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1. Introduction

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

E-office initiated in year 2009 by NIC, with the objective to improve the Government
functioning through more efficient, effective and transpe&ent Inter-Government and Intra
Government transactions and processes. lis a complete digital work place solution for
Government offices and is based on Central Secretariat Manual ofGdfice Procedure
(CSMeOP)formulated by Department of Administrative Reforms and Public Grievances$
(DAR&PG).

E-office project under e-Kranti which is the 5th pillar of Digital India is being
increasingly adopted by central and state Government Departments fachieving the
objective of Governance with Accountability, Transparency anlshnovation (GATI).

E-office is a product suite possesss seweral applications for transforming day to day
official work of an organization.

Online submission of
tour request and flexible
approval.

I

W

H Wi
LT

E-file, acomponent of eoffice suiteenablesa paperless office by scanning, registering
and routing the inward correspondences along withcreation of file, noting, referenciry,
correspondence attachment, draft for approvals and finally movement anlacking of files
as well as receipts

The formulation of this material is an effort to layout the steps andoperations

required during the file processing at varioudevels.
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2. File Management System

File Management System (FMS) or eFile is a workflow based system that includes th
features of existing manual handling of files in addition to more efficient electronic system.
eFile comprises of various modules which manage the offed work flow during the
entire life cycle of a DAK i.e. the moment dak is received by the organization till the time if
is disposed of with proper set of actions

First receiver scans | Browse Enter System creates Send eReceiptto

nward receiptfleter 8 & B MetaDan B coquentalDiaryNo. %,  concerned
Gstoresinlocalclient | Upload | (Diarization) foreReceipt user/Putin eFile

Createa new efile Put n existing eFile

l

Enter Meta Data

l

System creates an eFile No.

Decisions recorded [ eFile moves through Digtall Sign W Open eFile & Start Noting, Create Draft
& Approved Draft/ the Channelof (DSC/eSian) A Edit Draft Approve Draft/ssue Draft

etter dispatched ' Smisonintie g & Send effe Referencing to Notings, Drafts &
by post/email system tonext user Correspondence within eFile

An overview of File Management System
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3. Login to efile/File Management System
1 Go to the URLhttps://cag.eoffice.gov.in

1 Login with the same credentials used for login to NIC makress the next button

1 Inthe next screen sedct OTP on Mobileas 2d Step Authentication

g ?ARS[QH&X

g ?ARICHAY

Single, Simplified, Safe

Two Step Authentication
Select OTP on Mobile and Click ‘Next'

I E QTP on Mabile

Two Step Authentication

Select OTP on Mobile and Click 'Next'

I B QTP on Mobile

Login as Different User

Login as Different User

Office :
S Office
AGOAL HORPUACE SOLUTON

1 An OTP will be sent on your registered Mobile Number. Enter the @g&ived.

g ?ARICHAY

Snagve. SumDIRles, Sare

OTP Authentication

[ Enter OTP I

T Show OTF
Don't ask me again on this Dewvice

Update Mobile Mumber

Resend OTE

G AL WG ANELASE ST




1 After successful logint will be directed to the e Office Home page.

f&=it || & search Here Advanced Search ~ a O~ © Logou ~

c@ffice ‘“ o

DIRECTORY CONTACT EMPLOYEE SERVICES QUICK LINKS

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

: : 5 s

eFile . . N
€ eg¥ice Services » Best practices to mitigate cyber attacks B " Affinity - orgRf, fare vy
ol - GUIJA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 27/08/2020
~F3 » File Management System
= T T » Compliance to CCS Conduct Rules and Code of Ethics by staff members P News
P GUJJA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 13/08/2020 - =
(;D e » Communication through electronic methods i » steps taken by the Government to
— + Employee Master Detail ~ 8
b GUIJA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 08/07/2020 = overcome the Operating Cost for
NIC mail s Civil Aviation sector
= Other Services » Clarifications regarding date of next increment IZL. Number of LPG in th
-‘ 2 - GUIJA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 06/12/2019 » Number of customers in the
» Finance Services A country has increased to 29.11
calendar c * Mts posting = crore
4 Download Forms SHEKHAR SINGH(SENIOR AUDITOR) from GENERAL SECTION (AMG-V & ADMIN) GN 15/11/2019 v
= e
~ £ evenrs [rore >
Gallery o =
» No Event Available
eConnect c°nnect
v
[£5] Employee Corner v

DTN @ @ e @ @
* Superannuation
E coffice gov.in __Report Issue__Submit Feedback _eoffice Training _Learning Resources

1 Click on efile/File Management System.This will open your Files inbox
module.

e@ffice ——
ISR —— 5 _ . B
= eFile version6.0 search PSR Advanced | 0 @
Date Range : 07/03/2021 To 27/08/2021
F——— [ || Receive | Send Back | Send | View | Move To | More | Print Barcode | Hizrarchical View | My Files v |
Files = 0 ~ Computer No  ~ File Number Subject ~ Sent By ~ Sent On ~ Due On ~ Read On - Remarks
Migrate File 5|0 ® E 29662 19/08/21 10:38 - 19/08/21 12:20 i}
O £ 39272 19/08/21 10:34 - 19/08/21 12:23 B
Dispatch =
O = E 30281 19/08/21 10:31 - 19/08/21 12:39 ]
Dispatch Ez)
DSC =
Settings [+l
Notification =
—
Ext Department (¥ || ™=
Audit =
| LEGEND Priority M OutToday M Most Immediat= W Immediate § Action Initiated £ Other Department By Files with Draft [£} DraftNote Yellow Note External Files

Note:-

A There isia Demo Version available for practice arvffice which can be @aceessed usi
URL https/idema:edfticegowinPresentlyNyotAAvdilakleldue toiprigiaiion obffice
applilcaiienttoPARICHAY Platform @n(0M022021..)

A Kindly use updated version Mozilla Firefox or Internet'Explorefor eFile application a
some (features of-Bffice are rnot:supported ini/otherobrowsers:(Chrome;Safari
Microsoft Edge-etc.)
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https://demo.eoffice.gov.in/

4. Createnewe-File

There are twocategoriesof e-File: -

1. PhysicalFile: - Physical Filemay be created for scanninghe existing Manual Files
used in office.There is no facility toAdd new note anddraft in a physical file.

2. Electronic File= Electronic File is used taecord the current correspondence directly
through e-office.

Eachcategories of File have twosub categories:

a. Non SFS:- User must select the available file heads for the nomenclature o
File.

b. SFS: User can enter File No. without any restriction or standards
STEPFOFOLLOW

eFile wversion s.0

1. #1 EAE O# SFBdnbehElectionic File catgory £01T I OEA O&E|
2. Enter the File-number. (File No. should be unique )

3. Enter Mandatory Description and provide other relevant details like Main
Category, SubCategory, Remarks, Previous References, Later References a
Language.

4. Click Continue woking to create a new file of selected Nature and Type

Note:

A File No. oncegeneatedcannotbe editedhoweverothermetadatacanbe editedany time by the
usersof DealingSectionof File.

A All other three categories of filecan be createbtly followingthe same sequence of steps.

A Users are advised not to creatfl@ just for testing/training purpose. They can use demo version f
testing/training.

A The practice otreatingnew SF$Electronic)file is being used in IAAD.

A CreatedFilescanbeviewedfrom CreatedA Completed Submoduleof File Module.
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4.1 CreatedFileList

listing.

1 The Created List of Files displays Files that are Created (Electronic/Physical) and n
yet forwarded and created files those are forwarded to recipient but pulled back later

1 User can Click Created Completedlink under file module to view Created He

E

—|Date Range : 23/03/2021 To 12/0;/2021

o oot 1 Q) @ @

Receipts

o |

| se d‘vaw‘c ate Volume | Print Barcode |

rchical View | My Files

Files (m] ~ Computer No ~ File Number - Subject
» Inbox (1) [m] E 42104 RTIAPR

/@21[ e-Office WBC Demonst tration
VS

~ Subject Category
E-OFFICE

~ Created On
12/09/21 02:45

, Submitted Files for
Closing Approval

» Created
» Parked
) Approval Requests
» Bulk Closing
¥ Closed
+By Me

» By Others (All)

Submitted Files for
+
Reopening Approval
» RMS Inbox
» Sent
LEGEND priority M OutToday M Most Immediate Wl Immediate ‘& Action Initiated £ Other Department [Zr Files with Draft [*} Draft Note
+Drafts
» Completed
¥ Physical File

, Create New (Non
SFS)

+ Create New (SFS)
¥ Electronic File
| Create New (Non

Yellow Note

External Files

ppt

Note:

A Legends and Color Code are used to differentiate various Files in list
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5. Diarisation

1 As we know inward receipt is received in physical form (Dak or Letter) or by email.
1 Diarisation is the process of egistration of receipts ine-office.

