/17 04:30 PM
05/08/17 04:40 PM

11/08/17 11:20 AM

aaaa

11/08/17 11:20 aM

External Files

Fig.111

e The Parked File history is displayed in Fig.112:
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m

b/08/2018

| View | Move To | More | Hierarchical View | My Files

|er No ~ File Numbg Sk, el ue On ~ Read On
TS File Park History o - 4 17/07/18 ¢
aosozzod| FILE NUMBER - C-12/0005/2018- 1% / ST §F G (§F §F T )-MHA st
B-11/0008/ Action By Action Date Action Remark Restored By Restored Date Restored Remark A
€/0005/20 @IAUINAEND bikram 10/08/2018 02:39 PM kindly @IAUINAENT bikram 10/08/2018 02:40 PM see 17/07/18 1

4 B/0008/201 -
af0021/204 17/07/18 1
B/o007/204 17/07/18 1

s B-12/000&/ -

= €/0007/20 -

1 B-11/00054 -
A/0040/201 22/05/18 (
C-13/0010, 16/05/18 1
SahooStri 06/03/18 (

12/02/18 (
12/02/18 (
Out Today B M llow Note
[ 3
ory Sery ul
Fig.112
c) Close File History: It displays the history of the closed file.
o Select the file and click Close File History link from the dropdown as shown in Fig.113:
i Rames  15/00/2014 7o 11/08/2017

T )| || Receive | Send Back | Send | Viev: | Move To | More | - e e T =
Files = |8 ~Computerne - | Parkle - sublect ~Sentay ~Senton ~Dueon -ReadOn ~ Remarks
¥ Rab @ P 28379 FafcERe Hiktoch PROCUREMENT OF NEW SCANNERS PRIVANKA KUMARL eoffce 05/08/17 04:09 PM 09/08/17 04:30 PM B

il & o7 T L secrion sos PRIVANKA KUMARY aoffce os/08/17 04:03 o1 03/08/27 04140 o1 B
» Created P 28375 Bt ——| APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARL eoffce 05/08/17 12:52 PM 11/08/17 11:20 AM ]

» Drafts E 28370 A-19011/1/2017-Demo PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARI, eoffce. 09/08/17 11:50 AM 11/08/17 11:20 AM =}

+ Completed
» parked
 Aoproval Raquemss
» RS Tobon
) Sems
e

+ Dratis

+ Complesed

LEGEND Priority M OutToday M MostImmediate M Immediate & Action Initiated % Other Department [% Files with Draft [} Draft Note. Yellow Note External Files

+ Create New (5FS)

Create part

» Create Volume
» Recycle Bin

» Initiated Action
Migrate File
Dispatch

® @

Dispatch
bsc
Settings
Notification

Wizl

Fig.113
e The Closed File history is displayed in Fig.114:
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[10/08/2018
| Wiew | Move To | More | Hierarchical \ﬁew| My Files
8 ¢ _ 4 = " i i) 12/07/48 0210 Pl - 17/07/18 03:1
7 File Closed History L /18 02:0
= FILE NUMBER - A/0033/2018-0/0 of HS(MHA) /18 02:0
s Action Action By Action On Action Remarks Approved By Approved On Approval Remarks A
54 Close mddudndend bikram 25/06/2018 02:05 PM Work Done. - - -
] Reopen @odLFndend bikram 10,/08/2018 03:55 PM kindly - - /18 12:1
g 7/18 11:4
L
71
4 5/18 04:1)
] 6/18 11:5
|E] 5/18 02:4
& B/18 05:4
2 2/18 06:3
] D/18 01:1
Out Tj
4 3
Y

Fig.114

d) Create Volume: It is used to create a new Volume of an existing Physical File.

Not allowed for electronic files.
To create a Volume, perform following steps:

o Select the file and click Create Volume link from the dropdown as shown in Fig.115:

TN, TN LT MR LI
Raceive | Sand Back Send | View | Move To | Mare |

Tilararehical View| 1y ries v
- Computar No - Santay ~Ssaton ~Duson - ReadOn Remark
- p 28379 PROCUREMENT OF NEW SCANNERS PRIVANKA KUMARY, actfce 05/08/17 04109 M - 09/08/17 04:30 oM ]
e 28378 LAW ENHANCEMENT SECTION 504 PRIVANKA KUMARY, actfce 09/08/17 64105 PM - 09/08/17 04140 P =
» 28375 APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARY actfca 05/08/17 12:52 M - 11/08/17 11:20 AM -]
e 28370 PERSONAL FILE FOR SERVICE RECCORD UPDATION PRIVANKA KUMARY, actfce 09/08/17 11:50 aM - 11/08/17 11:20 AM (-}
e Priority W OutToday M MostImmediste W Immediate & Action Initiated M Other Department [ Files with Draft [ Draft Note Yellow Note External Files,

Dispatch =
Dinpatch @
osc =]
Settings =
Notification =]

Fig.115

e The volume file creation screen appears with prefilled file details (like File Number, Description, and
Category etc.) as shown in Fig.116:
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A-16011/1/2017-Demo

v

= ErETETES

Fig.116

Note:
All the details can be updated if required, except the File number.

Create Volume »

e C(lick button as shown in Fig.117.

e The volume file is created with suffix adjacent to file number as shown in Fig.117:

‘ Correspondence ' Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | Action Details | More... |
g
File Number A-16011/1/2017-Demo-Volume(2) Subject : PROCUREMENT OF NEW SCANNERS
Opening Date 11/08/17 11:55 AM Remarks
Main Category General Sub Category :
Previous Reference : Later Reference
File Movement History ®; Print History
Sancer ~Sent on ~Sentto ~ Action ~ Remarks -
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved 8y ~ Approved On ~ Approved Remarks -
File Dispatch History
Dispatch Number ~ - Subject ~ Address ~ Dispatch Date ~

Fig.117
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Electronic Files Action tabs:

Let us learn following different options available in the menu bar for electronic files.

1.

Noting: It consists of line actions with regard to the correspondence or as per the subject matter of the file
subject. It is used to add Yellow Note and Green Note in the existing File and to view the noting By Name and By
Date or All the noting together, as shown in Fig.118:

Computer No: 28378  File No: C-13011/3/2017-Demo Subject: LAW ENHANCEMENT SECTION 90A

| View By Name |

| View By Date

Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Datails | More |

[T Toc )("Recene ) Al )(Previous Notings)

%/ /Add Yellow Note « ¢ 11 of 1 Note(s) » »

Note # 1
The Ministry of Women and Child development has taken several initiatives on the programmatic front too.

SWADHAR: A Scheme for Women in Difficult Circumstances

The Ministry of Women and Child Development launched ‘Swadhar’ in 2001-02 to address the specific vulnerability of women in
difficult cin through a home-based holistic and integrated approach. The scheme through the provision of shelter,
food, clothing, counselling, training, clinical and legal aid aims to rehabilitate the women in difficult circumstances. Widows
deserted by their families and relatives and left uncared near religious places are also target group beneficiaries of this scheme.
Funds under the scheme are released to implementing agencies which include non-governmental organizations and State
Government bodies.

May kindly see article proposed by Ministry of Women and Child Development.

09/08/2017 4:05 P PRIYANKA KUMART
(ASSISTANT)

— + AutomaticZoom 3

1

w ol

Fig.118

a) Yellow Note: Yellow Note is to add a draft note in a file for taking approvals from reporting before finalizing
the green note. Once the yellow note is confirmed, it changes to green note sheet.

b) Green Note: Note is the document in file on which all decision making/ major facts/ approvals are recorded.
Anything recorded on green note of file stays permanently on file if the file is moved at least once.

To add a Yellow Note, perform following steps:

e Click =| | Add Yellow Note

link as shown in Fig.
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Computer No: 39624 File No: BSPHCL-11012/1/2018-Dema Subject: deocs

" Neting | Correspondence | Draft | | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
. +
o | o

Bi |Add Green Note || Ei|Add Yellow Note

Microsoft Word - Document1

Fig.119
o The Noting screen becomes active. Type the note content manually or copy the content from already created

word/ text files and paste it. After adding the content, click button as shown in Fig.120:

Computer No: 33624 File No: BEPHCL-11012/1/3018-Deme Subject: docs

(f Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

]

"
&
Last Saved 13-08-2018 12:24:53 PM

A e Microsoft Word - Document1

B I U Formats~  Line Height ~  Paragraph ~  Verdana - 1pt -

= = E he B —Q M T E- A~ A~ ®F Engishe ©§ vcC

1. Case sensitive
2. Class Name: For all class name first letter should be in upper case, e.g.
MyFirstlavaClass.

3. Method Name: All method names should start from lower case, if method
name is made using several words the inner word'’s first letter should be in
upper case, e.g. public void myMethodName.

. Program File Name: Exactly same as the class name.

. public static void main (String args []): Mandatory part of every java
program.

S

lava Identifiers: !
Names used for class, methods and variables.
lava Modifiers:

1. Access Modifiers: default, public, protected, private
Nen-Access Modifiers: final, abstract, s‘lricﬁﬁ

»

l

p » span Words: 95

Fig.120

e After the note is saved, the actions provided as per authorization are shown in Fig.121:
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Computer No: 39624 File No: BEPKCL-11013/1/3018-Demg

Subject: docs

Method Name: All method names should start from lower case, if method name is

made using several words the inner word’s first letter should be in upper case,
e.g. public void myMethodName.

4. Program File Name: Exactly same as the class name.
5. public static void main (String args [1): Mandatory part of every java program.

Java Identifiers:

Names used for class, methods and variables.

Java Modifiers:

Version

CreatedBy

Created On
0 13/08/18 12:30 PM RIMAN DEEP

[ Weting | Corespendance | Draf: | Rek | Link | Detals | | Edit | Send Back | Send | Attachment | Action Details | More |
- o
o [Tec [TRecent—) AN ) Previous Notings | £
Version : 1.0 Microsoft Word - Document1
Java Syntax: -
1. Case sensitive
2. Class Name: For all class name first letter should be in upper case, e.g.
MyFirstlavaClass.
3.

+
Fig.121
a) Edit: To edit the content of note. After each editing a new version of the note is created.
b) Discard: To delete the note.
c) Confirm: To confirm Yellow Note into Green Note. Once the yellow note is confirmed, the confirmed
versions of note will displayed.
To add a Green Note, perform following steps:
. Add Green Mote |,. R
e (lick b link, as shown in Fig.122:
(Computer No: 28378  File No: C-13011/3/2017-Demo Subject: LAW ENHANCEMENT SECTION S0A
Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details. | More |
LI [~ To€ ) “Recent ) ANl )Previous Notings) «( @ P
[BRdd Green Note] | = add Yellowtiotd « « [ =1 of 1 Note(s) » » Automatic Zoom ¢
Note # 1

The Ministry of Women and Child development has taken several initiatives on the programmatic front too.

SWADHAR: A Scheme for Women in Difficult Circumstances

The Ministry of Women and Child Development launched ‘Swadhar’ in 2001-02 to address the specific vulnerability of women in
difficult circumstances through a home-based holistic and integrated approach. The scheme through the provision of shelter,
food, clothing, counselling, training, clinical and legal aid aims to rehabilitate the women in difficult circumstances. Widows
deserted by their families and relatives and left uncared near religious places are also target group beneficiaries of this scheme.

Funds under the scheme are released to implementing agencies which include non-governmental organizations and State
Government bodies.

May kindly see article proposed by Ministry of Women and Child Development.

09/08/2017 4:05 PM

PRIVANKA KUMART '
(ASSISTANT)

24594/2017/eoffce

1-7-3

Fig.122
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o The Noting screen becomes active. Type the note content manually or copy the content from already created
word/ text files and paste it., as shown in Fig.123:

Computer No: 28378  File No: C-13011/3/2017-Demo Subject: LAW ENHANCEMENT SECTION S0A

Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

Quick Noting + | (] =47 X

(T To€ )"Recent ) AN |(Previous Notings)
Noting saved at 14-08-2017 02:43:55 PM o o — + AutomaticZoom *
B UYUS =EF
E-E-EE 60 XD B XX —QO0 ST LB A-A-8X
Engish~ @ ~ 2

Formats~  Paragraph ~  Verdana  ~  12px -

24594/2017/eoffce

A scheme known as ‘Swadhar’ has been designed with a more flexible and innovative
approach to cater to the requirement of various types of women in distress in diverse
situations under different conditions. The Swadhar Scheme purports to address the specific
vulnerability of each of group of women in difficult circumstances through a Home-based
holistic and integrated approach.

The following shall be the objectives of the scheme:

® To provide primary need of shelter, food, clothing and care to the marginalized
women/girls living in difficult circumstances who are without any social and economic
support.

® To provide emotional support and counseling to such women.

® To rehabilitate them socially and through ed i skill up
gradation and through training etc. i

® To arrange for specific clinical, legal and other support for women/girls in need of those
intervention by linking and networking with other organizations in both Govt. & Non-
Govt. sector on case to case basis.

® To provide for help line or other facilities to such women in distress.

® To provide such other services as will be required for the support and rehabilitation to
such women in distress.

May kindly refer to the article proposed by Ministry,|

Fig.123

e Noting done gets saved automatically.

e A pre-defined or created by user (In English or Hindi), one-liner noting in Green Note can be added by using

Quick Neting = | feature. It is used to create a customized list of one-liner noting frequently used in

organizations.

Note:

To add quick noting list go to Settings—>Quick Noting feature.

e The User can also attach supporting documents (PDF Format only) by clicking on m button at the
bottom of the noting portion as shown in Fig.124:
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e

A scheme known as ‘Swadhar’ has been designed with a more flexible and innovative
approach to cater to the requirement of various types of women in distress in diverse 2458412017 /eoffce

situations under different conditions. The Swadhar Scheme purports to address the specific

vulnerability of each of group of women in difficult circumstances through a Home-based ) J “tim . | 7
holistic and integrated approach. ’

The following shall be the objectives of the scheme: —
® To provide primary need of shelter, food, clothing and care to the marginalized
women/girls living in difficult circumstances who are without any social and economic I
support. Y
® To provide emotional support and counseling to such women.
® To rehabilitate them socially and i through ed; . skill up t > 3
gradation and personality development through behavioral training etc. Ey AT7a5 7 WO
® To arrange for specific clinical, legal and other support for women/girls in need of those =%
intervention by linking and networking with other organizations in both Govt. & Non-

Govt. sector on case to case basis. =Xt
® To provide for help line or other facilities to such women in distress. ke >
® To provide such other services as will be required for the support and rehabilitation to

such women in distress. ‘

May kindly refer to the article proposed by Ministry.-

p » span Words: 199

1l LAW ENHANCEMENT.pdf

Fig.124
2. Correspondence: Correspondence is any letter/ DAK which is diarized for action to be taken in file. It is used to

attach Correspondence/ Receipt to the working File.

. = T
e Clicking on Correspondence ([ rrespondence

right side, as shown in Fig.124:

o C(lick button, a list of receipts appears, select the receipt and click button as shown

in Fig.125:

) button, the list of Correspondence and Issues appears on

e User can also search for the receipt using Year and Search fields.

Computer No: 28378 File No: C-13011/3/2017-Demo Subject: LAW ENHANCEMENT SECTION S04 [i
[ Noting | C | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |

g g [T€ ) Recent Al )revious Notings) e

List of Correspondences and Issues

[ Saarch for the raceipt ] Choose One ||
O = Receipt/Issue Ho. ~ Subiect ~ Type~ Attached On ~ Pages~ Action~|
2018 v Search Oe W) 24594/2017/coffce  OFFICE ORDER RELATED TO LAW ENHANCEMENT 09/08/17 03:56 M 1-1  Respen
Computer Number Receipt Number Subject
3 26257 26257/2018/ 20ffca Kindly E
@ ’ ility of women in
3 24727 24727/2017/2offce Procedures | b,on of shelter,
E 24728 24728/2017/ecffce Gircular es. Widows
o of this scheme.
E 25851 25851/2017/2cffca urgant e
3 25852 25852/2017/20ffce kindly see.
3 20472 20472/2018/eoffce Kindly see,
&< 1w
RIYANKA KUMART l
(ASSISTANT)

Fig.125
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Note:

The list contains receipts which are present in ‘Created (Completed)’ or ‘Inbox’ sub-module of Receipt.

e The receipt will be attached as Paper under Consideration (PUC inside the file) and it can be seen on the
right side under List of Correspondences and Issues.

Note:

Marking of the receipt such as Fresh Receipt (FR) or PUC can be set from the dropdown menu available at the top of
List of Correspondences and Issues page

a) Mark as PUC: It is used to mark the receipt as PUC.
To mark a receipt as PUC, perform following steps:

o Select the receipt from the List of Correspondences and Issues and mark as PUC link from the dropdown
menu as shown in Fig.126:

Computer No: 33572 File No: A-11011/9/2018-Damo-DERT-EQFFICE Subject: CSMRS TRAINING ﬁ
[ Neting | Corr | Dreft | | Link | Details | [ Edit | Send Back | Send | Attachment | Action Details | More |
+
P [ To€ ) Recent || AN | Previous Motings |
B |Add Green Note | | [=i|add vellow note | ¢ [ 13 of 3 Note(s) » » List of Correspondences and Issues
Note # 1 | Chooze One |
~ 4] , > - - - e ™
et Receipt/Issue No. ~ Subject Typer Attached On FPagesv Action  [yreerervoas
v = &) 29525/2018/eoffcz  Establishment related matters  PUCI 15/05/18 10:44 AM  7-13  Reopen Unitar! Lo
05/02/2018 10:38 AM NIKITA NEGI Wark As PR
(ASSISTANT) @) Lss54/2018 csmrs Issue 15/03/18 05:10PM  6-6 Reminders | Detach
<l
g3 @ Lsspois csmrs. Issue D6/03/1803:31PM 55 Reminders ~zusismiu
E @) 23386/2018/ecffce  csmrs 16/02/18 02:48 PM  1-4 Reopen
06/03/2018 3:26 PM NIKITA NEGT
Cais!
Note # 3
06/03/2018 3:28 PM NIKITA NEGI
(ASSISTANT)
Fig.126

b) Unmark: It is used to unmark the receipt which is either marked as PUC or FR.

To unmark an already marked receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Unmark link from the dropdown
menu as shown in Fig.127:
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Computer No: 32572 Fila No: £-11011/5/2018-Dame-DEPT-EOFFICE Subject: CSMRS TRAINING
( MNoting | | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
2 [Tee ) Recent || AN | Previeus Motings |
Bl |Add Green Note | | Zi|Add Yellow Note | ¢ 13 of 3 Note(s) » » List of Correspondences and Issues
el 2 - Receipt/Issue No. ~ Subject ~ Type~ Attached On ~ Bages~ Action
Fefer fo pageno &
[« = @) 29525/2018/ecffcs  Establishment ralated mattars __ PUCI _15/05/18 10:44 AM __ 7-13 _ Racpan |
©05/03/2018 10:38 AM NIKITA NEGT
(ASSISTANT) ) Lessazoie - Issue 15/02/18 05:10PM 66  Reminders
R © veszzrzoie cames toue 06/03/18 03:32 M 55 Reminders
(= z336e/z0is/eotice  camrs 16/02/18 02:48 PM 14 Reopen
06/03/2018 3:20 PM NIKITA NEGT ] O zaesz019/e0fice 2 ”

Note # 3

06/03/2018 3:28 PM NIKITA NEGI
(ASSISTANT)

Fig.127
c) Mark as FR: It is used to mark the receipt as FR.

To mark a receipt as FR, perform following steps:

e Select the receipt from the List of Correspondences and Issues and click Mark as FR link from the
dropdown menu, as shown in Fig.128:

Computer No: 23572 File No: A-11011/9/2018-Demo-DEPT-EOFFICE Subject: CSMRS TRAINING
( Noting | Ct | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
=] [ To€ ) Recent || AN | Previous Notings |
B |Add Green Note | | [=1[2dd Yellow Note | ¢ [ 13 of 3 Note(s) » » List of Correspondences and Issues
Choose Cne ¥
Note # 1 Choose Gne
e o - it/ .~ - - - -
_—_— (=] Receipt/Issue No. v Subject Typev Attached On Pages Action Mtk fis BUC
¥ = @) 23525/2018/ccffce  Establishment related matters PUCI 15/05/18 10:44 AM  7-13  Reopen
05/03/2018 10:38 AM NIKITA NEGI R
(ASSISTANT) @ Les54/2018 csmrs Issue 15/03/18 05:10PM 66
IR W Uesazz0ig csmrs Issue 06/03/18 02:31PM 55
& ) 23286/2018/scffce  csmrs 16/02/18 02:48 PM  1-4 Reopen
06/03/2018 3:26 PM NIKITA NEGT eSS
T
Note # 3
06/03/2018 3:28 PM NIKITA NEGI
(ASSISTANT)

Fig.128

e Then, select the PUC Number from the dropdown menu as shown in Fig.129:
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Computer No: 32572 Fila No: 4-11011/9/2016-Damo-DERT-EOFFICE Subjact: CSMRS TRAINING

B

( Noting | Corr | Draft | | Edit | Send Back | Send | Attachment | Action Details | More |

- (R

| Link | Details |

) Recent | AN [ Previous Notings |

List of Correspondences and Issues

Bi | Add Green Note | | [2i|add Yellow Note |[# ¢ 13 of 3 Note(s) » »

Mark AsFR ¥

DO IR a8 - Receipt/Issue No. v Subject ~ Typer Attached On ~ Pagesv Action v <
refer to page no 4
¥ e @) 29525/2018/ecffcs  Establishment ralated matters  DUCI 15/05/18 10:44 AM  7-13  Reopen
05/02/2018 10:38 AM NIKITA NEGI
(ASSISTANT) W Uesse/2018 csmrs Issue 15/03/1805:10 PM 66  Reminders Dublish To KMS
NotelLA W Les22/2018 csmrs Issue 06/03/1803:31PM  5-5  Reminders Publish To KMS
8 e @) 23386/2018/ecffce  csmrs 16/02/18 02:48 PM  1-4 Reopen
06/03/2018 3:26 PM NIKITA NEGT
(EEETET) PUC Number: [ Choose one 1Y Done Cancel

Note # 3
== 2 Choose
ETEN—

NIKITA NEGI

06/03/2018 3:28 PM
(ASSISTANT)

Fig.129
e C(lick the button. The receipt gets marked as FR.

d) Detach: This option helps the user to Delete/Detach the attached receipt from List of Correspondences and
issues. Receipt can be detached before the movement of electronic file.

To detach a receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Detach link from the dropdown
menu as shown in Fig.130:

Computer No: 33572 File No: A-11011/5/2018-Damo-DEFT-EQFFICE

Subject: CSMRS TRAINING

06/03/2018 3:26 PM

Note # 3

06/02/2018 3:28 PM

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

[TNeEiRg | [ Draft | | Link | Details | [ Edit | Send Back | Send | Attachment | Action Details | More | Quick view |
=} (e ) Recant | AW ) Pravious motings |
Eil |5dd Green Note | [ =i[add vellow Note [# ¢ [ 13 of 3 Note(s) * » List of Correspondences and Issues
Note # 1
2 - /1 v ~ - - -
et TreneT J Receipt/Issue No. ~ Subject Typer Attached On Pages~ A
| & @) zoses/zoisieofics  Establshment relsted matters  BUCL 15/05/18 10:44 AM__ 7-13 R
05/02/2018 10:28 AM NIKITA NEGI
(ASSISTANT) & uUsssazois lssus 15/02/1805:10 PM 66 R
oA e-Hac R O uss s Issus 06/02/18 03:31PM 5.5
O e ) zozee/z018/ecfice  csmrs 16/02/18 02:48 PM 14
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e) Close: This option helps the user to close the attached receipt from TOC of Correspondences.
To close a receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Close link from the dropdown

menu, as shown in Fig.131:

Computer No: 32572 Fila No: 4-11011/9/2016-Damo-DERT-EOFFICE Subjact: CSMRS TRAINING

( Noting | Corr | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
P [ To€ ) Recent || AN | Previous Motings |
B |Add Green Note | | [=i|add vellow note | ¢ [ 13 of 3 Note(s) » » List of Correspondences and Issues
Choose Cne ¥
Note # 1 Chossa One
e e O - 4] - - - - -
e (=] Receipt/Issue No. ~ Subject Typer Attached On Pages~ Action Mark fs PUC
¥ £ ) 23525/2013/ecffcs  Establishment ralated matters  PUCL 15/05/18 10:44 AM  7-13  Reepen UnMark
05/02/2018 10:38 AM NIKITA NEGI — Mark As FR
(ASSISTANT) @ L&s54/2018 csmrs. Issue 15/03/18 05:10PM  &-6  Reminders |Datach
g3 @) uss2zronis csmrs. Issue 06/03/18 03:31PM 55 Reminder:
L E @) 23386/2018/ecffce  csmrs 16/02/18 02:48 PM  1-4 Respen
06/03/2018 3:26 PM NIKITA NEGI
(ASSISTANT)

Note # 3

06/03/2018 3:28 PM NIKITA NEGI

(ASSISTANT)

Fig.131

enter the Remarks and click button as shown in

e The Close Confirmation box appears,

Fig.132:

Computer No: 32572 File No: A-11011/8/3018-Demo-DEPT-EQFFICE Subject: CSMRS TRAINING

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Closing confirmation

o

Do you want to close the following receipt(s)?

)
lD Previous Notings

List of Correspondences and Issues

i)

*  29529/2018/kofce

Bi |Add Green Note | | 21| Add Yellow note |4 4 13 of 3 Note(s) » »

Work Completed. Choose One ¥
Nolel No. ~ Subject ~ Type~ Attached On ~ Pages~ Action  ~ ~
Tefer to page no 4
ifce Establishment related matters PUC1 15/05/18 10:44 AM 7-13 Reopen
05/03/2018 10:38 AM
A csmrs. Issue 15/03/18 05:10 PM &6 Reminders Publish To KMS
M esmrs Issue 06/03/18 03:31 PM 55 Reminders Publish To KMS
fea  csmirs 16/02/18 02:43 P 1-4 Racpen

06/03/2018 3:26 PM

Note # 3

Cancel

—
NIKITA NEGI
(ASSISTANT)

06/03/2018 3:28 PM

Fig.132
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o The selected receipt gets closed.

e The B=2220|ink against closed receipt becomes active.

3. Draft: It is a process of creating an official reply to the concerned user/department/ministry conveying the
views or orders of the department. With the help of this feature user can Create New Draft and View Existing

Drafts in the File.
To create a new draft, perform following steps:

ft |

e Scroll mouse over

tab and click the Create New Draft link, as shown in Fig.133:

[Computer No: 28378  File No: C-13011/3/2017-Demo Subject: LAW ENHANCEMENT SECTION S0A

W3

Create New Draft

| Noting | Correspondence | Draft | Referances | Link | Details | Movemen ts | Edit | Send Back | Send | Attachment | Action Details | More |

|

Bi Add Green Note | = |Add YellowNotd « « | 1t

Note # 1
The Ministry of Women and Child development has taken several initiatives on the programmatic front too.

SWADHAR: A Scheme for Women in Difficult Circumstances

The Ministry of Women and Child Development launched ‘Swadhar’ in 2001-02 to address the specific vulnerability of women in
difficult circumstances through a home-based holistic and integrated approach. The scheme through the provision of shelter,
food, clothing, counselling, training, clinical and legal aid aims to rehabilitate the women in difficult circumstances. Widows
deserted by their families and relatives and left uncared near religious places are also target group beneficiaries of this scheme.
Funds under the scheme are released to implementing agencies which include non-governmental organizations and State
Government bodies.

May kindly see article proposed by Ministry of Women and Child Development.

