File No. ITPO/ITSD/eoffice —e file/2020
India Trade Promotion Organisation
(Administration Division)

16.02.2023

l
Office Order No. Admin/62/2023 "

Sub: Optimum utilization of eOffice Lite (eFile) product suite of NIC in ITPO.

Electronic File Management System was implemented in ITPO through
adoption of eOffice Lite (eFile) product suite of National Informatics Center (NIC)
in F.Y. 2020-21 with the kind approval of competent authority, albeit, the
utilization of eFile has remained minimal in the past years.

2. The matter was reviewed by the higher management of ITPO and
accordingly, CMD, ITPO has directed to process all the official files in the
organization only through this electronic medium.

3. The eOffice Lite (eFile) product suite is accessible through URL- itpoeoffice.com
for all the users for whom user logins were created initially in year 2021. Hence, the exiting
users can initiate processing their files through e-office immediately. Further, logins for
remaining users shall be created shortly too.

4, E-office User Manual is attached herewith for ready reference of all the employees.
Further, training sessions in coordination with NIC shall be conducted soon for all ITPO
employees.

5. The electronic file management system (eFile) shall aim to usher in more
effective, efficient and transparent inter-department and intra-department
transactions and processes.

6. For any technical issue, functional support, digitization of documents,
facilitation and training of staff, IT Services Division will be the Nodal Agency.

This issue with the approval of competent authority. (;15/

(Col. Pushpam Kumar)
OSD (Admin)

To:-

All employees.
Copy for info:-

« PSO to CMD

« PAto ED
« All HODs
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Amendment History

Date Application Version Description Author

May, 2014 User Manual eOffice Project Division
September, 2017 55 User Manual eOffice Project Division
May, 2018 5.5.05 User Manual eOffice Project Division
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Objective of the Application

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

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

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

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

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



S @ I‘ : e
N
A DIGITAL WORK FLACE. SOLUTION

Need of eFile

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

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

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

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

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

Friday, August 25, 2017

=@ffice
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Mode Project (eOffice

Login 1D}  username

Password eeecess

Fig.1

e eOffice homepage is displayed on successful login.

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

HOME MEECTORY
S e el To succeed In your SO, YL MUST have single-minded devomion t0 your gosl - Abdul Katam
7l A
o m Knovatedge Farum Libwrary This Wesk T TR
enffice Services Aemerity - TEEET
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& Heip MeTo
+ Register Hardare Complamts
e e 0 © 0 @
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» WD iehia Dear PakISTan: malntainsg W all-win recor N0 Event Avaiable
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 Four 6 tarfcrists arreced in Aajasthan

Fig.2

e User is then redirected to the application, as shown in Fig.3:
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Note:

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

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

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

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

Copyright © NIC, 2018 Ver. 5.5 05
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Receipts

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

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

Receipts EI l
» Browse & Diarise
-+ Physical

-+ Electronic

» Inbox {2)
» Emazil Diarization
» Created
» Sent
» Closed
<+ By Me

By Others
{Hierarchy)

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

-+ Sent

» Initiated Action

: Files El ‘
Migrate File IB‘
Dispatch (£ ‘

‘VVD'ispatch Elif
DSC & |
Settings (=]
‘Notification Ef-—__l '

| Ext Department (=]

Fig.4

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

Date Range : 01/18/1985 To 2.'--'33{2'}23
"= | Receive | Send Back | Send | PutinaFile | Visw | Mowe To | Copy | Close | Despatch Herarchica! Ve | oy Receipts ¥
v Computer Mo~ - Recaipt Ho. - Subject v3znder v Sent By * Sent On *Dueln = Remarks
E 340370 B SSSEI gohgieh  bkemafdEmw EmED) I2/02/16 11:09 AR B
b E ssaro B o asdas d sanjeey, 358/ S5 T (RTET ) 06,/02/18 10:22 AM B
e E 540443 B ssespnysimsE mE Ew] arelated  FEAEE  bipin T/ AF E F (W) 22{12/17 11:52 AM 3
& FoS410E SATL0B 01T SRR A T (AT & asdead 2=dazd bhram SR SEE R (FET) 20317 10:25 A0 fa
Arears
b Zent
¥ Clos=d
+By Mz
¥ Acinanizdgement
+ Crasted
+ g
b Ingiated Action
Fites =
Migrate Fila =
Dispatch =
DsC & LEGEND Priosity W OutToczy I Mo ﬁ Action Initiated UIP VIP References
j AR reizted matters Appointment 3nd other 7 famning Camission Annuzl Proparty Retu
e = Subject Categary d matter: mert 2nd o g Camis aparty Retum

Fig.5

e The screen as shown in Fig.6 appears:
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© Encinure FamAnE Wi nat B2 £ranged ahar mEaant

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:

UploadiOnly POF upto 20 ME): Dizry Details

B | Fssonertype

B Desitep b

Qrganize = Mew folder

i —
o Favarites = PING imag= <
B KR " :
B D=siiop ) ¥ ks P Nerme Chanse ane
B Oonlond Babita-cFle document version Bafsarnia_Morkups 3,33 1
i W] 4] 550 || #pesii
El RecentPlaces o [==| Micrnzoft Office Word 37 - 2003 e

S Essell5-Df A6 5 =File document version 5.5 0%
7 Libraries WinRAR archive @ i Modlfled hy Ashwani
3] Documents 583 MB Dfice Word 87 - 70
e o Music eFile document version 5.5 05 ~_] =Filev3 ;lyle
= =) Pictures Varsha @ yle Shaet Document
e = H videes wl  Micraecit Office Word 97 - 2003 . 5
Migrate File = |
= = eOffice Implementation E' epem_trial
Dizpatch (5] £l ==r_| Handbook-B-3-2016-AS TR Ees=lis Partibon Master Trisl Edibr,
B Camder - mer = 5 - ™
o5C = -
R — S ey - J
Motificaticn (4] OPm Cancel
Ext Department  [F]

Customire &knowiedgement

| Lenguage

* EnclosureFemarka a no: 62 crenged after mopemant

Dearing Hancs

Letter Fef Hio

File Mumbar

[Restoang
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Desigrmtian’
State Zndnman & Hizoharlslends v |
Frcode
Lendine
Email

Fig.7

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

on the right of the screen) and then, click EENER
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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:

Sent By

Reee!pt Detaﬂs
Rexeipt No 9410332018 7 A QI{!{MWH‘Z)P
From RIMAN DEER

\an Category

Movament Details

~ Sent On ~ SentTo

Send | PulinaFilz | Copy ' Dispatch | Details | Moyements | Edit Attach Fide | Attach Raceipt | Generats Acknowledgement
Convert JPG to PDF online - convertjpgto-p_ 1 /1 () 3 &
'
.
L
» Initistas Action ~
Files 1+ 5 -
Sigeatw File 1=
Dicpatch 1+ AP
— iy
Fob 30 =
osc = 5 ' 1S
Settiage i Th
R i1

{RD-=0ffice

ASSTT

~ Remarks v o

Fig.9

e The generated receipts are saved in the “Created” sub-module till they are marked to other user(s).
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Generate & Send . . . .
. _ button (refer Fig.8): Generates the Receipt Number and redirects the user to Receipt
Send screen.

-

Generate & Copy . ., . . .
. _ 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:

"Zené || Pt ina Fis | Copy | Dispetch | Details | Mowements | Edit | Attach Fie | Attach Receipt | Generate Admonledgement

Recaipt Detalls

Convert JPG to PDF onling - comvert-jpgtep. 1 / 1

T W) e
RIMAN OEEP

ASETT{RO}e0Mmee

ity 58
4 Delvery Made Email
a3y W Maovement Details
- ‘ . 4 Az e e e e o
seszax
* Created

¥ Intated Acion = MLRL

Filen = Tess 3 3 5 l

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:
= X
= Send | FueinaFae | Copy | Dispatch | Detais | Movemerts | Eit | Aktach File | Atach Recene | Genemts Acknawledgement |
Bub-ordinates Recant § Sand Back In Chanre! Prefemad List

¥ ] Receipt Number Subject
: :-i = @ 1 [ 0470302042 ¥ 3 T [ (1 gA U ) Kindly sse

¥ Admawiedgement

¥ Craatad e
Sal Due D
Achos
Files = Priont
Hegrate File =
Dinpateh =
Intate Achon
5T =
Snilings o Temal 1000 | 1 ctnes b
Remarics
Hotification =

Ext Departmeit

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:
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Fig.12

: 0 »1: . . . .

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 & Diaris= |

+ Phymical

R & & () Beparting OFficer ) Sub-ordinstes: ) In Channsl () Preferred List

o Meta: Nama of the creator is highlighted in yalow colour,

¥ Inkox {2}
F-Emall Derimtion = Receipt Number Subject
b Created @ = | Groap 7]
P " e | =] 7 1255 AT 1Rl e Kindly

— Search
b Clozed -

i o Mame Marking Abbr Drganisation Unit
¥ Ackrevisdgemant | AAHASH ADLAKHA ASTT Cio ASHIT)

» Craatad

e Sat Dus Date [&] anrmirusRESR USIAK)Di0 LS Dy Lincler Seey (Fonci hemy)
¥ Tnitiatad Acticn Actian | AASHIRWADSAUR HEEAT
Files = Prioety 7 AASHIEH BAHUGLINA CP-FSSAl
Migrnte File = | abc collak-codamo woioffce
Dispatch = Iitiats Ao | ABC are Cio AD
[T = Taml igoa | 1000 charamers Wl o o _
R = Remarks
Motification =
Ext Dopartmant (3]

BSC Sign and Sand aSign and Sard

Fig.13

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:
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T = Serd | Futlin il ['Coay | Disosteh | Doiads | Movemtents | Sl ] Atfach File | Attath Receiok | Senarate Ackrdwi=dgerert

Roceipt Numbar Subject

b Crastad

Settings

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.
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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).

i

Send Futinafie | Copy Dispstch Detals | Movements | 2dit|  attch Sz Attech Recen | Generste Acknowledgement

Friamy

B5C Sign and Sead

Receipt Number

L] 901039201 B T 7 S T

Subjact

Fig.15

Copyright © NIC, 2018

Ver. 55 05

19



A CAGITAL WORK FLUACE SOLUTION

SC Sig
» DSC Sign and Send: On clicking D2t Sy aond 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 ki Bed 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:

o Click ™ inahile tab. A list of files appear, as shown in Fig.16:

------ =) |[FSene Copy | Cispatch | Datels | Movements | Edit | Attach Fis | Attedh Aeceipt | Generate Acknowledgement |
+ Browse % Dansa —
Receipt Detalls
Convert JPG to PDF online - convert-ipg-to-p... 1 / 1 .
FAmtipl Nob 941033201 8-HIFEHNIT U U8 (YN Y ) w
RIMAN DEEFP TIRD
o o= e
% Search Files for Attach

o Gone ! 3 Tomputer Nomber

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

Convert JPG to PDF online - convertjpg-to-p.. 1 / 1
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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 D || Secd| PutinpBie | Copy | Dispatcn | Details | Movements | Edit
b Brovoss & Disroe

+ Physical

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

» Initizted Aty
Filos. =

Migeate File (3

Dipatch 1 i 5.

bsc = £ %
Settings & 2

Notific atian

13

Ext Depariment

@

Attach Fiie | Attacn Recaipt | Generate Acknawledgement

Recect No
From RIMAN
AMC &

shasin park:

Knol sse

Devery Mode Email
Search Files for Attach
Year 2018 v | Search

Computar Number

E 333773 Test

041038201 ARSTT U TH (AEE U ) &=

Filo Number Subject

ASSTT{RD-e0fce

<<

Fig.18

Note:

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

| Eand | RAT e | ToR; | DlepatcR  Twtalle | Wolemarts |ESE | Artach Flla T ASath Hecaipt | Gamerate Acnoriadgerment ||

Convert JPG 1o PDF online - canvert-jpg-to-p_ 1 /1 i
10302018 HTEHAE CIUR () e
RMAN DEEP

AMC & Domend

shssmn park

ASSTTRUF#0fco

Teat A

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:
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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 MUSEESUCLUREL D500 or upload the

doc/ pdf by clicking button.

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

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

e Anewly created draft has three actions:

a) Preview: View the Draft content before approval.

b) Approve: To finalise the DFA. Once the draft is approved no further changes in the content can be done.

Only the communication details can be edited.

c) Edit: To make the necessary changes in DFA. Each editing of the draft will create a new version of the

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

Note:

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

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

Draft gets approved as shown in Fig.23 & Fig.24:
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| Clasained
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g v ed By Paaid T
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P torom | ot

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

Send | Send Back | Putin & File | Copy | Dispatch | Detads | Movernents | Ed2 | Giose | View Draft | Attach File | Attach Receipt | Action Detsils |

Draft No. : DFA/3000072

New Draft
Reiy v| Classfed
Latter v| Fret
e I Puriati
[Kindly Sea
Kindly see.
CesigNaion ASSTTIRD)e0fice
' snasln
Sounry [mee v S EET
Chy Fincode
ik Landglimy
Emai
Add More Racipientia) Ciear
Attachments [Sckras)
+
Hols ; Usa following # taps for draft creation
- SApprovedBy for Asproves Info BApprovedBy Named# for Azorover Nams:
#ApprovedByDesignation# for Approver Designabon #ApprovedBy SectionName# for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedEBy Email# for Approver Ema
sApprovedDates far Date of Accroval FOoCumentNumDens for Document Numosr

Dvsnﬂ:hﬂvsﬁ Depaich By CRU | eSgn | DSC Sign | B | Cusiom Sagn -

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:

[ERd | mEnE WA | WOE 1\ & FAe | Cory T TR e | TRMT | CTRea | Vst CI7aft | AFERsn Fin | AT6n =T WRERpr | REHnT DRERITE

S P RN e Sy —

Qowniaard 4 Oratt Detaus
I Communication Detalis
) Amachments

Dispatoh Options
Emal Datais
L Postal & Ot Register Datalis

Document for draft approval.

P Sall S0 o Saclics

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:
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5 Ia Sniticn SHERk
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) T
Dispatch = 148 | 2-11/0005/ 201 8- J3F T AW (AT T -
2 ] s v
b Sent 1= | santar/oeT e s T T TR )
¥ Asturmad )
Hs | o
psc = " | w
scttmgs = 5
[ Usar-1, umers i) o
Motification =1 17 40:38 THE ] i
= = ZA0ALT I0:25  ASST(CIHS | lamu=d 5
i 1], asds, andsad M (Selif) Dispatched v
Ent Departmant (=] 5
LEGEND Priority B Out Todey & Action Initiated
Subject Categary ACR relatad mattars Appaintmart and othar ralated mattsrs of Manding Comissian Annual Progsrty Retum

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:

o ‘ P Emeepe Create Remocer | Ve Remides

s A YD’. ik v v M v VSt Ty e N ,']&UEG - Sa Sandon DIQih

AR e Mtress SentOn nt'haa; i be v Recet Numb i v s m M
biatefle [ (| £ vmeme Gayarel Venketesham, Sarjaa il Roa 20/08/07 .33 ASBISTANT s lsugt b
! B[l el B A St Yol U

(o

Digpateh

Sent

Dabiirman

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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e Once the dispatch is sent to CRU, the record of same will be displayed in user’s Sent sub-module under
“Dispatch module” with status “Issued and sent” as shown in Fig.29:
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Sttngs @
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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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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:
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ERrwises X0soles - Reoeipt Details
s Byees Convart JPG to PDF online - convertjpgto-p— 1 / 1 (&) s =
+ Elactraaic =
R ASSTT(RO-CRCE

» Intow (2

Deivery Mode . Ems
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Files = 3 l
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Dicpatch = .
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Settings (= i
otifcation &
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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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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 C(lick the Attach Fls tab, as shown in Fig.33:

@ || Behd | Fitiaafile | Sesy | Diseste | Detslls | Movernants |EdL Attadh Receut | Generote Ackowledgement |

Upload{Only POF upto 20 MB) ImIEm @ipt Detaiis

DATOIW207 0/ HITT A U T (3 UE Yoy

[ORTT  prR————
7 *e: g ASSTTIRO e e

- Movement Detalls
Sent By ~ Seat On ~ Sont To ~ Action ~ Remarks

Filwe &

igcata File

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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Note:
The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File.
. . Ok . .
e Attach File pop-up appears, enter the Remark and click button as shown in Fig.35:
&
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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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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).
o 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:
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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.
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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:
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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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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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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:
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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:
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e B osiaen i acrrelarad g W bipin STl T o e R ) 2712017 11192 AW - [
B sioos & andsad asdisd bikiracy, a6fim ol R W (T UR T 25/03/47 10436 A z |
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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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b) Send Back: Itis used to send the receipt back to the sender of the Receipt.
. . Send Back R
e Select the receipt and click ' tab as shown in Fig.45:
12
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Migrate File 1}
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Dispatch &

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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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
o Keep the cursor on lew | tab and a drop down menu will appear with the options as shown in Fig.47:
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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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o C)LACtl):)n Initiated: To view all the receipts against which initiate action process has been taken up.
d) Physical: To view all physical receipts.
e) Electronic: To view all electronic receipts.
f) VIP reference: To view all the VIP referenced receipts.
g) Outtoday: To view all the receipts those are marked with priority as Out Today.
h) Most Immediate: To view all the receipts those are marked with priority as Most Immediate.

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

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

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

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

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

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

ew | [ove To ] Cooy | Close | Cispasch |
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Fig.48

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

| Manage Folders

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*g_f;_iinist(y -
Create in*|Receipt Inbox v |

[l s

Fig.50

e The new folder is created under Inbox as sub folder, as shown in Fig.51:
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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 ( E":r) 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.
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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:

Cate Range - 13111585 To 09/05/301E
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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.

e By clicking the Dispatch

tab, the Dispatch screen appears, as shown in Fig.53:
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Send | Send Back | Putin 2 Fila | Copy | Dispabch | Datalk | Mowsmanis | EdiE | Cless | Wisw Draff | AMach Fils | Abtach Recsipt | Actian Dafaile

New Draft Fage sius A4 v ETFIRIEINIR) or (SR Draft Datails
B 7 U F¥ 3B rorva=- UeHagt ~ Pamsgsph - Vemera = Hip = i Reply A Eoglsh ]

< o Craf Mamme Chooss Ore. v Fres Chocss One v
Z-E-mE % b — 0% E-&2- 8- omen- | D

15 Santion

Desinatior Gerea aane

Gtete Ol A
Pircoce

9ETISE4855 Langlkie

A Emsi

Azd ore Recigient(s] || Clear

Mate : Use fllowing & tags for draft creation

e pproved By for Sporoves Imia hpprovedByMamed far Aoprover Hame
t SApproved By Designations Tor saprover Desigreman FADprovedBy SectionNames for Approuns Sestion Homs
P 3 8pan \Words: 0 FApprovedBy Postd fo7 Approvil Poat PhppiovedByEmaile fos Appeover B
b s #ApprovedDaied for Dete of Approval #DccumentHumbers far Dccumert Number
Fig.53

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

Inner Page of Receipt in Inbox:

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

[mipt, A Receive | Send Back Send | Putina Fie | View | Move To | Copy ' Close | Dispatch Herarchaal Vien 1y Facaipts '
Browse & Diarse L viomouterNov  ReceiptNo, v Subject v Sendet v Sent By » Sert On vue0n v Remarks
Hipdd 8 E U755 B\ aazssja0s7jeotfcs | Office proceduces. AharshaBelon  ARADHANAJAISWALeoffce  L7/0B/705.:06PM  25/08/17 F
i g Geums B oummte  Seeicbi Rl ROMMAMSWALeke OB 0QM - "
Inbex (1) 4 P U B unootitlete  eOfce procedures Ahansha el ARADHANAJAISWALeofcz  (7/08/1730.23AM - !
» Uinistry L E 24669 m v24E€‘5-“Z€'IT"eoﬁce ‘Regalding e0ffice details  Akansha Baloni  ARADHANA JAISWAL,eoffce  16/08/17 12:02PM  25/08/17 5
Emall Diarisation
Creatad
Sent

Fig.54

Receipt gets open, as shown in Fig.55.

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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‘ Office

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:

|
Receipts £ I Send | Senc Back | Put ina File | Copy | Dispatch | Detasls | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details [
» Browss & Diarise
. - Recelpt Detalls
» Elactronic Receipt No 2475512017 /e0fTce = File No :
» Tnbox (1] From: Akansha Baloni Designation Programmer
+Minstry Main Category - ACR related matiers Sub Category
- g Address Mandir Marg Seni Date 17/08/17 DE:15 PM
» Email Diarisation o
b Created Letter Ref. No Lettar Date
Subject Dffice procadures Enclosures
Delivery Mode © Sy Hand Sender Type
Movement Details
7Sent8y ~ Sent On = Sent To ~ Action = Remarks wer
AR 17/08/17 05:1¢ RIMAN =l Kind'y do the
3 2] DEEP, 2offce Discuss  needful.
» Ackrowledgement i
- Created
-+ Sert &
3 I
» Initiated Action o o
Files (] 9 SIRN s

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:

= || Send |'Send Back | Putin a File | Copy | Ciapatch | Detals |1-'.mamenhs lEG'-.: {'Closs | Viaw Draft | Attach Flle | Attach Raceipt | Action Details |

Receipt Details

Receipt Mo I65F2 M BEOMCe T

Letter Ref. Mo
Subject See
Desnvery Mode By Train

Fscen . Neth Block,
M D, dated the. b, 7015 Movement Detls
Sent By = Sent On = Sent To =~ Action - Remarks
HOTIEE MAR [IEER meffon 24/08/18 11132 AK RIMAN DEED, aoffce Forpard Do the peediul

t ol Appomiment 1o the candidates salscted
reica o 1he baws of CSE 2014

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 | end Back | PutinaFie | Copy | Dispatch | Details | Movements | ESit | Close || View Draft || Altach Fils | Attach Receipt | Action Details |

Convert JPG to PDF online - converl-ipg-lo-p— 1 /1

RIMAN DEEP
ANMC &

£hasin park

Sulj Kindly Sg

Davery Mode . Emai
Movement Detalls

Sent By - Sent On

1074 201E AT T T @ T Y G

= Sent To

ABETT(RD}-e0fice

DTS 1215 PM

~ Action~ Remarks ~==

Fig.57

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

beceipts =
I
Browse & Diarize
+ Pirysical

+ Elctronic

Inbox (1)
Email Diarisation D
Cr=ated
S=nt
Clos=d

* By M=

By Others R—
v [Hinrarchy] DF&/1375E
» By athers(Al) Dratt Version
i0
Acknowledgement —

+ Created

s Smrt

| Send | Send Back | Putin a File Copy Dispatch | Details | Movements | Edit | Close |

Subject

‘Voluntary Retirement

Date and Time Created

24/08/17 12:35 PM

Draft List

Draft Version List

Created By
ARADHANA JAISWAL

Wiew Draft | Attach File | Atrach Receipt

Action Details |

Choose One Izl

e  The draft is shown in Fig.59:

il R BAal DU A il DVARARR DaRaile | Wi Fdir Clads Wik Cram | ATeash Biis Awaah Racans

Document for draft approval.

