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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 in more effective and transparent inter and intra-government processes.

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSU’s, 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 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 with addition of more
efficient electronic system. This system involves all stages, 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, 2012



Office

A& DIGTTAL 'WORE PLACE 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 became 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 them to capture the documents in digital form, archiving 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 diarising, 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 Modules:

Different sections that constitute eFile application are receipts, files, dispatch, reports, and so on. Each section
comprises of different links that helps the user to easily utilize the functionalities of different sections of the eFile.

First of all, let’s learn about how to use the receipts section of eFile.

Receipts

A receipt is a written document that a specified entity has been received as an exchange for services. In eFile,
receipts are created by the CRU which is further attached with the file to get processed and approved from the
higher authority.

There are various links available under Receipts section which is mentioned below:
1. Browse & Diarise
a. Physical
b. Electronic
2. Inbox
3. Email Diarisation
4. Created
5. Sent
6. Closed
7. Acknowledgement
8. Recycle bin

Let’s have an introduction about these Links one by one:
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Browse & Diarise:

The Browse and Diarise link under receipts section includes two sub modules:

1. Physical

2. Electronic

Let’s have an introduction about these sub modules one by one:

1. Electronic: In Electronic Module the browsing or uploading of the scanned document is
mandatory and then the Diarisation of scanned correspondence is done.

2. Physical: In Physical Module the browsing or uploading of the scanned document is not
mandatory, only the Diarisation of the received correspondence is done for tracking purpose.

In case of DAK that have a classified grading, proper grading levels are assigned to the DAK
while diarizing them in case of both Physical and Electronic receipts.

Classification levels are shown below in Fig.eFile.1:

o

o

To browse and diarise the electronic receipts user has to perform the following steps:
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e Click the electronic module under Browse and Diarise (5= *Piarise |y |ink of Receipts section, as shown in
Fig.eFile.2

Receipts (=]
b Browse B Diarise

+ Physical
I + Electronic I

b Inbox (4)

¥ Emazil Dizrisation
p Created

p Sent

b Closed

b Acknowledgement

p Recycle Bin

Files
Migrate File
Dispatch
DsC
Reports
Settings
Fig.eFile. 2

As aresult, the Browse and Diarise screen for electronic receipt appears, as shown in Fig.eFile.3:

Copyright © NIC, 2012




Offlce

AL 'WIORE FLACE SOUUTION

1s Classified C Yas @ 1o

Uplnad Document * Upload | (Grly FOF upts 5 ME) Diary Details

Delivery
Vodee  [ByHand  [7] Languzge [Engish  [7]
Type Letter [3] Letter Date il
Received 3772012 | () Diary Dats [13707/2012
Date
Number vie Oves@no
File Number
Dealin
tonde) [Choose One [¥]
Ministy | Choose on=
Department | Choose one
Name*
Designation
Address 17
Rddress 2
o Mail
Organization Choose one [=]
Country INDIA [*] Pincode
Stata Choose one [¥]  Mobils
Telephone

[ add to address book
Main
Cotagorys | Choose One [=]
Sub Category [Choose One

A

Subject*

Generat Recaipt

(=]

Fig.eFile. 3

In case of Classified DAK, uploading of document is not mandatory for CRU, only Delivery mode is
mandatory, but when it reaches to the intended recipient or at any section/officer, scanning including
all other essential fields are mandatory.

e Click the Browse () button from the Browse and Diarise screen. A File Upload dialog box appears,
as shown in Fig.eFile.4 :

Choose File to Upload

Look in: I 9 My Computer _:' Q¥ i E-
’:‘ < Local Disk (C:)
! “w® Local Disk {D:) i
My Recent e Local Disk (E:)
D°°“Te"ts 2% DVDJCD-RW Drive (F:)

’[ Z () Shared Documents
- ) Administrator's Documents ‘

My Network File name: Il Ll m
Places
Files of type: [a1Files -7 =] _ Cancel | ‘

Fig.eFile. 4
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e After entering the name of the receipt, Click the Open ) button (Fig.eFile.4), as a result the path of the
scanned receipt gets displayed in the textbox.

e Click the Upload button from the Browse and Diarise screen to upload the scanned receipt.

e Enter the essential details in all the mandatory fields in Browse and Diarise Page, as shown in Fig.eFile.5:

Is Classified ' Yes 3 No

Upload Document * | C:\Users\HCL\Desktd| Browse.. | | Upload | (Onty POF upts 5 ME) Diary Details
o
Delivery -
Mode= ByHand  [v] Languzge [English [=]
- Type Letter [] Letter Date [13/07/2012

Received
Dats

M Carsing Auacy [T 1370772012 | [B] Diary Date [13/07/2012

......

vioaL Fomy Number vip @ ves ® o
WOTE:
File Humber
Dealin
s Choose One [¥]
Ministry CABINET SECRETARIAT [+]
Department | Choose one Iz‘

Name* Mzhavir singh
Designation |50

Address 1% |DOFT
Address 2

e-Mail

Organization| Choose one Iz‘
Country  [INDIA Pincode
State Delhi [x] Mobile

Telephone
[ add to address book

{Sigraturs of o Agplicars)

Main

fFor NICEA Ciice wem o)
o Catagory*

Training related matters

Sub Category |Choose One

> | [ [

Taining of 1AS officers
Subject*

Generate Recaipt

Fig.eFile. 5

e Click the Generate Receipt (| Sanscale Bacaint |) button (Fig.eFile.5) on Browse and Diarise page to generate
aunique Diary number. As a result, the receipt gets generated along with the specified metadata.

There are 10 options provided those are associated with an Electronic receipt:
a) Send to Draft: User can use this option to send the generated receipt to the draft section to work later on.

b) Movements: User can use this option to track the Movements of the receipt which automatically gets updated
as Receipt moves further.

c) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.6:
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Send To Draft | Movements Edit | Forward | Putin a File | Copy | Dispatch | Attach File | Attach Receipt |
+

i) Receipt Mo : 10110/2012/LF
Subject : Taining of 145 offic...
From : Mahavir singh
Designation | 50
-
Wi Cartiyog Authy P Address DOPT
iy ocom st i gy Main Category : Training related mattars
Govtmment of ndla

Sub Category :

Sent Date :

Opening Date :
Lefter Reference No :

Letter Date ; 13-07-2012

Dispatch History

Dispatch Number.” Subiect” Dispatch Date” Sent Through™ Dispatch Mode™|

Referenced Files

 File Number ~ Subject v Attached by

Referenced Receipts

¥ Receipt No. ¥ Subject ¥ Attached by v
ol e of e A
{Fov NCCA Offce st only)
i is— Detach Receipts

*Receipt No. v Subject ~Dettached by~ Dettached Date

Fig.eFile. 6

d) Edit: User can use this option to edit the Metadata fields of the Receipt before sending it to the intended
recipient.

To edit the generated receipt, user has to perform following steps:
o Click the Edit link ), as a result the Metadata fields get active.

o After making required changes in Metadata fields, click the Save button to save Metadata.
e) Forward: User can use this option to forward the receipt to the intended recipient.

To forward the generated receipt, user has to perform the following steps:

e Click the ‘Forward’ link, as a result Send page appears as shown in Fig.eFile.7:
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Send

Receipt Number:  8120/2012/CC
Subject : Training of TAS

To

(Use semicolon(;) to seperate
recipients.)

Set Due Date m
Action Forward El
Priority Crdinary El

Total 1000 character left

-

Remarks

-

Fig.eFile. 7

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.8:

Send

Receipt Number :  10400/2012/LF
Subject : sdasd

To [

I?

.8

{Use semicolon(:) to seperate recipients.)

Set Due Date @
Action Forward El
Priarity Ordinary [=]

Total 1000 character left

s

Remarks

[send as sticky note

Fig.eFile. 8

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

e Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

In case of forwarding receipt, multiple recipients can be sent by using semi colon as separators.

e Provide the Due date (if required) for the receipt using the calendar (i) link adjacent to the Due Date text box.

e Select the Action which has been taken on the receipt from the dropdown menu as shown in Fig.eFile.9:

] ‘ Movements | Details | Edit | Forward | Putina File | Copy | Close | Dispatch | Attach File | Attach Recaipt |

Receipts =

i
‘ Send
b Brovse & Diarise
+ Physical Receipt lumber :  10400/2012/LF
+ Electronic Subject sdasd
b Inbox (87) e
+ 2day Tasting
&
+ Today Receipt

} Email Dizrisation

} Created =
-

¥ Sent

E (Use semicalon(;) to s=perate recipients.)
} Closed

} Acknowledgement O @
} Recydle Bin

Adtion
Files ]

Priority
Migrate File [
Dispatch ]
DSC A Remarks
Reports ]
Settings [

[Csend as sticky note
Fig.eFile. 9

o Select the Priority (if required) of the receipt from the dropdown menu.

e Type the Remarks (if required) in the Remarks text box, and click the Send () button, as shown in
Fig.eFile.10:
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] [ Mavements | Details | Edit | Forward | Putin a File | Copy | Close | Dispatch | Attach File | Attach Receipt
Recaipts = [ m—

} Browse & Diarise

» Physical Receipt Number :  10400/2012/LF
+ Electranic Subject : sdasd

} Inbox (87) ]
+ 2day Testing

+ Today Receipt

¥ Email Diarisation

y Craated &
} Sent
(Use semicalon(;) to seperate recipiants.)

b Closed
¥ Acknowlzdgement S R @
¥ Recycle Bin

Action Forvard E
Files

Priarity Immediate E
Migrate File

Total 1000 character laft

Dispatch T
DSC fiemarks
Reports
Settings

[ gend as sticky note

Fig.eFile. 10

As a result, the scanned and created receipt is sent to the intended recipient. Then, the user will be redirected to
the Sent Receipts page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in
Fig.eFile.11:
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D R - LY09/002 o 805012
Receivz | Reply | Forvard | Putma il | View | Nove To | Nark As | Copy ' Chse | Dt ezt Ve v, ezt ]
b “Hatnats  Siet S it il D&l T Quikdn
il s W AGARIGRL  Weune we/onm Eye
il § b EHENMRG  AIKAKURC wyens - Bye
il § sl it LKA AKILKARKD wous - Bye
il ddy ot AR ogney - Eye
f § Gl ek A A RURC WHIRE - Eye
i e ul I WL - Bhe
i i # CEASHAN ugene - Ehe
LEGEND 1 Oct Today | Wost Immedizte 1 [mmediste Ordinary
Fig.eFile. 11

User can also Pull back the sent receipt from the intended recipient even when the receipt is in the

Inbox of the recipient, using the Pull Back ( link. In case, the recipient has opened the receipt, then
pullback option is inaccessible.

User could also see the remarks on the receipt through remarks blue icon along .Reply or forward
action can be done from here.

f) Putin aFile: User can use this option to attach the generated receipt to a concerned file.

If any File is referenced/attached with the receipt then ‘Put in a File’ option will not work. For that, First
user needs to detach the referenced File.

To put up areceipt under a file, user has to perform the following steps:

o Clickthe Putin a FiIe) link, as a result list of files will appear, as shown in Fig.eFile.12:

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

Search File For Attach

Search

File Number Subject
OE $-11011/11/17/2011-ADM Functional to attend...
O E S-11011/11/15/2011-ADM To attend the worksh...
(OE S-11011/11/14/2011-ADM Functionzl test
OE s/1/2011-ADM test
(OE S-11011/11/13/2011-ADM tyesting
OE S-11011/11/12/2011-ADM For testing the at t...
QOE S-11014/11/1/2011-ADM test
OE S-12011/1/2011-ADM medical bill file

K< 1 >»

Fig.eFile. 12

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

o Select a file in which the receipt needs to be attached and click the Attach button
(Fig.eFile.12), as a result the receipt gets attached under the selected file, as shown in Fig.eFile.13:
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Search File For Attach

Search

File Number Subject
OE s-11011/11/17/2011-ADM Functional to attend...
(®E S-11011/11/15/2011-ADM To attend the worksh...
(OE 5-11011/11/14/2011-ADM Functional test
OE s/1/2011-ADM test
OE s-11011/11/13/2011-ADM tyesting
O E S-11011/11/12/2011-ADM For testing the at t...
OE 5-11014/11/1/2011-ADM test
OE 5-12011/1/2011-ADM medical bill file

K< 1 >»

Fig.eFile. 13

g) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’
(I Generate Receipt |)

button a new Receipt number will be allocated to the copied receipt.

h) Dispatch: User can use this option to Dispatch the electronic receipt.

To Dispatch the generated receipt, user has to perform the following steps:

o Clickthe Dispatch) link, as a result the confirm message will appear, to move the generated receipt
to the inbox for dispatching, as shown in Fig.eFile.14:

Confirm

Thig receipt is created.
Dispatching the same will move the receipt to your inbox.
Do you wish to continue?

Ok | Cancel |

Fig.eFile. 14
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o After confirming, while dispatching from inbox section, choose the ‘Reply Type’, ‘Nature of Reply’ and
other required fields and click the ‘Save’ button to send for further approval process.

No file should be attached to the receipt while dispatching of same receipt.

i) Attach File: User can use this option to attach the receipt with the File.

To attach a receipt with afile, user has to perform the following steps:

o Click the Attach File() link, as a result list of files will appear, as shown in Fig.eFile.15:

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

2012 Izl Search

|:| * File Number * Subject

|:| B FL-00456 FL-00456

0 P F13011/1/2012-CC this is my file

= E confusion confusion

= E pull-check-Valume(1} pull-check

L)
| Attach File
Fig.eFile. 15

o Select a file in which the receipt needs to be attached and click the Attach File button, as
shown in Fig.eFile.16:
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ZUTZE Search

D * File Number * Subject

||:| P FL-00456 FL-00456
& P F-13011/1/2012-CC this iz my file
| E confusion confusion

| E pull-check-Volume(1) pull-check

Attach File

Fig.eFile. 16

As a result the attached file reflects under ‘Referenced Files’ section of that Receipt, as shown in
Fig.eFile.17:
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Receipt Mumber : S1231/201Z2/CC
File Mao. :
Subject . dsfd
From :  dsfd
Sent Date : Z2012-02-17 17:09:236.285
Sent By * Sent On ~ Sent To * Actior Remarks™

ALOK PAMDEY 17/02/12 ALOK PANDEY -

Dispatch History =
Dispatch . Dispatch Sent Dispatch
Number. ¥ Subject Date 1IrThr-cu.n:ﬂ"l 'Mude -

Referenced Files =

* File Mumbear ~ Subject ~ Attached by -

P FL-00455 FL-00456 ALDK PANDEY ~
E D-25014/2/2012-CC PMOOOD1 ALOK PANDEY ~

P E-13011/1/2012-CC this is my file ALOK PANDEY ”~

Fig.eFile. 17

View of physical file if opened from (Fig.eFile.17):
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File No: C-11/2/2012-LF
[ Correspondence | Link and Delink | Movements | Details | Edit | Send | More Action | Convert File | ]

g P " =)

List of correspondences and issues

[l =  Receipt/Issue No. vSubject *Type v Attached On ¥

D P 9i03/2012/LF sdfs 12/06/12 02:24

O P s0a4/o013/ERC FIGHTER 12/08/12 02:23
DFA/1740 FIGHTER 12/06/12 02:22
DFA/1739 FIGHTER 12/08/12 02:22

O P 303610)/2012/6C tic PUCL  12/08/12 02:02

L ———————

Fig.eFile. 18

View of Electronic file if opened from (Fig.eFile.17):

[File No: A-11011/128/2012-LF
{ Noting | Correspondence | Draft | References | Link DeLink | Details | Movements | £dit | Send | Mare Action |
2 P s =
 Add Green fiote | | = |Add Yellow fote List of corraspondences and issues
(=] ~ Receipt/Issue No. ~Subject v Ivpe ~ Attached On A

Irrespective of the nature of file opened from (Fig.eFile.17), whether it is Physical or Electronic, user
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cannot take any actions on the attached files.

j) Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt from
Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.
Also, the receipt attached with other receipts can be send to only one user at atime.

To attach other receipt(s)/Document(s) with the working receipt, user has to perform following steps:

o Click the ‘Attach Receipt’ link, as a result the list of receipt(s)/document(s) appears which are
there in Inbox or the created section of Receipt, as shown in Fig.eFile.20:

2m2 |Z| Search
Showing 1 to 10 of 29 <€ <1233 33
0  Receipt Number  Subject
| P 9129(2)/2012/ERC cains
| P 9129(3)/2012/E&C coins
| P 9129/2012/E&C coins
0o P 9130/2012/EBC live
0o P 9139/2012/ERC forward
0 P 9139(1)/2012/ERC forward
|:| =] 9144/2012/DDS(AK) creation and centinu..
|:| P 9155/2012/LF computer sacurity.
o P 9195{1)/2012/E&C og
| P 9402/2012/LF court cases related ...

L8

Attach Receipt

Fig.eFile. 20

o Select the Receipt(s)/Document(s) whichever are required to get attached and click the ‘Attach Receipt’
button, as shown in Fig.eFile.21:
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2012|Z| Search

Showing 1 to 10 of 29

= + Receipt Number + Subject

[} P 9129(2)/2012/EEC coins

[} P 9129(3)/2012/EEC coins

[&] P 9129/2012/EEC coins

[} P 9130/2012/EBC live

[} P 9139/2012/EEC forvard

[} P 9139(1)/2012/EEC forvard

[} P S144/2012/DDS(AK) creation and continu...
[} P 9155/2012/LF computer security.
E P 9135(1)/2012/EEC og

[} P 9402/2012/LF court cases related ...

Lz

Attach Receipt

Fig.eFile. 21

As a result, ‘Attach Receipt Remarks’ window appears, as shown in Fig.eFile.22:

Attach Receipt

a Attach Receipt Hemarks

FRemarks *

Fig.eFile. 22

o Enter the remarks and click the ‘OK’ button (Fig.eFile.28), as shown in Fig.eFile.23:
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As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced

Attach Receipt

@ Aftach Receipt Remarks

Remarks #

as per reguirement

Fig.eFile. 23

Receipt section of the working receipt, a shown in Fig.eFile.24:

Movements | Details | Edit | Forward | Putin a File | Copy | Close | Dispatch | Attach File | Attach Receipt |

Receipt No ¢ 3502(2)/2012/CC

Subject ¢ safasf

From : sadsad

Designation !

Address : dsadsad

Main Category ¢ All Meetings related matters

Sub Category :

Sent Date : 15/06/12 12:42

Opening Date : 19/03/12 11:42

Letter Reference lo :

Letter Date :

{ Dispatch History i
|

Dispatch Number, ~ Subiect  Dispatch Date ~ Sent Through ~ Dispatch Mode ¥l

1/264/2012 safasf 26/3/12 2:13 PM LI{AAK] | (Self)

{ Referenced Files .
|

* file Number v Subiect ¥ Atached by v

|
{ Referenced Receipts )
|

 Receipt No. v Subiect v Attached by v
p 9129/2012/ERC coins ALKA A KULKARNI x

Fig.eFile. 24

Receipts having Attached Files are not allowed to get attached in a receipt and also no action is
allowed on the attached receipt till attached with the main working receipt.
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Browse and Diarise Process of Physical File:

Refer to Browse and Diarise process of Electronic Receipt, In Physical Receipt just the Browsing and
Uploading of Correspondence is Non- Mandatory, rest of the process is same.

Inbox:
Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK.

User has to click the Receipt number to view the receipt. As a result, the user can view the content of
receipt along with the details.

Nature of Receipt can be verified from the character ‘E’ and ‘P’ which is written before the receipt
number.

Character ‘E’ symbolizes Electronic Receipt whereas character ‘P’ symbolizes Physical Receipt.

There are 10 Links provided under receipt Inbox:
Receive:

Helps the user to receive the Physical Receipt. Without receiving the physical receipt user cannot
make any action on that particular receipt as shown in the Fig.eFile.25:

Date Range : 04/09/2012 To 19/09/2012
e =] | Receive | Reply | Forwerd | Put in  File | View |Move To | Mark As | Copy | Cluse | Cis Receive Receipt Confirmation Hierarchical View| y, R sceipts [+] |
¥ Browse & Diarise
» Physical a ~ Receipt No. ~ Attachments Subiect @ Are you sure you want to receive this receipt ? ~ Sent On ~DueOn ~ Quick Action i
+ Electronic B P 10692/2012/LF sdf BSNAA 18/09/12 11:25 BYc
} Inbox (3) &l £ 10687/2012/LF VAER | = BSNAA 18/08/12 09:50 Bac¢
+ 2day Testing | P 10627/2012/L18 & G5 Sharma -001 ram kumar sharma ALKA A KULKARNI(LI(AAK)), LF, LBSNAA 17/09/12 05:42 B9 |
+Shyam 5] P 10648/2012/LF shusdgy safasf ALKA A KULKARNI{LI[AAK)),LF, LBSNAA 14/09/12 02:43 Bsc
+ Today Receipt B P 10672/2012/LF diary sdf ALKA A KULKARNI{LI{AAK)),LF, LESNAA 14/09/12 11:20 [N
» Email Diarisation ] E 10674/2012/LF & indige fgh ALKA A KULKARNI(LI(AAK) ) LF, LBSIAA 14/09/12 10:44 @5
r Crested B P 10673/2012/LF indication sdf ALKA A KULKARNI(LI(AAK)),LF, LBSNAA 14/09/12 10:44 Bee¢
) sent I B P 10659/2012/LF neut sdf ALKA A& KULKARNI(LI(AAK)).LF, LBSNAA 13/09/12 05:06 @sc¢
e B P 10670/2012/LF -] shyam lal sad GEETA SHARMA(PROF(HINDI})LF, LBSIAA 13/03/12 03:34 By
y Acknovledgement
s Racyle 2 B P 10663/2012/LF register asd ALKA A& KULKARNI{LI(AAK)),LF, LBSNAA 13/09/12 03:08 09
B P 10665/2012/L18 & Sean brij Mphan RAMESH KUMAR (SLIO(RK}].LIB,LBSNAA 12/09/12 04:53 @ece b
. = B P 10661/2012/LF my name is sumit and... sd GEETA SHARMA(PROF([HINDI}),LF, LBSNAA 11/09/12 10:54 By
Wigrate File g B E 10640/2012/LF & ey G.5 Pal ALKA A KULKARNI(LI(AAK)),LF, LBSNAA 06/03/12 03:32 Bec¢
Dispatch =B O P 10633/2012/LF fdg dfg ALKA A KULKARNI(LI(AAK)).LF, LBSNAA 06/03/12 10:43 @ec A
DSC =
— G | esEw [ ] Out Taday [ ] Most Immediste [ ] Immediate Ordinary
Settings (=

Fig.eFile. 25

Reply:

Helps the user to reply to the sender of the Receipt.
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To send areply on the receipt user has to perform the following steps:

e Select a receipt from the Receipt Inbox for which reply has to be send and click the ‘Reply’ link, as shown
in Fig.eFile.26:

Receive Rep% Forvard PutinaFile | View | Move To Mark As | Copy | Close | Dispatch | Hierarchical View |1y peceipts B |
H v Receipt o, v Subject v Sender ¥ Sent By v Sent On ¥ Dug Onv Read On v Quick Adion ¥
Egnonccl £ dft 6 ALOKPANDEY 17/02/12 05:09 Ny
Eamehocc 120 2 ALOKPANDEY  17/02/1204:58 BY¢
P 3125;‘2012:‘@;. 7 1 i ALKA AKULKARNI  17/02/12 04:35 17/02/12 04:36 w9 C
Fig.eFile. 26
¢ Click the ‘Reply’ link, as a result the recipient gets automatically selected from the send to list, as shown
in Fig.eFile.27:
Send
Receipt Number : 1886/2011/ADMCON
Subject : test
To Rathindra Nath Mukherjee--PA (Vrij'-
Cc

Set Due Date

Action LChocse One V|
Priority ! Choose One v]

Total 1000 character left
Remarks

e

Fig.eFile. 27

e Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

« Provide the Due date (if required) for the receipt using the calendar (i) link adjacent to the Due Date
text box.
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Select the Action which has been taken on the receipt from the dropdown menu as shown in Fig.eFile.28:

[ ]
Send ]
Receipt Number : 1886/2011/ADMCON
Subject : test
Jo [Rathindra Nath i‘aiQkHe;jee——Pi. (DM
Cc Rathindra Nath I';'luLcherjee--DAr(le;lr-_’
Set Due Date 7737;'-';‘379-;"13’:7’11 E
Action Choose One ~
Choose One
Priority
Approve
Pl. Dis =s
Give ITiC:_'a racter left
Pl. Call
Fixx a meeting
Remarks Response

Fig.eFile. 28

e Select the Priority (if required) of the receipt from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, and click the Send ) button as shown in
Fig.eFile.29:
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Send

Receipt Number : 1886/2011/ADMCON

Subject : test
To | Rathindra Nath Mukherjee--p-l-;-. (DM}
Cc Debprosad De-,'--UrDrAi:'DDRj-—Ccnﬁ’de'
Set Due Date E
Action ‘ Choose One vj
Priority [ Choose One vl

Total 1000 character left
Remarks

As a result, the receipt is sent to the intended recipient. Then, the user will be redirected to the Sent Receipts

Fig.eFile. 29

page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in Fig.eFile.30.

Copyright © NIC, 2012

Forvard | Mark As | View Copy |

D w Receipt No. - Subject v Sender v 3Sentto + Sent On » Due On v

D E 8126/2012/CC ﬁ 121 21 ALOK PANDEY 17/02/12 05:24

|:| E 8128/2012/CC ﬁ Hi 21 ALOK PANDEY 17/02/12 05:01

|:| E 8126/2012/CC ﬁ 121 21 ALOK PANDEY 17/02/12 04:58

H P sizsipoiziccl & 1 1 ALKA A KULKARNI 17/02/12 04:52

o E si23(1)e0izicc & acr related ram mahan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00

o E 8123/2012/CC ﬁ acr related ram mohan  BIKRAM SINGH 17/02/12 01:16  17/02/12 12:00

o E 8i22(i}/20i2/CC ﬁ acr related ram mohan  BIKRAM SINGH 17/02/12 01:09  17/02/12 12:00

] E g122(1}/2012/CC ﬁ acr related ram mohan BIKRAM SINGH 17/02/1201:09  17/02/12 12:00

D E 8122/2012/CC ﬁ acrrelated ram mahan  ALKA A KULKARNI 17/02/1201:09  17/02/12 12:00

0 E sii7jz0iz/cc & =da dszd GARIMA YADAY 17/02/12 12:54

|:| P 8118/2012/CC sdds sds AJAY KUMAR DHIMAN ~ 17/02/12 12:54

|:| P 2113/2012/CC training of the Empl...  Raj Kanwar ALKA & KULKARNI 17/02/12 12:51  24/02/12 12:00
Fig.eFile. 30
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Forward:

Helps the user to forward a particular receipt/s to one or more recipients at a time.

User cannot forward multiple nature receipts. i.e. Receipts with Physical nature and Electronic nature
cannot be send simultaneously.

To Forward a Receipt/s, user has to perform following steps:

Select receipt/s from the Receipt Inbox which needs to be forwarded and click the ‘Forward’ link, as shown in

Fig.eFile.31:
Receive | Reply anéﬁj Put in a File | View | Move To  Mark As | Copy | Close | Dispatch | Hierarchical Wiew | yy Receipts E |
= « Receipt No. - Subject + Sender + Sent By w Sent On w Dua On~ Read On - Quick Action «
[ E 8126/2012/CC & 1 21 ALOK PANDEY 17/02/12 05:24 - - B
E sizi/zoiz/cc Bl &7 dsid dsfd ALOK PANDEY 17/02/12 05:09 B 4 ¢
[=] P sizsooiz/cc BB & UL i1 ALKA & KULKARNI  17/02/12 04:55 - 17/02/12 04:56 B % ¢
Fig.eFile. 31

e Click the Forward link, as a result the ‘Send’ page will appear, as shown in Fig.eFile.32:

Send

Receipt Number : 1886/2011/ADMCON

Subject : test

JTo
Cc

Set Due Date E

Action [Choose One v{

Priority l Choose One V[

Total 1000 character left

Remarks

Fig.eFile. 32

e Either directly enter the name in the ‘To’ option or click the ‘“To’ link to select the marking abbreviation
of the recipient from the list box, as shown in Fig.eFile.33:
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| Movements | Details | Edit | Farward | Putin a File | Copy | Clase | Dispatch | View Draft | Attach File | Attach Receipt

( Send
Receipt Number :  10220/2012/CC
Subjact : sdfsdf
Te =1l
ALKA A KULKARNT LI[AAK) LANGUAGE FACULTY :
ARJUN RAM TAMTA CMO[ART) MEDICAL CENTRE "
Cc ARVIND GOYAL UDC(AG) ADMINISTRATION
BALAM SINGH RAWAT SUPDT(TRGZ) TRAINING IT
BALBIR SINGH RAWAT  DA[8SR) ACCOUNTS
Set Due Date
BHAWANA ABHAY PORWALHI(BAP) LANGUAGE FACULTY
Action
BHEEMA NAND DABRAL DA(BND) ESTATES
Pricrity v =
Total 1000 character left
Remarks

[ send as sticky note

Fig.eFile. 33

o Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

e Provide the Due date (if required) for the receipt using the calendar (iz]) link adjacent to the Due Date
text box.

e Select the Action which has been taken on the receipt from the dropdown menu as shown in
Fig.eFile.34:

1 Send

Receipt Number : 1886/2011/ADMCON

Subject : test

To Rathindra Nath Mukherea--PA (DM)]
Cc E'J_Vebpros‘acrir D_é;,';-UbA.;:DE;iii;--c,onfide:
Set Due Date 57
Action Choose One v

Priority M
\pprove

Fix 2@ meeting
Response

racter left

Remarks

Fig.eFile. 34

e Select the Priority (if required) of the receipt from the dropdown menu.
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e Type the remarks (if required) in the Remarks text box and click the Send

Fig.eFile.35:

Send

Subject :

To

Cc

Receipt Number :

1886/2011/ADMCON

test

Rathindra MNath MukHerjee—-DA (DM)'-

Debprosad Dey--UDA{DPR)--Confidd

ﬂl button, as shown in

Set Due Date 05/08/2011 @
Action i Forvard v l
Priority [ Out Today v I
9395 Characters Left
URGENT]
Remarks
Fig.eFile. 35

As a result, the scanned and created receipt is sent to the intended recipient.

Then, the user will be redirected to the Sent Receipts page, displaying the list of all the sent receipts along

with the newly sent receipt, as shown in Fig.eFile.36:
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Date Range : 03/09/2012 Ta 18/09/2012
L g ‘ Forward | Mark As | View | Copy | ‘
} Brovse & Diarise
+Physical A ¥ Receipt No. * Attachments Subject v Sender v Sentto ¥ Sent On ¥ Due On v
+Electronic | P 10400/2012/LF sdazd b ALKA A KULKARNT 18/09/12 12:19 14/09/12 12:00 ‘D
} Inbox (87) B I 00000 sdasd ¥ ALKA A KULKARNI 13/09/12 12:52 14/09/12 12:00
+2day Testing D P 10400/2012/LF sdasd Wz ALKA A KULKARNI 13/09/12 12:12
TodeyRecsipt | P UESIE dadfy fahd ALKA A KULKARNI 12/09/12 03517
) Email Diarisation
} Created
} Sent
} Closed I
} Acknowledgement
} Recyde Bin
Files 2]
Migrate Fle (2]
Dispatch [
DSC ]
Reports [
LEGEND | Qut Today | Most Immediate | Immediate Ordinary
Settings [

Fig.eFile. 36

Put in a File:
Helps the user to attach a receipt/s to a concerned file.
To attach a Receipt/s under the file, user has to perform following steps:

e Select receipt/s from the Receipt Inbox which needs to be Put in a File, as shown in Fig.eFile.37:

| Receive | Reply | Forward | Putin %ile View | Move To ' Mark As | Copy | Close | Dispatch | Hierarchical View |y Receipts B
D v Recaipt o, hiect v Sender v Sent By v Sent On ¥ Due On v Read On v Quick Action ¥
Eongiacc 4 1 n ALOKPANDEY  17/0)/105M - . B4ye¢
Egpnynmccl f s dsk ALOKPANDEY  17/00/1205:09 - - BYy¢
P 8L25."2IJL2-"CCI # 11 11 ALKAAKULKARNI  17/02/1204:55 - 17/02/12 04:36 Ele g

Fig.eFile. 37

e Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.38:
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Search File For Attach

Search

File Number Subject
(O E S-11011/11/17/2011-ADM Functional to attend...
©OE S-11011/11/15/2011-ADM To sttend the worksh...
O E S-11011/11/14/2011-ADM Functional test
O‘E S/1/2011-ADM test
OE ...... S-11011/11/13/2011-ADM tyesting
O E S-11011/11/12/2011-ADM For testing the at t...
OE S-11014/11/1/2011-ADM test
OE S-12011/1/2011-ADM medical bill file

K< I >>»

Fig.eFile. 38

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

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.39:

Search File For Attach
Search
File Number Subject
o e S-12012/1/2011-ADM I Test DESC |
O e S-11012/12/4/2011-DM N TEst BDFs
OP S-12011/4/2011-DM Test DESC
O E S-11011/11/17/2011-ADM Functional to attend...
O E S-11011/11/15/2011-ADM To attend the worksh...
O E S-11011/11/14/2011-ADM Functional test
O E S/1/2011-ADM test
O E S-11011/11/13/2011-ADM tyesting
O E S-11011/11/12/2011-ADM For testing the at t...
O E S-11014/11/1/2011-ADM test
N - S amAsslalnnae e AR _——d il Ll £l
w< ] >
Fig.eFile. 39

e Click the Attach button (Fig.eFile.44), as a result the receipt gets attached under the selected file.

View:
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Helps the user to list the receipts depending upon its current state. i.e. (Unread, Read, Followed Up,
Physical, Electronic, All)

To use this option, user has to perform following steps:

Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.40:

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 40

i. Unread- Click the Unread from the dropdown menu to view unread receipts as shown
inFig.eFile.41:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 41

ii. Read-Click the Read from the dropdown menu to view read receipts as shown in Fig.eFile.42:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 42

iii.  Followed Up-Click the Followed Up from the dropdown menu to view the receipts on which the
user has marked a follow up, as shown in Fig.eFile.43:
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Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 43

iv.  Physical-Click the Physical from the dropdown menu to view the Physical nature receipts, as
shown in Fig.eFile.44:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 44

v.  Electronic-Click the Electronic from the dropdown menu to view the Electronic nature receipts, as
shown in Fig.eFile.45:

Unread

Fead

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 45

vi.  ALL-Click the ALL from the dropdown menu to view the All receipts altogether, as shown in
Fig.eFile.46:
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Unread
Read
Followed Up
Fhysical

Electronic

All

Fig.eFile. 46

Move To:
Helps the user to create New Folders and manage Existing Folders.
To create New Folder or to manage existing ones, user has to perform following steps:
e Select receipt/s from the Receipt Inbox which needs to be moved to new Folder.

e Move the cursor on Move To, a drop down menu will appear with the following options i.e. (My Folders,
Manage folders and Create New folder) as shown in Fig.eFile.47:

|

My Folders |
Manage Folders

Create New Folder

Fig.eFile. 47

i. My Folders-Click the My Folders link from the dropdown menu to view the Receipt inbox and its
subfolders.

ii. Manage Folders-Click the Manage Folders link from the dropdown menu to Delete or Edit the
folders created under Receipt Inbox.

iii. Create New Folder- Click the Create New Folder link from the dropdown menu to create a new
folder under Receipt inbox

To create a new Folder user has to perform following steps:

e Click the Create New Folder option, as shown in Fig.eFile.48:
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My Folders )

Manage Folders

Create New Folder

Fig.eFile. 48

As a result following screen appears, as shown in Fig.eFile.49:

Folder Name*

Created in* Choose One v

Fig.eFile. 49

e Enter the New Folder name and select the Folder in which new folder is creating and click the Save

button, as shown in Fig.eFile.50:

Folder Name*iTraining

Created in"i Receipt Inbox V}

Fig.eFile. 50
As a result new Folder is created in specified Folder.

Mark As:

Helps the user to create a New Follow Up which keeps a track of a receipt, by alert mode, follow up
action and specifying time to receive follow up on any corresponding receipt and also ‘Mark As’ option
helps to remove the existing follow up.

To create a new follow up on areceipt user has to perform the following steps:
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e Select the receipt on which follow up need to be created and click the New Follow Up option under ‘Mark As’
Link, as shown in Fig.eFile.51:

Date Range : 28/06/2012 To 13/07/2012

‘/ Receive | Reply | Forward | Put ina File | View | Mave To | Mark As | Copy | Close | Dispatch | Hierarchical View y Receipts E \|
. New Fallowup .

O * Receipt No. * Attachments * Sender * Sent By ¥ Sent On *Due On v QuickAdion

Remove Followlp

il P 10100/2012/EC /] Ram Kumar Gupta ALKA A KULKARNI Bjoyjnws - Bsc

] P 10103/2012/ERC food and techi dsf ALKA A KULKARNT 13/07/1210:55 - Bye

] £ 10107/2012/cC Vi ahg asd ALOK BANDEY Bz 0 - O4c

0 P 3864/2012/E8C release1 sadf ALKA A KULKARNI njor/120s0 - Bae

] P 10056(1)/2012/FRT n asd DINESH CHANDRA LOHANT njojnoar - B¢ B

B P 10097(1}/2013/LF ﬁ Condust Rules Intima.., ram manohar DINESH CHANDRA LOHANI 12/07/12 05:07 . Bye

il P sLnYCC asd asd ALKA A KULKARNT 107120506 - BHe

il P 3825/201/E6C newl fgh ALKA A KULKARNI 12/07/1205:06 - Bsc

il P 3240(2)/2012/PRT /] " e ALKA A KULKARNI nju/nee - Bye

] P 3363/2012/LF test ram manohar ALKA A KULKARKI njorj20a02 - I 1l

il P 10047/2012/LF Appointments... GG Kapoor ALKA A KULKARNT njojnen - B4e¢

0 P 10066/2012/LF bug asd ALKA A KULKARNI njorj2ezn - Bae

il P 10037/2012)LF assd AS ALKA A KULKARNI njojnen - gHhe

il P 10071/20120LF systaml asd ALKA A KULKARNI njujnen - g9¢ .

LEGEND [ | Out Today [ ] Most Immediate [ | Immediate Ordinary

Fig.eFile. 51

As aresult Follow up screen will appear as shown in Fig.eFile.52:
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M
Followup
Followup Severity
':::' Urgent
@ Normal
-
Enter a Follow Up action L
) Email
Alert Mode sMs
) Both
'@' None
When to Fallaw Up 16/02/2012 5 : 57 PM [+
Save || Cancel
—
Fig.eFile. 52

Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.53:

e
Followup
Followup Severity
) Mormal
Enter a Follow Up action Forward the Receipt :
) Email
Alert Mode
" None
When to Follaw Up 29/04/2012 5 57 |Pm[=[E
Save || Cancel
e
Fig.eFile. 53
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e Click the Save button (Fig.eFile.53) as a result Follow up will be created.

Copy:
Helps the user to copy the metadata fields automatically and send it to other eOffice user. User can
edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

Close:

Helps the user to close a receipt.

The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipt can be closed.

