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Objective of the Application

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

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

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

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

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

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

Copyright © NIC, 2018 Ver. 55 05
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Need of eFile

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

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

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

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

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

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

Friday, August 25, 2017

c©Office

A DIGITAL WORKPLACE SCLUTION

ssion Mode Project (

Login ID usermame

Password

Fig.1

e eOffice homepage is displayed on successful login.

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

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

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

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

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

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

Copyright © NIC, 2018 Ver. 55 05
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Receipts

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

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

Receipts El
» Browse & Diarise
-+ Physical

-+ Electronic

Inbox {2}
Emazil Diarization
Created

Sent

o AP T S SN o

Closed
» By Me

By Others
{Hierarchy)

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

-+ Sent

» Initiated Action

‘ Files [El '
Migrate File IBV
Dispatch (=] |

‘vD'ispatch =+
DSC =
Settings (=]
Notification El

Ext Department [+]

Fig.4

Let’s learn about these subs - modules one by one:
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Browse & Diarise
It is used to generate receipts which can be either physical or electronic.

» Physical: The unique number for the DAK is generated by the system, and further processing of the receipt can
either be physical (manual) or electronic in nature.

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

Note:

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

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

Note:

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

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

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

Dtz Ranoa : 01/101585 To 27/03/3018
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1 E wnam B s =0 asdas st sanjeey, 515, FF T (ATET) 06/02/18 10:22 AM =]
ul e E 040443 f 0173 T TR (2 T T acrrelated  AWERE bigin dERAF T (ATET) 22/12/17 11,51 AW 3
E 30108 B0 01812017/ T TE (2T £ st st biram, 3t #E R R (R T R/09/17 1016 AM e
} San
T
+ By
¥ Arknowledgemen
4 Coeated
+ Benk
} Iritizted Action
Files [+
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Dispatch |+
DsC (] LEGERD Priority W OutTodsy W MestImmedizte [ Immedizhe ‘ Action Initiated TIF YIP References
ey e Subject Category Sanvice Mstters Sudget oreparation ACR related matters Appaintment 2nd cfher relsted matters of Planning Camizsion Anmal Property Retum
Fig.5

e The screen as shown in Fig.6 appears:
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Fig.6

Click the button. The File Upload dialog box appears. Select the desired scanned PDF document

(upto 20 MB ) and click button as shown in Fig.7:
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Once the scanned DAK/ letter is uploaded, enter the required metadata (various details in the fields available

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

Note:
All the mandatory fields are marked with Red asterisk (*).
User can choose one of the fields marked with orange asterisk (*).

Customize Acknowledgment: There is a provision to acknowledge the sender who has sent the DAK/ letter, that
has been received in the organization (Refer Acknowledgment sub-module).

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

Send | Putin 2 File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receize | Generate Acknowledgement |
Receipt Details
Receipt No umymwﬂfn—amq\ralwav»}n File No

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

RIMAN DEE! ASSTTIRD-e0fMce
AMC 5 Demand
shasm par
,
Kty
i Daiivery Mode &
Movement Datails
= sentBy - senton ~ SentTo ~ Action - Remarks
G R
1 L0
b Infiabed Ack ¥
Files = - = I
Vilgeate Fola &
Dispatch & Y
I =i < u
nsc = & ol
Settings = L tt

Fig.9

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

Generate & Copy . ., . . .
. _ button (This feature is configurable): Generates the Receipt Number and redirects the

user to diary screen retaining the content (pdf) and metadata (Copying the pdf content is also configurable
feature) of the receipt.

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

Send | Futine Fee | Copy | Dispatch | Details | Moswements | Edit | Atmach Fila | Ottach Rersine | Genarate Admowisdgsment

Receipt Detalls
Carwart JPG to POF onling - comvertjpg-to-p... 1 / 1

Rezaipt ba. 03R48 T U T (A AT

RiWAN DEEF AFITTIRDFeCMe
AMC & Derand
&
i Kindy ses
: - Emal
= Movement Details
rpdade et il ~LAR Sent By < SentOn < entTo < Action - Remarks
o Craatad ¥ % wn o3 on
+ St
b Inttmed Actien Setromny lpegrt
= = T 3, “x g I

Fig.10

These actions are explained below:

. . - . . .. .. Send |
1. Send: This option facilitates the user to mark the receipt to the intended recipient(s). Click tab, the send
screen is displayed as in Fig.11:
&
Eend | Fifin n Fle | Eopy | Dizpabeh | Defalls | Mowemeni= |EJE | Astach Fil= | Afiach Receipt | Generate Admonledgement

- Ak Reporbing Officer Sub-oedinates Recent 5 + Eend Back Inv Channesl Fraferred List

- Roceipt Number Subject
=4 BRI MG AT T M) Kindly 2e=

et Due Dale
b Initiated Action Actigr: oraarg
- = Pricell “hose one
Wt rile 5
=tal 2000 | 10 il -
i patch =
Inats Actian
50 =
Sattings = Tetal 2000 | 100K chraciecs it
Fam,

Holificatian =

Ext Dwpartmant [T/

Y5 Sign and Sond

Fig.11

a) To: In the To field, search the user either by name or marking abbreviation or section/organization unit
name of the recipient. Then, select the officer from the filtered employee list as shown in Fig.12:
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= Send | Putina File | Copy |Dispetch | Detadls | Movements | Edit Attach File | Attach Receipt | Genierate Acknowledgement | |
+ Brgnical 2 L
) Al () Reporting Officer (. Sub-cedinates () Recert 5 () Send Back. (4 In Channel () Preferred Lt
» Ebactranic
Note: Name of the creator is highlighted i yveliow cofour.
b Inbox (2}
¥ Ema Tiarisation ) Receipt Number Siibject
- (=] Ty o T S Kindly sea
Ce
b A ledpamant
+ Cranbed o
A Gl Dus Date
¥ Initistad Ackion Actan
Files. £ Fricety | Chacse ans v
Migrats File =)
Intizte Action i
Dinpateh =
Dse =
Settmgs = Remarka
Natification =
Ext Dapastmant =1

Fig.12
Or

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

Recespts =i

send |
¥ Brvnss & Diarisa J
» Physical
+ Elrrtranic ® Al 1 Reporting Officer (. Sub-crdinates ) in Channel Prafarmad Lict
. . Mote: Mame of the crestor is highlighted in yeilow coloar.
b Inbes (2
¥ Email Darizston - Receipt Numbar Subject
¥ Crestad Freferred Lixt | Groups
» sant ﬁ - & (] 3ANE Seoe Kindiy
Seach
b Closmcd
By c -
Nama Marking Abibr Organlzation Unit
| ARKASH ADLAKHA ASHIT i A

Sat Ous Dale AARTI KUKREJA US{AKHDI US Cig Unaer Secy (Fondicnemy)
G [ AASHIRWAD BAUR 537 G AST)
2l |
- | AASHISH BAHLGUNA CP-FESAl i Chair Persan

N & Frionty
Frgrate File = 1 abs calia-dcdemo colofice
Digatch i Jise: Attion, 2 ABC ate Oig AD
e = Toraltang | V000 crarsarers e - i iy
Sattinge 2! et
Notification {ET]

Ewt Degartmant 1+

B EETEE EE

Fig.13

e Provision of radio button has been made available to select the user from different groups of recipient such as:
All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as shown in Fig.14:
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Berd | Pilins File | Copy | Disgalch | Deleda | Moudrenta |Edit | Afteeh Fle | Kifadh Receipl | Generate Bcknomtedgament |

[& st 4 Resporting Officer 1 Sub-ordinates 42 Rmcent - 45 Sand Suck 4 [w Channe Prefamet it
[ g . ]

Hecelpt Mumber Subject

(B AR L A v T T
- S | AU A i i

..............

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

from all the active users in the department.

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

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

Note:

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

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

Note:

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

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

Note:

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

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

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

marked excluding the employee listed in To field.

Multiple recipients are separated by using semi colon (;)

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

Date option.

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

taken, from the dropdown menu.

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

the dropdown menu.

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

the actions that will be taken on the receipt.

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

forwarding remarks in the Remarks field.

Note:

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

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

options:

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

L = | g

& |

Remarks

Receipt Humber

# (] S0 M0

M

IS T R TR

%]
|

Subject

Ky ses
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SC Sig
» DSC Sign and Send: On clicking Dt aiguand sond button, a pop window appears asking for the

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

Note:

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

» eSign and Send: On clicking B0 dnn Seed button, a pop window appears asking to continue the
agreement with “I Agree”. Enter the OTP received on Aadhaar registered mobile number and click

button, the receipt is sent.

Note:

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

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

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

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

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

Rocaipte @ | ccvy ispatch | Datsilz | Movemerts | Ed% | Attach File | Attach Receipt | Generats Acknowledgament
¥ Groivee & Diacies

Canvart JPG to POF online - convertjpgto-p_ 1 / 1|

ipt Details

ATPRSNT THOH (BT ) -

aByme - Desivary Mod

Search Files for Attach

b Azknziadpamant

Computer NUMDOT

Fig.16

Note:

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

o Select the file in which the receipt needs to be put in. Click the m button (Fig.17), and the receipt gets
attached in the correspondences of the selected file.
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e User can also search the file using Year and Search fields.

Gonvert JPG 1o PDF anline - convert-jpg-to-p_ 1 / 1

Fitea @
Migrste Fla [
Daputch = A
o5t =
X

i
Settimas & it
Notindation =

<) | Bend | Putin aFile | Sooy, | Disgatch | Detads | Movaments | Edit

Ettach Tile | Bttach Receict | Generste Ackrowledgemers

Receipt Details

Recant No

Search Files for Atach

24100072018/ 5FRSP TIEH (I TN T) == FlaNo
R =p

[vear 2015 v somen

Computes Numbee File Number Sutiuct

Fig.17

Note:

Main Receipt can’t be put inside a File (Put in a File option) which is already attached with another File/ Receipt.

To do so, user needs to first detach the attached file.

OR

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

Receipts

b Browe

Files

Migrate File
Disprmteh
pac
Swttings

Notification

Ext Dupractrment

Send | Put in a File | Copy | Dispetch | Details | Movemnents | Edit

Convert JPG to PDF online - convertipgtop. 1 / 1

Attach Film | Attach Receipt | Generats Acknowledgement

Receipt Detalls

041030/2010: PR AT TYTR W EA T) =
RIM,
AMC &

ahastil park

Kingiy see

Dalvery hicde Emal

Search Files for Attach

Yoar 2016 ¥ |Semch|

Computer Number

File Number Subject

Desgration

Flie No

ASSTTRD)-e0R
| Non 873
{>>

Fig.18

Note:

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

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

Recuptn T Send | Sutiietie Coay Oipasch | Setals | Mziements S04 Alach Ple | Actech Secet | Denecsts Ackioufedcemant |

Receipt Detalls

Peceot o #4163 2018 TV AT T TH R ITR) "
From

Mo Ceregony
[

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

_ kaaesiSsT@esigonn
TestA

Fig.19

. Continue Working » . .
. Chck button, the receipt gets attached in the correspondences of the created file.

Note:

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

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

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

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

e Click the ~'=P=%h

tab, a confirmation pop-up message appears, as shown in Fig.20:
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Fig.20

e After confirming, the dispatch screen is displayed with the pre-filled receipt metadata on right side.
e The generated receipt will be moved to the Inbox for dispatching.

o To create the Draft for Approval (DFA), type the draft content or copy the content from already created

word/ text files and paste it or choose a pre-defined template by clicking MUSEESUCLUREL D500 or upload the
doc/ pdf by clicking button.

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

| Zurd | Sard Back | Fubima Ple  Copy  Dmostch | Daseili | Movewnts | €% Closm | Vi Draft | Attwch Fis | Attech fscect | Action Deials
Hawe Do o — «[EEE] o e
B JF U & B X 38 Ffome- | Lnadagnt - Farapach - aans - e = i
e
S-E-EE %~ 42D Hh=x—-—00 A% LE- A~-N-®H e
Q- =
Suyeer
s wips M mcmr Pacty Tips Chocas one
Communication Details
D praation ASSTTIROjw0fiee
v oELH ¥
ran
£33 More Reageentis)  Clear
Aachments [ e |
Wabe | Lise Rolowig £ tags for drat preation
il A pprcarity for Ap e tafe s pprevasTy Kamey o
#A pprovedBly Designatinnd for Approver Desgrios #A pprovedEly Sechonbiam o Hrrw
FRpproveiEy Posts o apsiover Post FApproven Sy EmnS o Ao med
" Words: 0 A pprovedDates for Dets of Agproval 0 oo TR (0r Dow AT e

Fig.21

e Aunique Draft Number is assigned to the draft, as shown in Fig.22:
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Sand |Serd Back |Fitin a Fle | Copy | Cispetch | Decads | Mowements | Edi | Ciase | View Oreft | Sftach File | Attach Receipt | Action Detais |

Teaft in. 1 DFA/Z005357 - U L0 Dvaft Status | DFs

Draft Details
Fs " orz Type* Rapy
SN LE " 1 Dt e Lettar

This is regarding the approval of etter Suscl»

Fegrsipt humiser
Communication Details
Attachments

Note - Use follovang § tags for drdt creation
I #approvedBy# for Appraver info
BApprovedBy Dagignation 1o Appeover Désignalion
BApprovedBy Poat? kol Apcrader Peal
aApprovedDated for Date of Apprcral

EDEENE

Classfien Chose ane v

Frafe Chogse am
Repij Type Chaose ane v
Attach File

#ApprovedByName for Aopprover Name
aapprovedAySectionNames for Appioves Section Name
AApprovedBYEmail¥ for Ao, it

ADocumentMumber I Document Numos

Fig.22

e Anewly created draft has three actions:

a) Preview: View the Draft content before approval.

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

Only the communication details can be edited.

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

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

Note:

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

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

Draft gets approved as shown in Fig.23 & Fig.24:

Eand | Band Bacc | Bunin s Fie | Copy | Ditpakch | Dseaie | Mecamente | BdR | Cisea | Uimw St | tach Fle | fistach Hacepe | Aetian Detaie

et Mac 1 DAL TGL007 - % 4.0 Dwakk Geates § 054

Kindly sae

L ]

EDOCTE NI

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

Send | Send Back | Putina File | Copy | Cuspatch | Details | Movements | Ede | Cloee | View Draft | Attach File | Attach Raceipt | Achion Defa#s |

Deait No. 1 DFA/2010074 - :.:

New Draft

Chonss one T

Choese one

Kindly ses Receqt Niumner

|RIMIAR DEEF Deagnation ASSTT{RDHeOMce
I |shastn park
i | inDia v| s DELH v
by
Wabila i
Fan Emai

Akl Moes Reciertis) | Chear

Note : Use following # tags for draft creation
#ApprovsdBy# for Appmovar info #Approved By Nama# for Approw
#ApprovedByDesinations 1o #approvedBy SectionNam,
#ApprovedByPost for & 1 #Approved ByErmag for Apooy
#ApprovedDates T Date af Aporoval FDoCumen tNumber# for Documeant Mumber

r Section Mame

Fig.24
a) Edit: To modify the Communication Details only in the approved DFA.

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

Note:

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

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

Note:

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

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

Note:

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

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

Copyright © NIC, 2018 Ver. 5.5 05

25



A DIGITAL 'WORK PLACE SOLUTION

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

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

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

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

GRS | Band Bach | Dot i & Fis | Cony ThetRTE TESTE | CIS6E | View CIrars | ARCRSR File | ALESCl WAIRIEE | ASUan DSTATE |

L T IR U ey NSRS ——t

Downiead U Dratt Detans
= I Communication Detalis
4 Attachments LS e
Oispaten Opuons

Eimall Detalls
@ Postal & Oul Register Detaile

Documaent for draft approval.

Fig.25

Note:

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

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

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

Date Rarge ¢ 11/09/3017 Ta 27/38/2016
Faceipta = || Pnnt Envelage | Create Raminder | Visw Reminders |
Filuz =| | ) ~oispscchMumbsre = Addmess ~ Sert Threwgh  + Fils Numbar T e
igeate File 3] Riman, T Barc NEW =)
T = DELHL 3 -
Depatch = e A-12/0008) 20LE-HTE (T T T - Tsaued B
fdefds, focfdst s Dispatdhad Lt
» Sent 3 Tanumd
e ot et =3 v
Tssued &
= Crspatched u
oSt =
= = Tsz
e . (= ] v
Sattings = i 38/08/27 10:38 1
- - t (= . Dispatched v
Hatification ] S 2805017 16:28 DL ST ST T T R T mmued B 7]
= 236, s o e Cspatchad
Ext Departmant (5]

LEGEND Prigeity B Out Tacoy B meediae ‘b Action Inibated

Subject Category ACR related rattecs Appamtment and shar ralazas matters of Plann

hnraal Property Rty

Fig.26
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o Ifthe reply is not received against the issue then a reminder could be sent.
o To send the Reminder click Sent sub-module under Dispatch module.

Create Reminder
o Select the Issue for which reminder is to send and then click | tab.

o The draft window appears with Draft Type as ‘Reminder’.

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

or upload the doc/ pdf by clicking button.

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

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

shown in Fig.27:
leteipts | PncEmeope | Cexe e | VexRenns ‘
e B0 voutOn vt Thuhv=  vRen Numbr*lss”ed gy oS0 D
hateble () |[] ¢ Gl Venkatesham, Banjaa Al Road 24/08/27 033 ASSISTA‘IT\ Wi Isted &
R i EIT4LT  lssue lodlh o " 248501201 Tl Dl | ” U
Dty [+
Sent
Oabiiennd

Fig.27

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

e (lick Dispatch By CRU button, it will show all the users mapped with CRU section along with, Delivery
Mode and Remarks (directions) for CRU, as shown in Fig.28:
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e Once the dispatch is sent to CRU, the record of same will be displayed in user’s Sent sub-module under
“Dispatch module” with status “Issued and sent” as shown in Fig.29:

Filas c] [] ~Dispatch humbere  + Acdress *Sent On SentThrough | Fie Number * Recaipt fumber  ~ [ssued Aqainst Siatus * Sanction Code~ Dispatch Nodz*
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Tigatch = DEI‘?E‘Z'EBIT [ssuz  fasttest 051017 03:43 PM  ASSISTANT | (Self] A-12013/34/2017-Demo-DEST-EOFFICE Tssuzd B Dispached v
% = D E 176412017 [ssiz tast test 05/40/17 (3:33 P ASSISTANT | (Seff} A-t2013/34/2017-Deme-DEFT-E0FFICE Tssuze & Dispanched /]
Sert e
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L S0 prednn  Issue  DrPavasn, Del 16/08/17 12:47 M ASSISTANT | (CRU) 246302017 afce Tssuet R Dspazched gt Y
et B
Notification &)
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Fig.29

e The CRU receives the dispatch in his/ her dispatch inbox. This is to be finally dispatched outside the
organization through physical medium or as described by the sender in Delivery Mode.

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

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

Note:

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

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

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

using (%) icon.

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

Bhjmica Convert JPG 10 POF onding - convertipgtorp... 1

) iainta
Filue ® -
Migeate Fite ®

Disaateh @ -
ose @

Sattmge @ -

Motificatice = 2

Tt Onpartmant (3] s

n

S&nd | FUEin 8 FIe | Copy | DGAStEN | DA EGIt | AHAE File | AHEach RAZaint | BERS(Ete ASAoMIEIgEment

~ Sent On ~ Sent To - Action

Fig.31

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

To edit the generated receipt, to perform following steps:

o Click =t/
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Save Recei
e After making required changes, click the button to save metadata (Fig.32).

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

Note:

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

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

. Attach File R
e C(lick the tab, as shown in Fig.33:
[ =]
@ | SRR PR AT | Bienake | Setala | Wavamants | B4k [T RMATH FIU | AS2H Heseiot | Canavate Kekealedsenent | |
i Upload(Only POF upto 20 MB) == Receipt Details
tho BA1028201 0 HITH 3 G G (5 04 Q) iy
Convert JPG to PDE online - convertipgtop_ 1 / 1 ¢ & -
anc
b~
Movemaent Details.
Sont By * Reri O S Renive adion -~ Rewnasics
 tnivorad B
rites I
!

warda e T
p— &
ome l

i

K
|
v
Fig.33

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

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

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

e Attach File pop-up appears, enter the Remark and click button as shown in Fig.35:
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o The selected file then gets attached with the Receipt and moves along
shown in Fig.36:

with the movement of Receipt as
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Detach File- Will detach a file from the receipt.

e The file can be detached from receipt on clicking “7< ” button in the Attached Files section (Fig.36).

e The detached file then moves to the file Inbox of the user who has detached the file.

9. Attach Receipt: This option is used to refer to any receipt with the current receipt, if there is any implication
of the decision taken in any receipt on the current receipt.

Note:
Physical Receipt can be attached only with Physical receipt.

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

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

Attach Receipt

e (lick the tab, as shown in Fig.37:
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e Alist of receipts appears, select the receipt and click button, as shown in Fig.38.

e User can also search for the receipt using Year and Search fields.
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Fig.38

Note:

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

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

o The selected receipt then gets attached with the Receipt and moves along with the movement of Receipt as
shown in Fig.40:
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Detach Receipt- Will detach a receipt from the Receipt.

e The receipt can be detached from receipt on clicking “#* ” button in the Attached receipt section (Fig.40).
o The detached receipt is moved to the receipt Inbox of the user who had detached the receipt.

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

Note:

For steps to Generate Acknowledgement refer Acknowledgement sub-module.

Physical DAK/ letter Diarisation

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

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

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

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

Receipt.
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Inbox

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

DQabs Sange ; 24/10/1086 To 19/04/2018
Hacuiite {2y || Feceive'| Senid Back | 'Sand [Pt i Fils | Visw | Meue 7o | Capy | Clase | Dispateh | [T T p——— - |
P Broens & Dirins e e 3 Subiact ~ Sender < Sent Ay - Sent on “Duafn = Remarks
E 544032 <} 103  HIE 1 Kandlly s AIMAN DEER bilram, 3/ SfF T T (ATET) 11/04/18 11138 &M |
3 £ samEm m 40870 20l S o # ascas sd sanjsey, s s T W (ST ) 06/02/15 10422 AM =
L £ 540943 A3/ 0] 7 e ST U (SR ) srreated  FE R b ST T T (R R T ‘222017 11392 AM - £
w0108 ‘5401 0n/ 201 7/ s ve wE (TSR & ssdsad asdasd B, o =it v w5 (A e T ) 26/09/17 10028 At - i)
sent
F Initiated Act
Filws =
Migeate File =] :
LEGEMD Friority W Cut Today & Action Intiated VIF VIP References
Dispatch -
Suhject Category ACR relsted msthars Appintma e and athar related rattars of Slsaning Armanl Proparty Retum

Fig.42

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

Note:

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

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

a) Receive: It is used to receive the Physical Receipts as shown in the Fig.44. Without receiving the physical
receipt user cannot take any action on that particular receipt.
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b) Send Back: Itis used to send the receipt back to the sender of the Receipt.
. - Send Back | R
e Select the receipt and click tab as shown in Fig.45:
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Fig.45

o The Send screen with the To field auto populated with the name of the previous sender appears, as shown
in Fig.46:
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Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module.

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

Note:

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

d) Putin a File: To put the receiptinto a concerned file.

Note:

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

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

o Keep the cursor on

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

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

b) Read: To view all read electronic receipts and received physical receipts.
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o C;EActlz)n Initiated: To view all the receipts against which initiate action process has been taken up.
d) Physical: To view all physical receipts.
e) Electronic: To view all electronic receipts.
f) VIP reference: To view all the VIP referenced receipts.
g) Outtoday: To view all the receipts those are marked with priority as Out Today.
h) Most Immediate: To view all the receipts those are marked with priority as Most Immediate.

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

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

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

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

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

Move To |

o Keep the cursor on ( ) tab, a drop down menu will appear with the options as shown in Fig.48:
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Fig.48

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

Manage Folders

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

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

Folder Name*é?;_linist_ry 3 i
Create in*|Receipt Inbox v

Fig.50
e The new folder is created under Inbox as sub folder, as shown in Fig.51:
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Fig.51

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

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

Note:

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

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

8. Close: User can close those receipts on which either action is completed or action is not required as per
departmental instructions.
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To close a receipt following steps needs to be followed:

e (lick the e tab after selecting one or multiple receipts. A popup window of closing confirmation

appears. Enter the mandatory closing remarks as shown in Fig.52:

Qs Rapgm £ 15711 /1686 To 06/05/2018
Hiiit = || Becelve | Sand Back | Send | Fut in = File | View | Mave Tc | Copy | loage [Dispaicn | | Clesing connimation
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Higrats file =
Thpatch &

Fig.52

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

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

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

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

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

e By clicking the Dispatch tab, the Dispatch screen appears, as shown in Fig.53:
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verdonn = i - argunce- Englls ]

T P [ Choase O N
E-EcEE b~ fh — () AW =- A - B~ w3 Egei- @ = e oo e

Recep! Number

Z Reply Typ= |Chosseone - x
Communication Datails

Mty
Cepariment
Hzme Gerersl Manzger
Quanizaion
I Asddress |
deddiess 1
Courtry
City
Mubiie

Mote : Use foflowing # taps for draft creation
= SADRravadBYT 17 Approser inf FApprovadByNamat for Apnmysr Mama
sAnprovedByDesignations tor Approver Desigantion =ApprovedEly Sectiandames o 2pproer Sezticn Neme
sapprovedEyPoas for Appraver Fas: #ApprovedByEmal for Approver Emak

N ’ .
i i EApprovedDateg for Dabs of Aooroval #Documenthumbers for Document Mumizer

Fig.53

Note:

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

Inner Page of Receipt in Inbox:

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

lmipts g E‘ Receive | Send Back | Send | Putina Fle | View | Move To | Copy | Close | Dispatch | Hiearchical Vi Receipts v ‘
Browse & Diarise ’ (] vComputerNov  Receptho. v Subjec v Sender v Gent By v Sent On vDueOn v  Remarks
Ahipr 21 E 1755 (| 247550201 7feckce | Offce procedures MkarshaBaloni  ARADHANA MISWALaofce  17/0@/70ssemM 2sigy B
i [ 0 $eum B oummuldhe ey Rlogrs A WS 087 143N B

Inbo 1) 0 | ‘P u120 m.24720"2017/'eo“fce | 0ffics procedures Akansha Baloni ARADHANA JAISWAL eoffce ‘17!08,/17 08M - D
ity 0m e [ siulke  RegingeOficedetils AnshaBaloni ARADHAMAINSWALeofce 1608ft7i2o2mN 2508/ [}

|
Email Diarization
Created

Sent

Fig.54

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

e PDF content of the receipt is displayed on the left side and the receipt details and movement details are
displayed on the right side.
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e Along with the details the actions that can be taken on a Electronic Receipt are present on the top in the Menu
bar as shown in Fig.55:

L7

Receipts = | Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details ‘
» Browse & Diarise

- Physical A Receipt Details
» Inbox (1) From: Akansha Baloni Designation : Programmer

- Ministry Main Category - ACR related matters Sub Category :
» Email Diarisation Address : Mandir Marg Sent Date 17108/17 05:16 PM
» Created Letter Ref. No : Letter Date
» Sent Subject : Office procedures. Enclosures
ilosed e 4 S Delivery Mode : By Hand Sender Type

+ By Me ) K Ay Movement Details

> a::r;rih, s ~ Sent On ~ Sent To ~ Action ~ Remarks vrr

= 17/08/17.05:16  RIMAN pl. Kindly do the

- By others{All) PM DEEP, 20fice Discuss  needful,
» Acknowledgement X &

+ Created ¥

+ Sent ". fi l
» Initiated Action 2 o bt
Files = Y 7——;"“‘ .53

Fig.55

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

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

Note:

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

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

Note:

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

3. Putin a File: To put the receiptinto a concerned file..

Note:

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

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

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

Note:

Dispatch

By clicking the tab, the Dispatch screen appears. Refer the steps mentioned under Dispatch action tab of
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Receipts Inbox sub-module.

