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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.

Copyright © NIC, 2018 Ver. 55_05
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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.

It 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. 55_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.

Copyright © NIC, 2018 Ver. 5.5 05
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eFile Login
e Enter the Login ID & Password in the eOffice portal, click button as shown in Fig.1:

>@ffice

A DIGITAL WORKPLACE SOLUTION

Login ID usemame

csscsss

Password

Fig.1

eOffice homepage is displayed on successful login.

Friday, August 25, 2017

To open the File Management System, click the link mentioned in the left panel as highlighted in Fig.2:

o@ffice

[JQusicsitheieck ) Tosucceed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

+ Eoffice Catalog for users ==
or ON 210512018

Library This Week T TR

€ eoffice services

| Fite Management system

v Knawledge Management System
» eFile MIS Reports

» Employee Master Details

» Leave Management System

» Leave MIS Reports

» Tour Management System

+ Personnel Information Management Sysiem

» LIC's Jeevan Shiromani
i on 1ai0sizata

on 17i0si20ta
» eoffice Publish to KMS test
TEAM LEAD C ON 16/05/2018

[E\, bownload Forms
on 1as0szata

=) employee corner
» Birthaay wishes
+ Superannaution

DIRECTORY

& =]

EMPLOYEE SERVICES  QUICK LINKS

3

CONTACT

[y ==
Amenity - TF FEU
=
x
=
=
L
5
=
L=
5

» Join Today NIC Connect

B veipweTo

» Register Hardware Complaints

» Book Room in NICHQ @ @

* Book Video Conference sofficagouin Reportlssus  Submitfesdbsck  eOffice Training  Leaming Resources
News ) events

» WT20: India beat Pakistan; maintains WC all-win record » Mo Event Available
» 10C chief invites Ramachandran for discussien on Indian
sports

+ Four IM terrorists arrested in Rajasthan

Fig.2

User is then redirected to the application, as shown in Fig.3:
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Dats Range : 08/09/2017 To 24/08/2018
Receipts ( Receive | Send Back | Send | View | Move To | More | Hisrarchical View | 1y Files v ]
Files g | O ~ Computer No ~ File Number - Subject ~ Sent By ~ Sent On ~ Due On~ Read On ~  Remarks *

» Inbox (4) ] E 3385168 C-12/0005/2018-siftrs /oit v Y (f wE v Jmes (B &7 caxcdsafzz4 aRduBrdend. e /oie T i (W) 17/07/18 02:10 BM - 17/07/18 02:10 BM ]
. g;l;:\i;t:dpp#‘rﬂ:‘;lfnr [m] E 3385157 AJ0022/2018-5iTEs /3 wE U (¥H US T.)-MHA gdsgdsg235235 aRAuBrend. e /oie T m (W) 17/07/18 02:08 PM - 17/07/18 03:08 PM =]
@ E 3385162 8-11/0008/201 8-iftrs /oit e ¥ (Y wE 7 )mea dsfds25235 RRUBNIEG, e /aTE Te tw (W) 17/07/18 02:07 M - 17/07/18 02:08 PM ]
» Greseed @ E 2385155 C/0009/2018-3i® /5T 72 9 (V8 U5 7 )-MHA dsfghidsf 224234 RRUBNIEG, e /aTE Te tw (W) 17/07/18 12:23 M - 17/07/18 12:25 PM ]
‘Draﬂs‘ . o E 3385154 i /2018- 30t /5 o= 79 (¥H U5 T )-MHA file 122123122122 @ddudndend,sifew /oiTe w3 da (Tugay) 17/07/1812:21 PM - - ]
> Complet= @ E 3385149 Af0021/2018-3iitFE /31F 7= 3% (YO U5 T )-MHA gsgdfgdsazs TARUBNEG, T /aTE vE i () 17/07/18 12:13 M - 17/07/18 12:13 PM ]
b parked o E 33285148 B/0007/2018-5i® /376 72 99 (V0 15 7.)-MHA &) &7 crsfdsfanaza ABID ALI,OFFICE OF US(K-V1 ) 17/07/18 11:48 AM - 17/07/18 11:48 AM ]
' Ap:‘r":im“uem @ E 3385145 B-12/0006/201 8- it /5iF ¥2 3@ (YE 09 7.)-MHA fdsfdsf @B@udrdend, siftre /e va tm (FATa T ) 17/07/18 11:35 AM - - ]
::;Ezumg @ E 3385143 €/0007/2018- 3= /37F 72 3 (¥E 7T 7)-MHA dfsfdsf @B duBadent, #irs Jofe va tm (FATaT) 17/07/18 11:28 AM - - ]
aye [m] E 3384871 B-11/0005/2018-0/0 of HS(MHA)-MHA vivek testing @B duBndend, sifrs /afe wa & (T Tag) 18/06/18 12:54 PM - - B
By Othars [m] E 3384554 A/0040/2018-0fp of HS(MHA), note test bipin, ¥4 /ofw w i (@ n) 23/05/18 04:10 BM - 23/05/18 04:11 PM B

¥ (Hisrarchy) =] E 3384533 C-12/0010/2018-0/0 of HE(MHA) xcvxov bipin, ¥FE (¥ = (mTwE ) 16/05/18 11:54 AM - 16/05/18 11:55 AM B

-+ By Others (All) o E 3384459 AJ0033/2018-Ofp of HS{MHA) chk for note missing  bipin, ¥ /3 o= ¥ (drwE ) 09/05/18 02:42 PM - 09/05/16 02:42 BM ]

N g:w";‘;‘lii j‘;:rgz;‘ 0 m & E 3381146 SahooStry & sahes SR1 EBAUBBENS, #erT /3 TE B (ST T R ) 13/02/18 03:12 BM - 06/03/18 05:42 PM i)
R (=] E 3382552 C/23/0025/2017-0/s of Hs(mna) B Testingh Dezpika Saini,OFFICE OF DM-T1 12/02/18 06:23 BM - 12/02/18 06:24 PM i) -
b Sent
} Conversions LEGEND Priority B Out Todsy M Most Immadiate B Immadiats § Action Initiated €3 Other Department [Zr Files with Draft [E} Draft Note Yellow Note External Files

» Drafts Subjact Catagory Sarvice Mattars Budget prapar. ACR ralsted mattars Appointment and other related matters of Planning Comission Annusl Proparty Return

» Completed
¥ Physical File

Coeate Now (Moo

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. 55_05

11



e®ffice

A DIGITAL 'WORK PLACE SCLUTION

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

»

vy v v v v

Browse & Diarisa
- Physical

-+ Electronic

Inbox {2)

Email Diarization
Created

Sent

Closed

-+ By Me

By Others
{Hierarchy)

-+ By others(All)

» Acknowledgement

-» Created

-+ Sent
» Initiated Action
Files =+l
Migrate File [+
Dispatch =
Dispatch [+
DSC =
Settings =
Notification (=]
Ext Department [+]

Fig.4

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

Copyright © NIC, 2018
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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 receiptis
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 (lick the Electronic link under Browse & Diarise sub-module, as shown in Fig.5:

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

N g ‘ Receive | Send Back | Send | Put in  File | View | Move To | Copy | Close | Dispatch | Hisrarchical View vy Receipts v ‘
b Brawse & Diarize v ComputerNo v Receint No. v Subject  vSender v Sent 8y ¥ Sent On *Dueln v  Remarks

-+ hysical E 940970 340870/ 55588123 gohigiglg  bikrem, SiER/STE T E (A0 ) 22/02/18 11:09 &M - B

b E sa0s70 340870(2)/2018/ asdas sd sanjeey, 358 /3% 4 @ (ATTT) 06/02/18 10:22 AM B
} Inbox (2) e E 940443 940443/2017)/ %5535 77 78 (2797 acrrelated  GEAME  bipin,iTEH/E [T (AEET) 22/12/17 11:52 AM - B
} Email Disrisation P 540108 940108/201 7/t 41 1 78 (A TE T ) 4§ asdead asdasd bikram, 3Tt/ T 8 (T T) 28/03/17 10:26 AM B
} Created
} Sent
} Clozed

+ByMe
} Acknowlzdgement

+ Created

+Sent
} Initizted Action
Files [+
Migrate File [+
Dispatch [+
DsC ® LEGEHD Priority B OutTocay M MostImmediate M Immediate ’& Action Initiated VIF VIP References
T i Subject Category Sarvice Matters Budget preparation ACR related matters Appointment and ather related matters of Planning Comission Annual Property Return

EDOFS

Fig.5

e The screen as shown in Fig.6 appears:

Copyright © NIC, 2018 Ver. 55_05
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Receipts =
b Broviss & Dizrise
» Physical
+ Electronic
b Inbosx
« Ministry
Email Diarisation
Created
Sent
Closed
By Me

knowledgement
+ Created
» Sent

» Recycle Bin

» Initizted Action

Filas

(e N e s

Migrate File

Dispatch

DSC

Settings

Notification

Ext Department

Upload(Only PDF upto 20 MB):

Diary Details

Subject

Enclosures

Chocse one ¥ | Dealing Hands Choose One v
Delivery Mode By Hand v Lanqusge English v
Mode Number Letter Ref. No
Type" Letter v |  File Number
Received Date* 240ER01E im] Letter Date il
vIP Chacse ane v |  Disry Date 2aman018
VIR Mame Choose one v
Contact Details Add to Address Book
Ministry Choose one v
Department Choose one -
HName Designation
Organization
Address 1+
Address 2
Country NDIA v] Stte Andaman & Nicobar lslands v
City Pincode
Mobile Landline
Fax Email
Category & Subject
Main Category Choose one -
Sub Category Choose One -

* Enclosure/Remarks will not be changed afier 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 button as shown in Fig.7:

Receipts =l
» Browse B Diarise
» Physical
+ Electronic
» Inbox
+ Ministry
» Email Diarisation
) Created
» Sent
+ Closed

+ Acknowledgement
+ Created
» Sent

} Recycls 8in

+ Tnitiated Action

Files

@ E 6 EEE

Migrate File
Dispatch

DsC

Settings

Notification

Ext Department

Upload(Only PDF upto 20 MB):

B Desktop »

New folder

Organize =

5 Favorites =
B Desktop
18 Downloads

%] RecentPlaces |-

5 Libraries
[4 Documents

& Music

=) Pictures
[BE videos

8 Comnuter

File name:

3

Ev

5
PNG image
133 ke

Babita-eFile document version
5505

Microsoft Office Word 97 - 2003 ..

EaseUS-DR v5.8.5

WinRAR archive

583 MB

eFile document version 5.5_05

arsha
Microsoft Office Word 97 - 2002

eOffice Implementation
":T”_| Handbook-8-8-2016-AS
A e ——

Diary Details
R [Tsender Tyoe Choose ane v | Desling Hancs Choose One v
Delivery Moge" By Hand v|  Langusge English v
= 21 ode Number Letter Ref. No
G @ || Letter v | File Number
Anyuesk | | Received Dater SamEAnis 55| Letter Date =}
( ’ AnyDesk
e Choose ons v|  Disry Date [24/08/2018
philandro Software GmbH v
P Name Choose one v
Balsamiq_Mockups_3.3.3 g
| 22-Dec-1512:32 PM Contact Details Add to Address Book
Ll 3sme Ministry -
eFile document version 5.5_05- Department =
[ ] bcatiea by Ashwani X 5
— | Microsoft Office Word 97 - 2003 ... e =signation
Organization
L eFileV3style R
Cascading Style Sheet Document oddross
356 KB Address 2
‘Country INDIA Y| State Andaman & Nicober Islands v
_Izl epm_trial
TIlS! EaseUs Partition Master Trial Editi... | [ctr Pincode
o Mabile Landline
+ | AllFiles - Fax Email
Open |' P— Category & Subject
Main Category* Choose one -
Choose One -

Sub Categery
Subject
Enclosures

* Enclosure/Femarks vl not b changsd sffer movement

Customize Acknowledgement

m Generate & Send

Fig.7

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

Generate

on the right of the screen) and then, click

Copyright © NIC, 2018

button as shown in Fig.8:
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Receipts = |
} Browse & Diarise Upload{Only PDF upto 20 MB} Diary Details
» Physical Sender Type Choose one ¥ | Desling Hands Choose One v
+ Electronic
Delivery Mode® By Hand ¥]  Language English v
Inbox
b Mods Number Letter Ret o
» Ministry
+ Email Diarisation Typer Letter ¥ File Number
} Created Received Date 4082018 iz} Letter Date il
) Sent
 clased vIP Choase one v] Diary Date 241082015
v By Me e VIP Name Choose one v
0.1-14012N1712015.P8 1 ;
, By Othars | v wewn /Govesnment of India Contact Details Add to Address Book
Hierarchy) o T (Ministy of Home Afairs
+ By cthers{all) IPS-IV Desk Ministry Choose one -
b Acknowledgsment Room No. 220, North B
, lock, o Chooss ons -
» Craated New Delh, dated the, omber, 2015, Depariment hoose on
e Hame Designation
} Recycle Bin Homcg Organization
» Initizted Action Sublect lssua of Offer of Appointment to tha candidates solected Address 1~
for Indian Police Service an the basis of CSE 2014, :
Files = <
- ey e G it fr PS oo s of 68 R (2015 Address 2
Migrate File = will commence at tha SVP Natienal Pafice Academy, Hyderabad INDIA v State Andaman & Nicobar Islands v
= i sffec from 26 Decenber, 2015 (Wonday), The candiiates are Coumty et
Dispatch = required 1o, r2part al the SVP Natlanal Folice Academy, Hyderabad c Pincods
= Intest by 27 Decormber, 2015 evening.  The jolning instructions may be "
o5 = seen at Annexure-| o this Notice, Mobile Landline
Settings = Offer of appcintments o the candidatas who have been allocalad Fax Email
= 1o the Indian Pofice servico on i bass of thel qualiying Gl Servee
e = xamination 2014 hawe been dispaiched fo their respective Category & Subject
Notification = comesgondence addissses. The candidase who e undargong = -
Ext Deportment (@) undaon Couro ot LESNAA Wil Get thir O oi Apponiment Msin Category- Chooss ons =
3. The corespandence agaresses of the candidatas are given i the Sub Catsgory Choose One Z
Annexure-Il.In case of Non receipt af offer of appointment or any oinir
Query the candiisi may contact Secicn Offer (S V) on 011 2300
P Subject*
(G. C. Yaday)
Doputy Secretary (Police] g
Tol, No, 2308 3256
Enclosures y
¥ Enclosura/Remsncs will nat ba changed sher movement
4 Customize

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).

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

("Send | Putin a ile | Copy | Dispateh | Details | Movements | Edit | Attach File | Aftach Receipt | Generate Acknowledgement |

Receipts =]
» Browse & Diarise Receipt Details
it Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 -

- Physical Receipt No 941038/2018/318/3{f% T T (M TH T) Fn File No

+ Electronic From RIMAN DEEP Designation ASSTT(RD)-eOffice
» Inbox (2) Main Category AMC & Demand Sub Category
» Email Diarisation Address shastri park Sent Date
» Created g ki ° L .z Letter Ref. No Letter Date
» Sent 1 Subject Kindly see Enclosures/Remarks:
» Closed = Delivery Mode Email Sender Type

2By e Movement Details
» Acknowledgament i < Sent By ~ sentOn ~ sentTo < Action < Remarks So

<< 3>

+ Created

-+ Sent

» Initiated Action

#
L
[

i

3

Files
Migrate File =
Dispatch =
DSC £ i 2
’ -1
Settings = 2

Fig.9

e The generated receipts are saved in the “Created” sub-module till they are marked to other user(s).

Copyright © NIC, 2018 Ver. 55_05
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Generate & Send . . . .
. _ button (refer Fig.8): Generates the Receipt Number and redirects the user to Receipt
Send screen.

Generate & 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 | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement ||
Receipts =

Receipt Details

b Brovise & Disrisz

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

-+ Physical Receipt No 041038/2018/1RAH T T (@ TA W) =l File No
+ Electronic From RIMAN DEEP Designation ASSTT(RD)-€Offce
b Inbos (2) Main Category AMC & Demand Sub Category
» Email Diarisation Address shastri park Sent Date
b Created f % & cigs - o Letter Ref. No Letter Date
b Sent " Subject Kindly see Enclosures/Remarks: -
¥ Closed o Delivery Mode Email Sender Type
»By e " Movement Details
b Acknowledgement SR Sent By - SentOn - SentTo ~ Action ~ Remarks - v~
cccrze

+ Created

+ Sent

b Initiated Action 35

Files ] Resr D Ko I

Fig.10

These actions are explained below:

Send |

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

screen is displayed as in Fig.11:

Sisis s =] “ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | |
» Browse & Diarise
s Physics|
® All () Reporting Officer () Sub-ordinates () Recent 5 Send Back () In Channel Preferred List
-+ Electronic
Note: Name of the creator is highlightsd in vellow colour.
» Inbox (2)
» Email Diarisation - Receipt Number Subject
» Creatad -
v (20 941038201/H a3 [ T8 (@ TE L) Kindly see
» Sent
» Closed
» By Me ce £
(Use semicolon(;) to seperate recipients.)
Note : CC copi on-editable (both pdf and metadata). Any change in the
» Acknowledgement Main receipt wi lected in the CC copies, till the time not put inside the file
-» Created
Set Due Date )
» Sent
» Initiated Action Action Forward v
Files 3] Priorty Chooseone ¥
Migrate File (]
Total 1000 | 1000 characters left.
Dispatch =
Initiste Action
DSC =
oo & Total 1000 | 1000 charactars left,
= Remarks
Notification =
A
Ext Department (%)
m DSC Signand Send [l eSign and Send

Fig.11

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:

Copyright © NIC, 2018 Ver. 55_05
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Receipts &,
» Browse & Diarise
+ physical

-+ Electronic

¥ Inbox (2)
» Email Diarisation
b Craatad

» Sent

» Closed

8y Me

» Acknoviedgement
-+ Creatad

» Sent

b Initiated Action

Files
Migrate File
Dispatch
Dsc

Settings

Notification

Ext Dapartment

B

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

To

Set Due Date

Action

Priority

Initiate Action

Remarks

® All O Reporting Officer

) Sub-ordinates () Recent 5 Send Back

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

In Channel

Preferred List

nder Secratary (SR)

ABHIMANYU KU -OFFICE OF US(VEE]

ABHISHEK KAUSHIK- FFICE OF F.

ABHISHEK KUMAR VERMA--ASST1(ADMN-1)--GFFICE OF ADMN-II

Forward v

Choose one T

Total 1000 | 1000 characters left.

‘ m DSC Sign and Send eSign and Send

Receipt Number

W (09410382012 TE/6 9 = (@ =T

Subject

Kindly see

Fig.12

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

Receipts =
b Browse & Disrise
-+ Physical

+ Electronic

b Inbox (2)
» Email Diarisation
b Created

» Sent

» Closed

By Me

» Acknowledgement
- Created

-+ Sent

b Initistad Action

Filas
Migrate File
Dispatch
DSC
Settings
Notification
Ext Department

[s:..d

L8 ] ]

ce

Set Due Date

Action

Priority

Initiate Action

Remarks

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

) Preferred List

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

Preferred List | Groups

Name Marking Abbr
[ AAKASH ADLAKHA ASTHT

AARTI KUKREJA US(AK}-Cfo US
[] AASHIRWAD GAUR ASZT
[ AASHISH BAHUGUNA CP-FS3AI
[ abc col(a)-dcdemo
[ ABC abe

Search

Organisation Unit

Olo AS(IT)

Ofo Under Secy (Pondicherry)
Ofo AS(IT)

Cfo Chair Persen

colofiice

Olg AD

i [x]

Total 1000 | 1000 characters left.

DSC Sign and Send eSign and Send

Receipt Number

@ [ 325801201 Sfeoffce

Subject

Kindly

Fig.13

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:

Copyright © NIC, 2018
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[7Send | Pukin a File | Copy | Dispateh | Details | Mavements | Edit | Attach File | Attach Receipt | Generate Acknawledgement |

® All ) Reporting Officer () Sub-ordinates () Recent 5 () Send Back () In Channe| Freferred List

Mote: Name of the creator is highlighted in yellow colour

Receipt Number Subject

To
v (] 941038720 1230MFR 1w T 0 (F T T ) Kindly see

Total 1000 | 1000

ot @ m DSC Sign and Send eSign 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: Itis 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).

f Send | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

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

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

To

[+

Set Due Date

» Initisted Action Action Forward

Files = Priority Choose one

z
w
a

Totel 1000 | 1000 characters left,

F
1 (2

Initiste Action

Total 2000 | 1000 characters left

o
3

Remarks

o
2
8

e =

o
x
8 |5
F 7
3
k]

DSC Signand Send [l eSign and Send

Receipt Number

(0] 941033201/ F AT MW @ETET)

Subject

Kindly see

Fig.15
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DSC Sign and Send

» DSC Sign and Send: On clicking 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 CEgnEIEE 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 a File: To put the generated receipt into a concerned file, perform the following steps:

. Put in a File . . R
.
e C(lick tab. A list of files appear, as shown in Fig.16:
= | |["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 -
Receipt No 94103812018/ /34T® T TH (T T) File No
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
Search Files for Attach
Year| 2018 v | Search m
Computer Number File Number Subject
D/D002/2018-O/o of
. E 3333772 HS(MIA) Test
= 10y . {2 e E 3333734 file-1-Pari(1) kavita1987@eci.gov.in
= 2570 B/0011/2018-Olo of
= Y E 3333930 HS(MHA) TestA
:
reposX 7
e 4
=~
& -39\ <<<1>>>
> [Sne
A +
:

Fig.16

Note:

The list contains files which are presentin ‘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 =) | | "Send | Putina 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 -
Receipt No 941038/2018/31TPw/ 3 T TH (M TI T) == File No
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
Search Files for Attach
[Year 2016 + [ searcn |
Computer Number File Number Subject
3 a3 D/0002/2018-Olo of -
E 3383773 HS(MHA) Test
= G © E 3333784 file-1-Part(1) Kavita1987@eci gov.in
- - - - B/0011/2018-Ofo of
Migrate File = & E 3333080 HEOnA TestA
Dispatch &= 3 X
osc = i
Settings &= x P
Notification = d i i i arg,
S AN . <<<1>>>
Ext Department (%] |- " o i
20pY to:= N ¢ VS, of T

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

o C(reate the New File (non-SFS File) from the receipt Put in a File list screen itself using button as
shown in Fig.18:

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

» Browse & Diarise Receipt Details
- Physical Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1

HElectioaic Receipt No 941038/2018/ 31T/ 3016 T TH (A TH V) = File No

. From RIMAN DEEP Designation ASSTT(RD)-eOffice
» Inbox (2;

= - Main Category AMC & Demand Sub Category
» Email Diarisation
T 7 Address shastri park Sent Date

reate ; a V7
» Sent » = Letter Ref. No Letter Date
» Closed Subject Kindly see Enclosures/Remarks: -

e s Delivery Mode Email Sender Type

FEDIaTs Search Files for Attach

» Acknowledgement . /25 =

-+ Created Svarare b T Year| 2018 v | Search Create File

— nent ¢ > J0Lpany Atre Computer Number  File Number Subject Non SFS

- . DID002/2018-O/0 of
» Initiated Action E 3383773 HS(MHA) Test
T @ ey 25 Pl @® E_ 3weama file-1-Part(1) kavita1987@eci gov.in
1001172018
Migrate File = A = Arigl E 3283980 Egﬁﬂ_ﬁ? 80l0of o5
: o 2 :
Dispatch = o
DSC = r
Settings = el
Notification = % " O3
. a ARy << < 1> 5>

Ext Department (%] B\ \&"

Fig.18

Note:

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

Copyright © NIC, 2018 Ver. 55_05
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feature is configurable.

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

(=1 | Send | ButinaFile | Copy | Dispateh | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement | |

Receipt Details

Convert JPG to PDF online - convert-jpg-to-p.. 1 /1 =
e Receipt No 9410387201830 w31 T TH (T T) B File No

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

Address shastr park Sent Date

Letier Ref No Letier Date

Electronic File(Non SFS) Kindly see Enclosures/Remarks:

—_— e | Email Sender Type

ttach

<t " -

Year[2018 v | seareh
Number File Number Subject

DI000212018-Olo of

HS(MHA) jiost

file-1-Part(1) kavita1887 @eci govin

BI001172018-Olo of
HS(MHA)

» Initiated Action

L L2018 Jo/oof Hsina v |

== Testa

)

Migrate File

®

Dispatch

osc

B F &

Settings

<<<1>>>
Notification 1

Ext Department

®

Fig.19

. Continue Working » . .
. Chck 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 C(lick the Drspatc tab, a confirmation pop-up message appears, as shown in Fig.20:

Copyright © NIC, 2018 Ver. 55_05
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Send || Putin s File | Capy | Siapateh || Betaits | Mavaments | Edit |

Upload(Only PDF upto 20 MB):

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

Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details
Receipt No
From

Main Category

Contirm

This receipt Is created

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

! e
WA (30N
: )
, :
o @
Migrate File @
Duapatch = sr.
osc = ¥
= i,
Sattings &}
£
Notification @ 5
Ext Department (&) -
i, s
'
- -

941038/2018/ TR HP UG CH (0 U9 Q) iy
RIMAN DEEP
AMC & Demand

ASSTT(RD)-eOffice

shastrl park

Kindly see
Email

Fig.20

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

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

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.

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

[TSR7a | Send Back [ putin a File | Copy | Diepateh | Datal | Movamants | Eait | Cloea | Views Drat | Attach Fi | Attach Racaipt | Action Dataia )
New Draft rage suc e~ | o | | Draft Details
B 7 U S = = = = Fomats-| LneHeight - Parsgrsph - Verdsns - 14px - Dratt Type: Reply Y| Olassified Cheose cne Al
Dratt Nstures Choose One v Prew Chosse One v
S-E-S= b0 a Xl Hx X —QO0 NN L@m- A~ B~ ® X engisn-
Language* Punjsbi v
9 - = Kindly see
‘ Subject * A
Torsl 1000 | 950 characears leR
Rezeipt Number 41035201/ U2 0% (T Reply Type Choose one v
Communication Details
Ministry * CABINET SECRETARIAT -
Department » Cthers -
Name RIMAN DEEP Designation [ASSTTRD)<Office
Organization
I Address 1+ [shasi park
Address 2
Country TNDIA v simte DELHI i
city Pincode
Mobile Landiine
Fax Email
Add More Recipient(s) | Clear
Attachments N
Note : Use following # tags for draft creation
- #ApprovedBy# for Approver Info #ApprovedByNames: for Approver Nsme
3 5 #ApprovedByDesignation# for Approver Designation #ApprovedBy SectionName# for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
p Words: 0 #ApprovedDate# for Date of Approval #DocumentNumber for Document Number

Fig.21

e Aunique Draft Number is assigned to the draft, as shown in Fig.22:
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X}

|nnn No. : DFA/3003357 - V 1.0 Draft Status : DFA

[ Send | Send Back | Putin a File | Copy | Dispatch | Detais | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Defails |

CIEmED

Draft Details
B/ US| l=eE===r e Heig Draft Type* Reply v | Classified Choose ane v
= = O XM e B -0 T o= A A Draft Natures Letter v Prefic Choose ane v
5 :: E Language® Punjabi M
N Kindly see
This is regarding the approval of letter. Subject® T pre—— 4
Receipt Number Himﬁa/zm&/\im/eﬂﬂﬁﬁ\rﬂ(t T Reply Type Cheose one v
e
Communication Details
Attachments

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info
#ApprovedByDesignation# for Approver Designation
#ApprovedByPosti for Approver Post
#ApprovedDate# for Date of Approval

#ApprovedByNamet for Approver Name

#ApprovedBy SectionName#: for Approver Section Name
#ApprovedByEmail# for Approver Emall
#DocumentNumber# for Document Number

Fig.22

A newly created draft has three actions:

a)
b)

<)

Preview: View the Draft content before approval.

draft once the receipt along with the draft is moved to the next user.

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

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:

Draft No. : DFA/2010074 - ¥ 1.0 Draft Status | DFA

Kindly see

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

Draft Details

Dran Typer Reply -
Draft Nature® Letter
Language® Punjabi
Kindly See
Supject

Total 1000 | 589 characters laft

eceipt Number SA10TA120 18/ ey ST T 8 ¥

Onee draft

#Oocumen

you like o procesd

Approval Confirmation
roved no further changes can be made

nber# tag used for displaying the document number is not available in the araft
riher

-
|
EmETnED

Classinea cnoose ane -

Prefix Choose ane

Reply Type Choose ane -
Attach File

Cancal

WAPPIOVedBYPORL fof Ao
#ApprovedDate# for Date o

#ApprovedByName# for Approver Name

#ApprovedBy Sects wer Section Name
#ApprovedByEmail
#DocumentNumber# f

Fig.23
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e After approving of the draft the actions available are shown in Fig.24:

["send [ Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Aftach File | Attach Receipt | Action Details | -
Draft No. : DFA/3010074 - V m
New Draft Draft Details
_ Draft Type* Reply v| Classified Choose one v
1/1 ¢ 2 o&
Draft Nature* Letter v Prefix Choose one v
Language* Punjabi v
Kindly See.
Subject * A
Total 1000 | 989  characters left.
a. 12018/3Pw3 v
Kindly see. Receipt Number kj—m?mzm& PRI T O Reply Type Choose one M
=
Communication Details
Ministry * CABINET SECRETARIAT1 v
Department * Others v
Name RIMAN DEEP Designation’ ASSTT(RD)-eOffice
Organization
I Address 1+ shastri park
Address 2
Country INDIA v State DELHI v
City Pincode
Mobile Landline
Fax Email
Add More Recipient(s) = Clear
Attachments
+
Note : Use following # tags for draft creation
- #ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
#ApprovedByDesignation# for Approver Designation #Appi il for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
T #ApprovedDate# for Date of Approval #DocumentNumber# for Documant Number
| Dispaich By Seif | Dispaich By CRU | eSign | DSC Sign | Edit | Custom Sign o
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.

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”).
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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.

Oty - With Followtip button, select the required action, enter the description message and due date

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

[Ena | Send Back | PUt 0 8 Fie | Cony |

Toetene T TESTE T CIEe T View Drart | ATSch FiTa | ACEREh Wacaipt | ACtion DEtane | T

lats Mo, ©ra/13780 < v 1.0 Draft Statue 1 Approved

(#1Draft Detalls
(#1Communication Detalls
(# Attachments

Dispatch Options

| Email Detalls

(v Postal & Out Register Detalls

Document for draft approval.

Mode Number

No

Weight

| Ehoose One

Fig.25

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.

e 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:

Date Range : 11/09/2017 To 27/08/2013
Receipts | || Print Envelope | Create Reminder | View Reminders | |
Filas 2] ~ Dispatch Number  ~  Address ~ Sent On ~ Sent Through  ~ File Number ~ Receipt Number vﬁ;:‘:it ~ Status v% v%ﬁ’:t—"h -
Migrate File = 30 201 Riman, IT Park, NEW 27/08/18 02:31  ASST(C)-HS | 54174072018/ 3= /o wim (dm o Issued &
€ 1/3006355/2018  lssue DELHI (Self) Dispatched v
Dispatch = lssus fdside, fdsfisf 17/07/18 02:41 .:Ssj:-)(cws | A-11/0006/2018-34i1t5= /3 T 4w (TR U )- :ssn;::jed 7]
b Sent () Issue  userd, yeerd 28/09/17 10128 ASST(CI-HS | 540107/2017/ SFe/45 T TE (A= T Issusd & o
» Returned 8 . (Self) ) . Dispatched
Issue user-3, user-2 28/03/17 10:28  ASST(C)-HS | 940107/2017/ 3%/ 315 U= 75 (T 79 4 Issued & )
& AN Sel Dispatched
psc = p ; . 5 R
Lesue usar2, user2 28/09/17 10:28  ASST(C)-HS | 940107/2017/ 3%/ 31F U= T8 (T 7@ U Issued & )
& AM (gelf) Dispatched
Soiods £ 28/08/17 10:38  ASST(C)-HS | 5401072017/ 3/ SF = TR (AR T Tssued &
- = ) Issue user-1, user-l (Self) ) - Dispatched (7]
Notification = p ; . % ¢
b 300452202017 Tewen asds, asdsad 28/03/17 10028 ASST(C)-HS | 540107/2017/ 5=/ #1F T2 07 (7= ¢ Tssued & o
F— AM (5elf) ) Dispatched
Ext Department [+

LEGEND priority M Out Today M MostImmediste M Immediate % Action Initiated

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

Fig.26
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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 | tab.

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 C(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:
leteipts ol P Emelpe | Creat Remnder | Vi Remincrs| |
s R e 0 Soarlt el B gy (A D |

= Number T R —JW—L—W = (ot e
Wertr ] | (A £ e Gaavel Venkaesham, anjara il Road 24/08/47 0333 AGSISTAIT | i Isted &
! (| E LT Isue o, " ) 48501201 Tl Dt V
Dptdh -
Sent
Dabiiennd

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”).

e (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:
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FA/13751 - V 1.0 Draft Status : Approved
Download (#) Draft Details
- (* Communication Details
Sl ? = ey
< — = FIAttachments
Dispatch Options
Dispatch By CRU Details
CRU User(s) KARAN MEHRA - Delivery Mode By Hand .
Remarks
Document for draft approval.
Note :
Use #ApprovedBy# For Approver Info
Use #ApprovedByName# For Approver Name
= ¥ For Designation
Use #APE For Apg Section Name
Use #ApprovedDate# For Date of Approval
e
Sond With Followup 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:

3 I
Files ® [:| v Dispatch Numberv v Address * Sent On 'E File Number * Receipt lumber  + [ssued Against* Status +Sanction Code- Dispatch Mode~
WgateFle |:| E 176492017 lssue testuser, bnewdehi 09/10/17 11:31 AM | ASSISTANT | (CRU) 25971/2017 feoffce Registered Post )
g D E 116422017 lssue testtest 05/10/1703:45PM  ASSISTANT | (Self) A-12013/34/2017-Demo-DEPT-EOFFICE Issued & Dispatched /]
D E 176412017  lssue  testtest 05/10/1703:39 PM  ASSISTANT | (Self) - A-12013/34/2017-Demo-DERT-EOFFICE Issued & Dispatched /]
D E 17409/2017  Issue  Bharadwaj Poorahit, Nic Bhubaneswar 13/09/17 11:59AM ASSISTANT | (Self) A-12013/34/2017-Demo-DEPT-EQFFICE  25507/2017/eoffce Issued & Dispatched v
|:| E17203/2017  Issue  DrParveen, Delhi 16/08/17 12:47 PM  ASSISTANT | (CRU) A-12015/4/2017-Demo 24655(1)/2017 eoffce Issued & Dispatched By Hand v
L) il |:| P 172042007 Issue  DrParveen, Delhi 16/08/17 12:47 M ASSISTANT | (CRU) 24650/2017 feoffce Issued & Dispatched By Hand ]
Settings ]
flotficatin %)
Ext Department ()

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:
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Receipts 1] |(7Send | Putin a File | Copy | Dispateh | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement |

» Browse & Diarise
= Receipt Details

- Physical

Convert JPG to PDF online - convert... 37a -
+ Electronic Receipt No 941571/2018/31FP /31l T AW (AT T) File No
» Inbox (7) From Adibasi Bikash Trust Designation
+ Ministry Main Category AMC & Demand Sub Category
» Email Diarisation Address Odisha Sent Date
» Created Letter Ref. No Letter Date
» Sent Subject Docs Enclosures/Remarks:
» Closed Delivery Mode By Hand Sender Type
By Me Dispatch history
> No Record Found

Attached Files History
No Record Found

» By others(All)

» Acknowledgement

+ Created Attached Receipts History
» l:vS::ed Action ~ Receipt No. ~ Subject ﬁ;“"c"ea - ﬁgfec"e“ ~ Remarks  ~ - v
Files (] the E 941572/2013/3fpF B I AT AT TEU) Docs @333 ;Zg;;g test Ana:h With Another Action Details
Migrate File = Mt Servicest congyet q Detached Receipts History
- G e, e
psc = axliny E 941570 9415702018/3M0R /AP TI TV HHTIT) Docs  @B@UBBeS @B@Bedend 22/07/18 27/97/18  goes docs
Settings = o] Detached Files History
Notification = ) S No Record Found
Ext Department  [¥] T‘i l q o

) T e tiass > o -

Fig.30

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 (%) 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:

R =’ | 7Send || Putina rile | Copy | Dispateh | Details Edit | Attach File | Attach Receipt | Generate Acknowledgement | |
Receipt Details
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1
Receipt No 941074/12018/30TP= TP T TH (A TI W) Fielo
From RIMAN DEEP Designation ASSTT(RD)-eOffice
Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kinly See. Enclosures/Remarks: -
Delivery Mode Email Sender Type
DI I Movement Details
Sent By ~ SentOn ~ Sent To ~ Action ~ Remarks vv

1
2
[E2}

Migrate File =
Dispatch = # %
psc ]

(6]

o

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:

o Click =t/

tab, the metadata fields get active, as shown in Fig.32:
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) I
Upload(Only PDF upto 20 MB)-

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

) @ @

®

Send | PutinaFile | Copy | Dispatch | Details | Movament = [FE] Astach File | Astach Receipt | Generate Acknowiedgement |

[ Uoioad e |

[x]
|
Diary Details
Cissified Choose one 2 Choose one v
Delivery Mode® Email v Punjabi v
Mode Number
Typer Letter v
Received Date p— = [
vie < 5 2 1 130472018
1P Name Choose one v Dealing Hands [Choose One. v
Contact Details Add to Address Book
Ministry - CABINET SECRETARIAT!
Others
RIMAN DEEP Designation [ASSTT(RD)-eOfce
shastr park
TNDIA v] state DELH v
Pincode
Landiine
Email
Category & Subject
Main Category~ AMC & Demand >
Sub Category Chooss one =
Kindly See.