DR Datass

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:

& |
Rereipts =I| | Zend |Send Back | Atinzfile Copy Dispeich | Details | Mevements | Edi | Close | View Draft | Atach File | Agach deceipt  Action Detals
# Browse & Diarise E‘
Computer Mo 47 47112 Tieofice
Subjert Offirz notice, ITHEAT 10:30 AM
Lemer Reterance Mo Lafter Cata:
¥ o Manedion Currently With ARADHANA JAISIWAL ASSISTANT 0fiice DEFT-EOFFICE
» Creatad ,
Status In Pracess
» Sent
+ Closad Acticn Details & Comments
Initiated By ARADHANA JHEWAL-20fice Initiated On AB/IARIHT 0421 PY
Initiation Remark 12 Initiate Action Type Far tporowal
Forwarded To ARADHANA JUSWAL-20Mca
Add Comment
Action Taken by Action taken on Action Typa Action Remark
L
ARADHANA JAWAL 0ffice 18-0E-2017 04 32 P14 TYPE2 Zparoue

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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Send | Send Back | Bit m = File | Copy | Dispatch | Detalls | Mowemenss | B2t | Clos= | | Aktach fie | Attech Receipt | Achion Details

CENTRAL ADMINISTRATIVE TRIBUNAL
JODHPUR BENCH, JODHPUR

No: 10-2/2017 /ety [ 22 Dated : 30.06.2047

Govarnmaent

ssgned
ind Varfier

= Blas perratiitves
Ka.
1 veriTier 0 \ of user Geta
. made by the
. and  uploading of
r plopesfuser
F] | Creator |« af the
3 Cresior |« Initisies the
the Departme:

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:

2 g L]

DIRECTORY c EMPLOYEE SERVICES

mﬁsﬁ" To succeed in your mission, you must have single-minded devolion (o your goal. - Abdul Kalam

[Fg it 1 aveg

oFile @ i LENECEEER  knowledge Forum  Ubrary This Week Ty aifiriafet
SHitEe sinces S HSEETT i i - Altercation - T
@ » File Management System KARTIE MISHRA ON 11/05/2018 -
» Knowledge Management Systam
c - 2 + Upload an KMS from eFile 11 May 2018 5= X
bt + eFile MIS Reports T R e
o $ 11005260
» Employes Master Datails
Leave » Leave Management System » Attendance i
P + Leave WIS Reports £0fice Adminiswator DM TFA042018
T » Tour Management System » Training Motice L
Taur » Perconnesl Information Management £OfMice Adenlnistwacer OM Z4LI01E oo
System
¥ » office order X
=]
EL Ganmland Eamia e Adminizmator ON 24042015
mall R
v aoffice =
@ 25 employes Corner R G e ks A
» Birthday Wishes
b Superannaution MIC Connect
E » Join Today
Gallery
g Help Me To
*» Register Hardware Complaints @ @ o @ @
» Boak Room in NICHG : = i : & L
il scHicagouin  Reportluss  Submit Feedback  wOffica Training  Learning & Mosourcas

Mews B3 evenrs

= |

QUICK LINKS

Enter the password associated with following
MNIC Mail login 1D

rimandesp2 0l l@nic.in

mail.gowv.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 1 MsRIMAN DEEP

Read Mail @ Home - INBOX

Regarding eMAIl Diarization
Folders = From: gov.in Aurg 28 018
T0: rimandeep@nic.in

B Aadhaar
IE50Sd 1N pUBIIC interest oy
B Drafts

= Folder

andine pubkcaton of the e-mall, fs coments or £s At cNment's oher than by 45 Ntenden recpient 15 Moty profimeed and may be ik il

5 Ainoa

FA CabSec
* Move To eFile

£ CRLMistory

£ pSC

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:

Read Mail Cancrl & Home - INBOW
Read Mai

Regarding eMAIl Diarization
Folders = From: gov.in Aurg 28 018
T0: rimandeep@nic.in

B Aadhaar

Issued in pubiic interest oy

B4 Drafts

= Folder

5 Ainoa
FA CabSec f

* Move ToeFile
£ CRUMistory

£ pSC

eofficedemo.nicin says
Areiyou: sure Move to efile?

Fig.65

e (licks OK button, a message is displayed “Successfully Moved To eFile” as shown in Fig.66:
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Mailbox

Folders =
| E inBox
F3 Certificate

E ons

£ Hoo
B iso
3 Intranic

E Joboona

3 MarT

gk Hom= o |NEOX

INBOX

show 25

Sender

W Hame

%

%

% Mail Delivery
System
Twitter
Facehoak

Subject
y Status Mobification (Failute] Reporting-WMTA: dns; vastu15.ni
Dlivery Status Notification [Failute] Reporting-MTA: dns; relayout 4

Belivery Status Noiification [Failun:) Reporting-MTAz dns; relayout5a

Asia Media Summit 2018 Tweeted: Sam- Seog Ko says the summit will hew,

Mallika Muralecdharan, Lehar Chandan Ohingra and 5l others are new friend sugmestions for

wou Facehook@media all and [max-wi

Search:

Subsmitted

Date

15:20 PM

15:07 PM

1429 PM

14112 PM

11544 AM

Moved eFile
Status

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 : 13032015 T

Rersive Send Btk | Send |PutnaFle View | MaveTo |Cooy | Cose | Dispaten |

Receipts [=
il *Computerfin +  Recsitllo, v S » Senfer "SRy »Sent i vDieln +  Remaks
Psleal i o BT s 5 o " R - e
bkl S5 b E B Wipariy Walk 1.5 km, 20 i, Eduatioel Tttt aradfana SRADHANA JAIEWALeofice BIEIT 1M B
B 4 . :
u L R i b flzg. Aanaintmants Dr. Parveen HIRHIL KEAIURIA 2offca 230817 10:38 AM U
£ M i o Pracedurss, Gajavell Venkatzsham  ARACHANS JAISWAL 2otz TLLT 137 M B
1 E 24660 i Regarding eOffice details Aansha Balani ARADHANAJAISWALeoffice  16/08/1712:00PM 250817 [J
¥ S
¥ Closed
Fig.67
o C(lick Subject link of the mail, as shown in Fig.68:
i |
Reraipts &l
= Subrect » Send By = Sent Date + Sender Emal 4
b Browsa B Diarisa
T Wail Delivary System < MAILER-DAEMON@ ezt nicin® 105018 RAILER-CAEMON @relzpouti4.nicin X
+Electranic
b Inbox (1)

¥ Email Drarisation

¥ Crested

Fig.68

o 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 B Attachmeants
Recells =
b Erowse & Diarize 133/ INBOX_12501/15627 1787 3attachment. pf
S /133/INBOX_12501/64-50P_Tnter-departmenta
/133/TNBOX_12501/64-50P_Promation. pdf
el = /133/TNBOX_12501/64-50P_Transfer.pdf
b Inbes [3)
+RT1 (3)

+ Email Diarisation
¥ Created
¥ Sent
¥ Closad
4By Me
» By cthersiAll]

b Acknowledgement

 Created

a @]

Select attachments tn Marge

J133/INBOX_12501/mail_body_content. pdf
J133/INBOX_12501/112971748%ttachment.pdf

pravew |

Fig.69

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

(Onily PDF upto 30 ME)

12 A high percentage of the pecple were voting for the
e school

Upload Fanel

1D, The newspaper was Mot very successtul lately

14. The new postoan doess Nnot seem very Soght to me. he
s ahways leaving our lettors i the wrong rmoslbox

18, Carlos is the only one of those students who have Huved
UP o the potential described In the yearbook

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

17. VWWhere 0o you Hive until your new NousSe 1S ready 7

18. Rahul is one of those enginears who is working for
Il Gromoft

19, My mobile has stopped working tast nicht

20. Federsr is serving., Diokovic is returning but the ball
Goes INMo the net. Game, Set and Maltch to Federer.

Z1. Each and every student and INSTuctor 0 this bulding
NOope fOr & New Tacility Dy rext year

22, After the bomb blast twe peopie have been arrested on
Saturdey

23 Alahvumrys warked in EUa” when ahe was mmeeting the
e e wsme f Beecorie B Tutiire Bombaad

Diary Details
Cevstes Croose ore v e —— v
e . (2 .
Mooe ferger
T e = v
-
o) il
v Stoeneae
v Crocs One -
Add 1o Addcess Book
Tesgrseas
L Sacaman § licoter Waoos V¥
e
e
e e e
[—————

Fig.70

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

e 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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Raceipte

+ Physical

+ Eiactranic

b Croated
b Senc
» Clozad

* By Me

By cthars

+ By of

+ Created

+ Sant

¥ Browse B Disnse

¥ Email Dar=ation

{Hizrarchy}

=

} Acknaviadzamans

Ta) 15/03/2015 To 12/05/2018

| S=ne [ Bukin = File [ Eopy | Dispu::ﬁ":;% Generate Acknowledaemert
Fhy=lcal

muoimimla o amimim

- Computer 8
0472
30219
23892
5891
25223
25054
3093
24728
24727
24728

24601

Sibiect
Kundly a2,

1m5ue

Kindly sai:

urgent

Office procedures
Impiementation process
Offica procadures.
Circular

procaduras

Iining leber

Far eOffice implermentation

Hmrarchical Wime: | nty Receipes

~ Subiject Categoey

Appaintmants
ACR ralated mattars
acA

ACR ralated matiars
ACR related matters
ACA related matterz

ACR raiated matars

Audit Mattars

~ Croated On
020418 02i36 P
26/03/18 10:07 &M
I5/09/17 02:39 B
25/09/17 0%:25 P
D5/09/17 02:16 PM
24/08/17 05:02 PM
24/08/17 0RO bR
17/08/17 10:43 A%
17/08/17 10:48 AM
17/08/17 10:45 &M

10708717 11:47 AM

a) Physical: To view all physical receipts.

b) Electronic: To view all electronic receipts.

Fig.72

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 7] | Send | View | Cony | Generate Acknowedkement
) Sromse & Dianise vComperNov  ReetNo, v Subiec v Sender vSentts *Sert On *Dus0n v .
4 Physical i Eum B oam3noivieots  Voluntary Resrament RANDAS TEIA RIMAN DEEP ecfice 18/08/17 12:4590 - Iniate hcfion
i E W B oumntzede  satonsybl btasbishihan  ARADHANAJNSWALaRe (7087 10A3AM 2308117 Intst Achon
b lntoe ) ‘ E M7 B umimieche  offce motice, asTRAY ARADHANA JISWALsof e (70871030 AN - Iniistedgion
4 Vinistry L B Pum B ue2oniiscfe  Regersing joining of ffer, Mangesh Wanknede  ARADHANA JAISWALzoffe  18/08/17 120790 2 Intatedcten )
| Emai Diarisation I 0 Euss E 15201 Neots  Automation of offie procedures Aafe:hna ARADHANA JNISWALsoffe  1008/47 1042 AN S7/08)17 Intistedcion ¢}
Created
} Closer
a0 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:

Re- .
o Select the receipt(s) and click aRen.| button as shown in Fig.74:

- Rerait t - File N - St ~Clgerd On - [lpsing Bemades - Bction

B 2a755/2017/oofice OFfica proceduras. 13/08/17 1152 AN Waork dorg. Ra-opan

Fig.74

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

Feteipts =i Reopening Confirmation

=
1

= Coamg Remarks

,q
i

6 ArE 0u suTe bo re-open selected raceiptis]? 1:52 A Werk done,

+ Ekironc fiemsrke = Pending.

(-3 el

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:

-------

Category & Subject

ey

Fig.76

e The acknowledgement creation page appears, along with customized acknowledgment.

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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B 7 U5 ¥ XN M rFoman-  Feagraph - Verdana v lam -
E-E-mER A s XD Hxxx—0=
Date: 24-03-2017
Exai Dimmealior Ta,
hans £ai
Crested g .
= cha 19 Ehavan
° Subt- Acknowladgamant of your lathar no -Nil datad wil
Cear hans ra. 1
Yaour lether has been received. For fubure communication please refer to the
- correspondence no. 24849/201 Venffen
+5et Amgards,
Ceitstes tetee ARADHANMS JATZWAL
ASETTAL-aDffice &=
b 2]
b sgrata mie :
paspatili =
ingaleh =
pac =
Gty {c]
hormestins
bt Bpartment (3

Words: 45

[ st |[ e |

Fig.77

: 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:

Sent Through Details
Sent Through® [ 4y
(2] Post

T
I R Do you want to send the notification through
i 8MS?
o bt bus Fin
APTINIRTENN Y
Pt Dispatch Details

Attachment (Only PDF

upto20 MB)

Dispatch Data _ E

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
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:
| Receipls 3: ® &l Aeporing Officer ) Sub-ordinates In-Channel Fraferre List
b Bravma & Duriss
+ Physical Ntz Fé5me o the treator B Righlghied 11 yeilow oo
¥ Eleglraoic i e Receipt Number Subject
n RIMAN DEEP-ASETT(RD)-20Mce—aOMce i d

L4 -2 3661112018 /eccn €88

tz.]
¢ changan the
' copees. il the time ot put insde the file

SelCus Date
Action
Priceity ot Today
' e
Initiabe Action
Tatal 1000
Files = Femarks
Higrate File i}
Dizpatch =
sC
Sattings
Notfication =

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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1 Eidioticn hag DaEA SUCORSERAl Sant T

Prr—— Pagesize s

= Fommalz*  LUneHeigt ~ | Paragraph ¥ Verdana v Tpt v

TETEE 6~ B —0-=

i ™
e
LU
L]
ol

Date: 30-0B-2018
Ta,
Riman
T Fark
Sub:- Acknowledgement of your letter no -Nil dated pil
Daar Riman,

Your letter has been received. For future communication please refer to the
carrespondence no. 36633/2018/eoffce

Ext Departmént (1)

Files (=]
Hagrats Fils = Regards,
, RIMAN DEEP
nis it =
g = ASSTT(RD)-=0fficd
DS =
Salfings =
Motication [E3]

Fig.80

Note:

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

b) From Created Receipts:

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

in Fig.81:

Generate Acknowledgement

———— | 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:

. C . G te Ack led t
o Select a receipt from the list in Sent sub-module and click Lottt i s el

Fig.82:

button, as shown in

Diete Range : 53/06/2015 1o 02/ 082018
i=r | |[Bend | View TEapy ! Generate Acknowledgemant |
s ~Lamputerdop v [Boceigt No, - Suficet - Sender ~ Senk g - Sent On ~Oueon = -

£ Been1 i [T 1= For affice implamentaion aradhra AHACHANA TAISWAL mcficn C2/08/18 DI-5 DM Ch
E Z4E01 ra| Far aoiffica implemantakion aradhia RAIMAM DEER.offca 34/07/58 04150 M

[__;] E 2472 iz| Procedures Eharadiaj Pooraka RIMAK DEER. aofice FLAOTALE (4201 BM
E 2472 B Jatin maggo AIMAN DEE, aaffca 20/07/LE 0210 PM
E 2nE3l ] om Fakach RIMAN DEEF eaffce 19/07/18 G314 PN
E asgsy | iy wan. Aimraha Saloni 15/07/28 03:11 DM
E azmEg M & RIMAN DEED 19/07/18 11051 A
E 30472 B 2 Hirdly ===, ARADHANA 1815WAL LETILE 14233 PN
E 2¢E7E | Masting notica FUET R ARADHANA JATSWAL sofice 22/08/17 04:26 DM
E 2smsz -] Imciemantatio arocecure. [R—— ARSDHANA 1A 0AL 20ffce 21/08/57 11:30 AW
) in| £ Valuntary Retirameet RAMDIAS TEIA ARADHANA TATIWAL mabice 21/08/17 11:08 AM -

R E 24753 o1 Woluntany Retrament. RAMDAS TEJA AIMAN DEET aoffoa 1E/0B/LT 12:15 PM -
: hr__"_::“”c“ E 24722 i) statinary bil detiashish Khan ARADHANA 14150 AL =ofice 1740817 10:33 AM 23108017

Fig.82

o The acknowledgement creation page appears along with customized acknowledgment.

Note:

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

Copyright © NIC, 2018 Ver. 55 05

60



>@ffice

A SIGITAL 'WORK PLACE SOLUTION

Acknowledgment-> Created Link

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

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

| Print | Edit | Send |

Receipts (=)
c — Acknowlsdgemsnt o ~ Computer No: w Rersint No. w Creatss Dars + Subject Cateqony =
» Browse B Dieree e —_—
! 12572/2018-ACK FLT207 32207/2018/0EM0 32/05/16 B:05 PM

S & 22207 32207/2018/0EM0 22/05/1E 08:04 AM
2340 2240/2015/WTP SECTICH 05/02/16 12:02 B ATL
¥ b 7315 TALNI016/DEMD 0102716 £a:43 P
rashn 3357 2337/2015/DEMD 23/01/16 03:04 PM Finance
BEfal| ot 422 2423/2015/DEMC 17/09/15 1452 AM Ganeral
Fidiaatad 2040 3040/2015/DEMO 15/09/15 G4r56 PH Financs
yosk 1221 122271013/ DEMD 07/07/1% 12:0¢ PM
2 Ck_": 1218 1215/2015/DEME 07/07/13 10ie8 AM
25 M 1147 1147/2015/DEMC 0B/07/15 12:20 PM Establishment Matters
¥ drkmosisdgemant ] 21 S01/2015/DEM0 20/06/15 02:20 PM
+ Created 6ss £56/2015/DEM0 20/06715 12:12 BM acR
+ Sent | jsmzoimace : 533 : 33020t 0ENG : © miostts szis en }
» Inziated Action | 195/2015-ACK 521 ! 16/06/LE 0454 PM
B el 185/2015-ACK 07 S0T/2015/DEM0 15/06/15 02:02 PM Ganeral -
Migrate File &
Dispateh .Ei LEGEHD Priority W Out Tacay W Mast lmmediats. W Immedizts § Action Initiatad vir V1P Haferences
Fig.83
K5
| Pont |
1. : To download the created acknowledgment.
Edit | .
2. : To make the necessary changes in Acknowledgment.
Send | .
3. : To send the acknowledgment to the sender of the receipt.

Acknowledgement->Sent Link

It contains those acknowledgements which are already sent to users.

a) 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:

Copyright © NIC, 2018 Ver. 5.5 05

61



A SXGITAL 'WORK PLAC

E.SOLUTION

e@ffice

Ent | Reganarate |
Receipts
b Browes & Dia Ak soosmEnt Mo, © Somdler Mo, = Subjscy * Mail Date ~ Disoaich Date = Sent Throuah L]
¢ Fhysical I2EFIOIERCH 341540 Sushanta 25/08/18 0231 AN Mad 5ME
+ Blecmmic i 344788 s4x768 20 18 Hm Emm Sushanta 08/08/18 12:30 oW oa/oa/z0td Mall
S41711 se371 12008/ Tm T ESushanta Haw PRecaipt HOLF 09 3L/07/48 04132 0 os/0a/z0Ls
941711 S4171 /20 1a i R e Sushanta New Feceint HCLE 05 U018 G450 AW
341633 sess1/z0 R im F= T4/O7/ 48 02019 3N Mt
341318 s41318/2018/d T Fm Mzeting 26/DS/18 UJiGT PN Mad
340306 s40a06/201 7 iR F SatruTe 17/06/18 03:02 PM 17/045/2018 Aliens Sigreed Cogre
241408 S41406/20 :s,.dt‘i:;m Test fike satrul 15/D6/18 10147 &M
41130 s43182/20 1041 17 S tess-0000001 02/05/18 (4146 24 0AV05/2018 [y
240352 sdp35a20 L7 i e 13/12/2017 [
‘sanzee R Ee ey E: oL/ 2017 pot
+ By othersiAll] 1 340360 9e036a/201 7/ 5 F 2310117 02:50 O =
+ Adenoed €804/ 2047008 540258 - Post
TR A ‘sam2m a4j10/17 G231 o vl smE Fost i B mae
» Sant ol aanase = 1 o ereUs 74/10/17 02:45 9 Mail [ SMS et
' tad Actian
Files B iesem Priority. W OutTodsy B Mastimmediete B lnmiedi & Action Initiated i VIP References
Migrate Filz Subject Calmgary  Hatinrs Eodout prep
Fig.84
1. [Pl the sent t
. : To download the sent acknowledgment.

2.

Regenerate |

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

mandatory Remarks, as shown in Fig.85:

menu and provide the

Satitign &

£
£
i
§
i

|"I..l-u|E Action

@ Al 1 Resering Officar £ Zubordinetes % Racant 3 % Sand Back £ tn Charinal warrad Limt
Wabe: Narmu of tha creskes s highliohiad in gellow salor,
b Tnbe i1
« AT Do I ARALTHAN S, LSAL _ASETTIA eoMmeseoMes Receipt Mumber Subject
rrimil Diwrimatiah = #2475 MR Thunics Valuntary Retirement
=3
St Dus Dals
Ardion
Fricety

b) From Sent Sub-module page:

Fig.85

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 ~
+ 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 A narenimneare. cidioo onttis doil. elonloo saunern oLt srlnnlen cminn e neinador rowois aaio b
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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 =] Zend Wiew | Copy | Generete Acdoslzigenient Receipt Initation Confirmation
v Browse & Diarisa i = 2 i = <! - =L -
: | S By Farepl o, Subject 12 oL ST ou WA b IMate achonforinis recepty fegte Hein Deaih
i 5] £ 24363 B oses1io0i7ieobice Minarity Wall @ AN DEZP, 2offce Z3OR/17 0313 P Initinte fgtion
+Eleciranic ] P 24868 24050/201 T mofice test Type' Far Urgent Disouzsion a3 CADHANA JAIEWAL 2offce  21/0/37 0227 PM -
3] E 24863 i 532017/ eofice Minarity Walk SADHANA JAISWAL scffe  ZLI0B/17 D244 PM
H £ 24950 | DeOS0I201T ecfie Procaduras. Discousaion IMAN DEEP, =offen 21J0B/17 11:27 AM -
3] E 24701 & Office natice. . FADHANA JAISWAL offce  13/08/17 04021 P
v Email Diarisation = =
i3] £ 24721 & Office natice. FADHANA JAISWAL =offce L8/0B/17 D4:LFM -
b Crected :
0 B eoass T pa733ia)i2017/ncéze Office procedy T4ITA HEGLzofize 17/08/17 US:16 P 25/08/17 &
» Sent -ac
0 B o 24755(11/2017 ncffee Office proced ELYANKA MUMARL moffc L7JOR/17 DSi16 M 25/08/17 &
Closed - 3 B
2 0 B eoamss T 247552017 eofice Office procedy MM DEEP, 2cffe 17/0B/17 US:16 P 25{0B/1T  [n
AEY M =
2 H £ 24711 2102017 ecfize Ofice notize, E | SADHANA JAISWAL zoffes 17J0B/17 D209 BM -
- = : Cancal
.F bl 3] E 24725 Electricity kill MM DEEP, 2cffe 17/0B/17 10:43 &M
SSaa i3] P 24720 eDffice Aganzha Balori EIMAN CEEF 2affes 1T/0B/17 10:23 AN -
4 By othars{4 : 5 -
9 B o2 T 246S9/2017 eofice Regarding eOffica detais Aheznsha Belani RIMEN CEE, 2affen LG0B17 1202 PN 250817 Intinke Aion €
b tckra=dgement
+Crested

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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[ I=1| "Bend | Band Back | Fulin a Fle | Copy | Dispalch | Datals [Mowements | Edi Close | Wiem Draft | Atiach Fla | Abach Recewt | Aston Detals |
¥ Bioves & Disnas -
Computed Mo, 24721 Receipt Mo MTIV2A TieoMie
Subject Office notice. Creabion Date. 170217 10:30 AM
Luttar Rafsrence Ha.: Latiar Diata:
Currently With ARADHANA JASWAL, ASSISTANT, eOffice, DEPT-EOFFICE
Samtug InFrncess
Action Detoits & Commeats
vEy Initinted By AFADHANA JASWAL e Offic Initiatad On AOBEELT 04,31 PM
o By Initiation Remark 2 Initiate fction Type Far Approval
e D — ARADHAMA JMEWAL-o0fcs
¥ Ackhsmudgemant
eOotad Actian Takan by Acflon takan o4 ACBGNTHN Action Commnt
i ARADHANA JMETAL-S0ME AB-D8-2017 04:32 M TVPEZ Actian Tipe = | TrPEY -
b Iritisted Acfian ==
e [E]
[Migrate Fie = Ramarks *
Dinpateh =
rcpateh &
Tolsi 1500 | 14ta charscars e
oz =
jruttmgy =

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

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

shown in Fig.89:

Fig.88

T
Rece E ;
- L
b Enomse & Diarise
Computer ho 24863 Recaiptila 1488312047 leaffce
+Eladranic Subpect Winority Walk 1.5 km, 20 min, Educational Institut.. Creation Date: H0BAT 0244 PR
e Letter Reference No- Letier Date
» Inbox (1]
+ATI Docs.
Currenthy With RIMAMN DEEF, ASSISTANT, e0ffice, DEFT-ECFFICE
# Emeil Diarisation
_ Status In Process
» Created
) Sent MAction Details & Comments
p Olosed Intiated By ARADHANA J4I5WAL-20fice Initiated On 230812017 03:13PW
48y Nz .
: Initiation Remark o he nzsdiul Initiate Action Type Futin & File
By Others
¥ Hicrarchy] Forwarded To RiMAH DEEP-e0ffice
Bction Taken by Action taken oa Action Type Bction Remark
b Azknonledgemant

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 view the Action Details of the attached
receipt as shown in Fig.90:
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| Biitin a File | Copy | Dizpatch @mem;sm'm

View Draft | Attach Fila | Artach Raceipt | Generste Adknowledgemant | Action Daraiks |

Receipt Detalls

Receipt o 247212017ieottce =

From

GYET RASL
Court Summ
DTAAF IBU

o R

@ Fourd
Attached Flies

No Record Fourd

- Receipt No. - Sobject - Atrached by

S b
Detached Receipts History
No Recoro Found
Detached Files History

Computer_

"o

File Ho

Designation

Sub Category

Sent Date 13108117 0431 PR

Lefter Date

irag

- Aftached Date - Remarks - - =

170817 02153
oM 1 »

_ Datach

Ootachad _ Attached _Detached _ Attach
Date Date

o fibe Number * Sublect- Attached by o ot Rkt
roc : FOMmaTe SATAS puasah. st
Fig.90
. Add Comme . .
e Toadd remarks click button, as shown in Fig.91:
ocainta =
|r Brovas B Dianaw
— g renfficedeme mican/ e T 1 : |
Currently With ARMDHAN A JASWAL, ASSISTANT. eCice, DEPT-ECFFICE It e
Status Adachier o Receipt 2476802017 Usal g o
& Comments 1
* Inifizted By RitdAN DEEP-edffics Initated On 22082017 0438 PU
a Initiation Rindly loos Initlate For Approval
1 Remark Aetion Type &
Forwarded To  SRADHANA 1AISWAL cDfica
Action Taken by

» By wtheraiall)

b acknowiadgamant

abuc
» sant

s 1nitiated scion

Ation mhei
on

o

il = e
prigrate Fila & i i
Finpatch =i Detached Recelpts History
- Mo Racord Found
baicpatch =
prsc = ‘ H’_‘,
il

Al DEED

ched by - Atlsched Date - Remarks - - -

¥ Action Detalla

Fig.91

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

Zcnd | Sond Beck | Fulin e Fis | Cemy | Dt | Dotaila)

[T

Forwarded Tof

Remares *

a4.58

fached by - Attached Dote Remarks -
fony CEBN /OO 13,98 BN bar appeeeml P Achan Dutail
~ Anmche) Oate Remarks = -
attacn E

B ZATEAR0 1T ieaticn AIMan DEDF

Aurms
Detachad Recsipts History
My Racor F
Detached F

Mo REcer §auns

0 AMach WiN Ancthaer 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
>

Action Type

Initiztad Action
Recaipts = = = . =y
Inibated Cate [Snorooie. | [0 [2ame |
Forwarded To:
Depariment | Choose one v
= T ~ Subipgt
36612 do
38612 da
38322 e
34329 =y
ot
» Initinted Action

~ Sender Detgily

Rirmam = IT Park - NEW DELHL

Riman - IT Park - NEW DELHI

Jush jarnas -Head - TOO/E

Initztion Type | Choose oma M Action Skahes | Active
Seclion | Choose ong v Aption Type | Choose ong
~ [nitiated an ~ Leat actign Taken

2E/068/18 12:13 PY

28/08/18 12113 PH

Fig.93

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

1. Details: To view the action details, click

Datails

link adjacent to each receipt as shown in Fig.94:

TaTET RTToT
Initiated Date | 25072017 | @) [ 24082017 |
rwarded To:

Department | Choose one |Z|

mputer No  ~ Receipt Number ~ Subject

69 24769/2017/ecffce Voluntary Retirement

63 24863/2017/e0ffce Minority Walk 1.5 km, 20 min, Educational Institut...
54 24654/2017/ecffce Reg. Appointments

78 24978/2017/e0ffce Meeting notice

68 24868/2017/e0ffce test

21 24721/2017/eoffce Offica notice.