To close a receipt, user has to perform the following steps:

e Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.54:

Receive | Reply | Forvard Putin a File | View | Move To Mark As | Copy |Close | Dispatch | Hierarchicel View |y, peceipts E |

i ¥ Recaipt No. v Subject vSender v Sent By ¥ Sent On v Due Onv Read On v Quick Adion ¥

EEZERZCC 4 1 1 MOKPANDY  Ujyuesu - - FEX:

EEEREEETTEE, A T T 1 B ERVE

A 0rgosmoccl 11 1 AKAAKUKARNT mlovi2oass - monuse 009 ¢
Fig.eFile. 54

As aresult the ‘Closing Confirmation’ message appears, as shown in Fig.eFile.55:
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Closing confirmation

6 Please provide closing remark

Remarks * -

E OK i | Cancel |

Fig.eFile. 55

e Enter the remarks and click the ‘OK’ ( button, as shown in Fig.eFile.56:

Closing confirmation

e Please provide closing remark

Werk Du::-ne| -
Remarks b

| Cancel |

Fig.eFile. 56

As a result the receipt moves to the ‘Closed’ section of receipts.
Dispatch:
Helps the user to Dispatch a receipt.
The dispatch process for Physical and Electronic Receipt is explained below:

To dispatch Physical Receipt, user has to perform following steps:

e Select the physical receipt which needs to be dispatched and click the ‘Dispatch’ link, as shown in
Fig.eFile.57:
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‘RECEi‘fE|REp|‘f|FEI‘I.'EII‘d Put in & File | View | Move To  Mark As | Capy | Close [ Dispatch Hierarchicel Vi |y Receipt B

§ v Recaipt o, v Subject viender vSentBy vwoentOn  vDueOmReadOn v Quick Actionw

0 e s § Traningof A off, trining  ALOKKUMAR 17/021203:35 - - B5e

W0 P siigR012/Ce Dafiamentaryissues pariament ALOKKUMAR 17/02120235 - wpjozneozss 09 ¢
Fig.eFile. 57

As aresult the Dispatch page appears, as shown in Fig.eFile.58 & 59:
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Dispatch
Postal Details
Postal Mode Choose One ] Postal Charge 0
Medium Choose One E| Weight 0
[0ut Register Details
Peon Book N Out Date @
Peon Name Choose One E| Out Time
Peon Cods Choose One E| Delivery Status No E|
Delivery Date @
Delivery Time
Receipt Details
ev/Fresh
Receipt Humber 2012/L
Reply Type Choose One E| Nature of Reply Choose Ona E|
Reminder Date GO Prefix Chooss One E|

CC)-Condust Rules Intimation. update o
Subject* (Maximum of 230 Characters) {ce) o

Details

Ministry CABINET SECRETARIAT E|
Departmant Choose One E|
Hame* ram manchar
Designation taster
Address 1 % delhi
Address 2 new delhi
Email ram@gmail.com
Organization GPL E|
Country INDIA E
State Delhi E|
Pincode 121212
Telephane 121212121212
Fax

Clear Figlds

Fig.eFile. 58
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= = -
) Cesed Delvery Date E
} Sant
o L
Receipt Detals
p Acknoudedgement
} Recyele Bin
Files B | Receipt Number
WonteFle [ | RedhyType Choose One E Hature of Reply Choose Cns B
Dispatch [)| | Reminder Date GO Prefx Choose One B
DsC [ T
Reports i Subject? (Maximum of 250 Characters) ety 1
Settings [# " Communication Details
Minigtry Choose One ]
Department Choose One ]
Hame* fghd
Designation
Address 1% dfgdfd
Adress 2
Emai
Organization Choose One 3
Country INDIA ] L
Shate Choose One ] |
Pincode
Teleghane
Fax
P B E—— o——
ﬂaﬂaﬁd Chaozz One E|
Attachment Browse... E
Dispatch By Self Dispatch By CRU
Powered by National Informatits Centre Site i best viewzd in pixels rezalution Copyright & , NIC. a

Fig.eFile. 59

e Select the ‘Reply Type’, ‘Nature of Reply’ and other required fields, as shown in Fig.eFile.60:
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Dispatch
Pastal Details
Postal Mode Choose One E' Postal Charge 0
Madium Choosa One E' Waight 0
jOut Register Details
Peon Book No Out Date E
Peon Name Choose One E' Qut Time
Peon Code Choose One E' Delivery Status lo E
Delivary Date E
Delivary Time
Receipt Details

U Rep

Receipt lumber

Reply Type lature of Reply DO Letter E

Reminder Date GO Prefix Choose One E

(CC)-Condust Rules Intimation. update 4

Subject* (Maximum of 250 Characters)

{Communication Details
Ministry CABINET SECRETARIAT E
Department Choose One E
lame*® ram manahar
Designation tester
Address 1 * delhi
Addrass 2 new delhi
Email ram@gmail.com
Organization GPL B
Country INDIA B
State Delhi E
Fincode 121212
Telaphone 99881561162
Fax

Clear Fields

Fig.eFile. 60
Now the user has 2 options after filling the required metadata fields which are ‘Dispatch By Self’ and
‘Dispatch By CRU'.

e |If user selects ‘Dispatch By Self’ option, then the physical receipt will be dispatched that same
moment and also the receipts gets closed and moves to ‘Closed’ section of receipt.

e |If user selects ‘Dispatch By CRU’ option, a popup appears. Popup contains the list of all the users
mapped with CRU section (if any), Delivery Mode and Remarks, as shown in Fig.eFile.61.:
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b \
CRU User(s): CRU E
Delivery Mode: By Hand E
Acknovledge P
Remarks:

[esssssssssmm———————————

Fig.eFile. 61

In this case no user is mapped with CRU section. All issues will be sent directly to SO (CRU). Once
issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch Data’
option available and send to other concerned Organization (if required), as shown in Fig.eFile.62:

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

Dispatch
[Postal Details
Postal Mode Postal Charge
Medium Weight
|Out Register Details
Peon Book Ho Out Date i
Peon Name Choose Ons Out Time
Peon Code Delivery Status
Delivery Date i

Delivery Time

Receipt Details

@ res

Receipt Humber

Reply Type Fins Hature of Reply

Reminder Date GO Prefix Choose One

Subjact® (Maximum of 250 Characters)

[communication Details
Ministry Dispatched successfully with no. :1/822/2012

Department

Name*

Designation
Address 1%

Address 2

Email
Organization
Country
State

Pincode

Telephone

Fax

Language of

Ai:cllmen{ e :rllp.l;nd/
Fig.eFile. 62

In case no user is mapped the dispatch is directly sent to the CRU.

As a result the receipt is dispatched to the selected CRU user (if any) and status of the dispatch record
can be viewed from Sent sub module under the Dispatch module. The dispatched record is seen in
the inbox of the CRU section under the Dispatch module and the record is dispatched outside
physically and metadata details are entered in the application (Refer CRU Dispatch).

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:

% Latest Remarks - Shows latest remark given on any particular receipt.

< Reply - It facilitates the user to reply to the sender of the receipt.

% Forward - Forward a particular receipt to one or more recipient at a time.
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There are 11 links provided when opening up areceipt (Electronic):

a) Movement: User can use this option to track the Movements’ of the receipt which automatically gets updated
as Receipt moves further.

b) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.63:

Receipt No @ 9482(1},}'2012,}1_':
Subject : dszdasda

From : dsadsad

Designation : dszdsadas

Address dsadsad

Main Category : All tendering process

Sub Category :

Sent Date 12/06/12 02:57
Opening Date : 1z2/06/12 02:56
Letter Referance Mo :

Letter Date :

| Dispatch History i

Dispatch Number> Subject” Dispatch Date” Sent Through” Dispatch Mode"

| Referenced Files i

- File Number * Subject ~ Attached by =
P C-11/2/2012-LF 123 ALKA A KULKARNI ra3
E A-11011/128/2012-LF fdsafsdf  ALKA A KULKARMNI >~

‘|Referenced Receipts

¥ Receipt No. v Subject v Attached by b

Fig.eFile. 63

c) Edit: User can use this option to edit the Metadata fields of the Receipt.

To edit a Receipt, user has to perform following steps:

e Click the Edit link ), as a result the Metadata fields get active.

Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

After making required changes in Metadata fields, click the Save button to save Metadata.
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d) Forward: User can use this option to forward the receipt to the intended recipient.

e) Putin aFile:User can use this option to attach the receipt to a concerned file.

To attach a Receipt/s in afile, user has to perform following steps:

e Click the Put in a File link, as a result list of files will appear on the right side of receipt, as shown in

Fig.eFile.64:

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

Search

Search File For Attach

File Number

Subject

(E S-11011/11/17/2011-ADM Functional to attend...
O”E S-11011/11/15/2011-ADM To attend the worksh...
OE 5-11011/11/14/2011-ADM Functional test

OE S/1/2011-ADM test

(OE S-11011/11/13/2011-ADM fvesting:
OE S-11011/11/12/2011-ADM For testing the at t...
O“E S-11014/11/1/2011-ADM test

(OE 5-12011/1/2011-ADM medical bill file

K< 1 >»

Fig.eFile. 64

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.65:
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Search File For Attach
Search
File Number Subject
[O P s-12012/1/2011-20M N Test DESC
QO P  s5-11012/12/4/2011-DM ¥ TEst BDFs
O P  5-12011/4/2011-DM Test DESC
O E  5-11011/11/17/2011-ADM Functional to attend...
QO E  s-11011/11/15/2011-ADM To attend the vorksh...
O E  5-11011/11/14/2011-ADM Functional test
O E  s/1/2011-ADM test
O E  s-11011/11/13/2011-ADM tyesting
O E  s-11011/11/12/2011-ADM For testing the at t...
(O E  5-11014/11/1/2011-ADM test
o N M oamAds e inAgs AR PR . S <
«< 1>
Attach
Fig.eFile. 65

Click the Attach button (Fig.eFile.65), as a result the receipt gets attached to the selected file.

f) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

g) Close: User can use this option to close a receipt.

The receipt in which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipt can be closed.

To close a receipt, user has to perform the following steps:

e Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.66:
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Receive | Reply | Forvard Putin a File | View | Move To  Mark As | Copy Dispatch | Higrarchical View |y Receipts E|

[ v Receipt No. v Subject v 3ender v Sent By v Sent On v [Due Onv Read On v Quick Action

Egioga0i2cc 4 1M M ALOKPANDEY 7012054 - - BHe

] E 3131"2012-‘(;(;. g'fn astd 151 ALOK BANDEY W012008 - - ; ii (’

00 pgosonyccl £ 11 11 AKAAKULKARNT  17/021204:55 - myzeess 0049 ¢
Fig.eFile. 66

As a result the ‘Closing Confirmation’” message appears, as shown in Fig.eFile.67:

Closing confirmation

a Please provide closing remark

Remarks

R

E el ; | Cancel |

Fig.eFile. 67

e Enter the remarks and click the ‘OK’ ( button, as shown in Fig.eFile.68:

Closing confirmation

a Please provide closing remark

Work D-::-nell
Remarks -

Fig.eFile. 68
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As a result the receipt moves to the ‘Closed’ section of receipts.

h) Dispatch: Refer to the Dispatch option under Receipt Inbox.

i) View Draft: User can use this option to view the drafts that are already created.

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

j) Attach File: Refer to the Attach File option under Receipt inbox.

k) Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt from
Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

Also, the receipt attached with other receipts can be send to only one user at atime.

To attach other receipt(s)/Document(s) with the working receipt, user has to perform following steps:

o Click the ‘Attach Receipt’ link, as a result the list of receipt(s)/document(s) appears which are
there in Inbox or the created section of Receipt, as shown in Fig.eFile.69:
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2012[~] search
Showing 1 to 10 of 29 = < 123 = =
= ~ Receipt Number ~ Subject
/= ] 9129(2)/2012/ERC coins
/= ] 9129(2)/2012/ERC coins
= P S129/2012/ERC coins
= P S130/2012/ERC live
= ] S139/2012/ERC forward
= ] S139(1)/2012/ERC forward
/= e 9144/2012/DDS(AK) creation and continu...
] P 9155/2012/LF computer security.
|} e 9195(1)/2012/E&C ag
= e 9402/2012/LF court cases related ...
s
Attach Receipt
< T ] »

Fig.eFile. 69

o Select the Receipt(s)/Document(s) whichever are required to get attached and click the ‘Attach Receipt’
button, as shown in Fig.eFile.70:

2012E| Search

Showing 1 to 10 of 29 << €123 ===
= ~ Receipt Number - Subject

= P 9129(2)/2012/ERC coins

= 3 9129(3)/2012/ERC coins

= P 9129/2012/ERC coins

= P 9130/2012/EBC live

= P 9139,/2012/ERC forward

= 3 9129(1)/2012/ERC forward

/= P 9144/2012/DDS(AK) creation and continu...
= P 9155/2012/LF computer security.

= P 9195(1)/2012/ERC aag

= P 9402,/2012/LF court cases related ...

s

Attach Receipt

| [ 3

Fig.eFile. 70

As aresult, ‘Attach Receipt Remarks’ window appears, as shown in Fig.eFile.71:
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| Attach Receipt

Fig.eFile. 71

o Enter the remarks and click the ‘OK’ button (Fig.eFile.71), as shown in Fig.eFile.72:

Attach Receipt

a Attach Receipt Remarks

as per reguirement

Cancel

Fig.eFile. 72

As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced
Receipt section of the working receipt, a shown in Fig.eFile.73:
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" Movements | Details | Edit | Forward | Put ina File | Copy | Close | Dispatch | Attach File | Attach Receipt |

Raceipt o : 8502(2)/2012/cCC
Subject : safasf
From sadsad
Designation !
Address ; dsadsad
Main Category : All Meatings related matters
Sub Category :
Sent Date 15/08/12 12:42
Opening Date : 19/03/12 11:42
Letter Referance o :
Lefter Date :
" Dispatch History
Dispatch Number, ¥ Subject ¥ Dispatch Date v Sent Through  Dispatch Mode v
264/2012 safast 26/3/12 2113 M LI[AAK) | (elf)
" Referenced Files
 File Number v Subject  Attached by v

—
" Referenced Receipts

 Receipt Mo, ¥ Subiect  Attached by v
P 5129/2012/ERC coins ALKA A KULKARND X

Fig.eFile. 73

Receipts having Attached Files are not allowed to get attached in a receipt and also no action is
allowed on the attached receipt till attached with the main working receipt.

Email Diarisation
During Email Diarisation, email should have been sent to the efile from NIC Email. User should select
the email from NIC Email inbox and Select option Move To eFile button. Below are the steps required
to perform email diarisation to efile process:

e Click the NIC email link, as shown in Fig.eFile.74:
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eefﬂce Your Last login at Tue, 30-08-2011 03:55 PM

0 mdnn s s iin

Home Divisions State Units Projects Library Training Download Forms Manuals | PSearch|

IBrowse Application Dash Board IntraNIC

> eFile Week's Quote:

> & Tour [Beta) T would give all the wealth of the world, and all the deeds of all the herces, for one true vision.” '~ Henry David Thoreau *
Knowledge Management lhl Personnel u Pending C Schedule 0 Notification
System -

+ Payslip + Documents + For the day (0) + Payment Alerts
3 File Tracking System + Personal Profile + Recuipts/Files(eFile) + For the week (0) + ACR Alert
> Personnel/MR/Admin + R les(FTS)

> Transfer Request

E Notico Board )

R.ED =+ SANS-The Consensus Security Vulnerability Akert
Published by: Shrl Sreenivass Rao C, on 02/09/2011

+ Supgest New Brand Name for eProcurement Solution of NIC

Published by: Suchitra on 01/09/2011

5 Apply Online () » Implementation of SSOG project in Aligarh
Published by: Shri Ashesh Kumar Agarwal on 01/09/2011
l Events < Approved Minutes of PEC 233 Meeting heid on 25-08-2011
Computer Awarenass & Published by: Dr Parbadh Chand Thakur on 01/09/2011 v}

Application Softwares Hands-
on-training for selected ey ——

employees of Patna High ppointments Discussion Forum
Court for the peried
26.08.2011 to 08.09.2011
(Phase I11-1st Batch) Web ‘10""“' VC Events News NIC PEC Minutes Photogallery RSS Feeds Useful Links

- @ @ B8 &0 @ §E 8

| Personnel Corner

® Puthday Wishes
® Superannuations
® Joined Today

® Bonding NICIans

Fig.eFile. 74

As aresult, NIC email gets open, as shown in Fig.eFile.75.

e Select the Receipt which needs to be moved to eFile Application, as shown in Fig.eFile.75:
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eQmCe p.khetwal| Your Last login at Tue, 30-08-2011 03:55 PM

$ 000, AR bn O

My Account | Directory | Help Desk| Signout

Home Divisions State Units Projects Library Training Download Forms Manuals |PSearch g‘
o | Fetch Unreads [ Sync Folder [ Delete o] MoveTo [| Move ToeFile

(3 INBOX (4089) INBOX
£ Sentha []  Subject From Date efile Status
(15 Re: Systems to be moved to the new 5
B3 TashCon (17) 1] keation/SIW s.. (AKapil 14:25 Not Sent
" Dafts (0 [T Details of eoffice machines (dshobhit rawat 14:09 Not Sent
0 Fwd: Systems to be moved to the new CaKapl 124 Nt Sent
3 Login Notifications (644) location/S/W 5.,
~  RE; [Dns-request) Request for URL
3 ProbablySpam (0) [ ! Mapping Ldivya 10:46 Not Sent
- Re: Re: Regd: Eoffice application for !
(3 Sent(0) 0 noth24 parg.. (dsandeep jand 10:40 Not Sent
“1 Tash (0) [] Re: Regarding Two Servers In IDC ~ (Z4Kapll 10:37 Not Sent
21 websmviesnicin (40) []  eleave Script LJankit tomar 10:18 Not Sent
[1 Guldelines New [dsandeep Jand 04:10 Not Sent
il (] Dummy instace for Punjab Casndeep jand 0224 Not Sent
[[] Request for URL Mapping [_4Sarof Kumar Patro Sep 01, 2011 04:07PM  Not Sent

| Fetch Unreads [} Sync Foder | Delete al MoveTo [| Move Toefile

Copyright & 2010, NIC Powered by National Informatics Centre

Fig.eFile. 75

¢ Click the Move To eFile button to move the selected receipt to eFile application, as shown in Fig.eFile.76
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eeff'ce p.khetwal| Your Last login at Tue, 30-08-2011 03:55 PM
O WARPCE bAoA
My Account | Directory | Help Desk| Signout |
Home Divisions State Units Projects Library Training Download Forms Manuals DSur:h[
Compose Mall 1 messages eFlle-d
O3 INBOX (4089) Fetch Unreads [| Sync Folder [} Delete Il winoy al Move o (| Move Toefile
3 SentMail (1292) INBOX
C3 TrshCan (17 [] Subject From Date eFile Status
o Re: Systems to be moved to the new ; :
3 Drafts (0) O location/S/W st.. =3Kapil 14:25 Sent
3 Login Netifications (644) [T Details of eoffice machines [Z3shobhit rawat 14:09 Not Sent
., Fwd; Systems to be moved to the new
3 ProbablySpam (0) O location/S/W .. (Z4Kapil 11:24 Not Sent
3 Sent(0) 0 ;E: [Dns-request] Request for URL e T e
apping
23 Trsh (0) Re: Re: Regd: Eoffice application for ) :
0 nothz4 parg.. [z9sandeep jand 10:40 Not Sent
3 webservicesnicin (40) ] Re: Regarding Two Serversin IDC  3Kapil 10:37 Not Sent
Manage Folders [ eleave Script [_Jankit tormar 10:18 Not Sent
[0 Guidelines New (Ldsandeep jand 04:10 Not Sent
[1 Dummy Instance for Punjab [Z9sandeep jand 02:24 Not Sent
[7] Request for URL Mapping [=4Saroj Kumar Patro Sep 01, 2011 04:07PM  Not Sent
Fetch Unreads ]| Sync roerJ]_Delete_|Lunoay ) toe b || tove ocric I

t © 2010, NIC Powered by National Inform

Fig.eFile. 76

As a result, sent message appears at top (Fig.eFile.76).

¢ Click the Home Button to move to the Home Page of eOffice Portal, as shown in Fig.eFile.77
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eofflce p khetwal| Your Last login at Tue, 30-08-2011 03,55 PM
AP0 WAL b T
My Account | Directory | Help Desk| Signout
Divisions State Units Projects Library Training Download Forms Manuals QSuuh[ E;
B Compose Mall 1 messages eFlle-d
Q) INBOX (4089) | Fetch Unreads [ Sync Foier [| Delete [Mowimav o MoveTo [| Mowe Toefie |
£ SentMall (129 INBOX
G TmshCon (17) [ Subject From Date eFile Status
- Re: Systems to be moved to the new :
3 Dnfts (0) ] eabon/S/W ot (dKapil 1425 Sent
3 Login Notifcations (644) [] Details of eoffice machines 2dshobhit rawat 14:09 Not Sent
Fud: Systems to be moved to the new
) ProbablySpam (0) i location/S/W . wAKapll 14 Not Sent
- + RE! [Ons-request) Request for URL ’ :
23 Sent(0) [ Mepping Edivya 10:46 Not Sent
3 Tash (0) Re: Re: Regd: Eoffice application for
0 ortha4 parg., sandeep jand 10:40 Not Sent
O vebenvkesnicin (40) (] Re: Regarding Two Senversin IDC  ikapll 10:37 ot Sent
Manage Folders [ eleave Script dankit tomar 10:18 Not Sent
[T Guidelines New Asandeep jand 04:10 Not Sent
[] Dummy instance for Punjab Ldsandeep jand 024 Not Sent
[] Request for URL Mapping L4Saro| Kumar Patro Sep 01, 2011 04;07PM Nt Sent
| Fetch Unreads [ Sync Foker [| Delete [Mininav o al Move o [| Move Tefile |
L[] .. Nextlojtemss ]

Copyright ® 2010, NIC Powered by National Informatics Centre

Fig.eFile. 77

As a result, Home Page of eOffice Portal appears as shown in Fig.eFile.78

Copyright © NIC, 2012



e@ffice

A& DIGTTAL 'WORE PLACE SOLUTION

e@ffice

89 WAL AT

Home

IBrowse Application

> eFile l

3 e Tour [Beta)

Knowledge Management
System

> File Tracking System
> Personne/HR/AdmIn

3> Transfer Request

£5p,  Apply Online(®

I Events

Computer Awareness &
Application Softwares Hands-
on-training for selected
emplyees of Patna High
Court for the penod
26082011 to 08.09.2011
(Phase [[[-1st Batch)

I Personnel Corner

Bérthday Wishes

Supernnuations

Joined Today

Bording NICians
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Divisions State Units
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Psearch IE
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Week's Quote:

“I would give all the wealth of the world, and all the deeds of all the heroes, for cne true vision.” - Henry David Thoreau '

n Pending

* Doctuments

xul Personnel C Schedule

* For the day (0)

U Notification

* Payslip * Payment Alerts
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+ Recelpts/

[ E Notice Board 5 \

<+ SANS-The Consensus Secunty Vulnerability Alert
Published by: Shn Sreenivasa Rao C. on 02/

9/2011
+ Suggest New Brand Name for eProcurement Solution of NIC

Published by: Suchita on 01/09/2011

<+ Implementation of SSDG project In Aligarh
Published by: Shri Ashesh Kumar Agarwal on 01/09/2011

Published by: Dr Parbodh Chand Thakuron 01/09/2011

% Directory 'Acpcmmen!s 4% Discussion Forum

“ Instant Messaging

Web Connect

VC Events News NIC

PEC Minutes

(C)

Photogallery
(&

RSS Feeds

g

Useful Links
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Fig.eFile. 78

Click the eFile Link to move into eFile Application (Fig.eFile.78), as a result, eFile application opens as shown
in Fig.eFile.79
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Qffi '
e Ice Last Login - Mon Jul 25 09:38:31 1ST 2011 ¥Y PANKA) KUMAR KHETWAL Signout
S st snsa

CFil(‘ wlectronic file system

. > | Dashbaard
¥ Recel ]
Lo Email Inbox
» Scan 8 Diarise Subject v Sent By * Sent Date * Sender Email
» Browse 8 Diarise Resigning from the post of Programm #  samir kumar 02-06-2011 mikumanm@gmei cm
API Dacument for SMS Integration in @ sumit patni sumitpatni nic@gmail com

¥ Inbox [Programmer-dethi] ICT News Clips H # Rajn mjnmenicin

» Created |a, Systems to be moved to the new 8 Kepil Kapilks@ne in

b Sent

¥ Acknowledgement

¥ Files ®

¥ Dispatch C)

Y DSC ] I [
¥ Reports ]

* MigrateFile (=)

Y User Setting (=

Number g

1>

wered by National Informatics Centre Site Is best viewed n 1024x768 pixels resolution

Fig.eFile. 79

e Click the Email Diarisation link and then click the moved receipt from the NIC eMail Section to diarise it
(Fig.eFile.79).

As aresult, Diarisation page appears, as shown in Fig.eFile.80
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q
Last Login + Mon Jul 25 09.38:31 15T 2011 Y PANKAI KUMAR KHETWAL Signout

| Help

N =) 5991/6064-2pdf | Email_Content i | Dashboard
Recelpts =
Creata Recoipt
¥ Scan & Diaris
Scan & Diarise Yo k-nozr'/"/"l--;“'-f, SRS Inward
¥ Browse B Diarise s o L Manbreluya Correspondence
Tt 25 & d=tniatrabive feforss
» Emall Diarisation i e A sunix 3udhiar ViDh D) Delivery
< il 5 SN Made® Email 3| language | English M|
» [nbox 1 Hou D=111-110001, dateds 02/09/201)
» Created A8 s Type Letter 2| Letter Dote -
il )
» Sent the b ; Lay, Jugtice & Compiny affulvs
On tringfor {r N, HOLEFEY v’ Apttun, a quenl-periae Received D T ate [02/09/2011
» Adknowledgement &‘:“"1 A aax thate o Nl 03 ue Investd sizor in the ectved Dot [G/G372011 1) D Doe ol
chnowled FAant 564 Latiesl analotin 4 us 2N
Dapart~ witsh Oes
Vil @ :R,"m--« wing) 4 flo will Number vie
. - :.f::;,ld”.‘.u 1on fAr A po veurs :uw»\m.‘)u ¢ |\L'\‘:n: ko (O™
I ot & Mher to x
Bhe digeretinn »f this At "
» Dispateh ] §8 cpnot s \ |‘- il ‘(",",, < 0 Oiaa) =B, 111/60 Flle Number
inln *{nynee (Dend ot
doted 4,5.19%1 an crended Lioad
Ypsc 1) . Invantdpator an deputatisn banis Sender
2, The ay ~f fhri Rim Rabtan un Inventipe
@ 45 ficel -na nndor:- Detalls
 Reports ) 816/
I v in the eesle nf . Name* KAPIL KUMAR SHARM| e-Mail | kapilks@nic |
¥ MigrateFile =) I 108 of) grade HeYs Address 1% [D-12 Address 2 | Loahi Ao
i Deptiter 1onl «V1ouance 7 i
VUser Setting & with offoct dupnets? Country | INDIA s Pcade [11000

1,6.1901,
Dute of pext ! <

M 9618026015
[Sroiowsy . N state DELHI 3 Modle

Number v A Minisry | Choose One  »|  Telephane [ 2430567

aes Becrati v e ho Covt. of ndda Department | Choose One  »|

Telos 310605

Dianetnsion Subject
1, Pay & accounts Crficc= snslis, iew Dertil, Mot
Gunh 9 s vAth o¥e o Ahatw Ouke
' By B 3 Canouny Affaics isn reforence to tueir O Main Choose One
, I i Category*
Sub r
Choose One
Category b -J
Re: Systems to be moved to the new location/S/W stack
— - - — — | Subject*

Genente Recelpt

Fig.eFile. 80

« Diarise moved Receipt and click the Generate Receipt (L2752 =" |\ hutton (Fig.eFile.80).

As aresult, Sent to Page appears as shown in Fig.eFile.81.
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[ View | Mark As | Create Part |

i "nter " S it St "Dty A
i PR trinming HGHOREN STHGH 1020338

i E BT (s Sama 13 GEETA SHARMA Y00

i P AUDIZGIAE Fle 7673 GEETA SHARMA 1307/ 03115 : f

I B ALIISAIME Haryana Roatae GEETA SHARMA 1y07/1202:15 . f

[ E g0 fledass DINESH CHADRA LOAN] 107}12 03:08

i BB fest DIIESH CHANDRA LOHAN! 1307/ 03:08

i PoguaRE fest RAMESH KUMAR Y02 1053

I PODABIRAT i RAMESH KUMAR 10121053

I PoonMuE ul batk RAMESH KUMAR Y0712 10:53

[ E oy Sandy Test 2 HGHOREN STHGH HIH N . f I
i Eoomuni st HGHOHEN STiGH 102 5L . A

i PoonMuRE ul batk DINESH CHANDRA LORAN] 10m

I E O Pandtj DINESH CHADRA LORAN] 1o

[ PoChonon fest DINESH CHANDRA LOHANI 107/12 0243 1)z 1200 i
LEGEND I OutTody I Vostimmediste 1 Immediste Ordinery

Fig.eFile. 81

Created:

Created option contains a list of all the receipts that has been diarised by the user but not being
marked/sent. User can view all the created receipts, by clicking on ‘Created’ link under the Receipts
section. As a result the, Create Receipts screen appears, as shown in Fig.eFile.82:

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

eFile electronic file system | Help | Dashboard

Data Range 17/12/2011 Ta 17/02/2012

Recaipt = | Forvrd | Put in a File | View ' Copy | Dispatch | Hierarchical View | wy Receipts E
+ Browse B Diarise

+ physical D ¥ Receipt No. v Subject ¥ Subject Category ¥ Created On T

4 Electronic 0 E sizozoiz/ce ﬁ Training of IAS Deparmental Security... 17/02/12 05:02 X
b Inbox
b Sent
b Closed
b Acknowledgement
} Recycle Bin
Files [#
Migrate File [#
Officer Dispatch [+
DND Dispatch [#
DSC [+
Report o]
Settings [+

LEGEND B OutToday B Most Immediate B Immediate Ordinary
Fig.eFile. 82

There are 5 links provided under Created Section of receipt:
a) Forward: User can use this option to forward the receipt to the intended recipient.

b) Put in aFile: User can use this option to attach the generated receipt under the concerned file.

To attach a Receipt/s under a file, user has to perform following steps:

e Select receipt/s from the Created section which needs to be merge under a file, and click the ‘Put in a File’
link, as shown in Fig.eFile.83:
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Forvard |Put in a File | View ' Copy | Dispatch | Hierarchical View | vy peceipts E ‘
[ + Receipt o, v Subject v Subject Category ¥ Created On v
E 8i30/2012/CC ﬁ Training of IAS Deparmental Security.., 17/02/12 03:02 X
Fig.eFile. 83

e Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.84:

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

Search File For Attach

Search

File Number Subject
S-11011/11/17/2011-ADM Functional to attend...
S:;L1011,/11/15/20”1:1-ADM To a”(;tend the worl-csh?tl .....

............ S :“11011/11/14,-"2011—ADM Functional test
S/ 1,/2011-AIE)M test
E"y.:11011,/11,-’13,-’20 :I:1-ADM t-,rest'i.ng '''''''''
S-11011/11/12/2011-ADM For testing the at t...
S-11014/11/1/2011-ADM test
S-12011/1/2011-ADM medical bill file

K< I >>»

Fig.eFile. 84

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.85:
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Search File For Attach
Search

File Number Subject
|O P 5-12012/1/2011-ADM N Test DESC
O P  5-11012/12/4/2011-DM ¥ TEst BDFs
(O P  5-12011/4/2011-DM Test DESC
O E §-11011/11/17/2011-ADM Functional to attend...
O E  5-11011/11/15/2011-ADM To attend the vorksh...
O E  5-11011/11/14/2011-ADM Functional test
O E  s/1/2011-ADM test
O E  5-11011/11/13/2011-ADM tyesting
O E  5-11011/11/12/2011-ADM For testing the at t...
O E  5-11014/11/1/2011-ADM test
™ or M oanAdslainnge AR ORI [I0UN of St [ 07 %

< i8]
Fig.eFile. 85

Click the Attach ) button (Fig.eFile.85), as a result the receipt gets attached to the selected file.
¢) View: User can use this option to list the receipts depending upon its current state. i.e. (Physical, Electronic, All)
To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.86:

Physical

Electronic

Al

Fig.eFile. 86

i.  Physical-Click the Physical from the dropdown menu to view the Physical nature receipts,
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as shown in Fig.eFile.87:

Physical

Electronic

Al

Fig.eFile. 87

ii.  Electronic-Click the Electronic from the dropdown menu to view the Electronic nature
receipts, as shown in Fig.eFile.88:

Physical

Electronic

Al

Fig.eFile. 88

iii. ALL-Click the ALL from the dropdown menu to view the all the receipts altogether, as
shown in Fig.eFile.89:

Physical

Electronic

Al

Fig.eFile. 89

d) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

e) Dispatch: User can use this option to Dispatch a receipt.

If user wants to dispatch areceipt from the Created section then the receipt will first move to inbox of
that user and then from there it can be dispatched.
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For Dispatch Process refer to the Receipt Inbox.
There are 10 links provided when opening up a Created receipt: (Physical and Electronic)
a) Send To Draft: User can use this option if wants to work on the created receipt later on.

b) Movement: User can use this option to track the Movements’ of the receipt which automatically gets updated
as Receipt moves further.

c) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.90:

Send To Draft | Mavements \\ Edit | Forward | Putin aFile | Copy | Dispatch | Attach File | Attach Receipt |

Receipt No ¢ 9495,’2012/“:
Subject : Training to the 1AS ...
From : ravi verma
Designation

Address DOPT

Main Category ! Training related matters
Sub Categary

Sent Date :

Opening Date ¢

Letter Reference No :

Letter Date :

—
| Dispatch History

Dispatch Number. ¥ Subject  Dispatch Date ¥ Sent Through  Dispatch Mode

| Referenced Files
 File Number ¥ Subject v Attached by
E A-11011/128/2012-LF fdsafsdf ALKA A KULKARNI X
Referenced Receipts
~ Receipt No. ~ Subject ~ Attached by v
P SSQJ;‘ZMZFLF asd ALKA A KULKARNI x
Fig.eFile. 90

d) Edit: User can use this option to edit the Metadata fields of the Receipt.

Click the Edit link , as a result the Metadata fields get active.

Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

After making required changes in Metadata fields, click the Save button to save Metadata.

e) Forward: User can use this option to forward the created receipt to the intended recipient.
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f) Putin aFile: User can use this option to attach the created receipt under the concerned file.

To attach or put a Receipt/s in afile, user has to perform following steps:

Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.91:

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

Search File For Attach

Search

File Number Subject
(OE S-11011/11/17/2011-ADM Functional to attend...
O E S-11011/11/15/2011-ADM To attend the worksh...
(OE S-11011/11/14/2011-ADM Functional test
OE sS/1/2011-ADM test
OE .S-11011/'11.-’13,-’2011-ADM tyesting
OE S-11011/11/12/2011-ADM For testing the at t...
(OE S-11014/11/1/2011-ADM test
(OE S-12011/1/2011-ADM medical bill file

K< 1 >»

Fig.eFile. 91

o Select afile in which the created receipt needs to be attached, as shown in Fig.eFile.92:

Copyright © NIC, 2012




Office

A& DIGTTAL 'WORE PLACE SOLUTION

Search File For Attach
Search
File Number Subject
IO P 5-12012/1/2011-ADM N Test DESC
O P  5-11012/12/4/2011-DM ; TEst BDFs
O P  5-12011/4/2011-DM Test DESC
O E S-11011/11/17/2011-ADM Functional to attend...
OE §-11011/11/15/2011-ADM To attend the worksh...
(O E  5-11011/11/14/2011-ADM Functional test
OE S/1/2011-ADM test
OE 5-11011/11/13/2011-ADM tyesting
O E  s-11011/11/12/2011-ADM For testing the at t...
(O E  S-11014/11/1/2011-ADM test
™ r M~ amAcslelnndge AR B LT LI SH L B <1
«:< [z »
Attach

Fig.eFile. 92

Click the Attach ) button (Fig.eFile.88), as a result the created receipt gets attached to the selected
file.

g) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt no. will be allocated to the copied receipt.

h) Dispatch: Refer to Dispatch option in Receipt Inbox.
i) Attach File: User can use this option to attach the receipt with the File.

To attach a receipt with afile, user has to perform the following steps:

Click the Attach File() link, as a result list of files will appear, as shown in Fig.eFile.93:
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The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.

2012|E| Search

|:| * File Number * Subject

D B FL-00456 FL-00456

& P F-13011/1/2012-CC this is my file

(& E confusion confusion

E E pull-check-velume(1) pull-check

L]
| Attach File |
Fig.eFile. 93

o Select a file in which the receipt needs to be attached and click the Attach File ( button
(Fig.eFile.93), as shown in Fig.eFile.94:
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20125 Search

|:| ¥ File Number * Subject

||] P FL-00456 FL-00456
=] P F-13011/1/2012-CC this iz my file
= E confusion confusion

E E pull-check-volume(1) pull-check

Attach File

Fig.eFile. 94

As a result the attached file reflects under ‘Referenced Files’ section of that Receipt, as shown in
Fig.eFile.95:
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Receipt Mumber . B131/2012/CC
File Ma.
Subject . dsfd
From . dsfd
Sent Date : 2012-02-17 17:09:26.385
Sent By = Sant On ~ Sent To  Actior™ Remarks"

ALOK PANDEY 17/02/12 ALOK PANDEY -

| Dispatch History

Dispatch ; Dispatch Sent Dispatch

Number. ¥ Subjectr Ciate 'Thrnuqh - Mode -
Referenced Files
= File Number ~ Subject = attached by -

P FL-004565 FL-00456 ALOK PANDEY -~

E D-25014/3/2012-CC PMOO01 ALOK PAMNDEY ~

P F-12011f1/2012-CC this is my file ALCK PANMDEY >~

Fig.eFile. 95

j) Attach Receipt: User can use this option to attach the working receipt/document with the other
receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user opens the receipt
from Receipt Inbox/Created.

Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

Also, the receipt attached with other receipts can be send to only one user at atime.

For process of Attaching Receipts refer to “Attach Receipts option under Receipt Inbox”.

Quick Actions: - There are one useful link given under Created Section of receipt:

R/

s Delete ()- Deletes the selected receipts, as a result deleted receipt moves to Recycle Bin
section of Receipts.

Sent:

Sent option contains a list of all the receipts that are sent as an outward correspondence.
User can view all the sent receipts, by clicking the Sent link under the Receipts section. As a
result the, Sent Receipts screen appears as shown in Fig.eFile.96:
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E'Fjle electronic file system

Data Range 17/12/2011 To 17/02/2012

D

| Help | Dashboard

There are 4 links provided under Sent Section of receipt:

a)

b)

Receipt 5] ‘ Forvard | Mark As | View ' Copy |
b Browse & Diarise
+ Bhysical il + Receipt No. - Subject v Sender v 3Zentts ¥ Sent On ¥ Due On L
+ Electronic & E siagpotzice 4 =df def ALOK PANDEY 17/02/12 05:33
b Inbox B » esepoec 4 121 2 ALOK PANDEY /02120524 - 0
b Created & E stogpotaicc 4 Hi 2 ALOK PANDEY 17/02/12 05:01
D E 8126/2012/CC ﬁ 121 21 ALOK PANDEY 17/02/12 04:58
b Closed ] B 5125.-'2012.-'(3(3. ﬁ 11 1 ALKA A KULKARNI 17/02/12 04:53
¥ Acknowledgement D E 8i23(1}/2012/CC ﬁ acr related ram mohan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00
b Recycle Bin ] E siz3potzicc 4 acr related ram mohan  BIKRAM SINGH 17/02/12 01016 17/02/12 12:00 Y
= = D E 8i22(1}/2012/CC ﬁ acr related ram mohan  BIKRAM SINGH 17/02/12 01:09 17/02/12 12:00 'D
- - e D E 8i22(1}/2012/CC & acr related ram mohan  BIKRAM SINGH 17/02/12 01:09 17/02/12 12:00
Migrate File [
- D E 3122/2012/CC & acrrelated ram mohan  ALKA A KULKARNI 17/02/12 01:09 17/02/12 12:00 *D
Officer Dispatch  [+]
D E 8117/2012/CC ﬁ sda dssd GARIMA YADAY 17/02/12 12:54 -
DND Dispatch [# ) .
== = B n e sugpoizcs sdds ads AJAYKUMARDHIMAN 170212 12:54 -
D5C 2] | P 8119/2012/CC training of the Empl.,  Raj Kanwar ALKA A KULKARNI 17/02/1212:51  24/02/12 12:00
Report [+
Settings ]
LEGEND B OutToday B Most Immediate B Immediate Ordinary
Fig.eFile. 96

Forward: User can use this option to forward the receipt to the intended recipient.

follow up action and specifying time to receive follow up on any corresponding receipt.