Subject

EnclosuresiRemarks

Customize Acknowledgement

Save Receipt

Fig.32

Save Recei
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 Click the Attach File

tab, as shown in Fig.33:

Upload(Only PDF upto 20 MB):

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

» Initisted Action

Files (3]
Migrate File (53]
Dispateh &
osc (E3)
Settings =
0 £ P
= T b
Notification & 33
Ext Dupartment (%]

R—— = | |[(5erd | Putina File | Copy | Dispsteh | Details | Movemants | Edit ‘Attach Recaipt | Ganerate Acknowledgemant |

Receipt Details

Recelpt No 941038/2018/ 0/ AW T TH (7 T ) 1y
RIMAN DEEP

AMC & Demand

Address shastri park
Letter Ref. No

Kindly see

Delivery Mode Email

Movement Details

Sent By ~ Sent On ~ SentTo ~ Action

ASSTT(RD)-0Office

~ Remarks

Fig.33

o Alist of files appears, select the file and click button, as shown in Fig.34.

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

Migeate File

Dispatch

Sattinas

siedgamaent

BEEREEEED

Upload(Only PDF upto 20 MB):

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

(e | st i oy | caata | GecaTe | Wavament | Al RacareE | Garrs At |

[usicad ric ]

Receipt No
From
Main Catagery

Receipt Details

941038/201 /370 ST O T (TR T ) g
RIMAN DEER
AMC & Demand

Address shastrl park
Letter Ref. Mo
Subject Kindly see
Delivery Mode Email
1t Details
~'Senton ~ sent To ~ Action

File No
Designation ASSTT(RO)-e0Mce
Sub Category

Sent Date

Letter Date

Enclosures/Remarks: -

Sander Typa

~ Remarks

Fig.34

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:

» Crasted

o sent

Files
Migrate File
Dispatch
bsc
Settings

Notification

b Initiated Action

b Acknouladgemant

)

L T

1]

Upload(Only PDF upto 20 MB)-

Convert JPG to PDF online - convert-jipg-to-p_ 1 / 1

["Send | Putin  File | Copy | Dispatch | Details | Movements | Ed:!! Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No
From

Main Category
Adgress

Attach File Remarks

(5]

Remarks

Kindly see.

94103872018/ 3w/ 3P T TH @ TTTY) gy
RIMAN DEEP

AMC & Demand

shastri park

File No

Designation ASSTT(RD)-e0fMce

Sub Category
Sent Date

Letter Ref. No Letter Date
Subject Kindly see Enclosures/Remarks: -
Delivery Mode Email Sender Type
nt Details
~ SentOn ~ Sent To ~ Action ~ Remarks e

tar Harmbar

o The selected file then gets attached with the Receipt and moves along with the movement of Receipt as
shown in Fig.36:
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Receipts (=] ‘ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | N
y Browse & Dlarise Receipt Details
+ Physical Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1 -
+ Electronic Receipt No 041074/2018/3i1RPE/3F T{TH M T T) &= File No
From RIMAN DEEP Designation ASSTT(RD)-eOffice
: ;m”‘ :k Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly See EnclosuresiRemarks: -
Delivery Mode Emai Sender Type
EDIATE Dispatch history
* 5 No Record Found
z o1 Attached Files
= ~ File Number ~ Subject - Attached by ~ Attached Date - Remarks ~  ~ -
451 #he 4~7-80 e DIO0022013-0/0 OTHS(MHA) ~ Test  bikram 13/04/18 11107 AM  kindly see. X Action Details
il = 2y R Attached Receipts
Migrate Fil = oz 9 el No Record Found
Dispatch = § . 5 Detached Receipts History
psc (] fron s No Record Found
S ot ath Detached Files History
Notification = N0 Becord Found
Ext Department (3 ( ——

Fig.36
Detach File- Will detach a file from the receipt.

e The file can be detached from receipt on clicking “7< ” 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.

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

=3
[TSend | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File Generate Acknowledgement | ﬁ‘
Receipt Details
Convert JPG to PDF online - convert-jpg-to-p—. 1 / 1 :
Receipt No 941074/2018/ 31T/ T T TH (A TI V) = Flie No
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
= Dispatch history
No Record Found
Attached Files
5 - ~ File Number ~ Subject ~ Attached by ~ Attached Date ~ Remarks ~ > !
- . S14 -1 the 4=7-80 £ DID002/2018-0f0 of HS(MHA! Test bikram 15/04/18 11:07 AM  kindly see. < Action Details
T - Attached Receipts
—— — i Sely No Record Found
Dispatch = % Detached Receipts History
bsc (3] 3 : No Record Found
Settings = £ ¢ Detached Files History
Notification = No Record Found
Ext Department (3 L -
: )
% *
! 7 Aztaiy
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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.

= ‘ 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

Receipt No 9410741201813/ 3% T TH (I TI W) £ e
From RIMAN DEEP Designation ASSTT(RD)-eOffice
Main Category AMC & Demand Sub Category
Address shastr park Sent Date
Letier et N Letter Date
< e Enclosures/Remarks: -
» 8y Me . 2018 v Search Sender Type

» Initiated Action = = ~ Subject - Attached by ~ Attached Date - Remarks ~  ~ -
. Test bikram 15/04/18 11:07 AM  kindly see. X Action Details
Files +)
Migrate File =
Dispatch = Pe o, e -
2t . y
psc = fron th .
oo 7 =
Settings = i A ’ e fors
2 25
Notification = A >
= G IR
Ext Department (%) SN Vo
- t
4 +

Fig.38

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:

[TSend [ Putin & 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 IS T ”
Receipt No 94107472018/ T TH M TI W) &= File No
— Attach Receipt RIMAN DEEP Designation ASSTT(RD}-eOffice
AM( tegory
» Email Diarisation Attach Receipt Remarks C & Demand ity
@ shastri park Sent Date
Remarks {kindly see. Letter Date
e e. Enclosures/Remarks: -
& 2019 Sender Type
8 oK [ cancel ]
» Initisted Action g ~ Subject - Attached by ~ Attached Date - Remarks ~  ~ -
2 Test bikram 15/04/18 11:07 AM  kindly see. X Action Details
Files =
Migrate File =
Dispatch = W) >
3 ; y
psc = Lron thy : : 8
epoc 1 ey
Settings = i » 1a the Depars
- al— Q , v
Notification = 3 3 i
| N~
— NG IR\ Y
Ext Department (%) N Vo
, = T
e % e
1 e
AfLairy
Snon (2 Lair

Fig.39

o The selected receipt then gets attached with the Receipt and moves along with the movement of Receipt as
shown in Fig.40:
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Receipts =1 | “Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | _Attach File | Attach Receipt | Generate Acknowledgement | “
Srowse & Diari = =
» Browse & Diarise Receipt Details
-+ Physical Convert JPG to PDF online - convert-jpg-to-.. 1 /1 -
+ Electronic Receipt No 941074/2018/31RF/3F T TH M THT) == FieiNo
From RIMAN DEEP Designation ASSTT(RD)-eOffice
» Inbox (2)
Main Category AMC & Demand Sub Category
» Email Diarisation
Address shastri park Sent Date
» Created
Letter Ref. No Letter Date
» Sent
ec / See ' rks: -
S e 5 Subject Kindly See Enclosures/Remarks
o Delivery Mode Email Sender Type
= Dispatch history
» Acknowledgement -
No Record Found
» Created L
+ Sent Attached Files
~ File Number ~ Subject ~ Attached by ~ Attached Date ~ Remarks ~ - b4
» Initizted Action
i=7 £ D/0002/2018-O/o of HS(MHA) Test bikram 19/04/18 11:07 AM kindly see. X Action Details
Fil 2
oo 2 Attached Receipts
Migrate File = c L
o B O 2 ~ Receipt No. ~ Subjecy Attached Attached porye - -
= — ¢ by Date
Dispatch = be
P £ 9410372018 AMBHAT T TE @THY) Y pikram 10418 kindly > atrach with Another Action Details
DSC = X b see :51 AM see.
" “ Detached Receipts History
Settings = @ ¢
> 2 No Record Found
Notificatit = A\ B -
— = \r RO Detached Files History
Ext Department (] 2\ No Record Found
1o
Azcon -
3 1 s G
ie +
Raa Ratt s 4 o 5

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.

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:
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A

Receipts =]

Upload(Only PDF upto 20 MB) Diary Details
Ciassified Chooss one v|  senderType Ghoose one v
+ Electronic
Delivery Mode* By Hand v] Lsnguage English v
Inbox
L Mode Number Letter Ref. No
« Ministry
» Emai Diavsstion Typer Letter v|  File Number
» Created Received Date* mTAniE ] Letter Dste iz}
» Sent
o vIP Chooss one v| DiaryDate rm7izots
LBy e VIP Name Chooss one ¥]  Dealing Hands Choose One v
, By Others Contact Details Add to Address Book
{Hierard
+ By cthers(All) Ministry Choose one -
acknouledzemes
L Department Choose one -
» Created
+ Semt Name Designation

» Recycls Bin
» Iniiated Action

Crganization

Address 1+

Files = Address 2

Migrate File (3] Country NDIA v|  Stae Andaman & Nicobar slands ¥

Dispatch = City Pincode

bsc 5] Mokile: Landline

Settings = Fax Email

Notification = Category & Subject

T =] Main Category* Chooss one v
Sub Category Choose One v
Subject

4

Enclosurss y

* Enclosure/emarks will not be changed afier movement

Customize Acknowledgement

Fig.41

Note:

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

Receipt Inbox sub module displays all the incoming receipts that have been marked to the logged in user, as
shown in Fig.42:

Date Range : 24/10/1986 To 15/04/2018

Receipts (=) | || Receive | Send Back | Send | Put in a File | View | Mave To | Copy | Close | Dispatch | Hisrarchical View | My Receipts v |
b Browse & Darise ~Computer o ~ Receipt No. v Subject  ~Sender + Sent By ~ Sent on ~DueOn ~  Remarks

-+ Physical E 541038 Kindly se= RIMAN DEEP bikram, siftss/sfE @@ (AT ) 11/04/18 11:54 AM )

+ Electrenic % £ s4ce70 540870(2)/2018/F asdas =4 sanjeev, iR/ E TR TR (TR ) 06/02/18 10:22 AM B

e E 540443 540443/2017/3s/1F v vE (AT T) acr relsted == e bipin, #TEH/31F T @ (ATET) 22/12/17 11:52 AM n

» Email Diarisation P 540108 540108/2017/ ¥/ +1% 7= ¥E (RTER), &7 asdsad asdasd bikram 3ftr/3iE v oF (AT Y ) 28/09/17 10:26 AM i
b Created
» Sent
b Closed

> By Me

By Others

* (Hierarchy)

» By others(All}
b Acknowledgement

-» Created

-+ Sent
» Initiated Action
Files =
Migrate File [+ -

LEGEND Priority W Out Today M Most Immediate M Immediate & Action Initiated vIP VIP References
Dispatch [+
Subject Category Service Mattars Budgat praparation ACR relsted matters Appointment and other related matters of Planning Comission Annus| Property Return

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.

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

| Date Range : 24/10/1586 To 18/04/2018
— g | Receive | Send Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch || Hierarchical View | iy Raceipts v ‘
b Browse & Diarise v ComputerNe v Receipt No. - Subject v Sender ~ Sent By ~ Sent On ~DueOn v Remarks

-+ Physical E 541038 & Kindly see RIMAN DEEP bikram, 5=/ 4fF W (AT ) 11/04/18 11:54 AM - B
-+ Electranic $ £ se8n0 & asdas =d sanjeev, 3w/ o T2 W (A TET) 08/02/18 10:22 AM e}

e E 540443 5404 acr related T bipin, #w/#E W (WTET) 22/12/17 11:52 AM B "
¥ Email Diarisation P 540108 940108/2017/ ¥/ ¥ TH 7E (R TR ) & asdsad asdasd bikram, /37 =7 (A7 T ) 28/09/17 10126 AM i}

» Created
» Sent
» Closed

+By Me

By Others

(ierarchy)

By others(all)
b Acknowledgemant

- Created

-+ Sent
» Initiated Action
Files =
Migrate File = .

LEGEND Priority W Out Today M Most Immediate W Immediate & Action Initiated VIF VIP References
Dispatch =
Subject Category Service Matters Budget preparation ACR related matters Appointment and cther related matters of Planning Comission Annual Preperty Return

Fig.43

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 : 25/10/1586 To 20/04/2018
o =] end Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch | Receive Receipt Confirmation Higrarchical View |y Raceipts v
» Browse & Diarise . . . - -
O Computer No Receipt No, Are you sure you want fo receive this receipt 2 Senton Due On Remarks

+ Physical P 941093 941093/2018/ T 31 7 0 (4T TTT) @ 5 3% W@ () 20/04/18 12:16 PM 27/04/18 £}

» Sleairenic [E] E s41038 941038/2018/ it/ oiw v v (a v ) B e (F ) 11/04/18 11:54 AM B
» Tnbox (1} ] L & se0er0 940870(2)/2018/%E oy o asda ) Tanjeev, H S5 7 W (W W= T) 06/02/18 10:22 AM B2
» Email Diarisation L] e E 940443 9404442/201 7/ 35w/ 3 U5 U8 (A TE T acr related TR bipin, 3754 6 @ 3w (W T) 22/12/17 11:52 AM - 2
b Crestzd o P 540108 940108/2017/3bw/3i5 U= UE (A 7T ) & asdsad asdasd bikram, 38 3l v= ¥ (FwET) 28/09/17 10:25 AM - !
» Sent
» Closed

28y Ve

, By Others

(Higrarchy)

» By others(All
» Acknowiledgement

» Crasted

» Sent
» Initiated Action
Files
Migrate File

LEGEND Priority M OutToday M MostImmediate M Immediate § Action Initiated VIP VIP Referances
Dispatch
Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Retum
Fig.44
Select th i dclick 5579825k |2 as sh in Fig.45:
L elect the receipt and clic tab as shown in Fig.4o5:
Date Range : 28/10/1966 To 23/04/2018
o =] Send | Put in a File | View | Move To | Copy | Close | Dispateh | Hisrarchical View | 1y Receipte v
b Browse & Diarise ] ~ ComputerNe = Receipt No. - Subject ~ Sender ~ Sent By ~ Sent On ~DueOn ~ Remarks
+ Physical L P 941003 941093/2018/ HBw 31 7T PTG TET) Kindly See  RIMANDEEP  bikeam, 3T /3 ma g (fA T2 ) 20/04/18 12:16 PM 27/04/18 (i)
» Elestronic & E ss0en0 940870(2)/2018/F g oy & asdas = sanjeev, 3T /41 @ I (W w T ) 05/02/18 10:22 AM B
L P 540108 540108/2017 /3435 78 78 (R TR ) & asdsad asdasd bikram, % /34F T I (FwE ) 28/09/17 10:26 AM - "

» Email Diarisation
b Crested
b Sent
» Closed
By Me

By Others
(Hierarchy)

+ By others(all)
b Acknowladgemant
+ Craated
4 sent
b Recycle Bin

b Initizted Action

Files

Migrate File

Dispatch

LEGEND priority M OutToday M Most Immediate Ml Immediate

Subject Category Service Mattars Budget preparation

& Action Initiated

ACR relzted mattars

WP VIP References

Appaintment and other related matters of Planning Comission Annusl Froperty Return

Copyright

© NIC, 2018

Fig.45

o 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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Sand

All O Reporting Officer () Sub-ordinates

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

Recent5 (® Send Back

In Channel () Preferred List

To

sanjeey-sanjeev—aira/3iE 7= A% (49 Ta Q)

Receipt Number Subject

“ (2] 940B70(2)/2018/FTEd o4 asdas

12

Set Due Date

Acton Forward v
Priority Choose one v

» Initiated Action Total 1000 | 1000 characters left

Gl 6] Remarks

Migrate File =

Dispatch =

bsc = e S
@ DSC Sign and Send 2Sign and Send

Settings =

[

Notification

£

= time not put inside the file

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 a File: To put the receiptinto a concerned file.

Note:

Refer the steps mentioned under Putin 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.

7
lew | tab and a drop down menu will appear with the options as shown in Fig.47:

o Keep the cursor on
Date Range : 05/11/1986 To 01/05/2018
— | | Receive | Send Back | Send | Put ina File !E!%Enve To | Copy | Close | Dispatch | e e [ B |
» Browse & Diarise ~ Computerng |4 - Subject  ~ Sender ~ Sent By ~ Sent on ~DueGn v Remarks
+Physical P 041003 Read Armdw(mrey) Kindly See  RIMANDEEP  bikram, 37 /7% 02 21 (87 79 7 ) 20/04/18 12:16 PM 27/04/18 B
» Eiecranic § e s ction Iniiated ) & wsias @ oo i s 7 7 (7 ) ceroz/is 10:22 an E]
¥ Inbax (1) P 510108 Physical FETEEEL) & asdsad asdasd bikram, 35 /3 T T (P T T) 28/09/17 10:26 AM [
» Email Diarisation Electronic
» Created VIP References
» Sent Out Today
Most Immediate
Immediate
Due Date Elapsed
Al
b Acknowledgemant Subject Category
-+ Created
» Recycle Bin
» Initiated Action
Files = .
— LEGEND Priority M OutToday M Most Immediste M Immediste @ Action Initiated Wik VIP Referances
Migrate File (=)
Subject Category Service Mattars Sudgat preparation ACR related mattars Appaintmant and other ralated mattars of Planning Camission nnual Proparty Retum
Dispatch =

Fig.47

a) Unread: To view all unread electronic receipts and unreceived physical receipts.

b) Read: To view all read electronic receipts and received physical receipts.
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Action Initiated: To view all the receipts against which initiate action process has been taken up.
Physical: To view all physical receipts.

Electronic: To view all electronic receipts.

VIP reference: To view all the VIP referenced receipts.

Out today: To view all the receipts those are marked with priority as Out Today.

Most Immediate: To view all the receipts those are marked with priority as Most Immediate.
Immediate: To view all the Prioritized receipt marked as Immediate.

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

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

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:

Keep the cursor on (

Select receipt(s) from the Receipt Inbox, which needs to be moved.

1 T
R I] tab, a drop down menu will appear with the options as shown in Fig.48:

Migrate File

Dispatch

DSC

Date Range : 07/11/1986 To 03/05/2018

| |[ Receive | Send Back | Send | Putin a File | View |m Copy | Close | Dispatch | Hisrarchical View| iy Receipts v |
arise computerne < m|" T - Subed v Sender - Sent ey - Sent on vDuson - Remarks
P 941003 5| Manage Folders #wemy) Kindly See  RIMANDEEP  bikram, 3T /3% 02 &2 (fA 02 ¥ ) 20/04/18 12:16 PM 27/04/18 B
§ E seos7o 54| Create New Folder & asdas <d sanjeev, e (AF @I R Y) 06/02/18 10:22 AM B
P 340108 540108/2017/3iftr=/3E v vE (ATET ) & asdsad asdasd bikram, 3 foiE @ 3w (W= T) 28/03/17 10:26 AM B

LEGEND Priority M Qut Today M MostImmediate M Immediate § Action Initiated vIP VIP Referancas

Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Plannin

a)

Fig.48

Create New Folder: Click the Create New Folder link from the dropdown, as shown in Fig.49:

Copyright © NIC, 2018

Ver. 5.5 05

39



A DOGITAL WORK PLACE SOLUTION

My Folders

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* Lfvjinistry
Create in*| Receipt Inbox ¥ |

[[save || crear |

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 Viev | My Receipts v ‘
b Browse & Disrise ~ Computer No hd Receipt No, hd Subject - 3ender - ZentB ~ SentOn ~Dueln =~ Remarks
+ Physical § £ saEn 540870(2)/2018/5% oy & asdas =d sanjeev, TR (FE WM (EET) 06/02/18 10:22 AM - B
+ Electronic
b Inbox (1)
» Email Diarisation
b Created
y Sent
b Closed
4By Me
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 ( Edf) 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.

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

Copyright © NIC, 2018 Ver. 55_05
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To close a receipt following steps needs to be followed:

e (lick the e 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
[TReceive [[Send Back | Send [ Putin a File | View | Move To | Copy | [Closs Ipispatcn | Closing confimation Hierarchical View | My Receints v |

Recaipts g

» Browse & Diarise = - Closg [t - ~ -
Computer No Becelpt o Do you want to close the following receipt(s)? Sent On DueOn Remarks
Close History

=) 06/02/18 10:22 AM - ]

* Physical 7 & £ secem 940870(2)/
» Electronic

L Q40B70[2/2018/ T o4

viork is done.
¥ Inbox (1)

+ Ministry

¥ Email Digrisation

b Created 4

b Sent

» Clased
sy e

By Others
(Hierarchy)

» By athers(All)
¥ Acknowledgemant
 Craated
+ Sent

¥ Recycle Bin
b Initizted Action

. LEGEND prioity M OutToday Ml MostImmediate M Immediate § Action Initiated YIF VIP References
Files

Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Retumn
Migrate File

Dispatch

Fig.52

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

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

e By clicking the
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| Send | Send Back  Putin a Fie | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Recsipt | Action Datais

New Draft Page Size | Ad ¥ or Draft Details
B J U = = = = rFomats~ LneHeight ~ Paragraph ~ Verdana  ~  1ipt Draft Typs" Reply ¥| language® English A

Draft Natures Choose One v Prefix Choose One v
E-E-EE S B - QAT E- A-HE- ® Y Engsh- T - C

Is Sanction

- Circular
Subject * A
Total 1000 | 992  characters left.
Receipt Number 24728/2017/eoffce ¥ Reply Type Choose one v

Communication Details

Ministry Choose one -
Depertment Choose one -
Neme Jiatin maggo Designation General Manager,
Organization Mizstone Technologies Limited

I Address 1+ Miestone Technologies Limited, Sector 53, Noida
Address 2 5153, Grester Kailash |, New Delhi
Courtry INDIA v Stae Delhi v
city Pincods
Mobile 571584885 Landine
Fax Emeil

Add More Recipient(s) | Clear

Attachments R—

Note : Use following # tags for draft creation
< #ApprovedBy# for Approver Info #ApprovedByName# for Approver Name

1 » #ApprovedByDesignation# for Approver Designation #ApprovedBy SectionName# for Approver Section Hame
p— Words: 0 #ApprovedByPost# for Approver Fost #ApprovedByEmail# for Approver Email
5 #ApprovedDate# for Date of Approval #DocumentNumber# 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:

lmipts g " Receive | Send Back | Send | Put ina Fle | View | Move To | Copy | Close | Dispaten | Hierarchcal View My Receipts v ‘

Browse & Diarise

U vComputerNov  ReceiptNo. v Subject v Sender v Sent By v Sent On vDueOn v Remarks

L e on ewm Bl sezsslonnleste | Offce procedures, Mnsha Baloni  ARADHANA ISWALecfce /08705t e [
o g Qeums [ umsilhe Byl Rl AADWAMSIALafe 09T 00M - B
Inbo (1) | B P UM U020 7ecffee  eOffice procedures Akansha Baloni  ARADHANAJAISWALofice  17/08/1710:23AM - G
+ Ministry (a1 E 24669 .24569/2017-"eo.‘fce Regarding eOffice details ~ Akansha Baloni ARADHANA JAISWAL,eoffce ‘16/08/17 o 587 [

Email Diarisation

Created

Sent

Fig.54

e Receipt gets open, as shown in Fig.55.

e PDF content of the receipt is displayed on the left side and the receipt details and movement details are
displayed on the right side.
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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 2 | Receipt Details

+ Electronic Receipt No 2475512017 /eoffce = File No
» Inbox (1) From Akansha Baloni Designation : Programmer

» Ministry Main Category : ACR related matters Sub Category

x) S Address : Mandir Marg Sent Date 17/08/17 05:16 PM
» Email Diarisation
» Created . Letter Ref. No Letter Date
» Sent 5 Subject Office procedures Enclosures
NiClased - i = Delivery Mode : By Hand Sender Type

+ By Me o o i Movement Details

By Others . ~ Sent On ~ Sent To ~ Action ~ Remarks vrr

(Hierarchy)
% - 17/08/17 05:16  RIMAN pl. Kindly do the

- By others(All) PM DEEP, 20ffce Discuss  needful.
» Acknowledgement i

-+ Created v

Sent by
> b I
g

» Initiated Action 28 Dl
Files = B9 \_‘—.‘\ 3

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: Itis 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 a File: To put the receiptinto a concerned file..

Note:

Refer the steps mentioned under Putin 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.

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:

Dispatch

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

b Browss & Diariss

» Acknovledgement
+ Creatad

+ Sent

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

The Basic Course Training for IPS offcer trainees of 68 RR (2015
biatch) will commence st the SVP National Poliva Acadamy, Hyderabad

olice Acadsmy, Hydsrabiad

Receipt Details

+ Physical
+ Electronic Receipt No 36522/2018/eoffce B3 File No -
From: Riman Designation :

» Inbox

-+ Ministry Main Category ACR related matiers Sub Categery

o Address IT Park Sent Date © 24/08/18 11:33 AM
» Email Diarisation
) Crested ... Letter Ref. No Letter Date
» Sent e e {Government of (ndia Subject: See Enclosures:
75 s Mty of Home Aftaies -

) Closed IPS-IV Dask Delivery Mode By Train Sender Type :

4By Me Room No. 220, North Block,

New Delhi, dated the £~ Decomber, 2015 MoNSmeEnt Dot
_, By Others Sent By ~ Sent On ~ Sent To ~ Action v Remarks = wwv
(Hierarchy) .
o Nomce RIMAN DEEP eoffce 24/08/18 11:33 AM RIMAN DEEP,eoffce Forward Do the neediul.
» By others(Al) Subjoct Issum of Offer of Appointment 10 the candidates solocted ssizzr
for Indian Police Servica on the basis of CSE 2014.

ren
tatest by 27" Decembar, 2015 vening, The joining nstrucilons may be I
ssen at Annexure-| 10 his Notice.

b Initiated Action

Offer of appointmens I he candidates who have besn sllocalsd
o the Indian Folice servics on the basis of their qualifying Cil Ssrvice

hava  been dispatched 0 their respectie
comespondence addresses. The candidats who are undergaing
Foundalion Course at LBSNAA will gat har Ofer of Appointment
thraugh 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.
To view the drafts, perform the following steps:

e Click View Draft |

tab, as shown in Fig.57:
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|/ Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close || View Draft ||Attach File | Attach Receipt | Action Details | |

Receipt Details

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

Receipt No SMOTARNEATFRAT TR ETIT) 5 TIeNo
From RIMAN DEEP Designation ASSTT(RD)-cOffice
Main Category - AMC & Demand Sub Category
i S Address shastri park Sent Date D9/D5/18 12:15 PM
» Letter Ref. No Letter Date :
| Subject: Kindly See. EnclosuresiRemarks: -
" Delivery Mode Email Sender Type -

Movement Details
Sent By ~ SentOn ~ SentTo ~ Action~ Remarks v+~
bikram, 5w /3fE w@ T (mwm v) 03/05/18 12:15PM  bikram, 353 /HF m W (W w T -

Tz elF>3F

By =1 the f=7mg

NIk ] I
Fig.57

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

receipts = I- Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | Wiew Draft | Attach File | Atrach Receipt | Action Details |

Browse & Diarize
Draft List
+ Pirysical

+ Elctronic

Choose One Izl

[l Dratt Ne. Subject Status Approved By

Inbox (1)
Email Diarisation D 5-_'133‘93 ‘Voluntary Retirement DFa
Cr=ated
S=nt
Clos=d

* By M=
Draft Version List

. By Others
{ Hizrarchy)

» By athers(Al) Draft Varsion Date and Time Created Created By Status

i0 24/0B/17 13:35 PM ARADHANA JAISWAL
Acknowledgement —

+ Created

s Smrt

Fig.58
e  The draft is shown in Fig.59:

and  Sand Back  Putina Fila | Copy | Dispatch Dacails | Movamants | Edic Closa  View Dralt  Aach Fila Acach Recaipr | Action Datails |

ot Mo, 1 DPAMI37E0 - V10 Bram Status . DrA [ Froviow | Avprove | Eait |

Drart Detaita
Gross ane

Gran Typar Reply
Dran Natuss Ghoose One Choose Gna
Language® English (=]

Voluntary Reticemant

| Receipt Humber Renly Tyoa Chosse one
Communication Detaiia
Ghanke one
Document for draft approval. e
RAMDAS TELA Designation’ pse
] |ACE, MAHABUBNAGAR
noia Suate ‘Anaha Pradesh
Pincose

Email
Add Morm Recipientis) || Claar
Attachments [ #eszon Fiie
il Hote
Use #ApprovedBy# For Approve
Uss #ApprovedByHamek For Appr
Uise #ApRrovedtly SectionHamen | or
Use wApprovedDates F
| eroviow | approve | e |

Fig.59

Note:

View Draft option is available in Electronic Receipts only, as in Physical Receipt issue is directly dispatched to the
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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 97 Z=EEE 1 utton and then click Add Comment button, as shown in Fig.60:

|
Receipts = Send | Send Back | Putina File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft |Attach File | Attach Receipt | Action Details | 1
» Brovse & Diarise
+Physical
-+ Electronic Computer No. 24N Receipt No 2472112017 leoffce
Subject Office notice. Creation Date: 1710817 10:30 AW
» Inbox (1)
Letter Reference No Letter Date:
+RTI Docs,
» Email Diarisation Currently With ARADHANA JAISWAL, ASSISTANT, eOfice, DEPT-EOFFICE
» Created
Status InProcess
» Sent
} Closed Action Details & Comments
+By Me Initiated By ARADHANA JAISWAL -0ffice Initiated On 18/08/2017 04:31 P
+ ?;‘S;::” Initiation Remark 12 Initiate Action Type For Approval
+ By athers(all) Forwarded To ARADHANA JAISWAL - Office
+Crested Action Taken by Action takenon  Action Type Action Remark
Sent
. ARADHANA JASWAL 20Offce 18-08-2017 0432 P TYPE2 sporove
Fig.60
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:
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Receipts =
¥ Browise & Diarisz
+ Physical

+ Elactronic

b Inbox
+ Ministry
b Email Dizrisation
b Crastad
» Sent
» Closed
+8y Me

By Othars
* (Hierarchy)

-+ By others(All)
» Acknowledgement
-+ Created
-+ Sent
» Recycle Bin
» Initiated Action

Files
Migrate Fila
Dispatch

DSC

CENTRAL ADMINISTRATIVE TRIBUNAL
JODHPUR BENCH, JODHPUR

No: 10-2/2017/Estt/ f; 22 Dated : 30.06.2017
OFFICE ORDER

As per the policy for implementation of e-Service Book for all Central Government
employees by the Department of Personnel & Training, New Defhi, the undermentioned
Officers/Officials of Jodhpur Bench of the Central Administrative Tribunal are assigned
with Roles and Responsibilities in the application as e-Service Boak Creator and Verifier
to operate e-Service Book Module, as under

S. | Name and Designation Role Respansibilities
No.
1. | Shrl N.K, Dagar Verifier < Updation of user data.

Verification of entries made by the
| creator. ‘

« Authorization and uploading of
| office order of the employee/user

Section Officer

['Shri Arjun Lal | Creator « Initiates the creation of the user in |
Upper Division Clerk | the Department.
« Performs Data entry operations.
|
3 Shri Hemant Samariya Creator | « Initiates the creation of the user in
Lower Division Clerk the Department. av

o acfocco: Data aatey

["Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Closs | Attach File | Attach Receipt | Action Details

Receipt Details
Receipt No 2465412017/eoffce & File No
From Dr. Parveen Designation : D.MS
Main Category Appointments Sub Category
Address Delhi Sent Date : 2310817 10:58 AM
Letter Ref. No Letter Date
Subject Reg. Appointments Enclosures: -
Delivery Mode By Hand Sender Type

Movement Details

Sent By ~ SentOn ~ Sent To

NIKHIL KHAJURIA, eoffce
SANDEE® KUMAR, eoffee
SANDEEP KUMAR, =offce
<<<1>>>

23/08/17 10:58 AM  RIMAN DEEP,eoffce Forward

14/08/17 02:55 M NIKHIL KHAJURIA, soffce Forward

14/08/17 02:32PM  SANDEEP KUMAR,eoffce Farviard

Demo Test

~ Action ~ Remarks ~ Received On

23/08/17 10:59 AM

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:

A Dt

e@ffice : 2 =

UTION DIRECTORY CONTACT EMPLOYEE SERVICES ~ QUICK LINKS

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

. (g SIS DT ez
- . P I e— g T
) eOffice Services Altercation - TEREH
o » Issue-11 May 18 :ﬁLz
= 0 B2 M e S et KARTIK MISHRA ON 11/05/2018
K » Knowledge Management System
» Upload on KMS from eFile 11 May 2018 /= PS
= » eFile MIS Reports =)
. KARTIK MISHRA ON 11/05/2018
a » Employee Master Details
s » Leave Management System » Attendance é
+ Leave MIS Reports <Office Administrator ON 27/04/2018
Ta ¥ » Tour Management System » Training Notice é\ﬁ
T » Personnel Information Management <Office Administrator ON 24/04/2018
System
@ 2 » office order =
E eOffice Administrator ON 24/04/2018
e Download Forms
» eoffice P=
@ 3] Employee Corner Vi B it O 11/MAT01R =
N
eConnect » Birthday Wishes
» Superannaution NIC Connect
E s
Gallery
& Help Me To

» Register Hardware Complaints @ @ e @ @
» Book Room in NICHQ

N eoffice.govin  Reportissue  Submit Feedback  eOffice Training  Learning Resources
» Book Video Conference & P 5 g

News EVENTS

Fig.62

sSign ln

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

= HTffiCce NIC Mail 2.3

Enter the password associated with following
MIC Mail login 1D

rimandesep20lli@nic.in

mail.gow.in

Fig.63
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Note:

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

r* Move To eFile
e Inbox screen appears, open the mail required for the diarisation and click button as shown

in Fig.64:

NIC Mail 2.3 ¥ MsRIMAN DEEP

Read Mail @ Home - INBOX

P

Regarding eMAIl Diarization
Folders - From: gov.in Aug28 2018
TO: rimandeep@nic.in

n

B Aadhaar

Issued in publicinterest by
EA Drafts

Disclaimer: This e-mail may contain confidential andior legally privieged information and is meant for the intended recipient only. If you have

received this e-mailin error and are not the intended recipient, kindly notify us at help@uidai.gov.in and then delete this e-mail immediately from
B4 Folder your system. You are also hereby nofified that any use, any form of reproduction, dissemination, copying, disclosure, modification, distribution

and/or publication of this e-mail, its contents or s attachment/s other than by its intended recipient is strictly prohibited and may be unlavi ful

E4 Ainoa
B4 CabSec
£* Move To eFile
£ CRLHistory
£ 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 ¥ MsRIMAN DEEP

Conce @ rome - msox

Are you sure Move to eFile?

Read Mail

Read o

Regarding eMAIl Diarization

Folders - From: gov.in Aug 28 2018

TO: rimandeep@nic.in

m

E4 Aadhaar

Issued in public interest by
E4 Drafts

Disclaimer: This e-mail may contain confidential andior legally privieged information and is meant for the intended recipient only. If you have

received this e-mailin error and are not the intended recipient, kindly noify us at help@uidai. gov.in and then delete this e-mail immediately from
= Folder your system. You are also hereby notified that any use, any form of reproduction, dissemination, copying, disclosure, modification, distribution

andlor publication of this e-mail its contents or its attachment/s other than by its intended recipient is strictly prohibited and may be unlavr ful.

B4 Ainoa
B4 CabS:

4 CRLHistory

B4 DSC

Fig.65

e (licks OK button, a message is displayed “Successfully Moved To eFile” as shown in Fig.66:
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Mailbox @ Home - INBOX
Folders -
INBOX
| B4 inBOX
Show 25 v entries Search:
B4 certificate
1 Sender Submitted Moved eFile
£4 DNs .
o S.No. LY Name Subject Date Status
&9 Drafts o 1 A Mail Delivery Delivery Status Notification (Failure) Reperting-MTA: dns; vastu15.ni 15:20PM
System
EA test.
o 2 A Mail Delivery Delivery Status Notification (Failure) Reperting-MTA: dns; relayout34 15:07PM v
£4 HOD System
& 1s0 (=] E] A 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
o 5 Facebook Mallika Muraleedharan, Lehar Chandan Dhingra and 8 others are new friend suggestions for 11:44AM
< marT 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
(T g [Receive\Send Back | Send | Putina File | View | Move To | Copy | Close | Dispatch | Hirarenicl View iy Receipte v 1
} Browse & Diarise 0 » Computer No ¥ @M o S_ub]a_ct 'SLdar * Sent By et On *DE0n v Remarks
s 0 §oeum L4883/201 T eofce Minarty Walk 1.5 km, 20 min, Educational Tttt aradhar ARADHNASWALecfee  TBOR/TOBEAM - 7]
e 0w §opom s TIeoe Reg Agpontments D, Banieen NIKALL KHAURLA e 23/08/17 105 A 2
} Inbox (1) U E 24850 145501201;@0;&&@ Procedures, Gajavell Venkatesham  ARADHANA JRISWAL sofice 11/08/17 1177 M - ]
+ Ministry n E 24669 14668/2017/eaffce Regarding eDffice details Akansha Baloni ARADHANA JAISWALeoffce  16/08/1712:02PM  25/08/17 F
b Creted
} Sent
b Closed

Fig.67
o C(lick Subject link of the mail, as shown in Fig.68:

[

Receipts =]

Subject * Send By v Sent Date v Sender Email L4
b Browse & Diarize
J— Delivery Stztus Notification (Failure) Mail Delivary System <MAILER-DAEMON@relayout3d.nic.ins 11/05/18 MAILER-DAEMONErelzyoutdd.nic.in x
+ Physical
+ Electronic
» Inbox (1)
+ Ministry

» Email Diarisation
b Created
¥ Sent
b Closed
+By Me

N By Others
(Hizrarchy)

+ 3y others(al)

Fig.68

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

. . . Di -
and move it towards Select Attachments to Merge window and click button as shown in Fig.69:
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Mail Body & Attachments

Receipts = —
» Browse & Diarise /133/INBOX_12501/1562717873attachment. pdf

+ Physical /133/INBOX_12501/64-S0P_Inter-departmenta

/133/INBOX_12501/64-SOP_Promotion.pdf

+ Electronic /133/INBOX_12501/64-50P_Transfer.pdf
}» Inbox (3)

+RTI(3)
+ Email Diarisation a
b Created
b Sent
¥ Closed

By Me

+ By others(all)
» Acknowledgement

+ Created

Select Attachments to Merge

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

Fig.69

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

15

Uptoad Panel
2.