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

Note:

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

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

Recripts 12 | 5and | Send Back | Pt in 2 File | Copy | Dispafch | Detasks Edit | Clcea | Wiew Drait | Aftach Fila | AHach Receint || AChion Deaes | |

Receipt Details

Recelpt No IESZ22BeOHE: B Fie No

T Senton - SeniTo ~Aclion ~ Remarks

24/08728 11:33 AN MAN DEER mofice Farcwd Dz thm nmmciul,

Fig.56

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

Note:

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

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

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

Note:

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

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

e Click View Draft |

tab, as shown in Fig.57:
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|'sendTsed ek [PitinaFie  Copy | Diepatch | Detalle | Mouements | Edi | Closs -'Imae: File. | Attach Receipt | Action Datals |

Convert JPG 10 PDF online - convertjpgto-p... 1 /1

Knelly See
Nods Emal

it M.q“mgmp“a";

Sent By

Receipt Details
ReceqtNo 04107412018/ AR T TH @I ws
From FiMAN DESZ ASSTT{RDHoCTke

AMC & Demand

§hastn park

= Sant On

0958 1215 P

Sender Typa

Bikram, &

o

- Sant To = Action= Rednarks ===

Fig.57

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

Cr=ated
S=nt

Acknowledgement

+ Created

s Smrt

Browse & Diarize I
+ Pirysical
+ Elctronic
D . Subject
Inbox (1)
Email Disrisatizn [ EmEEy

‘Voluntary Retirement

* By M=
By Others —
" [Hizrarchy) DFA/13758
» By others(&ll) -t Date and Time Created
L0 24/08/17 13:35 PM

receipts =] | send | Send Back | Putina File Copy Dispatch | Details | Movements | Edit | Close | Wiew Draft | Attach File | Attach Receipt | Action Details |

Draft List

Draft Version List

Choose One Izl

Status Approved By

DFA
Created By Status
ARADHANA JAISWAL

e  The draft is shown in Fig.59:

Fig.58

o Mk CRATTTER | 15 Tt e 1 T

Document for draft approval.

and Gand Gach Butina Fils Coay | Dissatch Datalls Movemeizs | Gdit Closs  wikwDrsh Amsch e AmschReceipt Accion Dacsils

[ mwiete et L

nnnnn Tooa Chioes ame

Saslgmaton [

Note:

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

11. Attach File:

Note:

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

12. Attach Receipt:

Note:

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

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

e (lick 97 Z=EEE 1 utton and then click Add Comment button, as shown in Fig.60:

& |
“Send Serd Beck  Putinafile | Copy | Dispalch |Dstails Movements | Edit Close  View Drafl | Altach File | Atiach Receipt | Acfion Detals |
|
Comgutsr Mo, 24721 RecelptMo. T TieolTee
. susjact Ofca notica. Crastion Date: 110087 1630 AN
¥ Inbox {1]
Lemier Reference Ho. Letter Dane
+ AT[ Doc=
¥ Email Biancstion Currently With ARADHAMA JHISWAL, ASSISTANT, e0mee, DEFT-EQFFICE
¥ Created
Siatus InProcass
b Sent
Ehad Action Datals & Comments
+ By Me Initiatad By ARADHAMA JAISHAL-efice Initiated On 12022017 0434 PR
By Cther i Y - "
o Somie Initiation Remark 1 Initiate Action Type Far &paroval
Forwarded To ARADHANA JaISWAL-sOMce
Action Taken by Actomtakenom  Action Type Action Remark
i ARATHANS WSV e0fice 4082017 1472 P TYPE? anpre
Fig.60

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

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

Physical Receipt Action Tabs

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

Rereipt Hel 24654/201 Tioffce ==l Fila b0
i Tnbai From D Parvesn Demgnalion D.m5
+ Himakry Wam Categary Appomtments
Adrhess Dl SURAT 1058 AM
CENTRAL ADMINISTRATIVE TRIBUNAL Lebar Ref. No
JODHPUR BENCH, JODHPUR Subiset Req Appainimants

Mo : 10-2/ 2087/ Estrf [ o2 2. Dated 1 30.06.2017
OFFICE ORDER

Movement Details

A5 per the pollcy for
Empioyees by the Dep:
OefTicers Qficlals 0f Jogl
with Roles ard Respansib
o aperats a-

Sent By = SentOn - SentTo = Action ~ Remarks ~ Received On ™%

ord  Demo Tast

s Name
No
vEent | |
; 1. [ Shni %K, Dagar Venfier
# Racychk Bin Snction

Films =
% - ] rjun Lal | Cremmar |
Migrate File .'.I Divisitn Cherk
Dinpateh ]
3, it Hemant Samariya Creatur
nsc = v DHwislon Cherk

Note:

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

TAL WORK PLACE SOLUTION

€ eDffice Services

+ File Management Systerm

» Enowledge Management System

v eFile MIS Reports

» Employes Master Detalls

b Leave Management System
» Leave WIS Reports

» Tour Management System

v Personnel Information Management

System

L pewnlasd Forms

ES Employee Corner

» Birthday Wishes
» Superannaution
» Join Today

& HelpmeTe

» Register Hardware Complaints
* Book Room in NICHG
» Book Vides Conference

Guote of thewsele + To succeed in your mission, you must have single-minded devetion to your goal. - Abdul Kalam

Wotice Board Knowledge Foram

» Issue-11 May 182
HARTIK MISHRA ON 1 1052098

v Upload on KMS from eFile 11 May 2018 ==

KERTIK MISHRA DN | /IS201E

+ Attendance

04N Adimenmrame 0 ZTMAI0

+ Training N

e Admin

@

e D6 2400442015

v office order

ailéhiea Admarmtratze 08 14040018

+ eaffice

¥ A R H AT B

NIC Connect

E - | b 3 & o

DIRECTORY CONTACT EMPLOYEE SERVICES  QUICK LINKS

[, o o e

Altercation - FEEA

e o

i Report lsue

ning  Leasning Aesaurces

The login page appears
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. enter the credentials and click

button as shown in Fig.63:

e@ffice NIc Mail2.3

Enter the password associated with following

rimandesep20lli@nic.in

mail.gow.in

MIC Mail login 1D
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Note:

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

r* Move To eFile

e Inbox screen appears, open the mail required for the diarisation and click button as shown
in Fig.64:
NIC Mail 2.3 1. MsRIMAN DEEP
Read Mail B Home  INBOK
Read el
Regarding eMAll Diarization 8
Folders - From: gow.in Ausg 28 2018 I
TO: rimandeap@nicin
= Aadhaar
Issuad in putiic interest oy
4 Dty mienaed recipent onky. I you nave
£ Folder
F= Ainoa
-
E=A CRL History
ES DSC
Fig.64
Note:

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

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

eofficedemo.nic.in says T s RIMAN DEEP
Are you sure Moye fo eFile

Read Mail . Cancel | # Home  INEOX
Fead Vel

Regarding eMAll Diarization
Folders - From: gow.in
TO: imanedeapi@nic.in

F= Aadhaar

Issuedin pubiic interest oy
E Drafts

iEntial andior egally privieged irfarmahan and 5 meant

£ Folder

yuur system. ¥
andiur publcaton ¢

= Adnoa

e * Move To eFile

E= CRLHistory

B DSC

Fig.65

e (licks OK button, a message is displayed “Successfully Moved To eFile” as shown in Fig.66:
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Mailbox & pome
Foldars -
INBOX
| £ insox
Show | zm  + enbries Search
4 certificate
i iy Sender submitted Moved <File
= S.Mo. W Mama Subject Data Status
£ Brans 1 @ Dtlyiry Seatiis Notication (Faflire) Reporing-WTA: dre: vastutsani 15430 90
5 st
z LS mellvery Statuis Notification (Faslere) Regorting-WTA;: drs; relayauts 1507 PM -
E3 Hoo
Hiso 2 L sail polivory Daollwery Status Motification (Failure) Reporting-MTA: dns; rolayoutss 14:19 PM
Systens
A Imtranic
'l Twitter A Mbselis Summenit 2000 Teieotad: Sam- S K ys the summit will ... 14512 P
£ JohDons
5 Facobook Miallila Muralcadiraran, Lohar Chandan Dhingra and & othors 3re now friend cuggoctions for 11244 AM
E Ay o Facehook@mania all A [max-wi

Fig.66

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

‘Date Range ¢ 18/03/2005 Tn 11)05/2018
Recents B Receive | Send Back | Send ! Putna Fle (View | Hove o | Cooy | Close | Disgatch | Hierarchical View! o, hecei v
VEwismdla () vComputerlio v Recaipt o, v Subjedt * Snter v 50t By v ent O Tl v Remas
J"- 1 i " L X £ 1 b el ” - e ety
kil 18] & E el 3 Wirariy Walk 1.5 km, 20 min, Ecucational Institut.. Fednz BRADHANA I AL 2 e BT i B
o 0w § e Feg. bapoiiments I e AL FHATURTA acfee B
b Inbo (1] @ E g3 Frocadines, Gozell Velatssham ARADMANS AIEWAL 2o B
+bliisty 0n E 560 Regarding e0ffice detzils Akansha Balori ARADHANA AISWALeofice  16/08/1712020M 25087 [0
[
b Clozae
Fig.67
Click Subject link of the mail, as shown in Fig.68:
Recsipts =
: * Send By = Sent Date * Sender Emad .
¥ Browse & Diaris
N Wail Delvary Systam <MAILER-DAEMCHE relayout3dnicnz Afosiee MAILER-DAEMOHZrelayoul34. nicin x
2 Phygical ok :
- Elartranic

¥ Email Diarisation
b Created
b Sent
¥ Cozed
By He

By Qthers
L P

4By

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

. . . Di -
and move it towards Select Attachments to Merge window and click button as shown in Fig.69:
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Mail Body & Attachments Seloct Altachmants to Merge
Receipts =,
b Browse & Diafse 133/INBOX_12501/15362717673attachment, {133/INBCX_12501/mail_body_content.pdf
133/INBOX_12501/64-50P_Inter-departmenta {133/INBOX_12501/ 11297 1748%attachment.pd

+ Physical

it 133/INGOX_12501,/64-50P_Transfer.pcf
¥ Inbox (3)

e o
» Email Diarksation [ i+
¥ Creatad

¥ Sert
¢ Clozed
By Mz
» By othersiAll)

Previ
b Acknewledgement i

+ Created

Fig.69

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

Uptoad Pancl

(Oniy FOF upto 30 me) | EITEETEETE  Disy Dewsis

12, A high percentage of the people were voling for the

News school. TPoose ore v
13, The e aspaper wwas ot very succeastul latedy Erad v
15, The new postman does Not seem very bright to me. he Mo taumter
s always leaving our lettars In the wrong maslboax
s - v
15, Carlos is the only one of those students who have lved o =
upP to the potential described In the yearbook ?

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

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

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

19. My mobile has stopped working fast night.

20. Federer is serving. Dickovic is returning but the baill
go=s into the net. Game. Set and Match to Federer.

21. Each and every student and instructor in this building
hope for a new facility by mext year.

My Croose one

Croose coe .

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

23. Aishwarys worked in "Gury when she was meeting the
man who was to become her future husband.

Rate Anzaman § Moot 'siancs v

Lancice
sl

Detvery Sutus Notficaton (Fadre)

Encicsures

T Encosse Femeni of ot 34 Shanges afer mOvemeT

Costomize Acknowledgement

==

Fig.70

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

e The receipt gets generated.
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Created

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Fig.71

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

Note:

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

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

Note:

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

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

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

Note:

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

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

View
e Move the cursor on Itab, a drop down menu will appear with the options as shown in Fig.72:
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Recaipis
+ Srowsa B Diarlse
= By

» Elactronic

¥ Imbox {13
* Mimistry
¢ Email Dizrzation
# Created
b Tenk

(=

b Bckrowledgement
& Crestes

m

miw omim wlwow o momom

: Apnge 1 15/03(2015 To 12/05/2018
send | Futin o File | Copy | Dispatch
= Computar ko

3047

30313
25892
5851
25223
13054
25053
I471E

29727

24736

24501

[vicwl, Generate Acknowledgement |

Subizct
Kirdty zem,
e
kindly se=,
wrgant

Office procedures

Implemsntatian procass

Office procedures,
Circuitar
Procedures
Jaining lettar

For e0ffice implernentation

[ I ——

= SubIEct Category

Appaintments

ACR related mattars

ALCR
ACR related mattars

ACH rel=ted matiers

ACR related mattars

ACH related matters

AL Mattars

ACA relsted matters

Appaintments
ATH

~ Createc On
02104416 02:35 P4

24/08/47 0Ft03 P
05:01 P

T 10:43 AM

L7/08/17 10348 AM

L7408/ 4T 10:45 AM

10/08/17 11147 AM

a) Physical: To view all physical receipts.

b) Electronic: To view all electronic receipts.

Fig.72

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

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

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

Note:

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

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

Note:

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

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

Lew.m || Send | View | Cony | Generate Acknowecgement ‘
) Bronse & Diarse vComputerio  Receiptho, v Subiect » Sender v Senth v Sent On v Duen ~ M
Hhps E 4793 Veluntzry Retirement RADISTE  RIMAN DEEP eofice ST - Tnatedcion
+ Electronic £ um stationary bill debashizh {han ARACHANA JAISWALgofize  17/0B/1710:32AM  23/08/17 Intats Acton
b Inbe 11 Eum 0ffice natce. GUET RAK ARADHANA JAISWALgofice  17/0B/17 1030 AM - Inzate Acton
+ Ninistry I rum Regerdingjining f officer.  Mangesh Wanknede  ARACHANA JMISWALgcfce  15/03/17 12074 13/08/17 Ineatedcten  #)
b Email iarization | I B usstiooivieote  Autometionof office procedures  aradhma ARADHANA JS WAL eofce  10/08/ST ILAZAN 108/YT Instedcten )
) Craatzc
=
} Clozed
A% Me

Fig.73

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

Note:

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

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

Note:

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

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

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

Note:

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

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

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

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

Note:

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

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

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

e .
o Select the receipt(s) and click ape.| button as shown in Fig.74:

E=

B COmpter Ny * v Racept Mo = File Ho
| E 2475500 Tiedee

Facaipts =]
= Chosing REmas

5
El
=[5
E
oos
“
i |F.
E

5B

Fig.74

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

Ap-open |
Reopening Confirmation
Coemuder iy v Rereiz N, D v dizian
4w E i ﬁ Aeyoy sratraen sated mIerE? Shisien ok den, Betaer
fenars 'i’e'-ﬂ".rg.
P In
Iinisiry I~ h
| Canel
Emzil Daniztio |——
Cregted
b Sert
b Chesad
rBy M
Fig.75

o The reopened receipt will be available under Receipt Inbox sub-module.
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Acknowledgement
Itis used to acknowledge the sender who has sent the letter that has been received in the organization.

It can be sent both electronically (email & SMS) and physically (through post).
Acknowledgement can be created from:
a) From Browse & Diarise page:

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

click button as shown in Fig.76:

r.-..-.- | vt o s |

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

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

e To send the acknowledgement immediately, click button as shown in Fig.77:
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ecHrts E

Srowan & Daes

b =
i gt= File =
prapaten =

Sapibeh =
bac =
Bcitings =
potication (2]

[ Departmant (21

Y5 FFAR romas-
EE® N+ XD Hx X =0

Vertara

Susguan -

To,

bas ral
sha rg bhawen

Crab=; 24-08-2017

Sub:- Acknow ledgement of your letter no -Nil dated Hil

Deer hans rm,

Y¥aur letter has been received. For future communication pleass refer o the
correspondence no. 24349/2017/ eaffce

Regards,
ARATHANA IAIZNAL
ARSI -5k

Fig.77

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

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

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

Ta.
St Ak bnigenens of s e N dhed N
D,

“Your keter tus beem sceived or G compmmcnin plose il o de comepuadine m
32207200 41N

Rigods,
el Adminsao
e ALMIN

)

Sent Through Details

Sent Through™ |- by

Post

Do you want to send the notification through
SMS?

Dispatch Detsils
Attachment (Only PDF Alfach File
upta20 MB)
Dispzich Date -_El
Total 1002 | 1000 characters laft

Dispatch Remarks

Fig.78

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

OR

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

e Mark the recipient(s) in To and CC fields and other required details and click button, as shown in
Fig.79:

& 2l 13 Reporting Officer () Sub-ordinates In Channel () Fraferred List

Notba: Hama of the ceator i highlighted in yelow cofour.

™ RIMAN DEEP--ASS TT (RO} e0Mee—e0fes Hecln Mimber Mk

* Inbox (1] ‘ B3 3051120 187e0mce e

=]
|

=i e
il thee time nok put in=ide the file

Formard 2
Proeity Ol Toty
b dckremladzement
b yanben) Inttiate Aroon =
¥ [nitintmel dckion Totsd 1000 | 1000 charscoarslaf,
Files. = Resmarks
Migrate Fil=
Dispatch =i
DsC =
Sattings (i
Motrfication (e

Fig.79

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

E E B B Fomas>  LredHecht - Feregraph v Wemdans - | vipt -

u
= ErEE NSO —-0:c

[rate: 30-08-2018
To,
Riman
IT Park
Sub:- Acknowledgemant of your letter ne -Mil dated Nil

Dear Riman,

Your letter has been received. For future communication please refer to the
corraspondance no, 3663372018 fanffos

= Regards,
gkl = RIMAN DEEP
= ASSTT{RD}-e0ffice
50 =
Switings =
Mt 1=

Ext Depariment 2

p Words: 42

Fig.80

Note:

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

b) From Created Receipts:

Generate Acknowledgement

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

in Fig.81:

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

Fig.81

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

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

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

Fig.82:

button, as shown in

Quts Rapgs ;. 097062028 Tg DRUDAT20IE
= = Send | Wiew IWI Genarate Acknowledgement !
s =Computer Mo - Becmct Ho, = Subect = Senar = Sent to ~Sent O =DusCn -~
] E 24601 ] 1ee0i/2017 sabes For affics Tmpdemantatian aradhn ARADHANA JATEWAL sofica 01,/38/12 G154 M - Initiata Action )
i E 2a80L M zesouzniziefics Fir a0ffics Impéemantatian aradhna RIMAN DEEP,aaffcs 31,/07/18 D430 M - Initiata Actin
E'] E 2d727 = Precadures Bharadviaj Prarahic RIMAN DEEF, aoffca 31,/07/18 4oL TM - Initiats Action
1 E 24728 B Cirzular latin magge 0,97/ 0 loiats Acion
E 2385t 3l wigant om Pakash 15,/07/18 Initats Action
£ memn {ral kindliy ses: Alspsha Baieni Initiata Action
1 E ‘32780 B & rincly RIMAM DESP Iriate Acion
| E 20472 B z Kingly ses. ARADEANA JAISWAL Indtiate Actior
1 £ zasvE B z Masting notka EVETRAIL ARACHANA JALEWAL 0fica Intats Action
1 E 24832 [ral Implementzton procedure ar. syzmsaznandar ARAGHANA JAIEWALeofics 21/08/57 31630 AN - Ints Action
E 2a7E8 | &' volurary Ratiremant RAMDIAS TEIR ARADCHANA JATEWAL 2nfice. ZLI0B/17 11638 AN = Inmnbs Acvoe
E 24793 | Wolurtary Retirement RAMDAS TERA RIMAN DEEP.saffce 1B/08/17 12613 PM - Inniate Action
E z4raz s} staticnany bill dabeshizh Khan ARBDHANA JATEWALrofoe 17/08/17 10832 AN 2a/08/17 miiate Arsinn

Fig.82

o The acknowledgement creation page appears along with customized acknowledgment.

Note:

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

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

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

| Print | Edit | Sandl '|
Recsinis =
i = Acknowladgament No. = Computer Mo, = Recapt Mo, = Lreatad Date  Subject Category T
= fxomnicd Com o o, Creatae Dste Subject Category
ke 125720204 A-ACK 207 32207/2048/DEMD 12/05¢13 08:05 PM
v 12671/2018-aCkK 32207 32207/2018/DEMO 12/05/18 02104 PN
+ Eectronic
2240 0602715 12:02 PM RTL
*.inbox = 713 73132016/ DEMC
+azhan . =
¥a37 3557/2015/DEMC Finance
» Emzil Diarisatian 2833 32015/ DEMD Ganacz|
beaed 040 3040/2015/DEMC Finance
i 1221 1222/201%/DEMC
1216 1215/2015/DEMC
+ By M=
1147 1047/201 5/ DEMG Establishment Matters
b Acknowiacgamant 921 521/2015/DEMD 30/06/15 £3:20 PM
4 Crastod 655 566/2011/DEMD 20106413 12113 PM AL
+ Beat 553 1770615 12103 DM
b InitiEtas Actan 521 [201 VBEMD 16706717 0444 B
Files 507 S0772015/DEMD 1506515 0300 P Ganaral -
Migrate Fila =
Dispateh LEGEHD Priority W Out Today B Mot Immediste W Irmediats & Action Initiated UIR VIP References
Fig.83
- =
| Pnnt |
1. : To download the created acknowledgment.
Edit | ]
2. : To make the necessary changes in Acknowledgment.
Send | .
3. : To send the acknowledgment to the sender of the receipt.

Acknowledgement->Sent Link

It contains those acknowledgements which are already sent to users.

a) iew Sigred Cony [ink: To view the attached copy of signed physical acknowledgment approved by the
competent authority.

There are 2 action tabs provided under Sent link of Receipt Acknowledgment sub-module, as shown in Fig.84:

Copyright © NIC, 2018 Ver. 5.5 05

61



A DIGITAL 'WORK PLACE SOLUTION

ot Regeneratz | I
Rmcaipts =
[ Acknowledgement No. v Computer Ne.  Subject - Mail Date = Dispatch Date  Sent Threugh -
¥ Browse & Disrise T e oo TR
p = 2RV ENIS-ATK FHLFAD 54154002018/ F R F=rs Susharkn Receigt Count 01
+ Bhyuizal ;
= 741758 S4LTEEE01E/T B S Susharta EReceipt HILF 31 08/08/2018 mall
(= 1711 Sushares N FRasaint SOLF 05 D508,/ 2018 mMail im Simed Comy
E it f 199} 341711 ey 31/07/ 2018 il e Sioned Comy
R A 2k & i : e
& 41625 Pail
Lo [E 41318 mail
b lLeted & 40306 SatruTest Racaipt 11 17082018 wail i Bl Cog
L ok U rossizma-ac 41406 54140820 Teat e saerul il
o i
— & 41132 w4 1192720087 R S beat-0000001 Hail Post ‘iens Sigmed Coov
Ng ===t &
@ 40055 40059201 71 R F querty
L 340238
¥ Ey otharc(; I 40260
¥ Ackromlndgament = 340358 awerty
» Craated & 340253 s4gasan0 T iR S Sub-71 3 B 1B 11 Mail EMS ot
+ Sent [ 240250 425207 i s o e 0 SVISUB Meil M5 Past
¥ Initiszed Action
File= LEGEHKD Primrity W OutTodey [ MeabImmedicts B Immedisbs ‘B mction Initinted v IR References
Miyrats File 53] Subject Catmgury Hatters Bucigat ALK wtbury Apponbmecs
Fig.84
=
1 | Prnt l Tod load th k led

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

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

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

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

Saml

Al ) Reporting OMces 0 Sub-oedinates ) Recent £ 07 Gand Bmck O In Chareel (O Brafereed Lis

Woisi Name of the creatar is highlighted in yeliow colour
i} ARADHANA IAEAL—AZSTTI AT aOMce—20Mmos B S o

il (] 247 RS20 TARafce waluntary Ratiremant

Friarite choosnons  [=]

| Inltiats Actice

Migrats Fis

& & @

=
-

Sabbimgs

i E 6

st
Mtificatio P

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

e Atthe receipt sent page, the link of “Initiate Action” is available against every receipt, as shown in Fig.86:

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

Fig.86
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e (lick 1otiste Actien [ink, A receipt initiation confirmation pop-up window appears.

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

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

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

a) From the Receipt’s Inbox Inner page:

. . L . . Action Detail S
e Toview/ Add action Viewing action records, click ENEEEEE b from Receipt inner page.

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

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

b Erevas 5 Diariss

+ Elaeteniz
b dnbun i)

& ATE Do
¥ Emrail Diarization
¥ Cramtas

Fitea =
Fgrote File &
espateh &
Despatch B2
ot 3]
e g =)

"Send| Bend Back | Pt ina File | Gooy. | Gepabt | Detail | Moverments | Edk | Glone | Viow Draft | Aliec file | Altach Receiot | Action Details |

Computer No.
Fubject
Latier Rekrencs Na.:

24721 Feceil Mo
Office nodice.
Lufter Data;

Croation Date:

2AT NN TR0fTCn
ATOEHT 10:30 AM

Caimeniiy With ARAGHAMA JASITAL, ASSISTANT, e0Mce, DEFT-EGFFICE
Status In Procesn
Action Datails & Commants
e

Initiated By ARACHANA JAISWAL—=Offics Initiated On R 1431 PR
Initistion Remark 12 Initiate Action Type For &ppraval
Forwardod To ARADHARLS OISO =0MmEn

Alction Taken by Action taken on Action TYog A crion Comment

ARADHANA JANAL -=Cifce 1B-08-2017 D4 32 FM TYPEZ Action Typa - TYPEL
................................................................................. e kg e e e

Ramarks *
Talal 1500 | 1454 tharacters |en

Fig.88

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

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

shown in Fig.89:

Receipts B
} Brovsa E Diarisa
+ Physical

+ Electronic

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

. By Others
(Hierarchy)

+ By others(Al)

} Acknowiedgement

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

Action Taken by Action taken on Action Type Action Remark

Fig.89

c) Details tab (Receipt Inner page):

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

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

> Brovae B O1rise
+ Phratcal

» Elactronic

» Tabox (1)

+AT1 Doce

+ Crastes

Zard | "PUkin & Fim | Copy | Dinpatch @ Movemants | Bdit | Clase | View Drafi | Atiach File

Attach Receipt | Ganarets Acknowledgement | Acion Detals

Receipt Detalls
Racelpt o 2472172017 )00fMce &=
GVST RAL)

From

Main Catay Coutt Summons
Address . DTA AP IBM
Leter Ret No

Oftice notice

Speed Post
Dispateh histery

1o Record Found

Attached Flles

* Receipt to, - ot - AMachedby  ~
PSSR sationary AR "
€ 24722 ofice T Bara

Detached Rece!pts History

Fila No

Desigration

Sub Calégory

Sent Date 180817 U431 P

Lelter Dale

Aftached Date + Remarks
17708017 02193
E

1 75 Aftach With Ancon,

e 2
o~ No Recare Found
Marwte rile =)
- Detached Files History
e — “ ATt fuoumoor - Subjact- Attachod by DetoCh™d. . Aliached  Dotached  Jtoch, Betnch .
= = oAl arici 11mes) 7, sclon seet 10
Fig.90
. Add Comme . .
e Toadd remarks click button, as shown in Fig.91:
T— =1 | "S5nd | Send Back | Put inAFlE | Copy | Dispaich | Detal § Weccona - el Frarea
wal TE s/ feafficedemn.nic.in = L 3 B ST PRI W X M - 0 Wb e
i Curantly With AFADIHANS, JAISVIAL, AGSISTANT, S0MIce, CEFTECFFIGE i TR
Diezignation : ose

sation

o B mkhan

b Azinzniadzamant

b Enikimbud fckion

Status.

Attzchiod b Fessipt 247890017 fotice

Action Datalis & Commants

Inigiated By

Initiation
Remark

Farwarded To

Rfdan DEEP-20MMee
Kinay ook

nftlated O Z20R2017 0436 1

Iniriate For approval |
Action Type =

ARADHANA IAEWAL -20Mce

Action aken  Actioa Tipa Ao Ramark h
o

Fpess oeem

Sun Catsgony
Fant Dalg
Letier Daie
Endocires
Sander Tops

2ANBAT 0333 PR

- Remarks

18/08/17 1 For noproval, 2% Action

Attachad Dater Remarks - - =

Datals

attach T AR Wi Anemier Acion Dstails

FRE e ' ofice 18/08/47 o
bt i &‘ B Vit i £ 24754201 TiRoNce procEdipe RIMAN DEES I:.I"J.P“ soontl P Aftach with Anelr.nrl
n.‘...m. =l Detached Recelpts History
oicpateh &l £ Ho Record Found
= é. f"rk Detached Files History

: .';..] 3 Ho Recard Found

Fig.91
e Provide Action Type, remarks and click the button, as shown in Fig.92:

S

Action Teisils &

Action Comemant

Adtien Tree !

TP =

i By

Farwarded Te

1 04098 Fr
action
ontai

» Tedal 10001 jas+ characiees s

S4BT 03

ot sppicval. P

£ ATEAEDITIeOmY NERmAN O

Detached Receipts History

[ me—

Detacnes

T aach with anatnar

T AmEDN W AnOS0

13 Pl

Aatinn Detaily

Achon Ds1g

n Dta)

Closing of Action:

To close the initiated action click “Initiated Action”
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sub-module of receipts as shown in Fig.93:
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List of Records will be displayed with filters such as:

» Initiated Date range (Default range 1 month)

» Initiation Type

» Action status (Default Active)

» Forwarded To: Department, Section
>

Action Type

| inmated Action
= Intiztad Date |3007zode | 6 [2scecrs (@
Forwarded To:
Depariment | Chooga one ¥

» Tnitiated Action

Infiation Typa | Chnose one

Saction |

v Action Statug | Aclive

¥ Artion Type | Choose one

* basl Acben Taken

A3 discusad

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

Fig.93

. . . . . Cietail . . . . .
1. Details: To view the action details, click ==="= _link adjacent to each receipt as shown in Fig.94:
Initiated Date | 25/07/2017 E 2410812017 E Initiation Type | Choose ane E Action Status | Active E
rwarded To:
Deparment | Choose ane [+] Section | Choose one [~ Action Type | Choose one [~

mputer No  ~ Receipt Number ~ Subject

69 24769/2017/ecffce Voluntary Retirement

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

78 24978/2017/e0ffce Meeting notice

68 24868/2017/e0ffce test

21 24721/2017/eoffce Offica notice.

25 24725/2017/ecffce Electricity bill

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

Search

~ Sender Details
RAMDAS TEJA -DSP - ACB, MAHABUBNAGAR
aradhanz - delhi
Dr. Parveen -D. M5 - Delhi
GVST RAIU -ASST DIRECTOR - DTA AP IBM
Bharadwsj Poorahit -Programer - Hic Bhubanesvar
GVST RAJU -ASST DIRECTOR - DTA AP IBM
R Nagarsj -Director - NRSC

sh. Narendra Modi -Prime Minister - PMO

~ Initiated on ~ Last Action Taken ~ Closed on ~

24/08/17 02:33 PM

23/08/17 03:13 PM Details
23/08/17 10:58 AM Details
22/08/17 04:36 PM Details
21/08/17 03:27 PM Details
18/08/17 04:31 PM  approve Details
18/08/17 04:29 PM Details
11/08/17 11:18 AM Details

Close
Close
Close
Close
Close
Close
Close

Close

Fig.94

e The action details screen appears is shown in Fig.95:
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]| & secure | https://eofficedemo.nic.in/eFile/

#no-back-button

(=]

jGalHO*P7DfpbeB2NYggCvgBLPksHK3

Eory Computer No.: 36612 Receipt No.: 36612(1)/2018/eoffce
| Subject: do Creation Date: 28/08M181211 PM
Letter Reference No.: Letter Date:
|| Currently With ARADHANA JAISWAL, ASSISTANT, eOffice, DEPT-EQFFICE
Status In Process
TRl Action Details & Comments
6612
6612 Initiated By RIMAN DEEP-eOffice Initiated On 28/08/2018 1213 PM
ss22| | Initiation Remark See Initiate Action Type  For Approval
4523 | Forwarded To ARADHANA JAISWAL-20fice
Action Taken by Action taken on Action Type Action Remark
ARADHANA JAISWAL-eOffice 28-08-2018 12:26 PM Received Writ Petition AS discussed

Action Status

2. Close: To close the initiate action, click

Fig.95

Close

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

link, the closing confirmation popup window appears. Enter

Note:

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

Tiiated Acuom

mputer No ¥ Receipt Number

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

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

Search

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

Action Status | Active

Action Type | Choose one

~ Initiated on
24/08/17 03:33 PM
23/08/17 03:13 PM
23/08/17 10:58 AM
22/08/17 04:26 PM
21/08/17 03:27 PM
18/08/17 04:31 PM
18/08/17 04:23 PM
11/08/17 11:18 AM

~ Last Action Taken

approve

~Closedon ~

Details
Details
Details
Detsils
Details

Detsils

Details

Fig.96
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TOETET ACTON

Closing Confirmation
Iniiated Date | 250712017 | (8] 24082017 | () Action Status | Active [~
@ Are you sure you want to close the initiated action?

orwarded To:
Action Close

Department | Choose one E Remarks * Action Type | Choose one E|

bmputer Mo~ Receipt Number ~ Subject ~ Initiated on ~ Last Action Taken ¥ Closed on ~ - 3
4769 24759/2017/eoffce  Voluntary Retirement RAMDAS TEJA -DSP - ACE, MAHABUBNAGAR 24/08/17 03:33 PM - - Detsils  Close
4963 24863/2017/eoffce  Minority Walk 1.5 km, 20 min, Educational Institut... aradhana - delhi 23/08/17 03:13 PM - - Detsils  Close
1654 24654/2017/ecffce  Req. Appointments Dr. Parveen -D. MS - Delhi 23/08/17 10:58 AM - - Detsils  Close
b378 24978/2017/eoffce  Mesting notice GVST RAJU -ASST DIRECTOR - DTA AP IBM 22/08/17 04:36 PM - - Detsils  Close
ha68 24868/2017/eoffce test Bharadvj Poorshit -Programer - Nic Bhubaneswar 21/08/17 03:27 PM - - Detsils  Close
b721 24721/2017/ecffce  Office notice. GVST RAJU -ASST DIRECTOR - DTA AP IBM 18/08/17 04:31 PM =pprove - Detsils  Close
4725 24725/2017/ecffce  Elackricity bill R Nagaraj -Dirsctor - NRSC 18/08/17 04:23 PM - - Detsils  Close
1523 24523/2017/ecffce Lok Sabha Unst. Q. Dy. No. 7843 reg. pending CBI c... Sh. Narendra Modi -Prime Minister - BMO 11/08/17 11:18 AM - - Detsils  Close

Fig.97
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Files

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

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

Copyright © NIC, 2018

Files =l

b

-

- W w W

- ™ W

- -

- ™ W

Inbuoo:

Submitted Files for
* .
Clasing Approwval

Craated

» Drafts

» Completed

Farked

Approval Requests (1)
Bulk Closing

Clozed

» By Ma

= Others
(Hizrarchy)

» By Others (all)

Submitted Files for
* .
Reopening Approval

RMS Inbox

Sent

Conversions

» Drafts

+ Completed

Fhysical File

, Create New [Mon
SFS)

» Create Mew [SFS)

Electronic File

, Create New [Mon
SFS)

» Creats Mew [SFE)

Creste Part

Create Velume

Initiated Action

Fig.98
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Inbox
File Inbox sub module displays all the incoming files that have been marked to the logged in user.