25 24725/2017/ecffce Electricity bill

23 24523/2017/ecffce Lok Sabha Unst. Q. Dy. No. 7849 reg. pending CEI ...

Initiation Type | Choose one E Action Status | Active

Section | Choose one E

Search

Action Type | Choose one

~ Sender Details ~ Initiated on

RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR 24/08/17 02:33 PM

aradhana - delhi 23/08/17 03:13 PM

Dr. Parveen -D. MS - Delhi 23/08/17 10:58 AM

GVST RAJU -ASST DIRECTOR - DTA AP IEM 22/08/17 04:36 PM

Bharadwaj Peorahit -Pregramer - Nic Bhubanesvar 21/08/17 03:27 PM

GVST RAJU -ASST DIRECTOR - DTA AP IBM 18/08/17 04:31 PM approve

R Nagarsj -Director - HRSC 18/08/17 04:23 PM

Sh. Narendra Medi -Prime Minister - PMO 11/08/17 11:18 AM

~ Last Action Taken ~ Closed on ~

Details
Details

Details

Details
Details

Details

Close
Close
Close
Close
Close
Close
Close

Close

Fig.94

e The action details screen appears is shown in Fig.95:

Copyright © NIC, 2018

Ver. 55 05

67



Inif)| @ Socure | hitps://ecfficedemo.nicin/eFile/

no-back-button

ARADHANA JAISWAL-eOffice

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

AS discussed

Eory Computer No.: 36612 Receipt No.: 36612(1)/2018/eoffce

Subject: do Creation Date: 28/081812:11 PM

Letter Reference No.: Letter Date:

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

Status In Process
o Action Details & Comments
6612
ce1a] | Initiated By RIMAN DEEP-e0ffice Initiated On 28/03/2018 12:13 PM
ss22 | Initiation Remark See Initiate Action Type  For Approval
4523 | Forwarded To ARADHANA JAISWAL-20fice

Action Taken by Action taken on Action Type Action Remark

fiction Status

Action Type

2. Close: To close the initiate action, click

Fig.95

Close

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

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

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

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

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
Details
Details
Detsils
Details

Detsils

Details

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

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:

( Lats Rangs Al0Z 2018 To 03/03/200

| s 5 || Recwive  Send Bumck Sand  Vien Move Ta More |

| O - Comoutac Ho~ Ele Numbar

| [} £ 28378 €-13011/3/2017-Dame 2

lemnr ] E 28383 A-19012/1/2017-Deme

| »Createc
+Drafes
* Compleced
¥ Parkec
b Appreval Requests
» Clazec

« By Ma

Extornal Files

Pereanal File of Usert

LEGEND Pricrity W Out Teday W Most Immediate 8 Imooedis

Subisct © EsnlBye
LAW ENHANCEMENT SECTION S0A  NIKITA NEGLccffca

- & Action Initiated

5 Other Department

Hierarchical Visn | My Files

© Ssat.Qn  Bus Q0° Basd Qo

18/08/17 04:26 PM -
PRIVANKA KUMART mefce  10/08/17 12:558M -

[& Filas with Drofe

| Draft Nate

-l
Ramarks
30/D8/17 Dd:19 PM =
1D/DE/17 12:56 PM
Yellow Mote

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 Rangs ¢ 12/07/2014 To 04/03/2017
Recipts o) IReceiw Send Back Send Vien MoveTo More Receive File Confirmation Hierarcalcal View| My Files B .
Fles g n * Comauter llor File Number A1t you sut you wertio rosive i Fie? » Szt On v Due On + Razd On Remarks
» Inbox 1] M B4 pmom B30L3/52007 Deme DETEORFICE @ | | 04/08/170210P  30/09/17 - [
S 0 Cancel
Submitted Fles for| ] E2M8  C13011/32017-Demo W ‘ 18/08/17 04126 2H - 30/08/17 04:19PM 1
Closing &pproval | = ; -~ No—— : :
fl E 26389 A-15012/1/2017-Oemo Personal File of Userl PRIVANKE KUMART eoffcz 10/08/17 12153 PM - 10/0g/17 1256 [
» Craztec
4 0refts
4 Completec
) Parec

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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\Date Range : 12/07/2014 To 04/05/2017
Recspts gl Receivel Send Back |Send Vien MoveTo Mere Hierachca Ve vy Fis E]
Fles 2| _%mpﬂ * File Humber v Subject * Sent By + Sent On <Duz On v Read On * Remarks
» Inbox g .
q £-13013/3/2047 -Demo-DERT- 04/03/1702:10 i 04/09/17 02:16
] ¥ , 03/ V
& betnl les ki By p29002 ZOFFICE Office procadures RIMAN DEEP eoffce P 30/03/17 M 3
cina Anamt ! ~ A 1/ ¥ 149 04, il
Clozing Approval [_— £ 28378 130313087 e é ;g}':‘ ENHANCEMENT SECTION NIKITANEG L eofice ;; 08/1704:26 gs;’os;h 04:19 5
» Creatzd PRIVANKA 1008/17 12:55 10/08/17 12:56 7
-19012/112017- y | ' 2 V08,17 L& 5
= 0 E 28389 £-19012/1/2017-Demo Personzl File of Usert KUMARL ofce o o 2
1 Complezed
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:
= L2 |
Recripts &7 |"E2ad
':":M; = Organzstion EQFFICE NISSION NOCE PROJECT »
Submittad Files for
v ;rf::f:g alade = AMAN Irl E I’--A!Vl 5T 1I-l:~r(;'hr.e~-r(;'ﬂcﬂ [ File Number Subjea
- ;_,,;“ i Notity Through: L Emal | SuS | # (2 B-1361 ¥02017-Demo-DEFT-EOFFL Office procedurss
tCrnelmed Set Due Date fi#l
+ Parkad G Intimate To
+ Approval Roquascs || | Adtion Forward EY " =
Y oned Priorily Most krmediste | w] R i vl [T sus
+ By Mc < — — i 1 RIMAN DEEP[eOTTICS) i
, By Orthers Total 10001 4000 cheracters left
Hiererchy)
4 By Others (All} Remarka
Submitzad Filaz for
3 Reopesiog
Approval
» RMS Inbex
* Conversisns
» Completed

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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Otssnten

settnoe
it

Eat Depariment

© 2370

™ B e — [rP—— [Ea— Vakaw ke [

83/00/17 0%:0% PM
09/0R17 1252 PM
FERSONAL TILE FOR STRVICE NEGCONRD UFDATION PRI ANNA KUMAI, cotfee 03/08/17 1133 AN

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

as

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

Reesints

da B

Hisgiae File
Dispaten
LTS
Settings
Watfizatinn

Ext Department

AFME ®E

[ras—— Sena ek in CHannel Preferred Lot
File Number Suhject rote{Chars}
noury Eimi snts
® | i 3011 32 T-Dema LAWY ENHANCEMENT 560 0
Mate © Bulk signing masimum alloaed characers- 1000000 Toesl[Formacting inchided
Intimate To
£ Emypayes Nams | Eman sMs

e

SRIYANES KUMSR (2 Offea)
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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.
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Note:

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

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

h) Intimate To: 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.

SC Si
b) DSC Sign and Send: On clicking Dt S sy aciid 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 S RS 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 anza 1 15
Raceipts @ || Recale Iend Bk gand | s o1 Fararcneal Vims | oy Fias

Subsact
PROCUREUENT OF NEW SCANNERS.

Law ENHANCEMENT SECTION S04 > ’
APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARL wofice 09/08/17 12:52 PM
PERSOMAL FILE FOR SERVICE REOCORD UPDATION PRIYANKA KUMARL woffce 0970817 11:50 AM

Trmocize & Action Initiated M Othes Dupartment [ Files with Oraft T\ Diaft Note Yallow Note Extarnal Files

Higrate File (&
Depatck &
Dispatch =

Mostsficwtine (&

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

Manzge Folders

Create New Folder g E
Fig.107

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 ( 4 ) 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:

TR I T TR TIrEETEET
WCRE ) || TResalve [ Eans Back [ Sand | Ve | Wieun Te | Miacs |
O 1 | F—
- = ze3rs LerhFhe sty r
2370 -
- aars — [
22370 at30 067 R =

Driority B Ot Toise W Mos:lmmacite M Immetice & Action Tnitiated ™ Othar Department Ry Fles with Orafe 171 Dean Noza Yollow Nota Extormal Filos

Fig.109

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

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

- Sumises ESE R %

Parking Confirmation "
—DJ
Den Do you want to park the following file(s)? Vi
D=t Computer No File No. Subject .
_________ A-11011/2/2013-Demo-DEPT- 'ﬂ
e 33571 SOFEICE CEMRS TRAINING |

Farking Due Date* 180572013 E

Parking remarks.
Parking Remarks*

oK

Fig.110
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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:

T8/06/30148 w5 137

Tai= fance - 15 CREER
| Maceion | Zand Fack Sand Ve | Ve 7 | Hece lararasioal ald 1, Flaem

< Senr @y “DusOp  ~ResaOn Famar
@ sRTIANKA 2 0308)37 c4:30 50 -]
n TRIVANKA 03708/37 0a-40 IM o)
b FRIVANKA 1170817 w
£ 28370 UERSONAL FLE FOR SERVICE AEOCORD UBDATION DRIVANKAS KU 110817 7
e Priodity W OxTie W NORITTe M Immesang & Action 1niates X Other Departmant T Files with Orar [7- Dran Note Yoltow Note Extucnal Filos.

¥
Migeate File =
Oisgaten =)

ved dczan

Oispatch =
050 )
Seetin =
Wotitication &)

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
SahooStri 06/03/18 (|

17/07/18 O

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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e Select the file and click Close File History link from the dropdown as shown in Fig.113:

Tare fange 150020 T Li/on D
o o [ e Hand anck o = RS [ e T
Fies =) 1‘ 3 ~Qus On Rarrarks
+ Inbox @ GEDCUREMENT 0F NEa SCANNERS. £ s
| 2
PREVANKA KUMan acfce oavouiar 133 A -
\amo oty OwTey W Nesiimedene. i idiste & Acomtmniated 2 Other Depariment (D Pileswah Deat [l Draft Nota Yellow Nate Extarnat riles
Fig.113
e The Closed File history is displayed in Fig.114:
10/08/2018
| Wiew | Move To | More | Hierarchical \ﬁew| My Files
8 ¢ _ 4 = " i i) 12/07/48 0210 Pl - 17/07/18 03:1)
7 File Closed History L /18 02:0
i FILE NUMBER - A/0033/2018-0/0 of HS(MHA) E—
5i — - - — /18 12:32
Action Action By Action On Action Remarks Approved By Approved On Approval Remarks
54 Close mddudndend bikram 25/06/2018 02:05 PM Work Done. - - -
] Reopen @odLFndend bikram 10,/08/2018 03:55 PM kindly - - /18 12:1]
g 7/18 11:4
71
4 5/18 04:1
] 6/18 11:5
|E] 5/18 02:4
& 3/18 05:4
2 2/18 06:3
] D/18 01:1
Out Tj
4 3
tgory

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 T TS e T T
w1 evrew | Bt ok Sanad Vi | Ve T | Bors |

RGN VRA] vy rime
wark: sile
camoutens <" ~ a0 oD~ R O o memark|

v P SROCURENENT OF NEW SCRTIPRS raom/ 7 040y Sw ICA L7 Gt B =

b LW BRSNS SECTION Wik opeaisy omon 0 o

» caars | ARROINTMGNT FILE OF TROWIEAS AGSIETANTS ObeR/a? 1233 RN =

€ a0 BERSONAL FIE FOR SERVICE AESCORD LRDATIGN o8ee/a7 1430 A o
e, Permy @G Tatey W8 Mast Bredele W fnmedisbe % Actun et - [ Pilos itk Evars [ Cuatt atw

Yallaw e Wxtmenal Filen

Fig.115

o 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

Genersl

v
Choose One v

= ErTETERA
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Note:

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

e (lick

Create Yolume » -
button as shown in Fig.117.

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

B

ev Mo 25425 File No: 17-Demg 2 Subject: PROCUMENENT OF NEw SCANNERS

Quick View

-

Correspondence Lk | Movemenks | Detaiz | Ed# | Send | Dizpotcn | Canvert File | Attachment | Actien Detailz | More.., |

A-160141472017-Demo-Volume(2]
FINENT 11:55 AM

File Bumbes
Qpesing Date

Main Categery
Fravious Reerence

Sutject
Remarks

Sub Calegory
Later Reserence

PROCUREMENT OF NEW SCANNERS

Dizpatch Number
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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:

Computes No: 28375  File Nos C- 13011512 % Sabject: LAW ENHANCEMENT SECTION 504
¥oting  Correspondence | Oraft | Refarences | Link | Detailz | Movements | Edie S=nd Back 5=nd | Atachment | Action Detall= | More |

e[vimiey ieme ]

View By Date
!§§!§ Add Yallow Hote = < #1  of 1 Note(s) » w

Note & 1
The Ministry of Women and Child development has taken several inmiatives on the pragrammatic front too.

SWADHAR: A Scheme for Women in Difficult Circumstances

The Ministry of Women snd Chiild Development fsunched "Swadhar’ in 2001-02 to sddress the specific vulnerability of women in
difficult circumstances thraugh a hame-based holistic and integrated approach. The scheme through the provision of shelter,
food, clathing, counselling, training, <finical and iegnl ald aime ta rshabilitate the wamen In difficult crcumstances Widows
deserted by their farmilies and relatives and left uncared neer religious olsces sre 8o target group beneficianes of this scheme
Funds under the scheme are releazed to Implementing agencies which include nen-govern mental organizahons and State
Gevernment hadies

My kinody see article proposed by Ministry of Women and Chitd Development

09/08; 2017 3:05 PR PRIYANKA KUMARE ’
(ASSISTANT)

(e (R (AN Priions Nagngz|

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 = ..'-‘-.u:h:l YE!IDF_NQFE

link as shown in Fig.119:
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Computer Mor 23624 File M Subpect: do m
[ iating [ Adence | Draf: | Reforences | Link | Detaiis | Mavements | Edit | end Back | send | Atadiment | Action Detais | Mare |
o

s ] oo

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:

Campuler Noz 33624 File Moz BSPHCL-11013)1/2015-0emea Subject: docs
Hoting | Carressontence | Omaft | Referonces | Link | Detois | Moverments | Edi | 5end Back | Sand | Aashment | Action Details | Mare |
) £'m
kS Microsaft Word - Document
B F U FE S E rfumasw LineHsigM - Paagaph ~  Verans - g -
ErlErmE 0 B -0 5% = A-EH-®H cushe 8-z

. Case sensitive

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

Method Mame: All method names should start from lower case, if method
name is made using several words the inner word's first letrer should be in
upper cese, 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.

Narmes used for class, methods and variablas,

W

L

Java Modifiers:

1. Access Modifiers: default, public, protected, private
Nen-Access Moddfiers: final, abstract, §g|“c_§ﬁ

p»span Words: 95 |

Fig.120

e After the note is saved, the actions provided as per authorization are shown in Fig.121:

Copyright © NIC, 2018 Ver. 55 05

84



ffice

L WORK FLACE SOLUTION

A G

Compurber Moz 29624 File Mo

Subject: cor=

Noting | Correspendence | Draft | References | Lk | Detels  Movernents | Edit | Send Sack | Send | Attachment | Action Detais | Moes | m
o

i . R £

Varsion ¢ 1.0

Microsoft Word - Document

Case sensitive

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

Method Name: All method names should start from lower case, If method name s

made using several words the inner word's first |etter should be in upper case,

&.g. public void myMathodName.

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

5. public static void main (String args [1): Mandatory part of every java program.

Java identifiers:

Eehy: b

Mames used for class, methods and variabies,

Java Modifiers; x

Edit Discard Canfirm '
Yarsion Crsated On Crsatadéy
L8 130616 1230 PM RIMAN DEER

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: 26378 File No: 1301073720171

Subject: LAW ENHANCEMENT SECTION S04

| Nating | Correzpondence | Draft | fefarances | Lk | Detzils | Movements | Edit | S2nd Back| Send | Altachment | Action Detailz | More |

P [ e e i
S addYellowhotd w « | 1 of 4 Notels) » w
Note # 1
The Ministry of Wamen and Child development has taken sevaraliniliatives on the programmatic front too
24594/2017/ecffce
SWADHAR: A Scheme for Women in Difficult Circumstances »
The Ministry of Women and Child Develooment lsunched “Svadhar’ in 2001-02 to address the specific yulner bility of wemenin g
difficult ci through s ¢ d holistic and i i approsch. The scheme through the provision of shelter, -
food, dlothing, counseling, training, clinical and legal id zims to rehabilitate the women in Gifficult circumstances. Widows
deserted by their famifies and refatives and left uncared near religious places are also target group beneficaries of this scheme. =
Funds under the scheme are released to implementing agencles which inthude non-governmental organizations and State
Government bodies - 1
May kindly see article proposed by Ministry of Women and Child Development 4 ¥, o
= =1 =T
09/08/2017 4:05 PH PRIVANKA KUMART '
{AsssTA = t
i 3 e
1 = alfn
pes :
P 1
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e The Noting screen becomes active. Type the note content manually or copy the content from already
created word/ text files and paste it,, as shown in Fig.123:

Subjects LAW ENHAKCEMENT SECTION 504

Gk holeg + | [ =]

Hoting | Comezpondencs | Draft | Refarancas | Link | Detailz Movemeniz | Edit | Send Back | Senc | Altachment | Action Datailz | More |

[ T

st zaved st Zoziaxiss en |

B 7 US E X B8 Fonals>  Parsgreph - \VEdens - 12px -

S-E-SZE 6 AXDB AXX-QO I LE A-K-®}
E . z

A echema known as “Swadhar’ has baen designed with 3 mora flexible and innovative
approach o cater to the requirement of vanous types of women in distress in divarse
situabions under differant conditions. The Swadhar Scheme purperts to address the specific
vulnerability of each of group of woemen in difficult crcumstances through 3 Home-based
halistic and integrated approach.

The following shall be tha objectives of the scheme:

* To provide pnmary need of shelter, food, dothing and care to the marginalzed
women/airls [ving in difficult orcumstances who 2re wihout any soasl and economic
support

* To provide emational support and counseling te such women,

® To rehabilitats them sacally and ly through educat =ness, skl up
gradation and personality development through behavioral training ete.

* To arranga for epacfic dinical, legal and other support for woman/girls in naad of those
intervention by linking and networking with cther organizations in both Govt. & Kon-
GovL sector on caze to case basis,

* To provida for help lina or othar fac|ities to.such women in distress.

® Ta pravide zuch ather services 2z will be raquired for the support and rehabilitation to
such women in distress,

May kindly refer to the article proposed by Ministry.|

245342017 /ectce

Al | Previouz Noting=!

"

g

o Noting done gets saved automatically.

Fig.123

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 schema known as 'Swadhar' haz been designed with a mora flaxible and innovative
epproach to cater to the requirement of various types of women in distress i diverse
situatiens under different conditions. The Swadhar Scheme purpedts to address the spscific
vulnerability of each of group of women in difficult circumstancas through a Home-baszed
holistic and int=grated approach

The Following shall ba the objactivas of the scheme:

® To provide primary need of shelter Foad, dothing and care to the marginalzed
weman/giris living in difficult arcumstances who are without any soaal and economic
support,

Tz provide emoational suppart and counsaling #a such wamen.

® To rehabilitate them codally and economically through education, awareness, skl up
arad and i through training ete.

® To arrang= for specific clinical, lagal and ather suppart far women/gids in need of those
Intervention by linking and networking with other orgamizations in both Govt. & Non-
Govi, secior on case to casa basis.

® To provids for help line or cther faciftiss 1o such womean in distrass.

® To provide such other cervices 35 will be required for the support and rehabilitation to
such women in distress.