13,
145

18

17
1s.

19,
20.

21.
22,

23.

(Onily PDF upto 30 M)

A high percentage of the people were votling for the
newss school.

The e spaer wvas ot ey Succeaatul lately.

The new postman does Not seem very bright to me. he
is alhways leaving our lettars in the wrong maslbox

Carios is the only one of those students who have lived
up to the potential described In the yearbook

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

VWhere do you live until your new house is ready ™

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

MMy mobile has stopped working last night

Federer is serving. Diokovic is returning but the baill

goes into the net. Game. Set and Match to Federer

Each and every student and instructor in this building
for a new facility by next year

After the bomb blast two people have been arrested on

Saturday

Aishwarys worked in “Guru’ when she was meeting the

man who was to become her future husband.

* Encosse Remans ol not 3¢

Ancaman § Ncoter isiands v

smangec ster ~oamerT

| Goncrate | Gonerate & Scnd

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

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:

|Date Renge : 19/03/2015 To 12/05/2018

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

-+ Physical E 30472 30472/2018/ecffce Kindly see. Appointments 02/04/18 02:36 PM

*+ Elactranic £ =0213 20215/2018/ecffce Issue ACR related matters 26/03/18 10:07 AM

b Inbex (1) £ 25892 25892/2017/ecffee kindly see. ACR 25/09/17 02:29 BM

» Ministry £ 25831 25851/2017/eoffce urgent ACR related matters 25/09/17 02:25 BM

} Email Diarisation B 25223 2017/ecffee Office procedures ACR related matters 05/09/17 02:16 PM

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

b Sent P 25053 25052/2017/ecffee Office procedures. ACR related matters 24/08/17 05:01 PM

b Closed £ 24728 24728/2017/ecffee Cireular Audit Matters 17/08/17 10:49 AW

+ByMe £ 24727 24727/2017/ecffce Procedures ACR related matters 17/08/17 10:48 AW

. (E:‘:r:'::fy: P 24726 24726/2017/ecffce Joining letter Appaintments 17/08/17 10:46 AM

+ By others(Al) £ 24801 24604/2017/eoffce For eOffice implementation ACR 10/08/17 11:47 AW

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 a File: To put the generated receiptinto a concerned file.

Note:

Refer the steps mentioned under Putin 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:
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1Date Range : 15/03/2015 To 12/05/2018
RecoTe =) || Send | Putinafile | Copy | Dispatch |Viewp), Generate Acknowiedgement | Hierarchical View | My Receipts v
o jiari Physical 5
P Browse & Diarise a ~ Computer No ¥ -~ Subject ~ Subject Category ~ Created On -
+ Physical =] E 30472 Electronic de Kindly see. Appointments 02/04/18 03:36 BM
Electroni
> Blectronic =] E 20213 VI References Issus ACR relatsd matters 26/03/18 10:07 AM
b Tnbox (1) =] E 25882 All kindly s2e. ACR. 25/09/17 02:28 BM
+ Ministry @ E 25831 25891/2017/eoffce urgent ACR related matters 25/09/17 02:25 PM
» Ernail Dizrisation m] P 25223 25223/2017/ecffes Offics proceduras ACR related mattars 05/09/17 02:16 PM
» Created @ P 25054 25054/2017/scffes Implementation process ACR related matters 24/08/17 05:02 PM
» Sent [m] P 25053 25053/2017/eoffes Office procedures. ACR related matters 24/08/17 05:01 BM
» Closed m] E 24728 24728/2017/scffes Circular Audit Matters 17/08/17 10:48 AM
+ By M= @ E 24727 24727/2017/s0ffce Procedures ACR related matters 17/08/17 10:48 AM
By Others @ P 24728 24726/2017/eoffce Joining letter Appointments 17/08/17 10:46 AM
(Hiararchy}
=] E 24501 24601/2017/eoffes Far sOffics implementation ACR 10/08/17 11:47 AM
» By others(all)
b Acknowledgament
+ Created
+ Sant

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 ): Itis 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 gl Send | View | Copy | Generate Acknowledgement
) Browse & Diarise vCompuerNov  ReceiptNo, v Subject v Sender vSentto vSent On v 0ue On v =
i E 24793 B 2osymimlets  Voluntary Retement RANDASTEIA  RIMAN DEEP,aoffce 08/ 245 - nifake Ao
Lo £ um B umnizecke  stationary bil debashish Khan ~ ARADHANAJAISWALeofce  17/08/47 10:33 AN 23008/47 Intte Aon
b Inbox 1] | E 471 B ununiede  Offce notce GVST RA ARADHANA JAISWALeoffce  17/08/47 10:30 A - st Action
+ Ministry | B PMn B e12/201jecfice  Regarding jining of offcer, Mangesh Wankhede  ARADHANA JAISWAL gaffce  16/08/17 12:07 PM  23/08/17  Initiate Action OD
) Emal Diarisation J 0 E U B usopfootzieothis  Automation of office procedures  arachna ARADHANA JAISWAL coffce  10/08/17 11:42AM  17/08/17 Initiste Ackion ¢
) Created
b Closed
a Ay Ma

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:

—_— .
o Select the receipt(s) and click e-open | button as shown in Fig.74:

i Re-open
eipts =

Computer Mo - - RecaptNo. ~ File No. ~ Subject ~ Closed On ~ Closing Remarks ~ Adtion -

24755 E  24755/2007/offce Office procsdurss. 23/08/17 11:52 AM Work dane, Be-ogen

Fig.74

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

| Re-open |
Receipts = Reopening Confirmation .
Computer No ¥ vReceipt No. vFilg DI v Closing Remarks  Action v

¥ Browse & Diarise

oy v s E o 24755/2017/ecifce Are you sure to re-0pen selected feceint(s)? 1:52 A Wark done. Re-voen

-+ Electronic Remarks *|Pending.,

4

¥ Inbox

+ Ministry
b Email Diarization
y Created
} Sent
b Clozed

+ByMe

Fig.75

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

571

(020472018

“ Add to Address Book

ot & o

Fig.76
e 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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To,
hans raj
cha rg bhawan

Date: 24-08-2017

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

Dear hans 2l

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

Regards,
ARAQHANA JAISWAL
ASSTTAN)-e0fflcs

Fig.77

[ | coee |

(]

»

Words: 45

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

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

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

gement Content

To,
Sub- Acknowledgement of your leter o - Nl dated Ni
Dear ,

Your ker bas

Date: 12-05-201%

s be 1 Fe
32207201WDEMO

Regands,
eOtfce Advmtraior
e0MBeeADMIN

Sent Through Details

Sent Through* Mai

Post

Do you want o send the notification through
SMS?

Dispatch Details

Attachment (Only PDF
upto20 MB)

Dispatch Date im

Total 1000 | 1000 characters left.

Dispatch Remarks

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

o 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:

FEECENAC =] ® Al Reporting Officer () Sub-ordinates () In Channel Preferred List
» Browse & Diarise
- Note: Name of the creator is highlighted in yellow colour.
+ Electronic Receipt Number Subject
T RIMAN DEEP-ASSTT(RD-e0fice~e0fice P )
b Inbex (1) ] (£ 38611/2018/e0ffice see
-+ Ministry
» Email Diarisation e P
» Created - (Use semicolon(;) to seperate recipiznts.)
Hote : Cc copies are non-editable. Any change in the
» Sent Main recsipt will be reflected in the Cc copies, &ill the time not put insids the file
» Closed
Set Dug Date 3010812018 iz
ey Me
By Oth )
e Action Forward M
+ By othars(All)
Priority Cut Today M
y Acknouledgerment
» Created Initiate Action =]
+sent
» Initiated Action Total 1000 | 1000 characters left.
Files Remarks
Migrate Fila
y
Dispatch
=
Settings
Notification

Fig.79

e 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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P —————R ot 35423/2015/20floe has been suosessiully sent. You cen now generste the scknowledgement Page Size |Aiv
Receipts =
» Browse & Disrise. B I & =¥ = = Fomats~ LineHeight ~ Paragraph ~  ‘erdana v | 11pt -
» Physical P . _
- Electronic = b L Q=
» Inbox (1)
» Minis
\.m W- Date: 20-08-2018
+ Email Diarisation
» Crested o
) Sent Rman
Closed
L= 1T Park
» By Mg
'?&S.;h: Sub:- acknowledgement of your letter no -Nil dated Nil
» By athers(4ll) .
b Acknowledgement Dear Riman,
» Craated 5
» Sent Your letter has been received. For future communication please refer to the
} Initizted Action correspondence no. 36633/2018/eoffce
Filas =
Migrate File = Regards,
Dispatch = RIMAN DEEP X
ASSTT(RD)-eOffice|
DsC =
Settings =
Notification =
Ext Department (5]
! »
] 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

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

in Fig.81:

Date Range : 15/03/2015 To 12/05/2018
Receipts = | Send | Put in a File | Copy | Dispatch | View | Generate Acknowledgement | Hierarchical View | My Receipts v
b Browse & Diarise ~ Computer Ng - Receipt No. - Subject ~ Subject Category ~ Created On -
+ Physical E 22580 22580/2018/ecffce Kindly Appointments 12/05/18 07:30 M
+ Electronic E 30472 20472/2018/ecffce Kindly see. Appointments 02/04/18 02:36 DM
» Inbox (1) E 30313 20219/2018/e0ffee Issue ACR related mattars 25/03/18 10:07 AM
-+ Ministry E 25892 25892/2017/ecffee kindly se=. ACR 25/03/17 02:23 BM
» Email Diarisation E 25851 25851/2017/enffce urgent ACR related matters 35/03/17 02:25 BM
» Created P 25223 25223/2017/ecffee Office procadures ACR related matters 05/03/17 02:16 M
b Sent P 25054 25054/2017/ecffce Implementation process ACR related matters 24/08/17 05:02 BM
» Closad P 25053 25053/2017/eoffee Office procedures. ACR related mattars 24/08/17 05:01 PM
-+ By Me E 24728 24728/2017/ecffce Circular Audit Matters 17/08/17 10:43 AM

Fig.81

e 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

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

Fig.82:

Date Range : 09/05/2015 To 8/2018
Receipts = " Send | View | Copy I Generate Acknowledgement ! |
» Browse & Dizriss ~Computer No  + Receipt No. - Subiect ~ Sender ~ Sent to ~ Sent On ~DueOn ~ b -
-+ Physical E 24501 24601/2017/ecffes For =0ffice implementation zradhna ARADHANA JAISWAL, offce 01/08/18 02:54 PM - Initiste Action ')
+ Elactronic E 24601 24601/2017/sckfes For eOffics implamentation aradhna RIMAN DEEP,soffra 31/07/18 04:50 BM = Initiste Action
» Inbox £ 24727 24727/2017/e0ffcs Procadures Bharaduiaj Poarahit RIMAN DEEP,2offcs 21/07/18 04:01 MM
+ Winistry £ 24728 247: soffce Circular jatin magge RIMAN DEEP ecffce 20/07/18 02:10 PM
» Email Diarisation £ 25891 25891/2017/s0ffce urgant Om Pakash RIMAN DEEP ecffce 19/07/18 03:14 PM - Initiste Action
» Crested £ 25382 25892/2017/s0ffce kindly see. Akansha Balani RIMAN DEEP acffce 19/07/18 02:11 PM - Initiate Action
» Sent E 22580 B 322580/2018/ecffce & Kindly RIMAN DEEP RIMAN DEEP, eoffce 19/07/18 11:51 AM - Initiate Action
» Closed E 30472 2018/eoffce Kindly sze, ARADHANA JAISWAL RIMAN DEEP offce 18/07/18 04:39 M - Initiate Action
+ By Me E 24378 ‘eoffce Meeting notice GVST RAIU ARADHANA JAISWAL, eoffce 22/08/17 04:26 BM
‘l(ix_‘g‘:r:i) E 24852 52/2017/eoffce Implementation procedure. =r. sysmsasundar ARADHANA JAISWAL, ecffce 21/08/17 11:30 AM
+ By others(all E 24763 24769/2017/e0ffcs &P Voluntary Retirament RAMDAS TEJA ARADHANA JAISWAL soffce 21/08/17 11:28 AM - Initiate Action
E 24793 24793/2017/eotfcs Veluntary Retirament RAMDAS TEIA RIMAN DEEP, soffce 18/08/17 12:15 PM - Initiste Action
» Acknowledgement
P E 24722 24722/2017/e0ffce stationary bill debashish Khan ARADHANA JAISWAL soffce 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).
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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:

— )
I Print | Edit | Send ‘
Receipts =
(W] Acknowledgement No. ~ Computer No. ~ Receipt No. ~ Created Date + Subject Category - -
b Browse B Diarise ==
N o 12672/2018-ACK 32207 32207/2018/DEMO 12/05/18 08:05 PM
-+ Physical
. ] 12671/2018-ACK 32207 32207/2018/DEMO 12/05/18 08104 PM
+ Electronic
o 2013/2016-ACK 2240 2240/2015/MTP SECTION 06/02/16 12:02 PM RTI
» Indox ] 2946/2016-ACK 7515 7515/2016/DEMO 01/02/16 04:45 PM
h:
teshen (] 2937/2016-ACK 3597 3557/2015/DEMO 29/01/16 02:04 PM Finance
» Email Diarization [m] 1200/2015-ACK 2423 2423/2015/DEMO 17/03/15 10152 AM Generzl
» Created o 1167/2015-ACK 2040 2040/2015/DEMO 16/09/15 04:56 PM Finance
b Sent
] 486/2015-ACK 1222 1222/2015/DEMO 07/07/15 12:04 PM
b Closed
] 482/2015-ACK 1216 1216/2015/DEMO 07/07/15 10:48 AM
+ By Me
o 445/201 5-ACK 1147 1147/2015/DEMO 08/07/15 12:20 PM Establishment Matters
¥ Acknowledgement o 271/2015-ACK s21 $21/2015/DEMO 30/08/15 02:20 PM
+Created ] 230/2015-ACK 666 666/2015/DEMQ 20/06/15 12:13 PM ACR.
+ Sent (0] 196/2015-ACK 553 553/2015/DEMO 17/06/15 12:08 PM
» Initizted Action [m] 195/2015-ACK 521 521/2015/DEMO 16/06/15 04144 PM
Files ] 186/2015-ACK 507 507/2015/DEMO 15/06/15 03:02 PM Generz| -
Migrate File
Dispatch LEGEND priority M Out Today M Most Immediat= B Immediate % Action Initiated WP VIP References
Fig.83
it o
1|P"nt|Td load th d acknowled

Edit |

2. : To make the necessary changes in Acknowledgment.

"Send
3. =L |: To send the acknowledgment to the sender of the receipt.

Acknowledgement->Sent Link

It contains those acknowledgements which are already sent to users.

a) iew Sigred Cony [ink: 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
7[ Print | Regenerate |
Receipts =
— 5] Lnowled Mo, ~ Computer No. ~ Receipt No. ~ Subject ~ Mail Date ~ Dispatch Date ~ Sent Through
+ Physical 7227/2018-ACK 541940 541940/2018/11 = ¥ Sushanta Receigt Count 01 29/08/18 02:31 PM Mail SMS
 Electronic 7177/2018-ACK 541768 s41768/2018/0 G F= Sushanta ERaceipt HCLF 51 08/08/18 12:30 BM 08/08/2018 Mail
[ 71s6/3018-ACK 541711 541711/2018/8 ¥m FF Sushanta Mew PRecaipt HCLF 09 21/07/18 04:32 BM 06/08/2018 Mail View Signed Copy
» Inbox (159) [  7154/2018-ACK 541711 541711/2018/t 7 F== Sushanta New PReceipt HCLF 05 31/07/18 04:30 PM 31/07/2018 Mail View Signed Copy
> SATRUL [ 7izs5/3018-ACK 541625 541625/2018/T §2 == shivangit1 24/07/18 03:19 BM Mail
7120/2018-ACK 541518 s41518/2018/01 R FF05 Mesting 28/06/18 03:07 PM il
» Crested 7088/2018-ACK 240208 540206/2017/1 §1 F5= SatruTest Receipt 11 17/06/18 02:02 PM 17/0s/2018 Mail ned Cooy
» sent [ zossizots-ack 541408 s41408/2018/8 F7 I Test file satrut 16/06/18 10:17 AM Mail
b Closed [ 7017/2018-ACK 541192 541152/2018/8 ¥m T test-0000001 03/05/18 04:46 B4 03/05/2013 Mail ,Post View Signed Copy
2Br e O essepoirack 54035 54035572017/ ¥ 2w querty - 1371272017 P
’ ?Jiarari;i) £920/2017-ACK 540338 940298/2017/11 = e rtyryry - 01/12/2017 Past
+ By others(all) £825/2017-ACK 540260 540250/2017/11 §7 3505 zsdgs 23/11/17 02:50 PM Mail
» Ack [} £324/3017-ACK 940358 940358/2017/1 T ¥ qwerty - 23/11/2017 Post
+ Created (] 6875/2017-ACK 540252 540253/201 7/ §7 == Sub-a3 @ 03 0f end1t 24/10/17 02:51 PM 24/10/2017 Mail ,SMS Post View Signed Cepy
+ Sent [ e874/2017-aCK 540250 940250/2017/ = = @ @ (3 03 endsus 24/10/17 02:45 PM 24/10/2017 Mail ,SMS Bost View Signed Copy
» Initizted Action
= LEGEHD Priority Ml OutToday M Most Immediate Ml Immadiate P VIP References
Migrate Fila Subject Category Service Matters Budget praparation ACR related matters Appaintment and other related mattars of Planning Comission Annual Proparty Return

Fig.84

Print
- |: To download the sent acknowledgment.

2. [REgenerats 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:

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

Recerpts ol | == )
» Broves & iarise
» Physical o al : : : :
e @ All @ Reporting Officer () Sub-ordinates ) Recent 5 ) Send Back (O In Channel © Preferred List
» Slactron

Hote: Name of the crestor is highlightad in yellow colour.
» Inbox (1)

AT Dass. o ARADHANA JAISWAL-ASSTT(AI)-eCflice—eOffice S Subyes
» Email Disrization 00 24769/2017Je offce Voluntary Retirement
» Crasted |
» sent
» Closed Co

)
Pdf and metadats). Any change in the
n the CC copies, till the time not put inside the file

By Ma

SetDue Date
» Acknovisdgamant Action Forward [=]
> Crastad
- Priority Choose one
» Imitistad Action
Initiate Action Type+ | For Approval [-]
Files
e Total 1000 | 975 characters left |
For your approval please|
Dispatch
Dispatch
bsc
Settings

Notification
=

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:

Receipts =] ‘/ Send |View | Copy | Generate Acknowledgement | ‘
 Brovee B Diarise | v Computer No v Receipt No. v Subjedt  Sender v Sentto ¥ Sent On ~Dueln ~ A
+ Physical o £ 24863 24863/201 7/ zoffee Minority Walk 1.5 km, 20 min, Educationa| Institut,., aradhana RIMAN DEEP, 2offez 23/08/17 0213 M -
+ Hectronic i} P 24858 24868/2017/eoffce test Bharadvij Poorahit ARADHANA JAISWAL eoffce  2/08/17 03:27 M - Initiate Action
) Inbox (1) ] E 24863 24863/2017/eoffee Minority Walk 1.5 km, 20 min, Educational Institut... aradhana ARADHANA JAISWAL eoffcs  21/08/17 0244 PM - Initiate Adtion
AT Docs, D E 24830 24850/2017/eoffce Procadures, Gajavelli Venkatesham  RIMAN DEEP eoffce 21/08/17 1127 AM - Initiate Action
) o E a7t 24721/2017/ecffce & Offce notice. GVST RAIU ARADHANA JAISWAL ecffce  18/08/17 0431 PM - Initiate Action
pémal lrisaton | E 471 wniTeofie { Office notice, GVST RAIU ARADHANA JRISWAL eoffce  18/08/17 04:31PM - Initiate Action
p Crted D [ | E 24753 24735(21/2017 /ecffece Office procedures, Akansha Baloni NIKITA NEGI eoffce 17/08/17 05:16 PM  25/08/17 [nitiate Action ‘D
E D | E 24733 24753(1)/2017/eoffce Office procedures, Akansha Baloni PRIYANKA KUMARL eoffce 17/08/17 05:16 PM  25/08/17 [nitiate Action 'D
p Closed D | E 24753 24753/2017/eoffce Office procedures. Akansha Baloni RIMAN DEEP,eoffee 17/08/17 05:46 PM  25/08/17 [Initiate Action
eyl D E 24721 24721/2017/soffce Office notice. GVST RAIU ARADHANA JAISWAL eoffce  17/08/17 02:33 M - Initiate Action
a?:f:r:;?] | E 24725 24725/201eofice Electrcty bl R llagarsj RIMAN DEEP, eoffce 17/08/17 1043 AW - Intizte Adtion
,év thers{al) 3] P 24720 24720/2017/ecffre e0ffice pracedures Akansha Baloni RIMAN DEEP eoffce 17/08/17 10:23 MM - Initiate Action
[l W - nerrn il Innealo.tt cidioo onttis doil. aloolonol: o neen o2 srlnnlen cminn e neinador rowois aaio b

Fig.86

Copyright © NIC, 2018 Ver. 55_05

63



Office

A DIGITAL WORK PLACE SCLUTION

e (lick 1otiste Actien [ink, A receipt initiation confirmation pop-up window appears.

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

Receipts =l Send | View | Copy | Generate Acknawledgement | Receipt Initiation Confirmation
b Brorse & Baree (1] ~ Computer o~ Receiot o, v Subled Areyou sure you wantto initate action for this receipt ?  |Lte ~ Sent On vDuen - M
+ Physical ] E 24863 24863/2017/eoffce Minority Walk [t @ AN DEEP, eoffce 23/08/17 03:13 PM - Initiate Action
#Electronic ] P 24868 24868/2017/eoffce test Typet For Urgant Discuzsion M RADHAIA JAISWAL eoffce  21/08/17 03:27 P - Initiate Action
) I (1) &) E 24863 24863/2017/aoffce Minority Walk RADHANA JKISWAL =offca  21/08/17 02:44 PM - Initiate Action
e B E 24830 24850/2017/effce Procedures. Disccussion INAH DEEP, aoffca 21/08/17 11:27 AW - Initiste Action
] E 24721 24721/2017/effc & offica notice. Remarks® RADHANA JAISWAL eoffca  18/08/17 04:31 PM - Initiste Action
b mal Dnssten [a] £ 721 24721/2017/aoffce & office notice. RADHANA JRISWAL =offca  18/08/17 04:31 PM - Initiate Action
b Created O ® e oss 24755(2)/2017/eofice Offica proced IITA NEGI, eoffca 17/08/17 05:16PM  25/08/17 Initiats Action )
b Sent O ® e oss 24755(1)/2017/eoffce Offica procedy RIVANKGE KUMARLsoffce  17/08/17 05:16 M 25/08/17 Initiste Action 4
b Closzd O ® e oss 24755/2017/aoffce Offica procedy [NAN DEEP, aoffcs 17/08/17 05:16 M 25/08/17 Initiate Action
Bl [&] E 24721 24721/2017/aoffce Offica noice. ‘ RADHANA IAISWAL zoffca  17/08/17 02:39 PM - Initiate Action
4?:;::;) B E 4735 24725/2017/zoffce Elecricity bill 2N DEEP, eoffcs 17/08/17 10:43 AM - Initiste Action
*iﬂv I [a] P 24720 24720/2017/=offce 2Office procedyr Alanshz Balon] INAN DEEP, eoffcs 17/08/17 1023 AM - Initiate Action
B £ 24669 24669/2017/=offce Regarding =Office datails Akansha Baloni RIMAN DEEP,eoffce 16/08/17 12:02PM  25/08/17 Inkiate Action )
 Acknavhedgement
» 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 S
e Toview/ Add action Viewing action records, click ENEEEEE b from Receipt inner page.

e C(lick Add Comment button (available along with the active action) in the "Action Details” screen,.

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

By Others
(Hierarchy)

By others(all)

» Acknovledgement
+ Crastad
+Sent

» Initizted Action

IFiles

B ®

Migrate File

]

iDispatch

o]

iDispatch

psc

B ®

|settings

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

Cemputer No
Subject
Letter Reference No

24721 Receipt No.
Office notice. Creation Date

Letter Date

2472112017 /eoffce
17108117 10:30 AM

Currently With
Status

ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EOFFICE

In Process

Action Details & Comments.

Initiated By
Initiation Remark

Forwarded To

Action Taken by

ARADHANA JAISWAL-20ffice

ARADHANA JAISWAL-eOffice
12
ARADHANA JAISWAL-eOffice

Initiated On
Initiate Action Type

Action taken on Action TWPd Action Comment

18-08-2017 04:32 P TYPE2 Action Type * TYPET [=]

Action

Remarks *

Total 1500 | 1494 characters left

I Add

18082017 04:31 PM

For Approval

Add Comment

Fig.88

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:

Receipts B
} Brovsa E Diarisa
+ Physical

+ Electronic

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

. By Others
(Hierarchy)

+ By others(Al)

} Acknowiedgement

Computer No 24863 ReceiptNo.: 2486312017ieoffce
Subject Winority Walk 1.5 km, 20 min, Educational Institut... Creation Date 2110817 0244 PN
Letier Reference No. Letter Date:
Currently With RIMAN DEEP, ASSISTANT, eOffice, DEPT-EQFFICE
Status In Process
Action Details & Comments
Initiated By ARADHANA JASWAL-¢0fice nitiated On 23/0812017 03:43 PH
Initiation Remark dothe needul Initiate Action Type PutinaFile
Forwarded To RIIAN DEEP-20fie

Action Taken by Action taken on Action Type Action Remark

Fig.89

c) Details tab (Receipt Inner page):

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

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

Copyright © NIC, 2018
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Receipts
» Brovse & Diarise
-+ Physical

» Electronic

» Inbox (1)
» RTI Docs.
» Email Diarisation
) Created
> sent
b Closed
+8y Me
, By Others
(Hierarchy)

+ By others(All)

» Acknovdedgement

=

Automatic Zoom  *

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

Receipt Details
Receipt No 2472112017/eoffce &=
From GVST RAJU

Main Category Court Summons

Address DTA AP IBM
Letter Ref. No

Subject Office notice.
Delivery Mode Speed Post

File No
Designation
Sub Category
Sent Date
Letter Date
Enclosures:
Sender Type

ASST DIRECTOR

18/08/17 04:31 PM

Dispatch history

No Record Found

Attached Files

No Record Found

 Grented ~ReceiptNo. - Subject ~ Aftachedby  ~ Attached Date ~ Remarks ~ - -
+sant
stationary  ARADHANA 17/08/17 02:53
s aetiom € 2472212017seoftce 2 Py : < Attach With Another[Acion Detalis
- = Detached Receipts History
e = No Record Found
— & Detached Files History
Spate &
Computer_ __ - Detached Attached _ Detached _ Attach Detach
iepaten = T No S ERC Hamber. ESibiect Atmched e oy “Date " Date  Remarks Remarks
=) initiate ARADHANA ARADHANA 17/08/17 17/08/17
sc = E28335  ACZOTAMBOTIDEmG niate. ARADHANA ARADHANA. AZ/0S/1F ATOBIIT . jop rest 0
Fig.90
e Toadd remarks click button, as shown in Fig.91:
Receipts = [ Send | Send Back | Putin a Flle | Copy | Dispatch | Details o Mozilo Firef, T TR W — S—— =) ]
elcome - Morilla Firefox ] 0
s srovee & Diarise
s Physicel 6, https:// nic.in/eFile/ = guUL KFQZWhxXNQE3VI-xCG-#no-back-button
-+ Electronic m File No
Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EOFFICE
Designation psP
b Inbox (1) Status Attached to Receipt 24768/2017jeoflce
Sub Category
+ RT Docs
Action Details & Comments L SentDate 2410817 03:33 P
b Email Diarisation T - Letter Date
o Initiated By RINAN DEEP-eOfice Initiated On  22108/2017 0436 P
P Crest= 5, L . Enclosures -
b sant Te Initiation Kindly loak Initiate For Approval
i Remark Action Type Sender Type
b Close
o Forwarded To  ARADHANA JAISWAL-£Office
+eyMe
8y Othars Add Comme
* (Hiararchy) 4
- Action Taken by Action taken  Action Type Action Remark
+8y others(all) on | flached by - Attached Date ~Remarks - - ~|
b Acknowiadgamant B . AN DEEP  18/08/17 12:35 PM  For approval. 7 Action Details
» Creatad
'35tn © 1
» Sent th Saste Courgs o || - Attached Date Remarks =~ - -]
b Initizted Action by Ingsituc, =
2 e of Sgerd = pochisted attach 7 Aftach With Another Action Details
Files & rément OFf Papgpy Ll T i
réonnel & Ada % Office 18/08/17
Was A « Roforms, gy € 2475412017jeofice Rman oEep 7 Attach With Another [Acien Detals]
bigrate File PLa0sd 10 whe pret o, S 1YW Delht ang procadures 1242 PN mpereval.
—_— e Detached Receipts History
made in =4 T ReBEASany Sntpgad Uy, Na Recard Found
Dispatch
)y,_ Detached Files History
bsc B
-p{] H Nao Record Found
Fig.91
e Provide Action Type, remarks and click the - button, as shown in Fig.92:
— [ Send | Send Back | Putina File | Copy | Dispateh | Detallaf @ ooy
s Brovae & Diarise
+ Physical I GT R, hitps://eofficedemo.ni File/Tx= vl Y3ySp287 2 KFQZWhxXNQe3VI-xC G-#na-hack-button
+ Elactranic QP Pleaze Rate Firefox Learn Mare % File o

b Tnbas (1)

+ RTI Doc

thars
* (Hiararchy)

s By othars(al
b 2ernowadgamant
s Craatad

+ sant

b tnitintad Action
friles

'35th Aasie ¢

"lacad

T¥ 18 reguent

Status

Currently With

ARADHANA JAISWAL, ASSISTANT, e0flice, DEFT-EOFFICE

Action Details &

i

Actio

Initinted By

Initiation
Remark

Forwarded Tol

Action Takef

Remarks *

& Adm;
an the Firay pg,

ad i

Action Type *

L L

Comment

TYPEZ

(Actiar|

Total 1500 | 1asa

characters lefl

bian ceee

Lo ton.

» Reforma

»¥ew Dalns

[ —

mduiran

Detached Receipts History
Mo Record Found

Detached Files History

No Record Faund

RIMAN DEEP

Dosignation

Sub Category

Sent Date 24/08/17 03:33 PM
Latter Date
Enciosures -
Sender Type

M Lcnm by - Attached Date ~ Remarks -~ -

18/08/17 12138 PM

ched Date- Remarks -  ~ -

attach

psP

Far mpproval. 2% Adion Detail|

< Attach With Another Action Deta

F< Amach With Anotner Action Deta

Closing of Action:

Fig.92

To close the initiated action click “Initiated Action” sub-module of receipts as shown in Fig.93:
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List of Records will be displayed with filters such as:
» Initiated Date range (Default range 1 month)

Initiation Type

Action status (Default Active)

Forwarded To: Department, Section

YV WV VY V¥V

Action Type

Initiated Action

Receipts =
) Browee & Disrice Initiated Date [ 30/07/2018 5 [ze082012 i) Initiation Type | Choose one v Action Status | Active v
o+ Physical Forwarded To:
» Electronic
Department | Choose one v Section | Choose ane v Action Type | Choose one v

¥ Inbox (1)

- Ministry Search

b Email Diarisation

Crasted
r Computer No ~ Receipt Number ~ Subject ~ Sender Details ~ Initizted on ~ Last Action Taken ~ Closed on - v -
Sent
LS 36612 26612(1)/2018/20ffce do Riman - IT Park - NEW DELHI 28/08/18 12:13 PM AS discussed - Details Close
» Closed
36612 26612/2018/ecffce do Riman - IT Park - NEW DELHI 28/08/18 12:13 PM - - Details Close
58y Me
38522 36522/2018/eoffce See Riman - IT Park - NEW DELHI 24/08/18 11:22 AM - - Details Close
4By Others
(Hierarchy) 324529 34325/2018/eoffce xyz Josh james -Head - 700/6 30/07/18 12:04 PM - - Details Close

-+ By others{all)
» Acknoviledgement
» Created

s Sent

3 ted Action

Fig.93

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

. . . . . Datails . . . . .
1. Details: To view the action details, click link adjacent to each receipt as shown in Fig.94:

I ACToT

Initiated Date | 25/07/2017 E 2410812017 E Initiation Type | Choose ane E Action Status | Active E
rwarded To:

Deparment | Choose ane [+] Section | Choose one [~ Action Type | Choose ane [~
mputer No  ~ Receipt Number ~ Subject ~ Sender Details ~ Initiated on ~ Last Action Taken ~ Closed on ~ =~ ]
69 24769/2017/ecffce Voluntary Retirement RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR 24/08/17 02:33 PM - - Close
63 24863/2017/acffce Minerity Walk 1.5 km, 20 min, Educational Institut... aradhana - delhi 23/08/17 03:13 PM - - Details Close
54 24654/2017/aoffce Reg. Appointments Dr. Parveen -D. M5 - Delhi 23/08/17 10:58 AM - - Details  Close
78 24978/2017/ecffce Meeting notice GVST RAJU -ASST DIRECTOR - DTA AP IEM 22/08/17 04:36 PM - - Details  Close
68 24868/2017/acffce test Bharadwaj Peorahit -Pregramer - Hic 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/ecffce Electricity bill R Nagaraj -Diractor - NRSC 18/08/17 04:29 PM - - Details  Close
23 24523/2017/ecffce Lok Sabha Unst. Q. Dy. No. 7849 reg. pending CEI ... Sh. Narendra Modi -Prime Minister - PMO 11/08/17 11:18 AM - - Details  Close

Fig.94

e The action details screen appears is shown in Fig.95:
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Welcome - Google €

& Secure | https://eofficedemo.nic.in/eFile/7x=jGalH0*P7DfpbeB2NYggCvqBLPksHK3B#no-back-button

6612
6612
6522

4529

Computer No_:
Subject:
Letter Reference No.:

36612 Receipt No.: 36612(1)/2018/eoffce
do Creation Date: 23/08M18 12111 PM
Letter Date:

Currently With

ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EQFFICE

Status In Process

Action Details & Comments

Initiated By RIMAN DEEP-eOffice Initiated On 28/03/2018 1213 PM
Initiation Remark See Initiate Action Type  For Approval

Forwarded To

Action Taken by

ARADHANA JAISWAL-eOffice

ARADHANA JAISWAL-eOffice

Action taken on Action Type Action Remark

28-08-2018 12:26 PM Received Writ Petition AS discussed

Action Status

Action Type

2. Close: To close the initiate action, click
remarks to close an open Action as shown in Fig.96 & Fig.97:

Fig.95

Close

link, the closing confirmation popup window appears. Enter

Note:

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

Tiiated Acuom

Initiated Date | 25/07/2017 E 2410812017 E Initiation Type | Choose ane |z|
yrwarded To:
Department | Choose one Section | Choose one |z|

mputer No ¥ Receipt Number

769 24769/2017/ecffce
363 24863/2017/eoffce
554 24654/2017/e0ffce
378 24978/2017/eoffca
368 24868/2017/=offce
£ 24721/2017/ecffce
725 24725/2017/eoffce
523 24523/2017/ecffce

Search

~ Subject ~ Sender Details
Woluntary Retirement RAMDAS TEJA -DSP - ACB, MAHABUBNAGAR
Minority Walk 1.5 km, 20 min, Educational Institut... aradhana - delhi
Reg. Appointments Dr. Parveen -D. MS - Delhi
Meeting notice GVST RAIU -ASST DIRECTOR - DTA AP IBM
tast Bharadwaj Poorahit -Programer - Nic Bhubaneswar
Office notice. GVST RAJU -ASST DIRECTOR - DTA AP IEM
Electricity bill R Nagaraj -Director - NRSC
Lok Sabha Unst. Q. Dy. No. 7849 reg. pending CBI c... Sh. Narendra Modi -Prime Minister - PMO

Action Status | Active

Action Type | Choose one

~ Initiated on
24/08/17 03:33 PM
23/08/17 03:13 PM
23/08/17 10:58 AM
22/08/17 04:26 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

~ Last Action Taken

approve

~Closedon ~
Details
Detsils
Details
Details
Details
Details

Detsils

Details

Fig.96
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1769
1863
1654
1578
1268
721
$725
1523

OATET AT
Intiated Date [25007:2017 | [ 2410802017 | ()
orwarded To:
Department | Choose one E

omputer No  ~ Receipt Mumber

24769/2017/=offce.
24863/2017/eoffce.
24654/2017/eoffce
24978/2017/eoffce
24868/2017/eoffce
24721/2017/=offce.
24725/2017/eoffce.
24523/2017/eoffce

Closing Confirmation

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

Remarks *

Action Close

~ Initiated on

Action Status | Active

Action Type | Choose one

 Last Action Taken

~ Closed on

 Subject

Woluntary Retirsment

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

Mesting notice

test

Office notice.