To create a new follow up on areceipt user has to perform the following steps:

Mark As: User can use this option to create a New Follow Up which keeps a track of a receipt, by alert mode,

Select the receipt on which follow up need to be created and click the New Follow Up option under ‘Mark As’
Link, as shown in Fig.eFile.97:
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Forward | Mark As | View ' Copy |

New Followup .
& i Subject + Sender v Sentto + Sent On + Due On -
Remove Follotmp |
0 T 7 sdf dsf ALOK PANDEY 17/02/12 05:32 -
0 E 8126/2012/CC & 121 21 ALOK PANDEY 17/02/12 05:24 - E
D E 8128/2012/CC é Hi 21 ALOK PANDEY i7/02/12 05:01 -
D E 8126/2012/CC éj 121 21 ALOK PANDEY 17/02/12 04:58 -
] P sizszoizccll & 11 11 ALKA A KULKARNI 17/02/12 04:53 -
[l E giz23(1)/20i2/cc ﬁ acr related ram mohan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00
[l E 8123/2012/CC (} acr related ram mohan  BIKRAM SINGH 17/02/12 01:16  17/02/12 12:00 <N
E 8122(1}/2012/CC gﬁ’ acrrelated ram mohan BIKRAM SINGH 17/02/12 01:09  17/02/12 12:00 4N
= Esipaislnnince 8 errebabad st her— B -E I 43ianiingiag  s2mosio ioon
= e s e e
|:| E 8122/2012/CC é acr related ram mohan  ALKA A KULKARNI 17/02/12 01:09 17/02/12 12:00 "D
D E 8117/2012/CC éj sda dssd GARIMA YADAY 17/02/12 12:54 -
D P 8118/2012/CC sdds sds AJAY KUMAR DHIMAN 17/02/12 12:54 -
0o P 8i19/2012/CC training of the Empl...  Raj Kanwar ALKA A KULKARNI 17/02/12 12:51  24/02/12 12:00
LEGEND B OutToday B Most Immediate B Immediate Ordinary
Fig.eFile. 97
As a result Follow up screen will appear as shown in Fig.eFile.98:
Followup
Followup Sewerity
] Urgent
@ normal
Enter a Follow Up action :
) Email
Alert Mode ’_:. SMS
4 Both
'@: MNone
When to Follow Up 16/02/2012 5 : 5T PM [+ |57
Sawve || Cancel
|

Fig.eFile. 98

e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.99:
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Followup

Followup Sewverity

'ét Urgent

" Normal

13

Enter a Follow Up action Forward the Receipt

) Email

L S
@ poth

Alert Mode

Y None

Whan to Follow Up 29/04/2012 5 : 57 PM [+ 521

Sawve | | Cancel

Fig.eFile. 99

Click the Save button (Fig.eFile.99) as a result follow up will be created.

c) View: User can use this option to list the Files depending upon its current state. i.e. (Physical, Electronic,
Followed Up, All)

To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.100:

Phys=ical

Electronic

Followed Up

All

Fig.eFile. 100

i.  Physical- Click the Physical from the dropdown menu to view Physical Receipts as shown in
Fig.eFile.101:
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Fhys=ical

Electronic
Followed Up
All

Fig.eFile. 101

Electronic-Click the Electronic from the dropdown menu to view read Receipts as shown in
Fig.eFile.102:

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 102

ii. Followed Up-Click the Followed Up from the dropdown menu to view the Receipts on which the
user has marked a follow up, as shown in Fig.eFile.103:

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 103

iii.  ALL-Click the ALL from the dropdown menu to view all the Receipts altogether, as shown in
Fig.eFile.104:

Phy=ical
Electronic

Followed Up

All

Fig.eFile. 104

d) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Physical-without attachment)

a) Movement: User can use this option to track the ‘Details & Movement’ of the receipt which automatically gets
updated as Receipt moves further.
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b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.105:

Movements | Detail | Capy |

Recaipt flo 9521/2012/L18
Subject 1 Ramesh 012

From : Ramesh 012
Designation !

Address : Ramesh 012

Main Categary : AlIRTE matters

Sub Category !

Sent Date ¢ 13/06/12 03:16
Opening Date | 13/06/12 01:54
Latter Refarance o ¢

Letter Date :

—
‘ Dispatch History

Dispatch Number. ¥ Subject  Dispatch Date * Sent Through  Dispatch Mode v

1/548/2012 Ramesh 012 13/6/12 1:59 M BROF(HINDI) | (5ek)

| —— |
“ Referanced Files

 file Number ¥ Subject ¥ ptached by v
‘ Referenced Receipts
 Regzint o, v Subject ¥ fitached by v
Fig.eFile. 105

e) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Physical-with attachment)

a) Movement: User can use this option to track the ‘Details & Movement’ of the receipt which automatically gets
updated as Receipt moves further.

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.106:
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Movements Copy |

Receipt No ¢ 9521/'2012![[9
Subject : Ramesh 012

From ¢ Ramesh 012
Designation !

Address ; Ramesh 012

Main Category : AlIRTI matters

Sub Category :

Sent Date : 13/06/12 03:16
Opening Date : 13/08/12 01:54
Letter Reference lio :

Letter Date !

—
" Dispatch Histary

Dispatch Number. * Subject  Digpatch Date  Sent Through  Dispatch Mode )
1/648/2012 Ramesh 012 13/6/12 1:53 P PROF(HINDT) | (5elf)
—
" Referenced Files
 File Number  Subject v pttached by v
Referenced Receipts
 Receipt No.  Subjedt  Atached by v
Fig.eFile. 106

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

There are 3 links provided when opening up a Sent receipt: (Electronic)

a) Movements: User can use this option to track the ‘Movement’ of the receipt which automatically gets updated
as Receipt moves further.

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.107:
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| ‘ Muvements\ Copy |
p+

I Reitlo: 10683/2012/LF
} Brovze & Dizrize Subject : tast
+ Physical From ram prakash
+ Electronic Designation : n/wengg
) Inboe (1) Address ¢ jaipur
Deparmental Security Instructions including Access
+ 2day Testing Main Category : Control System
+Shyam Sub Category :
+Today Receipt Sent Date : 17/09/12 11:24

| Opening Date 1 17/09/12 11:23
} Email Diarization
Letter Reference

} Created lio:
I Letter Date :
} Clozed L
Dispatch History
} Acknovizdgement ‘ )
} Recyele Bin Dispatch Number.¥ Subject Dispatch Dater Sent Through Dispatch Mode”
Files [
Migrate File [ ‘/ Referenced Files
Dispatch ] ¥ File Number voubiet ¥ Attached by v
DSC =
Reports 3 " Referenced Receipts
Settings 2] v v v v v
Receipt No. Subject Attached by Attached Date

" Datach Receipts

*ReceiptNo. v Subject ~Defachedby  vDetachedDate ¥

Fig.eFile. 107

c) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button a new
Receipt number will be allocated to the copied receipt.

Closed
Closed option contains a list of all the receipts that are marked as closed as shown in Fig.eFile.108:

Re-open |
[ Receipt No. * File No. * Subject * Closed On * Closing Remarks T
D 8i117/2012/CC sda 17/02/12 01:02 5

Fig.eFile. 108
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User can re-open the closed receipt anytime by clicking the Re-Open option.

To Re-open any Receipt (Physical or Electronic), user has to perform following steps:

o Select the Closed receipt which needs to be Re-Open and click the Re-open option available, as shown in
Fig.eFile.109:

[T~ Receipt Ha. * File Ha. ¥ Subject ¥ Closed On * Closing Remarks B
D 8126/2012/CC 121 17/02/12 08:03 5
Y stam0ialcc off 17/02/12 06:03 d
L 8117/2012/CC 502 17/02/12 01:02 5
Fig.eFile. 109

As a result, confirm message to re-open the receipt will appear, as shown in Fig.eFile.110:

Alert

@ Are you sure you want to re-open this receipt?

s

Remarks * b

E oK i | Cancel

Fig.eFile. 110

o Enter the remarks and click the ‘OK’ button (Fig.eFile.110) to finally Re-open the closed receipt and so the
receipt moves to the Receipt Inbox of the user.
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Acknowledgement:

Acknowledgement option contains all the receipts that are diarized by the user for which an acknowledgement

can be generated, as shown in Fig.eFile.111:

| ByPost |
| Recaipt No. * Subject * Subject Cateqory
O B135/2012/CC dsf Creatien and Continu..,
& B134/2012/CC sdf Deparmental Security...
D gi3if2oiz/cC dsfd ACP and other relate..,
| Bi28/2012/CC Hi Computer Security
| B126/2012/CC 121 Computer Security
D gizs/20i2/cC i1 Canduct Rules, Intim..,
D gizafoiz/cc acr related ACR related matters
D gizzjaoiz/cc acr related ACR related matters
D giig/2oi2/cC training of the Empl.., Conduct Rules, Intim..,
| B118/2012/CC sdds Court Cases
| B117/2012/CC sda AMC & Demand

Fig.eFile. 111
There is 1 link provided under Acknowledgement Section of receipt:

a) ByPost: This link helps the user to generate an acknowledgment for the selected receipt

To generate an acknowledgement user has to perform the following steps:

e Select the receipt for which the acknowledgement is to be generated and click the ByPost () link, as shown in
Fig.eFile.112:
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Bypu@|
eceipt No. * Subject ~ Subject Category v
8135/2012/CC dsf Creation and Continu..,
8134/2012/CC sdf Deparmental Security...
8131/2012/CC dsfd ACP and other relate..,
8128/2012/CC Hi Computer Security
T AN Pl ToT TompULEr SECUNTy
D 8125/2012/CC i1 Conduct Rules, Intim..,
O 8123/2012/CC acrrelated ACR related matters
O 8122/2012/CC acr related ACR related matters
[ g113/2012/CC training of the Empl... Canduct Rules, Intim...
[l 8118/2012/CC sdds Court Cases
O 8117/2012/CC sda AMC & Demand
Fig.eFile. 112

As a result, File Download dialog box appears, as shown in Fig.eFile.113:

Do you want to open or save 1348208712028.pdf (1.21 KB) from 10.248.80.147 Open Save |7 Cancel

Fig.eFile. 113

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report.

To save the acknowledgement click the Save button (Fig.eFile.113).

As a result, the Acknowledgement is saved at the specified location in Pdf format. Now, Now user can open it
and make necessary amendment and can revert back as acknowledgement.

Recycle Bin:

Recycle Bin option contains list of all the receipts which are deleted from the “Created” section of receipts.

There are 2 links provided under Recycle Bin Section of receipt:

a) Delete ): Permanently deletes the selected Receipt.
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b) Restore : The receipts which are deleted from the Created section are restored back.

Files

Receipts |
} Brovez & Diatse " Recent o ¥ St ¥ Subjeet Category v

APyl P 10388/ 2012/LF 3 Creation and Continu..

+Elechonic
 Inbex [27)
+ 28y Testing
+Today Receipt
y Email Dizrisation
} Crested
b Sent
b Closed

} Acknavledgement

ilégfcie_ﬁiﬁ

Fig.eFile. 114

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

Files

There are various links available under Files section which is mentioned below:

1.

2.

9.

Inbox
Created
Parked
Closed

Sent

Physical File
Electronic File
Create Part

Create Volume

10. Recycle Bin

Let’s have an introduction about these Links one by one:
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Inbox:

Inbox link contains the list of all the eFiles that are received/ marked by any other eOffice user, as
shown in Fig.eFile.115:

| Date Range : 03/09/2012 To 18/09/2012
Setiet 0] | Receive | Reply | Forward | View | Move To | Mark As | More Action | Create Volume | Hierarchical View |y, Files E ‘
=]
0  Number ¥ Subject ¥ Sender ¥ Sent on ¥ Due On v Read On v Quick Action
D E  A-11011/272/2012-CC sadasd JAGMOHAN SINGH 03/09/12 04:16 - 04/09/12 09:02 5 ") (‘
} Crasted D E  A-11011/273/2012-CC dafdsf JAGMOHAN SINGH 03/09/12 04:10 - 14/09/12 11:38 5 ") (‘
+ Drafts B B A11011/274/2012-CC dgsdig BLOK PANDEY 03/03/12 04:10 - 14/09/12 11:31 BEse
+ Completed B P B/255/2012-LF Gs Sharma Created GEETA SHARMA 03/09/1202:45 - 03/09/1203:45 Boe
) Parked 3] E B/258/2012-1F asd GEETA SHARMA 03/09/1203:45 - - Boe
} Closad B E A14011/3/2010-LF wrdwerwrwr GEETA SHARMA 03/00/12 02:45 - - Bse
b Sent
b Physical File
Craate New{Non
5F5)
+ Craate New{5F5)
b Electranic File
Craate New{Non
sFs)
+ Craate New{5F5)
} Create Part
b Create Volume
} Recycle Bin LEGEND [ | Out Today [ ] Mast Immediate [ | Immediate Ordinary
Migrate File [+
Dispatch ]
DSC [+
Reports [+
Settings [+

Fig.eFile. 115

User has to click the File number to view the File. As a result, the user can view the content of File
along with the details. The convention E and P is used to discriminate between Electronic and
physical File respectively.

There are 8 links provided under Inbox Section of Files:
Receive:
Helps the user to receive the Physical file.

To receive a Physical file user has to perform following steps:

¢ Select a file from the Inbox which has to be received, as shown in Fig.eFile.116:
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{ReceivelReva\Furward | View | Move To | Mark As | More Action | Create Valume | Merge | Hierarchial View |y ies B W
0  Humber * Subiect * Sender v Senton *DueOn v ReadOn v QuickAdion i«
0 B ALI0I/M41/01F fsdgfdy DINESH CHAIDRA LOHAT 19/06/12 02146 . 18/05/12 02:51 Bye

0w P E-13011/5/2012-D05(AK phydiytesting ALOK KUMAR 18/06/12 03:46 - 18/05/12 04:02 Bse

0 R | Fsfdstds dsfdsd JAGHOHAN SINGH 14/06/12 02:00 - 14/05/12 02:00 Ese

i P ELZY203-0RT RORRIRRRRRRRR ALKA A KULKARNI 14j0/12 11212 . WJ08/12 1113 BHe

0 P L0 fest ALKA A KULKARI 14/06/12 11312 . 14J08/12 11113 Bye E
0n PC0i-c high jump ALKA A KULKARNI 14/08/12 11:12 - 14/0/12 11:13 Bse

0 P TESTREPLVLING TestReplylnk2 ALK A KULKERII 14/06/12 11:12 - 14/0/12 11513 Bse

[ P IESTREPLYLING TestReplylink ALKA A KULKARII 14/06/12 11:12 . 14/0/12 11:13 B4e

0 P CE-CE fest ALKA & KULKARNT 14/08/12 11:12 . /0612 1113 Bo¢

0 P ALKATESTDISPATCH Alka Test Dispatch ALKA A KULKARNI 14/08/12 11:12 - 14/0/12 11:13 Bse i
0 P ELI0I/32012F whjuhb ALK A KULKERII 14/08/12 11:11 - 14/0/12 11513 Bse

i P ELYE12CC test ALKA & KULKERNI 14/08/12 11:11 . 14/0/12 11:13 B4e

[ P C-12012/2/2013-PRT oot ALEA A KULKARNI 14/08/12 11:11 . 14/05/12 11513 Bo¢

0 P 8/143/2012-EAC-Volume(2 s ALKA A KULKARI 14/08/12 11:11 . 14J08/12 11113 Bye "
LEGEND [ ] Out Today [ ] Most Immediate [ | Immediate Ordinary

Fig.eFile. 116

Click the Receive link, as a result the alert message comes to confirm the receiving action of file, as
shown in Fig.eFile.117:

Receive File Confirmation

Are you sure you want to receive this
File ?

‘ Cancel ‘

Fig.eFile. 117

e Click the OK button (Fig.eFile.117), as a result the file gets received and then it can be opened as the
file link gets activated, as shown in Fig.eFile.118:
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e@ffice Last Login : Fri, 17 Feb 2012 02:18 PM @ ALKA A KULKARNI Signout

& G MCARRALL Bk TiOn

Data Range 17/12/2011 To 17/02/2012

Receipt ) | Recaive | Forward | View | Move To | Mark As | More Action | Create Volume |

Files =

+ Inbox ~ Number ~ Subject ~ Sender - Last Seen By~ Sent on ~ Due On~ Read On ~  Quick Action ¥

» Created P 1-15012/1/2012-CC  Training in DOPT. ALOK PANDEY ALOK PANDEY 17/02/12 02:40 - 17/02/12 02:54 G .') C‘ |
» Drafts E check-up-files check-up-files  ALOK PANDEY ALOK PANDEY 17/02/12 01:16 - 17/02/12 01:16 B nc
» Completed E pull-check-Part(1]  pull-check ALOK PANDEY ALOK PANDEY 17/02/12 01:14 - 17/02/12 01:14 B ¢

b Parked E pull-check pull-check ALOK PANDEY ALOK PANDEY 17/02/12 12:57 - 17/02/12 12:57 B 49c¢

» Closed

» Sent

b Physical File

-» Create New(Non 5F5)
-+ Creale New(SFS)
Electronic File

» Create New(Non 5F5)
-+ Create New(SFS)

Create Part

Create Volume

» Recycle Bin

» Meta Manager

Migrate File (+)

Dispatch Officer (%] LEGEND B Out Today B Most Immediate B Immediate Ordinary
DAK Dispatch *

DsSC (+)

Report (*)

Settings [+)

Fig.eFile. 118
Reply:
Helps the user to reply to the sender of the file.

e Tosend areply on file user has to perform the following steps:

e Select a file from the Inbox for which reply has to be send, as shown in Fig.eFile.119:
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“mmhwWWMWMWWWWMWMMMWWWWMWH Hierarhical View s E]
1] * Number v Subiect  Sender *Seton *Dieln  Resdn v QideAdon  *
i E ALY fedyfdy DINESH CHANDRA LOKANL 1905/12 1246 . 19/08/12 02551 Bye

0k P B-L30LY/5/2013-D05(AK shydiesting ALOK KUMAR 18/06/12 0345 . 18/08/12 04:02 Bhe

i E iy B bt g AGHOHAN SINGH 14/06/12 02:00 . 14]06/12 020 Bye

i P ELUYLBRT COPRBPRRRRRTP ALKA A ULKARIT 106/12 112 . 108/12 11:13 Bhe

f P AL0SO0AE st ALKA A ULKARIT 106/12 112 . 108/12 11:13 Bye :
0n P BT bigh jump ALKA A KULKARN 105/12 11112 . 105/12 11:13 BHe

i P IBMRELILIN TestRenlyink? ALKA A KULKARN 105/12 11112 . 105/12 11:13 BHe

i P ISTRELILIK TestReplylink ALKA A KULKARN 105/12 11112 . 105/12 11:13 BHe

i POy st ALKA A KULKARN 105/12 11112 . 105/12 11:13 BHe

i D ALKATESTDISPATCH Al Test Dispatch ALKA A KULKARN 105/12 11112 . 105/12 11:13 BHe |
i P ELI0ISR0IRF ichtj ALKA A KULKARN 05/12 11111 . 105/12 11:13 BHe

i P ELIERCE st ALKA A KULKARN 05/12 11111 . 105/12 11:13 BHe

i P CA0H0RT ot ALKA A KULKARN 05/12 11111 . 105/12 11:13 BHe

i P8/ Volumel2) - ALKA A KULKARN 08/12 11111 . 08/12 11113 By L
LEGEND I OutTodsy 1 Most Immediate 1 Immediate Ordinary

Fig.eFile. 119

e Click the Reply link, as a result the recipient gets automatically selected from the send to list, as
shown in Fig.eFile.120:

| Send

File Number : A/5/2012-]JS(AR)

Subject : Description

To Prabhas Kumar Jha--JS(AR)--ARC
Set Due Date E

Action Forward D

Priority Ordinary D

Total 1000 |
1000 character left

Remarks

Fig.eFile. 120
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Sign and Send

Sign and Send process is having slight differentiation from normal sending of the Files. In this case, user will digitally

sign the file and then send it.

Let us discuss in detail how to implemet Sign and Send process.

e Enter the input required details to which file to be sent on as shown in Fig.eFile.121:

|’ Send
File Number : A-12012/1/2012-LIB-LESNAA
Subject : Sign & Send
To RAMESH KUMAR--SLIO{RK)--LIBRARY
Set Due Date @
Action Forward lz‘
Priarity Ordinary lz‘
Total 1000 |
587 characters left
Sign and Send o
Remarks
I:l Send as sticky note
| Sign and Send || Send
Fig.eFile. 121

DSC should have been Plugged in and in Dedected mode then will display Sign and Send button for

the file else only Send button is visible.

e Click on Sign and Send button as shown in Fig.eFile.122:
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File Number :
Subject :

To

Set Due Date
Action

Priority

Remarks

A-12012/1/2012-LIB-LESNAA

Sign & Send

RAMESH KUMAR--SLIO(RK)--LIBRARY

i3]

Forward lz‘
Ordinary |z|
Total 1000 |

1000 character left

D Send as sticky note

Sign and Send |I

Send

Fig.eFile.

122

e Pop windows appears for signing the document and click on Run button as shown in Fig.eFile.123:

File Number : A-12012/1/2012-LIB-LESNAA

‘Warning - Security

F Document Signing In Progress

Subject : Sign & Send
To |RAMESH KUMAR--SLIO(RK)--LIBRARY
Action [Fovera =]
Priority lordinary _ [=]
Total 1000 |
986 characters left
Sign and Send
Remarks

Fe) = ofd e

SignNSend Applet Window

The application's digital signature cannot be verified.
) Do you want to run the application?

Name: org.nic.eoffice. flenoteupload. qui. FileUpload Applet

Publisher: LINKNOWN

m

From: http:/f10.248.80. 14:3080

[T lways frust content from tis publisher,

[ Sign and Send I

—"‘— This application wiill run with unrestricted access which may put

your personal information 2t risk, Run this application only i you More Information...

trust the publisher.

Fig.eFile.

123

e A pop window appears displaying File is signed as shown in Fig.eFile.124:
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e =

Message

@ File Signed and Encrypted Successfully

oK

Fig.eFile. 124

e When received user opens the Inbox and click on the received file is displayed as shown in Fig.eFile.125:

File No: A-12012/1/2012-LIB-LBSNAA
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | |

B Pruia v STEE

Bl Add Green Note | | 51|Add Yellow Note

= nationvide struggle for independencs was lsunched by the Indian National Congress and later joined by

Indian independence movement J°= from the United Kingdom in 1947, after the

TAfo The dominions of Tndia and Pakistan and the princely states all

the Muslim League . The

British provinces were parifioned

zcceded to one of the new states

27/09/2012 11:30 AM RAMESH KUMAR
(SLIO(RK))

L

27/09/2012 6:15 PM RAMESH KUMAR
(SLIO(RK))

Digitally Signed

09/10/2012 2:27 PM RAMESH KUMAR
(SLIO(RK))

o E

10/10/2012 2:07 PM RAMESH KUMAR
(SLI0(RK))

Digitally Signed

Fig.eFile. 125

Red colored box indicates the newly added signature of authority.

¢ Provide the Due date (if required) for the File using the calendar (EZ) link adjacent to the Due Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.126:
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| Send

File Number :  A/5/2012-JS(AR)

Subject : Description
To Prabhas Kumar Jha--JS(AR)--ARC
Set Due Date E
Action Forward
Priority Ordinary D
Total 1000 |

1000 character left

Remarks

Fig.eFile. 126

e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.127:
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Send

File Number :  A/5/2012-JS(AR)

Subject : Description
To Prabhas Kumar Jha--JS(AR)--ARC
Set Due Date | 29/02/2012 7]
Action Forward [:]
Priority Most Immediate
Total 1000 |
994 characters left
URGENT 2
Remarks

Fig.eFile. 127

Click the Send ( button (Fig.eFile.117). As a result, the File is sent to the intended recipient. Then, the user

will be redirected to the Sent Files page, displaying the list of all the sent Files along with the newly sent File, as
shown in Fig.eFile.128:
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" View | Mark As | Create Part |

O " e " bt STy Serton "0y 78
D P Cld320121F frimming JAGMOHAN SINGH 13/07/1203:38

D £ B/240/2012-PRT G Sharma -13 GEETA SHARMA 13/07/1203:28 - |
D P A-L1011/236/2012-L18 Fila 7878 GEETA SHARMA 13/07/12 03:15 - 'D

D B A11011/233/2012-L18 Haryana Roaduzys GEETA SHARMA 13/07/12 03:15 - 'D

D B AL4ER0IEF fle0s33 DINESH CHANDRA LOHANI 13/07/1203:08 - e
D B B237/2012-EAC fest DINESH CHANDRA LOHANI 13/07/12 03:08

D P Ca02012LF test RAMESH KUMAR 13/07/12 10:33

D P D/129/2012-RT i1 RAMESH KUMAR 13/07/1210:33

D P Cl23420121F pull back RAMESH KUMAR 13/07/1210:53

i E A1 Sandy Test 21 JAGHOHAN SINGH 1207712 05:11 . f I
D EoCzmaniiE asdf JAGMOHAN SINGH 12/07/12 03111 - 'D

D P Cl23420121F pull back DINESH CHANDRA LOHANI 12/07/12 05102

D B PANDITI Pandit ji DINESH CHANDRA LOHANI 12/07/12 0257

D P Ca0if2012LF test DINESH CHANDRA LOHANI 12/07/12 02:45 13/07/12 12:00 d
LEGEND [ ] Out Today [ ] Mozt Immediate [ ] [mmediate Ordinary

Fig.eFile.128

User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back (@) link. In case, the recipient has opened the File, then it is not
possible to pull back the File.

Forward:
Helps the user to forward a particular File/s to the recipient.

To Forward a File/s, user has to perform following steps:

e Select File/s from the File Inbox which needs to be forwarded, as shown in Fig.eFile.129:
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‘/ Receive | Reply | Forward | View | Move To | Mark As | Mare Action | Create Volume | Merge | HierrcialVen| g, s B \‘
i  Number v Subiect ¥ Sender ¥ Sent on YDueOn  *ReadOn v Quick Action i

B A-1081/141/2012-1F afsdgfdg DINESH CHANDRA LOHANT 19/06/12 02:46 . 19/08/12 02:51 Bye

B-13011/5/2012-DOS[AK phyciytestng ALK KUMAR 18/06/12 0348 . 18/06/12 04102 By¢

m o .

woanc B st deefd AGHOHAN SINGH 1400612 02:0 - 1400612 0200 Bye

E-12/1/2012-PRT PPRRRRRRRRRER ALKA A KULKARNT 14/06/12 11:12 - 14/0g/12 11213 Bhe

-

LLL]

H103/2013-1F test ALKA A KULKARNI 10§12 1112 . 140812 1113 U *) (‘

Alouenic i

-

g/ni-0e high jump ALKA A KULKARNT 14/06/12 11:12 - 14/06/12 11,43 Bye

N
-

TESTREFLYLINKD TestReplylink? ALKA A KULKARNT 14/06/12 11:12 - H4/06/12 11,43 Bye

-

TESTREPLYLING TestReplylink ALKA A KULKARNT 14/06/12 11:12 . H406/12 11,43 Bye

¢l79/2012-CC test ALKA A KULKARNT 140612 11:12 . 14/08/12 1113 D ") f‘

-

ALKATESTDISPATCH Alka Test Dispatch ALKA A KULKARNI 140612 11:12 . 14/08/12 11:13 D ") f‘

-

BU0L/S20F Wishbi LA A KULKARI 012 1111 . Wog/2 1113 Bye

-

B-11/8/2012-CC est ALKA A KULKARKT 14/06/12 11:11 . 1408/12 11:13 Bye

-

C-12012/2/2012-PRT oot ALKA A KULKARKT 14/06/12 11:11 . 1408/12 11:13 Bye

-

[ i T i i i i i
-

B/143/2012-EAC-Volume[2 555 ALKA A KULKARKT 14/0g/12 11211 . 14/08/12 1113 Bhe

-

LEGEHD [] Out Today 1 Wost Immediate 1 Immediate Ordinary

Fig.eFile. 12729

e Click the Forward link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.130:

I Send
File Number : check-up-files
Subject : check-up-files
To

Set Due Date

72
Action Forward B
Priority Ordinary E]

Total 1000 |
1000 character left

Remarks

‘ Send

Fig.eFile. 1280
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e Either directly enter the name in the “To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient (Fig.eFile.130).

e Provide the Due date (if required) for the File using the calendar (37]) link adjacent to the Due Date text box
(Fig.eFile.130).

e Select the Action which has been taken on the File from the dropdown menu as shown in (Fig.eFile.130).
e Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.130).
o Type the remarks (if required) in the Remarks text box (Fig.eFile.130).

After entering all the Meta data the page appears as shown in Fig.eFile.131.:

| Send

File Number :  check-up-files

Subject : check-up-files
To ALKA A KULKARNI--LI(AAK)--LANGUAGE FACULTY
Set Due Date | 22/02/2012 m
Action Forward ]
Priority Most Immediate ]
Total 1000 |
994 characters left
URGENT
Remarks

Fig.eFile. 1291

e Click the Send button (Fig.eFile.121). As a result, created File is sent to the intended recipient.
Then, the user will be redirected to the Sent Files page, displaying the list of all the sent Files along with the
newly sent File.

View:

Helps the user to list the Files depending upon its current state. i.e. (Unread, Read, Followed Up,
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Physical, Electronic, All)

To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.132:

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 1302

i. Unread- Click the Unread from the dropdown menu to view unread Files as shown in
Fig.eFile.133:

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 1313

Read-Click the Read from the dropdown menu to view read Files as shown in Fig.eFile.134:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 1324

ii. Followed Up-Click the Followed Up from the dropdown menu to view the Files on which the user
has marked a follow up, as shown in Fig.eFile.135:
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Unread

Fead

Followed Up

Physical

Electronic

All

Fig.eFile. 1335

iii. Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in
Fig.eFile.136:

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 1346

iv.  Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.137:

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 13537

v. ALL-Click the ALL from the dropdown menu to view the All receipts altogether, as shown in
Fig.eFile.138:
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Unread

Read

Followed Up

Physical

Electronic

All

Fig.eFile. 13638

Move To:
Helps the user to create New Folders and manage Existing Folders.
To create New Folder or to manage existing ones, user has to perform following steps:

e Select a File from the File Inbox which needs to be moved to new Folder, as shown in
Fig.eFile.139:

{Recewe\Rep\ylFurward | View | Move To | Mark As | Mare Action | Create Volume | Merge | Hierarchical View y es E \‘
il * Numher v Subect v Sender v Senton "DueOn  ReadOn v Quick Adion .
i E AL10U/141/2012 F dfedafd DINESH CHANCRA LOKAN 13/06/12 02:45 . 19/06/12 0255t Bhe
[ P B13011/3/2012-D08IAK shydigtesting ALOK KUMAR 18/05/12 03245 . 18/06/12 04112 Bae
I E wtniy/dgz0n 8 fesfdstds dsfdefsd JAGMORAN SINGH 14/05/12 02:00 - £4/06/12 02:00 gnae
i P ELJU2002T CpRIRPRRERRTE ALKA A KULKARNT 1/08/12 11:12 . 14/06/12 11113 Bae
i P NIS/E st ALKA A KULKARN] 106012 11:12 . 14/06/12 11,13 Bae E
0w P /e bigh jump ALKA A KULKARNT 14/06/12 11:12 . 1406/12 11,13 Bhe
i P IETREPLLING TestRephyLink2 ALKA A KULKARNT 1/06/12 11512 . 1406/12 11113 Bhe
i P TESTREPLYLIK TesRepllink ALKA A KULKARNT 14/06/12 11:12 . 1406/12 11,13 Bhe
i P OTSC st ALKA A KULKARNT /012 112 . 14/06)12 11:13 Bhe
i P AKATESTOISPATCH ik Test Dispatch ALKA A KULKARN] 106012 11:12 . 14/06/12 11,13 Bae 1
i P B0LY/S/0nR by ALKA A KULKARNT 14/06/12 1118 . 1406/12 11,13 Bhe
i P BLBNICC st ALKA A KULKARNT 1106012 11:11 . 14/06/12 11:13 Bhe
i P CLMYYNILIRT 0wt ALKA A KULKARNT 14/06/12 1118 . 1406/12 11,13 Bhe
i P H143/012-BCVumel2 s ALK A HULKARNT 405/12 11111 . 1408/12 11113 Bye I
LEGEND [ ] Out Today [ ] Mast Immediate [ ] Immediate Ordinary

Fig.eFile. 13739
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e Move the cursor on Move To link, a drop down menu will appear with the following options i.e. (My
Folders, Manage folders and Create New folder) as shown in Fig.eFile.140:

My Folders ,

Manage Folders

Create New Folder

Fig.eFile. 1380

i. My Folders- Click the My Folders link from the dropdown menu to view the File inbox and its
subfolders.

ii. Manage Folders- Click the Manage Folders link from the dropdown menu to Delete or Edit the
folders created under File Inbox.

iii. Create New Folder- Click the Create New Folder link from the dropdown menu to create a hew
folder under File inbox.

e Click the Create New Folder option, as shown in Fig.eFile.141:

My Folders ,

Manage Folders

Create New Folder

Fig.eFile. 1391

As a result following screen appears, as shown in Fig.eFile.142:
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Folder Name*’ I

Created in*| Choose One %

Fig.eFile. 1402

e Enter the New Folder name and select the Folder in which new folder is creating and click the Save

button, as shown in Fig.eFile.143:

Folder Natme* Training
Created in*| File lnbox v

[ Save [ Clear

Fig.eFile. 1413
As a result new Folder is created in specified Folder.
Mark As:

Helps the user to create a New Follow Up which keeps a track of a File, by alert mode, follow up
action and specifying time to receive follow up on any corresponding File.

To create a follow up on a File user has to perform the following steps:

e Select the File on which follow up need to be created and click the New Follow up option under ‘Mark As’
Link, as shown in Fig.eFile.144:
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e@ff'ce Last Login : Fri, 17 Feb 2012 02:18 PM @ ALKA A KULKARNI Signout

eFile etectronic fite system Search Fol | Help | Dashb

|  Data Range 17/12/2011 To 17/02/2012

| Receive | Forward | View | Move To . | More Action | Create Volume |
~ Number ~ Subjec] Sender ~ Last Seen By~ Sent on ~ Due On~ Read On - Quick Action ~

5 ¢

Receipt

Files

0 &

» Inbox

» Created P 1-15012/1/2012-CC Training in DOPT. ALOK PANDEY ALOK PANDEY 17/02/12 02:40 - 17/02/12 02:54

» Drafts v E check-up-files check-up-files ALOK PANDEY ALOK PANDEY 17/02/12 01:16 - 17/02/12 01:16

+ Completed E pull-check-Part(1)  pull-check ALOK PANDEY ALOK PANDEY 17/02/12 01:14 - 17/02/12 01:14

o G|
J I
133

Parked E pull-check pull-check ALOK PANDEY ALOK PANDEY 17/02/12 12:57 - 17/02/12 12:57
Closed

Sent

Physical File
» Create New(Non SFS)
» Cieale New(SFS)

» Electronic File

» Create New(Non SFS)
-+ Create New(SFS)
Create Part

Create Volume

Recycle Bin

Meta Manager

Migrate File =

Dispatch Officer =) LEGEND B Out Today B Most Immediate B Immediate Ordinary

DAK Dispatch

=

DSC

=

Report

[#

Settings

0

Fig.eFile. 1424

As a result Follow up screen will appear as shown in Fig.eFile.145:

Followup

Follovwup Severity
O Urgent

@ normal

Enter a Follow Up action

O email
O SMS
O eoth
@ None

When to Follow Up [29/08/2011 | [11 | - [34 | [am ¥]|E

Alert Mode

| Save I | Remove l

Fig.eFile. 1435

e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.146:
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Followup
Followup Severity
@Urgent
ONormal
(Forward the File
Enter a Follow Up action
OEmaiI
O sms
Alert Mode
@Both
ONone
[ o
When to Follow Up 1300822011 [[10 | : |3 |[am v
| Save [ I Rermove |
Fig.eFile. 1446

e Click the Save ) button (Fig.eFile.140), as a result follow up for the selected will be created.

More Action:
Helps the user to close or park the active file.
To Park a particular File user has to perform the following steps:

e After selecting the File which needs to parked, move the cursor over More Action Link and click
the Park File option, as shown in Fig.eFile.147:
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Receive | Reply | Forward | View | Move To | Mark As | More Action | Create Volume | Merge | Hieratcicl Vi y i B 1
Fark File -

[ ¥ Number ¥ Sender v Senton vDueOn  vRead On ¥ Quick Action i
Close File

D B A11011/141/2012-LF E— 1 1 DINESH CHANDRA LOHAN] 19/06/12 02:46 - 19/06/12 02:51 D ") (‘

0w P E13011/5/2012-005(AK shydigtsting ALOK KUMAR 18/06/12 03:46 . 18/06/12 0402 Bhe

i E puntamn st deed HGHOHAN SINGH 1410612 02:0 : 1400612 02:0 ihe

D P EL2/1/2012-RRT PPPRRERRRRRRR ALKA A KULKARNI 14/06/12 11112 - 14/06/12 11:13 B ') (‘

0 P KISR0 st ALKA & KULKARAI 14/06/12 11:12 . 14/06/12 11:13 Bhe :

0 PO bighump ALKA & KULKORRL 0812 11212 . 14J08/12 11213 Bhe

0 P TESTREPLYLING TestRephLink2 ALKA & KULKARAI 14/06/12 11:12 . 14/06/12 11:13 Bhe

0 P TESTREPLYLIN TesthephLink ALKA & KULKARAI 14/06/12 11:12 . 14/06/12 11:13 Bhe

0 P C/y201-Ce st ALKA & KULKARAI 14/06/12 11:12 . 14/06/12 11:13 Bhe

D P ALKATESTOISPATCH Alkz Test Dispatch ALKA A KULKARNI 14/06/12 11:12 - 14/06/12 11:13 B ") (‘ I

0 P ELIOLY3/R0IHE bbb ALKA & KULKARNE 14/06/12 11:11 . 14/06/12 11:13 Bhe

i P BN faat ALKA & KULKARI 4J0E/12 18111 . 140612 11213 ine

0 P C-A0012/2/0012-RRT W1 ALKA A KULGARA 40812 1111t . 4012 11113 Eoe

0 PB4 Volumal?) 55 ALKA & KULKARN 40812 1111t . 4012 11113 ine .

Fig.eFile. 14547

As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.148:

Parking confirmation

@ Do you want to move the file to the parking folder?

Rerarks

Rerninder Date | @

Ok H Cancel ’

Fig.eFile. 14648

OK

button, as shown in

e Enter the Remarks and Reminder Date as per requirement and click the OK (
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Fig.eFile.149:

Parking confirmation

6 Do you want to move the file to the parking folder?

Required Later on
Remarks

Rerninder Date | 19/10/2011 @

| ok_l\}:TH Cancel |

Fig.eFile. 14749

As aresult the selected file will be sent to Parked section of Files.

To close a particular File user has to perform the following steps:

e After selecting the File which needs to be closed, move the cursor over More Action Link and click the
Close File option, as shown in Fig.eFile.150:
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[ Reczive | Reply | Forward | View | Mova To | Mark As | More Adion | Create Valume | Merge |

Hierarchica View yy Fies

T

i

Park File -
O  Number ‘  Sender ¥ Senton TueOn  vReadOn T Quick Action
i B 04 — aﬂ"ﬁm_ DIVESH CHANDRA LOHANT 19/08/12 02146 19/08/12 0231 Bo¢
0w P E-L3014/5/2012 D05/ ohyditestng ALOK KUMAR 18/08/12 03146 18/08/12 04102 Boe
0 E putonyugponc Fesfdsfds defdsfd JAGHOHAN SIHGH 14/06/12 02,00 14/06/12 02,00 BHe
i P EL2/Y/201RRT ORORESRBRRRR ALK A KULKARN Wig2 11 WIS/12 1113 Ba¢
A P S st ALKA A KULKARNT 108012 11,12 14/06/12 11,13 Bae
0 n P C0nCe high juma ALK A KULKARI 14/08/12 11112 14/08/12 1113 B¢
i POESTRELING TesephLink2 AL B ULKCARN Wig 1112 WIS/12 1113 Bhe
0 P TESTREPLYLING TestReplLink ALCA A ULKARI WS 11 WS/12 1113 By
0 Py st ALA A ULKARN WS/ 1112 WOS/12 1113 BH¢
0 P ALKATESTOISPATCH ke Test Dispetch AL ULKCARI 108/12 11112 [08/12 11,13 goe
0 PN vty ALK A FULKARI 10812 11111 108/12 11,13 go¢
i P B0 st ALK A FULKARI 108/12 11111 108/12 11,13 Bo¢
i P C-A000IREBRT w1 ALKA A KULKARN 108112 11,11 108/12 11,13 go¢
0 P 31432012 B Volime[2 = ALKA A KULKARN 108112 11,11 108/12 11,13 Boe

Fig.eFile. 1480

As aresult, Cover page of File will appear, as shown in Fig.eFile.151:
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Training in DOPT.

Fig.eFile. 1491

e Enter the Closing Remarks as per requirement, as shown in Fig.eFile.152:
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Training in DOPT. l

Fig.eFile. 1502

e Click the Close (ﬂ) button (Fig.eFile.147) to finally close the file, as a result the selected file will
be sent to closed section of Files.

Only creator of the File can close the file, no other person has access to close files.
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Create Volume:

Helps the user to create a new Volume of an existing file.

e Tocreate a Volume user has to perform following steps:

e After selecting the File for which new Volume has to be created, click the Create Volume Link, as
shown in Fig.eFile.153:

‘/Reoaive\Rep\y\FurwardIV\ew\MuvaTu\MarkAslMureMtiunICreateVqumelMerga\ Hierarchical View y, iles B \‘
f  Number v Subject ~ Sender v Sent on vDue0n  vRead On T Quick Action o
0 £ ALI011/141/2010-F aisdafdg DINESH CHANDRA LOHANI 19/06/12 02146 - 19/06/12 02:51 Bhe
0k P B-13011/5/2012-DDSIAK phyditesting ALOK KUMAR 16/06/12 03:46 - 18/06/12 04:02 B4¢
il E iy B st dsfdsfed JAGHOHAN STNGH 14/05/12 02:00 - 14/05/12 02:00 gye
] P E-12/1/2012-RT PRRRERRRRRRRR ALKA A KULKARNI 14/08/12 11:12 - 14/06/12 11:13 Ohe
§ P NI0S/2012-4F fest ALKA A KULKARNI 14/06/12 11:12 - 14/06/12 11:13 Bhe E
0 n P C/282012-CC high jump ALKA & KULKARNI 14/08/12 11:12 - 14/06/12 11:13 B¢
0 P TESTREPLYLING TestRepyLink2 ALKA A KULKARNI 14/06/12 11:12 - 14/06/12 11:13 Bhe
0 P TESTREPLYLING TestReplyLink ALKA A KULKARNI 14/06/12 11:12 - 14/06/12 11:13 Bhe
il P CIYNICC test ALKA A KULKARNT 14/08/12 11:12 - 14/06/12 11:13 B4¢
il P ALGATESTOISPATCH Alka Test Dispatch ALKA A KULKARNT 14/06/12 1112 - 14/06/12 11:13 B4e¢ 1
0 P B30 vhjuhbuj ALKA A KULKARNI 140612 11:11 - 14/06/12 11:13 Bhe
il P E-LU/B/2012-CC test ALKA A KULKARNT 14/06/12 11:11 - 14/06/12 11:13 B4e¢
il P CL2012/2/2012-PRT oot ALKA A KULKARNT 14/06/12 11211 - 14/06/12 11:13 B4¢
0 P 5/143/2012-ECVolumel2 s ALKA A KULKARNI 140612 11:11 - 14/06/12 11:13 Bhe N
LEGEND [ | Qut Today [ | Most Immediate 1 Immediate Ordinary

Fig.eFile. 1513

As a result, the following page will appear, as shown in Fig.eFile.154:
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Training in DOPT.