1 The unique number for each DAK/Letter/email is generated by the system, and furthef
processing of the receipt is always electronic in nature.

9 Let us first understand the diarisation ofinward receipt received in Physical Form.

5.1 Diarisation of Physat Dak/Letter

1 Browse andDiaries sub module of Receipt is used to generate Receipt.

Important Points:
V Uploading of scanned document dDAK/Letter is mandatory for diarisation.

VvV DAK/Letter must be scanned as a single PDF (preferably a searchable PDF).

STEPS TEOLLOW
1. Click Browse & Diarize submodule

T - () © ©

‘ "'pload(Only PDF upto 20 MBJ* _./m Diary Details
d Disrise -

Mg Q - — | + [E—— S65 M » Sender Type Choose one | Delivery Mode By Hand

Mode Number English

Letter Ref. Ho Letter

1/08/2021 i

Diary Date 11/08/2021 Letter Date.

File Number

VIF Choose one v|  VIFName Choose one
Contact Details () Add to Address Book

Ministry Choase one

Depariment Choose one

Name Designation

Organization

Adgress 1°

Address 2

Country INDIA v State Choose one

City Pincode

Mobile Lendline

N O O

Fax Email

®

Category & Subject

Main Category” Choose one

= =@

Sub Category Choose One

Subject”

Endlosures

[l Customize Acknowledgement

ceneate & 5ed
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2. Click Upload button. The File Upload dialog box appears. Select the desired scanmed
PDF document (up to 20 MB) and click Opdoutton.

= eFile versions.o Search OBl Advanced 0 @

— | \
Receipts =
Upload(Only PDF upto 20 MB)- *l Diary Details

» Browse and Diarise

. Choose one v Delivery Mode* By Hand M
» Inbox M | @ rile Upload X
Language English v
» Email Diarisation
. . Correspondence
» Created T « sample » receipt v D Search receipt Type P Letter hd
» Sent
X Received Date 12/09/2021 il
» Closed Organize ~ New folder - m @
+By Me N N 12/09/2021 Letter Date i3]
By Others . ifi
. (}-‘:ierarghv) % This PC Name Dats modified Choose one ~| VP Name Choose one v
+By others(All) “J 3D Objects RO1- Depu Assignment for AAQ OIOS 12-09-2021 15:20 [J Add to Address Book
» Acknowledgement B Deskiop Choose one .
» Created
Chaose one v
»Sent Documents
Designation
» Recyde Bin ¥ Downloads
» Initiated Action
ﬁ Music
Files = =
Pictures
Migrate File =
m Videos v < > INDIA v State Choose one v
Dispatch = Pincode
T— ] RO1- Depu Assignment for AAQ OI( ~ \ All Files ~ Landine
Cancel
Settings £3] l—l ubject
Notification = Main Category* Choose one v
Ext Department  [¥] Sub Category Choose One v

3. Once the scanned DAK/Letter is uploaded, enter the required etadata (Diary
Details, Contact Details and Subject Category):

Search FSI Advanced o @

Receipts
Upload(Only PDF upto 20 MB)* Upload File Diary Details
» Browse and Diarise
A Sender Type Choose one v|  Delivery Mode* By Hand v
» Inbox @ Q M™MY 1] of3 — 4 AutomaticZoom v nl» pE
Mode Number Language English v
» Email Diarisation A '
» Created 43 / Tolophone : 2652 1902 / 2654 1678 (D) / 2654 0453 (O] Letter Ref. No Collesponaence; Letter v
T Type
» Sent §-¥F/ e-mail : timumbai@cag.gov.in
A R/ FAX No. : 2652 2627 File Number Recelved Date 120012021 i)
ST T S g R
*By Me NDIAN AUDIT AND ACCOUNTS DEPARTMEN Diary Date 1210912021 Letter Date i)
By Others LEIRR'] )E T Hag
* (Hierarchy; N SOUEPT NI, TN viP Choose one v | VIPName Choose one v
(Hierarchy) = e y -
e : AL TRAINING IN
» By others(All) Contact Details [_] Add to Address Book
» Adnowledgemant: Ministry Choose one ~
+ Created o @ 3w o
T &1 /Al ey o 3 Department Choose one v
»Sent 1
S ReBa R T Name Designation
» Initiated Action To Organization
AILTA&AD offices/ User offices of RTI, Mumbai Address 1°
Files =
Migrate File = Ry Spomaes & B & R werer demdan yfterd o uffgfer b way Address 2
ta Sub: Deputation of Asstt Audit Officer for implementation of OIOS- reg, Country INDIA V| stae Chec one b
Dispatch ]
= = city Pincode
i = Mobile Landiine
DSC = Fax Email
Settings = Category & Subject
Notification = Main Category* Choose one -
Ext Department (%] Sub Category Choose One v
Audit =
|
Subject*
4
v
Enclosures

IV [ customize Acknowledgement J

d Generate | Generate & Send
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4. Click Generate to gener@ new electronic receipt witha unique Receipt No.

= eFile version 6.0 Search

Pl ravancet | (D) @) @

Receipts B

» Browse and Diarise
» Inbox
» Email Diarisation
» Created
» Sent
» Closed
+ By Me

By Others
* (Hierarchy)

+ By others(all)
» Acknowledgement
+ Created
» Sent
» Recycle Bin

» Initiated Action

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

Ext Department (%]

Audit (53]

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

[an]

Q

4 1|of3

— 4+ AutomaticZoom v

T/ Telephone : 2652 1902 | 2654 1678 (D) / 2654 0453 (D)
$-4/ e-mail: timumbai@cag govin

BT | FAX No. : 2652 2627

IR ST ST oA CRAT FHrT

INDIAN AUDIT AND ACCOUNTS DEPARTMENT

e sfher e, 524

MUMBAI

HE 0 /T W 2021-22/ 3
&% 06092021

a1,

TR faw i arfon swdor & o swimed s
To

AINTA&AD officest User offices of RTI, Mumbai

fawg: siraméaiea & w1t ¥ Ry were damle ST B vl & dey &

Sub: Deputation of Asstt Audit Officer for implementation of O10S- reg,

IR, FEe,
geTw R 5 VR T 16413/ 26 TR el 410-2013 Rt 31 122019, §idh
SrEomieaT & R 21.02.2020 F oy &-et &5y iR SuRs, st T

3 el et

- ; ¢ s
24- TG 23-2019 Rt 04.03,2020 3 argereor 3 3 el g P TR T gabear

@unrﬁ‘ﬁﬂaammﬁmmg
A B - B

G

» Receipt Details
A Receipt No 194784/2021/EDP(RT Jaipur) &=
Computer No - 194794
From - RTI Mumbai
Main Category - General
Address Mumbai
Letter Ref. No
Subject Deputation of Asstt Audit Officer for impl of OIOS...
Delivery Mode : By Hand
Movement Details
Sent By ~ SentOn ~ Sent To ~ Action
<<z

|
File No
Designation - SAO(CF & Admin.)
Sub Category -
Sent Date -
Letter Date

Enclosures:

Sender Type :

~ Remarks

Note:-
A

A

OAT AAO

xEI 680 $! +7

All the mandatory fields are marked with asterisk (*).
Personalize Acknowledgment: There is a provision to send acknowledgement to tf
1 AOOAO EAO AAAI
A' AT AOAOAd #OAAOAO OEA OAAAEDPO AT A OA
Generate& Send: Generates the Receipt No. and redirects to Receipt Send screer

OA]
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5.2 EmailDiarisation

1 This feature allows user to view and diaries Emarkeceived on their official emal (NIC

Email)

StEPSFOFOLLOW
1. Go toe-office Home page
2. Click on NIC mail

effice NIC Mail 2.3.2

Enter the password associated with following
MIC Mail login ID

email.zow.in

3. Fill the login credentialsA Click Sign In

4. This will open your NIC email mailbox(inbox).

Mailbox

NIC Mail 2.3.2

Folders INBOX
B4 ArchiveofficeAGAEAP Show 25 ~ entries
E4 Drafts
E Imp

E4 INBOX

E4 Junk

E4 Junk E-mail

Search:

Submitted
Date

office order Madam/Sir, Please see th

Aug 112021

F4 Magazine

4 Manuals

B4 NetworkEvents

E4 NewsLetter

£ PM-MKB

B4 Probablyspam

E4 RTI-Jpr-EDP

E4 saloTP

Click to open mail

1102021

1§ 102021

1§102021

15102021

18102021

1§102021
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5. Open the mail which you want to diarize

NIC Mail 2.3.2

¥ MrVINOD SENCHA

b s .
2 Junk E-mail Fegna Traking RstRse. Japur
2 Magazine
2 Manuals
2 NetworkEvents
5 Newstetter
2 PM-MKE
2 ProbablySpam

@ Office Order.PDF
3 RTI-Jpr-EDR.
=X
2 sent

& sus

2 Studymatarial

Read Mail & Home - INBOX
Read
office order
Folders - From: RT! Jaipur (etijsipur@cag. gov.in] P
TO: rakeshv.guj. vin,zharmauie injsinphrs].
[ ArchiveOfficsAGAEAD o
L i sz zovin, ™ 4 delesm: keshk ilhc el e tsenld
3 brafts
= imp Madam/Sir,
= mBox Plzase see the attachment.
= Junk

 Move To file

6. Click on move to eFile A It will ask for confirmation A Click ok

@ cag.eoffice.gowin

Are you sure Move to eFile?

-

This will move your email receipt to eoffice.

+ File has been moved successfully !
Ifyou want to diarize this mail, pleaze click here to be redirected to eFile Application.
INBOX
Show 25 v entries
Ik
5.No. L) Sender Name Subject
1 % RT1 Jaipur Fwd: [Cag-iaad] Deputation of SAS(Civil Audit examination passed officials to the post of Assistant Audit Officer in Civil Audit
Offices - regarding From: "PAG Audit Jammu a
(] 2 % RTI Jaipur Fwd: [Cag-all-offices] T ST "R & 248 2% B w0
[} 3 % RTI Jaipur office order Madam|Sir, Please see th
(] 4 % RAKESH VIJATVERGIA Fuwd: Acknowledgement of your letter no Nil dated Mil regarding Regarding feedback From: eoffice@nic.in To: josh
(] 3 % Sunil Kumar Auditors duty list pfa Regards SUNILKUMAR §
[} [} @ Sunil Kumar WWﬁaﬁaﬂmﬂTaﬁ'mﬁ Wﬂﬁ?{é

Search:

Submitted
Date

11:25AM

11:25 AM

Aug 112021

Aug 102021

Aug 102021

Aug 102021

Moved eFile
Status
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8. Now you can logout/redirect to e-office home page

f )

Soum Bwrww wit e o Pl o wre=wrll = FilLe

9. Go to efile A ReceiptsModule A Email Diarisation
H eFile versions.0 E RV - | @ @

Send By - Sent Date + Sender Email
— == =

o= order W BT aipur <Aaipureng gavins 12108724 jaipurficsg.govin |
: e — g = — —

.
> o % o

v Click to diarize email

» By otherz{ )
+ Acknowledgement
# Created
#5ent
} Recycke Bin
} Initisted fction

Files (€3]

10. Open the imported email.

11. Select therequire attachment

12. dick on Diary. (you can also preview of selectedocumentsby using preview button)

Mail Body & Attschments Select Attschments to Merge

~ Jvinodsenchatelae @caggovin_maibody_1528 A
Jvinodsenchatelae @caggovin_att162874854;
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13 Fill the relevant details of the sender of mail, Category & Subject

Upload(Only PDF upto 20 MB)*
@ Q L 1| ef2 — |+ autemstcZoom v =0 R »
~
L Tr——
-
v

Diary Details
Sender Type Choose one

Mode Mumber

Lefter Ref. No

File Number

Diary Date 12/08/2021

VIP Choose one
Contact Details

Ministry Chouse one

Department Chouse one

Name’ MUKESH KUMAR

Orgsnizstion
Address 1 -
Address 2
Country INDIA
City
Mabile
Fax
Category & Subject
Main Category™

Sub Category

Subject”

Enclosures

[“Icustomize Acknowledgement

v|  Delivery Mode*

Language

Conespondence Type®

Received Date:
Letter Date

v|  VIP Neme

Designation

~| state
Pincode
Landling

Email

Choose one
Chocse One

office order

Email v
English -
Letter -

Choose one

| Add to Address Book

Choose one v

rtijaipur@csg.govin

cenerate 8 5end

14 Click Generate togenerate new electronicreceipt with a uniqgue Receipt Number
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5.3 Created Receipt List

1 The Created sub module displays the list of all generated Receipts that are not ylet

Marked/Sent.

9 To view list of receipts created, Click Created sub module of Receipt module.

Date Range : 23/03/2021 To 12/09/2021

E eFile versions.o Search Bl Advanced | 0 @

Receipts =] | Send | Putin a File | Copy | Dispatch | View | Generate Acknowledgement | Print Barcode | Hierarchical View | My Receipts

~ Subject Category

} Browse and Diarise |D ~ Computer No - Receipt No. - Subject
(]

» Inbox E 194794 194794/2021/EDP(RTI Jaipur) Deputation of Asstt Audit Officer for impl of QIOS... General

} Email Diarisat tion [m] E 193116 193116/2021/EDP(RTL Jaipur) [Cag-all-users] e-Office CAG- Parichay Upgrade.

} Sent

General

» Closed
By Me

By Others
* (Hierarchy)

» By others(All)

» Acknowledgement
» Created
»Sent

» Recyde Bin

» Initiated Action

Files =

Description:

1 The Created list ¢ receipts displays information such as, Nature of Receipt (E/P)

Computer No., Receipt No., Subject, Subject Category, and Created On

T The list of receipts can be sorted on the basis of Computer No, Subject, Subject Categ

and Created On by clicking onolumn heads.

1 The Attachment Icon & next to Receipt no. is visible in case some other Files and/dr
Receipts are attached with it and further can be clicked to see attached details.

1 The following actions that can be performed on the list of Created recdf

Send

Put in a File

Copy

Dispatch

view

Generate Acknowledgement

=4 =4 4 -8 48 4

17|P

ory

age




Receiptinner Page

1 Click a receipt number inCreated submodule of Receipt module

- =3
|+ ummsezen v FEE IR roose one
A B

fd’:z;ﬂ Telephone : 2652 1902 / 2654 1878 (D) / 2654 0453 (D) R o)

$-¥F/ e-mail : timumbai@cag.gov.in — o

BE / FAX No. : 2652 2627 — = S

131 1T ST e Contact Details [ Add to Address Bool
& gieor SRy, g
es S80(CF & A
T AU /R WP 2021-22 /4R 3 i = =
¥, T&T%  06.09.2021 B B
WATAR R F W wlen; swda & wi swimed srtag i pair
To
. G ; 9 Caty & Subject
— AILTA&AD offices/ User offices of RTI, Mumbai ategory & Subject
) @ Ui & way
on of g o o
= %
V24
|| Customize Acxnoweagement
Save Receipt

Description:

1. Menu Bar z Various actions that can be taken on the receipt are available in the mer]
bar. These action buttons are as follows

a) Sendz This option allows you to send receipt to multiple other users. Clicking or

b)

d)

it re-directs to Receipt Send screen where a user may enter other user details
TO and CC (to mark copies) along with forwardingemarks, assigning due date,
priority and setting e-mail z SMS alerts for the recipients and other people in
previous movement for intimation.

Put in a File z This option allows a user to put the opened/selected receipt into &
file. User may put it in to & existing file lying with the user or create a new file for
it.

CopyzCopies the prefilled diary, contact and subject details to a new diary screen.

This is useful to save effort in entering details when diarizing multiple
DAKs/Letters from same the sendr or on similar subject. With updating little
information after using COPY (if required) a new receipt can be generated.

Dispatch z This will dispatch the created receipt to receipt inbox.
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e) Details z

A The receipts details consist of all the informationecorded when it was diarized
into the system.

A These details are by far most important when it comes to knowing the history
of the associated letter received and action done so far.