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

Zate Ranoa L 12,07 /201a To 04/ 05/ 2027
@ | Rmceive Sand Back  Send Vien Mave Ta Mo | TiernrchIcal SASR: My Fiian =] |
2 | ~ Computer No- File Nurmber - Subpect - Swot By ~ Sent On ~ Duw On- Rwad On - A mricn
i € 2e37@ ©-12031/2/2017-Camg 1% LAW ENHANCEMENT SECTION 90A  NIKITA NEGLeofice 18/08/17 04:26 FM 30/06/t7 04:19 PM )
i 8! E 28389 A-19012/1/2017-0eme Perzonal File of Userl PRIYANKA KUMARL=offce  10/08/17 12:53PM - 10/08/17 12:56 PM w
LEGEND Prionity B Out Teduy B Mawt Immediate W Immesiate & Action Initinted 5 Other Department |5y Frles with orafe [} Draft Note Yellow Note
Exturnal Files

Fig.99

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

Note:

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

Let’s study about these menus in detail.

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

\Date Range : 12/07/2014 To 04/03/2017
Fsgts (@ | Racebe oand Bk send [ hew More T Ve Receive File Confimation Hienrcica Vet Wy Fils N ,
Files gl * Computer Hor File liumber v At you s you warto reosie tis i *Sent On * Duz On * Aead On * Remarks
) Inbox 1] M B& poom  B13003/302017 Dema-DSIT-EOFICE @ . 04/08/1702:10PH 30/09/17 - ¢
vek ot 0K Cancel _
3‘;‘*“%“‘% ! i NS C1a011/30017-Dems 1808/ 062600 - 300y okaeM
DSING Approval
[ £20389  A18012/12017-Demo Persane Flof Leer PRIVANKAKUMAR  eofice 10/08/17 12:550M - 100087 12860 3
) Creatsc
4 Drehts
4 Completzc
) Parkse
Fig.100

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

e Select the file and click the SRS ltab, as shown in Fig.101:
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Date Range : 12/07/2014 To 04/03/2017
Receipts @ | Receivel Send Back lSend View Move To | More Hirarchical View| My Files D
Files =i %M + il Number v Subjedt ¥ Sent By « Sent On vDusOnvReadOn v Remarks
} Inbox i -
i B-13013/3/2017-Demo-DEPT- 04/09/17 02:10 0 04/09/17 02:16
+Submitt o Files for | .‘ P 29002 EQFFICE Office procedures VRIMAN DEEP eoffce oM 30/09/17 oM .5
i X / t inaj: A _
Closing Approval D £ 28378 C-13041/3/2017-Deina [% ;»3:\\! ENHANCEMENT SECTION NIKITA NEGI ofice ;;/08, 17 04:26 2;14,03, 17 04:19 B
) Created 108/17 17 i o
il E20389  A49012/1/2017-Demo Personal il of Usert HERE et sy g
KUMARI goffce PM PM
4 Drafts
4 Completed
Fig.101
e The Send screen with the To field auto populated with the name of the previous sender appears, , as
shown in Fig.102:
Recsipts = |"send
Files = 3
» Inbox Orgamzaton EOFFICE WISSION MOODE PROJECT »
Submitted Files lor
¥ C’l,::r.j 2 Aperos ‘ I RIMAN DEEP-ASSTT (RD-eOthce—e0ffice File Number S"bjeﬂ
+DraRs = Notify Through: L| Ersil | SHS [@ | @& (215-1201302/2017-Damo-DEFT-EOFFL Offica procedures
* Compieted Set Due Date |
} Parked Intimate To
) Approval Requests Action | Forwera F
Y et Priarity Wost Immedits E s EmpYRe fame Hl eman =l sus
By Me - ' 1 RIMAN DEER(e01fica) El
8y Others Total 1000 tD00 characiers left
<+ By C:Iiw; .‘Al': Rermarks
submitted Fles for
p iy
¥ AMS Inbox
’ L‘.o:::;:lcr‘:

+ Complet=c

Fig.102

Note:

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

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

To send files user has to perform following steps:

e Select the File(s) and click the Send ( . I) tab as shown in Fig.103:
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= e R = T -
L. 383 EMENT SECTH oA s " a e -
Fig.103

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

o Select the recipient, as shown in Fig.104.

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

Note:

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

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

= Intarmal

Extarnml

- e S - - o Cannal -
e o i o
— =8 - File Mumber Subgect rote{Chars)
0 Nonty © ma
, = W | L C10N @I T Deme LAW ENHANCEMENT 585 | 0
MNate - Sulk aigning masimumn alowes charmoers- 1060003 ToraliFarmarmng includad? |
actinn [ B
P Intmate To
5. Mo Empleses Nate Ema | sus
Totw 1000 1000  charsctes i
i 1 SRANRA HMAR O
Migrats Fis =
Dispeich 3
ose =
Settinas =
Patifiention =5
Ext G =
Fig.104
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i.  All: By default, “All” remains selected giving the logged in user option to view and select a recipient
from all the active users in the department.

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

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

Note:

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

iv.  Recent 5: On its selection, the ‘Send To’ list displays latest five distinct users to whom files were sent/
marked.

v. Send back: By selecting “Send back”, the To field gets populated with the name of the
user/employee/officer who forwarded the file to logged in user.

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

Note:

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

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

Note:

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Note:

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

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

button.

Note:

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

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

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

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

7
e Keep the cursor on lew | tab and a drop down menu will appear with the options as shown in Fig.105:
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Data fan

8 : 16/06/2014 = 11,08/3017
Pocagh (5] | Pecwm | Sent Back  Sed | Ve | Haie T | Merw | Wivarsical Vo) 1y 7iaa

=] Subenct - Sk 8y - Sack Cn ~DusCn - Resd 0o = Remed
7 Dens FAOCURENENT OF NEn SCAMNERS SRIVENNA KUNAAL actce 08/0R/17 0a:09 o 0902/17 04:30

270 Liw ENHANTEVENT SECTION 308 SRIVINKA KUMARL sotce 08/0817 0105 3

017 Dame ASPOINTMENT FILE OF TECHNICAL ASSISTANTS PIRIYANKCA KUMARL woffcw 09/08/17 12:32 #N - =)
b-Da PERSOMAL FILE FOR SERVICE REOCORD UPLATION PRIYANKA KUMARL coflce OP(0S/17 11130 AM = z o)

Lects Priovity M OxTodey M Momimmedats W Inmedats & Action Initisted M5 Otber Dupartiment B Fies with Draft Oraft Note Yellow Note Exterme Files

Morate Fle 1=

Dispatch 1=
Dagatch =
0sC (]
Sattinge =

Hot¥ication =

Fig.105

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

b) Read: To view all read electronic files and received physical files.

c) Physical: To view all physical files.

d) Electronic: To view all electronic files.

e) Out Today: To view all the files those are marked with priority as Out Today.

f) Most Immediate: To view all the files those are marked with priority as Most Immediate.
g) Immediate: To view all the Prioritized files marked as Immediate.

h) Other Department: To view the files of other Departments in the same instance.

i) Action Initiated: To view the files on which some action has been initiated.

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

k) ALL: To view all the incoming files from the latest to the oldest order (Default View)..
5. Move To: Itis used to categorize the files into subfolders under File Inbox.
To create New Folder or manage existing ones, perform the following steps:

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

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

Copyright © NIC, 2018 Ver. 55 05

76



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

My Folders

Manage Folders

Create New Folder

Fig.107

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

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

Folder Name* Department
Create in* | File Inbox ¥

| Save | Clear

Fig.108

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

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

c) Manage Folders: Click the Manage Folders link from the dropdown menu to Delete ( 4 ) or Edit (7"- ) the
folders created under File Inbox.
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6. More: It is used to Park the active file, check closing/parking history and to create volume.
a) ParkFile: Itis used for storing the files which are currently not in use, but can be used later.

To a park a file, perform the following steps:

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

ks Taa LT AE AT TTSST
Recaive | Zerd Heck " Hend | Vel v 7o | Mare |

- ) Touk:

[T Prionty W O biei W Mowimveciks W Immedecs & Action Inkttsted [ Other Degictment [ PheswithOeaft [ Graft Note PR—— Extoenial File

Fig.109

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

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

- Sumises ESE R %
o | Parking Confirmation

Den Do you want to park the following file(s)?

D=1 Computer No File No. Subject .
A-11011/8/2013-Demo-DEPT- |
......... 335?’1 CSPARS TRAINING | —
D EOFFICE "
Farking Due Date* 180572013 E

Parking remarks.
Parking Remarks*

oK

Fig.110
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e The file gets moved to the Parked folder from the Inbox sub-module,

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

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

T RN R U
Facene | Send Back  Send | Ve | Wove T | Bore |
| oo e

RERRHETGan oy rias v

oueo Rama]

- Fa Fie Histery <
L0711 20 A

kearo | |Prerty W OaTy B Memdneedwe e p— & Actom Imtisted 0 Other Dupertment [ MlevurthOreh [ Ovelt tete r— fr——

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

p/08/2018
| View | Move To | More | Hierarchical View | my Files

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

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

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

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

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

SahooStri 06/03/18 (|

17/07/18 O

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

Out Today W M, J:Inw Note
b

ory Sar

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

DQais Nadge . 18/05/3014 T= 11/02/2017
Socalptn (&) | Pecwvs |Send Beck Sand |

ites =

Drvoeity B 00 Tdey B Mo lmewsists B [meadiste % Action Ininted DL Ovhar Drpuriment T Filus with Drait [T Draft Noke Vb Hote Exbormal Files

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

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

Fig.114

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

Not allowed for electronic files.

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

RIS T R T LTS
[— P R M TR S—— = =
- zearsy Py e
- wew3? 2410 b0 o
-]
™
=

[ e OaNasy | 8 e rmafisie 8 fmmitisee PR e —— TS e g [P—p— [

Fig.115

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

A-16011/1/2017-Demo

Choose One
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Note:

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

. Click button as shown in Fig.117.

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

: 2527 5 W0 21501 1117011 Deme-ubme 2 : GROCUREENT GF WEW SUSTINERS

Carrespondence | Link | Mavements | Details [Edit | Send | Tizpotch | Convert Fils | Aftachment | Action Detafls | More..., |
Lt

Fils Nurber A48 14/2017-Demo-Volume|2) Subjsct PROCUREMENT OF NEW SCANNERS

Opening Date 10647 41:55 AM Remarks

Main Cabegary General Sub Category

Przvious Reference Later Refersnce

File Movement Hisiory 9, Print History

File Close History

Acbon ~ Achion By AcbionOn v Ackon Ramarks ~ Appreved By ~ Approved On ~ Appreved Gemarks
File Dispatch History

Dusatch Numbar ~  vSubmet » Addeecs ~ Disnaech Data
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Electronic Files Action tabs:
Let us learn following different options available in the menu bar for electronic files.

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

Computee No: 26378  File Wa: C-13011/3/2017 - Demo Sulrject: LAw ENHANCEMENT SECTION S04

| Meting | Comespondenca | Draft  Referances | Link Details | Movarments | Qi Send Back  Send | Atachmant | Acion Datails | Mo |

View By Hame 4 e— e s
e d Toe i wegene ][ Al [Predcus Notings winEs
View By Date
View A 2 Add vellowNota o 1 of & Notels) + w
The Ministry of Women ang Child development has taken several Iitatves on the PrOERMMATE ot 190,
24584/2017/eofce
SWADHAR: A Scheme for Women in Difficult Cireumatances .
The Ministry of Women and Child Develapment faunched ‘Swadhar in 2001-02 to addrass the spacthe vulnarability of women In
aifficult crcumstances through 8 home-based holistic and integrated spproach. The scheme through the srovizion of shelter, -
food, clothing, counselfing, training, chnical and Jegsl aid sims to rehabilitste the women in dificult circumstances, Widows .
deserted by their families and ralatves and l=ft uncarad near religiaus places are a%so target group beneficlaries of this scheme ROILEAR
Funds under the scheme are reiessed to implementng agencies which incdlude non-governmentsl orgsnizations and State
Gavernment bodies. . L
May kindly see article proposed by Ministry of Women and Child Development.
09/00/2017 4:05 P PRIVANKA KUHART l
[ASSISTANT) 3T 3o
T & ] .
s s A
)
- > A —

Fig.118

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

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

To add a Yellow Note, perform following steps:

e Click. = |Add "rell.mﬁ' Note

link as shown in Fig.119:
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Compister fos 73623 Hle Nos BSEWCL 101217301 5-Demy Er—— []
Moting | Carrespondence | Draft | Peferences | Link | Datails | Mowaments | Efit | Send Back | Send | Attschment | Action Dataile | More Chuicke Views
2 ol e e ] oo

Microsoft Word - Document

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

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

Computor No: 35524 File Not 250002304204 /201 E-Duemiay Subject: docs ﬁ
Toting | Comrespondence. | Drart | Reroronces | Link | Detois | Movements | Edit | Send Back | Scnd | Atachment | Action Details | More
[l (| pmE
Lest Saved 13-08-2018 12:24:50 BM Microsoft Ward - Document
B I U EEZEE Fomaise Ling Heght = | Faragraph = Vardars =  1ipt -
E-E-EX he B —0 X% @E-A-B-® Eghir -
Lova Symta
1. Case sensitive
2, Class Name: For all class name first letter should be in upper case, e.g.
MyFirstlavaClass.
3. Method Name: All method names should start from lower case, if method
name is made using several words the inner word’s first letter should be in
upper case, e.g. public woid myMethodName.
4., Program File Name: Exactly same as the class name.
5, public static void main {String args []}: Mandatory part of every java
program.
lava ldentifiers: l
Names used for class, methods and variables,
lava Modifiers; i
1, Access Medifiers: default, public, protected, private
Mon-Access Madfiers: final, sbstract, sty
3

p = Span Words: 95

Fig.120

e After the note is saved, the actions provided as per authorization are shown in Fig.121:
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Computur Mo: 79624 File Ne:

Subjeck: dos

MNoting | Comespondence ' Draft | References  Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Desarls | More |

o ["Tae THemer o an | Srever otigs | f'm

Varsion t 1.0 Microsoft Word - Document

e
. Case sensitive

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

P =

3. Method Name: All method names should start from lower case, If method name Is
made using several words the inner word's first letter should be in upper case,
€.9. public void myMethodName.

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

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

Java Identifiers;

Mames usad for class, methods and variables,

Java Modifiers: -

Edic Discard coafiem ‘
Mersion Lreabed On Lrentediy
1o 13/06/18 12530 P9 RIMAK DEEF

Fig.121

a) Edit: To edit the content of note. After each editing a new version of the note is created.
b) Discard: To delete the note.

c¢) Confirm: To confirm Yellow Note into Green Note. Once the yellow note is confirmed, the confirmed
versions of note will displayed.

To add a Green Note, perform following steps:

E Add Green Mote

e (lick link, as shown in Fig.122:

Computer Noy 28378 File Nos 7-Damo Sebject: LAW ENHANCEMENT SECT: 04

| Moting | Comezpondance | brsft | Risferencez | Unk | Detlls | Movements | Edit | Send Back | Send | Atachment | Agtion Detalls | Hers

e o oc IFRecent [ ANl [Previaus Nogncs|
S Add YellowHotd % & | 11 of LNota(s) s =

Note & 1
The Miniztry of Women and Child development has taben several initiatives on the programmatic front too.

24584/2017/ecffce

SWADHAR: A Scheme for Women in Difficult Circumstances

The Ministry of Women and Child Davelopment lsunched ‘Swadhar’ in 2001-02 ta addeess the specic vulnerability of women in
defficult o through s home-bazed holistic and aproach. The scheme through the provision of shelter,
food, clothing, counsefing, traming, clinicat and legal 31d aims to rehabilitate the women In difftcuit crcumstances. Widows
deserted by their familles and relatives and left uncared near relighous places are also target group beneficlaries of this scheme
Funds under the scheme are released to implementing agences which include non-governmental organizstions snd State
Government bodses.

May kind¥y see artice propased by Ministry of Women and Chid Development.

00/08/2017 4:05 P8 PRTYANKA KUMART ’
{ASBISTANT)
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e The Noting screen becomes active. Type the note content manually or copy the content from already
created word/ text files and paste it,, as shown in Fig.123:

[Compestar to: 28378 Fila No: C- 130 1/2/2017-Demo Subject: Law ERHANCEMENT SECTION S04

Noting | Comesponcance | Draft Rsferencas | Uink | Detallz | Movemants : Edit | Sand Badk | Send | Attmchmant | Acdon Datallz | Mora

Guek osre + [5) = X [ mc (Ezzemr 1 Al Pravieus Mool - ity

Forograph - Verdona v 120

A XDe B XX -0 ST LE AN @ X

Engish- @ v ¢

A scheme known as 'Swadhar’ has been dasignad with a more flexible and innovative
opproach to cater to the requirement of yarious types of women in distress in diverse -
situations under different conditions, The Swadhar Schame purpoets o address the spacific 5
vulnerabilty of each of aroup of women in difficult through & H baz=d 2 A
holistic and integratad approsch.

Tha follawing shall be the objactives of tha scheme:

* To provide prmary need of shelter, food, dothing and care to the marginalized = ALf3L
wemen/girls lving in difficult circumstances who are without any socal and economic
support.

* To provide emotional support and counseling to such women.

* To rehabilitate them socially and econemically through education, awareness, skil up
aredeton end persanality development theough behaviorel training eic. ’

# To errangs for speciic chnicel, legal snd other support for women/girls in ne=d of thase
intervention by linking and networking with ather organizations in bath Gowt. & Nen-
Govt, sector on casa to case basis,

*» To provide for help ling or other facilities to such women in distress. 'y

® To provide such cther services as will be required for the support and rehabilitation to pa
such women in distrass.

May kindly refer to the article proposed by Minstry|

Fig.123
o Noting done gets saved automatically.

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

using | 9uiek Neting = | feature. It is used to create a customized list of one-liner noting frequently used in
organizations.

Note:

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

e The User can also attach supporting documents (PDF Format only) by clicking on m button at the
bottom of the noting portion as shown in Fig.124:
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A scheme known as 'Swadhar’ has been designed with a more flaxible and innovative
spproach to cater fo the requirement of vanous types of women in distress in diverse 24534/2017/e0tice
situations undar different conditions. The Swadhar Scheme purports ta address the speafic
vulnerability of each of group of women in difficult circumstances through @ Home-bosed p
holistic and integrated approach. .
The following shall be the objectives of the scheme: —
® To provide primary nesd of shelter Food, dothing and care to the marginalzed
women/girs living in difficul circumatances who are without any socal and economic ™
support. =
* To provide emoticnal support and counseling to such women.
® To rehabilitet= them socielly and =conomically through sducation, aweren=ss, skill up
gradation and p ity P through iaral training erc.
* To arranga for apacfic clinical, legal and othar zupport for women/girlz in nead of those = C
Intervertion by linking and networking with other organizations in both Gowt, & Non-
Govt. sector on caze to case bazis. . 1 ~7-
® To provide for help line or cther faolities to such women in distress.
® To provide such other services as will be required far the support and rehabilitation to
such woman in distress, ' = S
1 =R - S0 p
May binly.refur to the:article proppeed by Ministn- x T S
§
¢ 1
@ =
Y . arz,
o A
ol s\ S L 1 G —
Words: 193 S \
e '
£ T jus P

Fig.124

2. Correspondence: Correspondence is any letter/ DAK which is diarized for action to be taken in file. It is used
to attach Correspondence/ Receipt to the working File.

. 0 [ CD d
e Clicking on Correspondence (|~ —rolooies

right side, as shown in Fig.124:

o (lick button, a list of receipts appears, select the receipt and click button as shown

in Fig.125:

) button, the list of Correspondence and Issues appears on

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

[Compuber Mo: 28375  Fibs Moz C-13001,3/70107 -Demas Subje b= LW S HANCSM BT SECTION 508 I

| Wotng | Corrszpondancs | Oraft | Referances | Link | Datsils | Movamants | Edit | Sand Sack | sand | Aftschmant | Acion Datalls | Mora

e e e e e ) g
List of Comespomdences and Issves

Taa receipt Chuoss Oaa i)
| [T = Hecsighifzsye No. +Subsact = Tvper fhached On = Enges= Achion=|
28 v Search ] [ e W 2559405017 /mcfice  DFFICE ORDER RELATER TO LAW ENHANCEMENT QOE17 03:56PM 3-1  feopen

ility of women in
B, on af shelter,

. Widkows

of this scheme.

and state

ATYANKA KUHARI l
[ASSISTANT]

Fig.125
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Note:

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

e The receipt will be attached as Paper under Consideration (PUC inside the file) and it can be seen on the
right side under List of Correspondences and Issues.

Note:

Marking of the receipt such as Fresh Receipt (FR) or PUC can be set from the dropdown menu available at the top
of List of Correspondences and Issues page

a) Markas PUC: Itis used to mark the receipt as PUC.
To mark a receipt as PUC, perform following steps:

o Select the receipt from the List of Correspondences and Issues and mark as PUC link from the dropdown
menu as shown in Fig.126:

o putwe Mo: 33570 File Ho: 4211 11E-Clmme-T cE Subjucks DEMRS TRAD &3
| Mebiag | Cor | Draft Link | Details | | Edet | Send Beck | Send | Abtachment | Action Details | More | | quide view |
o [T Retent | AN || Pravioge Hotngs |

Bil |add ormen maite | | B |2dd vellow Note [# 4 | 13 af 3 Notefs) ¢ » Uist of Carrespondences and Tssues

Note # 1 ;

relfar 1o Dada 0o 4

" E
05032018 10:38 AM MIMITA NECI
{ASSISTANT)
Note # 2
06032018 2126 PM MIKITA NECI . 4 -
{ASSISTANT] rr—
Note # 3

MINITA NEG]

00/03/ 2018 3528 PM
(ASSISTANTY

Fig.126

b) Unmark: Itis used to unmark the receipt which is either marked as PUC or FR.

To unmark an already marked receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Unmark link from the
dropdown menu as shown in Fig.127:
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Computar Mor 33572 File Moy be1101708/2018-Deme-BEOT-E0FFICE

SMRE TRAINING

Subjacks C

Nole & 5

0603 2018 3528 PM

MESITA NEGT
SEISTAMT

!—?}5“ Bocemtiosue o, ~ Subsect = Tyoe- Stisched On = Epges~ Action
TB/OI/ 2018 10:38 AM MIKITA NEGL - - = R
(ASSISTAMT} W LESSAIIE czmr T 2/03/18 210 PM &6 Aaminzacs
Mote & 2 o a g
W 1UEI22201e amr I QE/03/46 O3 AH =% Asmingacy -
3 EEIREICIAMGTES  cEmen AC/OZFIR LMD FM 14 Raeapen
06 703 2018 326 BM MIITA NEGT E bl B &
{ASGISTART} =

[ rictme | F | Sraft Link | Datails | Bt | Sand Back | Sand | Attachment | Action Catals | Mars | | Guisc view |
o (Tovme = REcenE | AN || Fraviohs Wotngs |
B8 A Gome Sictn | | 2l Vallows Nake | & [ 33 af 3 Metefs) b Lint af Carreapomdances and Insums

Fig.127
c) Markas FR: Itis used to mark the receipt as FR.

To mark a receipt as FR, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Mark as FR link from the

dropdown menu, as shown in Fig.128:

Comnputer Me: 33372 Fike Mot 4-11010/5/2018-0ame-DEPT-S0FFICE Subjact: CIHRS TRAINING

[ fiotinig | Cirreapendance | Draft Reteréncas | Link | Detale | Moverwents | E04 | Send Bach | Send | AHAchment | Action Detade | Mare |
v

o [ 7ot f Recenr | Al | Frewious omings |

[ B st rmee tote || B ekt vetlow ke [% ¢ [33 oF 3 niotegs) v

Link af Carrespondsnces and Dusses

Nole # 1
Tefer to coas ne = = Subvact = Tepe~ Attachas On = Bagag= Aghion
4 = Establishmant relsted matters _ DUCE /0548 1048 AM  7-13  Raogan |
03 /022008 10:28 AW MIKITA NEGI
{ASSISTANT] czmrz L) BON10PH &6 Hemindeny Talach
BeDiE. .2 csmrs tazue BUIIIAM 33 Heminders Srifemreer
1 - 24088 14 Reapen
06031018 2126 PM MIKITA NEGI o E Ll il i e
(ASSISTANT} Attach
Note # 3
0003/ 2018 228 FM MIFITA NEGL
{ASSISTANT}

Fig.128

e Then, select the PUC Number from the dropdown menu as shown in Fig.129:
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Coenpuber Mo: 33572 File Ho: 4

Hubjucks CEMES TRAINING ]

| Nobing | | Draft | Link | Detads | | Edit | Send Back | Send | Attechment | Acticn Deteds | Mare | m

o [ Aacent | AN || Pravioas Notings |

| B |add Srmen meate | | 2| dd vellow ote [® 4 I 13 of 3 Notefs) b W Uist of Carrespondences and Issues

Marcas FR. Y

Note # 1

ll)== Emamimilaane Hoy - —E Abkached G0 = -~ ukien
Fofar t pega ne 4 e Tup= Eagea~ Adien
¥ E I9EEE/ AN e Entmblishmunt relsted matte PUCI ISM0SM1E 10:48AM  T-13  Fecpen
OS/03 3018 10:30 AM MIKITA NEGT ” i A e
{ASSISTANT) U usssazais csmrs Tssua %0348 05:400M &6  Asmindes DubfishTo KMS
Note & 3 W vEsmaos cemirs Tssea O 2iZ1 0N T3 Aamindars Dubfch To EMS
| E zoIseizoigonfics  eomrs /02/18 C2ieE o - apan
06032018 3:26 BM MIKITA NEGT v i  —— S izl
JASHESTRHT) PUC Hurmber: [ checsa One 14 I Tune I Cancal
Note # 3 Chose ne e
06032018 228 PM MIMITA NECI

(ASSISTANT)

Fig.129

e (lick the button. The receipt gets marked as FR.

d) Detach: This option helps the user to Delete/Detach the attached receipt from List of Correspondences and
issues. Receipt can be detached before the movement of electronic file.

To detach a receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Detach link from the dropdown
menu as shown in Fig.130:

Computer Mo 72372 Fila Nal A- 1n- Subjnct: CEMRS TRAINING
| Pt | Cor e | Craft Lirk | Details | ks | £t | Send Back | Send | Attachment | Action Detais | Hare |
+
B [ T e R T 5]
| B8 A Gomer tcty || 2 Ll Vollow Nt [ 4 [ 73 3 Nowe(s) b # Lint of Correspondences and Tusums
%‘:}g— ::!,: 4 | Emceipt/izsue No, ~ Subisct ~ Type~ attached On ~ Pages~ Action
| 29E2E/A018 ey Eatmblizhmant releted mattars | PUCL 15/05/26 1084 AM  7-13  Racas
O3 /13/ 2018 10:38 AM MINITA NEGT & '{
AAPSEETAMER W rEsEI0le asmra Isue /03116 GS10PM 66  Asmingers
Hote # 2 @ vmmzzzas re P SR CEAIEH %1 Mamindes
3 R e i 16002MHE 024B AN b S—
06032018 3:26 PM MIKITA NEGI £ LB i ot A AR
{asmtaTanT) B
Note & 3
0603/ 2010 2538 P PIKITA NEGL

(ASSTSTANT)

Fig.130

Copyright © NIC, 2018 Ver. 55 05

90



e®ffice

A DIGITAL 'WORK PLACE SOLUTION
e) Close: This option helps the user to close the attached receipt from TOC of Correspondences.

To close a receipt, perform following steps:

o Select the receipt from the List of Correspondences and Issues and click Close link from the dropdown
menu, as shown in Fig.131:

o pubue Mo: $3570 File Az 40110

Hubjucks CEMES TRAINING ]

| Motz | 2 | Craft | Link | Details | | Edét | Send Back | Send | Attachment | Action Detals | More | m

a [T Fecant | &N || Pravioas otings |
| B |add Grmen meate || 2| dd vellow ote [® 4 I 13 of 3 Notefs) b W List af Carrespondences and Tssoes
Note & 1
Tafar ta pasa e 4 M T Subiect - Ty dftached dn
BB Extmblishmact related mattars  PUCI 1G/05ME 10:42 AM -
O5/03 2018 1030 AM MIKITA NEGT
| ASSISTANT] <EmrE:
Nole 8 3
T csmrs
06032018 2126 PM MIKITA NECI & '\:?"""- 7{‘.‘?!"
(ASSISTANT]
Nole # 3
DO/03/2048 3:28 PM NIKITA NEGI
{ASSISTANT}

Fig.131

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

Computer Nog 17572 File N A-11571/5/2018- Do DEST- EOSFITE Subjects CEMRE TRAINING
| eting "Cafrespnndence | Draft | Referenoss | Link | Detallz | Moverments | Edt | Send Sack | Send Clasing confirmation l
2 a D Yot want 1o elose the following receiptis)? I Previnos vimtmgs |
T *  zamruaDieatcs =
| Bl | Add Green Note =/ Add Yallow Biote (% 4 [ 13 of 3 Matefs) » » — _ Lint of Correspondences snd [sues
. = e
Mote & 1 B n =
Fear o pegE e & Do, - Subiect = Ivne- Affached On * Bagez~ dction
Sice  Estblishrment relsted matbers  BUCI 15/05/18 10:44 &M 7-13  Recpen
D503 2004 10:38 AN e .
A s Laue 15/03/1805:1008 &6  Remindars  Dublivh To KME
Note # 2 Loaue D&/03/1803:30 08 5 rs  Puiblish Ta HHE
15/02/18 0248 24 -4
0003/ 2008 320 PM
Aitmeh
Note # 3 | ax. | Cancel
R e
00/03/2008 3128 PM NIKITA NEGI
[ASSISTANTY

Fig.132

e The selected receipt gets closed.

e The B=2220|ink against closed receipt becomes active.
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3. Draft: It is a process of creating an official reply to the concerned user/department/ministry conveying the

views or orders of the department. With the help of this feature user can Create New Draft and View Existing

Drafts in the File.
To create a new draft, perform following steps:

ft |

Dra
e Scroll mouse over

tab and click the Create New Draft link, as shown in Fig.133:

[Computer No: ZRI7E  File Mo: C-LJ0L1/20100 -Dams Sabject: LAW BUHANCEMERT SECTION 904
| Tioting | Comespondance | Draft  Referances | Link | Details | Movements | Edit | Send Back | Send | Aftachment | Action Datails | Ware

LW

PR M Recant [T AN A Previzus Notinaa!

Wiew Draft

Note 2 1
The Ministry of Women and Child development has taken several initistives on the srogrammatic frant too.