Create Volume »

Fig.eFile. 1524

o Click the Create Volume (M) button (Fig.eFile.149) to create volume, as a result the
following page appears, as shown in Fig.eFile.155:

File No: £-12/1/2012-PRT-VOLUME(2)
Corespondence | Uk and Delink | Movements | Detals | Edit | Send | Dispatch | More Action | Create Volume | Canvert File | More Detalls | Merge | 1
Flle Number E-12/1/2012-PRT-VOLUME(2) Subjec Training matter
Opening Date ! 19/08/12 03:42 Remarks : Training of 145 off..
Main Category ¢ Sub Category !
Previous Reference ! Later Reference :
File Movement History
Sender ¥ Sent on ¥ dentto " Aion T Remarks !

Fig.eFile. 1535
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Here volume file is created with the Volume number suffixed adjacent to the file number.
Note: You will learn the about different options under the volume file in detail in Section 9.

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
s Remarks - Shows latest Noting that has been done on that particular File.
% Reply ) - It facilitates the user to reply to the sender of the File.

« Forward - Forward a patrticular File to the recipient.

Created:
Created link contains a list of all the Files whose File number has been generated but not being marked/sent
to any other eOffice user as well as the files whose numbers are not generated. User can view all the created
Files, by clicking on ‘Created’ link under the Files section.

Created Link Contains 2 options:

i.  Drafts: This option contains the Files whose number has not been generated and kept as draft to
Work Later on.

The Files in the Draft option can be deleted and sent to Recycle Bin using Delete ( link.

ii. Completed: This option contains the Files whose number has been generated and kept in Created
section to Work later on.

There are 3 sub links provided under Completed link of Created File Section:
a) Forward: Helps the user to forward a particular File/s to the recipient.

e To forward a file user has to perform the following steps:
e Select the File/s from the Completed option of Created File Link which needs to be forwarded, as
shown in Fig.eFile.156:
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‘Tldiew | Create Volume | Hierarchical View y, riles

f ¥ Number ¥ Subject ¥ Subiect Categary v Created On ¥ Remarks ¥ Quick Action
||:| P B/175/2012-LF test AMC & Demand 14/08/12 12:36 test f‘
|:| P C/139/2012-LF testing description 14/08/12 10:54 testing description ¢
|:| P A/135/2012-F testing description 14/06/12 10:52 testing description ¢
|:| P C/138/2012-LF testing description 14/08/12 10:51 tasting description ¢
|:| P C/137/2012-LF testing description 14/06/12 10:30 testing description ¢
|:| B A11014/135/2012-LF dfdsfdsfdsfsaf 14/08/12 10:14 f‘
|:| P C-12/5/2012-LF new physical fle ACR. related matters 14/06/12 10:07 testing remark f‘
|:| P E/i9/20i2-LF sumit's file 13/08/12 02:39 sumit’s file ¢
] EcoLaM dsfdsf 12/08/12 02:25 ¢
0 B AL1011/126/2012-LF saddasdasd 12/06/12 03:18 ¢
] ELPK0S07 defadfs 12/08/12 02:02 ¢
0 E o AL1011/121/2012-LF engergenge 12/08/12 12:13 ¢
|:| E A-110i1/120/2012-LF dsfdsfdsf safaf 12/06/12 12:08 (‘
|:| B A-11011/118/2012-LF sadsadsa 12/06/12 11:53 f‘
LEGEND 1 Qut Taday 1 Most Immediate 1 Immediate Ordinary

.

Fig.eFile. 1546

e Click the Forward link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.157:

Copyright © NIC, 2012

I Send
File Number :
Subject :
To
Set Due Date
Action

Priority

Rermarks

A-11011/1/2011-ADM

cell one INFO

Forward v
Out Today v
Total 1000 |

1000 character left

Send

Fig.eFile. 15557
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e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.158:

Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
To 5|
Rathindra Nath P& (DM) Confidential e
oeDoebate Mukherjee % Section of DM =
Action Debprosad Dey  UDA(DPR) Confidential
Section of DM
Priority
Swapan Kumar UDASKN) Caonfidential v
Total 1000 '
1000 character left
Remarks

Fig.eFile. 15658

e Provide the Due date (if required) for the File using the calendar ( i) link adjacent to the Due
Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in
Fig.eFile.159:
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f Send
File Number :
Subject :
To
Set Due Date
Action

Priority

Remarks

A-11011/1/2011-ADM

cell one INFO

;.Rvathing:‘lr‘-:gv{ﬁlavti“u rv1ukherjee-;?a (Q[ﬁlj--(}qnffdent.i'a'! S_ec.iz.i-fg;‘u <
[31/08/2011  [3]

Forward v

Approved

For Approval
For Information
Seen

Put Up again
Please Discuss
For Payment

Fig.eFile. 15759

e Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.159).

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.160:
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Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
To ;R-athindra Nath Mukherjee--PA (l_j['-ﬁ)--anfidentié! SAectchgrx 4|

Set Due Date | 31/08/2011  [4]

Action Forward v

Priority [Most Immediate v'
Total 1000 |
994 characters left
URGENT

Rerarks

Fig.eFile. 15860

e Click the Send button (Fig.eFile.160). As a result, the created File is sent to the intended recipient.

User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back (@) link. In case, the recipient has opened the File, then it is not
possible to pull back the File.

b) View: Helps the user to list the Files depending upon its current state. i.e. (Physical, Electronic, All)

To use this option, user has to perform following steps:

i.  Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in
Fig.eFile.161:
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Physical
Electronic
Al
Fig.eFile. 1591
ii.  Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.162:
Physical
Electronic
Al
Fig.eFile. 1602

i.  ALL-Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.163:

Fig.eFile. 1613
c) Create Volume:
Helps the user to create a new Volume of an existing file.

To create a Volume user has to perform following steps:
After selecting the File for which new Volume has to be created, move the cursor over Create Volume

Link and click it, as shown in Fig.eFile.164:
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{ Forward | View | Create Volume

Hierarchical View| e

LEGEND | QOut Today

Most Immediate

Immediztz

Ordinary

| * Number ¥ Subject  Subiject Catenary  Created On ¥ Remarks  Quick Action
|D P B/175/2012-LF test AMC & Demand 14/06/12 12:36 test (‘
D P C/139/2012-LF testing description 14/06/12 10:54 testing description ¢
D P A/133/2012-LF testing description 14/06/12 10:52 tasting description ¢
] P C/138/2012-LF testing description 14/06/12 10:51 testing description ¢
D P C/137/2012-LF testing deseription 14/06/12 10:50 tasting deseription ¢
] £ AL0I135202F dhddstdstedt 14/06/12 10:14 ¢
D P C-12/5/2012-LF new physical file ACR related matters 14/08/12 10:07 testing remark f‘
D P E/13/2012-LF sumit's file 13/06/12 02:39 sumit's file (‘
] £ GOLPza4 dsfdst 12/08/12 03:26 ¢
D B A-11011/126/2012-LF saddasdasd 12/08/12 03:18 (‘
] £ LPKOSDZ dsfadis 12/08/12 02:02 ¢
D B A-11011/121/2012-LF evgevgenge 12/08/12 12:13 f‘
0 & a0y dsfdsfsf safef 12/06/12 12:08 ¢
] B A-11013/119/2012-LF sadsadsa 12/06/12 1133 ¢

.

As a result, the following page will appear, as shown in Fig.eFile.165:
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Training in DOPT.

Create Volume »

Fig.eFile. 16366

e Click the Create Volume (m button (Fig.eFile.166) to create volume, as a result the following page
appears, as shown in Fig.eFile.167:

File No: NEWPULLBACK-Voluma(2) |

e Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | More Details | ]
+ +
File= E| & 8w e
» Inbox B
B 2dd Green Note | | 21| Add Yellow Note
» Created -
+ Drafts

+ Complated
» Parked
b Closed
» Sent
» ehysical File

, Craats NevdHon
SFS)

+ Create New(SFS)

There is no correspondence attached with this file.
+ Creste Shadow Fils

b Electronic File I'

, Craate NevdHon
SFS)

+ Creste New(SFS)
+ Craste Shadow File
b Create Part

b Create Volume

» Recycle Bin

Migrate File
Dispatch
DSC
Reports
Settings

Fig.eFile. 1647
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Note: You will learn the process of volume creation in detail in Section 9.-where is section 9

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
% Forward - Forward a particular File to the recipient.

Parked:

Parked link contains a list of all the 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 make Parked File an Active File, user has to perform the following steps:

e Select the File/s from the Parked link of Files which needs to be Parked, as shown in Fig.eFile.168:

| MarkAs |
B B | ake Adive
5 TVOTTOET ¥ Subject ¥ Parking Remarks v
Files [=
| DASDSAD dsadas vsadadsad
b Inbox (22)
B A-L1011/201/2012-CC erenffaida 11011 PKB
%73 e ———
p Created
+Drafts
+Completed
»{Patked |
b Closed
b Sent
b Physical File
Create Nev{llon
5F3)
+Create Nlew(5F3)
b Electronic File
Create Nev{llon
5F3)
+Create Nlew(5F3)
b Create Part
LEGEND [ | Out Today [ | Most Immediate [ | Immediate Ordinary
b Crezte Volume
b Recycle Bin

Fig.eFile. 16568

e Scroll mouse over ‘Mark As’ Link and click the Make Active option under it, as shown in Fig.eFile.169:
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Fig.eFile. 16669

As a result, the Files become active and move to the File Inbox.

Closed:
Closed link contains a list of Files that are closed as complete work has been done on it already.
Closed Files can be made active at any point of time.

To make Closed File an Active File, user has to perform the following steps:

e Select the File/s from the Closed link of Files which needs to be Closed, as shown in

Mark A5 |
Receipts B e
= ~ Subject Cloesdon v Closing Remarks
Fles o=
[ o ertrerties W02 1124 dse
 Inbo [22) =
s 5| E/5g/2nzIF Vi 16/08/12 11:37
B T2 20F importzd o1z 0t dose it
§ Crested =
s B D L2013/2/ 2012 TREIHiolume(3) esting deripbon o.. /07}12 1005 dse t
5 Compleiad B B16012/1/2012-F test 2/06/12 0218
LEGEND B OutTodsy B Mestlmmediate B mmadate Oréinary

Fig.eFile. 16770
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Only creator of the File can close the file, no other person has access to close files.

e Scroll mouse over Mark As Link and click the Make Active option under it, as shown in

Fig.eFile.171:
Tk |

Wi e ‘ ,

e "Sihed "gin " Cln e !
HIN YL et IR i

Fig.eFile. 1681

As a result, the Files become active and move to the File Inbox.

Sent:

Sent option contains a list of all the Files that are sent as an outward correspondence. User can view all the

sent Files, by clicking the Sent link under the Files section. As a result the, Sent Files screen appears as
shown in Fig.eFile.172:
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[ View | Mark As | Create Part |

B ~ Number ~ Subject ~ Sent To ~ Sent on ~ Due On - E
| P C/145/2012-1F test DINESH CHANDRA LOHANI 14/06/12 12:42

B E  D-13013/1/20i2-PRT Tendulkar Phy File 1 DINESH CHANDRA LOHANT 14/06/12 12137

[} E  A-11011/135/2012-LF sdsadfafdsf ALOK KUMAR 14/06/12 12:24 - e

B E  A-11011/139/2012-LF sdsadfafdsf JAGMOHAN SINGH 14/06/12 12117

] E  A-11011/138/3012-LF safsafaf JAGMOHAN SINGH 14/06/12 12:13 E
B P E-12/1/2012-PRT PPRPPPRPRPRRR ALKA A KULKARNL 14/06/12 11:12

o B A/105/2012-LF test ALKA A KULKARNI 14/06/12 11112

|} m P C/29/2012-CC high jump ALKA A KULKARNI 14/06/12 11:12

o P TESTREPLYLINKZ TestReplyLink2 ALKA A KULKARNI 14/06/12 11:12

B P A-12012/2/2012-LF Daily aaj Tak ALKA A KULKARNI 14/06/12 11112 M
o P TESTREPLYLINK TestReplyLink ALKA A KULKARNI 14/06/12 11:12

| P C/79/2012-CC test ALKA A KULKARNI 14/06/12 11:12

B P ALKATESTDISPATCH Alka Test Dispatch ALKA A KULKARNI 14/06/12 11112

[} P B-11012/3/2012-LF vhjuhbuj ALKA A KULKARNI 14/06/12 11:11 i
LEGEND [ ] Out Today [ ] Most Immediate [ ] Immediate Ordinary

Fig.eFile. 1692
There are 3 links provided under Sent Section of File:
a) View: Helps the user to list the Files depending upon its current state (Physical, Electronic, Follow Up, All).
To use this option, user has to perform following steps:

e Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.173.

Physical
Electronic
Followed Up
All

Fig.eFile. 1703

i) Followed Up-Click the Followed Up from the dropdown menu to view the Files on which the user has marked
a follow up, as shown in Fig.eFile.174:

Physical

Electronic

Followed Up

All

Fig.eFile. 1714

i) Physical-Click the Physical from the dropdown menu to view the Physical Files as shown in Fig.eFile.175:
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Physical

Electronic

Followed Up

All

Fig.eFile. 1725

iii) Electronic-Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.176:

Physical

Electronic

Followed Up

All

Fig.eFile. 1736

iv) ALL - Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.177:

Physical

Electronic

Followed Up

All

Fig.eFile. 1747

b) Mark As: User can use this option to create a New Follow Up which keeps a track of a File, by alert mode,
follow up action and specifying time to receive follow up on any corresponding File.

To create a follow up on a File user has to perform the following steps:

e Select the File on which follow up need to be created and click the New Follow up option under ‘Mark
As’ Link, as shown in Fig.eFile.178:
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View |[Mark As | Create Part |

B ¥ Number ~ Subiect v ent To ¥ Sent on TDeln v E

|D P C/145/2012-1F test DINESH CHANDRA LOHANI 14/06/12 12:42 - |

D E  D-13013/1/2012-PRT Tendulkar Phy Fil= 1 DINESH CHANDRA LOHANI 14/06/12 12:37

D E  A-11011/139/2012-LF sdsadfafdsf ALOK KUMAR 14/06/12 12:24 - "D

D E  A-11011/135/2012-LF sdsadfafdsf JAGMOHAN SINGH 14/06/12 12:17

D E  A-11011/138/2012-LF safsafaf JAGMOHAN SINGH 14/06/12 12:13 E
D P E-12/1/2012-PRT PRPPPERRRPPRR ALKA A KULKARNI 14/06/12 11:12

D P A/105/2012-LF test ALKA A KULKARNI 14/06/12 11:12

0 NP gsfaniece high jump ALKA A KULKARNT 14/06/12 11:12

D P TESTREPLYLINKZ TestReplyLink? ALKA A KULKARNI 14/06/12 11:12

D P A-12012/2/2012-LF Daily aaj Tak ALKA A KULKARNI 14/06/12 11:12 I
D P TESTREPLYLINK TestReplyLink ALKA A KULKARNI 14/06/12 11:12

D P Cj78/2012-CC test ALKA A KULKARNI 14/06/12 11:12

D P ALKATESTDISPATCH Alka Tast Dispatch ALKA A KULKARNI 14/06/12 11:12

D P B-11012/9/2012-LF vhjuhbuj ALKA A KULKARNI 14/06/12 11:11 i
LEGEND 1 QOut Today 1 Most Immediate 1 Immediata Ordinary

Fig.eFile. 17578

As a result follow up screen will appear as shown in Fig.eFile.179:

Followup

Follovwwup Severity

O Urgent
@ Normal
Enter a Follow Up action
O Email
Alert Mode O SMS
O Both
@ None
When to Follow Up 29/08/2011 | [11 34 |[am [ »|6
Save , | Remove I

Fig.eFile. 17679
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e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.180:

Followup

Followup Severity
@ Urgent
O Maorrmal

|Forward the File
Enter a Follow Up action

OEmaiI
O SMS
® Both
O None

When to Follow Up 30082011 |10 |36 |[aM v

Alert Mode

| Save H Rermove ‘

Fig.eFile. 1770

e Click the Save ) button (Fig.eFile.180), as a result Follow up will be created.

User can also Pull back the File from the intended recipient even when the File is in the Inbox of the

recipient, using the Pull Back (@) link. In case, the recipient has opened the File, then it is not
possible to pull back the File.

c) Create Part: User can use this option to create a Part file of the existing file which is under submission.

Part Files cannot be created if the file is already in File inbox.

To create a Part file of the existing file, user has to perform the following steps:

e Select the File for which part file needs to be created and click the ‘Create Part’ option, as shown in
Fig.eFile.181:

Copyright © NIC, 2012



e@ffice

A& DIGTTAL 'WORE PLACE SOLUTION

{ View | Mark As | Create Part |
o * Numher * Subject vSent To ~ Gent on *Dug On v I
D E  A-11011/141/2012-LF gfedgfdg DINESH CHANDRA LOHANT 19/06/12 02:46
D E  A-11011/139/2012-LF Training matter DINESH CHANDRA LOHANT 19/06/12 02:46
d E  D/53/2012-FAC =ds BIKRAM SINGH 19/06/12 12:22
D P D/58/2012-LF rvar JAGMOHAN SINGH 18/06/12 02:47 19/06/12 12:00
& P C/13T/2012-F testing dezcription RAMESH KUMAR 15/06/12 11134 - aooE
D E  A-11011/141/2012-LF-Volume(2 Training schedule BIKRAM SINGH 15/06/12 11:29
D E A-12012/6/2012-CC s33as BIKRAM SINGH 15/06/12 11:17
D P A-12012/2/2012-LF Daily a3j Takssaz ALOK PANDEY 14/06/12 04:38
D E  A/136/2012-LF test JAGMOHAN SINGH 14/06/12 03:52 22/08/12 12:00
D P C-11/2/2012-LF 123 A NALLASAMY 14/06/12 03:47 - ‘D
D E  A-11011/128/2012-IF fdsafzdf A NALLASAMY 14/06/12 03:47 - ‘D
D E  A-11011/141/2012-IF gf=dgfdg ALKA A KULKARNI 14/06/12 02:11
D E  A-11011/140/2012-LF fdsfdsfds dsfdsfsd JAGMOHAN SINGH 14/06/12 01:58
D P C/145/2012-LF test DINESH CHANDRA LOHANT 14/06/12 12:42 s
LEGEND [ | COut Today [ | Mast Immediate [ | Immadiate Ordinary

Fig.eFile. 1781

As a result, Cover page of file appears asking to create a Part file, as shown in Fig.eFile.182:

-11011/139/2012-LF

Fig.eFile. 1792
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User can change Subject/Description and Remarks (if required) on the file cover except the File no.

e Enter the Description and other fields (if required) and click the ‘Create Part’ button, as shown in
Fig.eFile.183:

A-11011/139/2012-LF

Training matter - new part matter -~
B

Create Part

Fig.eFile. 1803

As a result, new part file is created with the File no at the top of File as shown in Fig.eFile.184:
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fFile No: D-13013/1/2012-PRT-Part(1) |
B —= “Fnf ences | Link Delink | Details | Movements | Edit | Send | More Action |

B Pra ™ =

E Add Green Note | | = |Add Yellow Note List of correspondences and issues

Choose One E

0 v Receipt/Issue No. ¥ Subject ~ Type v Attached On A
[« 5577/2012/LF fdsfdst pUCL 14/08/12 02:23

Fig.eFile. 1814

Physical File:

Physical File option under the Files section helps the user to create a new Physical File.
Physical File Link Contains 2 options:

i. Create New (Non-SFS): This option creates a physical file with Non-SFS standard i.e. the user has to
select the available heads for the nomenclature of File.

= Click on the Create New(Non-SFS) option under Physical File, as shown in Fig.eFile.185:
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Receipts
Files =]
» Inbox
»p Created

+ Drafts

+ Completed

Parked

-

Clozed

-

b Sent

-

Physical File

. Create New(Non
SF5)

+ Create New(SFS)
+ Create Shadow File

Electronic File I

-

Create New(Mon
SF5)

+ Craate Mew(SFS)

+ Create Shadow File

Create Part

-

p Create Volume

p Recycle Bin
Migrate File
Dispatch
DSC (=]
Reports
Settings
Fig.eFile. 1825

As a result, File Cover Page screen appears as shown in Fig.eFile.186:
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[ Choosel Choosel Choosel Choosel | 2011 _J ADM_ v |

™ choose one |

Work On File Later » Continue Working »

Fig.eFile. 1836

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.187:
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[A-Este] 14-5c) 11-Ref Choosif 202 iF (-]

Appointments

Fig.eFile. 1847

e After filling the necessary details, click the Continue Working (M) button (Fig.eFile.180) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.188:
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ile No: T-11011/1/2012-LF
orrespondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge

&
File Number : T-11011/1/2012-LF Subject : Training on Foundati...
Opening Date @ 14/06/12 02:29 Remarks :
Main Category : Training related matters Sub Category :
Pravious Referance : Later Referance :
| File Movement History
Sender ¥ Sent on ¥ Sent to ¥ Action ¥ Remarks b

Fig.eFile. 18588

User can also click the Work on File Later (IS button if want to work on File later on. And

so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

User can perform 11 different operations on a file, For instance:
a) Correspondence:
With the help of this feature user can attach physical correspondence/Receipt to the working File.

To attach Correspondence user has to perform following steps:

e Click the Correspondence ) Link (Fig.eFile.188), as a result List of Correspondences and
Issues page appears on right side of Notings page, as shown in Fig.eFile.189:
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File No: T-11011/1/2042-1F
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

List of correspondences and issues
Choose One E
[l *  Receipt/Iszue No. ~ Subject  Type ¥ Attached On v

Fig.eFile. 18689

e Click the Attach ( Button (Fig.eFile.189), as a result, the Receipt Search window appears, as
shown in Fig.eFile.190:
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[SEBH:'I for the receipt ]
201ZIZ| Search
Receipt Number Subject
(S 8138/2012/PRT 234
@ e 8232/2012/CC i’;dge"mlz'
(S 8341/2012/PRT 11
P 8355/2012/LF amm
(S 2401/2012/LF ggn;ﬁglg}lnmw
P 8411/2012/FRT Ti
P 8416/2012/PRT G Cube Rec 3
(@ B497/2012/CC sadasd
] 8501/2012/CC sadsad
] g8s502(2)/2012/CC safasf
#1232 4||5 **

Fig.eFile. 1870

e Select the receipt from the Receipt Search window to attach with the file (Fig.eFile.190).

e After selecting the receipt, click the Attach button (Fig.eFile.190). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.191:

Receipt should not have referencing, it should be dereferenced.
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| Search for the receipt
2[]12|2| Search
Receipt Number Subject
o e 8138/2012/PRT 234
® e 8232/2012/CC El’;dge" 2nie
o e 8341/2012/PRT 11
o e 8355/2012/LF amm
R 8401/2012/LF ggr:ﬁglﬁnow
)P 8411/2012/PRT Ti
)P 8416/2012/PRT G Cube Rec 2
TP 8497/2012/CC sadasd
)P gs501/2012/CC sadsad
TP 8302(2)/2012/CC safasf
%12 3 4/ 35 **

Fig.eFile. 1881

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences
and Issues page:

i. Mark As PUC:
Helps the user to mark the receipt as Paper Under Consideration (PUC).

To mark a receipt as Paper under Consideration (PUC) user has to perform following steps:

e Select the receipt from the List of Correspondences and issues which needs to be marked as PUC, as
shown in Fig.eFile.192:

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).
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File No: T-11011/1/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

&

List of correspondences and issues

Choose One E|

& ¥ Receipt/Issue No. ¥ Subject vType ¥ Attached On v
D P 5144/2012/0DS(AK creation and continu... 14/06/12 03:26
o » 9155/2012/LF computer security. 14/06/12 03:26
D P 9541/2012/LF fif PUC1 14/06/12 02:42

———————————————————— SSS—————————————————

Fig.eFile. 1892

e Select the type as PUC from the dropdown menu, as shown in Fig.eFile.193:

File No: C-11/4/2012-PRT
[ Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | ]

List of correspondences and issues

Choose One

] - Receipt/Issue No. ~ Subject M-l | M=k As PUC <
| P —
H e 10128/2012/PRT Budgst Preparstion..... Mark As FR
Detach
B e 8238/2012/LF hiiii PUCL Close
Attach With Another

Fig.eFile. 1903
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ii.  Unmark:
Helps the user to unmark the receipt, if it is marked as PUC or FR.

To unmark an already marked receipt user has to perform following steps:

Select the receipt from the List of Correspondences and Issues which needs to be Unmarked.
Select the type as Unmark from the dropdown menu.

iii.  Mark As FR:
Helps the user to mark the receipt as Fresh Receipt (FR).

To mark a receipt as Fresh Receipt (FR) user has to perform following steps:

o Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as shown
in Fig.eFile.194:

[File No: C-11/4/2012-PRT
i Correspondence | Link and DeLink | Movements | Detailz | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | ‘
B
List of correspondences and issues
Choose One [+]

B A Receipt/[zsue No. ~ Subject vType ¥ Aftached On b

B e 10128/2012/PRT Budget Preparation..... 16/07/12 09:37

D 4 8238/2012/LF hiiii PUC1L 16/07/12 09137

Attach
Fig.eFile. 1914

e Select the type as FR from the dropdown menu, as shown in Fig.eFile.195:
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[Fila No: C-11/4/2012-PRT
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | W

List of correspondences and issues

Choose One 7|

Choose One

=] b Receipt/Issue No. ¥ Subject TType ¥ 4Mark As PUC M
UnMark

P 10128/2012/PRT Budget Preparation..... Mark As FR "
YT Y

[ e 8238/2012/LF hiiii PUCL Close ’
Attach With Another

Fig.eFile. 1925

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.196:

[File No: A-14011/1/2012-LF
Correspondence | Link and Delink | Movements | Edit | Send | Dispatch | More Action | Create Volume | |

List of correspondences and issues

Jark As
& v Receipt/Issue No. ¥ Subject *Type ¥ Attached On i
P 8133/2012/LF Urgent 17/02/12 05:32
] P 8132/2012/LF Urgent PUCL 17/02/12 05:31

PUC Number: Choose One n

Fig.eFile. 1936
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e Click the ‘Done’ MI button (Fig.eFile.196), as a result the receipt gets marked as FR, as shown in
Fig.eFile.197:

File No: C-11/4/2012-PRT

[ Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

List of correspondences and issues

Choose One |z|

[l v Receipt/Issue No. ¥ Subject vType ¥ Attached On |
D P 10128/2012/PRT Budget Preparation..... 16/07/12 09:37
D P 8238/2012/LF hiiii PUCL 16/07/12 09:37

- = === - --—-——_—_—_—_—____¥¥¥BBB¥¥B¥-B¥ 9Bk .

Fig.eFile. 1947
iv. Detach:

Helps the user to Delete/Detach the attached receipt from List of Correspondences and issues.

If the user detaches a receipt which is marked as PUC then its related FR’s will be unmarked. (Only the
initiator of the file can detach the receipts).

To detach areceipt, user has to perform following steps:

Select the receipt from the TOC of Correspondences which needs to be detached.
Select the type as Detach from the dropdown menu.

V. Close:

Helps the user to Close the attached receipt from TOC of Correspondences.
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To close a receipt, user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.198:

File No: C-11/4/2012-PRT
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | W

List of correspondences and issues

Choose One []

(] - Receipt/I=sue No. ~ Subject ~Type ¥ Attached On b
D P 10128/2012/PRT Budget Preparation..... 16/07/12 09:37
B e 2238/2012/LF hiii PUCL  16/07/12 09:37

Fig.eFile. 198

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.199:
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File No: A-14011/1/2012-LF

‘ Correspondence | Link and DeLink | Movements | Edit | Send | Dispatch | More Action | Create Volume |

List of correspondences and issues

Choose One
Choose One

| E Receipt/Issue No. ¥ Subject ~ Type ~ AttachedMark As PUC
UnMark

P 8133/2012/LF Urgent 17/02/12 |Mark As FR
Detach

[} P 8132/2012/LF Urgent PUC1 17/02/12

Fig.eFile. 199

As aresult, Close confirmation Box appears as shown in Fig.eFile.200:

Close confirmation

@ Please provide closing remark

Remarks

e

Fig.eFile. 200

o Enter the Remarks and click the OK ) button, as shown in Fig.eFile.201:

Close confirmation

@ Please provide closing remark

Work Done

Rermarks

| oK ‘rﬂ [ Cancel I

Fig.eFile. 1951
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As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

vi.  Attach with another:
Helps the user to attach the already merged receipt to another File.

To attach the receipt with another File, user has to perform following steps:

e Select the receipt which needs to be put in another File and select the ‘Attach With Another’ option from the
dropdown as shown in Fig.eFile.202:

IFila No: T-11011/1/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | \‘

List of correspondences and issues

Choose One
Choose One
0 ~  Receipt/Issue No. ~ Subject *Type  “|Mark As PUC |
UnMark
g e 9560/2012/E&C GG Sharm a-00002 Mark As FR
R Detach
O e 9507/2012/LF creation and continu... -
o Attach With Ancther
[ 9144/2012/DDS(AK creation and continu... LTI
g e 9155/2012/LF computer security. 14/06/12 03:26
| |- 9541/2012/LF f PUCL  14/06/12 02:42 |
&7’ DFA/1748 creation and continu... 13/06/12 11:54
DFA/1745 creation and continu... 13/06/12 11:54

_— e |

Fig.eFile. 1962

As a result list of Files will appears, as shown in Fig.eFile.203:
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e Select the file in which receipt needs to get attached and click the ‘Attach’ button, as shown in Fig.eFile.204:

4

Saarch File For Attach

m

WiWiW:i@:imMm:m:m

m

Year 2012'3 Search
File Number Subjact
pull-check pull-check
pull-check-Part(1] pull-check
check-up-files check-up-files
T-i5012/1/2012-CC Training in DOPT.
B-13011/1/2012-LF Implementation of e0...
T-15012/1/2012-CC-Volume(1) Training in DOPT.
A-14011/1/2012-LF Judiciary Matter
df-Part(1) df
pull-check-Volume(2) pull-check

m

-

Fig.eFile. 1973

Search File For Attach

.3

Year 2012|E| Search
File Number Subject
@ E pull-check pull-check
o E pull-check-Part{1] pull-check
o E check-up-files chack-up-files

m

.. = T-15012/1/2012-CC

Training in DOPT.

.. = B-132011/1/2012-LF

Implementation of e0...

@ P T-15012/1/2012-CC-Volume(1)

Training in DOPT.

@& P A-14011/1/2012-LF

Judiciary Matter

® E df-Part(1)

df

™ E pull-check-Volume(2)

pull-check

(L}

Fig.eFile. 1984

-

As a result the receipt will get detached from the current file and get attached to the selected File.
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b) Link and De-Link:
With the help of this feature user can Link or De-Link a File to the new created or existing file.

To Link and De-Link user has to perform following steps:

e Click the Link and De-Link ( Link, as a result Link/Delink page appears on right side of
Notings page, as shown in Fig.eFile.205:

[File No: T-11011/1/2012-LF

Correspondence |[Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | \l
2
Link/Delink
Choosa One E
& ~ File Number ~ Subject A
[ E  D-13013/1/2012-PRT-Part{1} Tendulkar Phssy File...
B P B-11012/13/2012-LF training

Fig.eFile. 1995

o Click the Attach () Button (Fig.eFile.199), as a result, the File Search Window appears, as shown
in Fig.eFile.206:
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Search File For Attach

2012 |T| Search
File Number Subject
E hj hj
F-12/1/2012-LF type0012
P A-32013/1/2012-CC Implementation of e0...
P T-15012/1/2012-CC-Volume(1) Training in DOPT.
P B-13011/1/2012-LF Implementation of e0...
P T-15012/1/2012-CC Training in DOPT.
E check-up-files check-up-files
E pull-check-Part(1) pull-check
E pull-check pull-check

Attach

<1 >

Fig.eFile. 2006

e Select the file from the File Search window to attach with the file.

e After selecting the file, click the Attach () button (Fig.eFile.206). As a result, the file gets attached to
the file, as shown in Fig.eFile.207:
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Search File For Attach

2012 m Search
File Number Subject
E hj hj
F-12/1/2012-LF type0012

A-32013/1/2012-CC

Implementation of e0...

T-15012/1/2012-CC-Volume(1)

Training in DOPT.

= B-13011/1/2012-LF Implementation of e0...
P T-15012/1/2012-CC Training in DOPT.
E check-up-files check-up-files
E pull-check-Part(1) pull-check
E pull-check pull-check
Attach
ECE

The File can be Delink from the dropdown menu available at the top of Link/Delink page.

i. Delink:

Fig.eFile. 2017

Helps the user to Delink the File from the attached file.

To Delink a File, user has to perform following steps:

e Select the File from the Link/Delink which needs to be delinked, as shown in Fig.eFile.208:
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File No: C-11/4/2012-PRT
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge | w

Link/Delink

Choose Onem

&  File Number ¥ Subject ]
o P C/244/2012-LF testing creation of ... |

Attach

—————————————————————SSSS—————————————————

Fig.eFile. 2028

e Select the Delink from the dropdown menu, as shown in Fig.eFile.209:
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File No: A-14011/1/2012-LF

Correspondence | Link and DeLink | Movements | Edit | Send | Dispatch | More Action | Create Volume |

=

Link/Delink

Choose One .

~ Eile Number ~ Subject Delink &

L

A-32013/1/2012-CC Implementation of e0...

Fig.eFile. 2039

As a Result the file is delinked.

c) Movements: With the help of this feature user can see the movement of a File. i.e. the details of all the
users who has worked on it.

To see the movement of a file user has to perform following steps:

e Click the Movements ) Link, as a result Movement page appears, as shown in Fig.eFile.210:
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File No: A-12012/2/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Canvert Fle | More Detalls | Merge |
File Humber : A-12012/2/2012-LF Subject Daily 22 Tak
Opening Date ¢ 27/04/12 04123 Remarks | Daily 23j Tak
Main Category : Sub Category :
Previous Referance : Later Referance |
File Movement History i
Sender v Senton v Sent to ¥ Action v Remarks v
ALKA A KULKARNI 140812 11112 ALKA & KULKARNT Farvard Mearge Testing again....
ulfe 17/04/12 04126 ALKA A KULKARNI Forvard
ALKA A KULKARNI 27)0412 04:25 Llfe Foruard

Fig.eFile. 20410

The page shows all the details of File Movement History.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC
receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.211.:
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File No: A-12012/2/2012-LF

Opening Date :
Main Category :

Previous Reference :

File Number : A-12012/2/2012-LF
27/04/12 04:25

Subject ; Daily asj Tak
Remarks : Daily aaj Tak

Sub Category :

Later Reference :

Correspondence | Link and Delink | Movements |[Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | Mare Details | Merge |

————1
Part Files Created

Part No ~ Created On ~ Remarks

| —

TOC Receipt

Receipt/Issue No. ~ Subject ~ Tvpe ~ Timestamp

DFA/1421 fafg 27/4/12 5:34 PM

9147/2012/CC =d pUCL 11/5/12 4:53 PM DISPATCH
5548/2012/PRT 5X4 CAR 13/6/12 3:37 PM DISPATCH
8561/2012/ERC GG Sharma -003 14/6/12 10122 AM DISPATCH
1

Dispatch Movement History

Dispatch Number. ~ Subject ~ Sent to ~ Dispatch Date ~ Sent By ~ Dispatch Mode ~ Remarks

Linked

.

* File Number

D-13013/1/2012-PRT-Part(1
T-11011/1/2012-LF

B/175/2012-LF

¥ Subject
Tendulkar Phssy File...
Training on Foundati...

test

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except

the Basic and corresponding Heads.

Fig.eFile. 2051

To edit the cover page of eFile user has to perform following steps:

o Click the Edit link, as a result Cover Page of that working file appears, as shown in Fig.eFile.212:
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it | cnoose choos f croosf 2 J201 J on )

Training Matter I

URGENT

Fig.eFile. 2062

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.212), as a result, changes on cover
page of file get saved.

f) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

e Click the Send link, as a result Send File page appears, as shown in Fig.eFile.213:
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“Send

File Number : S$-11011/2/2011-ADM
Subject : Description
To
Set Due Date I E
Action | Forvard v
Priority Out Torda'!' ¥
Total 1000 |
1000 character left
Remarks

Fig.eFile. 2073

e Either directly enter the name in the “To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.214:
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" Send
File Number : $-11011/2/2011-ADM
Subject : Description
o |
Rathindra Nath ~ PA (DM) Confidential 7
SAERLEAS Mukherjee SeCtion of DM £
Action Debprosad Dey  UDA(DPR) Confidential
SeCtion of DM
Priority
Swapan Kumar  UDA[(SKN) Confidential v
Total 1000 | ' '
1000 character left
Remarks

Fig.eFile. 2084

e Provide the Due date (if required) for the File using the Calendar (3z]) link adjacent to the Due Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.215:
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Send

File Number 1 A-11011/1/2011-ADM
Subject : cell one INFO
T |Rathindra Nath Mukherjee--PA (DM)--Confidential Section

Set Due Date | 31/08/2011  [§7]

Action Forward v

Forvard
Priorit el
? | For Approval

For Information
Seen

Put Up again
Please Discuss
| For Payrment

Remarks

Send

Fig.eFile. 2095
e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.216:
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Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
To | Rathindra Nath Mukherjea--PA (DM)--Confidential Section ¢

Set Due Date | 31/08/2011 [

Action Approved v

Priority Most Immediate
Total 1000 |
994 characters left
URGENT

Rernarks

Send

Fig.eFile. 2106

e Click the Send button (Fig.eFile.216). As a result, the File is sent to the intended recipient.

g) Dispatch:

With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or
Office.

To Dispatch user has to perform following steps:

. . Dispatch | . . - .
e Click the Dispatch link, as a result Dispatch page appears, as shown in Fig.eFile.217:
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Dispatch
Postal Details
Postal Mode Choose One E| Postal Charge 0
Medium Choose One E| Weight 0
{0ut Register Details
Paon Baak Na Out Date @
Paon Name Choose One E| Out Time
Peon Code Choose One E| Delivery Status Ho E|
Delivary Date @
Delivary Time
Receipt Details

Reply @ HevyFresh

Subjact* (Maximum of 250 Charactars)

iCommunication Details
Ministry Choose One E|
Department Choose One
Name*
Designation
Address 1 ¥
Address 2
Email
Organization Choose One

Country Choosa Ona

=1 =] =]

State Choose One
Pincode
Talephona

Fax

Clear Fields

Language of
draft

Attachment Browse... || Upload

Choose One E

| Dispatch By Self | | Dispatch By CRU

Fig.eFile. 2117

e Select the ‘Reply Type’, ‘Nature of Reply’ and other required fields, as shown in Fig.eFile.218:
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e
Postal Details:

Postal Mode Choose One E Postal Charge o

Medium Choose One D Weight o
Out Register Details

Peon Book No QOut Date

Peon Name Choose One E Out Time

Peon Code Choose One Delivery Status No E|
Delivery Date @

Delivery Time

Receipt Datails

O Reply @ NewFresh

dhf;
Subject* (Maximum of 250 Characters) i

Communication Details
Ministry Choose One E
Department Choose One E
Name*

Designation

Address 1 *

Address 2

Email

Organization Choose One

Country Choose One

EEE]

State Choose One
Pincode
Telephone

Fax

Cler Fields o actd More Recipients

TR
b Choose One 7]

Fig.eFile. 2128
e Now the user has 2 options after filling the required metadata fields which are ‘Dispatch By Self’ and
‘Dispatch By CRU'’.

e |If user selects ‘Dispatch By Self’ option, then the physical receipt will be dispatched that same
moment and also the receipts gets closed and moves to ‘Closed’ section of receipt.

e |If user selects ‘Dispatch By CRUCRU’ option, a popup appears. Popup contains the list of all the
users mapped with CRU CRU section (if any), Delivery Mode and Remarks, as shown in
Fig.eFile.219:
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CRU User(s]: CRU |E|
Delivery Mode: Choose One |E|
-
Femarks:
|8 dl

Fig.eFile. 2139

In this case no user is mapped with CRU CRU section. All issues will be sent directly to SO (CRU).
Once issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch
Data’ option available and send to other concerned Organization (if required), as shown in
Fig.eFile.220:

Peon Book No Out Date il
Peon Name Out Time
Peon Code Delivery Status
Delivery Dats i
Delivery Time
Recaipt Details
ply @ nevFresh

Subject* (Maximum of 250 Characters)

[Communication Details

Ministry Dispatched successfully with no. : I/935/2012

Department

Name*

Designation
Address 1 %
Address 2
Email

Organization

Country

State

Pincode
Tel=phons

Fax

+ Add More Recipients

Language of

Attachment Eronz=.. | _Upload

Copy Dispatch Data

Fig.eFile. 21420
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In case no user is mapped the dispatch is directly sent to the SO (CRU).