A Along with the uploaded scanned DAK of a receipt user is able to checlArd E B O ¢
information like Subject, Diary Date, Receipt No., list of Drafts prepared, List pf
letters Dispatched against it, Attached/Detached Receipts/Files, Closed
History, Movement details, etc.

f) Movements zDisplays the movement history of the receipt fromone user to
another with respective movement details such as its timestamp and remarks. Thie
most recent movement is available at the top and the first movement at the bottorp
of the list.

g) Edit zThe editing of a receipt is to update some details/fields witladditional or
correct information only to make it more relevant.

h) Attach z This option allows user to attach the Receipts and/or Files with receipt
for reference or other purposes.

2. DAK/Main Letter z The letter received by the organization which was origindy
diarized. In case of physical receipt, it may not be available, since it is not mandatofy
to upload its scanned copy for tracking purpose.

3. Receipt Meta Data
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5.4 Receipt Inbox

1 The Receipt Inbox sub module displays list of all the incoming receipts thiaave been
marked to the logged in user for further necessary action.

1 The receipts in Inbox are in active state pending for necessary disposal.
1 To view list of receipts received, Click Inbox sub module of Receipt module.

Description:

1 The Inbox list of receipts displays information such as, Computer NoReceipt No.,
Subject, Sent By, Sent On, Due On

_, By Others
(Hiararchy)

-+ By others(all)

» Acknovledgement
-+ Created
-+ Sent

» Recycle Bin

b Initizted Action

Files. [E3]

Date Range : 24/03/2021 To 13/09/2021

Receipts [ || Receive | Send Back | Send | Putina File | View | Move To | Copy | Close | Dispatch | Print Barcode | Hierarchical View| my Recaipts v |
» Brovss and Disrizs | | ~ ComputerNo ~  Recelpt No. ~ Subiect ~ Sender ~SentBy ~Sent On ~DueCn-  Remarks
(] E 194794 194784/2021/EDR(RTI Jaipur) Deputation of Asstt Audit Officer for impl of OIOS... RTI Mumbai 13/09/21 02:40 - ]
» Email Diarisation (] E 182833 182833/2021/EDB(RTL Jaipur) 5 Test- Acknowledgement . 02/08/21 07:05 - =
» Created
» Sent
» Closed

By Me

1 List of Receipts can be sorted based on Computer No., Sent On, Due On and Reac

Legends and Color Code are used to differeate various receipts in Ist.

Details of receipt such as diarized letter and other information can be viewed o
receipt inner page by clicking on the Receipt No.

On

—

H eFile version6.0 Search oIl Advanced | 0 @
Receipt: = ||"Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |] |
b Brovss an d Diarise - .

_ D Q J 1 0f3 — |4+ AutomaticZoom  ~ A » Receipt Details
[y Inbox | =
» Email Disrisstion A Receipt No 194794/2021/EDP(RTI Jaipur) &= File No
b Crested of o, Computer Mo : 194794
«
» Sent ;‘Q‘ & * From RTIMumbai Designation SAQ(CF & Admin.)
» Closed { Main Category General Sub Category:
+By Me lltlg‘_,_; N MRAMCAKCNT AN AEC LAY Address Mumbai Sent Date 13109121 02:40 PM
By Others T g e e, Had
* 0 h x Letter Ref. No Letter Date
(Hierarchy) — L 3
+ By others(all) Subject: Deputation of Assit Audit Officer for impl of O10S... Enclosures:
b Acknovdedgement Delivery Made : By Hand Sender Type
+ Crested wEm: &0 Ay R 2021 -22 mhE Movement Details
» Sent i 9 Sent By ~ SentOn + SentTo ~ Action ~ Remarks «
» Recycle Bin N HTa AR wiwwrimy srdon & wi vded s VINOD SENCHA,EDP(RTI Jaipur) 13/09/21 02:40  VINOD SENCHA,EDP(RTI Jaipur)
. To ) R e
» Initisted Action
Al TA&AD offices/ User offices of RTI, Mumbai
Files 2]

1 The following actions that can be performed on INBOX receipts

1. Send
Send Back
Put in a File

2.
3.
4. Close
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6. Send Recelpt

This section describes how to forward or mark a receipt to another user in ar

organization or to an external organization.

Receipts which are in pending state, i.e. receipts inbox/ Created and Send can b¢

forwarded further.

Closed receipts are requiredo be re-opened first before forwarding.

Important Points:

Vv

V Multiple receipts can be sent by selecting multiple receipts from Inbox and Created list page.

\%

Receipt can be forwarded to only one user in 6o’ and multiple in CC.

Receipts forwarded from Sent list, are sent as CC (copy) of the main receipt.

STEPFOFOLLOW

1.

Select receipt(s) or click opens a receipt fronmbox/Created list.

S Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt
| | | ] I | | | I ] ]
@ Q N 1 of3 — 4+ AutomaticZoom v n>» Receipt Details

ReceiptNo: 19479412021/EDP(RTI Jaipur) ==

Computer No 194794

From RTI Mumbai
Wain Category General
Address Mumbai

T af¥rerT wear, HuE
iy frer g9 Letter Ref. No©

Subject Deputation of Asstt Audit Officer for impl of 0108
Delivery Mode By Hand
wam: 8w ey whRtiE, ofras Movement Details
e Y, ' 09.202 Sent By ~ Senton ~ SentTo
le Bin o1 AT AR W wriory srdtend ¥ mi wdea mrate VINOD SEMCHA,EDP(RTI Jaipur ) 13/09/21 02:40
e At I << <1z

All IA&AD offices/ User offices of RTI, Mumbai

VINOD SENCHA,EDP(RTI J.

File No

Designation :
Sub Category:
Sent Date
Letter Date :
Enclosures:
Sender Type

SAO(CF & Admin.)

13/09/21 02:40 P11

~ Action ~ Remarks «~«

03 AT A6 1 AT O

» Ackno;

+ Cre:

» Recye

Files

Migrate
Dispat
Dispat

DSC

Notifica

+Sent

b Initisted Action

Settings

eca & | S
» Brovs: d Diarise

» Inbox Organization COMPTROLLER AND AUDITOR GENERAL OF INDIA (CAG) »

» Email Diarisa tion

» Created @Al (O Reporting Officer () Sub-ordinates () Recent5 () Send Back (J1In Channel () Preferred List
» Sent

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

Receipt Number

Subject

(1 194794/2021/EDP(RT! Jaipur)

|

Deputation of Asstt Audit Off

viedgement

ated

le Bin inside the filz

Remarks

File
h

h I
SetDue Date

stion

S

\ Note

3. Enter the user details inTo field. In case you wish to forward its copies to multiple
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users, enter user($ details in CC.

4. Enter Remarks.
5. If necessary, you may assign Due date to the receipt.

6. Clickz
8 A TzAdsend the receipt without signing digitally.

OA3 ECIT zT digitdlly sigd and send using AADHAR based eSign services.
i. 2AAA AT A ACOARIAO O&1 ©@EAD O foip@iedd Ard Enéni
you are redirected to the eSign service portal.
i. %01 OAO UT 60 ' AAEAAO . Oi AAOT6EOOOAI
iii. Enter the OTP received on the registered (with AADHAR) mobile number.
iv.#1 EAE O3 0AI EOGA O1T A3ECT AT A 3A1
KEY POINTS:

1 Ease in Forwardingz Provision of segregated send o and CCemployee list to choose
from, based ory

a) Recent 57 List of last five employees/users to whom receipts have been forwardec

b) In Channelz List of employees already in channel of subresion/movement of the
receipt.

c) Sub-ordinates z List of employees directly reporting to the user who is forwarding
the receipt.

d) Send Back Auto populating the name of the employee from whom the receipt wa$

received.

A4

e) Reporting Officerz Auto populatingtheO OA 08 O OADT OOET C 1 AAI

Note:
A The copy (CC) of the receipt number generateds on the following
pattern: Sequence Number (Copy number)/Year/SectioiCode.
For example, 101(2)/2021/EDP Section.
Sequence numbeg 101 Copy number -2

Yearof Creation - 2021
Section/Office- EDP Section
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6.1 ReceiptSent List

1 The Sent boxdisplays the list of receiptssent/forwarded by the user to other users in

the system.

ﬂ

remarks etc. if any.