00/08/2017 4:05 PM

PRIYANKA KUMART
(ASSISTANT)

of 1 Note(s) » » List of Correspondences and Issues
Choose One ||
o -~ Receipt/Issue No. ~Subject ~Type ~ Attached On ~ Pages- Action~
Oe &) 24647/2017/eoffce OFFICE ORDER RELATED TO LAW PUC1 14/08/17 03:32PM  2-2 Reopen
Oe &) 24594/2017/coffce OFFICE ORDER RELATED TO LAW ENHANCEMENT 05/08/17 03:56 PM  1-1  Reopen

Attach

Fig.133

o The Create New Draft screen appears, as shown in Fig.134:

[Computer No: 26375 File No:

2 | Edit | SandBack | Sand | Awachment [ Action Daals | Newa|

Noting
New Draft Page Size[A4 - T RE] or Draft Details
B 7 U S E = = E Fomas+ Paagaph -  Vedana v 14px Draft Type New/Fresh U] clessifies Choose one Bl
Er-E-EE 8 XD B XX —-—Q0O NN LmE- A-B- &3 egishy O~z Drsft Nsture Choose One. [C]  Prefix Choose One. ]
~ Language® English [¥] 1ssanction ]
LAW ENHANGEMENT SECTION S0A
Subject -
TR 1000] 73 amctem et
‘Communication Details
Ministry Chosse one S
Department Choose one =
Name Designation
Organization
Adaress 1 -
Address 2
Country NDIA ] stete Andaman & Nicobar lslands =1
city Pincode
Mosile Landiine
Fax Email
Add More Recipient(s) | Clear
Attachments [ tach File]
Hote
2 Use #ApprovedBy# For Approver Info,
Use #ApprovedByName# For Approver®s Name
For Approver®s
Use #ApprovedBy Sectionllame# For Approver Section Name.
4 orec Use #ApprovedDate# For Date of Approval
Save
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e Type the draft content manually or copy the content from already created word/ text files and paste it or choose
a pre-defined template by clicking button orli i button, as shown in Fig.135:

[Computer No: 25375 File No:

I&  Subject: LAW ENRANCEMENT SEC

ey

Send Back  Send | Attachment | Action Details  More |

Words: 61

Use #ApprovedDate# For Date of Approval.

Noting | C Draft | | Link  Details | | Edie
LS
New Dratt Page siz or IEEEEE| Draft Details
Bl 7 U S|& 3 WM fomas~ | Paragraph - | Verdana ~ | 130 = Dratt Typer NewiFresn Classified Chosee ons &1
E-E-EE N0 aXDo B X —QO0 ST Lm- A-BH- ®% g O~ Dratt Nature Griooes O Prefix e
~ Langusge" Englizn s Sanction i
[ scheme Rnown 2= ‘Svadhar has been designed vith = more flexible and innovative
approach to cater to the requirement of various types of women in distrass in diverse, CAN ERANCEMENT, SECTIONS0R
situstions under different conditions. The Svadhar Scheme purports to addrass the Subject -
specific vulnerability of each of group of women in difficult circumstances through 3, —
Home-based holistic and integrated approach. ] Shacscisa B8
Communication Details
[ ApprovedBys Ministry Choose one 5
| S
Department Choose one =
Name: Designation
Organization
Address 1+
| [
Country oA state Andaman & Nicobar biands 2]
city Pincode ]
nosile Landiine
Fax Email
Add Mors Recipientis) | Clear
Attachments [ Actach Fiie
Hote
ks Use #ApprovedBy# For Approver Info
Use #ApprovedByliame# For Approver®s Name
For Approver®s
e Use #ApprovedBy Sectionliame# For Approver Section Name.

Fig.135

e After creating the DFA, select Draft Type, enter all the necessary details and DFA #Tags (if required) and

click button, as shown in Fig.136:

Words: 61

Use #ApprovedBylame# For Approver®s Name
Use For Approver®s

Use #ApprovedBy Sectionlame# For Approver Section Name.

Use #ApprovedDate# For Date of Approval

Computer No» 28378 File Nox
("Noting | C
New Draft Page Size Choose from Template(s) [P Upload File | Draft Details
B/Z US E = =|E Fomas~  Poragaph ~  Verdsna ~ | 13px % Draft Type Reply Classified Confidential
E-E-EE NS aXDE X000 ST LE- A-B- ®5 engisne O -z Draft Nature Letier Prefix Ghoose one &
~ Language™ English Is Sanction (m}
A scheme knovn a3 ‘Svadhar’ has been designed vith a more flaxible and innovative = -
approach to cater to the requirement of various types of women in distress in diverse [OFFICE ORDERRELATED TO LAW ENEANCEMENT:
situations under different conditions. The Swadhar Scheme purports to address the Subject *
specific vulnerability of each of group of women in difficult circumstances through a -
Home-based holistic and integrated approach. oo, = .
e 2assazotriectics [V da il T e B
Sappeovaitys Communication Details
#ApprovedDate#
Ministry MINISTRY OF LAWJUSTICES COMPANY AFFAIRS
Department Choose one
Name PARKOSH UPPAL Designstion TECHNICAL DIRECTOR
Organization
Address 1+ DELHI
| I PO
Country INDIA State Delhi
City DELHI Pincode
Mobile Lsndline
Fax Email
Add More Recipient(s) = Clear
Attachments [ Atach File]
E LAW ENHANCEMENT.pdf
v
Hote :
Use #ApprovedBy# For Approver Info.
P » span » strong
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Note:
DFA # Tags will not work on uploaded DFA

e A unique Draft Number is assigned to the draft, as shown in Fig.137:

fcomputer No: 25375 Fite No: C-1301. T& Subject: LAW ENRANCEMENT SSCTION 504 =
Noting  C Dbrak | [ Link | Datails | [Edit Send Back  Send | Attachment | Action Datails | Mors |
7o No.: FA/13530 -V 1.0 Dram Status - 074 | B [ Preview | Apove | Eait
Draft Details
Draft Type~ Reply Classified Confidential
Draft Nature Letter Prefix Choose one
Language- English 1s Sanction [m]
OFFICE ORDER RELATED TO LAW ENHANCEMENT
Subject
A scheme known as ‘Swadhar’ has been designed with a more flexible L *2“5‘;20 7 " S N -
and innovative approach to cater to the requirement of various types of imeipt Mmbie. il st = iy Tvpe. e oon
women in distress in diverse situations under different conditions. The Communication Details
Swadhar Scheme purports to address the specific vulnerability of each Attachments | Attach File |
of group of women in difficult circumstances through a Home-based LAW ENHANCEMENT paf
holistic and integrated approach.
#ApprovedBy# I o
#ApprovedDate# Use #ApprovedBy# For Approver Info,
Use #ApprovedByllame# For Approver®s Name
Use #ApprovedByDesignation# For Approver®s Designation
Use #ApprovedBy Sectionlame# For Approver Section Name.
Use #ApprovedDate# For Date of Approval
v
[ e [romoe ot

e Anewly created draft has three buttons:
a) Preview: View the DFA before sending.
b) Approve: To finalise the DFA. Once the draft is approved no further changes in the content can be done.

c) Edit: To make the necessary changes in DFA. Each editing of the draft will create a new version of the
draft once the file along with the draft is moved to the next user.

Note:

The button is visible only to users having role of Draft Approver.

e Once button is clicked, an approval confirmation popup appears. Click button, as

shown in Fig.138:
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Computer No: 25375 File No:

Noting | Correspondence Draft | References | Link Details | Movements | Edit Send Back  Send | Attachment | Action Details

Dreft No. : DFA/13530 - V1.0 Draft Status : DFA

— + AutomatcZoom *

(5]

A scheme known as ‘Swadhar’ has been designed with a mpr
and innovative approach to cater to the requirement of vario
women in distress in diverse situations under different conditions. The
Swadhar Scheme purports to address the specific vulnerabiti
of group of women in difficult circumstances through a Home-based
holistic and integrated approach.

#ApprovedBy#
#ApprovedDate#

Once draft gets approved no further changes can be made.

Approval Confirmation YFFCE ORDER RELATED TO LAW ENHANCEMENT

tai {000 | S———
=T || paspasotiestion 1] & Resly
— |

More |
Draft Details
Draft Type Reply Classified
Oratt Nature Letter Prefix
s Sanction

Type

e

Configential
Choose one

|

Choose one

Communication Details

LAW ENHANCEMENT.pdf

Note :
Use #ApprovedBy# For Approver Info.

Use #ApprovedByName# For Approver®s Nsme

i e

Use #ApprovedBy Sectionlame# For Approver Section Name.
Use #ApprovedDate# For Date of Approval

[Frien [romer o]

Fig.138

o The DFA gets approved and DFA # Tags changed into relevant information, as shown in Fig.139:

o [ subjects Law EnmancEMENT

Computer Nos

| MNoting | Correspondence  Dral

R —|

-+

Automatic Zoom &

File No.C-13011/3/2017-Demo

A scheme known as 'Swadhar’ has been designed with a more flexible
and innovative approach to cater to the requirement of various types of
women in distress in diverse situations under different conditions. The
Swadhar Scheme purports to address the specific vulnerability of each
of group of women in difficult circumstances through a Home-based
holistic and integrated approach.

NIKITA NEGI, ASSTT(NG)-eOffice, eOffice
14/08/2017

| References | Link Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

B
Draft Details
Dratt Typer Reply Classitias Configential
Draft Nature Letier Prefix Ehoose on=
Language® [Engiizn s Sanction O
[OFFICE ORDER RELATED TO LAW ENHANCEMENT
Subjet

Tots11000 | SE1  sharmsters laft

R
P we
[
ooy =
G oe
Mobita

Fax

Receipt Number 24584201 7Ieato= |1 & Reply Type GChoose one
C ion Details

Ministry MINISTRY OF LAW,JUSTIGER COMPANY AFFAIRS

Department Choose ane )

Name PARKOSH UPPAL Designation TEGHNIGAL DIREGTOR

State

Pincode

Landline

Email

Daini

Add More Recipient(s) | Clear

Attachments

ttach File

LAW EMHANCEMENT pdt

|<

Note :
Use #ApprovedBy# For Approver Info.

Uss #ApprovedBylames# For Approver®s Name

Use For Appr

Use #ApprovedBy SectionName# For Approver Section Name.
Use #ApprovedDate# For Date of Approval

Fig.139

e After approving of the draft the actions available are shown in Fig.140:
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Computer No: 2 v
Noting | Correspondence Draft | References | Link  Details | Movements | Edit  Send Back  Send | Attachment | Action Details More |

Draft No. : DFA/13630 - V1.0 Draft Status : Approved =
= L.
Draft Details
— 15" Ainomasc zoom Dratt Type~ Reply Classifies Confidential ]
F Draft Nature. Letter Prafix Choose one ]
File No.C-13011/3/2017-Demo
Language" English s Sanction O

(OFFICE ORDER RELATED TO LAW ENHANCEMENT

Subject*
A scheme known as ‘Swadhar’ has been designed with a more flexible R e o
and innovative approach to cater to the requirement of various types of Recaist umbe Zionspni et e Reely Tvee Chemsore
women in distress in diverse situations under different conditions. The Communication Details
Swadhar Scheme purports to address the specific vulnerability of each Ministry MINISTRY OF LAW,JUSTICES COMPANY AFFAIRS
of group of women in difficult circumstances through a Home-based N o
holistic and integrated approach.
Name PARKOSH UPPAL Designation TECHNICAL DIRECTOR
NIKITA NEGI, ASSTT(NG)-eOffice, eOffice Smantzation
14/08/2017 Address 1+ DELHI
| I
Country NDIA State Deini
city DELHI Pincode
Mobile Landline
Fax Email
Add More Recipient(s) | Clear
Attachments

LAW ENHANCEMENT. paf

Note
Use #ApprovedBy# For Approver Info.

Use #ApprovedByName# For Approver®s Name
Use For

Use #ApprovedBy SectionName# For Approver Section Name.
Use #ApprovedDates# For Dste of Approval

Fig.140

Note:

For more detail refer the button mentioned under Dispatch action tab of Browse & Diarise sub-module. .

To view existing draft, perform following steps:

e Scroll mouse over o Itab and click the View Draft link, as shown in Fig.141:

Computer No: 35645  File No: B-11011/10/2018-Demo-DEPT-EQFFICE % Subject: subject
| Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |

( MNoting | Correspondence | Draft

o

[ To€ ) Recent | AN | Previous Notings |

View Draft 0
Bi | Add Green Note | | [2|Add Yellow Note W[ of 1 Note(s) * "

Microsoft Word - Document

Note # 1

15/05/2018 11:22 AM NIKITA NEGI
(ASSISTANT)

Fig.141
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e C(lick Draft No. to open the draft as shown in Fig.142:

Computer No: 26645  File No: 2-11011/10/2018-Deme-DEST-EOFFICE Y Subject: subject

[ Noting | Cor | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |
o
Bi |Add Green Note | | 2i|Add Yellow Note |[# 4 11 of 1 Note(s) » » Draft List
Choose One ¥
Note # 1
= m] Draft No. ‘Subject Status Approved By
15/05/2018 11:22 AM NIKITA NEGI
(ASSISTANT) g subject DFA
DFA/17507
Version Created On Created By Status
1.0 15/05/18 11:21 AM MNIKITA NEGL DFA.
Fig.142
.
e The draftis shown in Fig.143:
Computer No: 33571 File No: 4-11011/8/2018-Demo-DEPT-EOFFICE I; Subject: CSMRS TRAINING
[ Neting Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back Send | Attachment | Action Datails | Mare | |
Draft No. : DFA/17513 - V 1.0 Draft Status : Approved
New Draft Draft Details
Draft Type* New/Fresh v|  Classified Choose one v
Draft Nature® Letter v|  Prefix Choose Ons v
Languags* English v
File No.A-11011/8/2018-Demo-DEPT-EOFFICE Susject CEMRS TRAINING
Subject * A
Total 1000 | 986  characters left.
Communication Details
Ministry Choose one -
Py Department Choose one -
Hame NIKITA NEGI Designation [ASSTT(NG)-eOffice
o Organization
Address 1+ shastr park
Address 2
raTaE 3ue AT 9 O i@ WeR 0 8, Dept.: e e = . -
etlet. 2 - Count INDIA v] State Andaman & Micobar Islands v
SRS WeTaTT AR N, T GURi aRiard aReEd YU SR S HE. I i
City Pincode
et ) o g i wren 4 R Mobile Landine
Fax Email
Je——— Add More Recipient(s) | Clear
Attachments
it & wevd an
i

NIKITA NEGL, ASSTT(NG)-eOffice, eOffice

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info
#ApprovedByDesignatiors for Approver Designation
#ApprovedByPost# for Approver Post
#ApprovedDate# for Date of Approval

#ApprovedByName# for Approver Name

#ApprovedBy SectionNames# for Approver Section Name
#ApprovedByEmail# for Approver Email
#DocumentNumber# for Document Number

Depscny oo | oepacno | e

Fig.143

4. Reference: These are document to support noting. It is used to attach references corresponding to the working
file.
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To attach Reference, perform following steps:

References | . . . .
e Scroll mouse over tab and click Local Reference link, as shown in Fig.144:
mputer No: 28370  File No: A-13011/1/2017-Demo Subject: PERSONAL FILE FOR SERVICE REOCORD UPDATION
Noting | Correspondence | Draft {References [Liri | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
i o [7oc J“TRecent ) Al |Previous Notings) 1 me
B |Add Green Note | | =/ |Add Yellow Note [« ¢ | 11 of 1 Note(s) » » Automatic Zoom  *

Note # 1

May Kindly see attached PUC 1, realted to training certification.It is requested to add
training details in my service book.

Place of Training -Deapartment of Personal & Adm. Reforms, New Delhi

Type of Training- 35th basic course on Mangement service.

09/08/2017 11:50 AM PRIYANKA KUMARI
(ASSISTANT)

138

*h Bastc Goungs o

Mans genan s

2 Serviesgs con
Socretariat i

b7 Instituse

Aueteq

Dapirs ¢ trat
Timent of Pans:mql & Aa,
& fdm,

¥as nlg Heforns ey poips

and

:gttenle' ot

~Shent

Fig.144

e The References screen appears on right side of noting page. Click button or
button Fig.145:

Computer No: 28370 File No: A-19011/1/2017-Demo Subject: PERSONAL FILE FOR SERVICE REOCORD UPDATION

( Nating | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back ‘S-end | Attachment | Action Details | Mare |

-
8o (" 7oc | Recent | Al |Pravious Netings| B
Bi|add Green Note | | =/ |add Yellow Wote |4 « [ 11 of 1 Note(s) » » References
Choose One [v
Note # 1
|

T [l oo = EUE i, el i i csi e i s it i e References Attached = Attached B v Attached Date N
i AT i ey = e, Upload From KMS

= o et st o [Femmel) (A, e wms, =mEl

Type of Training- 35th basic course on Mangement servica.

09/08/2017 11:50 AM PRIYANKA KUMARI
(ASSISTANT)

Fig.145
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o [EETIED: Browse the reference document from the system and click the button, as shown
in Fig.146:

Computer No: 33571

File No: A-11011/8/3015-Dema-DEPT-EOFFICE =

Subject: CSMRS TRAINING

o

[ oting | Carrespondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Atiachment | Action Detais | Mare |

[ Fe€ ) Recent ) Al

[ Previous Notings |

Bi [Add Green Note

= |Add Yellow Note | ¢ 13 of 3 Note(s) » »

Note # 1
THIS IS NOTING PORTION

(W] References Attached

16/02/2018 2:39 PM

Note # 2

21/03/2018 10:40 AM

Note # 3

21/03/2018 10:42 AM

NIKITA NEGL L Istterocf
- N
€ Open ===
_—
Ouo|- Desktop + h Desktop 2|
— ——
Organize v Mew folder = O @
) - KMS_New LenovoSharclt-win B
W Favorites Adobe Photoshop Image 15 Lenovo SHAREt Setup
B Desktop u Lenovo Group Limited
# Downloads W etter 1. mahesh
il Recent Places ). | Adobe Actobat Document TXT File
> | 259k8 30 bytes
& Libraries = Manje Bistre (2017) dorrent moffice new icons
& Documents TORRENT File Adobe Photoshop Image 15
554 KB 104 ME
o Music Mame Correct New1
ame Correction ew
=] Pictures 3| Microsoft Office Word Document 9| Wicrasoft Office Word Document B
H videos 105 kB 113 KB -
New Employes_PIMS (§) . New Ted Document
18 Computer jﬁi (Amended) TXT File
£ Locel Disk (€) Microsoft Office Excel Worksheet 0 bytes
s New Volume (D: h new NIC Feedback Form
2 4| Microsoft Office Word Document 3| Microsoft Office Word Document 2

References

~ Attached By
NIKITA NEGI

~ Attached Date
15/05/18 02:00 PM

Upload File || Upload From KMS

Choose Gne ¥

OR

° pload

:1: The KMS reference(s) screen appears select the document and click

e Import KMS Document pop-up appears, click button, as shown in Fig.147:

button.

Camputer No: 3385579

File No: 77 =%, 0Z8(1)/0005/2018- OFFICE OF US(DM-IT)

Subject:

Sushanta New Fils 2E0]

[ Noting | Cer

[ Draft |

| Link | Details |

| Edit | Send Back | Send | Atta

Import KMS Document

KMS Reference(s)

Import To File: 7J& #-fa.0

R

-OFFICE
OF US(DM-II)

emel Search Title: 123
Select Name ~ Tipe ~ Published Date Description: 456
by -€File Uploads to KMS Folder Aug 10, 2018 05
o E Document Jul 17, 2018 DS:
a5 Document Jun 25, 2015 08:
2asaaa Document Aug 03, 2015 04:30 PM
bn Document Jun 28, 2018 11:23 AM
< Document Jul 02, 2018 05:25 PM
cvds Document Jun 17, 2018 01:01 PM
Ik Document Jun 18, 2018 11:39 AM
eb Document Jul 20, 2018 12:33 PM
LD R Document Jun 15, 2016 04:58 PM
L Document Aug 06, 2015 10:25 AM
(R Document May 23, 2018 09:14 AM
EE3 Document Aug 02, 2015 02:52 AM
EER Document Aug 07, 2015 10:00 AM
i Ly Decument May 14, 2018 03:03 PM h

[

28/08/2018 12:26 PM

C.G. NAIDU
(PS(PM))

References

~ Attached By,

C.G. NAIDU

[ upicaa Fuic Wl Upicad From Kms ||

~ Attached Date

30/08/18 03:47 PM

Copyright © NIC, 2018
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o The reference document gets attached with the working file.

o To delete the attached reference document, select document and click Delete link from drop down menu as
shown in Fig.148:

Computer No: 33571 File No: A-11011/8/3018-Demo-DEFT-EOFFICE (3 Subject: CSMRS TRAINING
( Noting | Ci | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
=) Toe ) Recent | AW ) Previous Notings |
B |Add Green Note | | [51|2dd Yellow Note [ « [T 13 of 3 Note(s) * » Referances
Note # 1
e . [m] Attached ~ Attached B ~ Attsched Date
Ed letter.pof NIKITA NEGL 15/05/18 03:00 PM
16/02/2018 2:39 BM NIKITA NEGI
(ASSISTANT) Upload File | Upload From KMS.
Note # 2
21/03/2018 10:40 AM NIKITA NEGI
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGI
(ASSISTANT)

Fig.148

Note:

After the file movement, the Local Reference cannot be deleted.

5. Link: It is used to refer another active file (Created/ Inbox sub-module) along with working file. The copy of the
link file will have all the content of the linked file, upto the moment of linking.
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It contains 3 sub links as shown in Fig.149:

Computer No: 14583 File No: fiftrs /o e ¥ (fE =T Subject: fghfhfg
[ Noting | Corr | Draft | L@namils I | Edit | Send Back | Send | Attachment | Action Details | More |
Quick Noting ~ | [) 7 |Intenal Files | ot ) Recert | AN ) Pravious Wafings | B
External Files
Last Saved 30-08-2018 04:03:12 PM Referred In Files Referred Files List
B 7 U = = = = Formals~ LineHeight » Paragraph ~ Verdana  ~ FontSizes v + File Number + Sublegt i
ErEEE 8% B —Q TT E- A~ A~ ® ¥ Egishy @ %
‘ ~
arﬁa'rma T TR s afeorg
St 21 e oA & Ant a%a%?gi/ @@Fﬂvﬁu%?ﬁ
o 3 ol 21 219G 1§ Wil TRl %m
%/ﬁﬂﬂﬁ aﬁarrﬁ%lalﬁaﬁua fevﬁﬁ uﬁm@@/
mﬁ' aﬁfﬂﬁﬁ%laﬁaﬂqﬁﬂmﬁmﬁ&m gel/
OfRd FE / MRS St/ U ASR B S 1 e 97 H A
el /iivtal g/ uRuid gl / wioqwe gt / vat deR o |
W
< >
p Words: 18,
actoe
v
Fig.149
a) Internal Files: It is used to link/delink any other file from within the Department.
b) External Files: It is used to link/delink any file from other Department.
c) Referred In Files: It shows the list of file(s) in which this working file is linked.
To link with other File, perform the following steps:
k . . . . .
e Move the cursor on | tab, and click the Internal Files link, as shown in Fig.150:
Computer Not 23571 _ File Not A-11011/6/2015-Darmo-DEPT-COFFICE B Subject: CoMRS TRAINING ] =
" Noting | C | Draft | |[Cink ] oetails | s | Edit | Send Back | Send | Attachment | Action Details | More | }
o {b | (ec " \(FRemES) AN ) Previous Netings") =]

B |Add Green Note

=|Add Yellow Note |#| Referred In Files ki

b o»

Note # 1
THIS IS NOTING PORTION

16/02/2018 2:39 PM

Note # 2

21/03/2018 10:40 AM

Note # 3

21/03/2018 10:42 AM

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

Government of India

<-GOV

APP STORE

www.apps.gov.in

Fig.150
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e The Link/Delink screen appears on right side, click the button, as shown in Fig.151:

THIS IS NOTING PORTION

16/02/2018 2:39 PM

Note # 2

21/03/2018 10:40 AM

Note # 3

21/03/2018 10:42 AM

Computer No: 23571 File No: A-11011/8/2018-Deme-DEFT-EQFFICE (5 Subject: CSMRS TRAINING
( Noting | Corr | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]

+ -
o (Tl®e ) Recent | AN [ Previcus Notings |

Bl | Add Green Note | | 5i/Add Yellow Note (¥ ¢ | 13 of 3 Note(s) » » Link/ Delink

Choase 0ne ¥
Note # 1 §
(| ~ File Number ~ Subject <

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

Fig.151

e Alist of files appears, select the file and click the button as shown in Fig.152:

Search File For Attach
Year [2017 v |

Computer No

Search

File Number

Subject

282321

A-210127/1/2017-Demo

ADMINISTRATION WORK

28425

E 28378
e 28375
E 28370

A-16011/1/2017-Demo-

C-13011/3/2017-Demcoc

A-12011/13/2017-Demo

Arcach

PROCUREMENT OF NEW

E
SECTION S0A
APPOINTMENT FILE OF
TECHNICAL ASSISTANTS
PERSONAL FILE FOR
SERVICE REOCORD
UPDATION

Fig.152

Note:

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.
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e The selected file gets linked with the working file, as shown in Fig.153:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-EQFFICE @ Subject: CSMRS TRAINING
( Noting | C: | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
o (7€ ) Recent | AN | Previous Motings |
Bil |Add Green Note | | Ei[add Yellow Note |[# ¢ | 13 of 3 Note(s) * » Link/Delink
Choose Cne ¥
Note # 1
THIS IS NOTING PORTION ] ~ File Number ~ Subject = ]
16/02/2018 2:39 PM NIKITA NEGI o E A-12011/11/2018-Demo-DEPT-EOFFICE-Part(2} Training of a0ffice. v Action Details
(ASSISTANT)
astach
Note # 2
21/03/2018 10:40 AM NIKITA NEGI
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGI
(ASSISTANT)

Fig.153

o The File can also be delinked from the dropdown menu available at the top of Link/Delink page.
To Delink a File, perform following steps:

o Select the File which needs to be delinked and click the Delink link from the dropdown menu, as shown in
Fig.154:

Computer No: 33571 File Not 4-11011/8/2018-Demo-DEPT-EOFFICE |5 Subject: CSMRS TRAINING
( Noting | Corr | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
=) (Tt ) Recent || AN | Previous Motings |
Bi | Add Green note | | 2i]add Yellow nNote |# ¢ 13  of 3 Note(s) ¥ » Link/Dalink
Note # 1 § 5
THIS 15 NOTING PORTION o ~ File Number = Subject Al Deiink >
T D T NIKITA NEGI (¥ £ A-12011/11/2018-Dsmo-DERT-EOFFICE-Bart(2) Training of 8Office.............. action Datsis 1S
(ASSISTANT)
Attach
Note # 2 =
21/03/2018 10:40 AM NIKITA NEGT
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGI
(ASSISTANT)

Fig.154

e The file is delinked.
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Note:

The user(s) of same Organization Unit (OU) can delink the file.

6. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created, as
shown in Fig.155:

Computer No: 28370

File No: A-13011/1/2017-Dema

Subject: PERSONAL FILE FOR SERVICE REQCORD URDATION

X

File Number :
Opening Date :
Main Categary :

Pravious Refarence :

A-19011/1/2017-Demo
03/08/17 11:06 AM

General

Subject ¢
Remarks !
Sub Category :

Later Refarance

Nating | Correspondance | Draft | Referances | Link || Details IMuvements | Edit | Send Back |Send | Attachment |Actiun Detalls | Mare |

PERSONAL FILE FOR SERVICE REQCORD UPDATION

g

Part Files Created

Computer No

¥ Created On

¥ Remarks ¥

Fig.155

7. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another as shown in Fig.156:

Computer No: 33571  File No: A-11011/8/2018-Demo-DEPT-EOFFICE [SF

Subject: CSMRS TRAINING

File Number
Opening Date

Main Category -
Previous Reference

A-11011/8/2018-Demo-DEPT-EOFFICE

16/02/18 02:37 PM

File Movement History

[ Neting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

Subject -
Remarks -

Sub Category
Later Reference

CSMRS TRAINING

Sender

NIKITA NEGLeoffce
NIKITA NEGLeoffce
NIKITA NEGLeoffce
NIKITA NEGLeoffce
NIKITA NEGLeoffce

NIKITA NEGL soffce

File Close History

~ Sent on
21/02/18 10:42 AM
21/02/18 10:40 AM
06/02/18 02:39 BM
06/02/18 02:28 BM
06/02/18 02:26 BM

05/02/18 10:38 AM

~ Sent to
NIKITA NEGIeoffce
NIKITA NEGIeoffce
NIKITA NEGIeoffce
NIKITA NEGIeoffce
NIKITA NEGIeoffce

NIKITA NEGIL =cffce

~ Actien
Forviard
Forviard
Forviard
Forviard
Forviard

Farward

~ Remarks

DETACHED FROM FILE NUMBER:- A-11011/8/2018-Demeo-DE...
Attached With Filz No, A-11011/8/2018-Deme-DEPT-E0..,
Attached With Filz No, A-11011/8/2018-Deme-DEPT-E0..,

Attached With Filz No, A-11011/8/2018-Deme-DEPT-E0..,

Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Apgroved On ~ Approved Remarks -
File Dispatch History

Dispatch Number - ~ Subject ~ Address ~ Dispatch Date -

1/8600/2018 Issue CSMRS TRAINING ABC, New Delhi

21/03/18 10:45 AM

Fig.156
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8. Edit: It can be used to make changes to the cover page of existing running file except the File Number.
To edit the cover page, perform following steps:
it |

e (lick = tab, as shown in Fig.157:

Computer Not 33571 _File Nes A-A1011/6/2018-Dame-DEPT-EOFFICE B Subject: COMAS TRAINING

["Noting | Correspondance | Oraft | Refarences | Link | Datails | Movaments | Edit [|send Back | Send | Attachment | Action Getaile | More | [ Quick view |
o (oo (RS AT “Previeuw Notngs") £
BY |Add Green Note | | [2//Add Yellow Nate [# « [T 13 of 3 Note(s) » »
Note # 1
THIE 15 NGTING PORTION
16/02/2018 2130 PM NIKITA NEGT
(ASSISTANT)
Note # 2
21/03/2018 10:40 AM NIKITA NEGI
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGI
(RSN, Government of India

r APP STORE

Fig.157

o The Cover Page of file appears, make required changes and click button to save changes as shown
in Fig.158:

A-11011/8/2018-Demo-DEPT-EQFFICE

CSESMRS TRAIMNING

Choose one -
Choose One -

|l choos=one v |

Done »

Fig.158
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Note:

Only employees of the OU (Section/ Division) in which file is created, can edit the details of the file cover, except the

file number - which is non-editable.