As a result the receipt is dispatched to the selected CRU/CRU user (if any) and status of the dispatch
record can be viewed from Sent sub module under the Dispatch module. The dispatched record is
seen in the inbox of the CRU/CRU section under the Dispatch module and the record is dispatched
outside physically and metadata details are entered in the application (Refer CRU/CRU Dispatch).

h) More Action:
With the help of this feature user can Park or Close the working file.

To Park a particular File user has to perform the following steps:

e Move the cursor over More Action Link and click the Park File option, as shown in
Fig.eFile.221:

File No: C/145/2012-LF —
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch |hure Actiunll Create Volume | Convert File | More Details | Merge |
Close File Back To Tab Viey
&
List of correspondences and issues
Choose One =]
& - Receipt/Issue No. ~ Subject ~Type ~ Aftached On b
| e 9125/2012/EEC coins 14/06/12 02:54
|:| P 9561/2012/ERC GG Sharma -003 14/06/12 02:54
| e 9558/2012/LF computer security 14/06/12 12:42
D P 9555/2012/LF G5 Sharma -000001 PUCL 14/06/12 12:38
Fig.eFile. 2151
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As aresult, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.222:

Parking confirmation

@ Do you want to mave the file to the parking folder?

Remarks

Reminder Date @

‘ Ok | | Cancel I

Fig.eFile. 2162

e Enter the Remarks and Reminder Date as per requirement and click the OK ( button, as shown in
Fig.eFile.223:

Parking confirmation

6 Do you want to move the file to the parking folder?

Reguired Later on
Rerarks

Reminder Date 19/10/2011

o gy [l ]

Fig.eFile. 2173

As a result the working file will be sent to Parked section of Files.

To Close a particular File user has to perform the following steps:

e Move the cursor over More Action () Link and click the Close File option, as shown in
Fig.eFile.224:
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File No: C/145/2012-LF
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

Close File Back To Tab Viey

Park File =

List of correspondences and issues

Choose One E|

] b Receipt/Issue No. * Subject vType ¥ Attached On b
D P 5129/2012/ERC coins 14/06/12 02:54
D P 9561/2012/ERC GG Sharma -003 14/06/12 02:54
B e 9558/2012/LF computer security 14/06/12 12:42
D P 9555/2012/LF G5 Sharma -000001 PUCL 14/06/12 12:38

Fig.eFile. 2184

As aresult, Cover page of File will appear, as shown in Fig.eFile.225:
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Receipts.
Files ]
» Inbox
» Created
+ Drafts
» Completed
¥ Parked
» Sent
» Physical File

Create New(lion
+

Testing of draft

+ Create New(SFS)

-+ Create Shadow File

ACR relsted matters
¥ Electronic File
.
, Create Nevilion
SFS)

+ Create Nevw(SFS)

+ Create Shadow File

b Crests Volume

} Regycle Bin

Migrate File
Dispatch
DSC
Reports

Settings

Fig.eFile. 2195

e Enter the Closing Remarks as per requirement, and click the Close (m button, as shown in
Fig.eFile.226:
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Training Budgst

Fig.eFile. 2206

As aresult the closed file will be sent to closed section of Files.

Only creator of the File can close the file, no other person has access to close files.

i) Create Volume:
Helps the user to create a new Volume of an existing file.

o To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.227:
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Training in DOPT.

Create Volume »

Fig.eFile. 2217

e Click the Create Volume (m button (Fig.eFile.227) to create volume, as a result the following page
appears, as shown in Fig.eFile.228:

File No: A-11011/141/2012-LF-Volume(2 |
Noting | Correspondence | Draft | References | Link Delink | Details | Movements | Edit | Send | More Action |

B e g
B Add Green Note i = Add Yellow Nuta] List of correspondencas and issues
[choese ona 2]

] v Receipt/Issue No. ¥ Subject ¥ Type ¥ Atached On b

Fig.eFile. 2228
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Note: You will learn the process of volume creation in detail in Section 9.
j) Convert File:

Helps the user to convert the Physical File to Electronic File only irrespective of the File location,
weather it is attached with a receipt or from the File inbox/Created Section.

To convert a physical file to electronic file from within the file, user has to perform following
steps:

e Click the ‘Convert File’ option, as a result, following screen appears, as shown in Fig.eFile.229:

File No: A-11011/156/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume || Convert File | More Details | Merge |
B
File Nurnber AM011/15612012.LF o
Subject Planning 4
Receipt Humber  ~ Subject ~ Type ~ Attached Date =
P SSEBROIOLF  creafion related receint 02103 Defail
P 8741 longjump WEA2103IA Detail
P ST4IDILF  longjump WEA21033AU el
P ST4I012LF  longjump EA21033AU Detal
DFAM19 creation related receipt 22012102540 Detail
DFA1198 creation related receipt 231210250 Detal
DFA197 creation related receipt 2312102540 Detail
DFAH196 creation related receipt 2A121024A0  Detail B
SendBy ~ Sent0n v
ALKA AKULKARNI 2006112 10:34 Al

Fig.eFile. 2239

e Upload the scanned PDF’s of Correspondence(s), DFA’s and Noting(s) (if any), as shown in Fig.eFile.230:
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File No: A-11011/156/2012-LF
Correspondence | Link and DelLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

File Mumber o A11011M156/2012-LF

Subject . Planning

Correspondences
Receipt Number ~ Subject ~ Type v Attached Date =

P 8566/2012/LF creation related receipt 20/6/12 10:33 AM Detail | C:\Users\HCL\Desktop'Hil| Browse... Upload

P 8743/2012/LF long jump 200612 10:33 AM Detail

P 8743/2012/LF long jump 200612 10:33 AM Detail

P 8743/2012/LF long jump 200612 10:33 AM Detail
DFAM199 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop\Hil| Browse... Upload
DFAM198 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop'Hil| Browse... | Upload |
DFAM197 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop\Hil| Browse... Upload
DFAM196 creation related receipt 22312 10:24 AM Detail | C:\Users\HCL\Desktop'\Hil| Browse... Upload

Motings

Send By + Sent On =

ALKA A KULKARNMI 20/6/12 10:34 AM C\Users\HCL\Desktop'Hil || Browse... E Upload ;

[e—— ——

Fig.eFile. 22430

e After uploading the scanned PDF’s, click the ‘Convert’ button (Fig.eFile.230), as a result the

Nature of the File gets changed i.e. Physical File gets changed to Electronic File.
k) More Details:

Helps the user to view the details of all the merged File(s).

In ‘Merged Files’ option ‘More Details’ user can view all merged files (if any), as shown in
Fig.eFile.231:
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File No: A-11011/156/2012-LF
Correspandence | Link and Delink | Movements | Details | Edit | Send | Dispatch | Mare Action | Create Valume | Convert File | Mare Details | Merge | ‘
File Humber : A-11011/156/2012-LF Subject Planning
Opening Date : 1/08/12 02:42 Remarks : Planning
Main Categary : Sub Category ¢
Previous Referance | Later Reference :
Merged Filas
5.0 ¥ Number ¥ Subiect v
I Cl2aani2-Cc high jump
i 072/2012-LF test
i E-12/1/2012-PRT-VOLUME[2 Training matter
< SFSPFILEG-001 SF3 P File G-001

Fig.eFile. 22531

Merged Files can be open by clicking the File number and that is in read Only mode.

l) Merge:

Helps the user to merge some other File with the working file.

Files having Physical nature only can be merged with one another. Electronic files cannot be merged.

To merge another File with the working File, user has to perform following steps:

e Click the ‘Merge’ ) link from within the working file, as a result, Merge Files screen appears as shown
in Fig.eFile.232:
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Merge File(s)
Main * Mumber ~ Subject ~ Sender -
@ P A-11011/156/2012-LF Flanning ALKA A KULKARNI ras
Search File(s) To Merge
vear |2012[~] Search
I:l File Number Subject Sl
B e O/71/2012-LF test
B e B-13011/5/2012-DDS(AK) phydiytesting L
B e D/64/2012-PRT-Volume(2) 102 1
B e O-54 O-54
E e C/168/2012-LF get set
I:l =] Cf129/2012-LF testing description
I:l =] Cf128/2012-LF testing description
o C-12/5/2012-LF naw physical file
B e B-11012/9/2012-LF vhjuhbuj i
== =123456x x>
Add

e Select the Files from ‘Search File(s) to merge’ window and click the ‘Add’ button, as shown in Fig.eFile.233:

Fig.eFile. 22632

Merge File(s)
Main ~ Mumber ~ Subject ~ Sender b
P A-11011/156/2012-LF Planning ALKA A KULKARNI F
ISearch File(s) To Merge
Year 2012'3 Search
|:| File Number Subject =
[ e Df71/2012-LF test
| P B-13011/5/2012-DDS(AK) | phydiytesting |
0 e D/64/2012-PRT-Voluma(2) 102
| M P D-64 I D-54
0 e C/168/2012-LF get set
P C/139/2012-LF testing description
P C/138/2012-LF testing description
0 e C-12/5/2012-LF new physical file
0 e B-11012/8/2012-LF vhjuhbuj il
<< <1234568> ==
Add
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As a result, the selected file(s) appears in the Merge File(s) window, as shown in Fig.eFile.234:

Merge File(s) |

Main ~ Number ~ Subject  Sender -

P A-11011/156/2012-LF Planning ALKA & KULKARNI Fal

P B-13011/5/2012-DDS(AK) phydiytesting ras

P D-54 o-64 ras

P C/139/3013-LF testing description Fay

P C/138/2012-LF testing description ras

Search File(s) To Merge
Year [2012[~] Search
= File Number Subject |~
B e /7 1/2012-LF test
| e B-13011/5/2012-DDS[AK) phydiytesting A
| e D/64,/2012-PRT-Volume(2]) 10z 1
B e O-54 D-54
B e C/168/2012-LF get set
El F C/139/2012-LF testing description
El P Cf128/2012-LF testing description
B e C-12/5/2012-LF new physical file
| e B-11012/5/2012-LF whjuhbuj i
<= <123456= ==
Add

Fig.eFile. 22834

e Click the ‘Merge’ button (Fig.eFile.234), as a result the files will get merged with the main working file,
as shown in Fig.eFile.235:

File No: A-11011/158/2012-LF
= = = = B

Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

File Number : A-11011/156/2012-LF Subject ! Planning

Opening Datz ¢ 19/06/12 02:42 Remarks Planning

Main Category Sub Category

Pravious Reference : Later Reference :

—

Merged Files B
S.No ¥ Number ¥ Subject g

1 C/28/2012-CC high jump

2 C/138/2012-LF testing description

3 Cf139/2012-LF testing description
4 D-64 D-64

5 B-13011/5/2012-DDS({AK phydiytesting

6 Df72/2012-LF test

7 E-12/1/20132-PRT-VOLUME(2 Training matter

8 SFSPFILEG-001 5F5 P File G-001

Fig.eFile. 2295
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Physical

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.

e Click on the Create New (SFS) option under Physical File under the left navigation.

As aresult, File Cover Page screen appears as shown in Fig.eFile.236:

Continue Working »

Fig.eFile. 2306

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.237:
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eFile/11011/2012-imp

eFile Implementation I

Appointments

Continue Working »

Fig.eFile. 2317

After filling the necessary details, click the Continue Working ( button (Fig.eFile.237) to
create a new physical file. As a result, file gets created, as shown in Fig.eFile.238:

le No: EFILE/110112/2012-IMp

Correspondence | Link and DeLink ' Movements | Defails | Edt | Send | Dispatch | More Action | Create Volume | Canvert il | More Detals | Merge | W
File Number EFILE/110112/2012-1MP Subject &l Training sched..

Opening Date : 14/06/12 04:50 Remarks ¢

Main Categary ¢ Sub Category :

Previgus Reference : Later Referance :

File Movement History

Sender venton v Sentto ¥ Adton ™ Remarks \

Fig.eFile. 2328

e User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic File:

Electronic File option under the Files section helps the user to create an Electronic File.
Electronic File Link Contains 2 options:

i) 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 user has to perform the following steps:
e Click the Create New (Non-SFS) option from the Left navigation panel under the Electronic File section.

As aresult, File Cover Page screen appears as shown in Fig.eFile.239:

Choosi] Ghoosi Choosi] Choosi| | 2012 | LF [~

-
-

Work On File Later » Continue Working »

Fig.eFile. 2339

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.240:
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)M f 11 HB T -NE - Cul 2011 JADM v

Judiciary Matter

Appointments

] choose one |

Urgent h atter

Work On File Later » Continue Working »

Fig.eFile. 234

o After filling the necessary details, click the Continue Working (M) button (Fig.eFile.240) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.241:
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File No: A-11/41/2012-LF-LESNAA |

@ orrespondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | |
+ +

B P " FHEE

T
E Add Green Note | | = |Add Yellow Note

There is no correspondence attached with this file.

Fig.eFile. 23541

User can also click the Work on File Later (w) button if want to work on File later on. And

so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

User can perform different operations on a file, For instance:

a) Add note: With the help of this feature user can add a green note or a yellow note onto the newly created
file or existing File.

To add a Green Note user has to perform following steps:

e Click the Add Green Note link, as shown in Fig.eFile.242:
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File No: A-11/41/2012-LF-LESNAA |
W orrespondence | Draft | References | Link | Details | Movernents | Edit | Send | More Action | Create Volume | More Details |

B P "

f.—. ==
E Add Green Note | | = Add Yellow Note

‘I
Fme

There is no correspondence attached with this file.

Fig.eFile. 23642

As a result, noting becomes active and user can add note.

e After making a note, user has to click the Save Button to save the noting, as a result noting is prepared
and saved.

e The User can also attach a document (Pdf Format only) by clicking the Attach File button at the
bottom of the noting portion.

To add a Yellow Note user has to perform following steps:

e Click the Add Yellow Note, as shown in Fig.eFile.243:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | Maore Details |

B g4 v

B Add Green Note || = |Add Yellow Note |

e

There is no correspondence attached with this file.

Fig.eFile. 23743

As aresult Yellow Note sheet page appears on Notings portion, as shown in Fig.eFile.244:
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Fil ; £A-11/41/2012-LF-LBSNAA
[ Noting || Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |
"
FBE
B I U ‘ EEEE | Styles ~ Format v FontFamly v
[Fontsze  +i2 1= | 5 4E| \ GESO@mA K
XhRaeay|-cExxoy-8
HIEE] | | 5|7 |8 9 ok rrg -

There is no correspondence attached with this file.

Save

Fig.eFile. 23844

e After making a note on yellow sheet, click the Save

Button, shown in Fig.eFile.245:
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File No: A-11/41/2012-LF-LBSNAA
I Noting | Correspandence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ‘
+
P
B I U ‘ EEEE ‘ Styles ~ Format ~ FontFamily =
|Fontsze <12 42 | S EE | | LEJ@mA-G
inaamat—aEx a8
=Rl | |5 5|0 |39 e -
There is no correspondence attached with this file.

Fig.eFile. 2395

As a result, yellow note get saved.

o After clicking the save button, user has 3 options:

o Edit : Refers to edit the Yellow Note
o Discard : Refers to Discard the Yellow Note
o Confirm ): Refers to Confirm the Yellow note.

User can perform any options as per authorization.

Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet Noting of
File. At atime only one noting is active, either yellow note or Main Green sheet note.
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b) Correspondence:

With the help of this feature user can attach correspondence/Receipt to the working File.
To attach Correspondence user has to perform following steps:
e Perform All Steps of creating a new file.

e Click the Correspondence ) Link (Fig.eFile.245), as a result List of Correspondences and
issues page appears on right side of Noting page, as shown in Fig.eFile.246:

‘I Noting | ‘
B P " 2
B Add Green Note | = |Add Yellow Note List of correspondences and issues
Choose One [7]
B ~  Receipt/Issue No. ~ Subject ~ Type ~ Attached On > v
Fig.eFile. 2406

e Click the Attach Button (Fig.eFile.246), as a result, the Receipt Search window appears, as
shown in Fig.eFile.247:
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Search for the receipt

20‘12|T Search
Receipt Number Subject
training
P 8119/2012/CC of the
Empl...
p 8143/2012/LF Urgent
«’(l b

Fig.eFile. 2417

e Select the receipt from the Receipt Search window to attach with the file.

e After selecting the receipt, click the Attach ( button (Fig.eFile.247). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.248:
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Search for the receipt

2012 'T Search

Receipt Number Subject

traTm'l
P o= 8119/2012/CC of the
Empl

p

8143/2012/LF

Urgent

LA

Fig.eFile. 2428

Type of the receipt can be changed from the dropdown menu available at the top of TOC of correspondences
page:

i) Mark As PUC:
Helps the user to mark the receipt as Paper Under Consideration (PUC).

To mark a receipt as Paper under Consideration (PUC) user has to perform following steps:

Select the receipt from the TOC of Correspondences which needs to be marked as PUC, as shown in
Fig.eFile.249:

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | w
B P » ot
E Add Green Note | | =/ |Add Yellow Note List of correspondences and issues

Chaase One 7]

]} A Receipt/Issue No. ~ Subiject ~Type v Attached On - ]
I P 10627/2012/L18 G5 Sharma -001 PUCT  15/03/12 12:46 details |

Fig.eFile. 2439

e Select the type as PUC from the dropdown menu, as shown in Fig.eFile.250:
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File No: A-11/41/2012-LF-LBSNAA
| Noting | Correspondence || Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | |
g pra w g
E Add Green Note | = |add Yellow Note List of correspondences and issues
Choose One n
a ¥ Receipt/Issue No. ¥ Subject vType ¥ Attached On MaL P M
UnM:
0 e 10627/2012/L18 5 Sharma -001 PUCL  19/09/12 12146 M';,L:LE "
Detach
Fig.eFile. 24450
i) Unmark: Helps the user to unmark the receipt, if it is marked as PUC or FR.

To unmark an already marked receipt user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be Unmarked.
e Select the type as Unmark from the dropdown menu.

iii) Mark As FR: Helps the user to mark the receipt as Fresh Receipt (FR).

To mark areceipt as Fresh Receipt (FR) user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be marked as FR, as shown in
Fig.eFile.251.
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Fila No: A-11/41/2012-LF-LBSHAA
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

B Pa "
B Add Green Note | | = |Add Yellow Note List of correspondences and issues
Choose One n
Choose One
B A Receipt/Issue No. ¥ Sublect v Type ¥ Attached On Mark As PUC | ]
olark
P 10627/2012/L1B G5 Sharma -001 pUCL 19/09/12 12:46  [IENAEN=:t
Detach

Closs

Fig.eFile. 24551

Select the type as FR from the dropdown menu, as shown in Fig.eFile.252:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ]
B B a Y =
B Add Green Note | | = Add Yellow Note List of correspondences and issues

Choose One n

Choose One

] v Receipt/Issue No. ¥ Subject *Type ¥ Attached On Mark As PUC ||
phar
P 10627/2012/LI8 G5 Sharma -001 PUCL 19/09/12 12:46  [TEPE)

Detach

Fig.eFile. 24652

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.253:
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File No: A-11/41/2012-LF-LBSNAA
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ‘

B P " &
B Add Green Note | = Add Yellow Note List of correspondences and issues
@] A Receipt/Issue No. ¥ Subject vType v Attached On v |
P 10627/2012/LIB GS Sharma -001 PUC1 15/09/12 12:46 details

PUC Number: Choose One n Dane Cancel

Fig.eFile. 24753

e Click the ‘Done’ ) button (Fig.eFile.248), as a result the receipt gets marked as FR.

iv) Detach:

Helps the user to Delete/Detach the attached receipt from TOC of Correspondences.

If the user detaches a receipt which is marked as PUC then its related FR’s will be unmarked. (Only the
initiator of the file can detach the receipts).

To detach areceipt, user has to perform following steps:
e Select the receipt from the TOC of Correspondences which needs to be detached:

e Select the type as Detach from the dropdown menu, as shown in Fig.eFile.254:
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File No: A-11/41/2012-LF-LBSNAA
{ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | W

B P Y g

B Add Green Note | = |Add Yellow Note List of correspondences and issues

Choose One
Choose One
Mark As PUC
UnMark
Mark As FR

@] - Receipt/Issue No. ~ Subject ~Type ~ Aftached On
10627/2012/LIB

| P G5 Sharma -001 PUCI  18/03/12 12:46

Fig.eFile. 24854

V) Close:
Helps the user to close the attached receipt from TOC of Correspondences.

To close a receipt, user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.255:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

B P Y

B Add Green Note | | = |Add Yellow Note

~ Receipt/Issue No.

= O

P 10627/2012/LI1B

List of correspondences and issues

~ Subject ~ Type
G5 Sharma -001 PUCL

~ Attached On

19/09/12 12:46

Choase One | 7]
Choose One
Mark As PUC
UnMark

Mark As FR

Detach

Fig.eFile. 2495

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.256.
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File No: A-11/41/2012-LF-LBSNAA

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | 1
= P ue " =]
Bil |add Green note | | 21 Add Yellow Note List of correspondences and issues

Choose One [7]
ccccccccc

(= ~ Receipt/Issue No. ~ Subject ~Type ~ Attached On ~
P 10627/2012/LIB GS Sharma -001 PUC1 19/09/12 12:46  |mark A

Fig.eFile. 2506

As aresult, Close confirmation Box appears as shown in Fig.eFile.257:

Close confirmation

@ Please provide closing remark

Rermarks

| OK | [ Cancel

Fig.eFile. 2517

e Enter the Remarks and click the OK ) button, as shown in Fig.eFile.258:
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Close confirmation

@ Please provide closing remark

Work Done

Rermarks

[ oK w 1 Cancel

Fig.eFile. 2528

As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

c) Draft: With the help of this feature user can create New Draft and View existing Drafts in the File.
To create New Draft user has to perform following steps:

e Perform All Steps of creating a new file.

e Scroll mouse over Draft ) link and click the Create New Draft option under it, as shown in
Fig.eFile.259:
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File No: A-11/41/2012-LF-LBSHAA
{ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

Create New Draft =

View Draft

Receipt Details Basic View

O Reply @ newFresh & Financial Senction

b

B Bandir Kemar, 145

Language of
Is Classified (' ves @ 1o rEuee= ot choosz One 7]

Subject* (Maximum of
250 Characters) b

ICommunication Details

Ministry Choose One

=] ]

Department Choose One
ADMGL ADMG LETTER HEAD

Nama*

Designation
Organization
Address 1 *
Address 2
Email

Country Choose One

]

State Choose Ona
City

Pincode

Telephone

Fax

* Add More Recipients

Clear Fields

Attachment Browse... || Upload

Fig.eFile. 2539

As a result Create New Draft page appears, as shown in Fig.eFile.260:
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File No: A-11/41/2012-LF-LESNAA
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

Create New Draft g
View Draft
e Bagic View
O Reply © newFresh ]| Financial Senction
PT—
Language of o=y - T —
1s Classified ) ves @ 1o draft Choossone |7 . .
Subject* {Maximum of g
250 Characters) e
Communication Details
Ministry Choose One |z|
Department Choose One |z|
ADMG1L ADMG LETTER HEAD
Name*
Designation

Organization
Address 1 ¥

Address 2

Email

Country Choose One El
State Choose One E
City

Pincode

Telephone

Fax

* Add More Recipients

Clear Fields

Attachment Browse... || Upload

Fig.eFile. 25460

e Enter the mandatory fields like Subject, Name and Address and other necessary details (Fig.eFile.260).

o Either directly type the draft manually or choose the predefined template and click the View ) Button,
as shown in Fig.eFile.261:
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Basic View

|,ﬁDMG1 ADMG LETTER HEAD

Fig.eFile. 25561

e Select the Template (if required) and click Ok to modify the word document and then Save ( button
as shown in Fig.eFile.262:

Receipt Details Basic View
O Reply @ NevfFresh Financiz| Senction o
s o v v i G
_ (omeEo & I g Randbir Kemar, IAS
s Classified O ves @ 1o it " choose one[1] S
Thiy -
Subject® (Maximum of T 0
250 Characters) i
Subject is required
Communication Details e
Ministry |chosse one [ =
D ch o
|chosse one [~] Draft Instructions : ADMG1 ADMG LETTER HEAD
- [ir ] 3
ame T=re B = 1. Once you done with Draft creation, Close MS Word —
Window and Click OK button to proceed further.
D | ‘ 2. Click the Cancel buttan to cancel the process,
o i [ | E
e | (ST
Address 1 *
Addres=1 iz required
Address 2 [ |
Email [ ] =
Country [choose one [=]
State |chocse one []
city [ |
Pincade [ ]
Telephone [ |
Fax [ ]

*Add Mare Recipients

Clear Fields
A [ || Browse... || upload

Save

Fig.eFile. 25662
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. As a result the Word document appears. User can make the changes in the content of the word
document and after making the necessary changes user can save the documents as shown in Fig.eFile.263:

File No: A-11011/3/2012-LF-LBSNAA
= f Noting | Carrespondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | Mare Details | ]

Files = 5

» Inbox

Basic View
b Created

+ Drafts

IRE(!ipl Details
& | Financial Senction

— = s
‘,/n? 9 - & ) [/ SIS0, doc [Compatibliy Model 1 |8 = x -

= guageuf n ‘*_“_:'5':“'_::"" g Ramdtur Kumar, 1AS
N = Home| Insert Pagelayout References Mailings Review View AddIns (@ % - oo

b Clossd =4 Calibri Slu - mi 3

¢ Senk ;9 2 ||| B e X, x}”%}‘ P h| Styles  Editi a
L . v B 'aragraj les. iting

» Physical F - F||¥ A A A K graph | Syl g

, Create | {|Clipboard Font ] o
SFS)

+ Comple|

&

-+ Craste

+Craste ADMG1 ADMG LETTER HEAD

Draft Instructions :

b Electronic 1. Once you done with Draft creation, Close MS Word —

Create Window and Click OK button to proceed further.
* srs) 2. Click the Cancel button to cancel the process.

-+ Create
|

» Create
» Create Par Admgl.doc -

b Create Vol

m

» Recycle Bi

Migrate Fil
Dispatch
DSC

Reports

Page:1of1 | Words: 1
AT

Attachment Browse..

+add More Recipients

Save

Fig.eFile. 25763

Now user can click the OK button in the Draft Instructions Pop Up to complete the Draft creation process

To avoid the word document User can click on Cancel button to move to next step.

As a result new Draft is created.

e To Edit Created DFA, Click on Edit button as shown in Fig.eFile.264:
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Ei | add Green Note || =1 add vellow Note DFA No : DFA/1118 -V 1.0 Status : DFA edit [

20/09/2012 2:46 PM GEETA SHARMA
(PROF(HINDI))

Fig.eFile. 25864

Digital Signing on DFA:

Create the DFA and Approve the DFA as per the Process.

Let us discuss in detail about the process of implementing the digital Signature on DFA.

e Sign and Approve button appears after DFA is created as shown in Fig.eFile.265:
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Receipts
Filas
» Inbox
& Inbaw2
b+ Créated
» Drafts
s Complated
» Parked
¥ Closed
b Sant
» Physical File

Craata Haw{Non
SFS)

s Craste New[SFS)

5 Craate Shadaw Filg
(Mon SFS)

o Craate Shadow Fild
(sFs)

¥ Elsctronic File

o Craatae Haw(Nen
5F5)

s Craute New(SFS)

. Craate Shadow Fild
(Mon SFS)

o Craate Shadow Fild
(=Fs)

b Create Fa

¥ Craats volume

Fila Mo A-12012/1/2012-L1B8-LBSHAA

Fe, Advanced | Halp |

Mating | Cor d | Draft | Link | Details | Movermaents | Edit | Send | Mars Action | Creats Volume | More Details

& O ™ os
Bl |add Green Wete | | 2| Add Yellow Note

states -

27/09) 2012 11130 AM

27/09/ 2012 6:13 PM

0910/ 2012 127 PM

10/ 10/ 2002 2107 PM

RAMESH KUMAR
(SLIO{RK))

HAMESH KUMAR
{SLIO{RK))
By sianee

RAMESH KUMAR
(SLID(RK)}

RAMESH KUMAR
{SLIO(RK))
Sy Sigond |

Approve

Sign and Approve

Fig.eFile. 25965

DSC Should be plugged in and in detected mode then it will display Sign and Approve button for DFA.

For approve click on Approve else Sign and Approve.

Files.
¥ Inbox
+ Inbomn2
b Craated
+Drafis
s Complited
b Parked
¢ Closed
» Sant
s Physical File

Craate Hew(Nen
*5F5)

s Craube New(SFS)

, Cramta Shadaw Fild
[Nen 5FS)

o, Create Shadow Filg
(=Fs)
» Elsctronic File

Craate Hew{hen
*5rs)

s Craate Hew(SFS)

o, Create Shadow Filg
(Non 5FS)

, Craate Shadow Fild
(srs)

b Craate Part

b Create Volume

I7/09) 2012 &:15 PM

0910/ 2012 1127 PM

10/10/ 2012 2107 PM

w Mirierum FIN lengh 4 bytes

il - Maoimum FIN length 15 bytes

=]

(SLID(RK))

RAMESH KUMAR
{SLIO(RK))
B visesy sianes|

RAMESH KUMAR
(SLID(RK])

RAMESH KUMAR
{SLIO(RK))
B oeessan]

ore Actson | Create Wolume | More Detals

o) Advanced | Halp

| Cashbosrd

Click on Signed and approved DFA and enter the PIN for signature click Ok button a shown in Fig.eFile.266:

DFA Mo DFAT1IL64 = v 1.0 Status:  DFA

& ® [s1% -

BB @ Hal~ el

|~
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e As aresult DFA with Signature is displayed as shown in Fig.eFile.267:

Recwipts =]
Files =
¥ Inbox

o Imbaxd
» Craated

«Drafts

s Complated
b Parkad
b Closed
b Sant
» Physical File

Craate haw{Nen
SFS}

s Craate han(SFS)

Craste Shadow Fild
® [Non SFS)

5 Create Shadow Fild
[EFE)

b Electromic File

Crauta RawMen
*5F3)

s Craata Naw(SFS)

, Crasts Shadaw Filg
[Non S5FS)

, Craate Shadow Filg
[5FE)

b Creats Part
b Create Volume

b Racycles Bin

File Ma: &-12013/1
Moting | Comrespondence | Draft | References | Link | Details

f 212-L18-

LESHAS

Movemnants | Edit | Send | More Actson | Create Volume | More Details

é p‘ “a & * b
B |acd Green Note | 51| add YeBow Note
states -

27092012 11130 AM

P09/ 2012 6:45 PH

09/10/2012 1127 PM

1010/ 2012 207 PM

RAMESH KUMAR
(SLIO{RK}}

HAMESH KUMAR
{SLIO(RK))
Bl sanes

RAMESH KUMAR
(SLIO{RK]}

RAMESH KUMAR
Dhlo'l-r Signed

A
02

DFA Mo : DFA/1164 - v 1.0

Stalus ¢

& ® [51% -

198 G SNHEI- e e

L@ﬂwmuwmm

%Sig\.mnhml

Signature yalid

g

Dizpatch by Sulf

Cippatch By CRLU

Fig.eFile. 2617

Dispatch By Self and Dispatch by CRU remains similar for signed and approved DFA .

Signature Verification in Noting

To verify the signature is valid in the document,proceed for further process as discussed below.

Let us discuss in detail the verification process of Signature in Notings of a file.

e Click on the Signature of signed noting as shown in Fig.eFile.268:
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Ei Add Green Note | | =/|Add Yellow Note DFA No : DFA/1159 - V 1.0 Status : Approved Edit EF
Ly W T S O T PO e B M T TR " M el i
control over large areas in the northwest of the subcontinent until the British East India Company gained
ascendancy over South Asia. ©¥?
Beginning in the mid-18th century and over the next century, large areas of India were annexed by the
British East India Company. Dissatisfaction with Company rule led to the Indian Rebellion of 1857 , after
which the British provincas of India were directly administered by the British Crown and witnessed a period
of both rapid devalopment of infrastructure and economic decline. During the first half of the 20th cantury,
a nationwide struggle for independence was launched by the Indian National Congress and later joined by
the Muslim League . The subcontinent gained independance from the United Kingdom in 1947, after the
British provinces were partitionad inta the dominions of India and Pakistan and the princely states all
acceded to one of the new states
27/09/2012 11:30 AM RAMESH KUMAR
(SLIO(RK)) as
%
27/08/2012 6:15 PM RAMESH KUMAR
{SLIO(RK)) i
Digilally Signed 1
06/10/2012 2:27 PM RAMESH KUMAR Approve | Sign and Approve
(SLIO(RK)) -

Fig.eFile. 2628

DSC should have been in detected mode and active in system.

e A pop up window appears DSC Certificate Details as shown in Fig.eFile.269:

T O S J ] = 1 oo ran :
|IIISE certificate Details
Commaon Mame : _SUNIL KUMAR
Email : sunil.kumar.dord@nic.in
Lacality KRISHI BHAWARN
State : DELHI
Organization Unit: OFFICE OF SECRETARY RD
Crganization : MORD
Country : IM
Subject Alternative Mame :©  sunil.kumar.dord@nic.in
Status : VALID WHEM SIGHED
Walid Ta : 2012-10-20 12:17:06.0
Serial Mumber : TDA10AT01510632F7203

Browse Certificate to Verify the Signature

Browse... Werify

;

Fig.eFile. 2639
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To browse the certificate for DSC follow the steps mentioned below:

Open the link nicca.nic.in go to repository link as shown in Fig.eFile.270:

Pls read carefullv Encrvption Kev Baclup Procedure

View DSC Fee Structure  Download DSC Request Form  Download Smart Card USB eToleen Driver

Certificates (DSC) issued under Information

NOTICE:Impl ion of | perability Guidelines for Digital Si
Technology Act. 2000

It is to bring to the notice of all concemed that NICCA would start issuing DSC as per new certificate profile as 1aid down in the
e i i from CCA. All vendors are requested to test their application with new

SHAD56 with 2048 Trust Chain

lines upon

P 3
certficates(DSC) which can be downloaded from here:

+#% NOTICE #+*
All CA/RA Administrators/Officers are required ro get issued fresh DSC with SHA256/2048 bits for their ROLE CARDS on immediate
hasis because existing DSC cards with SHAI will not work for DSC issuance. Pls send your request immediately to NICCA Delhi. Those
who have already issued SHA256 card NEED NOT to request fresh DSC for their Role cards. (Pls update your client to JRE 6) Dawnload
JRE 6 (32 bit)
FAQs for DLL to select RAA & CAO card/token

Prerequisites for Token [

As per CCA directives:
From 1st January 2012, NICCA shall issue DSC with Signature Algorithm SHA256 with 2048 bits key strength only.

"X Login

Member Login

IAdministrator Login

Mare

Instructions for Digital Certificate Enrolment:
Digital certificate enrolment & key generation on etoken/ smart card
supports only Windows XP/2000/Vista/7.0 with browser IE6/7/8

Fig.eFile. 26470

e Click on Certificate Search Through Repository search of DSC could be done as shown in Fig.eFile.271:
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All FORMS & CPS
Certificate Revocation List {CRL)
Certificate Chain (CCA, MICCA & NIC sub-CA Certs)

clup Procedure

View DSC Fee Strucrm whload Smart Card TUSB eToken Driver
NOTICE:Impl ion of | perability Guidelines for Digital Si Certificates (DSC) issued under Information
Technology Act. 2000

Itis to bring to the notice of all concerned that NICCA would start issuing DSC as per new certificate profile as laid down in the
Interoperability Guidelines upon co: ication from CCA. All application vendors are requested to test their application with new

certficates(DSC) which can be downloaded from here:  SHAJI6 with 2048 Trust Chain

++% NOTICE *+*
All CA/RA Administrators/Officers are required to get issued fresh DSC with SHA256/2048 bits for their ROLE CARDS on immediate
hasis because existing DSC cards with SHA1 will not work for DSC issuance. Pls send your request immediately to NICCA Delhi. Those
who have already issued SHA256 card NEED NOT to request fresh DSC for their Role cards. (Pls update your client to JRE 6) Download

JRE 6 (32 bit’
FAQs for DLL to select RAA & CAO card/token
Pr isites for Tolien Installati
As per CCA directives:

From 1st January 2012, NICCA shall issue DSC with Signature Algorithm SHA256 with 2048 bits key strength only.
= Login

Member Login i

Administrator Login g

Mare

Instructions for Digital Certificate Enrolment:
Digital certificate enrolment & key generation on etoken/ smart card
supports only Windows XP/2000/Vista/7.0 with browser IE6/7/8

Fig.eFile. 26571

e Certificate Search window appears as shown in Fig.eFile.272:

Certificate Search =T

Instructions
- Issued to / Common Name is 8 mandatory field
- Value entered in the Sesrch witeris field should be sn exact match

Certificate Search
OU Name All |Z|

Issued to / Commaon Name *

E-mail Id / Domain Name {
Subject Alternative Hame

Fig.eFile. 26672

¢ Input the required details and click on submit button as shown in Fig.eFile.273:
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Home Resources Support Repository ContactUs

Instructions
- Issued to/ Cemmon Name is & mandatory field
- Value entered in the Search oiteria field should be an exact match

Certificate Search
0l Hame All E

Issued to / Common Name * | sunil kumar

E-mail Id i Domain Name /

Subject Alternative Hame Euml.kumar.durd@mc.ln

'

Fig.eFile. 26773

e Click on the found link which is searched as shown in Fig.eFile.274:

Certificate Search Resultis

Commaon Hame EMail 1D Domain Name/Subject Alternative Hame
SLIMNIL KUMAR sunil.kumar.dord@nic.in
Page - 11

Fig.eFile. 26874

e Certificate Details window opens up with searched certificates and select and download certificate as shown in
Fig.eFile.275:
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|Cerlificate Details |

|
Commaon MName SUNIL KUMAR
Email sunil.kumar.dord@nic.in
Locality KRISHI BHAWAN
State DELHI
Organization Unit SECRETARY RD
Organization MORD
Country 1M
Subject Alternative Name sunil.kumar.dord@nic.in
Status VALID CERTIFICATE
Walid Fram Tue Oct 12 14:44:35 13T 2010
Walid To Thu Oct 11 14:44:35 |3T 2012
Serial Number TDA10A10C1093E24331

Search Again DOWNLOAD

Commaon MName SUNIL KUMAR

Email sunil.kumar.dord@nicin
Locality KRISHI BHAWAN

State DELHI

Organization Unit OFFICE OF SECRETARY RD
Organization MORD

Country M

Subject Alternative Name sunil.kumar.dord@nic.in
Status WVALID CERTIFICATE

Walid Fram Thu Oct 21 12:17:06 IST 2010
Walid To Sat Oct 20 12:17:06 ST 2012
Serial Number TDA10A101510632F72D3

Search Again

Fig.eFile. 2695

e On download of DSC Certificate a window appears as shown in Fig.eFile.276:
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General |De13i|s | Certification Path

Lﬁ Certificate Information

This certificate is intended for the following purpose(s):

* Proves your identity to a remote computer
* Protects e-mail messages

*Refer to the certification authority's statement for details.

Issued to:  SUNIL KUMAR

Issued by: MIC Certifying Authority

valid from 21- 10- 2010 to 20- 10- 2012

Install Certiﬁmte...] I Issuer Statement

Learn more about certificates

Fig.eFile. 2706

e Verify the Serial Number of downloaded certificate through Browse Button as shown in Fig.eFile.277:
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DsC certificate Details
Common Mame :

Email :

Locality

State

Crganization Unit
Crganization :

Country

Subject Alternative Mame :
Status :

Walid To :

Serial Number :

SUNIL KUMAR
sunil.kumar.dord@nic.in
KRISHI BHAWAN

DELHI

OFFICE OF SECRETARY RD
MORD

M
sunil.kumar.dord@nic.in
VALID WHEM SIGNED
2012-10-20 12:17:06.0
TDA10A101510632F7203

Browse Cerificate to Verify the Signature

Chlsers\MICS\Download:

| Verify

. Browse..