It keeps a record of all the receipts sent so far and other details such as theeland
time on which it was forwarded, the person to whom it was forwarded along with|

~ Sender ¥ Sentto ~ Sent On ~ Due On~

RTI Mumbai VINOD SENCHA,EDP(RTI Jaipur) ~ 13/09/21 02:40 -

Date Range : 24/03/2021 To 13/09/2021
e | |[ Send | View | Copy | Generate Acknowledgement |
— ] ~ Computer No~  Receipt No. *  Subject
ox u E 194794 194794/2021/EDP(RTI Jaipur), D ion of Asstt Audit Officer for impl of OIOS...
i T E 154407 0153407 /2021/EDP(RTT Jaipur)
m] E 194394 194394/2021/EDP(RTI Jaipur)
O E 193133 193139/2021/EDP(RTI Jaipur),
O E 193117 193117/2021/EDP(RTI Jaipur),
(m} E 182833 182833/2021/EDP(RTI Jaipur)
m} E 189307 189307/2021/EDP(RTI Jsipur),
O E 186306 186306/2021/EDP(RTI Jaipur)
O E 186142 186142/2021/EDP(RTI Jaipur),
(m} € 183977 183977/2021/EDP(RTI Jaipur)
O E 183715 183715/2021/EDP(RTI Jaipur)
¥ R i O E 181564 181564/2021/EDP(RTI Jaipur)
) Initiated Action m} E 181563 181563/2021/EDP(RTI Jaipur)
= 1ll, 1] E 181561 181561/2021/EDP(RTI Jaipur)
Files =) =
O E 181523 181523/2021/EDP(RTI Jaipur),
Migrate File (E3]
i (€3] LEGEND priority M OutToday M Most Immediate W Immediate $ Action Initiated wIF VIP References

To view list of receipts sentclick O3 AT O 6

clicking on column heads.
1 Send,

I Copy,
1 Generate Acknowledgement.

can be viewed by clicking on the Receipt No

The Sent list of receipts displays information such as Computer No., Receipt Nuwenb
Subject, Sender (Sender of the DAK/Letter), Sent To, Sé€nt, and Due On.

The list of receipts can be sorted based on Computer No., Sent On and Created Or,

The following actions that can be performed on the list of Sent ceiptsz

Further, more details on a receipt such as its diarized letter and other information

Ol AAO .2AAAEDPOO i
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6.2 Receipt Pull Back

9 To Pull Back a receipt is to call it back from the us¢o whom it was marked by the
user, before it reaches in their hands.

1 This may be required in casescenarios where user forwards the receipt to anj
unintended person mistakenly, or the person is uravailable so the subject matter
(receipt) may be pulled kack and reassigned to someone else.

9 This can only be done atil the recipient has notopened the receipt.
160011 "AKES (1 O0AIAT O EO OAAI OAAA ET QEA

STEPSOFOLLOW
1. ' | Ol O3A1 66 Al @8
2.#1 EAE OO0OI corréspoAdiagto the)re&dipt number to be pulled back.
Recepts 3| Send | View | Copy | Generate Acknowledgement |
} Brovse and Diarise ¥ Computer Nov RecelptNo. v Sibjedt v Sender v Sentto vSenton v Due O
) Inbox D £ 194794 194794(1)/2024/EDP(RTL Jaipur) ~ Deputation of Asstt Audit Officer for impl of OI0S... ' Intiate |
) Email Diarisaton D " inims B nianeinan ienntamr s o\ Al P ua liatt t (A
) Created D
i
 Closed D
4By Me D
By Others
(Hierarchy) D
3 By otharc(All) D
3. %1 OAO OEA 1 AT AAOT OU 0001 1 "AAES® 2 AdupA JEC
box.
Reazon For Pull-Back
‘Remarks *
Employee on leawe. Pulling back to re-assign]
Total 1000 | 955 Character left
=n
Note:

A The pulled back receipts will be moved to the respective folders from which it wa
sent (Inbox/Created).
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1 To record decisions on the note sheet against a receipt, it is necessary that theaipts

/. Put a Recelpt inside a File

may be put inside a file as correspondence.

1 This section describes how to put up a receipt in a file.

STEPFOFOLLOW

1. Select receipt or Click open receipt, from receipt Inbox or Created list.

Receipts =
Files. =
» Inbox (1)

»vs

, Submitted Files for
Closing Approval

» Created
» Parked
» Approval Requests
» Bulk Closing
» Closed
» By Me

, By Others
(Hierarchy)

» By Others (All)

Submitted Files for
»
Reopening Approval

» RMS Inbox
» Sent
» Conversions
» Drafts
» Completed
» Physical File
, Create New (Non
SFS)

» Create New (SFS)

» Electronic File

Create New (Non

Date Range : 23/03/2021 To 12/09/2021

= eFile versions.o Search

Fe) Advanced\@@

| send | View | Create volume | print Barcode |

Hierarchical View | my Files

(m] ~ Computer No
O E 42104

~ Eile Number

ﬂ/]ﬂl/&/E—cfﬁ:eﬁrammg@A[

Subject

e-Of

~ Subject Category

ffice WBC Demonstration E-OFFICE

~ Created on
12/08/21 02:45

~ Remarks

LEGEND Priority M OutToday M MostImmediate M Immediate

& Action Initiated

€3 Other Department

[Z» Files with Draft [} Draft Note

Yellow Note

External Files

2. #1 BOAGEO &1

Receints =] \

+ Browsz and Diarisz
b Inbox
+ Emil Digristion
b Created
) Sanl
+ Cloed

+By He

. m.mr:n
{ Hierarchy)

+ By clhers(Al)

# art
+ Recyche Bin
b Initisted Action
Files ]
HigrsteFile (4]

put in d Flle | Kpatch  Details

Wovements | Edit | Attach File | Artach Receipt | Generate Acknowledgement

=+ hutomzicZoom v

aflyh»

A

Receipt Details
ezt - 183T15/2024/EDPAT] Jaipur) q File o
Computer o : 183715
From : Designation : 5t Auditor
ain Categary: Sub Category
Address RTI Jaipur Sent Date
Letter Ref. No: Letter Date :
Subject: office order Enclosures:
Delivery Mode : Email Sender Type:
Movement Details
Gent By = SentOn * SentTo ~ Action * Remarks
<<p3r

l ]

Diary Details

-

25|Pjlage




3. To put thereceipt in anexisting file already available select or search the file from

list displayed.

Receipts =

Send | PutinaFile | Copy | Dispatch Detail: Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement

B Qe

¥ Srowse and Diarise
§ Tnbzx
» Emeil Diarisstion
b Crested Loyeitl
I
b Set
saps
b Clezed D a1 2011711
» By Me

2By Othess —
(Fierzrchy]

» By sthers{il)

¥ Recyce B
» Inftiated Action

Files [E3]
Migrate File =
Dispatch (3]
Dispatch (3]
DSC o]
Settings =
Notificstion ]

Ext Depertment (2]

1) of2

— |+ AvtomsticZoom v

ann

Click on radio
button

»

A

Receipt Details

Receipt No 18371512024 EDP(RT! Jaipur) €3 File No:
Computer No 183715
From Designstion St Auditor
Main Category : Sub Category
Address : Sent Date :
Letter Ref. No Letter Date :
Subject: Enclosures:
Delivery Mode Email Sender Type
Search Files for Attach
Vear| 2001 v | Search|
Computer Number File Humber Subject A
28187 RTIIPREDPITANGITA  e-OFFICE fRAINING

=3

v
EEER

4. Click Attach as shownn:

5. This will attach diarized receipt to the selected file.
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8. File Submission

9 The File Inbox containghe list of Files submitted/marked to a user.

f The Files in Inbox are in active state pending for thé& O & @eGessary action for its

disposal.

I= eFile version6.0 Search

Date Range : 26/02/2021 To 18/08/2021

Receipts @ ||| Receive | Send Back | Send | View | Move To | More | Print Barcode | Hisrarchic

Files. = 3 ~ Computer No ~ File Number ~ Subject
} Inbox [}
+ V5 D
N Submitted Files for D
Clesing Approval

=3

~ Sent By ~

» Created
» Completed
¥ Parksd
¥ Approval Requasts
» Bulk Clesing
¥ Closed
» By Me
By Others
* (Hierarchy)
+ 8y Others (All)
Submitted Files for
+Recpaning
Approval
¥ RMS Inbox
¥ Sent % At , e i
LEGEND Priority M Out Today ~ M Most Immediate M Immadiate & Action Initiated £ Other Department By Files with Draft [E} Draft Note

-+ Drafts

=l View My Files

Sent On

09/08/21 02:13 -
09/08/21 02:06 -

31/07/21 10:15 -

Yellow Note

~ Due On~

Read On
09/08/21 03:06
09/08/21 02:5%

31/07/21 10:24

»v
e |

=il R

marks

=

= = =

=a

Fields like Nature of File (E/P), Computer No., File Number, Subject, Sent By, Sent

Due OnRead onand Remarks are displayed.
Actions like Send Back, Send/iew, Move Tocan be taken.