SWADHAR: A Schamu for Wamen in Difficult Circamatances

The Ninistry of Women and Child Development aunched “Swadbar’ in 2001-02 to address the specific vulnerability of wamen In
arfficult rough a hor holistic and Integrated approach. The scheme through the orovisicn of shelter,
food, clothing, counselhng, training. chnicsl and lezal aid aims to rehabilitate the wornen in difficult circumstances. Widows
deserted by their families and refatives and left uncared neor refiglous places are alzo target group benehclaries of this scheme.

ruux under the scheme s released cies wehiich Inclode and State
mmmmm ot bodies.
May Nindly see article proposed by Minkstry of Women and Chikl Development.
09/08/2017 4:05 Pl PRIVANKA KUNARD .
(AzzzaTANT]

Liet of Carmatpandencas and Teases

Chooae I
o - ~Type v Atached on ~ Bages- Astian~
D E W 246472007 feoliie  OFFICE ORDER RELATED TO LAW PUCE 14/0B/17 0332 PM 2-2 Reopen
e W 25095200 egffce OFFICE DRODER AZLATED TO LAW ERNHANCEMENT 03/08/37 O3:N8 PM I-1 Ve

Araach

Fig.133

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

[Computes M T2370 PITE Wow Loa0IL S S0iT Torms | SUbICCts (27 BwrniEn ST SECTION 207
Moking Crate | ke Demalle | Sdit Sand Hack Sand | Amachmarc | Acran Dasalls Mors |

Hew Oratt Pao s.,,[-u B i from Imisstenin) JRERR Uistous ik
B /7Y S FX¥ BB rcras- Faaguoh - Vecana - 1%
—-5»ma-~.¢.x‘aeﬂ~f—()®-ﬁ! Lw- 2-N-"X cm © -z
~
v
® Wora

L1
Dratt Dotalis.
Ovah Tyoe~

st Hpte

Languags"
ENHANCENENT SECTION 504

Communication Datalls.

iy

Deosmment

T Sesigrmtizn

Srganizaticn

| Anczaman & Micotm blands =

Az Mo Recipienin) | Clam

Fig.134

Type the draft content manually or copy the content from already created word/ text files and paste it or
choose a pre-defined template by clicking button orlL=Cis button, as shown in
Fig.135:

Copyright © NIC, 2018

Ver. 55 05

92



Hewe Dentt Foge e[ A7~ (BRIl e INTOORERNRL
B 7 U S F ¥ WM Toruns  Tamgaph * 135 .
T-E-HNDE % axhea 8 x, <X —0O0 T L A~ B~ =X eogishs 0 -2

(£ wcharme wrown e Samdriar han Seen desigaed WD 8 mere exisie and nnovat el
approach to cater to the requirement of various types of women in distress In diversal
diffarant conditions. The Swedhar Zchame purpors to sddress the!

vulnarability of anch of greup of wemen In difficdt drcumatances thraugh =)
Homa-based holistic and integrated Sporosch

wAppeavedity®
wApprovedDates|

P 3 span & strong Words; 61

=

Draft Datwibe
Coan Tyt [Fiwmrimn ] cimnes S
Orait Naturs Choowm Cre 7v ] Frefix
[Enginn [S]  ooencion 1
LAV EHAANCEIIENT SEETICH 504
Subiest
Commanication Detats
s
Dexgnation
=0 Bl s Ariaman & et Wisrds
city Pinsods
mooite Landiing

£00 Mo Reapientsy | Ciass

favesses Ze

Afachmants

tone
Une AdpprovedBys 7o Asgrover infs

u Cewgraton
Uis #ARprovedDy Secontlamed Zoo Apgiaver Secticn Hume

Lse AADDIOVedObe Foc Dnte of

Fig.135

e After creating the DFA, select Draft Type, enter all the necessary details and DFA #Tags (if required) and

click button, as shown in Fig.136:

Computer Na- 35378 Rie Na: 2 ST8 Subpect o0 o
Rating Ciraft | Link Detalls dit Tand Gack  Tand | Aftachmant | AsHon Datalle Mora
Hew Oraft Page lire A4 folii e ] e

Verdans v 73px .

B/ US EXTIE foma-
ErE-EX NS XD R X -0 NS Lm- A-N- &3 egon-

Parmgonps v

Q-

"

& schama known 35 “Swedhar’ has bean designed with a more flaxibia and innovative
approach to cater to tha requiramant of vanous typas of women in distras:
ituatican under different canditions. The Srm

npecific vulnmembility of mach af greup of women in difficill drasnatances thraugh =
Home-bazed holistic and Integrated approsch,

wApprovediyw
wApprovedDates

% 3080  8ir00g

o
Draft Details
Oralt Typm® [Repiy o] Clawifies Confiduntinl )
Crnll Haturm ] Pt Crcve ane
Langunge” =] = O
ENHANGEMENT
Sutee *

MINSTRY OF LAV JUSTICES COMPANY AFFAMAS ~
| Crecea cne v
[PRaKCE= UPRAL TECH0CAL DIRECTOR

Designation
[ozw

Country | o - Daihi v

ciy oELHI

Fax 1 Email

AGD Mose Ascipentis) | Clasr

] LAVY ENHANCEMENT pot

Live SAPRIoA WDy Jechooliemed T Apprsems Seclion Nare
Usa SApprovedDated For Date of Approval

tiose

Usa SApprovedBy¥ For Adprover Info,

Use MApprovedByNamak For Apsezvesda Hame
U i For Auprovir®s

Fig.136

Note:
DFA # Tags will not work on uploaded DFA

e Aunique Draft Number is assigned to the draft, as shown in Fig.137:
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Langunza® Engis e Sanesion [m]

CFFIGE ORDER RELATED TO LAW EN-ANCEMENT

A scheme known as ‘Swadhar’ has been designed with a more fiexible : > el iy = -

and innovative approach o cater to the requirement of various types of Reosat tumbey EROIE YOO I - Reply Tyve o

wamen in distress in diverse situations under different conditions. The __Communication Details i . R o . |
Swadhar Scheme purports 1o address the specific vulnerability of each Attachments | resacts Foc

of group of women in difficult circumstances through 2 Home-based
holistic and integrated approach.

LAW ENHANCEMENT 5af

#ApprovedBy# '
#ApprovedDate#

Uk JADPIOVEORy SOCTONNAIMEd For 200
Use ¥ApprovedDate¥ o Tals of Asseoval

[ oo [

Fig.137

e Anewly created draft has three buttons:
a) Preview: View the DFA before sending.
b) Approve: To finalise the DFA. Once the draft is approved no further changes in the content can be done.

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

Note:

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

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

shown in Fig.138:

[Comparar Ny 35373 wite Wor CLnl L aale rms I S byects ) S aNCERENT SeTICN 5%
Noring Coiveapandenca Draft Rafscsccas | Lok | Datails | Molamenca | Sdic  Sand Back Sand | Amachment |AZdsn Dwtalls Mars |

Draft Fo, ¢ DPAL3630 - ¥ 4.5 Draft Stakus 1 D74

&

Draft Details
ek Typa Faciy Clasmas Cartianriial
Do Hation [Coed Gheaas wve
. - I« Banction (]
PRy S I PP GREER RELATED TO Law ENRANSEIET

e Once dra gets approved no further changes cun be medae
A scheme known as* has been i i with a mpr —

and Innovative approach to cater to the requirement of variols fancd o
women in distress in diverse situations under different conditions. The Communication Detaiis
Swadbhar Scheme purports to address the specific vulnerabi
of group of women in difficult circumstances through a Home-based
holistic and integrated approach.

LiwW ENHANCEMENT 0ot

#ApprovedBy# l
#ApprovedDate#

[ [reomn oo

Fig.138
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e The DFA gets approved and DFA # Tags changed into relevant information, as shown in Fig.139:

Camputir Mo 28578

i e trmes B wubgest Liy musass s sECTTON S0k

SRR Bl
Notng | Corrmspondance Draft | Refarmnces Lok Dutails | Mevemants Edit Sard Back  Send | Atachrant | Actien Dataila Mors |

e We | DralTea0 V10 Dran Stetus 1 Aspmied |

Lemes g TN one
File No.C-13011/3/2017-Demea i
Englisk s Ean e (]
= FELATED T LA
Bubjma ™

A scheme known as "‘Swadhar has been designed with 8 maore Nexible e = -
and innovative approach to cater to the require ment of various types of % - et Tiwe S
women In distress In diverse situations under different conditions, The o onte Do b e e S e T S G I R ST T R ey
Swadhar Scheme purports to address the specific vulnerability of each inimny MINIETRY OF LAVILIST ICER COMPRNY AFFAIRS
of group of women in difficult circumstances through a Home-based [rrmreary = =
holistic and integrated approach.

SafreE UFPAL Sasignanan TECAHCAL ASCTOR
NIKITA NEGI, ASSTT(NG)-eOffice, aOffice
14/08/2017 DELH]

MDA Eixtu Dathi

SELHI —

Email
AOT More: Recipiens| Clasd
attachments | dincsh it |
LAY ENHANCEMENT. per

Mk
Une dApprmvmcBys P o A ol
Use #ARpeveErSphamey For Aomrerds Hame

Lise #ny ignation¥ For 1 Deslgnation
Uss #Anprovediiy Eacionkiame# For Azceoves Soctinn Hame
Use #ipprovedated Fo Dals =1 Azpzval.

Fig.139

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

[Come vher Nas 6375 mile Mor C1301 L 803007
Noting  Comespondence  Drak | Rufere

2 P Subjert L BUmANCEN

Zand Back Eund | Atachment | Kedan Details Mére

Drws Mo, + DFA/LIAN V30 Dreft Status  fsoeons

L8
Draft Detans
Trat Ty raply Claniaz Contianital
Deatt Narure Lazar T Pratie Cronse one
File No.G-13011/3/2017-Demo

Language® Enaiish e Sanemen m|
OFFICE ORDER RELATED TO LAWY ENMANCEMENT
sujant -
A scheme known as ‘Swadhar’ has been designed with a more fexible = b e & ey =
and Innovative approach to cater to the requirement of varous types of bt Diondinced R e e S
women in distress in diverse situations under different conditions. The Communication Details
Swadhar Scheme purports to address the spucific vulnerability of each iminyy MINIBTRY OF LAW,/USTICES COMPANY AFFAIRE
of group of women in difficult circumstances through a Home-based o o ey
holistic and integratad approach. -
PARRGEH UPPAL Desigration TECHIIGAL SINECTOR
NIKITA NEGI, ASSTT(NG)-eOffice, eOffice |
14/08/2017 " coe
INDw, Dby
et
Add More Recpimmin) | Clmm
Attacnments =

LAW ENHANCEMENT paf

fote

Use #ARprovedity# Fot Asproves info.
Use #ABDrovedByNamed For Ay
Use PADDIOVETBY D 3Rations 7ol
Ure $Approvecty Sectionliemed For Appiov Se i
Use #ARRroveclatey For Dxte af Aparmval

Fig.140

Note:

For more detail refer the button mentioned under Dispatch action tab of Browse & Diarise sub-module. .

To view existing draft, perform following steps:

e Scroll mouse over e Itab and click the View Draft link, as shown in Fig.141:
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re-DEFT-SRfFiE (W subluctsubec

Compuler Mot 35647 Fila Moo 8- 1300 0000/2008-0
[ Wetimg | Eorrmspendence

ft

[ ik | Details | Moverments | Edt | Send Back | Send | Abachment | Bction Deteifs | Mare |

1S/05/ 2018 11:33 AM

n' :
| B |t %7—1 of 1 Netes) +
Note # 1

NIKITA HEGI
{ASSTSTANT]

S S A |

Microsoft Word - Documant

Fig.141

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

b Mot 21200010/ 201 8- De-DEST-E0EICE Subject: subjact

13/03(18 £1/21 AN

Compuler Not 35697 Fil
Hating | Cx 1, Diraft Link | Details | at | Edit  S=nd Back | Bend | Attachment | Action Details | More
o
B Add Green mote | 51 \add Yallow Note (% 4 | 10 oF 1 Nota(s) b » Ior.n Lint !
Note # 1
! Duadt No. Subjet Status Approved By
15/0% /2018 11422 AM WIKNTA NEGT T DA
(RSEISTANT) [ DE&/L7I0T i ®

e The draftis shown in Fig.143:
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Computer Nos 3357t Fika No: i ElR subjoc

WEbng | Corrassandance | Oraf | Rafarancer Lk | Datals | fouamente | EAf | Send Sack Send

Draft Mo, 1 DFA/17512 - W 10 Draft Status +

oved

Mew Draft

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

Artachment | Action Demails ~ iore:

s,
L1

AR S BT A o (e W S, Dept.: iy afa

gllel e e oo o & T
o T,
. e )
e b
MHITA NEGL ASSTTING -»Office. wDifice i

Drafi Details

wpe*

BAPRrOVENEY POt for pprover Fost
éhgproverliate for Dale of Appovsl

Y Classfied v
v Priefix -
¥

,
Cesgaaier
- Andsmen B Nicobar Isands .
i More Rscpientis) | Clear

FApprovadByYNamE Tr Aporoy
SApprovedBy SectionMames &
SApprovedByE mas o 2
#DccumentMumbers for Doz

oo o e | e e o

Fig.143

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

file.

To attach Reference, perform following steps:

References |
e Scroll mouse over

tab and click Local Reference link, as shown in Fig.144:

mputer Noi 28370 File Nos A-19

17 -Demo

Subjects PEREONAL FILE FOR SERVICE AECCORD UPDATION
Noting | Correspondence | Draft [References JLink | Details | Movements | Edif | Send Sack | Send | Atiachment | Acion Details | Mare

(T

Typa of Training- 35th basic coursa on Mangemant arvica.

09/08/2017 11:30 AM

£ Training -Oeapartmant of Personal & adm. Reforms, iew Geihl

I o Local Reference
B |Add Green Note | = Add Yelow Note # 4 [ 11 0F 1 Note(s) + »
Note # 1
May = attached PUC 1, realted to bisining certification. It is request=d to 2dd
fraimiing: details tn miy Service biook,

PRIYANKA KUMARIT
(ASSISTANT)
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The References screen appears on right side of noting page. Click button or
button Fig.145:

Computes No: 22370 Fils Mos 8- 15081173047 -Dama

Subject: PERSONAL FILE FOR SEA41CE REOCOAD UBDETION

Nating | Correspondence | Draft | References | Link | Cetails | Movaments | Edit | Send Back | Send | Attachment: | Action Details | Mora |

8 p

i e 1

[revious tiotings |

Nb: o 11 of 1 Moteis) ¢ W

B dd Green tote

Hote # 1

Mey Kindly s=e sttzched PUC 1, realted to breining certification. It is requested o add
tralning details in my servics book.

Plara of Training -Oeapartmant of Bersonal & Adm. Raforme, New Dslhi

Typa of Training- 33th basic course on Mangamant service.

PRIYANKA KUMARL

09/08/ 2017 11:50 A
(MSSTSTANT)

D aeferences Attached

Referencas
| Chooss One [+ |

> Attached By ~ Aftached Date

Fig.145

o IETIET: Browse the reference document from the system and click the button, as shown

in Fig.146:

Camputer He: 33573

Falm Mo 23302/ /2018 Damer DEST ECFFICE B Subjecks CSMAS TRAINIRG

| Meoting | Correependence |'Oraft | Referancas | Uink | Details | Movaments | 2t | Send Back | Sand | Attachment | Action Datafls | More |

[Rrevings niatngs |

& Recent Places: )_ Adobe Acrobet Document

23 KB

4l Libraries L je Bisere (2017 tmment
| AT File
|5 Documents
o Music
&= Bictures s
H videas
HNevs Emnployes. FIMS ()
1% Computer [Amended)
L Local Disk () Whicrosaft Office Evcel Warkshest
D

Bleww Vel fB=oy new
= 7|
; - UBEM] ot Office Word Document

File name: |etter

\debe Photoshop Image 15
04 MB

crozalt Dffice Word Document

# o o = ]
B Acd Geeon Motz = g Yellow figte | 4 | 13 of3 Nobe(s) * * Fmbmrmnces
L
Nole # 1 7
THES IS NOTING PORTION L - ddtached By = Atbached Date
1602/ 20EE 3:30 M NIWITA NEGE E MIKITA NEST 15/05/18 03:00 AW
: : i
: s
Mote & 2 & Open [  upfoad ik |
oM Desin
11037 2038 10:40 AM CKJ 8 D==vivo = )
MNote # 3 Organite = New folder 2= . 1 @
21/03/2008 142 AM W Fevorites
Bl Desitop
| & Downloads e RREI

X

OR
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button, as shown in Fig.147:

USRI Subject: Suchanta Haw File DEDS

nts | Edit | Send Back | Send | Attnd Import KM S Document
JCHE Rufesanicalsl Imgart To File; 175 71RO 00052018 OFFICE e
s Search —— S Rafurance:
[Ehacas Gnm ¥
Seeact Hamg g ~ Publiahse Datel Description: 458 LeSeieste iy
e prent = Aftachod By = Attached Date
@ Dipeument. Camcel ;ﬁ;él‘;-l: 'ﬁ,,‘;,,‘,",;!;,"'i G147 PH
Document =
Dotument 1433 PM
Diseument A 26, 2015 1123 AW
Dotumert M 02 201E 0625 PM
Document A 4T, 208040 P
Dacament v 15, 2015 11 30 AW
Dotument 20, 2073 1233 P
Document o 15, IMBT4.53 OM
Decument:
Diaeument
Documert
Discument iy T, 3
| Dagyment Moy 14 2015 2 03 EH =]
| =)
28,/08/2018 12:26 PM C.G. NATDU
(PS(PM]) l |

Fig.147

e The reference document gets attached with the working file.

e To delete the attached reference document, select document and click Delete link from drop down menu
as shown in Fig.148:

ot B SHEHL. Pl inr SNl e rir i W, oo St M T
| Moking | Correspendence | Drafl | Refersncas | Link | Detais | Mouements | Edit | Send Bazk | Send | Attachment | Action Deteds | Mare |
o [ Facart | M || Pravious Hetings |
Bl |add Graen tiote || 2 |add vellow note [% 4 [T73 of 3 Note(s) + # References
ote # 1 0 — b - Adboches B = Afboghed Dok
THIE 1= MOTING PORTION rences Attached tached B Jiach: 1
B inttar.pat [ — Lx0m/1m 03100 =4t
16022018 2:30 PM MIXITA NEGT —
(AZSISTANT]
Mote & 2
21/03 /3010 10:40 AM PMIKITA NEGT
(ASSISTANT)
Note # 5
21/03/2048 10:42 AM MIKITA HECT
[ASSISTANT}

Fig.148

Note:

After the file movement, the Local Reference cannot be deleted.

5. Link: It is used to refer another active file (Created/ Inbox sub-module) along with working file. The copy of
the link file will have all the content of the linked file, upto the moment of linking.
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It contains 3 sub links as shown in Fig.149:

Compiater Mo: 14567 File Wo: 800533000 it falfy 03 80 e g g Syt gy
Wating | danca | Craft  [(Tink | Gtails | : | Edit | Send Back | Send | Attachment | Action Dataile | Mare |
G ot ¥ (5] 7 z i = T L
Last Saved 20-00-Z018 04109512 M Referred In Files Rafesred Filas List
BT U EFE EE Fomas~ LneHeghl ~ Paageaph = Vedana = | FontSees = ~ Fils Mtz ~Sidiect
EvEr=s=E 8 B —Q XY =5 A~ # - ®H Eoshy e
| N
e T & T i et /A TR B/ J Tl He
m%»mmﬂmww%%m } @'@J'E‘%UIH ! /
] oIl B snﬁaw%ff Tl bt nﬁ?@;arﬁ:ia i
%;‘ m%ﬁm | o= | il W%f TRR @/
/ T B e 7 A url T '%‘Tﬁ!ﬁa@ﬁr
T FE/ U gt/ TR HeR @ ] ¢ e U B H ] e
T i By TR gt/ e g/ TR T 1 Wl 31
v
< >
p Wiords: 18,
=
Fig.149

a) Internal Files: It is used to link/delink any other file from within the Department.
b) External Files: Itis used to link/delink any file from other Department.
c) Referred In Files: It shows the list of file(s) in which this working file is linked.

To link with other File, perform the following steps:

Link . . . . .
e Move the cursor on ! tab, and click the Internal Files link, as shown in Fig.150:
Computer Moi 33571 Fille Not A:11011/3/2018-Dame-DEFT-E0FFICE Subject: CEMRS TRAINING
(oG T Cor & S [ ESK | Send Back | Send | Attachment | Action Detalle | Mare |
o @77 [ vec (Hemer T AN [ erevinus Hormgs | s'm
B sdrametas e bon ",;5;1@;':&-1 LI
Note # 1
THIS 1S NOTING PORTION
16/02/2018 2:30 PM NIKITA NECI
(ASSISTANT)
Note # 2
21/03/2048 10540 AM NIKITA NECI
(ASSISTANT)
Note # 3
21/03/3018 10:42 AM NIXITA NECI ! u
ASSISTANT} Government of India
4 APP STORE
www.apps.gov.in
| | g Qs == = } | |
Fig.150
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e The Link/Delink screen appears on right side, click the button, as shown in Fig.151:

Gomputes Noi 33571 File Noi 4 LATV8Z01E Deme EFT0FEICE (B subjecks Covps TR [ X]
[ Netong | Eorsespondsnce | Dioft | Referenoss | Link | Detols | Moaemenks | Edet | Send Back | Send | Aftachment | Action Detaie | ¥are | [ quick view |
o {me

Reczne | A Frewious Hoking= |

| B |add mraen mate || B add Yellow Note [8 4 I 13 of 3 Notefc) b #

LinkDslink

Dhacicr Oec T

Note #1 2 _
I 15 OTING PORTION J ™ Bil= Humber  Subect ™
16/02/2018 2:39 BM WIXITA NEGT

(ASSISTANT}
Note # 3
21/03/2019 10:40 AM NIKITA NEGT

(ASSTSTANT}
Note # 3
71/03/2018 10:47 AM NIKITA NEGT

(ASSISTANT}

Fig.151

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

Search File For Attach

Year [2017 v | Search
Computer No File Number Subject

= E 282321 A-21012/172017-Demo ADMINISTRATION WORS
= p 28255 A-1601171/2017-Demo- PROCUREMENT OF NEW
S T = -1 Volumei2) | =

E 28378 C-13011/3/2017-Demc

e e o D TR SIS

sesososeies it I SR e R e o N | TECHNICAL ASSISTANTY

PERSONAL FILE FOR

S E 28370 A-19011/1/2017-Demo SERVICE RECOCCRD

- UPDATION

Artach

Fig.152

Note:

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

o The selected file gets linked with the working file, as shown in Fig.153:
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Compater Mo: 33571 Filw 8o: 4 Deme-cEpT-soFFics B Subjeck: £5MRS TRANING
| Noging | Correspondence | Draft | References | Link | Oecails | Mowements | Edit | Send Back | Send | Attachment | Action Derails | More |

a0 (R femmrt | AN | Prewicas Hakmgs |

B8 Ao Green tiota | | 2 (ndd veliow nota [ 4 [T93 oF 3 Nete(s) + » Link Dalink

e & 1 :
THIE 15 WCTIHG PORTION | = Fic Number ~ Subien &
16/02/ 2018 2:33 PM WIKTTA NEG | alaniiiolegemeniend BITHENT 2 SR s i
(ASSISTAMT}
Actach
Note # 2
LU/ 018 10:40 AM PIRITA NEGT
{ASSISTAMT}
Note # 3
21f03/2018 10:42 AM MIKTTA NEGT
{ASSTSTANT}

Fig.153
e The File can also be delinked from the dropdown menu available at the top of Link/Delink page.

To Delink a File, perform following steps:

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

Computer Mot 33371 File Nen 6 14040/8/204E-Dane-DEFT-S0FFICE (32 Subjacts CSHRS TRAINING

[ Habng [ Eor | Draft | Refe Link | Detais | | Edt | Bend Back ' Sand | Attachment | Achicn Detais | Mare |
a2 [ RecEne | &N | Brevigue Moknge |
B |add craen dote | | B |add velloor ota [ 4 | 13 af 3 Noteds) + # Link/ Dalink
MNote # 1 - 2 ct G
THIS 15 MOTING PORTION | = Fi= Humber ~ Subjest i EH"
16,/02/ 2018 2:3% PM MIKTTA NEGT @ E A-12011771/3018-Demo-DERT-EQEFICE-Paiid] Trainmg of e&rm] Actior Datais
(ASSISTANT] i
Note # 3
2103/ 2018 10:40 AM NIKITA NEGL
(ABSISTANTY
Note & 3
21032018 10:43 AM MIKTTA HEGD
(ASSISTANTY

Fig.154
e The file is delinked.

Note:

The user(s) of same Organization Unit (OU) can delink the file.

6. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created,
as shown in Fig.155:
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Computer No: 23270  File No: A-13011/1/2017-Dema Subject: PERSONAL FILE FOR SERVICE REQCORD URDATION VR‘

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

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

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

Main Category : General Sub Category :

Previous Reference : Later Referenca :

Part Files Created
Computer No  Part No  Created On v Remarks v

Fig.155

7. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another as shown in Fig.156:

Computer No: 33571  File No: A-11011/8/2018-Demo-DEPT-EQFFICE @ Subject: CSMRS TRAINING
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | Mare |
File Number : A-11011/8/2018-Demo-DEPT-EQOFFICE Subject - CSMRS TRAINING
Opening Date 16/02/18 02:37 PM Remarks -
Main Category - Sub Category
Previous Reference Later Reference

File Movement History

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

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

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

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

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

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

File Close History

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

File Dispatch History

Dispatch Number ~ ~ Subject ~ Address ~ Dispatch Date -

1/8600/2018 Issue CSMRS TRAINING ABC, New Delhi 21/03/18 10:45 AM

Fig.156

8. Edit: It can be used to make changes to the cover page of existing running file except the File Number.
To edit the cover page, perform following steps:

e Click ¢/

tab, as shown in Fig.157:
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Computer Na: 33571 File Nor A-11011/8/3018-Cama-DRFT-SOFFICE 5

Y Subject: EMRE TRAINNIG
Woking | Correpancance | Dokt | Retersnces | Link | Detade | Movements | Edit ||S2nd Back | Send | Attachment | Action Detsilz | More |
o

[TEeE Y Wemnt | &N | Breveie fistinge |

e (14 33 of 3 Note{s) » »

Note & 1

THIS 15 NOTING PORTION

16/02/2018 2:30 PM NIKITA NECH
(ASSISTANT)
Note # 2

21/03/3018 10:40 AM NIKITA NEGE
(ASSISTANT)
Note # 3

22/03/2018 10:42 AN NIKITA NEGI
(AssIITANT)

Government of India

<-GOV

| APP STORE

Fig.157

o The Cover Page of file appears, make required changes and click button to save changes as shown
in Fig.158:

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

=
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Note:

Only employees of the OU (Section/ Division) in which file is created, can edit the details of the file cover, except
the file number - which is non-editable.

9. Send back: Itis used to send the file back to the sender of the File.

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

10. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

11. Attachment: It is used to attach the File or Receipt on working File.

To attach File/Receipt with the working file, perform following steps:

Attachment |

e Scroll over the tab and select File or Receipt (as per the requirement), as shown in Fig.159:

Computar No: 33371 Fila Not 4= 1102 0/8J20.8-Dame-DEPT-S0SFICE [b Subjacts CEMRS TRAINING m
[(HetmaTE | Beaft Link | Betals | M £ TE&H [ Send Bock |'Send || Attechment]| Acticn Deteds | Mare |
‘ e +
s - T [T (FRmm )T AN |[ Praviocs Notings | A'mm
|Re‘:e‘:' A el
R 7

= |add Vellow Kotz (M ¢ 33 of 3 Noee(s) + »

Note # 1
THIS 13 NIOTING PORTION

16/02/2018 2:30 PM NIKITA NEGI

(ASSISTANT)
Note & 2
21/03/2018 10:30 AM NIKITA NEGT

(ASSISTANT)
Note & 3

TR AT

21/03/2018 10:42 AM NIKITA NEGL

(ASSISTANT) Government of India

] ‘8 oGOV

Fig.159
e On selecting File link, Attached / Detached File(s) list screen appears.

e (lick button as shown in Fig.160:
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Computer No: 33571 File No: A-11011/8/2018-Demo-DEFT-EQFFICE I% Subject: CSMRS TRAINING

File Number ¢

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

Opening Date : 16/02/18 02:37 PM

Main Category ¢

Previous Referance :

Attached / Detached File(s)

O ~ Co.  File Number v Subject

- Attached By

~ Attached Date

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

Subject : CSMRE TRAINING
Remarks :
Sub Category :

Later Refarance :

- Attached Remarks ~ Detached By

[ <]

Attach File “

Detach Fle | |
==

v Detached Date

 Detached Remarks

Fig.160

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

Computor Mot 33371 File Moo 2-11001/873008

srznemics [ Subject czmes TRAmING

[ Noting | Corrsspondence | Dt | References | Link | Detais | Movements | Edit | S
Fila Mumbeer +

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

Gpening Date- | 16/02/18 £2i3T FM

1ain Categeny |
Pravious Raferance

Attached / Detached File(s)
] =ghg,  ~Eds Winher ~ Subisct = Bttached By

Search File For Attach

Year (207

o:

E

Camnpater Mo

36645

33713
23572

23570

Note:

Fig.161

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

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

ft: CEMRE TRAIMNING

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

Fig.162

o The file gets attached with the working file along with the ‘Attached Remarks’, as shown in Fig.163:

Computer No: 33571 File No: A-11011/8/2018-Demo-DEFT-EQFFICE @ Subject: CEMRS TRAINING

Main Category ¢

Previous Refarance :

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

Sub Categary :

Later Reference ¢

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

Fig.163

To Detach File with the working file, perform following steps:

o Select the File from the Attached/Detached File(s) screen and click button, as shown in
Fig.164:
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Computer No: 33571 File No: A-11011/8/2018-Dema-DEPT-EQFFICE @ Subject: CSMRS TRAINING

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

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

Attached / Detached File(s)

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

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

(Opening Date ¢ 16/02/18 02:37 PM

Vain Category : Remarks [ Detach file.

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

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

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

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

12. Action Details: To view or add remarks.

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

Computer No: 33524 Filo Me: BEOHCL-LA0L0 L0 3-Doroe Subifocts docs
Nobing | Correspondence ' Draft | References | Link | Detasls | Movernen ts Edit Send Back | Send | Attachment Mo
Camputer No, 39624 File: N BSPHCL-11012012018-Demin
Suibject [T Creation Date: 3107118 11:30 AM
Currently With RindAk DEEP. ASSISTANT, eOffice, DEPT-EGFFICE
Status In Frogess
Action Detalls & Comments
Initiated By RIMAN DEEF-g0fiice Initlated On 1SRV 0210 P
Initiation Remark Hndly see. Initiate Action Type For Urgent Discussion
Forwarded To RIMAN DEEP-e0Mie
Mction Taken by Action taken on Action Type Action Remark

Fig.167

Note:
The feature is for File(s) against which the action has initiated.

Refer to Viewing & Adding the action comment mentioned under Initiated action sub-module of File module.

13. More: It is used to close and Park the active file, check closing/parking history and merge details.

a) Close File: It is used to Close the active File and to view the history of Closed File.

Note:
Closing option appears in the file for a user who either have rights to close the file or the file belong to his/ her OU.

While initiating the process of closing a file, the file stays with the user, only the request with remarks for closing
the file goes to the Approving Authority.

The setting of roles (Closing and Approver) will be done through an interface by the eOffice Administrator in the
Admin application.

e Reopening of the files will follow the same work flow process as for closing the files.
To close a particular File, perform the following steps:

re... |

e Scroll over Mo
Fig.168:

tab 2> Close File link->Send for Approval sub-link from the action menu as shown in
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Compater No: 39624 Film No: Subject: docs
(BeEmaTE | Draft Link | Detets | M | Edit | Send Back | Send | Attachment | Acticn Detaifs [Far= ]
: i
Fi] [[cioze Fie ] I Sand for approval gl i P'IE
f Padc | Close e History

Park File History

Merga Dy

2472712017i0otfce

Names used for class, methods and variables

ava Modiflers:

1, Access Modfiors: default, public, oro

Non-Access Madifiers: final, abstract, sty -
13/08/2018 12:35 PN RIMAN DEEP I
(ASSISTANT}
Note # 2
16/08/2018 3:10 PM RIMAN DEEP
(ASSISTANT)
STV TR B By
Fig.168
. . Send -
e Provide mandatory remarks and click button as shown in Fig.169:
Computer Mo: 39624 File Noi BSFHC Subject: m
MNoting | Correspondanca | Draft | Refarences | Link | Details | Movements | Edt | Send Back | Send | Attachmant ' Action Detalls | More

Y fFvoe YT RaemRe [ A [ Praious totage | £ m

B 6dd Green Note || 2|2 v Note 4 4 12 of 2 Note(s) * »

Note # 1 Send for Closing Approval details

File No

Computer No

1ava Syntax:
o Subject ting 2472712017/00fce
Clazz ¥amer For all
Sovod s, Al of | Section®
4 windty
*| Remarks*

Names usad for class, n)

lava Modifiers:
2. Accesz Modfiers: defaak, public,

Non-Access Modifiers: final, abstra

13/08/2018 12:35 PM RIMAN DEEP l
(ASSISTANT)

Note # 2

16/08/2018 3:10 PM RIMAN DEEP
{ASSISTANT)

Fig.169

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

Toting | : | Draft Link | Details | Edit | Send Bock | Send | Attachment | Action Details | More
o (F¥ee e L | AN |[Previous Notings oom

« [Tz of2

Nota(s) b * Confirmation

Send lor Closing Approval detsils

Computer No 33

File No
Subject

1| section

Remarks*

Names used forclass, r

Do you want to zend the fie for Approval?