May kindly refer to the arbicle proposed by Minstry.-

P span

Adtach

A NHA {1.pd

Words: 199

24534/2017/eoftce

v

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.

d Correspondence

e (licking on Correspondence ) button, the list of Correspondence and Issues appears on
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:
e User can also search for the receipt using Year and Search fields.
Comnpuber Noz 26378 File Mo: £-13011/2/2057-Damp Subject: LAW ENHANCEMENT SECTION 302 i
| Noting | Camespondence | Graf | Referances | Link  Oetails | Movements EdiE | Send Back | Send | Aachment | Action Cetailz | Mare | [ quick view]
L B

[T "Recene [ Al [Previous Nagnga]

i Search for the receipt

Search | |

e ]

ity of women in
E on of chalter,
5. Widows

of this scheme.
and State

ATYANKA KUMART
{AssTsTAL

List of Cormespondances and Tocuss

] = Receiptlssye No. - Subsct
O e W za339/2017/ccffcs  OFFICE ORDER RELATED TO LAW ENHANCEMENT

[Ghonze n= ]
= Iyge~ Attached On = Pages~ Acting=|
09/08/17 02:S6 PA 1-1 Raopan
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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 Nos 33572 File Mos A-11011/5/2010-Dem - DEPT-EQFFICE Subject; CEMAS TRANING
Moting | Co | Diraft Link | Details ' N | Ecit | Send Back | Send | Attachment | Action Detass | More
] [T ratent [~ AF [ Srevieds Notings |
Bl Add Green Mote | 2 [Add Vellow ot (™ 4 |43 of 3 Noesfs) b List of Correspandences and Txsues
o
% & | Subject ~ Typer ittachad On ~ Pages+ Actioo
# Sxmblishmant ralatad mattes  PUCL 15/05/18 10w4 AM  T-13  Rewsan
05/03/2018 10:38 AM NIKITA NEGT
{ASSISTANT) camrs Tasue 1570 05:10 PM 66 Resningers
Note # 2 cxmes lssue OBA03/1E DIELPM 53 Bominders UM TEE
£ cares 16/02/1E 02:43 OM 14 Recpen
04/03/2018 3120 PM MIKITA REGI ok
{ASSISTANT) RIS
Note # 3
060372018 324 PM MIKITA KEGT
(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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Camputus Na: 33573

File Moz B221010/3/2010 Demp-DEET-EOFTISE

Subiwet: CURS TRAIRIND

Msking | | Girmtt | Fa Link | Duakmils | M, ks | Edit [ Emnd Back " Band | Attachmant | Adticn Datasls | More
a [TTFEE T Ramet | A Srewieas Aetiegs |
B odd Groen mote | = [adovellow nnte (%04 [ T35 of3 moters) b o List of Correspondences s Tssuves

b e - Tess- ditached on
T & e FUT1 13/05/1F 1o14% A
o303/ 7018 1030 AR NIKITA MEGT
{AzrsTANT) lamue 1503418 G500 PR
e i Terus 060310 03:31 B8
26,/03 /3018 3,38 PM MIKITA MEGT Mtzonnmierel
{As=IETANT] e
Note = 3
O3 2018 3138 P NIKTTA MEGE
(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:

Camputwr Ho: 73577 File Moz Subjeck: CEMRS TRATMTND
|“Noting | Co e | Draft Link | Datalls | Edit ' Send Back | Send | Attachmant | Action Datsils  More
a [T Recenr |- AR [ Brewious Wonegs |

(B fdd e e

g (W1 | 13 of3 Nowm(s) * *

Note # 1
Fafar o pate no.d

03/03/2018 128 AN

Note & 2

060372018 3:26 PM
Note & 3

06/03/2018 3:78 P

Baceiui/leeua No, = Subiect

List of Correspondances and Issuas

- Tepe- Allached On

¥ E
MIKITA NECI l - -
[rETAN W pesmoous
U LES2IRMmE
1 23336 z0LE
NIKITA NEGI
ANT)
MIKITA NEGT
(ASSISTANT)

) 23529/2018/acifca  Establishmant relsted matines

PUCT 15705716 10:44 AW 7-13

o]

csmes Issue 15/03/18 05110 DM - Baminders  Te

Cloz=
comry Issue 050316 03:31 P 55 Rermngers  Eupin iy nees
cemes 16/02/18 D28 PN 1-1  Agegan

Attach

Fig.128

e Then, select the PUC Number from the dropdown menu as shown in Fig.129:
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Computer Nos 33572 File Moy 2-11011/5/2010-Dem -0 Subject; CIMAS TRAINING
Neemg | e | Draf: | § Link | Details 3 | Edit | Gend Back | Cend | Attachment | Action Oetads | More
a [ hacant [ AF | ravicus Notiage |
B 2dd Green hots | 2 |add vellow ot (W4 I 13 of 3 Negefs) b W List of Correspondences and Issues
..................................................... e
Note # 1 1 R i 2 2
e ¥ T sue Mo, Subject Typer Attachad On Fages+ Actice
¥ oE Bicaffcs  Establnmant ralated mattss  BUCL 15/05/1E 10:4 AM T-13 Rewgan
05/03/ 2018 10:38 AM NIKITA KEGI At = SRR R
(ASSISTANT) 2 csmrs lssue 15/03/18 05310 PN &6 Reminders  Publizh Tp KNS
il ez Issue O6/03/18 03MZ1PM 33 Reminders  Publish To KME
B 200BEI0I A cemes 164027 HIM 14 Hespan
06032018 3126 PM NIKITA KEGT LS v G 16002718 0248 o
(ASTISTANT) Carcel
Note # 3
06/03/2018 3128 PM MIKITA NECT
(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 Not 33572 File Mot 81401 1/8¢2015-0amg-DEPT-EQFFICE Subject; CEMRS TRATNING
Moking | Co | Drafe & Link | Details | £dit | Send pack | Senc | Attschment | Action Deteils  Mors
o [T Rt [T AR | Braviess Netings |
B sdd oreeo nsee | S accvellow hote % 4[5 oF 3 Negez) b » Lict of Correspandances and Tssuas
Note & 1 %
i Rl - il = tocbaid
Fefer o maE o 4 Baceiptilzpue Mo, - Subiedt Tvoe- Attached On
| W 35RIG/Ioimissfzs  Semblishmant relited mastass  BUC1 15/08/16 10344 AN
05/03/3018 T0:35 AM NIKITA NEGT —
(ASSISTANT) U UeEsizols cames Tamue  15/03/18 BEaLO BN
o i W LEmLaoLE CETHE Issue 06/03/18 02131 PM
| E A23E6/ 2038/ waifs: Ewmrs 16702/ 2z
6 [0/ 2018 3236 BM NIKITA NEGL v = Sfmzen g o
{ASSISTANT) Attmch
Note 2 3
o6 /0a/z018 S B NIKTTA MEG
(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:

HNote # 1
referto pape po'd

0503/ 2018 10:38 AM

Note # 2

06/03/7018 3126 PM

Note # 5

05./02/2018 2128 PM

MIKITA NEGT

~ Typer Attached tin

~ Pages~ Actien

DUCL 15705/18 L0ndd AN

Tz nm;nl

(ASSISTANT)

MIKITA NEGT =
(ASSISTANT)

MIKITA NEGT
[ASSTSTANT)

W ssaamois

| E [T Tt 1 e

lssue  15/03/18 05510 PM

Iszue 06/03/18 03131 PM

16/02/16 02:48 PM

Attach

Computer Nos 33572 File Moy 2-11011/5/2010-Dem -0 Subject; CIMAS TRAINING
Meemg | Co | Drafe | Link | Details s | Edit | Gend Back  Cenc | Attachment | Action Oetads | Mors Quiick Wiaw
s [T et [ AF [ Srevieus Notings |
B 2dd Green piot= | = |Add vellow Nowe (W4 I 13 of 3 Noefsy b List of Correspandences and Iasues

&6 Berunders Dal

53 Reminders

14 Reogen

Fig.131

o The Close Confirmation box appears, enter the Remarks and click button as

Fig.132:

shown in

Comguter No: 335772 Fila Nes A-4 Subjact: CIMRE TRAIHING

E-Cama-DEPT-EQFFIZE

| Neting | Correspondance | Draft | Referances | Unk | Datails  Movements | £d%t | Send Sack | send |

Closing confirmation

05/0Z/3018 10:38 AM

Note # 2

06/03 /2018 3126 FH

Note # 3

0603 /2048 3128 PH

e
NIKITA MECT

a Do you want to close the fodlowing receipt|s)?
" ® pasae0iBctivs

lork Completed.

lu—:rm]

List of Correspandencas and Tesuas

Na, ~ Subject ~ Type~ Attached On

=ifes

Establshmant related matters pUCL B 1004 AM

..... Lans B 05:10 oM

ssua B omEL oM

Attach

16/02/18 02:43 PM

(ASSISTANT)

= Pagzs~ Achion
Tz Raspen

L P odees

-3 .?g":'\dﬂ.

14 Reopen

|chossaona ¥ |

e The selected receipt gets closed.

Fig.132

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

Copyright © NIC, 2018

Ver. 55 05

91



=

-
ff
\~ d I C
A COGITAL 'WORK FLACE. SOLUTION

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:

e Scroll mouse over L Itab and click the Create New Draft link, as shown in Fig.133:

[Comeutes Moy 26378 File Mo 130

e Sebject: LAW ERHANCEMENT SECTION 504

| Weking | Commapandence | Gra Uink | Dutalls | Movemente | Ed1t Swnd Back | Send | Altmchment | Acfion Details | Mors |

" o Create New Draft

FREETT T Rezert (AN [Braicae Nernge!

F 1 Notefs)

List of Corraepandoncar and lemsas

Chooss One &
Note #'1 Racaipt/izris e, ~Eubimet ~Type - Axtachas On
The MGty of Women and Child development has taken several initiatives on the programmatic fraat too

E WP 24687/2017eafice OFFICE QRDER RELATED TO LAW BUCI 14/08/17 03:329M 2-2  Neapen
B

W 242352017 fice  OFFICE CADER RELATED TO LAW ENHANCEMERT 03/08/17 0328 #M 1oL

-~ Pageer Astion~

ooo

Racpwr
SWADHAR: A Scheme for Women in Difficult Circumstances Atsazh

The Ministey of Women ard Child Develooment launched ‘Swadhar’ o 2001-02 to address the saecific vwulnernability of waren in
AiMcult clreumstancas thiough a home-based halktic and InMagratad spproach. The scharms thiough the provisen of theltar,
food, ciothing, counsailing, training, cinical and Jogal aid 35mi 10 ER3LIILEYR the women In €fiCUl Crcumaances. Widows
deserted by thewr families and refatives and left uncared near religious places are a%0 target group Sencficiares of this scheme
Funds under the scheme are released to implementing agencies which indude non-gavernmental arganizatians and State
Gavernment bodies.

Moy kindly see arbicke propoaed by Ministry of Wamen and Child Development

PRIVANIA KUMART

00/8/3017 4:08 P '
(ASSISTANT)

Fig.133

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

[Computor Foms 4578 Wihe Mo- A0 L J0TT s Subjeet: LN SmancE e Se T

Neting Draft | Rufe | Link Dutaila | Edit SendBask Send Adachment | Acton Detaila  Msrs |

ey
How Orstt Fage siza (A [T or EEETI Orat petaiis

8 7 U S F= % W W Fomenr  Fusgoph = ver

g e . Sran Typat
S-E-E3 4 4o XDl #H XX -Q@ K% LHE- A- K- ® X Eaeh- T -3

Chooce Ona

Cnogs One

~ Langusge® Enghien R O
LAWY ENHANCERENT 50T 10N S04

Sutjea

Tetal 3070 T rameem

g [ = Anzaman & Hicszas ainnde
s
4 fises Resiante] | Cinar
Attachments | e Fie]
ticww

Usé $ApproveaBys Foc Apos

Use ¥ADDrOVETyHamen 7

Lss 2APOroVGIByDAGIgNIE:
Uis WApprovedly Locticn

3 tords: 0

P Mo Une $Rpprcry et b P Dl o Arvl

[=--1
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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————

Ketins G ok

B mubjeet o sLzEART ZEETION 204
[k Detsifs | Edit SErdEack  SEn0ATSChineRt | ACHa DAtz Morg |

B 7 U S EF WM rovans Fasgeph + Vemane v 1% -

ErE-E®E 6N o XDe 8 x, X -00 8% L o

3 sihame knoem an Srmdbar has Seen d

ared v & more Nexible and mncvat e

situations under different congibons, T ™
epacific vuinarabiimy of asch of group of weman in difleuls circumetances thraugh =
Hormm-banwd holistic and Integrated mparanc.

#Approvedsy ¢
» ApprovedDatef

o st e sn 7~ SRR

-~ B - W 3 e - e

D ¢ 5pan » strong Words: 61

Langusge:

Subject

Communication Detaisa

Attachmonts

ot -
5 APRIOVUGBYY FOr AROMoVer 1060

Andaman & 4o

Add Mre Rucipienta)

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:

Corvtes Nt TE76 T W T8 Souet W SReT SO

Noting  Corrazpondenca mak nd‘vuu. ank Da(all.s Movements | Edic SMdlnk “Sand | Arzachmant | Action Dutils | Mere |

gaph = Vedaia -

LA DS XXX =00 F% Lm- A-N- & g O~

A wchurme knawn ax ‘Srmdhar’ has Seen designed mth « moce fexible and innoyative
mnt of v

ppromch to ceter ko the req;
situstions under differant conditions. The Swadhar Schema purports to add:
spe0fc vulnarsbilty of each o groun of women in difficult drcumstances trough 3
Home-bazed holistic and intagrated spproach.

cun bypen oF macrnan in di

“Approvediys
w#Approvedates

roge e [ ] . (TR

L1t
Draft Detaiis
w|  Classified
~| Py
| IsSancien

LAW ENANGERENT

Subyact®

Receipt Number | o Reply Tyee

Communication Detass

Dweigrmissn

w| st
City Fingooe
Motk Lengling
Fax Email
Attachments

1T LAW ENHANCEMENT.pat

croose one ~

AdG Moee Redpizata)  Glear

B i il

> 5087 # slrong Words 51

Hote :

Lise ¥APDrOVEABy® For Aporvses Into

Uive #ApprovwdByNammd For Accecrer Hae

e $pprovmEy De nignabood St Apprcserds Denigratin
Live #Rpproved By Sectiontl For Approves Swction Nare
Ui $ApprovedDate¥ For Dotk of Accrovsl

:

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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Noting Corraspondenca Dralt | Hefermnces  Link  Dutails | Mouwmunts

[orom wo. | oravioess v 1 5 trom siskes 1 oos |

#ApprovedBy#

#ApprovedDate#

A scheme known as ‘Swadhar’ has been designed with a more flexible
and innovative approach to cater to the requirement of varous types of
women in disress in diverse sitvations under different conditions. The
Swadhar Scheme purports o address the specific vulnerability of each Attachments

of group of women in difficult circumstances through a Home-based
nolistic and integrated approach.

Edit Gand Back Sund | Attwchmert | Action Uatalls Mora |

-
Draft Details

Drafi Trpe®

Recmipt Hurmse

Communication Details
LAW ENHANGEMERT oaf

Hiotn
Use ¥ApprovadBrd Fot Ao
Use SATrsedytamed ©
Use ¥ApprovedByDes:
Uan ¥ApRrovedR) ot
s MAGDH e w Dt Tor D

Fuply Cleasfied
[ Prafis
Engiah s Santion
OFFICE ORDER AELATED 10 LAW ENRANCEMENT

24333707 Tention = sty Trpm

Contidunbal

(oo Lo [

Fig.137

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:

LE Dran Statue -

#ApprovedBy#
#ApprovedDate #

ils NG SAZTAA/S/ARAT-Rarsa W Su bfucts v c
néence  Draft | Mafacsnces  Lnk Owtails  Movemencs  Edic

~
Send ack Hend | AHAChman | AcHsn Oacaila | Mace

-
Draft Detalls
Cratt Tyoe™

Oran eature

A scheme known as "Swadhar’ has been designed with a mj
and Innovative approach to cater to the requirement of variol
women In distress In diverse situations under different cond

, @

Swadhar Scheme purports to address the specific vulnerab#
of group of women in difficult circumstances through a Home-based
holistic and Integrated approach.

itons. The

Approval Confinmation
Once draft gets spproved no further changes can be made

P | e

Commanication Detais

LAW ENHANCEMENT par

ot

Une MApprovediiyw For Appeaver inte

Use RApProvoosiames
.

b 2 i

=z pEmen

Conliduntsl
Crovse ona

m]

Crosee one
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e The DFA gets approved and DFA # Tags changed into relevant information, as shown in Fig.139:

|F.,.a Wk, DFAFIIEI0 | W L B Blah | et ] o
Draft Detaits
DVt Tyoe Racly I Classtied
Craht Fisture Lattar Frufe

File No.C-13011/3/2017-Demo

Engian I Sanian (|

A scheme known as ‘Swadhar has been designed with a more flexible
and innovative approach o cater to the requirement of varous types of
waorrien in distress (n 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.

Depanmant Chopse one

Hiame FARWOSH (PFFAL | Dodgnation [TECHNICAL BIRECTOR

NIKITA NEGI, ASSTT(NG)-eOffice, eOffice
14/08,/2017 A 1+ e

Cauney it Sinse [
i TELH L T—
Matd e | Landine |
Fas | Ewai

At bfew Remmimsiis | Cluar
Attachmanta T

LA ENHANCEMENT gar

Hals
U MipproredElph For Appesuer Infs
U5 ST e F oy A e e

Foe
Line #pproetly Sschiontiamed For Apmmer Saction fumes.
s MApproystDised For Onts ol ARl

Fig.139

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

[Compatur Noi 26372 Filu Wo: S A0 MR Dm0 Subjects LA SURANCENINT Z2ITION 504 =]
Noting | Sorreapondence Oraft Mefsrences | Cink Dstalls | Moverments  Edit Sand Back Send | Attachmenc | Action Decalla Mars. | Quiskoview ]
Dralt Mo« SFA/L363C - ¥ 4.2 Drah Stetus | Assrved

L
Oraft Details
ovan Type~ Agary Ciassmiaa Contagntiol
Cratt linrse Latine ot ra 2nm
File No.C-13011/3/2017-Demo -
Langusge™ Engliah b Sancticr

OFFICE ORDER RELATED T0 LAW ENHARCEMENT
Susjact®

o= 1000 |

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 Communication Details
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

Fwtm it M 2466412017 Jeofion - Raply Type Chocrs sne

MINISTRY OF LAWJUSTICES COMPANY AFFAIRS

Chosee aoe

ISk URRAL Ceugnation TECHOCAL DIRECTSR

NIKITA NEGI, ASSTT(NG)-eOffice, eOffice

14/08/2017

[oE

A Demi

DELW

Lanatine

Acd Mors Reopiernial | Claur

Attachments | tash File

LAW ENHANCEMENT pat

Tiots
Usa MpprovedByd For Approves Info
Use ®ARprovedyliamas For Anproveres Mana

Use #Approva@y achontlamed For A pprre: Sacian e
Use #ADDIOvedDates For Dot of Apceoval

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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Computes No: 36655 File Mo: B-11011/10/201 8 Do DEST-ECFFICE |
Nemng | Co

Subjeck: swbject

| Edit | Send Back | Cend | Attachmant | Action Detnsis | More

[

R ravous Notings )

o e |
— . | e
B add Green Mote | 2 |Add vellow noee | %04 [ 13 of 4 Mots(s) ¥
Note # 1

15/05/ 2018 11:22 AM

NIKITA KEGT
ASSISTAN

Microsoft Word - Document1

Fig.141

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

s e S

Computer No: 36645 File Nos B19021/30720 .
" Link | Details | b

Wating | Car Drafe | Re

Suhbject: subject

| Edt | Cond Back | Sene | Atmenmant | Action Detais | More | m
o
B Addcroen more || [ Add Yellpw Nora M 4 | 11 of 1 Mota(s) » ™ IDuII List |
[chanseoma 7]
Note # 1 -

153/03/ 2010 11:22 AM

MIKITA NEGL
(ASSISTANT)

Ssatus Anarovad Sy
oFa
Dralt Version Livt
DEA/17307
Nerzion Created Un Created By Status
L0 150518 11:21 EM HIKITA REDE oFa

e The draftis shown in Fig.143:
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RS THAINING

| 'Intmg I:nrr-:ncﬂiem | Draft " Heferences |Link | D-u:l- | Mowaments  Eci | Band Black  Cand | Stachment | Action [etails  More |

Approved

Draft Mo, s 1.0 Draft Status 5

New Draft

Fille No.a-11011/8/2018-Demo-D EF T-EOFFICE

T A A 0 e, W o 8, Dept: T

TS
WTWW!{F— I TP S AR S AT W AR
T AT A7 T WY A e

MIKITA NEGL AESTT|NG)-20fMice, 00Moa

“Claasiied

il Hiaure® vl Pl
Langusge -
Chaose one =
Chaose one: -
|BIKITA HEG! Deaeignation
N v | Ardamen & Micobar siards v

Add More Recigientis} || Clear

Note : Use following # tags for drafl creation
EApprovedByd for Apceovel Info
£Approved By Designations for soor
BAPDIOVEOE PostE
FAppIovedDates o7 Dats of Sopoval

BApprovedByNamed for Sopiover HMEme

#ApprovedBy SectionNames for 2pprover Section Hame
=ApprovedByEmali for Approver Emal
#DccurmantNumbers for Document Numbar

T CEn 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:

File No: 4-15011/1/2017-Demo Subject: PERSONAL FILE SOR SERVICE REDC

mputor No:

Noting | Correspondence | Braft

i &

Local Reference

DRO UFDATION

References fLink | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |

|(Pravious Notings| “E

[7e€ T TRecent )| A

[ |Add Green Note | =/|Add Yellow Note % ¢ | 11 of 1 Note(s) » »

Note # 1

see aitached PUC 1, reslied to breining certification.It i= requestad to add
n my zervice bocl

Placa of Training -Deapartmant of Parsonal & Adm. Raforms, liew Dalhi

Type of Training- 35th bazic course on Mangament arvice

PRIYANKA KUMARI

09/08/2017 11:50 AM
[ASSISTANT)

Ty
D0 K AR Ao Relorml)
::Jl-i-v-". ~

mon § Servicess Ca%us teg

: Eeatnias iut ip-
. riaent or Parsonngy & Mo, far e
s Aaltpan
7N Dol 4
Mrlatog i
St =
"
| A,
’,4;':
A0 .
.' ¢
y WYE :
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o The References screen appears on right side of noting page. Click button or
button Fig.145:

Computer Noi ZE370  File Mos A-15011/1/2017-Demo Subjech PERSONAL FILE FOR SERVICE RECCORAD UPDATION

MNoting | Corrsspondence | Draft | Aefarences | Lnk | Detsile | Movements | Edit | Send Sack | Send | Attachment | Action Details | More |

B D [ S e e Pretos Netings| L
B |#dd Green Mote | | 2/ |Add Yeliow ke # ¢ [ 331 of 1 nota(s) » w References
MNote # 1

O

Wy fanzly see attached PUC 1, realt=d o training cerbification. O iz requested to =dd Beferonces Mtpshal

training datailz in my servica book.
Place of Training -Oespartment of Parsanal b Adm, Aeforms, New Delhl
Type of Training- 35th basic courae on Mang=ment a=rvice.

B « artached Date "

00/08/2017 11150 AM PRIYANKA KUMARL

(ASSTSTANT]

Fig.145

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

EPT-EOFFICE [ Subject: CEMAT TRANING

Movements | Ed# | Sand Back | Send | Attachment | Action Details | More |

Compater Moz 33571 File Moz 1101106
|| Mebag | Cerespandance | Draft | References | Link | Details

o [T Racent |7 A | P Nobinge |
B |add Gresotioze | Bl add velowtore ¥ 4 [ 13 of 3 Notals) b W Rofarancos
Choaza ona ¥ |
Note # 1 pEsm— ; % =,
THIE 15 ROTING PORTION 3] Beleizniss Mlscneg Aizached Sy Atrached Date
(=] [zmanpaf NIKITA NEGI L3/03/18 03:00 FM

16/03/2018 3130 PM

Note # 2

21/02/301% 10:40 AM

Note # 3

TL/0Z/I0LE 14T AM

MIKITA MEGT

@ Open

() Mdeskop 1

i Organize = Mew folde

Wl Favortes

KIS Hew

B Desktop
I Bownloads
= Recent Placss

oo T

J)' Adobe Acrobial Documert
| KR

Adobe Phatochag Image 15

& Libraries ¥
| Documents
o Music
] Pictures

B videos

& Computer
B Local Disk (C)
1o New Valume (D

File name:  jetter

cft Office Word Document

moffice new icons
ashop Image 15

Mew Test Document

TXT File
0 hymes

Cancel

OR

Fig.146

o [IFEENEETNTES: The KMS reference(s) screen appears select the document and clickm button.
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button, as shown in Fig.147:

Import KMS Document - m
B

G

KMS Reference(s) Import Ta File: 75 H-7, OFFICE

Home/ Y =T GELsa.) Refarances

[chacsa ana ¥
seect

©

= Iyme Descaption: 456

= Attached By = Attached Dabe -

Falder

Document

= . NATOU 30/0B/18 03147 IM
Imgork Cancs!
o Fibe ll Uplosd Fiom KMS I

Dosument
Dotument

Dosument

Dosument

Dosument

Document 1:35 .40
Dotument
Dotument
Dotument
Dotunsent

Dosument

Dosument

[} Rl May F—

26/08/2018 12:26 PM €6, NAIDU -
(PS{PM)} i3

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:

Computar No: 33571 Fila Not 3-34040/8/3018-DamgDEPT-EOFEISE (W Subjiect: CSMRS TRAJNING
“Micking | Carres: | Drafr R = ' Link | Details | Mouernerts | Sdit | Send Back | Sand | Aachmant | Action Detais | fors
&) [ e Rewant [ BF | Gravioas motegs |

! | 13 of 3 Note{s) bW Refersnces

i Bafarencas Attachad ~ attached B, = aittachad Dale m -
F P WaeTTa NEG 505718 03400 01

18/03 /3018 339 PR makTTA MET = Jouciod TTA NEB Sk

(ASEISTANT) Upload Fe || Uptont From kns
Note 2
2103/ 2018 10140 AR NIKTTA NEGT

C(ASSISTANT)
HNote & 3
31/03/2018 10142 AM NIKITA MEGT

(AssrTANT)

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:

Computes Mos 14357 File Mo ity s o b ey Subgech fghfiig
HKobag | | Draft | Reaf [k ] oetais | : | Edit  Send Back | Send | Attachment | Action Detalls | Mors
G it v | (5] % S ] i s, e ) 8
| External Files
Last Saved S0-0E-2018 D09 LE PM Refarred In Filae Raferred Filos List
B 7 U & = &= Fomalm~  LneHmght =  Paragraph = Verdana - FontSwes « Fila Mumber - Sublioct
ErEEE h B —Q IT = AcB- 3 ey -2
| ~
iden v 1 ol T asee g ufEn R gl ¢ | O e
k| arﬁaqwﬂnhﬁww%a: q}@mﬁaa’é’rf@ﬁm / ?E!iqw'il
oz @ =it 31 e 9 H g el _ngﬁ!aﬂﬂ !
rﬂsvﬂn%ﬁwﬂ%l o A wil e e g ufr w2t/
¢ F AR ¢ e 9 7 A ’gwaiﬁa@f
wfitie wE] / UfAuEes et / TAnT HeE S # aie w il
el il ety TR et/ T i/ O T 3 Sl 31
€ 3
B Words: 18
e |
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 Move the cursor on ! tab, and click the Internal Files link, as shown in Fig.150:
Computer No 33571 Subject: CSMRS TRAINING
Netng | Cor s | Edit | Send Back | Send | Attachment | Action Detaiks | Mors
i o o e == atm
B 4dd Greeo fiote yro»
O P s
16/02/2018 2139 PM NIKITA NECT
(ASSISTANT)
Note # 2
21/03/2018 10190 AM MNIKITA NEGI
(ASSISTANT)
Note & 3
21/03/2018 10:42 AM NIKITA NEGT
(AREIETANT) Government of India
i APP STORE
www.apps.govin
| | 2 Qo e e | i
Fig.150
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e The Link/Delink screen appears on right side, click the button, as shown in Fig.151:

Camputer Moz 23571 File Mo: 2-11013/8/30 n-DEPT-EOFFICE % Subjact: CSMRS TRAINING ﬁ
Hicking | G e | Draft Link | Details | M nts | Edit | Send Back | Send | Attachment | Action Details | Mare | quitkview |
- N
A [l "Recank [ "AF [ frowicus Notings |
B add Green tises | 2 |addVellow tote % 4 | 13 of 3 Not=(s) b # Link { Doedink:
Cheass Ons ¥ 7
Note # 1 . .
THIS 15 HOTING 3DATION °) ~ File Number - Subfject S
16/02/2018 2:30 PM. MIKITA NEGT
(ASSTSTANT)
Note # 2
11/03/2018 10140 AM MIKITA NECL
{ASSTSTANT)
Nole # 3
11/02/2018 10142 AM MIKITA NECL
(ASSTSTANT)

Fig.151

e Alist of files appears, select the file and click the button as shown in Fig.152:

Search File For Attach

Year [2017 v | Search
Computer No File Number Subject
& E 28231 A-21012/172017-Demo ADMINISTRATION WOR}
= - 2ge2s A-16011/1/2017-Demo- PROCUREMENT OF NEW
D RS e Aolume(: Yoo SCANNERS |
- LAW ENHANTEMENT
S et vt <. ettt S SECTION 90A |
ot % PR APPOINTMENT EILE OF
5 s . e wimint TECHNICAL ASSISTANTY
PERSONAL FILE FOR
& E 28370 5-19011,/1/2017-Demo SERVICE REOCORD
= UDPDATION

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 Noi 33571 File Not 3-11001/A/2018-Dpria-DEFT-EDFFICE (51
Moting | Comesp | Drafr Link | Datails

Subjects CEMRS TRAINING

o

[ Zdiz | send Back | Sand | Amachmant | Action Detsils | Mors

[T Rt [T AR [ Brwiieus Netings |

B

B Add Graen nos

2 |addvellow e (% 4 [T13  of 3 Notels) b B

Hote # 1

10/02/2018 2:39 FM

Note # 2

21/037 7018 10:40 AW

Note & 3

31/03/2018 10:42 &AM

MIKITA NEGI
{ASSTSTANT)

MNIKITA NEGI
{ASSISTANT)

NTRITA NEGT
{ASSTSTANT)

Link { Dafink

- Subted

Trainmg of e0fice . e

Attach

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:

Fig.153

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

Fig.154:

Subgect: CIHRS TRATNING

Computes No: 33571 File Mo 2-11018/6/2010 -Demn CEPT-EQFFICE [P
Mokmg | Co | Braft | F Link | Details
o

| Edit | Send Back | Send | Attachment | Action Detads | More

[ hacant [ AF | ravicus Notiage |

B 2dd Green hoes

Note # 1
THIS 15 NETIHG FORTICH

16/02/ 2018 3:39 PM
Note # 7
31/03/3018 10:40 AM

Note # 5

11/02/2018 142 AM

NIKITA KEGI
(ASSLSTANT)

MIKITA NEGT
(ASSISTANT)

MNIKITA NECT
(ASSISTANT)

Link /Tredink

- Subiect

- File Nyamber

R T e —

ftach

e The file is delinked.

Fig.154

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: 28370 File Moz A-19011/1/3017-Dema Subject: PERSOHAL FILE FOR SERVICE REDCORD LIPDATION

|' Noting |Carrémdhdmne:[>mﬁ References Link ||'ﬁfe‘1‘5"|'f§y‘f~1ﬂ‘ vements | Edi | Send Back Sénd|AtE{.hment Action Defais | More |

File flumber : n—l&l[}llflflﬂl?-l}emn Subgect ¢ PERSONAL FILE FOR. SERVICE REQCORD LPDATION

Dpening Dakz | 05/08/17 11:06 AM Remarks :

Main Catzgory @ Generz| Sub Catzgory

Frevious Reference | Later Refarence |

' Part Fles Created

Compuzr No * Bart o * Cregted On * Remarks hd

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

Frevious Reference Later Referance

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 b
File Dispatch History
Dispatch Number ~ ~ Subject ~ Address ~ Dispatch Date -
1/8600/2018 Issue CSMRE 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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IR adhpeti CaNe TR
Woting | Conespondanca | Drekt | Asfarances | Unk | Btais | Meverarts | EO |Send Back | Sand | Atchimant | Acion Datals | More |
=

Computer Nor 23571 File Not 21101 L/2 SoT-E0

[ i 17T ) R o an

B8 |20 Green tote || B |Adc Yollow Noke [# ¢ [ 13 of 3 Neke(s)} b »
Note & 1
THIE 15 HOTING PORTION
16/02/2018 2:39 PM NIKIYA NECT

(ASSISTANT)
Note # 2
71/03/30311 10:40 AM NIKITA NEGE

(ASSISTANT)
Note # 3
21/03/2018 10:42 AM NIKITA NEGI

SASSISUABTY, Government of India

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

Choose one v
Chooss One ¥

=
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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:

FFicE B Subject: CSMRS TRAINING

fizeng | Ca [ £ Send Back | Sanc [Amciment]| Astien Detsiz | Macs

- = === ——————; '

B L] B 1 (= A revioss Hotings £'m
Recet oy

vellow lore (4 4 [7‘.\1 of 3 Note(s) * ¥

16/02/2018 2:39 PM NIKITA KEGI
Note 2 2
21/03/2018 10:40 AM NIKITA NEGT

(ASSISTANT)
Note 2 3

21/02/2018 10142 AM NIKITA KECT
(ASSISTANT)

Government of India
8 g.cov
| APP STORE

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 Noz 33371 File No: A-11 01178

" Motang | Co fence | Draft

Link | Details | M
A-11011/8/2018-Demo-DEPT-EOFFICE

16/02f18 02:37 #M

Main Category

Frevious Raferance ¢

18-Demao-DEPT-ECEEICE é Subject: CSMAS TRAINING

o | Edt | Send Back | Send | Attachment | Action Detalls | More

Subjact CEMRS TRAIHING

Remarks |

Latar Refarence
Attached / Detached File(s) Atech Fle | Detach e
| * CNo. ~ File Humbsr * Subject = Attached By v Aftached Dats  pitached Remerks  Detached By ~ Detached Date ~ Detacher Remerks i
Fig.160
. . . . Aktach . .
o Alistoffiles is appears select the file and cllck button as shown in Fig.161:
Computer Mor 23371 (-] Subjects CSMES TRAINING
ing | omeepondance | Braf | Rererencas | Uk | Detale | Wsverearts | €4 16F

A-11011/8/2018-Demo-DEPT-EQFFICE

Openieg Data 1
tain T2tegory |

1E/02/48 02137 FM

Previous Reference ;

Attached / Detached File(s)

[} v Chip. + File Number  Astached By

Soarch Fila Far Attach

Year 2015 v e |

Computer fo
J6645

E

E

B 3z572

E
...... o TR

_u_-_“ e

+ Datached Date  Detached Ramarks

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

File Number ¢

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

Previous Referance «

Attached / Detached File(s)

0  ~cho.

 File Number + Subject

E 33935  A-12011/11/2018-Demo-DEPT-EQFFICE-Part(Z) Training of eCffice..u

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

Subject :
Remarks :
Sub Category ¢

CEMRE TRAINING

Later Refarence :

v Attached By v Attached Date

NIKITA NEGI 15/05/18 04:46 PM Attach File

~ Attached Remarks

~ Detached By

aitach File |

Datach Fle |

~ Detached Date

v Detached Remar

Action Details

Fig.164

o The File Detach alert window appears, enter the Remarks and click button, as shown in

Fig.165:

Computer No: 33571 File Np: A-

é Subject: CEMRS TRAINING

File Numizzr : A-11011/8/2018-Demo-DEPT-EQFFICE
Cpenirg Date ¢ 16/02/18 02:37 PN
MMz Culey i

Fravious Referance :

Attached / Detached File(s)

1 ¥ No.  File Number

* Subject

¥ o& s Trairing of eQffica....

11301 8-Dame-DEPT-EOFFIC

Woting | Comespondence | Draft | References | Link | Details | Movements | £dit ' 5end Back | Send | Attach

File detach alert

Are you sure to celach the flle

Remarks

R

¥ Lrtatned Remarks

NIKITA NEG! 15/05/18 {4048 IM Lizach File

¥ Defached By

sznFe | |

Distzch File

= Detached Cate

+Detached Remarks

* -

Actian Detzits

Fig.165

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

R

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)

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

Subject : CSMRS TRAINING
Femarks :
Sub Category :

Later Reference

Attacn File ‘ ‘ Detach File |
) 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 |
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Note:

Attachment/ detachment of receipt with working file are similar as attachment/ detachment of file with working
file.

12. Action Details: To view or add remarks.

e Click """ "= putton, then clic Add Comment button, as shown in Fig.167:

B

Comguter No.: J0524 File Mo, BSPHCL-H1012/1/2012-Deno

s Subgect docs Creaton Cate: 310718 11:30 AM

wal
Currently With RIMAN DEEP. ASSISTANT, e0ffice, DEPT-ECFFICE
Status In Process
Action Details & Comments
Initiared By RIMAN DEEP-20Mce Initiated On
Initiation Remark hiritly see Initiate Acticn Type
Forwarded To RIMAN DEEP-aCMca

Action Taken by Action taken on ACTion Type Action Remark
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 Nos 33! S ALRAA0AE ] Subject: cocs

Nexing | Ca | Drafe Link | Details | | Edit | Sand Back | Sanc | Attachment | Action Detadla
* | -
s P — o'm

Park File |
(llow Nots % 4 [ 2 uf; \rr—q row Park File History

Cloce File Hictory

B 2dd Green Noze

Merge Detals

2472712017/eoffce

ing sevacs] words the mnes words

Aoy
i w‘,;‘-m"ml‘cl
S AL ] r
S & seredee e Peerr
T w0y NP1 1006 1. octn

todifiars;: default. pubiic, protected, private
Non-Access Modifers: ‘wnal abstract, strictip

13/08/2018 12:35 PM RIMAN DEEP , rr ey 3
(ASSISTANT) dr fory
Note # 2 oy sl
0 oA ey iy )
16/08/2018 3:19 PM RIMAN DEER W oo b~ -
(ASSISTANT) 13 -

b
ay as A R S
;.m“:* e T o o

% org eva, e derar e o 273 29
. oW o - :,’::
Fig.168
e Provide mandatory remarks and click button as shown in Fig.169:

Computer Not 3362¢  File Ne: Ch-44042/4/2018-0ema Subjoct: docs
| noting | Correspandence | Draft | Rafarences | Link | Desalls | Movemants | Edit | Send Back | Send | Astachmant | Action Datafls | More |
p‘ [Tor | R AN ) Prevels Wotrge | o'm

B ladd Green Mote | | = |AdaYallow Note (® ¢ | 33 of 2 Notels) * ®

Note # 1 Send for Closing Approval details

Computer No 333547¢ File No A-1101

2472712017/ccffco

indly
Remarks* B nr

b _l?,;r e = AT
r g
=t Sv TR o

Java Identifiers:

T Proey

T, a7 Bk
A% EEEL 1009 ), et

3, precate

ho1e63 &
Non- A:cess Modifers: 1al abstract, strictfp 5t 3 A d $3 § P
i) o
13/06/2018 12:35 PM RIMAN DEED
{ASSISTANT)
Note # 2
16/08/2018 3:19 PM RIMAN DEEP o S e '
(ASSISTANT)

?‘lrrh-m'_’_'_sh?‘r‘
FIROE TN 3

WY Y =iy ke

e A confirmation pop-up appears, click button as shown in Fig.170:

Copyright © NIC, 2018

110



A DIGITAL 'WORK PUACE 50K

Computer Nor 25624 File Not

SoAACAR/AIRAE-Dame

Subject: docz

Edit | Send Back | send | Attachmert | Actian Desaiia | More |

L

| Rese AR ) TR kg |

Confirmation

[ Noting | oot Link | Datails

o
B |add Grean Note || =i |add Yaliow tiota (% ¢ 12 of 2 Note(s) » »
Note # 1 Send for Closing Approval details
1ava Syntax: Computer No 23 File No

testin
gepal

I
Findly

Subject

1| Section*

Remarks®
Java Identifiers:

Names used for class, 1

Do you want to send the file for Approval?

O ==

017/eoffce

defaul. publc. protected. private

L A difia
Non-Access Modifiers: final, abstract, strictfp
12/08/2018 12:35 PM

Note # 2

16/08/2018 3:10 PM

RIMAN DEER
(ASSISTANT)

RIMAN DEEP
[ASSISTANT)

Smr ..
Won a2 Veogigiigy

Turtee B
Gl £ gt e 2
TR oy » IR Sy

T

87 &7 =i

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 | Wiew

|

Recaipts

I
;| =
L

2l P zEars

b Crazesd

+ Drafts

» Parked

, Approval Requests
(1}

= Computer o~ Filz Humber

A-12011/13/2017-Demc

~ Initiaked On

17/08/17 11:25 AM

~SenderRemarks < Siatus ~ReouestTyse - Acorove ~Reiert ~ Remarks

work completad. Pending  Closing Request  Aporove  Asject

Copyright © NIC, 2018

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 [+
| »Computer o File Humber  Initiated By  Initiated On v SenderAemarks v Status vRequestTvoe  +Approve ~Reiedt ~ Remarks
il = " o ; ;
£ = || @ P 2875 B 20141 3301 7-Derno NIKITA NEGI ASSTT(NG)-=0ffice 17017 125 AN vk completed. Pending  Closing Request | Aporove :
b Inbax

Submitted Files for

¥ ng Approval

Cles
b Creatzd
+Drafts
+ Completed

¥ Farkzz

i Approval Requests
(1}

p Clos=d

+ By Me

R s
{Higrarchy)

+ By Othars (2]

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

131

Receipts

i | X X i . SRS o i

W -'%m = Fila Mumber = Initiated By ~ Intiated On = Approved/Aejacted By VEP IRy cuet 'EE%_:J‘& ~ Remarke- Status = Ackione -

F{ég:ﬂ. NEGI ASSTT(NG}- 17/08/17 11:25  PRIYAN:A KUMAR] ASSTTIPS]- 17/03/47 12140 AM ol e Ao
= AM x

«0fica

1]

Files

[ o 28375 A12 iew: Aporovers

b Inbax {2017-Demo

Submitted Files fi
Closin roval

» Created

+ Drafts

+ Completed
b Parkad
b Clogad

+ By M

Ey Others
¥ [Hierarchy)

+ By Others (All]

Submittsd Filas for
fieapening Arprovel

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 SIGITAL 'WOR K FLACE. SOLUTION

Closing remarks

Closing remarks

Remarks “work completed.

I oK I | 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:

Seaich for Closed Files (By Me)
Reccipis E3| - e — PSR .
2 Dapartment | GOVT A Section | elffica ol Classified | Sslect Classified
File =] :
¥ Computer No. | File No
Sublect | Closing Date | & | il

¥ Created . . s ’

#DOralts File Heads | Selact Bazic Head L | Selact Primary Head A Select Secondary Head v | Sslect Tertiary Head

+ Comolatad
¥ Parkad Search

Closed Computer Mo ~ = File Number = Subject = Closed on ~ Closing Remarks - - -

| Pa:?s P A12011/13/9047 Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM viork completed, Fiscoen Fecrd
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:

R R e |
U apondences
Receniclaaus Has Sutilec Teas - Allmched Do
A T T T T YT : "7 T
‘ AT
|
Fig.176
. . . Attach . .
o A offiles appear, select the File and cllck button as shown in Fig.177:
Search File To Attach  Create File|
Year j201 74;:‘ Search
Sﬁmg:trer File Number Subject
— = 5 APPCOINTMENT FILE OF TECHNICAL
P 28375 A-12011/13/2017-Demo Pl S e

A-180T1/1/2017-Demo-

Volumei2) PROCUREMENT OF NEW SCANNERS

= P 28425

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: 23378 Fille Nox &2 5 Subject: SADTURZNENT OF HEN SCHANERS a
Correspordence ' Lok I“mm&fs l&hk | Ecit "SendBack | Sand T Dizpatch | Comvert File ' Atbachment | Acton Detale | Hora..,
L
File Numbost A460141472017-Demo Subject PROCUREMENT OF NEW SCANNERS
Opzring Dake 0Q43AT 04:08 PN Remarks
Wain Calegory General Sub Category :
Presious Reference Later Refesence
File Movement History 9, Print History
Sandsr *Sarkon »Santin ~ Adton * Remarce
PRIVANKR (VAR o 090817 0409 NGHIT HEGL echice Foruard
File Close History
i Ackion By Actea Cn Action Renarks Ancroved By » Apoeoved O Approved Remars
File Dispatch History
Dispatch Yumzer *  vSubec ~ dcress

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 Moi 28375 File Mo A 15010 L2010 Jame Subjecti PROCUREMENT OF NEN SCANNERE m
Corwoonsancs | Lek | Moromants -3 30 SondSwk Send | Depeich | Conien Ale | Attachmant | Acton Deil | Mors.., “Quick Vi
8
A-16011/1/2017-Demo PROCUREVENT O
0% T 406 W
cerel
Pt Fills Cruatod
Compiker 8o 2 - Crasted Cn Barads
~Tope
w2 DISPATCH
QISPSTCE
Dicpateh Hovessant History
Dsasich fumtes -sdne -Gt ~Dizmach 2ate -Gat iy - Digpatch Nade ~fznc
« Fik Mumber
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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,2offce 04/09/17 02:10 PM PRIVANKA KUMAR L 2offce Approved Kindly see
File Close History 1
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks -
File Dispatch History
Dispatch Number - ~ Address ~ Dispatch Date -
Fig.180

e The Dispatch screen appears. Enter the Draft details and Communication details, the action menu available
are as shown in Fig.181:
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Draft Details Dispatch Options
Draft Type* 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 M Delivery Date 7 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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Computer Noi 3383235 File Not 015

L1/ 00a za1E S o e Ty (FE AT

Subigcty tocay

0BT 04:08 PM
Genral

Opening Date
Miin Cabegory
Frastous Retanenca

File Movement History
Zandat

BRIVANK 2 KUMARL sofice

File Close History
= dcoon By

File Dispatch History
Cizzateh Numbsr

|| Carrespandence | Link | Mavemients ['Detzita | Edit | Send | Cispatch |C0mn£rt File | Attachment | More... |

Remaiks -
Sub Calegory
Later Fafeeance

=Bentoa
00817 04:09 PM

-~ Sarkn
NIKITA NEGL=ofe

B, Print History

Fig.182

2. Upload scanned copy of correspondence/Issues (if correspondence or issues are attached in physical
file), and scanned copy of Noting (if required),

3. Click (I

) button ,as shown in Fig.183:

Compater Nor 25002 Fika Not B- 12013/ 2/2017-0smo-DEST-EQFFICE

Subject: Offica procadures

File Details
File Mumi-s
D4-08-2M7

ACR

Opsning Data
Subject Category

Carrespondance | Link | Movaments | Datails | Edit | Sand Back | Send | Disgatch | Convert File | Atachment  Action Datslls More,., |

B-1301303/2017-Demo-DEPT-EQFAGE

Sulject

Ramarks

OfMce procedures

Receiptissue Ho.

32582/ FUCT

018fsafics

Upload Moting

Hindy see

Sabject

Attached On

13-05-2018

Noting

Convert I Preview

Note Afer initialing comversion processisavelconver) it can nol be undone

Fig.183

Note:

The max size for uploading nothing and correspondences should not be more than20MB.

4. Enter the remarks and Click button, as shown in Fig.184:

File Details
mﬂle Numbes
Dpzning Date
Subject Category )
| Comespondences

A2V Deme
0082017
Geperal
];'ﬂ]e
PUC

Receiptissue No,

Are you sure you vant fo conver this file?

Remarks “|Converted

Subject
PROCURENENT OF NEW SCANN

PROCUREMENT OF NEW) SCANNERS

14082017

Moting pdf
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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:

= TIRIUL D Do VRDCIRENERT OF REW SCMIERE BT TaRTTA wEGT 057 0508 |

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: 28373  File No: A-12011/13/2017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS
| Corsspondence | Lnk | Movaments | Detalle | Edit | Send Back | Sand | Digpatch | Convert File | Attachment | Adtion Detalls | Mere...
1
Clo@e _Fi\g | ‘
Park File |
File Numuer AA12011/1312017-Demo Sunject E OF TECHNICAL ASSISTANTS
Park File History [
Opening Date : 050817 12:50 PM Remarks : m
Main Category General Sub Category -
Provious Reference : Later Refarence Merge Files = ‘
Merge Detzils J
File Movement History | - B} Print History
Ssnder v Sent on v 3entto ¥ Achon v Remarkcs v
PRIYANKA KUMAR], acffca 05/08/17 12152 oM NIKITA NEGI aoffca Formard
File Close History
Action ~ Action By * Action On * Action Remarks * Approved By * Anproved On * Approved Remarks Y
File Dispatch History
Dizpatch Number ~  ~Subject * Address ~ Dispatch Date ®)
Fig.186
Note:

Refer to Create Volume module for the process.