File inner page can be viewed by clicking on File Number.

List of Files can be sorted based on Computer No., Sent On and Dueby clicking on

respective Heading

Legends and Color Codis used to differentiate various filesin list.
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8.1 ElectronicFilelnner page

9 Electronic File Inner page can be opened by clicking ofile no. link from
Inbox/Created .
1 Electronic File Inner pages displays Computer No., File No., Subject, Noting Pa

Correspondence panel andarious menus to work onfile.

Noting | Ranel

Correspondence Ranel

Menus:

1. Draft: Clicking Draft menu will display Create New and View Draft sub menu.
a. Clicking Create new sub menu of Draft, will open Draft editor page.
b. Clicking View Draft sub menu of Draft will open List of Draft Created ondht

Panel.
References

=0oew ol s wy e

auto populated in To Field.

(00]

. Send: Clicking Send will open Send page of File

9. Attachment: Clicking on sub menu Attach File/ Receipt wilbpen File/Receipt

Attachment Page.

Link: Clicking Link Menu will open Linked Files List with option to Link Files.
Details: Clicking Details will open Detail Page of File.

Movements: Clicking Movements will open Movement page of File
Edit: Clicking Edit will open FileCover Page to edit Meta data of File.

Send Back: Clicking Send Back will open file send page with name of Sender of File

nel,
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10. More
1 Park: Clicking on Park Menu of file will open popup to move File to Parked
Folder.
9 Close: Clicking on submenu (Close/ Send for Approval) of Close will open
popup to take necessary action.
|
Note:
A Menus/Action Buttons which are not applicable in currentlyopened file will remain
Inactive
A Print/Download: Clicking on Download will display a Print/Download page to
View or Download Complete/Customized File, Noting, Correspondences, DFA,
Local Reference, Movement History and Action Detail.

Actions on Left Panel (Noting Panel

eFile wversion 6.0

vasmO= s Sl ets m oS W D e o e s e e e

| Send | Attachment | More |

Cenmra g s e Pden: S 1 O3 il Mo R TI IER ED RS E affices Trmini

roting Correspondence | Draft | References | Link | Details | Mowarments | Edit

=y L

l' Bl Acd crecn Note | | 21 [Add vellow Note | I

1 Add note: Clicking on Add Note Icon will display icon to Add Green Note and Add
Yellow Note.
o Add Green Note: Opens Green Noting editor page.
o Add Yellow Note: Opens Yellow Noting editor page
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Actions on Right Panel

& e

I Too T Rec=nt | Al ] I S CEE ey
(Em] (o} 1| of 1 — | 4+  Automatic Zoom ~ = Ch | >>

¥

ToC (Corresponden ce List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
Recent: Clicking on Recent menu icon will display latest attached correspondence in
PDF format with option to navigate all the attached correspondences.
All: Clickingon All menu icon will display all attached correspondence in PDF format.
Previous Noting :

A Available only while writing Note

A Clicking on Previous Noting menu icon will display all Previous Noting.
Referencing Icon: Clicking on Reference Icon will provideoption to refer previous
note or attached correspondence in Green or Yellow note in file.
Quick View:

A There are 3 sub menu under this menu, Noting, Correspondence TOC and Dtaft

TOC.
A By clicking any sub menuwill open the respective panel in new pop up widow.
A This is very usefulduring the making of note and draftto view other panel
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B8.2Add Correspondence in File

9 User can attach eReceipt diarized in eOffice to an eFile opened from InbGxéated
through following process.
STEPS TO FOLLOW:

1. Click ToC nenu from the right panel of file inner page.
| Quick View |

e ) Recent | AT A e

. Step 1 List of Correspondences and Issues

e

Choose One v

EI b Receipt/Issue No. * Subject T Type ~ Attached On ~ Pages  Action b

Attach .

N Step 2

e —

2. Click Add Receipt action button.

3. Select receipt from year wise sorted list of Electronic Receipt.

E eFile version 6.0 Seaul L Advanced | G) @

Computer No: 42104  File No: RTI/JBR /EDB/E-office/Training/2021/ Subject; =-Office WEC Demons tration
{ Noting |C0rrespundenﬂe | Draft | | Link | Details | | Edit | Send |Attachmer|t | More | Quick View
SN + "
s Reart L
Search for the receil
Bi | add or{ | - List of Correspondences and Issues
|—| Choose One v
2021 v Search
O - Receipt/Issue No. ~ Subject vIype  ~ Attached On ~ Pages ~ Action =
Computer Numbar Receipt Number Subject Step 3
Deputation of —
O« 194794 194794/2021/EDP(RTI Jaipur) 55t Audit Officer | S8
for impl of
Ql0s
[Cag-all-uzars]
£ 193116 193116/2024/EDP(RTI Jaipur) :'O.FF‘“ CAG
srichay
Upgrad
Oc¢ 182833 182833/2021/EDP(RTT Jaipur) 1ot
i PUTl Acknowledgement
Q¢ 135287 135287/2021/EDP(RTI Jaipur)  Tender Notice
Re: Data
Oc¢ 133348 133348/2021/EDR(RTI Jaipur)  COlection for
creation of
e-office praf..,
€l ooy
Attach l
Step 4
S

4. Click Attach to attach selected receipt in File.

o ————————————————————————————————————————————————————————————————_————————————————————————————————————————————————————————————————————————————————————

Note:
A Latest correspondences (receipt/issue) will be displayed on top the list

A List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.
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Action on receipts

1 Action on receiptslike (Detach, CloseMark (as PUC, FRYnmark etc) can be take

from correspondence list view

" quckvien |

TToe ) Recent | AT i ELT

List of Correspondences and Issues
Choose One ¥
D b Receipt/Iszue No. * Suhject ~ Type™ Attached Of Choose One .
£ ) 134794/2021/EDP(RTI Jaipur) Deputation of Asstt Audit Officer for impl of PUCT 14/09/21 | Mark As PUC
— 0I0S5... 04:07
UnMark
Mark Az FR.
N Step 1
\ y / Detach
Close
Step 2 Print Barcode
e

STEPS TO FOLLOW:

1. Select the receipusing checkbox on which action has to be taken
2. Select the action from the drop down menu as shown
1 Mark as PUC:

1 An unmarked receiptcan be maked as PUC by clicking/lark as PUC
Note:

A Not applicable for Issues and closed receipt.

1 Unmark:

1 A marked (FR/PUC) receipt in Correspondence listan be unmarkedusing
Unmark.
Note:

A Not applicable for Issues.

1 Mark as FR:
1 An unmarked receipt canbe marked asFRby clicking Mark asFR

Note:
A Not applicable for Issues and closed receipt.
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1 Close:
1 It will display closing confirmation popup.

1 Giving closing confirmation and clicking on OK, closes the receipt.

Note:

A Reopen link becomes active once a receipt is closed in Correspondence list.
A Not applicable for Issues.

9 Detach:
1 It will display detach confrmation pop up Clicking OK will detach the receipt.

Note:

A Detach receipt will be removed from Correspondence list along with

its Issues _ﬁlf any). _ _ _

A Receipt will only be detached if there is no movement of File after the
receipt was put in.

A Not applicabe for issues.
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B8.3Add Noting

1 This feature is required to add Green or Yellow Note in an electronic file opened from
File Inbox/ Created/ Parked.

Add Yellow Note:
1 Yellow Note is to add a draft note in a file for taking approvals from reporting before
finalizing the green note.
1 Once the yellow note is confirmed, it changes to green note sheet.
91 Yellow Note can be used in following two scenarios:

Scenario 1: For PA/PSattached with officers:

1 PAJ/PS of the officers can write noting on yellow note when dffer is giving dictation
and submit file back to officer for correction or confirmation.

9 Officer can either edit/discard/confirm the yellow note.

1 Once it is confirmed than Yellow note changes to Green note sheet and officer dan
then sign and send the fildo the concerned.

Scenario 2: For confirmation:

1 When user is not sure about the content to be written on green sheet and requirgs
confirmation from reporting officer then user can write content on yellow note and
submit to reporting officer for correction.