9. Send back: It is used to send the file back to the sender of the File.

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

10. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

11. Attachment: It is used to attach the File or Receipt on working File.

To attach File/Receipt with the working file, perform following steps:

Attachment
e Scroll over the acment |

tab and select File or Receipt (as per the requirement), as shown in Fig.159:

B |Add Green Note || =1 |Add Yellow Note [# ¢ [ 13  of 3 Note(s) * ™

Note # 1
THIS 15 NOTING PORTION

16/02/2018 2:39 PM

Note # 2

21/03/2018 10:40 AM

Note # 3

21/03/2018 10:42 AM

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

Computer No: 23571 File No: A-11011/8/2018-Demo-DEST-E0FFICE [&f  Subject: CSMRS TRAINING
“Nating | Cor dence | Draft | Ref | Link | Details | | Edit | Send Back | Send |[Attachment]| Action Detals | More |
* File *

P {1:,) (TToc)("Recent™) Al "Previous Notings | P

Receipt -

Government of India

©-GOV

APP STORE

Fig.159

e On selecting File link, Attached / Detached File(s) list screen appears.
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e C(lick button as shown in Fig.160:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-EOFFICE @ Subject: CSMRS TRAINING

r*‘

Detach Fle | |

[ MNoting | Corresp | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |

File Humber : A-11011/8/2018-Demo-DEPT-EOFFICE Subject : CSMRS TRAINING

Opening Date : 16/02/18 02:37 BM Remarks :

WMain Category : Sub Category

Previous Referance : Later Refarance :

Attached / Detached File(s) Attach il [l

l]  CNo.  File Number ¥ Subject  Aftached By  Attached Date w Aftached Remarks ~ Detached By ~ Detached Date ¥ Detached Remarks

v v

Fig.160

e Alist of files is appears select the file and click button as shown in Fig.161:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-E0FFICE [ Subject: CSMRS TRAINING

Main Category :

Pravicus Referance :

Attached / Detached File(s)
(m] ~ Clo. ~ File Number  Subject ~ Attached By

f’ Noting | Cort dence | Draft | | Link | Details | | Edit | 5
File Number : A-11011/8/2018-Demo-DEPT-EOFFICE Search File For Attach
Opening Dats : 16/02/18 02:27 PM

Attach File | I

Detach File

Year [2018 ¥ Search
Computer No File Number Subject
e . E-11011/10/2018-DamaDERT- e
@: Sl e
e Sange E\ggééh1/2unsruemuroew eme of 20L ~ Detached Date
E 23522 ;g;;%;fs"zm&DE’"D'DEW' Related to Digitisation,
e S T
E 32572 AAIDLLR20IEDemeDET  comRs TRAINING
E 23570 é‘;;gééﬁfzma'oem”'DEPT' CSMRS TRAINING

ws e lm e

Attach

~ Detached Remarks

Fig.161

Note:

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.

Copyright © NIC, 2018

Ver. 5.5 05

107



e®ffice

A DIGITAL WORK PLACE SCLUTION

e The Attach File Alert window appear, enter the Remarks and click button as shown in

Fig.162:
t: CSMRS TRATMING
|'Edit | S File attach alert
Search File For Attac @ Are you sure to Attach the file?
Year|2013 v I Remarks JAttach File
Com s ubject
1 ubject
Ok Cancel raiming of
= ||| | OIS e ransarsananns

ped By EoRRICE dermo of SOL - Do

E 33522 Eg':zl';_]th]_.-"G.-"2018—DE mo-DERT- o lated to Digitisation.

Al1E01171172018 Damo-DERT- Training of

E =72z EOFFJCE—Pa:—t(L} EOFFICSn e nnrnanrs

E 22572 ’Eg;::::?éé"rg’rzols' Demo-DERT-  ~ompS TRAINING

E 33570 ’;‘g;::::?éé"f?"'zm'ﬂ' Demo-DERT-  ~omrs TRAINING

| Atrtach
B
50—
Fig.162
e The file gets attached with the working file along with the ‘Attached Remarks’, as shown in Fig.163:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-EQFFICE % Subject: CSMRS TRAINING X

File Number: A-11011/8/2018-Demo-DEPT-EOFFICE
Opening Date ¢ 16/02/18 02:37 W

Main Categary :

Frevious Referance :

Nating | Correspondence | Draft | References | Link | Detalls | Movements | Edit | Send Back | Send | Attachment | Action Detalls | More |

Subjact: CSMRS TRAINING
Remarks :
Sub Category :

Later Reference :

Attached / Detached File(s) e || Daxhiie
|| =Cho. vFle Number » Subject = Mttached By v Attached Date » ittached Remarks v Defached By vDetached Date v Detached Remarks = N
|| E 25985 A-L0011/11/2018-Damo-DEPT-EQFFICE-Part(Z] Training of e0ffica... NIKITA NEGI 15/05/18 Bd:dg PH Attach Fle Action Detalle
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To Detach File with the working file, perform following steps:

o Select the File from the Attached/Detached File(s) screen and click button, as shown in

Fig.164:
Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-EOFFICE @ Subject: CSMRS TRAINING
{ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
File Humber : A-11011/8/2018-Demo-DEPT-EQOFFICE Subject : CSMRS TRAINING
Opening Data ! 16/02/18 02:37 PM Remarks :
Main Category : Sub Category :
Frevious Referance : Later Reference
Attached / Detached File(s) pachfle | || D
I vCMo. v File Number v Subject v Attached By v Attached Date + Attached Remarks vDetached By v Detached Date v Detached Remard® v
E 25355 A-12011/11/2018-Demo-DEPT-EQFFICE-Dart(Z) Training of e0fice.... NIKITA NEGI 15/05/18 04:46 21 Attach File Action Details
Fig.164
e The File Detach alert window appears, enter the Remarks and click button, as shown in
Fig.165:
Computer Na: 33571 File No: A-llDlUEU.Ulﬂ-Dema-DEPT-EOFF]CE@ Subject: CEMAS TRAINING _—————
Neting | Correspondznce | Draft | References | Link | Detals | Mavements | Edit | Send Back | Send | Attach File detach alrt Quick View }
ety A-L1011/8/2018-Demo-DEPT-EOFFLCE —
Opening Date 16/02/18 02:37 1M
Wein Categary Remarks [[Detach file,
Brevious Referance : 4

Attached / Detached File(s)

Atach Fil ‘ ‘ Datach Flle
| vl v Fle Number v Subject I TV MeRemaks  vDetachedBy  vDetachedDate  vDelatedfemars v v
¥ F IR AL001E /2088 Deme-DERT-EQFFICE-Bart(2) Training of eCffice.. HIKITA NEGI 15/05/18 0duds BM Attach Fle Action Detals
Fig.165
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e The file gets detached from the working file along with the ‘Detached Remarks’ as shown in Fig.166:

Computer No: 33571 File No: A-11011/3/2018-Demo-DEPT-EOFFICE @ Subject: CSMRS TRAINING !*‘
{ Nating | Correspondence | Draft | References | Link | Detalls | Movements | Edit | Send Back | Send | Attachment | Action Detalls | Mare | Quick View ]
File Number : A-11011/8/2018-Demo-DEPT-EQFFICE Subject : CSMRS TRAINING
Opening Datz ! 16/02/18 02:37 BM Remarks :
Main Category ¢ Sub Catagory !
Previous Reference ; Later Reference ;
Attached / Detached File(s) saie | | i |
|| v(CNo. v File Number ¥ Subject v Aftached By v Attached Date v Attached Remarks vDetached By v Detached Date v Detached Remarks ¥ hd
| E 33953  A-12011/11/2018-Damo-DEPT-EQFFICE-Part(Z) Training of eCfficeu. NIKITA NEGI 15/03/18 04:46 PM Attach Flle NIKITA NEGI 15/05/18 04:56 PM Datach filz, Action Details |

Fig.166

Note:

Attachment/ detachment of receipt with working file are similar as attachment/ detachment of file with working
file.

12. Action Details: To view or add remarks.

e (lick on e button, then clic Add Comment button, as shown in Fig.167:

[ | Computer No: 33624 File No: BSPHCL-11012/1/2018-Demo  Subject: docs
Receipts Noting | Correspondence | Draft | References | Link | Detals | Movements | Edit | Send Back | Send | Attachment [ Acton Detais | More |
Files =
\ Tabor Computer No. 39524 File No.: BSPHCL-11012/1/2018-Demo

Subject docs Creafion Date 3107118 11:30 AM

Submitted Files for

* Clasing Approval

} Craated Currently With RIMAN DEEP, ASSISTANT, eOffice, DEFT-ECFFICE

+ Drafts Status. In Process

» Completed

Action Details & Comments

¥ Parked
\ ool Reuseis || A2 BY RIMAN DEEP-0fice Initiated On 1610812013 03:19 PM
¥ Bulk Closing Initiation Remark kindly see. Initiate Action Type For Urgent Discussion
} Closed Forwarded To RIMAN DEEP-£Ofice

e

, By Others

(Hierarchy) Action Taken by Action taken on Action Type Action Remark
» By Others (4ll)

Submitted Files for
Reopening Approval

Fig.167

Note:
The feature is for File(s) against which the action has initiated.

Refer to Viewing & Adding the action comment mentioned under Initiated action sub-module of File module.
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13. More: It is used to close and Park the active file, check closing/parking history and merge details.

a) Close File: It is used to Close the active File and to view the history of Closed File.

Note:
Closing option appears in the file for a user who either have rights to close the file or the file belong to his/ her OU.

While initiating the process of closing a file, the file stays with the user, only the request with remarks for closing
the file goes to the Approving Authority.

The setting of roles (Closing and Approver) will be done through an interface by the eOffice Administrator in the
Admin application.

e Reopening of the files will follow the same work flow process as for closing the files.

To close a particular File, perform the following steps:

More... | . . . . .
e Scroll over tab > Close File link->Send for Approval sub-link from the action menu as shown in
Fig.168:
Computer No: 29624  File No: BSPHCL-11012/1/2018-Demo Subject: docs ﬁ
(etna & [oraft | < | Cink | Details | [ Edit | Send Back | Send | Attachment | Action Details [More ] - [ Quick view |
o Send for approval p:! — o'm
Park File Close File History e
Add Green Note | | 2/ |Add Yellow Note (# ¢ | 12  of 2 Note(s) * » Park File History =
Note # 1 | Merge Details

Java Syntax:

24727/2017/eoffce

1. Case sensitive

2. Class Name: For all class name first letter should be in upper case, e.g. MyFirstiavaClass.

3. Method Name: All method names should start from lower case, if method name is made using several words the inner word's
first letter should be in upper case, e.g. public void myMethodName.

4. Program File Name: Exactly same as the class name. =S
S. public static void main (String args []): Mandatory part of every java program. mr ﬂ‘
« 26028/ 1780=5 9.
et WITa sTHT 8.5
va N :
ava Identifiers VAL

Names used for class, methods and variables. ¥ a ks 2 h“‘T‘l’ r..n;
b T

AL £ | wE, a7

¥ B 1000 ), e

Java Modifiers:

1. Access Modifiers: default, public, protected, private
Non-Access Modifiers: final, abstract, strictfp

=
16 1963 & Bron 019 & »

e ey

13/08/2018 12:35 PM RIMAN DEEP 3 Y ke
(ASSISTANT) g A pre

Note # 2

16/08/2018 3:19 PM RIMAN DEEP

(ASSISTANT)
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e Provide mandatory remarks and click button as shown in Fig.169:

Computer No: 39624  File No: BSPHCL-11012/1/2018-Demo Subject: docs.
[[Noting T Cor [ Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | | quick view |
+ +
o (T Toc ) Recent ) Al ) Previous Notings | £
B |Add Green Note | | [21|Add Yellow Note |4 ¢ 12 of 2 Note(s) » » &
Note # 1 Send for Closing Approval details
Java Syntax: Computer No 3385479 File No A-11011/0032/2018-9 T8
Subject testing gopal testing ,testing gopal testing testing gopal testing ,testing 2472712017/eoffce
. Case sensitive gopal testing ,testing gopal testing ,testing gopal testing , -

. Class Name: For all
. Method Name: All n

first letter should be N
4. Program File Name: Kindly
5. public static void m | Remarks*

Section* Cm st

W

wmr n;mum,, 1

WTd e
Java Identifiers: 4 b 3
VARED s
Cancel e & . o o
Names used for class, n Fi¥ W gumre g e

W g o eap/n
Java Modifiers: T W ae T 1009 ), fros

1. Access Modifiers: default, public, protected, private

Srad
Non-Access Modifiers: final, abstract, strictfp i, 1963 % Bre
13/08/2018 12:35 PM RIMAN DEEP I 2 T/ adari ]
(ASSISTANT) v Y
Note # 2
16/08/2018 3:19 PM RIMAN DEEP
(ASSISTANT)

Fig.169

e A confirmation pop-up appears, click button as shown in Fig.170:

Computer No: 23624  File No: BSPHCL-1101. 018-Demo Subject: docs
" Noting | Cor | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | ‘
+ +
o . (e e A Previous Notnge) o
Bl |Add Green Note | | =/|Add Yellow Note |# 4 [ 12  of 2 Note(s) » » Confirmation -
Note # 1 Send for Closing Approval details e Do you want to send the file for Approval?
s 47 i A- /0032/2 |
Java Syntax: Computer No 3385473 File No 11011/0032/2018; L == 4
Subject testing gopal testing ,testing gopal testing ,testir; —_— 017/eoffce
1. Case sensitive ubjec gopal testing ,testing gopal testing testing gopa, =
2. Class Name: For al £ 4 — =
3. Method Name: All 1| | Section*® o oE IR
first letter should bl -
£ P e N Kindly 2
5. public static void m| | parmarkss T
T creg 28028/ 14805 iyl
= P STHIT
Java Identifiers: é T o
wr
Names used for class, 1| ¥ ST gumbre YT Py
AT g SR
Java Modifiers: LER 0% B F11000 ), Proms
1. Access Modifiers: default, public, protected, private
Non-Access Modifiers: final, abstract, strictfp
13/08/2018 12:35 PM RIMAN DEEP I
(ASSISTANT)
Note # 2
16/08/2018 3:19 PM RIMAN DEEP
(ASSISTANT) v
+
-]
4 »

Fig.170

o The file closing approval will be submitted with the concerned approver.
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Note:

File(s) which have been submitted for closing approval can be viewed from default sub-folder “Submitted Files for
Closing Approval” in File Inbox sub-module.

e The user(s) with role of Approver can view all the closing and reopening approval requests sent to him/her
in Inbox Approval Request sub-module, as shown in Fig.171:

‘/ Approve | Reject | View | 1
Receipts
|| ~ComputerNo ~ File Number ~ Initiated By ~ Initiated On ~ Sender Remarks  ~ Status ~ Reguest Tvpe ~ Approve v Reject ~ Remarks
— E' |} P 28375 A-12011/13/2017-Deme NIKITA NEGI ASSTT{NG)-eCffice 17/08/17 11:25 AM work completed. Pending Closing Request Approve Raject
b Intex
Submitted Files for
* Closing Approval
b Created
+Drafts
» Completad
b Parked
, Approval Requests
(1)
b Clossd
By Me
By Others.
(Hisrarchy)
» By Gthers (Al
Submitted Files for
* Reopening Approval
Fig.171
e User can approve or reject the request of closing/reopening of the file by providing mandatory remarks as
shown in Fig.172:
e = = =
‘ Approve | Reject | View |
Receipts
|| ~Computer No ~ File Number ~ Initiated By ~ Initiated On ~Sender Remarks  ~ Status v RequestType  ~Approve ~ Reject ~ Remarks
il B [l P 28375 A-12011/13/2017-Demo NIKITA NEGI ASSTT(NG)-eCffice 17/08/17 11:23 AM viork completed. Pending  Closing Request Approve  Refect
» Inbox

. Submitted Files for
Closing Approval

b Created
+ Drafts
+ Completed

b Parkad

’AppmvalRequesls
(1)

b Clozed
+ By Me

. By Others
(Hierarchy)

+ By Others [All)

Submitted Files for
+ .
Reapening Approval

Fig.172

Once the Approver, approve or rejects a file:

o History of the files which were Approved or Rejected is maintained in the Approval Requests module.

o The user who had initiated the request for closing of the file will be able to see the Status as Approved or
Rejected under his Inbox sub-folder “Submitted Files for Closing Approval”.
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e After getting the approval, the user can close the file by clicking on “Close” as shown in Fig.173:

( View | ]
Raceipts . .
) . . . oo I .
- W] '!ERD)JM  File Number « Initisted By ~ Initisted On ~ ~ Approved/Rejected B v’gn roved/Rejected 'ge%‘\lgnq ~ Remarks- Status ~ Action~ -
Files LI il iy
NIKITA NEGI ASSTT(NG)- 17/08/17 11:25  PRIYANKA KUMARI ASSTT(PS)- .
- - /2017- . y /i : o ApD!
) tnsas ] p 28375 A-12013/13/2017-Deme JIET e oFine 17/08/17 11:40 AM eofice ok Approved _Vlew Approvars
¥ Created
+ Drafts
» Complated
¥ Parked
} Closed
+By Me
, By Others
(Hierarchy)
+ By Others (All)
Submitted Files for
Reopening Approval
» RMS Inbox
¥ Sent
Fig.173

e Final Closing Remarks is auto filled with the closing request remarks, if required user can update/edit

remark and click button as shown in Fig.174:

Closing remarks

Closing remarks

£

Ramarks *work completed.

Fig.174

Note:
Closing Request Remark: The remarks put up by the Subordinate while sending the request for file closing.

Closing Approval Remark: The remarks put up by the Approver/ Senior Officer while approving the request for file
closing.

Final Closing Remark: The remarks put up by the Subordinate/ Official while closing the file after approval.

By default, closing remarks (Final Closing Remark) are remarks (Closing Request Remark) provided by the user
while sending file closing request for approval.
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e The files which are closed by the user will be in the users “Closed” sub-section under “By me” section in the
File left navigation as shown in Fig.175:

Search for Closed Files (By Me)
Receipts =l

Files =l
b Inbox Computer No File No
Submitted Files for
Clozing Approval Subject Closing Date a3 =

» Created
s Drafts File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v

Department | GOVT v Section | eOffice v Classified | Select Classified v

+ Completed

b barked

b Closed Computer No ¥ - File Number ~ Subject ~ Closed sn ~ Closing Remarks - - -

=+ By Me IZSE?S P A-13011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM work completed. Re-gpen Record

By Others
(Hierarchy)

-+ By Others (All)

Submitted Files for
N
Reopening Approval

} RME Inbox

» Sent

» Conversions

Fig.175
b) Close File History: It displays the history of the closed file.

Note:

Refer Close File History link mentioned under More Action tab of Inbox sub-module.

c) ParkFile: Itis used for temporarily storing the files which are currently not in use, but can be used later.

Note:

Refer Park File link mentioned under More Action tab of Inbox sub-module.

d) ParkFile History: It displays the history of the parked file.

Note:

Refer Park File History link mentioned under More Action tab of Inbox sub-module.
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Physical Files Action tabs

Let us learn following different options available in the menu bar for Physical files.

e Correspondence: Correspondence is any letter/ DAK which is diarized for action to be taken in file. It is used to
attach Correspondence/ Receipt to the working File.

Note:
Refer to steps mentioned under Correspondence action tab of File Inbox (Electronic File Action Tabs) sub-module.

a) Attach with another: It is used to remove the receipt from ToC and attach as correspondence in any other
Physical File.

To attach the receipt with another File, perform following steps:

o Select the receipt and click Attach With Another link from the dropdown as shown in Fig.176:

Correspandance ' Link | Movament ts | Datalls | Edit | Sand Back | Send | Dispatch | Canvart File  Attachmant | Action Datalls | Mora...

P 24593/2017/scfica _ PROCUREMENT OF NEW SCANNERS FO! R €OFFICH
[0 24625/2017/acice FINANCE RELATED MATTER

AAAAA

Fig.176
o A offiles appear, select the File and click button as shown in Fig.177:

Search File To Attach
Year| 2017 v | Search :
Computer > <
Nhmnher File Number Subject
- APPOINTMENT FILE OF TECHNICAL
P 28375 A-12011/13/2017-Demo ASSISTANTS
_ = A-T16011/1/2017-Demo- ,.
= P 23425 Volumei2) PROCUREMENT OF NEVW SCANNERS
Fig.177
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Note:

The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.

e The receipt gets detached from the current file and attached as correspondence to the selected File.

2. Link: It is used to refer the other active file (Created or ‘Inbox’ sub-module) along with working file. The copy
will have all the content of the linked file, upto the moment of linking.

Note:

Refer to steps mentioned under Link action tab of File Inbox (Electronic File Action Tabs) sub-module.

3. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another as shown in Fig.178:

Computer No: 28375 File No: A-16011/1 Subject: PROCUREMENT OF NEW SCANNERS
| Correspondence  Link [Movements | Details | Edit | Send Back | Send | Dispatch | Convert File " Attachment | Action Details | More...
8
File Number A-16014/1/2017-Demo Subject PROCUREMENT OF NEW SCANNERS
Opening Dafe 09/0817 04:08 PM Remarks
Main Category General Sub Category
Previous Reference Later Reference
| File Movement History 8} Print History
Sencer ~ Sent on ~Sent to ~ Action ~ Remarks
PRIVANKA KUMAR] goffce 09/08/17 04:09 M NIKITA NEGl eoffee Forvard
File Close History
Action » Action By » Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks
File Dispatch History
Dispatch Number ~ v Subject ~ Address ~ Dispatch Date |
Fig.178

4. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created,
volume files created etc. as shown in Fig.179:

Computer No: 28379  File No: A-16011/1/2017-Deme Subject: PROCUREMENT OF NEW SCANNERS
| Correspondence | Uik | Moverments |[DEIS] [Edi | Send Back | Send | Dispatch | Convert Fls | Attachment | Acton Detals | More... Quick View |
L

A-16011/1/2017-Demo
09/08/17 04:08 PM
General

PROCUREMENT OF NEW SCANNERS

Previous Reference

Part Files Created
|

Computer No ~ Part No ~ Created On ~ Remarks

~ Sublect ~Tupe ~ Timestamp -
PROCUREMENT OF NEW SCANNERS FOR EOFFICE puc2 8/9/17 3:55 o1 DiseaTCH
FINANCE RELATED MATTER 8/11/17 12:14 M DIspATCH
Dispateh
Dispatch Number, ~ Sublect ~Sentto ~ Dispatch Date ~sentay ~ Dispatch Mode ~ Remarks
~ Sublsct

ADMINISTRATION WORK

Fig.179
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5. Edit: It can be used to make changes to the cover page of existing running file except the File Number.

Note:

Refer to steps mentioned under Edit action tab of File Inbox (Electronic File Action Tabs) sub-module.

6. Send back: It is used to send the file back to the sender of the File.

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

7. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

8. Dispatch: It is a process of issuing an official reply to the concerned user/department/ministry after the
approval from the internal competent authority.

To Dispatch an issue against a File, perform the following steps:

. Dispatch A
e C(lick the tab, as shown in Fig.180:
Computer No: 25002  File No: B-13013/3/2017-Damo-DEPT-EQFFICE Subjact: Offica proceduras
|' Carrespondence | Link | Movements | Details | Edit | Send Back | Send l Dispatch | Convert File | Attachment | Action Details | More... | quick view |
File Number B-13013/3/2017-Demo-DEPT-EOFFICE Subject Office procedures
Opening Date : 04/0917 02:09 PM Remarks
Main Category ACR Sub Category GPF Withdrawal
Previous Reference : Later Reference
File Movement History
Sender ~senton ~ Sentto - Action = Remarks -
RIMAN DEEP,soffca 04/09/17 02:10 BM BRIVANKA KUMARI soffce Approvad Kindly saa
File Close History 1
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks -
File Dispatch History
Dispatch Number = v subject - Address - Dispatch Date -

Fig.180

e The Dispatch screen appears. Enter the Draft details and Communication details, the action menu available
are as shown in Fig.181:
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Draft Details Dispatch Options
Draft Type* NewilFresh v Classified Choose one A | Postal & Out Register Details
Drait Nature Choose One v Prefix Choose One v Postal Mode Choose One - Postal Charge

.
Language English M 1= Sanction Medium Choose One v Weight
PROMOTION FILE GROUP A
Subject * p Mode Number
Total 1000 | 578 characters left. Peon Book No Feon Name Choose Cne v

Communication Details out Date B outTime
Ministry Chaose one - Delivery Date B Delivery Time
Department Choose one bl Delivery Status Choose one A
Name Designation Dispatch By Self | Dispatch By CRU
Organization
Address 1=
Address 2
Country INDIA v | State Andaman & Nicobar Islan ¥
City Pincode
Mobile Landline
Fax Email

Add More Recipient(s) = Clear
Attachments
Fig.181

a) Dispatch By self: It is used, if the person, who has the file with the approved draft, wants to dispatch
(send the issue) himself/ herself, the issue can be dispatched electronically through mail (by using
“Email Details”) or physically through post (by using “Postal & Out Register Details”).

Note:

Refer the steps mentioned under Dispatch By self action menu of Receipt Browse & Diarise sub-module.

b) Dispatch By CRU: It is used, if the person, who has the file with the approved draft, wants the issue to be
dispatched (send the issue) by the CRU, instead himself/ herself, the issue can be dispatched
electronically through mail (by using “Email Details”) or physically through post (by using “Postal & Out
Register Details”).

Note:

Refer the steps mentioned under Dispatch By CRU action menu of Receipt Browse & Diarise sub-module.

9. Convert File: It is used to convert the Physical File to Electronic File, irrespective of the File location, i.e.
whether in the File Inbox/Created sub-module.

Note:

At the time of conversion scanned pdf of the earlier notings will be required for the attachment.

To convert Physical File to Electronic File, perform following steps:

1 Click Convert File |

tab, as shown in Fig.182:
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Computer No: 3385553 _File No: D-16015/0005/2018-#10% /3% 73 0¥ (FE 72.2)__Subject: today
[ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... Quick View ]

Opening Date: 09/0817 04:06 PM Remarks ©

Main Category : General Sub Category :

Previous Reference Later Reference

File Movement History B, Print History

Sender ~Senton ~ Sent to ~ Action ~ Remarks -
PRIVANKE KUMART soffce 09/08/17 04:08 PM NIKITA NEGI eoffce Forward

File Close History

Action - Action By ~ Action On ~ Actign Remarks ~ Approved By ~ Approved On ~ Approved Remarks

File Dispatch History

Dispatch Number - ~ Subiect ~ Address ~ Dispatch Date

Fig.182

2. Upload scanned copy of correspondence/Issues (if correspondence or issues are attached in physical file),
and scanned copy of Noting (if required),

. Convert I
3. Click ( ) button ,as shown in Fig.183:
Computer No: 23002  File Noz B-13013/3/2017-Demo-DEPT-EOFFICE Subject: Office procedures
{ Correspondence | Link | Movements | Details | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Details | More...
File Details
File Number B-13013/3/2017-Demo-DEPT-EQFFICE Subject Office procedures
Opening Date 04-09-2017 Remarks -
Subject Category ACR
Receiptissue No. Type Subject Attached On
32582/2018/aoffca PUC1 Kindly see 13-05-2018
Noting
Upload Noting L)
m Convert I Preview
Note: After initiating conversion process(save/convert) it can not be undone
Fig.183
Note:
The max size for uploading nothing and correspondences should not be more than20MB.
4. Enter the remarks and Click button, as shown in Fig.184:
Are you sure you want to convert this file?
File Details Remarks *|Converted
File Number A-16011/1/2017-Demo ' 4 PROCUREMENT OF NEW SCANNERS
Opening Date 09-08-2017 -
Subject Category General OK Cancel
Correspondences
Receiptilssue No. Type Subject ‘ Attached On
24595/2017/=offce PUC1 PROCUREMENT OF NEW SCANN 11-08-2017 24595/2017/eoffce pdf  Upload |
Noting
Noting.pdf Upload |
e

Fig.184
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Note:

Save: It is used to save file in draft state during conversion process to work on later stage. And the file moves under
Draft link of Conversions sub-module.

