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Objective of the Application

The need for transforming conventional government offices into more efficient and transparent e-offices, eliminating huge
amounts of paperwork has long been felt. The eOffice product pioneered by National Informatics Centre (NIC) aims to
support governance by using in more effective and transparent inter and intra-government processes.

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

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

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

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

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

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

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

Manual techniques for diarising, moving and recording of Files/Letters, makes the tracking of those files/letters a very
difficult task, thus delaying the work and decreasing the efficiency. Due to the inefficiency of tracking with the manual
system, there arose a need for a Computerized File Tracking System.

An automated office attempts to perform the functions of ordinary office by means of a computerized system. In a manual
office scenario, there are thousands of letters and files and their manual tracking is not a very easy task. A computerized
File Tracking System enables users to track these letters and files within seconds. Also, dispatch and record keeping are
made easy. It ensures proper distribution of work load, thus increasing the efficiency of the system and bringing
transparency to the system. The system simulates the manual system in a digital environment.
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eFile Modules

eFile module comprises of Sections which are inter-dependent to each other and manages the official work flow of
the entire life cycle of a Document/DAK which is received by the organization.

that constitute eFile application are Receipts, Files, Dispatch, Reports, and so on. Each section comprises of
different links that helps the user to easily utilize the functionalities of different sections of the eFile.

The starting process is
First of all, let’'s learn about how to use the receipts section of eFile.
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Receipts

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

The links available under Receipts section are mentioned below:
e Browse & Diarise
1. Physical
2. Electronic
e Inbox

e Email Diarisation

e Created
e Sent
e Closed

e Acknowledgement
1. Created

2. Sent

e Recycle bin

c@ffice

Py ———— & C.5 BHATT UDC(HS)2 |

eFile electronic file system o Advanced | Help

Receipts =
» Browise & Diarise

-+ Physical

+ Electronic
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» Sent
» Closed
» Acknowledgement
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-+ Sant I

» Recycle Bin

Files

& |®

Migrate File

Dispatch

&

Dispatch

]

DSC

|

Reports

&

Settings

&)

Notification

]

Ext Department

|

Fig.eFile.1
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Let’s have an introduction about these Links one by one:
Browse & Diarise
The Browse and Diarise link under receipts section includes two sub modules:
1. Physical
2. Electronic

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

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

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

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

Classification levels are as follows:
e Normal
e Confidential
e Secret

e Top Secret
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To Diarise the Electronic Receipt, user has to perform the following steps:

b Brovse & Diarise

1. Click the Electronic module under Browse and Diarise (
in Fig.eFile.2:

link of Receipts section, as shown

c@ffice

A ORI WORKAAGE IOAVTION & Deepika Saini_Steno-1(DM-IT

Receipts =
» Browsse & Diarise

-+ Physical

» Inbox

» Email Diarisation

) Created

» Sent

» Closed

» Acknowledgement
+ Created

-+ Sent

» Recycle Bin

Files (€3]

Fig.eFile.2

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

eSSl & Deepika Saini_Steno-1(DM-II} ~
eFile etectronic file sys Search Fe) Advanced | Help
Receipts = [ ]
+ Browse & Diarise Upload(Only PDF upto 500 MB)* | upload Fitc | [=)Diary Details
“» Physical - _____________________ Classified Choose one [~] Language English [~]
- El=ctronic o e 1 Delivery Mode* | By Hand [~]  Letter Ref. No
E S e o A
b Inbox Mode Number File Number
» Email Diarisation Type Letter Letter Date E
» Created . T
b Sent - Received Date 16/09/2014 E Diary Date 6/08/2014
» Closad : VIP Chogcse one Dealing Hands | Choose One
* Acknawledgement A VIP Name Choose one
Created <
zos LNy =Contact Details [] Add to Address Book
+ Sent
Aeoyele Bi I Ministry Choose one
» Recycle Bin < ;
N Department Choose one
Files 7 \
\ 7 Name Designation
Migrate Fil
R e c ‘Crganization
Gocel Address 1 *
Dispatch Address 2
DSC Country INDIA State Choose one
Reparts City Pincode
ST Mobile Landiine
Notification Email
TSRS [=lCategory & Subject
Main Category® Choose one
Sub Category Choose One
Subject*
Enclosures
[ customize Acknowledgement
Generate & Send | Generate & Copy

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

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

c@ffice
£ ORITAL HORKRACE SOUUTION & D ka Saini_Steno-1(DM-1I) -
EFilE electronic file system
Receipts
P Upload(Only PDF upto 500 MB)* =IDiary Details
+ Physical Classified Choose one [»] Language English
+ Electron 8 o T Ew Delivery Mode* | By Hand Lefter Ref No
005E ki 0 Uploa
} Inbox — i ‘ Wode Number File Number
{ J=|/% » Computer » - |+ Search Computer
+ Email Diard Gu ‘ig p 4] B L Type Letter Letter Date 5
} Created - =2 .
) Sent Organize == o e Received Date  [1/00/2014 @ Diary Date 92014
» Closed 475 Favorites — < Hard Disk Drives (2) P Choose one Dealing Hands | Choose One
» Acknowileds B Desktop Local Disk (C:) 1P Name Choose one
Created Downloads o !
:Smi e ;& pomesd: 50.6 GE free of 975 GB ¢00ntact Details [[] Add to Address Book
eni = r
» Recycle Bi Local Disk (D) Ministry Choose one
cycle Bi -
o7
o 4 ﬂD!JerFIES 0 171 0B frec of 135 GB Department Choose one
[ Documents = R R N D i
== & 4 Devices with Removable Storage (1) ™ esignation
= 4 Music Drganization
i 1 12 Pictures =
sl = DVD RW Drive () Address 1
. 3 - B Videos =
Dispatch | Address 2
DSC Y[« Computer ‘ Country INDIA [v] state Choose one
Reports | &, Local Disk (C) | City Pincode
Settings : [» 5 Local Disk (D) W obile Landiine
Notification| | o .. - Email
Ext Daparth EIe ~  [ANFils ) -  SEER S ETREE
1 [ ] [ ] ain Category* Choose one
Open Cancel
ub Category Choose One
\ =
I Subject
Enclosures
[ customize Acknowledgement
Generate & Send || Generate & Copy
Fig.eFile.4

3. After entering the name of the receipt, Click the Open (

gets uploaded under Browse and Diarize screen.

Dpen

4. Enter data in all mandatory fields on the Browse and Diarise Page.
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S = % Deepika Saini_Stenc-1(DM-1I) ~
eFile electranic tite system Search D Advanced | Help
Receipts = | - - !
b Browss & Disrize Upload{Only PDF upto 500 MB)+ Upload File (= Diary Details
————— " .
» Physicsl - Classified Mormal Langusge English
= Electrenic Delivery Mode* By Hand Letter Ref. No
¥ Inbox Mode Number File Mumber
» Email Diarisation
This is 2 test document for Receipt Craation. Type Letter Letter Dste 16092014 i
b Created
) e Received Date 16/082014 [  pieyDate EIDGI2014
b Closad vIP Choose one Dsaling Hands Choose One
* Acknowledgement VIP Hame Choose ong
- Created .
. (=IContact Details [ Add to Address Book
» Semt
I Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralaya)
» Recycle Bin
Department Choose one
Files = E
Name 'C.5 Bhatt Designation unc
Migrate File =
Organization Qio Home Secretary
B L Address 1 - Horth Blozk
Dispatch =2 Address 2
DSC = Country INDLA State Choose one
Reports (=] City Pincode
Settings Ea] Mobile Landline
MNatification (=] Email
ElCategory & Subject
Ext Department [+ egory !
Main Category* Bills Payment
Sub Category Choose One
Subject Telephone Bills Payment
Enclosures
[] customize Acknowledgement
5 Generate & Send Generate & Copy
827 x11.70in £ [ ] 3

Fig.eFile.5

5. Clicking the Generate button (Fig.eFile.5) on Browse and Diarise page to generates a unique Diary number.
As a result, the receipt gets generated along with the specified metadata.

e@ffice

Y e & Deepika Saini Steno-1(DM-II) ~

eFjle electronic file system Mvam:ed | Help

| Send | Putin aFile | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt |
Receipts = —_— i
¥ Browse & Diarise ~  [EReceipt Details

+ Physical ReesptNO®  y33444/2014/0FFICE OF DMI £ File No-
-+ Electronic From : C.5.Bhatt Designation : unc
¥ Inbox This is a test document for Receipt Creation. Main Category :  Bills Payment Sub Category ©
» Email Diarisation Address : North Block Sent Date :
b Created Letter Ref. Mo Lefter Date - 16/3114
) Sent Subject : Telephane Bills Payment Enclosures: -
b Closed [=Movement Details
¥ Acknowledgement SentBy  +SentOn  ~SemtTo  ~Action ~Remarks  ~ReadOn  v~v~
+ Created
+ Sent
b Recycle Bin I
Files # )

Fig.eFile.6

Nine (9) Menu bar options are associated with an Electronic receipt after it is generated, are provided to the user as
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shown in Fig.eFile.7:

e@ffice

D A & Deepika Saini Steno-1(DM-II} ~

[ ——e—_—

eFjle electronic file system

| Send | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt |

Receipts =
} Erowse & Diarise i ] RECEipt Details
+ Physical Receiptho:  333441/2044/0FFICE OF DMMI £ File No-
-+ Electronic From : C.5 Bhatt Designation - upc
¥ Inbox This is a test document for Receipt Creation. Main Category - Sills Payment Sub Category
» Email Diarisation Address : MNorth Block Sent Date :
» Created Letter Ref. No Lefter Date 161914
b Sent Subject - Telephone Bills Payment Enclogures: -
b Closed [=Movement Details
b Acknowledgement SentBy  ~ SentOn < SentTo  ~ Action  ~ Remarks ~ Read On vy
+ Created
-+ Sent
} Recycle Bin I
Files o] 1
Fig.eFile.7

a) Send: User can use this option to send the receipt to the intended recipient.
To send the generated receipt, user has to perform the following steps:

1. Click the Send link shown in Fig.eFile.8:

c@ffice

o et A denution 4 Deepika Saini Stenc-1(DM-1I} ~

eFile etectronic file system Search P Advanced | Help

Put in a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt |

Receipts =
} Browse & Diarise [=/Receipt Details
+ Physical REEDING:  g324192014/0FFICE OF DMl 3 File No
+ Electronic From : C.5 Bhatt Designation: ~ UDC
¥ Inbox This is a test document for Receipt Creation. Main Category - Bills Payment Sub Category
» Email Diarisation Address North Block Sent Date :
} Created Letter Ref. No Letter Date - 1619114
} Sent Subject : Telephone Bills Payment Enclosures: -
} Closed = Movement Details
b Acknowledgement Sent By ~ Sent On ~ SentTo ~ Action - Remarks ~ Read On vy
+ Created
+ Sent
} Recycle Bin I

Fig.eFile.8
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2. As a result Send page is displayed, either directly enter the name, marking abbreviation or
section/organization unit name of the recipient in the ‘To’ field (Fig.eFile.9).

Py & Deepika Steno-1(DM-II) ~
eFile etectronic file m [E— Fe) Advanced | Help
Send
Recei| =
= = Selected Receipts

» Browss & Diarise

-+ Physical

+ Electronic Receipt Number Subject

O + (1233411/2014/0FFICE OF DM-II Telephone Bills Payment
b Inbox
b Email Diarisation = S| -
» Created ADITI BHATIA--ASST1(AD-V)--OFFICE OF ADMN-V A
p Sent
C.P. BHATT--DIARIST(S50)--OFFICE OF S50
} Closed
b Acknowsdgement cc €.5 BHATT--UDC[HS]2--0/o of HS(MHA)
v
-+ Created Ny - LG ]-0
DAA BHATT—PA TO US(PLG)—0/0 US PLANNING CELL

+ Sent I
} Recycle Bin et Due Date 53}
s (3] Action Forward
B 3] Priority Ordinary
Dispatch = Total 1000 | 1000 charactars left.
Dispatch =
DSC (3] Remarks
Reports ]
Settings =
e = [(send 2= sticky not=
Ext Department  [+] Send

Fig.eFile.9

Or Click the ‘To’ link and click on Contacts tab and selection can be made on the basis of nhame, marking
abbreviation or section/organization unit of the recipient from the list box and (Fig.eFile.10).

o i et S & Deepika Saini Steno-1(DM-II} =
E.'Fi le etectrenic file system Search D Advanced | Help
Send
Recei =
= = Selected Racsipts
b Browse & Diarise
-+ Physical
+ Hlactronic Receipt Number Subject
+-(] 233411/2014/0FFICE OF DM-II Telephone Bills Payment
» Inbox
+ Email Diarisation C.S BHATT—-UDC{HS)2—0/o of HE(MHA
» Created Preferred List  Groups [x]
} Sant
b Acknowledgement == Name Marking Abbr Organisation Unit
+ Created [ crer CRPF CRPF-Div
+Sent C.5 BHATT UDC(HS)2 Ofo of HS(MHA)
) I [Jc s panpeY Sub-Inspt( IPS-1) 1Ps-1
} Recycle Bin EEraEs
[ evrIL GERVASIS UDC-1{MOS{R)} /0 MOS { R}
Files = f— [ oaLEIR SINGH UDC10.REI REI(NE)
- DAL CHAND LDC(FFR; OFFICE OF SO(FFR(P
Migrate File = Priority [ {FFR) (FFR(PD)
[[] palip Singh Tanwar UDC Delhi-I Desk DELHI-1 DESK
Dispatch = [ palit Singh DIR(ANC) Diractor([ANO)
Fe—— s = [] pALIT SINGH HEAD CONSTABLE-CRPF(PERS-II) Pers-II
[ oaRwAN SINGH uDC-1 OFFICE OF SO(FFR(P))
DSC = Remarks
= %< 1819202122323 24235
Reports E3) 2627 = x>
Settings &) Add to: Preferrad List
Motification =
Ext Department  [+]

Fig.eFile.10
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3. Similarly, ‘CC’ option can be used if user wants to mark a copy of receipt to other users as well, follow the
steps as mentioned in above points 2.

Note: In case of forwarding receipt, multiple recipients can be sent by using semi colon (;) as separators.

4. Provide Due date (if required) for the receipt using the calendar (E?]) link adjacent to the Due Date text box.
5. Select Action which has been taken on the receipt from the dropdown menu.

6. Setthe Priority (if required) of the receipt from the dropdown menu.

7. Type Remarks (if required) in the Remarks text box, and click the Send ) button, as shown in

Fig.eFile.11:
e@ffice
At otaradd i we Deepika Saini Stenc-1(DM-IT} ~
eFile etectronic file system Saarch o Advanced | Help
| 5=nd |
Receipts =
Selected Receipts
} Browse & Diarise
+ Physical
+ Electronic Receipt Number Subject
| + (_1233411/2014/0FFICE OF DM-II Telephone Bills Payment
» Inbox
» Email Diarisation To €.5 BHATT--UDC(HS)2—-0/o of HS(MHA
» Created
) Sent Deepika Saini--Stenc-1 (DM
-II)--QFFICE OF DM-
} Closed II;SUMAN BRJAJ--PR(SB)--
b Acknovladgement « OFFICE OF US(FM-IVEENO-
II
+ Created !
{Use semicolon(;) to seperste recipients.)
+ Sent
» Racycla Bin Sat Due Date 18/03/2014 &
Files = Action Forward
Migrate File (7] Priority Ordinary
Dispatch 3] Total 1000 | 573 charscters left.
Dispatch = Please provide the comments
DSC = Remarks
Reports =
Settings (2]
e el [Jzand == sticky note
Ext Department (£ Send |

Fig.eFile.11

8. As aresult, the scanned and created receipt is sent to the intended recipient(s).

Note: User can also Pull Back the sent receipt from the intended recipient even when the receiptis in the
Inbox of the recipient, using the Pull Back link available in Sent section of Receipt Module. In case, the
recipient has opened the receipt, then pullback option is inaccessible.

b) Putin a File: User can use this option to put the generated receipt into a concerned file.

Note: If any File/Receipt is attached with the desired Receipt, then ‘Putin a File’ option will not work. To
do so, user needs to first detach the attached File/Receipt from “Attach File” menu bar option.
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To put up areceipt under a file, user has to perform the following steps:
1. Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.12:

e@ffice

B e L 4w Deepika Saini Stenc-1(DM-II} «

eFile electronic file system D Advanced | Help

| Send || Putin 2 File|| Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt |
Receipts =
} Erowse & Diarise Ii [=IReceipt Details
* Physical Receipt No - 233411/2014/0FFICE OF DMl £ File No -
* Blectronic From C.5.Bhatt Designation : upDc
» Inbox This is a test document for Receipt Creation. Main Category :  Bills Payment Sub Categery :
» Email Diarisation Address North Block Sent Date -
» Created Letter Ref. No: Letter Date 16/8/14
» Sant Subject : Telephone Bills Payment Enclosures:
} Closed = Movement Details
} Acknowladgement Sent By ~ Sent On ~ SentTo ~ Action ~ Remarks ~ Read On vy
-+ Created
+ Sent
» Recycla Bin I

Fig.eFiIe.iZ

L . . . Attach i i

2. Select a file in which the receipt needs to be attached and click the Attach ( button (Fig.eFile.13),
as a result the receipt gets attached under the selected file. User can also search the files nhumber using
Year and Search fields.

S eV & Deepika Saini_Stenc-1(DM-II} =
L — ———
| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Raceipt |
Receipts =
} Browss & Disrise »  EIReceipt Details
+ Physical Receipt No : 233411/2014/0FFICE OF DM-II £ File ho
+ Electronic From C.5 Bhatt Designation : ubc
This is @ test document for Receipt Creation.
+ Inbox Main Category - Bills Payment Sub Category :
 Email Diarisation Address : MNorth Block Sent Date :
» Created Letter Ref. No - Letter Date 16/814
» Sent Subject : Telephene Bills Payment Enclosures:
b Closed (=) Search Files for Attach
b Acknawledgement IYeﬂr‘ZOM v | Sean:h| I
-+ Created -1
+ Sent B-12012/23/2014- ~
I (O E 3241498 QFFICE QF US File@rk&001
} Recycle Bin (DM-11)
- B-12013/19/2014-
Files = O B 324153 oFFIcE oF oMl PP
Migrate File = B-12013/18/2014-
- E 3241603 OFFICE OF DM-lI- FDI Making Volume File
Dispatch (E3) = “olume(2)
Dispatch = O E 3241653 g.;;‘cgégi%:m.‘ File@rk7003
DSC [E3]
s - RS5-12017/23/2014 .
) E 3241656 File@rk7004 W
Reports [E3] -OFFICECFDMAI | e e
= 2123
o .
Motification =
Ext Department [+

Fig.eFile.13

Note: The list contains files which are presentin ‘Created (Completed)’ or ‘Inbox’ section of File.
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c) Copy: User can use this option, in cases where the multiple correspondences are received from the same
person or organization.

eeornice

T « Deepika Saini Steno-1(DM-11) v

E T e | <

eF]’Ie electronic file system

| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Raceipt |
Receipts

[= Receipt Details

} Browse & Diarise

+ Physical Ressiptho:  533411/2014/0FFICE OF DMI £ File o
+ Electranic From: C.5Bhatt Designaion:  UDC
¥ Inbox This is 2 test document for Receipt Creation. Main Category :  ills Payment Sub Category :
» Email Diarisation Address Morth Block Sent Date
V Created Letter Ref. Mo : Letter Date - 16/9/14
b Sent Subject : Telephone Bills Payment Enclosures: -
b Closed = Movement Details
b Acknowledgement SentBy  ~ SentOn  ~SentTo  ~ Action  ~ Remarks - Read On vy
+ Created
+ Sent
} Recycle Bin I
Fig.eFile.14
1. By using the Copy option the metadata fields automatically gets filled with the same details and user only
needs to upload the document by using Upload File button, as shown in (Fig.eFile.15).
e@ince I \
Aot s sonatn @ Deepika Saini_Stenc-1(DM-II) ~
Receipts = | |
» Browse B Diarise Upload(Only PDF upto 500 MB)- Upload File = Diary Details
 Physical e Classified MNormal Language English
- Elsctranic B Delivery Mode* By Hand Letter Ref. Mo
» Inbax Mode Mumber File Mumber
» Email Diarisation This is demonstration of Copy featurs Type Letter Letter Date 15/08/2014 (5l
» Crestsd
) e Recsived Date 16092014 il Diary Date 16/09/2014
» Closed VIP Chooss ons Dealing Hands Choose One
» Acknowledgement WIP Name Choose one
: ::i“d I Contact Details [] Add to Address Book
\ Rasyce Bin I Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralsya)
. - Department Choose ene
Files +
= Mame’ C.S.Bhatt Designaticn uDc
Migrate File 3]
Organization Gio Home Secretary
Dispatch <] c Address 1+ Horth Black
Dispatch = Address 2
psc = Country INDIA State Choose one
Reports = City Pincode
Settings ] Mobile Landline
Notification = Email
T [=lCategory & Subject
Main Category* Bills Payment
Sub Category Choose One
Subject- [Telephone Bills Payment
Enclosures
| ] customize Acknowledgement
==

Fig.eFile.15
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2. Upon clicking the Generate button, a unique Diary number gets generated along with the specified

metadata.
1 A sk @ Deepika Saini Steno-1(DM-1T) =
CE S s | 1
‘ Send | Putin a File | Copy | Dispatch | Detzils | Movements | Edit |  Attach File | Attach Receipt |
Receipts = - -
¥ Browse & Diarise o [=/Receipt Details
) : T .

* Physical Receiptho:  334220201410FFICE OF DM 1 File No'

* Elecureric From C.55hatt Designstion©  UDC
» Tnbox This s demonstration of Copy feature Main Category :  Bills Payment Sub Category ©
¥ Email Diarisation Address North Block Sent Date -
b Crested Letter Ref. No : Letter Date - 16/9/14
b Sent Subject - Telephone Bills Payment Enclosures:
b Closed [=Movement Details
¥ Acknawledgement SentBy - SentOn ~SentTo = Action  ~ Remarks ~ Read On v

+ Created

4+ Sent
¥ Recycle Bin I
Files =

Fig.eFile.16

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

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

1. Click the Dispatch link.

e@ffice - &
L AR A ; Deepika Saini_Stenc-1(0OM-1I] ~

Seamh p imnced l “gp

| Send | Putin s Fie | O]pyl Dispatch lne\airs | Movements | Edit | Attach File | Attach Receipt | ‘

Receipts =

- =IReceipt Details

+ Browise B Diarise

+ Physical Receipt No: 23342212014/0FFICE OF DMUI 53 File Mo -
- Electronic From - C.5.Bhatt Designation - uoc
R This s demonstration of Copy feature Main Category Bills Payment Sub Category -
» Email Diarisation Address - North Block Sent Date
b Crested Letter Ref Mo : Letter Date - 16/9/14
b Sent Subject - Telephene Bills Payment Enclosures:
» Closed =IMovement Details
b Acknowledgement Sent By =~ Sent On ~ Sent To ~ Action ~ Remarks ~ Read On =
# Created
» Sent
» Recycle Bin I
Files =

Fig.eFile.17

2. As aresult the confirm message will appear, to move the generated receipt to the inbox for dispatching, as
shown in Fig.eFile.18:
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Ao ot s 4 Deepika Saini Stenc-1(DM-II} ~
Advanced | Help
|Send|Putmal—‘|Ia|Cnpy\|:' Lol i PO = P R TP A =P I YO RSP
Receipts =] Confirm . =
» Browse & Diarise (=/Receipt Details
This receipt is created. ) T )
+ Physical 0 Dispatching the same will move the receipt to your inbox Receipt No: 233426/2014/0FFICE OF DMHI = File No -
) i inue?
-+ Blectronic Do you wish to continue? From: C.3.Bhstt Designation : unc
) Inbox This i 2 test document for Rece oK Main Category ©  Bills Payment Sub Category
» Email Diarisation Address Morth Black Sent Date -
¥ Created Letter Ref. No : Letter Date 16/9/14
) Sent Subject : Telephone Bills Payment Enclosures: -
» Closed [=IMovement Details
b Acknowledgement Sent By ~ Sent On - Sent To ~ Action ~ Remarks ~ Read On vy
+ Created
4+ Sent
» Recyde Bin I
Files =

Fig.eFile.18

3. Atfter confirming, the dispatch window is displayed as shown in Fig.eFile.19, having all the metadata on right
side prefilled as per the details entered while diarizing the receipt.

c@ffice

P e - ika Saini Stenc-1(DM-I1} -~
eFile electronic file system ye) Advanced | Help
Send | Reply | Putin a Filz | Copy | Dispatch = Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | |
Receipts =
» Browse & Diarise
+ Physical B
- New Draft =l Draft Details
- Electronic
or Draft Typs" [~] cClassified Choose one
» Inbox
o B 7 U & |E = 3 B syl - Paragraph = FontFamily - Draft Naturs Choose One GO Prefix
» Ermail Diarisation
+ Crested Eont Size BIEEREE RN~ N ] | LI @ Language* English [~
» Sent XA @ Aty —a | % % |2 @ F-H =| ubject - Telephone Bills Payment
b Closed = | | | | A~ %2 - | &y () || english (F22) |+ { Maximum of 250 Characters )
» Acknowledgement — cEC™]
+ Creatad | Recsipt Number = == Reply Type Choose one
-+ Sent o .
I = Communication Details
» Recycle Bin
Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralaya)
Files =+
Department Choose one
Migrate File =
o = = Nams C 5 Bhatt Designation unc
Dispatch = Organization Ofo Home Secretary
Dispatch = Address 1 - MNorth Block
Dsc = i Address 2
REports = Country INDIA State Chooss ons
Settings = City Pincode
= Mobile Landiine
Notification =
_ Fax
Ext Department [+
Email
Add More Recipient(s)
=l Attachments
Path: Words:D

Fig.eFile.19

Note: No file should be attached to the receipt while dispatching of same receipt.
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4. User now creates the draft reply in respect of the receipt, and click the ‘Save’ ( button.

5. A unique number called as Draft Number gets assigned to the draft which is sent for further process, as
shown in Fig.eFile.20.

[r=rrrery——— % Deepika Sainr Stene-TDH-IT~ |
eFile etectronic file system e Advanced | Help
—
| Send' Reply | Putin a File | Copy | Dispatch | Details | Mavements | Edit | Close | View Draft | Attach File | Attach Receipt |
Receipts =]
} Browse & Diarise Draft No. : DFA/3004332 - | Draft Status :
¥ 1.0 DFA
-+ Physical I h
. =l Draft Details

-+ Electranic

» Inbox
Draft Nature G.0. Prefix

» Email Diarisation
» Crested Language® ]
b Sent =
» Closed This 15 regardimg the approvel of the leter. Subject —
» Acknawledgement 2334267014107 FICE (]

-+ Creatad Receipt Number Reply Type

o
+ Sent e 4
I (= Communication Details
» Recycle Bin
= Attachments Attach File

Files =
Migrate File =
Dispatch [E3]
Dispatch (3]
DSC =
Reports [E3] I
Settings (3]
Notification =
Ext Department [+

Fig.eFile.20

6. Clicking on Send button will take the user to Receipt Send page.
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section)
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e) Details: User can use this option to view the details of the generated receipts, as shown in Fig.eFile.21.:

e@ffice

@ B, A4 b

Stenc-1(DM-II) -

cEl st Search Advanced | Help
‘ Send | Reply | Putin a File | Copy | Dispatch ' Details ||anemenl3 | Edit | Close | Wiew Draft | Attach File | Attach Receipt |

Receipts =2
} Browse & Diarise + | EIReceipt Details

+ Physicsl Receipt ho - 233426/2014/0FFICE OF DMl m=  Fie Moo

+ Blectronic From : C.S.Bhatt Designation upc

This s 2 test document for Recipt Creation.

» Inbox Main Category - Bills Payment Sub Category -
» Email Diarisation Address - Morth Block Sent Date - 16/09/14 D2:42 PM
» Crested Letter Ref. No : Letter Date 16/9/14
» Sent Subject : Telephone Bills Payment Enclosures: -
b Closed

b Acknowledgement

+ Crested

+ Sent
» Recycle Bin
Files (]
Migrate File [E3]
Dispatch =]
Dispatch (]
DSC =
Reports =]
Settings (]
Notification =

Ext Department (=]

m

(= Dispatch history
Ne Record Found

(=l Attached Files
Ne Record Found

(= Attached Receipts
Ne Record Found

(=lDetached Receipts
History
No Record Found

= Detached Files History
No Record Found

Fig.eFile.21

f) Movements: User can use this option to track the Movements of the receipt which automatically gets
updated as Receipt moves further as shown in Fig.eFile.22:

cenice

P e

eFile electronic file system

—

& Deepika Saini Steno-1{DM-IT} ~

Receipts

b Browse & Diarise
-+ Physical
-+ Electronic

+ Inbox

» Emnail Diarisation

b Crested
} Sent
¥ Closed
b Acknowledgement

+ Created

+ Sent
} Recycle Bin
Files =
Migrate File [E3]
Dispatch [E3]
Dispatch [E3]
DSC [E3]
Reports =
Settings =
Motification =
Ext Department [+

| Send | Reply | Put in a File | Copy | Dispatch | Details |Muvemen|3' Edit | Close | View Draft | Attach File | Attach Receipt |

‘This is & test document for Recsipt Creation.

T
-

m

=l Receipt Details

Receipt No 233426/2014/0FFICE OF DM-Il &=
From C.S Bhat

Main Category - Bills Payment

Address : North Block

Letter Ref. No :

Subject : Telephone Bills Payment

Sent By

~ Sent On ~ Sent To

Daepika Saini,OFFICE OF DM 16/09/14

-II -1

Deepila Saini, OFFICE OF DM

File No :

Designation : upc

Sub Category :

Sent Date - 16/09/14 02:42 PM
Letter Date : 16/9/14
Enclosures: -

~ Action Remarks 1639 ...
on

Copyright © NIC, 2014
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g) Edit: User can use this option to edit the Metadata fields of the Receipt before sending it to the intended

recipient.

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

1. Click the Edit link ), as a result the Metadata fields get active, as shown in following Fig.eFile.23:

At i st 4 Deepika Saini Steno-1(DM-11) *
eFile electronic file system Saarch el Advanced | Help
| Send | Reply | Putin a Fil= | Copy | Dispatch | Datails | Movaments | Edit | Close | View Draft | Attach File | Attach Raceipt |
Receipts =
\ Browse & Dinrise Upload(Only PDF upto 500 MB): (= Diary Details
N I .
-+ Physical - Classifisd MNormal Language English
+ Electronic Delivery Mode* By Hand Letter Ref. No
» Inbox Mode Number File Number
L This is atest document for Recsipt Creation.
» Email Diarisation Type Letter Letter Date 16/09/2014 E
» Created
- Received Dale 150872014 7  Diary Date 16/09/2014
i
» Closed VIP Choose one Dealing Hands Choose One
» Acknowledgement WIP Name Choose one
+ Created .
=l Contact Details [J Add to Address Book
+ Sent
) Recycle 8 I Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralaya)
ecycle Bin
Department Choose one
Filas =
Name C.5.Bhatt Designation uDc
Migrate File = B
Organization Ofo Home Secretary
s £3 Address 1 - Norih Blosk
Dispatch (O] E Address 2
DSC [E3] Country INDIA State Choose one
Reports ® City Pincode
Settings = Mobile Landline
= Email
Notification =
— [=lCategory & Subject
Ext Department [+
Main Category* Bills Payment
Sub Category Choose one
Telephone Bills Payment
Subject
Enclosures
- Save Receipt |

Fig.eFile.23

2. After making required changes in Metadata fields, click the Save Receipt button to save Metadata
(Fig.eFile.23).
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h) Attach File

To attach areceipt with a file, user has to perform the following steps:

Click the Attach File ) link, as a result list of files will appear, as shown in Fig.eFile.24.

Receipts

‘ ‘ Send | Reply | Putin a File | Capy | Dispatch | Details | Movements | Edit ' Close | View Draft

) Browse B Diarize
+Bhysical

+Electronic

) Tnbox (3]

) Email Dizrisation
) Created

) Sent

) Closed

Commencement Certificate

F
I Attach File | Attach Receipt |

File No:

Designation :
Sub Category :
Sent Date:
Letter Date:

Enclosures:

IAJOR GENERAL

T4 1027 Al

“ [ Receipt Details

Receiptlo: RS0 S AVD4D] B
from: TN P GADKARI
Main Category: ACC Proposals
Address : ARMY WAR COLLEGE
Lefter Reference lo:
Subject: £0ffice pian

[T e

Fig.eFile.24

Upon clicking on Attach File tab, list of files which are lying users File Inbox and File created appears, user can search
for the file from Year and Search fields, as shown in Fig.eFile.25.

EWCT

B Dtas monms BT

e F l].e electronic file system

Search

Receipts =

] | Send | Reply | Putin = File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |

» Browse & Diarise
=+ Bhysical

? Electronic

¢ Inbox (3)

» Email Diarisation
b Created

» Sent

b Closed

b Acknowlzdgement

To

| HOD, eOffice Project Division,

Ext Department  [+)

-+ Created

i
» Recycle Bin
Files =
Migrate File =
Dispatch E3]
DSC =
Reports =
Sattings =
Notification =

NIC-HQ, New Delhi

Dear Sir,

Lis to certify that the implementation of eOffice has started

1) Shram Shakti Bhawan
) Jaisalmer House
3) Jam Nagar House

With Warm regards
)
< Ty

GOUTAM R’a’_

DIRECTOR{T MANAGER

Commencement Certificate

-

=IReceipt Details

Receipt No :

From :

Main Category :
Address :

Letter Reference No:

Subject :

=
976250/2014/0/0 US (AVD-1 D) &=

NITIN P GADKARI
ACC Proposals
ARMY WAR COLLEGE

eOffice plan

| vear[2014 v|  search

Showing 1 to 10 of 395

m|
Sub: eOffice Implement;

ooooooood

~ Computer Number

~ File Number

2104166

2104171

2104172

2104174

3104179

3104188

3104200

2104218

2104221

2104222

C/2/2014-0/0 US [AWD-1 D
A/2/2014-0/8 US [AVD-1 D!
C/2/2014-0/0 US [AVD-1 D!
D/2/2014-0/f0 US [AVD-1 D!

)
)
)
)

B8/2/2014-0/0 US (AVD-1 D)

B/4/2014-0/o US (AVD-1 D)

8/8/2014-0/0 US (AVD-1 D)

A-12012/1/2014-0/o US [AVD-1 D)}
B-12/2/2014-0/0 of HS[MHA)

Af7/2014-0/0 US (AVD-1 D,

)

Attach File

~ Subject
fdsfsdfsdf
ieugruweutwetr
dsadsadas
fadsfsafsafas
hihgghj
fdsfsdfsdf
fdsfdsfadf
File@rk0&
File@rkos

dsgsdg

Sent To
Sarvjeet Raheja, 0|
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The selected file then gets attached with the Receipt and moves along with the movement of Receipt.

eFile etectronic fite system

é‘ & Sarvieet Raheja PA (US(AVD-1D)) ~

Ext Department

Search yel Advanced | Help
1 | Send | Reply | Put in a File | Copy | Dispatch | Details | Movernents | Edit | Close | View Draft | Attach File Attach Receipt | |

Receipts =
» Browse E Diarise o E’Recelp‘ Details

-+ Physical Receipt No: 97625012014/010 US (AVDA D) £ File Ho :

+ Electronic From : NITIN P GADKAR! Designation : MAJOR GENERAL
¥ Inbox (3) Commencement Certificate Main Category : ACC Proposals Sub Category :
+ Email Diarisation » Address : ARMY WAR COLLEGE Sent Date : 25/041410:27 AW
) Crasted Letter Reference No: Letter Date :
) Sent Subject : e0ffice plan Enclosures:
v Closed i i
o= Dated: 19" March 2013 BlDispatch history

» Acknowledgement No Record Found

+ Crested T

. ElAttached Files
 Sent HOD, eOffice Project Division
‘ ~ File Number ~ Subject  ~ Attached by ~ Attached Date ~remarks ~
» Recycle Bin
NICHQ, New Delhi E E CI2/2014-0/0 US (AVDH D) fdsfsdfzdf Sangsst Rahsjz 25/04/14 11:36 test x
Files =
- Sub: eOffice Implementation Commencement (EATELERES

L e C] e Record Found

= = . ;
L = | [=lDetached Receipts History

Dear Sir,
Dsc = Ho Record Found
e 5] Lis to certify that the implementation of eOffice has started an 8" April 2012 at the following locations [=Detached Files History
e ] 1) Shram Shakti Bhawan No Record Found
2) Jaisalmer House

MNotification = 3) Jam Nagar House

Fig.eFile.26

Detach File- Will detach a file from the receipt.

The file can be de-attached from receipt on clicking "#* " button in the Attached Files section (Fig.eFile.26).

The detached file then moves to the users file inbox who had detached the file.

i) Attach Receipt:

User can use this option to attach the working receipt/document with the other

Receipt(s)/ Document(s) irrespective of the receipt nature. This link is visible when user
opens the receipt from Receipt Inbox/Created.

Note: Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa. Also, the
receipt attached with other receipts can be send to only one user at a time.
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To attach other Receipt(s)/Document(s) with the working receipt, user has to perform following steps:

1. Click the ‘Attach Receipt’ link, as shown in Fig.eFile.27:

e@ffice

eFile =tectronic rite system

Saini_Steno-1(DM-II} -

ced Help

Receipts =
» Browss & Diarise
-+ Physical

-» Electronic

Inbox

Email Diarisation
Created

Sent

Closed

yrry v

Acknovdedgement
-+ Created

+ Sent
» Recycle Bin I

Files

(4

(0]

Migrate File

Dispatch =
Dispatch =
Dsc =
Reports =
Settings =
Notification =
Ext Department  (+]

Thizi & tmst cemment far Recsiet Srzstion.

[ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach ﬁlel] Attach Receipt Ieenemte Acknowledgement |

= EIReceipt Details

= .
233426/2014/OFFICE OF DM-Il === File No -

From : C.S.Bhatt

Receipt No :
Designation -

Main Category Bills Payment Sub Category

Address - North Block Sent Date

Letter Ref. No - Letier Date

upc

1608714 02:42 PM
1649714

Subject Telephone Sills Payment Enclosures: =
1D histone
I [2014 ~] s2aren [ ] I
Showing 1 to 10 of 12 ces12>==
O ~ Computer Number ~ Beceipt Number ~ Subject 1 F, Remarks ~ -]
(] E 233057 233057/2014/OFFICE OF DM-11 =1 0 for spproval < Attach With Another
[ 1] & =223294 233294/2014/OFFICE OF DM-11 Gad
[0 e 233297 233297/2014/OFFICE OF DM-TI test ttached Detached Attach _ Detach _
[] & 233374 233374/2014/OFFICE OF DM-11 ACR Related matters F'W i e
[0 e =233ssz 223387/2014/OFFICE OF US-1(DM-11) Sub Test2 6/05/14 16/05/14 for Detachad
Sa:28 04:23 referance £TOT
[0 & =32336 233396/2014/OFFICE OF DM-T1 VIP Mame =EEEE
[0 & =233202 233402/2014/OFFICE OF DM-11 Rk
. ched_Detached_Attach _ Detach
O E 233402 233403/2014/OFFICE OF DM-11 hhh = e RS
O E 233411 233411/2014/OFFICE OF DM-11 Telephone Bills Payment 814 1679414 for
BEM 228 PM  referance WOTKdone
O E 233413 233413/2014/OFFICE OF DM-11 SDFSf . R T -
| Attach Receipt

< >

Fig.eFile.27

2. As aresult the receipt gets attached, which can be seen under Details as shown in Fig.eFile.28:

c@ffice

eFile etectren

& Deepika Saini Steno-1(DM-II} =

Search

Help.

Receipts
+ Browse & Diarise
-+ Physical
-+ Electronic

» Inbox

+ Email Diarisation
» Created

} Sent

Closed

-

Acknowledzement
-+ Created

-

+ Sent

} Recycle Bin

Files (3]
Migrate File (3]
Dispatch =
Dispatch =
DSC =
Reports =
Settings =
Notification [E3]

Ext Department [+

| Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | Wiew Draft | Attach Fil

Toizi 5 teom conrment tor Recsipe Crmmion,

ttach Receipt|| Generate Acknowledgement |

| [ZIReceipt Details

Receipt No 233426/2014/0FFICE OF DM-Il &= File Mo -
From : C.5.Bhatt Designation - upc
Main Category : Bills Payment Sub Category :
Address - MNorth Block Sent Date 16/09/14 02:42 PM
Letter Ref No - Letter Date - 16/9M14
Subject : Telephone Bills Payment Enclosures: -
[=IDispatch history
Neo Record Found
[ElAttached Files
No Record Found
=lAttached Receipts
-~ Receipt No. ~ Subject - by Date- - |

E 233373/2014/0OFFICE OF DM-Il ACR Related matters Despika Saini 16/09/14 04:20 for approval 20 Attach With Another

[=lDetached Receipts History

. Computer _. - o d D
No File Number Subject~ by by Date

Despika  Despika  18/3/14

E 3238965 Saini Saini 4:28 PM

B-12013/1/2014-0/o of HS(MHA) File@rko2

_ Computer. - en _ d D d d d Attach _ Detach _
No EEEE EliEE by by Date Date Remarks Remarks
. . Detached
E 233052 23305272014/OFFICE OF DMy Verde! ~  Deepike  Deepika  16/09/14 16/05/14  for From
communication Saini Saini 04:28  04:29 reference [0
[=IDetached Files History
d Attached_ D Attach _ Detach

16/9/14  for
4:28 PM

"~ Remarks Remarks

work done
reference
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Detach Receipt- Will detach a receipt from the Receipt.

The receipt can be de-attached from receipt on clicking "< ” button in the Attached receipt section (Fig.eFile.28).

The detached receipt then moves to the users receipt inbox who had detached the receipt.

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

Generate & Send and Generate & Copy

At the time of Receipt Creation (kindly refer to step 4 in Browse and Diarise section).
Clicking on Generate and Send (refer Fig.eFile.29) button will directly take the user to Receipt Send page.
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section).

By clicking on Generate and Copy (refer Fig.eFile.29) button, a receipt number will be generated and the metadata field
will remain available to upload a new document.
(Kindly follow the steps 1 and 2 as mentioned in ¢) Copy sub section).

e@ffice i
s v s & Deepika Saini_Steno-1(DM-IT) ~
eFile etectronic file system Search D Advanced | Help
. = | | |
Receipts (=] - -
) Erowss & Diarise Upload({Only PDF upto 500 MB): Upload File =IDiary Details
T "
-+ Physical - Classified Choose one Language English
= Electronic Delivery Mode~ By Hand Letter Ref. No
» Inbox Mode Number File Number
b Email Diarisstion This is 3 test document for Recsipt Creation Type Letter Letter Date T3nen0ia E
* Created
V Sent Received Date 12/09/2014 E Diary Date
» Closed VIR Choose one Dealing Hands Chaose One
b Acknowledgement VIP Name Choose one
- Created
. =IContact Details [1 Add to Address Book
-+ Sent
» Recydle Bi E Ministry MINISTRY OF FINANCE (EXPENDITURE)
ecycle Bin
Department Chooss one
Files =
Name A Bhattacharya Designation US & CPIO{E.IV Branch)
Migrate File = i
Organization
il * 3 Address 1= MHA, North Block
Dispatch 3] Address 2
= £ Country INDIA State Choose one
Reports = City Pincode
Settings = Mobile Landline
Notification = Email
Ext Department @ =ICategory & Subject
Main Categony Gabinet Note
Sub Category Choose One
Cabinet Reply
Subject
— Enclosures
[ customize Acknowledgement
Generate & Send Generate & Copy

Fig.eFile.29
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Browse and Diarise Process of Physical Receipt

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

Inbox

Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK. (Fig.eFile.30)

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

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

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

c@ffice
Al wARAALL i w» Deepika Saini Steno-1(DM-11) v
cFie v e e E I s | =
Receipts B | ‘ Receive | Reply | Send | Put in a File | View | Move To | Copy | Close | Dispatch | Hierarchical View | Dezpika Saini, Steno-1(DM-11}
 Browse & Diarise i
N | D "Eig_mm' Receipt No. b Subject ¥ Sender ~ Sent By ~ Sent On '?ﬁ' S::IE:‘ A
+ Physical = =
PREPARATION OF THE 17/00/14 B o
+ Electronic 0 P 233452  233452/2014/0/o of HS[MHA) NATIONAL DISASTER A.K. Babalia, US(Budget) C.5 BHATT,0/o0 of HS{MHA) bty o
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Fig.eFile.30
There are 9 links provided under Receipt Inbox:

a) Receive: This link helps the user to receive the Physical Receipt. Without receiving the physical receipt user
cannot make any action on that particular receipt as shown in the Fig.eFile.31:
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Fig.eFile.31

b) Reply: This link helps the user to reply to the sender of the Receipt.