Elactricity bill

Lok Sabha Unst. Q. Dy. No. 7843 reg. pending CBI c...

RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR
aradhana - delhi

Dr. Parveen -D. MS - Delhi

GVST RAJU -ASST DIRECTOR - DTA AP IBM
Bharadvj Poorshit -Programer - Nic Bhubaneswar
GVST RAJU -ASST DIRECTOR - DTA AP IBM

R Nagaraj -Dirsctor - NRSC

Sh. Narendra Modi -Prime Minister - BMO

24/08/17
23/08/17
23/08/17
22/08/17
21/08/17
18/08/17
18/08/17
11/08/17

03:33 PM -
03:13 PM -
10:58 AM -
04:36 PM -
03:27 PM -
04:31 PM =pprove
04:29 PM -

11:18 AM -

Detsils
Detsils
Details
Details
Detsils
Detsils
Detsils

Details

Close
Close
Close
Close
Close
Close
Close

Close
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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

b

-

- W w W

- ™ W

- -

- ™ W

Inbuoo:

Submitted Files for
* .
Clasing Approwval

Craated

» Drafts

» Completed

Farked

Approval Requests (1)
Bulk Closing

Clozed

» By Ma

= Others
(Hizrarchy)

» By Others (all)

Submitted Files for
* .
Reopening Approval

RMS Inbox

Sent

Conversions

» Drafts

+ Completed

Fhysical File

, Create New [Mon
SFS)

» Create Mew [SFS)

Electronic File

, Create New [Mon
SFS)

» Creats Mew [SFE)

Creste Part

Create Velume

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:

~|Date Range : 12/07/2014 To 04/03/2017
s = | |[ Receive Send Back Send View Move To More | Hierarchical View| My Files [=] |
= ~ Computer No~ File Number - Subiect ~ Sent By - ~ Due On~ Read On ~ Remarks
=] E 28378 C-13011/3/2017-Demo 3 LAW ENHANCEMENT SECTION S0A  NIKITA NEGI,eoffce 18/08/17 04:26 PM - 30/08/17 04:19 PM )
sfar| ) E 28389 A-19012/1/2017-Demo Personal File of User1 PRIVANKA KUMARLeoffce  10/08/17 12:55PM - 10/08/17 12:56 PM =
+ Completed
» Parked
» Approval Requests
» Closed
+By Me
, By Others
(Hie:
iles f
LEGEND Priority M Out Today B Most Immedia te B Immediate & Action Initiated 5 Other Department [5r Files with Draft [ Draft Note Yellow Note
External Files
+ Completad
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: Itis 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 04/03/2017
Rceps (@ | Receve Send Back Send |Viem Hove To Hore Receive File Confirmation Hierarchice View iy il Iv] |
Files =il * Computer Hor File umber v At yousur you want o eceive s Fle? v Sent On v Due On + Read On * Remarks
) Inbox 1) By P02 B-13003/3/2007-Demo-DEPT-EORFICE @ 04/09/17 02:10 PH  30/09/17 - )
i OK [ Cancel ‘ :
,(S:walttesF*‘Esfl°f 0 28378 C-13011/3/2017-Demo ¥ 18/08/47 0426PM - 30/08/7 04ut3pM [
osing Approva i
A 28389 A19012/1/2017-Demo Personal Fleof Userl PRIVANKA KUMARL ofice 10/08/17 12:55 oM - 100817 1256 [J
} Craated
4 Drafts
4 Completed
} Parked

Fig.100
2. Send Back: Itis used to send the file back to the sender of the File.

e Select the file and click the SRS ltab, as shown in Fig.101:
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~@ffice

Receipts &
Files

} Inbox

*Submitted Files for
Closing Approval

} Created
4 Drafts

4 Completed

" Receive| Send Back |Send View MoveTo More HierarchicalView:ﬂ1y%i|es

0 v _ngm uer File Humber v Subject v Sent By v Sent On vDue On v Read On

i B-13013/3/2017-Demo-DEPT- 04/09/17 02:10 04/09/17 02:16

By P23 EOFFICE Office procedures RIMAN DEEP eoffce oM 30/09/17 oM
) LAW ENHANCEMENT SECTION 18/08/17 04:26 30/08/17 04:19

A E28378  (-13011/3/2017-Demo i NIKITANEGLeofe o
y PRIVANKA 10/08/17 12:55 10/08/17 12:56

-19012/1/2017-
I E 28389 A-18012/1/2017-Demo Personal File of Usert KUMAR goffce oM oM

B

v

Remarks

Ga

s}

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 4%\ ‘s“

Submitted Files for
Closing Approval

» Created
+ Drafts
+ Completed
» Parked
+ Approval Requests
» Closed
* By Me

, By Others
(Hierarchy)

+ By Others (All)
Submitted Files for
+ Reopening
Approval
» RMS Inbox
} Sent
» Conversions

» Drafts

» Completad

RIMAN DEEP—ASSTT(RD)-e0 ffice—eOffice File Number Subject

To

Notify Through: || Email | SMS

7

[=]
Most immediate [ 7]

Total 1000| 1000

[¢  '® (3 B-13013/3/2017-Demo-DEPT-EOFFI.

Set Due Date

Intimate To
Action Forward

S. No. Employee Name [T Emait

[}

Priority
1 RIMAN DEEP(eOffice)
characters left

Remarks

Office procedures

[C] sms

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:

e Select the File(s) and click the Send ( . I) tab as shown in Fig.103:
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Recsipts @ | Recave Send Back [Eend]view MeveTs Wore

09/08/17 12:52 PM = = =
PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARL eoffce 0/08/17 11:50 AM

LeGEND Priority W OutTodsy W Most Immediate M Immediate S Action Initiated M Other Department (& Files with Drare . Drart Note Yellow Note External Files

Migrate File

®

Dispateh

bsc

gEe®

Settings.

Notification

®

Ext Department

Fig.103

e 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.

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.

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
: All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as shown in Fig.104:

QO
)

é‘:

= Fand
Files =i
= Internal Extarnal
- A Reporting Officer Sub-ordinates Recent 5 Send Back In Channe ' Freferred List

Nots: Mame of the creator is highlghtad in yellow colour.

File Number Subject Mote(Chars)

Io | (1 Noury : Email sms

¥ | #-(C-13011/32017-0emo LAW ENHANCEMENT SEC O
‘Set Due Date (=3

Note - Bulk signing maximum allowed characers- 1060000 Total(Formatring includad) :
Action Forward -
Priority Cnoose one - Intimate To
Inftiste Action

e Aehe 5. Mo, Employee Name Email SMS
Total 1000 1000 characters e
1 PRIYANKA KUMARI=OFos)

Remarks

Migrate File =
Dispatch =
psc =
Settings =
HNotification =
Ext Department (=)

Fig.104
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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.  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.

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

c) 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.

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

e) 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.

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

Copyright © NIC, 2018 Ver. 5.5 05

74



A DUGITAL WORK PLACE SOLUTION

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: It is 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.

SEES]
b) DSC Sign and Send: On clicking DeComandiend 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 CEERIEET 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-IV (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 lew | 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
e (&) || Receive ['Sand Back | Sand | Viavi | Move To | ora | Hizrarchical View | My Files v
Files =] o L ! Sublect ~ Sent8y ~ SentOn ~DueOn ~Read On ~  Remar
» Enbox)2) s }17-Deme PROCUREMENT OF NEW SCANNERS PRIVANKA KUMARE 2ofice 05/08/17 04:09 PM - 05/08/17 04:30 M B
£ 203 Physical }17-0eme LAW ENHANCEMENT SECTION 904 PRIVANKA KUMARL ecfice 05/08/17 04:05 P11 - 09/08/17 04:40 M e}
B 28afiectronic 4o:7-0emo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARI eoffce 09/08/17 12:52 PM r]
£ pasfioutiodsy 1$17-Demo PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARLeoffce 09/08/17 11:50 AM )
| Most Immediate
» Parked | tmmediate
» Aperoval Requests | Other Department
» Closed | Ty
| Dus Dats Elapsed
Al
) Sent
|
LEGEND Priority M OutTodsy W MostImmediste W Immediste & Action Initiated 1 Other Department [& Files with Draft [} Draft Note Yellow Note External Files
L |
\
MigrateFile (3]
Dispatch =
Dispatch &
DSC (]
Settings =
Notification ]
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: Itis 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.

Move T
Move the cursor on ( i I) tab, a drop down menu will appear with the options as shown in Fig.106:
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a) Create New Folder: Click the Create New Folder link from the dropdown, as shown in Fig.107:

My Folders

Manage Folders ‘

Create New Folder

Fig.107

o 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 ‘E 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.

c) Manage Folders: Click the Manage Folders link from the dropdown menu to Delete ( %f) or Edit (7"- ) the
folders created under File Inbox.
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6. More: It is 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 dropdown as shown in Fig.109:

Tatsranas T
Raceive | Send Back | Send | View | Move To | Mora |

~comuecy - [EEEEE]L

Subtect

~Sentay ~Senton
v

| ~Read On Ramar
P 28379 ke e Hieioey: | OF NEW SCANNERS PRIVANKA KUMARI soffce 05/08/17 04:08 P11 09/08/17 04:30 P11 =]
e 28378 | LAW ENHANCEMENT SECTION 504 PRIVANKA KUMARI, soffce 09/08/17 64:05 PM 09/08/17 04:40 PM ]
v P 28375 I FILE OF TECHNICAL ASSISTANTS PRIVANKA KUMARI eoffce 09/08/17 12:52 PM - 11/08/17 11:20 AM =
£ 20270 PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARE, eofice 05/08/17 11:50 A 11/08/17 11:20 AM ]
LecenD Priority W OutToday M Most immediate @ Action Initiated D Other Department [ Files with Draft [l Draft Note Yellows Note External Files

Sattings =
Notification =
= =

Fig.109
e The Parking Confirmation dialogue box appears, enter the Parking Remarks and Parking Due Date as
. . oK . .
required and click - button, as shown in Fig.110:
= Ctmioss SRR T %

| Parking Confirmation "
L | S
Den Do you want to park the following file(s)? Vi
D=t | Computer No File No. Subject o
_________ A-11011/8/2013-Demo-DEFT- 'ﬂ
e 33571 EOFFICE CSMRE TRAINING |

Farking Due Date* 180572013 E

Parking remarks.
Parking Remarks*

oK

Fig.110
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e 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:

"Dtz Rangs ; 18/08/2014 To 11/08/2017

Recaive | Send Back ' Send | View | Move To | More |

Hierarchical View| 1y Files v
~Computsrme - rEakiie - ©  Subiect ~sentay ~Senton ~DusOn ~Resdon Ramar,
@ P 28379 - PROCUREMENT OF NEW SCANNERS PRIVANKA KUMARL, offce 05/08/17 04:09 PM = 09/08/17 04:30 PM B
e 28378 LAW ENHANCEMENT SECTION 504 PRIVANKA KUMARI, sofice 09/08/17 04:05 M - 05/08/17 04:40 P B
P 28375 FILE OF TECHNICAL PRIVANKA KUMARE, sofice 09/08/17 12:52 P11 - 11/08/17 11:20 AM B
e 2s370 £-13011/1/2017-Dem: PERSONAL FILE FOR SERVICE REOCORD UPDATION PRIVANKA KUMARE, eofice 09/08/17 11:50 AM - 11/08/17 11:20 AM B
LeGeno Priority W OutTodsy M Mostimmediste Ml Immediste @ Action Initisted 1 Other Department [ Files with Draft [} Draft Note Yellow Note External Files

Dispatch =
Dispatch =
bsc =
Settings =
Notification =

Fig.111
e The Parked File history is displayed in Fig.112:

p/08/2018
| View | Move To | More |

Hierarchical View | my Files

fer No ~ File Numbeg Sk, Skt ue On ~ Read On

C-12/00054 File Park History - 17/07/18 O

wosezizod FILE NUMBER - C-12/0005/2018- 7% / HitF T §¥ (§7 T T )-MHA

B-11/000 Action By Action Date Action Remark Restored By Restored Date Restored Remark A
€/0009/20 @BAUANAEND bikram 10/08/2018 03:39 PM kindly @BAUANAENT bikram 10/08/2018 02:40 PM see 17/07/18 1

il B/0008/201 =
A/0021/201 17/07/18 1
B/0007/201 17/07/18 1
5 B-12/0006/ =
= C/0007/20: =
1 B-11/00054 =
A/0040/201 22/05/18 (|
C-13/0010, 16/05/18 1

17/07/18 O

SahooStri 06/03/18 (|

12/02/18 |
DJB-BGIZ{! 12/02/18 |

Out Today W M, J:Inw Note
b

ory Sar

Fig.112
c) Close File History: It displays the history of the closed file.
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Select the file and click Close File History link from the dropdown as shown in Fig.113:

~|Dats Rangs i 18/06/2014 To 11/08/2017

Recaive | Send Back | Send | View | Move To |

|~ subiect

~ComouterNo -
“ ) | oF New scanners
£ zea7s | LAW ENHANCEMENT SECTION 50A
» 28375 I FILE OF TECHNICAL
£ 28370 PERSONAL FILE FOR SERVICE REOCORD UPDATION
LEGEND. Priority W OuwcToday Ml MostImmedist= M Immedia te & Action Initiated 2 Other Department

[& Files with Draft [} Draft Note

Hisrarchical View | My Files

~Senton

05/08/17 04:09 P
09/08/17 04:05 P11
05/08/17 12:52 M
09/08/17 11:50 &M

Yellow Note

~DueOn ~ReadOn
- 05/08/17 04:30 PM
05/08/17 04:20 PM
11/08/17 11:20 &M
11/08/17 11:20 AM

External Files

7

marks|

aaaa

Fig.113
The Closed File history is displayed in Fig.114:

10/08/2018

| Wiew | Move To | More |

Hierarchical \ﬁew| My Files

. _ _ 7 17/07/18 0240 Pl - 17/07/18 03:1
7 File Closed History & /1 032:q
= FILF NUMBER - A/0033/2018-0/0 of HS(MHA) /18 0220
2 Action Action By Action On Action Remarks Approved By Approved On Approval Remarks e
54 Close mddudndend bikram 25/06/2018 02:05 PM Work Done. - - -

] Reopen @odLFndend bikram 10/08/2018 02:55 PM kindly - /18 12:1]
1 /18 11:4

71
4 6/18 04:1]
] 6/18 11:5

| & 6/18 02:4
&5 B/18 05:4
2 P18 06:2)
Ef P18 01:1]

Out T
3
sgory

Fig.114

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

Not allowed for electronic files.

To create a Volume, perform following steps:
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e Select the file and click Create Volume link from the dropdown as shown in Fig.115:

T TETIEREe
| “Waceive | Sand Back  Sand | View | Hove To | Mare | - TararehIcal Vi vy Fies %
ark ile
) ~Commumeta -l kS | Sublact - santay ~seaton ~Duson - Esadon Ramark|
) o 38370 PROCUREMENT OF NEW SCANNERS PRIVANKA KUMARL saffce 05/08/17 04108 o1 09/08/37 04:30 o1 ]

& 203 LA ENHANCEMENT SECTION 904 0s/08/37 04105 o1 05/08/37 04:40 b1t o
» 28378 APBOINTMENT FILE OF TECHNICAL ASSISTANTS os/08/17 12:52 o1 11/08/37 11,20 am ]
& 28370 PERSONAL FILE FOR SERVICE REGCORD USDATION 05/08/37 13:50 AM $1/08/37 11,20 Am =]

f

| eceno Priority  m Gut Today

- Most immediste I Immedinte & Action Initiated £ Other Department [ Files with Deaft [ Oraft Note Vallow Note Extornal Files

Dispatch &
osc €]
Settings &
Notification (3]

Fig.115

The volume file creation screen appears with prefilled file details (like File Number, Description, and
Category etc.) as shown in Fig.116:

A-16011/1/2017-Demo

General

Choose One v
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Note:

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

. Click button as shown in Fig.117.

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

| Correspandance Link | Wovements | Dstals | 4t | Send | Dispach | Convert Fie | Aftachment | Action Detals | Mere.. | ‘
L/}
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 B Print History
Sender ~Senton ~Sentto ~ Action ~ Remarks -
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved 8y ~ Approved On ~ Approved Remarks ~
File Dispatch History
Dispatch Number v ~ Subject ~ Address ~ Dispatch Date S

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 S0A

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

g View By Name | |
View By Date
ILview an % |Add Yellow Note # 4 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 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 PH PRIYANKA KUMART ‘
(ASSISTANT)

[Foc )(TRecent )~ Al )(Pravious Notings)

— + AutomaticZoom 3

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 Mote

link as shown in Fig.119:
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Computer No: 39624  File No: ESPHCL-11012/1/2018-Demo Subject: docs

|’ Neting | Correspondence | Draft | Refe | Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More |
- -

- S = £
Bi |Add Green Note || [Zi[Add Yellow Note

Microsoft Word - Document1

Fig.119
e 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: BSPHCL-11012/1/2018-Demo Subject: docs

[TNeting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
"

Toc A

Last Saved 13-08-2018 12:24

Microsoft Word - Document1

Formats~ | LineHeight ~ | Paragraph ~  Verdana v  1ipt -

AR —Q T Er A B~ ® X sy | O v

Java Syntax:

1. Case sensitive

2. Class Name: For all class name first letter should be in upper case, e.g.
MyFirstJavaClass.

. 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.

w

(0

Java Identifiers: !

Names used for class, methods and variables.

lava Modifiers:

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

4 3

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: 33624  Fila No: BSPHCL-11012/1/2018-Dema Subject: docs

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

o

(T"To€ (" Racent ) AN ) Previous Notings |

£
Version : 1.0

Microsoft Word - Document1

Java Syntax:

. Case sensitive

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

2

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.
Java Identifiers:

o

Names used for class, methods and variables.

Java Modifiers:

#

Version Created On

CrestedBy
10 13/08/18 12:30 PM

RIMAN DEEP

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:

e (lick Bl |2¢d Green Note link, as shown in Fig.122:

Computer No: 28378  File No: C-13011/3/2017-Demo

Subject: LAW ENHANCEMENT SECTION 904
t

LI

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

B Add Green Not = Add Yellow Note « < 11 of 1 Note(s) » »

[ Toc )“Recent Al [Previous Notings] «@ w0

Note # 1

Automatic Zoom *

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

24594/2017/eoffce
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 ci

through a home-based holistic and i 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

PRIYANKA KUMART
(ASSISTANT)
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e The Noting screen becomes active. Type the note content manually or

created word/ text files and paste it,, as shown in Fig.123:

copy the content from already

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

Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
Quick Noting ~ | (=) =47 X

Noting saved st 14-08-2017 02:43:55 PM I al
BIUS EF==
E-E-=3 60

O

Formats~  Paragraph ~  Verdana v  12px v

L XDhé H XX —Q0 SN L& A-A- s H
English ~

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 ci through a Home-b:
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 edi , skill up
gradation and personality development through behavioral training etc. !

® 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-
Gouvt. 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.|

[CToc (“Recent ) Al )(Previous Notings) “

= + AutomaticZoom *

24594/2017/eoffce

»

Fig.123

o Noting done gets saved automatically.

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

using | 9uiek 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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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.

24594/2017/eoffce

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 economically through education, awareness, skill up
gradation and i through behavioral training etc.

® 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-
Gouvt. 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
ssuch women in distress. ‘

May kindly refer to the article proposed by Ministry.-

v L ——
p » span Words: 199 ) - ndia,
: 1. 4 ;
Daln{ % icer, D =
2. sh =» CEpan Sains,
10 LAW ENHANCEMENT. pdf % LG et
IO OO OO O

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.

.y [ Correspondence
e (licking on Correspondence d B

right side, as shown in Fig.124:

o (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 904

" Hoting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Detsils | More |

B, o (e Recent (Al
1 List of Correspandences and Issues
|/ Search for the receipt \‘ Choose One ||
O - Recsipt/Issus No. ~Subject ~ Type~ Attached On ~ Pages~ Action™|
2018 v Search Oe= ) 24594/2017/eofice  OFFICE ORDER RELATED TO LAW ENHANCEMENT 09/08/17 03:56 PM  1-1  Reopen
Computer Number Raceipt Number Subject
3 25257 35257/2018/eoff Kindly E
® = | [
E 24727 24727/2017/2cffce Frocedures | bon of shelter,
E 24728 24728/2017/eoffce Circular es. Widows
of this scheme.
3 25851 25891/2017/eoffce urgant S
E 25852 25852/2017/2cffce kindly s=2.
E 20472 30472/2018/eoffca Kindly see.

«< 1 >»

RIVANKA KUMARL !
(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) Markas PUC: Itis 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 Fila No: A-11011/9/2018-Dema-DERT-EQFFICE Subject: CSMRS TRAINING ﬁ
| Neting | Corrsspondence | Draft | Refersnces | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Detalls | Mare | [ ouick view ]|
+
= [ 7ot ) Recent ) ANl | Previous Notings |
B Add Green Note || =/ |Add Yellow Note (% 4 | 13 of 3 Note(s) * » List of Correspondences and Issues
Note # 1 [ Choosa One |
- 4] .- - - - e
rorer gt Receipt/Issue No. ~ Subject Twper Attsched On Psgesv Action  [Iremmrerow
v = ) 23525/2018/ecffce  Establishment related matters ~ PUC1 15/05/18 10:44 AM  7-13  Respen Yt Le
05/02/2018 10:28 AM NIKITA NECI Wark As R
(ASSISTANT) @ Lsssy csmrs Issue 15/03/18 05:10PM  6-6 Reminders | Detach
=]
Al b O us csmrs. Issue DS/03/1803:31PM 55 Reminders ~Zusisiiu
£ 28386/2018/scffc 16/02/18 02:48 PN 14 R,
06/03/2018 3:26 PM NIKITA NEGI W Z328€20iSefes  Grvs 2 sopen
A
Note # 3
06/032/2018 3:28 PM NIKITA NEGI
(ASSISTANT)
Fig.126

b) Unmark: Itis 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: 33572 File No: A-11011/5/2018-Dama-DEST-EOFFICE Subjact: CSMRS TRAINING
[ Weting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More | Quick view |
o [FTTee ) Recent ) AW ) Previcus Mefings |
B |Add Green Note | | 5 |Add Yellow Note |4 ¢ [ 13 of 3 Note(s) » » Uist of Correspondences and Issues
Note # 1 (= Receipt/Issue No. ~ Subject ~ Type~ Attached On ~ Pages~ Action
Tefer to pace no 4
ElE @ 29052 E tablishmant ralated matters __BUC1 15/05/18 10:44 AM __7-13 _ Recpen |
05/03/2018 10:28 AM NIKITA NEGI
(ASSISTANT) ) usssa/z01s camrs Issue 15/03/18 05:10 PM &6 Reminders
[ =R O 1ss2zrz01e J— Issue 06/02/18 02:31 PM S5 Aerminders
e 23386/2016/e0fce  csmrs 16/02/16 02:48 PM  1-4  Reopen
00/02/2018 2:20 PM NIKITA NEGT - O z:msiois/efice = s
Note # 3

NIKITA NEGI

06/03/2018 2:28 PM
(ASSISTANT)

Fig.127

c) Markas FR: Itis used to mark the receipt as FR.

To mark a receipt as FR, perform following steps:

o 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: 33572 File No: A-11011/3/2018-Demo-DEPT-EQFFICE Subject: CSHRS TRAINING ]
[ Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
-
o [Fo€ Y Recent ) Al [ Previous Motings )
B |Add Green Mote | | [21|Add Yellow Note |4 4 13 of 3 Note(s) » » List of Correspondences and Issues

Choosz one ¥

Note # 1 Choose Gre
et | Receipt/Issue No. ~ Subject ~ Type~ Attached On ~ Bages~ Action Mark As PUC

” = @) 29528/2018/c0ffcs _ Establishment relsted matters _ PUCI 15/05/18 10:44 AM__ 7-13__ Recpen |
05/032/2018 10:38 AM NIKITA NEGL
(ASSISTANT) U LUsssafzois csmrs Issue 15/03/18 05:10PM 66 Reminders
NulebeEs U Uss2z/2018 csmrs Issue 06/03/1803:31PM 55  Reminders
O e ) 29285/2018/ecffce  csmrs 16/02/18 02:48 PM 1-4 Reopen
06/02/2018 3:26 PM NIKITA NECL
R
Note # 3
06/032/2018 3:28 PM NIKITA NEGT
(ASSISTANT)

Fig.128

e Then, select the PUC Number from the dropdown menu as shown in Fig.129:
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Computer No: 33572 Fila No: A-11011/9/2018-Dema-DERT-EQFFICE Subject: CSMRS TRAINING
[ Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
I [ 7ot ) Recent ) ANl | Previous Notings |
Bl |Add Green Note | | = add Yellow note |4 4 [T13 of 2 Note(s) * » List of Correspondences and Issues
Mark AsFR. ¥
Note # 1 o - Receipt/Issue No. ~ Subject ~ Typer Attached On ~ Pagesv Action  ~ -
refer to page no 4
[E2 ) 29525/2018/ecffce  Establishment ralated matters  DUCI 15/05/18 10:44 AM  7-13  Reopen
05/02/2018 10:28 AM NIKITA NECI
(ASSISTANT) ) Ussse/2018 esmrs Issue 15/03/1B05:10 PM 66  Reminders Dublish To KMS
NolcheEs @ uss22/2018 smrs Issue 06/03/1803:31PM  5-5  Reminders Publish To KMS
= @) 23386/2018/ecffce  csmrs 16/02/18 02:48 PM  1-4 Respen
06/032/2018 3:26 PM NIKITA NEGT e
e PUC Humber: [ Choose one 1Y Cancel
Note # 3
06/03/2018 3:28 PM NIKITA NEGI
(ASSISTANT)

Fig.129

e (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: 23572 File No: A-11011/9/2016-Demo-DERT-EOFFICE Subject: CSMRS TRAINING
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | Mare | Quick view |
2 [ Fee [ Recent || AN Y Pravieus Netings |
Bil |Add Green Note | | 2/ |Add Yellow Note [ 4 13 of 3 Note(s) > » List of Correspondences and Issues
Choose One ¥
Note # 1 Choose Gre.
et pssered o - Receipt/Issue No. ¥ Subject ~ Typer Attached On ~ Pagesv Action Vark e puc |
O e &) 23523/2018/ecffce  Sstablishment related matters  PUCI  15/05/18 10:44 AM  7-13 Rsupel‘ UnMark
05/03/2018 10:38 AM NIKITA NEGI S Wark As PR
(ASSISTANT) O usssazoie camrs lssue 15/03/18 05110 PM &6  Heminders
0 e 23386/2018/e0fic 16/02/18 02:48 PN 14 R
06/03/2018 3:26 PM NIKITA NEGT - \J zazeEiamBisofe:  comr 2/ eonen
Note # 3
06/03/2018 3:28 PM NIKITA NEGT

(ASSISTANT)

Fig.130
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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: 33572 Fila No: A-11011/9/2018-Dema-DERT-EQFFICE Subject: CSMRS TRAINING
[ Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
I [ 7ot ) Recent ) ANl | Previous Notings |
Bl |Acd Green Note | | =/[add Yellow Note [# 4 [ 13 of 3 Note(s) » W List of Correspondences and Issues
Choose Gne ¥
Note # 1 Chossa One
0 - 4] .- - - - -
) =) Receipt/Issue No. v Subject Typev Attached On Pages~ Action Mark As PUC
¥ e ) 28525/2018/ecffcs  Establishment related matters  PUC1 15/05/18 10:44 AM  7-13  Reepen UnMark
05/02/2018 10:28 AM NIKITA NECI e — Wark As FR
(ASSISTANT) @ Ussse/2018 esmrs Issue 15/03/1605:10PM 66  Reminder
NolcheEs @ uss22/2018 smrs Issue 06/03/1803:31PM  5-5  Reminders
= @) 23386/2018/ecffce  csmrs 16/02/18 02:48 PM  1-4 Respen
06/032/2018 3:26 PM NIKITA NEGT e
R
Note # 3
06/03/2018 3:28 PM NIKITA NEGI
(ASSISTANT)

Fig.131

o The Close Confirmation box appears, enter the Remarks and click button as shown in
Fig.132:

Computer No: 33572 Fila No: A-11011/3/2018-Damo-DEPT-EOFFICE Subject: CSMRS TRAINING
[ Nating | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Closing confirmation

-
p=) Do you want to close the following receipt(s)? I ) Pravious Notings |

ﬂ ®  29529/2018/e0ice -
B |Add Green Note | | [=1|Add Yellow Note |4 4 [ 13 of 3 Note(s) » ™ List of Correspondences and Issues
ork Completed. Chogse One ¥
Note # 1

No. ~ Subject ~ Typev Attached On ~ Pagesv Action ¥ -

refer to page no 4

ffee  Establishment relsted matters  BUCL 15/05/18 10:44 AM  7-13  Reopen

05/02/2018 10:38 AM

y esmirs. Issue 15/03/1805:100M 66  Reminders Dublish To KMS
e o Temue 06/03/1803:315M 55 Reminders Sublish To ks
ffes  csmrs 16/02/18 02:48 PM  1-4  Reopen

06/02/2018 2:26 PM

—
06/02/2018 2:28 PM NIKITA NEGI
(ASSISTANT)

Fig.132

e The selected receipt gets closed.

e The B=2220|ink against closed receipt becomes active.
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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

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

8 o

ToC ) Recent | ANl |[Previous Notings)

Vi f
Bl Add Green Note | = 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 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 '
(AssT:

STANT)

List of Correspondences as nd Issues

m o Recsipt/Issus No. ~ Subjsct
Oe @) 24647/2017/sofice OFFICE ORDER RELATED TO LAW
O« © 24594 e OFFICE ORDER RELATED TO LAW ENHANCEMENT

Attach

Choose One [

~Type ~ Attached On ~ Pages~ Action~

PUC1 14/08/17 03:32PM 2-2
09/08/17 03:56 PM  1-1

Reapen

Reopen

Fig.133

e The Create New Draft screen appears, as shown in Fig.134:

[esmreter wo: 5578 Fie e

Noting |Edit Send Back Send | Attachment | Action Datails | Mors |
New Draft [t LR croose from Tempiate(s) [P Draft Details
B T U Em = o mroran: |l rasason = [esona = raoe S Draft Type- New/Fresn <] Classifies Choose one Ei
E-E-EE 60 oaXDhe B XX —Q0 ST Lm- A- - ®X Egin- Oz Oratt Nature Choose One O] Prenx Ghoose One
~ Language™ English ~] 1ssenction ]
LAW ENHANCEMENT SECTION S0A
Subject-
TR 000 | 575 eredten e
‘Communication Details
Ministry cn S
Depariment o =
Name Designation
Organization
Address 1 -
| [ p—
Sonanky INDIA O] stste T T |
City Pincode
Mobile Landiine
Fax Email
Add More Recipientis) | Clear
Attachments [ Asach Fise]
Hote
& Use #ApprovedBy# For Approver Info
Use #ApprovedByNamed For Approver®s Name
Use For Approver®s
’ | | e e e

Fig.134

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 orlL=Cis button, as shown in
Fig.135:
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[Computer No: 28375 File No: o T8 Subject: LAW ENHANCEMENT SECTION 508
Noting | C Drafe | | Link  Details | | Edit Send Back Send | Attachment | Action Datails  More |
o Page Size Choose irom Temlate(s) [l Upload File | e
Bl 7 U © |0 & BB romann~ | Pangraph - | Vaedana = | 13p =2 Draft Type~ New/Fresh Classified Choose one =
E-E-E@E S0 aXDhaldix < —Q0 S Em-A-BH-®5% egisn- | B2 Oraft Nature Choose One O] Prefix Choose One
~ Langusge® English [©] 1sSanction [m]
[A schame knovm as ‘Svadhar has basn designed vith a mora flexible and innovativel =
approach to cater to the requirement of various types of women in distress in diverse LAW ENIANCEMENT. SECTION 904
situations under differant conditions. The Svadhar Scheme purports to addrass the Subject*
specific vulnerability of each of group of women in difficult circumstances through a —
Home-based holistic and integrated approach. Jotat 1000 | s
Communication Details
§ Arpeovedty, Ministry Choose one S
#ApprovedDate#|
Department Choose one %
Neme Designation
Organization
Address 1
| [
Country INDIA state Andaman & Nicobar lslands 1
city Pincode
Mobile Landiine [
Fax Email
Add More Recipientls) || Clear
Attachments [ Aitachs File]
Note -
v Use #ApprovedBy# For Approver Info.
Use #ApprovedByName# For Approver®s Name
Use #ApprovedByDesignation# For Approver®s Designation
Use #ApprovedBy SectionName# For Approver Section Name.
D2 seai > song Worts ol Use #ApprovedDate# For Date of Approval.

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:

Computer No Demo B Subject: LAV ENMANCEMENT SECTION S0
("Noting | C: Draft | | Link  Details | | Edit Send Back Send | Attachment | Action Details | More |
L]
New Draft Page Size e or Draft Details
B 7 US == = = Fomats~ Paagaph ~  Verdana v 12px 3 Draft Type~ Reply v|  Classified Confidentisl ~
TE-EE 6 XD B XX —-—Q0 I LmE- AR~ ®5 eginy O~z Draft Nature Letter <] Prefix Choose one
~ Langusge® English ~|  1ssanction [m}
A scheme known as 'Swadhar’ has been designed vith a more flexible and innovative —
approach to cater to the requirement of various types of women in distress in diverse [OFFICE ORDEILRELATEDTO L AW ENCANCENENT:
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. Tokak 000 Ol huractex e s
Receipt Number 24594/2017/eoffce | Reply Type Choose one &
#ApprovedBy# P RS
#ApprovedDate# ——
Ministry MINISTRY OF LAW,JUSTICE& COMPANY AFFAIRS v
Department Choose one %)
Name' PARKOSH UPPAL Designation’ TECHNICAL DIRECTOR
Organization
Address 1 DELHI
I Address 2 =
Country INDIA | state Delhi &
city DELHI Pincode
Mobile Landline
Fax Email |
Add More Recipient(s) | Clear
Attachments  Aitach File
E LAW ENHANCEMENT. pdf
v
Note
Use #ApprovedBy# For Approver Info.
p» span » strong Words: 61 Use #ApprovedByName# For Approver®s Name
El L i i For Approver®s
Use #ApprovedBy Sectionllame# For Approver Section Name.
Use #ApprovedDate# For Date of Approval

Fig.136

Note:
DFA # Tags will not work on uploaded DFA

e Aunique Draft Number is assigned to the draft, as shown in Fig.137:
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17 Deres & Subject: LAV ENHANCEMENT SECTION 508

Noting | C: Drafe | Uik Details | |Edit SendBack Send | Atschment | Action Datails  Mors | [~ Quick view |
o = TS

[orem wo or 550 V0 orem swetes 15 |

Draft Details

Draft Type Reply Classified Confidential
Draft Nature Letter Prefix Choose one
Language- English | 1s Sanction O
OFFICE ORDER RELATED TO LAW ENHANCEMENT
Subject*
A scheme known as ‘Swadhar’ has been designed with a more flexible |
and innovative approach to cater to the requirement of various types of aosipt Inmone 2EE Ao - ey e Shops e
women in distress in diverse situations under different conditions. The Communication Details
Swadhar Scheme purports to address the specific vulnerability of each Attachments | Atiach 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 #ApprovedBylame# For Approver®s Name
Use i For Approver®s
Use #ApprovedBySectionlame# For Approver Section Name

Use #ApprovedDate# For Date of Approval

Eme=mEn

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:

ANCEMENT Se

Noting  Corraspondence | Link  Details | Movements | Edit Send Back Send | Attachment | Action Details More | I

e - EmEzmEm

[Computer Na: 28375 Fite Na: C. T8 susyect: v e

Draft Details
— + AutomatcZoom ¢ Oraft Type- Reply Classified Confidential
Oraft Nature Letter Prefix Choose one
o Is Sanction [}

VFFCE ORDER RELATED TO LAW ENHANCEMENT

Once draft gets approved no further changes can be made.

A scheme known as ‘Swadhar’ has been designed with a mpr e | T |

and innovative approach to cater to the requirement of variop:
Communication Details
[ sezach Fite ]

itions. The
LAW ENHANCEMENT paf

Reply Type Choose one

women in distress in diverse situations under different cond
Swadhar Scheme purports to address the specific vulnerabil
of group of women in difficult circumstances through a Home-based
holistic and integrated approach.

#ApprovedBy#
#ApprovedDate#

HNote
Use #ApprovedBy# For Approver Info.

Use #ApprovedByName# For Approver®s Name

s For

Use #ApprovedBy SectionName# For Approver Section Name.
Use #ApprovedDate# For Date of Approval

[Froien [romore [ o]
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e The DFA gets approved and DFA # Tags changed into relevant information, as shown in Fig.139:

Camputer No: 25375 File N emo [ Subject: Law ENHANCEMEN
Noting | Carrespondence  Draft | References | Link Details | Movements | Edit | Send Back  Send | Attachment | Action Details | More |

[Fram e s oraviams - V16 wram swetes s epmves]
Draft Details
S e Dratt Type~ Reply Classitied Confidential
Dratt Nature Latiar Prafi Chosss ane
File No.C-13011/3/2017-Demo
Language* English Is Sanction (im]

[OFFICE ORDER RELATED TO LAW ENHANCEMENT

Subject -
A scheme known as ‘Swadhar’ has been designed with a more flexible minn | Sl o et
and innovative approach to cater to the requirement of various types of ReceiptiNumter 24894201 Izetten s Chesssans
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 B P
holistic and integrated approach.
Hame PARKOSH UFFAL Designaticn TECHNICAL DIRECTOR

Organization

NIKITA NEGI, ASSTT(NG)-eOffice, eOffice
14/08/2017 Address 17 CELHI

Address 2

Country INDIA State Delhi
city DELHI Fincose
Mebile Langline
Fax Email ]
Add Mora Redipient(s) | Clear

‘Attach File [

Attachments

Law o

Hote
Use #ApprovedBy# For Approvar Info.