Preview: It is used to preview file before final conversion.

5. The File get converted from Physical to Electronic, as shown in Fig.185:

e == TTeotu/1/2017 ams PROCUREWENT OF NEW SCANNERS e i Neer Tioeris osos |

LeGenD Priority W OutTodsy W MostImmediste M Immediste @ Action Initiated 2 OtherDepartment [ FileswithDraft [} Draft Note Yellow Note External Files

@ ®EE e

Fig.185

e The converted File moves under Completed link of Conversions sub-module.

6. Attachment: It is used to attach the File or Receipt on working File.

Note:

Refer to steps mentioned under Attachment action tab of File Inbox (Electronic File Action Tabs) sub-module.

7. Action Details: To view or add remarks against the files for which action has been initiated.

Note:

Refer to steps mentioned under Action Details action tab of File Inbox (Electronic File Action Tabs) sub-module.

8. More: It is used to Close and Park the active file, check closing/parking history, to create volume, Merge Files
and to view Merge Details.

a) Close File: It is used to Close the active File and to view the history of Closed File.

Note:

Refer Close File link mentioned under More Action tab of Inbox (Electronic Files Action Tabs) sub-module.

b) Close File History: It displays the history of the closed file.
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Note:

Refer Close File History link mentioned under More Action tab of Inbox sub-module.

c) ParkFile: Itis used for temporarily storing the files which are currently not in use, but can be used later.

Note:

Refer Park File link mentioned under More Action tab of Inbox sub-module.

d) ParkFile History: It displays the history of the parked file.

Note:

Refer Park File History link mentioned under More Action tab of Inbox sub-module.

e) Create Volume: This link helps the user to create a new Volume of an existing physical file Fig.186:

Computer No: 28375  File No: A-12011/13/2017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS
" Corr dence | Link | | Details | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Details | More... |
‘ Close File |
| Park File
File Number : A-12011/13/2017-Demo Subject: ‘ £ OF TECHNICAL ASSISTANTS
" Park File History
Opening Date : 09/08/17 12:50 PM Remarks : | T
i Create Volume
Main Category: General Sub Category S =
Previous Reference : Later Reference : [ Merge Files
| Merge Details -
File Movement History Print History
Sender ~ Sent on ¥ Sent to ~ Action ~ Remarks 5
PRIYANKA KUMARI, eoffce 09/08/17 12:52 PM NIKITA NEGI, eoffce Forvard

File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On v Approved Remarks

File Dispatch History
Dispatch Number ¥ ¥ Subject v Address ~ Dispatch Date

Fig.186

Note:

Refer to Create Volume module for the process.

f) Merge Files: It is used to merge two or more physical files. Merged file will be in ‘View only’ mode.

To merge other physical file with the working file, perform following steps:

e (lick the Merge Files link from the drop down, as shown in Fig.187:
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Computer No: 28375  File No: A-12011/13/2017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS
\' Corr d ,Link | | Details | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Details | More... | ‘
\7 Close File By
| Park File
File Number : A-12011/13/12017-Demo Subject: "' ~  EOFTECHNICAL ASSISTANTS
Parl History
Opening Date : 09/08/17 12:50 PM Remarks : "*' . 5
Main Category General Sub Category : e
Previous Reference : Later Reference : | SN
| Merge Details ! =
File Movement History B Print History
Sender ¥ Sent on v Sent to ~ Action ~ Remarks >
PRIYANKA KUMARI, eoffce 09/08/17 12:52 PM NIKITA NEGI, eoffce Forvard
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks o
File Dispatch History
Dispatch Number ~ v Subject ~ Address ~ Dispatch Date 2]
Fig.187
o The Merge Files list screen appears.
e Select the file and click the button, as shown in Fig.188:
Merged File(s)
Main ~ Number ~ Subject ~ Sender o -
CH P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARI x
Merge
Search File(s) To Merge
Year| 2017 v Search
Computer Number File Number Subject
I@ P 28450 A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE
P 28425 A-16011/1/2017-Demo-Volume(2) PROCUREMENT OF NEW SCANNERS

=< < {=>>=>

Fig.188

o The selected file moves to Merge File(s) section. Click .. button to merge the selected file to the
working file, as shown in Fig.189:
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Merged File(s)

|| Computer Mumber

# P 28450

Main = Number w Subject « Sender b -
@ P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARI It
P A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE 7~
| Mergs |
Search File(s) To Merge
Year :_201 Tr| Search|

File Mumber Subject
A-12011/16/2017-Demo

TA RECRUITMENT RELATED FILE

[0 P 23425

A-16011/1/2017-Demo-Volume(2)

PROCUREMENT OF NEW SCANNERS

cw< § mes

Fig.189

e User can select any of the file as main file by checking the radio button, shown in (Fig.189).

e The Merge Alert appears, enter the Remarks and click the button, as shown in Fig.190:

Merge Alert

Reason For Merging?

Remarks *|Reference is required
&

I OK I | Cancel

Fig.190

o The file gets merged with the working file.

g) Merge Details: It contains the list of files which are merged under Merge files link of More action tab, as
shown in Fig.191:
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IComputer No: 23375  File No: A-12011/13/2017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS

Correspondence | Link | Movements | Detalls | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Detalls | More... |
File Number A-42014/4312017-Demo Subject APPOINTMENT FILE OF TECHNICAL ASSISTANTS
(pening Date 00/08/47 12:50 PM Remarks

Main Category General Sub Category -

Previous Reference: Later Reference:

Merged Filefs

SNo v ComputerNo v Number v Subject v MergedBy v Merged On vDeMergedBy v DeMergedOn v Action v Action2 v
|1 2450 A1011162017-Demo TARECRUITMENT RELATED FILE NIKITANEGI 1408171230 PM - DeMerge  Merge Wi Another

Fig.191

Note:

Files with attachments (File/ Receipt) cannot be merged.

Submitting Files for closing Approval
It contains File(s) which have been submitted by the user for closing approval.

e From “Status” column, user can check the status of the status of file whether ‘Approved/ Pending/ Rejected’.

e From “Action” column, user can take three actions ‘Close/ Cancel/ Move to Inbox’ corresponding to Approved,
Pending and Rejected.

e View Approvers (&% feprovers ) Jink includes the list of approving Officer(s) in the section/ division, as shown
in Fig.192:

| view | |
Receipts
. Computer - - Approved/Rejected Approved/Rejected Dealing = - - - =
— | E "n Fils Number Initisted By~ Initisted On o = e Remarks Status - Action M
b Inbox (24) [[] P 3384838 qopalsfspfileB-01-Volumea(2] ;’"“ fOEKMULAS SUUIIAE VS o 5 NAIDU PS(PM)  31/07/18 03:16 PM T i dwe g0 aga Approved Close View Approvers
[[] E 3384205 aopaltestingsfilssactionvizs A comdom 31/0718 0300 Loy pspwy 310718 D3ie PN T dER ag aaa Approved Closs View Approvers |
Submitted Files for| 1 » PM &
Closing Approval | [ £ 3384483 testinqagopalfile- 1003 : e S ;:ﬂ/wns 03111 - 5 NAIDU PS(PM]  31/07/18 03:16 PM T ¥m dmm g0 aga Approved Close View Approvers.
Crested il : Y
» Creste [ e 2384473 p-11011/0015/2018- 7w : ol o 31/07/18 03:11 o o Pending  Cancal Visw Approvers
*+Drefes ik om o 31/07/18 03:11 E
[[] & 3384489 78-010003/0002/2018-f 7 ' ot fm Pending Cancel View Approvers. =
+ Campleted i BM
) Parked [ & 3384592 agopalsfsefile-1005 N i ora o g:ﬂ/wns 03t o Pending Cancel View Approvers
» Bulk Closing [ e 3384887 gopalsfsPFile-101-GA N i ora o g:ﬂ/wns 03t o Pending Cancel View Approvers
b Closad [[] E 3382838 D-19/0004/2017-1f 8 N ¥ 3 o < g:ﬂ/wns 03:02 o Pending Cancel view Approvers.
By Ma B : .
[C] € 3385263 A-11011/0012/2018-T T@-MHA . i a1 f ok 2;”7“3 0103 g NaIDU RS(PM)  27/07/18 006 PM 1 T AR 5555555555 Rejected Move to inbox View Approvers
By Others
. = : Y
(Hierarchy) [C] € 3385128 18-1005(0031/0001/2018-0F GE-MHA . i a1 f ok 2;”7“3 0103 g NaIDU RS(PM)  27/07/18 006 PM 1 T AR 5555555555 Rejected Move to inbox View Approvers
4By Othars (All = : "
v (A1) [[] € 3385201 gopslsfsefile-1101-01 N k3w oW 20/07/18 03:04 o T FwE Pending Cancel Visw Approvers _
Submitted Files for
+Reopening
Approval
. LEGEND Priority B Out Today M Most Immediate B Immediate % Action Initiated £4 Other Department [Br Files with Draft [} Draft Note Yellow Note External Files
» RMS Inbox
) Sent Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Blanning Comission b
Annual Property Return
» Convarsions

Fig.192
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The action tab provided in Submitted Files for Closing Approval is discussed below:

1. View: It is used to sort the Files based on its current status. i.e. (Approved, Pending, Rejected and All) as shown
in Fig.193:

a) Approved: To view the Files with status as ‘Approved’.
b) Pending: To view the Files with status as ‘Pending’.
c) Rejected: To view the Files with status as ‘Rejected’.

d) All: To get all the Files send for closing approval from the latest to the oldest order (Default View).

[ View |
Receipts
Approved " . A d/Rejected A d/Rejected Dealing
mber ~ Initiated By ~ Initiated On v COOMOVEC/SEIeCiec , SDDrovectelecied , 2=ain ~ Remarks Status * Actior™
Files = Pending By On Section
¥ Inbox Rejected L1/1/2017-Demo :;I:ZNEGI ASSTTING)- é:ﬂ.’UE.’U 03:39 eoffce Pending Cancel View Approvers|
Submitted Files for| |
+ All
Closing Approval
b Crested
»Drafts
+ Completed
b Parked
¥ Closed
4By Me
Fig.193
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Created

It contains list of Files whose File number has been generated but not being marked/sent.

There are 3 action tabs provided under Completed link of Created sub-module, as shown in Fig.194:

[ |Date Range : 24/05/2014 To 17/08/2017
Receipts | R s Hierarchical View| My Files v

Files = () ~ Computer No + File Number - Subiject  Subject Category w Created On ~ Remarks

» Inbox D E 28421 A-21012/1/2017-Damo ADMINISTRATION WORK - 11/08/17 02:29 PM

, Submitted Files for| [] P zBd2S A-16011/1/2017-Demo-Yolume(2) PROCUREMENT OF NEW SCANNERS General 11/08/17 11:55 AM
Closing Approval

» Created
+ Drafts
» Completed

b Parked

b Closed

+By Me

Fig.194

1. Send: This option facilitates the user to mark the File to the intended recipient..

Note:

Refer to FileSendSend in File Inbox for the process.

2. View: Itis used to sort the File based on different criteria such as Physical, Electronic, etc, as shown in Fig.195:

Date Range : 25/06/2014 To 18/08/2017

Receipts E\ “ 59"d|Vi9W|CfeafEV°'”me\" Hierarchical Vi, My Files ] |
Files 20 Physial Flle Humber v Subledt v Subject Cateqory v Created On vRemarks
» Inbox i i ;A-Zlﬂlgv’l‘ZOUDemo ADMINISTRATION WORK : $1/08/47 03:29 W

.(s:lu::n,g?p:‘:;ﬂm Rl 4+ 16011/1/2017-Deme-Volumel2) PROCUREMENT OF NEN SCANNERS Generd 11/08/17 11:55 AN

» Created

+Drafts

+Completed

Fig.195

a) Physical: To view all Physical Files.
b) Electronic: To view all Electronic Files.
c) All: To get all the created Files from the latest to the oldest order (Default View).

3. Create Volume: It is used to create a new Volume of an existing Physical File.

Note:

Refer the steps mentioned under File Create Volume sub-module.
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It contains list of Files that are temporary closed and work will be done later on. Pendency of File will be removed if
any file is parked. Parked files can be made active at any point of time.

To view Parked File, perform the following steps:

e C(lick Parked sub-module.

e File can be searched and viewed on the basis of six different statuses as shown in Fig.196:

Receipts

Files =
» Inbox (251)
Submitted Files for
Closing Approval
b Created
-+ Drafts

- Completed

, Approval Requests
(43)

» Bulk Closing
b Closed
+ By Me

_, By Othars
{Hierarchy)

-+ By Others (All)

Submitted Files for
+
Recpening Approval

b RMS Inbox

» Sent

b Cenvarsions
-+ Drafts

-+ Completad

» Physical File

Parked Files

Computer No ~ ~

Unpark
0
| 2385254
| 2383282
| 2383083
| 2383476
) 3zmazan
| 2383303
) 33ma227
| 3383048
| 3382818
| 3382473
| 3382138
| 2382132
| 2382089
| azsisrs
| 2379528
| 2381635

(] 3381293

Staps | Due As On Date

Due Today
Due Date Elapsed

3

Due Setwaen Date Range
Due Date Yet To Come
Due As On Dale

I Subject
123

E tzm Uz

P DS 28-16011/0001/2018-0FFICE OF US({DM-II)-MHA

E DIB-B012/1/2016-Director (AandP)-0/o Pr. Sscy(Home)

P C-17/0001/2018-DFFICE OF US(DM-IT)

P H-12/0002/2018-% 78

P DSIS F-11/0002/2018-OFFICE OF US(DM-II]

E BH-PH020CG03/0003/2017-9 71
E DS 30/13/18/0001/2017-F T8-Bart(2)
P DIB-B014/4/2017-Director (AandP)-0/o CEQ-DIB

P 78/0001/2017-FCE

E B/14/0038/2017-0M saction

P DS 5/12/13/0001/2017-OFFICE OF US(DM-II)

£ DJB-B/18/2017-E€ (PLANNING)W-III

E Testing1224

E DSJS F/11/0036/2017-PM section
P GR/27/11/0012/2017-PM section

gopal sfs eFile-12-0121 gopal sfe efile-12-0121
s3hooo 1

Kirti File 5068

S5S5Satru

Satru 112
Htttttttttttttest

Satru 111

Good 12345

Kirti File 4051

a1

BANKINK FILE

Satru test filel
22526526566666+1U1%
w1z

File File 1

Satru3zi

26/07/2018
26/07/2018
0s/07/2018
15/02/2018
18/08/2013
15/01/2013
15/01/2013
28/12/2017
24/11/2017
18/10/2017
28/05/2017
13/09/2017
15/08/2017
15/08/2017
08/08/2017
24/08/2017

24/08/2017

Nature | All

~ Parking Due Date ~ Parking Remarks

testing gopal file.. testing gopal file.. testing gopal file.. testing gopal file..

gopal parking file..

FEFEFEFFEFinal
wewadaw
ssssszsrasiss
.

132456789

Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Due-Date
Edit Due-Date
Edit Due-Date
Edit Due-Date
Edit Dug-Date
Edit Dug-Date
Edit Dug-Date
Edit Dus-Date

Edit Dus-Date

e The action tabs available on parked files are shown in Fig.197:

Fig.196

Receipts

Files

¥ Inbox

¥ Created

+ Drafts

b Closed

By Me

. Submitted Files for
Closing Approval

+ Complatad

By Others
* (Hierarchy)

+ By Others (All)

Submitted Files for
+ .
Reapening Appraval

=

Parked Files

Status | Al

Computer No
J 28378

~ v File Number

Sear

¥ Subject
LAW ENHANCEMENT SECTION 304

Nature | All
~ Parking Due Date ~ Parking Remarks 7
18/08/2017 WORK COMPLETED

Edit Due-Date

a) Edit Parking Due-Date:

Fig.197

To edit the due date, perform following steps:
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o  Click Bt Ru=Date Jink The Edit Parking Due Date Confirmation box appears as shown in Fig.198:

Edit Parking Due Date Confirmation c

Do wou want to modify the parking period of the selected file?

Computer .Mo  File No. Subject Parking Due Date
28378 C-130117320M7-Demo - LAW ENHANCEMENT SECTION 204 18/08/2017
Extended Parking Due Date* 18/08/2017 5|

Fig.198

o Select Extended Parking Due date from calendar icon f37] and Click button as shown in Fig.199:

IEdit Parking Due Date Confirmation 4

Do wou want to modify the parking period of the selected file?

Computer .No  File No. Subject Parking Due Date
28378 C-13011/3/2017-Demo LAWY ENHAMCEMENT SECTION S0A 18/08/2017
Extended Parking Due Date= 187082017
[S][e]pug=st___ w]z007w] B3 oK
Wilzek Mon Tue Wed Thue Fri Sat Sun
31 1 = 2 4 5 &
3z 7 2 o 10 11 1z 12
32 14 15 16 17 18 12 20

34 21 22 23 24 25 26 27
25 28 20 =]n] 21
Fri. 18_ Aug 2017

Fig.199
a) The due date will be extended.

b) Unpark File:

To Unpark File, perform following steps:

e Select File(s) and click Unpark }ink. The Unparking Confirmation box appears as shown in Fig.200:
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Unparking Confirmation

a FRemarks *~

| L 0 | | Camnc=l

Fig.200

e Enter the Remarks and click button.

e The Files become active and move to the File Inbox.

PARKED FILE ALERTS:
Alerts for the parked files gets displayed as Parking Notifications icon ( o ) when the parking due date is reached.
To view the parked files through alerts, perform the following steps:

e C(Click Parking Notifications icon, the Notification pops up is displayed.

» Due As on Date

e C(lick = — linkasshownin Fig.201:
e@ffice J
(=leme 2. 008
~|Date Range : 12/07/2014 To 04/09/2017 ,
T @ |[ Receive ‘Send Back Send View Move To More i My Files (=] |
Files 2| /B ~ Computer No~ File Number ~  Subject ~ Sent By ~ Sent On ~Due On ~Read On ~  Remarks
» Inbox F = P 29002 B-13013/3/2017-Demo-DEPT-EOFFICE Office procedures RIMAN DEEP,eoffce 04/09/17 02:10 PM  30/09/17 04/09/17 02:16 PM i)
_, Submitted Files for| [7] E 28389 A-19012/1/2017-Deme Personal File of User1  PRIVANKA KUMARLeoffce  10/08/17 12:55PM - 10/08/17 12:56 PM =
Closing Approval
» Created
- Drafts
-+ Completed
» Parked
» Approval Requests
» Closed
e
, By Others
(Hierarchy)
-+ By Others (All)
Fig.201
o The list of the parked files for which parking due date is today or due date has elapsed appears, as shown in

Fig.202:
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c@ffice 2

1 Ny —— 00

Parked Files » Due As on Date (1
Receipts = =
Statuq | Due As On Date Nature | All
Files =] E‘
Submitted Files for Due Today
-
Closing Approval Unpark Due Date Elapsed
» Created [F]  Computer No| | Due Between Date Range ~ Subject ~ Parking Due Date ~ Parking L - -
* Drafts [[] 28378 Due Date Yet To Come LAW ENHANCEMENT SECTION 90A 04/09/2017 done. Edit Due-Date
AAS I Due As On Date
» Parked

» Approval Requests
» Closed
+By Me

, By Others
(Hierarchy)

Fig.202

Note:

Parking alerts will be displayed to those users with whom the parked file is lying.
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Approval Requests

It contains all the files which are sent by other users/ subordinates of that section/ division, which needs to be

closed but require approval of competent authority of that section/division.

Note:

Approval requests module is Role Based. The folder appears only for users who have the role of Approver.

User/Approver can Approve or Reject the request of closing/reopening of the file by providing mandatory

remarks for the same, as shown in Fig.203:

Receipts =
Files =
» Tnbox

Submitted Files for

* Closing Approval
» Craated

-» Drafts

-+ Complated

b Parked

Approval Requests
es)

b Clos=d
-+ By Me

_, By Othars.
(Hierarchy)

-+ By Others (All)

Submitted Files for
Reopening Approval

S+

» RIS Inbox

" Approve | Reject | View

~ Computer No
P 28375

~ Eile Number
A-12011/13/2017-Deme

~ Initiated By

NIKITA NEGI ASSTT(NG)-=Office

~ Initisted On

17/08/17 11:25 AM

~ Sender Remarks

work completad.

~ Status ~ Reauest Tvpe

Panding

Closing Request

~ Approve ~ Reiect ~ Remarks

Fig.203

Remarks, given by the approver to approve or reject the closing/ re-opening request, are maintained in the
Remarks column against every Approval Request as shown in Fig.204:

Receipts ®
Files =

- Completed

» Parked

Approval Requests
)

» Closed

» Conversions

+ Drafts

P—

Approve | Reject | View |

[0 ~ ComputerNo ~ File Number

E 3381131

LEGEND

Priority M Out Teday

Yellow Note

A-12011/12/2017-Deme

B Most Immediate

External Files

~ Initiated By

NIKITA NEGI ASSTT(NG)-eOffice

Immediate

~ Initiated On
17/08/17 11:25 AM

& Action Initiated

i Other Department

~ Sender Remarks

work completed.

~ Status
Approved

[Br Files with Draft

~ Reguest Type

Reopening Request

[5} Draft Note

~ Approve ~ Reject +|Remarks

Approve

reiect |

Once the Approver, Approve or Rejects the file:

Fig.204

The user who had initiated the request for closing of the file will be able to see the Status as Approved or
Rejected under his Inbox sub-folder “Submitted Files for Closing Approval”.

After getting the approval, the user can close the file by clicking on Close button.

Note:

Refer the Submitted Files for Closing approval link mentioned under File Inbox sub-module.
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Bulk Closing

It is the process to close multiple files simultaneously.

a) Closing Role: User having this role will be able to send requests for closing multiple files to superior/
competent Authority for the approval of closing and after approval, user can close multiple files
simultaneously.

b) Approver Role: User having this role will be able to approve the closing request of multiple files and
himself/ herself can close multiple files simultaneously.

Note:
Maximum number of files that can be sent for closing and approval is fifty (50).

For complete details of closing roles refer to Close process.

User has to perform the following steps while closing multiple files:

e C(lick Bulk Closing module under File in left navigation.

o Select the files from the Bulk closing section and enter the Remarks. Click button for closing the
multiple files as shown in Fig.205:

Bulk Closing
Receipts Ex]
® Approved File(s) for Closin
= =] ppi (s) a
b Tnbox (1) Nature All v Computer No File No
, Submitted Files for || gpjact Creation Date il il Last Movement Date ial
Clasing Approval
} Created File Heads Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
+ Drafts
+ conpiee

b Parked ~ Computer No ~ File Number ~ Subject ~ Created On ~ Created By ~ Last Movement On W
» Approval Requests E 3382552 €/13/0025/2017-0/0 of HS({MHA) Testingh 21/10/17 03:53 PM C.5 BHATT 12/02/18 06:23 PM
4 E 3383044 B/0061/2017-0/0 of HS[MHA) File 111 27/12/17 05:22 PM C.S BHATT 12/01/18 11:31 AM
» Closed E 3384459 A/0033/2018-0/0 of HS[MHA) chk for note missing 05/05/18 02:18 PM bipin 05/05/18 02:42 PM
»ete E 3384539 C-13/0010/2018-0/0 of HS(MHA) XCVXCVX 16/05/18 11:54 AM bipin 16/05/18 11:54 AM
’ ?gugr'ati) E 3384654 A/0040/2018-Clo of HE[MHA) note test 23/05/18 04:10 PM bipin 23/05/18 04:10 PM

+ By Others (All) E 3384871 B-11/0005/2018-0f0 of HS{MHA)-MHA wivek tasting 18/06/18 12:39 PM bikram 18/05/18 12:54 PM -

Submitted Files for

+
Reopening Approval | oo ork Done
» RMS Inbox Submit

b Sent

} Conversions

-+ Drafts

Fig.205

o The Files get closed successfully.
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Closed

It contains a list of Files that are closed as complete work has been done on it already.
Closed module contains 4 links:
d) By Me- Lists all the files closed by the logged in user.

e) By Others (Hierarchy)-Lists all the files that are closed by the users of section(s) (which are under the
hierarchy of logged in user section).

f) By Others (All) - Lists all files that are closed by anyone in the department, irrespective of hierarchy.

g) Submitted Files for Reopening Approval- File(s) which have been submitted by the user for Reopening
Approval can be viewed from default sub-folder “Submitted Files for Reopening Approval” under Closed
modules as shown in Fig.206:

Search for Closed Files (By Me)
Receipts = .
= a Department | GOVT Section | eOffice Classified | Select Classified v
iles = i
v Inbox Computer No File No
*Submlned Files for
Closing Approval Subject Closing Date iz i)
» Created 2
»Drafts File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
+ Completed
b paked
» Closed Computer No ~ + File Number ~ Subject ~Closed on ~ Closing Remarks v v -
> By Me 28375 P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM work completed, Re-open Record
, By Others
(Hierarchy)
+ By Others (All)
Submitted Files for,
+Reopening
Approval
Fig.206

Note:

By Others (Hierarchy) and By Others (All) links are role based .It will be visible to the users whom having the role
for Hierarchy and All respectively.

Submitted Files for Reopening Approval sub-module is role based. It will be visible to the users who have the role
for closing files.
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File Reopening Process
If a file needs to be re-opened, click the “By me” link as shown in Fig.207:

Receipts
Files =

b Inbox

. Submitted Files for
Clasing Approval

b Created

-+ Drafts

+ Complated
» Parked

» Clozed

By Cthers
(Hierarchy)

+ By Cthers (All)

Submitted Files for
B
Reopening Approval

Search for Closed Files (By Me)

Department | GOVT
Computer No
Subject

File Heads

Select Basic Head

+ v File Number

A12014/13/2017-Demo

Computer No
28375 P

v Section

File No

Closing Date

v Select Primary Head

¥ Subject

APPOINTMENT FILE OF TECHNICAL ASSISTANTS

eOfiice v

&=

v Select Secondary Head

¥ Closed on

17/08/17 11:43 AM

Classified | Select Classified

v Select Tertiary Head v

+ Closing Remarks

wiork completed.

Re-open Record

Fig.207

e Select the file and click the E£222 Jink as shown in Fig.208:

Receipts

Files =
} Inbox

Submitted Filss for
Closing Approval

» Created
-+ Drafts
-+ Complatad

» Parked

¥ Closed

Search for Closed Files (By Me)

Department | GOVT
Computer No

Subject
File Heads | Select Basic Head

Computer No *  File Number

By Me

By Others
* (Hierarchy)

-+ By Others (All]

Submitted Files for
Reopening Approval

28375 P A-12011/13/2017-Demo

v Section

File No

Closing Date

v Select Primary Head

~ Subject

APPOINTMENT FILE OF TECHNICAL ASSISTANTS

eOffice v

v Select Secondary Head

~ Closed on

17/08/17 11:43 AM

Classified | Select Classified

v Select Tertiary Head v

~ Closing Remarks

vork complatad.

- - -

Fig.208

e Reopening confirmation pop-up appears. Click as shown in Fig.209:

Receipts
Files =
+ Inbox

N Submitted Files for
Closing Approval

} Created

+ Drafis

+ Completed
b Parked
b Clazsed

+By Me

By Others
* {Hizrarchy)

» By Others (All)

Submitted Files for
N
Reopening Approval

Search for Closed Files (By Me)

Department | GOVT
Computer No

Subject

Confirm

)

You are not privileged to reopen the file. Approval is required to reopen the file. Do you want to

Tequest for reopening approval?

File Heads | Select Basic Head

~  File Number

A-12011/13/2017-Dema

Computer No

28375 P

v Select Primary Head

~ Subject

APPQINTMENT FILE OF TECHNICAL ASSISTANTS

v Select Secondary Head

~ Closed on

17/08/17 11:43 AM

Select Classified
v Select Tertiary Head
~ Closing Remarks A

viark completed.

Re-open Record

Copyright ©

NIC, 2018

Fig.209
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e Sending for Reopening Approval details screen appears. Enter the remarks and click

e A confirmation pop-up appears. Click the OK button as shown in Fig.210:

button

* Closing Approval
» Created

- Drafts

-+ Completed

» Parked

Confirmation

Search for Closed Files (By Me)
Receipts
Department | MHA
Filas = " |
» Inbox (24) Computer No | ]
Submittad Filss for Subject | ]

Do you wantte send the file for Approval?