To send areply on the receipt user has to perform the following steps:

1. Select areceipt from the Receipt Inbox for which reply has to be send and click the ‘Reply’ link, as shown in

Fig.eFile.32:

e —— 4 Deepika Saini Steno-1(DM-II}
Date Rande: US/0F/2010 To 17/09/2014
Receipts = ‘ Receive || Reply | Send | Put in a File | View | Move Te | Copy | Close | Dispatch | Hierarchical View | Deapika Saini,Stena-1(DM-11)
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O 'No_mM' Receipt No. - Subject * Sender ~ Sent By ~SentOn v o= Eut\c /
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. PREPARATION OF THE NATIOMAL 9 17/09/14
. f e . g y -
-+ Electronic P 233452 233452/2014/0/0 of HS{MHA’ DISASTER MANAGEMENT PL... AK, Bahbaliz, US{Budget) C.5 BHATT,O/o of HS[MHA} 10:26 ¢
2014/000 of () B %
¥ Inbax E 223441 233441/2014/0/0 of HS{MHA’ ﬁ sd dd C.5 BHATT,O/o of HS[MHA} égfggﬁ4 - ¢
b Email Diarisation BN
. B T N ASHISH KUMAR PANDA,OFFICE OF US-1 16/09/14
» Created D E 2234335 233435(1)/2014/0FFICE OF US-1{DM-II} ﬁ CC Receipt D.Ramesh Babu (DM-11) 05:12 ¢
14 B %
b Sent D E 223426 233426/2014/OFFICE OF DM-I1 ﬁ Telephone Bills Payment C.5.Bhatt Deepika Saini, OFFICE OF DM-11 é;fsgf14 - I
b Closed .
Smt Geeta Davi wio No D 4}
i Y\ : ASHISH KUMAR. PANDA,OFFICE OF US-1 16/09/14
b Acknawledgement D E 223287 233387/2014/0FFICE OF US-1(DM-IT} ﬁ Sub Test2 134755 Rfn/GD Brajesh (DM-IT) 10:10
Kumar Singh ¢
+ Craated Smt Geata Davi w/o No.
, ) HARISH CHANDER BABBAR (DINESH  15/09/14 B
'233374/2014/0FFICE OF DM-11 -
- Sent D E 223374 233374/2014/OFFICE OF DM-I1 ﬁ ACR Related matters msrssl‘lr{rgl{‘GD Brajesh KUMAR PRAJAPATI), OFFICE OF DM-II e I
» Recycle Bin ; ; &. NAGARAIAN [KULDEEP 11/09/14 B o
D E 233297 233297/2014/0FFICE OF DM-I1 ﬁ test Geeta Bhatnagar SINGH),OFFICE OF DM-II 05:22 ¢
Files 0] ) HARISH CHANDER BABBAR (DINESH  11/09/14 B
= f - . M.
D E 223294 233294/2014/OFFICE OF DM-I1 ﬁ God DR. N.RAMESH KUMAR KUMAR. PRAJAPATT).OFFICE OF DM-IL 05:13 "

2. Click the ‘Reply’ link, as a result the recipient (who had sent the receipt) gets automatically selected from the

send To list, as shown in Fig.eFile.33:

(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section).
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Fig.eFile.33

¢) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time.

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

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

1. Select receipt/s from the Receipt Inbox which needs to be forwarded and click the ‘Send link, as shown in
Fig.eFile.34:

e AR BT 4 Deepika Saini Steno-1(DM-II}
Advanced | Help
Date Range : 06/0j30407T0 17/09/2014
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b Sent E 233426  232426/2014/OFFICE OF DM-I & Telephane Bills Payment C.5.Bhatt Despika Szini,OFFICE OF DM-IT ;g‘f 33" 4 p
¥ Closed n
Smt Geeta Devi wifa No. FE)
ez oF \ ASHISH KUMAR PANDA,OFFICE OF US-1 16/09/12
» Acknonledgement O E 232387  233387/2014/OFFICE OF US-1(DM-TY] 47 SubTest2 124755 Rin/GD Brajesh ot 1e0gas -
Kumar Singh
4 Craated Smt Gesta Davi w/o No.
. I HARISH CHANDER BABBAR (DINESH  15/09/14 B Y
0 E 233374 233374/2014/OFFICE OF DM-IT &7 ACR Related matters 124755 Rin/GD Brajesh f -
+ Sent I PRt KUMAR PRATAPATI),OFFICE OF DM-II 03144 ¢
» Recycle Bin O E 233257  233297/2014/OFFICE OF DM-II & test Geeta Bhatnagar gﬂm& %%E?ﬁlp éé‘fgg”” - E g
Fil ] B %
= = O E 233294  233294/2014/OFFICE OF DM-I & God DR. N.RAMESH KUMAR :ﬁ:%ﬁ:ﬁfﬁgﬁ %’é%ﬁ_’h B;‘fg"’ Ea ¢
Migrate File 2] ) B9
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Fig.eFile.34
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Click the Send link, as a result the ‘Send’ page will appear.
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section).

Put in a File: This link helps the user to attach a receipt/s to a concerned file.

Note: Note: If any File/Receipt is attached with the desired Receipt, then ‘Put in a File’ option will
not work. To do so, user needs to first detach the attached File/Receipt from “Attach File” menu bar

option.

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

1. Select receipt/s from the Receipt Inbox which needs to be Put in a File, as shown in Fig.eFile.35:

ec@ffice

ST p——

eFile electronic file system

Deepika Saini_Stenc-1{DM-II} |
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Date Range : 06/07/2010 fFam Ty
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2. Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.31:
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Note: The list contains files which are presentin ‘Created’ or ‘Inbox’ section of File.

§ . . . . h
3. Select a file in which the receipt needs to be attached and click the Attach button
(Fig.eFile.36), as a result the receipt gets attached under the selected file.

e) View: This link helps the user to list the receipts depending upon its current state. i.e. (Unread, Read,

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

Physical, Electronic, All)

1. Move the cursor on View link, a drop down menu will appear with the following options as shown in
Fig.eFile.37

eorice

@ D, AR BT

eFile electronic file system

«» Deepika Saini Steno-1(DM-II)
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» Email Dizrization VIP References I FRCY
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[P ——— . 103/ B 9
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Fig.eFile.37
e Unread - Click the Unread from the dropdown menu to view unread receipts.
e Read-Click the Read from the dropdown menu to view read receipts.
e Physical-Click the Physical from the dropdown menu to view the Physical receipts.
e Electronic-Click the Electronic from the dropdown menu to view the Electronic receipts.
e ALL-Click the ALL from the dropdown menu to view the All receipts altogether.
f) Move To: This link helps the user to create New Folders and manage Existing Folders.

To create New Folder or to manage existing ones, user has to perform following steps:

1. Select receipt/s from the Receipt Inbox which needs to be moved to new Folder.

2. Move the cursor on Move To, a drop down menu will appear with the following options i.e. (My Folders,
Manage folders and Create New folder) as shown in Fig.eFile.38:
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Ao o ooon & Deepika Saini_Stenc-1(DM-II)
Date Range : 06/07/2010 To 17/09/2014 —
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¥ Email Diarisation B4
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12014/OFFICE OF DM-II - -
Sent O E 233297  233297/2014/OFFICE OF DM-II & test Gesta Bhatnagar SINGH), OFFICE GF DH-IT P P
b Recycle Bin ! 12014/OFFICE OF DM-II HARISH CHANDER BABBAR [DINESH  11/09/14  _ B
O E 233294  233294/2014/OFFICE OF DM-II & God DR. N.RAMESH KUMAR KUMAR PRAJAPATY) OFHICE OF DILT! 05,13 P
Files ® . JAT SINGH S/0 LAE SH INDER  ASHISH KUMAR PANDA,GFFICE OF US-1 11/09/14 B
m P 157170  157170/2013/0f0 of HS(MHA] ADORNED VEHICLES e o) o ¢
Migrate File 3] o B Y
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Fig.eFile.38
e My Folders-Click the My Folders link from the dropdown menu to view the Receipt inbox and its

subfolders.

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

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

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

1. Click the Create New Folder option, as shown in Fig.eFile.39:

My Folders

Manage Folders

Create New Folder

Fig.eFile.39

2. As aresult following screen appeatrs, enter the New Folder name and select the Folder in which new
folder is creating and click the Save button, as shown in Fig.eFile.40:

Folder Name‘-‘iTraining

Created in*| Receipt Inbox v

Fig.eFile.40

As a result new Folder (Training) is created under Receipt Inbox section.
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g) Copy: This link helps the user to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Save Receipt’ button a
new Receipt no. will be allocated to the copied receipt (Fig.eFile.41).

A matatr s s & Deepika Saini_Steno-1{DM-II}
eFile electronic file system Advanced | Help
Date Range : 06/07/2010 To 17/09/2014 —
Receipts 5, | Raceive | Reply | Send | Put in a File | View | MuveTnI Copy |Close | Dispatch | Hierarchical View  Despika Saini,Steno-1(DM-11)
} Browse & Diarise
O - Somputer o o ceipt Ho. - Subiect ~ Sender ~ Sent By cEman TaEo  (SIMES p
+ Physical L o} AEF‘“'L)
. , PREPARATION OF THE NATIONAL ) 17/09/14
2/20 /1 KL , - B -
4 Elactronic O P 233452 233452/2014/0/o of HS(MHA) e ety b VAL k. Babalia, US(Budget) €.5 BHATT.O/o of HS[MHA) oree P
. B %
» Inbox O E 233435  233435(1)/2014/OFFICE OF US-1(DM-II} ¢ CC Receipt D.Rzmesh Babu ?S,:’ISIS' KUMAR PANDA,OFFICE OF US-1 ég’,"gﬁ“ - o
» Email Diarisation
O E 233426  233426/2014/OFFICE OF DM-TI &7 Telephone Bills Payment C.5.Bhatt Despika Saini,OFFICE OF DM-IT 16/09/14 B
» Crested 02142 ¢
Smt Gesta Davi vi/o No. .
b Sent | E 233387  233387/2014/OFFICE OF US-1(DM-11]  ¢F SubTest2 124755 Rfn/GD Brajesh ?Salf};' KUMAR PANDA OFFICE OF US-1 ig{fg’r” - CD‘ “
» Closed Kumar Singh '
Smt Gesta Devi vi/a No. B Y
" 120 SICE OF DM . HARISH CHANDER BABBAR (DINESH  15/09/14  _
b Acknowledgement E 233374  233374/2014/OFFICE OF DM-II & ACR Related matters JKmsslllm{‘GD Brajesh KOMAR S HEAT) OFPIE P Rt s pr
- Created " G. NAGARAJAN (KULDEER 11/09/14 B %
et O E 233297  233297/2014/OFFICE OF DM-II & test Geeta Bhatnagar SINGH) OFFICE OF DT e - o
} Recycle Bin ! /20 — HARISH CHANDER BABBAR [DINESH  11/09/14  _ B "
O E 233294  233294/2014/OFFICE OF DM-TI & God DR. N.RAMESH KUMAR KA PR AN DPtE P DM o5 P
Fill ] = B “
iles = 0O = 157170 {7170/2015/0/e of HE(MHA ADORNED VEHICLES i S/0 LAE SH INDER ?S;]f};' KUMAR PANDA, OFFICE OF US-1 izz.{ggr:m R 5
Migrate File =) N I
O E 233084 232084/2014/0FFICE OF DM-IT & ID‘}E“,‘"': If‘ﬂ;'t”[“;:‘fs"j" in the agenda | KULDEEP SINGH,OFFICE OF DM-11 8;783"’4 - E o N
Dispatch = R .
— - n1/naria i |

Fig.eFile.41

(Kindly follow the steps 1 and 2 as mentioned in ¢) Copy sub section under Browse and Diarise Section)

h) Close: This link helps the user to close a receipt.

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

To close areceipt, user has to perform the following steps:

1. Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.42:

eyt & Deepika Saini_Stenc-1(DM-11)
eFile electronic file sy Advanced | Help
Date Rangs : 06/07/2010 To 17/09/2014
Receipts = | Receive | Reply | Send | Putin a File | View | Move Te | Copy ||Close | Dispatch || Hierarchical View | Deepika Saini,Steno-1(DM-11)
b Browse & Diarise Comput Close D ick
|:| 'Nam = er'REcEipt No. * Sender ¥ Sent By T Sent On 'O_UE' Euéc /
+ Physical =2 Close History On E|mr:-)
+ Electronic O P 233452 233452/2014/0/0 of HS(MHA) ISASTER 1 ANAGEMEDTTTFNAL A Babalis, US(Budgst) €. BHATT,Of0 of HS[MHA) i;" gz‘{ oL e
b Tnbox ] E 233435 233435(1)/2014/OFFICE OF US-1(DMAT) ¢ CC Recsipt D.Ramesh Babu ?S,G]ﬁ'; KUMAR PANDA,OFFICE OF US-1 16/03/12 (D, 0
¥+ Email Diarisation By
O E 233426  233426/2014/OFFICE OF DM-II & Telephone Bills Payment €.5.Bhatt Despika Saini,OFFICE OF DM-I1 lefosfs
+ Created 02:42 ¢
Smt Geeta Devi wio No. ~ B Y
b Sent O E 233387  233387/2014/OFFICE OF US-1(DM-II) &7 SubTest2 124755 Rfn/GD Erajesh ?g,:]f‘; KUMAR PANDA,OFFICE OF US-1 13{' ‘:g‘f o p
b Closed Kumar Singh '
Smit Geata Devi wio No.
b Acknowledgement E 233374  233374/2014/OFFICE OF DM-II 7 ACR Related matters 124755 Rfn/GD Brajesh Eﬁ:%‘g&ﬁfﬁg@z %’g’éﬁ_’i‘l égf 2‘9“{ L B9
+ Craated Kumar Singh ’ ‘ ¢
12014/OFFICE OF DML G. NAGARAJAN (KULDEER 11/09/14 ]
oo E 233237  233297/2014/OFFICE OF DM-II & test Gesta Bhatnagar SING) OFFICE OF Dril P ¢
b Recycle Bin E 223294  233294/2014/OFFICE OF DMII & God DR. N.RAMESH KUMAR Eﬁ;%ﬁ:ﬁfﬁg@z (DmmesH  1/0314 E 9
Fil = . = )
iles = O » 157170 ADORNED VEHICLES aa sinH /0 LAE SH INDER ?g':]ﬁl; KUMAR PANDA, OFFICE OF US-1 gggﬁm ) H
Migrate File [E3]
—— = ~ o emnme  cmeeeimedaimemie ae e 4 _Ttems for inclusion in the agenda e e mrree e s e 03/03/14 B Y

Fig.eFile.42

As a result the ‘Closing Confirmation’ message appears.
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2. Enter the remarks and click the ‘OK’ () button, as shown in Fig.eFile.43:

Closing confirmation

@ Please provide closing remark

Work Du::-ne| ‘
Remarks b
| oK | Cancel |
Fig.eFile.43

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

Note: The Close History tab displays the history of the files closed.

i) Dispatch: This link helps the user to Dispatch a receipt.
To dispatch Physical Receipt, user has to perform following steps:

1. Select the physical receipt which needs to be dispatched and click the ‘Dispatch’ link, as shown in

Fig.eFile.44:
T — ¢ Deepika Saini Steno-1(DM-11)
Date Range : 06/07/2010 To 17/09/2014
Receipts 3] | Receive | Reply | Send | Put in a File | View | Move To | Copy | Close | Dispatch Hierarchical View | Deepika Saini,Stena-1{0M-11)
} Browse & Diarise C £ D ick
|:| - OMALEE, Receipt No. = Subject ¥ Sender ~ Sent By vSentOn voow Quic
+ Physical HNo On Action A
PREPARATICN OF THE NATIONAL ) 17/03/14 B4
- It W I i b
3 Elactronic O P 233452 233452/2014/0/0 of HS(MHA) DIASTER MANAGEMENT BL.  A-K- Babalis, US(Budget) €5 BHATT,0fo of HS[MHA) b o
) 2 (]
» Inbox O £ 233435 233435(1)/2014/0FFICE OF US-1(OM-1T) @ OC Receipt D.Ramesh Babu ?Sr:]ﬁ;‘ KUMAR PANDA OFFICE OF US-L égffgf ®o o
b Email Diarisation B %
£ 233426 233426/2014/OFFICE OF DMHII &9 Telephone Bills Payment C.5.Bhatt Deapika Sain, OFFICE OF DM-IT le/o3/a4
) Crested 02:42 ¢
Smt Geata Davi v/o Now . By
b Sent O E 233387  233397/2014/OFFICEOFUSA(DMY)  ¢F SubTest? 124755 Rfn/GD Brsjesh ?S;lﬁ;' KUMAR PANDA,OFFICE OF US-1 igf fg’r ®o o
{—— vl Wi No.
’ . HARISH CHANDER BABBAR (DINESH  15/09/14  _
b Acknawledgement O £ 233374 233374/2014/OFFICE OF DM &7 ACR. Related matters l»cqu::rssTﬁﬂGD Brajesh KUVAR PRAJAPATI).OFFICE OF DT 02144 o
# Created N G. NAGARATAN (KULDEER 11/08/14 B %
eent O £233297  233237/2014/OFFICE OF DM & test Gesta Bhatnagar CINGH),OFFICE OF D11 t5:22 - o
b Recycle Bin I ’ HARISH CHANDER BABBAR (DINESH  11/09/14 B %
O £ 233294 233294/2014/0FFICE OF DM & God DR. N.RAMESH KUMAR KUMAR PRAJABATI),OFFICE OF DFTI 05113 o
Files 2] JAT SINGH S/0 LAE SH INDER  ASHISH KUMAR PANDA,OFFICE OF US-1 11/09/14 B %
— i ' -
O PASTI70  157470/2013/0/0 of HS(MHA) ADORNED VEHICLES SINGH (DMH) 12109 ¢
Migrate File ] o By
0 E 233084 233084/2014/CFFICE OF DM-II ¢ Mo for Inclusion in the agends | KULDEEP SINGH,OFFICE OF DM-11 03/09/14 o .
Fig.eFile.44
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2. As aresult the Dispatch page appears. The metadata fields in right side will be prefilled and the user will
have to create the Draft. User can upload a document using Upload File button or he may type the content in
the application draft editor.

After creating the document, click Save. (Fig.eFile.45)

4 btas moannast sonuton & Deepika Saini Steno-1(DM-1I} ~
eFile etectronic file system Search e) Advanced | Help
‘ Send | Reply | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | |
Receipts B
} Browse & Diarise
-+ Physical N
. New Draft [=IDraft Details
+ Electranic
or Draft Type* Rep Classified Choose one
» Inbox
o B J U #&|EFTEE sy + Paragraph  |v| FontFamiy v Draft Nature Choose One G.0. Prefix Choose One [~]
» Email Diarisation
+ Created Font Size EeEr | E#E |9 ‘ L 7@ Langusge" English
» Sent XD o s — ¢.| X, [ @ F-H = |1 w Sutet - Telephone Bills Payment
b Closed | \ | | | A% | & @ | Engish F12) |+ { Masimum of 250 Charactars )
} Acknawladgement J334267201 SIOFFIGE C([V]
» Created This is with refarence with the approval of telephone bills. Receipt Number o Reply Type Choose one
o
+ Sent e i
I (=lCommunication Details
» Recycle Bin
Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralaya)
Files =
Department Choose ong
Migrate Fil =
= _ = Mame (C.5.Bhatt Designation upc
W = Organization (0o Home Secretary
Dispatch = Address 1 [North Block
Dsc = i Address 2
Reports =] Country INDIA State Choose one
Settings = City Pincode
= Maobile Landline
Notification =
_ Fax
Ext Department  [*]
Email

Add More Recipient(s)

=l Attachments

Path: p ‘Words:9

Fig.eFile.45

3. Atfter clicking on Save, the Draft gets created having a Draft Number. (Fig.eFile.46)

4. Depending on the Approving rights assigned to the user, he/she may approve the draft or send the receipt
having the draft for further process. (Fig.eFile.46)
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Receipts
» Browss & Diarise
-+ Physical
-+ Elactronic

v

Inbex

» Emnail Diarisation
Created
Sent

Closed

vy v v v

Acknowledgement
-+ Created

-+ Sent

» Recycle Bin
Files

Migrate File
Dispatch
Dispatch

bsc

t

B e

g

Draft Status :
DFA

I Send|| Reply | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | attach File | Attach Receipt |

[=lDraft Detal

This i with reference with the spproval of telephone bills.

- Draft Type®
Draft Nature

Language*

Subject +

Receipt Number

[SlAttachments

(EICommunication Details

Classified

2.0, Prefix

Reply Type

Fig.eFile.46

5. After approving the draft (Fig.eFile.47), user has the option to:

e Dispatch by CRU
e Dispatch by Self

= Advanced Help

Receipts
» Browse & Diarise
-+ Physical
-+ Electro.

Inbox

Email Diarisation
Creatsd

Sent

Closed

rrvrroy

Acknowledgemant
-» Created
= Sent

» Recycle Bin
Files
Migrate File
Dispatch
Dispatch
bBsc
Reports
Settings

Notifica

Ext Department

| Send | Reply | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close |

Draft No. : DFAf3005071 -  Draft Status :
v 1.0 Aporoved

View Draft | Attach File | Attach Receipt |

(=l Draft Details

This is with reference with the spproval of telephone bills.

Draft Typs*

Draft Nature

Language*

Subject +

Receipt Mumber

[EICommunication Details
Ministry NISTR
Department
Mame’
‘Organization
Address 1 -
Address 2

i Country NDLA

City
Maobile
Fax

Email

=l Attachments

[~ stste C

Classified

GO Prefix

Reply Type

Designatien’

Pincode

Landiine

| EErEmerTEmiEn
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e If user selects ‘Dispatch by Self’ button, then the user will have the option to send the

draft with or without followup or further reminder. (Fig.eFile48)

=) Advanced | Help

Send | Reply | Putin a Fil= | Copy | Dispatch | Dstails | Movemeni
=

Draft No. : DFAf3005071 -  Draft Status :

¥ 1.0 Aporove d

ts | Edit | Clos= | View Draft | Attach File | Attach Receipt |

(= Draft Details

This is with reference with the approval of telephone bills.

» Closed
» Acknowledgement
+ Creatad

+ Sent
» Recycle Bin I

Files

Migrate Fila

Dispatch

BEEEEEE R

Dizpatch
Dsc

Reports

Settings

Notification

Ext Department

m
]

m=C Details
[ Attachments

=)Dispatch Options

Email Details

To test@nic.in
ce
Bec
Use commat.
Subject Telephone Bills Payment
DFAF300S071_nullpdf
Email Body

[]Postal & Out Register Details.

Postal Mode

ol[o

Medium
Peon Book No

Out Date

3]

Delivery Date

=

Delivery Status Choose ene

o separate recipients )

i

Attach File

Postal Charge

weight
Peon Name Choose One

Out Time

Delivery Time

| Send without Followup | Send with Followup |

Fig.eFile.48

If user selects ‘Dispatch by CRU’ option, all the users mapped with CRU section is displayed, the user will

have the option to send the draft with or without followup or further reminder. (Fig.eFile48):

eFile etectronic file system

=) Advanced | Help

Receipts

Draft No. :
v 1.0

» Browss & Diarise DFA/3005071 -

—+ Physical

-+ Electronic

» Inbex
This is with reference with the approval of telephone bills
» Email Diarisation

b Created
» Sent
» Closed
» Acknowledgemant

+ Creatad

-+ Sent
» Recycle Bin I
Files =
Migrate File =
Dispatch =
Dispatch =
DSC =
Reports =
Settings =
Notification =
Ext Department [+|

I

Send | Reply | Put in a Fil= | Copy | Dispatch | Datails | Movements | Edit | Close | Wiew Draft | Attach Fil= | Attach Receipt |

FDraft Details
[FICommunication Details
[FlAttachments

=1 i Option

Attach File

Dispatch By CRU Details

CRU Useris) BALWAN SINGH

Delivery Mode: By Hand

Remarks:

Send without Followup | Send with Followup

Copyright © NIC, 2014

Fig.eFile.49



@ffice

A DOGITAL 'WORK PLACE SOLUTION

Status of the dispatch record can be viewed from Sent sub module under the Dispatch module. The dispatched
record is seen in the inbox of the CRU section under the Dispatch module and the record is dispatched outside
physically and metadata details are entered in the application (Refer CRU Dispatch).

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
« Latest Remarks ( - Shows latest remark given on any particular receipt.
% Reply - It facilitates the user to reply to the sender of the receipt.

% Forward ) - Forward a particular receipt to one or more recipient at a time.

There are 11 links provided when opening up an Physical receipt:

a) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time.

Refer to the Send option under Receipt inbox.

b) Reply: This link helps the user to reply to the sender of the Receipt.

Refer to the Reply option under Receipt inbox.

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

Refer to the Put in a File option under Receipt inbox.

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

e) Dispatch: This link helps the user to Dispatch a receipt.

Refer to the Dispatch option under Receipt Inbox.

f) Details: User can use this option to view the details of the generated receipts.

Refer to the Details option under Receipt Inbox.

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

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

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

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

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

2. After making required changes in Metadata fields, click the Save button to save Metadata.
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i) Close: User can use this option to close a receipt.

Refer to the Close option under Receipt Inbox.

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

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

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

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

Refer to the Attach File option under Receipt Inbox.

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

Refer to the Attach Receipt option under Receipt Inbox.

Email Diarisation

During Email Diarisation, email should have been sent to the efile from NIC Email. User should select the email from
NIC Email inbox and Select option Move To eFile button.

To perform Email Diarisation to eFile process, user has to perform:

1. Click the NIC email link, as shown in Fig.eFile.50:

e@ffice Your Last login at Tue, 30-08-2011 03:55 PM

Fig.eFile.50
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As a result, NIC email opens.

2. Select the Receipt which needs to be moved to eFile Application, as shown in Fig.eFile.51:

eeffice p.khetwal| Your Last login at Tue, 30-08-2011 03:55 PM

@ romaraca bonstion

My Account | Directory | Help Desk|
Home Divisions State Units Projects Library Training Download Forms Manuals | SSearch) g‘
Camboss Nall \Fetch Uneads [} Sync Fodder [| Delete [[aainon ad Move To_[] Move To eFile -
1 INBOX (4089) INBOX
o ntMail (129 O Subject From Date eFile Status
Re: Systems to be moved to the new 3
B2 TmshCan (17) |m\ oo/ B/W st aKapil 14:25 Not Sent I
£3 Drfts (0) [C] Details of eoffice machines (Lashobhit rawat 14:09 Not Sent
Fwd: Systems to be moved to the new (aKapll 11:24 Not Sent
3 Login Notifications (644) 0O location/S/W s.
1 RE: [Dns-request] Request for URL
3 ProbablySpam (0) O manping Eadivya 10:46 Not Sent
£ Sent(0) 0 :;t:; ::f“:: Eoffice application for e ndeep jand 10:40 Not Sent
3 Tash (0) ()} Re: Regarding Two Servers in IDC LAKapll 10:37 Not Sent
3 webservicesnicin (40) 0 eleave Script Jankit tomar 10:18 Not Sent
() Guidelines New L sandeep jand 04:10 Not Sent
Manage Folders [1  Dummy instance for Punjab (4sandeep jand 02:24 Not Sent
[ Request for URL Mapping (L4Sarof Kumar Patro Sep 01, 2011 04:07PM  Not Sent
|_Fetch Unreads [l Sync Foder [| Delete [anoon 4] Move o [| Move ToeFile [
S ———— Y L T —————————————————— ] R (T
Copyright @ 2010, NIC Powered by National Informatics Centre

Fig.eFile.51

3. Click the Move To eFile button to move the selected receipt to eFile application, as a result, sent message
appears at top (Fig.eFile.51).

4. Click the Home Button to move to the Home Page of eOffice Portal, as shown in Fig.eFile.52:

eefflce p khetwal| Your Last login at Tue, 30-08-2011 03:55 PM
« pia, womarach bonsion
ry | Help Desk| Sig
‘ Divisions State Units Projects Library Training Download Forms Manuals LPSearch IE}
B8 Compose Mall 1 messages eFlle-d
03 InBOX (4089) Fetch Unreads Sync Folder Delete a] MoveTo [| Move ToeFile
£B SentM ) INBOX
3 ™ [l Subject From Date eFile Status
> Re: Systemns to be moved to the new
3 Drafts (0) [l Jocation/S/W st = AKapll 14:25 Sent
3 login Notifications (644) O Details of eoffice machines [Zdshobhit rawat 14:09 Not Sent
Fwd: Systems to be moved to the new
3 ProbablySpam (0) | location/S/W s.. AKapil 11:24 Not Sent
- RE: [Dns-request] Request for URL
£3 Sent(0) O Mapping cadivya 10:46 Not Sent
3 Tmsh (0) Re: Re: Regd: Eoffice application for
O | i s (dsandeep jand 10:40 Not Sent
3 webservicesnicin (40) []  Re: Regarding Two Servers in IDC (ZaKapil 10:37 Not Sent
Manage Folders [[] eLeave Script Ldankit tomar 10:18 Not Sent
[]  Guidelines New L4sandeep jand 04:10 Not Sent
0 Dummy instance for Punjab Ldsandeep jand 02:24 Not Sent
[]  Request for URL Mapping (L4Sarof Kumar Patro Sep 01, 2011 04,07 PM  Not Sent
Fetch Unreads Sync Folder Delete a 1 Move To Move To eFile
L[ Nextloitems. |

Copyright ® 2010, NIC Powered by National Informatics Centre

Fig.eFile.52
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As a result, Home Page of eOffice Portal appears as shown in Fig.eFile.53:

eeffice Your Last login at Tue, 30-08-2011 0355 PM

e p——

Home Divisions State Units Projects Library Training Download Forms Manuals OSearch [se]
IBrowse Application ™ pash Board IntraNic

I> e File I Week's Quote:

> o TourtHea) “I would give all the wealth of the world, and all the deeds o ail the herces, for cne true vision.” "~ Henry David Thoreau *

5 Knomledge Management & personnel i P Pending [3 schedule @ Notification
System + Pa i + Docume + For the day (0 = Payment Alerts

> File Tracking System

+ Parsonal Profile + Recei

+ For the week (D) + ACR Alert

> Personnel/HR/AdMIN -+ Recel

> Transfer Request

( E Hotice Board

+ SANS-The Consensus Secunty Vulnerability Alert

Published by: Shn Sreenivasa Rao C. on 02/09/2011
+ Suggest New Brand Name for eProcurement Solution of NIC
Published by: Suchitia on 01/09/2011

a Apply Online(®) + Implementation of SSDG =ct in Aligarh

Published by: Shil Ashesh Kumar Agarwal on 01/09/2011
| Events + Approved Minutes of PEC 233 Meeting held on 25-08-2011
T RO & Published by: Dr Parbodh Chand Thakuron 01/09/2011

Application Softwares Hands-

on-training for selected

employees of Patna High % Directory 'Aooomzmenn 22 Discussion Forum ans(anz Messaging
Court for the period

26.08.2011 to 08.09.2011

(Phase I[I-1st Batch) Web Connect VC Events Hews NIC PEC Minutes Photogallery RSS Feeds Useful Links

- - & = = - B ()

personnet Corner

® BEirthday Wishes
® Supermnnuations
® Joined Today

® Bonding NICisns

Fig.eFile.53

5. Click the eFile Link to move into eFile Application (Fig.eFile.53), as a result, eFile application opens as shown in
Fig.eFile.54:

e@ffic

Last Login - Mon Juf 25 09:38:31 1ST2011 ¥ PANKA) KUMAR KHETWAL Signout

eFile stectronic fiie system

= & ' | Dashbaant
¥ Recelpts (] T =
Pqa N DisiN Subject - Sent By * Sent Date * Sender Email
» Browse 8 Diarise Resigning from the post of Programm @ samir kumer 02-06-2 m@gmail com
API Dacument for SMS integration in @ sumit patni o
» Inbox [Programmer-delhi] 1CT News Clips H. % Rajni
» Created [Re: Systems to be maved to the new ) Kepil 02-09-2011 Kapiks@nic in
» sent
» Acknowledgement
¥ Files (C]
» Dispateh ®
»psc ® I [
¥ Reports @
¥ MigrateFile G
¥ User Setting
Number v
cclss

Fig.eFile.54
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6. Click the Email Diarisation link and then click the moved receipt from the NIC email Section to diarise it
(Fig.eFile.54).
As aresult, Diarisation page appears, as shown in Fig.eFile.55:

Upload Panel (Only PDF upto 30 M)  |[FTERIETS| = Diary Details
12. A high percentage of the people were voting for the * Jsiansiiiad [w Y ‘%”“]
new school. Delivery Mode* ‘VBy Hand v] Language ‘English v]
13. The newspaper was not very successful lately. Type \Lener v] Letter Date ‘ ‘E
14. The new postman does not seem very bright to me, he TV LT k]
is always leaving our letters in the wrong mailbox. Received Date  [13/06/2013 |@ Disey/Date e ‘7 2 )
15. Carlos is the only one of those students who have lived | | Number ‘ ‘ Dealing Hands [ Choose One v
up to the potential described in the yearbook File Number [ ‘
16. c\:fréar;s nervous, as she never took such a difficult test .| = contact Details [] Add to Address BooH
i , ) . Ministry |Choose one v
17. Where do you live until your new house is ready?
K . i ) Department |Choose one b
18. Rahul is one of those engineers who is working for =
Microsoft. Name* | ‘
19. My mobile has stopped working last night. Designation | I
20. Federer is serving, Djokovic is returning but the ball Organization | \
goes into the net. Game, Set and Match to Federer.
Address1* | |
21. Each and every student and instructor in this building Add 2 | ‘
hope for a new facility by next year. reas:
22. After the bomb blast two people have been arrested on - | J
Saturday. Country [INDIA ~v|
23. Aishwarya worked in ‘Guru’ when she was meeting the State |E:hoose one \7\
man who was to become her future husband. city | ‘
Pincode [ ]
Mobile [ |
Telephone | |
[=]Category & Subject
Main Category* [Choose one v
Sub Category [Choose One v
Subject* ‘ ‘
Enclosures / Remarks
“Enclosure/Remarks will not be changed after movement
[conormie [ conermte o ana

Fig.eFile.55

7. Diarise then moved Receipt and click the Generate button (Fig.eFile.55).

As aresult, Sent to Page appears.
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Created

Created option contains a list of all the receipts that has been diarised by the user but not being marked/sent. User
can view all the created receipts, by clicking on ‘Created’ link under the Receipts section. As a result the, Create
Receipts screen appears, as shown in Fig.eFile.56:

A ey A b we Deepika Saini Steno-1(DM-II}
Date Range : 07/07/2010 To 18/09/2014
Receipts = | Send | Putin a File | Copy | Dispatch | View | Generate Acknowledgement | Hierarchical View | Deepika Saini,Stena-1(DM-11)
» Browse & Diarise | ~ Computer No ~ Receipt No, - Subject ~ Subject Category * Created On g
4 Physical
I O E 233456 233456/2014/0F] DM-11 & o Receipt Assurances 17/09/14 10:48 Fa
-4 Electronic
O E 233455 233455/2014/0F) DM-11 £ Cabinet Reply Cabinet Note 17/09/14 10:44 x
+ Inbax O E 233422 233422/2014/0FFICE OF DM-TT & Telephans Bills Bayment Bills Payment 16/05/14 02:18 | Fa
» Email Diarisation O E 233414 233414/2014/OFFICE OF DM-11 & sdfadia Annual Property Retu... 16/09/14 11:45 x
I:l E 233413 233413/2014/0FFICE QF DM-11 é) SDFSdf SAARC 16/03/14 11:44 >
Sent
b sen O E 233411 233411/2014/0F] DM-11 &7 Telephon Bills Paymeant Bills Payment 16/09/14 11:33 x
} Closed .
O E3 e 233402 233403/2014/OFFICE OF DM-I1 & hhh Accounts related mat... 16/09/14 10:40 x
¥ Acknawledgement
s Crastad O E3 e 233402 233402/2014/0F] DM-11 & hhh Accounts related mat... 16/09/14 10:37 Fa
2 Sent |:| m E 23239 233396/2014/0FFICE OF DM-11 é) VIP Hame Advances 16/05/14 10:31 x>
} Recycle Bin E
Files [+
Migrate File [*
Fig.eFile.56

There are 6 links provided under Created Section of receipt:

a) Send: User can use this option to send the receipt to the intended recipient.

Refer to Send option in Receipt Inbox for the process.

b) Putin a File: User can use this option to attach the generated receipt under the concerned file.

Refer to Put In a File option in Receipt Inbox for the process.

User can also delete the receipt which is under created folder by clicking on cancel “7<” button as shown in
Fig.eFile56.

c¢) Copy: User can use this option to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate’ button a
new Receipt no. will be allocated to the copied receipt, as shown in Fig.eFile.57:
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Dt AR T a Deepika Saini_Steno-1{DM-11}
Advanced | Help
Date Range : 07/07/2 8/09/2014
Receipts 5] ‘ Send | Putin a File | Copy | Dispatch | View Generate Acknowledgement | Hierarchical View Despika Szini,Stena-1({DM-II)
b Browse & Diarise ~ Computer Mo ~ Receipt No. - Subiect ~ Subiject Category ~ Created On =
-+ Physical i
E 232456 233456/2014/OFFICE OF DM-II ﬁ CC Receipt Assurances 17/09/14 10:48 K
-+ Electronic
E 232435 233455/2014/OFFICE OF DM-11 ﬁ Cabinet Reply Cahinat Note 17/09/14 10:44 x
+ Inbox E 233422 /2014/QFFICE & Telephone Bills Payment Bills Payment 16/09/14 02:18 x
+ Email Diarisation O £ 233414 233414/2014/OFFICE OF DM-IT &7 sdfgdi Annuzl Property Retu... 16/09/14 11:45 x
» Created O E 233413 233413/2014/OFFICE OF DM-11 £ sDFscf SAARC 16/09/14 11:44 x
Sent
' O E 233411 233411/7014/OFFICE OF DM-TI 4’ Telephone Bills Bayment Bills Paymant 16/09/14 11:33 x
} Closad .
O E3 e 233402 233403/2014/OFFICE OF DM-TI & hhh Accounts related mat... 16/09/14 10:40 x
» Acknowledgement -
-+ Created 0 B = 2w 233402/2014/OFFICE OF DM-IT & hhh Accounts related mat... 16/09/14 10:37 x
sent O E3 e 233 233396/2014/OFFICE OF DM-TI & 1P Name Advances 16/09/14 10:31 x
} Recycle Bin I
Files =
Migrate File 3]
Fig.eFile.57

Refer to Copy option in Receipt Inbox for further process.

d) Dispatch: User can use this option to Dispatch a receipt, as shown in Fig.eFile.58. For Dispatch Process refer
to the Receipt Inbox.

Note: If user wants to dispatch a receipt from the Created section then the receipt will first move to
inbox of that user and then from there it can be dispatched.

Al ARG BT w» Deepika Saini Steno-1{DM-II}
eFile electronic fil Advanced | Help
Date Range : 07/07/2010 To ety
Receipts = | Send | Put in 2 File | Copy | Dispatch I\n'ie\«I Generate Acknowledgement | Hierarchical View | Deepika Saini,Steno-1{DM-11)
b Brovise & Diarise O ~ Computer No ~ Receipt No. g Subject ~ Subject Category ~ Created On -
-+ Physical
| D E 232456 233436/2014/QFFICE OF DM-II ﬁ CC Receipt Assurances 17/09/14 10:48 *
-+ Electronic
O E 233455 233455/2014/OFFICE OF DM-IT & Cabinet Reply Cabinet Note 17/09/14 10:44 x
» Inbox E 233422 /2014/OFFICE ¢ & Telephans Bills PBayment Bills Paymant 16/09/14 02:18 x
» Email Diarisation O E 233414 233414/2014/OFFICE OF DM-II &7 sdfadig Annuzl Property Retu... 16/09/14 11:45 x
» Created D E 232413 233413/2014/OFFICE OF DM-IT ﬁ SDFsdf SAARC 16/03/14 11:44 x
Sent
' O E 233411 233411/2014/OFFICE OF DM-II &7 Telephona Bills Paymeant Bills Payment 16/09/14 11:33 x
b Closed
R O E3 e 23402 233403/2014/OFFICE OF DM-II & hhh Accounts relatzd mat... 16/09/14 10:40 x
b Acknowledgement :
 Crasted O B e zam 233402/2014/OFFICE OF DM-II & hhh Accounts relatzd mat... 16/09/14 10:37 x
Sent D m E 2323% 233396/2014/0FFICE OF DM-IT ﬁ VIP Name Advances 16/03/14 10:31 x
¥ Recycle Bin I
Files #
Migrate File #

Fig.eFile.58

Refer to Dispatch option in Receipt Inbox for further process.
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e) View: User can use this option to list the receipts depending upon its current state. i.e. (Physical, Electronic, All).
To use this option, user has to perform following steps:

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

Fig.eFile.59:
B s st & Deepika Saini_Steno-1{DM-1I}
Date Range : 07/07/2010 Ta 18/09/201
Receipts = | Send | Putin a File | Copy | Dispatch | View = Generafe Acknowledgement | Hierarchical View Deepika Saini,Steno-1(DM-1I)
e A
iari Physical
» Browse & Diarise | * Computer No - Subject ¥ Subject Category ¥ Created On -
+ Physical Electronic ‘ .
O £ 2234% M-I @ cCReceint Assurances 17/09/14 10:48 x
+ Elactronic All
O E 233453 m——" T 111 & Cabinet Reply Cabingt Note 17/05/14 1044 x
¥ Inbox O £ 233422 20014/ OFFICE ¢ 5 & Telephone Bills Faymant Bills Paymant 16/09/14 02:18 x
» Email Dizrisation O E 233414 233414/2014/OFFICE OF DM-IT & sdfadfg Annual Property Retu... 16/03/14 11:45 x
¥ Crested O £ 223412 233413/2014/0FFICE OF DM-II & soFsdf SAARC 16/03/14 11:44 x
Sent
i O £ 223411 23341 1/2014/0F & Telephone Bills Payment Bills Payment 16/03/14 11:33 x
b Closed
[0 E = 2224 233403/2014/0F & hhh Accounts related mat... 16/03/14 10:40 x
b Acknowledgement -
+ Created 0 BB = 24: 233402/2014/0F & hhh Accounts related mat... 16/03/14 10:37 x
Sent [0 E = 2223 233396/2014/0FFICE OF DM-IT & P Name Advances 16/09/14 10:31 x
b Recycle Bin I
Files [
Fig.eFile.59

e Physical - Click the Physical from the dropdown menu to view the Physical receipts.
e Electronic - Click the Electronic from the dropdown menu to view the Electronic receipts.

e ALL - Click the ALL from the dropdown menu to view the all the receipts togetherThere are 9 links
provided when opening up a Created receipt: (Physical and Electronic).

f) Generate Acknowledgement

By using this option the user who is diarizing the document can generate an acknowledgement and send it back
to the sender of the document as an acknowledgment.

e@ffice

PYSSTA—— & Deepika Saini_Steno-1{DM-11)

eFile electronic file system

Advanced | Help

Copyright © NIC, 2014

Date Range : 07/07/2010 To 18/09/2014
Receipts = ‘ Send | Putin = File | Copy | Dispatch | View IGEnerahe Acknowledgement || Hierarchical View | Deepika Saini,Steno-1(DM-IT)
¥ Browse & Diarise O ~ Computer No ~ Receipt No. - Subject ~ Subject Category ~ Created On -
-+ Physical ;
, O E 233456 233456/2014/OFFICE OF DM-I1 & cc Receipt Assurances 17/09/14 10:48 x
-+ Electronic
O E 233455 233455/2014/CF F DM-II &7 catinet Realy Cabinat Note 17/09/14 10:44 x
» Inbax E 233422 2332422/2014/OFFICE OF DM-1] &7 Telephana Bills Paymant Bills Payment 16/03/14 02:18 x
+ Email Diarisation O E 233414 233414/2014/OFFICE OF DM-TT & edfadig Annual Property Retu... 16/09/14 11145 >
» Created O E 233413 232413/2014/OF] &  sDFsdf SAARC 16/05/14 11:44 Fad
» Sent
=" O E 233411 233411/2014/CF ¥ Telephone Bills Paymant Bills Payment 16/09/14 11:33 Fat
» Closed
" Jed, D m E 233402 233403/2014/OFFICE OF DM-11 ﬁ hhh Accounts related mat... 16/09/14 10:40 >
» Acknowledgement )
Crasted O e | E 233402 233402/2014/0F] E DM-11 ﬁ hhh Accounts relsted mat... 16/09/14 10:37 x
- Creal
St O E 233396 233396/2014/OFFICE OF DM-IT &7 vIp Name Advances 16/09/14 10:31 Py
» Recycle Bin
Files =
Migrate File =
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After clicking on Generate Acknowledgement, an editable window gets opened where a prefilled template of the

acknowledgement is displayed prefilled and user can also edit the content of the template.

User after clicking on Send Later button, moves the acknowledgment to Created sub-section under

Acknowledgement section.