—

Copyright © NIC, 2012

Fig.eFile. 2717

Click on Verify Button to have Signature Verification as shown in Fig.eFile.278:

' v s

EESE =
DSC certificate Details

Common Mame :

Email :

Locality :

State

Crganization Unit ;
Organization :

Country :

Subject Alternative Name :
Status :

Valid To:

Serial Number :

Valid Signature

SUNIL KUMAR
sunil.kumar.dord@nic.in
KRISHI BHAWAM

DELHI

OFFICE OF SECRETARY RD
MORD

M
sunil.kumar.dord@nic.in
VALID WHEN SIGMNED
2012-10-20 12:17:06.0
TDA10A101510632F72D3

Browse Cerificate to Verify the Signature

Browse. .

—

Fig.eFile. 2728
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For verified signature a message will display as Valid Signature else Signature does not match with
the given certificate.

e To Approve New DFA click on Approve button and Dispatch as shown in Fig.eFile.279:

i |Add Green Note || 21|add Yellow Note DFA No : DFA/1118 -V 1.0 Status : Approved

20/09/2012 2:45 PM GEETA SHARMA
(PROF(HINDI))

Dispatch By CRU

Dispatch by Seff i

Fig.eFile. 2739

User cannot attach any document with DFA (draft for approval), which may be sent when the letter is
to be issued.

For that:

To Understand Dispatch by Self and Dispatch By CRU refer
Dispatch By Self
Dispatch By CRU

To view already created/existing Draft, user has to perform following steps:

e Open any existing File by clicking the File number.

e Scroll mouse over Draft () link and click the View Draft option under it, as shown in Fig.eFile.280:
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File No: A-11/41/2012-LF-LBSNAA

‘ Noting | Correspondence | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |
B P »w

B Add Green Note

=!|Add Yellow Note

Draft List
Choose ne 7]
| Draft No. Status
|| DFA/2432 DFA
Draft Version List
DFA/2432
Draft Version Date and Time Created Created By
1.0 19/9/12 1:00 PM

Fig.eFile. 27480

ALKA A KULKARNI

As aresult TOC of Drafts page appears, as shown in Fig.eFile.280:

Now, after the Draft is created and saved, the Dealing Assistant sent it to the section officer for review

To do so, he performs the following steps:
Perform All Steps of creating a new file.
Perform All Steps of creating a new Dratft.

e Click the Send ) button from the toolbar, as shown in Fig.eFile.281.:
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File No: A-11/41/2012-LF-LESNAA
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit More Action | Create Volume | More Details |

& P ' =

Bj Add Green Note | | =/ |Add Yellow Note Draft List

Choose One |7

& Diaft No, Status

] DFA/2432 DFA

Draft Version List

DFA/2432
II Draft Version Date and Time Created Created By
10 19/9/12 1:00 PM ALKA A KULKARNI

Fig.eFile. 27581

e Asaresult, Send File Page appears, as shown in Fig.eFile.282:

| Send
File Mumber : df
Subject : df
To
Set Due Date m
Action Forward E
Priorit',f Drdinary' E
Total 1000 |
1000 character left
o
Remarks

Fig.eFile. 27682

Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
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recipient from the list box.

Provide the Due date (if required) for the File using the calendar (i7]) link adjacent to the Due Date text box.
Select the Action which has been taken on the File from the dropdown menu.
Select the Priority (if required) of the File from the dropdown menu.

Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.283:

Sand
File Number : df
Subject : df
To ALOK KUMAR--DDS[AK]--0/o DEPUTY DIRECTOR Sr [AK]
Set Due Date m
Action Forward E
Priority Ordinary E
Total 1000 |
985 characters |eft
On Urgent baais. 5
Remarks

Fig.eFile. 27783

e Click the Send ) button (Fig.eFile.283). As a result, the File is sent to the intended recipient. In our
case the recipient is Alok Kumar.

Alok Kumar logs into its account, the file is available in its File Inbox, as shown in Fig.eFile.284:
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Receive | Forward | View | Move To | Mark As | More Action | Create Volume | Hierarchical View | my Files Izl |
[l w Number + Subject wSender * Last Seen By * Sent on + Due Onv Read On - Quick Action~
||] E g5 df ALOK PANDEY ALOK PANDEY 17/02/12 08:06 - 17/02/12 08:06 B ¢ |
[} P B-12013/1/2012-CC  Training A NALLASAMY A NALLASAMY 17/02/12 07:51 - 17/02/12 07:51 B¢
[} E hum hum ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:35 - 17/02/12 07:35 B ¢
E E ramlils B ramlila ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:04 - 17/02/12 07:04 B ¢
0o E confusion confusion  ALKA A KULKARNI ALKA A KULKARNI  17/02/12 01:12 - 17/02/12 01:12 B ¢
[ E pull-check-Valume(1i] pull-check ALKA A KULKARNI ALKA A KULKARNI 17/02/12 01:08 - 17/02/12 01:08 B %
] E file-latest file-latest ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 12:44 - 17/02/12 12:44 B ¢

LEGEND | | Qut Today | | Maost Immediate | | Immediate Ordinary

Fig.eFile. 2784

Role of Approving Authority in DFA:

e Officer opens the File and reviews the DFA.

o Office can edit the draft (if required) by clicking the Edit ) button.
e |If the draft is edited, it results in version creation of the draft as shown in the figure Fig.eFile.285.
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File No: A-11/41/2012-LF-LBSNAA

( Noting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | 1
Receipt Details Edit IE-" J
Reply @ NevFresh ] Financizl Senction

Language of
raft

Is Classified () vas @ 1o Choose one |7

Subject* (Maximum of OLREQ N
250 Characters) v

iCommunication Details

Ministry Choose One
Department Choose One [+]
Name* fghfgh

I Designation

Organization

Address 1 * fghfgh

Address 2

Email

Country Choose One [=]
State Choose One [
City

Pincode

Telaphone

Fax

* Add More Recivients

Clear Figlds

Attachment Browse.. || Upload

Fig.eFile. 285

e After reviewing the DFA, approving authority clicks the Approve button, as shown in Fig.eFile.286:

o After approving the DFA, approving authority sends the approved DFA to concerned dealing assistant for
issue.
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File No: A-11/41/2012-LF-LBSNAA
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | senction code alert ‘
==l " ra
@ Senction code is created.
e
B |Add Green Note | | 21|2dd Yellow Note
Approve || -
Fig.eFile. 2796

Now, Senction code is created for the Issue.

when the Dealing assistant logs into his account, the file is available in its File Inbox.

Role of Dealing Assistant in Issuing the DFA:
¢ Opens the File and reviews the DFA by clicking the DFA number.
e User now has 2 options, as shown in Fig.eFile.286 :
» Dispatch by Self: Refers to issue the approved DFA by self (Dealing Assistant)

» Dispatch by CRU: Refers to send the approved DFA to CRU to finally dispatch by them.
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File No: A-11/41/2012-LF-LESNAA
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | w
S £ a " o=
BF! No: OFAf2a32 -V 1.0 ﬁa‘ns: Approvaa A
B Add Green Note | | = |Add Yellow Nate
|
| ‘ Dispatch by Salf ‘ ‘ Dispatch By CRU -

Fig.eFile. 2806
Dispatch by Self:

e Click the Dispatch by Self (L2222 25=" | hutton (Fig.eFile.286), as a result, Dispatch Screen appears, as
shown in Fig.eFile.287:
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‘Dispatch

[ By Mail «

By Post +

Postal Details

Pastal Mode Choose One

Medium Choose One

Postal Charge 0

Weight 0

Out Register Details

DFANo:DFA/2113-V 1.0 Status : Approved

Untitled Document

Hot to be published or broadcast befors =m/pm. on day, the
2002

PRESS COMMUNIQUE/NOTE

In response to public demand, the Government of India have appainted 3 commission to go into the problem of

.. and make suitable recommendations to the Government,

Peon Book lo Out Date E

2. The Co vill consist of Shri s Chairman and the felloving members:

Paon llame Choose One E Out Time @)
Peon Code Choose One E Delivery Status Ho E ()
Delivery Date i

Delivery Time

Receipt Details
4. The Commission is expacted to submit its report to the Govemment by

@

Department of ............
[ SSS— )

Subject” (Maximum of
250 Characters) b

{Communication Details New Delhi, 18.09.2012

Ministry Choose HO. e
to the Principal Officer, Prass Bureau, of India, fiew Delhi, for issuing

the communique and giving it vide publicity.

Department

llame* Sush
L —

Designation
Address 1% Deln
Address 2

Email

Orgznization

Country

State

Pincode
Talephone

Fax

Language of
drat

Fig.eFile. 2817

e Provide the necessary information for dispatching the approved draft, and click the Send ) button,
as shown in Fig.eFile.288:
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Dispatch

DFA No : DFA/2432 - V 1.0 Status : Approved
[ By Mail
By Post w
Postal Details
Postal Mode Choose One E Postal Charge 0
Medium Chosse one |7 Weight o
lOut Register Details
Peon Book No out Date &
Peon Name Choose One | out Time
Paon Code Choose One 7] Delivery Ststus No [=]
Delivery Date &

Delivery Time

Receipt Details
Reply @ New/Fresh Financial Senction

Language of [

Is Classified e @10 araft Choose One

Subject* (Maximum of |JT0TC
250 Characters) ]

iCommunication Details
Ministry

Department

Name®

Designation

Organization
Address 2
Email

Country

State
City
Pincode

Telephens

Fig.eFile. 2828

As aresult, the draft gets dispatched to the intended recipient and dispatched DFA reflects into the Sent Section
of Officer’s Dispatch Link.

Dispatch by CRU/CRU:

e Click the Dispatch by CRU/CRU (| Rispateh. by CRU |) button (Fig.eFile.288), as a result, Dispatch by CRU screen
appears, as shown in Fig.eFile.289:

CRU User(s]: CRU |Z|
Delivery Mode: Choose One |E|

-
Remarks:

P —————————

Fig.eFile. 289
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e Provide the necessary details like Delivery mode and fill the remarks (if required), and click the OK (
button, as shown in Fig.eFile.290:

CRU User(s): CRU |E|

Delivery Mode: By Hand |E|
Acknowledge &

Remarks:

Fig.eFile. 28390

As a result, DFA sent to CRU for further dispatch.

d) Attaching Reference: With the help of this feature user can attach references corresponding to the working
File.

To attach Reference user has to perform following steps:
e Perform all steps of creating a new file.

e Scroll mouse over References link and click the Local Reference option under it, as shown in Fig.eFile.291.:
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File No: A-11/41/2012-LF-LBSNAA

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | ]
& P ud o Local Reference -

KMS Reference
Bi Add Green Note | | 21|Add Yellow Note References

Choose One 7]

F References Attached ~ Attached By ~ Attached Date -]

Biouse.

Fig.eFile. 28491

As a result References page appears on right side of Noting page, as shown in Fig.eFile.292:
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File No: A-11/41/2012-LF-LBSNAA

[ Naoting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | w
&g pﬂ“ ' Local Reference &

KMS Reference
B Add Green Note | =/ |Add Yellow Note Refarences

Choose OneE

0 References Aftached ¥ Attached By ¥ Aftached Date v

s

Fig.eFile. 28592

e Browse the reference document from the Local system and click the Attach ) button, as shown in
Fig.eFile.293:
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‘ Styles

= |

- FontFamly -
bEJOmA-G
Aaanesy|-cEx ey

=Rz | |21 |3 G ey

dsfsdfsdf

~ Format

=
~
=
[

T

| FontSize

Attach File

& References Attached

References

 Attached By  Attached Date

D:WM\case2-req-spec. pdi| Browse.. | Attach |

Choose Dnem

|

As a result the attached reference document gets attached to the working File, as shown in Fig.eFile.294:

Copyright © NIC, 2012
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References
BIU&|ESEEE|ws - Fomat v FontFamly < domo E
005€ Une
e = 5 4 @ .
|For|t5\ze == ‘ = | VEJO H"mﬁ "ﬁ [ References Attached  Attached By  Attached Date M
AaB@EAY- 0| % x|QY-§ case?-rec-spec.odf ALKA & KULKARNT 18/3/12 2:56 M |
il ‘ ‘ | AT Browse. || Attach
dsfsdfsdf

Fig.eFile. 2874
e) Attaching KMS Reference: With the help of this feature user can attach KMS references corresponding to
the working File.
To attach KMS Reference user has to perform following steps:

o Perform all steps of creating a new file.

¢ Scroll mouse over References link and click the KMS Reference option under it, as shown in Fig.eFile.295:
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File No: A-11011/3/2012-LF-LESNAA |
Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | |

& Pravi i 5
Bi Add Green Note =1/ Add Yellow Note KMS references
Choose One [v]
=] References Attached  Attached By  Attached Date |
20/09/2012 2:46 PM GEETA SHARMA
(PROF(HINDI))

Fig.eFile. 2885

e Asaresult KMS References page appears on Noting page, as shown in Fig.eFile.296.

[kms Reference(s) | ¢ |
Home/ Search I I |
Select Name w Size - Type + Modified Date |

V| fefrences Fils Folder 18/08/12 09:34

,-_] 111.pdf 73.6 MB POF Document 25/08/12 09:48 |

1316396405605_Noting.pdf 7.6 MB POF Document 18409012 12:20
® [+ | 58555 pdf 188.8 MB PDF Document 210912 15:29
® EEdmizsiornd/ 543.6 MB FDF Document 210912 15:30
® Digitsl Signaturs Verification.pof 511.9 1B PDF Document 18/08/12 17:33
® DEERTZIUCRLRI267E 12 Endl 129.1 WB FDF Document 27008012 11:01
® FTS_User_Guids.pof 3685 1B PDF Document 18/08/12 09:38
® BiipRA 22 Ea iy 298.1 MB PDF Document 210812 17:18
® NOTING. pof 82.9 1B PDF Document 17409012 16:02
® Sahil_JAN_R.pof 26.5 1B PDF Document 17408012 18:02

(Only PDF files allowed) No file chosen
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User cannot browse Folder ,only PDF files are accessible.

e To select any PDF files Browse a file and Upload to attach as shown in Fig.eFile.297:

2 Choose File to Upload
S
OU [ » Computer » HCLDISK2 (D) » NM » ~ [ 45 ]| search nm Al
Organize + New folder =~ 0 @
7 Favorites MName Date modified Type Size [l
.. Design DSC All 01-06-201213:56 File folder i
o Libraries . DsC 14-06-201213:11 File folder
@ Documents L mp 02-05-201211:13 File folder
J" Music . MP Admin 02-05-2012 11:34 File folder
gﬂ Mew Library (2] 3 . MP Director 04-06-2012 12:19 File folder |
gﬂ Mew Library . PIS Latest 04-07-2012 10:40 File folder
| Pictures L StarKey 12-07-2012 14:22 File folder
B videos .. Visual Paradigm 5 18-04-2012 15:30 File folder
i | Jock 23-05-2012 14:56 LOCK File 1KB
1% Computer | 283781_322681041154639_251344154_njpg  03-08-201212:45 PG File 118 KB
£—7 HCL_DISKD (Z:) [#| Adobe Reader X 30-05-2012 14:43 Shortcut 2KB
w HCL_DISK2 (Dx) |# | AIbEIATAAABDCPEjqGKnvmSNCILdmNh...  04-06-2012 14:47 PG File 3KB -
e HCLDISK3 (B) = ¢ | n |
File name: | > | Al Files () - |
l Open ]l ’ Cancel ]
FTS_User_Guide.pdf 368.6 MB PDF Document 18/912 9:35 AM
a http___10.245.50.pdf 298.1 MB PDF Document 21/9/12 5:18 PM
a NOTING.pdf 82.9 MB PDF Document 171912 4:02 PM
a Sahil_JAN_R.pdf 86.8 MB PDF Document 17/9/12 4:03 PM
{Only PDF files allowed) [Browse || uploas

Fig.eFile. 2907

e When browsed file is attached a message is displayed as successfully uploaded as shown in
Fig.eFile.298:
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Message from webpage

j l} File "case2-req-spec.pdf” Successfully uploaded !!!

Fig.eFile. 2918

Choose One =
Choose One

e As aresult KMS reference is attached and can also be deleted by selecting Delete from
dropdown as shown in Fig.eFile.299:

B Add Green Note || =/ Add Yellow Note KMS references
Chosse One v
@} References Attached « Attached By ~ Attached Date |
I advt-02-2012.pdf ALKA A KULKARNI 28/9/12 11:14 AM
20/09/2012 2:46 P1 GEETA SHARMA
(PROF(HINDI))

f) Link Delink Files:
With the help of this feature user can Link and delink other eFile(s) to the working file.
It has 3 links To Link any other eFile user has to perform following steps:

Perform All Steps of creating a new file.

e Click the Link Delink link, as a result Link/delink page appears on right side of Noting page, as
shown in Fig.eFile.300:
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Internal Files are displayed as shown in Fig.eFile.280

File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References ||Link ||Details | Movements | Edit | Send | More Action | Create Volume | More Details |
—
g p'f«‘ i Internal

]
=)
External
El |Add Green Note | = Add Yellow Note | Refered In Link/ Delink
Choose One[7]
&  File Number v Subject v

Fig.eFile. 300
e Click the Attach link, as a result list of other files will appear, as shown in Fig.eFile.301:

Search File For Attach
Search

File Number

Subject
J-0/2/2011-ADM

Training Matter

ONO)

V0

J-0/1/2011-ADM LESNAA

K<L |>»

Fig.eFile. 301
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e Select a file which needs to be linked with the working file and click the Attach button as shown

in Fig.eFile.302:
5
Search File For Attach
Search
File Number Subject
® P 3-0/2/2011-ADM Training Matter

Or J-0/1/2011-ADM LBSNAA

«< 1 >»
Fig.eFile. 302

As a result the selected file gets attached to the working file.

e External files are displayed in the window as shown in the figure Fig.eFile.303:

B |Add Green Note | | =1|Add Yellow Note

Chaose Gne[T]
] ~ File Number ~ Subject -

Attach

Fig.eFile. 303
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o Referred In files are displayed as shown in figure Fig.eFile.304 :

Bi Add Green Note = Add Yellow Note

 File Number ¥ Subject &

Fig.eFile. 304

g) Details:
With the help of this feature user can view the total no. of part files created.
To view the Details of File user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Details link, as a result Details page of that working file appears, as shown in Fig.eFile.305:
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File No: A-11/41/2012-LF-LBSHAA
| Nating | Correspandence | Draft | References | Link | Movements | Edt | Send | More Action | Create Volume | More Details |

File Humber : A-11/41/2012-LF-LBSNAA Subject : gqunfhgh
Opening Date : 15/08/12 12:38 Remarks :
Main Categary : Sub Categary

Previous Reference : Later Reference :

Part Files Created

Part No ~ Created On ¥ Remarks

Fig.eFile. 305

h) Movements:

With the help of this feature user can have a track on the Running File and can view all the
movements.

To view the Movements of File user has to perform following steps:

Perform All Steps of creating a new file.

e Click the Movements ) link, as a result File Movement History page of that working file appears,
as shown in Fig.eFile.306:

File No: A-11/41/2012-LF-LBSNAA

| Noting | Correspondence | Draft | References | Link | Details | Movements |Edit | Send | More Action | Create Volume | Mare Detals | ‘
File Number : A-11/41/2012-LF-LBSNAA Subject : gunfhgh

Opening Date ; 19/09/12 12:39 Remarks ;

Main Category : Sub Category

Previaus Referance ! Later Reference |

| File Movement History

Sender T Senton v Sentto ¥ Action  Remarks v

Fig.eFile. 306
i) Edit:

With the help of this feature user can make changes to the cover page of existing running file except
the Basic and corresponding Heads.

Only the creator of the file has access to ‘Edit’ the Cover page of file. No other eOffice user has access
to it.

To edit the cover page of eFile user has to perform following steps:
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Perform All Steps of creating a new file.
e Click the Edit link, as a result Cover Page of that working file appears, as shown in Fig.eFile.307:

{1 ] croose] croos ] choosf2  J2011 J o |

Training Matter I

URGENT

Done »

Fig.eFile. 307

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.307), as a result, changes on cover
page of file get saved.

i) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Send link, as a result Send File page appears, as shown in Fig.eFile.308:

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

' Send

File Number : $-11011/2/2011-ADM
Subject : Description
To
Set Due Date J @
Action | Forvard M
Priority Out Today ™
Total 1000 |
1000 character left
Remarks

Fig.eFile. 308

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.309:

]' Send
File Number : $-11011/2/2011-ADM
Subject : Description
T (4
Rathindra Nath P& (DM) Confidential 7
Set D b ==
SEDHeRts Mukherjee SeCtion of DM =]
Action Debprosad Dey UDA(DPR) Confidential
SeCtion of DM
Priority
Swapan Kumar UDA(SKN) Confidential M
Total 1000 | i ’
1000 character left
Remarks
Send

Fig.eFile. 2939

e Provide the Due date (if required) for the File using the Calendar (3z]) link adjacent to the Due Date text box.
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e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.310:

l. Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
To :va'r‘\atl':ing:{ra Math f'.j1ukherrjeer--vpﬁ VV(DM)j-’Canfidentiajl VSlvecrtic-nrc_
SetDue Date | 31/08/2011  [4)
Action Forward v
[Forward
Priority Eall
| For Approval
For Information
Seen
Put Up again
Please Discuss
{For Payment
Remarks
Send

Fig.eFile. 2940

e Select the Priority (if required) of the File from the dropdown menu.

o Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.311.:
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“Send
File Mumber : A-11011/1/2011-ADM
Subject : cell one INFO
To | Rathindra Math Mukheree--PA (DM)--Confidential Section |
Set Due Date [z1/08/2011 572
Action Approved ~
Priority Most Immediate <
Total 1000 |
994 characters left
URGENT
Remarks
Send

Fig.eFile. 29511

e Click the Send button (Fig.eFile.311). As a result, the File is sent to the intended recipient.
k) More Action:
With the help of this feature user can Park or Close the working file.

To Park a particular File user has to perform the following steps:

e Move the cursor over More Action ) Link and click the Park File option, as shown in
Fig.eFile.312:
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File No: A-11/41/2012-LF-LBSNAS
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volufne | More Details | ]

= paf«‘ ' Close File p+ =

|Park File

E Add Green Note | | = |Add Yellow Note

Fig.eFile. 29612

As aresult, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.313:

Parking confirmation

@ Do you want to move the file to the parking folder?

Remarks

Rerminder Date @

ok [acancein

Fig.eFile. 29713

Enter the Remarks and Reminder Date as per requirement and click the OK () button, as shown in
Fig.eFile.314:
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Parking confirmation

@ Do you want to move the file to the parking folder?

Regquired Later on
Rermarks

Rerinder Date | 19/10/2011 @

l Ok %J Cancel |

Fig.eFile. 29814

As a result the working file will be sent to Parked section of Files.

To Close a particular File user has to perform the following steps:

e Move the cursor over More Action ( Link and click the Close File option, as shown in
Fig.eFile.315:
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File No: A-11/41/2012-LF-LBSHAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volufne | More Details | ]
+ Close File +
“4 33

2P e e

B Add Green Note | | = |Add Yellow Mote

Fig.eFile. 29915

e As a result, Cover page of File will appear, enter the Closing Remarks as per requirement, and click the
Close (m button, as shown in Fig.eFile.316:
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IS KXY I T S Y SIS

Training Budgst

Fig.eFile. 30016

As a result the working file will be sent to closed section of Files.
[) Create Volume:
Helps the user to create a new Volume of an existing file.

e To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.317:
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A-11011/2/2012-LF

Create Volume »

Fig.eFile. 30117

e Click the Create Volume m button (Fig.eFile.317) to create volume, as a result the Volume of the
existing file gets generated as a new file. As a result following page appears, as shown in Fig.eFile.318:
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ile No: A-11/41/2012-LF-LBSNAA-Volume(2)
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | More Details | ‘

B P " peaeie] =

Bi Add Green Note | | =/ Add Yellow Note

There is no correspendence attached with this file.

Fig.eFile. 30218

e More Details: Merged Files are shown in the More Details tab as shown in Fig.eFile.319:

File No: A-11/41/2012-LF-LBSHAS
‘ Noting | Carrespandence | Draft | References | Link | Detals | Movements | Edit | Send | Mora Achon | Create Valume | [Morz Detalls | ‘

Merged Files EI
File Humber : A-11/41/2012-LF-LBSNAA Subject ¢ genfhgh
Opening Date : 19/03/12 12:39 Remarks ;
Main Categary ! Sub Category !
Pravious Reference | Later Referance ¢
"Merged Files
SN0  Number ¥ Subject v

Fig.eFile. 3039

Note: You will learn the process of volume creation in detail in Section 9.

i) 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.
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Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as
shown in Fig.eFile.320:

Continue Working

Fig.eFile. 30420

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.321:
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11011/eFile/Nic-imp

eFile Implementation I

Continue Working »

Fig.eFile. 3051

e After filling the necessary details, click the Continue Working (M) button (Fig.eFile.321) to
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.322:
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File No: H-1023 I
Moting | Curra[’:undence | Draft | References | Link | Details | Movemnents | Edit | Send | More Action | Create Volume | More Details |

B pla w SEE

Bl Add Green Note | =/ |Add Yellow Note

There is no correspondence attached with this file.

Fig.eFile. 30622

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

Create Part:
The Create Part file option allows the user to create a part file against the file in submission i.e. not
residing with the working user.

To create a part file the user has to perform the following steps:

¢ Click the Create Part under the File Section, as shown in Fig.eFile.323:
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Receipts

Files =
b Inbox (11)

+ official

Creatad

-

+ Drafts

+ Completad
¥ Parked
¥ Closed
» Sent

Physical File

-

Creata New{Non
SF3)

+ Create New{SF5)

¢ Electronic File

Create New{Non
SFS)

+ Create New{SF5)

p Create Part

p Createolume

} Racycle Bin

Migrate File
Dispatch
DSC =]
Reports
Settings

Fig.eFile. 30723

As a result the following page appears as shown in Fig.eFile.324:
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Fig.eFile. 30824

e To create a File no., click the Browse File ( Link, which shows all the files sent by you , as
shown in Fig.eFile.325:
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Search File For Attach

2012 ’T Search
File Number Subject
E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
E N-17012/1/2010-e-Gow(B) Board Meeting of NISG
E N-17013/1/2010-e-Gow(B) Draft copy of the note for Cabinet approval
E Bf1/2012-DS(e-Gov) aaa
E Af4/2012-Secy test
E F-14011/1/2012-DS(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) fileO7
E C-15012/1/2012-DS(e-Gov) TUOO7
P F-13011/1/2012-DS(e-Gov) File001

Select File

<< <1 > >>

Fig.eFile. 30925

¢ Click on the radio button to select a particular file for which a part file has to be created and click
on button Select File )as shown in Fig.326:

Search File For Attach

2012 ’T Search
File Number Subject
| E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
E N-17012/1/2010-e-Gov(B) Board Meeting of NISG
E N-17013/1/2010-e-Gov(B) Draft copy of the note for Cabinet approval
E B/1/2012-DS(e-Gov) aaa
E AJ4/2012-Secy test
E F-14011/1/2012-DS(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) file07
E C-15012/1/2012-DS(e-Gov) TUDO7
P F-13011/1/2012-DS(e-Gov) File001

| Select File |

<< <1 > >

Fig.eFile. 31026

As a result the following page appears after selecting the file, as shown in Fig.eFile.327:
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N-18014/5/2010-Dir(e-Gov)

Tour program for spot studies.

Fig.eFile. 31127

e Click on the Create Part M Link to create a part file, as a result the part file has
been created as shown in Fig.eFile.328:

[P No: F/22/2012-LF-LBSNAA-Dar1) |
r Correspondence | Link | Movements T Defalls | Edt | Send | Dispatch | More Action | More Defalls | Merge | }
File Number : F/32/2012-LF-LBSNAA-Part(1) Subject physical file
Opening Date : 19/09/12 01:57 Remarks : physical file
Main Categary ! Sub Category :
Previous Referance ¢ Later Referanca :
File Movement History
Sender ¥ Sent on T Sentto ¥ Ation * Remarks v

Fig.eFile. 31228

e As aresult part file is created the part file can be created for both physical and electronic file.
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Create Volume:
The Create Volume option allows the user to create a new volume of an existing file which is residing
with him/her in the Draft or Inbox.

To create a Volume of a file the user has to perform the following steps:

¢ Click the Create Volume under the File Section, as shown in Fig.eFile.329:

=]
-+ official
» Created
-+ Drafts

+ Completed

¢ Parked

Closed

-

» Sent

-

Physical File

Create New{Non
SF5)

+ Create New(SFS)

Electranic File

-

Create New{Non
SFS)

-+ Create New(SFS5)

p Create Part

¢ CreateVolume

| =i =11 ]

Migrate File
Dispatch
DSC =]
Reports
Settings
Fig.eFile. 3139

As a result the following page appears as shown in Fig.eFile.330:
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"l Choose One

Fig.eFile. 31430

e To create a File no. Click on the Browse File ( Link, which shows all the files residing in
your inbox and drafts , as shown in Fig.eFile.331:

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

e ——— |
Search File For Attach
2011 F Search
File Number Subject
E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
E N-11016/-71/2011-e-Gov(B) ?I;Vngir;{%ggrr;gg Nodal officer for Implementation of
: v e sy Sodmeng o food of Dieetas o atona
E Lo oyt Goe) e A Nlon Hode Pl (AHP) e
: vt oy hesedng ot espond o el by
E N-11014/100/2010-e-Gov(B) gﬂfﬂ:ﬁ;ﬁ;ﬁ'g? S’;Oe};‘%gi;g MMP - Training of
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-DS(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees
Select File
<<<12> 5>

Fig.eFile. 31531

¢ Click on the radio button to select a particular file for which a new volume has to be created and

click on button Select File ()as shown in Fig.332:
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I—|

Search File For Attach
2011 |T Search
File Number Subject

@ E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
£ N-11016/-71/2011-¢ Gov(B) INS)\'r[gi?{%ggz]:E Nedal officer for Implementation of
© wmaeenesu) o neen oo reeor of o
© wuoeeesu) otk Alision ok red )
C omnesy i nemty
e wuoguemecu  peneiato o cOfc e Taihg
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-D5(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees

Select File
<<<12>>>

Fig.eFile. 3162

Create Volume » ‘

e Click on the Create Volume ) Link to create a Volume, as a result the new Volume
of a file has been created as shown in Fig.eFile.333:

‘Fi|e No: D/174/2012-LF-LBSHA-Volume[2)

[V Correspondence | ik | Maovements | Detals Edt Send | Dispeteh | Mare Action | More Detals [ Merge | 1
Fll Humber D/171/2012-LF-LBSNAA-Volume(2) Suject: ®

Opening Date 19/09/12 01:37 Remarks : »

Wain Category : Sub Category

Fravious Reference : Later Referance :

File Movement History

Sender v St on " Setto * idn * Remarks \

Fig.eFile. 31733
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e As a result volume of a file is created (the volume of a file can be created for both physical and
electronic file).

Recycle Bin:

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files.
There are 2 links provided under Recycle Bin Section of File:

a) Delete ): Permanently deletes the selected File.

b) Restore : The File which are deleted from the Created section are restored back.

Migrate File

Create New
With the help of Migrate file user can migrate files to any folder.

e Migrate file is created as shown in the figure Fig.eFile.334:

Receipts
Files

(e e [
E—

» Completed I

} Folder Permissions

[*]

Dispatch

DSC

e

Reports

[

Settings

=

Work On File Later » Continue Working »

Fig.eFile. 31834

o Fill all the mandatory fields on the current page of Create Migrate File as shown in the figure Fig.eFile.335:

To select a file click Browse and Import the selected file from the folder as shown in the figure Fig.eFile.335:
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Receipts
Files

Migrate File (=

» Create New

+Draft

+ Completed I
} Folder Permissions
Dispatch
DSC
Reports
Settings

Sections.

upl?

Search

Fila Number

= A-21022(1)\5\2008
' \DFGF4

7 A-2102221\5\2008

~\\DFGF4

7 A-21022(8)\5\2008

~ \DFGF4

7 A-21022(17)\5\2008
~ \DFGF4

7 A-21022(13)\5\2008
~\\DFaF4

7 A-21022(7)\5\2008

~ \DFGF4

7 A-21022(5)\5\2008

~\\DFGF4

7 A-21022(2)\5\2008

' \DFGF4

7 A-21022(6)\512008

~\\DFGF4

7 A-21022(21)\8\200

~\\DFGF4

7 A-21022(18)\5\2008

o] neofod L2 Jir Lo

B

e

m
m

Erocse ore |

e Select a file, a window appears wherein user need to select the Source and destination files as shown in the

Fig.eFile.336:

Fig.eFile. 31935

Source: Files
Issue O select an
Referances
Issued
Notes
Receipts

Destination Files
Issue
MNote
Receipt
Reference

[ccuo el r-cof croo oo Y]

Choose One
Choose One

On File Later » Conti

Copyright
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Now verify details as shown in the figure Fig.eFile.337:

Source Files
1 select a1
D = localhost - 1 (3).pdf
B = |ocalhost - 1 (2).pdf
% leclhost- 1 (1)pd | P[]
A2102211TV512008DFGF
o
—
Destination Filas

B = localhost.,pdf

18/09/2012 Lt

e

Wark On File Later ¥ Continue Working ¥

Verify Details

Fig.eFile. 32137

e Go to the button Continue Working(M) to generate new file no as shown in the

Fig.eFile.338:
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Source Files

7] select Al
B -;- localhost - 1 (2).pdf

B = localhost - 1 (2).pdf

[ % lecahost- 1 (1)0dt || 1F[v]
A21022(17)5/2008/DF GF

u n AMC & Demand
Choose One
Destination Files

B = localhost.pdf

18/09/2012 [w]

Work On File Later » Continue Working »

Verify Details

Fig.eFile. 32238

¢ New file number is generated along with Old file no as shown in the Fig.eFile.339:

uew File No: A-11011/15/2012-LF OId File No: A-21022(17)/5/2008/DFGF4 |
otings ‘ Correspondences | References ‘ Edit | Finzliza Migration

Migrated Table of Content

siNo Correspondence Ho Subject Type Sent By Actions
1 localhost.pdf A Issue /A x ¥ n u

wig

Fig.eFile. 3239
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Create New of Migrate has 2 links to perform operation on it:
Draft:

Number is not generated as shown in the figure Fig.eFile.340:

Receipts
Number ¥ Subject ¥ Subject Category v Created On  Remarks v Physical File Number
Files
|Number not generated hajugy 2012-03-18 15:35:22.343 A-20022(8)/5/2008/DFGF4
MigrateFile 3

} Create llew

+ Completed l

} Falder Permissions

Dispatch

DSC
Reparts
Settings
LEGEND 1 Qut Today | Most Immediate 1 Immediate Ordinary
Fig.eFile. 324
Completed:

Continue Working »

To generate a number click on to generate number
We have 5 links under completed tab to perform operations.

e Migrated file page shows the table of contents as shown in the figure Fig.eFile.341.:
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New File Hot A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/OFGF4

Notings | Correspondences | Referances ‘ Edit ‘ Finalize Migration

Migrated Table of Content
SN0 Comespondence fo Subject Type Sent By Actions
1 localhost.pdf /A Issue A u u

ey

Fig.eFile. 32541

Notings: It is used to see the notings of the migrated file as shown in the figure Fig.eFile.342:

New File No: A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/DFGF4

Higtings; | Comrespondences | References | Edit | Finalize Migration ]

Noting TOC

Fig.eFile. 32642
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Note: Notings, Correspondence and References depend on the destination file which displays in the
table of content.

Correspondence:

e Correspondence is as shown in the figure Fig.eFile.343:

New File No: A-11011/13/2012-LF Old File No: A-21022(17)/5/2008/DFGF4
Notings | |Con ncas | | References ‘ Edit | Finalize Migration
Migrated Table of Content
Sl o Correspondence No Subject Type Sent By Actions
1 lacalhast.pdf NA Iszue N/A ?( i’ n u
wyom
Fig.eFile. 32743
References:

References is shown in the figure Fig.eFile.344:
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New File No: A-11011/19/2012-L|

Correspondences

Notings

References

Fig.eFile. 32844
Edit:

e All the fields can be modified and saved as shown in the Fig.eFile.345 & Fig.eFile.346:

New File No: A-11011/15/2012-LF Old File No: A-21022(17)/5/2008/DFGF4
Notings | Corespondsnces | Refarsnces | ‘ Finalize Migration W

References

Fig.eFile. 329
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Source Files
Issue [ select an
Referances
Issued
Notes
Receipts
[ +] AMC & Demand
Choose One
Destination Files
Issue
Note
Receipt .
Reference 18/09/2012 [zl
Continue Working »

Fig.eFile. 33046
Finalize Migration:

e ltrequires all the metadata should be completed before finalizing as shown in the figure Fig.eFile.347:

Newi File No: A-11011/18/2012-LF Ol File No: A-21022(17)/5/2008/DFGF4
Notings | Correspondences | References ‘ Edit ‘ Finalize Migration W
——
Dispatch a
Postal Details
Postal Mode Choose One E| Postal Charge 0
Medium Choose One E| Weight 0
Dut Register Details
Peon Book o Out Date m
Peon Name Choose One E| Out Time
Paon Code Choose One E| Delivery Status lo B
Delivery Date m
Delivery Time
Receipt Details
Regly @1 sh
Subject* (Maximum of 0
230 Characters) -
Communication Details L4
Ministry Choose One E
Department Choosa One B
Name*®
Designation
Address 1%
Address 2
o
|

Fig.eFile. 331

NIC, 2012
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e Fill all the required data to make it as DFA as shown in the Fig.eFile.348:

New File No: A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/DFGF4

Notings Correspondences References | Edit | Finalize Migration ]

JeTvery Dete on

Delivery Time

Receipt Details

aply @ New/Fre
II Subject® (Maximum of [ hello -
250 Characters) -

Communication Details
Ministry Chaose Ona =]
Department Choose One [=]

Designation

Address 1 ¥ sadsadas

Address 2

Email

m

Organization Choose One

Country Choose One

[« [ ]

State Choose One
Pincode
Telephone

Fax

Language of
frese RPN E

Fig.eFile. 33248

Now as a result a new DFA is created as shown in the figure Fig.eFile.349:

New File No: A-11011/19/2012-LF Old Fila No: A-21022(17)/5/2008/DFGF4

Notings | Correspondences | Refersnces | Ed | Finalize Migration ]

Migrated Table of Content

SN Comespondence Ho Subject Type Sent By Actions
|1 DFA/2114 hello 155UE H/A x ¥ 0 @8 |

II wiq
Save Sequence

Fig.eFile. 3339
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Folder Permission:

With the help of folder permissions user can provide an access to other user

To provide folder permission as shown in the figure Fig.eFile.350:

Permission for section to the user for migration

To s ALKA A KULKARNI E2
3 items selected Remove all Add all
1 upb = | upl +
3 up? = | up3 +
3 up = | up2 +

Fig.eFile. 33450

e Permission should be provided to section officer for migration as shown in the figure Fig.eFile.351.

Copyright © NIC, 2012



Office
A& DIGTTAL 'WORE PLACE SOLUTION

| Permission for section to the user for migration

Receipts (# | Tg “s|Choose One E
Files F 0 items selected Remove all Add all
MigrateFile 5 upé +
b Create New up7 +
+Draft Lk u
+ Completed " up v
i up3 +
up2 +
Dispatch [+
DSC [+
= Clear
Reports [+]
Settings [+

Fig.eFile. 33551

Dispatch

Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.
There are two links available under Dispatch Section which is mentioned below:

1) Sent

2) Returned

Let’s have an introduction about these Links:

1. Sent: This module helps the CRU user to view the Sent Issues/Drafts.

If the status of the Issue or sent draft is:

Issued and Sent: Refers to when the DFA has been sent by the CRU section but not dispatched
finally by the CRU section

Issued and Dispatched: Refers to when the DFA that has been sent to CRU section has been
finally dispatched.

Issued and Returned: Refers to when the sent DFA has been returned back to the CRU section.

Final Dispatch can be done only after receiving the Draft/Letter.

There is 1 link provided under sent of Dispatch:

a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch.
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b) Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/CRU section.

There are 2 links provided under Returned section of Dispatch:
a) Receive
b) Resend

Let’s have an introduction about this Link:

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document.

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required) to
the CRU/CRU Section.

Quick Actions: - There is one useful link given under Dispatch as:

% Action Detail (EI) — It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received.

e Select the Sent Issue needs to be printed/dispatched physically.