1 Further, reporting officer can edit yellow note for correction and submit back to user
who created yellow note.

STEPFOFOLLOW

step1: Click onAdd Yellow Note link

= eFile version 5.5 Search Il ~ovances | D) B @
Computer No: 25715  File No: 8-12012/1/2017-ADMIN-TRAINING DEPT, 52 Subject: policy rel [X]

Noting | C Oraft Link | Details | Movement ts | Edit | Send Back | Send | Attachment | Action Details | More
8 o

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

25644/2017/ADMIN SECTION-TRG

llllll
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Step2: Click on SAVE button after adding content; as shown. As a result the gelinote
gets saved.

e wesmww— 000

Computer No: 25715 File No: B-12012/1/2037-ADMIN-TRAINING DEPT. [b Subject: policy related ﬁ
Noting | Corr | Draft | Ref Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
=l ("Y€ Y Recent) AN Ybravious Notings) S w R e

Noting saved at 18-09-2017 12:13:127 PM *To refer correspondence, please dlick on “All" tab. Automatic Zoom ¢
B 7 US = E FE E Fomalsv Paragraph ~ Verdana

g = 25644/2017/ADMIN SECTION-TRG

P GOVERNMENT OF ANDHRA PRADESH'

s — ABSTRACT

EvE-EE 40 XD H XX -Q0O0 I )
trgatin & CAN Degionreont -- Sg 7 o4 O lur idminaion 70 M. Tech « 1%

LiEy A~ A~ & 3 Englishe © v ¢ Diloma n WRE a0 WA r «‘C:Kx;'sw: seaton DIZI0NY 11:::?| :a‘:«
tranfingry Lesve wiras Fiay & Ao s - P - Onters

~ Taund.

The eOffice product aims to support governance by ushering in more effective ¢ T RekaTion & cap (sERV

transparent inter and intra-government processes. The vision of e-Office is to

achieve a simplified, responsive, effective and transparent working of all governi

offices.

The Open Architecture on which eOffice has been built, makes it a reusable . Roceine e ton0ts g6 e300s
framework and a standard reusable product amenable to replication across the o S
governments, at the central, state and district levels. The product brings toget!
the independent functions pnd systems under a single framework.

ORDER:

¥ e ooz
Rosoutces Deveepment & 1y
o A TecnY

Step3: After the note is saved, user can perform the action as per thathorization
1 Edit: User can edit the yellow note

1 Discard: User can discard the yellow note
1 Confirm: User can confirm the yellow note into green note.

Edit ’ Discard ’ Confirm
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Add Green Note

In order to add green note in an electronic file user needs to follow following steps

STEPSOFOLLOW

1. Click Add Green Note Icon in noting panel of electronic file inner page.

Computer No: 52104 File No: RTI1/J2R (EDS/E-office/Training/2021/ = BC Dam [X]

| moting | Correspond | Draft | Ref es | Link | Details | | Edit | send | | ‘

TP orome;
B ladd I Add Yellow

2. Enter either text by typing or paste copied data (text, hyperlink athimage) in the
web editor or inserts table (using editor toolbar).

E\Emputer MNo: 42104 File No: RTI/IPR/EDE/E-office/Training/2021/ Subject: e-Office WEBC Demonstration

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

Quick Noting >~

ﬂ_ﬁxaxz-ﬂﬂiﬁ'ﬁ'ﬁ"@=:Englishv ~
Discard Note ~
=
Step 2
- A

< > -
p = span Step 3 _ Words: 3

Note:
A Pasted content having hyperlinked data/URLs should be saved as plain

text

A Quick Noting may be used to add predefined noting.
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3. Click Attachment icon to attach document (PDFf require.

Note:

1 Document attached can be of maximum 25MB.

1 Clicking on Attached document will allow the user to download the
document.

1 Clicking on Remove icon on attached document will remove the attache
document

4. Click Save icon to finalize the Green nate
Note:

1 Content either typed or copied and pasted from word document in editc
should get Auto Saved if not saved by user.

1 If Text editor has blank note it will not be Auto saved or Saved.

1 Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should b
updated in Note Action Header after getting auto saved.

1 Legends will be displayed in File Inbox/Inbox Folder/Created/Parked listo
indicate file having saved Green note.

DiscardSavedGreenNoting

1. Click Discard icon on Note Action Header.

2. Confirm deletion of noting in alert popup. On confirmation, green note will be
discarded and blank text editor is displayed with option to Ad Note.
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8.4 CreateDraft(DFA) in an Electronkéle

9 Draft for approval (DFA) can be created in a standalone Electronic File (Not Attache
with any other File/Receipt) available in Inbox/Inbox folder/Created/Parking list.

I There can be three different nture of Draft that can be created.

i. New Fresh Draft
ii. Reply Draft
iii. Reminder Daft

8.4.1Create a New Fresh Draft

STEPFOFOLLOW

1. Click Create New Draft submenu of Draft menu from file inner page menu bar

Computer No: 42104

Subject: e-Office WBC Demonstration
Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More |

Quick Moting ~ > Create Mew Draft
Wiew Draf—t{j
Last Sawved 14-09-2021 05:32:05 PM -
B I B I U = = = = Formais~ Line Height ~  Paragraph ~  ‘erdana -
11pt -
E vy = v = E=E %N H — O »x x M WM |~ A ~ A -~ @& 3I English~
© v oz

2. Select draft type as New/Fresh &ill basic metadat categorized under Draft Details
Click Add/Edit Recipients (Optional at time of Draft Creation) action button.
I}?umput:er:;:;: File Nox AT1/19R [E0P/E-otfics Trairing 2021/ Subjécts =-Officz WBC Demorstration

. ]
g Corraspondar Draft | References | Link Datsils | Movements | Edit Send | Attachmant = More |
Step 3
‘Choose from Templatels) [Pl Upload File JECERRS Draft Detail
Draft Type® Mew/Fresh Language” English
ine Height = Pamagraph - | Verdana 11pt Anetwes  [CrooeOme P
. ®m- A-HE- @3 egisn O -2
= =Office m

Subject =

Communication Details

step2 Depariment
Step 4

#ApprovedByPost for
#ApprovedDates for Dats

e of Approval
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3. Select from predefined draft template or Upload a file (PDF or Word Document Onl

upto 25 MB)

4. Type or paste copied content in the text areto create draft content

5. Add Attachment if any
a. Click on Attach File button

T~

o —
Page Size | Choose One v [T (mex 2 me) Draft Details
— | 4+  Automatic Zoom - E EL-I n » | Draft Type* MewiFresh w Language* English w
Prefix Choose One hd
@ File Upload X
4 B+ ThisPC » Desktop N J) O Search Desktop
| 4
Organize « Mew folder + [ e
ed | [ This PC 2 Name Status Date modified Type b
' ~
E L ' 3D Objects @ Sl 22-5ep-21 2:45 PM Microsoft Word Docur | o
[ Desktop 0¥ eoffice 17-5ep Microsoft PowerPoint P| >
[ Documents ﬁ 15-5ep-21 6:4 Adobe Acrobat Documne | Designation AAQIEDP
ol g: 03-5ep-2 Microsoft Excel Worksh
; Downloads R R . 1
oul ﬁ 21-Aug-2 Adobe Acrobat Docume |
s b Music 23-5ep-2 File folder
'S =] Pictures 22-Sep-214:51 PM File folder
ol [H videos 21-Sep-21 42 File folder ~| Stale Rajasthan bt
ffic i 05(C) 16-Sep-21 446 PM File folder vl Pincode
m.
nataoaRT e Y€ e Landline
agel File name: | | |AllFiles v Email
Cancel Add More Recipient(s) ~ Clear
ZlAttachments
D! L
——— pa
yComputer No: 42104 _File ffice/Training/2021/ B subject: e-Office WBC D
| Noting | Correspondence | Link | Details | Movements | Edit | Send Back | Send | Attachment | More | ‘
|‘u.-amm. :DFA/L05532 - V 1.0 Draft Status : DFA —
TN Draft No Page Size | Choose One v {mex 20 mb Draft Details
o Q _1 of 1 — |+ a8 N » Draft Type* New/Fresh v|  Language* English v
~ Draft Nature* Note hd Prefix Choose One v
e-Office WBC Demonstration
Subject* p
Tots| 1000 | 1000 characters left.
Communication Details
Ministry Choose ong v
Department Choose one v
Name internal Designation AAD/EDP
Organization
Address 1+ RTI Jaipur
| Address 2
I Country INDIA v | State Rajasthan v
City Pincode
Wobile Landiine
Fax Email
Add More Recipient(s) | Clear
Attachments m
T st.docx
", Attached Draft

6. Add Hash Tag if required (If draft created using Text Editor or Template)

7. Aick Save to Save the draftUnique Draft number will be generated by system

automatically for each draft creation.
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8.4.2 Create a Reply Draft

Important points:

V Receipt (of same or eternal instance) must be attached as a correspondence in f

Vv Attached receipt in correspondence should not be in closed state.