Clicking on Continue button will take the user to the send page of acknowledgment.

cOffice

» Closed
» Acknewledgement
+ Creatad
+ Sent

» Recycle Bin

Files

R Y

Migrata Fila

Dispatch

Dispatch
Dsc

Reports

Settings

Notification

Ext Department (=)

Choose from Template(s)

B 7 U s | BE B 3R BE|sties « Paragraph

- Font Family |-

Fontsiza  |o| | = - =~ | o= &0 < | | ¢z T @

X e — 2k e |2 @ H =W
= | | I | | & - 22~ | I @ || english ge12) |-
o,

C.S.Bhatt

rorth Bleck
Subi- Acknowdedgement of your letter no - dated : 16-Septembe:
Dear C.S.Bhatt,

Regards,

pika Saini
‘Steno-1(DM-1I)

Path: p

2014

¥our latter has baen received. For future communication pleass rafer to the correspondance no. 232422/2014/0FFICE OF DM-IT

Saini Stens-i(DM-II) ~

re) Advanced | Help

Dats: 18-Szptambar-2014

Words:37

[

Fig.eFile.61

Clicking on Continue button will take the user to the send page of acknowledgment.

e@ffice

[T pe——

4 Deepika Saini Stenc-1(DM-IIY w|

el Advanced | Help

Receipts =
» Browse & Diarise

-+ Physical

+ Electronic

» Inbox (1)
+ Email Diarisation
» Created
b Sent
p Closed
b Acknowladgement
-+ Created
+ Sent

» Recycle Bin

o

Files

Migrate File

(&

Dispatch

3

Dispatch

0]

DSC

3

Reports

&

Settings

[

Notification

e

Ext Department

|

icknowlediemenl Content

Dater 18-September 2014
To,

5 Bhart

North Block

‘Sul:- Ackmowladpement of your lerer £ - dared : 16-September 2014

Dear C 5 Blatt,

“Your lettes has been received. Far please T to ™

bean |
2334212014/0FFICE OF DM-TU

Eegards,

Deepika Saini
I Steno-1(0MEDD)

Sent Through Details

Sent Through* Ma

Paost

il |Emaﬁ D

* Multiple Msil Ids ssprated by (.}

[] Do you want to send the nofification through SMS7?

Dispatch Details

Attschment (Only PDF upto500 MB)

Dispatch Date

Dispatch Remarks

=

Total 1000 | 1000 characters left.
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After filling the required sent details, the acknowledgment is then sent to the concerned user and an entry will be
available in users Sent subsection in Acknowledgement section.

Sent

Sent option contains a list of all the receipts that are sent as an outward correspondence. User can view all the
sent receipts, by clicking the Sent link under the Receipts section. As a result the, Sent Receipts screen appears as
shown in Fig.eFile.63:

e@ffice

Dutis AR b T % Deepika Saini Stenc-1({DM-II} |

EFiIE electronic file system Search el Advanced | Help
(- — o P 1

Receipts (O] |‘ Send | View | Copy | Generate Acknowledgement | | Handover -- My Sent Recsipts —

b Brovise & Diarise J ~ Computer No~ Receipt No. - Subiject ~ Sender ~ Sent to ~ Sent On ~ Due On ~ p
* plhys'cal O E 233441 233441/2014/0f0 of HS(MHA & sd dd C.P. BHATT,OFFICE OF 550 17/09/14 12:02 - La)
 Eleesrame | E 233052 233052/2014/0FFICE OF DM-II 7 Verbal communication Prabhick Singh Despika Saini,OFFICE OF DM-11 16/09/14 04:29 -

» Inbox (1) | E 233426 233426/2014/0F] & Telephons Bills Payment C.5.Bhatt Deepika Saini,OFFICE OF DM-11 16/09/14 02:42 -

» Email Diarisation 1 3 e 232904 233404/2014/OFFICE OF DM-II & hhh Narander Modi AJAY KUMAR, ADMIN-T (&) 16/05/14 10:50 16/09/14 <4

. O M p 233062 & Power AL RAJENDER PARSAD GANDHLOFFICE OF NSA  12/09/14 06:10 -

b 2ok | P 233017 cccee ceee RAJENDER PARSAD GANDHI,OFFICE OF NSA  12/09(14 06:10 -

b Clese | P 232613 & siid asdfsaf RAJENDER PARSAD GANDHI,OFFICE OF NSA  12/09(14 06:10 - La)

¥ Acknowledgement
 Cronted | E 233145 & asdas DR. N.RAMESH KUMAR  KULDEEP SINGH,OFFICE OF DN-11 03/09/14 03:51 - L3
»sent | E 233143 & dsksd Ramesh kumar KULDEEP SINGH,OFFICE OF DM-TT 03/09/14 03:50 - ol

 Recycle Bin O E 233132 & ajest drghtrh r ARUNA BANSAL,OFFICE OF US-1{DM-11} 03/09/14 02:35 - )
_ O E 233121 & fdod fdgd ARUNA BANSAL,OFFICE OF US-1{DM-11) 03/09/14 02:32 -

ENE 2, O E 233092 & 102 D.Ramesh Babu Despika Saini,OFFICE OF DM-11 03/09/14 12:50 -

Migrate File = O E 233091 & e re ARUNA BANSAL,OFFICE OF US-1{DM-I1) 03/D9/14 12:43 -

Dispatch = | E 233054 & Receipt@rk Signatory Model  Gesta Bhatnagar Despika Saini,OFFICE OF DM-11 01/09/14 06:01 - a Y

Dispatch =

DSC =+ LEGEND Priority u Out Today [ | Most Immediate u Immediate Ordinary

Fig.eFile.63
There are 4 links provided under Sent Section of receipt:

a) Send: User can use this option to send the receipt to the intended recipient.

Refer to Send option in Receipt Inbox for the process.

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

Refer to View option in Created section for the process.

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

d) Generate Acknowledgement: User can use this option to send the acknowledgement to the sender of the
receipt.

Refer to Generate Acknowledgement option in Created section for the
process.
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There are 4 links provided when opening up a Sent receipt: (Physical)

corce

Aty AR BT 4 Deepika Saini Steno-1{DM-II}

eFile-simmeic flesysiem Mbvanced. | el

|| Copy | Details Movements | Generate Acknowladgement | I
Receipts =
» Brovise & Diarise = Receipt Details
-+ Physical Receipt No 233017/2014/070 of HS{MHA) File No :
-+ Elactronic From : ceee Designation : CCECE
Main Category : BSML Modal Officer Sub Category :
¥ Inbox (1)
Address ce Sent Date - 12/08/14 DB:10 PM
¥ Email Diarisation
Letter Ref. Mo : Letter Date
¥ Created
Subject : cceee Enclosures
b Sent
» Closed [='Movement Details
} Acknowledgement Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks ~ Received On -
- Created Deepika Saini, OFFICE OF DM-II 12/09/14 06:10 RAJENDER. PARSAD GANDHI, OFFICE OF NSA Transferred Receipt : ddd 12/05/14 06:11 Authorization Document
3 Sent C.5 BHATT, 0/ of HS(MHA) 25/08/14 12:10 C.5 BHATT, 0o of HS(MHA) Forward
¥ Recydle Bin
Files [*

Fig.eFile.64

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

b) Details: User can use this option to view the details of the sent receipt such as Receipt Details, Dispatch
History, Attached Files, Attached Receipts, Detached Receipts History and Detached Files History.

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

d) Generate Acknowledgement: User can user this option to generate an acknowledgement and send it to the
sender of the document.

There are 5 links provided when opening up a Sent receipt, as shown in Fig.eFile.65: (Electronic)

s s s w Deepika Saini Stenc-1(DM-1I) ~
eFille st s e E N = | =
Send | Copy | Details | Movements | View Draft | Generate Acknowledgement |

Receipts = —
} Browse & Diarise »  |[EIReceipt Details

» Physical Recelptho - 233426/2014/0FFICE OF DMl e il ho:

+ Electronic From : C.5.Bhatt Designation : uDc

Thisis a test document for Receipt Creation.
b Inbox (1) Main Category - Bills Payment Sub Category -
V Email Diarisation Address North Block Sent Date 16/09/14 02:42 PM
» Crested Letter Ref. No : Letter Date 16/9/14
} Sant Subject - Telephone Bills Payment Enclosures:
b Closed [=IMovement Details
b Acknowledgement
< Sent By ~ Sent On ~ Sent To ~ Actiom Remarks i
+ Created On
» Sent Deepika Saini,OFFICE OF DM 16/03/14 Deepika Saini,OFFICE OF DM -
&n I -1 02:42 -1

} Recycle Bin
Files =
Migrate File =
Dispatch = Els

Fig.eFile.65
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a)

Send: User can use this option to send the receipt to the intended recipient.

Refer to ‘Send’ option in Receipt Inbox for the process.

c)

d)

e)

f)

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

Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts.

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

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

Note: View Draft option is available in Electronic Receipts only when a draft is already created, as
in Physical receipt it is directly dispatched to the concerned authority or to the CRU section.

Generate Acknowledgement: User can user this option to generate an acknowledgement and send it to the
sender of the document.

Closed

Closed option contains a list of all the receipts that are marked as closed as shown in Fig.eFile.66:

Copyright © NIC, 2014

cQrnce
D, AP i w» Deepika Saini Steno-1(DM-11}
| Re-open |
Receipts =
} Browse & Diarise I Computer No ~ Receipt No, - File No. ~ Subject ~ Closed On ~ Closing Remarks
+Physical 232623 232623/2014/0/0 of HS(MHA) wa 29/05/14 12:42 asas
+ Electronic
¥ Inbox (1)
¥ Email Dizrisation
¥ Created
» Sent
} Acknowledgement
+ Craated
+ Sent -|
} Recycle Bin
Files (]
Migrate File (0]
Fig.eFile.66

User can re-open the closed receipt anytime by clicking the Re-open tab.
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To Re-open any Receipt (Physical or Electronic), user has to perform following steps:

1. Select the Closed receipt which needs to be Re-Open and click the Re-open option available, as shown in
Fig.eFile.67:

eorce

Do A BT

& Deepika Saini Steno-1{DM-IT}

|| Re-open I
Receipts = Alert
} Browse & Diarise D Computer No File Na. ¥ Subject ~ Closed On ~ Closing Remarks
¥ i int?
+ Bhysical 239623 @ Are you sure you want to re-open this receipt w3 29/05/14 12:42 asas
+ Elactronic action needs to be A
Remarks *taken [¥)
» Inbox (1)
¥ Email Diarisation
o]

b Created
} Sent
} Closed

b Acknowledgement
+ Crasted

+ Sent
} Recycle Bin I

Files (=]

Fig.eFile.67

2. As aresult, confirm message to re-open the receipt will appear, as shown in Fig.eFile.67:

3. Enter the remarks and click the ‘OK’ button (Fig.eFile.67) to finally Re-open the closed receipt and so the
receipt moves to the Receipt Inbox of the user.
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Acknowledgement

Acknowledgement acknowledges the user that department has received the letter sent by him/her and user can use
the Acknowledgement no to track the status of the letter at any point of time.

Acknowledgments will be sent both electronically (email & SMS) and physically (through post).

By default, acknowledgment will be sent through eMail/SMS notification, once letter is entered into the system. If
required, user can create the acknowledgements using the pre-defined templates.

The system will maintain the record of all the acknowledgements sent to the user(s).

Users can Generate Acknowledgement from:
e Browse and Diarise Generate page
e Created section

e Sent section

Clicking on the Generate Acknowledgment button

s woaan s oximon & Deepika Saini stewc-—1|'3r-1—11‘-|
eFile etectronic file system Search el Advanced | Help
Dste Range ; 07/07/2010 To 18/05/2014
Receipts = ‘ Send | Putin a File | Copy | Dispatch | View |Generabe Acknowledgement || Hierarchical View | Despika Saini,Stena-1(DM-11)
b Browss & Dianse O ~ Computer No ~ Receipt No. - Subiject ~ Subject Category ~ Created On -
» Physical :
| O £ 233436 233456/2014/CFFICE OF DM-11 & oCReceipt Assurances 17/09/14 10:48 x
+ Electronic
E 233455 233455/2014/CFFICE OF DM-11 Cabinet Reply Cabinet Note 17/05/14 10:44
i b I b 05 x
¥ Inbox E 233422 233422/2014/OFFICE OF DM-11 &7 Telephana Bills Paymant Bills Paymant 16/09/14 02:18 Fal
b Email Diarisation O E 233414 233414/2014/OFFICE OF DM-11 & sdigdfg Annual Property Retu... 16/05/14 11:45 x
b Crested O E 233413 233413/2014/CF] F DM-11 &7 sDFser SAARC 16/09/14 11:44 x
Sent
=" E 233411 233411/2014/OFFICE OF DM-11 Telephone Bills Payment Bills Payment 16/03/14 11:33 x
' 233411/3014/OFFICE OF DM-11 pl ¥ y
» Closed
[0 E3 & 2240 233403/2014/0F & hhh Accounts relatad mat... 16/09/14 10:40 x
b Acknowledgement )
- Crasted O m E 233402 233402/2014/0F &7 hhh Accounts related mat... 16/09/14 10:37 x
2 Sent [0 E@ & 22338 233338/2014/CFFICE OF DM-11 & P Name Advances 16/03/14 10:31 P
» Recycle Bin
Files =
Migrate File =

After clicking on Generate Acknowledgement, an editable window gets opened where a prefilled template of the
acknowledgement is displayed prefilled and user can also edit the content of the template.

User after clicking on Send Later button, moves the acknowledgment to Created sub-section under
Acknowledgement section.

Clicking on Continue button will take the user to the send page of acknowledgment.
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c@ffice

Receipts =
» Browse & Diarise
+ Physical

-+ Electronic

b Inbex
» Email Diarisation
b Created

» Sent

b Clased

» Acknowledgement

Saini Steno-1(DM-I1) -

eFile stectronic file m E—

=) Advanced | Help

Choose from Template(s)

B 7 U s« |E = 3 B styles - Paragraph ~| Font Family |+
Fontsize -/ [= - =] 8 o | | L S @

X oo et — e x < |2 @F-H=|mwn
= | | | | | A - %2 - | [, (@) | english (F12) |~
o,

C.S.Bhatt

Morth Block

Sub:- Acknowledgement of your letter no - dated : 16-September-2014

Dats: 18-Septembar-2014

Notification

+ Craated Dear C.5.Bhatt,
+ Sent Your latter has basn recsived. For futurs communication pleass refer to the correspondence ne. 222422/2014/0FFICE OF DM-IT
_ Ragards,
Filas =
Despika Saini
Migrate File = Steno-1({DmM-11)
Dispatch =
Dispatch =
DSsC =
Reports =
Settings =

Ext Department

Path: p Words:37

[ |

Fig.eFile.69

Clicking on Continue button will take the user to the send page of acknowledgment.

c@ffice

L ) 4 Deepika Saini Steno-1i(DM-II1 |

Search pel Advanced | Help

cknowledgement Content

Receipts = Sent Through Details
» Browse & Diarise
+ Physical
Sent Through* | Email N " o
mail 1D Multiple Msil Ids ssprated by ()
+ Electronic Dute: 15-September-2014 mail || : " o
Ta,
¥ Inbox (1) CSBhart Post
Tarih Block
» Email Diarisation
+ Crasted ‘Sult:- Acknowledgement of your letter 1o - dated - 16-September- 2014 [ Do you want to send the notification through SMS?
Dear C5Bhatt
» Sent
“Your letter hus been recaived. Far plesse refer 1o ™
» Closed 233420201 40FFICE OF DM-IT
¥ Acknowledgement . -
< Dispatch Details
-+ Created Begards,
Sent Saini -
+ San II ity Attachment (Dnly PDF upto500 MB) Altach File
} Recyclz Bin
Dispatch Date I:lm
File: E2]
= -+ Total 1000 | 1000 characters left.
Migrate Fila )
Dispatch =) Dispatch Remarks
Dispatch )
DSC =
Reports =
Settings (2] m m
Notification (3]
Ext Department [+

Fig.eFile.70

After filling the required sent details, the acknowledgment is then sent to the concerned user and an entry will be
available in users Sent subsection in Acknowledgement section.
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Recycle Bin

Recycle Bin option contains list of all the receipts which are deleted from the “Created” section of receipts, as shown
in Fig.eFile.80:

There are 2 Quick Actions provided under Recycle Bin Section of receipt:

a) Delete ): Permanently deletes the selected Receipt.

b) Restore : The receipts which are deleted from the Created section are restored back.

Receipts =]
» Brovee & Diarize ~ Receipt No.  Sublect ~ Subject Cateqory v

» Physical P 10388/2012/LF 3 Creation and Continu...

+ Electronic
} Inbox (87)
+ 2day Testing
+Today Receipt
» Email Diarisation
p Created
) Sent

y Closed !

} Acknovledgement

Fig.eFile.71
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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 links available under Files section which is mentioned below:
e Inbox
» Submitted Files for Closing Approval (Permission Based)
e Created
» Drafts
» Completed
e Parked
e Approval requests (Permission Based)
e Closed
» Closed Files (Permission Based)
» Submitted Files for Reopening Approval (Permission Based)
e Sent

e Conversions

» Drafts
» Completed
e Physical File

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

e Electronic File
» Create New (Non-SFS)
» Create New (SFS)

e Create Part

e Create Volume

¢ Recycle Bin

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

Inbox link contains the list of all the Files that are received / marked by any other eOffice user, as shown in
Fig.eFile.72:

e ot s i & Deepika Saini Stenc-1(DM-IT) +
eFile etectronic file system feS— o) Advanced | Help
Date Range : 07/07/2010 To 18/09/2014
C @ || [ Receive [Raply | Sand | View | Mova To | Mers | Hierarchical View | Deepika Saini,Steno-1(DM-TT)
Files =
= O £ 3241752 E-12011/32/2014-OFFICECF DM-II  File@ri7082 HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI).OFFICE 1 oiagr10 10.00  15/09/14 130314 PN
OF DM-TT 10:24 ¢
v Inbox (8)
B 4
_y Submittad Files for O E 3241532 E/38/2014-0O/o of HS(MHAI-Volume(2) 111 ASHISH KUMAR PANDA,OFFICE OF US-1({DM-II) 17{'09"'14 -
Closing Approval 02:02 -
} Created O E 3241710 B-13013/14/2014-Cfo of HS(MHA] Fila@rk7008 C.5 BHATT,0/o of HS(MHA) 16/03/14 06:17 - ég’:?;’l“ E 9
+ Drafts
s ~ HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATT], OFFICE . 16/09/14 B
-+ Complatad O E 3241708 E-12011/31/2014-0FFICE OF DM-11 BF File@ri7007 oF o 16/09/14 05:56 e e
} Parksd O E 3241707 File@rk7006  SUNIL KUMAR DHAWAN,O/o of HS(MHA) 102{'3"79"14 E il
b Approval Requests
E 3241656 RS-12017/23/2014-OFFICEDFDM-II  File@rk7004 G. NAGARAJAN (KULDEER SINGH),OFFICE OF DM-II 15/09/14 03:53 - 16/05/14 B
Closed 10:23 ¢
» oS -
- Closed Files 0 E 3241652 E-12011/29/2014-OFFICE CFDM-II  File@rk7003 o CTANDER BAZBAR (DINEEH KUMAR PRAIAPATILOFFICE 150514 02,33 - égfgg"“ E 9
, Submitted Files for .
Reopening Approval | [ E 3238030  B/5/2014-Ojo of HS(MHA) RAJENDER PARSAD GANDHL,OFFICE OF NSA ’Dygf"ﬂ - - pr
» Sent B9
e - 12/09/14
12 /2014-OFFICE OF DM- g R R
\ Conversions O E 3241532  B-10013/19/2014-OFFICECEOM-I  FDI KULDEEP SINGH,OFFICE OF DM-IT a0t -
B 49
+ Drafts O E 3240665  E£/38/2014-Ofo of HS(MHA) B 111 C.5 BHATT, 0o of HS{MHA) 11/09/14 11:47 - i:{gg"” pr ~
+ Completed — 1inEiia M N
¥ Physical File
+§;§a\l"e Newi (Nan ! LEGEND Priority = Out Today B Most Immadiate B Immedists Ordinary
- ’be pp— External Filas
o reate Hew ==l Files with Yellow
} Electronic File Note
VIP References @
, Create New (Nan
E
-+ Create New (SFS)
} Craats Part
} Craats Volume
b Recycle Bin

Fig.eFile.72

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

There are 6 links provided under Inbox Section of Files:
a) Receive: This link helps the user to receive the Physical file only.
To receive a Physical file user has to perform following steps:

1. Select a file from the Inbox which has to be received, as shown in Fig.eFile.73:
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5 O WORRALAGH BTG ; ARCHANA SHARMA UDC- AS
ate Ranagg ¢ 01/08/2010 To 18/09/2014
Receipts Receive | Reply | Send | View | Mave To | More | Receive File Confirmation cal View | My Files
Computer o Due c . -
i B ] T ~ Number Are you sure you want to receive this File ? Sent on Tgn BedOn v Quick Action —
¥ Inbox (35) @ B 49
( 11/08/14
[ E 40377 RS-12017/20/2014-OFFICE OF DM-II 11/05/14 11:30 - 1131 ¢
, Submitted Files for P 40376 D-23/2/2014-0/0 of HS(MHA) =pIT T BHAT T, MR 11/09/14 11:15 - 11/05/14 B9
Closing Approval 11:51 e H
B %
} Created 0 E 40369 B-12012/22/2014-0/0 of HS[MHA File@rk21212 C.5 BHATT,MHA 10/03/14 10:35 - ﬂ"gg" 4 P
+ Drafts
- i 10/09/14 . . B
+ Completed B E 40268 B-12013/18/2014-0/o of HI(MHA) File@rk2311 C.5 BHATT,MHA 10021 P
» Parked 0 E 40366 C/91/2014-0/0 of HS[MHA] clase fila SUNIL KUMAR DHAWAN,MHA ~ 08/09/14 03:34 - gg"gg" 14 E g
p Closed
] E 40365 G-11011/1/2014-0/0 of HS(MHA] g1 ramesh C.5 BHATT,MHA ::{’1":-”4 - - B9
+ Closed Files * ¢
Submitted Files for| 7] E 40364 D-19/2/2014-OFFICE OF NSA satrun2 C.5 BHATT,MHA 08/08/14 03:07 - gg’?g" 14 69
+ Reopening : {‘
Approval
o E 40333 HS-11015/3/2014-0/0 of HS[MHA) Kirti File 66 SUNIL KUMAR DHAWAN,MHA ~ 04/09/14 04:50 - gg‘lg?" 14 (D; 9
b Sent !
crTs wimaan nalantaa i )

Fig.eFile.73

2. Click the Receive link, as a result the alert message comes to confirm the receiving action of file
(Fig.eFile.73).

3. Click the OK button (Fig.eFile.73), as a result the file gets received and then it can be opened by clicking on
the activated file link.

b) Reply: This link helps the user to reply to the sender of the file.
To send areply on file user has to perform the following steps:

1. Select a file from the Inbox for which reply has to be send, as shown in Fig.eFile.74:

At AR B e Deepika Saini Steno-1(DM-1I) =
cFile s E YN -t |
Dats Ranof mOr7rOy/2010 To 18/03/2014
Recaipts & | [ Receive |Reply [Send | View | Move To [More | Hierarchical View| Despika Szini, Steno-1(DM-1T)
Files =] o 1 AT g ~ Subi - = - = - EOES
= D Ho Number Subject Sender Sent on Due On~ Read On Action A
» Inbox (8) ]
18/09/14 “
E 3240012  B-14/4/2014-SECLAN-DOIT sfasfask MRUTYUNJAYA MISHRA,OFFICE OF DM-IT - -
, Submitted Files for o aslastasia RA, 12:05 ¢
Closing Approval 1870814 E )
_— E 3241757 RS-12017/24/2014-OFFICECF DM File@rk7083  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-TI 18/09/14 10:26 - s pr
» Cres -
[E )
+ Drafts 0 E 3241753 E-12011/32/2014-OFFICEOFOM-1  File@rk7082 g’;gmeANoER BABBAR (DINESH KUMAR PRAJAPATILOFFICE  yornaris 10:04  19/09/14 :gf:ng 1 ¢
+ Completed 17/00/14 )
O E 3241532 E/38/2014-0/o of HS(MHA)Volume(2) 111 ASHISH KUMAR PANDA,OFFICE OF US-1(DM-II) /09/ - -
b Barked 02:02 ¢
¥ Approval Requests E 3241710 B-13013/14/2014-Ofc of HS(MHA]  File@rk7008 .S BHATT,O/c of HS(MHA 16/09/14 06:17 - 16/03/14 B9
06:18 ¢
 Closed HARISH CHANDER 3AB3AR (DINESH KUMAR PRAJAPATI),OFFICE 16/05/14 B9
+ Closad Files O E 3241708 E-12011/31/2014-0FFICE OF DM-11 Br File@rk7007 OF DM-11 . 16/03/14 05:56 - 05:57 ¢
Submitted Files for i o . 16/09/14 R B B
+ roommine amroen | O E 3241707  B-12012/14/2014-0c of HS(MHA]  File@rk7006  SUNIL KUMAR DHAWAN,O/o of HS{MHA) oo ps
) B9
b Sent 0 E 3241656  RS-12017/23/2014-OFFICECFDM-II  File@rk7004  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-TI 15/03/14 02:52 :g{ggﬁ 1 s

Fig.eFile.74
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2. Click the Reply link, as a result the recipient gets automatically selected from the send to list, as shown in

PSh—— & Deepika Saini_Steno-1(DM-II} *
EFiIE electronic file system p—r ) advanced | Help
Receipts =
= B File Number Subject
b Inbox (8) + () RS-12017/24/2014-OFFICE OF DM-II Fila@rk70832
Submitted Files for .
+ Intimate To
Clesing Approval To KULDEEP SINGH--S0{ DM-11)--OFFICE OF DM-II
» Created S.No Employee Name [Jemait [lsms
Sat Dus Date 7
+ Drafts 1 KULDEEP SINGH{OFFICE OF DM-11) [}
+ Completed Action Forward

p Parked

Pricrity Ordinary

Total 1000 | 1000 characters left.

-

Approval Requests
» Closed

-+ Closed Files

" Submitted Files for Remarks
Reopaning Approval

» Sent

» Conversions
-+ Drafts
+ Complsted Sead

Fig.eFile.75

Sign and Send: The Process of Sign and Send is slightly different from the normal process of sending the file.
User can now digitally sign ne file before sending it.

Note: ‘Sign and Send’ button will be accessible only if DSC is plugged in working mode else only Send
button is visible.

To Sign and Send the File, user has to perform the following:

1. Enter the input required details to which file is to be sent and Click the Sign and Send button, as shown in

Fig.eFile.76:
Send
Selected Files
File Number Subject
[#- (] A-15/1/2013-CMO(PRO) Test
To | AKSHAY RAMESH GOSAVI--WRDM-ASST(ARG)-(MP 1)--WRDM-(MP 1
Set Due Date E Set Reminder
Action Forward zl

Priority Most Immediate i]

Total 1000 | 985 characters left
On Urgent Basis

Remarks

[send as sticky note

l Sign and Send

| Send |

Fig.eFile.76
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2. A pop window appears asking to enter Pin, as shown in Fig.eFile.77:

~

-
Enter PIN

To log in to "Gyanendra Kumar Bhojal®

Enter PIN: |

X Minimum PIN length 4 bytes
+ Maximum PIN length 15 bytes

oK ‘ Cancel

Fig.eFile.77

3. Enter the Pin and click the ‘OK’ button, as shown in Fig.eFile.78:

>
Enter PIN

To log in to "Gyanendra Kumar Bhojal”

Enter PIN: | |sews]

+ Minimum PIN length 4 bytes
+ Maximum PIN length 15 bytes

[ o J|[ concel |

Fig.eFile.78

4. When received user opens the Inbox and click on the received file is displayed as shown in Fig.eFile.79:

File No: A-12012/1/2012-LIB-LBSHAA

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | W
& Pruaie a e
B add Green Note | | =1 /Add Yellow Note

= nationvide struggle for independence was lsunched by the Indian National Congress and later joined by
the Muslim League . Thel T gian independence movement | from the United Kingdam in 1947, after the
British provinces were parifoned ko The domnions of Tndia and Pakistan and the princely states all

acceded to one of the new states

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

L3

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

Bigir=lly Signed

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

@ E

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

Bigir=lly Signed

Fig.eFile.79
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¢) Send: This link helps the user to forward a particular File/s to the recipient.

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

1. Select File/s from the File Inbox which needs to be forwarded, as shown in Fig.eFile.80:

c@ffice

[ —

4w Deepika Saini Stenc-1(DM-II] =

FSI advanced | Help

» Tnbox (8)

Submitted Files for
4 Subn
Closing Approval

» Created
+ Drafts
+ Completed

¥ Parked

-

Appraval Requests
¥ Closed
=+ Closad Files

, Submitted Files for
Reopening Approval

b Sent
» Conversions
+ Drafts

-+ Completed

Date Range : 07/0presweao 18/09/2014

| Receive | Replyl Send |View | Move To | More |

_ Computer
No

O

m

3241781

m

3240912

m

3241757

m

3241753

m

3241532

m

3241710

m

3241708

m

3241707

m

3241656

O
O
O
O
]
O
O
O
M

m

3241653

~ Number

G/47/2014-0/0 of HS(MHA]}

B-14/4/2014-SECLAN-DOIT

RS-12017/24/2014-0FFICE

~ Subiject

manual file

E-12011/32/2014-0FFICE O

E/28/2014-0/c of HS(MHA)-

B-13013/14/2014-0/o of HS{MHA]

E-12011/31/2014-0FFICE O

RS-12017/23/2014-0FFICEOFDM-1I

E-12011/2%/2014-0FFICE Of

asfasfasfa
CFDM-II  File@rk7082
FOM-II  Fila@rk7082
Voluma(3] 111
File@rk7008
F o115 File@rik7007
File@rk7006
File@rk7004
FOM-II  File@rk7003

Hierarchical View | Deepika Saini,Steno-1(DM-II)

~ Sender

C.5 BHATT, /o of HS{MHA)
MRUTYUNJAYA MISHRA,OFFICE OF DM-II

G, NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II

HARISH CHANDER BABBAR [DINESH KUMAR PRAJAPATI),OFFICE
OF DM-TT

ASHISH KUMAR PANDA, OFFICE OF US-1{DM-II)

C.5 BHATT, /o of HS{MHA)

HARISH CHANDER BAEBAR [DINESH KUMAR PRAJAPATL), OFFICE
OF DM-II

SUNIL KUMAR DHAWAN,O/o of HS[MHA)

G, NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II

HARISH CHANDER BABBAR [DINESH KUMAR PRAJAPATI),OFFICE

~ Sent on

18/03/14 02:18 -

18/00/14
12:05

18/05/14 10:26 -

18/09/14 10:24

17/05/14 02:02 -

16/03/14 06:17 -

16/05/14 05:56 -

16/05/14 05:37 -

15/09/14 03:53

15/03/14 03:38 -

[v]

~ Due On~ Read On Quick

>

18/09/14
02:18

Suf
&
a8

4

18/05/14
10:27

18/05/14

15/03/14 10:24

18/05/14
02:16

16/05/14
06:18

15/09/14
05:57

18/05/14
02:14

16/05/14
10:23

1 A 05 RN e RN RN TRe ¥ AN Ar g |
RN N N N N AN

15/05/14

Fig.eFile.80

2. Click the Send link, as a result the ‘Send to’ Page will appear, as shown in

Fig.eFile.81:

eoInce

D R BT

eFile electronic file system

« Deepika Saini Steno-1(DM-II} ~

—

Receipts [*]
Files =
b Inbox (8)

Submitted Files for
+ 200
Closing Approval

} Created

+ Drafts

+ Completed
b Parked
+ Approval Requests
b Closed

-+ Closad Files

Submitted Files for
Recpening Approval

} Sent

Conversions

-

+ Drafts
-+ Completed

b Physical File

File Number

¢ () G/47/2014-0/0 of HS{MHA)

Set Due Date
Action Forward

Priority Ordinary

i

Total 1000 | 1000 characters left.

C.5 BHATT--UDC[HS)2--0/o of HS(MHA)

Subject

manual file
Intimate To
S.No Employee Name D Email |:| SMS
1 C.5 BHATT(O/o of HS{MHA)} O O

Remarks

recipient (Fig.eFile.81).

(Fig

.eFile.81).
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Fig.eFile.81

Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the

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




A DIGITAL WORK PLACE SCLUTION

5. Set the Reminder (if required — Fig.eFile.81).

6. Select the Action which has been taken on the File from the dropdown menu as shown in (Fig.eFile.81).

7. Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.81).

8. Type the remarks (if required) in the Remarks text box (Fig.eFile.81).

9. Click the Send ) button (Fig.eFile.81).

As a result, created File is sent to the intended recipient.

d)

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

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

Fig.eFile.82:

View: This link helps the user to list the Files depending upon its current state. i.e. (Unread, Read,
Physical, Electronic, All)

c@Office

Dot A BT

eFile electronic file system

» dnbex.
 Submitted Files for
Clasing Approval
p Created
+ Drafts
+ Completed

» Parked

-

Approval Requests
b Closed
-+ Closad Files

, Submitted Files for
Recpening Approval

} Sent
Conversions

+ Drafts

-

+ Completd

Date Range : 07/07/2010 et 0242008

we Deepika Saini Steno-1{DM-II} -

—

| Receive | Reply | Send | View [ MovefTa | More |
.
[ ey Unread
- ~ Subject ~ Sender
iG] Read
O E 3241781 Physical manual file C.3 BHATT,O/0 of HS(MHA)
O E 3240012 Electronic fasfasf MRUTYUNJAYA MISHRA,OFFICE OF DM-IT
All
O E 3241757 oiowh014-OFFICE OF DM-IL  File@rk7083  G. NAGARAIAN (KULDEEP SINGH),OFFICE OF DM-I1
O £ 324175 E-2011/300014-OFFICECEOMT  Fle@rk0sz  peoh CHANDER BABBAR (DINESH KUMAR PRAJAPATI),OFFICE
O E 3241710 Fla@rk7008  C.5 BHATT,C/o of HS(MHA)
O E 3241708 E-12011/31/2014-0FFICE OF DM-IT =3 File@rk7007 g:'gatlHCHAN DER BABBAR {DINESH KUMAR PRAJAPATI).OFFICE
O E 3241707 File@rk7006  SUNIL KUMAR DHAWAN,O/a of HS{MHA)
O E 3241656  RS-12017/23/2014-OFFICEOFDM-TI  Fila@rk700¢ . NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-TI
O E 3241633 E-L2011/23/2014-OFFICEOFOM-L  Flle@rk7gos  prnk CHANDER BABBAR (DINESH KUMAR PRAJAPATI), OFFICE
[l E 3238030 B/5/2014-Ofa of HSIMHA) fsafsafsafasf ~ RAJENDER PARSAD GANDHLOFFICE OF NSA

* Sent on

18/09/14 02:18 -

18/00/14
12:05

18/09/14 10:26 -

18/03/14 10:24

15/09/14

16/03/14 06:17 -

16/03/14 05:56 -

16/09/14 05:37 -

15/03/14 03:52 -

15/03/14 03:3% -

12/09/14

Hierarchical View Deepika Saini,Steno-1(DM-II)

~ Due On~ Read On

18/05/14
02:18

18/0%/14
10:27

18/05/14
10:24

16/0%/14
06:18

16/0%/14
05:57

18/09/14
02:14
16/09/14
10:23

15/0%/14
03:40

FTASEASESOdSaS3d3aa3asa

I E R R R N R R e

Fig.eFile.82

Unread - Click the Unread from the dropdown menu to view unread Files.

Read - Click the Read from the dropdown menu to view read Files.

Physical - Click the Physical from the dropdown menu to view the Physical Files.

Electronic - Click the Electronic from the dropdown menu to view the Electronic Files.

ALL - Click the ALL from the dropdown menu to view the All receipts together.
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e) Move To: Helps the user to create New Folders and manage Existing Folders.

To create New Folder or to manage existing ones, user has to perform following steps:

1. Select a File from the File Inbox which needs to be moved to new Folder and move the cursor on Move To
link, a drop down menu will appear with the following options i.e. (My Folders, Manage folders and Create
New folder), as shown in Fig.eFile.83:

4D A BT w» Deepika Saini Steno-1(DM-II) ~
cFile s e e T
Date Range i 07/07/2010 To 18/03/2014
Receipts ] | Receive | Reply | Send | Wiew | Mave To | More | Hierarchical View Deepika Saini,Steno-1(DM-1I)
= My Folders -
Files =) O y Computer L - Subiect + Sender ~ Sent on CHEETEEE T R
No I Action ~
\ Tnbox (5) = Manage Foldars =S
- e 18/09/14
. Submiad s fr € 3241781 G470 creste New Folder manual file C. BHATT,0/o of HS(MHA) 18/09/14 02:18 e o
Closing Approval B 4
O E 3240912  B-14/4/2014-SECLAN-DOIT asfasfasfa MRUTYUNJAYA MISHRA,OFFICE OF DM-IT 18/09/14 -
b Created 12:03 ¢
+ Drafts 0 E 3241757  RS-12017/24/2014-OFFICECFOM-II  File@rk7082 G NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II 18/09/14 10:26 - }g’: 22" 14 ‘E K
* Completed HARISH CHANDER. BABEAR, {DINESH KUMAR PRAJAPATT), OFFICE 18/09/14 B 9
s barke O E 3241753 E-12011/30/2014-OFFICEOFDM-II  File@ri7os2 oot 18/08/14 10:24  18/09/14 (o' 2 o
¥ Approval Requests O E 3241710  B-13013/14/2014-C/o of HS(MHA]  File@rk700B .5 BHATT,O/o of HS{MHA) 16/0/14 06:17 - ég’:g’g" 14 E 9
b Closed HARISH CHANDER. BABBAR {DINESH KUMAR PRAJAPATI), OFFICE 16/09/14 B
+ Closad Files O E 3241708 E-wposy/mipore-oFrice o oien BY Flegrior TR ' 16/09/14 05:56 - pp o
Submitted Files for P 18/05/14 B9
Reomening Approvdl | L] £ 2241707 Fila@rk7006  SUNIL KUMAR DHAWAN,Ofo of HE(MHA) 16/03/14 05:37 b ¢
» Sent O E 3241656  RS-12017/23/2014-OFFICEOFDM-II  File@rk7004  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II 15/09/1402:52 - :g’:g:" 14 E o
» Conversions E 4,)
P O E 3241653  E-12011/297014-OFFICEOF DT Fle@rk7003  Heiio CHANDER S4BBAR (DINESH KUMAR PRAJAPATI) OFFICE 150514 03,25 - égfﬁg" 14 o
» Completed ) ) 12/00/14 Es VY
m E 3238030 B/3/2014-Of0 of HEIMHA) feafsafsafasf  RAJENDER PARSAD GANDHLOFFICE OF NSA e - =
Fig.eFile.83
e My Folders - Click the My Folders link from the dropdown menu to view the File inbox and its
subfolders.
¢ Manage Folders - Click the Manage Folders link from the dropdown menu to Delete or Edit the folders
created under File Inbox.
°

2. Click the Create New Folder option, as shown in Fig.eFile.84:

Create New Folder - Click the Create New Folder link from the dropdown menu to create a new folder
under File inbox.
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As a result following screen appears, as shown in Fig.eFile.85:

Folder Name*

Created n*| Choose One V}

Fig.eFile.85

3. Enter the New Folder Name and select the Folder in which new folder is creating and click the Save

) button (Fig.eFile.85).

As aresult a new Folder is created in specified Folder.
f) More: This link helps the user to close/park the active file, check closing/parking history and to create
volume.
e Park: To a particular File user has to perform the following steps:

1. After selecting the File which needs to be parked, move the cursor over More Action Link and click on
Park File option, as shown in Fig.eFile.86:

brefiicbolmdioed & Deepika Saini_Stenc-1(DM-TI] _~
chile s v E I - | =
Date Range : 07/07/2010 To 18/03/2014
Receipts = ‘ Receive | Reply | Send | View | Move To | More | Hierarchical View | Deepika Saini,Steno-1(DM-1I)
Park File B
= Computs | (sl K
Files =l D - OMBUEL o ymber ¥ Sender ¥ Sent on ¥ Due On~ Read On - Qul_c
Ho —_— NS _ _ _— Action ~
+ Inbox (6) = Park File Histary =S
cumtted Fies for E 3241781 G/47/2014-0/0 6 Close File History le C.5 BHATT,O/o of HS(MHA) 18/03/14 02:18 - ég’:?:" 1 (,
N  Close File Histary |
cl A |
TrREEE E 3200012 E14/a/oiaceca Crete Volume | a MRUTYUNJAYA MISHRA,OFFICE OF DM-II 18/05/14 - - B 5
12:05
b Created ———— H (‘
B
+ Drafts 0 E 3241757  RS-12017/24/2014-OFFICEQEDM-II  File@rk7083  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II 18/09/14 10:26 - }g’_’g?" 1 pt
 Completed HARISH CHANDER BABBAR. (DINESH KUMAR PRAJAPATI),OFFICE 18/05/14 B4
- 12011/32/2014-¢ JF DM-] Y g :
s porked O £ 224175 E12011/30/2014-OFFICEOFOM-I  Fle@rk7082  onpen 18/03/14 10:2¢ 19/03/1¢ 1102 S
b Approval Requests 0 E 3241710 B-13013/14/2014-Ofc of HS(MHA)  File@rk7008  C.5 BHATT,Ofo of HS(MHA) 16/09/14 06:17 - ég‘_’?g" @ E K
b Clesed HARISH CHANDER BABBAR. (DINESH KUMAR PRAJAPATI),OFFICE 16/05/14 B4
+ Closed Fles O E 3241708 po01y/ayosa-orrice o onnr BY Flegrkrosr AR g 16/03/14 05:56 - s S
Submitted Files for o 18/08/14 B
* nopaing Ao | O £ 3241707 Fil=@rk7006  SUNIL KUMAR DHAWAN,O/o of HS(MHA) 16/03/14 05:37 oo p
B
b Sent O E 3241656  RS-12017/23/2014-OFFICECFDM-II  File@rk7004  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II 15/03/14 03:53 - ig’_’gg" 1 s
» Conversions B 5
+ Drofts O € 304165 E2011/29/0014-OFFICECEDMET  Fle@rkr003  HAISH CHANDER BABBAR [DINESH KUMAR PRAJAPATILOFFICE 45109114 03,25 - 15/0ia p
v
Completed e B
*emele m E 3238030 B/S/2014-0/c of HSIMKA) fsafsafsafasf  RAJENDER PARSAD GANDHLOFFICE OF NSA 12/09/14 - <
+ Physical File
Fig.eFile.86

2. As aresult, Parking Confirmation Dialogue box will appears. Enter the Remarks and Reminder Date as
per requirement and click the OK button, as shown in Fig.eFile.87:
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Aty AP i Steno-1(DM-II) -
E'Fi le etectronic file Advanced | Help
Date Range : 07/07/2010 To 18/05/2042
ints 0o | Receive | Reply | Send | View | Mo Parking Confirm Hierarchical View | Deepika Saini,Steno-1(DM-11)
= Computer uick
Filas = O = FL + Number Do you want to Park the file? ~ Sent on ~Due OnvReadOn ~ Ech.m A
b Inbox (5) N @ .
18/09/14 “
Submitted Files for O E 3241781 '47/2014 — Required Later On of HS(MHA] 18/09/14 02:18 - 02:18 e
* Closing Approval emar D4
_— O E 3240012  B-14/4/201 Reminder ‘A MISHRA,OFFICE OF DM-II }g‘!gg"{ 1 - ¢
b Creal date* 01/12/2014 @ B+
+ Drafts O E 3241757 RS-12017/3 {KULDEEP SINGH),OFFICE OF DM-11 18/09/14 10:26 - ig‘fg?" L ¢
+ Completed ER BABBAR (DINESH KUMAR PRAJAPATI),OFFICE 18/09/14 B
- £ 3041753 E-12011/3 ( z 18/03/14 10124 13/03/14 ' 0 S
b Parl ok Cancel I . B s
» Approval Requests O E 3241710 B-13013/14 of HS{MHA) 16/09/14 06:17 - ééf?g“" I
» Closed HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI),OFFICE 16/09/14 B
+ Closad Files O E 3241708 E-12011/31/2014-OFFICE OF DM-1T B Fil=@ric7o07 OF DM-11 ' 16/09/14 05:56 - 05:57 ¢
N ﬁ:&gﬁ: if:mfﬁgl O E 3241707 B-13012/14/2014-Ofo of HS(MHA)  File@rk7006 SUNIL KUMAR DHAWAN,O/a of HS{MHA) 16/03/14 05:37 - ég{?g" 14 (D. 9
Fig.eFile.87

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

e Park File History: Displays the history of the Parked file. To view click on Park File History, as shown in

Fig.eFile.88:
[y Se——— & Deepika Saini Steno-1(DM-I1I) ~
eFile electronic file system Search yol Advanced | Help
Date Range : 07/07/2010 To 18/09/2014
Receipts ] | Receive | Reply | Send | View | Move To | Mare | Hierarchical View | Despika Saini,Stena-1(DM-1T)
Park File .
=] Compute k
Files = D N MEEEL + yymber ¥ Sender ¥ Sent on ¥Due On¥ReadOn ¥ Eu‘lic A
Inbos (€ LE Park File History ction
b ik () £ 3241781 G/47/2014-O)o of b - e C.5 BHATT,0/o of HS{MHA) 18/03/14 02:18 - 16/05/14 B9
, Submitted Filss for Clozz File Histary : ! : 02:18 ¢
Closing Approval
Create Vol B
O E 3240012  B-14/4/2014-SECU e o MRUTYUNJAYA MISHRA,OFFICE OF DM-IT ig:’g:" 14 - -
} Created * ¢
+ Drafts O E 3241757 RS-12017/24/2014-OFFICECFDM-TT  File@rk7082 G, NAGARAJAN (KULDEEP SINGH),OFFICE OF DH-IT 18/09/14 10:26 - :gf ggf 14 E 9
> Corplted O £ 3241751 E-12014/20/2014-0FFICEQFDM-L  Flegrkgoga  FARISH CHANDER BABBAR (DINESH KUMAR FRAJAPATI).OFFICE yoynoiig 10,04 19/0g/14 18/0%/14 B9
- |- -] H
b Parked OF DN-II 10:24 ¢
+ Approval ts - (2014-0/. ) . 16/09/14 [
ppraval Reques O E 3241710 B-13013/14/2014-Cfo of HS(MHA]  File@rk7008  C.5 BHATT,O/o of HS{MHA) 16/09/14 06:17 16/03 -

Fig.eFile.88

e Closed File History: Displays the history of the closed file. To view click on Close File History as shown in

Fig.eFile.89:
Py
E‘File electronic file system
Date Rangs : 07/07/2010 To 18/08/2014
Receipts = | Receive | Reply | Send | View | Move To | Maore | Hierarchical View | Deepika Saini,Steno-1(DM-II)
— Park File B
i El t 7 CDN_p_m SIS Numper ~ Sender ~ Sent on *DueOnvReadOn ~ g“‘;‘k A
L) Park File History Sy
b fneex ) £ 3241781 a7/2014-0/0 of f cloee e rintors | C.5 BHATT, /0 of HS(MHA) 18/03/14 02118 - b P
, Submitted Files for 28 Close File Histery N ’ e : 02:18 ¢
Closing Approval
Creats Vol B9
O E 3240012  £-1¢/4/2014-5ECL Arremer — MRUTYUNJAYA MISHRA,OFFICE OF DM-IT 18/00/14 -
} Crested s Il
+ Drafts ; 18/09/14 [E]
O E 3241757  RS-12017/24/2014-OFFICECFDM-II  File@rk7082  G. NAGARAJAN (KULDEEP SINGH),OFFICE OF DM-II 18/09/14 10:26 - 1027 pt
* Completed HARISH CHANDER. BABBAR. (DINESH KUMAR BRAJAPATI),OFFICE 18/09/14 [F ]
- [32/2014- - ' :
— O E 324175 E12011/33/2014-OFFICEOFDICIL  File@rk7082  oop i 18/03/1410:24  13/09/14 o) ¢
¥ Approval Requests Il E 3241710 B-13013/14/2014-O/0 of HS(MHA)  File@rk7008  C.S BHATT,O/o of HS(MHA) 16/05/14 06:17 - 16/05/14 @ R
Fig.eFile.89
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e Create Volume: This link helps the user to create a new Volume of an existing file.
To create a Volume user has to perform following steps:

1. After selecting the File for which new Volume has to be created, click the Create Volume Link, as shown

in Fig.eFile.90:
eFHe electronic file system Saild1|:|p Advanced | Help
Date Range : 07/07/2010 To 18/09/2014
Receipts ] ‘ Receive | Reply | Send | View | Move To | More Hierarchical WEW|Deep'\ka Saini,Steno-1{DM-T1)
Park Filz )
S =] D - Comauter ¥ Number ~ Sender ¥ Sent on ¥ Due On Read On Qu‘_Ck
No ile Hi —_— _— Action A
b Tnbox (6) Park File Histary S
Submittd Fils for E 34178 Ga1/014-0/0 ot Close File History e CSEHATTOJo of HS(MHA) 18031402118 - ggg’ 1 o
Creata Vol | E}
- 0] 1 E3n0013  E-14/4/20i4EC Jorese voume| cwousia MRUTYUNJAYA MISHRA, OFFICE OF DM-IT 3,@:’ 1w ; o
¥ Crea !
E}
+Drafis D E 3241757 RE-12017/24/2014-0FFICE OF DM-IT  File@rk7083 G, NAGARAJAN [KULDEER SINGH),OFFICE OF DM-I1 18/0%/14 10:26 - :g{g?“ ¢
> Complted HARIEH CHANDER. BABBAR (DINESH KUMAR PRAJAPATI), OFFICE 18/09/14 )
) Parked D E 3241753 E-12011/32/2014-OFFICE OF DM-IT  File@rk7082 OF DN-IT 18/09/14 10:24  15/03/14 10:24 ¢
b Approval Requests [] ™ E24710  E13013142014-0/ocf KSMHA)  Fle@rk7008  C.5 BHATT.OJo of HS(MHA) 16/09/14 06117 - ggg’“ E 9
b Closed
= e HARISH CHANDER BABEAR (DINESH KUMAR PRATAPATIVOFFICE ... EIEDT) B9
Fig.eFile.90

As a result, the following page will appear, as shown in Fig.eFile.91:

Training in DOPT.