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:

Computar No: 28375 File Mot A-12011/12/3017-0cme

Subject: APDOINTMENT FILE OF TECHHICAL ASSISTANTS

| Cor d | Link |

Fllz Number
Opening Date
Main Category: General
Previous Reference

File Movement History

Sender
PRIYANKA KUMARL coffca

File Close History
Action ~ Acbon By

File Dispatch History
Dispatch Number

Details | Edit | Send Back | Send | Dispatch | Convert File | Attachment | Acbion Details | More... |

A-12011113/2017-Demo Subject
09108/17 12250 PM

Close File o
Park File
I £ OF TECHMICAL ASSISTANTS
R Park File History

e marks : — - —
Creats volume

Merge Details

Sub Categony:

Later Reference

Print History
~Seston ~Sentfo ~ Achon ~ Bemorks 32
09/08/17 12152 PM NIKITA KEGL, coffca Forsard -
~ Action Remarks ~ Approved By * Approved On ~ Approved Remarks 4
* Subject ~ Addrese ~ Dispatch Date ¥
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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 - -
) P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARI x
Merge
Search File{s) To Merge
Year 5;2017 ¥ | Search|_
Computer Number File Number Subject
I[Q’c’ P 28450 A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE ]
2] 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 =~ Number = Subject = Sender d -
@ P A-12011/13/2017-Demo APPQINTMENT FILE OF TECHNICAL ASSISTANTS PRIYVANKA KUMARI s
) P A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE .
| Merge |
Search File(s) To Merge
Year 201?_', Search|

& Computer Number File Mumber Subject

W P 28450 A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE

E P 28425 A-16011/172017-Demo-Volume(2) PROCUREMENT OF NEW SCANMERS

e 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
Vi

I OK I | Cancel J

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: 2375 Fle Nos &4 Subject: APPOINTHENT FILE OF TECHNICAL ASSISTANTS
Coespandece | Lok Hovemers | Deals | Ed¢ | Sendack | Send | Dt | Comer Fl | Arahment Acn el o |
g
Fia Nurber AA1432017-Demo Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS
(penng Date 03087 12.50 PN Remrs
Wain Catagory General Sub Categary :
Prevaus Referance Later Reference
Merged File(s)
SNo + ComputerNo v Number + Subject v MerpedBy  ~ MergedOn v DeMergedBy  + DeMergedOn  +Acionf  » Action? v
|1 28450 A1 162017-Dema TARECRUITENT RELATED FILE NK(TANEGI 40T 1230PM - De-Herge Metge';\'ﬁhﬁmlhed
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 (Yi=wfserovers) Jink includes the list of approving Officer(s) in the

shown in Fig.192:

section/ division, as

Vigw |

Recepts &

Computer

; =i | F o v Eile Nurriber

Files = He 2l

¥ Tnbias £24) [ P zz84838 caalsfupfilnB-01-Yolyme{Z)

E 3384207 assalestnaafilassctionriag
, Submittad Files for =
Closing Approval | = g 5354433 twabmogooeslfile-1003

[ E =zEaa73 B-ii0llfooLs/2glg-tgg
[ E 3384433 28-000003/000F020
|7 E zzsazsz qooalsfsefile- 1003
¥l P 3384837 salsfsBFile- 10168
| E =zEzmasz C-15/0004/2017-F 50
[ E 3385263 Ac11011/0032/ 2018 Sary
[ B =zE7128 12-1003[003 /0001201 3-1 TE-MHA
[ e 2381201 aopalafaeFile- 110108
LEGEND oriofity B Out Today B Most Immediate

b M3 Inbox

o Subjact Category

» Conversions

= Initisbed By~ Intisted On

mim e w wE anpwsr s U3t

1 PM

il ks W w= 2L/07/L8 02011

1 P

FH K a0 A ¥ 3L/07/16 0311

J T

T K m A EE 30708 051t

1 5 2y

FiH K a0 0 o8 5107716 03:11

% PH

i k3@ aE 2L/07/8 DRdd

L, oy

i k3T W SE AL/07018 0311

L P

i k== am 3007/08 03109

1 ol

i K a0 W 5% 27/07718 D108

' PM

i k¥ o= 27/07/1E D103

i .

i K sm dt s 20/07/16 o304
PM

B 1mmediate & Action In

Budgat prezaration

itiated

ACF ralasad matoars

Reiected

By
C.6. KAIDU PS(PM]
C.5. KAIOU BS(PM]

€.8. NAIDU PE(RM]

C,G. RAIDU PS(PM]

C.G. HAIDU BS(PM]

£3 (ther Department

On
2t/O7 18 D3:16 PM

SL/OT/LE 03116 PM

51/07/18 03:L6 PM

27/07/18 01506 PM

27/07/L8 D1:06 PM

d _pealing

Sechon

o i -
# i e
o
@ it
0 i A=

[Br Fites with Draft

~ Remarks
55 933
oo oag

5555555555

5597357793

L Draft Note

Appaintmant and othar related matters of Planning Comission

* Status = Ackion x: i
fppraved Closs Vinisr b e
Aoproved Closa Mlaw ARprevers ||
Approved Clows Vimw Apprevers
Panding  Cancal Miaw ADprovars 3
Pending  Cancel VisiAprivery =
panding  Cancal Viaw Approvers
Pending - Concel Mimw Approvers
panding ~ Cancal Viaw Approvers
Fejected Moue to nbox Miew Approvers
Asjected Miue b inbay View 2pprevers
Pending  Concel Mlew Approvers

Fellow Note External Files

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).

} Crearsd

+ Draft=

+ Complet=d
b Parkad

} Clozed

+ By Me

R #
s = | oproved i - B et oAorovediReiedted | Anorwved/Reiected | Dealing o oo
= = it mier nitiated By i n By an Certion emarl s 10
¥ Inbos Aejected 1/1/2017-Demo :]G.;lf-illuEG] ASSFTNGE: ;:cs’l e =cffee Pending Cancel View Aporovers
Submitted Files for I o
» Al
Closing Approval

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:

Dile Sangs ; 24/06/2014 To 17/05/2017
T = | Send  View | Create volume | Hiararchical Uism, My Fias |
Files = | IL] » Computer No  « Fle Number Subiect ~ Subject Cateqory = Crested On * Remarks
¥ Inbox |__| E 28431 A-Z1012/1/201 ADMINISTRATION WORK 11/08/17 03:23 PM

T Submittad Filas for D P 28425 A-12011/1/2017-Damo-yoluma(3] PROCUREMENT OF HEW SCANNERS Ganarzl 11/08/17 11,55 AM

" Clasing Approval
¥ Created

» Drafts

+ Compictad
b Parked
» Closed

+By M

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

a) Physical: To view all Physical Files.

b) Electronic: To view all Electronic Files.

Reopts [ Serd | View, Creae Voume Hieichial View My ils &
Files 20 Physice |File Number Subject * Subect Cateqory ~ Created On v Remarks
» Inbo [ [Bedmay ADVINISTRATION WORK 1110817 03:29 M
Simedfiefr [ |4 PROCUREVENT OF NEW SCANNERS Generd 14/08/17 11:35 M

Closing Approval
» Creatzd

+Drafes

» Completed

Fig.195

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:

Parked Files
Receipts
Stajus | Due As COn Date Nature | All v
Files =
» Inbox {251) Due Today
Due Date Elapsed
Submitted Files for | Unpark Due Between Date Range
Clesing Approval Due Date Yet To Come
o - | - - -
R | Computer No Due As On Date Subject Parking Dus Date ~ Parking Remarks
[ 2383254 e 122 25/07/2018 testing gopal fils.. testing gopal file.. tasting gopal file.. testing gopal file.. Edit Dus-Datz
+ Drafts
[ =28s262 £ mEm TrUTeT gopal sfs eFile-12-0121 gopal sfs eFile-12-0121 28/07/2018 gepal parking file.. Edit Due-Datz
-+ Completed
[ =28s082 P DS 28-16011/0001/2018-0FFICE OF US{DM-TI}-MHA szhooa 1 05/07/2018 £ Edit Due-Datz
[ 2283478 E DJB-B012/1/2018-Dirsctor (AandP)-0/c Pr. Secy(Home) Kirti Fll 5068 15/02/2018 0000 Edit Due-Datz
Approval Requests
¥ (az) || =3zz3202 P C-17/0001/2018-OFFICE OF US(DM-11), SSSatru 15/08/2018 1z Edit Due-Date
» Bulk Closing [ =3s3303 P H-12/0002/2018-F 7 Satru 112 15/01/2018 dd Edit Due-Date
» Closed [ =zs2227 P DSJS F-11/0002/2018-OFFICE OF US(DM-II Etttttttttest 15/01/2018 f Edit Dus-Date
+ By Me | zze3049 E EH-PHO20CG03/0003/2017-F 71 Satru 111 28/12/2017 fifffifEffinal Edit Due-Date
,?:,0'“{‘5) ) =zs2618 E DS 20/13/18/0001/2017-1 78-Dart(2] Good 12345 24/11/2017 wewadaw Edit Due-Date
ierarchy
[ 3382479 P DIB-B014/4/2017-Director (AandP)-0/0 CEO-DIB Kirti File 4051 19/10/2017 Edit Dus-Date
+ By Others (All)
/0001/2017- 09/ -
Submitted Files for || ) 3382198 P 78/0001/2017-F75T a1 28/09/2017 v Edit Dus-Date
Reopening Approval || [] 33s2132 E B/14/0028/2017-PM saction BANKIFK FILE 13/03/2017 123456789 Edit Dus-Datz
» RMS Inbox [J =23s2089 P DS 5/12/13/0001/2017-GFFICE OF US(DM-II] Satru tast filst 15/03/2017 123 Edit Dus-Datz
» Sent [ 32381825 E DIB-B/18/2017-EE (ELANNING)W-IIT 22536536566666+1UT15 15/03/2017 s5r4 Edit Dus-Datz
» Conversions [ =373528 E Testing1234 Wiz 08/03/2017 0021 Edit Dus-Date.
+Drafts [ 2281695 E DSIS F/11/0036/2017-PM section File Fils 1 24/08/2017 erer Edit Dus-Date
+ Completed [ =z381283 P GR/27/11/0013/2047-PM section Satru321 24/08/2017 sd Edit Due-Date
» ehysical File
Fig.196
e The action tabs available on parked files are shown in Fig.197:
Status | All v Naturz | Al |

¥ Created

-+ Drafis

& amitted Fi
Closing Agproval

for

Computer Mo v
28378

= File tlumber

= Parking Remarks v v
WORK COMPLETED

¥ Subjéct ~ Parling Due Date

LAW ENHANCEMENT SECTION 304

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 Famarks "‘:l

Fig.200

e Enter the Remarks and click button.

e The Files become active and move to the File Inbox.

PARKED FILE ALERTS:
Alerts for the parked files gets displayed as Parking Notifications icon ( e ) 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 C(Click = —  linkasshowninFig.201:
sOffice o
gy | TV T | Bt n e i1 = =
Files = Ll * Somautsr No - Sle Number - Sukiact ~ Ssnk By ~ &s0bOn “Rus On ~ Read On - Ramarks
» Inbox F = P 29002 - [afz017 Office procedures RIMAN DEER.=offce 04/09/17 02110 M 30/09/17 D4/09/17 D2:16 PM )
,3:3".';';“;"‘5:‘?‘ [ E 28389 A.19012/1/2017-Dama Personzl File of Userl  PRIVANKA KUMARLeoffce  10/08/17 1255 7N - 10/08/17 12:96 PM )
» Craacad
= Orafcs
+ Complatad
» Parkec
» Approval Requesis
» Clossc
+ By Others (411
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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: : " o
I, -

Parked Files + Dus As onDate (1}
Receipts 3] S— - - ————— ™
- stztud  Dus As On Date ~ Nature | Al [=]
Files =] ==
Search
, Submitted Filsz for { Dixe Torkly
Closing approval | Unpark Due Date Bapsed

¥ Crearad 7] Computsr Ne| | Due Babrveen Dste Range - Subjact ~ Parlang Due Dste ~Darling Rematks - -

* Drafts | 28378 Due Dste Y2t To Come LAW ENHANCEMENT SECTION S0A oa/08/2017 done. EditDus-Date

*Coinplabed | Due As on Date i
) Parksd

+ Approval Requasts
¥ Closed
+ By Me
o 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:

|"Apprave | Reject | View

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

= | O - Computerto - Fis Nurber ~ Initiatad B - Intisted On - SenderRemacks - Slatus  ~Request Type - Angrove ~ Raiect [Remer
T = £ 3381131 £:12033/12/2017-Demo NEKITA NEGI ASSTT{NG)-eCfice A708/27 22425 AM  workco moiktac Agproven Reopmning Request Asorove. Reyect | [E)

Orority B Cut Today oot tmmadiore Imenadista & Action Initiated i Other Depertment Fr ridws visth Deaft | Oraft fiote

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
, Submittad Files for ||| Subject 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
+ Drafts
» Complated Search
» Parked + Computer No  File Number  Subject  Created On  Created By  Last Movement On
» 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
* Reopening Approval
Remarks :|\york 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 Flies (By Me)
Racaipt: 3}
— Depariment  GOVT Section | aOffica Clzesified = Sslect Clazsified
Fil=s =)
b-Inbox Computer o Flie No |
Subject Closng Date i) &
&Drsfis Fils Heads ~ Scicet Basic Head vl Select Primary Head v Select Sccondary Head &1 Sciect Tertiary Head v
* Complatad
3
» Closac Computer No v v File Number v Subject v Closed on v Closing Remarks
28375 P A'12011/13/2017 -Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 AM work complzted. Re-open Record
Fig.206

Note:

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

Submitted Files for Reopening Approval sub-module is role based. It will be visible to the users who have the role
for closing files.

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}
Receipls =
Department | GOVT
Files =
b Inbua Computer Mo
»
Bubject
¥ Crested
+ Draft= FileHeads | Seled Basic Head
+ Completed
¥ Parked
¥ Closed Computer No * = File Number

28373 P

| Section | e0rice v
FileMo |
Closing Date | B [ B
v .Seie-:l Primary Head A Selec] Secondary Hesd

* Subject
ARFOINTMENT FILE OF TECHNICAL AS:

~ Closed on

27/0B/LT 11:43 AM

Classified | Select Classitied

v Selet Terliary Head
* Closing Remarks x w

work completed,

Re-opei Record

Fig.207

e Select the file and click the B£-2220 Jink as shown in Fig.208:

Zearch for Closed Files (By Me)

28375 P

Submitted Files for
Feapening Appraval

Hacaipts = - : —
2 i Dapariment | v Section | v
e =] g =} 1 L,
b irbax Computer Mo | Flie No |
, Susmitted Files for _
Closing Aporoval Sutjct | Clezing Date | = Bz
b Creatzd
a Orafte File Heads | Select Basic Head T Select Primary Head b Select Secondary Head
+ Completed
b Farkez Search
Computer Mo = = Fie Number = Subject = Cloged on

APPCINTMENT FILE OF TECHNICAL ASSISTANTS

Clagsifiad |
v Select Tertiary Head
= Clesing Remarks - -

wark complete=d,

Fig.208

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

Saarch for Closad Files {By Ma)

Racsipts Sp—
Department. | GOVT

Files 2

» Irbix Computer Mo |

itted Filas for
5 Appeaiz| Subject

¥ Crested o
2 Drafts Fiie Heads | Select Basc Head

-« Com pleted

» Parksd
» Clos=d Compiter o * = File Mumbei
+By Ma 28375 P A20itNan

Confirm

o

‘fou are not privileged to reopen fe fle. Approval is required to reopen the file. Da vou want to
requast fof recpening spproval?

e

| Seect Primary Haad | [ 32tect Secandary Head

APPOINTMENT FILE OF TECHNICAL ASSISTANTES

v [ Select Tertiary Head |

» Closing Remarks .

wiork compbetad, Bappen Becors

| Gelect Classifed il

Fig.209

o Sending for Reopening Approval details screen appears. Enter the remarks and clickm button

e A confirmation pop-up appears. Click the OK button as shown in Fig.210:
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Search for Closed Files |By Me}
PR = Confimatian T iy
D (W4 ' section | 0 (H AT .
Flles = Do you wanl by aend the file Tor Approval?
b Inbac L2} campiter la @ ]
| | Gancal =
- ERERite e Kik Subjedt | | Ve T TR
Clasing Apprevel — ==
- I | =
File Heas | Seled Bagic Heag [=! Seled Primary Hea =] | Select Secondar Hean [zl | selec Teary Head =
+ Completed Search
¥ Barkad Showing L te 15 of 73 se=4z2438=22
¥ Bulle Clozing Compuber No. = = File Number = Subject * Closed on * Closing Remarks f - =
b Closed 3322196 E B-13/0017/3018- 8 0T tact file right sida OE{OB/15 12:07 oM best test £33 Ra-opan
3384893 P gooalsfsphle-10-A] gopel sfs p file -10-A1 DE/OR/ 18 12:04 P ==TESELEA Begord
338547 E  73-010003/000%(2018- DFFICE OF LIS[DM-CT] Atolid LELORLIELZ 02 oW dd
3384382 P goolascanmiductilslol send for Reopaning Approval detatls “ hisem 99 6 oeE Record
3381288 E E/45/0005/2017-DM section Compater No 3384155 Fite Ho B-14/0017/2018-97 g9 16 P 99 9 593
"| 33szsaT £ pafsow/onceizon G Subzect te right side 112 P aa aag
+Recpaning = 3 L
approval 3383009 E  ME-158/0001/2017-1 985 Setton” o 0% e 12 9 93 998
| RME T 3323838 E BcilO)1000s/20as-th - 112 2 a3 aoe
e 3335324 P 0130330004720 66 T MEA i =40 oM tgyh333333333333333 Record
B 2381354 B CA/00ER/2007-DM secmon 113 hhkhkhichkk
= e 3342229 E E2i03/0005/2017-0t 9 713 P# hhkhkhkhkk o
3382251 E Blialie/pone/eoir-digg 113 P hhlkhkhihkl 2
3383531 E IIZZEFEEFEEECIY 11 M 123
3383384 E DS 3-13/000L/3013-OFFICE OF US(DM-1T] — PRI 1L o 123
3385197 E popal-testing-07-Pac1 gopal- testing -01 22/07/18 01110 AW ahghg

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:

| NiEw
= Computer Mo File Number = Initiated By = Initiated On . d/mejected By~ A i/Rejected Onw Dealing Section= Remarkes Status ~ Actione =
| ® zE3T3 2= 13/7017-Dame  NIKITA NEST ASSTT(NG)-=Cffice  18/08/17 13:01 B8 sofice W Bpprevers

Submitted Files fo
+ Renpaning
Approval

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 : 23/06/2014 To 18/08/2017
Receints (] I View  Creats Part I
Filae =0 ~ Computer lio ~ Fils Humbar ~  Subjact ~ Sent To » Ssnt oa ~ Currently With vDus On~
¥ Inbox || £ 29272 £-12011/2/2017-Dzamo LAW ENHANCEMENT SECTION 90A  DRIVANKA KUMARLsefes  18/08/17 04/26DM  DRIVANKA KUMARL=Office - Initiste Action €1
+ E"’,m} Fllzs I" O p 28571 £:15012/4)2017-Dsms PROMOTION FILE GROUP & NIKITA NEGI,aoffce 18/08/17 12:21 PM  NIKITA NEGI,cOFica - Initizte Acticn
ing Zopraval e e
+Comp leczd
» Darked
» Closed
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:

Receqts =]

Comauter Ho. = File fumber ~ Subject ~ Subiect Category

i = 28656 A-11013/6/2017-Demn post creation

» Inbox

Submitted Files far

'Clcsir-g. vzl

» Creatsc
+Drafts
+Compleszd

¥ Parced

» Clozed
+By M=

'E\. Others
{Hierare by}

+By Othars (All}

Submitted Files far
+Reopaning
Borcnial

Fig.213
e (lick File Number in the list, the draft file opens up as shown in Fig.214:
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Compoter Mot 25002 File Nor S-13003/3/201 7 -Dame-DEPT-S0FFICE Subject: Ofice araceduras
Correspondence  Link | Movemenis | Details Edit | Send Back  Send | Dispatch ConvertFile  Altachment | Action Datails  Mores.. | | guick view ||
File Details
Filie Mumber B-130130302017-Demo-DEFT-EOFFICE Subjed OMce procedures
Opening Data 20 Remarks
Subzed Category ACR
Recaiptissue Ho. Type subject aftached On

zz382/2018/ s0ffre FUCT Kindly se 13-05-2018

Maobe: Afer nlliating conversion processisave/convert) it can nol 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 Nos 28535 File Mo: 8-11012°6 2017 D= Subjecti post reation
Cofrespondence Link | Movements | Detsile | Bdit | Send | Attachment | More.,.

File Details

Attached On

MNote: ARer Intiating conversion precessisavsiconyerty i can notbe 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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Recsipts ]

Computer No. * il Humaar ~ Subjert ~ Subiert Catecon  Coaverted By * Converad On * femade
> Sl s A-LED11/1/Z017-Dema PROCUREMENT OF KEW SCANNERS Genesal NIKITA NEGL 11/08/17 03:03 P Converted
¥ Inbax

, Submittzd Files for
Closing Agproval

b Craarsd

#Drefis

+Complsted

+ By Others 211}

Submiread Files for
+Razg2ning
Aporovsl

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:

EY BN ¥ Y mE e

Choose cne f
yo—
Chooses One L

™ Chooz= on= |

Continue Working »

Fig.217
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e Enter the necessary details on the File Cover Page and click the
Fig.218:

button as shown in

oM OY Y CM - e

RECRUITMENT RELATED FILE

Establishment Matters

Recruitment [ |

] 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.

Subiect: RECALTTMENT AELST B0 FILE

[ Com=spandence | Lk | Movements | Detal T Bend | Dimpeich | Conver file | Ascment | Mors.. XA
L/
Fie Hurber AAIHAPININT-Dema Subject: RECRUTMENT RELATED FILE
Openikg Date - 180817 05:02 P Remarke
Man Category: Establishment Mattere Sun Catagary © Recrutment

Previous Reference Later Reference -

I Flls Movement History

B3 Print History
Sender - fGenton ~@ent b - Bction ~Bemarks =
| File Close History
Agion = Action By = Action On = Acion Remerks ~Anoroved By = Apgroved On ~Aporoved Remarks

File Dispatch History
Dispatch Number * v Subject « Address

« Dispatch Date:
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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 |

Continue Working »

Fig.220

Continue Working &

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

WELFARE RELATED

Choos= one | |
Soorl

] Choose One |

ontinue Working »

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:

cr v @ cn v M ch v W ch v Bl W-o: W oemo v

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

A~ 12 v @il v Rch v i 207 Ji Demo v |

RECRUITTMENT RELATED FILE

Establishment Mattars v

L] chooseone v |

Continue Working >

Fig.224

T T B ey P S TS VRS T ey Tmymets RECRIITIMT % ICATED FILE =
Hoting | Carraspandence | Gralt | Referances | Unk  Dwtails | Mpvermarts | Cdil - Sand | Atachmiant | Mo | | ek view |
Lo [ = S | Fos

B | add Graan Hets |

U gl vallav Pata

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 |v
Choose One e}

[ choo== on= |

Continue Working - »

Fig.226

Continue Working o

e Enter the necessary details on the File Cover Page and click

button, as shown in Fig.227:
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A-22012/2017- Establishment

TA RECRUITMENT RELATED FILE

Establishment Matters s |

B choose one |

Continue Working »

Fig.227
e The file gets created, as shown in Fig.228:
o ' ' _ S — e
|
Fig.228

Note:

User can perform same operations on a file as explained in Create Non-SFS file of the Electronic File Section.
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Create Part
It is used to create a part file when the main file is under submission i.e. not residing with the working user.

To create a part file, perform the following steps:

e C(lick the Create Part under the Files Section, the screen as shown inFig.229 appears:

T s File|

L choos=cne v |

Create FPart

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 v | Search |
File Number Subject
E C-13011/3/2017-Demo  LAW ENHANCEMENT SECTION 90A

e e Fie |

<< <1 > >3

s

L] Choose one 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:
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C-13011/3/2017-Demo

LAW ENHAMNCEMENT SECTION 204

RTI ¥

L] choos=On=__ v |

Create Part

Fig.231
e The partfile is created as shown in Fig.232:
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[ i T (|
o o 4 3

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 Lo

(Croceone

[ 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
Year|2017 v|search|
File Number Subject
G 15012/2017-WELFARE  WELFARE RELATED
i P A-12011/30/2017-Deme  RECRUITMENT RELATED FILE
<< <] >>>
Select File
n
|
Fig.234

Note:

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

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

Choose one ~ ||
Choose COne [E=%

Y oo 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 Subject: WELFARE RELATED
[ Carrespondence | Link. | Movements |Deta\\s | Edit | Send | Dispatch | Canvert File | Attachment | More... |

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 B} Print History
Sender ¥ Senton v Sentto  Action ~ Remarks =

File Close History

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

File Dispatch History

Dispatch Number ~  ~ 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:

esarmce | Creoe ce et =
Seeate N = Meria - Sabect Ciaal e

e 23 O e ot st s e BmmoROyRn rS0RS stess D

TraE G-t N a3 S Ik G Pimance Sehed g

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:

mtiated Action
Inltated Oste [ 120672015 M iiaoTe e} Initistion Type | Choose ore v Acion Status [ Aciv
Forwarded To:

Deparment | Choose one v Section | Cheote or e - Acion Type | Choose one

Off

Catalls Cluse

Catails Sluss

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:
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Closing Confirmation

@ Areyou sure you wanito 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.
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:

Computur No: 39300 File Mo: 2EA-CH-13013/1/7016-Tarme_ Subjeet: da the nesdhul

Carrespondence | Link | Movements | Dateils | Edit | Send | Dispstch | Convert Fi | Attschment | More. .

- Al Aeporting Cficer Sub-ordinates In'Channel Preferred List
Mcte: fame of the creaar is highlighted inyellow coizur,
Subject

Fila Number

RIMAN DEEP-ASSTTIRD e Mee—eCM e Notity : = Email  sws
I | o) CEA-CH-T30TN12018-Damo

=

o the needful

Sel Due Cata
ALtan Farward

Priorty | Chogze ore

i

| Infiiate Action

Remarks”

Totsl 1000 1000 characters left

Fig.240
b) From Sent sub-module page:
Initiate Action

Fig.241:
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Date Range : 28/03/2015 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:
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Action Comment

Action Type =

Remarks ~

_"Choose_One-

Total 1500 | 1soo

characters |left.

el

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:

Receipts |£| . |
Files EI [

| Migrate File Ea
Dispatch =]
DSC =N
Settings =)

b Praferences
F Address Book

p User Groups

¥ Quick Moting

Notification [+]

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:

[ =
= EI]| eneral settings
F )
o 1= Max  of récords/oags | Chesss One ¥
Migrnte File 3]
B Dliraticnlln Sec
Dizpatch =
Alert Setting:
DsC =

Sattings =F

MNotify For Blank Noting

Notification on Login

®oves Wine
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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 lﬂl button to save the preferences.

Address Book

Itis 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:

e Click the [Add New Cuntal:t]

button, as shown in Fig.246:
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Raczints = | |add New Group|[shaw all Contacts| Group Mame : E_office |IMEI New Contact |[Remove Fram Group|[Delete Comtact| Addts i Choose One 2 P
Flas | | | =t = = 1 Nama - Resioratan = Hdk: —
- s i | o g Ac-1 S .