0 ==

017/eoffce

Java Modifiers:

= Wodfars; dafault, puUEe, protectad, prvats

1. Accas: odifie afault. pub
Non-Access Modifierst final, abstract, strictfp
13/08/2018 12:35 PH

Note # 2

16/08/2018 3119 PM

RIMAN DEEP
{ASSISTANT)

RIMAN DEEP
{ASSISTANT)

=6 oy
wA .—.g,,;-rm" b & SR
T fer

W% B¢ serbee qurr )

. TN g,
py

g o PO

Fig.170

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

Note:

File(s) which have been submitted for closing approval can be viewed from default sub-folder “Submitted Files for
Closing Approval” in File Inbox sub-module.

e The user(s) with role of Approver can view all the closing and reopening approval requests sent to
him/her in Inbox Approval Request sub-module, as shown in Fig.171:
|' Approve | Rejoct | View
Raccipts =
- — w Computer Mo« Ele Number * Initiated By » Initizted oOn v Zender Remarks * Status v Request Type wApprove w Reject v Remarks
i = | P 28375 L NI¥ITA HEGI ASETTING)-e0ffice 17/D8/17 11135 AM work completed. Pending  Closing Recuest Azprove Baiect
b Inbox
= Files For
ing Approval

b Crezted

+ Draft=

+ Camplatad
b Cleaed |

Fig.171
L]
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I Lpprove | Reject | View
Receipts *
| = Computer No ~ File Number * Inkiated By = Initiated On vSender Remarks v Siatus v Request Tvpe v Approve vReject v Remarks
Fil = p T a g
= Sl @ oo A-12011/13/2017-Dame NIKITA NEGL ASSTTING)-eOffice 0T 1035 AN wark complekzd, Pending  Closing Request _ pprove  Reject
¥ Irbox Z s
Submitted Files for
A s N
Clasing Approval
b Created
+ Drafts

+ Complated

b Farked

3 Approval Requests
1]

Submitted Files for
Renpening Approval

Fig.172

Once the Approver, approve or rejects a file:
o History of the files which were Approved or Rejected is maintained in the Approval Requests module.

e The user who had initiated the request for closing of the file will be able to see the Status as Approved or
Rejected under his Inbox sub-folder “Submitted Files for Closing Approval”.

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

1| Wisw
Raceipts = - i I
(T} vM w Eile Mumber w Initiated By = Intiated On + Spproved Rerected By - Srintivil e g v M » Remarker Stabue v Actiopr -
Files = No On Sechon _
[~ o T o ot NIKITA KEG] ASSTTING]- 17/08/17 11125 BRIYANKA KUMAR] ASSTT[PS]- 1 o
o £l o mars A-1P0I I T-Dame o it sOfFea 17/08/17 11:40 AM soffee ke
5 Submitted Files foi
Closing Approval
¥ Craatad
» Drafts
# Complated
» Farkas
¥ Sers
Fig.173

e Final Closing Remarks is auto filled with the closing request remarks, if required user can update/edit

remark and click button as shown in Fig.174:
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Closing remarks

@ Closing remarks

Remarks *work completed.

I OK I | Camcel

Fig.174

Note:
Closing Request Remark: The remarks put up by the Subordinate while sending the request for file closing.

Closing Approval Remark: The remarks put up by the Approver/ Senior Officer while approving the request for file
closing.

Final Closing Remark: The remarks put up by the Subordinate/ Official while closing the file after approval.

By default closing remarks (Final Closing Remark) are remarks (Closing Request Remark) provided by the user
while sending file closing request for approval.

o The files which are closed by the user will be in the users “Closed” sub-section under “By me” section in
the File left navigation as shown in Fig.175:

Search for Closed Filos (By Mo}
Department | GOVT | Seclion | 20fce | Classifed | Seiect Classfied v
Computer Mo File ND
Sublet | Clozing Date il |
-+ Drafts File Heads | Select Bagic Head A Select Primary Head v | Select Seconcary Head ¥ | Select Tertiary Head A
+ Completad
Computer Mg = v File Number = Subject * Cloged on * Closing Remarks ¥ s 8 ¥
| #EZ?! P A-12011/1372017-Dams APOOINTMENT FILE OF TECHNICAL ASEISTANTE 17/0E[I7 11062 &M wiork complatsd. Re-apsa Eacord
[ -
¥ Canversion
Fig.175

b) Close File History: It displays the history of the closed file.

Note:

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

c) ParkFile: Itis used for temporarily storing the files which are currently not in use, but can be used later.
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Note:
Refer Park File link mentioned under More Action tab of Inbox sub-module.

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

Note:
Refer Park File History link mentioned under More Action tab of Inbox sub-module.
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Physical Files Action tabs
Let us learn following different options available in the menu bar for Physical files.

o Correspondence: Correspondence is any letter/ DAK which is diarized for action to be taken in file. It is used
to attach Correspondence/ Receipt to the working File.

Note:

Refer to steps mentioned under Correspondence action tab of File Inbox (Electronic File Action Tabs) sub-module.

a) Attach with another: It is used to remove the receipt from ToC and attach as correspondence in any other
Physical File.

To attach the receipt with another File, perform following steps:

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

Corresendunce LNk | Mavemets | Detals |BdR | Servd Seck | S | DSpoAH | Cotvart file  Altachment | Action Detals | Mers.y

Fig.176
o A offiles appear, select the File and click button as shown in Fig.177:

Search File To Attach [ Create Fie|
Year| 2017 v _ Search
Sﬁmggtrer File Number Subject
— - . ~ APPCOINTMERNT FILE OF TECHNICAL
P 28375 A-12011/13/2017-Demo ASSISTANTS
= ; A-16011/1/2017-Demo- v "
= P 23425 Volume(2) PROCUREMENT OF NEW SCANNERS

Fig.177
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Note:

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

e The receipt gets detached from the current file and attached as correspondence to the selected File.

2. Link: Itis used to refer the other active file (Created or ‘Inbox’ sub-module) along with working file. The copy
will have all the content of the linked file, upto the moment of linking.

Note:

Refer to steps mentioned under Link action tab of File Inbox (Electronic File Action Tabs) sub-module.

3. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another as shown in Fig.178:

Competer Nox 28375 File No: £-45 o =4
Cerrespondence Lk |1knwfs’loﬁls|'sdt Send 80k | Send | Dispatch | Convert File  Abfachert | ickon Derals | More...

Sabjich SO0 BEMENT

g

File urber AS6H1 1427 -Demo Sutjec! PROCUREMENT OF NEW SCANNERS
Cpening Dat 03067 04:38 PM Pemarks

Man Category General Sub Cakgery

Preiois Reerence : Later Reference

File Movement History 2} Print History

Seeder vSanteq Sentdo ~Adion ~Remarls

ATV KUMARL 2ofce 1918/17 003 NI NE L eafo Forward

File CloseHistory

Dispaich Humber »  ~Sibject ~ Mdress ~Diszaich Date

Fig.178

4. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created,
volume files created etc. as shown in Fig.179:

[Competes oc 28379 Fille Moz 2160135 2017 -Jmr Subject: ROCUREVENT OF NEW SOMNNERS m
Corraagendancs Uk | Neyarmants |[BREIE) £t Scnd Badk | Sand | Dpitch | Canvat Al Mfschart | Acan Dutals | WG
s

A-16011/1/2017-Demo
04/68/27 34:02 W

Ganery

VIENT O MEW SCINRERS

Compuker Mo - Part e ~ Creatos On - Ramarks

~Des
NERS FOR E0FFICE ax2 K
FiNa o
- Satan Sy - Dazych Date ~gsama - Danech vede - pamare

» Subfact
ACNINISTRATION NEORK

Fig.179
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5. Edit: It can be used to make changes to the cover page of existing running file except the File Number.

Note:

Refer to steps mentioned under Edit action tab of File Inbox (Electronic File Action Tabs) sub-module.

6. Send back: Itis used to send the file back to the sender of the File.

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

7. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

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

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

Dispatch

e C(lick the tab, as shown in Fig.180:

Computer Not 25002 Fille Mot B-L30 03/ 3/ 201 7-Damo-DEPT-EQFEICE Subjuct: Office oroceduras
| Correspandznce | Link | Mevements | Details | Edit | Send Back Send | Dispalch | Convert Fil= | AHtachment | Action Details | Mors... | Quick view |

File humber: B-13013320%7-Demo-DEPT-EOFFICE Subgsct: Office proceduras
Opening Data 4B AT 0208 Pid Ramars :

Kain Category ACR GPF Withdrawal

Praviqus Refarence

Flle Movement History
Sanders - Sant on ~ Santto = Agtign = Ramarkg
RIMAK DEEP, coffca 04/05/17 02:20 PM PRIVANKA KUMART, sokfca Aparoved Kindly saa

Flle Close History
Adtion - Aghon By = Action On = Adtign Ramarks = Approved B - Aporoved On = Apgroved Ramarks

File Dispatch History

Fig.180

e The Dispatch screen appears. Enter the Draft details and Communication details, the action menu available
are as shown in Fig.181:

Copyright © NIC, 2018 Ver. 5.5 05

117



,?é:i'ffiCe

TAGITAL WORK PLACE SCLUTION

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

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

Communication Details Cut Date Out Time
Ministry Choose one b Delivery Date B Delivery Time
Department Choose one B Delivery Status Choose one v
Name Designation Dispatch By Self | Dispatch By CRU
Organization
Address 1+
Address 2
Country INDIA A State Andaman & Nicobar Islan *
Ccity Pincode
Mobile Landline
Fax Email

Add More Recipient(s) ~ Clear
Attachments
Fig.181

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

Note:

Refer the steps mentioned under Dispatch By self action menu of Receipt Browse & Diarise sub-module.

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

Note:

Refer the steps mentioned under Dispatch By CRU action menu of Receipt Browse & Diarise sub-module.

9. Convert File: It is used to convert the Physical File to Electronic File, irrespective of the File location, i.e.
whether in the File Inbox/Created sub-module.

Note:

At the time of conversion scanned pdf of the earlier notings will be required for the attachment.

To convert Physical File to Electronic File, perform following steps:

1 Click Convert File |

tab, as shown in Fig.182:
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" Correspondence | Link | Movements | Details

Opening Dot
Main Categoey
Previous Redecence

PRDVANICA KUMARE @afice

Flle Closs History

Askinn = Bekinn By

Cizpatel Humbar

Compuber Nos 3363333 File Nor 0350 18/ 00037203

e

xyz iy CEoapl mubiegy mesy

P
Edit | Send | Dmpatch Hikachment | More.., |

DSDEAT 04208 FM
Gnaral

Aemarks
Sub Category
Later Aederence

File Movemant History

= Ackemn On

= hrbinn Rarnaris

- hpprevad By

Fila Dispatch Histary

- Subigct - Addiess ~ Bspaizh Data

WIKITA WEST,60Tea

= femreved On

Forwarg

- Arproved Asmarks

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

Fig.182

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

3. Click (

Convert

) button ,as shown in Fig.183:

are attached in physical

Compurter Nos 25002 File Wos B-13013/3/20] 7-

Dema-GEFT-ECFFICE Suhject: DfFce procadures

| Carrespondence | Link | Noverments | Detal | Edil | Sahd Sack | Send | Dispateh | Carivert File | Aitachrriari | Action Details | Fore...

Lipsioad Maling

Hindly see

Hoting

File Datalls
Flle Fumter B-1301 332017-Deme-DEFT-EDFFICE Supject OMce procedures
GOpanmg Dale 04-09-2017 Ramarkz
Suibjact Calegory ACR
Receiptizsue Ho, Type Subject Attached On
PUC

305-2018

m vart I Praview

Hote, Afier initiahing converson process(savesronverd) it can not be undone

Fig.183

Note:

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

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

0 Are you sure you want fo convert this file?
File Details Remarks *Converted
" Fie Nueise A 16011112017 Deme

Qpening Date 08082017 ;

Subjert Category Gengral K || e
Correspondences

Receiptiissue No. Type Subject

f PUCH PROCURENMENT OF NEW SCANH.

BROCUREMENT OF NEVY SCANNERS

" MachedOn

1062017

243952017 Seoffoz pdf  Urioad |

Hlafing pdf
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Note:

Save: It is used to save file in draft state during conversion process to work on later stage. And the file moves under
Draft link of Conversions sub-module.

Preview: It is used to preview file before final conversion.

5. The File get converted from Physical to Electronic, as shown in Fig.185:

S Fee &160FL/1 201 7-Darra PROCLRRVENT OF NEW SCANNGRE Generw WD NS 3170647 23,08 P Corvenns

Fig.185

e The converted File moves under Completed link of Conversions sub-module.

6. Attachment: It is used to attach the File or Receipt on working File.

Note:

Refer to steps mentioned under Attachment action tab of File Inbox (Electronic File Action Tabs) sub-module.

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

Note:

Refer to steps mentioned under Action Details action tab of File Inbox (Electronic File Action Tabs) sub-module.

8. More: It is used to Close and Park the active file, check closing/parking history, to create volume, Merge Files
and to view Merge Details.

a) Close File: It is used to Close the active File and to view the history of Closed File.

Note:

Refer Close File link mentioned under More Action tab of Inbox (Electronic Files Action Tabs) sub-module.

b) Close File History: It displays the history of the closed file.

Note:

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

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

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

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

Note:

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

e) Create Volume: This link helps the user to create a new Volume of an existing physical file Fig.186:

Computer No: 25275  File No: A-12011/13/2017-Dama Subject: ADPOINTMENT FILE OF TECHNICAL ASSISTANTS
| Corresp Link | Detarls | Edit | Send Back | Send | Oispatch - Convert File | Attachment | Action Details | Mora...
| Close Fie : B
Fark File |
File Nurmoer A-120111132017-Demo Subject £ OF TECHNICAL ASSISTANTS
Parlk File History
Cpening Date : 0910817 12:50 PM Remarks : I
Main Categary General Sub Category
Previous Reference : Later Refersncs : (Bluoz
| Merge Details t o
File Movement History By Print History
Sender ~ Sent on ¥ Sent to v Achon ¥ Remarks 4
PAIYANKA KUMAR, aoffca 05/08/17 12:52 PM NIKITA NEGT, scffce Forward
File Close History
Action - Action By ~ Action On ~ Action Remarks ~ Approved By ~ Aporoved On ~ Aporoved Remarks |
File Dispatch History
Dispatch Number ~ > Subject > Address ~ Dispatch Date |

Fig.186

Note:

Refer to Create Volume module for the process.

f) Merge Files: Itis used to merge two or more physical files. Merged file will be in ‘View only’ mode.
To merge other physical file with the working file, perform following steps:

e C(lick the Merge Files link from the drop down, as shown in Fig.187:

Computer No: 208375 File No: A-12011/173/2017 Dema Subject: APPOINTMENT FILE OF TECHNICAL ASSISTANTS E-
C | Link | | Details | Edt | Send Back | Send  Dispaten | Convert File | Attachment | Action Defails | More... | -
Close File | B_‘
File Number A-12011/13/2017-Demo Subjed Pork Fle £ OF TECHNICAL ASSISTANTS

. Park File History
Opening Dale 0910817 12:50 PM Remarks

Create Volume
Mzin Catzgory : General Sub Category e -|
Previous Reference Later Referencs * Merge Filss

_Merge Details

File Movement History - B} Print History
Sender ~ Sonton ~ Seontto ~ Action ~ Remacks ~

PRIVANKA KJMART, aoffce 09/08/17 12:52 PM NIKITA NEGI, soffea Forvard

File Dispatch History

- - ¥ T Subject ~ Address ~ Dispatch Date -
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e  The Merge Files list screen appears.

e Select the file and click the button, as shown in Fig.188:

Merged File(s)

Year|[2017 v

Computer Number

File Number

Main ~ Number ~ Subject ~ Sender . -
) P A-12011/13/2017-Demo APPOINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARI <
Merge
Search File(s) To Merge
Search|

Subject

@ P 28450

A-12011/16/2017-Demo

TA RECRUITMENT RELATED FiLE I

P 28425

A-16011/1/2017-Demo-Volume(2)

PROCUREMENT OF NEW SCANNERS

=== 1 ===

Fig.188

e The selected file moves to Merge File(s) section. Click .. button to merge the selected file to the
working file, as shown in Fig.189:

Merged File(s)

Computer Mumber

# P 28450

File Mumhber

A-1201116/2017-Demo

Main = Number = Subject - Sender d -
@ P A-12011/13/2017-Demo APPOQINTMENT FILE OF TECHNICAL ASSISTANTS PRIYANKA KUMARI =
& P A-12011/16/2017-Demo TA RECRUITMENT RELATED FILE ~
| Merge |
Search File(s) To Merge
Year [2017 v | searchi

Subject
TA RECRUITMENT RELATED FILE

@ P 28425

A-16011/1/2017-Damo-Volume(2)

PROCUREMENT OF NEW SCANNERS

e
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e User can select any of the file as main file by checking the radio button, shown in (Fig.189).

e The Merge Alert appears, enter the Remarks and click the button, as shown in Fig.190:

Merge Alert

Reason For Merging?

Remarks *Reference is required

Z

OK I | Cancel

Fig.190

o The file gets merged with the working file.

g) Merge Details: It contains the list of files which are merged under Merge files link of More action tab, as

shown in Fig.191:
Computer No: 28375 File No: &-12014/13/2017-Deme Subjeck: APPOINTHENT FILE GF TECKNICAL ASSISTANTS
Comespondence | Link | Movements | Detads | Edt Send Beck | Send Dispitch | Convert il | Atachment | Acton Detals | Nore.. |
g
Fie Number A-A011432017-Demo Subject APPCINTMENT FILE OF TECHNICAL ASSISTANTS
(pening Date D87 1250 PH Remaris
lain Cedegery General Sub Category
Frevious Reference Latsr Reference
Merged File(s)
§No v ComputerNo v Number + Subject v Merged By~ ~ Merged On v DeMergedBy v DeMergedOn  ~ Acfion!  + Action2 ¥
|1 2450 A-120111162017-Demo TH RECRUTMENT RELATED FILE NIKITA NEG! 1487 1220 PH - Dedferge Merge’.’ﬁhérdherl
Fig.191
Note:

Files with attachments (File/ Receipt) cannot be merged.

Submitting Files for closing Approval
It contains File(s) which have been submitted by the user for closing approval.

e From “Status” column, user can check the status of the status of file whether ‘Approved/ Pending/ Rejected’.

e From “Action” column, user can take three actions ‘Close/ Cancel/ Move to Inbox’ corresponding to Approved,
Pending and Rejected.
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e View Approvers (Y=wfeerovers) Jink includes the list of approving Officer(s) in the section/ division, as
shown in Fig.192:

|’ View | ‘
Receipts
Computer Approved/Reiected _ Approved/Rejected _ Dealin -
Files o [ ~52mREE - e Number ~ Initisted By~ Initiated On &= ! oo cead ~Remarks ~ Status ~ Action - T
» Inbox (24) [] P zzeaz98 gopalsfeofileB-01-Veluma(2) :"‘“ RGNS SLUIIS USILL o G, MAIDU PS(PM)  31/07/18 03:16 PM T i = g8 gga Approved Close View Approvers
mitted Files for || € 3384205 gopaltestingefilesectionuise : o o s 2:””5 0311 oG wAIDU PS(PM)  31/07/12 0ZiaE PM T 3N 9g gag Approved Close View Approvers |_
Submitted Files for E
Closing Approval | [ ¢ 33gaa83 testingaqopalfile-1003 N K 3 o o ;m”lﬁ 03111 6. NAIDU PS(PM)  31/07/18 03:18 pM T i B oo gga Approved Close View Approvers
Created Ead : u
b Crests [F] E 3384473 A-11011/0019/2018-1 ¥ K3 o 31/07/18 03511 & i Pending Cancel View Approvers
-+ Drafts ;ﬁ om
[[] & 3284483 78-010003/0002/201 8- 77 K 3t 3% 31/07/18 03111 o m F Pending Cancel View Approvers 3
-+ Complated 1 PM B —
) Parked [[] & 3z84592 gopalsfseFile-1005 . < o s i’t‘mvm 03111 & i F=m Pending Cancel View Approvers
} Bulk Closing [[] P 2284887 QopalsfsPFile-101-GA . < o o o i’t‘mvm 0311 o i Fw Pending Cancel View Approvers
» Closed [[] E 2282848 D-18/0004/2017-1 ¥7 N i< o o 31 ;Ln/ﬂvlﬁ 03:08 & i Panding Cancel Wisw Approvers
+ By Me =4 . .
[ e 32385263 A-11011/0012/2018-0 TH-MHA : <o s i;{”"m OM03  C.G.MAIDU PS(PM)  27/07/18 01:06 PM Tt Fmm 5555555555 Rejected Move to inbox View Approvers
8y Others
- it : %
(Hierarchy) [ & 3385128 18-1005(003)/0001/2018-1 T MHA : i< s o sra :ﬂ’””m 0105 - 5. NAIDU PS(PM)  27/07/18 01:06 PM T W &= 5555555555 Rejected Move to inbox View Approvers
By Others (All Bl : “
» By Gthers (A1) [ e 3385201 gopalsfesFile-1101-01 N <om s 20/07/18 03:04 & i Panding Cancel View Approvers _
Submitted Files for
+Reopening
Approval
R LEGEND Priority M Out Today B Most Immedist= B Immadiate & Action Initiated £1 Other Department By Files with Draft [} Draft Note Yellow Note External Files
3 nbox
» Sent Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission b
Annual Proparty Raturn
} Conversions

Fig.192

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

1. View: Itis used to sort the Files based on its current status. i.e. (Approved, Pending, Rejected and All) as shown
in Fig.193:

a) Approved: To view the Files with status as ‘Approved’.
b) Pending: To view the Files with status as ‘Pending’.
c) Rejected: To view the Files with status as ‘Rejected’.

d) All: To get all the Files send for closing approval from the latest to the oldest order (Default View).

fizar
Receipts = g 1
Approved Approved/Rejected  Approvad/Rejected  Dealing
mber = Initiated ~ Initiated Gn e = v * Remarks Status ~ Action~
Fies & | | penting i By on Secion o
—  — L. oo NIKITA NEGI ASSTTING)- 17/08/17 02:33 G =t
» Inbox RE]EC{Ed 1 J_.- 1-2\.17. Demo oOfica ) U‘_‘ eoffce ) ?enclng wﬂ{.IEI ¥iew Agprovers)
Submitted Files for| Al
Cosing Approval
w Crasted
+ Drafts
+ Completed
¥+ Parkad
 Closad
4By Mz

Fig.193
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Created

It contains list of Files whose File number has been generated but not being marked/sent.

There are 3 action tabs provided under Completed link of Created sub-module, as shown in Fig.194:

17/09/2017
‘Send | View | Create Volume |

P Hizrarchical Viaw | #y Files |

Filaz = [f = [Computas Ng w Filz Mumber ¥ Subjac = Eubjact Categons = Created On ~ Bemarke
¥ Inbos 5] E 23451 A21012/ L2047 Dema ACMINISTRATION WOR K - 11/05/17 03:29 PM

, Submitted Files for [ P 2EAES Be1B01E/1/30LT-Dema-Yolumei ) PROCLIEEMENT OF NEW SCANKERS Genaral 11/0E/17 11133 AM
g Apwoal 3 13 £ 1 G s o i i o

b Created
s Drafis

b Pareac

b Clazed

+ By Me

Fig.194

1. Send: This option facilitates the user to mark the File to the intended recipient..

Note:

Refer to FileSendSend in File Inbox for the process.

2. View: Itis used to sort the File based on different criteria such as Physical, Electronic, etc, as shown in Fig.195:

Date Range : 25/05/2014 To 18/08/2017

Reps (| Send Vew Cese olame | Hiearchcal iew My s % |
!

Fies g0 [Pl e wmbe + Sube vGubisd Cabegory  + Created On +Remars

P Inbox [ |Hedonic ,,77,i:\-zzmz*mu-nema ADNINISTRATION WORK i 13/08/17 03:29PM

.auﬂ':?zﬁmflﬂf 0 W 14 16011/4/2017- Deme-Velumel2) PROCURENENT OF NEW SCANNERS Gererl 13/08/17 11:55 A

b Creztac

+Drafts

+ Completed

Fig.195
a) Physical: To view all Physical Files.

b) Electronic: To view all Electronic Files.
c) All: To get all the created Files from the latest to the oldest order (Default View).

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

Note:

Refer the steps mentioned under File Create Volume sub-module.
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Parked

It contains list of Files that are temporary closed and work will be done later on. Pendency of File will be removed
if any file is parked. Parked files can be made active at any point of time.

To view Parked File, perform the following steps:

e (lick Parked sub-module.

e File can be searched and viewed on the basis of six different statuses as shown in Fig.196:

Nature | All

~ Parking Due Date ~ Parking Remarks

Parked Files
Receipts
Stajus | Due As COn Date M
Files =
» Inbox {251) Due Today
Due Date Elapsed
Submitted Files for Unpark Due Between Date Rangs
Clesing Approval Due Date Yet To Come
o - |
Computer No Due As On Date Subject
» Created
[ 2383254 e 122 25/07/2018
+ Drafts
[ =28s262 £ mEm TrUTeT gopal sfs eFile-12-0121 gopal sfs eFile-12-0121 26/07/2018
-+ Completed
[ =28s082 P DS 28-16011/0001/2018-0FFICE OF US{DM-TI}-MHA szhooa 1 05/07/2018
[ 2283478 E DJB-B012/1/2018-Dirsctor (AandP)-0/c Pr. Secy(Home) Kirti Fll 5068 15/02/2018
Approval Requests
¥ (az) || =3zz3202 P C-17/0001/2018-OFFICE OF US(DM-11), SSSatru 15/08/2018
» Bulk Closing [ =3s3303 P H-12/0002/2018-F 7 Satru 112 15/01/2018
» Closed [ =zs2227 P DSJS F-11/0002/2018-OFFICE OF US(DM-II Etttttttttest 15/01/2018
+By Me [ =zsz048 £ BH-PHO20CGO3/0008/2017-F 72 Satru 111 28/12/2017
, By Others [ =ze2s18 £ DS 20/13/18/0003/2017-1F 0-Dart(2) Good 12245 24/11/2017
(Hierarchy)
[ 3382479 P DIB-B014/4/2017-Director (AandP)-0/0 CEO-DIB Kirti File 4051 19/10/2017
+ By Others (All)
/0001/2017- 09/
cubrmitsed Files for || L) 3382138 P 78/0001/2017-F75T a1 28/09/2017
Reopening Approval || 7] 3382132 E B/14/0028/2017-PM saction BANKINK FILE 13/03/2017
» AMS Inbox [ 3382089 P DS 5/12/13/0001/2017-GFFICE OF US(DM-II] Satru tast filst 15/03/2017
» Sent [ 3381825 E DIB-B/18/2017-EE (ELANNING)W-IIT 22536536565665+IUI15 15/03/2017
» Conversions (] 2375528 E Testing1234 w12 08/09/2017
+Drafts [ 2281695 E DSIS F/11/0036/2017-PM section File Fils 1 24/08/2017
+ Completed [ =z381283 P GR/27/11/0013/2047-PM section Satru321 24/08/2017
» ehysical File

tasting gopal fila.. testing gopal file.. tasting gopal fils.. testing gopal file..

gopal parking file..

fiffffrifinal

wewadaw

Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dug-Date
Edit Dug-Date
Edit Dug-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date
Edit Dus-Date

Edit Dus-Date

Fig.196

e The action tabs available on parked files are shown in Fig.197:

Parked Files
Receipts ¥ ]
I Status | All v
Files =
» Inbox

Subenitted Files for
R et |
Clezing &oproval

Computer No » = File Number ~ Subjert

=] 28378

LAY

} Parked |

b Closed

+ By Mz

Mature | All
~ Parking Due Date * Parking Remarks hd

WORHK COMPLETED

Fig.197

a) Edit Parking Due-Date:

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

Edit Parking Due Date Confirmation

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

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

Fig.198

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

N
IEdit Parking Due Date Confirmation

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

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

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

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

b) UnparkFile:

To Unpark File, perform following steps:

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

a Famarks "‘|

Fig.200

e Enter the Remarks and click button.

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

PARKED FILE ALERTS:

Alerts for the parked files gets displayed as Parking Notifications icon ( " o ) when the parking due date is reached.

To view the parked files through alerts, perform the following steps:

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

e Click" wlink as shown in Fig.201:

e@ffice S|
= | eFile Parking Notitications [l rvoed | OO @
2pte Bange ; 12/07/2014 To DA/09/2017 »] Dus &3 on Daze (1}
Receipts 3] || Recwive Send Bark  Send View Move To Mo = U My Filex =]
Files (=] + Computer s - Fils Numbe; - Su bject ~ Swok 8y - Swct On ~Duw On « Read On - R mrscn
» Inbex ] ® 29002 B-13013/3/2017 -Demc-DEST-EQFFICE Off cw proc weures RIMAN DEER, woflce 04/09/17 02:10 PM  30/09/17 04/0%/17 02:16 PM =
Submitzee Filas for | 77 = 2ezes B 18012/4 /2047 -Dar
* Clozing Approval

Parsonal Fila of Usert  PRIVANKA KUMARLccfice  10/08/17 12:35PM - 10/08/17 12:36 PM =

Fig.201

The list of the parked files for which parking due date is today or due date has elapsed appears, as shown in
Fig.202:
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e@ftice

_ e =

Racolpts ]
Files =
» Inbox

_, Submittad Files for
Clazing Azoroval
# Creatad
4 Draft=
+ Complat=d
¥ Parked
b Approval Requests
¥ Clossd
« By Ma
By Otharz

” (Hisrarchy;

Parked Flles

Statuy

Duie As On Dat= -
Due Today

Due Uate Eapeed
Due Batwaen Date Rargs
Due Date Yt To Core

L Due As OnDate

+ Due & an Dat= (1)

~Subjes
Law ENHANCEMENT SECTION S04

04/05/2017

=

Nature Al

rBarong Remarics

dene

Edit Dus-Data

=

Fig.202

Note:

Parking alerts will be displayed to those users with whom the parked file is lying.
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Approval Requests

It contains all the files which are sent by other users/ subordinates of that section/ division, which needs to be
closed but require approval of competent authority of that section/division.