Create Volume

Fig.eFile.91
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2. Click the Create Volume (ml) button (Fig.eFile.91) to create volume, as a result the following page
appears, as shown in Fig.eFile.92:

(Computer No: 20882 | File No: C-15012/1/2013-JTSECY(DLT)-CMO-Volume(2) |
Correspondence | Lme--MoverTents-rDetats—di—Semi-—Dispatereomeert File | Atachment | More... |
&
File Number: C-15012/1/2013-JTSECY(DLT)-CMO-Volume(2) Subject: iNDIA
Opening Date: 04109113 12:27 AN Remarks:
Main Category : Sub Category :
Previous Reference: Later Reference :
(=IFile Movement History
Sender v Senton v Sentto v Action ¥ Remarks v

Fig.eFile.92
Here volume file is created with the Volume number suffixed adjacent to the file number.

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

K/

% Remarks - Shows latest Noting that has been done on that particular File.

R

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

R

« Forward - Forward a particular File to the recipient.

There are 11 links provided on opening a Physical File:

a) Correspondence: With the help of this feature user can attach physical Correspondence/ Receipt to the
Working File.

To attach Correspondence user has to perform following steps:

1. Click the Correspondence link as shown in Fig.eFile.93:

E'File electronic file system Search P Advanced | Help
e —— isbarMasdasnts?  File No: 47-12/2013-NDM-II Suh'ect: RTI MATTER UNDER. RIGHT TO INFORMATION ACT, 2005
e o] Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | Mare... |
&l
Files =] =
¥ Inbox (8) File Number - 47-42/2013-NDM-I Subject - RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
2 Gomitted el | | Opening Date - 0810713 11:54 Remarks -
} Created Main Category : Sub Categery :
» Drafts Previous Reference Later Reference :
+ Completed [=IFile Movement History
b Parked Sender - Senton ~ Sentto ~Action ~Remarks A
» Approval Requests Daepika Saini,OFFICE OF DM-II 18/05/14 03:17  Deepika Saini,OFFICE OF DM-II Forward
¥ Closed HARISH CHANDER. BAEBAR,OFFICE OF DM-II 20/08/14 12:02 De=pika Saini, OFFICE OF DM-11 Tranzferrad File : e-office Authorization Document
-+ Closed Files
ASHOK SHUKLA,OFFICE OF DS(DM-II} 15/07/13 03:32 DINESH KUMAR. PRAJAPATI,OFFICE OF DM-II Forward
. Submitted Files for
Recpening Approval DINESH KUMAR. PRAJAPATL,OFFICE OF DM-II 08/07/13 11:55 ASHOK SHUKLA,OFFICE OF DS(DM-II) Forward
» Sent
Fig.eFile.93
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2. As aresult List of Correspondences and Issues page appears on right side of Noting page, as shown in
Fig.eFile.94:

| List of correspondences and issues

Choose One

] = Receipt/Issue No.» Subject” Type Attached On ~ Pages”

e 26404/2013/CC ee PUC1 17/06/13 01:48 View
1/1042/2013 dfjh 11/06/13 06:30
1/1041/2013 dfjh 11/06/13 06:30

Attach

Fig.eFile.94

3. Click the Attach Button (Fig.eFile.94) to add a new receipt to the list, as a result, the Receipt

Search window appears showing a list of available receipts. Select the receipt from the Receipt Search
window to attach with the file, as shown in Fig.eFile.95:

eFile etectronic file system Search Fe) Advanced | Help
————————— ¢ No: 3207997 _File No: 47-12/2013-NDM-IT____ Subject: RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
e @ | | Correspondence | Link | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... |
Files B
» Inbex (6 b
(€ Search for the receipt S
N Submittad Files for
Closing Approval Choose One
» Created 2014 v Search ed On ~Pages ¥ Action ¥
+ Drafts
Computer Number Receipt Number Subject
+ Completed ath Audit
Committes
b Parked Mesting-
@ r 152754 152754/2003/0FFICE OF IS (OM) (1SS
» Approval Reguests e
b+ Closed B
PREPARATION
+ Closed Files OF THE
, Subrmitted Files for o 233452 233452/2014/0/0 of HS(MHA) ool
Recpaning Approval
MANAGEMENT
» Sent PL...
» Conversions (O3] 233502 233503/2014/CFFICE OF DM-T1 asdfgasdf
o P
+Dra o
+ Completed
¥ Physical File
, Create New (Non II
SFS)
+ Create New (SFS)
» Electronic File
, Create New (Non
SFS)
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4. After selecting the receipt, click the Attach ) button (Fig.eFile.95). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.96:

c@ffice

[T —

» Inbox (6)

Submitted Files for
o
Clasing Approval

} Created
+ Drafts
+ Completed
} Parked
b Approval Requests
¥ Closed
+ Closad Files

Submitted Files for
Reopening Approval

eFile electronic file system

Computer No: 3207357 File No: 47-12/2013-NDM-IT

Subject: RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005

«» Deepika Saini Steno-1(DM-II} *

| Correspondenca | Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachmant | Mora... |

—
&

Recei

0~
Oe

Issue MNo.

233452/2014/0/0 of HS[MHA

List of Correspondences and Issuas

¥ Subject

¥ Type

PREPARATION OF THE

(1 r

udi

NATIONAL DISASTER
MANAGEMENT PL...

1

Chaose One

Attached
on

18/05/14
03:24

¥ Pages Action™

View  Reopen

Iy e
CE OF J5(DM) Meeting-regarding

ne- PUCT p3:03
submission o...

18/05/14

Wiew Reopenll

Attach

Fig.eFile.96

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences
and Issues page, as shown in Fig.eFile.97:

List of correspondences and issues

Mark As PUC

[:] v Receipt/Issue No. « Subject~ Type~ A UnMark o
Mark As FR
D P 26386/2013/CC Audit Matters PUC1 1|Detach
Close
Attach Attach With Another
Fig.eFile.97

e Mark as PUC: This option helps the user to mark the receipt as Paper Under Consideration (PUC).

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

1. Select the receipt from the List of Correspondences and issues which needs to be marked as PUC,

as shown in Fig.eFile.98:

Note: By default the first receipt attached to a file is marked as PUC1 (Paper under
Consideration).
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List of correspondences and issues
:Choose One zl
] = Receipt/Issue No.» Subject” Type” Attached On ~ Pages~
[]p 26404/2013/CC ee PUCL1 17/06/13 01:48 Vﬂl
1/1042/2013 dfjh 11/06/13 06:30
1/1041/2013 dfjh 11/06/13 06:30
Fig.eFile.98

e Unmark: This option helps the user to unmark the receipt, if it is marked as PUC or FR.

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

1. Select the receipt from the List of Correspondences and Issues which needs to be Unmarked.
Select the type as Unmark from the dropdown menu.

e Mark as FR: This option helps the user to mark the receipt as Fresh Receipt (FR).

To mark a receipt as Fresh Receipt (FR) user has to

perform following steps:

1. Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as
shown in Fig.eFile.99:

List of correspondences and issues
Choose One EI
. - Receipt/Issue No.» Subject Type~ Attached On ~ Pages
e 26404/2013/CC ce PUC1 17/06/13 01:48 View
1/1042/2013 dfjh 11/06/13 06:30
1/1041/2013 dfjh 11/06/13 06:30
Fig.eFile.99
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2. Select the type as FR from the dropdown menu, as shown in Fig.eFile.100:

List of correspondences and issues
Choose One
(=) > Receipt/Issue No. ~ Subject vTIype ~
P 10128/2012/PRT Budget Preparation.....
B e 8238/2012/LF hiiii PUCL Cloas
Attach With Another
Attach

3. Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.101:

List of correspondences and issues

B v Receipt/Issue No. ¥ Subject vIype ¥ Attached On v
P 8133/2012/LF Urgent 17/02/12 05:32 |
B P 8132/2012/LF Urgent PUCL 17/02/12 05:31

PUC Number: jChoose One n I Done. | l Cancel
o)

Fig.eFile.101
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4. Click the ‘Done’ button (Fig.eFile.101), as a result the receipt gets marked as FR, as shown

in Fig.eFile.102:
List of correspondences and issues
Choose One IZI
[ v Receipt/Issue No. ~ Subject vIype ¥ Attached On od
[ e 10128/2012/PRT Budget Preparation..... 16/07/12 09:37
B 8238/2012/LF hiiii PUCL 16/07/12 09:37
| Attach
Fig.eFile.102

e Detach: This option helps the user to Delete/Detach the attached receipt from List of Correspondences
and issues.

Note: If the user detaches a receipt which is marked as PUC then its related FR’s will be
unmarked. (Only the initiator of the file can detach the receipts).

To detach a receipt, user has to perform following steps:

1. Select the receipt from the TOC of Correspondences which needs to be detached.
2. Select the type as Detach from the dropdown menu.
e Close: This option helps the user to Close the attached receipt from TOC of Correspondences.

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

1. Select the receipt from the TOC of Correspondences which needs to be closed, as shown in
Fig.eFile.103:

Copyright © NIC, 2014



e@ffice

A DIGITAL WORK PLACE SCLUTION

List of correspondences and issues

Choose One E'
] - Receipt/Issue No.v Subjectr Type~ Attached On ~ Pages~
I||:| P 26404/2013/CC ee PUC1 17/06/13 01:48 View I
1/1042/2013 dfjh 11/06/13 06:30
1/1041/2013 dfjh 11/06/13 06:30

Attach

Fig.eFile.103

2. Select the type as Close from the dropdown menu, as shown in Fig.eFile.104:

List of correspondences and issues

Choose one [ 7]

» Choose One
(] ¥ Receipt/Issue No. ~ Subject vIype v AttachedMark AsPUC |~
UnMark
P 8133/2012/LF Urgent 17/02/12 |Mark As FR
Detach
B P 8132/2012/LF Urgent PUCL 17/02/1 | Close N I

Attach

Fig.eFile.104

As aresult, Close confirmation Box appears as shown in Fig.eFile.105:

Close confirmation

@ Please provide closing remark

Work Done

Remarks

l oK {TJJ | Cancel I

Fig.eFile.105

As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the
creator of the receipt.
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e Attach with another: This option helps the user to attach the already merged receipt to another File.

To attach the receipt with another File, user has to perform following steps:

1. Select the receipt which needs to be put in another File and select the ‘Attach With Another’ option
from the dropdown as shown in Fig.eFile.106:

List of correspondences and issues

Choose One X
4 Choose One
[ v Receipt/Issue No. ~ Subject vIvpe “|Mark As PUC o
e UnMark
I P 9560/2012/ERC GG Sharm a-00002 Mark As FR
Detach
E P 9507/2012/LF creation and continu... !
7 3 3 Attach With Another
B e 9144/2012/0DS(AK) creation and continu... 4706/ 12 03120 — 18
D P 9155/2012/LF computer security. 14/06/12 03:26
| | [ 9541/2012/LF fff PUCI  14/06/12 02:42 |
& DFA/1746 creation and continu... 13/06/12 11:54
DFA/1745 creation and continu... 13/06/12 11:54

Attach

Fig.eFile.106

2. As aresult list of Files will appears. Select the file in which receipt needs to get attached and click the
‘Attach’ button as shown in Fig.eFile.107:

eFile electronic file system Search o) Advanced | Help

c No: 3207957 Fille No: 47-12/2012-NDM-I1
| Cor dence | Link |

Subject: RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... |

Receipts

Files =] ~
—a

&

¥ Inbox (8)

Submitted Files for
4 Subn
Closing Approval

} Created
-+ Drafts
+ Completed
» Parked
} Approval Requests O
¥ Closed
=+ Closad Files

N Submitted Files for
Reopaning Approval

» Sent
» Conversions
+ Drafts
» Completed
» Physical File

, Create New (Non II
sFs)

-+ Create New (SFS)

¥ Electronic File

Computer Number

3241716

Search File For Attach

Search

O ~
¥ r

Receipt/Issue No.
File Mumber Subjac
G gaul
GgaurMerge-01 Merge
Gopal
SFS P
Filz-0%

GopalSFSPFile-03

<< <> >3
Attach

>

. Create New (Non

152754/2013/OFFICE OF 15(DM} Meeting-regarding

List of Correspondences and Issues

~ Subject
4th Audit Committee

submission ...

~ Typer HUnMark

PUCL

Choose One
Mazrk Az PUC

Qmark As FR
Detach

|cszch With Another |
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As a result the receipt will get detached from the current file and get attached to the selected File.
b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.
It contains 3 sub links:
e Internal Files: This sub link helps the user to link/delink any other file from within the Organization.

e Referred In Files: This sub link helps the user to view other Files that are linked from some other
Organization with the working file.

To link with other File, user performs the following:

1. Move the cursor on Link, and click the Internal Files (I,,In,t?rf??,' Fles. |) link, as shown in Fig.eFile.108:

Computer No: 20854 File No: C-15012/1/2013-JTSECY(DLT)-CMO
‘ Correspondencel Link IMovements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... | J

Internal Files @
i et CAS0121412013JTSECY[DLT}-CHO Subject: iNDIA
Opening Date : 03/09/13 05:32 PM Remarks :
Main Category : Sub Category :
Previous Reference : Later Reference :

CIFile Movement History

Sender ~ Senton v Sentto ~ Action ~ Remarks Y
BHARAT CHINDARKAR,JTSECY(DLT)-CMO 04/09/13 10:18 AM EOFFICE ADMINISTRATOR,CMO Forced Received:Pull up
Fig.eFile.108
nkioel gt sce. ] -
2. As a result Link/Delink page appears on right side. Click the Attach ( ) button, as shown in
Fig.eFile.109:

Link/Delink
Choose OneVEI

] ~ File Number ~ Subject -

Attach

Fig.eFile.109
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3. As aresult, the File Search Window appears. Select the file from the File Search window to attach with the

file and click the Attach button as shown in Fig.eFile.110:

c@ffice

4 Ot AR BT e Deepika Saini Steno-1(DM-TI} =

cFile s e e E R i |

Computer No: 3207957 File No: 47-12/2013-NDM-II Subject: RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2003

oo @ | | e |

Files = Search File For Attach =)
b Inbox ()
vear 2014 v Search i i
o Submitted Files for Link/Delink
Closing Approval File Number Subject Chooss One[ V|
} Created O E G/47/2014-0/fa of HS(MHA) manuzl file
* File Number ¥ Subject =
4 Drafis O E E-12011/33/2014-OFFICE OF M-I File@rk7085 I
Attach
+ Completed O E RS-12017/24/2014-OFFICE OF DM-II File@rk7083
b Parked OFE E-12011/32/2014-OFFICE OF DM-I1  File@rk7082

H

b Approval Requests GopalSFSAFile-02 Gopal SFS P Fil=-02

b Closed A-12013/10/2014-OFFICE OF DM-IT  File@rk7009

-+ Closed Files B-13013/14/2014-0/0 of HS(MHA)  File@rk7008

O0COO0O

Submitted Files for E-12011/31/2014-0FFICE OF DM-1I  File@rk7007
Reopening Approval
B-13012/14/2014-0f0 of HS(MHA) File@rk7006
Sent
' RS-12017/23/2014-0FFICEQOFDM-II__ File@rk7004
} Conversions Attt
* Drefis cc<123423>
-+ Completed
¥ Physical File

Fig.eFile.110

As a result, the selected file gets linked with the working file, as shown in Fig.eFile.111:

Link/Delink
‘Choose OneE]
] v File Number v Subject v
|D P E-12/8/2013-CC-Volume(3) ftyhh |

Fig.eFile.111

The File can also be delinked from the dropdown menu available at the top of Link/Delink page.
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To Delink a File, user has to perform following steps:

1. Select the File which needs to be delinked and Select the Delink option from the dropdown menu, as shown
in Fig.eFile.112:

e@ffice

[ 4 Deepika Saini Steno-1{DW-1I) ~

cFie s e E Y - | =

Computer No: 3207357 File No: 47-12 - - NFORMATION ACT, 2005
Receipts = Correspondence | Link | Movements File delink alert Attachment | More... |

—
— =
Files E @ Are you sure to delink the decument

b Inbaox (6)

oK Cancel Link/Delink
 SubmitedFles o - e/ Delin

Closing Approval
} Created

[0 = File Number ¥ Subject hd

+ Drafts

E B-12013/15/2014-OFFICE OF DM-1I-Volume(2} FDI Making Vaolume File,
+ Completed

¥ Parked

¥ Approval Requests
¥ Closed
-+ Closad Files

Submitted Files for
Reopening Approval

p Sent I

Fig.eFile.112

As a Result the file is delinked.

c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the users
who have worked on it.

To see the movement of a file user has to perform following steps:

1. Click the Movements Link, as shown in Fig.eFile.113:

Computer No: 20854 _File No: C-15012/1/2013-JTSECY(DLT)-CMO .
‘ Correspondence | Link [ Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... | ‘
8
File Number : C-1501211/2013-JTSECY(DLT)-CMO Subject: iNDIA
Opening Date : 03/09113 05:32 PM Remarks :
Main Category: Sub Category:
Previous Reference : Later Reference :
=IFile Movement History
Sender v Senton v Sentto vAdion v Remarks v
BHARAT CHINDARKAR JTSECY(DLT)-CMO 04/03/13 10:18 AM EOFFICE ADMINISTRATOR, CMO Forced Received:Pull up
Fig.eFile.113
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2. As a result Movement page appears showing all the details of File Movement History as shown in

Fig.eFile.114:

(Computer No: 20854 _File No: C-15012/1/2013-JTSECY(DLT)-CMO

Correspondence | Link | Movements \IDetails | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... |

2

File Number : C-1501211/2013-JTSECY(DLT)-CMO Subject: iNDIA

Opening Date : 0310913 05:32 PN Remarks :

Main Category : Sub Category :

Previous Reference : Later Reference :

[=IFile Movement History
Sender v Senton v Gentto v Acion v Remarks v
BHARAT CHINDARKAR JTSECY(DLT)-CMO 04/09/13 10:18 AM EOFFICE ADMINISTRATOR,CMO Forcad Received:Pull up

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC

Fig.eFile.114

receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.115:

Computer No: 20854 _File No: C-15012/1/2013-JTSECY(DLT)-CMO

Correspondence | Link | Movements | Details IEdit | Reply | Send | Dispatch | Convert File | Attachment | More... |

File Number : C-15012/1/2013-ITSECY(DLT)-CMO Subject : iNDIA
Opening Date : 03/09/13 05:32 PM Remarks :
Main Category : Sub Category :
Previous Reference : Later Reference :
Part Files Created
Computer No ¥ Part No ¥ Created On ¥ Remarks v
TOC Receipt
Receipt/Issue No. ¥ Subject v Tvpe ¥ Timestamp i &
Dispatch Movement History
Dispatch Number. ¥ Subject v Sentto v Dispatch Date ¥ Sent By v Dispatch Mode ¥ Remarks ¥
Linked Files
~ File Number v Subject

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except the
Basic and Corresponding Heads.

To edit the cover page of eFile user has to perform following steps:

Fig.eFile.115

1. Click the Edit ) link as shown in Fig.eFig.116:
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IComputer No: 20854 _File No: C-15012/1/2013-JTSECY(DLT)-CMO
Correspond | Link | !DetailReply | Send | Dispatch | Convert File | Attachment | More... | I
File Number : C-15012/1/2013-ITSECY(DLT)-CMO Subject : iNDIA
Opening Date : 03/09/13 05:32 PM Remarks :
Main Category : Sub Category :
Previous Reference : Later Reference :
Part Files Created
Computer No ¥ Part No ¥ Created On ¥ Remarks Y
Receipt/Issue No. ¥ Subject v Type ~ Timestamp 7N
Dispatch Movement History |
Dispatch Number. ¥ Subject v Sent to v Dispatch Date ¥ Sent By v Dispatch Mode ¥ Remarks )
Linked Files
~ File Number ¥ Subject N
Fig.eFile.116

2. As aresult Cover Page of that working file appears, as shown in Fig.eFile.117:

1t croos] croos f choosiJ 2 J2011 ] sou v |

Training Matter

URGENT

Fig.eFile.117

3. Make Necessary changes and click the ‘Done’ (M) button (Fig.eFile.117), as a result, changes on
cover page of file get saved.
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f) Reply: This link helps the user to reply to the sender of the Receipt, as shown in Fig.eFile.118:

Refer to Reply link in File Inbox for the process.

Computer No: 20854 _File No: C-15012/1/2013-ITSECY(DLT)-CMO
Correspondence | Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... | I
File Number : C-15012/1/2013-ITSECY(DLT)-CMO Subject : iNDIA
Opening Date : 03/09/13 05:32 PM Remarks :
Main Category : Sub Category :
Previous Reference : Later Reference :
Part Files Created
Computer No ¥ Part No ¥ Created On ¥ Remarks v
TOC Receipt ‘
Receipt/Issue No. ¥ Subject v Type ~ Timestamp v 4
Dispatch Movement History ‘
Dispatch Number. ¥ Subject v Sentto v Dispatch Date v Sent By v Dispatch Mode ¥ Remarks y
Linked Files
~ File Number v Subject Y
Fig.eFile.118
g) Send: With the help of this feature user can send the File to the Recipient, as shown in Fig.eFile.119:
Refer to Send link in File Inbox for the process.
Computer No: 20854 _File No: C-15012/1/2013-JTSECY(DLT)-CMO.
Cor d | Link | | Details | Edit | Rep|y| Send I| Dispatch | Convert File | Attachment | More... | I
=)
File Number : C-15012/1/2013-ITSECY(DLT)-CMO Subject : iNDIA
Opening Date : 03/09/13 05:32 PM Remarks :
Main Category : Sub Category
Previous Reference : Later Reference :
Part Files Created
Computer No ¥ Part No ¥ Created On ¥ Remarks v
TOC Receipt ‘
Receipt/Issue No. ~ Subject ¥ Tvpe ¥ Timestamp ¥ >
Dispatch Movement History ‘
Dispatch Number. ~ Subject v Sent to ¥ Dispatch Date ¥ Sent By ¥ Dispatch Mode ~ Remarks \
Linked Files
~ File Number ¥ Subject >

Copyright © NIC, 2014

Fig.eFile.119



ffice

A DIGITAL WORK PLACE SCLUTION

h) Dispatch: This link helps the user to Dispatch an issue/ letter against the selected file.

To dispatch issue/ letter, user has to perform following steps:

1. Select the physical file against which an issue/letter needs to be dispatched and click the ‘Dispatch’ link, as
shown in Fig.eFile.120:

4 Ot AR BT e Deepika Saini Steno-1(DM-II) +
eFile electronic file
Computer No: 3207937 _ File No: 47-12/2013-NDM-IT Subject: RTI ER RIGHT TO INFORMATION ACT, 2005
Receipts B Correspondence | Link | Movements Detsils | Edit | Reply | Send | Dispatch | Convert File  Attachment | More... |
Files = &
¥ Inbox (7) File Number AT-12/2013-NDM-II Subject : RTIMATTER UNDER RIGHT TO INFORMATION ACT, 2005
Submitted Files for . .
+c‘us-mg Approval Opening Date 0B/0TM3 11:54 Remarks :
b Crested Main Category Sub Category :
+ Drafts Previous Reference : Later Reference :
+ Completed [=IFile Movement History
b Parked Sender ~ Senton ~ Sent to ~ Action  ~ Remarks -
b Approval Requests Despika Saini OFFICE OF DM-IT 18/09/14 03:17 Deapika Saini,OFFICE OF DM-IT Forvard -
¥ Clased HARISH CHANDER BABBAR,OFFICE OF DM-II 20/08/14 12:02 Deepika Saini,OFFICE OF DM-II Transferrad File : e-office Authorization Document
-+ Closed Files
ASHOK SHUKLA,OFFICE OF DS(DM-11) 15/07/13 03:32 DINESH KUMAR PRAJAPATI, OFFICE OF DM-II Forward -
. Submitted Files for
Reopening Approval | | DINESH KUMAR PRAJAPATIOFFICE OF DM-II 08/07/13 11:55 ASHOK SHUKLA,OFFICE OF DS{DM-II) Forward -
} Sant

Fig.eFile.120

As aresult the Dispatch page appears, as shown in Fig.eFile.121:

PeSh— & Deepika S Steno-1{DM-II} ¥
Computer No: 2207357 File No: 47-12/2013-NDM-II
siol= iz Correspondance | Link | Movaments | Details | Edit | Reply | Sand | Dispatch | Convert File | Attachment | More... ‘
Files =
s tbor (6
Submitted Files for . c a
* Closing Approval [=IDraft Details =l Dispatch Options
b Crested Draft Type* MNew/Fresh Classifisd Choose one pomﬂ & Out Register Details
-+ Drafts
Draft Nature Chooss One G0 Prefix Postal Mode Choose One Postal Charge
-+ Completed L "
anguage English
quag 9 Medium Choose One Weigl
¥ Parked
} Approval Requests Subject Peon Book Mo Peon Name Choose One
+ Closed { Maximum of 250 Charscters )
- Closad Files =lCommunication Details Out Date = Out Time
_y Submitted Files for Ministry Choose one
Reapening Appraval Delivery Date Delivery Time
Department Choose one E
b Sent
» Conversions MName Designation Delivery Status Choose one
* Drafts Organization Dispatch By Seif | Dispatch By CRU
-+ Completed Address 1+
» Physical File Address 2
+» St New [Hon I Country INDIA State Chaose one
-+ Create New (SFS) City Pincode
} Electronic File Mobile Landline
_y Create New (MNan Fax
SFz)
Email
+ Create New (SFS)
‘Add More Recipient{s)
} Create Part
} Create Volume
} Recycle Bin =lAttachments
Migrate File =

Fig.eFile.121
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Now the user has 2 options after filling the required metadata fields which are, ‘Dispatch by Self’ and
‘Dispatch by CRU ’the required fields.

e If user selects ‘Dispatch By Self’ option, then the user will be further having two options “Send with

Followup” and “Send without Followup”, as shown in Fig.eFile.122:

oSl & Deepika Saini Steno-1{DM-1I} =
eFile etectronic file system o) Advanced | Help
Computer No: 2207937 File No: 47-12/2013-NDM-1I
= = Correspondence | Link | Movaments | Details | Edit | Reply | Sand | Dispatch | Convert File | Attachment | Mars... |
Files =
» Inbox (7) T Print
+§‘“:§ﬂ$g§ffaf°r =l Draft Details [=IDispatch Options
b Created Draft Type* Classified ¥  Postal & Out Register Details
+ Drafts ch &
Draft Nature -l EI G.0. Prefix - EI Postal Mode Choose One Postal Charge
+ Completed -
Language . -
= Medium Choose One ~ Weight
b Parked = e
raimn
b Approval Requests Subjectr Peon Book No Peon Name Choose One
+ Closed { Maximum of 250 Characters )
+ Closed Files [=Z)Communication Details Out Date B Out Time
Submitted Files for Minist i HOME A R dan ~
* Reopening Approval o . " .
Delivery Date Delivery Time
Department E
} Sent
} Conversions Mame Designation UDC Delivery Status Choose one
+ Drafts Organization Send With Followup | Send Without Followup
-+ Completed Address 1+
» Physical File Address 2
+g;§§|"e New (on Country IDIA State =
+ Creste New (SFS) City Pincode
» Electronic Fila Mobile Landling
_, Create New {Maon Fax
sFg)
. Email
-+ Create Naw (SFS)
ore Recipient(s
} Create Part
} Create Volume
» Recycle Bin SlAttachments Attach File

Fig.eFile.122

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile

If user sends the draft using Send without Followup option, then the draft gets dispatched and an entry of the
dispatched draft gets displayed in users Sent sub-section under Dispatch section as shown in Fig.eFile.123.
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c@rce

P A pe——

eFile etectronic file

& Deepika S Steno-1{DM-II} -]

Receipts =
Files =
» Inbox (7)

Submitted Files for
5 Subn
Clesing Approval

b Created

-+ Drafts

-+ Completed
b Parked

-

Approval Requests
b Closed
-+ Closed Files

" Submitted Files for
Reopening Appraval

b Sent

» Conversions
+ Drafts
» Completed

-

Bhysical File

, Create New (Non
=F3)

-+ Create New (SFS)

} Electronic Fils

, Creats New (Non
sFs)

-+ Create Naw (SFS)

» Create Part

Create Valume

v v

Recycle Bin

Computer No: 3207357 File No: 47-12/2013-NDM-II

| Correspandence | Link | Movements | Details | Edit | Reply | Send | Dispatch | Canvert File | Attachment | More...

=l Draft Details =IDispatch Options

th no. :1/3004310/2014 ‘

[ourc v |

Postal Charge

Weight

Peon Name Ch

Qut Time

Delivery Time

Draft Type* New/Fresh Classified ~ Postal & Out Register Details
Draft Nature 3.0, Prefix Pastsl Mode
L
anguags Medium
Subject* Peon Book Mo
(M
[E/Communication Details Out Date o]
Ministry OME AFFAIRS(G
Delivery Date
Department E
Mame Designation UDGC Delivery Status
Organization Dispatched successfully
Address 1
Address 2
Country State EI
City Pincode
Mabile Landline
Fax
Email
ElAttachments

Copy Dispatch Data

Fig.eFile.123

o If user selects ‘Dispatch By CRU’ option, following options appear under Dispatch consisting of all the users
mapped with CRU section (if any), Delivery Mode and Remarks, as shown in Fig.eFile.124.

e@ffice

b Inbax (7)

Submitt=d Files for
- Subr
Clesing Approval

b Created
» Drafts
+ Complated

¥ Parksd

-

Approval Requests
» Closed
-+ Closed Files

_y Submitted Files for
Reopening Approval

-

Sent

-

Conversions
+ Drafts
- Completed
+ Physical File
, Create New (Non
SFs)
-+ Create New (SFS)
} Electronic File
, Creste New (Non
sF)
-+ Create New [SFS)

Create Part

-

Create Volume

-

» Recycle Bin

Computer No: 3207937 File No: 47-12/2013-NDM-1T

| correspandence | Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More...

=) Draft Details [=IDispatch Options

Draft Type* New/Fresh Classified Ghoose one Dispatch By CRU Details
Draft Mature Choose One G.0. Prefix [~] CRU User(s) BALWAN SINGH
Language English
training -
Subject- Remarks:

mum of 250 Characters }

Delivery Mode: By Hand

[ElCommunication Details
Ministry MINISTRY OF HOME AFFAIRS(Grih Mantralaya)

Department Choose one

MName Amar Deep Designation uoc
Organization
Address 1+ R and | Section Morth Block
Address 2

Country INDIA

State Choose one
City Pincode

Mobile Landline

Fax

Email

Add More Recipient(s)

Attach File

=Attachments

Send With Followup | Send Without Followup
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If user selects ‘Dispatch By Self’ option, then the user will be further having two options “Send with Followup”
and “Send without Followup”, as shown in Fig.eFile.124.

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile

e@Ice o 0
e a8 SoTion & Deepika Saini_Stenc-1(DM-11]
eFile electronic file system coarch s Advanced | Help
Computer No: 3207337 File No: 47-12/2013-NDM-T1
o= = [ carrespondence | Link | Movements | Datails | Edit | Reply | Sand | Dispatch | Convert File | Attachment | Mare... |
Files (O]
Submitted Files for = . — .
* Closing Approval (= Draft Details [=IDispatch Options
} Created Draft Type Classified Dispatch By CRU Details
+ Drafts Draft Nature o G.0. Prefix CRU User(s) BALWAN SINGH Delivery Made: | By Hand
+ Completed Language English
¥ Parked —
_ AL Remarks:
} Approval Requests Subject
+ Closed { Maximum of 250 Characters )
[=ICommunication Details . . .
= Clos=d Fil== Dispatched successfully with no. :/3004311/2014
Submitted Files for Minist MINISTRY OF HOME AFFAIRS(G [
* Reopening Approval v
Department e
y cent P
} Conversions Name Designation
-+ Drafts QOrganization
-+ Completed Address 1+ R and | Secfion North Block
» Physical File Address 2
+§';;“‘E hlew (ton E Country IDIA [v] state Choose one
+ Creats New (SFS) GCity Pincode
} Electronic File Mobile Landline
_y Create New (Mon Fax
SFs)
N Email
-» Create New (SFS)
} Creats Part :
b Create Volume
b Recycle Bin = Attachments

Fig.eFile.125

As a result the receipt is dispatched to the selected CRU user (if any) and status of the dispatch record can be
viewed from Sent sub module under the Dispatch module. The dispatched record is seen in the inbox of the

CRU section under the Dispatch module and the record is dispatched outside physically and metadata details
are entered in the application.

i) Convert File: This link helps the user to convert the Physical File to Electronic File only, irrespective of the
File location, whether it is attached with a receipt or from the File inbox/Created Section.

To convert a physical file to electronic file, user has to perform following steps:

1. Open the Physical File from the File Inbox Section to convert it into an Electronic File and click the ‘Convert

File’ ( option as shown in Fig.eFile.126:
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Dl AP T 4 Deepika Saini Steno-1(DM-II) ~
eFille s e sen Y i | =
Computer No: 3207557 _ File No: 47-12/2013-NDM-II Subject: RT] MATTER UN NFORMATION ACT, 2005
e & Correspondence | Link | Movements  Details | Edit | Reply | Send | Dispatch [[Convert Fila| Attachment | More... |
Files =
¥ Inbox (7] File Mumber 47-4212013-NDM-I Subject : RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
2 Gomtied e " | | Opening Date 0BI07/13 11:54 Remarks -
} Created Main Category Sub Category :
» Drafts Previous Reference : Later Reference
+ Complated [=/File Movement History
b Parked Sender ~ Senton ~ Sent to ~ Action  ~Remarks A
b Approval Requests Despika Saini OFFICE OF DM-IT 18/09/14 03:17 Deapika Saini,OFFICE OF DM-IT Farward
¥ Clased HARISH CHANDER BABBAR,OFFICE OF DM-II 20/08/14 12:02 Deapika Saini,OFFICE OF DM-1T Transferrad File : e-office Authorization Document
-+ Closed Files
ASHOK SHUKLA,OFFICE OF DS(DM-11) 15/07/13 03:32 DIMESH KUMAR. PRAJAPATI, OFFICE OF DM-II Forward
Submitted Files for
Reopening Approval DINESH KUMAR PRAJAPATI,OFFICE OF DM-II 08/07/13 11:55 ASHOK SHUKLA,OFFICE OF DS(DM-II) Forward
} Sent
» Conversions

Fig.eFile.126

2. As a result following screen appears. Upload the scanned PDF’s of Correspondence(s) and Noting(s), as
shown in Fig.eFile.145:

c@ffice

[ p———

4e Deepika Saini Steno-1(DM-11) =

eFile electronic file system Saarch el Advanced | Help

[ No: 3207337 _ File No: 47-12/2013-NDM-IT Subject: RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
Receipts = | Correspondence | Link | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... |
Files 5]
» Inbox (7. . .
noe (7) [=File Details
N Submitted Files for
Closing Approval File Number 47-12/2013-NDM-1I Subject RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
» Created Opening Date 08-07-2013 Remarks
-+ Drafts Subject Category
+ Completed [=]Correspondences
» Parked Receipt/lssue No. Type Subject Attached On
> Approval Requests 1/2004311/2014 Issue training 18-09-2014
+ Closed
& Closad Filss 1/3004310/2014 lssue training 18-09-2014
Submitted Files for M
* Reopening Appraval [=Noting
} Sent Upload Moting
» Conversians
= e
-+ Completed
» Bhysical File Note: After initiating conversien process(save/convert) it can not be undone.
, Create New (Non l
SFE)

Fig.eFile.127

3. After uploading the scanned PDF’s, click the ‘Save’ (m) button (Fig.eFile.127), as a result the file
moves to the Drafts sub-module of Conversions module under Files section.

4. Click the ‘Convert’ (M button (Fig.eFile.127), as a result the Nature of the File gets changed i.e.
Physical File gets changed to Electronic File.

(If conversion has been done on new physical file then after conversion file moves to Completed sub-module
of Created module under File section or else if conversion has been done from File inbox, then after
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conversion file remains in File inbox.)

If user clicks the ‘Save’ button, the file will get saved in Drafts sub-
section of Conversion Section under Files Modules.

If user clicks the ‘Preview’ button, it will open up a Pdf File of all
Correspondences merged together.

j) Attachment: This link facilitates the user to attach other files or receipts with the working File.
This link contains 2 modules:
e File: This module facilitates the user to attach other file with the working file.

e Receipt: This module facilitates the user to attach a receipt with the working file.

To attach File/Receipt with the working file, user has to perform following steps:

1. Open the Physical File from the File Inbox Section to attach other Files/Receipts and scroll over the
Attachment link and select File or Receipt (as per the requirement), as shown in Fig.eFile.128:

JYSS———— «» Deepika Saini Steno-1(DM-11} *
eFile s e e P o | <
Computer No: 3207357 _ File No: 47-12/2013-NDM-11 Subject: RTT MATTER UNDER RIGHT T jueatian=r, 2005
Receipts ™ | Correspondence | Link | Movements ' Details | Edit | Reply | Send | Dispatch | Convert File | Attachment | More... |
File &l
Files =] =
b Raceipt
¥ Inbax (7) File Number : 4742/2013-NDMII Subject - RITMATTER UNDER RIGHT TO INFORMATION ACT, 2005
Submitted Files fo .
* Closing Anprovel Opening Date : 08107113 11:54 Remarks :
} Crested Main Category : Sub Category
» Drafis Previous Reference Later Reference
+ Completed [=IFile Movement History
¥ Parked Sender ~ Sent on - Sentto ~Action  ~Remarks -
b Approval Requests Deepika Saini,OFFICE OF DM-TI 18/05/1403:17  Despika Saini,OFFICE OF DI-II Forward
 Closed HARISH CHANDER BABBAR, OFFICE OF DM-II 20/08/14 12:02 Deapika Saini, OFFICE OF DI-11 Transferrad File : e-office Authorization Document
-+ Closad Files
ASHOK SHUKLA,CFFICE OF DS(DM-11) 15/07/13 03:32 DINESH KUMAR PRAJAPATI,OFFICE OF DM-11 Forward
. Submitted Files for
Reopaning Approval | | DINESH KUMAR PRAJAPATI,OFFICE OF DM-II 08/07/13 11:55 ASHOK SHUKLA,OFFICE OF DS(DM-1I) Forward
p Sent
Fig.eFile.128

On selecting File link, as a result, Attached / Detached File(s) page appears, as shown in Fig.eFile.129:

File Number : A/63/2013-CC Subject : SAsa

Opening Date :  14/05/13 05:59 Remarks :

Main Category :  All advances Sub Category :  Interest Free

Fresinus . Later Reference :

Reference :

Attached / Detached File(s) [ Attach File Detach File

[] w(CNo. vFile Number v Subject v AttachedBy v Attached Date v Attached Remarks v Dettached By ~ v Detached Date v Detached Remarks v

Fig.eFile.129
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2. Click the Attach File button (Fig.eFile.129), as a result list of file appears, as shown in Fig.eFile.130:

Search File For Attach

Year Search |

Computer Number File Number

Subject
5441 C-13011/6/2013-CC sad
5499 A/62/2013-CC fdsf
5570 E-12/8/2013-CC ftyhh
5579 E-12/8/2013-CC-Volume(2) ftyhh
5589 E-12/8/2013-CC-Volume(3) ftyhh

<< <1>>>

< >

_ ]

Fig.eFile.130

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

Attach
3. Select a file which needs to be attached with the working file and click the Attach button
(Fig.eFile.130). As a result the File gets attached under the working file, as shown in Fig.eFile.131:

File Number: ~ A/63/2013-CC Subject : SAsa

Opening Date :  14/05/13 05:59 Remarks :

Main Category : All advances Sub Category : Interest Free

Previous Later

Reference : Reference :
Attached / Detached File(s) Attach File Detach File

[] +~CNo. File Number v Subject~ Attached By v Attached Date ¥ Attached Remarks ¥ Dettached By ¥ Detached Date ¥ Detached Remarks ¥
D P 5579 E-12/8/2013-CC-Volume(2) ftyhh ALOK PANDEY 14/06/13 03:53 6tf7i

Fig.eFile.131
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To Detach File/Receipt with the working file, user has to perform following steps:

1. Select the required File/Receipt from the Attached/Detached File(s) section which needs to be detached

from the working file and click the ‘Detach File’ button, as shown in Fig.eFile.132:

=)
File Number : A/63/2013-CC Subject : SAsa
Opening Date :  14/05/13 05:59 Remarks :
Main Category : All advances Sub Category : Interest Free
Previous Later
Reference : Reference :

Attached / Detached File(s) ‘ Attach File Detach File

[] ~CNo.v File Number v Subject~ Attached By ¥ Attached Date ~ Attached Remarks v Dettached By ¥ Detached Date ¥ Detached Remarks

[] p 5579 E-12/8/2013-CC-Volume(2) ftyhh ALOK PANDEY 14/06/13 03:53 6tf7i |

Fig.eFile.132

2. As aresult, File Detach alert window appears. Enter the Detaching Remarks and click the OK button to
finally detach the file from the working file, as shown in Fig.eFile.133:

File detach alert

6 Are you sure to detach the file

referencing not
Remarks required.