Use #ApprovedBylame# For Approvar®s Nams
Use ppr
Use #ApprovedBySectionliame# For Approver Section Name.
Use #ApprovedDate# Far Date of Approval

Dispstch By Self | Dispatch By GRU | Edit |

Fig.139

e After approving of the draft the actions available are shown in Fig.140:

me (& Subject:

[Computer Na: 28378 Frie rancEmERT SECTE
Noting | Corraspondance Draft | Refarences | Link Datails | Movamants | Edit Sand Back Sand | Attachmant | Action Datails Mora |
Draft No. : DFA/13630 - V 1.0 Drat Status : Approvea -
= .13
Draft Details
S e Draf Type- Reply Classifies Confidential
2 Oratt Nature Letter Prfix Choose one
File No.C-13011/3/2017-Demo
Language" English is Sanction O

(OFFICE ORDER RELATED TO LAW ENHANCEMENT

Subject -
A scheme known as ‘Swadhar’ has been designed with a more flexible EiSas0] e SeactEit
and innovative approach to cater to the requirement of various types of o) Zopuirene b Chooee oo
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.JUSTICE& COMPANY AFFAIRS
of group of women in difficult circumstances through a Home-based DepatE ——
holistic and integrated approach.
Name PARKOSH UPPAL Designation TECHNICAL DIRECTOR
NIKITA NEGI, ASSTT(NG)-eOffice, eOffice rumpization
14/08/2017 Address 17 DELHI
| I
Country INDIA State Delni
city DELHI Pincode
Mobile Landiine
Fax Email
Add More Recipient(s) || Clear
Attachments [ Astac: Fite]

LAW ENHANCEMENT. paf

Note
Use #ApprovedBy# For Approver Info.
Use #ApprovedByllame# For Approver®s Name

For
Use #ApprovedBy Sectionlame# For Approver Section Name
Use #ApprovedDate# For Date of Approval

Dispatch By sm Dispatch By CRU  Ex

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 e Itab and click the View Draft link, as shown in Fig.141:
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Computer No: 36645 File No: B-11011/10/2018-Demo-DEPT-EOFFICE @ Subject: subject
["oting | [ Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
-
o l [T Fae [ Remet ) Al | Pravieus fistings |
View Draft 0
B |Add Green Note | | [21|Add Yellow Note I35 o1 Note(s) * »
Microsoft Word - Document
Note # 1
15/05/2018 11:22 AM NIKITA NEGI
(ASSISTANT)
+
4 »
Fig.141

e (lick Draft No. to open the draft as shown in Fig.142:

Computer No: 26645 File No: B-11011/10/2018-Demo-DEPT-EQFFICE I% Subject: subject 'i‘

[ Noting | C | Draft | | Link | Details | s | Edit | Send Back | Send | Attachment | Action Details | More |

o
Bil |Add Green wote | | [21|Add Yellow Note |# 4 11 of 1 Note(s) » Draft List
Choose Gne ¥
Note # 1
(m] Draft No. Subject Status ‘Approvad By
15/05/2018 11:22 AM NIKITA NEGI
e ( subjact DFA
DFA/17507
Version Created On Created By Status
1.0 15/05/18 11:21 AM NIKITA NEGI DFA
Fig.142
The draft is shown in Fig.143:
Ver. 55 05
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2018-Demo-DEPT-E0FFICE (¥ Subject: CEMRS TRAINING

Computer No: 33571 File Ny

Draft No. : DFA/17512 - V 1.0 Draft Status : Approved

New Draft

File No.A-11011/8/2018-Demo-DEPT-EOFFICE

e el Rl 3 o fieTel. B @ 2, Dept.:
i FEaE R @ FHiwE He e & faEd.
i faF,

. &z wevEE
Fasel

NIKITA NEGI, ASSTT(NG)-Office, eOffice

aAES
AT WA S SR, i AR FaTd aNvETEd e R A .

| Meting | Cerraspandence | Draft | Referances | Link | Datalls | Movements | Edit | Send Sack | Send | Atiachment | Action Datails  Mor |

Draft Details
Draft Typs~ HNewiFresh v| Classified Choose one v
Draft Nature® Lefter v Prefx Choose One v
Language" English v

CSMRS TRAINING
Subject * Y
Total 1000 | 986 characters left,

Communication Details
Ministry Choose one -
Department Choose one -
Name NIKITA NEGI Designation [ASSTT(NG)£Office
Organization
Address 1+ shastri park
/address 2
Country INDIA v State Andaman & Nicobar Isiands v
Gity Pincode
Mobile Landline
Fax Email

Add More Recipient(s) | Clear
Attachments

Note : Use following # tags for draft creation
#ApprovedByé for Approver Info
#ApprovedByDesignations for Approver Designation
#ApprovedByPost# for Approver Post
#ApprovedDate# for Date of Approval

#ApprovedByName# for Approver Name
#ApprovedBy SectionNames for Approver
#ApprovedByEmail# for Approver Email

#DocumentNumber for Decument Number

ey s | pepecnoy o | e

Fig.143

4. Reference: These are document to support noting. It is used to attach references corresponding to the working

file.

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-19011/1/2017-Demo

Subject: PERSONAL FILE FOR SERVICE REOCORD UPDATION

O Local Reference

Bl |Add Green Note | | =//Add Yellow Note |« « [ 11 of 1 Note(s) » »

Note # 1
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

May Kindly see attached PUC 1, realted to training certification.It is requested to add

PRIYANKA KUMART
(ASSISTANT)

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

[

)(TRecent ) Al |(Previous Notings)

by Instituze of

th Nasie Coyg

8o on

Soer

RO IR e
DE & AR (Adma- Redorms)
Admn. Bectict, -

Hane genany

Serviesss

the

Conducteq

Ena gement,

eV Delht png
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e The References screen appears on right side of noting page. Click button or B REe R e
button Fig.145:

Computer No: 28370  File No: A-19011/1/2017-Demo Subject: PERSONAL FILE FOR SERVICE REQCORD UPDATION

[ Noting | Correspondence |Draﬂ | References | Link | Details | Movements | Edit | Send Back ‘Send | Attachment | Action Details | More |

TP (" Toc | Recent | Al Previous Motings|

Ei |Add Green Note | | [2//Add Yellow Note |« 4 -1 of 1 Note(s) » » References

Choose One |v

Note # 1 O ched Date |

May Kindly === sttached PUC 1, realted to training certification. It is requested to add References Attached ~ Attached B v
feesfime & 2= 0 oy Sz s Upload From KNS
Placs cf Training -Deapartmant of Personal & Adm. Reforms, New Delhi

Type of Training- 35th basic course on Mangement service.

09/08/2017 11:50 AM PRIYANKA KUMARI
(ASSISTANT)

Fig.145

o IETIET: Browse the reference document from the system and click the button, as shown
in Fig.146:

Computer No: 33571  File No: A-11011/8/2018-Demo-DEPT-EQFFICE =] Subject: CSMRS TRAINING
[ Neting | Correspandance | Draft | Referances | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

-
2 o€ ) Recent | Al ) Previcus Notings |
Bl | Add Green Note | | 21 /Add Yellow Note |4 ¢ [ 13 of 3 Note(s) » » References
Choose Cne ¥
Note # 1 (] References Attached = Aftached B ~ Attached Date -

THIS 15 NOTING PORTION

et NIKITA NEGI 15/05/18 03:00 PM

Upload From KMS

16/02/2018 2:30 PM NIKITA NEGI

g N Upload Fi
Note # 2 € Open =] [ Uptoaa Fae |

= [ 42 |[ search Deskton 2|
-l

()0 [m peskiop »
21/03/2018 10:40 AM uu L

Note # 3 Organize v New folder B~ O @

KMS_New LenevoSharelt-win =

21/03/2018 10:42 AM W Favorites Al Adobe Photoshop Image 15 Y] Lenovo SHAREit Setup
B Desktop u Lenovo Group Limited
1# Downloads

il Recent Places }( Adobe Acrobat Document TXT File

letter ‘ % mahesh

253 KB 30 bytes

m

i Libraries Wianje Bistre (2017) toment maffice new icons
T Documents TORRENT File Adobe Photoshop Image 15
I

554KB 1.04 MB
) O Name Correcti New1
) ame Correction ) en
] Pictures B \fcrosoft Offce Word Document I8 Nicrosoft Ofice Word Document E
[ videos 105 KB 113 KB
S Iy New Employee PIMS (5) % Mew Text Document
18 Computer 325 | (Amended) TXT File
L, Local Disk (€ =l | Microsoft Office Excel Worksheet 0 bytes
s New Velume (D: = _'ﬁ new NIC Feedback Form
e ™ EEEE] Wicrasoft Office Word Document A Microsoft Office Word Document  ~

File name: letter v | AllFiles -

Fig.146
OR

o [IMEENEETNTE: The KMS reference(s) screen appears select the document and click button.

Copyright © NIC, 2018 Ver. 55_05

98




Office
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e Import KMS Document pop-up appears, click

button, as shown in Fig.147:

Computer No: 3385573  File No: 75 5-f3. 074 () /000

[2018-OFFICE OF US(DM-IT)

Subject: Sushanta New File BE.0

P

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Atta

Import KMS Document

KMS Reference(s)

Import To File: 5 H-R.0%&{(1/0005/2018-OFFICE

OF US(DM-I)

[ Previous Motings

LIt

jiome Search Title: 123
Select Name ~ Type ~ Published Date: Description: 456
-j_\‘ _eFile Uploads to KMS Foider Aug 10, 2018 05;
@ e Document Jul 17, 2018 05
& Document Jun 25, 2018 0%:
SEEIT Document Aug 03, 2016 04:39 PM
SE Document Jun 28, 2018 11:23 AM
g Document Jul 02, 2018 05:25 PM
cvds Document Jun 17, 2013 01:01 PM
pid Document Jun 19, 2018 11:39 AM
26 Document Jul 20, 2018 12:33 PM
v testile 151 Document Jun 15, 2018 D4:58 PM
rkG1 Document Aug 06, 2018 10:25 AM
RKO2T Document May 23, 2018 DS:14 AM
RKOZ Document Aug 02, 2018 09:52 AM
FRk39 Document Aug 07, 2018 10:00 AM
LMY, Document May 14, 2018 03:03 PM e

(=

28/08/2018 12:26 PM

C.G. NAIDU
(PS(PM))

B Upioad File il Upload From KM |

References

~ Attached By ~ Attached Date

C.G. NAIDU 30/08/18 03:47 PM

Fig.147

e The reference document gets attached with the working file.

e 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-11011/5/2015 Demo DEET-EOFFICE [5

Subject: CSMRS TRAINING

X

o

‘/ Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

e et A

i

Bi |Add Green Note

= |Add Yellow Note |# 4 13 of 3 Note(s) * »

Note # 1
THIS IS NOTING PORTION

16/02/2018 2:36 PM

Note # 2

21/03/2018 10:40 AM

Note # 3

21/03/2018 10:42 AM

NIKITA NEGT
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

NIKITA NEGI
(ASSISTANT)

@] References Attached

References

~ Attached B ~ Attached Date

4 letter.pdf

NIKITA NEGI 15/05/18 03:00 PM

Upload File [l Upload From KMS

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: B/0053/2018-34fft /35 Subject: fghfhfg
[ Noting | Correspondence | Draft | References - Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
Quick ot ~ | (2] 7 Internal Files oot ) Recent | AT ) Preavious Notngs | B
External Files
Last Saved 30-DB-2018 04:09:12 PM. Referred In Files Referred Files List
= Fomalsv LineHeight ~ Paragraph ~ Verdana v  FonlSizes + + File Number @i -
6 H —Q AT B~ A~ A~ & Engishe @ v 3
| ~
e W O Hil T st i/ aRorg aﬂ
Einik| anﬁaﬂﬁﬁmﬁwa%a;%ﬁ Eg‘g"r%ﬁ@%ﬁa %ubw
@] Sl 31 ded o # Al
7 St aﬁqﬁ%umwﬁw %%’ ‘mﬁ@@/
T W o S 31 S e i T S R @/ g/
Qﬁm&gj’uﬁqm } S o @ o, &1 e T
BE /i e/ IR @et / Wit gel / U= HeR Bl el B
v
< >
p Words: 18;:
=
v
Fig.149
a) Internal Files: It is used to link/delink any other file from within the Department.
b) External Files: Itis 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:
Link | . - e
e Move the cursor on tab, and click the Internal Files link, as shown in Fig.150:
Computer No: 23571  File No: A-11011/8/2018-Demo-DEPT-EQOFFICE @ Subject: CSMRS TRAINING
([Weting | Cor TOrare | [Gok] Details | < | Edit | Send Back | Send | Attachment | Action Details | More | [ Quick View |
o {'_v? [ 7o ) Rec=nt ) Al ) Previcus Notings ) o'

External Files

B |Add Green Note | | 2/|Add Yellow Note 4| Referred In Files

Note # 1
THIS 1S NGTING PORTION

16/02/2018 2:39 PM NIKITA NEGI

(ASSISTANT)
Note # 2
21/03/2018 10:40 AM NIKITA NEGI
(ASSISTANT)

Note # 3

21/03/2018 10:42 AM 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:

Computer Na: 33571 File No: A-11011/8/2018 Deme-DERT-£OFFICE 5 Subject: CSMRS TRAINING
[ Neting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More | Quick View ]
+
o € | Recent || Al Pravious Netings |
Bl [Add Green Note | | 2 [Add Yellow Wote ¥ 4 | 43 of 2 Note(s) * » Link/Delink
Choase Onz ¥
Note # 1 §
THIS IS NOTING PORTION g ~ Eile Number ~ Subject v
16/02/2018 2:39 PM NIKITA NEGL
(ASSISTANT)
Note # 2
21/03/2018 10:40 AM NIKITA NEGL
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGL
(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 2917Y ; Search
Computer No File Number Subject
‘- E 282321 A-21012/172017-Demo ADMINISTRATION WOR}
5 A-16011/1/2017-Demo- PROCUREMENT OF NEW,|
SCANNERS
- = . R LAW ENHANCEM
S N s it 2 ottt SECTIONS90A |
SRR e ; APPOINT MENT EILE OF
i . RO LW - cimis TECHNICAL ASSISTANTY
PERSCNAL FILE FOR
E 28370 A-19011/1/2017-Demo SERVICE REOCORD
- UPDATION

Artach

Fig.152

Note:

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

o The selected file gets linked with the working file, as shown in Fig.153:
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Computer No: 23571 File No: A-11011/8/3018-Diema-DERT-EOFFICE [5F Subjact: CSMRS TRAINING
|’ Neting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Detzils | Mare |
-
o [ ot | Recent || Al Previous Netings |
B |Add Green Mote | | [2/|Add Yellow Note | 4 13 of 3 Note(s) » W Link/Delink
Choose Cne ¥
Note # 1
THIS IS NOTING PORTION 10 ~ File Number ~ Subject = -1
16/02/2018 2:39 PM YT TR || B A-12011/11/2018-Demo-DECT-EQFFICE-Park(2) Training of Officeu mmmimreiune Action Details
(resmaTANT)
Attach
Note # 2
21/032/2018 10:40 AM NIKITA NEGL
(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGT
(ASSISTANT)

Fig.153
e 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:

e Select the File which needs to be delinked and click the Delink link from the dropdown menu, as shown in
Fig.154:

Computer No: 23571  File No: A-11011/8/2018-Demo-DEFT-EQFFICE I% Subject: CSMRS TRAIMING ﬁ
" Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
"
o [Fo€ ) Recent )~ AN | Pravious Notings |
Bil |Add Green Note = |Add Yellow Note ¥ 4 13 of 3 Note(s) * » Link/Delink
Note # 1
THIS IS NOTING PORTION D] ~ File Number - Subject Al Dciink '
16/02/2018 2:39 PM NIKITA NEGI 54 E A-12011/11/2018-Demo-DEPT-EQFFICE-Part({2) Training of eOffice.w ] Action Details
pemen
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.

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:
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Computer No: 23270  File No: A-13011/1/2017-Dema Subject: PERSONAL FILE FOR SERVICE REQCORD URDATION VR‘

[ Nating ‘Currespundence |Draft | References ‘Lmk | Detalls IMuvements | Edit ‘Send Back ‘Send |Attachmeﬂt ‘Mtiﬂﬂ Details | More |
L1

File Humber A-19U11!1j201?-Demo Subject PERSONAL FILE FOR SERVICE REQCORD UPDATION

Opening Date : 09/08/17 11:06 AM Remarks :

Main Category : General Sub Category :

Previous Reference : Later Referenca :

Part Files Created

Computer No  Part No  Created On v Remarks v

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-EQFFICE @ Subject: CSMRS TRAINING
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | Mare |
File Number : A-11011/8/2018-Demo-DEPT-EQOFFICE Subject - CSMRS TRAINING
Opening Date 16/02/18 02:37 PM Remarks -
Main Category - Sub Category
Previous Reference Later Reference

File Movement History

Sender ~ Sent on ~ Sent to ~ Action ~ Remarks -
NIKITA NEGI eoffce 21/03/18 10:42 AM NIKITA NEGI, eoffce Forvard

MIKITA NEGI 2offce 21/03/18 10:40 AM NIKITA NEGI, eoffce Forward

MIKITA NEGI 2offce 06/03/18 03:29 PM NIKITA NEGI, eoffce Forward DETACHED FROM FILE NUMEER:- A-11011/9/2018-Demo-DE...

MIKITA NEGI 2offce 06/03/18 03:28 PM NIKITA NEGI, eoffce Forward Attached With File No. A-11011/9/2018-Demc-DEPT-EQ...

MIKITA NEGI 2offce 06/03/18 03:26 PM NIKITA NEGI, eoffce Forward Attached With File No. A-11011/9/2018-Demc-DEPT-EQ...

MIKITA NEGI 2offce 05/03/18 10:28 AM NIKITA NEGI, eoffce Forward Attached With File No. A-11011/9/2018-Demc-DEPT-EQ...

File Close History

Action v Action By ~ Action On ~ Action Remarks ~ Approved By  Approved 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

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:

e Click ¢/

tab, as shown in Fig.157:
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Computer No: 33571 File No: A-11011/6/2018-Demo-DEPT-EOFFICE [3¥ Subject: CSMRS TRAINING

o

B |Add Green Note | | =i[Add Yellow Note [ « [T 13 of 3 Note(s) > »

Note # 1
THIS IS NGTING 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)

[(NSting || Correspondence | Draft | References | Link | Details | Movements | Edit IiS=nd Back | Send | Attachment | Action Details | More |

(Tee (TrREmmE)

Al

oo

\(rreviess Netngs)

Government of India

<-GOV

APP STORE

[ o v

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-ECFFICE

AR5 TRAIMNING

Choose one

v

[}l ChooseOne v |

Done »
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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: Itis 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 tab and select File or Receipt (as per the requirement), as shown in Fig.159:
Computer No: 23571  File No: A-11011/8/2018-Demo-DEPT-EOFFICE l% Subject: CSMRS TRAINING w
[ Noting | Cor | Draft | | Link | Details | [ Edit | Send Back | Send || Attachment]| Action Details | More | ‘
- |F"e l & ! e o G T SR

Receipt -

B |Add Green Note | | 21|Add Yellow Note |4 ¢ | 13  of 3 Note(s) » » =
Note # 1
THIS 1S NOTING PORTION
16/02/2018 2:39 PM NIKITA NEGI

(ASSISTANT)
Note # 2
21/03/2018 10:40 AM NIKITA NEGI

(ASSISTANT) 3
Note # 3 {t)

aa w
Government of India

©-GOV

] APP STORE

21/03/2018 10:42 AM NIKITA NEGI
(ASSISTANT)

Fig.159

e On selecting File link, Attached / Detached File(s) list screen appears.

e (lick button as shown in Fig.160:
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Computer No: 33571 File No: A-11011/8/2018-Demo-DER

E I% Subject: CSMRS TRAINING

File Number ¢

A-11011/8/2018-Demo-DEPT-EOFFICE
Opening Date ; 16/02/18 02:37 PM
Main Category ¢

Previous Referance :

Attached / Detached File(s)

O ~ Co.  File Number v Subject - Attached By

~ Attached Date

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

Subject : CSMRE TRAINING
Remarks :
Sub Category :

Later Refarance :

- Attached Remarks ~ Detached By

Attach File “

Detach Fle | |

v Detached Date

 Detached Remarks

v v

Fig.160

o Alistoffiles is appears select the file and click button as shown in Fig.161:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEPT-ECFFICE [BY Subject: CSMRS TRAINING

[ “INefing | Correspendence | Draft | References | Link | Details | Movements | Edit | S

A-11011/8/2018-Demo-DEPT-EOFFICE
16/02/18 02:37 PM

File Number :
Opening Dats :
Main Categery :

Previcus Reference :

Attached / Detached File(s)

(] ~ CNo. ~ File Number ~ Subject ~ Attached By

Search File For Attach

Year 2018 v

Computer No

Search

File Number
B-11011/10/2018-Damo-DEPT-

Subject

3 36645 CorrieE subject
@ c . Eéti?éé{é:;’&gm—uemwuew— Training of ‘
E 24886 ‘2;‘;%;’11"2”1E'DE"‘”'DEW' demo of SOL
E 23522 ;ggri‘ncié,’s;zol& Deme-DERT  polated o Digitisation.
: . égplp‘:égé:ﬁgﬂ-uem-“w- Traing of
E 23572 ‘égplrnég 5/2018-Demo-DEPT-  copyps TRAINING
E 33570 £ U02018 0 DI copas TRamING

=s sl

Attach

Attach File | |

Datach File

~ Detached Date

~ Detached Remarks

Fig.161

Note:

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

o The Attach File Alert window appear, enter the Remarks and click button as shown in
Fig.162:
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ft: CEMRE TRAIMNING

| Edit | S File attach alert
Search File For Attac @ Are you sure to Attach the file?
Year 2018 ¥ | Remarks | Attach File
Com o wubject
1 E z5 ubject
--------------------------------------------- Ok I Cancel raining of
= _E ______________________________ 359 | | | CH e e isanaananns
hed By 0 E z4885 EORRICE demo of SOL
IT-11011/8/2018-Demo-DEPT- L. -
E 3522 ECEEICE Felated to Digitisation.
A-12011/11/2018-Damo-DEPT- Training of
E F3723 ECEFICE-Park(1) EOFFICE . s eraeieiaenes
A-11011,/5/2018-Demo-DEPT-
E FISTZ2 ECEFICE CSMRS TRAIMNING
A-11011/7/2018-Demo-DEPT-
E F2SF0 ECEFICE CSMRE TRAIMING
Attach |
=< = 1 = ==

Fig.162

o 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-DEFT-EQFFICE @ Subject: CEMRS TRAINING

Main Category ¢

Previous Refarance :

[ Moting | Cor j | Draft | Ref | Link | Details | M ts | Edit | Send Back | Send | Attachment | Action Details | More |
File Number : A-11011/8/2018-Demo-DEPT-EOFFICE Subject : CEMRS TRAINING
Opening Date : 16/02/18 02:37 PM Fiemarks :

Sub Categary :

Later Reference ¢

Attached / Detached File(s) Attach File | Detach file
|| wCMo. ~File Number > Subiect ¥ Attached By v Attached Date ~ Attached Remarks > Detached By v Detached Date  Detached Remarks x b
| E 33893 A-12011/11/2018-Demo-DEPT-EQFFICE-Part(2) Training of e0ffice.. WIKITA NEGI 15/05/18 04:46 PM Attach File Action Detzils

Fig.163

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:
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Computer No: 33571 File No: A-11011/8/2018-Dema-DEPT-EQFFICE @ Subject: CSMRS TRAINING

R
{ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
File Number ; A-11011/8/2018-Demo-DEPT-EQFFICE Subject : CSMRS TRAINING
Opening Date : 16/02/18 02:37 PM Remarks :

Main Category ¢ Sub Category ¢
Previous Referance « Later Refarence :

Attached / Detached File(s)

aitach File | Datach Fle |
[l wCNo. ~File Number + Subject v Attached By v Attached Date ~ Attached Remarks vDetached By ~ ~ Detached Date v Detached Remar
E 39355 Ar12011/11/2016-Demo-DEPT-EOFFICE-Part(2) Training of eOffice.u NIKITA NEGI 15/05/18 04:46 M Attach File Action Details
Fig.164
o The File Detach alert window appears, enter the Remarks and click button, as shown in
Fig.165:

Computer No: 23571 File No: A-11011/8/2018-Demo-DEPT-EQFFICE @ Subject: CSMAS TRAINING ﬂ
[ Noting | Correspandence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attach File detach alert Quick View 1
FieHamber A-11011/8/2018-Demo-DEPT-EOFFICE e yousue o detch el

(Opening Date ¢ 16/02/18 02:37 PM

Vain Category : Remarks [ Detach file.

Frevious Reference : 4
Attached / Detached File(s) MahFe | | Deschfle

] wcho. File Number v Subiect VIR oy VA eV Artaehed Remarks vDetached By v Detached Date v Detached Remarks v v
[¢ £ 35995 A-12011/11/2018-Demo-DEPT-EOFFICE-fart() Training of eOffice... NIKITA NEGE 15/05/18 04:46 P Attach File Action Details

Fig.165
o The file gets detached from the working file along with the ‘Detached Remarks’ as shown in Fig.166:
Computer No: 23571 File No: A-11011/8/2018-Demo-DEPT-EQFFICE @ Subject: CSMRS TRAINING !i‘
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Detalls | More |
File umber : A-11011/8/2018-Demo-DEPT-EOFFICE Subject : CSMRS TRAINING
Opening Date : 16/02/18 02:37 PM Remarks :
Main Category : Sub Category :
Pravious Referance : Later Referance :
Attached | Detached File(s) sk || Deshie |
) wCHo. v File Number ¥ Subject v Mtached By v Aftached Date ¥ Attached Remarks vDetached By v Detached Date ¥ Detached Remarks v v
| E 35355  A-12011/11/2018-Demo-DEPT-EQFFICE-Part(2) Training of e0ffice, NIKITA NEGI 15/05/18 04:45 M Attach File NIKITA NEGI 13/05/18 04:56 PM Detach file, Action Detalls |
Fig.166
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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 Click """ "= putton, then clic Add Comment button, as shown in Fig.167:

| Computer No: 23624 File No: BSPHCL-11012/1/2018-Demo  Subject: docs

Receipts (] Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send \Atta(hmantl Action Details !Mms | Quick View
Filas =

b Gomputer No. 39624 File No.- BSPHCL-11012/1/2018-Demo
» Inbox

- Subject: docs Creation Date: 31/07118 11:30 AM
L, Subm tead Files for
Clesing Approval

» Crested Currently With RIMAN DEEP, ASSISTANT, eOffice, DEPT-EOFFICE

+ Drafts Status In Process

+ Completad

Action Details & Comments

» Parked
» Approval Regquests Initiated By RIMAN DEEP-eQfiice Initiated On 16/08/2018 03:19 PM
» Bulk Closing Initiation Remark kindly see. Initiate Action Type For Urgent Discussien
} Closed Forwarded To RIMAN DEEP-eOfiice

+ By Me

Add Comment
y Others
) Action Taken by Action taken on Action Type Action Remark
v
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.

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:

re... |

e Scroll over Mo
Fig.168:

tab 2> Close File link->Send for Approval sub-link from the action menu as shown in
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Computer No: 39624  File No: BSPHCL-11012/1/2018-Demo Subject: docs %

" Noting | Cor | Draft | [ Link | Details | | Edit | Send Back | Send | Attachment | Action Details [More | ‘
o | Close File Send for approval o'

earkFile { Close File History
B |Add Green Note | | 21|Add Yellow Note |4 ¢ 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. MyFirstJavaClass.
3. Method Name: All method names should start from lower case, if method name is made using several wiords 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
5. public static void main (String args [1): Mandatory part of every java program. T o
26028/ 1/80=§ 9.
Java Identifi Wid & <8054
lava ldentiniers:
. AR
i S Ar hoe ey o
Names used for class, methods and variables. v AT guTnhe .
g ® §TT Py

T q¥w

Java Modifiers: P 110090 1, o

1. Access Modifiers: default, public, protected, private s 3
Non-Access Modifiers: final, abstract, strictfp 5 % Broy 212 ¥ x
13/08/2018 12:35 PM RIMAN DEEP ! A58 S A —

(ASSISTANT) n TR v
Note # 2 % 7
16/08/2018 3:19 PM RIMAN DEEP

(ASSISTANT)

Fig.168

e Provide mandatory remarks and click button as shown in Fig.169:

Computer No: 39624  File No: BSPHCL-11012/1/2018-Deme Subject: docs

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

+
o i - o . i o )
Bl |Add Green Note | | [21|Add Yellow Note (¢ ¢ 12  of 2 Note(s) » » A
Note # 1 Send for Closing Approval details
Java Syntax: Computer No 3385479 File No A-11011/0032/2018-T T8 4
Subject testing gopal testing ,testing gopal testing ,testing gopal testing ,testing 24727/2017/eoffce
1. Case sensitive gopal testing ,testing gopal testing testing gopal testing , = —
2. Class Name: For all . o =]
3. Method Name: All n| | Section* hmamon:
first letter should by .
4. Program File Name: Kindly >
5. public static void m || Remarks* T B
i
- 4 Td wTH
Java Identifiers: . ¥ P
Sl & A i
Names used for class, n “T guTeRre YT Py
AR GO0 s cilpm o
Java Modifiers: IR, FSF11009 1, o
1. Access Modifiers: default, public, protected, private a1t i
Non-Access Modifiers: final, abstract, strictfp ' 1963 &% Bron o), ey Lo
S O /oy o s D, i
13/08/2018 12:35 PM RIMAN DEEP I Yy B T AY, ey 4 vy
(ASSISTANT) v e ek v v
TV N T R
Note # 2 I S J 1
16/08/2018 3:19 PM RIMAN DEEP WA T afpn oy &3 g
(ASSISTANT) T

Tarfre e Rt
TN oy

"L Y 8 Thviee
© WY 3 b iy

Fig.169

e A confirmation pop-up appears, click button as shown in Fig.170:
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Computer No: 29624  File No: BSPHCL-11012/1/2018-Demo Subject: docs m
" Noting | Cor | Draft | | 'Link | Details | | Edit | Send Back | Send | Attachment | Action Details | More | ‘
+ +
o (—oe RemES) Al ) Previeus Natings) o'

B |Add Green Note | | 21|Add Yellow Note |4 ¢ [ 12 of 2 Note(s) » » Confirmation
Note # 1 Send for Closing Approval details Do you want to send the file for Approval?
. Computer No 3385479 File No A-11011/0032/2018 @ e
e e [l e 4
B Subject testing gopal testing ,testing gopal testing ,testir, —_— 017/eoffce
e i gopal testing testing gopal testing ,testing gopa, = =]
2. Mathod Name: All 1| Section* & o
first letter should bl 5
4. Program File Name Kindly
5. public static void - smr
Remarks s —?{—n-m 80 _—
Java Identifiers: i
[caca [ oo b ISR
Names used for class, r VT guTnRre R
e 0 RN

Java Modifiers: YW, T Wit 1000, W

1. Access Modifiers: default, public, protected, private
Non-Access Modifiers: final, abstract, strictfp
13/08/2018 12:35 PM RIMAN DEEP !

(ASSISTANT)
Note # 2
16/08/2018 3:19 PM RIMAN DEEP
(ASSISTANT)
4 »

Fig.170

o The file closing approval will be submitted with the concerned approver.

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 |

Receipts

I}~ Computer No ~ File Number ~ Initiated By ~ Initiated On ~ Sender Remarks v Status ~ Reguest Tvpe ~ Approve ~ Reject ~ Remarks
Ll = ] P 28375 A-12011/13/2017-Demo NIKITA NEGI ASSTT(NG)-2Cffice 17/08/17 11:25 AM viork complatad. Panding  Closing Request Approve  Refect
b Inbox

Submitted Files for
Closing Approval

b Created
+ Drafis
+ Complated

b Parked

, Approval Requests
[£3]

b Clozed
+ By Ms

By Others
* (Hisrarchy)

-+ By Others (All)

Submitted Filas 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:
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[ Approve | Reject | View
Receipts
Files =

» Inbox

~ Initiated By + Initiated On + Sender Remarks

NIKITA NEGI ASSTT(NG)-eCffice

|| = Computer No  File Number
A-12011/13/2017-Demo

Il P 28375 17/08/17 11:25 AN

. Submitted Files for
Closing Approval

b Created
+Drafts
+ Completed

b Parked

’AppmvalRequesis
(1)

} Closed
+ By Me

By Others
(Hizrarchy)

+ By Others (All)

Submitted Files for
Reopening Approval

v Status v Request Tvpe

~ Aporove ¥ Reject ¥ Remarks

wiork completed. Panding  Closing Request Approve  Repect

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.

e 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”.

o After getting the approval, the user can closes the file by clicking on “Close” as shown in Fig.173:

[ View |

Receipts

O vﬁ?TmM = File Number

e Teatiatedlon 'ggnprnvedfka ected _ Dealing

Section

~ Approved/Refected By

PRIYANKA KUMARI ASSTT(PS)-
e0ffice

= Initiated By
NIKITA NEGI ASSTT(NG)-
e0ffice

Files =

¥ Inbox

17/08/17 11:25

L P 28375 A-12011/13/2017-Demo 17/08/17 11:40 AM eoffce

Submitted Files for

* Closing Approval

» Created
+ Drafts
+Complatad
b Parked
» Closed
+ By M2

4 By Others
(Hizrarchy)

-+ By Others (All)

Submitted Files for
+
Raopening Approval

» RMS Inbox

» Sent

W

~ Remarks- Status ~ Actior -

ok Approved [Cloze_|View Aporovers

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:

Copyright © NIC, 2018

Ver. 55 05

112



A DOGITAL WORK PLACE SOLUTION

Closing remarks

Closing remarks

Remarks *\work completed.

I OK | | Camcel

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.

o 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
_ Depariment | GOVT v Section | eOffice v Classified | Select Classified v
Files =
b Inbox Computer No File Mo
, Submittad Files for
Clozing Approval Subject Closing Date = i3]
» Created
+ Drafts File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
+ Completed
b pared
b Closed Computer No ~  File Number ~ Subject ~ Closed on - Closing Remarks - - -
+ By Me Izsa?s P A-12011/13/2017-Dema APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM wiork completed, Re-ooen Recerd
, B Others
(Hizrarchy)
+ By Others (All)
Submitted Files for
+
Reopening Approval
» RMS Inbax
» 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.
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Note:

Refer Park File link mentioned under More Action tab of Inbox sub-module.

d) Park File 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.

o 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:

e Select the receipt and click Attach With Another link from the dropdown as shown in Fig.176:

Corraspondence | Link | Movements | Datalls | Edit | Send Back | Send | Dispatch | Convart File | Attachment | Action Datalls | More..,

List of Corr,

Receiot/Issue No, - Sublect

4595/2017/a0fica PROCUREMENT OF NEW SCANNERS FOR BOFFICE

d

espondences and Issues

pucz

146287301 7/20H FINANCE RELATED MATTER

AAAAA

Fig.176

o A offiles appear, select the File and click button as shown in Fig.177:

Create File

Search File To Attach
Year| 2017 v Search
C ut 3 S
ij"’:gere’ File Number Subject
y APPOINTMENT FILE OF TECHNICAL
P 28375 A-12011/13/2017-Demo ASSISTANTS
A-16011/1/2017-Demo- -
- 23425 Volume-:_2_n PROCUREMENT OF NEW SCANNERS

Fig.177
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Note:

The list contains files which are presentin ‘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: Itis 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-16011/1/2017-Demg Subject: PROCUREMENT OF NEW SCANNERS
‘ Correspondence | Link |Movements | Details | Edit | Send Back | 'Send | Dispatch | Convert File  Attachment |'Action Details | More...
g
File Number A16011112017-Demo Subject: PROCUREMENT OF NEW SCANNERS
Opening Dale 09/0817 04:08 PM Remarks
Main Category General Sub Category :
Previous Reference Later Reference
I File Movement History &) Print History
||[Sznder ~ Sent on ~Sent to ~ Action ~ Remarks
PRIVANKA KUMAR? eoffce 09/08/17 04:09 M NIKITA NEGI eoffee Forvard
File Close History
Action ~ Action By » Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks
File Dispatch History
Dispatch Numbsr v vSubject ~ 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
| Carrespondence  Link | Movements [Datails | Edit | Send Back | Send | Dispatch | Convart File | Attachment | Action Datails | Mor=... [ quick view |
L
File Number A-16011/1/2017-Demo PROCUREMENT OF NEW SCANNERS
Opening Date 09/08/17 04:08 PN
Main Category : General :
Previous Reference : Later Reference :
Part Files Created
|
Computer No ~ Part No ~Created On ~ Remarks

~ Subject ~Type ~ Timestamp
PPROCUREMENT OF NEW SCANNERS FOR EOFFICE puc2 8/9/17 3:55 M DISPATCH
FINANCE RELATED MATTER 8/11/17 12:14 PM DISPATCH
Dispatch Movement History
|
Dispatch Number, ~ Subject ~entto ~ Dispatch Date ~Sent 8y ~ Dispatch Mode ~ Remarks
Tinked Files
|
~ File Number ~ Subject
£ A:21012/4/2017-Demo 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: Itis 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 .
e C(lick the tab, as shown in Fig.180:
Computer No: 25002 File No: B-13013/3/2017-Demo- DEPT-EOFFICE Subject: Office procedures ﬁ_-
[ Correspondence | Link | Movements | Details | Edit | Send Back | sendl Dispatch | Convert File | Attachment | Action Details | More... ‘

File Number B-13013/3/2017-Demo-DEPT-EOFFICE Subject Office procedures
Opening Date * 04i09/117 02:09 PM Remarks

Main Category : ACR Sub Category © GPF Withdrawal
Previous Reference Later Reference

File Movement History

Sender ~ Sent on ~ Sent to ~ Action ~ Remarks

RIMAN DEEP,=offca 04/09/17 02:10 PM PRIYANKA KUMARI, =offce Approved Kindly se=

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

m

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* Mew/Fresh v Classified Choose one M | Postal & Out Register Details
Draft Nature Choose One v | Prefix Choose One v Postsl Mode Choose One +|  Postal Charge
Language* English v I Sanclion Medium Choose One T Weight

PROMOTICN FILE GROUP A
Subject - p Mode Number
Totzl 1000 | 578 characters left. Peon Book No Peon Mame Choose One v

Communication Details Cut Date Out Time
Ministry Choose one v Delivery Date i3] Delivery Time
Department Choose one B Delivery Status Choose one v
Name Designation Dispatch By Self | Dispatch By CRU
Organization
Address 1+
Address 2
Country INDIA A State Andaman & Nicobar Islan *
Ccity 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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Opening Date
Main Category
Previous Reference

File Movement History

Computer No: 3385553 _File No: D-16015/0005/2018-ifibd /3% 7 49 (38755 )
[ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... |

Subiect; teday

09/08/17 04:08 PM
General

Remarks
Sub Calegory
Later Reference

B4 Print History

Sender

PRIVANKA KUMARI eoffce

File Close History

~ Sent on

09/08/17 04:08 PM

~Sentto

NIKITA NEGI, eaffee

~ Action

~ Remarks

Forward

Action ~ Action By

File Dispatch History

~ Action ©n ~ Action Remarks

~ Approved By

~ Approved On

~ Approved Remarks

Dispatch Mumbsr

- ~ Subiact

~ Address

~ Dispatch Date

2. Upload scanned copy of correspondence/Issues (if correspondence or issues are attached in

Fig.182

file), and scanned copy of Noting (if required),

3. Click (

Convert

) button ,as shown in Fig.183:

Computer No: 29002  File No: B-13013/3/2017-Dame-DERT-EOFFICE

Subject: Offica proceduras

[

( 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-EOFFICE Subject Office procedures
Opening Date 04-09-2017 Remarks -
Subject Categary ACR
Receiptissue No. Type Subject Attached On
32582/2018/20ffce PUC1 Kindly see 13-05-2018
Noting

Upload Noting

Upload

m Convert I Preview

Note: After initiating conversion process(save/convert) it can not be undone

Fig.183

physical

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 fo convert this file?