=
S I

Saction |lﬂmﬂ'ﬁ&h

]

File Heads ‘ Select Basic Head

]

| Select Primary Head

£

‘ Select Secondary Head

[

| Select Tertiary Head

Shoving 1 to 15 of 79

Search

+ Bulk Closing Computer No ~ = File Number ~ Subiject ~ Closed on ~ Closing Remarks - -
} Closad 3384196 E B-14/0017/2018-n test file right side 0B/08/18 12:05 PM test test123 Re-open
4By Me 3384835 B 10-A1 gopal sfs p file -10-A1 0B/08/18 12:04 PM =s565656A Re-open Record
8y Others 3385472 E 78-010003/0002/2018-OFFICE OF US(DM-IT} Satn il DB/08LA12:02 PM dd Re-open
-,
(Hierarchy) 3384882 ° dupfila101 Send for Reopening Approval details 116 PM & DaEn [
By Others (All} 3381288 E F/16/0005/2017-PM section Computer No 3384196 File Ho B-14/0017/2018-9 T 116 PM 0o o gog Re-open
i“b""'“d Files for || 3382657 £ TR ®/f/m/0008/2017-1 = Subject test file right side 12 PM g0 ggg Re-open
+ Reopening
Approval 3383009 E ME-18/0001/2017-d 75 Section® 07 S 112 PM 9o ggg Re-open
» RMS Inbox 3383838 £ A-11011/0006/2018-H un 112 pM 99 gag Re-cpen
) Sent 3385324 P D-19013/0004/2018- 0 GE-MHA Remarks® :40 PM Re-cpen Record
| s -
} Comversions 3381554 £ C/12/0080/2017-PM section 13 pM hhkhkhichide Re-cpen
. . -
P 3382229 £ ¥9/103/0005/2017-0 vy 13 BM hhkhkhichide Re-open
3382251 E B/15/16/0006/2017-Fwm Cancel 13 PM hhkchkhichide Be-open
+ Complatad
3383531 £ zzzzrrrEzrIZIZFI 11 PM 123 Re-open
» Physical File
3383581 E DS 5-13/0001/2016-OFFICE OF US(DM-I1) T 7 11 PM 123 Re-open
Create New (Hon
2 ks 3385197 E gopal-testing-01-Part(1) gopal- testing -01 27/07/18 01:10 PM ghghg Re-open

» Craata New (SFS)

» Electronic File

!

e File(s) which have been submitted for Reopening Approval can be viewed under “Submitted

Fig.210

Reopening Approval” list as shown in Fig.211:

Receipts
Files =
» Inbox

N Submitted Files for
Closing Appraval

b Created

-+ Drafts

-+ Complatad
» Parked
» Closed

-+ By Me

By Others
(Hierarchy)

-+ By Cthers (all]

[ View |

[}~ Computer Mo~ File Number

~ Initiated B

) e 28375 A-12011/13/2017-Demo

NIKITA NEGI ASSTT(NG)-eCffice

~ Initiated On

~ Approved/Rejected By~ Approved/Rejected On~ Dealing Section~ Remarks~ Status  Action

18/08/17 12:01 PM

soffce

Copyright ©

NIC, 2018

Fig.211

Ver. 5.5 05

From “Status” column, user can check the status of the status of file whether ‘Approved/ Pending/ Rejected’.

Files for

From “Action” column, user can take three actions ‘Move to Inbox/ Cancel/ Move to Close’ corresponding to
Approved, Pending and Rejected.
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Note:
The file(s) reopened by the user will be moved to user’s File Inbox sub-module.

In case user has approver role, then user can close and re-open the files directly.
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RMS Inbox
RMS displays the list of files that are sent from File Management System to Record room till the files are not weeded
out as per Record Retention Schedule.

Note:

This feature is utilized only for Physical Files.
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Sent

All the file(s) once marked to the intended recipient(s) resides under sent sub-module

Note:

Pull back (’D): It is used to draw back a sent file, which has not been received/ opened by the recipient in his/ her
Inbox (Fig.239).

Initiate Actien . |t js used to initiate the process for recording and tracking of actions taken on a file. Refer the Initiate
Action link mentioned under File Initiated Action sub-module.

There are 2 action tabs provided under Sent sub-module of File as shown in Fig.212:

Date Range : 25/06/2014 To 18/08/2017
Receipts @ |[View | Create part ‘
) )

Files = | 0] ~ Computer No ~ File Number ~  Subject ~ Sent To ~ Sent on ~ Currently With ~Due On ~ >
» Inbox O E 28378 C-13011/3/2017-Demo LAW ENHANCEMENT SECTION 90A  PRIVANKA KUMARILeoffce  18/08/17 04:26 PM  PRIVANKA KUMARILeOffice - Initiste Action £
Submitted Files for| [7] P 28571 A-15012/4/2017-Demo PROMOTION FILE GROUP A NIKITA NEGI eoffce 18/08/17 12:31 PM  NIKITA NEGIeOffice - Initiate Action

* Closing Approval
b Craated

+Drafts

+ Completed
» Parked
» Closed

+By Me

By Others
(Hierarchy)

+ By Others (All}

Submitted Files for
»Reopening
Approval

» RMS Inbox
» Sent

Fig.212

1. View: Itis used to sort the files based on different criteria such as Physical, Electronic, etc.

Note:

Refer to View action tab of Files Created sub-module.

2. Create Part: This option is used to create a Part file of the existing file which is under submission.

Note:
Part file can be created for files which are present with other users.

Refer Create Part sub-module for process.
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Conversions

It contains the list of physical files which are either in the process of conversion or are converted already.

Note:

Refer Convert File action in Physical Files for more on conversion process.

The Conversion module contains 2 links:
a) Drafts

b) Completed

Drafts

It contains all the Physical Files which are in process of conversion but has not been converted so far. During the

Conversion process if users clicks the Save () button, then files moves under this module.

To complete the process of conversion on a draft, user has to perform the following steps:

e C(Click Drafts under Conversions sub-module, the list of files appears as shown in Fig.213:

Receipts ] l l
ecaip
Computer No. ~ File Number ~ Subject ~ Subject Category
il B
Files = |zasss A-11013/6/2017-Demo post creation - |
b Inbox
+:Euhrnirted Files for
Closing Approval
b Created
+Drafts
+Completed
b Parked
b Closed
+By Me
By Others
(Hierarchy)
+ By Others [All)
Submitted Files for
+Reapening
Annroval

Fig.213

e C(lick File Number in the list, the draft file opens up as shown in Fig.214:
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Computer No: 29002  File No: B-13013/3/2017-Demo-DEFT-EOFFICE Subject: Office proceduras
| Correspondence | Link | Movements | Deteils | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Details | Mare...
File Details
File Number B-13013/3/12017-Demo-DEPT-EQFFICE Subject Office procedures
Opening Date 04-09-2017 Remarks
Subject Category ACR
P
Receiptissue No. Type Subject Attached On
32582/2018/20fica PUC1 Kindly see 13-05-2018 iiplead
Noting
Upload Noting Upload
B
MNote: After initiating conversion process(save/convert) it can not be undone.

Fig.214

e Under ‘Noting’ section, upload scanned noting Document of the concerned file if any.

Note:

If any physical receipt has been put inside a Physical File and it does not have PDF uploaded with it, user will have
to upload the respective PDF copy before conversion.

o C(lick button in order to complete the file conversion Fig.215:

Computer No: 28656 File No: A-11013/6/2017-Demao Subject: post creation
[ Correspondence | Link | Movements | Details | Edit | Send | Attachment | More... |
File Details
File Number A-11013/6/2017-Demo Subject post creation
Opening Date 18-08-2017 Remarks
Subject Category
Correspondences
Receipt/lssue No. Type Subject Attached On
Noting
Upload Noting Upload
-
Note: After initiating conversion process(save/convert) it can not be undone

Fig.215

e After conversion, the nature of the file is changed to Electronic at its original location.
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Completed
This module contains the list of all files which have already been converted from Physical File to Electronic, File as
shown in Fig.216:

I |
Receipts

Computer No. = File Number ~ Subject ~ Subject Category ~ Converted By ~ Converted On ~Remarks i
e e |23379 A-16011/1/2017-Demo PROCUREMENT OF NEW SCANNERS General NIKITA NEGI 11/08/17 05:05 PM Cnnv!rtadl
b Inbox

Submitted Files for
Closing Approval

¥ Created
+Drafts
+Completed

b Parked

b Closed
*ByMe
LBy Others

(Hierarchy)

+By Others [&ll)

Submitted Files for
+Reopening
Approval

Fig.216

e No action is possible on this list of files.
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File Creation

Physical File Creation

It is used to create a new Physical File.

A new physical file can be created using following options:
1. Create New (Non-SFS)

2. Create New (SFS)

Create New (Non-SFS):

This option creates a physical file with Non- Single File System (SFS) standard i.e. the user has to select the available
file heads for the nomenclature of File.

To create a new Physical File in Non-SFS mode, perform the following:
e C(lick the Create New (Non-SFS) option under Physical File.

o The File Cover Page screen appears as shown in Fig.217:

Choose cne xv

[ |} Choos==0On=

Fig.217
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e Enter the necessary details on the File Cover Page and click the SR button as shown in
Fig.218:

¥ 0¥ (¥ Y E BT

RECRUITMENT RELATED FILE

Establishment Matters (e |

™ Choose one |

Continue Working »

Fig.218

e The file gets created with a unique file number (Fig.219) based on the different file heads selected in file
creation page.

mputer No: 28658 File No: 2-12011/30/2017-Demo Subject: RECRUITMENT RELATED FILE
Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More...

File Number A-12011i30/2017-Demo Subject : RECRUITMENT RELATED FILE
Opening Date : 1810817 05:02 PM Remarks :
Main Category : Establishment Matters Sub Category : Recruitment

Previous Reference Later Reference

File Movement History B} Print History

Sender ~ Sent on ~Sent to ~ Action

~Remarks -
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks -
File Dispatch History
Dispatch Number ~  ~ Subject ~ Address ~ Dispatch Date -

Fig.219
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There are 10 different action tabs available on a file after the Physical File is created:

1. Correspondence: Correspondence is any paper which is diarized for action to be taken in file. It is used to
attach Correspondence/ Receipt to the working File.

Note:

Refer to steps mentioned under Correspondence action tab of File Inbox (Electronic File Action Tabs) sub-module.

2. Link: It is used to refer the other active file along with working file. The copy will have all the content of the
linked file, upto the moment of linking.

Note:

Refer to steps mentioned under Link action tab of File Inbox (Electronic File Action Tabs) sub-module.

3. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another.

4. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created.

Note:

Refer to Details tab under File Inbox (Electronic File Action Tabs) sub-module.

5. Edit: It can be used to make changes to the cover page of existing running file except the File Heads (File
Number).

Note:

Refer to steps mentioned under Edit action tab of File Inbox (Electronic File Action Tabs) sub-module.

6. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

7. Dispatch: It is a process of issuing an official reply to the concerned user/department/ministry after the
approval from the internal competent authority.

Note:
Refer to Dispatch tab under File Inbox (Physical File Action Tabs) sub-module.

8. Convert File: It is used to convert the Physical File to Electronic File, irrespective of the File location, i.e.
whether it is attached with a receipt or from the File Inbox/Created sub-module.

Note:

Refer to Convert File tab under File Inbox (Physical File Action Tabs) sub-module.

9. Attachment: It is used to attach the File or Receipt on working File.
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Note:

Refer to steps mentioned under Attachment action tab of File Inbox (Electronic File Action Tabs) sub-module.

10. More: It is used to Close and Park the active file, check closing/parking history, to create volume, Merge Files
and to view Merge Details.

Note:
Refer to More tab under File Inbox (Physical File Action Tabs) sub-module.
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Create New (SFS):

This option creates a physical file with SFS standard i.e. the user can enter File No. without any restriction or
standards.

To create a new Physical File in Non-SFS mode, perform the following:
e C(lick the Create New (SFS) option under Physical File sub-module.

e The File Cover Page screen appears as shown in Fig.220:

Choose one v
Choose One 2o

] Choose One |

Continue Working »

Fig.220

Continue Working »

o Enter the necessary details on the File Cover Page and click button, as shown in Fig.221:
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15012/2017- WELFARE
WELFARE RELATED

Choose one |

||| Choose One |

Continue Working »

Fig.221
o The file gets created, as shown in Fig.222:

Enm uter Ho: 28662 File No: 15012/2017 WELFARE Subject: WELFARE RELATED

‘ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachmant | Mare... Tt |
File Number : 15012/2017-WELFARE Subject WELFARE RELATED
Opening Date : 18/08/17 05:27 PM Remarks
Main Category : Sub Category :
Previous Reference : Later Reference :
File Movement History B Print History
Sender ~ Sent on ~ Sent to ~ Artion ~Remarks -
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By = Approvad On ~ Approved Remarks e
File Dispatch History
Dispatch Number ~ v Subjact ~ Addrass - Dispatch Date b

Fig.222

Note:

User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic Files Creation
It is used to create an Electronic File.

Electronic File Link Contains 2 options:
1. Create New (Non-SFS)
2. Create New (SFS)

Create New (Non-SFS):

This option creates an Electronic file with Non-SFS standard i.e. the user has to select the available heads for the
nomenclature of File.

To create a New File, perform the following steps:
e C(lick the Create New (Non-SFS) option from the Left navigation panel under the Electronic File Sub-module

o The File Cover Page screen appears as shown in Fig.223:

(ch v @ ch v lcn v M cn v B BZo:7 Woemo v

Choose one v
Choose One v

S chocseone v |

Continue Working »

Fig.223
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e Enter the necessary details on the File Cover Page and click button to create a new physical file
as shown in Fig.224-:

XS] EE51 NI 52 | Demo_v |

RECRUITMENT RELATED FILE

Establishment Matters b

[} Choos= One v

Continue Working »

Fig.224

e The file gets created, along with a unique file number based on the selection of heads, as shown in Fig.225:

omputer Na: 20677 e Subjeces ALCRUL

| Edit | Sand | | More |

| “Neting | | Draft | | Link | Details |

LI

Ei |Add Graen Note | | =i |Add vallow Not |

Fig.225

There are 11 different action tabs available on a file after the Electronic File is created:
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1. Noting: It is consists of line actions with regard to the correspondence or as per the subject matter of the file
subject. It is used to add Yellow Note and Green Note in the existing File and to view the noting By Name and By
Date or All the noting together.

Note:

Refer to Noting tab under File Inbox (Electronic File Action Tabs) sub-module.

2. Correspondence: Correspondence is any paper which is diarized for action to be taken in file. It is used to
attach Correspondence/ Receipt to the working File.

Note:

Refer to Correspondence tab under File Inbox (Electronic File Action Tabs) sub-module.

3. Draft: It is a process of creating an official reply to the concerned user/department/ministry conveying the
views or orders of the department. With the help of this feature user can Create New Draft and View Existing
Drafts in the File.

Note:

Refer to Draft tab under File Inbox (Electronic File Action Tabs) sub-module.

4. Reference: These are document to support noting. It is used to attach references corresponding to the working
file.

Note:

Refer to References tab under File Inbox (Electronic File Action Tabs) sub-module.

5. Link: It is used to refer the other active file along with working file. The copy will have all the content of the
linked file, upto the moment of linking.

Note:

Refer to Link under File Inbox (Electronic File Action Tabs) sub-module.

6. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files
created.

Note:

Refer to Details tab under File Inbox (Electronic File Action Tabs) sub-module.

7. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another.

8. Edit: It can be used to make changes to the cover page of existing running file except the File Heads (File
Number).

Note:
Refer to Edit tab under File Inbox (Electronic File Action Tabs) sub-module.

9. Send: This option facilitates the user to mark the file to the intended recipient(s).
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Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

10. Attachment: It is used to attach the File or Receipt on working File.

Note:

Refer to Attachment tab under File Inbox (Electronic File Action Tabs) sub-module.

11. More: It is used to close and Park the active file, check closing/parking history and merge details.

Note:

Refer to More tab under File Inbox (Electronic File Action Tabs) sub-module.

Copyright © NIC, 2018 Ver. 5.5 05

152



Office
A DIGITAL WORK PLACE SCLUTION

Create New (SFS):

This option creates an Electronic file with SFS standard i.e. the user can enter File No. without any restriction or
standards.

To create a New File in SFS mode, perform the following steps:
e C(lick the Create New (SFS) option under Electronic File sub-module.

e The File Cover Page screen appears as shown in Fig.226:

Choose one

Y choose one |-

Continue Working »

Fig.226

Continue Working »

e Enter the necessary details on the File Cover Page and click button, as shown in Fig.227:
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A-22012/2017- Establishment

TA RECRUITMENT RELATED FILE

Establishment Matters

L] choos=on= |

Continue Working »

Fig.227
o The file gets created, as shown in Fig.228:

= o

B | Add Grasn Mot | | 21| Add Yallow Nats |

Fig.228

Note:

User can perform same operations on a file as explained in Create Non-SFES file of the Electronic File Section.
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Create Part
It is used to create a part file when the main file is under submission i.e. not residing with the working user.

To create a part file, perform the following steps:

e C(lick the Create Part under the Files Section, the screen as shown inFig.229 appears:

T Broviee File

Choose one v

|} Chocs=Cne 7 |

Create Part

Fig.229

o C(lick button, list of files appears.

Select File
e Select the file for which a part file has to be created and click button, as shown in Fig.230:
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Search File
Year 2017 ¥ |Search|
File Number Subject
E C-13011/3/2017-Demo  LAW ENHANCEMENT SECTION 904 |

Select File

<< <] ==

Fig.230

T R ose e

Choose one ¥

L] chooseone v |

Note:

List contains the files which are sent by user and currently with other users.

e Then click button to as shown in Fig.231:
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C-13011/3/2017-Demo

LAW EMHANCEMENT SECTION 90A

v
Choose One ¥
v

_J Choose Cne v

e The partfile is created as shown in Fig.232:
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(CFoe ) Recent AT

B |2dd Green note | | =/ |add Yellow Note

Fig.232

Note:
Create Part file can be accessed from completed files list under Created module.

Part file can be created for both physical and electronic file.
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Create Volume

When the main file becomes bulky the Create Volume option allows the user to create a new volume of an existing
file. Further papers on the subject will be added to the new volume of the same file, which will be marked "Volume
II*, and so on.

To create a Volume of a file, perform the following steps:

e (lick the Create Volume link under the File sub-module. The screen appears is shown in Fig.233:

I Y

Choose One

™Y choose one

Create Volume

Fig.233

e (lick button, a list of File appears.

select File
e Select the file for which a volume has to be created and click button, as shown in Fig.234:
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Search File - 4
Year|2017 -|Search|
File Number Subject
o) P 15012/2017-WELFARE  WELFARE RELATED
o) P A120M11730/2017-Demo . RECRUITMENT RELATED FILE
<< <] >
Select File
[]
|
Fig.234
Note:

The list contains the files residing in user’s File Inbox sub-module.

. C te Volume » . .
e C(lick the Sl button to create a Volume; as shown in Fig.235:
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15012/2017-WELFARE

Choose one
Choose One

[ choose one

Fig.235

e The volume of a file is created as shown in Fig.236:

l:nmplllaan: 28686  File No: 15012/2017-WELFARE-Volume(2 Subject: WELFARE RELATED'
[ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... |

File Number : 15012/2017-WELFARE-Volume({2) Subject WELFARE RELATED
Opening Date 21/0817 10:30 AM Remarks :
Main Category - Sub Category:
Previous Reference Later Reference
File Movement History B} Print History
Sender ™ Sent on ™ Sent to ¥ Adtion ¥ Remarks -

File Close History

Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks ~]

File Dispatch Histery

Dispatch Number ~ v Subject ~ Address ~ Dispatch Date ]

Fig.236

Note:

The volume of a file can be created for physical files only.
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Initiated Action

By using this feature Privileged user will be able to initiate and track the set of actions taken on a file.

e User can view the list of files with Action Details as shown in Fig.237:

Fig.237

Two options are available to take an action:

1. Details: User can view the action details through this link adjacent to each file, as shown in Fig.238:

itiated Action
Initiated Date | 12/062016 | 7 [ 12/072016 el Initiztion Type | Choose ore - Action Status | Active
Forwarded To:

Department | Choose one - Section | Choose ore - Action Type | Choose one

Y ey ———

Datallz Clozs

Fig.238

2. Close: User can close the initiated action using “Close” link.

Note:

Closing can be done by anyone in the section having role to initiate the action.

Close

e C(lick

link, enter the closing confirmation Remarks, as shown in Fig.239:
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Closing Confirmation

@ Are you sure you wantto close the initiated action?

Remarks *

The File can be marked action from:
a) Send screen (Sending the File):

The user would be able to initiate the action by using the following fields.

e Check the Initiate Action check-Box. The remarks field becomes mandatory as soon as the “Initiate Action”

check box is selected, as shown in Fig.240:

Computer No: 33300 _File No: CEA-CH-13011/1/2018-Demo__ Subject: do the needful
Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... |

[ quccver |

® All () Reporting Officer () Sub-ordinates () In Channel () Preferred List

Note: Name of the creator is highlighted in yellow colour.

File Numb. subject
o RIMAN DEEP-ASSTT(RD}-eGfice—eOfficel Notify : (] Email ) sus tle Number ubjec
@ | @ (0] CEA-CH-13011/1/2018-Demo do the needful
Set Due Date E
Action Forward v
Priority Choose one v
Initiate Action 5] Type*| Choose Cne v

Total 1000 | 1000 characters lefl.

Fig.240
b) From Sent sub-module page:

Initiate Action

At the file sent page, the link of “Initiate Action” is available against every file, as shown as shown in
Fig.241:
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Date Range : 26/03/2015 To 21/05/2018
e [ View | Create Part | 1
Files == ~ Computer No ~ File Number ~  Subject ~ Sent To ~ Sent on ~ Currently With ~ Due On ~ -~ -
» Inbox (=] E 26645 B-11013/10/3018-Deme-DEPT-EOFFICE subject NIKITA NEGL2offce 15/05/18 11:22 AM  NIKITA NEGLeOffice -
R grbl;::t:n;;\::a:or [m] £ 23571 A11021/8/2018-Deme-DERT-EQFFICE CEMRE TRAINING NIKITA NEGLeafice 21/03/18 10:42 AM  NIKITA NEGL=Offica - Initiate Action
o £ 23571 A11021/8/2018-Deme-DERT-EQFFICE CEMRE TRAINING NIKITA NEGLeafice 21/03/18 10:40 AM  NIKITA NEGL=Offica - Initiate Action
» Creseed [m] £ 23572 A=11011/8/2018-Deme-DERT-EQFFICE CEMRE TRAINING NIKITA NEGLeafice 05/03/18 02:28BM  NIKITA NEGL=Offica - Initiate Action
e DFEHSI . (3] £ 33572 A11011/8/201 8-Demo-DERT-EDFFICE CSMRS TRAINING NIKITA NEGLeaffce 05/03/18 02:26 M NIKITA NEGL=Office - Initiate Action
> Complete o £ 33572 A11011/8/201 8-Demo-DERT-E0FFICE CSMRS TRAINING NIKITA NEGL,eaffce 05/03/18 10:38 AM  NIKITA NEGL=Office - Initiate Action
» Perked o £ 33588 A12011/11/2018-Demo-DEPT-EQFFICE Training of SOMICE.wirrrrsssreiees KAPIL AGGARWAL eoffce 16/02/18 12:35BM  KAPIL AGGARWAL eOffice - Initiate Action
b Approval Requests (1)
e Clazing [m] E 33518 IT-11011/5/2018-Demo-DEST-EOFFICE Regarding Implementation of eOffice ARPALI RO, eoffca 12/02/18 03:30 M ARPALI ROY,2Gffice - Initiate Action
: z;ad [m] E 23517 IT-11011/4/2018-Damo-DEST-EOFFICE Related to =-Gov App store. ARPALI ROY,zoffca 12/02/18 02:00 M ARPALI ROY,=Gffice - Initiate Action
Vay e [m] £ 23522 IT-11011/6/2018-Damo-DEST-EOFFICE Related to Digitisation. ARPALI ROY,zoffca 12/02/18 02:57 BM  NIKITA NEGIL2Office - Initiate Action
5y Others [m] £ 23522 IT-11011/6/2018-Damo-DEST-EOFFICE Related to Digitisation. ARPALI RO, zoffca 12/02/18 02:47 BM NIKITA NEGL=Ofice - Initiate Action

Fig.241

e (lick 1nitizte Actien Jipnk, A File initiation confirmation pop-up window appears.

e Enter the action Type and Remarks and click button, as shown in Fig.242:

File Initiation Confirmation

Are you sure you want to initiate action for this file 7
| Type®

Choose One v I

Remarks™

| (=] | | Cancel

Fig.242

Note:

Action Details will not be displayed in case file is forwarded from one department to another, having different
instances (Interdepartmental Case).

In case of single instance having multiple departments, Action Details will be displayed in case file is forwarded
from one department to another.

Action details will be available for linked files also (Linked files section in the file inner page).

c) Viewing & Adding Action Comment:

From File Inbox inner page:

e To add remarks click button (available along with the active action) in the "Action Details”
page, as shown in Fig.243:
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Action Comment

Action Type ~

Remarks *

ChooseCne

Total 1500 | isoo

characters left.

5

e Provide the necessary action type and click the

Copyright © NIC, 2018
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button to add the remarks for the action.
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Settings
It is used to change the preferences/settings in application. The sub-modules under setting module are shown in
Fig.244:

(#

Receipts

Files

[+ |

Migrate File

Dispatch
DSC
Saettings =]

p Preferences
b Address Book

p User Groups

p Quick Moting

Motification

Ext Department

Fig.244

Preferences

This module facilitates the user to change the general preferences and customize the application as per user
requirement as shown in Fig.245:

Il
. B[ canaral sattings
Files =
= Max # of records/page | Choose One ¥
migrats Fils (€3]
Auto Sava Duration(In See)
Dispatch =
Alart Sattings
bsc =
— Email ) sMs O Bath @ naone
Settings =
List View Settings
Moda Dafaule
Scope Dafault v
b Quick Noting
DSC Settings
Notification =
= Authantication 7 signing ) Bath
extoapartment & ||| fuior setting
[ noting Expandad view ) braft Expanded view
Correspondence View Settings

Corraspondance View Type Choosa one ¥
Notify Far Blank Noting

® ves Do
Notification on Lagin

® vas O e

Fig.245
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Preferences sub-module is divided into following sections:
1. General Settings: To modify the General Settings:
a. Max # of records/page: It refers to numbers of records that can be listed in a page.
b. Auto Save Duration: It allows the user to save the note in defined time.

2. Alert Settings: To receive alerts on Mobile, Email, Both or None to not receive the alerts..

Note:

Email and mobile number are not editable and are mapped through EMD.

3. List View Settings: To change the default view mode or scope mode of Files/Receipts.
a. Mode: User can set it to Electronic view, physical view or Default view which comprises of both.
b. Scope: User can set it to My Folder view or section view.

4. DSC Settings: To set DSC authentication at time of login, singing or Both.

5. Editor Setting: To set the expanded view of Noting or Draft content.

6. Correspondence View Setting: To set the correspondence view toc (List of issues) or pdf.

7. Notify for Blank Noting: A notification pop-up appears while sending a file with blank note.

8. Notifications on Login: To get Notification pop-up window (containing pull-up, pull back and due date
elapsed) notification when logged into eFile application.

e Make the required changes and click | Save | button to save the preferences.
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Address Book

It is used to add new contact/user and to create the groups. It helps the user while diarizing of a letter/ DAK.