STEPSOFOLLOW

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.

2. Select Draft Nature as ReplyAvailable only when file has active receipts in
correspondence)

Subject WBE Demorstration

espondence | Drakt | References | Link | Details | Movements | Edit | Send | Atcachment | Mors |

Hew Drart Step 6
p ——]

st Savea 4-08-3031 6554148 PN
® L& B 7 U = = = = Fomat-  LineHeight - Paragraph Ve
E-E-E 3N H —Q x X A% =2- A-A- @ H Engish- & -2

Step 7 Step 4

Mobile Landline

s Step 8 el EEEE]
‘ =
Stend

Step 9

"™ (step 10
—
=

Select Receipt No. if there are multiple receipts in ToC

Fill basic metadata categorized under Draft Details

Click Add/Edit Recipients (Optional at time of Draft Creation) action button
Selectfrom pre-defined draft template or Upload a file (PDF or Word Document Onl
upto 25 MB).

Type or paste copied content in the text area to create draft content.

8. Add Attachment if any.

9. Add Hash Tag if required (If draft created using Text Editor or Templaje

o ok~ w
T~

~

10.Click Save to Save the draft and generate unique draft number.

Note:

A If only one receipt is available in ToC, it will be selected by default
A Recipient details, Main Category, Suba@gory and Subject of selected
receipt are auto fetched in respective metadata fields.

A Clickil®] icon will display details of Receipt.
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8.4.3Create a Reminder Draft

Important Points:

V In order to create a Reminder draftlssue must bepresent in correspondence of file

STEPFOFOLLOW

1. Click Create New Draft submenu of Draft menu from file inner pageemu bar.

2. Select Draft Nature as Reminder

Compuber No: 20281 File Noi RTJJPR/E-20K-EWebaite'y  Subjich: Development & Hostig of AT Website ﬁ
Noting Comespongence Draft | References | Link  Detals | Movements | it SendBack Send  Attechment | More|

TER/E 20K 8 wmtta 3

Detailz | | Edit Send Back  Send | Attachmant | Mors

n

g
0
Ed

o Step 5 b T o IR ]~ ST
=5t 5= Draft Type™

sssssssssssssssss

Issue Humosr [Cho

Communication Details Chooss One |

Ministry Choose ane 1/55684/2021

Depa Choose one 1/62763/2021

e 1/44876/2021 Designation
Step 4 i | Crosnization

Step 6 N P Acaress 1

Address 2

nnnnnnnn

3. Select Issue No. if there are multiple Issues in ToC. (Reminder popup will opén
displaying list of all dispatches done on selected Issue)

4. Fill basic metadata categorized under Draft Details.

5. Select from predefined draft template or Upload a file (PDF oword Document Only
upto 25 MB)

6. Type or paste copied content in the text area to create draft content.
7. Add Attachment if any.

8. Add Hash Tag if required (If draft created using Text Editor or Template)

9. Click Save® Save the draft and generate unique draft number

Note:

A Recipient details, Main Category, Sub Category and Subject of selected receip
auto fetched in respective netadata fields.
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8.4.4 View Draft List

Important Points:

1. Electronic File containing the drafts must be in Created/Inbox/Parked/Closed list.

2. Electronic File must have drafts in DFA/Approved/Sign Pending/Signed State.

STEPSOFOLLOW

1. Click View Draft submenu of Draft menu from file inner page menu bar
1

RTL/IPRF-2(K-6/Wiebsite/3/ 52 Subject: Development & Hasting of RTT Websits
Noting | Correspondence | Draft * References  Link | Details | Movements | Edit | Send Back | Send | Attachment = Maore

|, 0 Create Mew Draft [T Pt A Prvis et
Vi raft

6 of 16 Note(s) » »

B Add Green Note | =
il

2. This will show List of all created Drafts.
ey

Draft List

Dol et

z
i
:

D
>
=
3
2
(e
(e
(L}

o

Fi

Draft Wersion List

Created By

Note:

A User will be able to View Draft details (Draft No., Sygct, Last Updated On ar
Approved By) and version details (Version, Created On, Created By, Status).
A User will be able to click open a draft, to view the Draft.

A User will be able to take following action Show Version and Delete.
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8.4.5 PreviewDraft (DFA)

1 This featureedit draft (DFA) content, details and Add/Edit Recipient details

9 This feature is useful tocheckactual formatting of created dratft.
STEPSFOFOLLOW

1. Click View Draft submenu of Draft menu from file inner page menu bar.

2. Open unapproved draft from Draft list by clicking on Draft No.
3. Click on preview button.

Computer No: 42104  File No: RTI/JPR/EDP/E-office/Training/2021/ |EF  Subject: e-Office WBC Demonstration [X]
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More | Quick view |
Draft No. : DFA/103898 - V 1.0 Draft Status : DFA Step 3 = @
e
max 20 mb| Draft Details
Draft Tyna: MawlEresh v Language* English v
v Prefix Choose One v
You have chosen to open: Fversion 2
| T DFapdf
A
mmw which is: Portable Document Format (PDF) (36.5 KB) 00 | 280 characters left.
REGIONAL TRAINING IY ~ from: hitpsi/cag.eoffice.govin
e — N‘_‘ INDIAN AUDIT & ACCOUNTS DEP| Whatshould Firefoxdowiththisfile': Step 4
) | | ® Open with Firefox a———
(O Qpenwith | Adobe Reader (defalt) v
(O Save File )
Test: Using Edit functionality. G
O Do this automatically for files likg this from now on. #ApprovedByName# for Approver Name
prover Designation #ApprovedBySectionName# for Approver Section Name
ost #ApprovedByEmail# for Approver Email
Step5 " o Cancel
NS / oval #DocumentNumber# for Document Number

o, ST, HiEAT, A T, A - 302015

4. A dialog box asking to open the previewed draft will be visible. Select any option.
5. Enter Ok

6. This will preview the draft content
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8.4.6Edit Draft (DFA)

1 This feature edit draft (DFA) content, detailsand Add/Edit Recipient details
STEPSOFOLLOW

1. Click View Draft submenu of Draft menu from file inner page menu bar.

uuuuuuuuuuuu : 42104  Fila No: RBTI/IPR/EDR(E-office/Training /2021, WP Subject: a-Offica WBC Damonstration
b e e - ——
- ars - = [Frovow (1]
Draft Details
- ol Leguas- [ v -
S e e

nnnnnnnn

Riaaciod
REGIONAL TRAINING INSTITUTE
wreefer et St v
INDIAN AUDIT & ACCOUNTS DEPARTMENT

uuuuuuuuuuuuuuuuuuuu

aaaaaaaa

Test: Showing Edit functionality.

2. Open unapproved draft from Draft List by clicking on Draft No.
3. Click Edit Button

Scenariol: In Caseof DFAcreatedusing DFA=ditor or Template

4. Saved content of the draftvill be displayed in editable form

5. Edit content (option to type content, paste copied content and choose template
will be available) as required.

Draft No. : DFA/102898 - V 1.0 Draft Status : DI
=]
New Draft or max 20 mb Draft Details
fast Saved 15:09:2021 01:38:47 BM Draft Type® NewlFresh ~|  Language Englizh v
@ 5L B J U = = = = Fomals~ LineHeight ~ Paragraph ~ \Verdana  ~  1ipt Draft Nature® Lotter 1 Prefix Choose One -
STE-EE 4 B —Q xx I% =~ A~-A~- & English» @ ~ 2
test Draft version 2
Subject*
i A
= Total 1000 | 980 characters left.
Communication Details
REGIONAL TRAINING INSTITUTE
ARG SETET U S e Ministry Choose one
INDIAN AUDIT & ACCOUNTS DEPARTMENT Depariment Chaose one
Name internal Designation AAOJEDP
Step 5 Organization
—_ v
) N .
Test: Using Edit functionality. Address 1 RT! Jaipur
Address 2
Country INDIA V| state Rajasthan v
T
City Pincode

Scenario2: In Caseof DFAcreated using uploading Word/PDFDocument

4. Download uploaded document by clicking Download Icon for further editing.A
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