24595/2017/eoffce

PUC1

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
PROCUREMENT OF NEW SCANN. 11-08-2017 24595/2017feoffee. pdf  Uploa

Noting

Usioad

Noting.pdf

e o e
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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:

== ieoiui/zeis oeme PROCUREWENT OF NEW SCANNERS Coneral NIKITA NeGT Toeey 003 |

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.

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.
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Note:

Refer Park File link mentioned under More Action tab of Inbox sub-module.

d) Park File 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 d | 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 : I T
_ [Erm s
Main Category: General Sub Category : e
Previous Reference : Later Reference : | Merge Files
| Merge Details 1 =

File Movement History Print History
Sender ~ Sent on ¥ Sent to ~ Action ~ Remarks V
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 |

File Dispatch History
Dispatch Number v v Subject ~ Address ~ Dispatch Date 2

Fig.186
Note:
Refer to Create Volume module for the process.
- . . . oy )
f) Merge Files: Itis 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 C(lick the Merge Files link from the drop down, as shown in Fig.187:
Computer No: 28375  File No: A-12011/13/2017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS ﬁ
‘4 Corr d | Link | | Details | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Action Details | More... | ‘
Close File ( By
Park File |
File Number : A-12011/13/2017-Demo Subject: ~EOF TECHNICAL ASSISTANTS
Park File History
Opening Date : 09/08/17 12:50 PM Remarks : . S
Main Category: General Sub Category : createvalime
Previous Reference : Later Reference : i
Merge Details ‘ .

File Movement History Print History
Sender ~ Sent on v Sent to ~ Action ~ Remarks 52
PRIYANKA KUMART, 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 >

File Dispatch History
Dispatch Number il ~ Subject ~ Address ~ Dispatch Date o

Fig.187
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e  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 v -
Ol P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARI x
Merge
Search File(s) To Merge
Year| 2017 v Search|
J Computer Number File Number Subject
I@ P 28450 A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE I
P 28425 A-16011/1/2017-Demo-Volume(2) PROCUREMENT OF NEW SCANNERS
<= < {==>
Fig.188

e 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:

Merged File(s)

Main = Mumber w Subject « Sender i d -
@ P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYVANKA KUMARI .t
P A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE .

| Merge |

Search File{s) To Merge

Year I201 7| Search|
Computer Mumber File Mumber Subject
@ P 28450 A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE
0 P 28425 A-16011/1/2017-Demo-Volume(2) PROCUREMENT OF NEW SCANMERS

B B
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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

Vs

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:

Computer No: 28375  File No: 4-12011/13/2017-Demo~ Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS
' Correspondence | Link | Movements | Detals | Edit | Send Back | Send | Dispatch | Convert Fle | Attachment | Action Detals | More... |

File Number A-2014/4312017-Demo Subject APPOINTMENT FILE OF TECHNICAL ASSISTANTS

(pening Date 00/0847 12:50 PM Remarks

Main Category General Sub Category .

Previous Reference: Later Reference

Merged File(s)

SNo v ComputerNo v Number v Subject v MergedBy v Merged On v DeMergedBy v DeMergedOn v Actionf v Action? v
|1 2450 A1011162017-Demo TARECRUITMENT RELATED FILE NIKITANEGI 1408171230 PM - De-Merge Me[geWﬂhAnother|
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.
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e View Approvers (Y=wfeerovers) Jink includes the list of approving Officer(s) in the section/ division, as
shown in Fig.192:

|’ View | ‘
Receipts
Computer Approved/Reiected _ Approved/Rejected _ Dealin -
Files o [ ~52mREE - e Number ~ Initisted By~ Initiated On &= ! oo cead ~Remarks ~ Status ~ Action - T
» Inbox (24) [] P zzeaz98 gopalsfeofileB-01-Veluma(2) :"‘“ e ;»‘A’”'“” USitt C.G.WAIDU PS(PM)  31/07/18 03:16 PM T i =M g8 gga Approved Close View Approvers
mitted Files for || € 3384205 gopaltestingefilesectionuise : o o s ;mvm 0311 oG wAIDU PS(PM)  31/07/12 0ZiaE PM T 3N 9g gag Approved Close View Approvers |_
Submitted Files for E
Closing Approval | [ ¢ 33gaa83 testingaqopalfile-1003 N K 3 o o ;m”lﬁ 03111 6. NAIDU PS(PM)  31/07/18 03:18 pM T i B oo gga Approved Close View Approvers
Created Ead : u
b Crests [F] E 3384473 A-11011/0019/2018-1 ¥ K3 o 31/07/18 03511 & i Pending Cancel View Approvers
-+ Drafts ;ﬁ om
[[] & 3284483 78-010003/0002/201 8- 77 K 3t 3% 31/07/18 03111 o m F Pending Cancel View Approvers 3
-+ Complated 1 PM B —
) Parked [[] & 3z84592 gopalsfseFile-1005 . < o s i’t‘mvm 03111 & i F=m Pending Cancel View Approvers
} Bulk Closing [[] P 2284887 QopalsfsPFile-101-GA . < o o o i’t‘mvm 0311 o i Fw Pending Cancel View Approvers
» Closed [[] E 2282848 D-18/0004/2017-1 ¥7 N i< o o 31 ;Ln/ﬂvlﬁ 03:08 & i Panding Cancel Wisw Approvers
+ By Me =4 . .
[ e 32385263 A-11011/0012/2018-0 TH-MHA : <o s ::”7“5 OM03  C.G.MAIDU PS(PM)  27/07/18 01:06 PM Tt Fmm 5555555555 Rejected Move to inbox View Approvers
8y Others
- : %
(Hierarchy’ £ 2385128 18-1005(003)/0001/2018-1 Ta-MHA C.G. HAIDU PS(PM 27/07/18 01:06 PM i Ew 5555555555 Rejectad Move to inbox View Approvers
i hy) #® j‘ﬁ}(&fﬂllﬂ&m i;/mns o01:05 077 & " b
By Others (All Bl : “
» By Gthers (A1) [ e 3385201 gopalsfesFile-1101-01 N <om s 20/07/18 03:04 & i Panding Cancel View Approvers _
Submitted Files for
+Reopening
Approval
R LEGEND Priority M Out Today B Most Immedist= B Immadiate & Action Initiated £1 Other Department By Files with Draft [} Draft Note Yellow Note External Files
3 nbox
» Sent Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission b
Annual Proparty Raturn
} Conversions

Fig.192

The action tab provided in Submitted Files for Closing Approval is discussed below:

1. View: Itis 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).

i
‘ View |
Receipts
Approved " . A d/Rejected A d/Rejected Deali
mber ~ Initiated By ~ Initiated On - oporovedtelecied  , Adorovedielecet , Jedind ~ Remarks Status ~ Actior™ 1
Files =] Pending By On Section
} Inbox Rejected 1/1/2017-Demo :g;:z:NEGI ASSTT(NG)- é;jﬂs/l? 03:38 eoffre Pending Cancel View Approvers|
Submitted Files for]
oo All
Closing App
} Created
+ Drafts
+ Completed
} Parked
} Closed
4+ By 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 : 24/06/2014 To 17/08/2017
Receipts = | Send | View | Create Volume Hierarchical View My Files -

Files = O ~ Computer No ~ File Number - Subiect ~ Subject Cateqory ~ Created On ~Remarks |
» Inbox I:l E 28431 A-21012/1/2017-Demo ADMINISTRATION WORK - 11/08/17 03:29 PM
Submitted Files for D P 28425 A-16011/1/2017-Damo-Volume(2 PROCUREMENT OF NEW SCANNERS General 11/08/17 11:55 AM

Closing Approval

} Created

-+ Drafts

+ Completed

» Parked

} 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 ® ‘ Send | View | Create Volume‘ Hierarchical View| My Files v
Files g0 P | File Number v Subject v Subject Cateqory v Created On * Remarks
¥ Inbox [ [Beonic] |A-21012/1/2017-Demo ADMINISTRATION WORK : 11/08/17 03:29 M

, Submitted Fles for| ] Al 4-16011/1/2017-Demo-Volume[2) PROCUREMENT OF NEW SCANNERS General 11/08/17 11:55 AM

Closing Approval
} 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: Itis 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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Parked

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 (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
Clesing Approval

Parked Files

Un,

park

Due As On Date

Due Today
Due Date Elapsed

Due Between Date Range
Due Date Yet To Gome

Nature | All

R Computer No Dus As On Date Subject Parling Dus Date ~ Parking Remarks
] 33esse P 122 26/07/2018 tasting gozal file.. testing gopal fils.. tasting gopal file.. tasting gopal fils.. Edit Dus-Date
-+ Drafts
] a3es2e2 £ b 2oy gopal sfs eFile-12-0121 gopal sfe =Fil=-12-0121 26/07/2018 gepal parking file.. Edit Due-Date
+ Completed
| 3385053 P DS 28-16011/0001/2016-OFFICE OF US{DM-II)-MHA sahooo 1 05/07/2018 3r Edit Due-Date
] 2383476 € DIB-8012/1/2018 Dirsctor (Aarnd?)-0/o Pr. Secy(Home) Kirti Flle 5068 15/02/2018 0000 Edit Due-Date
Approval Requasts.
¥ (az) | 2383222 P C-17/0001/2018-OFFICE OF US(DM-11), SSSatru 15/08/2018 1z Edit Due-Date
» Bulk Clasing | =zzezzom P H-12/0002/2018-% 77 Satru 112 15/01/2018 dd Edit Due-Date
» Closed ] 3383227 P DSJS F-11/0002/2018-OFFICE OF US(DM-II ttttttttttittttest 15/01/2018 ff Edit Due-Date
+ By Me | 3282049 E EH-PHO20CG03/0003/2017-F 71 Satru 111 28/12/2017 fifffifEffinal Edit Due-Date
,?:,0'“{‘5) | 3282818 E DS 20/13/18/0001/2017-1 78-Dart(2] Good 12345 24/11/2017 wewadaw Edit Due-Date
iersrchy
] 3382479 P DIB-B014/4/2017-Director (AandP)-Ofo CEQ-DJB Kirti File 4051 19/10/2017 Edit Due-Date
+ By Others (All)

PPy p—— J0a) .
cubmitsed Files for | 33e21358 P 78/0001/2017-§c3Hc a1 28/03/2017 r Edit Due-Date
Reopening Approval ] 2382132 E Bf14/0028/2017-PM section BANKINK FILE 13/09/2017 123456789 Edit Dus-Date

» RMS Inbox ] 3382089 P DS 5/12/13/0001/2017-OFFICE OF US(DM-IT) Sstru tast filsl 15/03/2017 123 Edit Dus-Dats
» Sent ] 3381825 E DIB-B/18/2017-EE (PLANNING)W-IIT 22536536566665+ 1313 15/05/2017 Sra Edit Dus-Dats.
» Conversions ] 3379538 E Testingi1234 wi2 08/03/2017 0021 Edit Due-Date
+Drafts T 3281695 E DSIS F/11/0036/2017-PM section File Fils 1 24/08/2017 erer Edit Dus-Date
+ Completed ) 3381283 P GR/27/11/0013/2047-PM section Satru321 24/08/2017 sd Edit Due-Date
» Bhysical Fils
Fig.196
e The action tabs available on parked files are shown in Fig.197:
Parked Files
Receipts
Status | All v Nature | All v
Files =
b Inbox Search
Submittad Files for
+ N
Clazsing Approval
} Created [l Computer No w v File Number  Subject ~ Parking Due Date ~ Parking Remarks A4 i
-+ Drafts |8 28373 E C-13011/3/2017-Demo LAW ENHANCEMENT SECTION 304 18/08/2017 WORK COMPLETED Edit Due-Date
+ Complated

b Closed

By Me

By Others
* (Hierarchy)

-+ By Cthers (All)

Submitted Files for
+
Reopening Approval

a) Edit Parking Due-Date:

Fig.197

To edit the due date, perform following steps:
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o (Click E2=Bu=Dat= )iy The Edit Parking Due Date Confirmation box appears as shown in Fig.198:

Edit Parking Due Date Confirmation

Do you want to modify the parking period of the selected file?

Computer .Mo  File No. Subject Parking Due Date
28378 C-13011/32017-Demo | LAV ENHANCEMENT SECTION 20A 18/08/2017
Extended Parking Due Date* 18/08/2017 =

Fig.198

e Select Extended Parking Due date from calendar icon 3] and Click button as shown in Fig.199:

N
IEdit Parking Due Date Confirmation

Do wou want to modify the parking period of the selected file?

Computer .No © File No. Subject Parking Due Date
28378 C-13011/3r2017-Demo LAW ENHANCEMENT SECTION 90A 187082017
Extended Parking Due Date* 18/08/2017
[<][>][August w2017 %] ok J| cancer
Wieek Mon Tue Wead Thu Fri Sat Sun -
31 1 z 2 4 5 6
il T 2 o 10 11 1z 13
332 14 15 16 17 12 192 20

34 21 22 23 24 25 26 27
35 23 28 30 31
Fri. 15. Aug 2017

Fig.199
a) The due date will be extended.

b) UnparkFile:

To Unpark File, perform following steps:

o Select File(s) and click Unpark |ink The Unparking Confirmation box appears as shown in Fig.200:
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Unparking Confirmation

a FRaemarks -~

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 Click Parking Notifications icon, the Notification pops up is displayed.

¥ Due Ason Date

e (lick link as shown in Fig.201:
e@ffice I
e S p . O 0 &
T |Date Range : 12/07/2014 To 04/09/2017 , [}

Receipts = | |[ Receive 'Send Back Send View Move To More | My Files_ [=] |
Files = /= ~ Computer No~ File Number - Subject ~ Sent By ~ Sent On ~Due On ~Read On - Remarks
» Inbox D - P 25002 B-13013/3/2017-Demo-DEPT-EOFFICE Office RIMAN DEEP,eoffce 04/09/17 02:10 PM  30/09/17 04/09/17 02:16 PM 2

_, Submitted Files for| [] E 28389 A-19012/1/2017-Demo Personal File of Usert  PRIVANKA KUMARI eoffce  10/08/17 12:55PM - 10/08/17 12:56 PM =

Closing Approval

» Created

- Drafts

+ Completed
» Parked
» Approval Requests
» Closed

, By Others

(Hierarchy)
+ By Others (All)
e
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

I Y v vt - O ©

Parked Files » Due As on Date (1)
Receipts = =
Statug | Due As On Date Nature | Al
Files =] E]
Submitted Files for Hioe Tidey
AT
Closing Approval Unpark Due Date Elapsed
¥ Created [[] computer No| | Due Between Date Range ~ Subiject ~ Parking Due Date ~ Parking Remarks - -
- Drafts [[] 28378 Due Date Yet To Come LAW ENHANCEMENT SECTION 90A 04/09/2017 done. Edit Due-Date
W Completed 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.

e 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:

'|‘ Approve | Reject | View

Receipts =
~ Computer Mo~ File Number ~ Initiated By ~ Initiated On ~ Sender Remarks  ~ Status ~ Reguest Tvpe ~ Approve ~ Reject ~ Remarks

E— = ¢ ze37s AE2001G30iT-Dame  NIKITANEGI ASSTRONG-effice 17/08/17 1125 A0 orkcompleted.  Pandin  Closing Reauest | Aparmen  Foier |

» Inbox

Submittsd Filas for
* Closing Approval

+ Complatad

b Parked

Approval Requests
es)

b Closed

By M=

o By Others
(Hisrarchy)

By Gthers (All}

, Submitted Files for
Reopening Approval

b RMS Inbox

Fig.203

e 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:

Approve | Reject | View |
Receipts @ |
[0 ~ Computer No ~ File Number ~ Initiated B ~ Initiated On ~ Sender Remarks ~Status  ~ Request Tvpe ~ Approve ~ Reiect +|Remarks
s = £ 3381131 A-12011/13/2017-Deme NIKITA NEGI ASSTT(NG)-eOffice 17/08/17 11:25 AM work completed. Approved Reopening Request  Approve  Reject |[E]
LEGEND Priority Ml OutToday M Most Immediate Immediate & Action Initiated i Other Department [ Files with Draft [E} Draft Note
Yellow Note External Files
Fig.204

Once the Approver, Approve or Rejects the file:

e 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”.

e 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 3}
— ® Approved File(s) for Closing
Files =
} Inbox (1) Nature All A Computer No File No
Submitted Files for || gybject Creation Date Last Movement Date i3l
Closing Approval
» Creatsd File Heads Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
+ Drafts
» Complated Search
» Parked + Computer No  File Number  Subject  Created On  Created By  Last Movement On v 4
» Approval Requests E 3382552 €/13/0025/2017-0/0 of HS(MHA) Testingh 31/10/17 03:52 PM C.5 BHATT 12/02/18 06:23 PM
Bulk Closi
F E 3383044 B/0061/2017-0/0 of HS{MHA) File 111 27/12/17 05:22 M C.5 BHATT 12/01/18 11:31 AM
Closed
» Close el E 2384459 A/0023/2018-0/o of HS(MHA) chk for note missing 09/05/18 02:18 PM bipin 09/05/18 02:42 PM
+By Me
E 3384539 C-12/0010/2018-0f0 of HS(MHA) xevxevx 16/05/18 11:54 AM bipin 16/05/18 11:54 AM
By Others
* (Hierarchy) E 3334854 Aj0040/2018-0/a of HS(MHA] note test 23/05/18 04:10 BM bipin 23/05/18 04:10 BM
+ By Others (All) E 3384871 B-11/0005/2018-0fo of HS(MHA)-MHA vivek testing 18/06/18 12:33 PM bikram 18/06/18 12:54 PM
Submitted Files for
+ i
Reapening Approval || po oo ork Done
b RMS Inbox Submit
p Sent
4
» Conversions
+ Drafts

e 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 = .
= o] Department | GOVT Section | eOffice Classified | Select Classified v
iles = A
» Inbox Computer No File No
, Submitted Files for
Closing Approval Subject Closing Date [ i3]
» Created =
*Diafts File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
+ Completed
e
» Closed c No ~ ~ File Number ~ Subject v Closed on ~ Closing Remarks - 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

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.

File Reopening Process

If a file needs to be re-opened, click the “By me” link as shown in Fig.207:
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Search for Closed Files (By Me)

Receipts
Department | GOVT v Section | eOffice v Classified | Select Classified v
Files =]
» Inbox Computer No File No
N Submitted Files for
Clasing Approval Subject Closing Date i
¥ Created
+ Drafts File Heads | Select Basic Head v Select Primary Head T Select Secondary Head v 3elect Tertiary Head v
+ Completed
b Parked Search
b Closed Computer No ¥ File Number ~ Subject + Closed on + Closing Remarks A b
28375 P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM wiark completed. Re-open Record
, By Others
(Hizrarchy)
+ By Cthers (All)
Submitted Files for
+
Reopening Approval
Fig.207
: Re-ocpen y; : :
Select the file and click the link as shown in Fig.208:
Search for Closed Files (By Me)
Receipts
Department | GOVT A Section | eOffice A Classified | Select Classified A
Files =l
» Inbaox Computer No File No
Submitted Files for
Closing Approval Subject Closing Date im]
¥ Crested
» Drafts File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
» Complatad
b Parked
b Closed Computer No ~ = File Number ~ Subject ~ Closed on ~ Closing Remarks - -
28375 P A-12041/13/2017-Deme APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM work completed. Record
By Others

(Hisrarchy)
+ By Others (all)

Submitted Filas for
Reopening Approval

Fig.208

e Reopening confirmation pop-up appears. Click as shown in Fig.209:

Receipts
Files =]
b Inbox

, Submitt=d Files for
Closing Appraval

¥ Created

+ Drafts

» Complated
¥ Parked
» Closed

+By Me

LBy Others
(Hisrarchy)

» By Others (Al])

Submitted Files for
Reopening Approval

Search for Closed Files (By Me)

Confirm

Department | GOVT

Computer No

Subject

9

You are not privileged to reopen the file. Approval is required to reopen the file. Do you want fo

request for reopening approval?

File Heads | Select Basic Head

Computer No ¥ v File Number

28375 P A-12011/13/2017-Demo

v Select Primary Head v

~ Subject
APPOINTMENT FILE OF TECHNICAL ASSISTANTS

Select Secandary Head

¥ Closed on

17/08/17 11:43 AM

Select Classilied v
v Select Tertiary Head v
~ Closing Remarks A - -

wark completad. Rz-open Record

Sending for Reopening Approval details screen appears. Enter the remarks and click

Fig.209

A confirmation pop-up appears. Click the OK button as shown in Fig.210:
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Search for Closed Files (By Me)
Receipts Confirmation
Department |MHA section |lﬂwﬂﬁ&h |z|
Files = Do you want to send the file for Approval?
» Inbox [24) Computer No | ] @ ]
Submittad Files for Subject | ]
IS IS

Clesing Approval

b Crest=d File Heads | Select Basic Head [z]  [selectPrimary Head [x]  [selectsecondary Head [x]  |selectTertiary Head [=]
-+ Drafts E
+complaas
b Parkad Showing 1 to 15 of 79 <<<123456222
» Bulk Closing ComputerNo  ~ ~ File Number ~ Subiect ~ Closed on ~ Closing Remarks - - -
» Closed 3384196 E B-i4/0017/2018-% wm test file right side 08/08/18 12:05 PM test test123 Re-open
-+ By Me 3384835 P 10-A1 gopal sfs p file -10-A1 08/08/18 12:04 PM ss565656A Re-open Record
By Others 3385472 E 78-010003/0002/2018-OFFICE OF US(DM-II] Satou il 080818 12:02 PM dd Re-open
(Hiararchy) 3384882 B dupfilei0l Send for Reopening Approval details 116 PM gg g 88 Re-open Record
+ By Others (All) 3381288 £ F/16/0005/2017-PM section Computer No 3382196 File No B-14/0017/2018-9 T8 +16 PM a5 g gas Re-open
. i:::‘;‘:;ﬂ‘g”“ for|| 3382657 £ TEW/R/THm/0008/2017-0 T Subject test file right side 12 BM EERLE] Re-open
Approval 3383009 E ME-18/0001/2017-t 75 Section* ot 112 PM ag gag Re-opan
R 3383838 £ A-11011/0008/2018-d1 @ 112 oM a5 gag Re-open
» Sent 3385324 P D'lEUlE{UUU4[2ULE'm TH-MHA Remarks® :40 PM Re-open Record b
» Conversions 3381554 E C/12/0060/2017-PM section :13 PM hhkhkhkhkk Re-open
 Drafts 3382229 E iﬁa 103/0005/20 17-d ey :13 PM hhkhkhkhkk Re-open
s 3382251 E ylsuguuugzm)-\ﬂ o 12 PM hhkhkhkhkk Re-open
3383521 E ZZ227Z2277722771 111 PM 122 Re-open
» Physical File Bl
3283581 E DS 5-13/0001/2018-OFFICE OF US{DM-II) T T 111 PM 123 Re-open
Create New (Nen
*5rs) 3385197 E gopal-testing-01-Part(1} gopal- testing -01 27/07/18 01:10 PM ghghg Re-open

-+ Create New (SFS)

b Electronic File

Fig.210

e File(s) which have been submitted for Reopening Approval can be viewed under “Submitted Files for
Reopening Approval” list as shown in Fig.211:

| View
Receipts
~ Computer No~ File Number ~ Initisted B ~ Initiated On ~ Approved/Rejected By~ Approved/Rejected On~ Dealing Section~ Remarks= Status ~ Action~ 1
doce = P 28275 A-12033/13/2017-Deme  NIKITA NEGI ASSTT(NG)-2Office  18/08/17 12:01 PM acffce Pending Cancsl |Visw Aporovers
» Inbox

Submitted Files for
* Closing Approval

» Created

+ Drafts

+ Complated
» Parked
¥ Closed

» By Me

By Others
(Hizrarchy)

+ By Others (4ll)

Fig.211
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 ‘Move to Inbox/ Cancel/ Move to Close’ corresponding to
Approved, Pending and Rejected.

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 ): [tis used to draw back a sent file, which has not been received/ opened by the recipient in his/ her
Inbox (Fig.239).

initiate Acten . It 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 = ‘I@I |

Files 2 O ~ Computer No ~ File Number v Subject ~ Sent To ~ Sent on ~ Currently With ~Due On ~ -

» Inbox O E 28378 C-13011/3/2017-Demo LAW ENHANCEMENT SECTION 90A  PRIVANKA KUMARIeoffce  18/08/17 04:26 PM  PRIVANKA KUMARI2Office - 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 NEGI,eOffice - Initiate Action

* Closing Approval
» Created

+Drafts

+ Completed
» Parked
» Closed

+By Me

2By 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 M) button, then files moves under this module.
To complete the process of conversion on a draft, user has to perform the following steps:

o C(lick Drafts under Conversions sub-module, the list of files appears as shown in Fig.213:

Receipts (] l ‘
eceip
Computer No. - Fila Number ~ Subject ~ Subject Cateqory
i g
= = |23555 £-11013/6/2017-Demo post creation - |
b Inbox
+Suk:lrnittsd Files for
Clasing Approval
¥ Created
+Drafts
+Completed
¥ Parked
b Closed
+By Me
SBY Others
(Hierarchy]
« By Others (Al
Submitted Files for
+Reopening
Annroual |

Fig.213
e (lick File Number in the list, the draft file opens up as shown in Fig.214:
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Computer No: 23002  File No: B-13013/3/2017-Demo-DEPT-EQFFICE 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/eofice PUCH Kindly see 12-05-2018 Unload
Noting
Upload Noting Upload
B
Note: 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.

e C(lick button in order to complete the file conversion Fig.215:

Computer No: 25656 _File No: A-11013/6/2017 Deme Subject: post ereation
" 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/ssue No. Type Subject Attached On
Noting

Uplozd Noting

el L]

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.

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:
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Computer No. ~ File Number - Subject ~ Subject Category - Converted By ~ Converted On ~Rematks -
i 5 |2as79 A-16011/1/2017-Demo PROCUREMENT OF NEW SCANNERS General NIKITA NEGI 11/08/17 05:05 BM Cunverted|
b Inbox

ﬁuhmmad Files for
Closing Appraval

b Created
+Drafts
+ Completed
¥ Parked
b Closed
+ By Me

By Others
(Hierarchy)

+By Others (Al)

Submitted Files for
+ Reopening
Aporoval

Fig.216

o 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 (lick the Create New (Non-SFS) option under Physical File.

e The File Cover Page screen appears as shown in Fig.217:

EM M Y Y - Eeu

Choose one I~

™) Choos=one |

Continue Working >

Fig.217
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o Enter the necessary details on the File Cover Page and click the I

button as shown in
Fig.218:

RECRUITMENT RELATED FILE

Establishment Matters ’

] Choose One |

Continue Working »

Fig.218

o 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: A-12011/30/2017 Demeo Subject: RECRUITMENT RELATED FILE |
‘Correspondence | Link | Movements | Details. | Edit | Send IDispah(h ‘Cﬂnvert File IAtta(hment | More...
File Number : A-12011/30/2017-Demo Subject RECRUITMENT RELATED FILE
Opening Date 18i08M7 05:02 PM Remarks.
Main Category Establishment Matters Sub Category Recruitment
Previous Reference : Later Reference :
File Movement History 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
Dispstch Number - ~ Subjact ~ Address ~ Dispstch 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: Itis 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.

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.
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Note:
Refer to More tab under File Inbox (Physical File Action Tabs) sub-module.

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:
o (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 | |

] Choose One |

Continue Working »

Fig.220

e Enter the necessary details on the File Cover Page and click button, as shown in Fig.221:
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15012/2017- WELFARE

Choose one

Choose One

] Choose One |

Continue Working »

Fig.221
o The file gets created, as shown in Fig.222:

ter No: 28662 File No: 15012/2017-WELFARE Subject: WELFARE RELATED

Correspondance | Link | Movemants | Datails | Edit | Send | Dispatch | Convert File | Attachmant | More... m
g
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 = Action ~Remarks -
File Close History
Action ~ Action By ~ Artion On ~ Action Remarks ~Approved By ~ Approved On ~ Approved Remarks v
File Dispatch History
Dispatch Humbar ~ v Subject ~ Addrass ~ Dispatch Date -

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
Itis 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

e The File Cover Page screen appears as shown in Fig.223:

[ch v @ ch v i cn v M cn v i WZo:7 Wl oemo v |

™Y Chooseone v |

Continue Working »

Fig.223

Continue Working »

e Enter the necessary details on the File Cover Page and click button to create a new electronic

file as shown in Fig.224:
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X521 Pl 2 R . | Demo_ v |

RECRUITMENT RELATED FILE

Establishment Mattars Ad

[_J| ChooseCre T

Continue Working »

Fig.224

o The file gets created, along with a unique file number based on the selection of heads, as shown in Fig.225:

mputar NaT T8E77  Tie WeT AIZ01i/32/Z017 Darme Euect RECHUTTIENT RELATED TICE |
Noting | Carrespondance | Draft | Referances | Link | Details | Movemants | Edit | Send | Attachmaent | More |

-

Bi | Add Green Note | | 11| Add vellaw Note |

Fig.225
There are 11 different action tabs available on a file after the Electronic File is created:

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.
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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).

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.
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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.

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 (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

™ choose one |

Continue Working »

Fig.226

e Enter the necessary details on the File Cover Page and click button, as shown in Fig.227:

Copyright © NIC, 2018 Ver. 55_05

148



e@ffice

A DIGITAL WORK PLACE SOLUTION

A-22012/2017- Establishment

TA RECRUITMENT RELATED FILE

Establishment Matters

L] choos=on= |

Continue Working »

Fig.227
e The file gets created, as shown in Fig.228:

Fig.228

Note:

User can perform same operations on a file as explained in Create Non-SFS file of the Electronic File Section.

Copyright © NIC, 2018 Ver. 55_05

149



Office
A DIGITAL WORK PLACE SOLUTION

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 rowse File

Choosze one A
Choose One hd

||| choos=Gne 7|

Create Part

Fig.229
e (lick button, list of files appears.

Select File
o 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 |

T o e

<< <] > =

e

] ChooseGne v |

Fig.230

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:

Copyright © NIC, 2018 Ver. 55_05

151



e@ffice

A DIGITAL WORK PLACE SOLUTION

C-13011/3/2017-Demo

LAW ENHAMNCEMENT SECTION S0A

RTI ¥

] choose One v |

Create Part

Fig.231
e The partfile is created as shown in Fig.232:
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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:

o C(lick the Create Volume link under the File sub-module. The screen appears is shown in Fig.233:

Choose one

(] choose One

Fig.233
e C(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 v|Search|
File Number Subject
G 15012/2017-WELFARE  WELFARE RELATED
0 P A-12011/30/2017-Dema  RECRUITMENT RELATED FILE
<< <] >35>
Select File
|
Fig.234

Note:

The list contains the files residing in user’s File Inbox sub-module.

. Create Volume » R
e (lick the button to create a Volume; as shown in Fig.235:
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15012/2017-WELFARE

WELFARE RELATED

Choose one
Choose One

[} choose one |

Fig.235

e The volume of a file is created as shown in Fig.236:

omputer No: 28686 File No: 15012/2017-WELFARE-Veolume(2
[ Carrespondence | Link. | Movements |Deta\\s | Edit | Send | Dispatch | Canvert File | Attachment | More... |

Subject: WELFARE RELATED

Quick View

File Number : 15012/2017-WELFARE-Volume(2) Subject WELFARE RELATED
Opening Date 2110817 10:30 AM Remarks -
Main Category - Sub Category :
Previous Reference Later Reference
File Movement History Ei Print History
Sender ~ Senton ~ Sentto - Action ~ Remarks E
File Close History
Action ~ Action By ~ Action On v Action Remarks v Approved By ~ Approved On ~ Approved Remarks
File Dispatch History
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:

Vetianes mc
~2etet Tate r - - - PRRen Type  Choote oce
Forwarded Yoo

-t Rmghoymans raced 2
Firance Buisses

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:

mitiated Action
Initiated Date [ 12062016 | OB | 12/072016 & Initistion Type | Choose ore v
Forwarded To:

Department | Choose one - Section | Choose ore

L

Action Status | Active

Aclion Type | Choose one

Datails Cloza
Datalls Cloza

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.

Cl
e (lick === link, enter the closing confirmation Remarks, as shown in Fig.239:

Copyright © NIC, 2018

Ver. 55 05

157



e®ffice

A DOGITAL WORK PLACE SCLUTION

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: 33500 File No: CEA-CH-12011/1/2018-Demo  Subject: do the needful
Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More...

[ quck vew J

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

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

To RIMAN DEEP-ASSTT(RD)-eOffice—eOffice| Notify : L) Email - SMS (At Sri=e
154 1 CEA-CH-13011/1/2018-Demo do the needful
Set Due Date jm]
Action Forward v
Priority Choose one v
| Initizte Action I Type*| Choose One v

Total 1000 | 1000 characters left.

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 : 23/03/2015 To 21/05/2018
e | View | Create Part |
Files = ~ Computer No ~ File Number ~  Subject ~ Sent To ~ Sent on ~ Currently With ~DueOn ~ ~ o
» Inbox E 35645 -1, '2018-Demo-DEPT-EOFFICE subject NIKITA NEGI, 2offce 15/05/18 11:22 AM NIKITA NEGL=Office - Initiate Action
Submitted Files for E 33571 CSMRS TRAINING NIKITA NEGL eoffce 21/03/18 10:42 AM NIKITA NEGLeOffice - Initiate Action
* Closing Approval
E 33571 CSMRS TRAINING NIKITA NEGIeoffce 21/03/18 10:40 AM NIKITA NEGLeOffice - Initiate Action
» Craated
E 33572 CSMRS TRAINING NIKITA NEGI,eoffce 06/03/18 02:28 PM NIKITA NEGI,eOffice - Initiate Action
-+ Drafts
E 33572 CSMRS TRAINING NIKITA NEGI,eoffce 06/03/18 03:26 PM MNIKITA NEGI,eOffice - Initiate Action
-+ Cempleted
E 33572 CSMRS TRAINING NIKITA NEGI,eoffce 05/03/18 10:38 AM MNIKITA NEGI,eOffice - Initiate Action
» Parked
E 33568 Training of eOffice......cccoeveen KAPIL AGGARWAL ecffee 16/02/18 12:35 M KAPIL AGGARWAL, eOffice - Initiats Action
» Agproval Requests (1)
e E 23518 IT-11011/5/2018-Deme-DERT-EOFFICE Regarding Implementation of e0ffics ARPALI ROY,acffca 12/02/18 03:30 BM  ARPALL ROY,2Office - Initiats Action
» Bulk Closing
al " E 33517 17-11011/4/2018-Demo-DEPT-EQFFICE FRelated to e-Gov App store ARPALIL ROY, 2offce 12/02/18 03:00 PM ARPALL ROY, 20ffice - Initiate Action
» Close
4By Me E 33522 17T-11011/6/2018-Demo-DERT-EQFFICE Related to Digitisation. ARPALIL ROY, =offce 12/02/18 02:57 PM NIKITA NEGILeOffice - Initiate Action
By Others E 33522 17-11011/6/2018-Demo-DEPT-EQFFICE Related to Digitisation. ARPALIL ROY, =offce 12/02/18 02:47 BM NIKITA NEGILeOffice - Initiste Action

Fig.241

e  (Click inE==te Acfen |jnk, 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

Femarks™

| =13 | | 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:

Copyright © NIC, 2018 Ver. 55_05

159



e®ffice

A DIGITAL 'WORK PLACE SCLUTION
Action Comument

Action Type

Remarks =

Choose One

Total 1500 | i1soo

characters left.

o

e Provide the necessary action type and click the

Copyright © NIC, 2018

Fig.243
Add

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:

4

Receipts

Files

[+ [

Migrate File

Dispatch
DSsC
Settings =]

b Preferences
b Address Book

p Usar Groups

¥ 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:

[ |

Receipts =
= General Settings
Files
C] Max % of records/page | Chocs= One ¥
Migrate File
Auto Save Duration(In Sec)
Dispatch
Alert Settings
psc
email ) sms U Bath @ none
Settings =

» Preferences List View Settings

» Address Book
Mods Defaule v

b User Groups
Scope Default v
» Quick Noting
DSC Settings
Notification

S Authentication ) signing ) 2ath

st e Editor Setting

[ noting Expanded View [ praft Expanded View

Correspondence View Settings
Correspondence View Type Choose One ¥
Notify For Blank Noting

® ves O no
Notification on Login

® ves Umeo

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 | 53V8 | b utton to save the preferences.