To add users to the address book, perform the following steps:

Click the [Add New Cuntact]

. button, as shown in Fig.246:
e [Add New Group][slmw Al contacts] Group Name : E_office [Add New contacr][Remcme From Grnup][Delete contacr] Add to ;| Choose One v | Search:
e Groups < ~ @ Name ~ Desionation ~ Email-ID ~ Group -
nsG i | (=] Ajie AS-1 E_office i |
Migrate File vor ] PR e
Dispatch mbrd i |
psc £ ji |
IIT KGE i
Settings = \J
» Brafarances besds i
8 =
» Address Book SRoUEL i}
b=
¥ User Groups ShoA ‘j
epfo i )
¥ Quick Noting ecffice trg i |
E office i |
Notification 5
dont ]
Ext Department Docs [~ =

Fig.246

e The user info page appears. Fill the required metadata and click button, as shown in Fig.247:

Receipts [Add New Group][slmw All Contacts]
N viP Choose One v
Files Greups A
NSG ‘:j MName*
Migrata Fila =
Mot i | Designation
Dispatch rmhrd i |
e LED d Organization
5 Ji:}
IIT KGR i
Sattings = J Email
oot heads i |
b Prafersnces
e Address 1 *
- =
» Address Book SRQUEL o
&
} User Groups GMDA i | Address 2
spfo i |
» Quick Noting coffice trg j Country INDIA v
Notification E offics ji | State Choose one v
Ext Departmant dopt i |
Docs "i - (el
Pin Code
Mobile
Fax
Ministry Choose one v
Department Choose One ¥
Telephone

Fig.247

Note:
Adding VIP contact is role based, user having role ‘ROLE_VIP_ADMIN’ can add the VIP users.

e The contactis added in address book.
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e User can also add the contact from diary screen. Enter the contact details and check the Add to Address Book
check box, as shown in Fig.248:

Contact Details |« Add to Address Book
Ministry Choose one v
Department Choose one -
Name Deepak Rajput Cesignation
Crganization
Address 1+ House no.-44 L-2/D
Address 2 NEW DELHI
Country INDIA v State Andaman & Micobar Islands *
City Fincode
Maobile Landline
Fax Email

Fig.248

. Generate Generate & Send
e Then, click - & button.

To create Group in Address Book, perform the following steps:

e C(lick the Address Book sub-module under Settings module. The window appears is shown in Fig.249:

Receipt [Add New Group][shuw Al CCmtacts] Group Name : All Contacts [A\ld New Contad][Delete CCmtact] Add to 1| Choose One v | Search: I:l
= Groups. =~ N o] Name ~ Designation  Email-ID ~ Group = )
NEG 1 0  sssss T KGR i
Migrate Fil ;j j
MoT i | ] Asshirbed gzur as IIT KGP i |
Dispatch hrd i | o abed IIT KGR il
e LED i | ] 2bed directar 1T KGP i |
= LT KGR )i | o abhay sharma 1IT KGP i |
hescs i ] o sbhay sharma i |
GROUP-1 )i | O Adarsh citizan MOT,LED i |
GMDA i | ] AJAY KUMAR GUETA MANAGER MOT,LED )i |
epfo )il | 0] AJAY KUMAR GUETA MANAGER Lep i |
¥ Quick Noting eoffice trg )i | o sy Yaday Assistant )i |
. [© S5 <12345878310% ==
Notification E office i |
dont i
Ext Department J -
directar Tl

Fig.249

[Add New Gruup]

button, enter the Group name and click button, as shown in Fig.250:

e (lick
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e (Add New Group)|Show All Contacts| Group Name : All Contacts [Add New Contact)(Delete Contact] Addto: | Chooss One v|search:[ ]
Files Groups = (=] Name ~ Designation ~ Email-1D ~ Group - ;
(] 23333 IIT KGP Ei
Migrate File = E
9] Aashirbad gaur as 1T KGP i |
Dispatch (5] bed T Ei
T 8] abed directar 1IT KGP. i |
O bhay sh IIT KGP
Settings = l:J abhay sharma Ei
bhay sh
} Praferances l:J e ﬁi
} Address Book a Adarsh citizen MOT,LED ﬁi
} User Groups a AJAY KUMAR GUPTA MANAGER MOT,LED \i
D AJAY KUMAR GUPTA MANAGER LED n
» Quick Noting = P
a Ajay Yaday i |

Notification

Ext Department

€€ £12345678910>% > -
-Grou NEME:

Fig.250

e Anew group gets created.

Other actions available on Address book screen are:

1. [Ehnw 4L Eantacts]: To view the complete list of contacts.

<
2. i : To delete the any particular group or contact.

3 [Delete Cﬂntal:t]

: To delete the multiple contacts.
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User Groups

It is used to create a group and add user list to that created group. It helps the user while sending a Receipt/File to
list of selected users or to a group which comprises of contained user list.

To create User Group, perform the following steps:

e (lick the User Groups sub-module under Settings module. The window appears is shown in Fig.251:

( Create Group | 1
Racaipts
Group Name ~ Descrigtion ~

. =Office transfer data P
Migrate Fila
Dispatch
DsC

=
b Quizk Neting
Notification
Ext Dapartmant

LEGEND Priority Ml OutToday M MostImmediate Ml Immediate § Action Initiated
Subject Catagory AcR Right To Information Court Cazaz Pariiamant Matars

Fig.251

o (Click — & e ltab, enter the Group name, Description and click| =" | putton, as shown in Fig.252:

[ |

Receipts
Fies Group Name *
Migrate File Description

S Vi
Dispatch
DsC

(Select Users from the list to create user group)

Settings =
b Praferences Search

b Address Book

Name Marking Abbr Org Unit
» User Groups
| DEEPAK SHARMA S0(DS)-EDP EDP Cell
~ . [ AMAN VERMA SO(AV)-BEMB EBMZ
» Quick Noting
(]  JAGDISH PRASAD us{Ip)-cve O/o US [CVC)
Notification [ LEENA OBEROI JSA(LO)-Acad Ofe AC (Acad)
Ext Department [ PRAMIAL VERMA SECY(PV) /o SECY
(] DHEERAI SAHU SECY{DS)-BoR 0/0 Comm & Secy(BoR)
| MEHA LAKHRA ASZ-IT O/a AS(IT)
(| LD THAKUR SO(LDT) 0/a Technical Director
] DpEMOCIL ASST{DEMO)-CIL cIL
(| SHRIRAINEESH BHATT Steno(RB)-O/o DG Office of Director General of Civil Aviation

Fig.252

e Anew group gets created.
To add users to the created group, perform the following steps:

e (lick the group name in which user required to be added, as shown in Fig.253:
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Receipts
Files
Migrate Fila
Dispatch
DSC

Settings
b Fraferances
b Addrass Back

» User Groups

» Quick Nating

Notification

Ext Department

[ 2 [ 2 2 1

( Create Group |

Group Name

=

LEGEND Priority M Out Today

Subject Category

~ Description

data services

transfer data

B Most Immediste W Immediate 4§ Action Initiated

ACR Right To Information Caurt Cases. Parliament Mattars

e Select the users from the list and click the

Fig.253

button, shown in Fig.254:

Receipts
Files
Migrata File
Dispatch
psC

Settings
} Praferences
» Address Book

} User Groups

b Quick Neting

Notification

Ext Department

[

Group Name * Office

transfer data

Description

(Salact Users from tha list to create user group)

Search

Name
] DEEPaK SHARMA
[# | AMAN VERMA
(¥ | 1mGDISH PRASAD
¥ | LEENA oBEROI
] PRAMIAL VERMA
(] DHEERA SAHU
(] NEHMA LAKHRA

L[] LDTHAKWR

(] DEMOZIL
(] SHRI RAJNEESH BHATT
[ ava BHARTI

] DEMO USER

] KUSUMIT SIDHU

[ ]  SUDIPTA GHOSH

(] SURESH KUMAR

[ PANKAJ WADHWA

[ aparnA

[J cHETAM

(] MITHUM BARUA

(] ARCHIT SAXENA

A
Marking Abbr
s0(DS)-EDP

SO(AV)-BBMB
us(Ie)-cve
ISA[LO)-Acad
SECY(PY)
SECY(DS)-BoR
AszIT

S0(LDT)
ASST(DEMO)-CIL
Stena(RB)-0/ DG
Us(28)-MaWR
S0(DU)-NCTE
SEC(KS)-0/0 secy
US(US2)-GFFICE 1
WTS(SK}-0/a DG
Us{PW)-0fc US(DSE)
ED(A)- Infra
1G(CH)-0/0 16
DRHOSTEL{MB)-0/0DRHGS

ASST(AS)-ADM SEC(DSE)

Org Unit

€op Call

BBME

/s us [CVC)

/0 AC (Acad)

0/a SECY

0Ofa Comm & Secy(2eR)
/o AS(IT)

0/o Technical Director
ci

Office of Diractor General of Civil Aviation
0Ofo US(MoWR)

NCTE

/0 SECTY

OFFICE 1

Office of Diractor General of Civil Aviatian
/o us [DSE)

/6 ED (Infra)

o/aig

0/a Dy Registrar
ADMIN SECTION(DSE)

@< 1

2/(3 4 5>

Fig.254

e The user(s) is added up in the selected group.

o To edit the group details click the group name, make required changes and click

e To delete the created group, click 7 icon.

Copyright © NIC, 2018

button.

Ver. 5.5 05

172



eOffice

A DUGITAL WORK FLACE SOLUTION

Quick Noting
It is used to create a customized list of one-liner noting frequently used in organizations. It helps the user while
creating the noting for Electronic files.

e C(lick the Quick Noting sub-module under Settings module. The User Defined Quick Noting screen appears as
shown in Fig.255:

User Defined Quick Noting

@
i
8
!
[+

S.No Description

“
P
[+

1 Kindly do the needful B 0

g g [z

8 & |8
LI

H |3 &
z
&

0]

Notification

Ext Department

Fig.255

e C(lick button, the User Defined Quick Noting pop-up window appears.

e Enter the description and click button, as shown in Fig.256:

User Defined Quick Noting
Receipts
e B |l sno Description
ez
1 Kindly do the needful. ] i
Migrate Fil
patch
S
=l
ar Groups User Defined Quick Noting
» Quick Noting
Urgently Required
Notification
= Description *
=

Fig.256

e The noting gets saved.

Other actions available under Quick notings screen are:

1. B: To edit the quick noting description

2. | : To delete the quick noting.
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Annexure-I

Multiple post in eFile Login
e Enter the Login ID & Password in the eOffice portal, click button as shown in Fig.1:

Friday, August 25, 2017

>@ffice

A DIGITAL WORKPLACE SOLUTION

'Mission Mode Project (eOffice MMP)

Login ID usemame

Password

Fig.1

o eOffice homepage is displayed on successful login as shown in Fig.2.

e To open the File Management System, click the link mentioned in the left panel as highlighted in Fig.2:

. i X DIRECTORY CONTACT EMPLOYEE SERVICES  QUICK LINKS
(ESEEEERRR 7o socce=d in your mission, you must hevesigleminded deverion toyour goa - bk Kelam
[ s
- Knowiedge Forum  Uirary ThswWeek | TR
comce services R P
L File Management System L=
e imererco i
» eFile MIS Reports =
b B B
» Leave Management System &
» Tour Management System » eoffice Publish to KMS test. 5
» Personnel Information Management System TEAM LEAD C ON 16/05/2018 =
B o &
c
B Emptoyee corner &
—
» Join Today. NIC Connect
& veip me To
P T e LT
* Beok Video Conference eofficegovin  Repertlssue  SubmitFeedback  eOffice Training  Learning Resources.
News evenrs
Sore
+ Four M terrerss arresead i Rejasthan
=

Fig.2

e User is then redirected to the eFile application, as shown in Fig.3:
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c@ffice

= eFile ve

Date Range : 14/08/2017 To 30/07/2018

[ Receive | Send Back | Send | View | Mave To | More |

Hierarchical View [y Files 7] ]

» Conversions

Subject Categary

Ssrvice Matters Budget praparstion

ACR ralsted matters

Appointmant and ther related mattars of Planning Comissien

Annusl Proprty Rsturn

Receipts
Files g @ vNC‘mem ~ File Number Subject ~ Sent By ~ Sent On ~ Due On~ Read On ~  Remarks
» Inbox (24) — . SR T T - -
@ $ £ 3385224 DS 28-14014/0002/2016-OFFICE OF US(DM-IT)-MHA satru/sahoo W g offe -1 (3 -1t ofo7/18 03:10 - B
+ Gopall ) i ik 07/
O y S — -y WY HIg, A A E-1 (31 GA-11 30/07/18 03:19 ~
P——— @ E 3385228  £-12012/0003/2018-OFFICE OF US(DM-IT)-MHA Satruff /12 5 = B
, Submitted Files for | [ E 3384616  A-11/0021/2018-Ofc of HS(MHA) TESTING FOR MOPR I W T affts -1 (3§ -1 ::’4“7113 LEEE - B
Clesing Approval . i
— @ 3 E 3385199 DS 28-12011/0002/2016-OFFICE OF DM-II-Valuma(3) Sahooo 22/3 )“‘”“3"" s o -1 (3t G -1t :"’qf""'“ LEEE - B
reats:
-+ Drefts @ E 3385310  REV-102051(52)/0012/2018-F TE-MHA — Y T W A o g1 (3 §u -1 30/07/18 03110 = [ ]
Notifications ) PM
©EzT s @ E 3385330 f2E¥-102051(52)/0017/2018-0FFICE OF US(DY | pull up (Last seven days) T W, A o -1 (3 G -1 for/asozte - ]
» Parked = Y WG, AT 3 4F-1 (31 {9 -11 20/07/18 03:19
@ £ g M-11)- . - + - -
. O % E 3385236  P-11011/0005/2018-OFFICE OF US(DM-IT)-MH b Filecs) + Receipt (0) 5 = [ ]
» Bulk Closing - e e g1 (S 5
a % E 3385203 p-13012/000) -OFFICE OF US(DM-TT): 3 g i :',’,,"W"“ osue = B
» Closed Pull back (Last seven days) ) = e
SEyMe @ E 3385330  56-1001(001)/0002/2018-OFFICE OF US(DM- “)3““3"“ s ot -1 (31 4 11 :;’4""7"“ GEEE = [ ]
= + File(1) + Receipt (1) =
’0:" th!;S) @ E 3384647 1-002 B ‘?)S EHATT OGRS 20/07/18 11:13 AM - :ﬁ(nﬂm it i)
ierarchy]
- = i ; . % Due Date Elapsed . - B
+ By Others (all) O m @ oaassasz  poCNH00LN0002/201-0PRICE OF Us(DN-T o g e P T (B3 0D 20/07/18 10556 AM - so/07/18 11103 =
Submittad Files for g E 3385210  B/0011/2013-0FFICE OF US(DH-T » File(4) » Receipt (20) W TG, A1TbH 3% FE-1 (3 44 -11 30/07/18 10:56  _ - B .
~ Recpening Anproval _ 1] AM
» RMS Inbox
b Sent LEGEND Priority Wl Out Today Ml Most Immediate W Immadiate 3 Action Initiated #3 Other Department [Zr Files with Draft [E} Draft Note Yellow Note External Files

- Drafts
-+ Completed
b Physical Fila
, Create New (Non
sF5)
-+ Create New (SFS)
b Electronic File
, Create New (Nen
SFS)
+ Creats New (SFS)

» Creats Part

b Crazts Volums

Fig.3

Note:

1) By default application logs into the Primary Post eFile account, as shown in Fig.3.

2) A user can access multiple posts through the interface, if a user is assigned with multiple posts in a department as

shown in Fig.4.

To access another post account in eFile, click on the user icon.

The drop box containing multiple posts appears. Click on the another post, as shown in Fig.4:

e@ffice

eFile version 5.5 06

Date Range : 14/08/2017 To 30/07/2018

Receipts

Files

» Inbox (34)
+ Gopalt
-+ Gopal-New

Submitted Files for
Closing Approval

N
» Created

+ Drafts

-+ Complated
» Parked
» Bulk Closing
» Closed

+ By Me

y Others
* (Hierarchy)

-+ 8y Others (All)

Submitted Files for n
-+ B
Reopening Approval
» AMS Inbox
b Sent LEGEND

» Conversions
-+ Drafts
-+ Completed
» Physical File

Create New (Hon

i—l

“

Computer

m

m

m

m

Priority

Subject Category

=

o

3385224

3385228

3384616

3385100

3385210

3385230

3385236

3385203

3385330

3384647

3385332

3385219

W out Today

" Receive | Send Back | Send | View | Mave To | More |

 File Number

DS _28-14014/0002/2016-OFFICE CF US{DM-II)-MHA

E-12012/0003/2018-CFFICE OF US(DM-11)-MHA

A-11/0021/2018-0fc of KE(MHA)

2011/0002/2018-OFFICE OF DM-[I-Volyme(3}

ET-102051(52)/0027/2018-OFFICE OF US(DM-I[)-MHA

B-11011/0005/2018-0FFI:

OF US(DM-11)-MHA

D-130:2/0003/2018-0FFICE OF us(D-1n)-psia Br

58-1004(001)/0002/2013-0FFICE OF US(DM-T1)-MHA

gopaltastingabhajsintesti-002 (2
56-1001(001)/0002/2018-OFFICE OF US{DM-TI)-MHA-
Pa

£/0011/2018-OFFICE OF US(DM-I1)-MHA

M Most Immadiats Wl Immediata

Service Matters Budgst preparation

Subject
satru/sahoo
Satru// /12
TESTING FOR MOPR
Sahooo 22/3
Sushanta New File CLF101
Sushanta New File CLF121
satrul
47 Test File Satrul
Satru Test File ABCD
gonal tasting abha jain tast 1-002
Satru Test File ABCD

11a

‘% Action Initiated Other Department

ACR. related matters

Appointment and other related matters of Planning Comission

~ Sent By
?zvm.wﬁm i gE1
W TG, TR 3% TH-1| (o1 qw -11

WK
ElLEiE e

UL L USLY
it

o

» 3 bt 3 ¢ e A

File (E-102,P-20) Receipt (E-35,P-95)
v A IRT R 2

File (E-57,P-7) Receipt (E-52,P-42)

& Fifik amdawme -

T g, i St -1 (149 11
;zvm,msﬁww—t (Frm-n
‘ilzwmg,sr"ﬂﬂv sifw gE-1 (St iw -1
T g, o sifs L (1 4w 11
=W TG, 1TH ST TE-I (31 89 -11
ilzﬂm.s\ﬁw aifE gE-1 (Fiw-n
W g, S AT TE-I (31 09 -11

.5 BHATT, 3T /315 7= 0 (W =
)

W A, A HE gE-L (ST -1 )
IH WG, A AT q&-I (31 09 -11
1

[Zr Files with Draft [E} Draft Note

30/07/18 03:19
pM

30/07/18 03:19
pM

30/07/18 03:19
oM

30/07/18 03:19
oM

30/07/18 03:19
pm

30/07/18 03:19
pm

30/07/18 03:19
PM

20/07/18 11:13 AM

20/07/18 10:56 AM
20/07/18 10:56
AM

vellow Note

Annual Property Return

30/07/18 11:14
AM

30/07/18 11:09

0 adaadauaaaaa\

External Files.
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Fig.4

e Useris then redirected to the Inbox screen of another post account, as shown in Fig.5:

2 im wormrach ouuTon
= eFile version 5.5_06 Search
Date Range : 14/08/2017 To 30/07/2018
Receipts [ Receive | Send Back | Send | View | Move To | More | Hisrarchical View 1y Files v }
Files = v%ﬂ ~ File Number ~  Subject ~ Sent By ~ Sent On v% ~ Read On ~  Remarks
Inbox (37) o " -
> Inbex E 3385153 F/0001/3018-TI-MHA-MHA adfadfg ABID ALLOFFICE DF US{K-VI ) jorf1zazan . =
, Submitted Files for B -
Clesing Approval g 3 E 3384658 a—nms{nms[amarm\zgg' Satru24/101 C.G. NAIDU, T i F= 25/05/18 12:31PM - o : ]
b Crested [m] % P 3382785 Sshooi124 Sahco1122 SHELLY.TT 14/05/18 11:59 AM é;’“m’ 10 ]
+Drafts 3 E 32825656 D-16045/0003/2048-T3-MHA Kirti File 5085 SR AT 07/02/16 02:26 PM - 07/02/18 02:37 o
+ Completed P .
a ) E 2382654 A-22016/0001/2018- 7m [ Kirti Fils 5088 SHELLY.T T 07/02/18 12:45 M - 2;’ 02/18 12:43 B
» Parked _
O =g E 3383621 E-18/0001/2018-F 78 PR K, 0 A g:llﬂl/lsaﬁ-h - - ]
» Apsroval Requests -
& 02/02/18 12:30
} Bulk Clozing 3 E 3383548  A-20014/0001/2018-T 7H = i, T E5l - - [l
» Closed 3 E 3383544  D-13013/0003/2018-0 78 I i 2:'/!12/ 1812:30 R ]
+By Me 8] ) E 3383547  D-16015/0002/2018-F 7 AR T D2/02/1812:30 - B
Others = 02/02/18 12:30
* (Hierarchy) ) E 3383570  ps-11020/0001/2018-% 73 X 2 T m/ / . . =
+ By Othars (all) ) E 3381700  p/14/0022/2017-PM section 5 B 1, i Fm :if‘ﬂ/ 1809:56 - B
Submitted Files for o E 3383408 DJB-BO16/4/2017-Director (AandP)-0/o Pr. RS K, T de 25/01/18 12:12 . .
* Reopening Approval 1 Secy{Home) i PM =]
& 18/01/18 05:14
[m] - /0002/2018- .G 8t - - -
) RMS Inbox E 3383270  D-20014/0002/2018-% v 112 €.G. NAIDU, %t § 18/ o
» Sent
» Conversions LEGEHD Priority M OutToday M MostImmediste Ml Immediat= & Action Initiated £ Other Department [Br Files with Draft [E} Draft Note Yellow Note External Files
+ Drafts Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Return
+ Completed
» Bhysical File
Creats Hew (Non
*seg)

Fig.5
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Annexure-II

Guidelines for Scanning Document

The objective of scanning guidelines is to scan and bring the physical daks/letters and other documents into the
electronic system in the least possible size, so as to facilitate quick and easy retrieval of eFiles from the
server/system.

For Physical DAK or Inward Correspondence -

Scan the whole DAK/inward correspondence as single pdf only (preferably as searchable pdf). The size should not
exceed 20MB.

While Migration of physical files -

Scan all the required files in following manner -

1.| Correspondence:

The Receipts, References and Issues on the correspondence side may be scanned
as single PDF document keeping check on the max size as 20 MB.

If pages are more and size exceeds 20MB then more than one PDF should be
created.

1.| Noting:

Scan all the pages of the Noting as one single PDF document.

For scanning of various document types, the following colour & DPI are suggested:

Output
SIL No. Document type/Condition Color & DPI Format
1 Regular/normal/good B/W-100 dpi PDF
B/W- increase DPI as per legibility /
2 Damaged/tarnished/clouded | visibility PDF
Seriously B/W- increase DPI as per legibility /
3 damaged/tarnished/clouded | visibility PDF
4 Coloured Photographs/text Grayscale PDF
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Annexure-III

Digital signing of Receipt Remarks

Pre-requisites

1. DSC should be registered with eFile.

Note:
This is configurable feature at instance Level.

DSC feature is available only to the user(s) whose DSC is registered with eFile.

User can sign the remarks of the receipt while sending the receipt to the other user by performing the following

steps:

: . .. Send
e Select the receipt from Inbox or Created list and click end |

appears is shown in Fig.1:

[ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |
o All Reporting Officer Sub-ordinates Recent 5 Send Back In Channel Preferred List
+ Electronic
Note: Name of the creator is highlighted in yellow colour.
b Inbox (2)
y £mail Disrisatien . Receipt Number
» Created -
» sene
» Closed
wayme Ce 4
(Use samicolon(s) to saperate recipients.)
Note : GG copies are non-editable (bath pdf and metadata}. Any change in the
¥ Acknowledgement Main receipt will be reflected in the CC copies, till the time not put inside the file
» Crested
Set Due Date 7l
+sent
b Initiated Action Action Forward v
Files Priority Cheose one v
Migrate File
Total 1000 ] 1000  characters left.
Dispatch
Initiate Action =
bsc
— Toral 1000 | 1000 characters lek.
= Remarks
Notification
4
Ext Department
m DSC Signand Send [l eSign and Send

v (2] 941038/201 8/ Te3{15 & 06 (H = W)

Subject

Kindly see

i

Fig.1

SC Si
o Enter the mandatory metadata and click Dotoandioond button in the Send screen, a pop up window
appears asking for the DSC token Pin, as shown in Fig.2:
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s o e
» Brovse & Diarise
- Physical Organization : MHA
 Elactronic @Al (O Reporting Officer (O Sub-ordinates (O In Channel () Preferred List
» Inbox (8) Note: Name of the creator is highlighted in yellow colour.
-+ New Folder (2)
Akl To Deepika Saini—Steno-1(D-I)—OFFICE OF DM Receipt Number Subject
» Email Diarisation (21 941389/2018/3i1tra 13T T T (. wewetwet
} Created
» Sent
cc
» Closed ]
(Use semicclon(:) to separate recipients.)
+ By Me Note : Cc copies ara non-aditable. Any changs in th| Verify User PIN X
5y Others Main receipt vill be reflected in the Cc copies, till th )
d Now verify your User PIN:
(H hy)
bt SetDue Date [ m
-+ By athars{All)
» Acknoviedgement Action Forward v User PIN: | |
Created
e Priority Choose one ~ [JEnable soft keyboard
- Sent
Change User PIN
b Recycle Bin Initiate Action (m}
» Initiated Action
Total 1000 | 990 characters left.
Files
kindly see
Migrate Fila Remarks
Dispatch
psc
Sattings
Notification m DSC Sign and Send eSign and Send
Ext
Fig.2
o Enter the Pin and click 229" | putt hown in above Fig.2
nter the rin and clic utton, as shown in above rig.4.
e The remarks get signed as shown in Fig.3:
s =] ( Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Defails |
b Browse & Diarise
-+ Physica File No.A-19011/17/2016 MH 1 102 Recelpt Details
+ Elactronic Receipt No 413801201815 s o b ere ) £ File No -
b Inbox (12) From : Strwhwtwt Designation - ewtwt
» Email Diarisation A-19011/17/2016-MH- Main Category ACR related matters Sub Category :
» Created Address whwt Sent Date © 25/07/18 02:26 PM
} Sent N Letter Ref. No Letter Date
» Closed Subject : wiwetwet Enclosures/Remarks: -
By Me Dr. RML Hospital has inimated that Dr. V.K. Tiwari, Addl. M.S. Consultant & Delivery Mode - By Hand Sender Type ©
HOD, Deptt. of Burns & Plastic Surgery, Dr. RML Hospital to visit Singapore and
By e Combodia, during the period from 03.07.2017 to 08.07.2017 (prefixed Sunday Movement Details
s By others(all) on 02.07.2017 and suffixed Sunday on 09.07.2017) in his personal capacity. Sent By ~ SentOn ~ Sent To ~ Action- Remarks - =
C.5 BHATT, 35
» Acknowledgement C.5 BHATT,oifts [oifp a3 (7 25/07/18 02:26 Deepika SSINLOFFICEOF oy o
Ly Created 2. In this connection, we have obtained necessary vigilance clearance from AV w=T) PM DM-Tr
Section of this Di and Vigilance Section of the Ministry of Health & FW. which e 150
-+ Sent -
are placed on the file Dr. V.K. Tiwari, Addl. M.S. Consultant & HOD, Deptt. of Bums &
» Recycle Bin Plastic Surgery, Dr. RML Hospital is clear from the vigilance angle, this is his second
; N abroad visit during the year 2017. l
b Initiated Action
Files
— - 3. We may now issue necessary vigilance clearance inrespectof Dr. V.K. Tiwari,
Ly e Addl. M.S. Consuitant & HOD, Deptt. of Bums & Plastic Surgery, Dr. RML Hospital, as
Dispatch per the draft put-up for approval please.
DSc
Settings
Notification 14/06/2017 9:50 AM
HRITIK KUMAR JHA
Ext Dapartment (350)

Fig.3
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Digital signing of DFA

Pre-requisites

1. DSC should be registered with eFile.

Note:

This is configurable feature at instance Level.

DSC feature is available only to the user(s) whose DSC is registered with eFile.

User can sign the draft by performing the following steps:

e Create and approve the draft by following the draft creation and approval process.. The draft dispatch and sign

screens will be displayed as shown in Fig.4:

+sai123 Draft Details
» Submitted Files for Draft Type* NewiFresh | Classified Choose one
Closing Approval |
» Created Draft Nature* Closed and Added to GO ~| Prefix Choose one
-+ Drafts Language* English 7: Is Sanction ]
» Completed
fdsfdsfdsf
» Parked
Subject*
, Approval Requests
(1) Total 1000 | 990  characters left.
»:Closed Communication Details
» By Me -
Ministry Choose one |
Submitted Files for —
» Reopening Department Choose one |
Approval
RS Name ww Designation
e Organization
» Conversions Address 1* www
ADrafs Address 2
» Completed — —
Country INDIA | State Choose one |
» Physical File - =
City Pincode
, Create New (flon
SFs) Mobile Landline
» Create New (SFS) Fax
Electronic Fil
» Electronic File i
, Creata New (Non
SFS) Add More Recipient(s) Clear
+ Create New (SFS)
» Create Part
reate Pa Attachments m
» Create Volume
» Recycle Bin
Migrate File = Note :
= Use #ApprovedBy# tag to display the approved by in the draft content.
Dispatch = Use #ApprovedByName# tag to display the approved by name in the draft content.
S & - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
e . Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
DSC Use #ApprovedDate# tag to display the approved date in the draft content.