Fig.eFile.133

As a result, attached file gets detached with the detaching remarks, date and the user who detached it, as
shown Fig.eFile.134:

File Number : A-14012/6/2013-TRGIT Subject ¢ parliament matter
Opening Date | 30/04/13 11:44 Remarks |
Main Category ! Sub Category :

Previous Reference : Later Referance :

Attached / Detached File(s) At:a_cH;iie l ‘ !;eza:h File
[0 File Number v Subject v Attached By v Attached Date v Attached Remarks v Dettached By v Detached Date ¥ Detached Remarks Y
0:12013/2/2013-TRGI 1AS issues BIKRAM SINGH 5/1/13 10:12 AM reference BIKRAM SINGH 5/1/13 10:22 AM referencing not requ...
[ A12013/7/2013-TRGII Immigration BIKRAM SINGH 5/1/13 10112 AM raquired
Fig.eFile.134
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k) More: This link helps the user to close/park the working file, check closing/parking history, create volume and
Merge Files, as shown in Fig.eFile.135:

c@ffice

[T r——

Receipts ®
Files =

» Inbox (8)

Submitted Files for
+ 50
Closing Approval

} Created
+ Drafts
+ Completed
b Parked
b Approval Requests
b Closed
-+ Clozad Files

Submitted Files for
Recpening Approval

b Sent

eFile electronic file system

Computer No: 32075357 _ File No: 47-12/2013-NDM-1T

Subject: RT1 MATTER UNDER RIGHT TO INFORMATION

—_—

& Deepika Saini Steno-1(DM-II) -

—

| Correspondence | Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert File | Attachment|| Mare... |

File Number
Opening Date
Main Category
Previous Reference :
[=IFile Movement History
Sender
Deepika Saini, OFFICE OF DM-IT
HARISH CHANDER BAEBAR, OFFICE OF DM-II
ASHOK SHUKLA,OFFICE OF DS(DM-II}

DINESH KUMAR PRAJARATI,OFFICE OF DM-II

47-12/2013-NDM-II
0807113 11:54

~ Senton
18/03/14 03:17
20/08/14 12:02
15/07/13 03:32
08/07/13 11:55

Subject

Remarks :
Sub Category :

Later Reference :

~ Sentfo

Deapika Saini,OFFICE OF DM-11

Deapika Saini,OFFICE OF DM-11

Close Fila

El
=

Park Fila

Park Filz History

SHT TO INFORMATION ACT, 2005

Create Volume

Mearge Files

Merge Details

DINESH KUMAR. PRAJAPATI,OFFICE OF DM-11

= Action  ~ Remarks hd
Forward
Transferred File : e-cffice Autharization Document
Forward
Forward

ASHOK SHUKLA,OFFICE OF DS(DM-1I)

This link contains 6 links:

Fig.eFile.135

e Close File: Taking the cursor in Close File link, displays two sub links, Close and Close File History. This link

allows the user to close the selected file.

Note: The closing process of a File is completely Permission based.
Kindly refer to the Closing Process Document.

o Close File History: This link displays the history of Closed file.

To view the Close File history, user has to perform the following:

1. After selecting the File whose closing history needs to be viewed, move the cursor over More Link and

click the Close File History option (Fig.eFile.135).

As a result, closing history of that file appears.

e Park File: To park a particular File user has to perform the following steps:

1. After selecting the File which needs to parked, move the cursor over More Link and click the Park File

Copyright © NIC, 2014

option (Fig.eFile.135).

As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.136:
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s WAL BT ,ﬁ, Deepika Saini Steno-1(DM-II} -
cFile seve e EI— - |
Computer No: 3207357 File No: 47-12 - - ject: HT T INFORMATION ACT, 2005
o ] Correspondenca | Link | Movements Pﬂ(kil‘lg Confirm Attachment | Mora... |
&1
=] =
Files = Do you want to Park the fils?
¥ Inbax (6) File Number : @ . RTIMATTER UNDER RIGHT TO INFORMATION ACT, 2005
Submitted Files for : not required now
. Rs kjt
Closing Approval Opening Dste - =mar
Main Category Reminder
 Crested ) date= sjosjz0i 0]
» Drafts Previous Reference :
-+ Completed [=IFile Movement History
b Parked Sender o ||[ cane | ~Action  ~ Remarks -
+ Approval Requests Deepika Saini,OFICE OF DM-II OF DM-IT Farward
» Closed HARISH CHANDER BABBAR, OFFICE OF DM-II 20/08/14 12:02 Deapika Saini, OFFICE OF DM-1I Transferrad Filz : e-cffice Authorization Decument
-+ Closad Files
ASHOK SHUKLA,OFFICE OF DS(DM-11) 15/07/13 03:32 DIMESH KUMAR PRAJAPATI,OFFICE OF DM-11 Forward
Submitted Files for
Reopening Approval DINESH KUMAR PRAJARATI, OFFICE OF DM-II 08/07/13 11:35 ASHOK SHUKLA,OFFICE OF DS(DM-II) Forward
Fig.eFile.136

2. Enter the Remarks and Reminder Date as per requirement and click the OK ( button

(Fig.eFile.136).

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

e Park File History: This link displays the history of parked file.

To view the Park File history, user has to perform the following:

1. After selecting the File whose park history needs to be viewed, move the cursor over More Link and click

the Park File History option (Fig.eFile.135).

As a result, parking history of that file appears.

e Create Volume: This link helps the user to create a new Volume of an existing file (Fig.eFile.135).

Refer to Create Volume link in File Inbox for the process.

e Merge: This link facilitates the user to merge physical files only. Merged file will be in ‘View only’ mode.

To merge other physical file with the working file, user has to perform following steps:

1. After selecting the File to which other file needs to be merged, move the cursor over More Link and click

the Merge Files option (Fig.eFile.135).

As aresult, Merge Files page appear, as shown in Fig.eFile.137:
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Merge File(s)
Main ¥ Number ¥ Subject v Sender v v
® P  B-11/3/2013-JTSECY(DLT)-CMO PHY BHARAT CHINDARKAR x

Search File(s) To Merge

Year Search

D File Number Subject
0 e C-15012/1/2013-JTSECY(DLT)-CMO-Volume(2) iNDIA
O e C-15012/1/2013-JTSECY(DLT)-CMO iNDIA
O e B/17/2013-CM O sada
O e A-11012/1/2013-CM O-CMO ffghh
a e SHADOW/01-Shadow shadow

<< < 1> >>

Fig.eFile.137

2. Search the File from ‘Search File(s) to Merge’ section to merge and click the Add () button,

as shown in Fig.eFile.137:

Merge File(s’
Main ¥ Number v Subiject ¥ Sender v v
@ P B-11/3/2013-JTSECY(DLT)-CMO PHY BHARAT CHINDARKAR x

Search File(s) To Merge

Year Search

D File Number Subject

1 e C-15012/1/2013-JTSECY(DLT)-CMO-Volume(2) iNDIA
| O e C-15012/1/2013-JTSECY(DLT)-CMO iNDIA

O e B/17/2013-CM O sada

O e A-11012/1/2013-CM O-CMO ffghh

a e SHADOW/01-Shadow shadow

<< <1>>>
Add
Fig.eFile.137

3. As a result, the selected file moves to Merge File(s) section, Click the Merge ) button to
finally merge the selected file to the working file, as shown in Fig.eFile.138:
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Merge File(s
Main ~ Number ~ Subject ~ Sender > >
(O} P B-11/3/2013-JTSECY(DLT)-CMO PHY BHARAT CHINDARKAR x
IC) P C-15012/1/2013-ITSECY(DLT)-CMO l iNDIA BHARAT CHINDARKAR >
I Merge |
Search File(s) To Merge
Year |2013 Vv Search
I:] File Number Subject
O e C-15012/1/2013-JTSECY(DLT)-CMO-Volume(2) iNDIA
[ e C-15012/1/2013-ITSECY(DLT)-CMO iNDIA
O e B/17/2013-CM O sada
O e A-11012/1/2013-CM O-CMO ffighh
O e SHADOW/01-Shadow shadow
=< <= 1> >
Add
Fig.eFile.138

4. As aresult, Merge Alert appears Enter the reason to merge and click the Ok ) button, as
shown in Fig.eFile.139:

Merge Alert

@ Reason For Merging?

Matter Related to
Remarks flworking File.

| Cancel

Fig.eFile.139

As a result the file gets merged with the working file and appears under Merge Details option under
‘More’ link, as shown in Fig.eFile.140:

Computer No: 20855 _File No: B-11/3/2013-JTSECY(DLT)-CMO
Correspondence | Link | Movements | Details | Edit | Reply | Send | Dispatch | Convert file | Attachment |.More... l {
Close Fie g
Park File
File Number : B-11/3/2013-JTSECY(DLT)-CMO Subject : —
. Park File History
Opening Date ! 03/09/13 05:33 PM Rematky —————
Main Category : All AMC/FSMA cases Sub Categon Close Fie History
Previous Reference ¢ Later Refere( Create Violume
‘ Merge Files
SNo ¥ Computer No ¥ Number Merge Detals v Subject ¥ Action ¥ Action 2 X
1 20854 C-15012/1/2013-JTSECY(DLT}-CMO iNDIA De-Merge Merge With Another
Fig.eFile.140
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Note: User can De-Merge or Merge the Merged File with any other File also by using the ‘De-
Merge’ and ‘Merge with Another’ option available respectively under ‘Merge Details’ tab.

There are 12 links provided on opening an Electronic File:

e@ffice

ic file system

& Rajesh Asawa D

- ACP{RG)-SECLAN-DoIT -

Search

re) Advanced | Help

+ Completad
» Parked
» Closed

+ Closed Files

, Submitted Files for
Recpening Approval

» Sent
» Conversions
+ Drafts

+ Completed

» Physical Fil= II

_ Create New (Nan
SFE)

-+ Create New (SFS)
» Electronic File

Create New (Non
* sFs)

- Create New (SFS)
b Creste Part
b Creste Volume

» Recycle Bin

Migrate File

Dispatch

DSC

Reports

Settings

L 3

Notification

Receipts = I‘ Noting | Corraspi | Draft | | Link | Datails | Movements | Edit | Send | Attachment | Mare \I
Back To Tab View|
Files = +
& O« Cm— v [ = = =
b Inbox (7)
Submittad Files for = List of Correspondences and Issues
+ Closing Approval B |add Green Mote = |Add vellow Note po
Choose One v
» Created
~ Receipt/Issue No. ~ Subject ~ Tvpe ~Attached On  ~ Details ~ Pages ~ Action ~
+ Drafts O b hed I

Fig.eFile.141

a) Noting: It facilitates the user to view the noting By Name and By Date or All the noting together, as shown in

Fig.eFile.142:

e@ffice

A i, A b

eFile etectronic file system

4s Deepika Saini Steno-1(DM-IT}) =

FSI Advanced | Help

Closing Approval

» Crested this file has been opened to create e file manual
-+ Drafts
-+ Completed

¥ Parked 18/09/2014 2:17 PM

b Approval Requests
» Closed
-+ Closed Files

, Submitted Files for
Reopening Approval

» Sent II

» Create New

» Create Part

} Recycle Bin

Migrate File =)

C.S BHATT
(UDC(HS)1)

Digitaly Signed

There is no correspondence attached with this file.

Ie Mo: 3241721  File No: G/47/2014-0/a of HE(MHA) : manual file
Receipts = Noting | Correspdndence | Draft | References | Link | Datails | Movements | Edit | Reply | Send | Attachment | Mere... |
. View By Nama -
Files =il [Tt | Recent [ AN Frevious Netings | ATmE
Wi By Date
» Inbox (6) 18w By 08
; View All Add Yellow Note
, Submitted Files for

Copyright © NIC, 2014
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The user can add a Green note or a Yellow note in the existing File.

To add a Green Note user has to perform following steps:

1. Click on Add Green Note link, as shown in Fig.eFile.143:

e@ffice & Raiesh Asawa Deslegated - ACP(RG)-SECLAN-DoIT |

nic file system Search Fel Adwanced | Help

— © MNo: 28425 File No: F5(779)/DolT/Tech/12 Subject: Wi-Fi Enablement of Secretariat
o) = | Meting | Con | Draft | | Link | Details | Movements | Edit | Send | Attachment | More |

= = & 27« o [ Tee [ Remsne T Am ) =

> Inbex (7)

= List of Correspondences and Issues

Submittad Files for Bl |add Green note I Add Yellow Note

Closing Approval 1 Choose One

» Creatad
-+ Drafts

-+ Completad

b Parked

-

~ Subject ~ Type ¥ Attached On ¥ Detasils ¥ Pages ¥ Action 7|

b Closed
+ Closad Files

_, Subrmitted Files for
Reopening Approval

» Sent
» Conversions .
+ Drafts
+ Completed

» Physical Filz II

_, Create New (Non
SFs)
+ Create New (SFS)
b Electronic File
_, Create New (Non
SFS)
-+ Create New (SFS)
b Create Part
b Create Volume

» Recycle Bin

Migrate File

Dispatch

DsC

Reports

Settings

L S

Notification

Fig.eFile.143

2. As aresult, noting page becomes active and user can add do the noting on the editor. Noting done by
the user gets automatically saved, as shown in Fig.eFile.144:

c@ffice

[y ———— & Rajesh Asawa Dslegated - ACP{RG)-SECLAN-DoIT ~

eF]’le electronic file system yeo Advanced | Help

Computer No: 28425 File No: F3(779)/DoIT/Tech/13 Subject: Wi-Fi Enablement of Secratariat

o = | Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | Mare |
m| +
Files = BE =X S = T Fas
b Inbox (7)
+Submitte:| Files for Moting saved at 15-03-2014 10:09:39 AM A

Clasing Approval
B I U # ‘E = T E advancedstyler advanced.bloc »  advanced.font »

} Created
oo advancadfont IS 1S [EE @ |9 O (s L J@
+ Completed ALbRGWAY —eE|x x|
b Parkad b | | | |A-2- | | @ | &3 Engish (F12)
b Closed

The file may be put up for approval |
+ Closed Files

. Submitted Files for
Reopening Approval

There is no correspondence attached with this file,
» Sent

b Conversions l

+ Drafts
+ Completed

b Physical File I

, Create New (Nan
SESY

Fig.eFile.144
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3. The User can also attach a document (Pdf Format only) by clicking on Attach (%2R ) putton at the
bottom of the noting portion as shown in Fig.eFile.145:

e@ffice

s No: 3241781

File No: G/47/2014-0/o of HS(MHA}

manual file

- ika Saini Steno-1(DM-II) |

Search pel Advanced | Help

| Link | Details | Movements | Edit | Reply

Submitted Files for B 7 U | EESES

style=

l d.bloc = ady d font - ~

Closing Approval

advanced.font, * | |

» Parked
» Approval Requasts

File may put up for approval

» Closed
=+ Closad Files

Submitted Files for
Reopening Approval

» Sent i

b Create New

-

b Creste Part

» Recycle Bin

Migrate File

Dispatch
Dispatch

DsC

Reports

Settings

Notification

L 5 1 5 O

Ext Department

EE G (9 ™ s dE L T @

» Created
» Drafts XK@ @ | —e|x x |2 |mwn
-+ Completed - | | | |é.2. | &% =) | &3 | English (F12)

>

— - [ Noting | Cor - | Draft | Sand | Attachment | More... |
_ .

Files = | BE=Tx [ Tec | Recent (Al ) Previous Fictings ) 2HE

» Inbox (6] Gy

There is no correspondence attached with this file.

Fig.eFile.145

To add a Yellow Note user has to perform following steps:

1. Click on Add Yellow Note, as shown in Fig.eFile.146:

c@ffice

[T ——

eFile etectronic file system

bject: manual file

& Deepika Saini_Steno-1(DM-IT} ~

Search

FSI Advanced | Help

C No: 3241781 File No: G/47/2014-O/a of HS(MHA)
Receipts =
Files = = p+
= w1 bh
b Inbo (8)

| Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More... |

Back To Tab View

[ =

Al | Previcus Motings | il

Submitted Files for
+ o0
Closing Approval

Bl |add Green Nots | = |add vellow Note |

b Created
-+ Drafts this file has been opened to create e file manual
+ Completed

b Parked

¥ Approval Requests

b Closed

18/09/2014 2:17 PM

- Closad Files

, Submitted Files for
Recpening Appraval

b sant |

» Create New

» Create Part
» Recycle Bin

Migrate File =
Dispatch =
Dispatch =
DSC [E]

C.5 BHATT
(UDE(HS)1)

Bigitally signed

There is no correspondence attached with this file.
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As a result noting becomes active and user can add note, as shown in Fig.eFile.166:

c@ince

& Dmiaa tRrs BT - ika Saini_ Steno-1({DM-11) |
eFile =tectrenic file system Search el Advancad | Help
- C No: 3241781 File No: G/47/2014-0/0 of HS(MHA} L : manual file
T = ‘ Moting | Cor o | Draft | | Link | Datails | Movements | Edit | Reply | Sand | Attachmant | More... | Quick Viev
Back To Tab View|
Files =] = g
=T [ Toc [ Recent | Al [ Previous Metings | PTH S
b Inbox (5)
. Subl:ﬂitbed Files for
Clesing Approval B 7 U & |E= BB syl ~ Format ~| Font Famity |+
Ci ted - - ar
b Cres Font Size 4] EX X ICEIECE R A
-+ Drafts N -
. = ar [ — o . PR
+ Complated X G2 (@ @@ B 48 %% 2 fad | % x| S2 |vm W
» Parked = | | | | | A-%2-| & @ | english (F12) -
» Approval Requests File may put up for approval

v

Clased
-» Closad Files
_y Subrmitted Files for

Reopening Approval i i o
There is no correspondence attached with this file.
Sent IE

» Create News .

b Crests Part

-

» Recycle Bin

Migrate File =
Dispatch =
Dispatch =
DSC =
Reports =
Settings =
Notification =

Ext Department (=

Fig.eFile.147

2. After making a note on yellow sheet, click the Save Button (Fig.eFile.147). As a result, yellow
note get saved.

Fee— «w» Deepika Saini Steno-1(DM-I1} v

Advanced | Help

Computer No: 3241761 _File No: G/47/2014-0f0 of HS(MHA) _ Subject: manual file
Recaipts =5 | Noting | Carrespondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More... |
Back To Tab View

EI p+ r ToT ]I’Mr All ]r Previous Notmgs] p+ @ I'EI

Files

» Inbox (6)

N Submitted Files for
Closing Approval Version : 1.0

} Created
+ Drafts

} Parked

b Approval Requests
b Closed 1.0 13/3/14 10:51 AM Despika Saini

Version Created On CreatedBy

=+ Closed Files
" Submitted Files for

Reopening Approval . .
There is no correspondence attached with this file.
b Sent II

» Create New l

b Create Part

} Racycla Bin

Migrate File

C]

Fig.eFile.148

Copyright © NIC, 20



Affice

A DIGITAL 'WORK PLACE SCLUTION

3. After the note is saved, user can perform any of the following options as per authorization.

o Edit : Refers to edit the Yellow Note

Discard
e Discard ): Refers to Discard the Yellow Note
e Confirm ): Refers to Confirm the Yellow note.

Note: Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet
Noting of File. At a time only one noting is active, either yellow note or Main Green sheet note.

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File.

e@ffice

syt & Deepika Saini_Stenc-1(DM-II) ~
e I - |
—————— p Ror I2AT78T Filp No: G/47/2014-Dfo of HS(MHA) Subject: manual file
o ) ‘ Moting Draft | Referances | Link | Datails | Movements | Edit | Reply Send | Attachmant | More... |
IS &
Files = & Prue o ToC Recent Al Previous Natings P HE
» Inbox (8]

B |add Green note || =||Add Yellow Note

Submitted Files for
+ -
Closing Approval

b Created this file has been opened to create e file manual

-+ Drafts

-+ Completed
- 18/09/2014 2:17 PM Coln T
b Closed I

-+ Closad Files

Submitted Files fo ) )
R:D;‘elning AIpE:rovl;l There is no correspondence attached with this file.

» Sent I
b Creatz New

Fig.eFile.149

Clicking on Correspondence button, As a result List of Correspondences and Issues page appears on right side
of Noting page, as shown in Fig.eFile.150.

e@ffice

4 Deepika Saini Steno-1(DM-II} =

eFile stectronic file system Search Tl Advanced | Help

[ No: 3241781 File No: G/47/2014-0/0 of HS(MHA) ject: manual file
| moting | Correspondence | Draft | References | Link | Details | Movemen t= | Edit | Reply | Send | Attachment | More... |

Receipts

#

= Pt ' [ =

Files ToC | Recent | Al |[ Previous Motings | =

» Inbox (&) E Trere 5 -
. Add Green Note = |Add Yellow Note i orrespondences an ssues
, Subrmitted Files for | |
Closing Appraval

Choose One

» Created e T s (oo epomer] br aratis @ e mrams] [l = Receipt/Issue No. ~ Subject > Twpe > Attached On  ~ Detasils ~ Pages ~ Action ™|

-+ Drafts
+ Completed
b Parked 18/09/2014 2:17 PM C.S BHATT
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» Sent I‘ .

Fig.eFile.150
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Clicking on the Attach button, list of all the Receipts will be displayed which are lying with the user in Receipts
inbox and Created section.
User selects the receipts which are to be attached in file and click on Attach button.

cerice

A mcanmact bt 4 Deepika Saini Stenc-1(DM-TT} =
eFile etectronic file system Advanced | Help
c No: 3241781 _ File No: G/47/2014-O/o of HS(MHA} ject: manual file
Receipts o | Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More... |
+
Files = 2 Pl b . Recent | Al | Previous Notings | =)
» Inbox (6 3
i _] - | Search for the receipt List of Correspondences and Issues
., Submitted Files for A
Closing Approval Choose One
¥ Created thi 2014~ Search Receipt/Issue No.  ~ Subiect ~ Iype ¥ Attached On  ~ Details ~ Pages ~ Action |
-+ Drafts n
+ Comalatad Computer Number Receipt Number Subject
mlet
e - O e 233057 233057/2014/0FFICE OF DM-11 e1
» Perked O e 233294 233294/2014/0FFICE OF DM-11 God
» Approval Requests O e 233297 223297/2014/0FFICE OF DM-11 tast
¥ Closed ACR
+ Closed Files O e 233374 233374/2014/0FFICE OF DM-T1 Related
matters
+§Z'§L"e'ﬁ iﬁr&le o ¢ R 233387/2014/0FFICE OF US-(DM- 5, 10
- II O e 233296 233296/2014/0FFICE OF DM-11 VIP Name
) Creste New O E 233402 233402/2014/0FFICE OF DM-11 hhh
O e 233403 233403/2014/0FFICE OF DM-11 hhh
} Create Part Telephone
} Recycle Bin @ E 233411 233411/2014/0FFICE OF DM-T1 Bills
Payment
Migrate File = O e 233413 233413/2014/0FFICE OF DM-1 SDFSdf
WS
Dispatch 3]
v
Dispatch =
DSC 3]
Reports =

Fig.eFile.151

As a result the select receipt will be attached inside the file and it can be seen on the right side under List of
Correspondences and Issues.

c@ffice

A ot souirn & Deepika Saini Steno-1(DM-II)
eFile etectronic fil rem Search Fe) Advanced | Help
c No: 3241781 _File No: G/47/2014-0/0 of HS(MHA) ject: manual file
o = | Noting | Correspondence | Draft | Referances | Link | Details | Movements | Edit | Reply  Send | Attachment | More... |
+
Files (5] & P e [ 7ec | Recent [ Al | Previous Netings | =]
> tnbex () & List of C d d 1s
) Add Green Note || =/ [Add Yellow Note i orrespondences and Issues
N Subl_'mﬂ:ed Files for
Closing Approval Choose One
B Attached
» Crested this file has been opened to create e file manual O - Recaipt/Izsue Nao. ~ Subject - Type o S122 . Detaile pages Actionv
-+ Drafts =
Telephone B -
e 233411/2014/OFFICE OF D1y [oeProne BIs ooy T/0STE o 1 pon
+ Completed Payment 11146
» Parked 18/09/2014 2:17 PM C.5 BHATT Attach

» Approval Requests (Dl:l:::"(l:"v).ld)
" n
» Closed = filn
-+ Closed Files

N Submitted Files for
Reopening Approval

} Sent I‘ .

» Craate New

» Create Part

» Recycle Bin

Migrate File =

Fig.eFile.152
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Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences
and Issues page.

e@ffice

e LI

Receipts

=

Files

¥ Inbox (8)

Submitted Files for
e
Closing Approval

b Created
+ Drafts
+ Complated
b Parked
¥ Approval Requests
¥ Closed
+ Closad Files

N Submitted Files for
Reopening Approval

b Sent

eFjle electronic file system

Search el Advanced | Help
i [« No: 3241781 File No: G/47/2014-0fa of HS[MHA) Subject: manual file
‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | Mere... |
& praci H - - 0
[ ToC || Recent | Al 1[ Previous Nu!mgs]

& Deepika Saini Stenc-1(DM-11)

B add Green Note || = Add Yellow Nate List of Correspondences and Issues

. eAt‘tached
Lvos

this file has been opened to create e file manual hé Receipt/Issue No. = Subject

] M- E
E 233411/2014/0FFICE OF DM-TI b ot PUCL 11:46 d

18/09/2014 2:17 PM C.5 BHATT

{UDE(HS)1)
Y oiatsty Signes

Fig.eFile.153

c) Draft: With the help of this feature user can Create New Draft and View Existing Drafts in the File.

To create New Draft user has to perform following steps:

1. Scroll mouse over Draft ( link and click the Create New Draft option, as shown in Fig.eFile.154:

e@ffice

e A i

Receipts =
Files =

b Inbax (7)

Submitted Files for
Closing Approval

} Created

+ Drafts

+ Complated
} Parked
} Closed

+ Closad Files

. Submitted Files for
Reopaning Approval

} Sent

» Conversions

+ Drafts

E'Fl le electronic file system

& Raiesh Asawa Delsgated - ACP(RG|-SECLAN-DaIT =

L —

Back To Tab View
(7 (et [ A1) 5

List of Correspondences and Issues

LE/g70 /Tt

Computer No: 28425 Fil

‘ Nating | Correspendence] | Draft | References

Subject: Wi-Fi Enablement of Secratariat
Link | [Petails | Movements | Edit | Send | Attachment | More |

| Create New Draft

+
EI p & "M View Draft
———
E Add Green Note || = Add Yellow Note

Chaose One

[l = Receipt/lssueNo.  ~Subject ~Type ¥Abtached On  ~ Details ~ Pages +Action *

Fig.eFile.154
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As aresult Create New Draft page appears, as shown in Fig.eFile.155:

eFile etectronic fite system Saarch ye) Advanced | Help

Computer No: 23425 File No: F3(779)/DalT/Tech/13
i £3) | moting | Carrespandence | Draft | Refersnces | Link | Details | Mavements | Edit | Send | Attachment | Mare | |
Filas =
» Tnbo )
Submitted Files for = =
Clasing Approval New Draft =l Draft Details
b Crastzd or Draft Type* New/Fresh Classified Choose one
+Drafts B 7 U & [E = 3 B sty || Format ~ | Font Family |~ Draft Naturs Choose One G.O. Prefix Choose One [~]
+ Complatad R > - indi
B Fontsiza - | |i= & < | | L 7@ Language Hindi
b Parked h ) N . .
o X D@ e [x x| @F-H=| Subject *
» Clos
-+ Closed Fil | | | | | A - %2 | & @ | english (F12) - imum of 250 Gharactars )
losad Files =T
= g e
., Subrmittad Files for ElCommunication Details
=epening Approval Ministry Chaose one
Sent
b 2en Department Chaose one
} Conversians
-+ Drafts MName' Designation
-+ Complated ‘Organization
» Bhysical File I Address 1 °
Create New (Non Address 2
* SFs)
Count INDIA ~]|  state Rajasthan ~
-+ Create New (SFS) Y d
City Pincode
b Electronic Fila i
, Craats Nw (Nion Mobile Landiine
s Fax
-+ Create New (SFS) e
b Create Part Add More Recipient(s)
» Create Volume
b Recycle Bin
EAuachmons
Migrate File (3]
Dispatch =
DSC =
Reports =
Settings =
Notification =
Path: Words:0

Fig.eFile.155

2. Either type the draft manually or choose a predefined template by clicking on Choose a Template button or
upload an already existing draft by clicking on Upload File button, as shown in Fig.eFile.156:

New Draft Choose a Template |[fold Upload File [=IDraft Details

B7uywg . . orantTyper [NewFresh V| cussiea
Font Size - = ey Language English v
o ADMG Letter Head
A hAdGm \
& | |3 DM PAD English (F12) ~ Subject

( Maximum of 250 Characters )

BRrnlroceesinys (=ICommunication Details
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Department [Choose one M
FCI_UO_Note Name® |
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<

fe/|Be Ee |Be/ e |Be|Ee

Organization

Address1*

|
|
|
Address 2 |
I

Country | INDIA v]
state [Choose one v|
ciy | |

Pincode [ |

Fig.eFile.156
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3. Enter all the necessary details and click on Save Draft button, as shown in Fig.eFile.157:

(=]

B 7 U === stes - Paragraph  + FontFamiy - Draft Type*  |New/Fresh v|  Classified

Font Size - |iE=s= e |0 | == %G ¥ F @ wm Language English ~
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= | EaEtealh | | A -2~ |[& 3 | egisnri2) - g
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[=ICommunication Details

Dated =i

Ministry [Choose one
Department [Choose one

Name* ||thay Kumar |
Designation ||Ofﬁcer |
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e-Mail |
Country [INDIA ~|
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. Pincode | ‘
3)skill Development and Employment Generation
Mobile [ |
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5)Disaster Management
v Fax | ‘
Path: p Words72 [=lAttachments
Fig.eFile.157
As a result new Draft number is created, as shown in Fig.eFile.158:
ewTnice ———
P L ae Rajesh Asawa Delegated - ACP{RG)-SECLAN-DoIT

eFile etectronic file

Computer No: 23423  File No: F5(775)/DolT/Tech/12

osiols (53] Nating | Correspondence | Draft | References | Link | Details | Mavements | Edit | Send | Attachment | More |
Files =
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-+ Closad Files
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» Sent
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-+ Drafts
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sFE)

Fig.eFile.158
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4. Click the Approve Button to approve the saved draft, as shown Fig.eFile.159:

eFile etectronic file system Saarch el Advanced | Help

Computer No: 3241781 File No: G/47/2014-0/c of HS(MHA)

e [ | Nating | Correspondence | Draft | Refarences | Link | Details | Movemeants | Edit | Reply | Send | Attachment | Mara |
Files =
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N i::;jﬁz i}lja;rztl;l =l Attachments
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-

+ Drafts
-+ Completed
» Physical File
o Create New (Non !
SFS)

-+ Create New (SFS)

» Electronic File
, Create New (Non
SFS)
+ Create New (SFS)

» Create Part

b Create Volume

» Racycle Bin

Migrate File =

Dispatch =)

Dispatch =

DSC =

Reports ]

Settings =

Notification =

Eaa— &

W v —

File.eFile.159

Note: The Approve button will only be visible to those users who are having the required Role
of Draft Approval.
Other users will not be able to approve the DFA and can only send the DFA to the users.

As a result DFA is approved and following screen appears, as shown in Fig.eFile.160:
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Computer No: 3241781 File No: G/47/2014-0/0 of HS(MHA)
HE &= [ Mating | Correspandence | Draft | Refarances | Link [ Details | Mavements | Edit | Reply | Send | Attachment | Mare |
Files =
Draft No. : DFA/3005193 -  Draft Status : /= Prini
» Inbox {11) V1.0 Asproved =
Submitted Files for — .
* Zlosing Approvel =l Draft Details
+ Drafts Draft Nature C G.0. Prefix Choo
+ Complated Language* En
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» Approval Requests dfa et Subject *
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Submitted Files for Ministr Ch ~
* Reopening Approval v
Department C ¥
» Sent P
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-+ Completed Address 1+ AHA, New Delhi
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+5"f;} 2w (Non ! Gountry DIA State Choose one
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ES)]
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¥ Creste Part Add More Recipient(s
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} Racycle Bin =l Attachments Attach File
Migrate File =
Dispatch =
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DSC =)
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Settings =
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aaa— 5

Dispatch By Self | Dispatch By CRU  Edit

Fig.eFile.160

5. Click the Dispatch By Self or Dispatch By CRU button (Fig.eFile.160) — as per requirement.

For Dispatch By CRU and Dispatch By Self kindly refer to point (h)
Dispatch under File Inbox (Physical File) section for the process.

d) Reference: With the help of this feature user can attach references corresponding to the working file.
This link consists of 1 sub-links:
e Local Reference: Document is browsed and attached from local domain.
To attach Reference user has to perform following steps:

1. Scroll mouse over References link and select the Local Reference option under it, as shown in
Fig.eFile.161:
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e@ffice
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+ Drafts
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+ Closad Files

Submitted Files for
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eFile electronic file system
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Local Reference

Details | Movements | Edit | Send | Attachment | More |
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(v )TRecent [

Al )
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E Add Green Note

= Add Yellow Note

d

References Attached

References

-

Upload File

= Attached Date -

Choose One

Fig.eFile.161

As aresult References page appears on right side of noting page and click on upload button (Fig.eFile.161).

2. Browse the reference document from the Local system and click the Attach button
(Fig.eFile.162).

c@ffice

0 SRR BRI
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EFHE electronic file system
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N i | <
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.
5 '« G- T e A =)
B add Greentiote | = | Add Vellow Note References
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[0 References Attached ¥ Attached By ¥ Atths —
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Upload File

Fig.eFile.162

As a result the attached reference document gets attached to the working File, also user nay delete the
attached reference document by selecting the document and clicking on Delete Button (Fig.eFile.162).
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e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.
It contains 2 sub links:
e Internal Files: This sub link helps the user to link/delink any other file from within the Organization

e Referred In Files: This sub link helps the user to view other Files that are linked from some other
Organization with the working file.

Refer to Link under File Inbox (Physical File) section for the process.

f) Details: With the help of this feature user can view the total number of part files created.

Refer to Details link under File Inbox (Physical File) section for the
process.

g) Movements: With the help of this feature user can have a track on the Running File and can view all the
movements.

Refer to Movements link under File Inbox (Physical File) section for
the process.

h) Edit: With the help of this feature user can make changes to the cover page of existing running file except the
Basic and Corresponding Heads.

Refer to Edit link under File Inbox (Physical File) section for the
process.

i) Reply: With the help of this link user can send a reply to the intended person.

Refer to Edit link under File Inbox (Physical File) section for the
process.

j) Send: With the help of this feature user can send the File to the Recipient.

Refer to Send link under File Inbox (Physical File) section for the
process.

k) Attachment: This link facilitates the user to attach other files or receipts with the working File.
This link contains 2 modules:
e File: This module facilitates the user to attach other file with the working file.

e Receipt: This module facilitates the user to attach a receipt with the working file.

Refer to Attachment link under File Inbox (Physical File) section for
the process.
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)  More: With the help of this feature user can Park/Close the working file, view the Closing/Parking history,
Create Volume and Merge details.

Refer to More link under File Inbox (Physical File) section for the
process.

Submitted Files for Closing Approval

This is a default sub-section under File Inbox from which user can submit the request for closing a file which is
lying in his file inbox.

Note: This feature is permission based. Users who are having this permission can only request for
closing of the file.

Refer to File Closing / Approving process document.

Created

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

Created Link Contains 2 options:

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

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

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

There are 3 sub links provided under Completed link of Created File Section:

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

Refer to Send link in File Inbox for the process.

b) View: Helps the user to list the Files depending upon its current state. i.e. (Physical, Electronic, All)
To use this option, user has to perform following steps:

e Physical - Click the Physical from the dropdown menu to view the Physical Files as shown in
Fig.eFile.163:
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Physical

_Electronic |

Al

Fig.eFile.163

e Electronic - Click the Electronic from the dropdown menu to view the Electronic Files as shown in
Fig.eFile.164:

Physical

Electronic I

All

Fig.eFile.164

e ALL - Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.165:

_Physical

Electronic

All

Fig.eFile.165

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

Refer to Create Volume option in File Inbox for the process.

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

% Forward ) - Forward a particular File to the recipient.

Parked

Parked link contains a list of all the Files that are temporary closed and work will be done later on.
Pendency of File will be removed if any file is parked. Parked files can be made active at any point of time.

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

Select the File/s from the Parked link of Files which needs to be Parked, as shown in Fig.eFile.166:

Copyright © NIC, 2014



Affice

DIGITAL WORK PLACE SCLUTION

e@ffice

[ ——

eFile etectronic Search

Receipts (3]

Computer No ~ = Number ~ Subject ~ Parking Remarks
Files =

2241152 E  E-12011/21/3014-OFFICE OF DM-11 File@rk Assistant Modeld1 parked by Rk
b Inbax (11}

Submitted Files for
Clcsing Approval

b Created
+ Drafts

+ Completed

¥ Approval Requests
+ Closad
-+ Closed Files

_, Submitted Files for
Reopening Approval

¥ Sent I

b Creats Mew

b Create Part
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Fig.eFile.166

Scroll mouse over ‘Mark As’ Link and click the Make Active option under it, as shown in Fig.eFile.167:

Mark As |
LMake Active

TOIMpUter No * Number w Subject « Parking Remarks
5474 B/111/2013-CC adsfff sadsaD

Fig.eFile.167
As a result, the Files become active and move to the File Inbox.

Approval Requests

In this section under File Inbox, user can Approve or Reject the file closing/reopening requests sent to him by the
other users.

Offi
?—w..-..‘lng..-? 4s Deepika Saini Steng-1[DM-1I}
Advanced | Help
Date Range  11/07/2040 To 22/09/2014
Receipts = ' Approve | Reject | View \l
Files = [0 ~ Computer Ner File Number ~ Initiated By ~ Initiated On ¥ Remarks ¥ Status ¥ Reguest Type ~ Approve Reject P
b Inbox (11} [ & z241614 RS5-12017/22/2014-0FFICE OF DM-IT C.5 BHATT UDC(HS)2 15/09/14 12:26 jhgkijhg Pending  Closing Requast
+<5:‘|Jobsrirr“-'gm:‘;;|0‘f’ar°r £ 3237863 40-8/2014-NDM-TT ASHOK SHUKLA DS{DM-TT) 11/08/14 11:08 File can be opened Reopened Reopening Request Approve
b Created £ 3240873 E-12011/12/2014-0FFICE OF DM-TI  ASHOK SHUKLA DS{DM-II) 10/08/14 05:48 file may be closed Closed  Closing Request  Approve  Reject
+ Drafes £ 3237863 40-8/2014-NDM-IT ASHOK SHUKLA DS{DM-II) 10/09/14 02:32 May close the file Closed  Closing Request  Approve  Reject
+ Completed [] & 2241067 GR/17/2014-OFFICE OF DM-II RAJENDER PARSAD GANDHI ASST{RPG) 02/03/14 11:12 dsfedfsdfsdaf Pending  Closing Request  Approve Rsiect
b Parked £ 3241217 A-13/17/2014-OFFICE OF DM-IT RAJENDER PARSAD GANDHI ASST(RPG) 02/09/14 11:07 sdfsd Approved Closing Request  Approve Reject
£ 3241107 A-12014/3/2014-OFFICE OF DM-II  RAJENDER PARSAD GANDHI ASST(RPG) 02/03/14 10:32 approved Closed  Closing Requast  Approve Reject
b Closed [[] £ 2241062 A-12014/2/2014-0FFICE OF DM-II ~ RAJENDER PARSAD GANDHI ASST(RPG) 01/09/14 04:11 okl Pending  Closing Requast Approve Reject
+ Closed Files E 3241052 agretrg HARISH CHAMDER BABBAR (DINESH KUMAR PRAJAPATI ASST-1(DM-II)) 28/08/14 12:50 approved gopal Reopened Reopening Request Approve Reject
+ g:g;"e'ntﬁ‘; iéfn:‘:;l E 3241052 agretrg HARISH CHAMDER BABBAR (DINESH KUMAR PRAJAPATI ASST-1(DM-II)) 28/08/14 12:42 Approved... Closad Closing Request Approve Reject
b Sent ! P 3241045 fif121 MRUTYUMIAYA MISHRA HC{DM-11) 28/08/14 12:21 approved.. Closad Closing Request Approve Reject
} Create few £ 3241038 gopalsfseFila:-Assistsnt-02 Deapika Saini Stana-1{DM-II) 28/08/14 11:42 approve Closed  Closing Requast  Approve  Reject
£ 3240839 A-11011/82/2014-OFFICE OF DM-11  Deapiks Saini Stenc-1{DM-II) 07/08/14 05:26 fgfdg Recpened Recpening Request Approve Reject

Fig.eFile.168

Note: This feature is permission based. Users who are having this permission can only
Approve/Reject the closing/approving requests

Refer to File Closing / Approving process document.
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Closed

Closed link contains a list of Files that are closed as complete work has been done on it already.

c@ffice
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eFile electronic file system
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12:10 I
» Llgsed g9
-+ Closed Fles O E 3241917 File@rkeos? HARISH CHANDER BABBAR 18/09/14 11:50 - -
, Submitted Files for 0 € 3241016  E-12011/37/2014-OFFICE OF DM- HARTSH CHANDER BABRAR (DINESH KUMAR 19/08/14 2
Recpening Approval iy PRAJAPATI) ¢’ ¢
} Sent 0 € 3341013  E-L2011/36/2014 OFFICE OF DM- HARISH CHANDER BABBAR (DINESH KUMAR 19/08/14 [ I
I PRAJAPATI) 11:39 ¢
b Create New - =
O E 3241911 S-12013/23/2014 OFFICEOF DM gijagrk7083 HARISH CHANDER BABBAR 19/09/14 19/09/14 o
} Creats Part 8 g
b Recycle Bin Il E 3241843 B-13011/2/2014-0FFICE OF DM-T Filei@rk7087 Desoika Ssini 18/09/14 05:43 - B9
acy
Migrate File =
LEGEND Priority | | Out Today | | Most Immediate | | Immediate Ordinary

Fig.eFile.169

Note: This feature is permission based. Users who are having this permission can only send the
request for reopening the files.

Refer to File Closing / Approving process document.

Sent

Sent option contains a list of all the Files that are sent as an outward correspondence. User can view all the sent
Files, by clicking the Sent link under the Files section. As a result the, Sent Files screen appears as shown in

Fig.eFile.185:
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YR

Receipts =
Files =
» Inbox (11)

. Submitted Files for
Closing Approval

b Crested
-+ Drafts
+ Completed

Parked

- -

Approval Requests
Clos=d

-+ Closed Files

, Submitted Files for
Reopening Approval

b Create New

b Create Part
» Recycle Bin

Migrate File

[+

Date Range : 11/07/2010 To 22/05/2014

i Steng-1(DM-II}

O
O
O
O
O
O
O
O
O
O
O
O
O
O
O

LEGEND

w | Create Part |

~ Computer No ¥ Numbar

E 2241528 E-12011/33/2014-GFFICE OF DM-IT

E 2241323 RS-12017/27/2014-CFFICE OF DM-II

E 2241843 -13011/2/2014- D

P 2229278 SanjeevBharti

E 2238573 D/7/2014-0/e US (AVD-1 D}

P 2207397 47-12/2013-NDM-IT

E 2238851 E/1/2014-O/0 US (AVD-1 D)

P 2241777 B-12013/11/2014-UID-DOIT

P 2241775 B-12012/25/2014-UID-DOIT

P 2074235 20022/6/2008-Tmm

E 2240812 B-14/4/2014-SECLAN-DOIT

E 2240740 satruext.file

E 2240647 C-13012/2/2014-0/0 of HS{MHA)

p 2238832 E/4/2014-0/0 US (AVD-I D)
Priority u Out Taday

~ Subjact
File@rkB0Es
File@rkenes
File@rk7087
0040/5/2014-Mental Health
satru@filez
ATI MATTER UNDER RIGHT TO INFORMATION ACT, 2005
v
chk externalt
chk external
BUDGET REQUIREMENT OF BOI SFC PROPOSAL
asfasfasfa
Banking
Amit - Noting Referencing 1
SATRUS

[ | Maost Immediate [ ] Immediatz

~ Sent To

Handaver |-- My Sent Files --

Despika Saini

KULDEEP SINGH
Despika Saini
MAUTYUNIAYA MISHRA
MAUTYUNIAYA MISHRA
Despika Saini
MAUTYUNIAYA MISHRA
MARUTYUNIAYA MISHRA
MAUTYUNIAYA MISHRA
MARUTYUNIAYA MISHRA
MAUTYUNIAYA MISHRA
MARUTYUNIAYA MISHRA
MAUTYUNIAYA MISHRA
MAUTYUNIAYA MISHRA

~ Sent on
19/09/14 02:17
19/09/14 12:34
18/03/14 05:42
18/09/14 03:21
18/09/14 03:20
18/09/14 03:17
18/09/14 03:15
18/09/14 12:48
18/09/14 12:37
18/09/14 12:02
18/09/14 11:42
18/09/14 11:43
18/09/14 11:42
18/09/14 11:41

Ordinary

2]

oy oo o

Fig.eFile.170

There are 2 links provided under Sent Section of File:

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

Refer to View link in Created - Completed section for the process.