Note:

Approval requests module is Role Based. The folder appears only for users who have the role of Approver.

e User/Approver can Approve or Reject the request of closing/reopening of the file by providing
mandatory remarks for the same, as shown in Fig.203:

| AR Reject  View

~ Computer fz = Fila Humbsr = Initiatad Sy = Initlazed ©n ~ Sendar Bemarks - Status = Request Tvpe =~ Apgrone

- Baject ~ AAMErke
| e 38375 4120413313017 Dgema NIKITa HEGI SSSTTENS -eiMice 1770817 11125 &M work completag Pending  Closing Requast Aporovs et

Bl

Fig.203

e Remarks, given by the approver to approve or reject the closing/ re-opening request, are maintained in the
Remarks column against every Approval Request as shown in Fig.204:

Approve | Reject | View

01

[0 ~CompueriNo - Fils Number ~ Initintwd By = Imtinte d On ~ Swnder Remarcs - Status ~ Raguest Type ~ Approve ~ Reject -{Remarks

£ 330113 A003/A2I3020-Darme NIKITA NEG] ASSTT{NG]-«Offics 17/08(17 33135 AM e eamplarad Dgwraved Reopening Request  Asomwe  Raject | [

LEGEND Oroety W Ou Today W et [mmaciate o ate $ Actien Inttiated £t Othar Departmant [ Filae with Deaft 1 Draft nats

Yellow Note external Piles

Fig.204
Once the Approver, Approve or Rejects the file:

e The user who had initiated the request for closing of the file will be able to see the Status as Approved or
Rejected under his Inbox sub-folder “Submitted Files for Closing Approval”.

e After getting the approval, the user can close the file by clicking on Close button.

Note:

Refer the Submitted Files for Closing approval link mentioned under File Inbox sub-module.
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Bulk Closing

It is the process to close multiple files simultaneously.

a) Closing Role: User having this role will be able to send requests for closing multiple files to superior/
competent Authority for the approval of closing and after approval, user can close multiple files
simultaneously.

b) Approver Role: User having this role will be able to approve the closing request of multiple files and

himself/ herself can close multiple files simultaneously.

Note:

Maximum number of files that can be sent for closing and approval is fifty (50).

For complete details of closing roles refer to Close process.

User has to perform the following steps while closing multiple files:

e C(lick Bulk Closing module under File in left navigation.

o Select the files from the Bulk closing section and enter the Remarks. Click button for closing the
multiple files as shown in Fig.205:

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

e The Files get closed successfully.
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Closed

It contains a list of Files that are closed as complete work has been done on it already.

Closed module contains 4 links:

d) By Me- Lists all the files closed by the logged in user.

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

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

g) Submitted Files for Reopening Approval- File(s) which have been submitted by the user for Reopening
Approval can be viewed from default sub-folder “Submitted Files for Reopening Approval” under Closed

modules as shown in Fig.206:

Search for Closed Files (By Me|
— Departmeni | GOVT
Computer No
Subget

Fie Heads | S=lect Basic Head

» Closed Computer lio ~ «File Number

» By Me 28375 P A-12011/13/9017-Dema

Hierarchy)

+ Sy Others (All)

Section  eOffice

Fle No

Clossified | Scicct Cossified

ChsngDate &=
¥ Select irary Head <]
- Subject
APPOINTMENT FILE OF TECHNICAL ASSISTANTS
Fig.206

Note:

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

for Hierarchy and All respectively.

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

for closing files.

File Reopening Process

If a file needs to be re-opened, click the “By me” link as shown in Fig.207:
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Search for Closed Files (8 Ne)
Receipts. i . = "
i Depariment | GOVT v Sedlion | e0fice | Classified | Select Classified v
Files =l
¥ Inbax Computer Mo File No
, Sudritted Fias far N N
Clesing Approval Subject | . Closing Date ol
b Created i L T L TUE - PP R L = SO, Jakasl Al e .
» Dirfes File Heads | Salect Basic Head v | Select Primary Head v | Selert Seconcary v | Select Termary Head v
+ Com pleted
» Parked Search
Computer bg * ~File Number = Subjea * Closed on * Ciosing Remarks ¥ v »
28275 B f13/; APDOINTMENT FILE DF TECHMICAL ASCISTANTE 17/08/17 11:43 AM work eomplatad. Ea-coen Racord
Fig.207
: Fe-opan 1 : - .
e Select the file and click the =*2=" link as shown in Fig.208:
Search tor Closed Files {By Me)
Racoipts =
§ = Depariment | GOVT v Sachon | eDfice v Ciassified | Select Classified v
= =] . 2endliad £ SIS £

» Trhos Gomputer Mo Fla o |

Sutyect Clozing Date | = |

» Crested
» oraftz Fila Hears | Saiect v B3 v v
+ Complacad
b Baread
Computertie - s Mumber - Subizct - Clased an - Closing Azmarks -
28375 B A-12011/33/9017-Demme APROINTMENT FILE OF TECHNICAL ASSISTANTS 17/08/17 11:43 &M vk corpisted.

Fig.208

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

Search for Closed Files (By Me)

R Cenfirm EEE— ;
Dapanmant | GOWT | Smiact Clazclied ¥
“Wou are not privileged to reopen fre file Approval = reguired la reopan fhe file. Do you want io
Camputer Na | a raquest far reopening approval?
"
o S
+ Craated
+ Drafts File Heads | Select Basic Head | | Select Primary Haad v Belect Becondary Head v | Bekact Tertiary Hesd |

-+ Completed

» Chrsed Computer No = v File Number = Subject = Cloged on  Llosing Remarke ¥ b >
+ By Ma 28375 P APPOINTMENT FILE OF TECHNICAL ASSISTANTS vrark complebed, Esrcpen Eecard
+ By Othe
_‘Sun—lt'-d = far
Racpaning Apgravas
Fig.209
. . . . Send
o Sending for Reopening Approval details screen appears. Enter the remarks and click button

e A confirmation pop-up appears. Click the OK button as shown in Fig.210:
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Smarch for Closed Files By Me)
Rucsipts & Confirmation = =
- Depariment | MHA Section | W BT -1
Filus. = D yau want in send the file for sppraval?
k InbeniRa) Comguier Mo | 'T‘
ety o | = i i
b Cramtnd Flle Heats | Gelect Basic Head =] Select Frimary Heag [=] Selact Secondary Head = Select Terbary Head =
+ Drmfin =
e
b Parked Shiowinia 1 bo 15 of 79 “<<i30456232>
¥ Bulke Closing Comouerfe =~ Eile Number ~ Subiect ~ Cigsad on = Closing Bemarks - - -
b Clossd A3B4196 E a-m.'aau,:?cxa-ﬂ, = Emat film nght side OE/OE/LE 12:05 oM bawt bkl 25 Am-open
+ By M= 3384335 P 5‘:El|ifl!fl‘|' -10-A1 . gopal sfs .v file -t0-A1 Déﬂﬁ"‘l! AZ:04 PM waS655564 R.I'HEIH FRwcord
By Othars 3383472 E 73-010002/0002/7018-0FFICE OF US(OM-TL q_-n‘rm 1L QAORLLE 47:02 oM dd Ra-apen
" [Hiwrmrchy) P e s Send for Reopening Approval details ot T
33gi288 E ELED005/2017-08 gaction Compatar No 3382196 Fila Ho 8-1a/o017/2018-1 0w 16 DM CEERTE
3382657 E  IE e/ 000s/20d7 - qn Subject 12 oM a8 aee
333008 E ME-1E7000LI2007-1] o Section” +13 BM og ao8
333838 E #A-11071/0006/F0) 8.0 o S 1E FM 90 900
33IEI3 24 P tl 472 - MHA Femarks: 140 B tgyh332333333323332 I
1381334 £ SI2/00EIII0L P zechion <13 FM hhkkhkdkh
3382229 E IS03/0005/2017-8 @ | 13 PM hhihkhiaki
3382251 E gg:suggunngmn-d‘. o= SRR hhkhkhihkl
3383531 E Z2FIPTFIITFIZIL 11 @M 123
32‘3!5“8‘[‘ E” e - g0t .D.lEI-IC'FF[CE O‘ uS"D‘*I-[J ]. s m:‘l‘l DM ] . -\'.2.! i -
1387197 e gugal-‘ti«;tl;';g. -oL-p‘:‘n;‘x Y g“oi::l- tasting -01 270748 0110 AW -ghg.ng
» Elsctronic Fila

Fig.210

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

| Wimi
Hecepts (£
|~ Comguter bew File Number = Indizted Bv ~ [nidmpted On ~ Approved Reected By Approved/Ariected On Dealing Section Remarks- Status ~ Ao x
RRET = | P 28373 A-13011F13/3017-Deme  KIKITA NEGI ASSTT{NG)-eOffice  18/08/17 12101 oM soffce Wial Appravears
¥ Inbax

* Closing spproval

¥ Created
+ Draits
= Complated
b Parked
b Clozed

+E

By Othars

* [ Hizrarchy!

4 By Oithara £21)

Submitted Files fo
+ Rzopening
Appreval

Fig.211
e From “Status” column, user can check the status of the status of file whether ‘Approved/ Pending/ Rejected’.

e From “Action” column, user can take three actions ‘Move to Inbox/ Cancel/ Move to Close’ corresponding to
Approved, Pending and Rejected.

Note:
The file(s) reopened by the user will be moved to user’s File Inbox sub-module.

In case user has approver role, then user can close and re-open the files directly.
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RMS Inbox
RMS displays the list of files that are sent from File Management System to Record room till the files are not
weeded out as per Record Retention Schedule.

Note:

This feature is utilized only for Physical Files.
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Sent

All the file(s) once marked to the intended recipient(s) resides under sent sub-module

Note:

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

initiate Acten . It js used to initiate the process for recording and tracking of actions taken on a file. Refer the Initiate
Action link mentioned under File Initiated Action sub-module.

There are 2 action tabs provided under Sent sub-module of File as shown in Fig.212:

|Date Range - 23/06/2014 To 1E/08/2017

Receiots o I View | Create Part l

Filac 2|0 v Comoutar tto + Fils fiumbaer ~  subject v SaentTo ~ Saat on ~ Currently with ~Dus On>
¥ Inbex D E 28378 13011/3/200 LAW ENHANCEMENT SECTION S0A PATYANKA KUMAR T eoffce 18/08/17 04:26 M PRIVANKA KUMARI.20ffice 3 Inigate Acign L&
Lz'l::_'fg'é:p:"-ff mi P 20571 2-15012/4/2017-Deme PROMOTION FILE GROUP A NIKITA NEGIcoffce 10/08/L7 12:31 P NIKITA NEGI,eOffcs Inisiste Action
b Craatec
+Drzits
+ Comg leted
¥ Parkad

» Clos=d

Fig.212

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

Note:

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

2. Create Part: This option is used to create a Part file of the existing file which is under submission.

Note:

Part file can be created for files which are present with other users.

Refer Create Part sub-module for process.
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Conversions
It contains the list of physical files which are either in the process of conversion or are converted already.

Note:

Refer Convert File action in Physical Files for more on conversion process.

The Conversion module contains 2 links:
a) Drafts

b) Completed

Drafts

It contains all the Physical Files which are in process of conversion but has not been converted so far. During the

Conversion process if users clicks the Save M) button, then files moves under this module.
To complete the process of conversion on a draft, user has to perform the following steps:

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

Reeeipls 5]
= Computber He. = Fila Humber = Bubject = Subjact Cateqory

i = |23656 A-11013/6/2017-Demn post cration
b Tnbax

, Submittec Files for

Closing pg roval

b Crzated

+Drzfts

+ Completes
¥ Pariced
b Clozad

+By Me

o By COthers

|Higrarchy)

+By Others [&ll)

Fig.213
e (lick File Number in the list, the draft file opens up as shown in Fig.214:
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s Suhject; Office orocedures

ComputerMos 23002 Fike Nos B-13013/3/2017-Damo- (EST-£C)

Correspondence | Link | Movements | Detzifs | Edit | Sand Sack | Send | Cispalch | Conver File | Atiachment | Action Details | More..

DM ce procedures

Flle Details
File Number B-131332017-0emo-DEFT-ECFFICE Subpsct
Cpening Dzte B4-05-2017 Remarics
Subject Calegary ACR
R‘ecelm.lssue Nu-\ Type subject Attached On
325827201 PUCY Kindly saa 13-05-2018

Mobe: Afler miliating conversion processisavelconvert) it can not be undone

Fig.214

e Under ‘Noting’ section, upload scanned noting Document of the concerned file if any.

Note:
If any physical receipt has been put inside a Physical File and it does not have PDF uploaded with it, user will have

to upload the respective PDF copy before conversion.

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

Comparter Woi 78556 e Nan & 1 [013/5/ 2017 Doy Eubjecty ot crese
Carrespondence | Link | Movements | Details | Edit | Sendd | Altachment | More... |

Quick View

Suhec pos Creation

File Details

Remari=

Comespondences
Subjact Attached On

Recemt/issus Na,

] ]

Mote: Afier infiatng. conversion processisavelconvert) it can not be undons.

Fig.215

e After conversion, the nature of the file is changed to Electronic at its original location.

Completed
This module contains the list of all files which have already been converted from Physical File to Electronic, File as

shown in Fig.216:

Copyright © NIC, 2018 Ver. 55 05




e®ffice

A DIGITAL 'WORK PLACE SOLUTION

Fizceints &,

. - Comouter flg, = Fila Kumber = Subtjed = Subject Catagory = Converted By = Convertad On ~Remarks
e = |253]‘! #-16011/1/2017-Dema PROCUREMENT OF KEW SCANNERS. Ganaral NIKITA NEEGL 11/08/17 03:03 AW Canvertad
¥ Inbax

+Completst

¥ Parkeg
» Closed
+8y Me

. B Others
{Hisrarchy)

» Rznpening
Apomys|

Fig.216

o No action is possible on this list of files.
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File Creation

Physical File Creation

It is used to create a new Physical File.

A new physical file can be created using following options:
1. Create New (Non-SFS)

2. Create New (SFS)

Create New (Non-SFS):

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

To create a new Physical File in Non-SFS mode, perform the following:
e (lick the Create New (Non-SFS) option under Physical File.

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

Cheoose cne |
yo—
Choose One [

™) Chooz=one |

Continue Working

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

button as shown in
Fig.218:

Establishment Matters I

Recruitmene __________ ||

M3

] Choose one

Continue Working »

Fig.218

o The file gets created with a unique file number (Fig.219) based on the different file heads selected in file
creation page.
mputer No: 28658  File No: A-12011/30/2017 Demeo Subject: RECRUITMENT RELATED FILE |
‘Correspondence | Link | Movements | Details. | Edit | Send IDispah(h ‘Cﬂnvert File IAtta(hment | More...
File Number : A-12011/30/2017-Demo Subject RECRUITMENT RELATED FILE
Opening Date 18i08M7 05:02 PM Remarks.
Main Category Establishment Matters Sub Category Recruitment
Previous Reference : Later Reference :
File Movement History Print History
Sender ~ Sent on ~ Sent to ~ Action ~ Remarks =
File Close History
Action ~ Action By ~ Action On ~ Action Remarks ~ Approved By ~ Approved On ~ Approved Remarks -
File Dispatch History
Dispstch Number - ~ Subjact ~ Address ~ Dispstch Date -

Fig.219
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There are 10 different action tabs available on a file after the Physical File is created:

1. Correspondence: Correspondence is any paper which is diarized for action to be taken in file. It is used to
attach Correspondence/ Receipt to the working File.

Note:

Refer to steps mentioned under Correspondence action tab of File Inbox (Electronic File Action Tabs) sub-module.

2. Link: It is used to refer the other active file along with working file. The copy will have all the content of the
linked file, upto the moment of linking.

Note:

Refer to steps mentioned under Link action tab of File Inbox (Electronic File Action Tabs) sub-module.

3. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another.

4. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files created.

Note:

Refer to Details tab under File Inbox (Electronic File Action Tabs) sub-module.

5. Edit: It can be used to make changes to the cover page of existing running file except the File Heads (File
Number).

Note:

Refer to steps mentioned under Edit action tab of File Inbox (Electronic File Action Tabs) sub-module.

6. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

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

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

8. Convert File: It is used to convert the Physical File to Electronic File, irrespective of the File location, i.e.
whether it is attached with a receipt or from the File Inbox/Created sub-module.

Note:

Refer to Convert File tab under File Inbox (Physical File Action Tabs) sub-module.

9. Attachment: Itis used to attach the File or Receipt on working File.

Note:

Refer to steps mentioned under Attachment action tab of File Inbox (Electronic File Action Tabs) sub-module.

10. More: It is used to Close and Park the active file, check closing/parking history, to create volume, Merge Files
and to view Merge Details.
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Note:
Refer to More tab under File Inbox (Physical File Action Tabs) sub-module.

Create New (SFS):

This option creates a physical file with SFS standard i.e. the user can enter File No. without any restriction or
standards.

To create a new Physical File in Non-SFS mode, perform the following:
o (lick the Create New (SFS) option under Physical File sub-module.

e The File Cover Page screen appears as shown in Fig.220:

Choose one | v

] Choose One |

Continue Working »

Fig.220

Continue Working

button, as shown in Fig.221:

e Enter the necessary details on the File Cover Page and click
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15012/2017- WELFARE

WELFARE RELATED

Choose one

] Choose One |

Continue Working »

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

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

Correspondance | Link | Movemants | Datails | Edit | Send | Dispatch | Convert File | Attachmant | More... m
g
File Number 15012/2017-WELFARE Subject WELFARE RELATED
Opening Date 18/08/17 05:27 PM Remarks
Main Category Sub Category
Previous Reference Later Reference :
File Movement History B Print History
Sender ~ Sent on ~Sent to = Action ~Remarks -
File Close History
Action ~ Action By ~ Artion On ~ Action Remarks ~Approved By ~ Approved On ~ Approved Remarks v
File Dispatch History
Dispatch Humbar ~ v Subject ~ Addrass ~ Dispatch Date -

Fig.222

Note:

User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic Files Creation
Itis used to create an Electronic File.

Electronic File Link Contains 2 options:
1. Create New (Non-SFS)

2. Create New (SFS)

Create New (Non-SFS):

This option creates an Electronic file with Non-SFS standard i.e. the user has to select the available heads for the
nomenclature of File.

To create a New File, perform the following steps:
e C(lick the Create New (Non-SFS) option from the Left navigation panel under the Electronic File Sub-module

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

Chv W cn v Bcnv Bon v 8 Moo Boemo v

| § Choose One v

Continue Working »

Fig.223

Continue Working » .
S button to create a new electronic

e Enter the necessary details on the File Cover Page and click
file as shown in Fig.224:
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(A v Qi v i1 ~Qich v i Mooz [l Demo v |

RECRUITMENT RELATED FILE

Eztablishment Mattars v

Continue Working >

Fig.224

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

e T = SETRTE TR e S R T =
Wakng | Corraspondanca | Draft | Aeferances | Lnk | Detads Masemaces | Gdit | Sand | Attachmare  Hare | T
e e e e T T I o
W | Aud Graen tists ad vallzn s
Fig.225

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

1. Noting: It is consists of line actions with regard to the correspondence or as per the subject matter of the file

subject. It is used to add Yellow Note and Green Note in the existing File and to view the noting By Name and By
Date or All the noting together.
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Note:

Refer to Noting tab under File Inbox (Electronic File Action Tabs) sub-module.

2. Correspondence: Correspondence is any paper which is diarized for action to be taken in file. It is used to
attach Correspondence/ Receipt to the working File.

Note:

Refer to Correspondence tab under File Inbox (Electronic File Action Tabs) sub-module.

3. Draft: It is a process of creating an official reply to the concerned user/department/ministry conveying the
views or orders of the department. With the help of this feature user can Create New Draft and View Existing
Drafts in the File.

Note:

Refer to Draft tab under File Inbox (Electronic File Action Tabs) sub-module.

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

Note:

Refer to References tab under File Inbox (Electronic File Action Tabs) sub-module.

5. Link: It is used to refer the other active file along with working file. The copy will have all the content of the
linked file, upto the moment of linking,.

Note:

Refer to Link under File Inbox (Electronic File Action Tabs) sub-module.

6. Details: It can be used to view the details of a File i.e. File cover Page details and total no. of part Files
created.

Note:

Refer to Details tab under File Inbox (Electronic File Action Tabs) sub-module.

7. Movements: This option is used to track the Movements of the file which automatically gets updated as File
moves from user to another.

8. Edit: It can be used to make changes to the cover page of existing running file except the File Heads (File
Number).

Note:

Refer to Edit tab under File Inbox (Electronic File Action Tabs) sub-module.

9. Send: This option facilitates the user to mark the file to the intended recipient(s).

Note:

Refer to steps mentioned under Send action tab of File Inbox sub-module.

10. Attachment: It is used to attach the File or Receipt on working File.
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Note:

Refer to Attachment tab under File Inbox (Electronic File Action Tabs) sub-module.

11. More: It is used to close and Park the active file, check closing/parking history and merge details.

Note:

Refer to More tab under File Inbox (Electronic File Action Tabs) sub-module.

Create New (SFS):

This option creates an Electronic file with SFS standard i.e. the user can enter File No. without any restriction or
standards.

To create a New File in SFS mode, perform the following steps:
e (lick the Create New (SFS) option under Electronic File sub-module.

e The File Cover Page screen appears as shown in Fig.226:

Choose one |
Choose One I

m T

Continue Working  »

Fig.226

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

Establishment Matters |

Reacruitrment |~

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

= Sain
" e T e | Ll
B gt acamo. taiin | urta. omdlinsn T

Fig.228

Note:

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

To create a part file, perform the following steps:

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

T s File |

Chooze one bl
Choose One ol

L] choose one v |

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

Select File
o Select the file for which a part file has to be created and click button, as shown in Fig.230:
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Search File

Year | 2017 v | Search|
File Number Subject
E C-13011/3/2017-Demo  LAW ENHANCEMENT SECTION 80A |

T e il

<< < 1> >3

Slcceve

Y crocse ore v |

Fig.230

Note:

List contains the files which are sent by user and currently with other users.

e Then click button to as shown in Fig.231:
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C-13011/3/2017-Demo

LAW ENHAMCEMENT SECTION S0A

RTI ¥

| § ChooseCne ¥

Create Part

Fig.231
e The partfile is created as shown in Fig.232:
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[Femanitor Hoi ~0522  Fila Mo: M tar s Fak 1] Eabgeck DA BIRARCSREIT SECT L0 Gos |
Nofing: | Correspondence | Oraft | Referances | Link | Datnils | Mowemenss | Edt | Samd | AHachment | Mo |
|-

I = T T e T |

B |4cld Grwan fiots | | = Ackd vl Moke

Fig.232

Note:
Create Part file can be accessed from completed files list under Created module.

Part file can be created for both physical and electronic file.
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Create Volume

When the main file becomes bulky the Create Volume option allows the user to create a new volume of an existing
file. Further papers on the subject will be added to the new volume of the same file, which will be marked "Volume
II*, and so on.

To create a Volume of a file, perform the following steps:

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

Choose one |5

Fig.233
e C(lick button, a list of File appears.

Select File
e Select the file for which a volume has to be created and click button, as shown in Fig.234:
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search File 4
Year|2017 v|Search|
File Number Subject
G 15012/2017-WELFARE  WELFARE RELATED
) P A-12011/30/2017-Deme  RECRUITMENT RELATED FILE
<< <] >>>
Select File [Chooseone
|
Fig.234

Note:

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

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

Choose ocne s B
Choose One B

Y s one [

Fig.235

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

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

File Number : 15012/2017-WELFARE-Volume(2) Subject WELFARE RELATED
Opening Date 2110817 10:30 AM Remarks -
Main Category - Sub Category :
Previous Reference Later Reference
File Movement History B} Print History
Sender ¥ Senton v Sentto  Action ~ Remarks =

File Close History

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

File Dispatch History

Dispatch Number ~  ~ Subject ~ Address  Dispatch Date <]

Fig.236

Note:

The volume of a file can be created for physical files only.
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Initiated Action
By using this feature Privileged user will be able to initiate and track the set of actions taken on a file.

e User can view the list of files with Action Details as shown in Fig.237:

Fig.237

Two options are available to take an action:

1. Details: User can view the action details through this link adjacent to each file, as shown in Fig.238:

Nitlatea Action
Inltated Date | 12/06/2016 B8 zaoiaoie o] Inmetion Type | Choote ore . Acton Swatus | Active
Forwarded To:

Cepartaunt | Crooss one v Sacion | Choase ors - Action Typs | Choose onn

computer N Filg
e puis
>at0s

[

Oatails Sl

Fig.238

2. Close: User can close the initiated action using “Close” link.

Note:

Closing can be done by anyone in the section having role to initiate the action.

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

@ Are you sure you wantto close the initiated action?

Remarks * A

Cancel |

Fig.239

The File can be marked action from:
a) Send screen (Sending the File):

The user would be able to initiate the action by using the following fields.

e (Check the Initiate Action check-Box. The remarks field becomes mandatory as soon as the “Initiate
Action” check box is selected, as shown in Fig.240:
Com puter Moe: 33300 File Mo: CEA-CH-13010/3/3032-Dam), Subject: do the naaciul
" Correspendence | Link | Mowemsnts | Detsils | Edit | Send | Dispateh | Canvert Fiis | Attachment | Moes...
- Al Feporting Officer Sub-ordinates In Channel Freferred List
Mot Marne of the crestor is highlighted in vellne osiour,
bt a-aCed Wotity : 0 Email 17 2Ms Hbe Dlabes: Sulrjeet
o # | [ CEACH-13041/4/2018-Demmn do the nesdh

Se1 e Date

Ao and
| Imitiate Acnon s P noase One

Tolal 1000 wharscars ef.
Send

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

Initiate Action

e At the file sent page, the link of “Initiate Action” is available
Fig.241:

against every file, as shown as shown in
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Date Range : 28/03/2015 To 21/05/2018

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

Fig.241

e  (Click inE==te Acfen |jnk, A File initiation confirmation pop-up window appears.

e Enter the action Type and Remarks and click button, as shown in Fig.242:

File Initiation Confirmation

Are you sure you want to initiate action for this file 7
| Type”

Choose One v I

Femarks™

| =13 | | Cancel

Fig.242

Note:

Action Details will not be displayed in case file is forwarded from one department to another, having different
instances (Interdepartmental Case).

In case of single instance having multiple departments, Action Details will be displayed in case file is forwarded
from one department to another.

Action details will be available for linked files also (Linked files section in the file inner page).

c) Viewing & Adding Action Comment:

From File Inbox inner page:

e To add remarks click button (available along with the active action) in the "Action Details”
page, as shown in Fig.243:
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FAuction Comment

Action Type =

Remarks =

Choose Cne

Total 1500 | 1soo

characters |left.

2

e Provide the necessary action type and click the

Copyright © NIC, 2018

Fig.243
Add

button to add the remarks for the action.
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Settings

It is used to change the preferences/settings in application. The sub-modules under setting module are shown in

Fig.244:

Preferences
This module facilitates the user to change the general preferences and customize the application as per user
requirement as shown in Fig.245:

Receipts =
Filas =
Migrate Fila (=]
Ijispatch (=] 7
DSC = |
Settings =
b Preferences

b Address Book

p Usar Groups

¥ Cuick Moting
Motification (=]
Ext Department |£|.'

Fig.244

Macsipts
Filas

Migrabe Fils

Dikspatch

i

&

General Settings

temail Dsus O acth ® none

List View Settings
fode
Soope

DSC Settings

futhentication ' Sigrireg ¢

Editar Sateing
5 tectiog Exanded View
Correspandince Viaw Sottings
Carrespandence View Type
Naoxify For Hiank Moting
oy No
Hotsfication on Login

W yes S No

Cobat L
Cafauit v
Bath

| Draft Expandad View

Chocseone ¥

Save

Fig.245

Copyright © NIC, 2018

161



V . i
e@ffice
A DOGITAL 'WORK PLACE SOLUTION

Preferences sub-module is divided into following sections:
1. General Settings: To modify the General Settings:
a. Max # of records/page: It refers to numbers of records that can be listed in a page.
b. Auto Save Duration: It allows the user to save the note in defined time.

2. Alert Settings: To receive alerts on Mobile, Email, Both or None to not receive the alerts..

Note:

Email and mobile number are not editable and are mapped through EMD.

3. List View Settings: To change the default view mode or scope mode of Files/Receipts.
a. Mode: User can set it to Electronic view, physical view or Default view which comprises of both.
b. Scope: User can set it to My Folder view or section view.

4. DSC Settings: To set DSC authentication at time of login, singing or Both.

5. Editor Setting: To set the expanded view of Noting or Draft content.

6. Correspondence View Setting: To set the correspondence view toc (List of issues) or pdf.

7. Notify for Blank Noting: A notification pop-up appears while sending a file with blank note.

8. Notifications on Login: To get Notification pop-up window (containing pull-up, pull back and due date
elapsed) notification when logged into eFile application.

e Make the required changes and click lﬂl button to save the preferences.

Address Book

Itis used to add new contact/user and to create the groups. It helps the user while diarizing of a letter/ DAK.

To add users to the address book, perform the following steps:

e Click the [Add New Cuntal:t]

button, as shown in Fig.246:
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e || [ndd New Group)[Show All Contacts|
Filmn = Smups -
: = = It |
Migrate i |
grate File e W
Dispatch & i ]
psc = LD L |
ur KGe »
ubbings =] e J
b Prafmrmnces ey i |
» Addrnas Book Sleint i ]
S Ahiar e cMos b ]
oo i |
b Quich Hoting satlica g ]
i B = alfes 3
Fotification & 3
! === :g
Extepartment 0] | | oo =

Group Name : E_office

[Add New Contact |[Remove From Group|[Delete Contact] Aidto : Chocss Ons v | Seancn ¢ |
Ham= ~ Designabion = Ermai-I0 + Groug
g AS-1 E_affice [ |

Fig.246

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

[Add New Group)[Show All Contacts)|

Reenipis =
= o | | G
LEE
Migrate Filz )
Mot
Dispatch = b
psc = LD
= TiEe
Swbtings = ety
b Erefarencer -
GROUE-2
» Addeess Bask i
= aMos
+ Usar Grougs i
=pin
b Quiic & Haking -
sciizm by
Mottfication = = uffics
Ext Dapartmont (%] e
Docs

ViP

Harne
Designation
Onganization
Email
Address 1 »
Address 2
Country
State

City

Pin Coda
Mohila

Fax
Ministry
Dapartment

Talephona

| Choase Cne

INDIA

Chioose ang

Chease gne

Choosa (ne

v

| Cancel J

Fig.247

Note:

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

e The contact is added in address book.

e User can also add the contact from diary screen. Enter the contact details and check the Add to Address Book
check box, as shown in Fig.248:
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Contact Details [+ |add to Address Book
Ministry Choose one -
Department Choose one -
Mame Deepak Rajput Cesignation
Crganization
Address 1+ House no-44 L-2/D
Address 2 NEW DELHI
Country INDI1A v State Andaman & Micobar Island:
City Pincode
Maobile Landline
Fax Email

Fig.248

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

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

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

i =1 [Add New Group] Show All Contacts| Group Name : All Contacts [Add Mew Contact|[Delete Contack] Add to: Chooss Ons v | Search
Filex )| |  Soues = : I hiame - Dezignateon ~ Emsi-10 - Group
= Lsg H B B s T KGR 1]
Migrate Fil= = 3 i
MOT 5l 1T Kap (7 |
il L= b o T KGR i
BEe = LED i | dractar o kP i
Sutings = e L] kP 7]
[ S— = | 4 il
——r u d et HOTLED ]
e e SHOA o =] MANAGER MOT.LED | ]
safn H 5] MANAGER =0 i
¥ (el Noting it ] : z mezismane W
Naotification = Eoffes " Test
ot b |
Ext D tmant = -
e et W T

Fig.249

e C(lick [Add New Gruup] button, enter the Group name and click button, as shown in Fig.250:
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S ] |[Mﬂ New Group | Show All Contacts| Group Mame : All Contacts [Add New Contact| [Delete Contact] Addto: Chonss One v | Gaarch +
Filus =] | = = = | | [ - Desianstion - Emailn - Geoug
Migrate Fila = e - . 3 L _I adant T Kap H
or . . ?3 ! l Azhirtiad gaur a® 1T KGR 7 ]

. L el L | o] abed o7 KGP 7 ]
o | e e i 2 2 = i :
e - S - E o e :
i = bz de o ] abbay chirmms il
+ Address ook Saeis o 2 Sdarzh citizan weTLED o
b Ussr Grougs aras " | =] I KM ENETE MANAGER HOTLED i

— s | ] AT KR GUETS MANAGER it i
e scftice trg o ] Atay Yaday H
motsfication = E affice }j ==cl23436T8Sl0> 2 = ‘:_‘e:

= & q
Ext Departmant (=] :: d: 3
Fig.250

e A new group gets created.