Click the ‘Print Envelope’ link, as shown in Fig.eFile.352:

|

v Subed " Adoress Skby vty 7 N
{? G G Sharma SECRETARY, ANUSHAKTL... CRU 15/6/124:55 PM U
111111 SECRETARY, NIRMAN BH... CRU B/5/12 4:11 M U
) mr edddoddddddddd,. il B/6/12 10:23 A 1]
Bill Payment Banveri Lal, Delhi CRU 25/5/12 3138 PM U

[CC)-mavies asd, asd,asd CRU 11/5/12 4:43 PM U =
{? Flec Nano 2 Flet Nzna 2, asd CRU 11/5/12 3:08 PM U
88 SECRETARY, SARDAR PA... CRU 1/3/12 12:23 0 U
Prithviraj Chauhan SECRETARY, KRISHI BH... CRU 7/3/12 4:06 M U
st i, of aAl il EIHE 1]

Histroy of Delhi AP IKalzm, Delhi il 23/4/12 11:33 AW U -
The nearby Iran Pill.. Mahan, G&N CRU 27/3/12 3:20 P U

Fig.eFile. 33652

As a result new window appears asking for Print Size, as shown in Fig.eFile.353:
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Choose Print Sise : |Envelope #10 E

|
Fig.eFile. 33753

o Select the Print Size and click the ‘Print’ (___l) button (Fig.eFile.353), as a result the issue gets
printed.

Return Link in Quick Actions gets active only when the CRU user receives the Letter.

DSC (Digital Signature Certificate)
It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten
signatures which implies a process of demonstrating the authenticity of a digital message or document.
There is one link available under DSC section which is mentioned below:
1) DSC Registration
Let’s have an introduction about this Link:

DSC Registration:

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go through
DSC registration. DSC registration option facilitates the eOffice users for registration using an e-token issued to them by
certificate issuing authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC), IDRBT Certifying
Authority, SafeScrypt CA Services, Sify Communications, (n) Code

eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN
process, if the eOffice user has registered for DSC.

DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for basic
information of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e-token, how to
install them, and finally how to how to initialize the DSC certificate or e-token.

User has to properly installed drivers for the DSC Smart card and USB Token in the system before
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using the DSC authentication or e-token authentication.

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,

http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee Structures,
under the Support Link.

Token involves only a single pen drive device.

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for accessing
the eOffice application. User has to perform series of steps to log into the eOffice application, using e-Token or DSC card.

For e-Token Enrollment:

¢ Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.354:

e@flice

Fig.eFile. 33854

e Type the User id in the User Name text box.
o Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.355:
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Fig.eFile. 33955

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.356:

Receipts (=]
Files =]
Migrate File (=]
Dispatch =]
DSC =

p O5C Registratign

epo

Settings =]

Fig.eFile. 34056

Plug-In the e-token in your machine/system.
e Click the DSC Registration link under the DSC section (Fig.eFile.356). As a result, the DSC Enrollment Screen appears,

as shown in Fig.eFile.357:
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4 Signing Certificate

Certificate Information

Sl.ho. Certificate Type Validity Enroll Date User Name

No recard found.

Fig.eFile. 341

e Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.357) As a result, the DSC Enrollment screen
appears, a shown in Fig.eFile.358:

(5] ‘mce Home | Sign Out -]

?hu‘ b Apr 2010 C Muralikrishna Kumar
Receipts DSC Enrollment

# Seand Create Please insert your e-Token to read your Digital Certificate Information

* Bonse Dt Digital Certificate : Signing
* Inbox
* Created
¥ Sent D !
* Acknowledge F;.Ei}i:ate Issued By Type Expiry Date

 Tine bound [Sanjay Singh - 17530026 NIC Certfying Authort.. Signing p-23-2012 13:12:13

(C Referesh 2 Help 4 Back

Files
* Inbox

* Sent

* Created

* Create New
* Time bound
# Closed

Dispatch
* Sent
DSC

* DSC Registration

Fig.eFile. 34258

e Select the certificate for enrollment and click the OK button, as shown in Fig.eFile.359:
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e i H Sign O
c@ffice ome. | Sign Out
oo C Muralikrishna Kumar
DSC Enrollment

Receipts

# Sean & Create Please insert your e-Token to read your Digital Certificate Information
# Browse & Diarise oo . —
i i Digital Certificate : Signing
# Inbox

AR C Referesh 2 Help 4 Back

* Sent
* Acknowledge

# Time bound

Files

* Inbox

* Sent

* Created

# Create New
* Time bound

# Closed

Dispatch

* Sent

Dsc

# DSC Registration

Fig.eFile. 3439

The Message box appears, displaying the message for successful enrollment of the eOffice user, a shown in Fig.eFile.360:

@

Message @

L]
. | ) DSC is enrolled successfully,

Fig.eFile. 34460

e Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.361:
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) Welcome to eDffice Solution - CSS Style - Mozilla Firefox
File Edt View History Bookmarks Yashoo! Tools Help

@ > € 0 (o |[A hitpyjte4.100.28.86/e0fficeTuserkeytist o ." soogle )3

i @ Welcome to e0ffice Solution - CSS St... | + -

\;Offlce Home | Sign Out 7,’?

T‘hu,\ZB Apr 010 C Muralikrishna Kumar

Receipts DSC Enrollment Screen

# Scan & Create .+ Signing Certificate '_'_ Enchipherment Cetificate
* Browse & Diarise o .
Certificate Information
* Inbox

* Created Sl.No. Certificate Type Yalidity Enroll Date

* Sent 1 Sanjay Singh - 17530026 Signing 23-02-2012 01:12 29-04-2010 12:04
* Acknowledge

* Time bound
Files

* Inbox

* Sent

* Created

* Create New
* Time bound
* Closed

Dispatch
* Sent

Dsc

# DSC Registration

Fig.eFile. 34561

For e-Token Authentication:

¢ Plug in the e-token device in your system.

o Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.362:
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[] welcome to edffice Solution - Login [

Mon, 19 Apr 2010

Office

ADIGITAL WORKPLACE SOLUTION

eFile

Fig.eFile. 34662

e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.363:

@ Login

Fig.eFile. 34763
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As a result, the Log On dialog box appears, prompting for password above the DSC Authentication screen, as
shown in Fig.eFile.364:

Thursday, &pril 29, 2010

Digital Certificate Authentication

£ Log On: Sanjay Singh
Informaf
Welcomdg
You hav Log On to eToken
card for

Then cli

Enter eToken password

eToken Name: {Samay Singh

Password; ""“|

i Cancel

Fig.eFile. 3486

e Type the password in the Password field in the Log On screen. (Fig.eFile.364)

User can enter the wrong password only 10 times. Thereafter if the wrong password is entered, the
user gets blocked.

e Click the OK button (Fig.eFile.364). As a result, the user gets log into the eOffice application, as shown in
Fig.eFile.365:

%) Welcome to eOffice Solution - CSS Style - Mozilla Firefox
Ble Edt Yew Hstory Bookmaks Yahoo! Took Hebp
@ x C A bHtp://164.100.28,86fe0fficeT Flelnbox -1199- .
[5] welcome to e0ffice Solution - €SS St... -
Office e | Sanow A
Ths, 23 Ape 2010 C Muraiikrishna Kumar
Roceipts Ellas.
SentiCroste viewAl sewch [ ]in [Guoseone ¥ (G§
Browse & Diarse
Tt @) MarkAs « | [y Move To Folder - Switch View
Created ] Atumber Subject Sent By Sent On Bue On
Sont [ ! atn1asoonnecon Froject preparsticn suggortto Swapsn K Mondst 2042010
T [ v+ a-12011 4650010-C81 Recrutiment for Gangs ActionP. Swapan K Meodet 3042010
Towe bound [P X] 210:-PC S M Manajon 10-03-2010
[a ! at125800100008) < 2032010
Files
* Inbox
sent
» Created
Create New
Tine bound
Cosed
TUrgent +High Intermediate $Low «clss
Dispatch
ik File Humber A-1114502010-PCCTCH) Created on 30.03-2010 Status Actve
Subject Projoct pregaration suppart fo the ertre File Type. Moin Priority  Mostimoortant
Dispatchy ot Category  Ctrer A Confidential Top Secret
Inbox
sent L
sc

Fig.eFile. 34965
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For DSC Card Enrollment:
o Type the URL of the eOffice application in the address bar of the web browser.
o Press Enter from the keyboard.
A window appears, displaying the login page for eOffice, as shown in Fig.eFile.366:

[5] welcome to e0ffice Solution - Login

® Login

Fig.eFile. 35066

e Type the User id in the User Name text box.
e Type the password in the Password text box.
¢ Click the Login button, as shown in Fig.eFile.367:
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eFile

Fig.eFile. 35167

e Plug-In the e-token in your machine/system.

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.368:

>

2 @ffl Ce Home | Sign Out

Thu, 29 Apr 2010

Receipts Files

* Scan & Create view all  Search in [Choose One v @

* Browse & Diarise
s w | MarkAs « | [3) Move To Folder +

Switch Yiew
* Created O tlumber Subject Sent By Sent On Pue On

* Sent []»a*c-1122010-PC An all-pervasive government ro... AKVerma 27-04-2010

* Acknowledge

* Time bound

Files

* Inbox

* Sent

* Created

# Create New
* Time bound

* Closed

!Urgent +High ©Intermediate +Low «<l>w
Dispatch
* Sent File Humber G-11212010-PC Created On 30-03-2010 Status Active

Subject An all-pervasive government role may hav...  File Type Main Priority Immediste

Dsc Subject Category  Workshops on Performance management Retention Period A Confidential Confidertial

%+ DSC Fleglﬁath:ﬂ m&z‘
Fig.eFile. 352

e Click the DSC Registration link under the DSC section (Fig.eFile.368). As a result, the DSC Enroliment Screen appears,
as shown in Fig.eFile.369:
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P T —y |

Thu, 29 Apr 2010

Shlpln K Mondal

Receipts .| DSCEnrollment Screen

# Scan & Create

l+ Signing %eniﬂcate l+ Enchipherment Certificate
* Browse & Diarise Z

Certificate Information
* Inbox

* Created
* Sent

* Acknowledge No record found.
* Time bound ;

SI.No. Certificate Type validity Enroll Date

Files

* Inbox

# Sent

* Created

* Create New
* Time bound
* Closed

Dispatch

* Sent

Dsc

# DSC Registration

Fig.eFile. 3539

e Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.369). As a result, Enter Pin dialog box appears,
a shown in Fig.eFile.370:

To log in to "Suchitra Pyarelal”

Enter PIN: |eees|

+  Minimum PIN length 4 bytes
+ Maximum PIN length 15 bytes

I OK [ I I Cancel I
=

Fig.eFile. 35470

e Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.370).
e Click the OK button. The DSC Enrollment screen appears, a shown in Fig.eFile.371:

Copyright © NIC, 2012



e@ffice

A& DIGTTAL 'WORE PLACE SOLUTION

c@ffice

Receipts

* Scan & Create

* Browse & Diarise
* Tnbox

* Created

* Sent

* Adknowledge

* Time bound

files

* Inbox

* Sent

* Created

* Create New
* Time bound
* Closed

Dispatch

* Sent

0sC

* DSC Registration

 DSC Envollment

Please insert your e-Token to read your Digital Certificate Information

Digital Certificate : Signing

Certificate Tssued By Type Expiry Date
Suchitra Pyarelal's NIC .., [NIC Certifying Authort... |Signing 10-12-2011 14:46:47

Home | Sign Out &)

Thu, 29 Apr 2010 Swapan K Mondal

CF.eferesh P Help %Back

Fig.eFile. 35571

e Select the certificate for enroliment and click the OK button, a shown in Fig.eFile.372:
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A

P T —rry |

Receipts DSC Enrollment

* Scan & Create Please insert your e-Token to read your Digital Certificate Information

SRR Digital Certificate : Signing
* Inbox

* Created Creferesh  ZHelp 4 Back

* Sent |DSC Enrollment |

* Acknowledge Certificate Issued By Type Expiry Date
Suchitra Pyarelal's NIC ... NIC Certifying Authorit... ‘Signing 10-12-2011 14:46:47

* Time bound

Files

* Inbox
* Sent k

* Created

* Create New

* Time bound
* Closed

Dispatch

* Sent

DSC

* DSC Registration

Fig.eFile. 35672

The message box appears, displaying the message for successful enrollment of the eOffice user, a shown in Fig.eFile.373:

r

Message

. | ) DSC is enrolled successfully,

Fig.eFile. 35773

¢ Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.374
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Office bl
Thu, 29 Ape 2010 — Swapan K Mondal

Receipts DSC Enroliment Screen

Scan & Create ., Signing Certficate ',, Enchipharment Centificate

Browse 8. Durise

Certificate Information

Inbox

Created SN0, Certificate Type Validity Enroll Date

Sent TR

3 Suchitra Pyarelal's NIC Certifying Signing 12-10-2011 02:48 29-04-2010 12:48

Acknowedge Authority 1D - 20598703

Time bound
Files

¥ Inbox

+ Semt
Created
Create Ney
Time bound

Closed

Dispatch

Sent

DSC

* DSCRegstration

Fig.eFile. 35874

For DSC Card Authentication:
e Plugin the DSC card in your system.
e Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.375:

[ welcome to eoffice Solution - Login

@ Login

Fig.eFile. 359
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e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.376:

® Login
W

Fig.eFile. 36076

As a result, the Enter PIN dialog box appears, as shown in Fig.eFile.377:

= [ —
w & |[#] welcome to eoffice Solution - Login |

a8 (= v |52k Page v () Tools + i

-
To log in to "Suchitra Pyarelal

Enter PIN; |eeee

+ Minimum PIN length 4 bytes
" Maximum PIN length 15 bytes

Thursday, April 29, 2010
Digital Certificate Authentication

Information Grid

Welcome,

You have Registered with DSC, Please insert your DSC
card for authentication.

Then click the Login button to proceed

Fig.eFile. 36177
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e Type the password in the Enter PIN dialog box (Fig.eFile.377).

¢ Click the OK button (Fig.eFile.377). As a result, the user gets log into the eOffice application, as shown in
Fig.eFile.378:

e‘@fflce Home | Sign Out

Thu, 28 Apr 2010 Swapan K Mondal
Receipts - | Files "
* Scan & Create : ViewAll  Search in [choose One ¥

* Browse & Diarise :
# Inbox | MarkAs « | [3) Move ToFolder +

| Switch View
* Created O vlumber ~ Subject v Sent By vSent On vDue On
* Sent : O »d * G-112i2010-PC An all-pervasive government ro... AKVerma 27-04-2010

* Acknowledge

* Time bound

Files

* Inbox

* Sent

* Created

* Create New
* Time bound

* Closed

TUrgent *High “lIntermediate *Low «cl>»
Dispatch
» Sent ; File Number G-112/2010-PC Created On 30-03-2010 Status Active

Subject An all-pervasive government role may hav...  File Type Main Priority Immediate
Dispatch Subject Category  Workshops on Performance management Retention Period A Confidential Confidential
* Inbox —

* Sent w‘

Fig.eFile. 36278
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Reports

Reports are the documents that display the results of some search/experiment based on certain predefined
parameters and filters.

It has following 18 options:

1) File Register

2) File Register (Section wise)

3) Diary Register

4) Diary Register(Section wise)

5) File movement

6) Receipt movement

7) Dispatch

8) Received Files

9) Received Receipts

10) Parked Files

11) Closed Files

12) Closed Receipts

13) Files forwarded by time duration

14) Receipts forwarded by duration

15) Files attended for more than 24 Hrs.
16) File(s) not attended by recipient for 24 Hrs
17) Revenue Report

18) VIP Details

Let’s learn about these options one by one.

File Register

This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the
efiles that are created between two specified dates on the basis of Basic head and other Sub heads.

To generate the File Register report, user has to perform the following steps:

Click the File Register link under the Report section, as shown in Fig.eFile.379:
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Receipts
Files
Migrate File
Dispatch
DSC

=

File Ragister (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wise)

File Movemants

-

-

Raceipt Movemeants

-

Dispatch

Received Filas

v v

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Sattings
e .

Fig.eFile. 3639

As aresult, File Register Report Screen appears, as shown in Fig.eFile.380:
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File Register Report

@FileRegister Report 0 Comparative Report of Organization Unit

From* m To*
Basic Head Choose One ¥ Primary Head
Secondary Head Choose One |V Tertiary Head

Submit

i

Choose One ¥
Choose One (¥

Fig.eFile. 36480

Provide the information for the necessary filter and fields like ‘From, To, Basic/Functional Head,
Activity/Primary Head and so on’, and click the Submit button, as shown in Fig.eFile.381:

 File Register Report
0 FileRegister Report ) Comparative Report of Organization Unit
From w2t [7) Tt it J7)
Basic Head ‘A~EstainshmeE Primary Head Recruitment E
Secondary Head Chaose One E| Tertiary Head Choose One B
Submit
\

Fig.eFile. 36581

As aresult, the File Download dialog box appears, as shown in Fig.eFile.382:

Do you want to open or save File Register (Section wise) Report-20-09-2012.pdf from 10.248.80.147

Open Save |7

Cancel

Fig.eFile. 36682
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As aresult, the File Register report is saved at the specified location in Pdf format. Now, when the user opens the
report, a detail of all the files that are generated between the two specified dates and specified parameters as

shown in Fig.eFile.383:

U

c@ffice

ELECTRONIC & COMMUNICATION

FILE REGISTER REPORT (02-02-2011 to 20-09-2011)

SNo  File Number Subject Opening Closing Date ~ Remarks

1 A-11011/7/2011-E8C Functional 19-09-2011 Remark

2 A-11011/6/2011-E4C the 19-09-2011

3 A-11011/4/2011-E&C functional 19-09-2011 The functional
- A-11011/1/2011-E8C this ia also functional 15-09-2011

5 Number not generated This is crateing migrated file 15-09-2011

6 A-11011/1/2011-E&C To attend the workshop 15-09-2011

7 Number not generated To check the functionality 14-09-2011 To test

File Register (Section Wise)

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub

heads.

To generate the File Register Section Wise report, user has to perform the following steps:

Click the File Register Section Wise link under the Report section, as shown in Fig.eFile.384:
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Fig.eFile. 36884

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

See the operational level of file register .

Diary Register:
This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the
Receipts that are created between two specified dates on the basis of Delivery mode, type of correspondence,
language etc.

To generate the Diary Register report, perform the following steps:

o Click the Diary Register link under the Report section, as shown in Fig.eFile.385:
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Fig.eFile. 36985

As a Result, the Diary Register Report screen appears, as shown in Fig.eFile.386:
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' Diary Register Report

0] DiaryRegister Report 0 Comparative Report of Organization Unit

From* @ To* @

Delivery Mode* | Choose One (¥ Lanquage: | Choose One ¥
CorrespondenceType:LCEose One ¥ vIP: O es O o ® Both
Country Choose One ¥ State  |Choose One ¥
Ministry @ Depaﬂmen@
MainCategory | Choose One ¥ Classified () ves ® o

MGNREGA

Section

Submit

Fig.eFile. 37086

Provide the information for the necessary filter and fields like ‘From, To, Delivery Type and other
necessary

Details, and click the Submit ) button, as shown in Fig.eFile.387:
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Diary Register Report

® DiaryRegister Report 0 Comparative Report of Organization Unit

From* 03/02/2011 |1 To* 02/05/2011 (7]

Delivery Mode* | EEEEINN v | Language: | Choose One ¥

CorrespondenceType:{E’Eg§g_0_n§_v VIP: O ves O o ® Both

Country | Choose One (¥ State Choose One ¥

MainCategory E\oose One ¥ Classified O ves ® o
MGNREGA

Section

Fig.eFile. 371

As a result, File Download dialog box appears, as shown in Fig.eFile.388:

Do you want to open or save Diary Register Monthly Report-20-09-2012.pdf from 10.248.80.147 Open Save |~ Cancel

Fig.eFile. 37288

e This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report.

To save the report click the Save button (Fig.eFile.388).

As a result, the Diary Register report is saved at the specified location in Pdf format, now, when the user
opens the report, detail of all the Receipts that are generated between the two specified dates and specified
parameters as shown in Fig.eFile.389:
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ELECTRONIC & COMMUNICATION
. Diary Register Report
c@ffice (01-01-2011 10 22-09-2011)
S.No File Number Subject Sender Name  Letter Date
1 2804/2011/E&C Reg. telephone cables for malakoff KB MUSSOORIE ~ 2011-05-12
00:00:00.0
: 2011-07-01
2 4078/2011/E8C bUDGET FILE EandC Secton  201107-0
: 2011-07-11
3 4338/2011/E8C BSNL TELEPHONE BILL accontsecton 201404
2011-04-21
4 806/2011/E&C BSNL TELEPHONE BILLS EANDC SECTION 2011042
5 5638/2011/E&C EPABX TELEPHONE BILLS eandcsecton  2011-08-10
00:00:00.0
6 6638/2011/E&C Proposal Letter for the AMC of Sharp AR-160 Diginet Corporation 2011-08-10
photocopiers 00:00:00.0
7 4225/2011/E&C franking Machine Ink cartiadge demand Dispatch Section 20110707
8 14012011 Purchase of Multimedia Projectors E&C 2010-06-16
00:00:00.0
9 26212011/E&C List of BSNL landline phones EandcSection ~ 2011-04-05
00:00:00.0

Fig.eFile. 3739

Diary Register Section Wise:

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub
heads.

To generate the Diary Register Section Wise report, user has to perform the following steps:

Click the Diary Register Section Wise link under the Report section

See the operational level of Diary Register.

File Movements:
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This selection generates a PDF report that contains a list of all the files in movement between two
specified dates.

To generate the File Movement report, user has to perform the following steps:

Click the File movement link under the Reports section, as shown in fig: The File movement Report
screen appears, as shown in Fig.eFile.390:

Receipts
Files
Migrate File
Dispatch
DSC
Reports =l

p File Register

File Register {Section

’ Wise)

-

Diary Register

Diary Register{Saction
Wise)

-

File Movemants

-

-

Receipt Movements

-

Dispatch

-

Received Filas

-

Received Receipts

Parked Files

-

Closed Files

- v

Closad Receipts

Files forwarded by
time duration

-

Receipts forwarded by
duration

-

Files attended for
more than 24 Hrs

-

File(s) not attended
by receipient for 24
Hrs

-

-

Revenues R=port

-

Wip Details

Fig.eFile. 37490
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Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit (
) button, as shown in Fig.eFile.391:

File Movement Report

OFi Report ©) Comparative Report of O Unit
From* oyjo1/2011 [ To* /32011 [7
ELECTRONIC & COMMUNICATION

Section

Fig.eFile. 37591

As a result, Download File dialog box appears, as shown in Fig.eFile.392:

Do you want to open or save File Movement Report-20-09-2012.pdf from 10.248.80.147 Open Save | v|| Cancel

Fig.eFile. 37692

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.392).

As aresult, the File Movement report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Files in movement are generated between the two specified
dates and parameters as shown in Fig.eFile.393:
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c@ffice

ELECTRONIC & COMMUNICATION

File Movement Report

(01-01-2011 to 20-09-2011)

SINGH

S.No File Number Subject Sender Receiver Sent Date Receiving
1 D-21011/1/2011-E&C JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
PRAVEEN KUMARJAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
PRAVEEN KUMARJAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
JAGMOHAN PRAVEEN KUMAR 07-04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN PRAVEEN KUMAR 07-04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
2 D-21013/1/2011-E&C Purchase of Multimedia JAGMOHAN SATYABIR SINGH 01-09-2011 01-09-2011
Projectors For Lecture Halls  SINGH
JAGMOHAN SATYABIR SINGH 01-09-2011 01-09-2011
SINGH
JAGMOHAN ALOK PANDEY  02-08-2011 02-08-2011
SINGH
JAGMOHAN ALOK PANDEY  02-08-2011 02-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011

Receipts Movement:

This selection generates a PDF report that contains a list of all the receipts in movement between two

specified dates.

To generate the Receipt Movement report, user has to perform the following steps:

Click the Receipt Movement link under the Reports section. The Receipt Movement Report screen
appears, as shown in Fig.eFile.394:

Copyright © NIC, 2012

Fig.eFile. 37793




Office

A& DIGTTAL 'WORE PLACE SOLUTION

Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

» File Register

File Register (Section
| -
Wise)

b Diary Register

Diary Register{Section
Wisa)

File Movements

-

b

Receipt Movements

b

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closad Files

v v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s) not attended
by receipient for 24
Hrs

-

b Revenue Report

b Wip Details

Settings

Fig.eFile. 37894

Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit
button, as shown in Fig.eFile.395:
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[ELECTRONIC & COMMUNICATION

[Section

] Submitij‘

Receipt Movement Report
© Receip Report € Comparative Report of Org Unit
rrom oot ) T /032011 [7)

Fig.eFile. 37995

As a result, Download File dialog box appears, as shown in Fig.eFile.396:

Do you want to open or save Receipt Movements ';dlfrom 10.248.80.147

Save v Cancel

Fig.eFile. 38096

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.396).

As a result, the Receipt Movement report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Receipts in movement are generated between the two

specified dates and parameters as shown in Fig.eFile.397:
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ELECTRONIC & COMMUNICATION
) Receipt Movement Report
e@ffice (01-01-2011 to 20-09-2011)
S.No File Number Subject Sender Receiver Sent Date Receiver Date
1 6762/2011/CC test12 JAGMOHAN SINGH ALOK PANDEY 19-09-2011
2 6759/2011/E&C This 19-09-2011
3 6758/2011/E&C To attend the workshop 19-09-2011
4 6757/2011/CC test JAGMOHAN SINGH ALOK PANDEY 19-09-2011
& 6756/2011/E&C workshop[ 19-09-2011
6 6752/2011/E&C this is functional 19-09-2011
7 6753/2011/E&C Functional 19-09-2011
8 6754/2011/E&C Functional 19-09-2011
9 6748/2011/E&C To hire manpower 15-09-2011
10 6739/2011/E&C vipin kumar gupta 14-09-2011
11 3746/2011/E&C Regarding the Eand C jAGMOHAN SINGH ALOK PANDEY 14-09-2011
Section in Gyanshila
building

12 6592/2011/CRU Nonpayment of JAGMOHAN SINGH ALOK PANDEY 14-09-2011
telephone bills

Fig.eFile. 38197

Dispatch:

This selection generates a PDF report that contains a list of all the Letters which has been dispatched
by the user between two specified dates.

To generate the Dispatch report, user has to perform the following steps:

Click the Dispatch link under the Reports section. The Dispatch Report screen appears, as shown in
Fig.eFile.398:
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Fig.eFile. 38298

Provide the information for the necessary filter and fields like ‘From, To and Category’ and click the Submit

button, as shown in Fig.eFile.399:
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Fig.eFile. 3839

As a result, Download File dialog box appears, as shown in Fig.eFile.400:

Do you want to open or save |Dispatch Reports 'ﬂﬁrom 10.248.80.147 Open Save | | Cancel

Fig.eFile. 400

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) button (Fig.eFile.400).

As a result, the Dispatch report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all the letters dispatched are generated between the two specified dates
and parameters as shown in Fig.eFile.401:
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Despatch Report

cQffice (01-01:2011 10 2009-2011)

SNo Dispatch File Number Remarks Address Sender Sent Date
1 111612011 A-4101111/2011-CC JAGMOHAN 1909-2011
SINGH
Fig.eFile. 401

Received Files:

This selection generates a PDF report that contains a list of all the Files which has been received by
the user between two specified dates.

To generate the received Files report, user has to perform the following steps:

Click the Received Files link under the Reports section. The File Received report screen appears, as
shown in Fig.eFile.402:
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Fig.eFile. 402
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit button, as shown in Fig.eFile.403:

File Received Report
from' |03/ot/2011 @ Tot 2010302011 @
ey Toiig et
Secton/Offcer By Choose One E Sent By ‘ChooseOne B
Submit
Fig.eFile. 403

As a result, Download File box appears, as shown in Fig.eFile.404:

Do you want to open or save File Received Report-21-09-2012.pdf from 10.248.80.147 Open Save ™ Cancel

Fig.eFile. 404

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.404).

As a result, the Received Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Received Files are generated between the two specified dates
and parameters as shown inFig.eFile.405:
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ELECTRONIC & COMMUNICATION
File Received Report
c@ffice (01-01-2011 t0 20-09-2011)
S No. File No Subject Sender Name Receive Date
1 BI11/2011-LF fest ALKAAKULKARNI ~ 9/19/115:23PM
2 A-41011/11/2011-CC T ALKAAKULKARNI  9/19/114:15PM
Fig.eFile. 405

Received Receipts:

This selection generates a PDF report that contains a list of all the Receipts which has been received
by the user between two specified dates.

To generate the received Receipts report, user has to perform the following steps:

Click the Received Receipts link under the Reports section. The Received Receipt report screen
appears, as shown in Fig.eFile.406:
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Fig.eFile. 406
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit button, as shown in Fig.eFile.407:

" Received Receipt Report
From® otjoy/2011 |3 To* 20/0/2011
Category m{z] Language: Choose One_[¥]
Section/Officer By Choase One E Sent By Choose One E]
Fig.eFile. 407

As a result, Download File box appears, as shown in Fig.eFile.408:

Doyou want to open or save Receipt Received Report-21-09-2012.pdf from 10.248.80.147 Open Save | ¥ Cancel

Fig.eFile. 408

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save ) button (Fig.eFile.408).

As a result, the Receipt Received report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Received Receipts are generated between the two specified
dates and parameters as shown in Fig.eFile.409:
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ELECTRONIC & COMMUNICATION

Receipt Received Report

c@ffice (01:01:2011 0 20092011

SNo.  Receipt No. Subject Senders Name Received Date
1 676212011/CC fest12 ALOK PANDEY 919111 12:00 AM
2 6757/2011/CC test ALOK PANDEY 919111 12:00 AM
3 659212011/CRU Nonpayment of telephone bills  SURENDRA KUMAR 97111 12:00 AM
THAPLIYAL
Fig.eFile. 3849

Parked Files:

This selection generates a PDF report that contains a list of all the Files that has been Parked by the
user.

To generate the Parked Files report, user has to perform the following steps:

Click the Parked Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.410:
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Fig.eFile. 38510
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As aresult, Files Parked Reports Page appears, as shown in Fig.eFile.411:

" Files Parked Report Page

i}
File Number

B/107/2012-DDS(AK)

H-11012/3/2012-CC

/85/2012-10 (5€)

PHYSICALFILE-2012

SWTRETY1323424

C-14012/6/2012-LF-VOLUME(2)

Subject

test

Physical Fila -2012

nl:jijipo

test the code

Remarks

park this filz for sometime

o ifetew, 7 {EATT T ST W SR AT T SEE
TWE Hr E T A Ao Hirelce, g

park this fila

park this file

Fig.eFile. 38611

To generate the Pdf Report, click the PDF icon at the top left corner of report, as shown in Fig.eFile.412:

Files Parked Report Page
[
File Number Subject Remarks
B/107/2012-DDS(AK) test park this fila for sometime
T Wi, F I T R W S A S A
H-11012/3/2012-CC we e
203 T = Reee T e T T s wRR, R
C/65/2012-10 (5C) 5
PHYSICALFILE-2012 Physical File -2012
SWTRETY1323424 nlijijipo park this file
C-14012/6/2012-LF-VOLUME(2) test the code park this file
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Closed Files:

This selection generates a PDF report that contains a list of all the Files that has been Closed by the
user between two specified dates.

To generate the Closed Files report, user has to perform the following steps:

Click the Closed Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.413:
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Fig.eFile. 38813
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Provide the information for the necessary filter and fields like ‘From and To and click the Submit

) button, as shown in Fig.eFile.414:

 (ose s et

Fig.eFile. 38914

As a result, Download File box appears, as shown in Fig.eFile.415:

Do you want to open or save File Closed Report-21-09-2012.pdf from 10.248.80.147 Open Save | | Cancel

Fig.eFile. 39015

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) (Fig.eFile.415).

As a result, the Closed Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Closed Files are generated between the two specified dates as
shown inFig.eFile.416:
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ELECTRONIC & COMMUNICATION
FILE CLOSED REPORT

-

@fflCe (01-09-2011 to 20-09-2011)

S No. File No. Subject Closed On
1 A-11011/4/2011-E&C functional 9120111 12:48 PM
2 A-11011/4/2011-E&C unctional 9/20/11 12:48 PM
3 A-11011/1/2011-E&C To attend the workshop 9/120/11 12:49 PM

Fig.eFile. 39116

Closed Receipts:

This selection generates a PDF report that contains a list of all the Receipts that has been Closed from the
File by the user between two specified dates.

To generate the Closed Receipts report, user has to perform the following steps:

Click the Closed Receipts link under the Reports section. The Closed Receipt report screen appears, as
shown in Fig.eFile.417:
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Fig.eFile. 39217

Provide the information for the necessary filter and fields like ‘From and To and click the Submit
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) button, as shown in Fig.eFile.418:

| Closed Files Report

From* 01/01/2011 To* 200372014

Submit %

Fig.eFile. 39318

As a result, Download File box appears, as shown in Fig.eFile.419:

Do you want to open or save Receipt Closed Report-20-09-2012.pdf from 10.248.80.147 Open Save |*| | Cancel

Fig.eFile. 3949

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.419).

As aresult, the Closed Receipt report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the closed receipts are generated between the two specified dates
as shown in Fig.eFile.420:
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ELECTRONIC & COMMUNICATION
. Receipt Closed Report
c@ffice (01-09-2011 t0 20-09-2011)
SNo Receipt No. Subject Closed On
1 6753/2011/E&C Functional 9/20/11 12:48 PM
2 6752/2011/E&C this is functional 9/20/11 12:48 PM
3 6763/2011/CC test 9/20/11 12:54 PM
4 6754/2011/E&C Functional 9/20/11 12:48 PM
5 6751/2011/CC test 15 sept 9/20/11 12:49 PM
6 2795/2011/E&C dISTRIBUTION OF WORKS 9/20/11 12:54 PM
7 2787/2011 Allocation of Work amongst employees g50/11 12:55 pm
from 27.03.1998 to 29.04.2011

Fig.eFile. 39520

Files forwarded by time duration:

This selection generates a PDF report that contains a list of all the Files that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Files Forwarded by Time Duration link under the Reports section. The Files Forwarded by
Time Duration report screen appears, as shown in Fig.eFile.421:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

¢ File Register

File Register (Section
Wisa)

-

Diary Register

Diary Register{Saction
Wisa)

File Movemeants

.

Receipt Movements

-

Dispatch

Received Files

.

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attanded for
more than 24 Hrs

File(s} not attended

¥ by receipient for 24
Hrs

» Revenue Report

b Vip Details

Settings

Fig.eFile. 39621
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Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report button, as shown in Fig.eFile.422:

" Files forwarded by time duration ‘

Sent Date* | 20/09/2011 @ Time From* 200pm : Time To* 300 pm
Category |Choose One E] Section/Officer By | Choose One E SentTo | Choose One m

1] Subject Wsent 7ol status ¥ Currently With {] Pending Days

| Report P Clear

Fig.eFile. 39722

As a result, Download File box appears, as shown in Fig.eFile.423:

u

! Do you want to open or save files forwarded by time duration ~ from 10.248.80.14? Open Save |*|| Cancel

Fig.eFile. 39823

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.423).

As a result, the Files Forwarded by Time Duration report is saved at the specified location in Pdf
format. Now, when the user opens the report, details of all the forwarded files within particular time
duration are generated, as shown in Fig.eFile.424:
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ELECTRONIC & COMMUNICATION
FILE_STATUS_REPORT

c@ffice

SNo File Number Subject Sent Date
1 A18/2011-E&C Parliament issues 20-09-2011
2 A-1011/7/2011-E&C Functional 20-09-2011
3 B-12012/212011-E8C Functional 20-09-2011

Fig.eFile. 39924

Receipts forwarded by duration:

This selection generates a PDF report that contains a list of all the Receipts that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Receipts Forwarded by Time Duration link under the Reports section. The Receipts
Forwarded by Time Duration report screen appears, as shown in Fig.eFile.425:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

¢ File Register

File Register (Section

’ Wisa)

-

Diary Register

Diary Register{Section
Wisa)

File Movements

.

Receipt Movements

-

Dispatch

Received Files

.

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for

more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40025

Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report button, as shown in Fig.eFile.426:
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" Receipts forwarded by duration

Sent Date* [ Time From* @ Time Ta* @

Category | Choose One ¥ Section/Officer To [Choose One [¥] SentTo |Choose one [x]

Fig.eFile. 40126

As a result, Download File box appears, as shown in Fig.eFile.427:

Do you want to open or save Receipts forwarded by duration ]rom 10.248.80.147 Open Save v Cancel

Fig.eFile. 427

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.427).

As a result, the Receipt Forwarded by Time Duration report is saved at the specified location in PDF
format. Now, when the user opens the report, details of all the forwarded Receipts within particular time duration
are generated, as shown in Fig.eFile.428:

L]
Confidential Section of ADM(G)

RECEIPT STATUS REPORT

c@ffice

S No. Correspondence Number Subject Sent Date

1562/2011/ADMCON Related to planning commission 20-09-2011

Fig.eFile. 40228
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Files attended for more than 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the Files attended for more than 24 Hrs. link under the Reports section, as shown in
Fig.eFile.429:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

p File Register

File Register (Section
Wisa)

-

Diary Register

Diary Register{Seaction
Wisa)

File Movemeants

- v

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

.

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s) not attended

¥ by receipient for 24
Hrs

¥ Revenue Report

F Wip Details

Settings
Fig.eFile. 4039

As a result, the Files attended for more than 24 Hrs .report opens in Pdf format, as shown in
Fig.eFile.430:
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eOfflce Last Login : Tue, 20 5ep 2011 02:23 P # Randhir Kumar Signout

eFile tectronc fite syses

& Back | Dashboard

Receipt

&

Files atiended for more than 24 Hirs
Files @
e Files Pending For More than 24 Hrs
3
e =l ubject ent by “TGend Date Day(s)Pending
Dispatch Officer (3 | 1 3 ADM(G) 02-06-2011 18
R0, yhsdydsdst EN(VE) 05-08-2011 14
CRUDIpatch (@ test 6th ADM(G) 06-08-2011 14
test electronic 2nd ADM(G) 19-09-2011 0
psc @ for aaj ki test ADM(G) 13:09-2011 5
-0/5/2011-AD! fr ADM(G) 14-09-2011 5
Report | R-0/4/2011-ADM(G) fr ADM(G) 06-09-2011 13
oy R-0/7/2011-ADM(G) for creat ADM(G) 16-08-2011 3
ki e R-140/1/2011-ADM(G) dd ADM(G) 16-09-2011 3

» Diary Register

) Consolidsted File

» Recelpt Movements
) File Review
) Dispatch

) Recsivad Files

Fig.eFile. 40430

File(s) not attended by recipient for 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has not been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the File(s) not attended by recipient for 24 Hrs link under the Reports section, as shown in
Fig.eFile.431:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

» File Register

File Register (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wisa)

File Movements

v

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duraticn

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s} not attended
b by receipient for 24
Hrs

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40531
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As a result, the File(s) not attended by recipient for 24 Hrs report screen appears, as shown in
Fig.eFile.432:

"File(s) not attended by receipient for 24 Hrs

From* E To* @

Category Choose One = Section/Officer Choose One ¥ Sent Ta Choose One =

Fig.eFile. 40632

Provide the information for the necessary filter and fields like ‘From, To, Category, sent to etc. and click

the Report ) button, as shown in Fig.eFile.433:

" File(s) not attended by receipient for 24 Hrs

from® ooyt To* gt [
Category E] Section]Officer By Chooss One E SentTo Choose One B

MSubject@sent To@itatusturr&ntly With‘zPending Days

Report‘ﬂh\ Clear ‘
\J/

Fig.eFile. 40733

As a result, Download File box appears, as shown in Fig.eFile.434:

Do you want to open or save Files not attended for more than 24 hrs Pdl from 10.248.80.147 Open Save | T Cancel

Fig.eFile. 40834

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save ) (Fig.eFile.434).

As a result, the File(s) not attended by recipient for 24 Hrs report is saved at the specified location
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in Pdf format. Now, when the user opens the report, details of all the File(s) which are not attended by
recipient for more than 24 Hrs within particular time duration are generated, as shown in Fig.eFile.435:

a
Recepient File Pendency Report
e@ffice (01-01-2011 to 20-09-2011)
S.No File Number Subject Sent Date Pending Days Sent By
1 A50124/2011-E8C Allocation and Distrbution .56 1 of
of Work amongst officials
- E&C related
2 D-25015/2/2011-E&C REIMBURESMENT OF - 11.4 2011 161
MOBILE BILLS
3 D-25016/1/2011-E&C EPABXTELEPHONE  47.082011 3
BILLS
4 D-30025/1/2011-CC SMS Gatewayand (1969011 111
services for Training
5 D-25015/1/2011-E8C REIMBURESHMENT OF 51.47.2011 60
MOBILE BILLS

Fig.eFile. 40935
Revenue Report:
This selection generates a PDF report that contains a list of the revenue that has been spent in the section(s) for

dispatch.

To generate this report, user has to perform the following steps:

Click the Revenue Report under the Reports section, as shown in Fig.eFile.436:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =

} File Register

File Register {Section
Wisa)

-

Diary Register

Diary Register{Saction
Wisa)

File Movements

b .

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attanded for
miore than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Rewvenue Report

-

Vip Details

Settings

Fig.eFile. 41036
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As a result, the Revenue Report screen appears, as shown in Fig.eFile.437:

: Revenue Report
From’ orajani |fg) PO |

Secten(s) SEORITY

Fig.eFile. 41137

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.437). As a result, Download File box appears, as shown in Fig.eFile.438:

Do you want to open or save Revenue Report-21-09-2012.pdf from 10.248.80.147 Open Save |~* Cancel

Fig.eFile. 412

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the

report. To save the report click the Save (Fig.eFiIe.429).