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

Note: User cannot create part of any part files or if the file is in File Inbox/Created section.

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

1. Select the File for which part file needs to be created and click the ‘Create Part’ option, as shown in
Fig.eFile.171:

e@ffice

[y p—

eFile =t

Receipts =
Files El

b Inbox (11}

, Subrmittad Filas for
Closing Approval

} Created
- Drafts
-+ Completed
» Parked
¥ Approval Requests
¥ Closed
-+ Closad Files

, Submitted Files for
Recpening Approval

» Sent

4w Deepika Saini Stenc-1({DM-I1}

Search Advanced | Help
Date R 21020010 To 22/09/2014
| Wigw 'c.raate Part || Handaver -- My Sent Files —
O ~ Computer No ¥ Number ~ Subiject ~ Sent To ~ Sent on ,
E 3241781 G/47/2014-0fo of HS(MHA} manual fila C.S BHATT 22/03/14 11:53 - ‘a
O E 2241528 E-12011/39/2014-0FFICE OF DM-IT File@rkB0Es Despika Saini 19/09/14 02:17 -
I:l E 3241523 -12017/27/2014-0FFICE OF DM-II File@rks08s KULDEEP SINGH 19/03/14 12:34 -
I:‘ E 3241843 B-13011/2/2014-0OFFICE OF DM-TI File@rk7087 Deapika Saini 18/03/14 05:43 -
D P 3239278 SanjesvBharti 0040/5/2014-Mental Health MRUTYUNIAYA MISHRA 18/03/14 03:21 -
O E 3238973 D/7/2014-0/o US (AVD-1 D) satru@file3 MRUTYUNIAYA MISHRA 18/03/14 03:20 - L]
I:l P 3207997 47-12/2013-NDM-11 RTI MATTER UNDER RIGHT TO INFORMATION ACT, 2005 Deapika Saini 18/03/14 03:17 -
D E 3228951 E/1/2014-0/0 US (AVD-1 DY} wived MRUTYUNIAYA MISHRA 18/03/14 03:15 -
I:l P 3241777 B-12013/11/2014-UID-DOIT chk externall MRUTYUNJAYA MISHRA 18/03/14 12:48 - 'D
I:l P 3241775 B-12012/25/2014-UID-DOTT chk external MRUTYUNJAYA MISHRA 18/03/14 12:37 - 'D
D P 30742935 20022/6/2008-Imm BUDGET REQUIREMENT OF BOI SFC PROPOSAL MRUTYUNIAYA MISHRA 18/03/14 12:02 - 'D
1 C_Anannan N 4asainnda ores am neTT oMM IV IR AVA aaToIIn s AnInni44 4. 80
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Note: User can change Subject/Description and Remarks (if required) on the file cover except the
File number.

2. As aresult, Cover page of file appears asking to create a Part file. Enter the Description and other fields (if
required) and click the ‘Create Part’ button, as shown in Fig.eFile.172:

A-11011139/2012-LF

Training matter - new part matter

Create Part

Fig.eFile.172

As a result, new part file is created with the File no at the top of File.
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Conversions
This module contains the physical files which are in process of conversion or converted already.
It contains 2 sub modules:

e Drafts

e Completed

Let’s learn these modules one by one:

Drafts: This module 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’ button, then files moves
under this module.

Refer to Covert File link in Physical File inner page under File inbox.

To complete the process of conversion on a draft, user has to perform the following steps:

1. Click on Drafts under Conversions section. As a result following page appears as shown in Fig.eFile.173:

Receipts #
Computer No. ¥ File Number v Subject ~ Subject Category
Files =
A 20985 B-11/3/2013-JTSECY(DLT)-CMO-Volume(2) PHY All AMC/FSMA cases
» Inbox
20851 A/91/2013-CMO(CMRF) tretre213321
} Created
+ Drafts
+ Completed
» Parked
} Closed
» Sent
4+ Completed
» Physical File
Create New (Non
SFS)
I
-+ Create New (SFS) )
} Electronic File
Fig.eFile.173

2. Click on the link under File Number to open the draft. As a result the draft file opens up as shown in
Fig.eFile.174:
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Correspondence | Link | Movements | Details | Edit | Send | Attachment | More... |

[=IFile Details

File Number A/91/2013-CMO(CMRF) Subject tretre213321
Opening Date 03-09-2013 Remarks

Subject Category

[=ICorrespondences

Receipt/lssue No. Type Subject Attached On

[=INoting

Upload Noting
[ ] o | e

(Note: Once File conversion is done it can not be undone.)

Fig.eFile.174

3. Under ‘Noting’ section, user can upload a noting document.

4. In order to save the draft, click on Save M) button (Fig.eFile.174).
5. The user can Preview the file prior conversion by clicking on Preview (w) button (Fig.eFile.174).
6. Click on Convert button in order to complete the file conversion (Fig.eFile.174).

There are 8 links provided after opening a Draft file:

a) Correspondence: With the help of this feature user can attach physical Correspondence/Receipt to the
Working File.

Refer to Correspondence link under File Inbox (Physical File) section
for the process.

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.

Refer to Link under File Inbox (Physical File) section for the process.

c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the
users who have worked on it.

Refer to Movements link under File Inbox (Physical File) section for
the process.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created,
TOC receipt, Dispatch Movement History and Linked Files.

Refer to Movements link under File Inbox (Physical File) section for
the process

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except
the Basic and Corresponding Heads.
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Refer to Edit link under File Inbox (Physical File) section for the
process.

f) Send:

This option is disabled as the file is in the process of conversion and
cannot be sent.

g) Attachment: This link facilitates the user to attach other files or receipts with the working File.

Refer to Attachment link under File Inbox (Physical File) section for
the process.

h) More: This link facilitates the user to Park/Close the working File, view Parking/Closing history and to
view Merge Details.

Only Merge details tab is active rest options are disabled.

Completed: This module contains the entry of all files which have already been converted from Physical to
Electronic, as shown in Fig.eFile.175:

|
Receipts =
: - Computer No. ~ File Number ~ Subject ~ Subject Category ~ Converted By ~ Converted On ~ Remarks v

tll;sbox ) _ 5539 Created_Now_After Created_Now_After - ALOK PANDEY 20/05/13 12:14 Converted
T 5475 A/61/2013-CC dsgsg n ALOK PANDEY 10/05/13 11:20 Converted
+time 5474 B/111/2013-CC adsfff ] ALOK PANDEY 10/05/13 11:03 Converted
+aa 5460 D-14012/4/2013-CC XZexXexz & ALOK PANDEY 09/05/13 05:04 Converted
- prajendral 5471 ertert ertert AMC & Demand ALOK PANDEY 09/05/13 04:10 Converted
-+ myfolder
» prince patel

» Created
-+ Drafts
+ Completed

» Parked

» Closed

» Sent

» Conversions

]
» Physical File LEGEND | Out Today u Most Immediate | Immediate Ordinary
Fig.eFile.175

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

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

To create a new Physical File in Non-SFS mode, user has to perform the following:
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1. Click on the Create New (Non-SFS) option under Physical File. As a result, File Cover Page screen
appears as shown in Fig.eFile.176:

| Choosel Choosel Choosel Choosef 2011 ADM v

[ ]| choose One |

Work On File Later » Continue Working »

Fig.eFile.176

2. Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.177:
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[ A-Estel 14-Scf 11-RefiChoosd] _J2012 JLF |-}

Judiciary Matter I

Appointments

Work On File Later » Continue Working »

Fig.eFile.177

- . . . . Con Work > . .
3. Atter filling the necessary details, click the Continue Working button (Fig.eFile.177) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of

heads as shown in Fig.eFile.178:

Computer No: 21038 lFiIe No: A-12013/2/2013-CM O
‘ Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More.., | ‘
8
File Number : A120137212013-CM O Subject: Parliamentary issues
Opening Date : 06/09/13 03:01 PM Remarks :
Main Category : Sub Category :
Previous Reference : Later Reference :
(=IFile Movement History
Sender v Sent on v Sent to v Action v Remarks v
Fig.eFile.178

Note: User can also click the Work on File Later (12 ) button if want to work on File later
on. And so the file moves to Draft section of Created File link. In this case the unique number of file is

not generated.
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There are 10 different links available on a file after the file is created.

a) Correspondence: With the help of this feature user can attach physical correspondence/Receipt to the
Working File.

Refer to Correspondence link under File Inbox (Physical File) section
for the process.

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.

Refer to Link under File Inbox (Physical File) section for the process.

c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the users
who has worked on it.

Refer to Movements link under File Inbox (Physical File) section for
the process.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC
receipt, Dispatch Movement History and Linked Files.

Refer to Details link under File Inbox (Physical File) section for the
process.

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except the
Basic and corresponding Heads.

Refer to Edit link under File Inbox (Physical File) section for the
process.

f) Send: With the help of this feature user can send the File to the Recipient.

Refer to Send link under File Inbox (Physical File) section for the
process.

g) Dispatch: With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or
Office.

Refer to Dispatch link under File Inbox (Physical File) section for the
process.

h) Convert File: Helps the user to convert the Physical File to Electronic File only irrespective of the File
location, whether it is attached with a receipt or from the File inbox/Created Section.

Refer to Convert File link under File Inbox (Physical File) section for
the process.

i) Attachment: This link facilitates the user to attach other files or receipts with the working File.
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Refer to Attachment link under File Inbox (Physical File) section for
the process.

j)  More: With the help of this feature user can Park/Close the working file, view Parking/Closing history, Create
Volume and Merge other Files.

Refer to More link under File Inbox (Physical File) section for the
process.

e 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, user has to perform the following:

1. Click on the Create New (SFS) option under Physical File under the left navigation, as a result, File Cover
Page screen appears as shown in Fig.eFile.179:

Continue Working »

Fig.eFile.179
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2. Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.180:

eFile/11011/2012-imp

eFile Implementation

Appointments

Continue Working »

Fig.eFile.180

Continue Working »

button (Fig.eFile.180) to

3. Atter filling the necessary details, click the Continue Working (ESSSSse
create a new physical file. As a result, file gets created, as shown in Fig.eFile.181:

Computer No: 21039 [File No: eFile/11021/2012-imp | \

Correspondence | Link | Movements | Details | Edit | Send | Dispatch | Convert File | Attachment | More... | {
=

File Number | eFile/11021/2012:mp | Subject : efile Implementation
Opening Date : 06/09/13 03:07 PM Remarks :
Main Category : Advertisement Sub Category :
Previous Reference : Later Reference :

[=IFile Movement History

Sender v Senton v Sentto v Action v Remarks v

Fig.eFile.181

Note: User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic File
Electronic File option under the Files section helps the user to create an Electronic File.
Electronic File Link Contains 2 options:

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

To create a New File user has to perform the following steps:

1. Click the Create New (Non-SFS) option from the Left navigation panel under the Electronic File section, as
a result, File Cover Page screen appears as shown in Fig.eFile.182:

‘Choosi] Ghoos(l Choosi Ghooss| | 2012 |LF [~

On File Later » Continue Working »

Fig.eFile.182
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2. Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, as shown in Fig.eFile.183:

[J-JM B 11 H T -NEE 1T -Cuf 2011 JADM v |

Judiciary Matter

Appointments

[ ] choose one |

Urgent fatter

Work On File Later » Continue Working »

Fig.eFile.183

Continue Working »

3. Atter filling the necessary details, click the Continue Working (ESSSSSSSssss)) button (Fig.eFile.183) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads.

There are 11 links provided on opening an Electronic File:

a) Noting - Add Note: It facilitates the user to view the noting ‘By Name’ and ‘By Date’ or ‘All’ the noting
together. The user can add Green Note or a Yellow note after creating a file.

Refer to Noting link under File Inbox (Electronic File) section for the
process.

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File.

Refer to Correspondence link under File Inbox (Physical File) section
for the process.
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c) Draft: With the help of this feature user can Create New Draft and View Existing Drafts in the File and
Dispatch the same to the intended recipient.

Refer to Draft link under File Inbox (Electronic File) section for the
process.

d) Reference: With the help of this feature user can attach references corresponding to the working
File.

Refer to Draft link under File Inbox (Electronic File) section for the
process.

e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.

Refer to Link under File Inbox (Physical File) section for the process.

f) Details: With the help of this feature user can view the total number of part files created.

Refer to Details link under File Inbox (Physical File) section for the
process.

g) Movements: With the help of this feature user can have a track on the Running File and can view all the
movements.

Refer to Movements link under File Inbox (Physical File) section for
the process.

h) Edit: With the help of this feature user can make changes to the cover page of existing running file except the
Basic and Corresponding Heads.

Refer to Edit link under File Inbox (Physical File) section for the
process.

i)  Send: With the help of this feature user can send the File to the Recipient.

Refer to Send link under File Inbox (Physical File) section for the
process.

) Attachment: This link facilitates the user to attach other files or receipts with the working File.

Refer to Attachment link under File Inbox (Physical File) section for
the process.

k) More: With the help of this feature user can Park/Close the working file, view Parking/Closing history, Create
Volume and Merge other Files.

Refer to More’ link under File Inbox (Physical File) section for the
process.
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e 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, user has to perform the following steps:

1. Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as
shown in Fig.eFile.184:

Choose One

[choose one [ =]

Continue Working »

Fig.eFile.184

2. Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.185:
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11011/eFile/Nic-imp

eFile Implementation I

Continue Working »

Fig.eFile.185

- . . . . | Work > . .
3. After filling the necessary details, click the Continue Working button (Fig.eFile.185) to
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.186:

Computer No: 21041 File No: eFile-11021/2013-MOP
Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... |

S P« e S'MHE

B Add Green Note || = Add Yellow Note

There is no correspondence attached with this file.

Fig.eFile.186

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

The Create Part file option allows the user to create a part file against the file in submission i.e. not residing with the
working user.

To create a part file the user has to perform the following steps:

1. Click the Create Part under the Files Section. As a result the following page appears as shown in Fig.eFile.187:

T prowse e |

Create Part

Fig.eFile.187

2. To create a File no., click the Browse File Link (Fig.eFile.187), which shows all the files sent by
you. Click on the radio button to select a particular file for which a part file has to be created and click the Select

File ) button, as shown in Fig.eFile.188:

Search File For Attach

[2012[+ ] Search
File Number Subject
” ® ] E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
® E N-17012/1/2010-e-Gov(B) Board Meeting of NISG
E N-17013/1/2010-e-Gov(B) Draft copy of the note for Cabinet approval
E B/1/2012-DS(e-Gov) aaa
E A/4/2012-Secy test
E F-14011/1/2012-DS(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) file07
E C€-15012/1/2012-DS(e-Gov) TU007
P F-13011/1/2012-DS5(e-Gov) File001
[Seecirie |
<< < 1> =
Fig.eFile.188
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As a result, cover page of file appears after selecting the file, as shown in Fig.eFile.189:

Fig.eFile.189

3. Click on the Create Part M Link (Fig.eFile.189) to create a part file, as a result the part file
has been created as shown in Fig.eFile.190:

(Computer No: 21042 [File No: HOU-06012(10)/1/2013-CMO-CMO-Part(3) |
Noting | Correspon nts | Edit | Send | Attachment | More... |

B prwi " o=

[8 ‘Add Green Note || = Add Yellow Note

There is no correspondence attached with this file,

Fig.eFile.190

As a result part file is created the part file can be created for both physical and electronic file.
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Create Volume

The Create Volume option allows the user to create a new volume of an existing file which is residing with
him/her in the Draft or Inbox.

To create a Volume of afile the user has to perform the following steps:

1. Click the Create Volume under the File Section; as a result the following page appears as shown in
Fig.eFile.191:

T e e

Choose One

Create Volume »

Fig.eFile.191

2. To create a File no. Click on the Browse File Link (Fig.eFile.191), which shows all the files
residing in your inbox and drafts. Click on the radio button to select a particular file for which a new volume

has to be created and click the Select File button, as shown in Fig.eFile.192:
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Search File For Attach
2011 F Search
File Number Subject
N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
- ~ . Nomination of Nodal officer for Implementation of
E N-11016/-71/2011-e-Gov(B) V6 Roadmep , ,
E N-17012/-68/2011 e Gov(B) Board meeting of Boord of Direetors of National

Institute for smart Government
e-Office- A Mission Mode Project(MMP) under

E N-11016/-61/2011-e-Gov(B) National e-Governance Plan(NeGP)

~ . Regarding not responding to e-mails by
E N-16015/1/2010-e-Gov(B) Government Departments

- . Implementation of e-Office MMP : Training of
E N-11014/100/2010-e-Gov(B) officers/staff of D/o AR&PG
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-DS(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees

| Select File I
<<<12»>>

Fig.eFile.192

3. Click the Create Volume ) Link (Fig.eFile.191) to create a Volume, as a result the new

Volume of a file has been created as shown in Fig.eFile.193:

Computer No: 21043 | File No: eFile-11021/2013-MOP-Volume(2) |
Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... |

S P i W S M3

[ Add Green Note || = |Add Yellow Note

There is no correspondence attached with this file,

Fig.eFile.193

As a result volume of a file is created (the volume of a file can be created for both physical and electronic
file).

Copyright © NIC, 2014



e@ffice

A DIGITAL WORK PLACE SCLUTION

Recycle Bin

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

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

o Delete : Permanently deletes the selected File.

e Restore : The File which are deleted from the Created section are restored back.

Migrate File

With the help of Migrate File user can migrate old files from local system to the eFile application.

Migrate File link contains 3 sub links:

e Create New: This option helps the user to migrate a new file to the eFile application.

To migrate new File, user has to perform the following:

1. Click the create new option under Migrate File link, as a result, Migrate File Cover page appears, as shown
in Fig.eFile.194:

Croosel Choosell Croosell Croosell —Jz0:= W E2C_+
——

Ll Choce one |

Work On File Later » Continue Working »

Fig.eFile.194
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2. Click the Browse button to import the file which needs to be migrate, as shown in Fig.eFile.195:

Search

-21022{1}1512008
! 2]
221211512008
4

\0FGRe
A-21022(17)\9\2008
DFGF4

Fig.eFile.195

3. Fill all the mandatory fields on cover page of like File No, Description/Subject, Category (Main), and
Opening Date, as shown in Fig.eFile.196:

- (Ec |
T-12011-21\5

Training related matters

@ 1812720 g

Work On File Later » Continue Working »

Fig.eFile.196
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4. A window appears wherein user is supposed to select the Source and Destination files. Now verify
details as shown in the figure Fig.eFile.197:

Source Files
[ selectal
‘;u;z"ces [F] T localhost - 1 (a).pdf
Notes B " localhost - 1 (2).pdf
Receipts -
i s . N e
A21022(17)/5/2008/DF GF
ol
P

Files
] = localhost.pdf

18/09/2012

Verify Details

Fig.eFile.197

5. Click the Continue Working (M) to generate new file no as shown in the Fig.eFile.198:

Source =

[T setect au

] = localhost - 1 (3).pdf

] = localhost - 1 (2).pdf

[ T locshost- 1 (1)acf (| (-]

_A-21 022(17)/5/2008/DFGF -BrOIWﬁ e
oo

P

Files

[ = localhost.pdf

18/09/2012 ]

n File Later » Continue Working »

Verify Details

Fig.eFile.198
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New file number is generated along with Old file no as shown in the Fig.eFile.199:

jewi File No: A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/DFGF4 I

Notings \ Correspandences \ References \ Edit \ Finalize Migration

Migrated Table of Content

SN0 Comespondence No Subject Type Sent By Actions

1 localhost.pdf WA Issue WA X ¥ n u

Fig.eFile.199
Folder Permission: With the help of Folder Permissions, user gets the permission for section required for migration
of files.
To provide permission to a user, perform the following:

1. Click the Folder Permissions option under Migrate File link, as a result permission page appears, as shown
in Fig.eFile.200:

e@ftfice _
A ORITAL WOKAACE SAYTION & Rajesh Asawa Delegated - ACP(RG)-SECLAN-DoIT

| Permission for section to the user for migration

Receipts | 8 A PRASADPA(AP}NREGA-RD 5
Files = 2 items selected Remove all Add all
Migrate File = ¥ upt =| up
) Create New ¥ up3 = | up2
» Created
-+ Draft
+ Completed I
Dispatch 3]
@
Reports =

Fig.eFile.200

Copyright © NIC, 2014




e@ffice

A DIGITAL WORK PLACE SCLUTION

2. Search the user to provide folder permission and click the Save button, as shown in the figure

Fig.eFile.201:
Permission for section to the user for migration
To "\JALKA A KULKARNI = |
3 items selected Remove all Add all
¥ up6 = | upt
¥ up7 - | up3
$ up = | up2

Clear]
Clear

Fig.eFile.201

As a result the user gets the folder permission to access the files for migration.
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Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.

There are two links available under Dispatch Section which is explained below:

e Sent: This module helps the user to view the Sent Issues/Drafts.

e@ffice

D, AR BT

eFi[e electronic file system

Receipts

Files

Migrate File

Dispatch
» Sent

} Returned

DSC
Reports

Settings

Notification

Ext Department

Date Range : 11/07/2010 To 22/08/2014

& C.5 BHATT UDC(HS)2

E R - |

‘ Print Envelope | Create Reminder | View Reminders |

0 - Dispatch
Mumber

[0 E yz004355/2014
O E y3004343/2014
O E y3004335/2014
[ € Ua0043340201
[0 E y2004323/2014
[0 E y2004324/2014
[0 E y2004321/2014
[0 E y2004320/2014

[ E y2004319/2014

[ E 1/3004318/2014 _Reminder

Issue

Issue

Issue

Issue

Issue

Issue

Issue

Issue

Issue

Address

Samir Sharma,
Gurgaon ,sec-56
Samir Sharma,
Gurgaon ,sec-56

sdadasdas, dasdsa
sdadasdas, dasdsa
dsadsadasd, asdas3214
AKSHITA SAINI, a=sd,asd
sad, dasdasd

TwiqrWgr, rgwirgr
FEVIIVEN, SWITWEr

050, osdoso

13/05/14

UDCHS)1 | (salf)

*SentOn  ~ Sent Through ¥ File Number ~ Receipt Number
igrgzm UDC(HE)L | (Seif) :Ezgﬁsusns(u,’zomfw
ﬁ:‘gfm UDC(HE)L | (Seif) :Ezgﬁsusns(u,’zomfw
é?fﬂim UDC(HE)L | (Seif) ?':WJHle)nhzz,’zom-ofu of HE %hz;aguzowo,’u of S
ég;‘g?x14 UDCHS)1 | (S ?':WJHle)nhzz,’zom-ofu of HE %hz;aguzowo,’u of HS
é?fg?m UDCHE)! | (S2H) (B';‘::'Ii")].ﬁ.n’Zolﬂl-Ofuo‘f HS (zh::ai?ntfzowof’u of HS
ég:‘ggm UDCHE) | (e %aais)ﬂ2014f'of’u of HS
ég:‘ggm tl&tﬂ]z(csn-m B e 13/9/2014-0/ of HS(HA)
ég:‘g?m UDCHE) | (e (A':Wjﬁ)ssfzoid,-o.fuo{ HS
ég:‘ggm UDCHE) | (e (A':Wjﬁ)ssfzoid,-o.fuo{ HS

C/97/2014-0f0 of HS(MHA)

Sanction
. 2anchion

¥ Issued Against
ssued A alnst' Code

Issuad &
Dispatched
Issuad &
Dispatched
Issuad &
Dispatched
Issuad &
Dispatched
Tssued &
Dispatched
Tssued &
Dispatched

Issuad & Sent

Tssued &
Dispatched
Tssued &
Dispatched
Issued &

S~ - - - - SR - -

Fig.eFile.202

Note: If the status of the Issue or sent draft is:

Issued and Sent: Refers to when the DFA has been sent by the user/section but has not been

dispatched finally by the CRU/DND section.

Issued and Dispatched: Refers to when the DFA that has been sent to CRU/DND section has been
finally dispatched.

Issued and Returned: Refers to when CRU/DND section returns the DFA back to the user.

There are 3 links provided under Sent module of Dispatch:

a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch.
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To print the Envelope, user has to perform the following:

1. Select the Sent Issue needs to be printed/dispatched physically and click the ‘Print Envelope’ link, as
shown in Fig.eFile.203:
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Date Range : 11/08/2013 To 09/09/2013
Create Reminder | View Reminders | ‘
v N—':ﬁ v v Address vSentOn v Sent Through ¥ File Number ¥ Receipt Number ¥ E?sre:ttch No © Status Y Etion %
O P Lo tsse o, astesd S0 SOWNGTATOR| 5e) (LTICHD oepere v
E 3982013  Issue | fodigdod fdododtodt IO EOKE o (say BAH612013:0HO e v
[ E 13972013 Issue  sdd, dsds o .ESIZ%ETRATOR! (sl B-1Y6/2013-0HO {;:;:&ﬁed v
O eumoms bse xss 13RI SOMNGTATOR (s 0242130 Depaed v
Do e SIS mR omel e e
[] E1/330/2013 Issue  TestName, Test Address ?g/gg/;a ig;ﬁ,l\ﬁgnwom (Self) gIEdN;SOOBW/I/zOB' 132177/2013/CMO E)si:::ecged v
O el e ash e oM SOMNISTATOR|(5) GO oapted v
(] E 12442013  1Issue  SumitAgarwal, Mumbai Silgg/éfq /ESIZEII\%TRATORHSeIf) g[wlémz/ AN E::g&ﬁed 257 v
Fig.eFile.203

As a result new window appears asking for Print Size, as shown in Fig.eFile.204:

_

Choose Print Size : Envelope #10 Vl

Choose Template : organization

L —
Fig.eFile.204

2. Select the Print Size, Template and click the ‘Print’ (]) button (Fig.eFile.204), as a result the
issue gets printed.

Note: Action Link (@ ) in Quick Actions facilitates the user to track the status of sent DFA.

b) Create Reminder: Helps the user to create the reminder on sent issues.

Note: The Issue/Draft details and other Communications details cannot be changed while creating a
reminder for an issue.

To create Reminder on sentissues, user has to perform the following:

1. Select the issue to which reminder is to be created and click the Create Reminder ) button,
as shown in Fig.eFile.205:
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Date Range : 08/08/2013 To 06/09/2013
Print Envelope View Reminders |
[ .tsr%e% ¥ Address v Sent On v Sent Through v File Number v Receipt Number ~ ~ %ﬂ[ﬂs&ch v Status v (S;zztion

I[] R e s o E’gjfgom OFFICR | ¢.13/2/2013-456-60-2 I:::::::ed v
D £ 1/427/2013 Isstie disf, ego 2;/09/13 12:30 (PgeCl)f'l)'OCOL OFFICER | g;é?l/B/ZOIS-CMO é)si:::tdc:‘ed U
D £ 14052013 i »él.d;ti:;:issain Mohd. Rais , Krishna Kumar 2;'/09/13 10:43 E’;:I);I)'OCOL OFFICER | (B;éﬁ)lil/l/ZUlS-CMO Bsi:;::::;d 2% 7]
[ € usszi013 Reminder  Health Mission, Health Mission i&/ﬂﬂ/lﬁl i (pge?f.l)-OCOL OFFICER | (8;1561]202/1/2013-%0 1/290/2013 é)si:::tdc:ed v
D E 1/290/2013 Issue Health Mission, Health Mission FZ);/UB/!S ERLt Fggj;‘ SECRETARY] (5;1:61)202“/2013-%0 Issued & Sent /)
D £ 1/285/2013 e test, test test g;/OS/ 13 05:40 (PsRe?f'I)'OCOL OFFICER | (1::(9)36/2013/%0 ési:::td::w u
O esgmn e bkt Dot g;/ua/ls 03:52 F;:IJF'EOCOL OFFICER | uey1 2013-CHO(PRO) ;:::tdc :\ed 7}

Fig.eFile.205

Note: For setting up of Reminder, Kkindly refer to the Reminder Process.

c) View Reminder: Helps the user to view the list of all reminders that were created on sent issues.

To view Reminder on sent issues, user has to perform the following:

1. Select the issue for which reminder needs to be view and click the View Reminder

button, as shown in Fig.eFile.206:

As a result the list of reminders pertaining to the selected issue appears, as shown in Fig.eFile.207:

Copyright © NIC, 2014

Date Range : 08/08/2013 To 06/09/2013
Print Envelope | Create Reminder | View Remind I ‘
L] S—:fr% v v Address v Sent On ¥ Sent Through ~ File Number v Receipt Number 'Wm v Status ¥ E\on
[] p1/437/2013  Reminder  sfds, sfdsdf 0g/05/ 1304122 (ps":’"'gocm OFFICER | ¢.13/2/2013-H56-GND-2 1/433/2013 :;:;:i:ed v
[] p1/438/2013  Reminder sfds, sfdsdf ey REPOLOMER|  cathpusnscoe vasa2on  pRel v
T - 06/09/13 04:16 ?:Etlvf';ocm OFFICER | E:;gc)u/s/zo:s-cmo — ési:::tdc:ed 7}

e <hds, sfdsdf g;/oe/xs 03:55 E:ec:fT)ocox. OFFICER | y5/5/2013-HSG-GND-2 ;:::i:ed (7]
[] & vazzizois tssue - SRR, ?Siecrf'gocm OFFICER | F;-;gt;l/alzm-cmo ési:::?: 3 0
[ ¢ ki tsvie (A:khstl:rg Bl Mohd. Rais , Krishna Kumar 23/09/13 10:43 (P;(eolp)'OCOL OFFICER | ?é;éc;u/l/zm-cmo ési:::tdc:ed 262 )
[] € Y232/2013  Reminder  Health Mission, Health Mission AUBE1E (Psk:rf‘;ocot OFFICER| (B;l:(-)z)ZUZ/l/ 20L3CHO 1/290/2013 ﬁi::fcﬁea v
D E 1/290/2013 Issue Health Mission, Health Mission g;/oe/xz 05143 Egs&; SEGRETARY:| (Bg:g)zuz/l/zmz—cmo Issued & Sent v
R - TN 27/08/13 05:40 (P::)N'SOCOL OFFICER | zs;gislzmlcmo :)si:::tdc:ed 7}
[0 e y2se/2013  lssue Draftt, Drafty s Ot I Bns/1/2013-cM0(PRO) é)si:::tdc:ed v

Fig.eFile.206
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| Date Range : 24/08/2014 To 22/09/2014
e [ Print Envelope | Create Reminder | View Reminders |
Files L Dispatch Lssued - Lgandion -+
Number Reminder List Details 3 _d - Code
Migrate Fil 7 ue
=l P LLO764/2014  ReMinG | Iyepatch Number: (187632014 File Number: E/112014-O/0 of HS(MHA}  Receipt Number: patched v
= ued &
Dispatch E P 1/18763/2014  lssue || gy hjapt: adfgvadv Subject: fasfasf Subject: patched v
d&
b Sent ! E118738/2014  Issue | DispatchOn: 220914 0%:05 otched v
} Returned ued B 5
E [/18737/2014  Issue paiched 7]
e E 1/18721/2014[1) Issue ued & v
EIReminder List peiche
Reports E [/18721/2014  Issue || ; ; . i v
Dispatch Ho. - Dispatch Subject ~ Dispatched Date - Pa;‘ ;
Settings E 1/18720/2014  lssue || 1/15764/2014 adfgvady 22/09/14 01:19 PM ::tched v R
Notification E 1/18713/2014  Issue ::fcf‘ed v
ued &
E [/18718/2014[1) Issue petched v
ued &
E 1/18718/2014  Issue patched v
[ E yi8717/2014  Issue ved b (7]
Fig.eFile.207
e Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/DND section.

There are 3 links provided under Returned section of Dispatch:
a) Receive

b) Resend

¢) View Reminders

Let’s have an introduction about this Link:

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document.

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if
required) to the CRU/DND Section.

¢) View Reminders: Helps the user to view the list of reminder on returned issues.

Quick Actions: - There is one useful link given under Dispatch as:

« Action Detail (IEI) — It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received.
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DSC (Digital Signature Certificate)
It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten
signatures which implies a process of demonstrating the authenticity of a digital message or document.
There is one link available under DSC section which is mentioned below:
DSC Registration

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go
through DSC registration. DSC registration option facilitates the eOffice users for registration using an e-token issued
to them by certificate issuing authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC),
IDRBT Certifying Authority, SafeScrypt CA Services, Sify Communications, (n) Code.

Note: eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN
process, if the eOffice user has registered for DSC.

DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for
basic information of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e-
token, how to install them, and finally how to how to initialize the DSC certificate or e-token.

Note: User has to properly installed drivers for the DSC Smart card and USB Token in the system
before using the DSC authentication or e-token authentication.

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,
http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee
Structures, under the Support Link.

Note: Token involves only a single pen drive device.

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for
accessing the eOffice application. User has to perform series of steps to log into the eOffice application, using e-
Token or DSC card.

For e-Token Enrollment, perform the following steps:

1. Type the URL of the eOffice application in the address bar of the web browser.
2. Press Enter from the keyboard.

3. A window appears, displaying the login page for eOffice, as shown in Fig.eFile.208:

Copyright © NIC, 2014


http://nicca.nic.in/
http://nicca.nic.in/

e@ffice

A DIGITAL WORK PLACE SCLUTION

ogin

Fig.eFile.208
4. Type the User id in the User Name text box.
5. Type the password in the Password text box.

6. Click the Login button, as shown in Fig.eFile.209:

Fig.eFile.209

7. As aresult, the user gets successfully log into the eOffice application.
8. Plug-In the e-token in your machine/system.

9. Click the DSC Registration link under the DSC section, as shown in Fig.eFile.210:

Receipts [+
Files [+
Migrate File [+
Dispatch [+

SC

|| » DSC ReglEtrat% |

Heporis

Settings =]

Fig.eFile.210
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10. As aresult, the DSC Enrollment Screen appears, as shown in Fig.eFile.211:

+ Signing Certificste

Certificate Information

Sl.Na. Certificate Type Validity Enrall Date User Name

Na record faund,

Fig.eFile.211

11. Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.211) As a result, the DSC
Enrollment screen appears. Select the certificate for enrollment and click the OK button, as shown in
Fig.eFile.212:

~

:@fflce - Home | Signout |

Thu, 29 Apr 2010 C Muralikrishna Kumar

Receipts DSC Enrollment

# Scan & Create Please insert your e-Token to read your Digital Certificate Information
* Browse & Diarist = e r
TR EER Digital Certificate : Signing
# Inbox

Referesh 2 Help  4u Back
* Created L2 LU

= Sent

Issued By
h - 17530026 NIC Certifying Authorit... Signing

* Acknowledge Expiry Date

# Time bound

Files L

* Inbox
* Sent k
* Created

* Create New
* Time bound
# Closed
Dispatch

+ Sent
DSC

* DSC Registration

Fig.eFile.212

12. The Message box appears, displaying the message for successful enrollment of the eOffice user, a shown in
r

Fig.eFile.213:
Message @

o
. | ) DSC is enrolled successfully,

Fig.eFile.213

13. Click the ‘OK’ button (Fig.eFile.213) to complete the process of DSC enrollment, as shown in Fig.eFile.214:

Copyright © NIC, 2014



Affice

A DIGITAL 'WORK PLACE SCLUTION

) Welcome to eOffice Solution - CSS Style - Mozilla Firefox

File Edt View History Bookmarks Yahoo! Tools Help

i @ Welcome to e0ffice Solution - CSS St... ‘ ok

DSC Enrollment Screen

Receipts

* Browse & Diarise o .
i Certificate Information
# Inbox

* Acknowledge
# Time bound
Files

* Inbox

* Sent

* Created

# Create New
* Time bound
* Closed

Dispatch
* Sent

Dsc

* DSC Registration

G » € 0 (o |[F httpiste4.100.28.86/e0fficeTuserkeytist 77 +| 19 Gooe

Home | SignOut &

€ Muralikrishna Kumar

# Scan & Create .+ Signing Certificate .* Enchipherment Certificate

* Created SI.No. Certificate Type Yalidity Enroll Date
* Sent 1 Sanjay Singh - 17530026 Signing 23-02-2012 01:12 29-04-2010 12:04

Fig.eFile.214

For e-Token Authentication, perform the following:

1.
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Plug in the e-token device in your system.

Type the URL of the eOffice application in the address bar of the web browser.
Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.

Type the User id in the User Name text box.

Type the Password in the Password text box.

Click the Login button, as a result, the Log On dialog box appears, prompting for password above the DSC

Authentication screen, as shown in Fig.eFile.215:
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8.

Digital Certificate Authentication

= Log On: Sanjay Singh

Log On to eToken

Enter eToken passwor

eToken Name: | Sanjay Singh

Password: | eees|

jewed in 1024x768 pixels resolution

Fig.eFile.215

Type the password in the Password field in the Log On screen (Fig.eFile.215).

Note: User can enter the wrong password only 10 times. Thereafter if the wrong password is
entered, the user gets blocked.

9.

Click the OK button (Fig.eFile.215). As a result, the user gets log into the eOffice application.

For DSC Card Enrollment, perform the following:

14.
15.
16.
17.
18.
19.

20.
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Type the URL of the eOffice application in the address bar of the web browser.

Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.
Type the User id in the User Name text box.

Type the password in the Password text box.

Click the Login button.

Plug-In the e-token in your machine/system, as a result, the user gets successfully log into the eOffice
application as shown in Fig.eFile.216:
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-@ffice Home | Signout

Thu, 29 Apr 2010 Swapan K Mondal
Receipts Elles

P ARG Viewall Seach [ Jin a8
* Browse & Diarise
5 inbok [w| MarkAs » | [5) Move To Folder + Switch View
* Created @ Humber Subject Sent By Sent On Due On
* Sent [ natc-120010-PC An all-pervasive government ro... AKYerma 27.04-2010
* Acknowledge
+ Time bound
Files
* Inbox
* Sent
* Created
* Create New
* Time bound
* Closed
tUrgent +High ©Intermediate +Low <<l
Dispatch
 Sent File Number G-1122010-PC Created On 30032010 Status Active
Subject An all-pervasive government role may hav...  File Type Main Priority Immesiiate

psc Subject Category  Workshops on Performance management  Retention Period A Confidential Confidential

@ oscnew@;nm ‘m‘
Fig.eFile.217

21. Click the DSC Registration link under the DSC section. As a result, the DSC Enrollment Screen appears,
as shown in Fig.eFile.218:

Home | Signout %

Thu, 29 Apr 2010

Receipts DSC Enrollment Screen

# Scan & Create

R, sianing Genticate X}, Enchipherment Certificate
* Browse & Diarise i )

Certificate Information
# Inbox

* Created SI.No. Certificate Type validity Enroll Date
* Sent

* Acknowledge No record found.
# Time bound

Files

# Inbox

* Sent
 Created

# Create New
# Time bound
# Closed

Dispatch

# Sent

DSC

* DSC Registration

Fig.eFile.218

22. Click the Signing Certificate link in the DSC Enrollment Screen. As a result, Enter Pin dialog box appears,
a shown in Fig.eFile.219:

To log in to "Suchitra Pyarelal”

Enter PIN: |eees]

" Minimum PIM length 4 bytes
~ Maximum PIM length 15 bytes

| OK I l I Cancel I

Fig.eFile.219

23. Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.219).

24. Click the OK button (Fig.eFile.219), as a result, the DSC Enrollment screen appears, as shown in
Fig.eFile.220:
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1. Select the certificate for enrollment and click the OK button, a shown in Fig.eFile.220:

c@ffice

Receipts
* Scan &Create
* Browse & Diarise
* Inbox
* Created
* Sent
* Acknowledge
* Time bound

Files

* Inbox

* Sent

* Created

* Create New
* Time bound
* Closed

Dispatch
* Sent
DsC

* DSC Registration

Thu, 29 Apr 2010 Swapan K Mondal

DSC Enrollment
Please insert your e-Token to read your Digital Certificate Information

Digital Certificate : Signing

| DSC

Issued By Type

Expiry Date
10-12-2011 14:46:47

Certificate

C'Referesh  2Help 4 Back

Home | SignOut &

Fig.eFile.220

The message box appears, displaying the message for successful enroliment of the eOffice user, a shown in

Fig.eFile.221:

@

Message

\J ) DSC is enrolled successfully,

Fig.eFile.221

2. Click the OK button (Fig.eFile.221) to complete the process of DSC enrollment, as shown in Fig.eFile.222:

c@ffice

Receipts

Scan & Create
Browse & Darise
Inbox

Created

Sent
Acknowledge

# Time bound

Files

* Inbox

* Semt
Created
Create Nev
Time bound

Closed

Dispatch

Sent

DSC

» DSCRegstration

Thu, 29 Apr 2010 Swapan K Mondal

DSC Enroliment Screen

.’ Signing Certificate

Certificate Information

SLNo. Certificate Type Validity

Suchitra Pyarelal's NIC Certifying
3

Autherity 1D - 2059870 Signing 12-10-2011 02:48

Wome | SignOut

., Enchipherment Certificate

Enroll Date

29-04-2010 12:48

Fig.eFile.222

For DSC Card Authentication, perform the following:

1. Pluginthe DSC card in your system.
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2. Type the URL of the eOffice application in the address bar of the web browser.

3. Press Enter from the keyboard.

4. A window appears, displaying the login page for eOffice.
5. Type the User id in the User Name text box.

6. Type the password in the Password text box.

7. Click the Login button.

8. As aresult, the Enter PIN dialog box appears, as shown in Fig.eFile.223:

e qfr | [3] welcome to eoffice Solution - Login . | | - B dwh - [i Page v {3 Tools ~
EnterPIN.___ ~
To log in to "Suchitra Pyarelal”

Enter PIN: [eeee

" Minimum PIN length 4 bytes
" Maximum PIN length 15 bytes

s
Digital Certificate Authentication

Information Grid

welcome,
You have Registered with DSC, Please insert your DSC
card for authentication

Then click the Login button to proceed

Fig.eFile.223

9. Type the password in the Enter PIN dialog box and click the OK button. As a result, the user gets logged
into the eOffice application, as shown in Fig.eFile.224:

Home | SignOut &

Files

Receipts "
* Scan & Create View All  Search in |Choose One |

* Browse & Diarise

* Inbox [ MarkAs » | [ Move To Folder « Switch View

* Created ] ~Number ¥ Subject ~Sent By vSentOn ~Due On
* Sent [:l 4+ (-112/2010-PC An all-pervasive government ro... AKVerma 27-04-2010

* Acknowledge

* Time bound

Files

* Inbox

* Sent

* Created

* Create New
* Time bound

* Closed
IUrgent *High “Intermediate *Low «<lss

Dispatch

+ Sent File Number G-112/2010-PC Created On 30-03-2010 Status Active
Subject An al-pervasive government role may hav...  File Type Main Priority Immediate

Dispatch Subject Category ~ Workshops on Perfermance management Retention Period A Confidential Confidential

* Inbox

v sent st

Fig.eFile.224
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Reports

Reports are the documents that display the results of some search/experiment based on certain predefined

parameters and filters.

It contains following reports as shown in Fig.eFile.225:

e@ffice

D A BT

eFi[e electronic file system

e C-5 BHATT UDC(HS)2

—

Receipts *
Files =
Migrate File *
Dispatch =
Dispatch [+
DSC =
Reports =
Sattings =
Notification [

Ext Department  [+]

File

Files Register
Files Forwarded
Files Received
Parked Files
Closed Files

File Summary

Receipt

Classified Receipt

Diary Register

Receipts Forwarded

Receipts Received

Receipt category

VIP Details

Closed Receipts

Receipt Summary

VIP References (Hierarchy Wise)
VIP References

Miscellaneous

Departmental Summary

Reminder (Diary for Active follow ups) Report
Reminder (Diary For Active Or Closed Follow Ups ) Report
Reminder (Follow Ups For After Reply Due Date) Report
Reminder(Follow Ups For Before Reply Due Date) Report
My Files Pending With Others

Receipts Forwarded By Section

Receipts Created By Section

Pendency (File/Receipt)

Files Created (Month Wise)

Files Received (Month Wise)

Files Forwarded (Month Wise)

Receipts Created (Month Wise)

Receipts Received (Month Wise)

Receipts Forwarded (Month Wise)

File Pendency

Pending Of Receipts (Section Wise)

Pending OF Files (Section Wise)

Files Received and Ferwarded(Section Wise)

PUC Pendency

Files Forwarded And Received

Active/Inactive user

File Inbox Count

Dispatch

Dispatch (Section Wise)
Dispatch Report (Dispatch No. Wise)
Dispatch Report (Receipt No. Wise)

Reports under Files Section:

Files Register

Fig.eFile.225

This selection generates a PDF Report for an individual/Hierarchy/Section wise filtered on the basis of certain
parameters that contains a list of all the files that are created between two specified dates on the basis of Basic head

and other Sub heads.