Other actions available on Address book screen are:

1 [Ehnw All Cc-ntacts]

: To view the complete list of contacts.

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

Delete Conta Et]

3. [ : To delete the multiple contacts.

User Groups

It is used to create a group and add user list to that created group. It helps the user while sending a Receipt/File to

list of selected users or to a group which comprises of contained user list.

To create User Group, perform the following steps:

e (lick the User Groups sub-module under Settings module. The window appears is shown in Fig.251:

Create Group |
ST o)
S = Description
oo B | softea trancfar data
Migraie Fils )
Dispateh e
nse o
&
¥ Quick: Ho
Matification I+
Exl Départment (%]
LEGEND Priority Bl Cut Today B WostImmadim= B Immedits & Action Initiated
Subject Categary ACh Fighk To Informatan Court Cazas Farlismant Mattars

Fig.251
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. “Create G L . o
e (lick aie e | tab, enter the Group name, Description and Clle button, as shown in Fig.252:

Receipts =
=T S| [reus Hama
Migrate File | | Dascriptian
Dse = 2
(Select Users from the list fo create user group)
saarch
Tama Marking Abkr Eirg Unit
| pesmax sHeRas S0(0S]-EDF =oF call
i AMAN VERMA SO(AVBENE BERE
» Quick Heting
I JRADIEH FRASAD US{IRY-CuE Ofa U2 (CVC)
Haolificalion =] || LEER & DBEROL IEALLY)-Bcadd o AL [Acad)
Ext Deportment )| | [ FRAMIAL VERMA SECY[RY) O SECY
DHESRAT SAHU ZECVIDEE0R /o Comm & Secy(BeR)
[T WEHA LaiRa AEZIT S AE[IT)
L THAKUR £O(LDT) ©fa Tachnical Dirsctar
[ DEMC CIL ASST{DEMD)-CIL =18
D SHR1 RAINEESH BHATT SrenolRE]-0/0 OG Dffice of Director Genaral of Tl Aviation

Fig.252

e Anew group gets created.
To add users to the created group, perform the following steps:

e C(lick the group name in which user required to be added, as shown in Fig.253:

| Crmate Group |
Hrceipts =
Groun Mame ~ Deseriphicn
Files = |} data sarvicas Ly
Migratn Fils &3] trarsfar data x
Diapateh )
(s1=e3 )
Settings =
¥ Ersfermnces
b Adcrezz Baak
# User Groups
b Gk Hoting
Metification =
Exit Dwparkment [T

LEGERD Priorsty M OutTodsy B Most fmmediaee B Immediate & Action Initiated

Babject Category ACA Fight Tor Infoemation Caurt Cazes Prriament Mathers

Fig.253

e Select the users from the list and click the button, shown in Fig.254:
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Recoipts =
Files | | Ereus Hama
Migrata Fila 3 | | Danzription
| Diinpatch &
oS =
{Select Users from the list to create iser groop)
Settings =]
¥ Praforances Baarch
» rean Bock
Name Marking Abbr Org Uit
b User Groups
L DEEDAK SHARMA 5. EDP Cal
¥ TGuich fioting W | amanvERMA BEME
— || ¥ | Jac0iEH PRASAD Gfe UE (CVC)
P n 1=
i# | LeEMA CEEROL Tfe AT (Acad]

s de il PRATIIAL VERMA SECYiFY) e SECT

DHEERAT SAHU SECYIDE)-ER Gfc Comm & Secy(BoR)

NEHA LAKHRA AS2-IT Ofe AS(IT]

LD THAKUR Ofe Techrical Director

0 pEMocn =18

SHR1 RATNEEEH BHATT Office of Director General of Civil Avation

Jai BHARTT O US{MoWiR]
[ pEmouesr NETE
[ kusuITSIORY Of'o SECTY
SUDIFTA, GHOSH US([UEZ)-DEFICE 1 CFFICE 1
[l BURESH <uUmas MTS(EK]-0/0 DF Office of Director General of Civil Aviaton
[ Pan=aAl WaDHWA o US[DEE) Ofe UE (D5E)

[ APARNA Ofo ED {Infra)
A ole g
.».'m-‘;a BARUA : VOORHOS .L.;'c D',..?.E;'Jllar
ARCHIT SARENA . AEST[AS]-ADM B2C(DEE] ADMIN EECTIONIDSE]

a¢l T2 45 pp

Fig.254
e The user(s) is added up in the selected group.
e To edit the group details click the group name, make required changes and click button.
e To delete the created group, click #* icon.

Quick Noting

Itis used to create a customized list of one-liner noting frequently used in organizations. It helps the user while
creating the noting for Electronic files.

e C(lick the Quick Noting sub-module under Settings module. The User Defined Quick Noting screen appears as
shown in Fig.255:

User Defined Quick Noting

Haruipts

£

~SHo Description
. If: 1 Kinmly do the neaciul 2 "=!-
Dinpatch (3] m
DAL =
Sattings =

b Preferences
¥ Addrass Bock

b Usar Groups

+ Duick Moling

Nolificabon

& &

Ext fepartmvent

Fig.255

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

Kindly do the neadfil

Usir Dafined Quick Noting

b Quick Noting

Natification 1 — T
lescnption -
Ext Department (3

Fig.256

e The noting gets saved.

Other actions available under Quick notings screen are:

1. |§: To edit the quick noting description

2. T : To delete the quick noting.
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Annexure-I

Multiple post in eFile Login
o Enter the Login ID & Password in the eOffice portal, click button as shown in Fig.1:

Friday, August 25, 2017

ec©Office

A DIGITAL WORKPLACE SCLUTION

Login ID usemame

Password esessss

Fig.1

e eOffice homepage is displayed on successful login as shown in Fig.2.

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

= i
e@ffice a
P : piRECTORT
AR 1o sucomed iy mision, you et hove aingle-manded devstion o your gol. - Adul Kalam
[y 3w
A m Krcodmcgs Foam | Libwary ThmWask T TIRTRIN =
& eomis sarvices m———
- EaFficm Catalog far unsrs 55 3
Fie Marspement Symem et eaa =

+ Fnowienge Managemen: Syztem oo i :
! e g o s 0 &
+ Employee Mascer Detalls
+ Lavw Managumens Systrn &
[ —
+ Tour MaragemenT Sytem
» Prrsormel foametion Managemens Srssem o
[5! mowniosd Forms ¥R i -

primp— .
[EE Emptoyer Corner » Bsue. 1! Moy v 5}
» Birtndsy Wizhes i 2
+ Supersnnsunan
+ Join oy NIC Cannect
& deip M Ta
* Regizter Hardwore Complsins
S O 0 © 0 @
R s anffoegiim  RepertSius  SULMSeedhish  sOMckTraling  Lasrreng Seicwes

11: () everrs

+ T Iz beat PEASTan, MRS W all-win record T ——

+ IOE chief imies Hamschanoren for discussion on bndian

Dorts
4 Pour I terroriat arrested in Fajosthan
o Lo 3 ]
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e User is thenredirected to the eFile application, as shown in Fig.3:

cOffice —hd

= eFile version 5506

el |

Ltz Zangs. QR
R &7 | Hedeue Tviaw | MavaTe | ®ore Hisrarchical Wied 1y Fhs b
[[Fites = - SOHOLEL - B b Subnect - Seat By - Sent dn - Dus 0o - Bead G Remarks |
X N: f:‘? = § £oa3amzas  ps ogo-je;iafononiomiE-nerice o dielmueroag satrufsahoa FNW e ge (- et i
+ Clnpais
<« Gapatis = S e R steie D e = e
, Eubmntes Fles for | 5 £ DIMAGIE  A-11/0018/3038-0/n of HICMHA) TETING FOR MOBR F‘“m e g (3 R bl el E ]
Cieming Asmrnval 20 Sl A S P
¥ * E 3382195 D5 8-12011/0002/20]8-DFFICE OF DM-[I-velymei3} Sahacn 2243 F’m‘] it g1 Gt B -1 :‘:'N?“s A - ()
& ey iR o g1 (f fm-n 20/07/18 0319
-+ DraFta BRI AN I E I B RSN R = _
ot E 3amadin  Beooon(s _— Notifications 3 PM ]
» Completed E 3385330  F-102030(32U00.7/2008-0FFICE OF LEIDN | Pull up Notifications (Last seven days) et TR e LR - =
Litbeuiness = @ E 39M5236 B-1308/0008/2015 DFFICE OF USIOM-IZ)-Med e PR F“m LA s el et e e - =
it - (51 e b i e
L $  Eommoms  psniaocorioisoece GRUS o E, A oS 0L (A BR  30/07/1603:38 =
» Closad - Puli back Notifications {Last seven daye) 1 : = M
By Me E 3383330  35-1000(001% 0003/30] 8-GFEICE OF USTOM-Tf =T B o A, ST 7 -1 (A R ;‘:{DY}“ L1 LA _ ]
i E 389687 Gonsgatiheabhataiati-oos (B o T “;JS BHATT, e (S T 08 TR i 13 3 A A =
i } i R = Dua Date Elapsed : /
+ By Othars (A1) L L SR LRI BT e un ) DY = T AR A R ] /e 0 mE AN - i‘;:"’f“ S -]
Subiritked Filas for [ Y E 2ama719 » Filgid} » Receit (201 g T, A TE g1 (3R 1 30/07/16 10:56 = =
* Rasmsning Anprocal 1 L
¥ BME Inbox
LEGEND Priority W OutTodsy M Mostimmediste W immedimte & Action Initiated £ Other Departmont [Er Files with Draft [T+ Draft Hote Yellow Nota Exturnal Files
Suhpect Category Eennce Matters Bupdget preparation ACR related matters Appointmeant and ather relnted matters of Planning Comizsion Anrual Fropery Return
» Compiated
¥ Phisical Fie
¥ Crasate: Part
A Craatc Wokima ¥

Fig.3

Note:

1) By default application logs into the Primary Post eFile account, as shown in Fig.3.

2) A user can access multiple posts through the interface, if a user is assigned with multiple posts in a department
as shown in Fig.4.

o Toaccess another post account in eFile, click on the user icon.

e The drop box containing multiple posts appears. Click on the another post, as shown in Fig.4:
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G@fflce @ & PiiK smdsE: - G
E eFile vosion 5.5 00 b AT A S
File {E-102,P-20} Recalpt (E-35,P.95)
Date Pange ; 14/08/2047 To 30/07/2018 = i
Receive | Serd Back | send [ Viaw | Mave To | Mors |
- & i K
« SOTIDUEE + Fijs Numiber *  Subic » ek Be Pl it
& E 33022 DS 08 1A014/0002/3018 OFFICE OF USIDM-T-hik satruf sahoa g e v -1 -
E 3385228  E-120:2/0003/201%-OFFICE OF US(DM-I[-MH Sateuf/ /12 g e, T o I s sujur vz = =
B E 3384616 TESTIMNG FOR MO ‘u;w} g, it ot -1 (F 1T ::.fuw 18 03:40 = =
= & E s3ssice Sahooa 32/3 i g, AT Al gL (1 G 1 ::m?.a 18.03:19 Z =
+0 E 3amaain 01270185 TR upa sushanta New File CLF10T }“3‘ gt s gy (= FofeifimiEs - o
+ Completad Ecaasnoie. Sk e el ik N Eh GLELT R g w A A - (i ::‘.n'ow 180340 _ = =
b Farked = i E 238%336  E-11041/000%/308 B-CEFICE OF U catwisl R A st gE-n ::"’m"’ 1B En - ]
B : : = : 5 g L] g -
e > 4 E 3385203 1901000003/ 201E CEFICE F Usipu-o s B 47 Teut Fils Satrul T?-“ g, i At -1 (1 2 ANredeman: = = 2
b Clozec o= .
23PN E 3383330 25-1001(001)/0002/5018-OFFICE OF US(DM-I0i-Mua Satru Tast File ABCD W TR A gL (-1 z:.ru?,.’ aiinls - ]
el Eo2Eed  goukestnaabhaiaiiti-cos B gupel testing abh yam test 5002 C= AT (o I T ozt 1z e - a0 1114 -
B sy 81001 (001100027501 B-OEFICE D US(DM-I01-MHa: SR R o g, s (R R D) 20/071E 1008 AN - i?._-gv_r'_u 11:0e o
G e e o i
Reopaning A * = v A ]
LEGEND Priority W Out Todey B Mt Immedists W Immeciate & Action tnmtiated 8 Uther Department [ Files with Draft 1 praft dote Yellaw Mote external Files
Subject Calegary Sarvice Matbars ACF ralated makters Sppaintment wnd other releted muttsrs o Planning Cors oo

Fig.4

User is then redirected to the Inbox screen of another post account, as shown in Fig.5:

e@ffice -
prestapiabiptmphat
e 5 08 Seanch. 4
Cate Banog < 14/08/2017 To 30/ B : : ]
Rocuipts 7 Receive | Send Back | Send | Wisw | Maove To | More | Hmcarchical e | 2 |
Fie = | i ~ COMOUEr . gilg b - Zubiad = Sant By - Sant On ~BE . paadon = Remarks
. B oA, adfadia ABID ALT,OFFICE OF US[K-VI} ;;"'“7“8 Ane = =
[ 4 E 2234558 Satrul4fios 2! B13izi0H - =
i i P ozzEaTEs Saheaiiaz 140518 L1193 4K - =
[ 4 E z3zIsis Kirti Fike 5083 T RiEEEE OT/DR/IB02ITE M - o .
+ Completed ¥ B i
[} - E Z3EIsn Hirt! File 3088 SeELLY T E oT/D/1E 12as e - E;A-nz. 18 12:43 (=]
¥ Farked _ i e derins
[ n E 33s3mz Kirti fibe 3083 A el B e oz/nzfimoma1 ik =
» Approval Raguasts - {1 e
» Builk L & E zamames it File 30174 = T :z-"’ R Lzt = o
» Clonad [ i £ zanases ket File 3072 R 1, e g'z;'n:fu 1m30 = =
[ S E 3383747 ®irti File 3073 I 1, e :'z‘..'nms 1m30 ~ =
i ] E 2383870 Kirti File 3077 S ) ot :a.n’ 02 I8 12330 . ~ =)
i - E zami7on Kirti File 3018 PP e — :ﬁ' 02718 G556 ¥ _ B
i 2 E 3383998 Kirtl File 4587 i et ::.f 01718 12312 = = =
L E 3383270 112 o, maLDu, T 18/01718 0514 = = —
LA LEGEND Prioeity B Oue Todey MostImmadiste B Imadiste 1 action Initiatod 3 Dthar Dapartmont L Files with Draft Yollow Note Extemal Files
2 Draftn Subject Category St AR relsted matters appombert »
# Compdeted -

Fig.5
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Annexure-II

Guidelines for Scanning Document

The objective of scanning guidelines is to scan and bring the physical daks/letters and other documents into the
electronic system in the least possible size, so as to facilitate quick and easy retrieval of eFiles from the
server/system.

For Physical DAK or Inward Correspondence -

Scan the whole DAK/inward correspondence as single pdf only (preferably as searchable pdf). The size should not
exceed 20MB.

While Migration of physical files -

Scan all the required files in following manner -

1.| Correspondence:

The Receipts, References and Issues on the correspondence side may be scanned
as single PDF document keeping check on the max size as 20 MB.

If pages are more and size exceeds 20MB then more than one PDF should be
created.

1.| Noting:

Scan all the pages of the Noting as one single PDF document.

For scanning of various document types, the following colour & DPI are suggested:

Output
SL No. Document type/Condition Color & DPI Format
1 Regular/normal/good B/W-100 dpi PDF
B/W- increase DPI as per legibility /
2 Damaged/tarnished/clouded | visibility PDF
Seriously B/W- increase DPI as per legibility /
3 damaged/tarnished/clouded | visibility PDF
4 Coloured Photographs/text Grayscale PDF
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Annexure-III

Digital signing of Receipt Remarks

Pre-requisites

1. DSC should be registered with eFile.

Note:
This is configurable feature at instance Level.

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

User can sign the remarks of the receipt while sending the receipt to the other user by performing the following
steps:

d |

. ) .
o Select the receipt from Inbox or Created list and click ="% | tab from the menu bar, the Send screen as

appears is shown in Fig.1:

""" i (=) Sand | Pusin = Fie | Copy | Dizpebeh | Dmtalle | Mewamarts Ede | Ostack Fils | Attach Asemipe | Gansrsts Ackrosledgemars

Receipt Number Subject

[ G- 84105302045 3T 2 T T MUY o —

156 Signand Sond W 6Sin and Send

Fig.1

DSC Si d Send
e Enter the mandatory metadata and click button in the Send screen, a pop up window
appears asking for the DSC token Pin, as shown in Fig.2:
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T [Racetpte o B
b Erowss & Disres —
# Phycica) Orgarizstan MHA
* Electronkc @ all D Reporting Offiser () Sub-erdinates () n Channel () Prefereed List
¥ Inbox (8] Huite: Name of the creaeer is highligheed in yallew sslaue
+ M Feled
*Rkk To piiE SaIn—StEno- (Db Recaipt Number Subject
b Ermail Drarisanan [ -] 94 13enz0 B it v T wiwetiet
b Craated
b Sent
» Closed
[Usw wsmicalan O menerebe recigiente. | .k poa
Nt Gr oo ra non-aditable, Ay change in [ Verity Lser PIN x
Main receipt wil ba reflacted in the Cc copies, til th
i Mow venfy your User PIN;
SstDus Dats & -4
# By othars(all}
» Adinowledgemant Actinn Forward _vf User PIH: || we. |
Created
et Frionty Choose tne [ Emette st e
» Bart
Change User PTY
» Ragycle Bin Inftiats Action O ]
¥ Inthiated Action T
Totel 1000 | 991
Files =) T m
kmdiy 5ae
Higrate Fio (53] Remars
Dispatch =
osc [
Gettings =
Watfication fan and Sand
Ext Dupartment (3]
Fig.2
. . Login . .
e Enter the Pin and click _ button, as shown in above Fig.2.
e The remarks get signed as shown in Fig.3:
e = | "Band ' Send Back | Putm a File | Copy | Dispatch | Oetals | Movements | Edit | Close | iew Oraft | Aftach File | Abtech fecemt | Action Details |
b Srowsa 8 Diarse
+ Bhysical File No.A-190111 172016 MH1 1 (2 REroipk Detmby
Bt Receipt No - D41 309R0T i e o i) B ke Mo
b Tnbox {43) Fram Jrwtatut Diesignation et
b Email Disisation AAS011H T30 6 MHA Main Catagory © ACR related matiers Sub Catagory
b Cramted Address : wiwt Sent Date - Z5MTAE 0226 P
b Sent - Latter Raf. No Latter Data
¥ Clnmed Suhjact whwabsal Enclnsuras Hemarks
+By Mg Dr. RML Hospital has inimaded that Dr. VK. Tiwari, Addl. M.5. Consultant & Delivery Mode By Hand Sander Type ©
HOD, Deptt. of Bums & Plassic Sugery, Dr. RML Hospital to visit Singapore and :
S e Combeodia, during the period from 03.07.2017 to 08.07.2017 (prefixed Sunday Movement Details
- i sl 'on 02072017 and suffixed Sunday on 09.07.2017) in his parsonal capacity. Sent By - el O - Sent T - ACTION- REMaTa - 2
5 BT, ifE fi
b acknovdedgement €5 eHaTT Al ol R (IR 25/07/18 02:26 Dwspibn SeniOFICEDF e ne
+ Craated 2. In this cornection, we have cbiained necessary vigitance dearance fram AV WA L e, Diptsh et
=R Section of his Directorate and Vigilance Section of the Minisiry of Heslih & F.W. which b e et
am placed on the file Dr. VK, Tiwari, Addl. M5, Consutant & HOD, Deph, of Bums &
¥ Racvcls Bin Plastic Su'p&)'! Dr. RML Hospital is clear from the wigilance angle, this is his second E
b N ‘abroad visit during the year 2017, 1
Files
3 Wi may now [3sue necessary vigilance clearance in respect ol Dr. VK. Tiwarl,
il il Addl. M8, Consutant & HOD, Depit. of Burns & Plastic Surgery, Dr. RML Hospltal, a3
Bt = par the drakt put-up for approval please
nse
Bettings
motification L4/06/2017 9:50 AM
= - HRITIK KUMAR THA
Eul Dupartwmant (150)

Fig.3

Digital signing of DFA

Pre-requisites

2. DSC should be registered with eFile.
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Note:
This is configurable feature at instance Level.

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

User can sign the draft by performing the following steps:

e (reate and approve the draft by following the draft creation and approval process.. The draft dispatch and sign
screens will be displayed as shown in Fig.4:

581123 Draft Detalls
. ,I’f";b O Hile for Fe o A Roreane 3 . Oraf Type" NewFresn Claszmen Choose one
RS, . Closesand AddedtaGo |-  Prefix [ Choose one
< Flie No.BN 5/2/2016.CMC(PRO)-CM Office
¢ Drafes English 12 Sanclion I
Complets
+ Comaletad fasfdsfosy
= Subjed* =
Tots! 1000 | 990  characters ieft

Communication Details

Ministry Choose onk
Departmant Choose ons
Name " Designation

Organizaton
Ldarass 1+ Y

Addrass 2

Country INDIA Stale Chaose one £
City Pincode

Mobile Landline

Far

Email

Add More Recipientis)  Clear

Attacnments R

» Ragycle 2in

Migrate File = tote :
> Use #ApprovedBy# tag 10 dspiay the approvad by In ha drak content
Dispatch ® Use #ApprovedByNames tag 1o taplay the approved by name in fhe dral content
= -~ Use #ApprovedByDesigra tiond taqg 1o @isplay the approved by designation in the draft content
Lo = © Use ¥ApprovedBy Sectiondamed tag lo dlsplay the approved by section name in M drat content
bsc = Use #ApprovedDate tag fo display the approved data in the diafi content

Use #Documentumberd tag to display the document numbsar in the drafi contant

cson [soc 531

Fig.4

o C(lick the button to facilitate the signing process, a pop up window appears asking for the DSC token
Pin, as shown in Fig.5:
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—, = LI T i LIRS ST

Fila No. DFIBIRO!EI03 PR/ S8 ORI CHS I T ) M A areeree
GOMS- - 1M1 32 0TEMHA l

Subjact*
Tokal 1000 32 charmctmrs left.
[Ba12aan0 e i
Receipt Number f WWWF Reply Trpe | Chasse ane
o
£ Communicaticn Details
GOVERNMENT OF KERALA Winisiry | CEnTRAL MBILANCE conmission
Atk Depanment [ omers
[Abstract Coment’ ... i PP o SR H IR | Verify User PIN Wt Designabian EWTe
""" GENERAL ADMINISTRATION (SECTION) DEPARTMENT | gy vary your Ussr PG
GOMS- TRE[E-1/61/2017 /MHA m s
Dated, Thinvananthapuram { 28.07 2017} B
s 7 s A0 i user s [ ] iﬂ o e
ORDER : e
(Body of the GO L1zt st ezt Pincoss
By artgc it oy men thange iser PIN | cancei
Seceretary to Governmant i Landims
To |
Fax | | Emall
Use €.5 BHATT, ASST(C)-HS, O/0 of HS{MHA] For Approver [nfo. Add Mare Recipients)  Clear

Use C.5 BHATT For Approvergs Mame

Use ASSISTANT For Approvergs Designation.
Use 070 of HS(MHA) For Approver Section Hame. -
Use 28/07 /2017 For Date of Azpraval, Attachments [ Attach File |

Use GOMS- FR®=1,/61/2017 /MHAFor Document Number, FEERt

Forwarded/By order

Section afficer Nota - Use foflewing @ tags for drak creation
&5 BHATT, ASST{C) NS, O/0 °':;:§§E;‘l“}! #AporavedBy# f07 Approver Info #AorovedByame for Aopiover MHame
for Appraver O n tor Approver Sectian Name
v BAppravedByPasIE for Appiouer Post shpprovedBYEmaIlY Tor Apprever Erail
o FApprovedDates for Dale of Approval #Documentiumber far Document Number

ot [ custom s |

Fig.5

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

Eeh e ek Bulwd Fie | Cops Diapeacn Detaid | Mpeemesis EdE  Ciae  iew OvRl | Aitsm Fis | ARECh Wersial | Aciied Deimty

rTE Mo, § CRA/SILIALE - 4 L Draft States | Sared

Hew Dirsfl Ovaft Details
Oraft Type® _T-'.l Langunge
@ (‘b B H Q b 1 [ k EEE TR S T @ sign In N s
‘ L, Signed and st signatures ar vl & signsarePand —_—
P Plsesipe 1= L Rsov —— 5
@ By order of the Govemner :N:W e e =
Secerstary to Governmant Wiy
@ Capartmen
o Hpme [P S P
Q P— I
e 14 . r 7
f:& Forwarded/By order [ Hebtmad
Courriey [Metes :\;_] Staie gl
Section officer q oy B = i
4 o Landhne
Far Eny

Signaturegalid R sy

Bz : Uize holioming # a9 Toe draft creation

PAIDEcv By 0 AT T AR rovadEyHameR o Anpve: Harte
FhapeovadByDesigna tiond o Apg roves: Daskirasen Fir Appions
FhppeovdByPosts o Aoprs: Frsl Ao dByEmailS for Roproust Bl

Bhpprovadllated bor [ sbe of el o cumprtHarstm o Loz ol Ha bt

827 160in - < bl

Dty | e | 5

Fig.6

Custom Digital signing of DFA

Provision of eSigning Draft at customized/desired Position.

e C(reate and approve the draft using the draft creation process. The draft dispatch and sign screens will be
displayed as shown in Fig.7:
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b Eiraift e, + DR E0ELL = ¥ 4.0 Dl Stabus § Aaproued
+ D e
Subrmimed Fike for Dovainlogd Draft Details
- Drah Ty -
File NouA- 140 20 BGE A MG IR KL A M Office AR
] cp',.:;,.m apeication o e e B CToR £ 1RGN ol 3 isgls siss PR =
& Paked Pante of Ernployee *
» Approcs Aacums Euibjeot ™
S Tows 1000 | 587
¥ Cinsedd Empioyee Code * Date of Birth
Communication Details
Deslgnarion o [
A Dicoartmant
Appelkstion 3 =
s Wirfrars) - = I g
Organizaten 1
Mobile Murber * PAH Nuimbser * B
Ermall 10 {Gown 0} * -
1 7] sten |
Region |e.g. ME. SR N Ficzne |
enp =
Lanaine
Cuganization Linic Permanens/
{sectionfOttice) * Contractual * Eiy
Basic Pay af
P Sl Erplayes *
Attzchments Atach Fie
Marking
Abareviation of
Employee *
Natr - se #ApRrGHEdEIy® a0 SSpiTy the AR By In fhe Sratts ament Click on Custom Sign
Marking 1 10 iy (e g in S dratt enntsat o SL0Mm g
: Utas #zprasetBy Dssignason d g 1 disatay the specvarl iy dessgaation in S dr cenlset
Reparting Ofcer Abbreviation of tfrpiyiys e
fefbe) Feporting 132 ARG rTvEATITeR 11 tn Siaplay B aPATIVEd i in the e aoment.
Officer U5 4D £ 11 display umbar in ihw drafl ecobert.
F B Sursams Aumitavas Sarsac ¥
e o e S

Fig.7

Click the I

in Fig.8:

button to sign the draft at desired position. Custom Sign pop-up gets displayed as shown

—— .
o Sred P for | Draft Detalls
sy Fmormel =
o — " ¢ Je -+
Filo No.A- EMEHMIEAKAF M Offica
e oot T I - | =
= i 2mge
Sohact il e RSB LT FASHNBA R o
» fakad Hame of Empsloves * o b et s b g e |
[y — P -
» Gl Emnphayee Come © Data of Bk |
By M Emphrpes Coce * Dute of Bkth
i e Designation Past * i T
By Othera (81 Appeliat g T
| pellation I appiatien
, Subrined 7 for ender v | Bomter ot
Reopening Appm [
Foring | Winisiln Ry mber * AN W urmiar
» RHE Inbon Mabile Humber Pk Musnbas *
o [[E——
s Emall 1D (Sov D) * Custom Sign modal window e = =
: i (g S =
feptesra | 2‘:‘“‘" 18:E. NR. 58 Station Fisme [E—— pernarant
it ; i Dt * Cantr s~
» Crases b (Mo Organization Unie Permanent/ A
SEs) | (Secticn/Otke) Conractual * Py toas
« Crasca N (S5}
[ e i
+ Elecreome Fie ey Bale Pay of E—
-y Ereasa Ware [ Employee * L
e | = ey
+Ereses e (55} Madking i e i .
» Crmst Fas :‘"““"—'“" ot ol
¥ Craax Volang e | ognin o b G
+ Raciaie B hacking ey coemguradon
Reparting Oficer Abirevianon of | e
Wigrals File: tePis] Reporting i dlabi risFiii
Oftcer { T e
........... 2o e % | aa

Fig.8

Locate the desired position on the selected page and click button to sign the draft as shown in Fig.9:
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gy | - Commte Mo 126073 File e &340 32006 mr.muxmwnv,b SdFk 84217
ki | et Comesmindince G | afersniar Lol Deisle Woiemanie | Bl Rasy Semd | mmmdeant] P | g vie |
| il =1
b Izt Dt o § DFA/Z0911 - ¥ 1,0 Diraft Stakies § Aporovsd |
» DrEperda
Sl Flem for
* Clasig Aporoval
e >
2 e File No A- 40338 RN RMGIMKARMEM Office i =
= Comy L
carind Flle b A~k 8 ARG IR M e
¥ Parkat Harme of Employes * Nt B v it s o g sl
¥ Aporovel Requests
e of Ervpliny e
+ Chosad Employes Code * Daee ot Birth |
= | mpoyen tudut Dt o with
, B Othars " o~ i ™~
* urarchy) Designation 05t Dasgmion FRE O
o —— F I N >
Agpel arion | Ralaticn
(Sibmasd :: o Toemter e/ Mrs) = e |
+ RHE Inbics: Mokile Mumber = PAM Number * | Wablia Wumber BN Numime ]I
fs [[S—— —
Corrvers Email 1D {GoveiD) *
: Drof i ' : ! 4 .zﬂ'u""'“‘ Click and DIk MOUSE suton s A =
+ Comgiucssd. Reghon le.s. NR, SR Station Mame | ongmination Link: m'. g Fermanase 1
b Ppuesl Fim =l e tionHice) for sign Cutractun = |
 Cruacs New {Non Organidation Unit Permanent} = |
* 55 [5ecticn fOs] * Contractual * | Py it
4 Craate Homs [5F5) !
Winrkirg Aty Motn. Raclyicintsh || Clear
+ Becnk Fie g i Basic Pay ol | Abtrestation o
i . Erpire” et —
== o
+ Creaee New {5F5) Marking | Mmperting Officer
| babar [
o e et Abrevindion of ! e
Emploves * I
Creste ke i . . |- i

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

7 Computer Nos 128070 File Mos A-1400 H3/2016-CHOOVIRAR]-CH Office & Subject ixfuendd2a7
ey 5]
fhoking | Carmespendence | Draft | Baferences | Link | Detalls | Movements | Edit | Reply | Send | Attachment | Hore ik view |
Files: =
e Dralt No. s DFA'20544 - 1.0 Drefl Skstus : Siged o
¥ prajeadrs
4 Subemitted Fies for Download Draft Details
I:sm; Approreal - -
i ] Drat Typet
Vit ERANE A | 1| ax [= |_ Tools | Fill&Sign | Comment ek T - —
+ Deafis - - Drat Natwrz 129 | ¥
2 complatad %’ Sugned ane o signckurc ae okl 2 SgatuePond | v il Sign Toos Language® [+ 15 53000
i | Subject*
i i I T a4 T T o 00| 1000 charactan k.
e : 1001 o k.
+By e & m— i Communication Details
By Othene e— e Mgty v
[Hiarmrchy} s Pt 7 I =
» By Cthers {af] ﬁ —— el Cepatment ]
i :ub'\'l'..'d :“f !a.—l % i i - (&) Plece Sgrature Name' TaaAn Cesignation
il it [err— Onanizaion
b RME Inbas e i i }
< L] » Send or Collert Signatures e
Sant o o, sy A
» Comersons ; » Work with Certificstes ieES b ——
= I o [eree Cootntry A ?J Atate vl
e —— Digitally Signad will display ity B0
e A . . _
Mobile Lendiinz
—— S !
ny ] Fax
i
ki e v Cma
+ Craats Na ol gt b
—
. Elecbranic S _— e

Fig.10

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

Note:
This is configurable feature at instance Level.