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 Cuntal:t]

button, as shown in Fig.246:
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e [Add New Group][shuw All Cantacts] Group Name : E_office [Add New Contact][Remuve From Gruup][Delet& Cantm:t] Add te ;| Choose One v | Search:
Files Groups - - o Name ~ Designation ~ Email-ID ~ Group .
NEG i | @ Adie AS-1 E_office i |
Migrate File e ‘:j EE N ey
Dispatch ahrd W
psc Lo Ji |
IIT KGR 1
et | | 4
hesds i |
» Praferences
- §
» Address Book SRouEL o
g
» User Groups Suoa ol
=nfo i |
¥ Quick Noting eoffice trg i |
E office i |
Notification =
dopt i |
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
Filas Groups T
NSG ‘:j MName*
Migrata Fila 3
Mot i | Designation
Dispatch rmhrd i |
S L=D d Organization
5 Ji:}
IIT KGR 1
Sattings = u Email
oot heads i |
b Prafersnces
Address 1 *
- =
» Address Book SRR o
&
} User Groups GMDA i | Address 2
spfo i |
» Quick Noting coffce e i Country INDIA v
Notification E office i | State Choose one v
Ext Departmant dopt i |
Docs "i v (el
Pin Code
Mobile
Fax
Ministry Choose one v
Department Choose One ¥
Telephone
Cancel

Fig.247

Note:
Adding VIP contact is role based, user having role ‘ROLE_VIP_ADMIN’ can add the VIP users.

e The contact is added in address book.

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:
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Contact Details [+ |add to Address Book
Ministry Choose one -
Department Choose one -
Mame Deepak Rajput Cesignation
Crganization
Address 1+ House no-44 L-2/D
Address 2 NEW DELHI
Country INDI1A v State Andaman & Micobar Island:
City Pincode
Maobile Landline
Fax Email

Fig.248

. Generate Generate & Send
e Then, chck- & button.

To create Group in Address Book, perform the following steps:

e (lick the Address Book sub-module under Settings module. The window appears is shown in Fig.249:

G [Add New Group][shuw All Cantacts] Group Name : All Contacts [Add New Contact][Delete Cantact] Add to :| Choose One v | Search: I:l
Files Groups i - 0] Name ~ Designation ~ Email-1D ~ Group -
Migrate File tes j o === e j

MOT i | [} Aashirbad gaur as 11T KGP i §
Dispatch mhrd )i ] (=] shed IIT KGR i |
DSC LED i | 3] sbed director 1IT KGR i}
e = 1T KGP j o sbhay sharms 1T KGR *j
y Preferances hecs o =] sbhay sharma =

SRoup- i} o Adarsh ctizen VOT LED i

} User Groups GMDA )i | o AIAY KUMAR GUPTA MANAGER WOT,LED i

spfo )i | 5] AJAY KUMAR GUPTA MANAGER LED i |
} Quick Noting ecffice trg ] o Ajay Yaday Assistant i
Notification E office i | 2212345678910 5%
Ext Department ot j -

director vl

Fig.249

e Click [Add New Gruup]

button, enter the Group name and click button, as shown in Fig.250:
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= [add New Group)|Show All Contacts| Group Name : All Contacts [Add New Contact](Delete Contact] Add to ;| Choose One v|search:[ ]
— Groups A o Name ~ Designation ~ Email-1D ~ Group -
nsG i | o aasaa 1IT KGP i §
NESETR SRR, . S = i
MOT. i | ] Aschirbad gaur as 1T KGP. i §
Dispatch mbed 0] o abcd 11T KGP i
See LED i (5] sbed director 1T KGR i |
e = 1T KGP ni (] sbhay sharma 1T KGP lli
hezct O
» Preferences 'Ii e a abhay sharma lli
+ Address Book . (m] Adarsh citizen MOT,LED nj
) User Groups . (m] AJAY KUMAR GUPTA MANAGER. MOT,LED i §
enfo i | @ AJAY KUMAR GUPTA MANAGER LED i §
} Quick Noting = . o
eoffice trg i | (9] Aday Yaday \ o
P —r— = o ] CEETITASETETINTEY — <
= . roup Name:
Ext Department L
¥ E3

Fig.250

e A new group gets created.

Other actions available on Address book screen are:

[Ehnw All Cc-ntacts]

1. : To view the complete list of contacts.

%
2. | : To delete the any particular group or contact.

[ Delete Conta Et]

3. : To delete the multiple contacts.

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 | ]
Receipts

Group Name ~ Description -
S Offica transfer data x
Migrate File
Dispatch
DSC
Settings =
» Preferences
» Address Book
» Quick Nating
Notification
Ext Department

LEGEND Priority M OutToday M Most Immediate M Immadiate & Action Initiated
Subject Category ACR Right To Information Court Cases Parliament Matters

Fig.251
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e (lick

" Create Group |

tab, enter the Group name, Description and click button, as shown in Fig.252:

Racaipts
= Grous Mame * service
data
Migrate File Description
Dispatch i
DSC
(Select Users from the list to create user group)
Settings =
» Preferences Search
b Addrass Book
Name Marking Abbr Org Unit
} User Groups
[ DEEPAK SHARMA 50(05)-EDP EDP Cell
. ] AMAN VERMA S0(AV)-BEME BEME
¥ Quick Nating
(| JAGDISH PRASAD Us(IR)-Cve 0fa US {cuc)
MNotification (] LEENA OBEROI 15A(LO)-Aczd Ofo AC {Acad)
Ext Department [ PRANJAL VERMA SECY(RV) 0/a SECY
(| DHEERAI SAHU SECY(DS)-BoR 0/ Comm & Secy(8cR)
[ MEHA LAKHRA As2IT /o AS(IT)
[ LD THAKUR S0(LDT) 0/0 Technical Director
[ opEmoc ASST(DEMO)-CIL c
(] SHRIRAJNEESH BHATT Steno(RB)-Of0 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 C(lick the group name in which user required to be added, as shown in Fig.253:

[ Create Group | W
Receipts

Group Name ~ Description -
Files service data services x
Migrate File 20ffica transfer data x
Dispatch
DSC
Sattings =l
» Preferences
b Address Book
b User Groups
» Quick Noting
Notification
Ext Department

LEGEND Priority M OutToday M Most Immediat= B Immadiate % Action Initiated
Subject Category ACR. Right To Infarmation Court Cases Parliament Matters

Fig.253

e Select the users from the list and click the button, shown in Fig.254:
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Receipts
= Group Mame * eOffice
transfer data
Migrate File Description
Dispatch i
Save
DSsC
(Select Users from the list to create user group)
Settings =
b Praferences Search
b Addrass Book
Name Marking Abbr Org Unit
» User Groups
(] DEEPAK SHARMA 50(05)-EDP EDP Call
b Quick Nating ¥ ] AMAN VERMA 50(AV)-BEME BBME
(¥l | 1AGDISH PRASAD us(IP)-cve 0fo US (CVC)
Notification
(¥ | LEENA OBEROI I5A(LC)-Acad /o AC (Acad)
Sesidoioii (] PRANJAL VERMA SECY(PV) 0/fo SECY
(] DHEERAJ SAHU SECY(DE)-BoR /e Comm & Secy(BoR)
] MEHA LAKHRA AszIT 0/a AS(IT)
] LD THAKUR SO(LDT) 0o Technical Director
[} DpEMocI ASST(DEMO)-CIL aL
(] SHRI RAJNEESH BHATT Steno(RB)-0/0 DG Office of Director General of Civil Aviation
(] JAYA BHARTI US(38)-MaWR 0/a US{MoWR)
(] pEMc user 50(0U)-NCTE nNCTE
[ KusuMIT SIDHY SEC(KS)-Ofc secy /e SECTY
[l SUDIPTA GHOSH US(US2)-OFFICE 1 OFFICE 1
(] SURESH KUMAR MTS(2K}-0/0 DG Office of Director General of Civil Aviation
] PANKAI WADHWA Us(PW)-0/c US(DSE) 0/a US [DSE)
] apaRrNA ED{(A)- Infra /o ED (Infra)
[ CHETAN IG(CH)-0/0 16 Olcig
[} MITHUN BARUA DRHOSTEL(MB}-O/0DRHCS /6 Dy Registrar
(] ARCHIT SAXENA ASST(AS)-ADM SEC(DSE] ADMIN SECTION{DSE)
%123 4.5

Fig.254
e The user(s) is added up in the selected group.
e To edit the group details click the group name, make required changes and click button.
e To delete the created group, click #* icon.

Quick Noting
Itis 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
Receipt:
seseE S.No Description
Files
1 Kindly do the needful B il
Migrate File
Dispatch Add
psc
Settings =

b Freferancas
» Addrass Back

b User Groups

Notification

Ext Department

Fig.255

. Click button, the User Defined Quick Noting pop-up window appears.

Copyright © NIC, 2018 Ver. 55_05

167



A DIGITAL WORK PLACE SOLUTION

e Enter the description and click button, as shown in Fig.256:

User Defined Quick Noting
Receipts

o

S.No Description
Files

0|

1 Kindly do the needful. B m

Migrate File

o]

Dispatch

[

DSC

[

Sattings

m

b Preferences

b Address Baok

» User Groups User Defined Quick Noting

» Quick Noting
Urgently Required

Notification D it
escription =

Ext Department

Fig.256

e The noting gets saved.

Other actions available under Quick notings screen are:

1. |§: To edit the quick noting description

2. T : To delete the quick noting.
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Annexure-I

Multiple post in eFile Login
o 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 e

Fig.1

e 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:

3 B3 3 = |

DIRECTORY CONTACT ~ EMPLOYEE SERVICES  QUICK LINKS

[Fy s

Library This Week STy At
Amenity - 8 gEU

€ coffice services

File Management System

B B g

i

e

NIC Connect

S 8 0 O 0 9.

in Reportlmue  SubmitFesdback  eOffice Training

News 2 events

» WT20: India beat Pakistan; maintains WC all-win record » Mo Event Available

» 10C ehief invites Ramachandran for discussion on Indian
sports
s Four IM terrorists arrested in Rajasthan
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e User is thenredirected to the eFile application, as shown in Fig.3:

e@ffice

PYET A —

Receipts
Files =l
» Inbox (34)

+ Gopalt

+ Gopal-Naw

Submitted Files for
Closing Approval

» Crested
+Drafts
-+ Completed
b Parksd
» Bulk Closing
» Closed
+ By Me

o By Others
(Hierarchy)

-+ By Others (All)

Submitted Files for
.
Recpaning Approval

» RMS Inbox
b Sent
» Conversians
+ Drafts
+ Completed
» Physical File
, Create New (Non
SFS)
+ Craate New (SFS)

» Electronic File

Create New (Non
* zFs)

-+ Create Hew (S7S)

b Crests part

» Create Volume

= eFile versions.5 06

Date Range : 14/08/2017 To 30/07/2018

el e

EIR— - )

( Receive | Send Back | Send | View | Move To | More |

Hisrsrchical View wy s 7|

()] - %m ~ File Number -~ Subject ~ Sent By ~ Sent On ~ Due On ~ Read On ~  Remarks ©
(3] 3 E 3385224 DS 28-14014/0002/2018-OFFICE OF US(DM-II)-MHA satru/sahoo ")3““3"" e o g1 (S -1n 30/07/18 03:19 - (]
o E 3385228  £-12012/0003/2018-OFFICE OF US(DM-IT)-MHA Satru/[ /12 ")i““?"" e off ge-1 (3 3 -11 g:-"""“ =1 = ]
(3] E 3384616  A-11/0021/2016-0/o of HS(MHA) TESTING FOR MOPR T g, AT S -1 (3 G 11 30/07/18 03:19 - (]
(3] 3 E 3385100 DS 28-12011/0002/2018-OFFICE OF DM-I-Veluma(3) Sahooo 22/3 ")3““3"" e i gL (31 -11 30/07/18 03:19 - ]
a E 3385310  R#¥-102051(52)/0012/2018- FE-MHA N N T g, S TE-1 (3137 11 30/07/18 03119 - i
Notifications ) . _...pM
(3] E 3385330 [2¥9-102051(52)/0017/2018-0FFICE OF US(DY Pyl up (Last seven days) R T, T it g1 (3 8 -1 30/07/18 03:19 - (]
=) ~ ~ - AW T, HEE 1 781 (S W11 30/07/18 03:19 N
m) 3 E 3385236  B-11011/0008/2018-OFFICE OF US(DM-I1)-MH) 5 E=E > EEETE 5 20 (]
I g, i % g8-1 (13 -11 20/07/18 03:19
a E 3385203  D-13012/0003/2018-OFFICE OF US(DM-T1)-MH o T EEiCi pM" ! - ic]
Pull back Notifications (Last seven days) ) - -
(3] E 3385330  56-1001(001)/0002/2018-OFFICE OF US(DM-] A g, e i g1 (3 4 -1t 20/07/18 03:19 - ]
» File(1) » Receipt (1)
= C.S BHATT, 3iftrsr /3T 7= 21 (¥ 7 30/07/18 11:14
(8] E 2284647  ggualkestingabhaisintest1-002 = % 007018 1312 am 20q07/ B
= ji Iz W 5 Due Date Elapsed " " R
0 mg € 2385322 725;82“@) 0002/2018-OFFICE OF US(DM-I] L 7 I, T A5 qE-1 (F1 70 -11)  20/07/18 10:56 AM 20jo7/1e 1109 B2
0 mg E 3385210  B/0011/2018-OFFICE OF US(DM-I1)-MHA » File(4) » Receipt (20) "‘“!“Wv“‘ i S -1 (3 11 :‘."-"’7"“ 10:56 - (]
LEGEND priority W Out Today B Most Immadiate B Immediate % Action Initiated £ Other Department Er Files with Draft [} Draft Note Yellow Note External Files

Subject Category

Servics Matters Budget prep:

aration ACR relsted matters

Appaintment and other related matters of Planning Comissian

Annual Property Return

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.

o Toaccess another post account in eFile, click on the user icon.

e The drop box containing multiple posts appears. Click on the another post, as shown in Fig.4:
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e@ffice

REERE——————

eFile version 5.5 06

1Date Range : 14/08/2017 To 30/07/2018

ity M Out Today

Receipts
Files 2| O - Computer
b Inbox (34)
o [y E 3385224
+ Gopalt
+ Gopal-New @ E 3385228
Submitted Files for o E 3384616
+
Clesing Aparoval
[m] E 3385100
b Created - )
4 Drafts [m] E 2385310
+ Gompleted o E 3385339
Parked
» Pl @ 3 E 3385236
» Bulk Closing
o EY E 3385203
» Closed
By Me [m] E 2285330
, By Othars [m] £ 3384547
(Hisrarchy)
-+ By Others (Al 0O =3 E 2385322
, Submitted Files for o =g E 3385210
Reopening Approval
b AMS Inbox
» Sent LEGEND P
» Convarsians Subject Category
+Drafte
+ Completed
» Bhysical File
_ Create New (Non

[ Receive | Send Back | Send | View | Move To | More |

~ File Number

DS 28-14014/0002/2018-OFFICE OF US(DM-I1)-MHA

E-12012/0003/2013-OFFICE OF US(DM-I1)-MHA

A=11/0021/2018-0/0 of HE(MHA)

DS 28-12011/0002/2018-0FFICE OF DM-I-Volume(3)

fRw-102051(52)/0012/2018-F TE-MHA

REw-102051(52)/0017/2018-OFFICE OF US(DM-I}-MHA

B-11011/0005/2018-0FFICE OF US(DM-IT}-MHA

D-13012/0002/2018-0FFICE OF Us(Dm-mn)-nsia B

56-1001(001)/0002/2018-CFFICE OF US(DM-IT)-MHA

copsiestingathsisintesti-00z [

56-1001(001)/0002/2018-GFFICE OF US(DM-IT)-MHA-
Part(1)

B/0011/2049-OFFICE OF US(DM-I1}-MHA

B Most Immedist= M Immadiate

Service Matters Budget preparation

Subject
satru/sahoo
Satru//j12
TESTING FOR MOPR
Sahooo 22/3

Sushanta New File CLF101

Sushanta New File CLF121
satrul

&7 TestFile Satrul
Satru Test File ABCD
gopal testing abha jain test 1-002
Satru Test File ABCD

11a

% Action Initiated £ Other Departmant

ACR related matters

Appointment and other related matters of Planning Comission

@A K
~ Sent By Elusi s :E]
e AT, Sl E % ga-1{ ¢
)

W g, AT % TH-I{ (o1 s —1x

SufUry1n usiey

& Pk smdawe

C o

» g bt o ¢ 41t e
le (E-102,P-20) Recaipt (E-35,P-85)
» AT R A0

File (E-57,P-T) Receipt (E-52,P-42)

[ Soros o ]

W g, ST E o1F A-1 (S T9 11 30/07/18 03:19
) PM

R g, ST E 1% A-1 (S T9 11 30/07/18 03:19
PM

R g, ST E 1% A-1 (S T9 11 30/07/18 03:19
PM

W g, T 3% TH-1 (3 {9 -11 30/07/18 03:19
) PM

W I, HITPH % gH-1 (31 §9 -11 20/07/18 03:10
) eM

W I, HMPH 3% gH-1 (3 §9 -11 20/07/18 03:10
eM

W I, HMPH 3% gH-1 (3 §9 -11 20/07/18 03:10
) PM

C.S BHATT, 3% /315 73 i (=7 20/07/18 11:13 AM

T g, SIS P gE-1 (S IR 1) 20/07/18 10:56 AM

W I, HMPH 3% gH-1 (3 §9 -11 20/07/18 10:56
) AM

h Draft

By Files

[E! Draft Note

Annuzl Property Return

Yellow Note

30/07/18 11:14

30/07/18 11:09
AM

a0 d3dadaaaada|

External

Fig.4

e User is then redirected to the Inbox screen of another post account, as shown in Fig.5:

= eFile version 5.5_06 Search

& Bffk smdawms_

- 060

ity W Out Today

Wiew | Move To | More |

~ File Number -

F/0001/2018-TI-MHA-MHA
B-11015/0015/2016-i 7w B
Sahoo11224

D-15015/0002/2018-TI-MHA

4-22016/0001/201 -1 m B

E-18/0001/2018-F 78

A-22014/0001/2018-1 71
D-19012/0002/2018-F 7
D-15015/0002/2018-1 vm

HS-11020/0001/2018-% 70 Br

B/14/0022/2017-0 saction (3
DIB-BO16/4/2017-Diractor (AandP)-0/o Pr.
Secy(Home)

D-20014/0002/2018-% v
B Most Immediate B Immediate

Service Matters Budget preparation

st womach oushon
Date Range : 14/08/2017 To 30/07/2018
Receits [ Receive [ Send Back [ Send |
Files g o ~ Computer
- Hg
» Inbox (37)
[m] E 3385153
Submitted Files for
* Closing Approval 9] & E 3384658
» Created [B] % P 3382765
+Drafts 8] % £ 2383856
+ Completed
(] % E 3382654
» Parked
O =g E 3383621
» Apsroval Requests
» Bulk Clasing U o EEEERL
» Closed ] ] E 3383544
+By Me ] % E 3383547
, By Others
(Hisrarchy) (=] + E 3383570
+ By Others (All] (9] % E 3381700
, Submitted Fles for | ) i E 3383408
Reopening Approval
(]
» AMS Inbox - £ 3383270
» Sent
» Convarsions LEGEHD, P
+Drafts Subject Category
+ Completed
» Physical File
Creats New (Non
* sFs)

Subject
gdfgdig
Satru24/101
Sshoo1122

Kirti Filz 5085

Kirti File 5088

ile 5072

ile 5072

le 5077
Kirti File 3918

le 4087

& Action Ini

ACR related matters

ted 3 Other Department

Appointment and other ralated matters of Planning Comissian

Hisrarchical View | my Files

~ Sent By ~ Sent On

ABID ALI,OFFICE OF US(K-VI ) ;L"’” 1812:10

.G, nATDU, T §E Fw 25/05/18 12:31 PM

SHELLY, 23 & 14/05/18 11:59 AM

FE ki = 07/02/18 02:26 PM
SHELLYRE 07/02/18 12:45 BM
B i, i A z:‘/nz/mu 131
PR, E Fre g:'jm/u 12:20
HRE e, i Hew g%‘/nz/m 12:30
P i, i dw= g;jnz/m 12:30
P kA :;joz/m 12:30
R i, i A gﬁ/nz/m 09:56
P i, i dw= ;zﬂn/m 12:12

€.G. NATDU, i B7 d=em :3."'"“” 14

es with Draft

B

[E} Draft Note

Annual Property Return

Yellow Note

~ Read On - Remarks
- B
;3;{061[5 02:39 B
;:;DEJ[B 12:08 =2
07/02/18 02:27 5
g:’;nzna 12:45 G
- - B
- ]
- B
- =}
- £}
- B
- - =}
- - 5 -

External

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
SL 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:

d |

. ) .
o 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 aFile | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement | “
- Physics|
® 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 T Receipt Number Subject
» Created -
“ ®-(0]9410382018 3 FEiP M@ @ T) Kindly see
» sent
» Closed
» 8y e o 7
{Use semicolon(;) to seperate recipients.)
e : CC copies are non-aditable (both pdf and metadata). Any change in the
b Acknovlzdgemant Main receipt will be reflected in the CC copies, till the time not put inside the file
-» Created
Set Due Date &
» Sent
b Initiated Action Action Forward M
Files Priority Choose one M
Migrate File
Total 1000 | 1000 charactars left,
Dispatch
Initiate Action
DSC
Goo Total 1000 | 1000 charactars left
- Remarks
Notification
Gy %
m DSC Sign and Send &Sign and Send

Fig.1

DSC Si d Send
e Enter the mandatory metadata and click 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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Receipts B [ p— W "
» Brovse B Diarise
+ Physical Organization : MHA
-+ Elackronic @4l OReporting Officer () Sub-ordinates () 1n Channel O Preferred List
¥ Inbox (2] Hote: Mame of the creator is highlighted in yellow colour.
+ New Folder (2)
+Rkk T Deepika Saini—Steno-1(DM-I)-OFFICE OF DI Receipt Number Subject
» Email Diarisation 2] 941389/2018/3iTts /2ife T = (1 wtwetwet
» Created
» Sent
Cc
» Closed ]|
(Uze semicolon(:) to saperate recipiants. )
+EBy Ms Hote : Ce copies are non-editable. Any change in thi Verify User PIN X
&y Others Main receipt vill be reflected in the Cc copies, till th
o by) Nows verify your User PIN:
e Set Due Date 7l ﬁ
-+ By others(All)
} Acknovladgement Action Forward - User PIN: ” . \
+ Creatad
Priority Chooseone  |v [JEnable soft keyboard
-+ Sent
Change User PIN
b Recycls Bin Initiate Action O
» Initisted Action
Totsl 1000 | 990 characters |aft
Files
kindly see
Migrate File Remarks
Dispatch
DSC
Settings
. DSC Sign and Send eSign and Send
Ext
Fig.2
o Enter the Pin and click 29| putt hown in above Fig.2
nter the rim and clic utton, as snown in above rig.4.
e The remarks get signed as shown in Fig.3:
disrepe = [ Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details | ]
» Browse & Diarise
-+ Physical File No.A-19011/17/2016 MH.1 10 GEEHEEE B
* Electrenic Receipt No 941390/2018)Frm I v o G e ) File No -
b Inbox (12) From : Strwtwiwt Designation - ewtwt
» Email Diarisation A-19011/17/2016-MH-I 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 Ma Dr. RML Hospital has intimated that Dr. V.K. Tiwari, Addl. M.S. Consuitant & Delivery Mode © By Hand Sender Type :
HOD, Deptt. of Burns & Plastic Surgery, Dr. RML Hospital to visit Singapore and
¢(Hm“:h‘y ) Combodia, during the period from 03.07.2017 to 08.07.2017 (prefixed Sunday Movement Details
on 02.07.2017 and suffixed Sunday on 09.07.2017) in his perscnal capacif Sent By ~ SentOn ~ Sent To ~ Action- Remarks - =

-+ By others(All) e
€5 BHATT,
» Acknowledgement ;sqa)mrr,aﬁﬁ’b‘a /3itE w7 T (i :;/nil]s 02:26 I;;e};llka SANLOFFICE OF | Lo i Lindly see

s Created 2. In this connection, we have obtained necessary vigilance clearance from AV
ot Section of this Di and Vigilance Section of the Ministry of Health & F.W. which P
EEn are placed on the file Dr. V.K. Tiwari, Addl. M.S. Consultant & HOD, Deptt. of Bums &
b Recycle Bin Plastic Surgery, Dr. RML Hospital is clear from the vigilance angle, this is his second
~ N abroad visit during the year 2017. i
b Initisted Action
Files
— - 3. We may now issue necessary vigilance clearance in respectof Dr. V.K. Tiwari,
Ll e L Addl. M.S. Consuitant & HOD, Deptt. of Burns & 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 Departmant (350)

Fig.3

Digital signing of DFA

Pre-requisites

2. DSC should be registered with eFile.
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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 (reate 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:

+53i123

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
, Create New (Non
5FS)

+ Create New (SFS)
» Electronic File
, Create New (Non
SFS)
+ Create New (SFS)

) Creste Part
» Create Volume

» Recycle Bin

Migrate File

#

Dispatch

(%

& |

Dispatch

DSC

= + AutomaticZoom *

File No.BN S/2/2016-CMO(PRO)-CM Office

Draft Details
Draft Type* New/Fresh Classified Choose one
Draft Nature* Closed and Added to GO Prefix Choose one ~
7] Language* English Is Sanction m
fdsfdsfdsf
Subject*
Total 1000 | 990 characters left.
c Details
Ministry Choose one ]|
Department Choose one
£ Name ww Designation
Organization
Address 1* waww
I 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 #ApprovedDate# tag to display the approved date in the draft content.
Use #DocumentNumber# tag to display the document number 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

Fig.4

o C(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 DFIEB(N SRMSIAHE] 7 )-MHA wwetwet
GOMS- FTFTL-1/113/2018/MHA
Subject *
Total 1000 | 992  characters left.
941380/2018/31TP /AB T = (0
Receipt Number ‘ Reply Type Choose one
=
Communication Details
%4
GOVERNMENT OF KERALA Ministry * CENTRAL VIGILANCE COMMISSION
Abstract Department * Gthers
(Abstract Content ) Verify User PIN X Designation ewtwt
GENERAL ADMINISTRATION (SECTION) DEPARTMENT Now verify your User PIN:
GOMS- #aR-1/61/2017 /MHA ﬁ
Dated, Thiruvananthapuram ( 28.07.2017)
Read: User PIN: ([ sssess -
ORDER pia State DELHI
(Body ofthe GO ) [JEnable soft keyboard —
By order of the Governer Change User PIN Cancel Fincode
Seceretary to Government Landline
To -
Email
Use €.5 BHATT, ASST(C)-HS, 0/o of HS(MHA) For Approver Info. Add More Recipient(s) || Clear
Use C.S BHATT For Approvergs Name
Use ASSISTANT For Approvergs Designation.
Use 0/0 of HS(MHA) For Approver Section Name.
Use 28/07 /2017 For Date of Approval. Attachments
Use GOMS- #R&1R-1/61/2017 /MHAFor Document Number.
Forwarded/By order
Section officer Note : Use following # tags for draft creation
C.S BHATT, ASST(C)-HS, 0/0 of HS(MHA) #ApprovedBy# for Approver Info #ApprovedByNames# for Approver Name
28/07/2017
for Approver D for Approver Section Name
- #ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
#ApprovedDate# for Date of Approval #Documentlumber# for Document Number

Fig.5

e Enter the Pin and click button, the remarks get signed as shown in Fig.6:

| SenaSend Back | ul i a e | Copy | Dagateh | Dataie | Wovaments | Edt | Closs

Draft No. : OFA/S0LL111 - ¥ 1.0 Draft Status : Signed

New Draft

View Drall | Atach File | Attach Receipt | Action Detaita

® B8 HEQ !

!0 Signed and all signatures are valid.

i1 [

5% -

@
¥ Signature Panel

Sign In

To

RO®E

Signature palid

827x11.69 in <

By order of the Governer ~
Seceretary to Government
Forwarded/By order I
Section officer <
v

Draft Details
Draft Type®
Draft Nature® ote
Bnnusl report
Subject *
Tolel 1000 | 1000 chesacters lef.
Receipt Number 0414207201 B/AE 1T

Communication Details
Ministry *

Department *

Name

Organization
Address 1*
Address 2
Country NDIA
City

Mobile

Fax

Attachments

Natz : Use following # tags for draft creation
#ApprovedBy# for Approver Info
#ApprovedByDesignation® for Approver Designation
#ApprovedByPost for Approver Post
#ApprovedDate# for Date of Approval

Langusge"

Prefis

Reply Type

Designation’

State Choose one
Fincode
Landine
Email
Add Wore

#ApprovedByName# for Approver Name
#ApprovedBySectionName# for Approver Section Name
#ApprovedByEmailt for Approver Email
#DocumentHumber# for Document Number

oo 150 | g e

Fig.6

Custom Digital signing of DFA

Provision of eSigning Draft at customized/desired Position.

e C(reate and approve the draft using the draft creation process. The draft dispatch and sign screens will be
displayed as shown in Fig.7:
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= - ———————-",,,  ,  mm——_—_|_>e . ————_

Files E]
) Inbox Draft No. : DFA/20911 - V 1.0 Draft Status : Approved
+ prajendra
, Submitted Files for Dowmload Draft Details
Closing Approval
) Cresead - Draft Type* Classified
File No.A-1, 1ute] M Office B
o AR 38 FARHG DAL NS Draft Naturer ——
+ Completsd Application for newr reation for a single user Langusge* < Sanstion O
» Parked Name of Employee *
} Approval Requests Subject *
. Total 1000 | 987  characters left.
¥ Closad Employee Code * Date of Birth — -
By Me Communication Details
. ?:.gém\ Design Post * Ministry
+ By Others (All) Appeliation = Department
. Subrirad Files for Gender (Mr/Mrs) Name' Designation’
Reapening Approval Organization
» RMS Inbox Mobile Number * PAN Number * Addrass 1° = -
sent -
: ) Address 2
» Conversions Email 1D (Govt.ID) * I
\ Drafie I Country DIA State
< Complead :ee:on (.2 NR, SR Seation Name ciy Pincade
c.
» Physical File Mobile Landline
, Create New (Non Organization Unit Permanent/ Fax
SFS) (Section/Office) * Contractual * sl
» Crests New (SFS)
» Elactronic File Basic Pay of -
p Pay Scale e
, Create New (Non Employee
SFs) Attachments
+ Create New (SFE) Marking
) Craste Part Abbreviation of
Employee *
» Crezte Volume ployee - Note ; Use #ApprovedBy? tag to display the approved by in the draft content. Click on Custom Sign
+ Recycle Bin Marking to display the nama in
Reporting Officer Abbreviation of Use #ApprovedByDesignations tsg to display the approved by designation in the draft content.
Migrata File 5 o " Use #ApprovedBy SectionName# tag to display the approved by setion name in the draft content.
(eFile) Reporting Use #ApprovedDate# tag to display the approved data in the draft content.
Dispatch = Officer u 19 to display the in the draft content
e @ Cucrom Auciizbic Sucter S
= 5 Dispaich By Sef | Dispateh By CRU m Edit

Fig.7
o Click the Mt
in Fig.8:

&lbutton to sign the draft at desired position. Custom Sign pop-up gets displayed as shown

[T = prejencrs

Submitzed Files for Draft Details
* Closing Approval

4 | fustom

DE=TF File No.A-14A33/3 ARHE M IIRAKMEM Office

+ Drafts
= Complead application for new eOffice Account craation for a single user

1 sgn

File No.A-dHG-BAAKGTHDINMNAKME M Office

» Parked Mame of Employee * [ ——
plvesoalise &= Name of Employee *
» Closed Employee Code * Date of Birth
2By Ve Emplayee Code * Date ot Bith

By Others iznati .
* trierarchy) Designation Post Designition postt

+ By Others (All) -
B Gender Appellation Gander Appellation
, Subritted Files for (Mr/Mrs) [hrgbes)
Recpening Approval
i - AN Numbar
» RMS Inbox Mobile Number * PAN Number * Moble Mumbe PAN Numeo
[ Email 1D (Govt D) *
» Conversions I Email ID (Govt.ID) * Custom Sign modal window :l

e e Seacion tome areshiza

+ Drafts

Region (e.g. IR, SR i —
+ Complated ey Station Name Onganization Unit Permanerty
=50 (Section/Office] * Contractual * R
, Cresez New (Non Organization Unit Permanent/ [
SF5) (Section/Office) * Contractual * payscale Employees
s Cresta New (SFS)
) arkire
» Electronic File Pay Scal Basic Pay of Abbreviation of
., Create New (fon ay cale Employee * Emplayee *
=l Wark
-+ Creata New (SFS) Marking Reporting Officer Rbbrevistionof
H. (oFac Raport
Pp——— Abbreviation of kel i
Employee *
b Creste Valume P Spmam
» Recycle Bin Marking (Ves/No) Configuration
Reporting Officer Abbreviation of e
Migrate Fil= (eFile) Reporting Printer Avallable Sammer
Dispatch Officer i tves o)
DSC S s Address
=ports [eSpr—
Sattings
Notification

Fig.8

e Locate the desired position on the selected page and click
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_ Computer No: 128073 File No: A-14013/3/2016-CMO(VIKAK)CH Office B Subjject dsffiuen4237
Receipts o
| Neting | Correspendence | Draft | Referances | Link | Dstails | Movements | Edit | Regly | Send | Amachment | Mors |
Files B
» Inbox Draft No. : DFA/20911 - V 1.0 Draft Status : Approved Ei
» prajendra
., Submiteed Files for Download Draft Details
Closing Approval
» Crezesd + | custom sign pre
File No.A- G MK M Office T
<oets e friemd Al
» Completed er
e File No.A- 103 RAAGEHMNIAKAE M Office
O ri=d HName of Employee * Asplication fur new eGffice Arount et singe user
¥ Approval Requests :I
) Mame of Employee *
¥ Closed Employee Code * Date of Birth
» By Me Employee Code * Date of Birth
By Oshers A . ~
(Hierarchy) Designation Fost Designation Post® =
-+ By Ochers (al) oond ‘Appellation 7 Appeistion
, Submitied Files for ender (Mr/Mrs) Gender (Me/Mrs) 3
fecpening Appeval —
Mobile Numbar * PAN Numbar *
» RMS Trbox Mobile Number PAN Number * . " —
» Sent EmailID [Govt.ID) * —|
» Comversians Email ID {Govt.ID) * -
== I Regon(eg MRSt | Click and Drag MOUS ststion Heme —
Region (e.g. NR, SR . over document ared
» Complered o) Station Name ongntonvne | oo Permanent/
+ Physical Fle R (SectionOffice) Contractual * I
o Creste New (Non Organization Unit Permanent/ Basic Pav ol
=) {Section/Office) * Contractual * PaySaale P
+ Create New (SFS)
N Warking, Add More Recipient(s) || Clear
¥ Electronic File Pay scal Basic Pay of Abbreviation of
, Crests New (Hon ay seale Employee * Employee *
+ Crazte New (SFS) Marking Reporting Officer
H. oFde) Reporting
y—— Abbreviation of Dtfeer
Employee *
¥ Create Volume \ system Available syem

Fig.9

o The digital signature will be gets displayed at the desired position in the draft document, shown in Fig.10:

Computer No: 128072 File No: A-14013/3/2016-CHO(VIKAK)-CM Office [ Subject dsjfivewsaz37?

Receipts e = .
| Noting | C: | Draft | | Link | Details | | Edit | Reply | Send | Attachment | More |
Files =
 Inbe Draft No. : DFA/20914 - V/ 1.0 Draft Status : Signad
+ prajendra
5 Submitted Files for Download Draft Details
Closing Approval
= . . Draft Type* Classified
b Created @% fa @ @ | 1 | ‘ E s Tools | Fill&Sign | Comment ”
+ Drafts - Draft Nature® Letter Prefix
+ Completed @ Signed and all signatures are valid. %Siwme Panel | v Fill & Sign Tools Language* Is Sanction
o |~ [,
Subject*
b Approval Requests @ R —
Pletioz o Total 1000 | 1000 characters left.
P Closed
By Me J oot sty Communication Details
By Others sl St Ministry
* [Hierarchy) @ [ =
Department
» By Others (Al — g P
, Submittzd Fies for % e e [ Place Signature Name Designation
Reopening Approval p— Organization
b RMS Inbox Tegonleg M3k
o = il » Send or Collect Signatures Address 1*
2 Omparizatun it Pemanen
v el o o Address 2
¥ Canversions Fe et » Workwith Certificates
o Drafts f—— Tokoych l Country DIA State
z Digitally Signed will displa i i
+ Completed =T = - i,é—’““‘ gitally it play City Pincode
 physical Fle e o Mobile Landine
[— e
0
, Create New (Non L e Fax
[ e Email
-+ Create New (SFS) el ot
T
||+ EecronicFile - At

Digital Signing of File Noting
1. DSC should be registered with eFile.