To generate the File Register report, user has to perform the following steps:

1. Click the Register link under File Reports section. As a result, File Register Report Screen appears, as shown in
Fig.eFile.226:
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i wtnimata i & C.5BHATT unciusjz -
eFile electronic file system Sparch ye) Advanced | Help
| File Register Report
Receipts =
Files =
View Report Individual v Type File
Migrate File =
- Date : Today Nature Electronics
Dispatch =
_ From® 22/09/2014 To* 22/05/2014
Dispatch =
o= = I Subject ¢
Reports =
Main Category Choose one Sub Category Chocse one
Settings =
Vip Name Chaose one Classified All Classified/MNen Classified
Notification =
Ext Department (=

Section(s) Employee(s)
Fig.eFile.226

2. Choose the View Report option as per requirement of report, as shown in Fig.eFile.227:

iew Report Hiera rch

Fig.eFile.227

3. Provide the necessary details for filter and click the Submit ) button (Fig.eFile.226).

4. As aresult, the File Register report is saved at the specified location in Pdf format. Now, when the user opens
the report, a detail of all the files that are generated between the two specified dates and specified parameters
as shown in Fig.eFile.228:

- @ff H File Register Report
ICe {15/09/2014 to 22/09/2014)
5. No. File No. Subject Created Created Currently Remarks
Date By with

Section : Ovo of HS{MHA)

1 E DPe2r2014-Ovio of HS{MIHA) werd3 22/09/2014 330 PM C.5S BHATT (Qv¥o of ADITI BHATIA (OFFICE OF rtrevet
HS{MHAJ) ADMM-Y

2 E AFE5F2014-0vo of HS{MHA) kali 22/09/2014 3 29 PM C.S BHATT (Cvo of ADITI BHATIA (OFFICE OF fdsfsd
HS{MHAN) ADMMN-Y

3 E D/e1/2014-Ovio of HS{MIHA) new 22/09/2014 3. 28 PM C.5 BHATT (Qvo of C.5 BHATT (Oo of HS(MHA))
HS{MHAJ)

4 E EMZ52014-0vo of HS{MHA) dsgdsgsdg 22/09/2014 327 PM C.S BHATT ({Cvo of ABID ALI (OFFICE OF US{kK-
HS{MHADY W

5 E Fra3/2014-OioofHS (MHA) save me 22/09/2014 3 256 PM C.5 BHATT (Qvo of C.5 BHATT (Oo of HS(MHA))
HS{MHAJ)

Fig.eFile.228
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Files Forwarded

This selection generates a PDF report for an Individual/ Hierarchy/ Section that contains a list of all the Files that
has been Forwarded within a particular Time Duration.

Click the Forward link under the Reports - File section (Fig.eFile.226).

Refer to File Register under Reports-File section for the process.

Files Received

This selection generates a PDF report for an individual/Hierarchy/Section that contains a list of all the Files which has
been received by the user between two specified dates.

Click the Received link under the Reports - File section (Fig.eFile.226).

Refer to File Register under Reports-File section for the process.

Parked Files

This selection generates a PDF report that contains a list of all the Files that has been Parked by the user.
To generate the Parked Files report, user has to perform the following steps:

1. Click the Parked Files link under the File Reports section (Fig.eFile.225). As a result, Files Parked Reports
Page appears, as shown in Fig.eFile.229:

eQfriice

s AR T & C.5 BHATT UDC(HS)Z

Files Parked Report

O B gL No, rganization Uni Files
Files g 0o of HE(MHA) El

Migrate File =

Dispatch =

Fig.eFile.229

2. Click the Organization Unit to view the Parked files of respective users of Organization, as shown in
Fig.eFile.230:
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" Files Parked Report
SL. No. Organization Unit Total Files
1 ELECTRONIC & COMMUNICATION 40

PRAVEEN KUMAR GUPTA(ST(PKG)) 17

MAHESH CHANDRA BADONI(EPABXOP(MCE)) 8

JAGMOHAN SINGH(ST(JSR)) 2

MANO) PARMAR (JrT(MP)) 13

Fig.eFile.230

3. Click against the required user whose parked files report is required.
4. As aresult, details of all the Parked Files are generated as shown in Fig.eFile.231:

GOVERNMENT OF INDIA
@ ff i Ce Ofo of HS{MHA)
File Parked Report

Sl No  File Number Opening Date  Subject Remarks Parked By Parked On

1 B-12012/27/2013-0loofHS(MHA) 18/09/13 03:15  physical file fodfg C.5 BHATT(UDC(HS)2) 22/09/14 02:29 PM
PM

2 AI57/2014-0fo US (AVD-1 D) 20/03/14 02:51 dasdasdas uiewqyi C.5 BHATT(UDC(HS)2) 09/09/14 03:25 PM
PM

3 D/69/2014-0Olo of HS(MHA) 08/0X14 11:49  fdsfsdf warwar C.5 BHATT(UDC(HS)2) 08/0%14 11:54 AM
AM

4 C182/2014-Olo of HS(MHA) 03/09/14 03:32 gwewgewqg4324 fasfal C.5 BHATT(UDC(HS)2) 08/09%/14 11:45 AM
PM

5 C18/2014-0/o of HS(MHA) 26/02/14 03:41 gffggbb fdsfds C.5 BHATT(UDC(HS)2) 08/09%/14 11:38 AM
PM

] C181/2014-0Olo of HS(MHA) 0370914 12:05  tyryrt fdsfsdf C.5 BHATT(UDC(HS)2) 03/09%/14 12:08 PM
PM

7 C-15/4f2014-0fo of HS(MHA) 27/08/14 03:02 testfile 2 rgreg C.S BHATT(UDC({HS)2) 29/08/14 03:48 PM
PM

8 A-12/30/2014-0/o US (IC) 07/04/14 07:03 fsdfdsf ryreyre C.5 BHATT(UDC(HS)2) 07/04/14 0712 PM
PM

Fig.eFile.231
Closed Files

This selection generates a PDF report for an individual/Hierarchy/Section that contains a list of all the Files that
has been Closed by the user between two specified dates.

To generate the Closed Files report, user has to perform the following steps:

1. Click the Closed Files link under the File Reports section. As a result, Closed Files Report screen appears, as
shown in Fig.eFile.232:
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e@ffice
RS p— & C.5SBHATT UDC(HS)2
Closed Files Report
Receipts =
Files =
From* 15/05/2014 | fiF To* 22/05/2014  |[F)
Migrate File =
—
Dispatch 53] I
DSC =
Fig.eFile.232

2. Provide the information for the necessary filter and fields like ‘From’ and ‘To’ and click the Submit

button (Fig.eFile.232).

3. Upon clicking on submit button, the name of users organization unit will appear with total count of the closed files
as shown in Fig.eFile.233.

eerice

s WAL BT

4 C.5 BHATT UDC(HS)Z

E Y v |

E‘File electronic file system

Closed Files Report
Receipts (]
Files ]
From* 15/05/2014 | To* 22/09/2014 |fF
Migrate File (]
voph @ _
Dispatch (o] I File Closed List
T ] SL. No. Organization Unit Total Files
L Ofo of HS(MHA) L
Reports (*]

Fig.eFile.233

4. Click on the organization unit name and a list of all the users in the section who has closed the files will get
displayed.

5. Click against the required user whose closed files report is required.

6. As a result, details of all the Closed Files are generated between the two specified dates as shown in
Fig.eFile.234
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L]

ELECTRONIC & COMMUNICATION
FILE CLOSED REPORT

c@ffice (01-09-2011 to 20-09-2011)

S No. File No. Subject Closed On
2 A-11011/4/2011-E&C unctional 9/20/11 12:48 PM
3 A-11011/1/2011-E&C To attend the workshop 9/20/11 12:49 PM
Fig.eFile.234

File Summary

1. This report provides the report for file summary of all the sections in the organization.
2. User needs to select the date range using “From” and “To” fields.

ATy AP b T & C.5 BHATT UDC(HS)2
Fila Summary Report
Receipts [
Files () View Report Individual ¥ Type
Migrate File [
= = Subject : MNaturs Both
Dispatch [
_ From® 01/05/2014 | To 22/05/2014 im|
Dispatch (E3)
e ] l Main Category Choose one Sub Category Choose one
£
Reports = Classified All Classified/Mon Classified
Settings = O/ of HS(MHA)
Notification & | | Sectonts) Enpraresiey
Ext Dapartment [+
Pendency 1 2 2 4
(Range of Days) |7 | : |15 | : |30 ‘ : :
Submit

Fig.eFile.235

Clicking on Submit button will display the list of all the organization units.
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Offi
?m-«--l-g? & C.SBHATT upclHs)s
eFile electronic file system oy £ Advanced | Help
[ File Summary Repart
Receipts =)
_
L B From Date : 01/09/2014 To Date : 22/08/2014
s & Disposad Pendency at the end of the Period
ey If‘ S.No  Department ';EIE:'::Z Received Closed Forwarded Parked 7Days 15Days 30Days 60Days >60Days pe::l:':cy
== = I 1 ap-1m 15 ] 0 o o o 0 o o zam 2400
et & %2 ADMIN-1 () 168 2 [ 1 [ [ 1 [ o 168 169
Reports = |2 ADMIN-1 & ADMIN-I (&) 157 ] Q 2 o [ [ [ [} 157 157
e & ADMI-1I 0 g 0 0 o o 0 o 0 0 0
Notification = 3 AEC Q a a 2 ] o [ o 2 0 a
I aHs 0 0 2 0 o o o o 0 o o
Ext Department  [+)
7 ANL-DESK,UT DIVISION 765 ] a a o o 2 o a 301 301
3 AYODHYA SECTION 72 o a g [ [ [ [ ] 82 82
s CASH-ITI (550) &0 0 2 0 o o 0 o 0 Y E
10 CENSUS CELL o ] a a o o 2 o a 0 a
1 ceD DESK 960 ] a a o o 2 o a 1810 1910
12 DCC, DED 0 0 2 0 o o 0 o 0 0 0
13 DELHI-1 DESK 1219 [ a a [ 2 2 2 2 1501 1501
14 DELHLII DESK 455 a a a o) o Q o a 528 528
i5 Director(ANG) 85 a a a o) o a o a 5 ==
€2 <123453678910>>>

Fig.eFile.236

Clicking on the required section name will display the users in the section and then all the users name in that
section will be displayed.

User can generate the PDF of any level by clicking on PDF button at the top right corner.

Reports under Receipts Section:

Classified Receipt

This will provide the report of all the Classified/Confidential receipts which are generated by the user between two
specified dates as shown in Fig.eFile.237

c@ffice

A 0L WOARRALE BT & C.5 BHATT UDC(HS)Z

Classified Receipt Report

Receipts (]
Files ]

From* 01/09/2014 im| To* 22032004 | iR
Migrate File ]

Saction® Ofo of HS(MHA) v Cal Confidential v
Dispatch (3] = (MHA) =
s )
DSC ]

Fig.eFile.237

As a result the report will display the details as shown in Fig.eFile.238
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@ffice

Section: O/o of HS(MHA)
Category: Confidential

Classified Receipt Report
(01/09/2014 to 22/09/2014)

Date: 22/09/2014

Forwarded/ Forward/

Correspondence Dia , Sender's . . File
5. No. P v Subject Sent Sent Designation CF No.

No. Date Name Number

By Date
1 233341/2014/0/0 of HS(MHA) 12/09/20146.03  gag OFFICE OF US{NM-I)  12/09/2014 6.08 gg 009
PM PM

2 233135/2014/OFFICE OF  03/08/2014 257  AMIT - Confidential 1 OFFICE OF NSA 03/09/2014 356 ¢ 3238946 C/8/2014-Ofo of

NSA PM PM HS(MHA)

Diary Register

Fig.eFile.238

This selection generates a PDF report for an Individual/Hierarchy/Section filtered on the basis of certain

parameters that contains a list of all the Receipts that are created between two specified dates on the basis of Date,
Delivery mode, Nature, Main Category etc.

To generate the Diary Register report, perform the following steps:

1. Click the Diary link under the Receipt Report section. As a Result, the Receipt Diary Report screen appears,
as shown in Fig.eFile.239:

I, Receipt Diary Report

View Report Individual v
Date : Last 3 Week| v
From®* 22/05/2013

Main Category [All Estates related matters V]
CorrespondenceType: | Choose one [v]
Country |choose one v

Organization

Ministry [choose one v
vip [All viP/Non viP V]
Classified [All Classified/Non Classified V]
Section(s)

Type
Nature

To*

Sub Category
Delivery Mode
State

City
Department

Language:

Employee(s)

[Physical  [v
12/06/2013
[choose one V]
| [Email E]l
[choose one [v]
[choose one v|
[choose one v

E=
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2. Choose the View Report option as per requirement of report, as shown in Fig.eFile.240:

Individual
View Report Hierarch
Section

Fig.eFile.240

3. Provide the information for the necessary filter and fields like ‘From, To, Nature, Main Category and other

necessary Details, and click the Submit button.

4. As aresult, the Receipt Diary report is saved at the specified location in Pdf format, now, when the user opens
the report, detalil of all the Receipts that are diarized between the two specified dates and specified parameters.

. GOVERNMENT OF INDIA
c@ffice
) Receipt Diary Report
(12/06/2013 to 12/06/2013)
S.No. Receipt No. Created Created Letter Letter Letter Subject Sender Sent Remarks Currently
Date By No. Date Type Details To with
Section: COMPUTER CENTRE
1 £ 26548201CC 12/06/2013 10.44 ALOK PANDEY Letter Setdement of bils inchiding idds AJAY KUMAR AJAY KUMAR DHIMAN
An {COMPUTER psfmers of teiephene and lvares. DHIMAN (ACCOUNTS)
CENTRE) petrol bils, pariiament = (ACCOUNTS})
Fig.eFile.241

Receipt Forwarded

This selection generates a PDF report for an Individual/Hierarchy/Section that contains a list of all the Receipts
that have been Forwarded within a particular Time Duration.

Click the Forwarded link under the Receipt Reports section.

Refer to Diary under Reports - Receipts section for the process.

Receipts Received

This selection generates a PDF report for an Individual/Hierarchy/Section that contains a list of all the Receipts
which have been received by the user between two specified dates.

Click the Received link under the Receipt Reports section.

Refer to Diary under Reports - Receipts section for the process.

Copyright © NIC, 2014




e@ffice

A DIGITAL WORK PLACE SCLUTION

Receipt Category

This selection generates a PDF report that contains a list of all the Receipts Category wise filtered on basis of Month
and Year.

To generate Receipt Category report, user has to perform the following steps:

1. Click the Receipt Category link under the Receipt Reports section. As a result, the Receipt Received report
screen appears, as shown in Fig.eFile.242:

" Receipt Category Report
eary 2012 d
Choose One
Main Category ACR related matters
m s -1 Al oasa M
All zdvances
| Choose One
U "‘
Section(s) ADMINISTRATION
CENTRAL REGISTRY UNIT
Submit ﬁ

Fig.eFile.242

2. Provide the information for the necessary filter and fields like Monthly, Yearly, Main Category etc and click the
Submit button (Fig.eFile.242).

3. As aresult, the Receipt Category report is saved at the specified location in PDF format. Now, when the user
opens the report, details of all the Receipt Category wise are generated between the specified Parameters, as

shown in Fig.eFile.243.
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. GOVERNMENT OF INDIA
c@ffice

Receipt Category Report Dated : 12-06-2013
S.No. Receipt Diary Date  Category Forwarded By Forwarded Date = Sender's Name Designation File No.
1 26536/2013/CC 11/06/2013 All Meetings related ALCK PANDEY 11/06/2013 Dr. Robert P. Taylor CEO
matters (COMPUTER

CENTRE)
2 26543/2013TRGII 11/06/2013 Al RTI matters BIKRAM SINGH 11/06/2013 Electronic Receipt 2

(TRAINING 11)
3 26541/2013TRGII 11/06/2013 All Service matters BIKRAM SINGH 11/06/2013 XCZVEXV

(TRAINING II)
4 26540/2013TRGII  11/06/2013 All Service matters BIKRAM SINGH 11/06/2013 XCZVEXV

(TRAINING 1I)
5 26548/2013/CC 12/06/2013 Settiement of bills ALOK PANDEY 1210672013 sfdds

including payment of (COMPUTER
telephone and liveries-  CENTRE)

petrol bills
8 26535/2013)CC  11/06/2013  AlMeetingsrelated  ALOK PANDEY  12106/2013 Dr.Robert P. Taylr ~ CEQ
matters (COMPUTER
CENTRE)
7 265332013/CC  10/06/2013  Conduct Rules, Intmation ALOK PANDEY 120612013 oyt
(COMPUTER
CENTRE)
8 265332013/CC  10/06/2013  Conduct Rules, Intmation BABU RAM 1210872013 fayf
(ESTATES)
9 265352013CC  11/0672013  AlMeetings related  BABU RAM 1210612013 Dr.Robent P. Taylor  CEO
matters (ESTATES)
Fig.eFile.243

VIP Details
This selection generates a PDF report that contains a list of the VIP Details.
To generate this report, user has to perform the following steps:

1. Click the VIP Details under the Receipt Reports section. As a result, the VIP Details Status report screen
appears, as shown in Fig.eFile.244:
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'VIP Details Status Report

From* @

Name of VIP
Designation

State Choose One B
LANGUAGE FACULTY

Section(s)

To#

[

Vip Type Chaose One E
Status  Choose One E

2. Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit button.

(Fig.eFile.244)

3. As aresult, the VIP Details report is saved at the specified location in Pdf format. Now,

Fig.eFile.244

the report, details of all VIPS’s are displayed, as shown in Fig.eFile.245:

when the user opens

c@ffice

ELECTRONIC & COMMUNICATION
Vip Details Report

(14-01-2012 to 17-12-2012)

232182012
est

AENISTER

NATRAS
ENGINEERING
SERVICES. S.wW
ENGG

ENGINEERING
SERVICES. S.W

GPL ACP related pap kKAPOOR,

S.wWENGG

Designed and Developed BY NIC : 17-12-2012

4, 0LD SURVEY
ROAD.

DEHRADUN.
ARANCHAL

4, OLD SURVEY
ROAD.
DEMRADUN.
UTTARANCHAL

NEW DELM
DELHI. DELHI

231042 1212

2102 1

"
I
o

LEELA DEVI

LEELA DEWI

LEELA DEVI

23102012

25102012

23102012

Reoeipt Name of VIP A
S.No Subject & Address of VIP Diary Date Section
No. Designation ‘with Date
' 23361(1y201 ACPand Ofier  GS Suarma Sw  NEW DELH ow1z1z 0233 g et ACCOUNTS
21r relaled matiers  ENGG DELHI DELHI
B Receipt 001
Asay oa12.2012
2 23385(1y201 T v oarz1zor1a
St e YR, RUmAR AccounTs
2 1e0s2z012/  Tour Programme s 4 SIDQUL PSS NORTH BLOCK. 040412 1133 s o ADMESSTRA
o TO HOmM= NEW DELH o
aaSTER oAmn:
N tacazzyzor  Tour Programme s SOKQULPS  NORTHBLOCK. caowrz 1133 A coos2012 AR
= TO HOME o
NEW DEL DaBRAL

ADMPESTRA
TIoN

ADMISSTRA
nion

ADMBESTRA
TioN

Page :10i8

Closed Receipts

This selection generates a PDF report that contains a list of all the Receipts that has been Closed from the File by

the user between two specified dates.

To generate the Closed Receipts report, user has to perform the following steps:
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1. Click the Closed Receipts link under the Reports section.

2. Provide the information for the necessary filter and fields like ‘From and To and click the Submit

button, as shown in Fig.eFile.246:

"Closed Files Report

From'* otfotf20td @ T 200372014 @

i Submit H

Fig.eFile.246

3. As a result, the Closed Receipt report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all the closed receipts are generated between the two specified dates as shown in

Fig.eFile.247:
ELECTRONIC & COMMUNICATION
Receipt Closed Report
@ffICe (01-09-2011 to 20-09-2011)
SNo Receipt No. Subject Closed On
1 6753/2011/E&C Functional 9/20/11 12:48 PM
2 6752/2011/E&C this is functional 9/20/11 12:48 PM
3 6763/2011/CC test 9/20/11 12:54 PM
4 6754/2011/E&C Functional 9/20/11 12:48 PM
5 6751/2011/CC test 15 sept 9/20/11 12:49 PM
6 2795/2011/E&C dISTRIBUTION OF WORKS 9/20/11 12:54 PM
7 278712011 Allocation of Work amongst employees 9/20/11 12:55 PM
from 27.03.1998 to 29.04.2011

Fig.eFile.247

Receipt Summary

This report will display the summary report of the receipts in all the organization units in the department.

Refer to File Summary Report link under File Reports section for the
process.

The output will be the details of the Receipts in the orgnaisation.
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VIP Reference Report

This report will provide the details of the Receipts which are of VIP reference and being diarised in users
organisation hierarchy.

e@fflce & C.5 BHATT UDC(HS)2

Do, WAL BT

eFile etectronic file system

VIP Reference Report (Hierarchy Wise)
Receipts [*]

Files *
From Date :* 22/09/2013 E

OFFICE OF AS(CS) Governar
OFFICE OF DIR(NM-T MLA
Mfo State Govt.
MP

Saction * LIRS | Unigin Minister

Migrate File [

Dispatch

Dispatch

DSC

Reports

Settings

Notification

FH ® & 0 & EEE

Ext Department

Fig.eFile.248

After selecting the input fields, clicking on submit button, list of all the organization units in the users hierarchy
will be displayed as shown below:

e@ffice

TSRS & C.5 BHATT UDC(HS)2 +

eFjle electronic file system Advanced | Help

Receipts [#

_ | | VIP Reference Report (Hierarchy Wise)
= © 5. No. Section Gavernor MLA  M/o State Govt. MP Others PMO President Uniain Minister Total
| |, OFFICE OF AS(CS) 1 0 0 0 2 9 1 0 13
Dispatch El <Ll E
Dispatch [#
DSC [ I

Fig.eFile.249

Clicking on any of the numbers under the columns will provide the details of the receipt along with the number of
pending days as shown:
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e@ffice

eFile etectronic file system

Migrate File
Dispatch
Dispatch
DSC
Reports
Settings
Notification

Ext Department

we C.5 BHATT UDC(HS)2 ~

FSI Advanced | Help

| VIP Reference Report

S.No

1

10

Diary No.

166445/2013/0/0
of HS(MHA)

166452/2013/0/a
of HE(MHA}

181205/2013/0/0
of HS{MHA}

181205/2013/0f0
of HS(MHA)

191208/2013/0/a
of HE(MHA)

202281/2013/0/0
of HS{MHA}

209667/2013/0/f0
of HE(MHA}

213247/2013/0ffica
of HM

212354/2013/0f0
of HS(MHA)

216428/2013/0/a
of HE(MHA}

Original

Copy

Original

Original

Original

Original

Qriginal

Original

Original

Qriginal

Original

Original

Category

PMO

PMO

PMO

PMO

PMO

PMO

President

Others

PMO

PMO

VIP Reference Details for Section: OFFICE OF AS(CS)

Subject

APPROVAL OF AGENDA ITEMS FOR THE MEETING OF NATIONAL INTEGRATION COUNCIL ON 23.09.2013 (F.NO.I-
15012/3/2012-MLII REFERS.)

MEETING OF NATIONAL INTEGRATICN COUNCIL OM 23.03.2013 / MATERIAL SOUGHT BY 19.09.2013 ETC.

SHRI L. RAJAGOPAL, MP{LS) (COPY OF LETTER DATED 06.10.2012 ON ANDHRA PRADESH ENCLOSED AND DRAFT
REPLY FROM PM BY 14.10.2013 SOUGHT.) - COPY

SHRI L. RAJAGOPAL, MP{LS) (COPY OF LETTER DATED 06.10.2013 ON ANDHRA PRADESH ENCLOSED AND DRAFT
REPLY FROM PM BY 14,10.2013 SOUGHT.) - COPY

ISSUS LIKELY TO BE RAISED DURING THE WINTER SESSION OF PARLIAMENT, 2013 - NOTES SOQUGHT BY 20.11.2013
ETC.

SHRI ASADUDDIN OWAISI, MP(LE) {OOPY OF LETTER DATED 21.11.2013 ON HYDERABAD ENCLOSED.)
MS. MAMATA BANERIEE, CM OF WB (COPY OF LETTER DATED 06.12.2013 ENCLOSED.)
APPOINTMEMNT OF DELEGATION OF DOGRA SADAR SABHA JEK REG

MATERIAL FOR INCORPORATION IN THE PRESIDENT'S ADDRESS FROM MHA SOUGHT BY 06.01.2014 ETC.

MATERIAL FOR INCORPORATION IN THE PRESIDENT'S ADDRESS FROM MHA SOUGHT BY 06.01.2014 ETC. -

Pending
With

Dak
Received
Date

17-09-2013

17-09-2013

17-10-2013

17-10-2013

05-11-2013

28-11-2013

13-12-2013

20-12-2013

19-12-2013

30-12-2013

Action

Pending
Details >

User can also take the printout by clicking on the Print button as shown in Fig.eFile.250.

Fig.eFile.250

Reports under Miscellaneous Section:

Departmental Summary

This selection generates a PDF report that contains a list of all the Receipts and Files that has been Created,
Received, Sent, Parked, Closed or Pending.

To generate the Departmental Summary report, user has to perform the following steps:

1. Click the Departmental Summary link under the Reports section:

As a result, Download dialogue box appears, as shown in Fig.eFile.251:

Do you want to open or save Department Section Wise Report-12-06-2013.pdf from 10.248.80.177 Open

Save

v

Cancel

Fig.eFile.251

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

As a result, the Departmental Summary report displays the details of all the Files and Receipts in the
department, as shown in Fig.eFile.252:

Copyright © NIC, 2014



e@ffice

A DIGITAL WORK PLACE SCLUTION

File Receipt
Created Received Sent Parked Closed Pending Created  Received  Sent Closed Pending
LBSNAA 3993 14538 14127 1729 150 2114 24049 42364 41896 888 24166
LBSNAA 0 3 2 0 0 1 8 45 7 35 43
eOffice 0 0 0 0 0 0 8 0 5 0 0
Administrator
MEENAKSHI 0 1 1 ] 0 0 0 3 0 0 3
SHARMA
MOHAN SINGH 0 0 0 0 0 0 0 0 0 0 0
LATWAL
Shalini Negi 0 0 0 ] 0 0 0 41 1 35 40
Sunil Kumar 0 2 1 0 0 1 0 1 1 0 0
Olo of DIRECTOR 1 503 501 0 0 7 0 2071 2061 0 1
PADAMVIR SINGH 1 503 501 0 0 7 0 2071 2061 0 1
Olo of JOINT ] 194 193 0 0 1 11 935 932 0 14
DIRECTOR (PKG)
ANIL THAPA 0 1 0 ] 0 1 0 1 0 0 1
PREM KUMAR 0 193 193 0 0 0 1 934 932 0 13
GERA
Olo of JOINT 7 558 555 0 0 10 17 879 880 0 14
DIRECTOR (SC)
SANJEEV 7 558 555 0 0 10 17 879 880 0 14
CHOPRA
Olo DEPUTY 7 300 300 0 0 2 49 311 305 0 51
DIRECTOR Sr (DN)
DUSHYANT 7 300 300 0 0 2 49 311 305 0 51
NARIALA
Olo DEPUTY 0 41 40 0 0 1 8 55 53 0 10
DIRECTOR Sr (AK)
Fig.eFile.252
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Reminder (Diary of Active Follow Ups) Report

This generates a PDF report that contains a list of all the active reminders which has been set against the dispatched
issues by the user between two specified dates.

To generate the Reminder report, user has to perform the following steps:

1. Click the Reminder (Diary for Active follow ups) Report link under the Reports section.

As a result, Reminder (Diary for Active follow ups) Report screen appears, as shown in Fig.eFile.253:

Dt AR T & C.5 BHATT UDC(HS)2
Diary for Active dispatch followups
Cc = —
Choose one
Files * New/Fresh
Date Rangs Type Repl

Migrate File = hRemmder
Dispatch & 10/0%/2014 E 23/03/2014

5| =
Dispatch o] Ministry  [Choosz ane v Department [Choose one v
DSC = !
Reports =
Settings =

Fig.eFile.253

2. Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit

button (Fig.eFile.253).

3. As a result, the report will be generated and displays the details of all the active follow ups for the letters
dispatched by the user between the two specified dates and parameters as shown in Fig.eFile.254:
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Reminder (Diary for Active and Closed Follow Ups) Report

GOVERNMENT OF INDIA
MHA
» Diary for Active dispatch followups
~ (100812014 to 23/09/2014)
I ‘ : e Section: Ofo of HS{MHA)
5. Mo. IssueNo Py Description Min/Dept.fAddress Type Issued By/On Subject File No/Receipt No .
Due Date Againat
1 VB003TET/2014 241092014 444444 —, . Satna MewlFrash C.5 BHATT, Yy E-12015/5/2014-Clo of
(1 301082014 HS(MHA}Part{1), —
2 /300383872014 1070972014 i - - CGO Reply C.5 BHATT, ITR Fraudsdfdsf A-11011/10372014-0/c
02082014 of HS(MHA).
233062/2014/0lo of
HE[MHA)
3 30038392014 102014 wffF ~ - CGO Reminder C.S BHATT, ITR Fraudsdfdsf A-11011/1032014-0fc 300383872014
02082014 of HS(MHA), —
4 /20038432014 18092014 sahoo e Reminder C.5 BHATT, sss F-15011/2/2014- 1/2003842/2014(1)
030212014 OFFICE OF NSA, —
5 1/3003942/2014 1770972014 work on file on an urgent basis. reply expected —, —, wjtu54 Reply C.5 BHATT, rewnwe342 DI57/2014-Ofc of
till 17.09.2014 09082014 HE[MHA),
2330B8/2014/Clo of
HE[MHA)
[ 300334872014 102014 83% — = b Reply C.5 BHATT, vbh —, 233255/2014/Clo of
1000872014 HS(MHA)
7 /30039522014 10/09/2014  fdsgidgfdg — - ds34 Reply C.S BHATT, sfd4z2 E/84/2014-Olo of
10/08/2014 HS(MHA),
233130/2014/0FFICE
OF DM
8 1/3003954/2014 1070972014 sdfdsf GOVT OF NCT OF DELHI, —, delhi Reply C.5 BHATT, Power —, 233063/2014/Qvo of
1002014 HE[MHA)
E] /30039552014 10/0X/2014  fosfdsf —, -, dsadsad Reply C.5 BHATT, dsadsadsad —, 233261/2014/Clo of
100272014 HS(MHA)
Fig.eFile.254

This generates a PDF report that contains a list of all the active reminders which has been set against the dispatched
issues by the user between two specified dates.

Refer to Reminder (Diary of Active Follow Ups) Report link under
Reports section for the process.

The output will include the details of all the follow ups (Active or Closed) made by the user between the two

specified dates and parameters as shown in Fig.eFile.255.
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GOVERNMENT OF INDIA

Diary For Active and Closed followups
(107082014 to 22/00/2014)
Section: Cfio of HS{MHA)

Reply . " . Closing Reply Received
5. Mo. lssue No Min/Dept /Address Issued By/On  Subject Izsued Against File No/Receipt No Closed ByfOn
Due Date ! Remaks|  Dale
1 3003767/2014 24/08/2014 — — Satna C.5 BHATT. YYY E-12015/52014-Olo of -
[ 30/08/2014 HSMHA)Part(1), —
2 1300380902014 16/08/2014 MINISTRY OF COAL. —, Goa C.5 BHATT. Copy Cat F-15016/1/2014-0/o of C.SBHATT. 54
0200972014 HSMHA), — 0210972014
3 13003805/2014 10/09/2014 — - FF2 C.5 BHATT. Elaction I/3003803/2014(1)  -26031/1/2014-Olo of C.SBHATT. should be 09/0%/2014
0200972014 HSMHA), — 1010912014
4 30037722014 10/09/2014 —. —. Bhopal C.5 BHATT. co I'3003771/2044{1)  1-25011/1/2014-Ofo of C.SBHATT. ok 130902014
30/08/2014 HSMHA), — 1510912014
5 V30037672014 24092014 MINISTRY OF HOME AFFAIRS(Grih C.SBHATT. YYY E-12015/52014-Oo of C.S BHATT. m 16/09/2014
Maniralaya). —, Riwa 30/08/2014 HSMHA)Part(1), — 16/0912014
g 300383872014 1000972014 — - CE0 C.SBHATT. ITR Fravdsdidsf A-10111022014-0lo of  — —
0200972014 HS[MHA), 233062/2014/0f0
of HS{MHA)
7 300383312014 100092014 - - CE0 C.5BHATT. ITR Fravdsdidsf I3003838/2014 A-10111022014-0lo of  — —
02092014 HSMHA), —
8 30038432014 1810972014 ——55 C.5BHATT. sss I3003842/2014{1)  F-15011/2/2014-OFFICE OF —, —
03092014 NS&, -
9 1300394172014 1000972014 - —, 999999999 C.5BHATT. T S-121/2014, - C.S BHATT, 88
02092014 0910912014
10 30039432014 17092014 - —, witu54 C.5BHATT. rewrwe342 DV57/2014-Ci of HS(MHA), —, —
02092014 233088/2014/0/0 of
HSMHA)
Fig.eFile.255

Reminder (Follow Ups For After Reply Due Date) Report

This generates a PDF report that contains a list of all the reminders whose reply is received after the specified due

date.

Refer, for input screen, Reminder (Diary of Active Follow Ups) Report
link under Reports section for the process.

The output will include the details of all the follow ups (Closed) whose reply is received after the due date made by

the user between the two specified dates and parameters as shown in Fig.eFile.256
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MHA
. Dispatch followups for which reply is received after reply due date
\ (10/00/2014 to 23/00/2014)
I C e Section: Q/o of HS(MHA)
Reply . Closing Reply Received
S.No. Issue No Min/Dept.fAddress Issued By/On Subject Closed By/On
Due Date b te ¥ Remarks Date
1 1/3003747/2014 30/08/2014 — —. dfg C.5 BHATT, 29/08/2014  dig .5 BHATT. ag 10/09/2014
10/09/2014
F3 /3003664/2014 29/08/2014 —, —. dfsfsdf C.5 BHATT. 27/08/2014  fdsfsdfsdf .5 BHATT. dsadsa 11/09/2014
11/09/2014
3 1/3003665/2014 29/08/2014 —. —. dfsfsdf C.5 BHATT, 27/08/2014 fdsfsdfsdf C.5 BHATT. sadsa 11/09/2014
11/09/2014
4 /3003667/2014 29/08/2014 — —. fretert C.5 BHATT, 27/08/2014 treterter C.5 BHATT. fdsfdsf 11/09/2014
11/09/2014
5 30037T3/2014 10/0/2014 —. —. Bhopal C.5 BHATT, 30/08/2014 oo .5 BHATT, ok 13/08/2014
16/09/2014
3 1/3003922/2014 0B/0N2014 —. —. dsadasdads C.5 BHATT, DR/0X2014 dsadsadsadsad .5 BHATT, hg 11/08/2014
11/09/2014
T 1/3003917/2014 05/0H2014 —. —. hgfhgf C.S BHATT, 05/09/2014 hgtngfh .5 BHATT, hg 11/08/2014
1170802014
8 3004043/2014 12/09/2014 DEPARTMENT OF DISINVESTMENT, —, New Delhi C.5 BHATT, 12/03/2014 sdadsad .5 BHATT, tre 16/09/2014
16/08/2014
] 3004044/2014 20/09/2014 MINISTRY OF DEFENCE, Department of Defence (Raksha C.5 BHATT, 12/03/2014 Bill5 .5 BHATT, Kk 22/09/2014
Vibhag), New Delhi 22/08/2014

Fig.eFile.256

Reminder (Follow Ups For Before Reply Due Date) Report

This generates a PDF report that contains a list of all the reminders whose reply is received before the specified due
date.

Refer, for input screen, Reminder (Diary of Active Follow Ups) Report
link under Reports section for the process.

The output will include the details of all the follow ups (Closed) whose reply is received before the due date made by
the user between the two specified dates and parameters as shown in Fig.eFile.257.

ToFTNOT
MHA
. Dispatch followups for which reply is received before reply due date
\ (10/08/2014 to 23/09/2014)
I C e Section: Olo of HS{MHA)
Reply " Closing Reply Received
S.No. Issue No Min/Dept./Address Issued By/O Subj Closed By/O
Due Date Pt ssued By/On ubject e Byitn Remarks Date

1 2003767/2014 24/09/2014 MINISTRY OF HOME AFFAIRS(Grih Mantralays), —. Riwa Ofo of HS(MHA), 20/08/2014 YYY C.S BHATT, g 16/08/2014
16/09/2014

2 113004045/2014 25/09/2014 MINISTRY OF DEFENCE. Depariment of Defence (Raksha Ofo of HS(MHA), 12/05/2014 Bill5 SUNIL KUMAR fdgfd 12/09/2014

Wibhag), New Delhi DHAWAN, 12/09/2014

3 1/3003991/2014 14/10/2014 —. — patny Ofio of HS(MHA), 11/08/2014 food food SUNIL KUMAR rest 16/08/2014
DHAWARN, 18/09/2014

4 3004147/2014 2170972014 —. -, dsadasdad Ofo of HS(MHA), 15/09/2014 Happy Receipt SUNIL KUMAR sda 13/09/2014
DHAWAN, 16/09/2014

5 1/3004183/2014 30/09/2014 MINISTRY OF PERSONNEL, P.G. & PENSIONS(Kamik Lok Ojo of HS(MHA), 16/03/2014 file not SUNIL KUMAR hi 16/08/2014

Shikayat tatha Pension Mantralaya), —. DOPT, North Block DHAWAN, 16/09/2014

& 112004237/2014 30/09/2014 —. — Vill-Kari, Via- Jakhal, Dist Jhunjhunu(Rajasthan) Ofo of HS(MHA), 18/08/2014 receipt 2 C.S BHATT, dfd 18/08/2014

18/09/2014

Fig.eFile.257
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File Pendency

This selection generates PDF Report of Files which are pending with sections in the department.
To generate the File Pendency Report, user has to perform the following steps:

1. Click the File Pendency link under the Report section.

As a Result, the Pendency Report screen appears, as shown in Fig.eFile.258:

CYICe

& D i T 4 C.5 BHATT UDC(HS)2Z

File Pendency Report
Receipts 3]
Files = View Report T =m
Migrate File (#)
= = Subject Nature Bath
Dispatch =
Datz 10/05/2014 i)
Dispatch =
o 5 I Main Categary Choose ane Sub Categary Choase one
=
Reports = Classified All Classified/Non Classified
Settings o) Ofa of HS{MHA)
Notification ® Section(s) Employee(s)
Ext Department (¥

Pendency 1 2 3 4

(Range of Days) [7 | =T = =

LR

Fig.eFile.258

2. Provide the information for the filters and click the Submit ) button (Fig.eFile.258).

As aresult, Total no. of pending files appears Section wise, as shown in Fig.eFile.259:

e@ffice

i waArAs T & C.5 BHATT UDC(HS)Z -

eFile etectrenic file system =) Advanced | Help

File Pendency Report
Receipts =
-
Files =
— Report as on
Migrate File = Date : 18/08/2014
Dispatch = Number of Files Pending
Dispatch = 7Days 15Days 30Days &0Days >60Days Total Files Pending
o= ) I a) =) (<) (o) (E) Total=(A+B+CHD+E)
1n In In In In In
e = SN.| Department Movemen y Parked Total ° . Parked Total ' y Parked Total o' Parked Total ' ¢ Parked Total o ¢ Parked Total
= = 1 |ap-m o o o o o o o o o o o o 2400 o 2400 24200 o 2200
= 2 ADMIN-T (A i o EY o o 2 o o o o2 o o iss o ies 163 o2 165
e & ADMIN-T & ADMIN-T
R o o o o o o ol o o o o o o 157 o 157 1s o 157
Ext Department = —
4+ | aowmn-n o o o o o g a o o o ] o o o o a o o
s |asc o o o o o kol o o o o o o o o o a o o
5 AHES o o o2 o o 2 o o o o2 o o o o o a 2 o
ANL-DESK,UT
7 | ohasion o o o o o ol o o o o o o 201 o 301 301 o 301
8 | avoorra section o o o 9 o o a o o o o =) B2 o B2 82 o 82
s |caswm (sson o o o o o g a o o o ] o 50 o 50 50 o &0
10 |census cell o o o o o kol o o o o o o o o o a o o
11 | CPD DESK o o o o o 2 o o o o2 o = 1310 o isio isi0 o 1510
1z |pcc. oeo o o o o o g a o o el o =) o o o a o o
1z | DELHI1 DESK o o o o o o o o o o o o 1501 o 1so1 1501 o 1501
14 | DELHLII DESK o o o 2 o o a o o o o 2 528 2 528 528 2 528
15 | pirector{anc) o o o 9 o kel a o o o o =) = o &5 55 o &5
<< <12348567891022>2>

Fig.eFile.259
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3. Click against any department name to view further details of the pendency of the users in that section as shown

e, monrvscs smurion & C.S BHATT UDC(HS)Z ~
EFilE electronic file system Advanced | Help
|| File Pendency Report
Recaipts =
= Back | PDF
Files [£3)
_ Report as on or
Migrate File &3] Dater 1B/09/2014
Dispatch = Department : ADMIN-I (4) Section : ADMIN-I (A)
Dispatch =) Mumber of Files Pending
DSC B I TDays 15Days 20Days &0Days >50Days Total Files Pending
- ) () © )] (& Total=(A+B+C+D+E)
Reports [E3]
. _ sn| uUser o Parked Total I parked Total 1" parked Total I parked Total 1" parked Total ™ Parked Total
Settings = Movement Movement Movement Movement Movement Movement
- 1| AJAY KUMER ) g ) 0 g ) ) 2 q 2
Notification = o o Q 2 o o o 2 2 Q o o 2 o Q
2 | AJAY KUMAR 1 o 1 o Q o o a o o a o 2z a z 3 a 3
Ext Department [+
3 HARENDRA KUMAR o 2 g g o o o a 2 g g o 1 a 1 1 a 1
4 PANKAT GUPTA o o o g g o o a 2 g o o o a o i o i
5 | shivkumar o o el o g el o a a o g el 157 a 137 157 a 157
6 | shivKumar o [ 0 ] o s o 0 2 o o o o 0 0 [
7 | SREELATHA AK o o a o Q o o a o o a o R a 4 E a 4
8 SUDHA S.RAGHVAN o o o g g o o a 2 g o o o a o i o i
3 | TiakRa [ o @ 0 2 0 [ g 0 0 2 0 a g s 4 0 4
10| WIJAY KUMAR BHARDWA] o o a a o o o a o) a a o o a o o a o
o

4. User may click on any of the numbers to view the corresponding details of the file and also can take a print
at any screen using the Print Button as shown in Fig,eFile.260. Under this section the reports are generated
based on Month-wise data.

PUC Pendency

This selection generates Report of Receipts which are pending with sections in the department..

Refer, File Pendency Report link under Reports section for the
process.

Reports under Dispatch Section:

Dispatch (Section Wise)

This selection generates a PDF report that contains a list of all the Letters which has been dispatched by the section
between two specified dates.

To generate the Dispatch report, user has to perform the following steps:

1. Click the Dispatch (Section Wise) link under the Reports section.
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As aresult, Dispatch Section Wise report screen appears, as shown in Fig.eFile.271:

i oaarss s & C.5BHATT UDC[HS)? |
Dispatch Section Wise Report
Receipts [+ 4
Files [E3]
From* 10/09/2014 To* 23/03/2014 [
Migrate File [*]
_ Subject : Delivery Made
Dispatch (3]
Dispatch [*] I
DSC (3]
isoios o] Registerad Post
. _ Registered Past
Settings (3] Self Generated
Special Messanger
Maotification 3] Speed Post

Fig.eFile.261

4. Provide the information for the necessary filter and fields like ‘From, To and Category’ and click the Submit

button (Fig.eFile.261).

5. As aresult, the Dispatch (Section Wise) report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the letters dispatched by the section are generated between the two specified
dates and parameters as shown in Fig.eFile.262:

GOVERNMENT OF INDIA
.
c@ffice i
o Section Wise Dispatch Report
S.No.  Dispaich No. File No. Receipt No. Subject Sender Addressee SentOn Status
1 1300441312014 A-11011/132/2014-Olo of dsadasdasd ANIL GOSWAMI dsadsad,dsadasd 23-09-2014 Dispatched
HS(MHA)
2 V300441 2/2014 A-11011/132/2014-Ofc of 232196/2014/ 000 of dsadasdasd ANIL GOSWAMI dsadsad,dsadasd 23-09-2014 Dispatched
HE{MHA) HS(MHA)
3 13004390/2014 Bussiness SUNIL KUMAR DHAWAN haig fghfg 23.09-2014 Dispatched
4 V3004388/2014 Bussinass SUNIL KUMAR DHAWAN hgig.fghfg 23092014 Dispatched
5 13004388/2014 233557/2014/0l0 of Bussiness SUNIL KUMAR DHAWAN hgigfghfg 23-09-2014 Dispatched
HS(MHA)
[ 13004387/2014 AS32014-CS5- 1D wetewtwet SUNIL KUMAR DHAWAN tewiwet, iwetwetwet 22-09-2014 Dispatched
7 I3004386/2014 reminder pranav SUNIL KUMAR DHAWAN pranav fafdgf 22.08-2014 Dispatched
B8 '3004385/2014 GRIZ32014-0locfHS(MHA) SATRU Z123 SUNIL KUMAR DHAWAN sd.s 22.09-2014 Dispatched
Volume(2) wv21212121212121212
g V300438212014 reminder pranav SUNIL KUMAR DHAWAN pranav.fgfdgf 22-09-2014 Dispatched
10 13004381/2014 233617/2014/C/o of reminder pranav SUNIL KUMAR DHAWAN pranav.fgfdgf 22-09-2014 Dispatched
HS[MHA)
1M 3004380/2014 reminder pranav SUNIL KUMAR DHAWAN pranav.fgfdgf 22-09-2014 Dispatched
1z 13004379/2014 23361712014/ Qo of reminder pranav SUNIL KUMAR DHAWAN pranav.fgfdgf 22.09.2014 Dispatched
HS{MHA)
12 V30043782014 Bussinass SUNIL KUMAR DHAWAN hgig.fghfg 22.09-2014 Dispatched
14 V300437T/2014 233567/2014/C/o of Bussiness SUNIL KUMAR DHAWAN hgigfghfg 22-09-2014 Dispatched
HS[MHA)
15 V30043762014 Gi48/2014-Olo of HS(MHA) pranaviZ3 SUNIL KUMAR DHAWAN pranav.cge 22-09-2014 Dispaiched
18 13004375/2014 D/48/2014-UID-DOIT dsadsa SUNIL KUMAR DHAWAN safsaf,asfasf 22-09-2014 Dispatched

Fig.eFile.262
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Dispatch Report (Dispatch No. Wise)

This selection generates a PDF report that contains a list of Dispatches made by the users organization unit with
respect to the Dispatch Number generated in the files.