Migrate Fie = war 1 o drwn
Dicpatch = rmhrd L |
osc &l bR o

T KES ]
Sattings = ;
+ Praferances et j
+ Addrecs Baok o 4
b User Groups o I-i

=z : |
b Quick Noting aafiics iro i §

E_office 1
Motification = j

dopt i |
Ext Department (3] Dics L =

Fig.246

e The user info page appears. Fill the required metadata and click button, as shown in Fig.247:

e & [Add New Group|(Show All Contacts|
z 4 vIp Chones Cne v
Fils =
= i Namer
Migrabs Fie = -
| Dasignation
Dispateh = it |
e & i Organizaon
SuHings = s o Email
e i
» Dratarances
=7 i Arddress ] *
b Address Book TR i}
b Lser Groups s i} Address 2
S ks o —
» Quick Hating =i i Country INDIA .
[T . & = | State Chioose one A
[ A iy oot | .
Oioes o] s
Fin Code
Mokite
Fax
Minisztry. Choase ane ¥
Departmeant Choase One ¥
Telephone
[ Carme[_]

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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[l

Contact Details dd 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:

Notification =

Tt Department (2]

e (lick the Address Book sub-module under Settings module. The window appears is shown in Fig.249:
R [ | [Add New Group][Show all Contacts| Group Name : All Contacts [add New Contact||Delete Contact| Addto: Choose Ona v | search: |
Fll; = Sroves N = Degignation « Email-To = Sroun -
= " [THGP :_"

rj LT KGR i
i | 1T KGR |
o diractar 1T KGR id
il 1T KiGP |
i | ]
| sizan MOT,LED % |
i | A2 KUMAR DUPTA MANAGER waTLED [ |
i | SIAY KUMBR GUPTA LED i
T 1]
|
=]

e (lick [

Add New Grou p]

Copyright © NIC, 2018
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button, enter the Group name and click button, as shown in Fig.250:
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e = |iAdd New Group|[Shew All Contacts| Group Name : All Contacts [Add New Contact||Defete Contact| addto - Choose One v | Search |
Files o | Beum - = Dame. = Designation ~ Email-10 ~ Group -

(=3 i = AR 5 ]

! +I - . -

Migrate File = T 'flj | A - ilard ﬂ
Tispatch. = i W | (5] R LT HER 1|
st & LED w0 abicd dirgezar T RGP i
e = | IJI A sk e 1T KGR i
Viierenes peade u_\ abhuy charma i
» Adddress Book i o | [=] adaezh izt AR 3
» Uner Groups Qo | | ] LAY HLMAR SUPTA MANAGER: MOT,LED i

wefa i | =] BIAY HUMAR GUPTA MANAGER LED % |
» Qick fabng i :

eoffice irg i § Ajay Tacay d
Notification =] E offica i | ErE e T . . 45 _
Ext Dopartmant [+ oo i -

Dce ] . = |

Fig.250

e A new group gets created.

Other actions available on Address book screen are:

1 [Ehnw All Cc-ntacts]

: 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:

| Craate Group |
Weceipts (]
: Sroun Neme + Description
i S| cofice wransfar data *
Migrata Fila =
Dispatch =l
(= =
Saltings =
+ Prefarances
b Addrezz Eook
C
Notfication =
Ext Dopartmant (5]
| Lecens Prioeity W CutTodsy W Mostimmedista M dmmadiate & Action Initiated
Suhject Categary ACR Right Ta Information Court Cazes Oariinmant Matears

Fig.251
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. Create G . . -
e (lick = Seue | tab, enter the Group name, Description and Clle button, as shown in Fig.252:

Fmceipta =
Fis & |Srous nama -
Migrate Fils =
Dispateh o]
(L =
g {Select Usars from the lict to create vser group)
=
Search
b Add : .
Name Marking Abbr Qg Unit
b Usar Graups
DEERAK SHARMA EO(DE}-EDP EDP Cail
AMAN VERMA =0 -SEME BEME
¥ Quick Howng
JAGDISH PRASAD US{IF)-CUG Do US {Gve)
Netification =F | LEEmaoEERoT 15A{ L -Acad 0o A (Acad)
Ext Dapartmenl [+ PRANIAL VERMA, SECTIFY) /o BECY
DHEERAI E2HU SECH DE)-BeR

PUEHAL LOSHRA 3
L THAKLIR s
DEMO CIL oL
SHAL RAJNEESH BHATT Steno{RE]-C/o DG Office of Director General of Cril Avietion

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 Grous.
Receipts 5]
=

Grotio Neme

Filza

i

Migrate File

Dispatch

osC

mW & R e

Seftings
» Praferances

b Acdress Back
b Usar Croups

¥ Guick Notirg

Motification

(/]

Ext Departmant

LEGEMD Prioeity B Out Tacsy B MestTmmediate Wl Immediais W Action Initisted

Subjoct Calegory = Right Ta Infermation Court Cases Darflamant Mattars

Fig.253

e Select the users from the list and click the button, shown in Fig.254:
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s f&]| | Sroua Mame *
Migrate File G| | Descripticn
Dispatch =
(= £}
= iSelect Users from the list te create sser groug)
Sertings =
b Froferances Saarch
¥ Addre=z Boak
Neme Marking Askr Org Unit
b User Groups
CIEEPAK SHARMA S0iDs}-E0R EOF caill
b Quick Moting | AMAN VERMA SO(AY)-BBME BamMa
- # | smDisH PRAZAD UER v O/ Us [CuC)
Notification (| S S - e
o | Leewn oseRm1 FEA{LT)-Acad Ofo &L (Acad)

Ext Dapartmant  (# PG VR Qv SECY

DHEERAI SAHU /o Comm B Secy(BeR)

TVEMA LAkHRA Do AS(IT]

LD THAKLUR O Tachrizal Directer

DEMO CIL (=8

SHRI RAINEESH BHATT Office of Director Oenered of Ciud Aviston

4% BHARTT Ofo LS| Mol )
DEMO USER NCTE
KLSLAIT SIEHU O SECTY
SUDIPTA EHOEH OFFICE L

SURESH KIUMAR Offfice of Director Ganeral of Civil Aviator

BANAD VEADHEA US(EW)-0/a US(DEE) O LS [DIE)
APRRMA, ED{Al- Infra o ED {Infra)
CHETAN 1a[CH-v0 13 Do ig

MITHUN BARLIA DRHOSTEL{ME}-O/CORHDS Qe Dy Ragistrar
ARCHIT SAXENA ASETAS}ADM eeci:ssj- ADMIN SECTION(DEE)

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 |
S.No Description

e

Recmiphs

Filss

H

Hindly do the needi.

=)
=h

Migrate File

(|

Dispatch
o5 =

i =
Motification =1

Ext Dopartmant (=]

Fig.255

. Click button, the User Defined Quick Noting pop-up window appears.
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e Enter the description and click button, as shown in Fig.256:

" Uner Detmed Quck Noting

|sHo Descnption

1 Hindly go the needful.

User Defined Quick Noling

5
Ext Department [T

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 WORKPLAGE SOLUTION

Login I}  username

Password

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:

R R ERRER To ucesed In your Mo, you MUST have single-minded devomion to your §osl - Abdul Katam
74 AT
[ e [ R e
€ eothce services pemerity - TEEE
Fild BB Systam F =
¥ R EgE Mg St x
v il WIS Reparis =
+ Empioyes Mazmer Detaiiz
+ Leave Managerment System E
" .
» Persoar ved Enfarmation Mansgenment Systeny -
X pownioait Farms i
BT emptayee Cormer &
+ Join Today NI Connect
& ueip e To
¥ Reglster Hardvware Complamts
Sl e 0 O 0 @
FRack Vs Coeferonoe soffcsgrein Repor s Sibest Peschack  wOfics Traineg  Lesrmog Bescurses
. B2l everers
b T eita DAL PakisTanT: MENTaINS W all-in recrd + Mo Evens Avanatle
+ DT chief invites Ramachandran for discussion an Indian
sparrs
o Four I tareericts arrecsod in Rlajasthan
L > ] L nure > ]
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e User is thenredirected to the eFile application, as shown in Fig.3:

* Hrarchicl Vs | Wy Fiss v
=] - ERORHEC — Eile N - Subiest - SmkEy = EeakOn ~ Dz n~ Baed O - Remarks
1 % E 3383229 D5 gm [2018-CFFICE OF USF v y }qﬂmmmqw—l (F8R -1 womonmg ~
E Jams228  Elzoizionnd CE OF LSOU-I1-yA Satruj {22 ?mmmqﬂ-uﬁ@-n 30407360319 _
s AR v SRR SRR e 'aﬁ'q‘«-‘n'raﬁu-u"ag;bi;is'n's;&b S |

= g, A% 4 G- (3 R0 30407718 0318
M

1

% i
Clesing Approval

1

i

=
o]
=
A % E 3383199 i3t sahoon 22/2 ) ? e ; P =
+ Dratts £ 3amsaig S oa T ?vw,mﬂeﬁ(«-uaéu-u awornsns;w 5 =
St S e B S [t ey e G 'ﬂ;iﬁhé’éi:ﬁ' S =
h e | & Emease  euumngosomcior il it ?yma,mm a1 A g,.ro?'jr{éﬁi{ié = B
::;:;‘C"“ﬁ d & cwmama o SEESELESHAENE by pack Notifications (Last seven days) ?w@mm X la@'ﬂ _;!':0?{1.‘.3.‘.'?9 : G
8y M | E 3383330 55100100014 oy p-1] o - . W TG, i o g1 (38R -11 =
el | @ E 354547 onabestinsabbaisintestions B St il ﬁa"‘”'m"éﬁwﬁ&hﬁ L ”ﬁ’c’?"'-“ A, o]
M e e R T | o A AME A A R ) 3007016 10:56 AM - i =

| B £ 3383219 B/0031/2018 OFFICE OF USIDH-ITI-MAA » Fils(d) » Receipt (20) T@m;mm -1 (F R - ii.l‘)o?}'ié'i'n;.'sb' = = o
LEGEND Prindly B OuiTadey M Mosbimeadiots B Trmaciabe & Action Initiated €1 Other Depnrimant 5 Files with Oratt [Z} Dratt Nate Yellaw Nate External files

Subjact Catagory Sarvice Hatoars Budget presaratian ACR ralatad matters Appaintment and athar ralatad matters of Flaaning Somessian Annual Property Ratum

+ Complatad
» Physical Al

Pl (Man

Mai, (SPE)

» Slactranic Fis

Piol (Man

+ Create Mew (3F5)

» Crembe Fark

& Create el

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

eFile Version 55 08

Date Rangs ; 14/08/1017 To 30,
= | Recelve | Sand Back | Send  Visw | Move To | More |
= ] = gﬁmm = File Hurnbsr
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) & E 3383198 D5 28-12031/0002/201E-QFFICE GF I .
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1 E 3385339 REw10o0si(a)00L7/2015-DFFICE OF USIGH-LI-MHA
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e User is then redirected to the Inbox screen of another post account, as shown in 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:

. . . " Send |
o Select the receipt from Inbox or Created list and click
appears is shown in Fig.1:

tab from the menu bar, the Send screen as

=1 | "Send | PuzinaFde | Coay | Dispatch | Detajis | Movements | Edit |  Attach File | Aftach Reces | Ganerats Acknawlsdgement |

. Al Aieporting Offi i dinates Recant § Sand Back In Chanre| Prafermad Lt

e Name of the craator = highlightad =1 yellow oolour

Receipt Number Subject

) - [ 04103872042 ¥R T T (0 A T ) Kindly sse

& i th
ca the fi
Sal Due Date:
¥ Inmimtes A Acbos Fe
Files = Frion
Higrate File =]
Toal 1000 | 1000 charactecs ek,
Dinpateh =
Intate Achon
o5C =
Snilings o el 1006 | a ctnes b
Remarics
Wnticatia

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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= ===

» Broves & Diariss

+ Bhypical

MHA

hEekionlc ®all Oreporting Officer C)Sub-ordinates (in Channal () Praferred List

¥ 1be (8} Note: Name of the creator is highlighted in vellow colaur
+Naw Foldar [2)

ik Receipt Number Subject

B 413991201 Biaf Al B i R wiw etwet

¥ Email Diznsation

» Created

» Sant

» Closad
+ Oy e
| By Gtherz

: e i 3 Mow verfy your User PIN:
Himrmrehy]
i SetDus Date E m

ety User PIN %]

+ By others(All)

» Acknowsdgament Action User PIN:

+ Crested

Priority [l Enable soft keyboard

e : _
Change User PIN | | Lan ||| et |

» Rocyda Bin Initizte Action I} J

» Initiatad Action

tharmct=rs l=ft.

Filas

Higrata File Remarks
Dispatch =
oSt =
Sattings =

Notification i ﬂ

Ext Uepartment

Fig.2
e Enter the Pin and click button, as shown in above Fig.2.

e The remarks get signed as shown in Fig.3:

i s = Gend | Gend Back  Put i a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File [ Attach Receipe | Actian Details

b Brovese & Diarine
* Phuysical File No. A-19011/17/2016-MH-1 1
~ Elactraric Recaipi No: G4 I80I201B 6 5 v o [l vy ) File No:

¥ Tnbox {127 From Strwherb Designalian awind

¥ Ermail Diarination A-A9011M17/2016-MH.-| Main Categary * ACR related maters Sub Catagosy ©

¥ Craated Aress wiwt Senl Date 25MTMB 0226 PM

¥ zent Letter et Mo : Letier Date :

(=) Subject wivralwel EnclosuresRamarks
T e Or RML Hospital has [nimated hat Dr. VK. Tiwer, Addl M.S. Consutant & Defvery Mode - By Hang Sandr Type:

X HOO, Deptt. of Bums & Plastic Sugery, Dr. RML Hospital to visit Singapore and =

By Qthare Combodia, during the period from 03072017 to 08.07.2017 (prefixed Sunday Movement Details

::m:h"im on 02,07.2017 and suffixed Sunday on 09.07.2017) in his personal capacity. sent By - SentOn - sent T - Actior- Remarks - -
- By cthurs|.

~ Receipt Details

¥ Bcknawiadgamant ©.5 BHATT, 09 /o7 STU (70 23/07/18 02126 Docplla SANVOFFICEQF [FrRS
=+ Craatad 2 In this connecion, we have oblaired necessary vigilance cleararce from AV it bl R

Section of this Directorate and Vigilance Section of the Ministry of Health & FW. which

e are placed on e §ia Dr. V.K. Tiwarl, Addl, M. Consutant & HOD, Dept. of Bums & it
¥ Recycle Bon Plastic Surgery, Dr. RML Hospital is clear from ihe vigilance angle, this is his second
e et abroad wisit during the year 2017 l

Files &=
- 3 Wa may now |ssue necessary vigiance clearance in respect of Dr. VK, Tiwar,
PAgrate File &l Addl. M.5. Consutant & HOD, Deptt. of Bums & Plastic Surgery, Dr. RML Hospital, as.
per the draft put-up for approval please.

Dispatch
e =
Sattings =
[T - = L4/06,/2017 9150 AM
= HRITTE KUMAR JHA
Ext Departmant 2] (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:

Draft Detaiis =
Dratt Typer NewilFresn Chooseans
Drat Nanires Clased and Anged 12 GO Chogse ons
Language* English Is Sanction ]
fdsfdsfdst
» Farked
Supject*
5 Approval Requests
(1) Tota] 1005 | 4 chatacters |ef
LA Communication Detalls
* 5y Me
Ministry Choose one
Sutm
+Reop Deparment Chopse one
Aparaval
| Mam: ww Designabio
» RMS Indox L lams B pp i
» Sent Organization
» Conversions W
I Agorass 2
l Country INDIA State Chaoae one - =
City Plocode
Moblle Landline
Fax
o Emall
Ang More Reciplent(s) Clear
Attachments ABRCRHM
» Recyde Bin
Migrate File =l Nate ;
= Lise wApproventy? 139 1o oiaplay ma approved oy in the draft contant
Dipatch = | Use #ApprovedByName# fag to display the approved by nama in the draft confent.
S 2 ~|  LsewApprovesByDesignation® 125 1o dispisy tne approvad by designation inthe arst content.
= = i Use #fpprovedBy SectionName# tag to display the appr: sachon name in e draft content
B & LUise #ApprovedDated lag to display the approved date in the draf conlent
o Use #DocumentNumber# tag to display the documeni numaerin the draft content
by v con o

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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[FETERTES [ e G AU H LT =] 7
Fila No. P [Frr—
GOMS- goRrE-1/1142018MHA. Bubjacts

Total 1090 | 992  cheractes

[[ea 28520 s ot = B

Recaipt Mum: Reply Trpe Chopag one
L=
Communication Detalls
GOVERNMENT OF KERALA Minisiry (ESRE N S TR
et Deparment | omers
3 ytwted Dresignatian Jawtwt
GEMERAL ADMINIS TRATION [SECTION] DEPARTMENT PMow werfy your Usar PIN: =
GOMS- TRE-1/61 /2017 /MHA ﬁ 'S
Dated, Thinvaranthapuram [ 28.07.2017) -
o R et e e e - user e [[on i 1 e .
Slate El
I B ko L
(Bady of the G0, I Enabie soft keyboard -
By order of the Govemer | [ g ey | e gt
Seceretary to Governmant 4 S Lananng
To
[ Email |
Uze €.5 BHATT, ASST(C)-HS, O/o of HS{MHA) For Approver Info. Ad Morg Recipieniis) Clear

Use C.5 BHATT For Approvergs Name

Use ASSISTANT For Approvergs Desigration.
Use O/0 of HS(MHA) For Approver Sectian Name.
Use 28/07 /2017 For Date of Approval.

e GOMS ear1 et ranivpmiarsrocumsenonses: 000 | B e e e e s s

Forwarded/By order
Section ofMicer Hote : Bse toflwing  tags for draft creation
C.5 BHATT, ASST [C)-HS, 070 of HS{MHA) £hpproved By# for Aoprover Inf #ApprovedBy Hame# for Approver Hame
280772017 : L L
Lo for Approver Desip far Approver Saction Nams
v | FApproved ByPosth for Appraver Post #ApprovedBy Emall far Agpiover Ermall
FApproved Dates for Date of Approval #DocumentNumbers far Dacu mant N maer

Fig.5

e Enter the Pin and click button, the remarks get signed as shown in Fig.6:

£
| R T i [ g | Drieh | Dalads | Warvempals | E0N T Chide | Ve DAl | Abizeh Fie | Abiich Heceml | BEik Baain |
vl W FA SO [ 7 Bt S s e
Hew Draft
Lanjuage" =l
m e & Q| ®@ [1]/v | k [B2 -] - @ signin Tl e > ™
lé‘s@u sl allsgriatures e valid G Signaie Pane |
= - RepyTae wtaz =
@ By order of the Governar
@ Seceretary to Government
Ta Diesgration
Q’. Forwarded/By ardar l
S a
Section officer 4 ] Pmonse
Ladize
4
Fa B | =i i - |
Signaturenalid T i)
Mots | Usa Belloming # s for draft cesation
B8 pprweElyd dor Agpatres Il gt M o Appacus: Mams
EAppiCeetBy Deslgaationd far Agris Dus b . Aporova Secsien b
AhpprovedyPoste for Asprover st #gprovesElyErmaintior Apgries Emsi
= BApp eIz E fir Dot of Ao el SDecusanikumbens fr Dacursst Mrster
BT x 1165 0n < 2
iy Dz | 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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e

Files =
e Ciraft o, ¢ DFATI0611 - 1.0 Dt Skt 1 Acproved =
+ prajands =
, Submittad Fis for Downioad Draft Detalls
=g Apprmal = e e e e
- Drat Type™
b et Fill No. A VARSARING EISHMICARMEM Offics T omse =
S B A Malurs? v
I Appiation Sor new e0FTE Scoount creaton fora sngle user [r—
b Parkedt Name of Employes *
+ Ayl Reguests Bt o -
e =i ey
+ Clazed Employse Cade * Date of Bisth
—HNE. Communication Dedails
- Designation Pust® Minmy e =i
P Deparimant Themas oe ]
: — oy 3 L ¥
 submited Fies for {MrBdrs) Mo Heistn
Renoenng Approval Organizason
¥ R Inba Malbile Number * PAN Hurmber * T —_—
il Adtiese 3
ail 10 {Gout.1D) * - -
I e T E]
Fagion {e.g, MR, SR Stton Name ity [—
e
= Wakite Eandime
Organization Unh Permanent) bl Fax
|Section/Office) * Contractusl * i
Basic Pay of
e o Employes *
Attachiments ==
* Criiats M [SFS} Markil :
R, Abbreviation of
o Employee ; . > e - .
¥ Create Valome Barking Mote . Use tag tie display thi noe b Click on Custom Sign
+ Fimcycle Bin o stk
Reporting Officer e ss RAppde By Desigatiand tag 1 icplay the aapaoved by dasigaalion in he &rat carient
Wigrata File - |eFie) Reporting s !Iwmnwswlﬂ:;lly'_e! 4 il A R o il i
— & Officer 30 10 Sispay e 1ama
oSt e aam Auziizble " =
Reports =

Fig.7

e (lick the slsiibutton to sign the draft at desired position. Custom Sign pop-up gets displayed as shown

in Fig.8:

G
e
* Clamez
L ""’h File No.A- 140338 BEhb oM i IR T KIE M Office
P
~— apaiirien tar » wngie wner
il M0 LG G MO K. 80 Dol
& Emries Hiame of Employes Aophcemn b A O i e b e ? |
[ D—
: Ve Erlapnn *
» Chiiod Employes Code * Dste of Birtn
+ByHa Employes Cuce * Dats Bkt
RELIE Designation Fost i, =
By Othars (41} = A
Gender Aupeniine, Gende etk
L Sobmes Rlefor (M /M) Ik
ng
» S b Miotile Humber * PN Humiber * bty i
» St
» Donvarsions Email 1D |GowtaD) * Customn Sign modal window — — =
e I S I ot Erer =
oo :‘;“""‘“‘""' in station Hame Cngamieation Unk e
» Hhyacsl Fils - iSection/ Difice] * Cnntractus *
Comatm N {Ners Organization Unit Permanent/ -
o] (Section Offics) * Contractual * b i il
 Crums b {28
e ey it
» Homonk Fi Basic Pay of | e
! Pay Scale ¥ v
Croaa M {on Employes Sighese
* Crmats Kowna 55 Raarking
e rer Abbreviation of
» Crases valme o
» Fucyels Bin Bdarking
Reporting Officer Abbeevistion of
| Migeate File. 5] {eFile) Reporting
| Wptch. 23] afficer
ey = S Goaia g
s DEEEE
Sattings =
Mokl ation =

Fig.8

e Locate the desired position on the selected page and click button to sign the draft as shown in Fig.9:
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f ()| Computes W 133073 Bl Mt 014532018 o offce W Subject defiumus4azr
> Hedn e Draf | i Tedy Raply ' Sdqd | Amachment | Mara | ik v |
S raft Mo, 3 DFA/20911 - ¥ 1.0 Draft Status ¢ Aoproved
= L
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., Sutwritsed Files for Dwalt Details
Caing Acproval
uuuuuuu Sign F s
» Crestd il -
o g, A-T0A GG A NI RAAM Cifice
» Dris o . s Pasn fors sge ~ 1]
Shie il N ATk AT A NA Kb M DI B
» Peried Mame af Employes. Mo by s 0T St vt s gl e 2
* Aporovel Reguesss
X i ol Eepises”
* Opsed Employes Code * Diste of Birth
oy He Erpoyn it - Datef Bath
By Others — . & |
o Rhe Designation Post ) o S
. It = £
By ehers (Al = Appeliation o Apgelimon
 ubmrited Filas for i M/ Mz} MMk
Reagening Approvsl
e Mo * —
+ RS Inboy Makile Humber * PAN Mumbes * Lostaras N
» Eew e D et 0
» Canverscns Email 1D |GoveID) " . =
gon (g WS = ] e == =
i ' - Click .;nd Drag T'Jus £ Siaeian A B =
Fegi £ WA, SR . over docurment ared
« Comaiemad ;‘ET'" TeE N3 Station Hame orgmenimt | Permaneres
PR 2 B (ection/orice)* O Sign Comractual *
Creats Mo {Mon (Owganization Unit Permansnt/ .
e wacicPapor
T |section/ Office] * Comeracal - Payy Senle P
Creats New {SFE)
* ki Ao Waes SR
* Baconic Rle AR Basic Pay of Firs——
Craate Naw. {Biom L Employee Lot oa . i
i
» Creste Neyy {5F5) Marking Mamsurting Oifice . .
x 3 ek e
® Crest= Bt Abibeeviation of Roperira
Employes *
Lol I T St Al ey

Fig.9
o The digital signature will be gets displayed at the desired position in the draft document, shown in Fig.10:

ee...........______________________________________________________________________||
| Computer Noi L5073 File Nos 41401372 acziea-on oice B subject 217
Receipls = . : :
Mot | Correspandence | Draft | References | Link | Defails | Movemerts | Edit | Reply | Send | Attachment | More | |
Flles =
T Dvall No. : DFAZ0314 - U 1.0 Draft Status : Sgred g
+pragndra
, Exkreittzd Fies far Cownioad Draft Details
Chasing Azproval . j —
(e el ;e 2 = e it Dral Typer V| Clasemied ~
¥ Crastod £| t} @‘-‘9—"' 1_]“- a% | H | Tools . Fill &Sign | Comment ) = —
L Drat Kature* | ] Pef =
+ Carmglatad @&wmdﬂsmmwu @:ﬁmﬂm + Fill & Sign Tooks Language Enc =] s Sanction O
= |~ [, P
b darval Raguasts -_,l [ ————— e Teta| 1000 | 1000 charackers lek
b Cloaed — )
i & i Communication Dtails
i iocd s Mirielry T vl
[— et £ =
Eﬁ Departmet | chocea pre v
ppe e 5
Ioutal
i o = e et [ PaceSignature Narmg [iestzs Designaton
* Ry . o
Reopenirg Approval i PR Organizalion
¥ RME Inbee o 2
< by » Sendor Collect Signatures fukies t
b Sent fr—— [— Ardress 2
} Canversian: - » Work with Certificates i (N X — — -
+ Drafi= I i o [ oy {0 ] S Lot 1)
= —— T Digitally signed will display City | Prcode
= o EEL“#““ “;EIP ; Landline
b Ppsical File o T e i
: g-r;m Hew (Han - teia Fai
swvam e ot Email
+ Cieate Hew (5F5) ol Gt
¥ Elecirosic file ::-'\.m A

Fig.10

Digital Signing of File Noting
1. DSC should be registered with eFile.