Use tag to display the number in the draft content.

.

Fig.4

e (lick the button to facilitate the signing process, a pop up window appears asking for the DSC token
Pin, as shown in Fig.5:
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File No CF
GOMS- a3HT-1/113/2018/MHA

Subject*
Total 1000 | 992 characters left.
. 941380/201 3135 /3ifE T =
Receipt Number = Reply Type Choose one
=
Communication Details
GOVERNMENT OF KERALA Ministry = CENTRAL VIGILANCE COMMISSION

Abstract Department * Others

(Abstract Content ) Verify User PIN X Designation ewtwt
‘GENERAL ADMINISTRATION (SECTION) DEPARTMENT Now verify your User PIN: -

GOMS- F¥F-1/61/2017/MHA ﬁ -

Dated,Thiruvananthapuram ( 28.07.2017) -
Fond: User PTH: [[esssesss E

ORDER BIA State DELHI

Enable soft keyboard
(BOdY OF the GO o) (WEr= et i
By order of the Governer Change User PIN — Fincooe
Seceretary to Government Landline
To -
it Email

Use C.S BHATT, ASST (C)-HS, 0/0 of HS(MHA) For Approver Info. Add Mors Recipient(s) | Clear
Use C.S BHATT For Approvergs Name
Use ASSISTANT For Approvergs Designation.
Use O0/o of HS(MHA) For Approver Section Name.
Use 28/07/2017 For Date of Approval. Attachments

Use GOMS- TR#13-1/61/2017 /MHAFor Document Number.

Forwarded/By order

Section officer

C.S BHATT, ASST(C)-HS, 0/0 of HS(MHA)
28/07/2017

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info
#ApprovedByDesignationd# for Approver Designation

v #ApprovedByPost# for Approver Post

#ApprovedDate# for Date of Approval

#Approved ByName# for Approver Name

#ApprovedBy SectionNamed# for Approver Section Name
#Approved ByEmail# for Approver Email
#DocumentNumber# for Document Number

atch By Self | Dispatch By CRU @

Fig.5

o Enter the Pin and click button, the remarks get signed as shown in Fig.6:

| "Send | Send Sack | Putina il | Copy | Dispateh Dt | Movements | £ | Close | View Drafl | Attach i | Attach Recept | Acton Detai
Oraft No. : GFA/S011111 - V1.0 Draft Status 1 Signed
New Draft Draft Details
Draf Type* Reply Language
o . - .
S a8 HE Q 1 k(7 v | e @ signin Draf Nature! otz Prein Chosse one
e 2P
Signed and all signatures are valid, £ Signature Panel Subject*
g Total 1000 | 1000 charaders ef.
Recsipt Mumber E T T 0 R T L RepyTyps
~ &
By order of the Governer
@ ¥ Communication Details
Seceretary to Government Ministry
@ Department -
To Name' E Designation
Q Organization
Address 1 Cere F Gour Hewr Delh
é,: Forwarded/By order I pddvess 2
County INDIA site
Section officer 4 City Pincods
q Mobile Landine
Fax Emil
Ciear
Signaturexalid Ntacrments =
Note : Use following # tags for draft oreation
#ApprovedBy¥ for Approver Info #ApprovedByNsme# for Approver Name
#ApprovedByDesignations for Approver Designation #ApprovedBy SectionNamet for Approver Seofion Name
#ApprovedByPost? for Approver Past #ApprovedByEmailf for Approver Emil
. #ApprovedDate# for Date o Approval #DocumentNumber? for Document Number
8.27x11.69in < >
Dispaton By Seif | Dispatch By GRU | i |

Fig.6
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Custom Digital signing of DFA

Provision of eSigning Draft at customized/desired Position.

e C(Create and approve the draft using the draft creation process. The draft dispatch and

displayed as shown in Fig.7:

sign screens will be

Files =
» Tnbox
» prajendra
, Submitzed Files for
Closing Approval

Draft No. : DF&/20911 - V 1.0 Draft Status : Approved

Download

» Created
» Drafs
» Completed
» Parked
+ Approvel Requests
» Closed
+By Me

By Others.
* (Hierarchy)

+ By Ochers (Al]

, Submised Files for
Reopening Approval

» RMS Inbox

» Sert

» Conversions
» Drafts I
» Completed

» Physical File

, Crezt= New (Non
ES)

» Crezte New (SFS)

File No.A-14R33/8RRKEEM MBAKMEM Office

Application for new creation for a single user

Name of Employee *

Employee Code * Date of Birth
Designation Post*
Gender Appellation

(Mr/Mrs)

Mobile Number *

PAN Number *

Email ID (Govt.ID) *

Region (e.g. NR, SR
ete.)

Station Name.

Organization Unit
(Section/0ffice) *

Permanent/
Contractual *

I

» Electronic File Basic Pay of
Crasta New (Non Pay Scale Emploveve .

* 5rs)

» Create New (5F5) Marking
) Creste Part Abbreviation of
» Create Volume Employee
» Recycle Bin Marking

Reporting Officer Abbreviation of

Migrate File ® (eFile) Reporting
Dispatch (] Officer
S ] Suctem Auoitonie Sucrom e
Reports (5]

B
Draft Details
Draft Type* Classified

Draft Nature® Prafix

Iz Sanction

Langusge®

Subject *
Total 1000 | 987  characiers left,
‘Communication Details

Ministry Ch

Depariment ch

Name Designation

Orgsnization

Address 1+

Address 2
Country NDIA

City Pincode

State

Mobile Landline

Fax

Email

Attachments

Mote - Use #ApprovedBy? tag to display the zpproved by in the draft content
display the name in

Use #ApprovedayDesignations tap to display the approved by designation in the draft content

Use #Approveddy SectionName# tag to display the approved by section name in the draft content

Use #ApprovedDate# tag to display the approved date in the draft content

Use #DocumentNumbert tag to display the document number in the draft content

Dispstch By Self | Dispateh By CRU m Edit

Click on Custom Sign

e (lick the
in Fig.8:

Custom Sig

Fig.7

#lbutton to sign the draft at desired position. Custom Sign pop-up gets displayed as shown

————
« prajendra

Submitted Files for
* Closing Approval

+By Me
By Others

* (Hierarchy)

By Others (All)

, Subrmvtzed Fles for
Reopening Approval

» AMS Inbox
» Sem
» Conversions
-+ Drafes
» Completed
» Physical File

Creata New (Non
* 5F5)

+ Creaca New (SFS)
» Electranic File
, Crese= New (Non
SFS)
» Create New (SFS)
» Create Part
» Crezte Volume

» Recycle Bin

Migrate File

Draft Defails

File No. A- 1433312 RAHE M (MIAKMEM Office

application for new e0ffice Account creation for a single user

HName of Employee *

Employee Code * Date of Birth
Designation Post *
Gender Appellation

(Mr/Mrs)

Mobile Number *

PAN Number *

Email ID {Govt.ID) *

Custom Sign modal window

ustom Sign

Station Name

Organization Unit
(Section/Office) *

Permanent/
Contractual *

pay scale Basic Pay of
Employee
Marking
Abbrevistion of
Employee *
Marking
Reporting Officer Abbreviation of
(eFile) Reporting
Officer

[T ———

1 ign
File No A-TBEAMEAMMNIKAKMEM Office
Aot s M Actounscreston o sge s
Nameof Employee*
Employes Code* Date ofBirth
Gesignation post
ppaistion
Sienger (Me/Mrs)
Mobike Number * PAN Numbar ¢ 1
Emaii0 (Gevti0)* T
Regonieg WL Seatoname =
Organiation Urie Pecmanent/ |
(section/Offiec) * Contractual * |
Bacic ay of
Pay Seale: Employee *
Narking A3d Vore Recipient(s) || Ciear
Aboreutation of
Enployee™
S - =
e Reporting
Otheer
Sptem Ausloble
(¥es/ho} ‘Configuration
Samer
e oslable Auaiable
! {vesio}
Ao
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e Locate the desired position on the selected page and click mbutton to sign the draft as shown in Fig.9:

_ Computer No: 128073 File No: A-14013/3/2016-CHO(VIKAK)CM Office ! Subject defusnes237
Recaipts 5
[ Noting | Correspandance | Drafe | Refarences | Link | Datais | Movemants | Edit | Raply | Sand | Amachmane | Wore |
Files =2
» Inbox Draft No. : DFA/20911 - V 1.0 Draft Status : Approved E
» prajendra
‘Sut.nnmd Files for Draft Details
Closing Appraval
» Created File No.A i M Ofi 4 | custom Sign =
ile No.A-14013/8 FANE-EMS NICA KM ice B
oDt =) ; 1061 | Sgn b=
-+ Completed =
e W— Fille No.A-J0G8 A0AEEMMMIRAKE M Office
¥ Perked Hame of Employee * oo e i o
» Approval Requests
Name of Employee *
» Closed Employee Code * Date of Birth
» By Me Employee Code * Date of Birth
i Designation Post * ]
(Hierarchy) 8! Designation Post* R |
» By Ohers (all) sender Appellation 3 - Appeliation
Submimad Files for (Mr/Mrs) il (Mrirs) E
e bk Namber* A N [
» RMS Inbox Wobile Number * PAN Number * — o —
» Sent Email ID [Govt D) * T
» Conversions Email ID {Govt.ID) * -
ot I :\]unlu""-il Click and Drag mousgsetion Name jarashira
Region (e.g. NR, SR . over document areg R
» Completed o) Station Name orpnunk | o parmanent/
+ Bhysical Fie L (section/Office) Contractual i
Create New (Non Organization Unit Permanent/
e . Basic Pay of
5F5) (Section/Office) * Contractual * Pay scale oidi
o Crezra New (SFS)
- Marking Add More Recipient(s) Clear
+ Electronic File pay Scal Basic Pay of Abbreviation of
, Creata New (Non ay seale Employee * Emplovee ”
» Create New (SFS) Marking Reporting Officer . :
£ (eFie) Reportirg
P Abbreviation of Offees
¥ Create Volume Employee System Availbie System

Fig.9
o The digital signature will be gets displayed at the desired position in the draft document, shown in Fig.10:

-
Computer No: 128073  File No: A-14013/3/2016-CHOIVIKAK)-CH Offce B Subject dsffusw@<227
Recaipts = =
[ Noting | Ce | Draft | | Link | Details | | Edit | Reply | Send | Attachment | More | 1
Files =l
+ Inbos Draft No. : DFA/20914 - V 1.0 Draft Status : Signed
+ prajendra
_, Submitted Files for Download Draft Details
Clasing Approval e
- . . Draft Type® Classified
¥ Crastad é% ﬁi{ EA) ‘ i | ‘ E = Tools . Fill &Sign | Comment yre
+ Drafts Draft Nature* Prefix
-+ Completed @ Signed and all signatures are valid. @ Signature Panel ¥ Fill & Sign Tools Language* Is Sanction ]
e |- [,
] Subject*
b Approval Requests @ g
VRS TR RMOMEIULM
Fletio ones Total 1000 | 1000  characters left.
¥ Closed
oy f o v Communication Details
LB Others Employen (o * O ol binh Ministry
(Higrarchy) @ [A—— bt
Department
+ 8y Others (Al ps e P
, Submitted Fils for '-%{ [ Dbt [Z] Place Signature Name Designation
Reopening Approval Emaiibfoc 0] Qrganization
» RMS Inbox eonlek W R
o ] il » Send or Collect Signatures Address 1
an Je— s
. . , - Address 2
¥ Canversions e i » Work with Certificates
o I o v Courtry DA State
=T Digitally Signed will displa
+ Complated : B o . g\ tally Sigt play City Pincode
— Mobie Landiine
ysical File e -
, Create New (Non L] g Fax
Sotem e Soten Email
 Create New (SFS) il bt
T
b Electronic File o _—
e

Fig.10
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Digital Signing of File Noting
1. DSC should be registered with eFile.

Note:
This is configurable feature at instance Level.

DSC feature is available only to the user(s) whose DSC is registered with eFile.

User can sign the noting of the file while sending the file to the other user by performing the following steps:

e Select the file from Inbox or Created list and click 2end |

shown in Fig.11:

tab from the menu bar, the Send screen as appears is

Receipts [ Send ]
Files =

+ Inbox ® all Reporting Officer () Sub-ordinates () Recent 5 send Back () In Channel Preferred List

Submitted Files for Note: Name of the creator is highlighted in yellow colour.
Closing Appraval

» Created 5 N
+ Drafes o Notify : () Email [J sms File Number Subject Note(Chars)

+ Completes @ | & []B-12014/32017-Demo-DEPT-EOFF billing purpose 0

Set Due Dale &
» Parked Note : Bulk signing maximum allowed characters- 1000000 Total(Formatting included) :0
» Approval Requests Action Forward v

» 2ulk Closing

+ Closse Priority Choose one v
ose

+ By Me Initiate Action [m]
By Othars
+ (ierarehy) ~
(Hierarchy Total 1000 | 1000 characters left.
8y Others (All
o+ By Geners (A1) Remarks
Submitted Files for
+
Recpening Approval P
» RMS Inbax
b Sent
» Convarsions

+ Drafts m DSC Sign and Send eSign and Send

+ Completed

» Physical File

_, Create New (Non
SFS)

Fig.11

SC Si
e Enter the mandatory metadata and click LSPEIL WIS button in the Send screen, a pop up window
appears asking for the DSC token Pin, as shown in Fig.12:

Receipts [ Send ]

® All () Reporting Officer () Sub-ordinates () Recent5 () Send Back () In Channel () Preferred List

Note: Name of the creator is highlighted in yellow colour.

* Closing Approval

» Created 5 :
> Drafts o Verify User PN X bty : O Email [ smis (= (Tl Subject Note(Chars)
+ Completad ot Do Dot ﬁ Now verify your User PIN: E] (20 B-12014/312017-Demo-DEPT-EOFFI billing purpose 0
et Due Date
» Parked Note : Bulk signing maximum sllcwed characters- 1000000 Total(Formatting included) :0
» Appraval Requssts Action A User PIN: [ swswsnse | |
» Bulk Closing
Priority q [ Enable soft keyboard
» Closed
, By Othars
(Hierarchy) Total 1000 | 1000 characters left
-+ By Others (All) Remarks
. Submitted Files for
Reopening Approval 4

» RMS Inbox

m DSC Sign and Send ©Sign and Send

+ Complatad

¥ Phyzical Filz

, Craats Nizw (Nen
SFS)

Fig.12
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e Enter the Pin and click button, as shown in above Fig.12.

e The remarks get signed as shown in Fig.13:

Computer No: 2285592  File No: B-11/0017/2018-0/0 of HE(MHA)-Part(1) Subject: Fila@rl10566

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Defalls | More |

B

e el gkl el 3R, BB W HERIVN Wl i sy el i,
3 T 3 R WiR e zamammmmwmmmmw TERIT WA fFar et
et HIREE 84 féed Tagd, o1 9@t sider et frmide sid SR, H1F, FfageeR ST, dadias 9af i adatd
A . FSGIUICI= Gersd FERIV WTd Al HepataT UG S aial, S qurd I @i e S g,

28/08/2018 4:28 PM C.5 BHATT
(ASST(C)-HS)

Note # 2

Existing Way-out: User can take help of "Quick View’ to see the previous noting or DFA in a pop up window.

However, the 'Quick View’ pop up restricts the user action on main page. User also cannot take any action

on quick view content.

28/08/2018 4:37 PM C.5 BHATT
(ASST(C)-HS)

Digitally Signed

. N
o (CFoc ) mecent |~ Al |[Previous Notings| LTS
Bl |Add Green Note | | =1[Add Yellow Nate |4 4 12 of 2 Note(s) » » List of Correspondences and Issues
Choose One | v
e lmmwwwﬂﬁ T WA S B 45 = S, 8 qey S A o - LR L - Eubiect Tupe - Attached On ~ Pages~ Action ~~|
SIAEP S, SR S U 9 o sT i g Bfaeiie 2Eiad, 3 RISiHe & Uit Aist e, WrS e W ss1508/2018/5iftns /¥ TE M (B TE )  eSign recsipt tesitng  PUCL 28/08/18 04:37 PM  1-1  Reepen
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Annexure-IV

eSigning of Receipt Remarks
Pre-requisites:

1. License Agreement (Consent of Authentication) should be made between the Department and eSign Service
provider to avail the eSign service.

2. Aadhaar Number of eFile user should be mapped in the EMD.

Note:

This feature is dependent on eSign service provider, so if the eSign service is not available, this feature will not
work.

To sign the remarks of the receipt while sending the receipt to the recipient, performing the following steps:

Send |

e Select the receipt from Inbox or Created list and click tab from the menu bar, the Send screen as

appears is shown in Fig.1:

" Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement | |

@ All () Reporting Officer () Sub-ordinates () Recent 5 () Send Back () In Channel () Preferred List

+ Electronic

Note: Name of the creator is highlighted in yellow colour.
» Inbox (2)

» Emsil Diarisation . Receipt Number Subject
» Created -
@ 2] 941038/201 83 TE/3H 09 T8 @ T T) Kindly see
» Sent
» Closed
>y L ”
(Use semicolon(s) to seperate recipients.)
licte © CC copies are non-editable (both odf and metadata). Any change in the
» Acknouledgsment Main receipt vill be reflected in the CC copies, &l the time not put inside the file
» Created
Set Due Date |
» Sent
b Initiated Action Action Forward v
Files Priority Choose one v
Migrate File
Total 1000 | 1000 charactars lefe.
Dispatch
Initiate Action o
bsc
e Totsl 1000 | 1000 characters lefe,
= Remarks
Notification

Ext Department

[

m DSC Signand Send [l eSign and Send

Fig.1

e Enter the mandatory metadata and click eSign and Send button in the Send screen, the Consent form will be
displayed as shown in Fig.2:

Copyright © NIC, 2018 Ver. 5.5 05

186



ffice

AL WORK PLACE SCLUTION

e@fflce & SATISH LALIT CMO-CHIEEPRO(SL)-(PROTO) v
Ain wormack soruion
e = £
= — o
Receipts = 7 Confirmation
['send 1
» Brovse & Diarise
*Pbysical @ Consent for Authentication
Elect i
s BeceintNumber National Informatics Centre
» Brovse and Diarise -] 948596/2016/CMO(VIKAK)
| hereby state that | have no objection in authenticating myself with Aadhaar based
bilnboocL) authentication system and consent to providing my Aadhaar number, Biometric and/or One
» Email Diarisation Ormiaat GO TOF TRA » Time Pin (OTP) data for Aadhaar based authentication for the purposes of availing of the
Crentad k o nic-eSign Gateway from National Informatics Centre . | understand that
PiCrents the Biometrics and/or OTP | provide for authentication shall be used only for authenticating my
» Sent To LALIT--CMO-CHIEF.PRO(SL)-(PROTO)--! identity through the Aadhaar Authentication system, for obtaining my e-KYC through Aadhaar
» Closed e-KYC senvice and for the issuance of Digital Signature Certificate (DSC) for this specific
transaction and for no other purposes. For the creation of DSC, | understand that the options
#By Me that | have chosen are the ones that shall be populated in the DSC generated by the CA and |
By Others provide my consent for the same. | also understand that the following fields in the DSC
* (Hierarchy) =3 generated by the CA are mandatory and | give my consent for using the Aadhaar provided
» By others(All) I e e e e e-KYC information to populate the corresponding fields in the DSC.
i -editabl h
pri— | e e * Commontiams (rame a5 otaned fom & KY0)
wCranbeil ® Unique Identifier (hash of Aadhaar number)
Set Due Date 52| ® Pseudonym (unique code sent by UIDAI in e-KYC response)
*Sent ) State or Province (state as obtained from e-KYC)
» Recycle Bin Acton Forvard Il ® Postal Code (postal code as obtained from e-KYC)
® Telephone Number (hash of phone as obtained from e-KYC)
» Initiated Action Priority Choose one 3]
I understand that National Informatics Centre shall ensure security and confidentiality
Files. = Initiate Action m} of my personal identity data provided for the purpose of Aadhaar based authentication.
Migrate File (€3] Total 1000 | 982 characters left.
i = Remarks
Reports =
Settings =
Notification €3]
DSC Sign and Send
v

Fig.2

Note:

Remarks field is mandatory for eSign process.
e C(lick the button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

o eSigning Authentication Gateway screen is displayed.

e (Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign

button, as shown in Fig.3:
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« & Q ® & https://nic-esign2gateway.nic.in/esign/acceptClient - 9 ﬁ In @

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Perfarm eSign

Fig.3

e eSigning screen appears, enter the sixteen-digit Virtual ID and click Get OTP button as shown in Fig.4:

ab @w«m indie onC
= _ I . Rootoml
It mee

Grnm@
Sty e

Axdhaar Based e AuDentcation

1

= =

Fig.4

Note:

OTP will be received at the mobile number registered for Aadhaar.

o Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.5:
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Government of India

s
Ministry of Electronics and
Information Technology

® @ https://esignservice.cdacin/esign2.1/OTP

Digital India

Power To Empower

- O

WSh
C€dAC

Lo @

You are currently using C-DAC eSign Service and have been redirected from

= Hastakshar rg
@mmﬂ
G-DAC's 6Sign Service

Based

2 | 9171160085309305

Get Virtual 1D

| 41 have read and provide my consent

View Document

Not Received OTP? Resend OTP

OTP has been sent to mobile number <*******9096>

Fig.5

Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve
the Virtual ID link.

The remarks get eSigned as shown in Fig.6:

e@ffice

eFile etectronic fite

& SATISH LALIT CMO-CHIEEPRO(SL)-(PROTO) ~

E T e

Receipts [S]

» Brovse & Diarise

» Physical
» Electronic
Browse and Diarise
Inbox (1)

Email Diarisation
Created

Sent

Closed
+By Me

4 By Others
(Hierarchy)

-» By others(All)

» Acknovledgement I
» Craated
»Sent

» Recycle Bin

» Initisted Action

Files &
Migrate File 3]
Dispatch =
bsc =
Reports
Settings =
Notification =

Receipt Details

ReceiptNo 948596/2016/CMO(VIKAK) File No
From asdad Designation asdsad
Main Category : AICC Gen. Secy. Sub Category :
Address : asddasasd Sent Date : 16/09/16 10:02 AM
Letter Ref. No Letter Date :
Subject asdsad Enclosures: sad
Movement Details
Sent By ~ SentOn~ SentTo ~ Action~ Remarks ~ Read On~
16/09/16 16/09/16
SATISH / SATISH v
LaLmcmo(ero) 10792 (amm.cmo(pro) Forverd [B@S3EbB43a  10:02
KAILASH M 29/04/16 guricy 29/04/16 .CMO-
BADHAN,.CMO-  12:32  pAURHL oo Forvard re 12:32 APAL
(TAPAL) PM 2 "\
I 25/04/16 KAILASH M 25/04/16
SATISH 11:3¢  BADHAN,CMO- Riijlee 11:34
LALIT,CMO(PRO) L CoapAt) Backirawr v
KAILASH M 25/04/16 garioy 23/04/16 BADHAN,.CMO-
BADHAN,CMO-  11:32 Forvard dasd 11:32
CRPAL) LALIT,CMO(PRO) = 5 DSW
_— 09/02/16 KAILASH M Transfered  09/02/16
02:25  BADHAN,CMO- Receipt : 02:25  Authorization Document
MBI CMOLVIIAK)) i (TAPAL) asdsadadevrve PM
05/02/16 05/02/16
NEHA NEHA
NATK,CMO(VIKAK) 92124 naTk.cMO(vikak) Forverd sadsa .
<< <i1>3>
—
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OR

Perform eSign

e Ifuser chooses “Aadhaar Number” and clicks button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.7:

« [~ - Prre -0 ne =
g 3
&b Digital India onc
i Vgisal fodi Shreribond

S
COAL -ty N

Aadhaar Based e AuDentcation

1

e

Fig.7

o Enter the Aadhaar OTP, select the user consent check box, and click m button as show in Fig.8:
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€)->C @ ® & https://esignservice.cdacin/esignApp/OTP I I v N @
WSH
= Digital India nC
Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Computing
Govemment of India
You are currently using C-DAC eSign Service and have been redirected from
@Hastékséia_{zl‘
C-DAC's oSign Service
Aadhaar Based e-Authentication
4 604038938069
Get Virtual ID
B eccene
| 1 have read and provide my consent
View Document Information
m Cancel Not Received OTP? Resend OTP
OTP has been sent to mobile number <*****9096>
Fig.8
The remarks get eSigned as shown in Fig.9:
c@ffice P —————

eFile etectro

Search | FoBl Advanced

©

Receipts =]
» Brovse & Diarise
-+ Physical

» Electronic

» Brovse and Diarise
» Inbox (1)
» Email Diarisation
» Created
» Sent
» Closed
+By Me

By Others
* (Hierarchy)

-» By others(All)

» Acknoviedgement I
» Created
» Sent

» Recycle Bin

» Initisted Action

Files ®
Migrate File =
Dispatch =
bsc =
Reports =
Settings =
Notification =

Receipt Details

Automatic Zoom  +

ReceiptNo : 948596/2016/CMO(VIKAK) File No
From asdad Designation asdsad
Main Category AICC Gen. Secy. Sub Category
Address : asddasasd SentDate : 16/09/16 10:02 AM
Letter Ref. No : Letter Date :
Subject - asdsad Enclosures: sad
Movement Details
Sent By ~ SentOn~ SentTo ~ Action~ Remarks  ~ Read On~
16/09/16 16/09/16
SATISH SATISH
LALIT.cMO(PRO) 10702 LaLIT.cMo(PrO) Forverd [B@33ebedaa  f0:02
KAILASH M 29/04/16 29/04/16
SATISH
BADHAN,CMO-  12:32 Forvard re 12:32
iy 1 LALIT,CMO(PRO) 1
I 29/04/16 KAILASH M 29/04/16
s 11:34  BADHAN,CMO- Biilled 11:34
LALIT,CMO(PRO) A1 sy Backirevr b
KAILASH M 29/04/16 SATISH 29/04/16
BADHAN,CMO- 11:32 Forvard dasd 11:32
ey s LALIT,CMO(PRO) s
— 09/02/16 KAILASH M Transferad  09/02/16 s
Wik cmorumcne) 2525 groone- B ™ Oboinim Do
NEHA 09/02/16 ey 09/02/16
NAIK,CMO(VIKAK) gf;z“ NAIK,CMO(VIKaK) Forvard sadsa e
cs<1222
v
=

Fig.9

Copyright © NIC, 2018

Ver. 5.5 05

191



Office

A DOGITAL WORK PLACE SCLUTION

eSigning of DFA

Pre-requisites:

1. License Agreement (Consent of Authentication) should be made between the Department and eSign Service

provider to avail the eSign service.

2. Aadhaar No. should be mapped in the EMD.

Note:

This feature is dependent on eSign service provider, so if the service is not available, this feature will not work.

To sign the draft by performing the following steps:

e C(Create and approve the draft by following the draft creation and approval process.. The draft dispatch and sign

screens will be displayed as shown in Fig.10:

+52i123

Submitted Files for
* Closing Approval

» Created

+ Drafts

-+ Completed
» Parked
¥ Ap}pruval Requests
» Closed

By Me

Submitted Files for
+Reopening
Approval
» RMS Inbox
» Sent
» Conversions
» Drafts
» Completed
» Physical File
, Create New (flon
SFS)

+ Create New (SFS)
» Electronic File
, Create New (Non
SFS)
- Create New (SFS)

» Create Part

» Creats Volume

» Recycle Bin

Migrate File =
Dispatch =
Dispatch =
psc =

Draft Details
Draft Type® New/Fresh Classified Choose one
Draft Nature* Closed and Added to GO Prefix Choose one
Language* English Is Sanction ]

fdsfdsfdsf
Subject*
Total 1000 | 990 characters left.

Communication Details
Ministry Choose one
Department Choose one B
Name ww Designation
Organization
Address 1* www
Address 2
Country INDIA State Choose one ¥
City Pincode
Mobile Landline
Fax
Email

Add More Recipient(s) Clear

Attachments m

Note :

Use #ApprovedBy# tag to display the approved by in the draft content.
Use #ApprovedByName# tag to display the approved by name in the draft content.

Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
Use #ApprovedDate# tag to display the approved date in the draft content.

Use tag to display the

number in the draft content.