As a result, the Revenue report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all section(s) revenue spent for dispatch are displayed, as shown in
Fig.eFile.430:
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Comment

Shere

< Revenue Report

s

N @ffl Ce {01-07-2011 to 07-02-2012)
SINo.  Organization Name Total Expendiature
1 LBSNAA 0.0
2 LANGUAGE FACULTY 0.0
3 TRDC 0.0
4 SOCIETY CELL 0.0
5 OFFICER'S MESS 0.0
6 Olo DEPUTY DIRECTOR Sr (JS) 0.0
7 Qo DEPUTY DIRECTOR Sr (RS) 0.0
8 STORES & SUPPLY 0.0 |

Fig.eFile. 413

VIP Details
This selection generates a PDF report that contains a list of the VIP Details.

To generate this report, user has to perform the following steps:

Click the VIP Details under the Reports section, as shown in Fig.eFile.431:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =l

p File Registar

File Ragister (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wisa]

File Movemants

- v

Raceipt Movements

-

Dispatch

-

Received Filas

-

Received Receipts

Parked Files

-

Closad Files

v v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
mora than 24 Hrs

File(s) not attended
by receipiant for 24
Hrs

-

-

Ravenue Report

-

Vip Details

Settings

Fig.eFile. 414

As a result, the VIP Details Report screen appears, as shown in Fig.eFile.432:
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VIP Details Status Report

From* @ To* @
Wame of VIR Vip Type Choose One E
Designation Status  Choose One |Z|
State Chaase One |E|

LANGUAGE FACULTY

Section(s)

Fig.eFile. 415

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.422). As a result, Download File box appears, as shown in Fig.eFile.433:

Do you want to open or save |VIP Details Status Report |pdf from 10.248.80.147 Open Save |~ Cancel

Fig.eFile. 416
Settings:

This section helps the user to change the preferences/settings in eFile. The Setting section incorporates 3
modules:

a) Preferences

b) Address Book

c) User Groups

d) Deactivate DSC

Let’s have an introduction about these modules one by one:

a) Preferences: This module facilitates the user to change the user requirement general preferences and
customize as per requirement. Preferences module is partitioned among different sections like:

i. General Settings : It helps the user to modify the General Settings like:

= Max # of records/page: Refers to numbers of records that listed in a
page
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= Template: Refers to color theme of eFile Application.

= Auto Save Duration: Refers to set mode into Auto save while making
any note in eFile Application

= Flash Animations: Refers to if users prefers Flash animation in eFile
application or not.

ii. Alert Settings: It helps the user to set alerts on Mobile, Email or both.

iii. Dashboard Settings: It helps the user to set alert for any particular Sender, Category, Priority
or multiple Categories.

iv. List View Settings: It helps the user to change the default view mode of Files/Receipts. User
can set it to Electronic view, physical view or Default view which comprises of both.

v. DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if
any).

vi. Customise your settings: It helps the user to customize the DSC setting as per requirement.
User can set it to Authentication mode, signing mode or both which comprises of Authentication
and signing of DSC.

To change the settings, user has to perform the following steps:

e Click the Preferences Link under Settings section, as shown in Fig.eFile.434:

Receipts (=]
Files (=]
Migrate File (=]
Dispatch (=]
DSC B |
Reports (=]
Settings =]
| 3 F"rEFErEl‘ll:EEE |
p User Groups

Fig.eFile. 417

As aresult, Preferences page appear, as shown in Fig.eFile.435:
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B

General Settings

Max # of records/page

Auto Save Duration(In Sec)
Alert Settings

Both ) None

@ email O sms

Out of Office

Dashboard Settings

Get slert for sendar

Get alert for Priority

List View Settings
Mode | Default [+]

Scope | Default [x]
DSC Settings

Current Status
Customise your Settings

© authentication © signing © Both

Template

Flash Animation

Enter Email |nilu302@gm| Enter Phone Number (3177601751

Please Enter Ramarks |4t °F offiice

CMO(ART) - [7]

OutToday [¥]

Get alert for Category

Choose categories
(maximum five)

Blue [~]
No [+]

All matters re[¥]

None
ACP and other relsted matters
ACR relsted matters

AMC & Demand

All AMC/FSMA cases

All Accounts related matters
All Estates related matters

All GFF ralated

Fig.eFile. 418

e User can change the General Settings, Alert settings or Dashboard settings as per requirement, as
shown in Fig.eFile.436:

General Settings

Max # of records/page Templats Blue [=]
Auto Save Duration(In Sec) Flash Animation Ho [=]
Alert Settings
) Email Enter Emai 302@gm }nter Phone Number [3177601751
Out of Office out of offiice -

Please Enter Remarls

Dashboard Settings

Get alert for sender

Get alert for Categary

>

ACP and other related matters
ACR related matters

AMC & Demand

All AMC/FSMA cases

All Accounts relsted matters
All Estates related matters

All GPF related =

i

= Choose categorias

Get alert for Priority Out Today (masimum five)

List View Settings

Mode |Electronics 7]

Scope [ Default [+]

DSC Settings

Current Status

Customise your Settings

Both

Fig.eFile. 419

Copyright © NIC, 2012



Office

A& DIGTTAL 'WORE PLACE SOLUTION

e After required changes, Click the Save ( Button (Fig.eFile.436) to save the altered changes.

b) Address Book: This module facilitates the user to create the group and add new contact/user into that group
which helps the user while diarizing of a correspondence.

To create Group and add users to the group, user has to perform the following steps:

o Click the Address Book Link under Settings section, as shown in Fig.eFile.437:

Receipts
Files
Migrate File
Dispatch
DSC
Reports
Settings =l
¢ Preferences

p Address;Book

F User Gredps

Fig.eFile. 420

e As aresult, new window appears as shown in Fig.eFile.438:

| Add New Group | Show All Contacts All Contacts |dd New Contal:t”DeIete Contact) addto :| choose One B Search :

Groups - (] ¥ Email-1ID ™ Group -
Training il B ALL CMs il
test group ‘: B ALL GOVERNORS ‘:
Section officer \: B ALL LG \:

B Amit 22@33.com il
D Amit asd@asd.com \:
B Amit Saini 11@22.com ‘:
D anenymaous \:
[&] CHAIRMAN il
B CHAIRMAN ‘:
] CHANDA KOCHHAR ‘:
<< <12345678310% >
Fig.eFile. 421
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e Click the Add New Group ( button, as a result new window appears, as shown in

Fig.eFile.439:

Group Name:

Fig.eFile. 422

e Enter the Group name and click the Save button, as shown in Fig.eFile.440:

F T

Group Name: [TRAINING TEAM

Ev[?

Fig.eFile. 423

As aresult, a new group is created

Now to add users to the created group:

e Click the Group in which user is required to be added up, as shown in Fig.eFile.441:

|Add New GruupHShnw All Cnntac:t5|

Groups o

TR -"-‘-.INING!]TE-"-‘-.M

e
i

=

g

]

3

L]
= [

o

test group

Section officer

s |
= |

Fig.eFile. 424
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e Click the Add New Contact ([AddNew Contactly 1y iton, as a result, user info page appears, shown in
Fig.eFile.442:

Name =

Designation

Email

Address 1

Address 2

Country INDIA B

State Choose one E

Pin Code

Mobile

Ministry Choose one IZI
Department Choose one|E|

Qrganization Choose one EI

Telephone

Fig.eFile. 425

¢ Fill the required metadata and Click the Save button, as shown in Fig.eFile.443:
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Name * Rakesh Yadav
Designation Section Officer
Email rakesh@nic.in
Address 1 Nirmaan bhawan
Address 2 Delki
Country INDIA B
State Delhi
Pin Cade
Mobile 9911112211
Ministry M/O FINANCE B
DEFETIIETE Choose unelZI
Organization el IZI
Telephone
Save!l Cancel ‘
Fig.eFile. 426

As a result, the user gets added up in the selected group.

c) User Groups: This module facilitates the user to create a group and add user list to that created group which
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 and add users to the group, user has to perform the following steps:

o Click the User Groups Link under Settings section, as shown in Fig.eFile.444:

Receipts [+
Files ]
Migrate File ]
Dispatch (]

" Create Group |

Group Name

QaGs

TRAINING TEAM

¥ Description -
QA Gs Groupt

for eOffice modules.

testtiittt
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As a result, Create Group page appears, as shown in Fig.eFile.445:

‘ Create Group | |

Group Name  Description v
g s

55

test group - user group testitttiitit

TD:

Fig.eFile. 428

e Click the Create Group button (Fig.eFile.426), as a result new window appears, as shown in Fig.eFile.446:

B ]
| |
Group Name

Description

(Select Users from the list to create user group)

Search

Name Marking Abbr Org Unit
D SUDIP CHATTERJEE DA(5C) ADMINISTRATION
D JAGDISH PRASAD BARMOLA DA{IPB)CAN CANTEEMN
[[]  mOHAMMAD ASLAM DPA(MA) COMPUTER CENTRE
[[]  PoONAM SINHA DPA(PS) COMPUTER CENTRE
[7]  BHAWANA ABHAY PORWAL HI(BAP) LANGUAGE FACULTY
[[]  BINAY SHAHKAR KALA CMO(BSK) MEDICAL CENTRE
D SAVITRI JHILDIYAL DA(5) CONTROLLER OF EXAM
D SUSHILA RAJORI EPABXOP(SR) ELECTRONIC & COMMUNICATICON
D VINOD PRASAD UNIYAL EPABXOPR(VRU) ELECTRONIC & COMMUNICATION
D MALKIT SINGH ALIO(MS) LIERARY

12 3 4 5°%

Fig.eFile. 429

e Enter the Group name and description(if any), click the Create button, as shown in Fig.eFile.447:
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Group Name

Description

TRAINING TEAM

for 20ffice modules

Name

SUDIP CHATTERIEE
JAGDISH PRASAD BARMOLA
MOHAMMAD ASLAM
POONAM SINHA

BHAWANA ABHAY PORWAL
BINAY SHANKAR KALA
SAVITRI JHILDIVAL
SUSHILA RAJORI

VINOD PRASAD UNIYAL

Oooooo@om@o

MALKIT SINGH

Create

(Select Users from the list to create user group)

Search

Marking Abbr
DA(SC)
DA(IPB)CAN
DPA[MA)
DPA(PS)
HI(BAP)
CMO(BSK)
DA(S])
EPABXOP(SR)
EPABXOR(VPU)

ALIO[MS)

Org Unit

ADMINISTRATION

CANTEEN

COMPUTER CENTRE

COMPUTER CENTRE

LANGUAGE FACULTY

MEDICAL CENTRE

CONTROLLER OF EXAM
ELECTRONIC & COMMUNICATION
ELECTRONIC & COMMUNICATION

LIBRARY

«1) 23|45 >*

As a result, a new group is created

Fig.eFile. 430

Now to add users to the created group:

Click the Group in which user is required to be added up, as shown in Fig.eFile.448:

Group Name

‘f Create Group |

 Description

TRAINING TEAM

B

for eOffice modules

55

1Ds

test aroup - user group

T

testittttitt

e Select the users from the list which needs to be added up in the selected group and click the Save button,
shown in Fig.eFile.449:
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Group Name TRAINING TEAM

for eOffice
modules

Description

==
(Select Users from the list to create user group)

Search

Name Marking Abbr Org Unit
[[] SUDIP CHATTERIEE DA(SC) ADMINISTRATION
JAGDISH PRASAD BARMOLA DA(IPB)CAN CANTEEN
MOHAMMAD ASLAM DPA(MA) COMPUTER CENTRE
POONAM SINHA DPA(PS) COMPUTER CENTRE
E! BHAWANA ABHAY PORWAL HI(BAP) LANGUAGE FACULTY
[7] BINAY SHANKAR KALA CMO(BSK) MEDICAL CENTRE
[[]  SAVITRI JHILDIYAL DA(s1) CONTROLLER OF ExAM
[[]  SuSHILA RAJORI EPABXOP(SR) ELECTRONIC & COMMUNICATION
[[] VINOD PRASAD UNIYAL EPABXOP(VPU) ELECTRONIC & COMMUNICATION
[ MALKIT SINGH ALIO(MS) LIBRARY

%9123 4 5|**®

Fig.eFile. 432

As a result, the user gets added up in the selected group.

Deactivate DSC: User can delete the DSC enroliment through Delete link and for Activation link
Activate can be used as shown in the Fig.eFile.450:

] | l* Signing Certificate
Receipts =
Certificate Information
Files E3]
e 5 sl.No. Certificate Type Validity Enroll Date User Name DeActivation Date
1 SUNIL KUMAR's NIC Certifying Authority 1D - 19503636 Signing  20-10-2012 12:47  20-07-2012 10:57 RAMESH KUMAR 20-07-2012 12:36
B c) 2 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 23-07-2012 03:09 RAMESH KUMAR 23-07-2012 03:09 te o Delete
DSC = k] SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 23-07-2012 03:11 RAMESH KUMAR 24-07-2012 02:27 Activate Delete
= & E 4 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-2012 12:17  24-07-2012 02:27 RAMESH KUMAR 24-07-2012 02:41 Activate Delete
e g 5 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing  20-10-201212:17  24-07-2012 02:31 RAMESH KUMAR 24-07-2012 04:24 Activate Delste
, Preferances 5 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  24-07-2012 04:24 RAMESH KUMAR 30-07-2012 01:57 Activate Delste
) Address ook 7 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  30-07-2012 01:58 RAMESH KUMAR 30-07-2012 02:01 Activate Delste
} User Groups 8 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  30-07-2012 02:01 RAMESH KUMAR 30-07-2012 02:02 Activate Delste
E] SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-2012 12:47  30-07-2012 02:03 RAMESH KUMAR 30-07-2012 02:37 Activate Delete
10 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 02:37 RAMESH KUMAR 20-07-2012 02:38 Activate Delete
11 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 02:28 RAMESH KUMAR 20-07-2012 02:49 Activate Delete
12 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 03:11 RAMESH KUMAR 01-08-2012 09:36 Activate Delete
13 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing  20-10-201212:17  22-08-2012 12:08 RAMESH KUMAR Deadtivate Delste

Fig.eFile. 433

Search:

It has 2 links to perform search operations with respect to active tabs

e Search
e Advanced

Multiple Actions can be performed on selection of multiple receipts/files/dispatches respectively.

Search:

In Search user can perform the findings of the records with respect to active folders
has to be searched receipt number should be mentioned in the search field and search is done with
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respect to receipts only in such ways it is with other tabs also as shown in the figures.

Search is performed with respect to active user's modules only not section wise.

e Type the file number to search from File Inbox and the resultant file can also be opened as shown in
the figure Fig.eFile.451:

ﬁﬂm Advanced | Help | Dashboard

Search Results ( File/Inbox )
Receipts
Files =

|E 2032 A-11011/3/2012-LF-LBSNAA Testing of draft ALKA A KULKARNI 21/08/12 10:24 GEETA SHARMA

b Created

~ Computer No ~ File No. ~ Subject ~ Quner ~ Sent On ~ Sender -

+ Drafts
+ Completad
» Parked
b Closed
» Sent
» Physical File

, Create ew(Men
SFS)

+ Create He

+ Create sh;

==

, Create New(mon
sFs)

+ Create New(SFS)

+ Create Shadow File

Migrate File
Dispatch
psc
L

»
§
&
H
H
§
]

Fig.eFile. 434

e As aresult page is opened through View action as shown in Fig.eFile.452:

File No: NEWPULLBACK
[ Noting | Garrespondence | Draft | References | Link | Details | Movements | Edit | Send | Mare Action | Create Volume | More Details | |

B 0w » sES

Bi |add Green Note || =/|add Yellow Note

Fig.eFile. 435
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Advanced:

Search is categorized into individually and it has 3 links to perform operations for Advanced:

Advanced Search is performed Globally, Section wise and Hierarchy wise. By default, search scope is
global. In the configuration settings, scope of the Search can changes as and when required.

Let us see in detail Receipts, Files and Dispatch.

o Receipt: Search a receipt depending on any factors as shown in the figure Fig.eFile.453:

Advanced | Help | Dashboard

| | searen for [Receit ]|
Computer No [ | Diary Date e m
Receintno, [Ezraniarce | Recelved Date . Fe @
ReflLetter No [ | Name of Sender [ |
Subject [ | Designation [ |
Main Category [Choase one [+] Ministry [Choose one [=]
Sub Category [Choose One =] Department [Choose one [=]
—|| |Delivery Mode [Choose one =] Organisation [Choose one ]
2|| |peating Hana [Choase One [=] Address [ |
|| ey [Choose one ) State [Choose One 2]
il ®

Fig.eFile. 436

e As aresult the receipt which can be under actions of Send, Receive, Pull Up and Reopen as shown in
the Fig.eFile.454:

‘ Search erE” ‘
Lotor bt | fnl =
Computer No [ | Diary Date [ & 7o iz
Receipt no. [B409r20121LF | Received Date [ To| i}
ReflLetter No ‘ | Name of Sender ‘ ‘
Subject [ | Designati I |
Main Category [Choose one [=] Ministry [Choose one =]
Sub Category ‘Chonse One |Z| Department ‘Cheosa one El
Delivery Mode [Choose one [~] Organisati [Choose one [~]
Dealing Hand [Choose ne [=] Address [ |
City ‘ Choose one |z| State ‘ Choose One El
I | Search Receipts | @
Actions :|Choose One [~]
[ ~ ComputerNo~ ReceiptNo. ~ Subject ~ Path A Sender A Diary Date ~ Letter Date v Owner - Section -
[ P 8408 B8409/2012LF WSTWerwe Receipt/Inbox. kutriya, rwrwr, wretrt, Department of Personnel and Training, LBSNAA, WRW 28/0912 12:18 - ALKA A KULKARNI LANGUAGE FACULTY

Fig.eFile. 437
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¢ Ron right click of record ,it displays the actions which can be performed instantly for record as shown in

Fig.eFi

le.455:

Actions ;| Choose One ||

[F] =~ ComputerNo~ ReceiptNo. ~ Subject + Path - Sender - Diary Date ~ Letter Date ~ Owner - Section -
[ P a9 8409/20?2ﬁ‘ﬂecewpmﬂbox Kulrye, irw, witeir, Department of Personnel and Training, LBSNAA, WRW 26009/12 1218 ALKAAKULKARN  LANGUAGE FACULTY
Receive I
| L

Fig.eFile. 438

e Click on Details link to display Details as shown in Fig.eFile.456:

Details & Movement

Feceipt No : 8409/2012/LF
File No :
Subject : wWSrwWere
From : kutriya
Designation : e
Address : wrretrt
Main Category : Deparmental Security Instructions including Access Control System
Sub Catagory :
Sent Date : 28/03/12 12:13
Letter Refarance No 2
Letter Date :
Sent By b Sent On - Sent To - Action Remarks ~
ALKA A KULKARNI 28/05/12 12:19 ALKA A KULKARNI Forward

- ]

Fig.eFile. 439

To perform any action Receipt should be in Received Mode.

e Send: To perform Send operation receipt should have been in Received mode as shown in the

Fig.eFile.457:

oo [)

Alert

®|

0

Do you wish to send these receipts?
Nate: The unreceived receipts will be marked as received before sending

Actions :| Choose One E

] ~  ComputerNo ~ Receipt No. v  Subject ~ er Date  ~ Owner v Section v
E 8207(1) 8297(11/2012/CC HJKH R ALKA A KULKARNI LANGUAGE FACULTY

Copyright © NIC, 2012
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Refer Send process in Receipt Send/File Send (as shown in Fig.eFile.457):

e For the respective receipt Send window appears as shown in Fig.eFile.458:
Search for [Receipt : ] ‘

Actions
- ComputerNo  ~ Receipt No. ~  Subject ~ Path - Sender ~ Diary Date - Letter Date  ~ Owner - Section -
E 8297(1) 8207(1¥2012/CC KULKARNI LANGUAGE FACULTY
| =2 I
Currant iumber  8207(1)/2012/C
Subject : HIKH

To

Use semicolon;) to seperats recipients,
SetDue Date i)
o Forvand =]

Priority Ordinary =1

Total 1000 charactar left

Fig.eFile. 441

e Receive: If searched receipt is unreceived it can be received from receive action as shown in the
Fig.eFile.459:

somnin e[

Year Letter Date 7 To 7
Computer No [ | Diary Date T To i
Receipt no. [s297(1)2012/cC | Received Date 7l To
ReflLetter No ‘ ‘ Name of Sender ‘ ‘
Subject [ | Designation [ |
Main Category [Choose one Ministry [Choose one
Sub Category ‘Chonse One El Department ‘Cmmse one El
Delivery Mode \Chouse one \Cnuose one
Dealing Hand [Choose One [ Address [ |
City ‘Chouse one El State ‘Chuuse One El
I ®
Ammns:lm
B v Computer No  ~ Receipt No. ~  Subject - Path v Sender - Diary Date - Letter Date  ~ Owner v Section v
E 8207(1) 2207(1)2012/CC HIKH Receipt/inbox GUJG, HIKH 04/09/12 0323 - ALKA A KULKARNI LANGUAGE FACULTY

Fig.eFile. 442

e Pull Up: The receipt will be pull up and redirected to Receipt Inbox as shown in the Fig.eFile.460:
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Search fur m ‘

Print Actons - Choose One
Choose One

0+ Computero ~ ReceiptNo.  ~  Subiect + Path v Sender v DiaryDate ~ +  LetterDate ~ QOwner v Section |Send
Receive

[ il s00aLF ud Receiptinbox it it 200912 0857 : ALKA AKULKARNI LANGUAGE FACULTY

Fig.eFile. 443

¢ Reopen: Reopen action is performed on closed receipt with remarks as shown in the Fig.eFile.461:

et | — @‘
8

; s receipt? !

P @ e you sure you want f re-apen i receip!” s ChooseOne
v ComputerNo ~  ReceiptNo, v Subect v Path ; o Date v Quner v Seelion v

i Computer N Receipt N b Palh R L Letr Dat 0 Secti

1) S300120F foffeh ReceitiChosed ALKA A KULKARN [ANGUAGE FACULTY

Fig.eFile. 444

e Reopened receipt is redirected to the Receipt Inbox as hown in the Fig.eFile.462:

Date Range : 05/09/2012 To 20/09/2012

— B [ Receive | Reply | Forward | Putin a File | View | Move To | Mark As | Copy | Close | Dispatch | Hierarchical View | My Receipts E 1
¥ Brovise & Diarise

-+ Physical & « Receipt No, v Attachments Subject v Sender v SentBy w Sent On v Due On b4 Quick Action

-+ Electronic B P 8310/2012/IF it it ALKA A KULKARNI{LT(AAK)),LF,LBSNAA 20/09/12 08:57 - BYe
8 e P E03019/1F fghfgh offh ALKA A KULKARNI(LI(ARK)) LF, LBSNAA 20/03/12 03:56 - ghe |
» Email Diarisation g £ B297(1)/2013/CC 7 HIKH GUIG ALOK PANDEY(SRP(AP]),CC,LESHAA 12/09/12 09:27 - E5e
b Created
» Sent
} Closed
} Acknowledgement I
¥ Recycle Bin
Files
Migrate File
Dispatch
DSC
Reports
Settings

LEGEHD [ | Out Today [ | Most Immediatz [ | Immediate Ordinary

Fig.eFile. 445
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Send : Send is performed for received receipts

Receive: Receipt should be in receive mode.

Pull Up: This action is performed from Inbox of person in respective section.

Reopen: Closed receipt can be opened with Reopen action

All the above mentioned actions can be performed,if any of these actions are required to respective

receipt.

¢ File can be searched with any referenced categories as shown in the Fig.eFile.463:

e R

Year 0 ComputerNo :

Fie o DL Sujr I

Previous Reference : Later Reference :

Category Choose e B Barcode No

Sub Category Chaose one B

Opening Date | [ilTo fi

Seatch Files m

Auions: Choose One +]
[~  CompuerNo -~ Fie No. v Subjet v Path o~ Opening Date -~ = Quner v Seetion v
0 P 1% A011102012-LFLBSHNAA stfsada Fi/Inba 090120837 ALKAA KULKARN LANGUAGE FACULTY

Fig.eFile. 446

e To perform instant actions on searched file User can View ,Details and Send as shown in

Fig.eFile.464:

sacniolfie 7] O]
Actions : | Choose OneE
=] - Computer No - File No. - Subject ~ Path - Opening Date - Qwner - Section -
(=] E 2104 CIOTEETBE N = sad File/Created 28/09/12 11:24 ALKA A KULKARNI LANGUAGE FACULTY

iew
Details
Send

Copyright © NIC, 2012
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e To view the file click on View action as shown in Fig.eFile.465:

File No: C/7/2012-LF-LBSNAA

& Praa

W

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

[l |dd Green Note

= |Add Yellow Note

Fig.eFile. 448

e Clcik on Details action as shown in Fig.eFile.466:

Copyright © NIC, 2012

Details & Movement

fle C/7/2012-LF-LBSNAA Subject:  sad

MNumber :

Opening . ) .

Date : 28/09/12 11:24 Remarks : aa

Main Sub

Category : Categary :

Previous Later

Referance @ Reference :

[ File Movement History

Sender ~ Sent on ~ Sent to ~ Action ~ Remarks

Fig.eFile. 449




Office

A& DIGTTAL 'WORE PLACE SOLUTION

Send: Send action is performed to send file.

Receive:Receive the physical file to perform other actions

Pull Up:User can Pull Up the file either from active user or section wise.
Make Active:Closed files can be made active by Make Active action.

All the above mentioned actions could be performed for the respective selected records based on
permissions available to user.

Make as Active:

¢ Closed file can be made active with Make as Active action as shown in the Fig.eFile.467:

U

- e ‘
@ fire:you sure you want fo make the feis) acfie? i Chorse OneH

Cancel
0« ComputerMoe - File o, ,te v Owner v Sgefion v

P ADMANZOIAF-LBENAR sifsada FielClosed o2 0a3 ALKA AKULKARNI LANGUAGE FACULTY

swchinfle

Confim

Fig.eFile. 450
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e Activated file is redirected to the File Inbox as shown in the Fig.eFile.468.

Date Range : 05/09/2012 To 20/09/2012
i |/ Receive | Reply | Forward | View | Move To | Mark As | More Action | Create Volume | Barcode | Hierarchical View | My Files E |
Files =l

- Quick Action

0 ~ Number ~Subject  ~ Sender ~ Senton ~Due On ~ Read On
» nbod
20/09/12 03:37 - 20/03/12 09:43 B9¢ |

||] P 4-13011/10/2012-LF-(BSNAA scisada ALKA A KULKARNI(LT(ARK]) LF, LBSHAR
b Created

+ Drafts
+ Completed
» Parked
¥ Closed
» Sent
¥ Physical File

, Create New(Hon
SFs)

» Create New(SFS)
+ Create Shadaw File
¥ Electronic File !

Create Nevi(Non
+

+ Create New(SFs)

+ Create Shadow File

» Create Part

» Create Volume LEGEND L} Out Today u Most Immediate | Immediate Ordinary
» Recycle Bin

Migrate File

Dispatch

DSC

Reports

Settings

Fig.eFile. 451

Dispatch:

Receive :This action is performed by CRU or permission available to user
Resend:This action is performed by CRU or User if required.

e Dispatch can be searched through dispatch number as shown in the Fig.eFile.469:

‘ Search for | Dispatch :
Year 2012 Name of Sender [

|
Dispatch no. 10572012 1 i [ |
Subject ‘ ‘ Ministry ‘Chons.e one El
File Number [ | [Choose one ]
Receipt Number [ | 0 i [Choose one =
Dispatch Date ‘ |E Tu| ‘@ City ‘Chonse one El
Address [ | State [Choose one [~

@
Actions :| Choose One[~]

] Dispatch No. ~ File No ~  ReceiptNo ~ Subject ~  Addressee ~ Sender - Section - Dispatch By - Status v
O 11052012 A-11011/10/2012-LF-LBSNAA X0 XX 00K ALKA A KULKARNI LANGUAGE FACULTY ALKA A KULKARNI Issued & Dispatched

Fig.eFile. 452
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e Dispatch has 2 actions Receive and Resend as shown in the Fig.eFile.470:

On the right click of the Draft user can perform Details and View action only.

Search fur m

Pi Adors Choose e v

[ DispatehNo. v file N v ReceptMo v Subiect~  Addmessee v Sender v Seetion v Dispatch By~ +

0o AAHOTADRDTALF-LBSHAR e ool i ALKA A KULKARN LANGUAGE FACLLTY ALKAA KULKARN Issued & Dispeieres
Fig.eFile. 453

Hierarchy Search

Hierarchy search is basically reporting level Search(File(s)/Receipt(s)/Dispatch(s) as follows:

Level Top Level Middle Level Lower Level
Top Can View All Can View All Can View All
Only when sent /received with
Middle No privileges each other Can View All
Lower No privileges No privileges Only when sent /received with each other

Let us see in detail the process of Searching on Hierarchy-wise.

Top level authority can view and perform all sorts of operations for the File/Receipt/Dispatches created by Next
level reporting.

Example Padamvir singh is the Top Level Management authorised to view and operate the created
File/Receipts/Dispatches of Alokp who is reporting to Padamvirsingh as shown in Fig.eFile.471:
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e@ffice

PADAMVIR STNGH DIR -

eFile etectronic file m o

Fel Advanced | Help | Dashboard

(] Search for __Recsipt [~]
Yoar Loter Date | ol =
Computer No | Diary Date | E To | E
Receipt no. |B489/20121DR | | Received Date [ [ o] [&
RefiLetter No ‘ | Hame of Sender | ‘
Subject ‘ | Designation | ‘
Main Category ‘Choose one El Ministry |Choose one |z|
Sub Category ‘Choose One Department |Choose one
N Delivery Mode ‘Choose one El Organisation |
g Dealing Hand ‘Choose QOne El Address | ‘
£ State ‘Chooss One City | ‘
il
2 S Recaes | @
Fig.eFile.471
e Enter the Receipt to Search(Created by Alokp) and select Pull Up action as shown in Fig.eFile.472:
e@fﬂce PADAMVIR STNGH DIR ~
AT WG BTN
L T —
vear T — Lotoroae | oo =
Computer No | Diary Date | E To ‘ E
Receipt no. [B499/2012/DIR. ] | Received Date [ [E 1o [&!
ReflLetter No ‘ | Name of Sender | |
Subject ‘ | Designation | |
Main Category ‘Choose one |z| Ministry |Choose one El
Sub Category ‘Chouse One |z| Department |Chuose one
) Delivery Mode ‘Choose one |z| Organisation | |
g Dealing Hand ‘Choose One |z| Address | |
E i State ‘Chouse One |Z| City | |
“ [ Search Recapss N
Actions - | Choose One
Choose One
=] - Computer No - Receipt No. - Subject Path - Sender - Diary Date - Letter Date  ~ Owner - Section |Send
EREEEE 8439/2012/DIR waw 1 Receiptinoox W, W, W, W 1110112 10:48 - ALOK PANDEY CONPUTER GENTRE  [Rriie
Fig.eFile.472

e A pop window appears as Pull Up Alert and Click Ok button as shown in Fig.eFile.473:
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Pull-Up Alert

The selected receipt(s) will be maoved to your inbox
Mote : tems already with vou wil not be pulled.

Pull up
Remarks *

IE Ok I | Cancel

Fig.eFile.473

o Pulled Up receipt is shown in Normal font (earlier Italic font) and click on receipt as shown in Fig.eFile.474:

Actions ;| Choose One E|

=) - Computer No - Receipt No. - Subject ~ Path - Sender - Diary Date - Letter Date - Owner - Section -
O P 8499 8499/2012/DIR www 1 Receipt/inbox W, W, W, W 1110121048 - PADAMYIR SINGH Olo of DIRECTOR
Fig.eFile.474

e Asa result Receipt(Searched) is opened to perform any operations on it by Top Level as shown in Fig.eFile.475:

e@ffice PADAMVIR SINGH DIR v

Search el d | Help | Dashboard

[ Movements | Details | Edit | Forward | Put in a File | Copy | Close | Dispatch | Attach File | Attach Receipt |

Receipt No : 8499/2012/DIR

Subject : oo 1
From :

Designation :

Address : w

Main Category : Court Cases
Sub Category :

Sent Date :

Opening Dats :
Letter Raferanca No

Letter Date :

( Dispatch History -
N

[ EXPAND |

i Dispatch Number. ~ Subject ~ Dispatch Date ~ Sent Through ~ Dispatch Mode

Referenced Files -
[
i

~ File Number ~ Subject ~ Attached by ~ remarks

3 A-11/5/2012-CC sdaag ALOK PANDEY a

( Referenced Receipts -
]

~ Receipt No. ¥ Subject ~ Attached by ~ Attached Date ~ remarks =

( Detach Receipts -
]

~ Receipt No. ¥ Subject ~ Detached by ~ Detached Date

Fig.eFile.475
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Middle Level Management

e Middle Level has searched a File of Lower Level and Pull Up the file to perform operations as shown in Fig.eFile.476:

e@ffice ALOK PANDEY SRE(AP] ~
s motxuace sonuiion
eFile etectronic file system Search JSB Advanced | Help | Dashboard
searchfor[Fle — [~] e
|| Pull-up confirmation |
Year 12012
The selected file(s) will be moved to your inbox
File no. [z e eshaa @ ot tems aready wit you wil ot be .
Category |Chuoss one Remarks * -
Sub Category |Choose one El
| ol =
Search Files @
o
z Print Actions :| Choose One
2 =
E i ) - Computer No - Eile No. - Subject ~ Path - Opening Date - Owner - Section -
I P 2210 2/8/2012-CC-LBSNAA zulfe file File/inbox 171012 02:33 ASHIM KUMAR DEBNATH COMPUTER CENTRE
Fig.eFile.476

e Searched File is Pulled Up in the Inbox of Middle Level and click on File No as shown in Fig.eFile.477:

Actions ;| Choose OneE

|} - Computer No - File No. - Subject - Path - Opening Date - Owner - Section -
= P 2210 2/8/2012-CC-L BSNAA zulfe file File/lnbox 17M10/1202:33 ALOK PANDEY COMPUTER CENTRE
Fig.eFile.477

e Asaresult File opens up to perform any operations as shown in Fig.eFile.478:
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e@ffice

eFile stectronic file system Caanch

—| File No: 2/8/2012-CC-LBSNAA

ALOK PANDEY SRP(AP) -

( Correspondence | Link | Movemnents | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File |

2/8/2012-CC-LBSNAA

17/10/12 02:33

File Number : Subject :

Opening Date Remarks :
Main Category Sub Category :
Pravious Referance : Later Referance :

zulfe file

zulfe file

( Part Files Created

~ Created On

~ Remarks

:
|
=
|
|

- Part No

o

Z

g ;

s (TDCREmpt

[

— Receipt/Issue No. ~ Subject v Type ~ Timestamp 7 |
( Dispatch Movement History W
Dispatch Number. ~ Subject ~ Sent to ~ Dispatch Date ~ Sent By ~ Dispatch Mode v Remarks |
( Linked Files. w
=] ~ File Number ~ Subject -

Fig.eFile.478

e Lower Level Can View the Searched File(Middle Level but not Top Level) whereas cannot Pull Up the File as hown in

Fig.eFile.479:

Its only Top Level having authority to perform operations on File/Receipt/Dispatch created by Middle Level and

Lower Level.

e@ffice

eFile etectronic file system fE—

ASHIM KUMAR DEBNATH DEO(AKD)

FSBl Advanced | Help | Dashboard

] Search forI File :

Alert

Year 12012
2/612012-CC LBSNAA (4

File no.

Previous Reference

Action not allowed for selected item(s)

I
: I

a

Category |Choose ane

EI|EY

Sub Category |Chooss one

FlTo i

Opening Date |

Search Files

Subject

(#)

Actions | Pull Up [~

a

z Print

Z

] i ] = Computer No b Eile No. - Subject ~ Path - Opening Date - Owner - Section -

— P 2151 2/6/2012-CC-LBSNAA sfd File/Sent 09/10M12 10:28 ASHIM KUMAR DEBNATH COMPUTER CENTRE
Fig.eFile.479

Copyright © NIC, 2012




Office

A& DIGTTAL 'WORE PLACE SOLUTION

Middle Level an immediate reporting to Top Level can view but cannot perform any operations on created
File(s)/Receipt(s)/Dispatche(s).

Lower Level Management

Example Alokp(Middle) is reporting to Padamvirsingh(Top) and Ashim(Lower) is reporting to Alokp.

o Alokp is authorised to view the work of Ashim whereas Ashim can view but cannot perform any operations on any of the
work of Alokp as shown in Fig.eFile.480:.

e@ﬁlce ASHIM KUMAR DEBNATH DEO(AKD] -
eFile etectronic fite system =arch FSBl ~dvanced | Help | Dashboard
o Search for| File :

Year 12012

File no. 2/6/2012-CC-LBSNAA Computer No ]

Category |Choose one |Z| Subject I:l

Sub Category |Chunse one |z|

Opening Date | E To ‘ E

Search Files @
a
=z
<
o
Glll
[n]
Fig.eFile.480

e Searched File is found hence cannot Pull up in Inbox of Lower Level User as shown in Fig.eFile.481.:
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e._@fflce ASHIM KUMAR DEBNATH DEOQ(AKD) =
i me— = -
B
| -] [ aert | @|
@ Action not allowed for selected item(s) Actions
oK
=] - Computer No - File No. - Subjec] m o Owner - Section -

P 2210 2/8/2012-CC-LBSNAA zulfe file File/Sent 171012 02:33 ASHIM KUMAR DEBNATH COMPUTER CENTRE
[=]
z
<
a
=
il

Fig.eFile.481

Same Level Hierarchy
Same Level User can view the File(s)/Rceipt(s)/Dispatche(s) only when sent and received to each other.
Example Alka and Alokp are reporting to Padamvirsing so Alka is at same level with Alokp .

e Alka cannot view any item searched as shown in Fig.eFile.482:

Previous Reference

|

e@fflce ALKA A KULKARNI LDC(KB) w
et g ALKA A KULKARNL LOCIKE]
eFile etectronic file system Search JSBl Advanced | Help | Dashboard
|| | searentor

Year 12012

File no. 8/2012-CC-LBSNAA Computer No ]

Later Reference

Category |Chuose one Subject l:l
Sub Category | Choose one El
Opening Date 7| To Ef
o
4 Print Act Ch O
z ions oose One[~]
= i ‘ i} - Computer Ho - File No. - Subject - Path - Opening Date - Owner - Section ]
Fig.eFile.482

o Alka can view the searched file when it is received in Inbox from Alokp as shown in Fig.eFile.483:
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e@ffice ALKA A KULKARNI LI(AAK) -

MO ARACE HOLUTION

eFile etectronic file system Search FSB Advanced | Help | Dashboard

s rr— ®)
Actions - | Choose One
=) - Computer No - File No. - Subject - Path - Opening Date - Owner - Section -

= P 2210 2/8/2012-CC-LBSNAA zulfe file File/inbox 17101120233 ALKA A KULKARNI LAMGUAGE FACULTY

| EXPAND |

Fig.eFile.483

INDEX

Acknowledgement, 73
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Age wise Pendency
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Alert Settings, 225

Attach File, 23

Attach Receipt, 26

Attaching Reference, 179

Closed
Receipts, 72
Closed Files
Reports, 261
Closed Receipts
Reports, 264
Convert File, 144
Copy, 22
Create New (Non-SFS)
Files, 113
Create New (SFS)
Files, 148
Create Volume
Files, 95
Created
Files, 99
Customise your settings, 226

Dashboard Settings, 225
Delete
receipt, 75
Detach
Correspondence, 123
Details, 16
DFA, 170
Diary Register
Report, 239
Dispatch
Reports, 251
CRU Dispatch, 219
DSC
Digital Signature Certificate, 206
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DSC Registration, 206
DSC Settings, 225

Electronic
Electronic Receipt, 11

File Movements
Reports, 245
File Register
Reports, 236
Files, 76

Inbox
Files, 77
Receipt Inbox, 29

Link and De-Link
Files, 127

Mark As FR, 120

Mark As PUC
Correspondence, 118

Merge, 96

More Action, 90

Move To, 39

Movements, 16

Officer Dispatch, 218

Parked, 105
Parked Files
Reports, 259
Pendency Report
Report, 242
Physical
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Physical Receipt, 11
Physical File, 113
Preferences

Settings

Preferences, 225
Print Envelope, 218
Put in a File, 20

Receipts

Definition, 7
Receipts Movement

Reports, 248
Receive, 222
Received Files

Reports, 254
Received Receipts

Reports, 256
Recycle Bin

Receipts, 75
Reports, 235
Restore

Receipt, 75
Returned

Issues, 218
Revenue

Reports, 277

Scan and Diarise, 8
Sent

Files, 107

Sent Receipt, 65
Settings, 225

User Groups, 232

View Draft, 53
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