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

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

Send |

o Select the file from Inbox or Created list and click tab from the menu bar, the Send screen as appears is

shown in Fig.11:

[
Ruceipts = Sand |
Fibes = |
" . Al Reporting Officer - Cr Sub-ordinstes () Racenk 5 Send Back In Channe| Preferred List
o Submithed Filau for Wete: Nama of the creator ie highlighted in yelaw eslour,
Clomng Approval
» Crazted il i
= l Wotity : [ Emst D 808 File Number Subject Note{Chars}
s W widE 0-DEFT-E0FF billing purose [
H Eppietad Set Due Date jal
b Darkad Mate : Bulk zigning mavimum allswed charscears: 1000000 Tersl{Fermatting includad) 0
» Apmrovel Reguests Actan Fareart -
Pricrty Chpose one )
Inistz &ction
Tolat $000 | 1008 charatiars left
Remarks
Semi DS Sign and Send eSign and Send

Fig.11

DSC 5i d Send
Enter the mandatory metadata and click button in the Send screen, a pop up window

L
appears asking for the DSC token Pin, as shown in Fig.12:
[]
Rucalpts =l Sand |
Filen = [ |
# Al () Reporting Officer ) Sub-ordinstes ( Recent S () SendBack () In Channel ) Preferred List
+ Inbax
o Submikied Filmn for Nete: Nama of the creator is highlighted in yeBow coliour,
Clomng Approval
Crasted [ Verify User PIN y i s
L, 1: : = .'a\erlf. User PIN b titys B Bt ) SMIS File Number Subject Note{Chars)
» Bt i
Y | @&y Mow werfy vour User PIN: I [ B-120740% billing puroose a
ek et Due Date
» Parkad Note : Bulk signing masimum allewed chamcters- 1000000 Total{Formatting included) :0
» bporoval Raguasts Actian tsar PIN: 3 i
L s ol Frionity [_]Enabie soft keyboard
Inniats Acticn | f- Change User PIN f cancel |
Tolai 1000 1000 charastars Ief
Remarks
Se=nit DET Sign and Send eign and Sond

Fig.12

e Enter the Pin and click button, as shown in above Fig.12.

e The remarks get signed as shown in Fig.13:
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Computer Mo 2383053 File Not B-11/0017/2019-0/'o of HeMMa] Fart(3] Subgects Flagrk10sss &
]

| "Woking | Correspondence | Draft | Refersnces | Link Detal |Mavemerts | Edit | Send Back | Send | Aliachment | Acion Details | More |

Y Recent | Al |[Previous fotings]

B o L
[ |t Grsenwona | %) add vellowmwate % 4 [ L2 of 2 Note(s] » w List of Carraspondences and Issues
D Addteen Mol - Add Vel bols =l
Note # 1 o . ’ w o > :
WWWWWWM wwmm@mﬁm’ﬂwwm - Recsipt/ssue No. vEs\.l|!|el:t‘ e+ Attachad On agesr Action v
ﬁmﬁ.mwﬂﬁm o, = i SR S, ST s € S it whs O e W zaraceigguesdfis e UM O TET) eSion ceceipttesitng PUCH ZB/08/13 08137 PM t-L  Rempan
Aftach

TR G A, SeatT Sersd QeI Ao 4t e we i,
mmmmmmzmmmm i e e . e wem B oy
it ST 3 P T, o e S el R oA e, O, e S it mnf o aeEd
e A, TS SR FEIT WA T S R e i, A R W o e e .
28/08/2018 4:28 PM .5 BHATT
(ASST(C)-HS)

HNote & 3
Ewisking Way-out: User can take help of 'Quids View' to sea the previcus nating or DFA in 3 pop up windaow,
Howevar, the "Quick View' pop up rastricts the uger Setion on main page. User alsa cannot take any action

on quick view content.

28/08/2018 4:37 PM

Fig.13
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Annexure-IV

eSigning of Receipt Remarks
Pre-requisites:

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

2. Aadhaar Number of eFile user should be mapped in the EMD.

Note:

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

To sign the remarks of the receipt while sending the receipt to the recipient, performing the following steps:

Send |

o Select the receipt from Inbox or Created list and click tab from the menu bar, the Send screen as

appears is shown in Fig.1:

Send | Futin P | Cogry | Dhmpebch | Details | Mowemers | EdE|  Attach Fil= | Afiach Receipe | Generate Admowledgement

Sub-gedipstes () Recent S Ly Sand Back () I channsl (3 Preferred List

Roceipt Number Subject

@ B 34 GART R T R T E T ) Kindly =am

=
i
g
E
& (3 |F

Fig.1

[ S . :
e Enter the mandatory metadata and click MR SohC button in the Send screen, the Consent form will be
displayed as shown in Fig.2:
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o i "~
e@ffice -
eFile electronic tile system sesrch |
Receipts = Confirmation .
Send
» Eroves & Diarise
e e Consent for Authentication
» Electronic
Receipt Nomber MNationai Informatics Centre
¥ eiaard Dieriia = (1) 948526/2016/CMO(VIKAK)
| nereby state that | have no objecton In aumnenteatng myself win Aadhaar based
authentication system and consent o provding my Aadhaar number, Biometric andior One
» Email Diarizanon sl A N T MAHARAS: 5 Time Pin (OTP) data for Aacdhaar based authentication for the purposes of availing of the
= Drqunization © GOVERNNENT OF MAHARASHTRA ic-oSign Gafews from Natiovial infoematics Centre T understand tat
L2 e the Biometncs andlor OTF | provide for aufhantication £hall be used only for authenticating my
Ta MC-CHIEF.D -(PROTO )=~ identity through the Aadhaar Authenbcation system, for obtaining my 8-KYC through Aadhaar
e-KYC senice and for the issuance of Digital Signature Cerficats (DSC) for this specific
transaction and for no ethar purposes. For the creation of DSC, | ungerstand that the options.
that| have chosen are the ones that shall be pepulated In the DSC generated by the CA and |
provige my consent for the same. | also undersiand that the following fields in the DSC
=3 generated by the CA are mandatory and | give my consent for using the Aadhaar provided

Allj e-KYC information to populate Ihe coresponding fields in the DSC

¥ Acknawledgerment I Common Nams (name as oblained from e-KYC)
Unique Idenbfier (hash of Azdhaar number)

.
.
® Pseudonym {uniqua code sent by UIDAL in 2-KYC response)
.
.
.

+ Creared

# Sant

State or Provinge (stats as ootained from e-KYC)

» Racycle Bin med = Fostal Coge (postal code as odtained from e-KYC)
=2, . Telephone Numbar hash of phone a2 oblained from e-KYC)
¢ Retian Priorty hoose one |
| ungersiand that Nations! Informetics Centre shall ensure securily ang confidentiality
Filez =) (| of my parsonal idantity oata provided for the purpase of Aahaar based authentication,
Migrate File = Total 1000 2 chactars loft.
Diapatch & Remarke for ¢3ign. 1Agree Cancel
Lo = A
Reports ®
Settings =l
Notification =

DSC Sign and Send

Fig.2

Note:

Remarks field is mandatory for eSign process.

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

Note:

If required, cancel the eSigning process by clicking button.

e eSigning Authentication Gateway screen is displayed.

e Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign

button, as shown in Fig.3:
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A c @ (I i fiipe)/nic-esign2 gateway.nicin/esign facceptClient

Digital Indio

Phiciniry of Blaciesrios arel bnbaerrien Tach oy
Gasaramart of s

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

@Virtual ID c Aadhar Number

Perform eSign

Fig.3

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

€« [ R~ - odec - 00 ne =
g (Q’d‘i
- < > Digital India onc
e f - emtortll
~i Tl L]

Grangn@
s s e

Asdhaar Based e Audentcation

1

= -

Fig.4

Note:

OTP will be received at the mobile number registered for Aadhaar.

e Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.5:
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siffesignsenvicecdacindesign 1 /0TF
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Minatey of Edsctoriss and

rormaten Tecnecogy
Covrrmant el rin

conc

Gt s Domwebp
Adurent Gom

You are currently using C-DAC eSign Senvce and have been redrected from

Ciin
i

Aadhaar Based e-Authentication

L 91711680085309305

Get Virtual 1D

| &1 naye read ano provice my consent I
View Document Infoonation

:m sl e g

OTP has been sent to mobile number <~"8096>

-
=
a

Fig.5

Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve

the Virtual ID link.

e The remarks get eSigned as shown in Fig.6:

=ofice

Racaipte

» Broves & Diznse
« Fhysical

+ Electronic

¥ Acxnowiedgement

+ Created
s Sane

» Racysis Bin

» tritisted Astian

Fiae

Migrate M

Dispatch

DEE

Reports

Sottags

Hotheation

Attach Fils | Attach Receipt | Action Details |

Main Category

16/05/16
10:02

Adress
Letar Ref. No
Sudject asdead
Movement Details
Sent By ~ Sont On~ Sent To -

HATLASH M
BASHAN, MO
(TAPAL)

"
T oMo(ERo)

MAILASH M
BADHAN, CMO

(TAPALY

HEHA
HALK CMO[V

Action~ Remarks

Farserd

&
. Farmrd [BE=26RR42s  10/02
&M

a

Pulled
Back rave

Forsard 0=

| Forserd

)

Dasignation
5

Sent Date
Letlar Date
Endloaures

~ Road On-

andzad

1609016 1002 44

Aumonzatan Document

OR
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Ferform eSign

e [fuser chooses “Aadhaar Number” and clicks button.

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

« e e - » Caac - 00 ne =
g’ B
e Digital India onc
e Digisal fnd o2 ol
~a et e

G
AT g e
Asdhaar Based e Audentcation
)
L el
-
\tw Oidamemnd bebammaton
oo | Cwste e

Fig.7

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

€9 00 @& nipstesigrsenice odacinesgnapp/OTP - @ h ¢y me
S
g H'Sh
~ <4 Digital India €onC
[0Sy Sl Bloutealo e Power To Empower Conbe for Oavelapmart of
b el Advarond Comgudig
ot ef e

You are currently using C-DAG €Sign Senice and have been redrected from

CLACs oSgn Serate

Aadhaar Based e-Auth

4 604033038060
Get Virtual I

| 1 nave read ana provice my consent I

View Document |nformation

Cancet Not Recened OTP? Basend QTP

OTP has been sent to mobile number <**“9096>

Fig.8

Copyright © NIC, 2018 Ver. 55 05

185



A DIGITAL 'WORK PLACE SOLUTION

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

2ofice ~- —

eFile wectronic Nite syscom

Racaipte (=]

| Send |Reply | PutinaFfile  Copy | Dspatch | Detalk | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details | |
» Browes & Dianse
+ Bhysieal

Receipt Details
Recept No 485562015 IOVIKAK) Flle o

+ Electronic

» Browss 0d DIaNs From asdad Tasignation © andzad
Main Category Al Suey Sud Category

Adoress asda Sent Date 16/99016 1002 41
Lettar Ref. No Lettar Date
Sudject asgesd Enclosures, 3ad
Movement Detalls
Sent By ~ Soat On- SentTo ~ Action~ Remarks ~ Raad On- - ~|

RO St
16/09/16 LAITONPRO)
Farmrd [BE=26R942s 10102
0 M

BADHAN. T

T strray Forerd fa ramas)
CALIT,CMO{PRE) l Fo
- | RADHAN, CMO Pulled
» tritisted Asticn {TABAL) Backe: rawr
Karasw v
Filar [E7] TR wanyAN, G
- semian o orserd gssa Ciamal)
Migrate rie (&3} i b Immp
Dispateh =
i & (IEHA o worizatian Document
HATE CMOIVIKAK] zation Dacument
=3 =
+ HEHA ¢ NeHA Forssid sacs
. = ALK CMO(VIRAK) ALK CMO[VEIRAK) Ofwerd sadsa
Sattings =
Mottheation [£3)

Fig.9

eSigning of DFA

Pre-requisites:

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

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

Note:

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

To sign the draft by performing the following steps:

e Create and approve the draft by following the draft creation and approval process.. The draft dispatch and sign
screens will be displayed as shown in Fig.10:
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Draf Detalis -
o Bubmitted Files for - Taor Orat Type" NewFresn ClassMen Choose one -
ing Aparoval N
o, & Drant Closed and Addedta GO Prefix Choose one
= Flie No.BN 5/22016.CMC(PRO).CM Office -
* Drafes Language Engfish 12 Sandlion |
Complets -
+ Completed Taafdafesl
» Parked
o Subged* =
R Approval Raquests
(1) Tots! 1000 | 990  charact
b Ocemd Communication Details
* By Mo
Ministry Chocse onk
Subrmitted Files for ~
+Reapening Depanment Cnocse one
aproval -
— ’ Name o Designation
» Sent Organizaton
b Convesions Adgress 1+ WO
+ Drafes I Adaress 2
Complets =7 Lt =1
i I Country INDIA Stale Chaose ong v 2
ity Fincode
Mobile § Landling
Far
YOTAEL SGOTREL B HNTESL Email
Add More Recipiani(s) Clear
* Create tew (5F5)
» Create Part
Attachments =
b Creata Volume =
» Ragycle 2in
Miggrate File ® Note : 1|
2 Use #ApprovedBy# tag 10 AIspiay the approvad by In the drat content
Dispatch 1) Use #ApprovedByName® tag o & splay the approved by name in the dral content
- = ~ Use #ApprovedByDesignation® tag 1o sisplay he approved by designation in the diant content
b = o Use #ApprovedBy Sectiondlamed tag lo dlsplay the approved by section name in he draft content
OB = Use #ApprovedDates tag to display the appraved data in the draft content
= Use #DocumentNumberd tag to display the document numbsar in the drafi content
Dispatch Ry Seif | Dispateh By CRU DSC Sign m

Click the B button to facilitate the eSigning process (Fig.10).

shown in Fig.11:

Fig.10

The Consent form will be displayed as

Submitted Files for
* Claxing Approval

Submitted Files for
+ Reopaniog
Approval

b Conversions
# Drafts

+ Compluind I

Hem {Non

+ Craate How (575)
# Elmctronic File

{¥on

(s73)

b Racyele @in

Migrate File =
Dispatch =
Dinputeh ®
osc 2]
Reports =
Sottings =

Draft Details -

Draf Type® MawFiesh Choase one

Oraft Nature* Closed and Added ta GO Prafix | Choose ne

Langt English B

A fusfdsfasf
= Suoject*
Total 1000 | 950
Communication Detalls
Hinistry Chooss one
Confirmation
Deaignation
Consent for Autheatication
<=<=Name of Agericy Provding the Serice>>

| hereby state that | hawe no objection in authenbicatng mysell wih 4adhaar bassd
authentication system and consant to proading my Aadhaar number, Blometric andior One | state Choese ons . "
Tima FIn (OTF) oatz for A3dhaar based aumentication for the purposes of caming out the )
p of ASP from <Name of ASP*» tor he Pincode
pumpose of «<Pupose of ASP application with Landling
e-Hastakshar (C-DAC'S eSign Sandce) during <=Start Dates> and <<End ) h
Date” ==______ | understand that the Biomelrics andlor OTF | pro

be usad only for authenticating my identity through the Aadhaar Authentication system and for
obiaining my 8-KYC through Aadhaar 8-KYC serice and for the is5uance of Digital Signature
Cenmcate (DSC)or INtegration PUrPeses and 1or no CMer pUIKOsEs. | understand hat C-0AC
shall ansure securty and configantiaiity of my personal Identny data prowidad for the pumose of

Add Mare Recipient(s) Clear

Aathaar based authenticaion. | also

nat i of

to the
integration, ASP ehall not use my Aadhaar 1D forintegration with C-DAC ESP. TR T AT

1 Agrew

Canewl

Hote

Use #ApprovedBy# tag 1o display the approved by in tha draft conlent

Use #ApprovedByNames tag lo display the approved by name in the draft content.

Use #ApprovedByDesignation® tag to display the approved by designation In the dratt content.
Use #ApprovedBy SectionName® 1ag 1o display the approved by Section name In he drakt content
Usze #Approvedates tag 10 aispizy the approved date In the draf content

Use #DocumentNumber# 1ag 1o dispiay the document number in the drafl contant

| can | Cuson 5
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e C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e eSigning Authentication Gateway screen is displayed.

e (Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign button, as shown in Fig.12:

— @ (@ @ fipeynic-esign2 gateway.nicin/esign facceptClient we @ 1Y i @ =

Digital India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

®Virtual ID o Aadhar Number

Perform eSign

Fig.12

e eSigning screen appears, enter the sixteen digit Virtual ID and click Get OTP button as shown in Fig.13:
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= Digital fodia onc
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TAACN s B
Arahaar 5ased & Audentcation
1
L el
&
Ot O el b rmetoun
omor | | Guxe

Fig.13

Note:

OTP will be received at the mobile number registered for Aadhaar.

Submit
o Enter the Aadhaar OTP and select the user consent check box and click on button as show in Fig.14:

€« cC o @ & nipsesigaserviceodacinesian 1 /0T - 0o N0

e Digital India conc
Ninatry of Edoctorsos and Power To Emoower Cowrton Aur Comawbignmomt w!
rormaten Tecneokogy Adwrant Compitng
i

You are currently using C-DAC eSign Senvce and have been redrected from

Cin
i

Aadhaar Based e-Authentication

L 9171160085309305
Get Virtual 1D

| 1 have read ano provice my consent I

View Document Infoanation

OTP has been sent to mobile number <~""9096>

Fig.14
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Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve

the Virtual ID link.

e The draft gets eSigned as shown in Fig.15:

, Submitted File= for
Closing Apgroval

» Completad
¥ Parked

) Aporoval Raguests

(1

+ Comoletad I

| Fla

» Phy

# Create Naw (5F5)

Fiie NO.BN 5/22016-CMO(PRO)-.CM Office

» Electronic File

e New (Non

) Racycle 8in

Migrate File =)
Dispatch =
Dinpatels ]
ose ]
Reports. 0
Sattings =)

Draft Details
DraftType* NewFresh
Oraft Nature® DO Letter
Language® Enalish
Tasrdetast
Subgad *
Total 1000 | 95C  characters laf

Communication Details

Ministry Choose ong
Depatment Chocsa one
Name DIX
Organization

Adir
Adon
Courtry INDIA
City

Moblle

Note

Use #ApprovedBy# tag fo cisplay the appraved by in tha draft conlent
Use #ApprovedByName# tag to tsplay the approvad by name in the draft content

Choose one
Choase one

Choosa ong

AdaMore Reciplentis)  Clear

Use #ApprovedByDesignation tag to cisplay the approved by designation In the drat content.
Use #ApprovedBy SectionNames 12 to Sisplay the approved by section name In th2 draft content

Use #ApprovedDate® tag 10 M3piay the approved dats In the draf content
Use #¥DocumentNumber# tag to display the document number in the drafl contant

T e 0 T I

OR

e Ifuser chooses “Aadhaar Number” and clicks

Perform eSign

button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.16:
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Fig.16

e Enter the Aadhaar OTP, select the user consent check box, and click m button as show in Fig.17:

-5 C @ @@ nrtpsfesignsennce odaciniesgnApp/OTP ~Q % vy in B
& A
Hsh
2 P . (@
- : Digital India conc
Mintry of Elscirorios and Power To Emaoner Conb ot Davelapmart ol
irormaton Techeciegy Adsrcnd Congudig
Goversmast of i

You are currently using C-DAG €Sign Senice and have been redrected from

COACS 650 Senita

Aadhaar Based e-Authentication

A | 504038038069
Get Virtval If

| 1 nave read ana provice my consent I

View Document Information

Cancet Not Received OTP? Reaend OTF

OTP has been sent to mobile number <*8096>

Fig.17

e The draft gets eSigned as shown in Fig.18:
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Draft Details
o SHbmitted iles for Oraft Type~ NewFresn | Classmen Choose one
Closing Apsroval
Orat Nature® DO Letter [<] Premx Choose one
Fiie Ho.BN 5/212016.C MO(PRO)-C M Office :
Language” English |~ is Sanction £l
Completa = —
+ Complerad Tasfastast
» Parked Subsect*
oroval Racuests
) Total 1000 35C charmcters laft
Communication Details
inistry Choose ons
Depamment Chooae ong >
5 Kots tnbooe » Mame DX Designation
» Buat Qrganization
¥ Carvaiionu Adur . DX
* Drafts I 4goress 2
o fomeee Country INDIA Stale Chaosa one [
4G aTeul BUgATest UgATHSL B1gATHSL B1giTes
L 6 Reg T B BagnTe: City Pincode
g aTen EignTesi ExgaTess Esg Hoblle Landline
cate Ham (575)
* Create N Fax
» Electronic File Emall
w (¥on Signature vglid TS
are Reciplent(s aar
Rty v
(5FS 201 22422 1ST
Reason e
» o s
’ Volume
» Recycle 8in
Migrate File Note :
Use #ApprovedBy# tag 1o cisplay the appraved by in tha draft content
Dispatch Use #ApprovedByNamet tag o tisplar the approved by name in the draft content
o= = - Use #ApprovedByDesignation® tag to cisplay the approved by designation In the drar content.
e v ~ Use #ApprovedBy SectionNames 13g to 3isplsy the 3pproved by SeClion name in 12 draft content
osc Use #ApprovedDate® tag 10 dispizy the approved data in the draf content
Use #Documentlumbe r# tag to display the document number in the draf contant
S Dispatch By Self | Dispateh By oRU | Edit | Custom Sign
Sattings -

Fig.18

Custom eSigning of DFA

Provision of eSigning Draft at customized/desired Position.

o C(reate and approve the draft using the draft creation process. The draft dispatch and sign screens will be

displayed as shown in Fig.19:

Draft Detalls
Draf Type NowFrash Classiled | Choose ine
Draft Nanurer DO Latter ~|  Prefix | Chooee one
Language: Enplish .
tasrstast
Recuesta "3 e
otel £000 | 950 o

Communication Details

Mintatry Chaosa one |
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I ZxzX Desi gnation
DZX
n ZnTest I
+ Comolated
I INDIA | ewate Cnoocze ong [
» Physical Sle
2 ciy Fincods
o iaw (Non Tost
Mabile Landiing
« Cruate fia
Fax
b Elmctranic File g
Email

Add Moce Racipient(s)  Ciear

» Croata Volume

¥ Reacycle 8in

Migrate File =) Note :

=2 Uze #ApprovadBy# tag to apiay the approvad by in tha draft content
EpIRC =) Use #ApprovedBylamed tag to dizplay the approved by name in the draft content.

= - Uze #ApprovadByDosignationt tag to cizplay the approvad by designation in the drak contant
I = = S Uze #ApprovedBy SectionName# {ag lo dizplay the approved by seclion name in the drakt content
feres & Use #ApprovedDated tag 10 Gaplay e approved date in the draf content

Use ¥Documentumber tag to display the document number in the draft content

e — [ocomc o 5 pepscn G  coun o om

Setungs el

Fig.19
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o Click Mt

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

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

3 Draft Details -
mittad Filas for Drafl Type* NawFrash Choose one
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Time FIn (OTF} gats for Aadhaar based suthentication for the purposes of caming out e
pi ot ASP from “<«Name of ASP>> for the Pincods
pupose of «<Purpoge of ASP application with Landline
e-Hastakshar (C-DAC'S Sign Sandez) during =~Starn Datesx ana <<End A
Date" ==, | understand that the Biometnics andfor OTF | provige for audhenticstion shall
be usad only for authenticating my identty through the Aadhaar Authentication system and for
obtaining iy 8-KYC through Aadhaar 8-KYC sevice and for the issuance of Digital Signature
Cenfficate (DSC}Hor Integration puUrpeses andfor no ethar purposes. | uncerstand hat C-DAC Add More Reclgleras)  Clas
shall ensure securty 2nd conficentiaiy of My personal (dentty data prowided for the pumose of
Aathaar based aumentcanon. | alsa nat 1o the af
integration, ASP shall not use my Aadhaar 1D forintegration with C-DAC ESP.
| 1agm- Canzel
Note ;
- Use #ApprovedBy# tag 10 display the approved by in the draft content
P & | Use#ApprovedByHames L2g lo o splzy the approved by name in the draft content
Dinputch ® - | Use #ApprovedByDesignations tag to 3isplay the approved by designation In the draft content.
e = T Use #ApprovedBySectionNames 12Q to dispiay the 2pproved by SeCton name Inthe draft content
EC 5] Lise ¥ApprovedDate taq 10 Aisplsy the approved dats In he dra content
= erx Use #Documentlumber# 154 to dispiay the document numberin Ihe dran content
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Fig.22

e C(lick button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e eSigning Authentication Gateway screen is displayed.

e Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

FEll ST button, as shown in Fig.23
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&« C @ (@ @ hipeyfnic-esign2gateway.nicin/esign faccept Client

Digital India

GateWay Application

NIC ESign Gateway

Please Select Mode of Authentication

®Virtual ID o Aadhar Number

Perform eSign

Fig.23

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

€« [ ] - e - 00 noe =
g ga;
— h4 Oigital India onc
oy & Cotvonn ¢ ¢ . e & Gt
Al e ]
G @
T i e

Asdhaar Based e Audentcation

1

= -

Fig.24

Note:

OTP will be received at the mobile number registered for Aadhaar.

e Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.25:
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AT g Benviss

Aadhaar Based e-Authentication

L 9171160085309305

P

Virtual 1D

View Document Infoomation

Not Received OTP? Ragard O

OTP has been sent to mobile number <~""9096>

&
L
a

Fig.25

Note:

If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve

the Virtual ID link.

e The draft gets eSigned at the desired (custom) position, as shown in Fig.26:
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e Ifuser chooses “Aadhaar Number” and clicks

Perform eSign button.

e eSigning screen appears, enter the twelve digit Aadhaar ID and click Get OTP button as shown in Fig.27:

€« [~ - » o, oo no =
W&
Diginal india oo

G
Bt

Asxshaar B3sed e Audenucason

Fig.27

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

R O s

= Digital India
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CUACE obgn Serie

Aadhaar Based e-Authentication

4 | 604038938069
Get Virtval If

B e

| [ 1 nave read ana provice my consent l

-

OTP has been sent to mobile number <*““§096>

View Document Information

Hot Recened OTP? Beaend OTF

o The draft gets eSigned at the desired (custom) position, as shown in Fig.29:
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Fig.29

eSign of File Noting

Pre-requisites:

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

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

Note:

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

To sign the file while sending the file to the recipient, performing the following steps:

d .
Itab from the menu bar, the Send screen as appears is

e Select the file from Inbox or Created list and click =€n
shown in Fig.30:
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Subject
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Fig.30

e Enter the mandatory metadata and click EORNEN D button in the Send screen, the Consent form will be

displayed as shown in Fig.31:
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Fig.31

Note:

Remarks field is mandatory for eSign process.

e (lick the button to continue the eSigning process.

Note:

If required, cancel the eSigning process by clicking button.

e eSigning Authentication Gateway screen is displayed.
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e Choose the authentication mode as “Virtual ID” or “Aadhar Number”. If user chooses “Virtual ID” and clicks

Perform eSign button, as shown in Fig.32:

« L (L @ hipefric-esign2gateway.nicin/esign faccept Cient e @3y In @ 3

b ’v Digital India o
-
GateWay Application
NIC ESign Gateway

Please Select Mode of Authentication

®Virtual ID o Aadhar Number

Fig.32

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

OTP will be received at the mobile number registered for Aadhaar.

o Enter the Aadhaar OTP and select the user consent check box and click on m button as show in Fig.34:

< ¢ @ D@ hipsesignsenvice odacindesign 1/0TF U R s
o @ outa/nds
oAt T
You are currently using C-DAC eSign Servce and have been redrected from
Gltan
M:Ac-.ag-smam
Aadhaar Based e-Authentication
Get Virtual 1D
& | seenes
| 1 have read ano provide My consent |
View Document Infoanation
OTP has been sent to mobile number <~"9096>
Fig.34
Note:
If user does not have a Virtual ID or forgotten his/her Virtual ID, then click Get Virtual ID link to generate/retrieve
the Virtual ID link.
o The file noting gets eSigned as shown in Fig.35:
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Computer No: 1273883

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

Subject: Fcod and Health Ministry

B Plwdiin

e

|{ Nofing | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |

B |Add Green Note

= :Add Yellow Note |

Note # 1

Narendra Jadhav

27/04/2016 12:10 PM

Congress -led protests over imposition of President's rule in Uttarakhand today led to wastage
of the second consecutive day of Rajya Sabha which saw repeated adjournments and early
termination of the day's proceedings.

As the Upper House met for the day, five new members including Sukhdev Singh Dhindsa ,
Swapan Dasgupta and Subramanian Swamy , Olympic medalist boxer M C Mary Kom and

, member of erstwhile National Advisory Council (NAC) took oath.

Prime Minister Narendra Modi , who was present, greeted them.

However soon after the oath, Congress members trooped into the Well of the House and
shouted slogans, after government rejected their demand for a disqussion on a motion on
dismissal of the Harish Rawat led government in Uttarakhand . —

KAILAgf M BADHAN
(UNDER SECRETARY ]

OR

e [fuser chooses “Aadhaar Number” and clicks

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

Fig.35

Perform eSign button.
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e Enter the Aadhaar OTP, select the user consent check box, and click

button as show in Fig.37:
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View Document Information
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Fig.37

The file noting gets eSigned as shown in Fig.38:
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Computer No: 1279832  File No: FCS-23019(13)/1/2016-CMO(TAPAL)-CM Office Subject: Food and Health Ministry
|' Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |
B Dt T irm

B |Add Green Note = :Add Yellow Note |

Note # 1

Congress -led protests over imposition of President's rule in Uttarakhand today led to wastage
of the second consecutive day of Rajya Sabha which saw repeated adjournments and early
termination of the day's proceedings.

As the Upper House met for the day, five new members including Sukhdev Singh Dhindsa ,
Swapan Dasgupta and Subramanian Swamy , Olympic medalist boxer M C Mary Kom and
Narendra Jadhav , member of erstwhile National Advisory Council (NAC) took oath.

Prime Minister Narendra Modi , who was present, greeted them.

However soon after the oath, Congress members trooped into the Well of the House and
shouted slogans, after government rejected their demand for a disqussion on a motion on
dismissal of the Harish Rawat led government in Uttarakhand . -~

27/04/2016 12:10 PM KAILA\S'ﬁM BADHAN
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Fig.38
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