R e o e B

.

e C(lick the button to facilitate the eSigning process (Fig.10). The Consent form will be displayed as shown
in Fig.11:
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+5ai123

Submitted Files for
Closing Approval

» Created
+ Drafts
+ Completed
» Parked
, Approval Requests
(1)
» Closed
4By Me
Submitted Files for

+ Reopening
Approval

» RMS Inbox
» Sent
» Conversions
-+ Drafts
+ Completed I
» Physical File
, Create New (fon
SFS)

nTes

» Create New (SFS)
» Electronic File
, Create New (Non
SFS)
- Create New (SFS)
» Create Part
» Create Volume

» Recycle Bin

EsignTes! E:

nTesl EsignTest E:

Draft Details
Draft Type* New/Fresh v ‘ Classified Choose one d
Draft Nature* Closed and Added to GO £ Prefix Choose one i
Language* English ~| s Sanction =
fdsfdsfdsf
Subject*
Total 1000 | 990 characters left.
Communication Details
Ministry Choose one
Confirmation =
Designation
Consent for Authentication
<<Name of Agency Providing the Service=>
| hereby state that | have no objection in authenticating myself with Aadhaar based e -
authentication system and consent to providing my Aadhaar number, Biometric and/or One State Choose one i |
Time Pin (OTP) data for Aadhaar based authentication for the purposes of carrying out the )
p of ASP ion from <<Name of ASP>> for the Pincode
purpose of <<Purpose of ASP application >, with Landiine
e-Hastakshar (C-DAC's eSign Senice) during <=<Start Date>> and <<End

Date”™ >>_ | understand that the Biometrics and/or OTP | provide for authentication shall
be used only for authenticating my identity through the Aadhaar Authentication system and for
obtaining my e-KYC through Aadhaar e-KYC service and for the issuance of Digital Signature
Certificate (DSC) for integration purposes and for no other purposes. | understand that C-DAC
shall ensure security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based i | also that to the ion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

I Agree ‘ Cancel

Add More Recipient(s) Clear

Note :

Use #ApprovedBy# tag to display the approved by in the draft content.
Use #ApprovedByName# tag to display the approved by name in the draft content.

.

Migrate File =
Dispatch =
Dispatch =
DSC =
Reports =
Settings =

Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content.
Use #ApprovedDate# tag to display the approved date in the draft content.

Use tag to display the

Dispatch By Self | Dispatch By CRU

number in the draft content.

(050 00 i cumom 5

Fig.11

e C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

o eSigning Authentication Gateway screen is displayed.

e (Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign

Copyright © NIC, 2018

button, as shown in Fig.12:
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<~ c @ @ @ httpsy//nic-esign2gateway.nicin/esign/acceptClient [ e d I @

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID ocAadhar Number

Perform eSign

Fig.12

e eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.13:

€« c o - odaca - 00 no =
- - h4 Dipital India ConC
[ r—— . e 0 Dot
——t—— N Y e e

Grnm@
Sontv s v

Asdhaar Based e AuDentcation

1

i

Fig.13

Note:

OTP will be received at the mobile number registered for Aadhaar.

o Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.14:
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® @ https://esignservice.cdacin/esign2.1/OTP

z Digital India
Ministry of Electronics and Power To Empower
e

Government of ndia

-9

cdnc

Centre for Development of
‘Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

= Hastakshar
G
C-DAC's eSign Service

Aadhaar Based e-Authentication

L | 9171160085309305

Get Virtual ID

| EA1 have read and provide my consent

View D it

Not Received OTP? Resend OTP

OTP has been sent to mobile number <*******9096>

Lo @

Fig.14

Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve
the Virtual ID link.

e The draft gets eSigned as shown in Fig.15:

»sai123

, Submitted Files for
Closing Approval

» Created
» Drafts
» Completad
» Parked
, Approval Requests
)
» Closed
+ By Me

Submitted Files for
» Reopening
Approval

RMS Inbox

Sent
» Conversions
-+ Drafts
-+ Completed I
» Physical File
, Create New (Non
SFS)
-+ Create New (SFS)
» Electronic File
, Create New (Non
SFS)
» Create New (SFS)
» Create Part

» Creats Volume

» Recycle Bin

Draft Details
Draft Type®

Automatic Zoor

Draft Nature®

Language*

Subject *

fdsfdsfdsf

Total 1000 |

Classified

Prefix

| IsSanction

characters left.

Choose one

Choose one

B

Communication Details

Ministry

Department
Organization

I Address 2
Country
City

esi EsgaTest EsgaTest EspaTast Mobile

BaTest BsgaTess B

5
L8 ignTest s gaTast B GnTast Esgn

Fax

Signature valid
D5
Reason: e

Location: I

— Email

2:24:22 IST
rvice

Name ZxXzX

Address 1+ ZXZX

Designation

~| state
Pincode

Landline

Choose one

Add More Recipient(s) Clear

Attachments

Note :

Migrate File =
Dispatch =
Dispatch =
psc &=
Reports (]
Settings =

Use #ApprovedBy# tag to display the approved by in the draft content.

Use #ApprovedByName# tag to display the approved by name in the draft content.

Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content.
Use #ApprovedDate# tag to display the approved date in the draft content.

Use tag to display the number in the draft content.

e T ) ) 20 e

[

Copyright © NIC, 2018
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OR

Perform eSign

e Ifuser chooses “Aadhaar Number” and clicks button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.16:

« [~ - cdac - 00 no =
)4 ]
o Digital Indix “oncC
i i Degttal fnd s
—ITo T et

G

AL s g B

Asdhaar Based e AuDentcation

Gmomr Canter

Fig.16

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click - button as show in Fig.17:
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® & https://esignservice.cdacin/esignApp/OTP

Ministry of Electronics and
Informaton Technology

Government of India

< Digital India
Power To Empower Centre for Development of

Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

> Hastakshar rg
O
CDAC's &Sign Senvice

Aadhaar Based e-Authentication

L 604038938069
Get Virtual ID
&

| [41 have read and provide my consent

View Document Information

Not Received OTP? Resend OTP

QTP has been sent to mobile number <***9096>

N @

Fig.17

The draft gets eSigned as shown in Fig.18:

+5ai123

, Submitted Files for
Closing Approval

» Created
» Drafts
-+ Completed
» Parked

, Approval Requests
(1)

» Closed
+By Me
Submitted Files for
-+ Reopening
Approval
» RMS Inbox
» Sent
» Conversions
-+ Drafts
+ Completed I
» Physical File

, Create New (Non
SFs)

» Create New (SFS)

» Electronic File

, Create New (Non
SFS)

- Create New (SFS)

» Create Part

» Create Volume

» Recycle Bin

Draft Details
Draft Type* New/Fresh Classified Choose one
Draft Nature® DO Letter Prefix Choose one -]
Language* English |~| 1ssanction =

fdsfdsfdsf
Subject*
Total 1000 | 990 characters left.

Communication Details
Ministry Choose one J
Department Choose one j

= Name X Designation
Organization
Address 1+ Xz
I Address 2
Country INDIA State Choose one
Test BugaTes: EegaTast
SeigaTast EeigaTest City Pincode
EsgaTest EsgoTest Mobile Landline
Fax
- Email
Add More Recipient(s)  Clear
Attachments | Attach Fite |

Note :
Use #ApprovedBy# tag to display the approved by in the draft content.

Migrate File =
Dispatch =
Dispatch =
Dsc =
Reports
Settings

Use #ApprovedByName# tag to display the approved by name in the draft content.

Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
Use #ApprovedDate# tag to display the approved date in the draft content.

Use tag to display the number in the draft content

ospacn o s | e o o] esam 50 50n ] con | umom
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Custom eSigning of DFA

Provision of eSigning Draft at customized/desired Position.

o C(reate and approve the draft using the draft creation process. The draft dispatch and

displayed as shown in Fig.19:

sign screens will be

»sai123

, Submitted Files for
Closing Approval

» Created
-+ Drafts
+ Completed
» Parked

» Approval Requests
1)

» Closed
By Me

Submitted Files for
-+ Reopening
Approval
» RMS Inbox
» Sent
» Conversions
-+ Drafts
+ Completed
» Physical File
, Create New (Non
SFs)
» Create New (SFS)
» Electronic File
, Create New (Non
SFS)
» Create New (SFS)
» Create Part
» Create Volume

» Recycle Bin

Migrate File
Dispatch =
Dispatch =
DSc =
Reports =
Settings =

— +  Automatic Zoom

File No.BN $/2/2016-CMO(PRO)-CM Office

1

Draft Details
Draft Type* New/Fresh Classified Choose one
Draft Nature* DO Letter ~|  Prefix Choose one
Language* English =] s sanction B
fdsfdstdst

Subject *

Total 1000 |

990 characters laft.

Communication Details

Ministry Choose one

Department
Name X
Organization

Address 1+ Xz
Address 2

Country INDIA
City

HMobile

Choose one

Designation

| state
Pincode

Landline

Choose one

Add More Recipient(s) = Clear

Attachments

Attach File

Note :
Use #ApprovedBy# tag to display the approved by in the draft content.

Use #ApprovedByName# tag to display the approved by name in the draft content.

Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
Use #ApprovedDate# tag to display the approved date in the draft content.

Use #DocumentNumber# tag to display the document number in the draft content.

|

]

e (lick

Fig.19

Copyright © NIC, 2018

button, the Custom Sign pop-up gets displayed as shown in Fig.20:
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+sai123 Draft Details
Submitted Files for Custom Sign A0 g ; =
* Closing Approval Classified Choose one |
P Prefix Choose one hd
renosns] T [ T
i+ Drafs File No.BNS/2/2016-CMO(PRO)-CM Office 3 Is Sanction &)
» Completed
» Parked Test Custom Sige —
Test Custom s:gm‘zsl Custom Sign
» Approval Requests TeslCuslom S Test Custom Sigs
1) ‘es1 Cus! Test Custom S-gnTen CustomSign s
Tesl Custom Sign Test Custom i
e o
Test Cusiom Sign
-+ By Me TesiCuslom szn ;:z: E:::m gg:
Tesl Cuslom Sig v
Teicetionson Test Custom Sign :I
Submitted Files for Tesi Cusiom Sign Test Custom Sign
+ Reopening Test Custom }eu Euslom zqn 3
Approval EESCCaSOO I Tost 532582 531 :
Test Custom Sign > |
= t Custom Sign
» RS Inbox e cma EitGameen (-
» Sent Test Custom SgnTest Cuslom S50 JestCusiomsign

,

- - Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom Sign
» Conversions

» Drafts est Cuttom SgeTest cut Test Custom SignTest Custom SignTest Custom SignTest Custom Sign ]
+ Completed I Custom Sgn Test Custom SignTest Custom SignTest Custom SigriTest Custom SignTest Custom SignTest =
Custom Sign - o M o o v State Choose one v

» Physical File TestCustom SignTe

usiom SignTest I | Pincode -
Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom Sign g

it cusiom sgarest -
s lom SignTest Cusl Test Custom ignlest CustomsignTest Custom Signlest CustomSignest Custom Sigest [ | Landiine [ ]
Custom SignTest C: a 8

Test Custom Sign

, Creats New (flon
SFS) Custom SgnTesy

-+ Create New (SFS)
» Electronic File

Create New (Non —l

*sfs) Custom eSign Modal Add More Recipient(s)  Clear

-+ Create New (SFS) Window

» Create Part m

» Create Volume

» Recycle Bin

Migrate File

oved by in the draft content.

le approved by name in the draft content.

play the approved by designation in the draft content.
splay the approved by section name in the draft content.
proved date in the draft content.

e document number in the draft content.

Bl ispaich By Seir | Dispatch By CRU m DSC Sign m Custom Sign
(!

Dispatch

Fig.20

o Locate the desired position on the selected page and click button to sign the draft as shown in Fig.21:

+sai123 Draft Details
8 Submjtted iies foy Classified [Choose one [~
Closing Approval
Prefix Choose one -
Y Cramred File No.BNS/ (G ‘
DS File No.BNS/2/2016-CMO(PRO)-CM Office ~| IsSanction
-+ Completed
» Parked TestCustom Sign =
Test Custom SigaTest Custom Sign
) Approval Requests Tesl Cuslom Sign Test Custom S
(1) Tesl Cuslom Sign EZ: E:i:om SnnTm CustomSign characters |eft.
Test Custom Sign
» Closed Test Cuslom Sign Ez: g:;:gm 23:
Test Custom Sign
+ By Me TesiCuslom sin ;::: E:z:g: 23:
Tesl Cuslom Sig -
e aioomsan B
Submitted Files for Tesl Custom Sign Test Custom Sign
-+ Reopening Test Custom Sign Test CustomSign :I
Approval Teii Custom 550 Test Customign
Tasl CustootSon Test Custom Sign [ | Designation
» RMS Inbox et oo - L =,

» Sent Tecl Cuslom SgnTest Custom SignTest Test Custom Sgn

C § Test Custom SignTest CustomSignTest Custom SignTest Custom SignTest Custom Sign 1
» Conversions

Test Cuslom SignTest Custom SignTest
-+ Drafts Test Custom SignTest Custom SignTest Custom SignTest Custom Sign

I Test Custom SignTest Custom SignTest |
Cusiom Sign Test Custom SignTest Custom SigTest Custom SignTest Custom SignTest Custom SignTest
Cistomsign > sl o 9% “’ ~| state Choose one -
¥ Physical File Tesl Custom SignTes! Custom SignTest = i ————————
, Create New (fon Test Custom SignTest Custom SignTest Custom SigriTest Custom SignTest Custom Sign incode
SFS)

+ Completed

(I

Tesi Cuslom SignTesi Custom SigaTest

Custom SignTest Cuslom SignTest Cus| Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom SignTest I Landline

+ Create New (SFS) Custom SignTest Custom SignTest Custom SignTest Custom Sign b

» Electronic File [
, Create New (Nlon
SFS) Add More Recipient(s) Clear

+ Create New (SFS)

» Creats Volume

» Recycle Bin
Migrate File
- oved by in the draft content.
Dispatch e approved by name in the draft content.
= play the approved by designation in the draft content.
it splay the approved by section name in the draft content.
DSC proved date in the draft content.
e document number in the draft content.
— - Deoaney o
Settings |

Fig.21
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e (Consent form will be displayed as shown in Fig.22:

+sai123 Draft Details -
Submitted Files for

3 = y Draft Type* New/Fresh Classified Choose one
osing Approval = 2
» Created Draft Nature* Closed and Added to GO Prefix Choose one
-+ Drafts Language* English ~| Is Sanction ]
Completed iy, =
2remesE S fdsfasfas
» Parked = =
> o Subject* =4
, Approval Requests %)
(1) Total 1000 | 990  characters left.
hClosed Communication Details
+By Me
Ministry Choose one
Submitted Files for s
+ Reopening
Approval Confirmation
» RMS Inbox Designation
¥ Sent @ Consent for Authentication
hEoeions <<Name of Agency Providing the Service>>
» Drafts
» Completed I | hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric andlor One -| State Choose one 2
» Physical File Time Pin (OTP) data for Aadhaar based authentication for the purposes of carrying out the T =
P—— P on i of ASP application from <<Name of ASP=> for the Pincode
® ) purpose  of <<Purpose of ASP application >>. with Landiine
Create New (SFS) sLEsignTesl Exig % e-Hastakshar (C-DAC's eSign Service) during =<Start Date>>_ and <<End
S b 0L seesne pe e e e e Date” >> | understand that the Biometrics and/or OTP | provide for authentication shall
» Electronic File v i N i be used only for authenticating my identity through the Aadhaar Authentication system and for
= EsignTest BsignTest EsignTest EsignTes! obtaining my e-KYC through Aadhaar e-KYC service and for the issuance of Digital Signature
Foiestaenon o Certificate (DSC) for integration purposes and for no other purposes. | understand that C-DAC i
SFS) ertificate (DSC) egration purposes and fo her purposes. | understal Add More Recipient(s) = Clear
, shall ensure security and confidentiality of my personal identity data provided for the purpose of
2 Create New(5ES) Aadhaar based I also that to the of
» Create Part integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP. [ Attach rii |
» Create Volume

Migrate File = Note :
Use #ApprovedBy# tag to display the approved by in the draft content.
Dispatch = Use #ApprovedByName# tag to display the approved by name in the draft content.
— — - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.

T = Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
DSC = Use #ApprovedDate# tag to display the approved date in the draft content.

o Use #DocumentNumber# tag to display the document number in the draft content.
Reports =

— (050500 ot cumorm

Settings (3]

Fig.22

: 1A . o
o C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

o eSigning Authentication Gateway screen is displayed.

e (Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign

button, as shown in Fig.23:

Copyright © NIC, 2018
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@ @ httpsy//nic-esign2gateway.nicin/esign/acceptClient [ e d I @

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID ocAadhar Number

Perform eSign

Fig.23

e eSigning screen appears, enter the sixteen-digit Virtual ID and click Get OTP button as shown in Fig.24:

cdacm - 00 no =

h4 Dipital India Dﬂc

Grnm@
Sontv s v

Asdhaar Based e AuDentcation

1

i

Fig.24

Note:

OTP will be received at the mobile number registered for Aadhaar.

o Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.25:

Copyright © NIC, 2018
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® @ https://esignservice.cdacin/esign2.1/OTP

Ministry of Electronics and
Information Technology

Government of ndia

%4 o @

coAC

Centre for Development of
‘Advanced Computing

Digital India

Power To Empower

You are currently using C-DAC eSign Service and have been redirected from

3 Hastakshar
@t

L | 9171160085309305

C-DAC's 6Sign Service

Aadhaar Based e-Authentication

Get Virtual ID

| A1 have read and provide my

consent

View D it

Not Received OTP? Resend OTP

OTP has been sent to mobile number <*******9096>

Fig.25

Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve
the Virtual ID link.

The draft gets eSigned at the desired (custom) position, as shown in Fig.2

»sai123 Draft Details
Submitted Files for .
iy ~ — [ e Draft Type New/Fresh Classified Choose one
» Created ” Draft Nature* DO Letter | Prefix Choose one
File No.BN$/2/2016-CMO(PRO)-CM Office = — —
-+ Drafts Language* English ~| Is Sanction |
+ Completed
fdsfasfdsf
» Parked
1 Custom Sign Subject”
» Approval Requests o
(1) Total 1000 | 990 characters left.
prlosed Communication Details
+By Me =
Ministry Choose one |
Submitted Files for -
» Reopening Department Choose one
Approval —
» RMS Inbox = Name DX Designation
et { Custom SigaTes! Cust Organization
» Conversions = Address 1 2xax
- Drafts g Lom SigaTest I Address 2
| - -
=il e Country INDIA -] state Choose one
» Physical File %] =
City Pincode
, Create New (Non
28) Mobile Landline
+ Create New (SFS) Fax
» Electronic File
= Email
, Create New (flon
SFS) Add More Recipient(s) ~ Clear
» Create New (SFS)
Create Part
piam e Attachments m
» Create Volume
» Recycle Bin
Migrate File = Note :
Use #ApprovedBy# tag to display the approved by in the draft content
Dispatch = Use #ApprovedByNametag to display the approved by name in the draft content
S = - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
it Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
556 o) Use #ApprovedDate# tag to display the approved date in the draft content
Use #DocumentNumber# tag to display the document number in the draft content
o = Dispatch By Seif | Dispatch By CRU @ DSC Sign m Custom Sign
e =

Copyright © NIC, 2018
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OR

Perform eSign

e Ifuser chooses “Aadhaar Number” and clicks button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.27:

« L~ - cdac oo no =
b4 o
dd Digital lndia “onc
S 5 ‘ g e
L ]
QYR

A e

Ashaar Based & AuDentcaton

T

Fig.27

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click - button as show in Fig.28:

€)->C @ @ & https://esignservice.cdacin/esignApp/OTP - Q1 YN @
WS
e = Digital India CoAC
Ministry of Elecronics and Power To Empower ontro for Dovelopment of
Information Technoogy ‘Advanced Compuling

Government of India

You are currently using C-DAC eSign Service and have been redirected from

> Hastakshar "
Grmer”
C-DAC's éSign Service

Aadhaar Based e-A

4 604038938069
Get Virtual ID

| M1 have read and provide my consent

View Document

Cancel Not Received OTP? Resend OTP

OTP has been sent to mobile number <******* 9096>

Fig.28

e The draft gets eSigned at the desired (custom) position, as shown in Fig.29:
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+sai123

Submitted Files for
* Closing Approval

» Created
- Drafts
+» Completed
» Parked

Approval Requests
[¢§]

» Closed
+By Me
Submitted Files for
»Reopening
Approval
» RMS Inbox
» Sent
» Conversions
-+ Drafts
» Completed
» Physical File
» Gragte New (N

» Create New (SFS)
» Electronic File
, Create New (fon
SFs)
» Create New (SFS)
» Create Part

» Create Volume

» Recycle Bin

File No.BN §/2/2016-CMO(PRO)-CM Office

ATest Custom Sign

I

Draft Details
Draft Type* NewFFresh Classified Choose one E
Draft Nature® DO Letter Prefix Choose one
Language* English ~| IsSanction =]
fdsfdsfdst
Subject*
Total 1000 | 550 characters left.
Details
Ministry Choose one -]
Department Choose one -]
Name oax Designation
Organization
Address 1+ 2X2ZX
Address 2
Country INDIA -] state Choose one
Ccity Pincode
Wobile Landiine
Fax
Email
Add More Recipient(s) | Clear
Attachments

Migrate File = Note :
Use #ApprovedBy# tag to display the approved by in the draft content.

Dispatch & Use #ApprovedByName tag to display the approved by name in the draft content.

— = ~| | Use #ApprovedByDesignation tag to display the approved by designation in the draft content

= = Use #ApprovedBySectionNametag to display the approved by section name in the draft content

Ty & Use #ApprovedDate# tag to display the approved date in the draft content
Use #DocumentNumber# tag to display the document number in the draft content.

— o s s 760 oo 00 o9 et cumom

i =
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eSign of File Noting

Pre-requisites:

1. License Agreement (Consent of Authentication) should be made between the Department and eSign Service
provider to avail the eSign service.

2. Aadhaar No. should be mapped in the EMD.

Note:

This feature is dependent on eSign service provider, so if the service is not available, this feature will not work.

To sign the file while sending the file to the recipient, performing the following steps:

: : .. Send | .
o Select the file from Inbox or Created list and click tab from the menu bar, the Send screen as appears is
shown in Fig.30:
Computer No: 39500 File No: CEA-CH-12011/1/2018-Deme  Subject: do the neecful
[ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More...
® All Reporting Officer Sub-ordinates In Channel Preferred List

Note: Name of the creater is highlighted in yellow colour.

File N b Subject
To RIMAN DEEP—ASSTT(RD)-€Office—eOffice] Notify : [J Email [ sMs tie Number ubjec
154 (1 CEA-CH-13011/1/2018-Demo do the needful
Set Due Date i
Action Forward v
Priority Choose one M
Initiate Action o Type*| Choose One v

Total 10001 1000 characters left.

Remarks=

m DSC Sign and Send eSign and Send

Fig.30

e Enter the mandatory metadata and click CEE DERJEET button in the Send screen, the Consent form will be
displayed as shown in Fig.31:
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Computer No: 3385525 File No: C-11011/000/2018-%1 78 |5} Subject: testing gopal testing...

[“Noting | Correspondence | Draft | | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |
® Internal External
= Al Reporting Officer Sub-ordinates Recent 5 Send Back In Channel Preferred List

Note: Name of the creator is highlighted in yellow coleur.

— r File Number Subject Note(Chars
To @B@uBndend--bikram-- 31T /3 = Iw dE =) Notify : Email sMS g ( )
- testing gopal testin... 0
Set Due Date = Snaten
1000000 Total(Formatting included) :0
Action Forward v @
Pricrity Choose one v Consent for Authentication
<=Name of Agency Providing the Service==
Initiate Action d Type*| Rejected v
| hereby state that | have no objection in authenticating myself with Aadhaar based
- authentication system and consent fo providing my Aadhaar number, Biometric andior One
Total 1000| 1000 characters left Time Pin (OTP) data for Aadhaar based authentication for the purposes of carrying out the
Remarks® see. pre-p: ion i of ASP from ==Name of ASP=> for the
purpose of =<Purpose of ASP application >>. with e~
P Hastakshar (C-DAC®s eSign Service) during ==Slart Dafe=>. and ==<End
“ Date” == I understand that the Biometrics andior OTF | provide for authentication shall

be used only for authenticating my idenfity through the Aadhaar Authentication system and for
cbtaining my e-KyC through Aadhaar e-KYC service and for the issuance of Digital Signature _

Certifirata MSMY inr intenrafinn numnees and inr nn ather nirmases. | undarstand that C-NAR

¢/ | Agrea

(] (cemamaT)

Fig.31

Note:

Remarks field is mandatory for eSign process.
e C(lick the button to continue the eSigning process.

Note:
If required, cancel the eSigning process by clicking button.

o eSigning Authentication Gateway screen is displayed.

e (Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign

button, as shown in Fig.32:
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@ @ httpsy//nic-esign2gateway.nicin/esign/acceptClient [ e d I @

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID ocAadhar Number

Perform eSign

Fig.32

e eSigning screen appears, enter the sixteen-digit Virtual ID and click Get OTP button as shown in Fig.33:

cdacm - 00 no =

h4 Dipital India Dﬂc

Grnm@
Sontv s v

Asdhaar Based e AuDentcation

1

i

Fig.33

Note:

OTP will be received at the mobile number registered for Aadhaar.

o Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.34:
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C-DAC's 6Sign Service

Aadhaar Based e-Authentication

L | 9171160085309305

| EA1 have read and provide my consent |

€ c @ @ @ https://esignservice.cdacin/esign2.1/0TP . w YN @

HSH

> Digital India conC
Ministry of Electronics and Power To Empower Cntre for Dovelopment of
Information Technology ‘Advanced Computing
Govemment ofIndia
You are currently using C-DAC eSign Service and have been redirected from
@Fasfﬁksé\‘a_rk@

Get Virtual ID

View D it

==

OTP has been sent to mobile number <******* 9096>

Not Received OTP? Resend OTP

Fig.34
Note:
If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve
the Virtual ID link.
e The file noting gets eSigned as shown in Fig.35:

Computer No: 1273832 File No: FCS-23019(13)/1/2016-CMO(TAPAL)-CM Office

Subject: Food and Health Ministry

By O w1 e

‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |

Bl Add Green Note = |Add Yellow Note

Note # 1

termination of the day's proceedings.

Prime Minister Narendra Modi , who was present, greeted them.

shouted slogans, after government rejected their demand for a discu
dismissal of the Harish Rawat led government in Uttarakhand .

27/04/2016 12:10 PM

Congress -led protests over imposition of President's rule in Uttarakhand today led to wastage
of the second consecutive day of Rajya Sabha which saw repeated adjournments and early

As the Upper House met for the day, five new members including Sukhdev Singh Dhindsa ,
Swapan Dasgupta and Subramanian Swamy , Olympic medalist boxer M C Mary Kom and

Narendra Jadhav , member of erstwhile National Advisory Council (NAC) took oath.

However soon after the oath, Congress members trooped into the Well of the House and

ToooTorrT

KATLANG M BOOHAN
(UNDER SECRETARY)

Fig.35
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OR

Perform eSign

e Ifuser chooses “Aadhaar Number” and clicks button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.36:

€ c e - cdacm, o9 neoe =
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Fig.36

e Enter the Aadhaar OTP, select the user consent check box, and click m button as show in Fig.37:

€)= C @ @ & htps://esignservice.cdacin/esignApp/OTP v QW Y@

e

* Digital India C€oAC
Ministry of Electronics and Power To Em) power Centre for Development of
Information Technology ‘Advanced Computing

Government of India

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's 6Sign Service

Aadhaar Based e-Authenticati

4 604038938069
Get Virtual ID

| [ have read and provide my consent

View Document Information

Cancel Not Received OTP? Resend OTP

OTP has been sent to mobile number <****** 9096>

Fig.37
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The file noting gets eSigned as shown in Fig.38:

Congress -led protests over imposition of President's rule in Uttarakhand today led to wastage
of the second consecutive day of Rajya Sabha which saw repeated adjournments and early
termination of the day's proceedings.

As the Upper House met for the day, five new members including Sukhdev Singh Dhindsa ,
Swapan Dasgupta and Subramanian Swamy , Olympic medalist boxer M C Mary Kom and
Narendra Jadhav , member of erstwhile National Advisory Council (NAC) took oath.

Prime Minister Narendra Modi , who was present, greeted them.

However soon after the oath, Congress members trooped into the Well of the House and
shouted slogans, after government rejected their demand for a disfussion on a motion on
dismissal of the Harish Rawat led government in Uttarakhand .

27/04/2016 12:10 PM KAILAgﬁM BADHA
(UNDER SECRETARY

Computer No: 127383 File No: FCS-23019(13)/1/2016-CMO(TAPAL)-CM Office Subject: Foqd and Health Ministry
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |
B D'« e

Bl Add Green Note = |Add Yellow Note

Note # 1

Fig.38
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