Note:
This is configurable feature at instance Level.

DSC feature is available only to the user(s) whose DSC is registered with eFile.

User can sign the noting of the file while sending the file to the other user by performing the following steps:
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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

. |
Heceipts & |("Zand |
Files = 1
» Inbax oAl Reporting Dffwcer () Sub-ondinates Recent 5 Send Back In Chaanal Priferred Lot

Submitted Files for Wote: Name of the creator ex highlighted m y=Sow colour.
prave

T | : i File Number Subject Nota(Chars,
- Notity : = Email =) s i [ i
s ¥ B[] B8-12014/3201 7-Demo-DEPT-EOF Belling purposs o
Sat Due Cate L]
& g Mg : Bulk sigring maximum allowad characrars- L Total[Formatting included) 10
Action | Farwarg v
Frarily [enocs ona v

Inibats Acton

Total 1000| 1000 characiers jefl
S o Femarns
Subrritbed Filas for
A=cpening Approval
» RMS Inbax

DOSC Sign and Send eSign and Send

Fig.11

DSC Si d Send
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.12:

Heceipts & | Eand
Files =
» Inbax oAl Reporting Dffwcer () Sub-ondinates Recent 5 Send Back In Chaanal Prefesrad List

Nate: Kame of the creatar es highlightes m yefiow colour.

0] | Venfy User PIN bd ary: 2 Emal O snis File Number Subject Note{Chars)
Now varify your Usar FIH: & B8 12NEE Belling purposs o
SetDue Cate
Mot : Bulk sigring masimum allowad charsctars- LODDOOD Total[Farmatting included) 10
it w i User BIE |[ewsssnes | |
Friarily | [ Erable soft keyboard
Initiatas Action i Change User BTN Ii Logn | Cancel |
Total 1000| 1000 characiers lefl
Femans

DOSC Sign and Send eSign and Send

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: ZZEJT32 Fila Mot B-11/0017/2048-0yo of HS[MHA-Part[1] Subjact: FilerkiI558
Nebng | Comespendence  Oraft | References | Link | Details | Movemants | Edit | Send Back | Send | Attachment | Action Details | More m
" .
5o [TTae | Aecent | A [Frevous fotings| iy
|5 Add Graan Nota | | = Add Vellaw Noiz |+ + | 12 of 2 Notels) + » bk e

Hote # 1
Tl s S g Tt R g qmmammﬁmtpmm 3 g HeiA e

RecsintIssus No.  Subject ~ Type ~ attached On - Fages- Action

oo

FiawrmEn ot JEdas w A FE ang. 3 ol o dfaefie Seie, @ QEErTE § A SEE e, s E W saisos/oonsssiie (sf g fw (JUUMY) eSign recaisttesitng  PUCL 28/0E/18 0A:3T PM. L1 Reepan
TR - SR o ol el aegr, deEGhIT] eersa eI Wi At e W f,  Attach
3 T SRR FARRTE SR SR, $us T S| R S ST I g =, S wa R s

oyt ] B Tl e, S0 T SitE e RS e o, O, sResen o, s ae g gl
I . FECI ] TeRd TR F W SR T e e, S T W O ST e .

28/08/2018 4:28 PM C.5 BHATT
(ASST{C)-HS)

Note # 2

Existing Way-out; User can take help of 'Quidk view to see the previous noting or DFA in a pop up window.

However, the "Quick View" pop up reatricts the Uger acbfon on main page. User also cannat take any action

an guick view content,

2B/08/2018 4:37 PM

Fig.13
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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:

=1 | "Send | PuzinaFde | Coay | Dispatch | Detajis | Movements | Edit |  Attach File | Aftach Reces | Ganerats Acknawlsdgement |

Recant § Sand Back In Chanre| Prefemad List

Receipt Number Subject

) - [ 04103872042 ¥R T T (0 A T ) Kindly sse

characters fefz,

Intiate Acnon

2 3 3 1 3

Remarics

Fig.1

I S . :
e Enter the mandatory metadata and click SR Senc button in the Send screen, the Consent form will be
displayed as shown in Fig.2:
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o H "
"—-gfflce & SATISH LALIT CMO-CHIEEFRO(SO-(PROTO) ~
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| Send i |
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- | hereby state that | have no objection in autnenticating mysell with Aadnaar based
L it authenticabon system and consent 10 providing my Aadhaar number. Biometric andior One
» Emall Diarsation i VERNUE - MAHARASHTRA Time Pin (DTP) data for Aadhaar based authentication for he purposes of avalling of the
i Srasnizasien | GOVERNSIENT.OF MAHARASHIRA e v from___ Ashapal Iaformatics Centre | understand that
»:Creote the Biometrics andlor OTP | provide for authentication shall be used only for authenticating my
» Swnl I= LALD identity through the Aadhaar Authenticabon system, for obtaining my &-KYC through Azdhaar
» Closad 0-KYC sendca ano for the issuance of Digital Signature Cartificate (DSC) for Ihis specfic
| transaction and for No other purposes. For Me creation of DSC, | understand that Me options
it e that | have chiosen are the ones that shall be populatad in 1he DSC generated by ha CA and |
. By Cthars provids my consent for the same | alse understana mat me following heids in the DSC
¢ ) L2 generated by the CA are mandatory and | give my consenl for using the Aadhaar provided
e-KYC Information 1o populate e cormespanding helds in e DIC
I ® Common Name (name a3 odtainad from e-KYC)
® Unigue Idsntifier (hash of Aadhaar number)
Sat Dua D3t ® Pseudonym (unique code sent by UIDAI In e-KYC respanse)
= ® Slale or Province (state as cbtained from s-KYC)
Acton Tamerd sed ® Poatal Code (postal code as obtained from e-KYC)
x ® Telsphone MNumber thash of phone as obtained from e-KYC)
» Tnitimbed Action Priority Choose one 2l
lunderstand that _Nafional informatics Canlrs __ shall ensure secunty and confidentality
Files = Tnitate Adion O of my persanal identty data provdead for the purpose of Asohaar based authentication.
Migrate File @ Totsl 1000 | 982  characters left,
Gipatch = RELELS" IO SEA Lo Ao oo
use 3 Fammrbo
Huports =
Swtbingw 3
Notificabon ol
DSC Sign and Send
v

Fig.2

Note:

Remarks field is mandatory for eSign process.

e C(lick the button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

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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—@n [T e

= 2o G) @b hitps:y/ric-esign2gateway.nic.in/esign/2cceptCient

g -

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Fig.3

e eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.4:

€« c e - odac w O no =

v WEH

—a h4 Digital India “onC
—y ¥ Co . - OraS—
i Acmle s e

&

G
Eants g e

Asdhaar Based e Audentication

;3

= =

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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Advanced Comgatey
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ently using C-DAC 2Sign Service and ha

i
CDAC's €ign Servioe

Based

A | 971156085209205

| Elinave read and provide my sonsent |

Viaw

Information

[ESE—

QTP has been sent to modlie number <" 9086>

Hot Recened OTP? Resend OTF

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:

effice
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o Ifuser chooses “Aadhaar Number” and clicks e

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.7:

button.

« e - odac, o no =
g H&F
& z Digital India “onc

— 0 O 4 g i POraa—
[ Acela A eive
St oty
G
R e e
Asdhaar Based e Audentication
¢
T
L]
o Dol badaraston
oo | e
Fig.7

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click - button as show in Fig.8:

€ eh @@ hitpsifesignsenviceclacinfesignApp/OTP

Digital India

Power To Empawer

-0 Y in @

€oAC

Gente for Devexoner ¢!
Adwanced Corputen

You are currently using C-DAC eSign Service and have been redirected from

S Hastakshar rf
G
TOAC's eBign Bervicr

Aadh A o a

Based e-Auth ation

4 504038038060
Get Virtual ID

I 1 nave reag and provide nyy consent

-

OTP has been sent to mobile number <***9036>

View Document Information

Hot Racarad OTF? Resend OTP

Fig.8
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e The remarks get eSigned as shown in Fig.9:

e@iice

» Racydle 2in

eFile sinctronic fitn syetaem

| Send [Reply | Putin aFile | Copy | Dispatch | Details | Mouements | Edi | Close | View Draft | Attach File | Attach Receipt | Action Details |

Recelpt Detalls

Movement Detalls

2970416 KAILASH M

» Tnitisted Action e e
Files (3]

T

Oispateh = 1

osc @ AL EMOCUIXAK]

Heparts c2] e cmotvikaky 2224 i cuoutkasy Femerd swss
Sattinge (3] .

Notfication (53]

AB5OT201GCMONIKA)

File No

“ReceiplNG
From 230ad Dasignation : s3dsan
Wain Categoey AICC Gen. Becy sub Cargorn
Addrazs asddazasd Sent Date 16009017 10:02 414
Lattar Ret o Latter Date
Subject azdsad Enclosures =ad

Sent By ~ SentOn~ SentTo ~ Action~ Remorks ~ Read On- = >
16f00f1E Saien
sATIS g L sfoufie LALIT.CMO PR
Sl Suoienoy Forved (3073sbe43e 10,02

RATLAZH

e e BADHANLCH
A Farveed e Ja T

¢ aLiT,cMo{Ay o 1= 2
* Gant O syt

Fig.9

eSigning of DFA

Pre-requisites:

1. License Agreement (Consent of Authentication) should be made between the Department and eSign Service

provider to avail the eSign service.

2. Aadhaar No. should be mapped in the EMD.

Note:

This feature is dependent on eSign service provider, so if the service is not available, this feature will not work.

To sign the draft by performing the following steps:

e 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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+53i123 Draft Details
. E’;:_":‘";‘fpw\_‘ Aralic 200m Drat Typer NewiFresh Clasaified Chooseans
» Craatad ooy - Dratt Matures Closed and Anded 2 GO Prem Chogse one
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ylcend Communication Details
* By Me
Ministry Choose one
Sutmitt: S— —
+Reope: Depanment Choose ane v
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- Emall
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s Use #ApprovedDated tag to display the approved date in e draf content

numoerin e draft content

s tag to dispiay the
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ooc o

il

Click the BT button
shown in Fig.11:

to facilitate the eSigning process (Fig.10).

Fig.10

The Consent form will be displayed as
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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:

= 2o G) @ Fitps:/nic-esignZgateway.nic.n /esign/2ocepte et o iy E

iniscey o Flaatrarirs and ilormarian Tochromgy
Gassmmant af i

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

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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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:

&> G D@ Ptipsemgronice cdacings 1/01P O L n o
@ ISP
= = Digital India COAC
Mty of Eincrencs wd Power To Empower Conrve dar Dunecprmet of
o et Gy

You are cumently using C-DAC eSign Service and have been redirected from

CONCs 6Gign Servior

Based

A | 971150085209205
Got Virtual 1D

| Einave read and provide my sonsent |

View Documaent information

QTP has been sent to mobdlie number <" 9086>

Fig.14

Copyright © NIC, 2018 Ver. 55 05

189



e@ffice

A SIGITAL 'WORK PLACE SOLUTION

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:

+33i433

Automalic Zoofr

File No.BNS12:2016-CMO[PRO)-CM Office

» Complated
» Parked

, Approval Requests
(1)

» Closaed
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Note :

Use #ApprovedBy# ¢ 10 display he approved by in the dr=ft contanl.

Use TApprovedByNames 15 10 display e S00roved by name in he drafl content

Use #App! 1ag o display approved by in the drafi content.
Lise ¥ApprovedBy SectionName# 1ag to display th 3 by saction name In the draft contant
Lise #ApprovedDate# taq to display the =ppro 1
Use #Documenttiumbe i# tag to display the documan! numbar in the drafl contant

oo s e o0 | 5o | 000 s [ | comom 1

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:
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Fig.17

e The draft gets eSigned as shown in Fig.18:
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Custom eSigning of DFA

Provision of eSigning Draft at customized/desired Position.

o C(reate and approve the draft using the draft creation process. The draft dispatch and sign screens will be
displayed as shown in Fig.19:
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o Click It

button, the Custom Sign pop-up gets displayed as shown in Fig.20:
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Fig.20

e Locate the desired position on the selected page and click mbutton to sign the draft as shown in Fig.21:
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e Consent form will be displayed as shown in Fig.22:
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+Reopening

Aporoval
» RMS Inbox
» Sent

» Crezta Naw (5¢5)
» Slectronic File

= few (flon

Migrate File ]
Dispatch ]
Dizpatch =
D5SC i
Heparts &
Sethings ]

Automatic Zoom y Draft Type* NewaFresh

File No.BN 812/2016.CMO|PRO)-CM Office

N
PG

Draft Details

ClosedandAdedio GO || Frefix

English

faafdsrdst

= Supject®

Communication Details

Ministry Choose nne

Confirmation

Dasignaton
ﬁ Consent for Authantication
<<Name of Agency Providing ihe Services>

| heraby stats that | haue no azjection In authenticating mysell witn Aadhaar based

authenlicabon srstem and consent fo providing my Aadhaar numuer, Biomelric andior One Stale

Time Pin (OTP) data for Aaghaar based suthentication for the purposes of carring out the

P of ASP apglication from <sName of ASE=> for the Fincada
purpose  of ~<Purpose of ASP spplication > with Landline

e-Hastakshar (C-DAC's 2Sign Service) during ____<<Start Dater~ and ___<~End
Dgte” »> 1 uncerstand that ihe Blometrics andor OTP | prodde for authentication shail
be usEa only for authenticating iy Identty through the Aschaar Authentication system and for
ablaining my &-KYC through Aadhaar s-KYC sendca and ror the issuance of Digital Signature
Cemficate [DSC)for Int2graion purposes and for no oiner purpases. lunderstana hat C-0AC
shall ansure security and confidentiality of my parsonal identity data providad for the purpose of
Aadhaar based 1 alzo that 10 the ot
intagration, AP shall not use my Azdhaar IC for integration with C-DAC ESP.

14aea Cancal

Mote :

Use #MpprovedBy# 1ag 10 dispiar the approved by in the draf contenl
Use #ApprovedByNamed 120 1o displa;
#ApprovedByDesignations 127 o display he spproves
ApprovedBy SectionNamed 1ag lo display he Gppr
Use #ApprovedDate# tag to display the approved date inthe draft content.

Uze gDocumentumbe i tag to display the docurmant number in the draft contant

appraved by name in the drafl content
designation in the drafl content.
e by section name in the dralt content

Adid Mors Recipiant(s)  Clear

T e S [ (e

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

button, as shown in Fig.23
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GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Fig.23

e eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.24:

« [~ - odacm - O no =
g "3‘5
-3 h4 Ligital India “onc
—y ¥ O . - s e gt
e Ty b ]

i
S i

Aschaar Based & Aumdentcation

2

= =

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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Mriaty of Eiactsnics o
Ieiormaton Technalogy

oot of scta

Digital India

o Empowet

currently using AC eSign Service and hay
takshar r
it
CDAL's 6Gign Servioe
Based

2171160085309205

| Einave read and provide my sonsent |

b

een redirected

Got Virtyal 1D

View Documaent information

==

QTP has been sent to mobdlie number <*

Hot Recened OTP? Resend OTF

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:

tad Fies for
ng Aopraval

» Physkal Fle

Pww {ran

Film

ate Mew (Hon

b Recycle Bin

File NO BN S/22016.C MO(PRO }-C M Office

Signature vaiid
m’ﬁi o 2200137
Raason ke

3
Lociton |

yrato Filo =
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Deparch

Draft Details
DranTyge NewiFresh Classitied Choose one
Draft Nature® DO Leter | FPrefx Choose one |
Language® English | s Sanction |
fes1d5r350
Sutjeas
Tetal 1000 | w30 charactars laf

Communication Details

Ninigtry Choose one

Department Chooas cae

Namie DT Designation
Organizalion I

Address 1+ DIX

DA S Cheoseone
Pncoge

Landiine

Acd Nore Regpientis) | Glear

Hota :
Use #ADProvesBy# 137 to dispiay 1he 30peoued o7 nihe orat contert
Use #ApprovedBytsmed tag fo d=play ie approved by name in the draft cordent,
- Lise #ADprovadByDesignation 135 to dispiay 1he approved o7 designation In Na araft contant

o Uze FApprovedfy SectionNames t3( 10 dSplay ME approved by SECKON NaMe In he orat contant

Us6 #APProvaaDated t=3 o msplay 1he 3pprowed tate 1 ihe drafl contant

DsC
Use ¥DocumentNumber® 1ag o display the document number n the drat content
S — et e cegaen i s | 06 9 o oo o |

OR
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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~ - cecr. oo n o =
* B e
=3 3 Digital lndia “onc
13 Digisal fnds i
e =
G

B ——

Aschaar 53sed & Aume i< ason

TR L I

Fig.27

Submit
e Enter the Aadhaar OTP, select the user consent check box, and click button as show in Fig.28:

€2 C B @ & hitpsHesignservicecdacin/esignApp/OTP - @ ¥ In D

> Digital India conC
Power To Empawer Gentw for Devekonent ¢!
Advanced Conputen

You are currenily using C-DAC eSign Service and have been redirected from

> Hastakshar
Creman”

TOACs e3ign Servior

Aadhaar Based e-Authentication

1 | 504038035060
Get Virtual 1D

| B niave read and provide my consent

View Document Information

Cancel ot Raconed OTF? Resend OTP

OTP has been sent to mobile number <***+*9086>

Fig.28
o The draft gets eSigned at the desired (custom) position, as shown in Fig.29:
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Draft Details
DranTyge NewFresh Classitiec Choose one
Fill No.BN $/22016.CIHO(PROMC M Oifice: Draf Nature” DO Leter Frefis Chovseone
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festds sl
Subject*
Total 1000 | w90 chamactars laf

Communication Details

Ninistry Choose one
Department Chooss cne
Namie peral Designation
Organization
Ardress 1+ X
oA State Cneoseone
city Pacoge
Notile Landiine
- . Fa
Signature vaiid i
Dglaly sured
et 2200 157 A3 Nore Recpientis) | Clear
Raason 3 e
Loeon |
Attachments m
v R
Teyrato Filo = Hota :
— Use #ApprovedBy# 1ag to dispiay the appeoved o7 n the drak content
Despatch & Use #ApprovedByNamed tag fo d=play ie approved by name in the draft cordent,
Dsparch & Lise ¥ApprovoaByDesignation® 13 to dispiay e approved oy deaignation In Ma draft contant
s = Uze ¥ADProvedBy SEctionMamed (30 10 (S play e 3pproved by SECHON rame in he cralt conent
b = Use #APprovedDates 1) to tisplay the 3pproved ite i ihe drafl contant
= Use #DocumentRumberk 1ag to dispiay the document number i the drat conlent
— sy

Fig.29
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: 0 File Mo: CEA-CH-] i i Subject; do the nesdful
Cmndmnc | Link Mw:nmrms IDctb?b IEdlr Send | Dlsuwzh Convert File | Aachment | Mare...

& Al Reporting Offizer Sub-ardinates In Channal () Prefered List

Mote: Name of the creator i highbghted in yeliow coiour,

o RIMAN DEEF—ASSTT(AD Fe0Rce-s0fice Notity : [ Email | Bl lismienr Siabiicat

i
i

= 4 #- ] CEA-CH-13011/1/2018-Dama oo the nesdful
Set Due Date =

Initigte Action

Remarks*

2 3t o

Fig.30

e Enter the mandatory metadata and click CRRESNS DN button in the Send screen, the Consent form will be
displayed as shown in Fig.31:

Computar Nor 3385535 Fila Mot 211

g5 0o B Subjuct: testing gosal tasting.,
{Lnk | petails ts | Edit | Send Back | Send- | Attachment | Action Datails | Mors | m

|.§‘fcting|\,;. peond {oraft |
‘= Internal © External
|
Al Reportng Officer Sub-ordinates Recent 5 Send Back In Channel Preferred List

Nobe: fiamne of the creator is highlighid m yefow colour

o =y "‘I"é&""—:l - 1_ Wity - Ema - File Number Subject Note{Chars)
o
2t Due Date sl Confirmation
1000000 Total(Formatting mduded) :0
Action Foresrd . @
Frarty Chouss ane . Consent for Authentication
i <=Ngme of Agancy Proviting ihe Services>
Initite Actian o Tirpe v

| nereby siate thal | have no obwechon in authenlicating myself win Aadhaar based

authentation system and tonsent & provding my Aadhaar number, Bomelric andior Ona

|||"|9 -'-‘m (DTF} :x..rooess af cnrlyln;; ol B
1 B 1he

marsr e

Remaris B

and <<Enzf

omeires andior OTF | provice for authentication shall

by through the Asdhaar Authenteston system and for
ugh KOG servks and for The issuance of Digat Signalure

artineala (NSF for miearaing niimeess and T o Ahas feifniveas | 1INAEmIaR MAr (- NA

| g o - W | pgree
DSC Sign and Sead | 1aares Caneel

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:

= 2o G) @ Fitps:/nic-esignZgateway.nic.n /esign/2ocepte et - @ % iy E

Digital India wonmrciens § B
GateWay Application
NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID cAadhar Number

Fig.32

o eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.33:

- oQ & cdocn -0 no =
g HIEH
o > Digital India onc
iy S f ; i g
~o- Lo s
Gy
Rt e
Axdhaar Based e Audentcation
E
&

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:

&5 C R @ B rtipsiesigroonice cdacin, 1/01P o O 0 L N @
g @ Digital India
Mriaty of inckencs g Fower 7o Empowet
oo TeowoRs
Pl

You are currently using C-DAC 2Sign Service and have been redirected from

Based

Got Virtyal 10

| Hi nave read and provide my consent |

View Documant Information

QTP has been sent to moblie 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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Computer No: 1273883

File No: FCS-23019(13)/1,’2016-CMO(TAPAL)-CM Office

Subject: Food and Health Ministry

By Plwdcin

i

|/' Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send 'Attachment | More |

|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

a4

KAILASH M BADHAN
(UNDER SECRETARY])

OR

e [fuser chooses “Aadhaar Number” and clicks

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.36:

Fig.35

Perform eSign

button.

Rigal india

- o0 no =

HEH
oonc

Ghn
s b

Asdhaar Based e Audentcation

P T g g

Fig.36
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e Enter the Aadhaar OTP, select the user consent check box, and click button as show in Fig.37:

e D@ hitpsifesgnservicectacinesignApiOT? - Yo

4 Digital India CONC
Power To Empawer Cenve fr Deveconen ¢/
Advanced Conpulen

You are curently using C-DAC eSign Service and have been redirected from

;*isli«‘."i!m
Crema
TOAC's e3ign Servior

Aadh A rithanficaf

Based &

A | 504038038060
Get Virtual ID

I M1 nave read and provide my consent

View Document Information

Cancel lot Raconad OTP? Resand OTF

OTP has been sent to mobile number <****9086>

Fig.37

¢ The file noting gets eSigned as shown in Fig.38:
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Computer No: 127983  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 |
By D« i irm

|Add Green Note = | Add Yellow Not

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 KAILASH M bADﬁAh
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Fig.38
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