Fig.10

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:
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e Select the file from Inbox or Created list and click =enc |

shown in Fig.11:

tab from the menu bar, the Send screen as appears is

[~]
Receipts [ Send ]
Files =l
+ Inbox @® All () Reporting Officer () Sub-ordinates () Recent5 () Send Back () In Channel () Preferred List
_, Submitted Files for Note: Name of the creator is highlighted in yellow colour.
Closing Approval
» Created File Number Subject Note(Chars
To Notify : L) Email [ SMS g ( )
- Drafts
4 (23 B-12014/3/2017-Demo-DEPT-EQFFI billing purpose 0
» Gampleted Set Due Date &
» Parked Note : Bulk signing maximum allowed characters- 1000000 Total(Formatting included) :0
} Approval Requests Action Forward v
» Bulk Closing
Priority Choose one v
» Closed
By Me Initiate Action ]
By Othars
* (Hierareny)
(Hierarchy] Total 1000 | 1000 characters left.
-+ By Others (ll) Remarks
_, Submitted Files for
Reopening Appraval A
b RMS Inbox
b Sent

» Conversions

+ Drafts m DSC Sign and Send eSign and Send

-+ Completed

b Physical File

Create New (Non
» o

Fig.11

DSC Sign and Send

e Enter the mandatory metadata and click
appears asking for the DSC token Pin, as shown in Fig.12:

button in the Send screen, a pop up window

[ <]
Recaipts ( Send W
Files B
+ Inbox ® Al () Reporting Officer () Sub-ordinates () Recent5 () Send Back () In Channel () Preferred List
, Submitted Files for Note: Name of the creator is highlighted in yellow colour.
Closing Approval
» Created Ve User PIN File Number Subject Note(Chars
) erfy User X lity: O Email O sws . ( )
+ Drafis
+ Completed et Due Date ﬁ Now verify your User PTN: 14 (£ B-12014/3/2017-Demo-DEPT-ECFFI billing purpose 0
» parked Mote : Bulk signing masximum allowed characters- 1000000 Total(Formatting included) :0
b Approval Requests. Action f User PIN: ” . | |
» Bulk Closing
Priority q [1Enable soft keyboard
» Closed
By Me Initiate Action 0 Change User PIN
By Cthers
5
(Hierarchy) Total 1000| 1000 characters left
+ By Others (Al Remarks
Submitted Files for
Recpening Approval P
» RMS Inbox
» Sent

b Canversions

+ Drafts m DSC Sign and Send eSign and Send

+ Completsd

» Physical File

, Create New (Non
SFS)

Fig.12

e Enter the Pin and click button, as shown in above Fig.12.

e The remarks get signed as shown in Fig.13:
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Computer No: 3385592 File No: B=11/0017/2018-0/0 of HE(MHA)-Part(1] Subject: Fila@rk10568

[ Noting | Correspondence | Draft | Referances | Link | Defails | Movements | Edit | Send Back | Send | Aftachment | Action Detalls | More |

ERIEE R SeRITd FIaErET=aT U HE ¥ el 3, BBdluIe] taled HERIUI Sdy di=T fded e gidl,
%1 W ST RIPfael S0 3. YWeh Tl THLEI] Teed PV e el el HERI0N Feiid a1 et
T . FBSIUICH=al TWalsd HERIUN WeTd Ji-l paeal UEnid el gidl, 318 [ad Imi giFl Fet et 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.S BHATT
(ASST(C)-HS)
Diglally Signed

S
S [Toe ) Recent | Al |Previous Notings|
Bl |Add Green Note | | = |Add Yellow Note | # 4 12 of 2 Note(s) » » List of Correspondences and Issues
Choose One |v
e lmgnﬁmnnm el el S, e AT S o 4 =R S, 38 TRy S AR o - Rl - Subject  Type - Attached On  Bages~ Action |
ShEETR 3. Tadwe uHl o 9 o, S e o tfeiie Teee, ST Woiws § S TS o, 9 e W 341908/2018/sifts /4 v dn dE ) eSign receipt tesitng  PUCL  28/08/18 04:37 PM  1-1  Reopen
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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 |
o 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:
3]
Sisis s S] ‘ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | |

» Browse & Diariss

-+ Physical
® 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 - Receipt Number Subject
Created -
> Cresse v (£ 9410237201 8/ AT T T (T TE ) Kindly see
s sent
» Closed
2By ce 4

cipients.)

le (both pdf and metadata). Any ch

ange in the
» Acknowledgemant the CC copies, till the time not put inside the file

-+ Created
Set Due Date )
+ Sent
¥ Initiated Action Action Forward v
il Priorty Chooseone ¥
Migrate File

Totzl 1000 | 1000 characters left,
Dispatch

[

Initiate Action
psc

[

Settings Totzl 1000 | 1000 characters left,

[#

Remarks

Notification

#

Ext Department

[#

m DSC Signand Send [l eSign and Send

Fig.1

[ S . :
e Enter the mandatory metadata and click CEE DETIEETY button in the Send screen, the Consent form will be
displayed as shown in Fig.2:

Copyright © NIC, 2018 Ver. 55_05

181



Office

ITAL 'WORK PLACE SOLUTION

A

e@fflce & SATISH LALIT CMO-CHIEEPRO(SL)-(PROTO) v

eFile etectronic file system Search pel Advanced | Help

Receipts = p Confirmation S
‘ Send ‘
» Brovse & Diarise
2 Fhiysical @ Consent for Authentication
FEiEeronlc Beceipt Number National fnformatics Centre
ViBrovee and Distise %] (2 948596/2016/CMO(VIKAK)
| hereby state that | have no objection in authenticating myself with Aadhaar based
» Inbox (1) authentication system and consent to providing my Aadhaar number, Biometric and/or One
» Email Diarisation . GO T OF MAHARASHTRA » Time Pin_ (OTP) data for Aadhaar based authentication for_ the purposes of availing of the
= nic-eSign Gateway from National [nformatics Centre - | understand that
biGruubed 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
2By 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) e e e e-KYC information to populate the corresponding fields in the DSC.
v — | e Vs i are e daicls G Common Name (rame 25 otaned o eYC)

.
+ Created ® Unique Identifier (hash of Aadhaar number)
Set Due Date @ ® Pseudonym (unique code sent by UIDAI in e-KYC response)
+Sent ® State or Province (state as obtained from e-KYC)
.
.

Action Forvard Postal Code (postal code as obtained from e-KYC)

Recycle Bi
Recyge i Telephone Number (hash of phone as obtained from e-KYC)
» Initiated Action Priority Choose one

| understand that National informatics Centre shall ensure security and confidentiality

Files (=] Initiate Action O of my personal identity data provided for the purpose of Aadhaar based authentication.
Migrate File (] Total 1000 | 582  characters left.
e a Remarks for eSign
i = Remarks
Reports 2]
Settings (3]
Notification =

m DSC Sign and Send

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.

e 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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c @

@ @ https://nic-esign2gateway.nic.in/esign/acceptClient

Digital India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Perform eSign

Fig.3

e eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.4:

« e - odac - 00 ne =
- >3 Digital fndia oncC
g J : sl
— L S
G
S e

Asdhaar Based e Audentcation

1

= =

Fig.4

Note:

OTP will be received at the mobile number registered for Aadhaar.

e 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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<« c @

® @ https://esignservice.cdacin/esign2.1/OTP

e 5 Digital India

Ministry of Electronics and Power To Empower
Information Technology

Goremementol i

w LN @

HSH
conC

Contro for Development of
‘Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

o Hastakshar 7
Q@TQ\D
COAC's aSign Sarvico

Aadhaar Based e-Authentication

L 9171160085309305

Get Virtual 1D

I 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.

e The remarks get eSigned as shown in Fig.6:

o@ffice

file system

eFile etectro

E I -

& SATISH LALIT CMO-CHIEFPRO(SL)-(PROTO) ~

Receipts =
» Brovse & Diarise
-+ Physical

» Electronic

» Brovse and Diarise
» Inbox (1)
» Email Diarisation
» Created
» Sent
» Closed
By Me

4 By Others
(Hierarchy)

-+ By others(All)

» Acknoviedgement
» Created
»Sent

» Recycle Bin

» Initisted Action

Files 3]
Migrate File =
Dispatch =
bsc =
Reports =
Settings =
Notification =

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

— + AutomaticZoom * Receipt Details

Receipt No 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 4 SATISH /
LaLrT.cMo(pro) 10192 [avmemo(pro) Forverd [B@S36bs43a  10:02
KAILASH M 29/04/16 29/04/16
SATISH
BADHAN,CMO- 2:32 Forvard re 12:32
At LALIT,CMO(PRO)
29/04/16 KAILASH M 29/04/16
FATISH 11:34  BADMAN.CMO- Piilied 11:34
LALIT,CMO(PRO) L1/ Crapat) Back:rawr v
"
KAILASH M 29/04/16 gurioy 29/04/16 BADHAN,CMO-
BADHAN.CMO- 1132 TS oo o) Forvard dasd 11:32 AL,
(TAPAL) Ot AmM Bl vt sioee
NERA 09/02/16 KAILASH M Transferred  09/02/16
NATK CHO(viKaK) 02125 BADHAN.CHMO- Receipt: =~ 02:25  Authorization Document
09/02/16 09/02/16
NEHA NEHA
NATK,CMO(VIKAK) 02124 nark,cmo(vikak) Forvard sadsa o2
<<<1>3>

OR

Fig.6
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e Ifuser chooses “Aadhaar Number” and clicks

Ferform eSign button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.7:

€ c e -

Oigita ndia ©nc

Arew e ey

Gy
Saner i

Aadhaar Based e Audentcation

o

1]

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click - button as show in Fig.8:

Fig.7

Ministy of Electronics and
Information Technology
Government of India

€)>C 0 @ & https://esignservice.cdacin/esignApp/OTP

wH
Digital India €oAC

Power To Empower Centre for Development of
Advanced Compuling

)

- O % N @

You are currently using C-DAC eSign Service and have been redirected from

oy Hastakshar
e
C-DAC's eSign Service

Aadhaar Based e-Authenticati

2 604038938069

Get Virtual ID

B ceeeee

[ 1 have read and provide my consent

Cance'

OTP has been sent to mobile number <***** '9096>

View Document Information

Not Received OTP? Resend OTP

Fig.8
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e The remarks get eSigned as shown in Fig.9:

o@ffice

eFile etectronic file system

& SATISH LALIT CMO-CHIEEPRO(SL)-(PROTO) ~

Receipts a2
» Brovse & Diarise
» Electronic

» Browse and Diarise

» Inbox (

» Email Di
» Created
» Sent
» Closad
By Me
S B Others
(Hierarchy)
-» By others(All)
» Acknoviedgement E
-+ Created
»Sent
» Racycle Bin

» Initisted Action

Files (]
Migrate File =
Dispatch =
bsc =
Reports =
Settings =

]

Notification

» Physical >age: o +  AutomaticZoom %

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

Receipt Details
Receipt No 948596/2016/CMO(VIKAK)
From asdad

Main Category AICC Gen. Secy.

File No
Designation asdsad
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~ Sent To ~ Action~ Remarks ~ Read On~ - !
=
S orro) 1007 CAliiiuo(eroy Fovard [Bgsssbsasa 1007 s nBieRS)
e

KAILASH M 29/04/16 SATISH 29/04/16 BADNANT,AC:‘?:
z\g}ﬁ,emc— ;ﬁf LALIT.cMO(PRO) Forvard re ;5‘:32

29/04/16 KAILASH M

29/04/16
11:34

SATISH Pulled

11,34 BADMAN,CMO- <
LALIT,CMO(PRO) (TAPAL) Back:rew AM

"

KAILASH M 29/04/16 SATISH 29/04/16 BADHAN,CHMO-
BADHAN,CMO- 11:32 LALIT,CMO(PRO) Forward dasd 11:32 IAPAL]
(TAPAL) AM -CMo( AM Bl iy siges
NEHA 05/02/16 KAILASH M Transferred 09/02/16

02:25 BADHAN,CMO- Receipt ¢ 02:25 Authorization Document
NATK CMO(VIKAK) o S aiadeveve M

05/02/16

NEHA

azizY NAIK,CMO(VIKAK)

NEHA
NATK,CMO(VIKAK) B2

<< <1>>>

Forvard sadsa

08/02/16
02:24

eSigning of DFA

Pre-requisites:

Fig.9

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 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:
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4530123 Draft Details 4
Submitted Files f iper ]
- C“‘DS'}‘:“Q ipp;:fsim AUtOmAtCZa0m Draft Type' | New/Fresh Classified Choose one
Draft Nature* | Closed and Added to GO Prefix Choose one
b/ Crantad File No.BN $12/2016-CMO(PRO)-CM Office =
-+ Drafts Language* English - J Is Sanction ]
Feomeicted fastdstdst :
» Parked stesignTest Esign S
) Approval Requests L TestEsign M
(1) Total 1000 | 990 characters left.
» Closed Communication Details
By Me
Ministry | Choose one
Submitted Files for —
-+ Reopening Department Choose one v
Approval
BN b Name ww Designation
» Sent Organization
» Conversions Address 1+ [www
i Address 2
Completed — —
e Country INDIA | State Choose one |~ =
» Physical File . . =
, Create New (Non oty Eineda
SES) Mobile Landline
-+ Create New (SFS) Fax
» Electronic File B
Create New (Non
* sFs) Add More Recipient(s) = Clear
» Create New (SFS)
Create Part
» Create Pa Attachments m
» Create Volume
» Recycle Bin
Migrate File = Note : 7
— 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.
B s = Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
st = Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
Ha0 & Use #ApprovedDate# tag to display the approved date in the draft content.
Use tag to display the d tnumber in the draft content.
Dispatch By Self | Dispatch By CRU DSC Sign @

Fig.10

e C(lick the button to facilitate the eSigning process (Fig.10). The Consent form will be displayed as
shown in Fig.11:

+sai123 Draft Details -
z“‘;’;’:“:i‘;;‘;ﬁf“ of R a2 Draft Type® New/Fresh | Classified Choose one
» Created Draft Nature* Closed and Added to GO ~ ‘ Prefix Choose one
» Drafts Language* English <] 1ssanction ]
Completed 1y 2
> Sempee S fdsfdsfasf
» Parked = =
= & Subject* il
, Approval Requests 7
(1) Total 1000 | 990  characters left.
yiCloved Communication Details
By Me =
Ministry Choose one |
Submitted Files for =
-+ Reopening |
Approval Confirmation ==
» RMS Inbox Designation
» Sent @ Consent for Authentication
$Ociesrsoits <<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 and/or One ~| State Choose one 2
» Physical File Time Pin (OTP) data for Aadhaar based authentication for the purposes of carrying out the
Create New (Non p ion i ion of ASP application from <<Name of ASP>> for the Pincode
* sFs) purpose of Urp of ASP => with Landiine
+ Create New (SFS) L EsignTest EsignTest EsignTest & e-Hastakshar (C-DAC's eSign Senice) during <<Start Date=> and <<End
B ey aTa R T Date” >>. .l understand that the Biometrics and/or OTP | provide for authentication shall
» Electronic File be used only for authenticating my identity through the Aadhaar Authentication system and for
Craata Navi (Non Espares! obtaining my e-KYC through Aadhaar e-KYC senvice and for the issuance of Digital Signature
*sFs) o Certificate (DSC) for integration purposes and for no other purposes. | understand that C-DAC Add More Recipient(s) Clear
shall ensure security and confidentiality of my personal identity data provided for the purpose of
3 Credte New (SFS) Aadhaar based ication. | also that to the ion of
) Create Part integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP. m
» Create Volume
» Recycle Bin [ 1agree |[ cancal
Migrate File = Note : 3
- Use #ApprovedBy# tag to display the approved by in the draft content.
s €3] Use #ApprovedByName# tag to display the approved by name in the draft content.
T = - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
s Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content.
DSC o] Use #ApprovedDate# tag to display the approved date in the draft content.
Use tag to display the number in the draft content.
Reports =
Dispatch By Self | Dispatch By CRU psC Sign | Edit | custom sign |
Settings (€3}

Fig.11
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e C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e 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.12:

<« c @ @ @ httpsy//nic-esign2gateway.nicin/esign/acceptClient e @ In @

Digital India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar 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:
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= Digital India “onc
S irtral indi Shrortibimdy
G

AT v e

Aadhaar Based e Audentcation

o

Fig.13

Note:

OTP will be received at the mobile number registered for Aadhaar.

Submit
o Enter the Aadhaar OTP and select the user consent check box and click on button as show in Fig.14:

<) ¢ @ ® @ hitpsi//esignservice.cdacin/esign2.1/0TP o pad voINn @

HSH

Digital India coAC

Ministry of Electronics and Power To Empower

Information Technology
Government of India

Contro for Development of
‘Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's sSign Service

Aadhaar Based e-Authentication

L 9171160085309305

Get Virtual 1D

[41 have read and provide my consent |

View Document

OTP has been sent to mobile number <****** 9096>

Fig.14
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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:

+s2i123 Draft Details B
Submitted Files f ipe* 1
® e Renroual i || e o Draft Type New/Fresh | Classified Choose one
Draft Nature® DO Letter Prefix Choose one
¥ Crested File No.BN $/2/2016-CMO(PRO)-CM Office [
-+ Drafts Language* English Is Sanction [
-+ Completed G
» Parked Subject* B
, Approval Requests
(1) Total 1000 | 990 characters left.
yiclosed Communication Details
By Me <
Ministry Choose one |
Submitted Files for —
» Reopening Department Choose one |
Approval =
R o oe £ Name X Designation
» Sent Organization
» Conversions Address 1+ XZX
FDrafts I Address 2
C leted I =
> Comeiete " . B . B . Country INDIA State Choose one
» Physical File €81 B ATesL EGgnTess EEgaTest EegnTess ErgnTes
Create New (Non Tesi B Test BATaNL EGATaN ELGATaN City Pincode
FS) BoignTest BSignTest B ignTest EsgnTest EsgnTest EsgaTest BsgaTest Mobile Landline
+ Create New (SFS) -
» Electronic File Email
_, Create New (Non
SFS) Add More Recipient(s) = Clear
+ Create New (SFS)
hcreate ot Attachments | Atach Fite |
» Create Volume
» Recycle Bin
Migrate File = Note :
= Use #ApprovedBy# tag to display the approved by in the draft content.
Dispatch (2] Use #ApprovedByName# tag to display the approved by name in the draft content.
T = - 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 #DocumentNumber# tag to display the document number in the draft content.
REpoHs (E3] Dispatch By Self | Dispatch By CRU DSC Sign m
Settings =

OR

e Ifuser chooses “Aadhaar Number” and clicks

Fig.15

Perform eSign

button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.16:
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Fig.16

e Enter the Aadhaar OTP, select the user consent check box, and click m button as show in Fig.17:

- C Q (oF] https://esignservice.cdacin/esignApp/OTP o 9 ﬁ i N @

Digital India (@2]a

Power To Empower Centro for Development of
Advanced Computing

Ministry of Electronics and
Information Technology

Government of India

You are currently using C-DAC eSign Service and have been redirected from

oy Hastakshar r*
Crea”
C-DAC's eSign Service

Aadhaar Based e-Authentication

2 604038938069

Get Virtual ID

| [ 1 have read and provide my consent

View Document Information

Cancel Not Received OTP? Resend OTP

OTP has been sent to mobile number <+ '9096>

Fig.17

e The draft gets eSigned as shown in Fig.18:
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+saitzs Draft Details E
Wb e o o TAemab Zoom Draft Type* New/Fresh ~| Classified Choose one
» Crested ] Draft Nature* DO Letter <] Prefix Choose one
File No.BN $/2/2016-CMO(PRO)-CM Office — —
+ Drafts Language* English ~| Is sanction ]
-+ Completed
fdsfdsfdsf
» Parked e
Subject*
» Approval Requests
(1) Total 1000 | 990 characters left.
b Closed Communication Details
-+ By Me
Ministry Choose one
Submitted Files for =
-+ Reopening Department Choose one ~
Approval
» RMS Inbox E Name ZATAS Designation
» Sent Organization
» Conversions Address 1+ X
b i I Address 2
» Completed I =
Country INDIA -|  state Choose one -
Vihysical File Test EegaTast ErgaTast — —
, Create New (Non ogoTesi e City Rincode;
SFS) L EsgaTest eog Mobile Landline
Create New (SFS;
» Create New (SFS) Fax
» Electronic File
. Email
, Create New (Non
sFs) Add More Recipient(s) = Clear
- Create New (SFS)
Create Part
b e Attachments | Attach Fitc |
» Create Volume
» Recycle Bin
Migrate File = Note :
§ Use #ApprovedBy# tag to display the approved by in the draft content.
st =5 Use #ApprovedByName# tag to display the approved by name in the draft content
R— = - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
ok = Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content
DSsc = Use #ApprovedDate# tag to display the approved date in the draft content.
= Use tag to display the number in the draft content
- ® Depetc oy Sat | s oy o | aoon ] 050 990 | ot | usom o |
Settings =

Custom eSigning of DFA

Fig.18

Provision of eSigning Draft at customized/desired Position.

o C(reate and approve the draft using the draft creation process. The draft dispatch and sign screens will be

displayed as shown in Fig.19:

assit23 Draft Details
Submitted Files for . = | =
abantel Cle s Draft Type New/Fresh | ciassifies Choose one
S Created Draft Nature* DO Letter -] Prefix Choose ane ~]
File No.BN $/2/2016-CMO(PRO)-CM Office - -
FDinfts Language*® English Is Sanction =
+ Completed
e fastastdst
Parkad L
: Cusiom Sgn Subject*
Approval Requests 4
(1) Total 1000 | S50 characters left.
yCiokerl Communication Details
By Me
Ministry Choose one
Submitted Files for
» Reopening Department Choose one
Approval
» RMS Inbox E Name DX Designation
= Organization
¥:Conversions TeslCustom SigaTes: SignTast Custom Addessils 2,208
3 Drafes I e Address 2
-+ Completed I " 1 =
L Country INDIA -] state Choose one
» Physical File SigaTest Cusiom L Cuttom Sign " =
Zety " Ccity Pincode
, Create New (Non L Cuttom SgnTest
SES) Mobile Landline
» Creste New (SFS) s
» Elactronic Fils i
, Create New (Non
sFs) Add More Recipient(s) | Clear
» Craste New (SFS)
Craste part
* Attachments | Attacn e |
» Craste Volume
» Recycle Bin
Migrate File = Note :
= = Use #ApprovedBy# tag to display the approved by in the draft content
Dispatch = Use #ApprovedByNamet# tag to display the approved by name in the draft content
— = - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content.
S =2 e Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content.
bsc ] Use #ApprovedDate tag to display the approved date in the draft content.
= Use tag to display the number in the draft content
= [ oispatch By seir | Dispatch By cRu | esion [ osc sion |
=

Copyright © NIC, 2018
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Click Im—

& button, the Custom Sign pop-up gets displayed as shown in Fig.20:

+5ai123

Draft Details

Submitted Files for

* Closing Approval

) Crested
-+ Drafts

File No.BN S/2

+ Completed

» Parked Test Custom sign
Tesl Custom SgaTest Custom S0
Tesi Cusiom Sign
Test Custom S5
Cutiom 30

Approval Requests
(1)

» Closed
+By Me
Submitted Files for
+ Reopening
Approval
» RMS Inbox
» Sent
» Conversions
-+ Drafts

Tesl Custom SignTest Cusy

+ Completed I Custom Sign

» Physical File Test Custom SignTespfusion SgaTes
Test Custom Sign
Custom SignTes

, Create New (Non st custom SignTesy
5FS) s 1om SignTest Cus
» Create New (SFS)

» Electronic File

, Create New (Non
SFS) Custom eSign Modal
-+ Create New (SFS) Window
» Create Part
» Create Volume
» Recycle Bin
Migrate File

Dispatch

File No.BNS/2/2016-CMO(PRO)-CM Office

Test CustomSign
Test Custom SignTest Custom Sign
Test CustomSign

C [« [« Custom Sign

Test C: < e CustomSign

Test Custom SignTest Custom SigaTest Custom SignTest Custom SignTest Custom SignTest
ign

Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom Sign

Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom SignTest
Custom SignTest Custom SignTest Custom SignTest Custom Sign

= Z] Prefix

[ Z] Classified

| Choose one

Ll L]

[ Choose one

zl Is Sanction =

characters left.

Ll ]

Designation

m

State Choose one >
Pincode

Landline

‘Add More Recipient(s) Clear

oved by in the draft content.

e approved by name in the draft content.

play the approved by designation in the draft content.
isplay 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 Custom Sign
|

m

Fig.20

e Locate the desired position on the selected page and click mbutton to sign the draft as shown in Fig.21:

+5ai123

Draft Details

_, Submitted Files for
Closing Approval

) Created
- Drafts

File No.BNS/Z

-+ Completed

» Parked TesiCusiom Sign
Test Custom SignTest Cuslom Sign
o

) Approval Requests
(1)

» Closed
+By Me

Submitted Files for
-+ Reopening

Approval
Test Custom Sign
» RMS Inbox 51 Cusiom Sign
Tesi Custom Sign
» Sent Tesi Cuslom SignTest Custom SgnTest)

Conversions
e IS Tesl Custom SignTest Cuslom SignTes)

-+ Drafts
Tesi Custom SignTest Custom SignTesl
-+ Completed I Cuslom Sign
R ysicaliFils Tesl Cuslom SignTest Custom SignTest

Tesl Cuslom SignTest Custom SigaTest

Create New (Non
* 5Fs)
Cuslom SignTest Cus lom SignTest Cus

+ Create New (SFS)
» Electronic File

_, Create New (Non

SFS)

+ Create New (SFS)
» Create Part
» Create Volume
» Recycle Bin
Migrate File
Dispatch
Dispatch

DSC

Reports

Custom Sign

File No.BNS/2/2016-CMO(PRO)-CM Office

Test CustomSig
Test Customsi

n
ignTest Custom Sign
Test CustomSign

Test Custom Sign
Test CustomSign

Test CustomSign
Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom Sign

Test C: & e CustomSign

Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom SignTest
Custom Sign

Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom Sign
Test Custom SignTest Custom SignTest Custom SignTest Custom SignTest Custom SignTest
G C C CustomSign

H:hoose one
[Choose one [

| 5] ciassifed
N =] renx
[ Z] Is Sanction

characters left.

(T

I [F] stae

Pincode

[choose one

Landline

Add More Recipient(s) = Clear

Attach File

oved by in the draft content.

e 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.

R@lDispatch By Self | Dispatch By CRU m DSC Sign
|

Settings

Copyright © NIC, 2018
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Consent form will be displayed as shown in Fig.22:

+sai123

Submitted Files for
Closing Approval

+
) Created
+ Drafts
-+ Completed
» Parked
5 mpmval Requests
» 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 3]
Dispatch =
DSC =
Reports =
Settings =

Automatic Zoom +

File No.BN §/2/2016-CMO(PRO)-CM Office

o

be used only for authenticating my identity through the Aadhaar Authentication system and for
obtaining my e-KYC through Aadhaar e-KYC semvice 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 of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

I Agree ] Cancel

Draft Details
. a B n Draft Type* | New/Fresh Classified Choose one
Draft Nature* Closed and Added to GO Prefix Choose one
F Language* | English Is Sanction ]
Wiy
) fasfdsfdsf
= < Subject*
7
Total 1000 | 930 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
authentication system and consent to providing my Aadhaar number, Biometric and/or One State Choose one
Time Pin (OTP) data for Aadhaar based authentication for the purposes of carrying out the
p ion i ion of ASP ication from <<Name of ASP>> for the Pincode
purpose  of <<Purpose of ASP application >> with Eindiine
e-Hastakshar (C-DAC's eSign Service) during <<Start Date>>, and <<End
Date” == . understand that the Biometrics and/or OTP | provide for authentication shall

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.

- Use #ApprovedByDesignation# tag to display the approved by designation 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.

Use #ApprovedBy SectionName# tag to display the approved by section name in the draft content

e 15 oepen 1o oo | 000 o | | ousom o

m

Fig.22

e C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e 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.23
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<« c @

@ @ httpsy//nic-esign2gateway.nicin/esign/acceptClient

Digital India

inistey of Elactronics and Informatian Technology
Governmsent of India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar 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:

« c e - cdacam, - 00 no =
——te h4 Dipital India “oNC
— ¢ S ¢ . e &0 Dt
- 5 hocasie e e I ¢~ T ]
G
CAa g e

Aadhaar Based e Audentcation

{ )

=

Fig.24

Note:

OTP will be received at the mobile number registered for Aadhaar.

e Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.25:
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&

c @

® @ https://esignservice.cdacin/esign2.1/OTP

P)

Digital India

Power To Empower

QW

HSH
conC

Contro for Development of
‘Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

o Hastakshar 7
Qmmﬁl
C-DAC's eSign Service

Aadhaar Based e-Authentication

L 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>

I @

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.

e The draft gets eSigned at the desired (custom) position, as shown in Fig.26:

+sai123 Draft Details
Submitted Files for . =]
Aot e = PemeZam Draft Type New/Fresh ~| Ciassified Choose one [~]
» Created . Draft Nature* DO Letter | Prefix Choose one
File No.BN $/212016-CMO(PRO)-CM Office — —~
- Drafts Language* English ~| 1s sanction B
-+ Completed
fdsfdsfdsf
» Parked
Subject*
, Approval Requests
(1) Total 1000 | 990 characters left.
» Closed Details
By Me =
Ministry Choose one |
Submitted Files for
»Reopening Department Choose one
Approval —
» RMS Inbox Name D2ZX Designation
Bk m SigaTest Organization
» Conversions Address 1+ X
SO Address 2
+ Completed ]
SR Country INDIA <] state Choose one
» Physical File -
City Pincode
, Creste New (Non
SFS) Mobile Landline
-+ Create New (SFS) Fax
» Electronic File
Email
, Create New (Non
SFS) Add More Recipient(s) = Clear
-+ Create New (SFS)
Create Part
2iiaae 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
— - Use #ApprovedByDesignation# tag to display the approved by designation in the draft content
it = Use #ApprovedBySectionName# tag to display the approved by section name in the draft content.
55C = Use #ApprovedDate# tag to display the approved date in the draft content
Use #DocumentNumber# tag to display the document number in the draft content
Biprees = Dispatch By Seif | Dispatch By CRU m DSC Sign m Custom Sign
Sattinac =)

OR

Copyright © NIC, 2018
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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%~ - odacm, o o no =
?i it
- Digital India “onC
——= - = ——————r
[0

AL v B

Aadhaar Based e AuDentCaton

[ = |

TSR

==

Fig.27

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click button as show in Fig.28:

«)-> C Q O8 https://esignservice.cdac.in/esignApp/OTP o 9 Q i N @

: Digital India (@]
Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Computing

Government of India

You are currently using C-DAC eSign Service and have been redirected from

oy Hastikshar et
G
CDAC's eSign Senvice

Aadhaar Based e-Authentication

4 | 604038938069
Get Virtual ID

[ 1 have read and provide my consent

View Document Information

Cancel Not Received OTP? Resend OTP

OTP has been sent to mobile number <****9096>

Fig.28
o The draft gets eSigned at the desired (custom) position, as shown in Fig.29:
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+sai123 Draft Details
siSebmited Hisgifor Draft Type® New/Fresh -] Classified Choose one
losing Approval
P Draft Nature® DO Letter | Prefix Choose one
*>Defts Language® English Is Sanction =]
+ Complatad -
fasfasfasf
Parked
e Subject*
» Approval Requests
(1) Total 1000 | 990 characters left.
» Closed Details
28y Me
Ministry Choose one
Submitted Files for
»Reopening Department Choose one
Approval
» RMS Inbox Name DXZX Designation
et Organization
» Conversions Address 1+ D
SO Address 2
-+ Completed
Country INDIA State Choose one
» Physical File
City Pincode
, Create New (Non
SFS) Mobile Landiine
+ Create New (SFS)
Fax
» Electronic File
Email
¥ Create New (Non
SFS) Add More Recipient(s)  Clear
» Create New (SFS) Reas n: oo
Cresta Part
> 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 #ApprovedBySectionName#tag to display the approved by section name in the draft content
b5 5 Use #ApprovedDate# tag to display the approved date in the draft content.
= Use #DocumentNumber# tag to display the document number in the draft content.
Sy ] Dispatch By Self | Dispatch By CRU 05C Sign | Eait | custom sign |
Sattinns =

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:

d .
Itab from the menu bar, the Send screen as appears is

e Select the file from Inbox or Created list and click =€n
shown in Fig.30:
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Computer No: 33300 File No: CEA-CH-13011/1/2018-Deme _Subject: do the needful

[ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... | Quick View 1
® All () Reporting Officer () Sub-ordinates () In Channel () Preferred List

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

File Numb Subject
o RIMAN DEEP-ASSTT(RD)-eOffice—eOffice| Notify: () Emal [ Suis fle Number ubjec
2] (L] CEA-CH-13011/1/2018-Dema do the needful
Set Due Date @
Action Forward v
Priarity Choose one v
Initiate Action v Typet [ Choose One B

Total 1000 | 1000 characters left.

Remarks®

m DSC Sign and Send eSign and Send

e Enter the mandatory metadata and click
displayed as shown in Fig.31:

Computar No: 3385535 Fila No: C-11011/0006/2018-0i 75 |5 Subjact: testing gopal tasting...

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

@ Internal External

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

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

P - File Number Subject Note(Chars
To IAUBCBENE-bikram-- 30T 3TE TF B9 (A TR T) Notify : () Email L) sms J ( )
- - testing gopal testin... 0
Set Due Date Con!
1000000 Total(Formatting included) :0
Action Forward A @
Priority Cheose one v Consent for Authentication
=<<Name of Agency Providing the Service=>
Initiate Action @ Type®| Rejected v
| hereby state that | have no Objection in authenticating myself witn Aadhaar based
. authentication system and consent to providing my Aadhaar number, Biometric and/or One
Total 1000| WINOORSY charcters lefl Time Pin (OTP) data for Aadhaar based authentication for the purpeses of carrying out the
Remarks® e pre-production integration of ASP application from <<Name of ASP>> for the
purpose of oy of ASP ion == with e-
P Hastakshar (C-DAC@s eSign Service) during <<Stait Date>>. and <<End
e Date” == | understand that the Biometrics and/or QTP | provide for authentication shall

be used only for authenficating 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 _
Cerifirata (NSMY far intanratinn irnacas and far na athar mirmacae | indarstand that C-NAC

¥ | Agree

ED e

Fig.31

Note:

Remarks field is mandatory for eSign process.

e (lick the button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e eSigning Authentication Gateway screen is displayed.
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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:

- @ 1 @

&« @ Q [0F] https://nic-esign2gateway.nic.in/esign/acceptClient

@ : V) Digital India

Manistey of Elactronics and Informatian Technology
‘Government of India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Perform eSign

Fig.32

o eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.33:

« c e - odac oo ne =
o > Digital India onc
e, i ‘ RSl
— - R £ i
Grnm@
Bnrs o

Asdhaar Based e Audentcaton

1

== -

Fig.33
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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:

&« c ® @ @ https://esignservice.cdac.in/esign2.1/0TP - O W Lo @
p = .y 3 n
oo 5 Digital India cdAC
Ministry of Electronics and Power To Empower Centre for Development of
Informaton Technology "Advanced Computing

Government of India

You are currently using C-DAC eSign Service and have been redirected from

@Hestékség\@‘
G.DAC's aSign Service

Aadhaar Based e-A

4 | 9171160085309305

Get Virtual 1D

sescce

| EA1 have read and provide my consent |

View Document

Cancel Not Received OTP? Resend OTP

OTP has been sent to mobile number < '9096>

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.

o The file noting gets eSigned as shown in Fig.35:
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OR

If user chooses “Aadhaar Number” and clicks

eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.36:

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 disqussion on a motion on
dismissal of the Harish Rawat led government in Uttarakhand .

27/04/2016 12:10 PM xan A n BADHAN
(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 |
s +
By D'« i
Bl |Add Green Note = |Add Yellow Note
Note # 1

Fig.35

Perform eSign button.

dd Digital India ooNC

Grngm”
Lot s v

Aadhaar Based e Audentcation

Gmomr Canxcer

m
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e Enter the Aadhaar OTP, select the user consent check box, and click button as show in Fig.37:

- C @0 @ & https://esignservice.cdacin/esignApp/OTP o @Y voIN@D

Digital India conC
Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Computing
‘Government of India

You are currently using C-DAC eSign Service and have been redirected from

oy Hastakshar r*
Crean”
C-DAC's eSign Sarvice

Aadhaar Based e-Authentication

2 604038938069

Get Virtual ID

| [ 1 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

¢ The file noting gets eSigned as shown in Fig.38:
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Computer No: 127383 File No: FCS-23019(13)/1/2016-CMO(TAPAL)-CM Office Subject: Food and Health Ministry

|, Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send |Attachment | More |

P AR PR S

Bl |Add Green Note = |Add Yellow Note

Note # 1
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 disqussion on a motion on
dismissal of the Harish Rawat led government in Uttarakhand .

27/04/2016 12:10 PM KAILAgﬁM BADHAN
(UNDER SECRETARY ]

Fig.38
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