To generate this report, user has to perform the following steps:
Click the Dispatch Report (Dispatch No. Wise) link under Reports.

After filling the details click on the Submit Button as shown in Fig.eFile.263

c@ffice

Db, woAR AL BT & C.5 BHATT UDC(H3)2

Dispatch No. Wise Dispatch Report

Receipts ]
Files ]

Dispatch Date From* 10/03/2014 & To* 23/03/2014 | )
Migrate File [+

— Sender : [Choose one M Dispatch Mode { Choose one v
Dispatch ()
Dispatch ® I Language : Choose one v Postal Mode : | Choose one v

Reports =
Sattings [+
Notification ]

Fig.eFile.263

As a result, the PDF report gets generated with details as shown as:

e@ffice

Dispatch Mo Wise Dispatch Report
(10/09/2014 to 23/09/2014)

Section : Ofo of HS{(MHA) Date : 23-Sep-2014
. CcRrRU
F :eoeumpm Dispatch No.
s. File Year Sent To o Sent Through - FPostal Fostal
e | ro. I';(o = Actc Subject Sender Sert Dake Medium  Remarks Language . o Ch
Date
Year
Bl A 232196/201 V20042122014  asadsad Ssadasdasa ArL Serr English
1101171327 ArCio of 2amwEo14 dsadasd GoswANM Zawerzots 11,14 AN
2014-Cvo HS(MHA) 11,14 .AM

of
HSMELA)

= A 232196/201 V30039952014  dsadsad asadasdasd AraL Serf English
1101171327 AiOio of 1109P014 dsadasd GOSWANMI 110SIZ014 12.42 PM
HS(MHA) 12.42 PMm
of 2014
HSMELA)
a 232196/201 V30039962014  dsadsad asadasdasd AraL Serf English

Ao of 11092014 dsadasd GOSWANMI 110SIZ014 12.42 PM

- A 232196/201 WEI0044132014  dsadsad dsadasdasd ArIL Self English
1101171327 Cvo of 2aovE014 asadasd GOSWAaNMI ZAOSZ012 11,16 AN
HS ML) 11.16.ANM
of 2014
HSMEA)
s ArP01a- 2IT1STIZ01  WI004IBFIZONE  tewbenst s tetwat sSurIL Self English
cs 1D Ao of 22702014 5.24  twebwebaet KUMAR: 2202014 5.24 PM
HS (ML) Pra DHAMWAN
2014
& AP0 232197/201 WI0043T 2014 tewhwet sttt sSurIL Serf English
cs- 1D Ao of STIONP014 334 twehweharat KUMAR Z2OSIZ014 334 P
HS ML) Pra DHLAMILAR
2014
- 23I23I2A/201  WI004ITFIZO14  Shiv Chand, Ex CT  receipt 2 sSurIL Seif English
Ao of 102014 5.30 BSF KUMAR: 1WOSVZ014 5.20 PM
HS(MHA) Fra Will-kan, Wia- Jskchal, DHAMAN
2014 Dist

Jhunihunu{Rajasthan

Fig.eFile.264
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Dispatch Report (Receipt No. Wise)

This selection generates a PDF report that contains a list of Dispatches made by the users organization unit with

respect to the Dispatch Number generated in the Receipts.

To generate this report, user has to perform the following steps:

Click the Dispatch Report (Receipt No. Wise) link under Reports.

After filling the details click on the Submit Button as shown in Fig.eFile.265

c@ffice

[ p——

eFile etectronic file system

% C.5 BHATT UDC(HS)Z

Advanced | Help

Receipt No. Wise Dispatch Report
Receipts =
Files = - .
_ Dispatch Date From* 23/05/2014 To* 23/09/2014
Migrate File =
. _ Al All
Dispatch [E3) Acknowledged S Accounts related matters ~
Closed and Added to GO Achaivmant
Dispatch = DO Letter ACR. related matters
I [ DO Letter Catagory s |Advances
DSC = L Endorsement 99V | All Estates relsted matters
Go Allacation and distribution wark
) GO AMC B Demand
e = Letter v AMC/FSMA cases v
e & Letter Annuzl Property Retum
Nothoaton = P = Choose one
As a result, the PDF report gets generated with details as shown as:
- Receipt Mo Wise Dispatch Report
@fflce (23/09/2014 to 23/09/2014)
Section : O/o of HS{(MHA) Date : 23-Sep-2014
Receipt Sender's Name/ N . Dispatch no.
5. No. WVIFP Cate| Subject Dispatch Type
Mo. / Year gary Address w I Date
1 233557/2014/0/0 Al Estates related matters hgig Bussiness F2004388/2014
HS(MHA) fghfg 23/0N2014 937 AM
2014
2 233557/2014/0/0o of Al Estates related matters hgjg Bussiness 30043852014
HS{MHA) fghig ZEON2014 939 AM
2014
3 233E57/2014/000 of All Estates related matters  hgjg Bussiness 30043902014
HS(MHA) fgh 2302014 942 AM
2014
B 2336182014/0FFICE OF Adlocation and distribution Gopal Gaur Gopal written lengthy remark to 200439652014
NSA work Address1Address2 test the functionality of displaying 23/0N2014 9.53 AM
2014 remark in reminder report-01
Gopal writben lemgthy remark to
test the fundctionality of displaying
remark in reminder report-02
5 233634/2014/PM section HLC Meeting D1 JRSRTTITTTIT F2004411/2014
2014 Dq 227092014 11.06 AM
-1 232196/2014/0/0 of Appointment of part time dsadsad dsadasdasd F3004412/2014
HS{MHA) directors in the board of dsadasd 227092014 11.14 AM
2014 PSU's
7 232196/2014/000 of Appaintment of part time dsadsad dsadasdasd 30044132014
HS(MHA) directors in the board of dsadasd 23092014 1116 AM
2014 PSU's
e 233634/2014/PM section HLC Meeting D1 JRiSRTTITTTIT 20044162014
2014 Dq 230N2014 11.34 AM
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Settings

This section helps the user to change the preferences/settings in eFile application. The Setting section incorporates
following modules for the user:

Receipts [*]
Files (=]
Migrate File (=]
Dispatch =
Dispatch [*]
DSC [=*]
Reports (=]
Settings =]

b Preferences

b Address Book

¥ User Groups

b Deactivate DSC

v Transfer

b Search Privilege
» Configuration

¥ Section Assignment

Motification [+]

Fig.eFile.267

Preferences:

This module facilitates the user to change the general preferences and customize the application as per user
requirement as shown in Fig.eFile.268.

Preferences module is divided into following sections:
o General Settings : It helps the user to modify the General Settings like:
= Max # of records/page: Refers to numbers of records that listed in a page
= Auto Save Duration: Refers to set mode into Auto save while making any note in eFile Application

o Alert Settings: It helps the user to set alerts on Mobile, Email, Both or None.
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o List View Settings: It helps the user to change the default view mode of Files/Receipts. User can set it to
Electronic view, physical view or Default view which comprises of both.

o DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if any).

o Editor Setting: It helps the user to customize the File inner page setting as per requirement. User can
set the Font Size of noting editor. And can set the expanded view of Noting or Draft as per requirement.

o Correspondence View Setting: User can set the correspondence view size and type as per the
requirement.

To change the settings, user has to perform the following steps:
1. Click the Preferences Link under Settings section

As aresult, Preferences page appear, as shown in Fig.eFile.267:

c@ffice

- o % C.5 BHATT UDC(HS)2

eFile electronic file system Advanced | Help

Recei 3]
ES = General Settings

Fil =

= = Max # of records/page  |Choose One
Migrate File =

Auto Save Duration{In Sec)
Dispatch =
Alert Settings
Dispatch ) ~ -
O email O sms O soth ® none
pSC =
Reports = List View Settings
Settings =] Mode Default
b Prefarances Scope My Folder
¥ Address Book
DSC Settings

» User Groups
» Deactivate DSC O authenticstion () Signing () Both
» Transfar Editor Setting
} Search Privilege Editor Font Size 20 [ noting Expanded View [ Draft Expanded View

» Configuration =
In-r-spundanxe View Settings I

» Search Privilege

» Section Assignment Correspondence View Size |1 %D;re&uondence View oo
Notification [E3]
Save Clear
Fig.eFile.268

2. Click the Save ) Button to save the altered changes.
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Address Book:

This module facilitates the user to create the group and add new contact/user into that group which helps the
user while diarizing of a correspondence.

To create Group and add users to the group, user has to perform the following steps:
1. Click the Address Book Link under Settings section.

As a result, new window appears as shown in Fig.eFile.269:

oSt & C.S BHATT UDC(HS]2?
eFile electronic file system Search Fe) Advanced | Help
Receipts = Add New Group Group Name : All Cantacts [Add New Contad][Delete Conlact] Add to : | Choose One Search :
Files el Show All Contacts O ~ Email-ID ~ Group -
Migrate File = Groups - O A.Anbarasu
_ DM-IT a O Aarchi Development & Ressarch Centra I3 |
Dispatch [E3]
O A Arul Dhas, Ex-51 BSF i |
e = ] Aashrayam 9
DSC E3] O h I 5
Reports = O Abdhesh Prasad Singh <j
Settings = (] Abdul Hadi a
b Praferences O Abdul Hamid &
» fddress Back ! O sbdul Rehman ehat |
» User Groups ] ABHA SHUKLA a
» Deactivate DSC €€ 212345678910 »>
» Transfer
¥ Search Privilege
» Configuration
» Search Privilege
» Section Assignment

Fig.eFile.269

2. Click the Add New Group ) button, as a result new window appears. Enter the Group name
and click the Save button, as shown in Fig.eFile.270:

Group Mame: I'l'FiAlNlNG TEAM| |

E\Ey

Fig.eFile.270

As a result, a new group is created
Now to add users to the created group:

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.271:
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[Add MNew Grou p]

[S how All Conta cts]

Groups b

TEATMIN GDTEAM

¥

=

o |

CH

o

test group

i |
= |

Section officer

Fig.eFile.271

2. Click the Add New Contact (""‘dd New c“"tm”) button (Fig.eFile.269), as a result, user info page appears,
shown in Fig.eFile.272:

e@ffice

e

4 C.5 BHATT UDC({HS)Z

eFile etectronic file system

Advanced | Help

Receipts = Add New

VIP Choose One
s ®

Contacts Name~
Migrate File &3] Srebes
— DM-IL 3 Designation
Dispatch = (j
directors i

Dispatch =) Organization
DSC =)

Email
Reports =)

- Address 1+
Settings =
b Praferences Address 2
» Address Book I
» User Groups Country INDIA
+ Deactivate DSC
mecE State Choose one

¥ Transfer
» Search Brivilege City
» Configuration )

Pin Code
» Search Privilege
b Section Assignment Mobile
Motification =) o

Ministry Choose one

Department Choose one

Telephone

Fig.eFile.272

3. Fill the required metadata and Click the Save button (Fig.eFile.272).

As a result, the user gets added up in the selected group.
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User Groups:

This module facilitates the user to create a group and add user list to that created group which helps the user
while sending a Receipt/File to list of selected users or to a group which comprises of contained user list.

To create User Group and add users to the group, user has to perform the following steps:

1. Click the User Groups Link under Settings section.

As aresult, Create Group page appears, as shown in Fig.eFile.273:

| Create Group |
Group Name ¥ Description v
test-chandan test
eoffice123 eoffice123
NIC
Test Grup test
admin
RDD Create Group
Fig.eFile.273

2. Click the Create Group button (Fig.eFile.273), as a result new window appears, as shown in Fig.eFile.274:

Group Name TRAINING TEAM
for eOffica modules

Description

Create

(Select Users from the list to create user group)

Search

Name Marking Abbr Org Unit
D SUDIP CHATTERJEE DA(SC) ADMINISTRATION
D JAGDISH PRASAD BARMOLA DA[IPB)CAN CANTEEN
D MOHAMMAD ASLAM DPA(MA) COMPUTER CENTRE
D POONAM SINHA DPA(PS) COMPUTER CENTRE
D EHAWANA ABHAY PORWAL HI(BAP) LANGUAGE FACULTY
D BINAY SHANKAR KALA CMO(BSK) MEDICAL CENTRE
D SAVITRI JHILDIVAL DA(SJ) CONTROLLER OF EXAM
D SUSHILA RAJORI EPAEXOP(SR) ELECTRONIC & COMMUNICATION
D VINOD PRASAD UNIYAL EPABXOP(VPU) ELECTRONIC & COMMUNICATION
D MALKIT SINGH ALIO(MS) LIBRARY

123/ 4 5°*
Fig.eFile.274

3. Enter the Group name and description (if any), click the Create button (Fig.eFile.274).

As a result, a new group is created.
Now to add users to the created group:

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.275:
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eeornice

O AR bR

& C.S BHATT UDC[HS]2

| Create Group |

Receipts ]
_ Group Name ¥ Description

Files [+
Migrate File 0] =

Training
Dispatch E3] section
Dispatch [ | Ministers

Fig.eFile.275

2. Select the users from the list which needs to be added up in the selected group and click the Save button,
shown in Fig.eFile.276:

frenitoroatios-Sandfined & C.5 BHATT UDC(HS)Z
e F ile etectronic file system Search Ve Advanced | Help
Receipts =
- Group Name * director
Files (E3]
~
Migrate File = Description ~
S - ==
Dispatch ]
(Select Users from the list to create user group)
DSC ]
ey ] Search
Settings (5] Name Marking Abbr QOrg Unit
¥ Preferences I VARINDER GUPTA US{PLANNING-IFD) OFFICE OF US[PLANNING)
b Address Book ASHOK KUMAR BAWALTA AFA(PERS) ‘OFFICE OF US AFA{PERS)
¥ User Groups SADHNA SHARMA ASSTT(SS)-{OL) (OFFICE OF ASST. DIR(HINDI)
» Deactivate DSC BALIEET SINGH PS(ES) OFFICE OF UTS-1
» Transfer T.K TRIVEDI ASST(T)-HS Ofo of HS(MHA)
¥ Szarch Privilage UMA MAGESH SO(NE-IT} OFFICE OF NE-TT
¥ Configuration ASHWANI KUMAR DIALANI SO(REI) Coord.III REI(NB)
¥ Search Privilega ASHUTOSH PA-SEC{EM) Secretary (BM)
b Section Assignment MANGC] KASANA DC-11 ‘OFFICE OF DS{DM-II)

Fig.eFile.276

As a result, the user gets added up in the selected group.

Deactivate DSC:

User can Deactivate/Delete the DSC enroliment through Deactivate link and for Activation link Activate can be

used. User can also check the history of registered DSC by clicking the History link, as shown in the
Fig.eFile.277:
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D AR B 4 C.5 BHATT UDC(HS)2
| I+ Signing Certificate
Receipts 3]
= - - Search By Usar
_ Certificate Information Name: Search
Files #
Migrate File & SLNe. Certificate Type Validity Enrcll Date User Name DeActivation Date
~ 5 1 Khetvial Pankaj Kumar - 14734124 Signing  22-09-2015 11:12  23-09-2014 12:29 C.5 BHATT Deactivate History|
Dispatc (]
2 Khetwzl Pankaj Kumar - 14734124 Signing  23-09-2015 11:12  23-09-2014 10:30 MRUTYUNJAYA MISHRA 23-09-2014 11:43 Activate History|
Dispatch (*
DSC ]
Reports (*
Settings =
A Dok =
Fig.eFile.277
Transfer

Only Admin has access to this module. In case, an employee is transferred, Admin can transfer his/her data (Files/

Receipts) from his/ her account to any other particular employee’s account. Then onwards the transferred data will
be worked upon and handled by that employee.

Refer to Transfer process.

Search Privileges

Admin can set the privileges for search process. Privileges can be set separately for Physical and Electronic Files,
Receipts and Dispatch.

Search will be now based on Search Scope and Action Scope. Both Search Scope and Action Scope can be
categorized as follows:

¢ Individual- (Search for Sent records is not required, only current location of the record
is required).

e Section(within the unit) - (Search for Sent records is not required, only current location
of the record is required).

e Individual Hierarchy Downline - (Search for Sent records is not required, only current location
of the record is required)

e Section Hierarchy Downline - (Search for Sent records is not required, only current location of the
record is required)

e Department - (Search for Sent records is not required, only current location of the
record is required).
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e Global - (across all the units)- (Search for Sent records is not required, only current location of the record is
required)

The steps to set the search privileges for a department are as under:

1. Click the Search Privilege| b Search Privilese | [ini a5 shown in the Fig.eFile.278:

e@ffice

W C.S BHATT UDC[HS)Z

eFile electrenic fil ye) Advanced | Help

Search Setting - File/Receipt/Dispatch

Receipts =
= istor
Files = Search Privilege History
Migrate File = Physical
Dispatch =
_ = Search Scope | Global Action Scope | Global
Dispatch =
DSC [E3]
Reports =
Settings =
¥ Preferences
b Address Book !

» User Groups
» Deactivate DSC

Sesrch Scope [ Giopal Action Scepe | Glgbal

b Search Privilege

» Section Assignment

Notification =

Ext Department  [+]

Fig.eFile.278

2. Choose the required Scope (Search and Action) setting for Physical or Electronic Niles/Receipts from the dropdown
(Fig.eFile.278).

4. Click the Save g button to save the search settings.

. L. . 3 h Privil Hist
A user can view: Search Privilege Hlstory| earch Privieqe Histor |

It shows the history of Search Settings as shown in Fig.eFile.279:
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« bt e acs sonsrion & C.S BHATT UDCIHS)2 |
File ete Search ~ Advanced Help
_ Search Setting - File/Receipt/Dispatch
Receipts = I—I
—— = Search privilege History
Migrate File €3] (= Search Privilege History -
- ~
Dispatch 3] Search=cope! | Global
L Nature Search Scope Action Scope Activation Date Deactivation Date
P P
Dispatch =
P Glabal Global 24/03/14 07:37 29/03/14 10:58
DSC =
e Glabal Global 24/03/14 07:37 25/03/14 10:56
Lois = P alobal Section 29/03/14 10:58 31/03/14 10:40
Settings E Global Individual 25/03/14 10:58 21/02/14 10:40
b Preferences I e Glabal Saction 31/03/14 10:40 31/03/14 12:10
b Address Bock
P Individual Individual Hierarchy Downline  31/03/14 10:40 31/03/14 12:10
» User Groups
P Individual Individual 31/03/14 12:10 31/03/14 12:17
» Deactivate DSC
E Individual Individual 31/03/14 12:10 31/03/14 12:17
» Transfer Electronic
3 Glabal Individual 21/03/14 12:17 21/03/14 12:30
¥ Search Privilege
N Search Scope | Gighal ] Global Individual 21/03/14 12:17 31/03/14 12:20
» Configuration
+ Section Assignment P Glabal Global 31/03/14 12:20 31/03/14 12:22
_ e Glabal Global 31/03/14 12:20 31/03/14 12:22
Notification =
E Individual Individual 31/03/14 12:22 31/03/14 12:30
] Individual Individual 21/03/14 12:23 21/03/14 12:30 hd

Fig.eFile.279
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Notification

User can view the status of all the reminders set by him on the dispatched documents.

Reminders can be viewed by clicking on the Dispatch Followups tab under notification as shown:

Receipts [+
Files (3]
Migrate File (E3]
Dispatch =
Dispatch [+
DSC (E3]
Reports (3]
Settings (3]
Motification =]
¥ Dispatch Followups

Fig.eFile.280

Clicking on the Dispatch Followups, will display all the reminders set by the user with the history of the reminders.

c®ffice

P A -

eFile electronic file system

& C.S BHATT UDC(HS)2 ~

Receipts
Files
Migrate File
Dispatch
Dispatch
DSC
Reports
Settings

MNotification

Ext Department

1]

®

b Dispatch Followups

=

Close  Filter: Today & Previous

[1 1ssue Mo - :‘—:% * Description * Ministry ~ Department
[] 1/2004112/2014 20/09/2014 hyhjaji

[ 1/z003984/2014 20/09/2014  Blankl

[ 1/2004093/2014 20/09/2014 Lid

[] w/2004260/2014 20/09/2014  Nf123 '\M"a"r:z:"a:;;:“‘” Aviation (Nagar Vimanan
[ wz004116/2014 20/09/2014  hujh

[] 1/z004261/2014 20/09/2014  Follow up :L”:ftn”";z;c“‘” Aviation (Nagar Vimanan
[] 1/3004214/2014 13/09/2014  test followup :LNHLSEEI;}’FHOME AFFAIRS(Grih eﬁi:’;;"e"t““*“""e {Grih
[0 1/3004251/2014 15/09/2014  rt

[ w/zoo4253/2014 13/09/2014  hg

[] 1/3004315/2014 15/09/2014 Ewneqwe

[[] 1/2004320/2014 13/09/2014 Z::‘jr’:r‘;‘igq

[0 wzo04114/2014 15/09/2014  yyyl23

[] 1/z004250/2014 13/09/2014 dffd

[] 1/3004133/2014 13/059/2014  dsafgsdg

[] wzooezs52/2014 13/09/2014  gh

[] 1/3003997/2014 18/09/2014 Main followup

[] 1/3004305/2014 18/09/2014  asdsafasf324234234

[] w/z004303/2014 18/09/2014  fsgfdspdfy

[] 1/3004255/2014 18/09/2014 dsfgdsfg

[] 1/3003343/2014 18/09/2014  sshoo

Showing 1 to 20 of 97

~ Address - Type

gbghj.ghfuy
satrul,New Delhi
hh.hh

satru, NEW DELHI
gbghj.ghfuy

satru, NEW DELHI

Narsnder
Modi, address1

rhtr

gh.gh

rewrwer eviTrvar
rgrwaE, rgwrgr
gbghj.ghfuy

- reerv

saasf, fasfasf
gh.gh

vierw, e

fdsfdsf, fsdfdsfsd
sdfsdf. fsdfsf fodfs
=dg dsgds,dgdfodfgfd

ssl,ss

Newy/Fresh
New/Fresh
Reply
Reply
Reminder
Remindar
Reply
Newy/Fresh
Reminder
New/Fresh
Newy/Fresh

Reminder

New/Fresh 0

Reply
Newi/Fresh
New/Fresh
Newy/Fresh

Newy/Fresh

New/Fresh h

Reminder

~ Issued B

~ Issued On™ Action™ -

C.S BHATT/O/o of HS

(MHA]

C.S BHATT/O/e of HS
M

HA)
C.5 BHATT/O/o of HS
(MHA]

C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/e of HS
(MHA]

C.& BHATT/C/o of HS
HA]

C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/e of HS
(MHA)
C.S BHATT/O/o of HS
{MHA)]

C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/e of HS

MHA)
C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/o of HS

MHA)
C.S BHATT/O/e of HS
(MHA]
C.S BHATT/O/o of HS
HA]
C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/o of HS
{MHA]
C.S BHATT/O/o of HS
(MHA)
C.S BHATT/O/e of HS
MHA)

C.5 BHATT/O/o of HS
(MHA)

15/03/2014
11/09/2014
12/05/2014
18/09/2014
15/09/2014

18/05/2014

17/03/2014

18/09/2014
18/09/2014
15/03/2014
15/09/2014
15/09/2014
18/03/2014
15/09/2014
18/09/2014
11/03/2014
18/09/2014
18/09/2014
18/03/2014

03/09/2014

Close  Details
Close Details
Details

Close  Details

Close

Close

Close
Close Details
Close  Details

Close  Details

Close  Details
Close  Details
Close
Close
Close

Close

Close

Fig.eFile.281

Refer to Reminder Process section.
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Search

Search section helps the user to search the File(s)/Receipt(s) or any Dispatched issue from within the
Section/Global/Hierarchal view.

There are basically 2 different types of search that user can perform:

e Module search
e Advanced Search

Let’s learn about these types one by one:

Module Search
This type of search allows the user to search the Receipt/File/Dispatch from within the application module only.

For example — To find any receipt lying under Receipt inbox, user first has to select Receipt Inbox module and
then can search for that particular receipt. If in case user has selected Receipt inbox module and searching any File
or any receipt which is not in receipt inbox, then Module Search won’t allow the user to give the required result.

For module search process, perform the following:

1. Select the application module from which the user want to search, as shown in Fig.eFile.282:

Receipts
Files =]
Fig.eFile.282

2. Type the receipt number in Module search field which user want to search, as we have chosen Receipt Inbox

module, and click the Search (IZI) button as shown in Fig.eFile.283:

Search | O-17015 o Advanced

rarchical View | py Files |E|
Fig.eFile.283

As a result, Search result appears, as shown in Fig.eFile.284:

8 electronic file system Searth | Bi2 Y

Search Results (File/Inbox )

ctions v Computer No v File No. v Sublect v Quner v Sent On v Sender

end Detailz PS50 E-12/8/2013-CC ftyhh ALOK PANDEY 11/06/13 04118 AJAY KUMAR DHIMAN
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Fig.eFile.284

If the searched file is received physically (P), then user first need to
receive it by clicking on receive link, only then action can be performed
further.

If the searched file is received electronically (E), then user can directly
perform any action.
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e@ffice

A DIGITAL WORK PLACE SCLUTION

Advance Search
SEARCHING FILES/RECEIPTS/DISPATCH [BY USER]

Search has been personalized and customized and has been divided into different section based on the
Parameters:

=  Generic Search Parameters
= Basic Search Parameters
= Advanced Search Parameters

Generic Search Parameters- These parameters basically include filters that are configured by the
eOffice Administrator at the application level. In addition, some user specific parameter(s) such as, Origin

is also included in this section, based on which user can filter the records of the outside department (only in case
of File(s)).

Generic Search Parameters |

Search For |File Creation Year | 2014 Origin | Intemal
Mature | All Physical Scope | Section Electronic Scope | Section
Fig.eFile.285

Basic Search Parameters- These parameters comprises of basic parameters based on which
Files/Receipts/Dispatch are mostly searched. For example, Computer No., File No., Subject in case
of Files/receipts and Dispatch No., Sent To and Subject in case of Dispatch.

Basic Parameters I Advance Parameters

Computer No || File No Subject

File Basic Parameters Fig.eFile.286

Advance Parameters

Computer No | Receipt No Subject
Diary Date E m Main Category | Choose one Sub Category |Choose one [
Name of sender Leiter Date E m

Receipt Basic Parameters Fig.eFile.287

Advance Parameters

Dispatch No Reminder of Dispatch No Sent To Subject

Dispatch Basic Parameters Fig.eFile.288
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Advanced Search Parameters- These parameters all the advanced parameters such as File Heads,

Classified, Action, Pervious & Later reference, etc in case of File module; Delivery Mode, Ref. Letter

No., Diary Remarks, etc, in case of Receipt module and Dispatch Through, Dispatch Date, Language,
etc, in case of Dispatch module. Advanced parameters are mainly used in case user is not sure
about exact details of Files/Receipts/Dispatch to be searched.

Basic Parameters Advance Parameters

Computer Mo
Category
Previous Reference

Old Phy File No

File Heads

® Received From

Output Fields: Cla
Status

Select Main Category

Select Basic Head

Select Department

O sent To
Date

Gomputer No

I File Mo

=

Subject

File No

Sub Category | Select Sub Categor

Later Reference

Select Primary Head

=

Location

Select 5

Remarks

[ opening Date

ection

Gurrently With

Select Secondary Head

[ section

Subject
Classified | Choose one

Creation Date

Select Tertiary Head

Action |Choose ocne

[ oepartment Forward Remark

Pending Day(s) L[]

File Advanced Parameters Fig.eFile.289

Basic Parameters

Computer No
Diary Date

Mame of sender

Delivery Mode
Letter Ref Mo
Ministry

State
Organisation
Designaticn

Address

VIP Type

®) Received From

Advance Parameters

il

Choose one

Choose one

Choose One

Choose one

O zent To

K

Receipt No
Main Category

Letter Date

Diary Remarks
Received Date
Department
City

Classified

Desling Hand

VIP Mame

Select Department

Date

&

Choose one

Choose onge

Choose onge

Choose one

Choose one

i

Select Section

Remarks

Subject

Sub Category |Choose one

Action | Choose one
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To use the search based on the aforesaid parameters, user can use the Advanced link in the application as
follows:

1. Click Advance link as shown in Fig.eFile.291:

EXPAND

O@ffice s+ C.5 BHATT UDC(HS]Z

e e

Search For |File Creation Year | 2014 Ongin | Internal E
Mature | All Physical Scope | Section Elecfronic Scope | Section
Basic Parameters Advance Parameters
Computer Mo File No Subject
Category | Select Main Category Sub Category |Select Sub Category Classified |Choose one E
Previous Reference Later Reference Creation Date EI EI
Oid Phy File Mo
E File Heads | Select Basic Head Select Primary Head Select Secondary Head Select Tertiary Head
Select Department Select Section
® Received From (O Sent To
Date i) = Remarks Action | Choose one

Generic Search Parameters

Computer Mo File Mo Subject Location |:| Opening Date Currently With Section D Department Forward Remark Pending Day(s) D

Search Files

Output Fields: Clan
Status

Copyright © NIC, 2014

Fig.eFig.291
2. Enter the Generic Search Parameters.
3. For Output fields, set the checkbox to TRUE for Computer no/File No/Subject/Path etc.

Only the checked fields will be viewed in the Search Output records.

Note: By Default:
Some output fields will be marked as selected. If required user can select any of the Output fields as per

the requirement.
Records will be searched based on Section Scope, displaying the location of the records, where ever it is

currently lying in the application.

4. Click the Search Files button. ( Fig.eFile.291)
As a result, the records get displayed as per the selected input parameters. User can perform the actions on
the searched records by selecting the searched record and click the action accordingly (Fig.eFile.291).
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Closing / Reopening Process for Files

IMPLEMENTATION PROCESS FOR FILE CLOSING/REOPENING

Process for File Closing:

1. Open the file from the file inbox and initiate the request for closing from the File Inner Page using
the More->Close File>Send for Approval link from the menu bar.

e@ffice

X Do ARRACE SO

eFile electronic file system

| Computer No: 3237863 File No: 40-8/2014-NDM-11

Search

Subject: Non- Monstary Incentive Scheme - Award of Certific...

Closing Approval

e ( Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More | Quick View
* Close File send fi | +
Files = = P L 4.4 e TR _.E.'l...f_r?"""'"a i P e =
} Inbox (38} Park File Close File History
i £ Add Green Note = |Add Yellow Note F = -
Submitted Files for B . Park File History FICE OF DM-IT 1M

b Created *
-+ Drafts
+ Completed

 Parked 23/01/2014 3:21 PM

b Closed
+ Closed Files

Submitted Files for
+ ,
Reopening Approval

» Sent 23/01/2014 3:26 PM
b Conversions
+ Drafts
4 Complatad

¥ Physical File

Create Volume

Merge Details

MRUTYUNJAYA MISHRA
(HC(DM-II))

ASHISH KUMAR PANDA
(Us-1(DM-II)) -

No Attachment Exists

Fig.1

2. On clicking the Send for Approval link, user will be asked to provide mandatory remarks for initiating
the closing process of the file and click on “send” button. A message asking for the confirmation will
appear on user screen, click “OK”.

SWITCe

X O AR SO

eFile electronic file system

Mo: 3240873 File No: E-12011/13/2014-OFFICE OF DM-I1

Search Advanced | Help

Subject: Amit - Third Case

Receipts

= +
= 1
= 5 EL 0" w4 » 1

[ MNoting | Correspendence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |

[ i view |
£ &

[ 7o ) Recent | Al

¥ Inbox (38) Send for Closing Approval details
Submitted Files for

- Computer No 3240873
Closing Approval

File No E-12011/13/2014-OFFICE OF DM-II

| Previous Motings |

j Amit - Third ©
b Creatad Subject m Ird Case
» Drafis Section- OFFICE OF DM-II
+ Completed work is completed
» Darked Remarks:
b Closed g

- Clased Files

Submitted Files for
+ -
Reopening Approval

» Sent
» Conversions

-+ Drafts

There is no correspondence attached with this file.

(ASST-3(DM-11)) |

Bigitlly Signed
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Note: By default, in the Section field, name of the Section will be displayed in which the file was created.

3. An Alert message will appear confirming that the “Request for approval of File Closing has been sent.”
Click “OK”.

4. File(s) which have been submitted by the user for Closing Approval can be viewed from default sub-
folder “Submitted Files for Closing Approval” in user File Inbox.

EVIICe © ASHOKSHUKIA DS(DILT]

A DT MARRGE BT

| Date Range : 29/06/2010 To 10/09/2014

— y
Receipts ‘ View | ‘
Files 8 [ »Computer, o | ~ Initiated B . Intiated _ Approved/Rejected | Approved/Rejected Dealing ohemEiE o3 e .
— On By On Section
[y !
O & se0e73 ASHOK SHUKLA  10/09/14 OFFICECF  workis pending C -

D5(DM-II) 05:48 M-Il completed

Submitted Files for
" ASHOK SHUKLA  10/09/14  Deepika Saini Stene- OFFICE OF May cloze the )
cl A | e /09/14 04: o fiey o
losing Approva || E 3237363 DS(DN-T) 023 (DM 10/09/14 04:54 DML e Approved Cloze  View Aporovers
ASHOK SHUKLA  25/03/14 OFFICE COF closing - o .
& E 3240346 DS(DM-I1) 12:18 DS(OM-1I)  Approvel  Pending Cancel View Approvers

Request for
closing

ASHOK SHUKLA  07/08/14

DS(DM-11) 03:08 Secratary (BM) Pending Cance| View Approvers

) P 3083483

+ Completed

Fig.3

5. From “Submitted Files for Closing Approval” sub-folder, from “Status” column user can check the
status of the file(s) for which he had initiated the closing request and from “Action” column he can also
“Cancel” that initiated request only if the Status of the file is shown as “Pending” and the file will move
back to user File Inbox after filling the remarks.

Note: After Cancellation of the request, user has to again follow the complete process of request for
closing approval to resubmit the request.

Also, from “View Approvers” link, the user can view the names of all the user(s) who are having the
Approver role in the section where the file was created.

ceylce * ASHOK SHUKLA DS -

K DU WOLKRLAEE BOUUTION

| Date Range : 29/06/2010 To 10/09/2014

Receipts sl Cancel remarks
L 8l b~ MMMMM ~ Initiaty Note: Cancelled Fila will be moved to File Inbox mm ~ Remarks =
» Inbox (38) ASHOI @ OFFICE OF wiork is
— ¥ E 3240873 i Pendi figw Approvers,
Submitted Files for . ps(p Wrongly Initiated oM completed Bl
. ASHOI OFFICE OF May close th N — -
Closing Approval || E 3237883 Ds[D Remarks * 4 e fle Approved] Cloze  Wisw Approvers
) Created ASHOI OFFICEOF  closing ) P
LJ E 3240946 Ds(D DS(DH-IT) Approval Pending | Cancs| View Approvers
+ Drafts ASHCI - Request for : .
oK Caneel ) hed figy v
I P 3063438 DS(D - - Secretary (BM) closing Pending | Cancel View Approvers
+ Completed
} Parked

Fig.4
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Note: The file(s) in this sub-section will be only in Read-Only mode and no action can be performed in
the file.

The user(s) who is/are having the role of Approver by clicking on “Approval Requests” section in
File module will be able to view all the request of closing/reopening sent to him/her for the files which
were created by the Approver’s Section and are now initiated for closing/reopening by other user(s).

ADGI1L BOIORACE S0UUTION & Deepika Saini Steno-1(DM-II} v
| Date Range : 29/06/2010 To 10/09/2014
F = = \
Receipts ‘ Approve | Reject | View |
Files = 1 ,%M ~ File Number + Initiated By = Initiated On ~ Remarks w Status ~ Reguest Type v Approver Rejeck A
b Inbox (2) _ .
[ & 2237862 40-8/2014-NDM-TT ASHOK SHUKLA DS(DM-I1) ;g{gz"” wurk"smd Pending Closing Request Approve Reject
Submitted Files for : cempie
Closing Approval [ & 2241067 GR/17/2014-OFFICE OF DM-11 RAJEMDER PARSAD GANDHI ASST(RPG) gi{?g“” dsfsdfsdfedaf  Pending  Closing Request Approve Reject
¥ Created E 2241217 A-13/17/2014-OFFICE OF DM-II  RAJENDER PARSAD GANDHI ASST(RPG) gi{gg“” sdfsd Aparaved Closing Request  Approve Asject
+Drafts . . . 02/03/14 .
E 3241107 A-12014/3/2014-OFFICE OF DM-II RAJENDER PARSAD GANDHI ASST(RPG) 10132 approved Closed  Closing Request  Approve Reject
+ Completed B
[ & 2ze1083 £-12014/2/2014-OFFICE OF DM-II  RAJENDER PARSAD GANDHI ASST(RPG) gi{??‘” okl Pending  Clesing Request  Approve Reject
} Parked ¥
HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI ASST 28/08/14 Reopenin, .
E 3241052 garetrg A{pM-In) ( 12{50" approved gopal  Reopenad P.eqzast q Approve Reject
£ 3241053 et HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI ASST 28/08/14 Approved... Clossd  Closing Request  Approve Reject
osed Ha -1{DM-I1}) 12:42
+Closed Files P 3241049 FR2L MRUTYUNIAYA MISHRA HC(DM-IT) 80814 raved. Closed  Closing Request  Approve Reject
12:21

7.

After clicking on Approval Requests, User can Approve or Reject the request of closing/reopening of
the file by providing mandatory remarks for the same.

A B WGARRAGE ST & Deepika Saini_Steno-1(DM-IT)
[ £ Banne + 29/06/2010 Tn 10/09/2014
Receipts | Approve | Reject | View | Approval Remarks
Files = O sz—mM  File Number Approval remarks ~ Initiated On ~ Remarks ~ Status ~ Request Type | - Approver Rejeck |
¥ Inbox (2) _ @ 10/03/14 Wark is
submitted Files for E 3237863 40-8/2014-NDM- May close the File ‘ 02:32 completed Pending  Closing Reques] Approve Reject
+ P
Closing Approval [ e 3241087 GR/17/2014-OFF] Remarks gf{fg"” dsfedfsdfsdaf  Pending  Closing Request  Aporove  Reiect
b Created E 3241217  A-13/17/2014-OF gf’f gg" B e Approved Closing Request  Apprave  Raject
o
E 3241107 A-12014/3/2014 25{2:”14 approvad Closed Closing Request  Approve Reject
+ Completed -
[] & =241082 A-12014/2/2014-OFFICE OF DM-II  RAJENDER PARSAD GANDHI ASST(RPG) g;{f?"” oki Pending  Closing Request  Approve Reject
¥ Parked -
HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI ASST 28/08/14 Reopening ;
» Aporoval Requests E 2241052 aaratrg -1(DM-IT) 12:50 approvad gopal  Reopened Reguest Apprave Reject
LADTCL FUIAMNCD DARDDOAD (DTMCCL LIIMAD DOAIADATT ACCT 20/00(14

8.

Copyright © NIC, 2014

Once the Approver, Approve or Rejects the file:

8(a). History of the files which were Approved or Rejected is maintained in the Approval Requests
module.

8(b). 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”.
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eFi]e electronic file system

Recaipts
Files =
} Inbox (38)

. Submitted Files for
Closing Approval

} Created
+ Drafts

+ Completed

} Parked

Date Range : 25/06/2010 To 10/05/2014

« ASHOK SHUKIA DS(DM- A

( View |

8] vﬁmmmm

¥l E 2240873
|| E 3237882
|| E 3240946

|| P 3083482

E-12011/13/2014-OFFICE OF DM-I1

40-8/2014-NDM-I

_—
ASHOK SHUKLA
DS(DM-IT)
ASHOK SHUKLA
DS(DM-I1)

L ASHOK SHUKLA

0130 e (o
E-12012/6/2014-0FFICE OF DEIDWEIILL gy,

45-11/2008-NDM-VI/TT

ASHOK SHUKLA
DS(DH-11)

o lntiated
On
10/09/14
05:48
10/09/14
02:32
25/08/14
12118
07/08/14
03:08

— . —
B o Secron hemarks

Deepika Saini Steno-
1(DM-II)
Dzzpika Saini Steno-
1(DM-IT)

10/09/14 06:14

10/09/14 04:54

OFFICE OF
DM-11
OFFICE OF
M-I
OFFICE OF
DS(DM-II)

Sacretary (BM)

Sfatus + Actior| -
3'.12?“ b | aporoved Close e )
;‘;::V st theimpmmmmes |
;J;;:;?m Pending Cancel Vie )
z::if;thr Pending Cancel Ve )

9. After getting the approval, the user then closes the file by clicking on “Close”.

c@Ice

A DT WORKILACE BAUTICN

eFile etectronic file

Receipts
Files =l

¥ Inbox [38)

. Submitted Files for
Closing Approval

} Created
-+ Drafts

» Completed

b Parked

Date Range : 29/06/2010 To 10/09/2014

[ View |
[ - Somouer e pumber ~ Initiated |
) ASHOK SH
¥l E 3240873 / DS(DM-I)
) ASHOK SH
[} E 3237863 DS(DM-II)
ASHOK SH
] E 3240946 DS(DM-II)
e ASHOK SH
[} p 3082428 ! DS(DM-II)

Closing remarks

9

Remarks

Closing remarks

work completed on
L|file 4

cted Dealing
Section
OFFICE OF
DM-II
OFFICE OF
DM-II
OFFICE OF
DS(DM-1I)

Secretary (BM)

~Remarks | Status ~ Actior] -
file may be - |
dlosed Approved Close [View Approvers
May close the Approved Cl - |
file View Approvers
clesing . .

Visw Approvers

Approval Pending Cancal
Request far . .
dlosing Pending Cancal

10. The files which are closed by the user will be in the users “Closed Files” sub-section under “Closed”
section in the File module.

c@ffice

A DR WOAKPRACE BUTION

Receipts

Files

» Inbox (38)

» Created
+ Drafts

» Completed

¥ Parked

. Submitted Files for
Clasing Approval

eFile electronic file

[ Reopen | ]
| | Computero  ~ ~Number ~ Subject ~ Closed on ~ Closing Remarks =]
[ 3237863 E 40-8/2014-NDM-II Non- Monetary Incentive Scheme - Award of Certific... 10/03/14 06:26 work finished
[] 32a0873 £ E-12011/13/2014-OFFICE OF DM-II Amit - Third Case 10/09/14 06:21 work completed on file

b Closed

+ Closed Files

Submitted Files for
+ "
Reopening Approval
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Process for File Reopening:

1. If afile needs to be Re-open, user clicks the Closed Files sub section under Closed section in the
File module.

2. Select the appropriate file from the Closed Files sub section and click the Reopen link from the
main menu bar to initiate the process of Reopening.

L HCAKRACE BAUTIOR - - b
e F i l e electronic file system
] [ Reopen | ]
Receipts
| ComputerMo = ~ Humber ~ Subject v Closed on - Closing Remarks v
Fil
- S| |#| 3237883 E 40-8/2014-NDM-II Mon- Monetary Incentive Scheme - Award of Certific... 10/09/14 06:26 wark finished
Inbox (38)
» Inbox {38) o 3240872 E E-12011/13/2014-OFFICE OF DM-II Amit - Third Case 10/09/14 06:21 work completed on file

= bmitted Files for
Closing Appraval

b Created
+ Drafts

+ Completad

} Parked

b Closed

+ Closed Files

Submitted Files for
Reopening Approval

Fig 10
3. On clicking the Reopen link, user will be prompted :

a. In case user is not having the approval for reopening the file, a message appears, “You are
not privileged to reopen the file. Approval is required to reopen the file. Do you want
to request for reopening approval?”

edrnice

A BORAAGE KUATEA + ASHOK SHUKLA DS(DM-I) v
' [ Reopen | 1
Receipts Confirm
. ComputerBo v v Mumber + Cloging Remarks v
e T E40-B/2014- You are not privileged to reopen the file. Approval is required to reopen the file. Do you want to 6:26 wiork finished
¥ Inbox (33) request for reopening approval? -
L 3240873 E E-12011/13 621 viork completed on file
Submitted Files for
"C\osing Approval Cancel
} Created
+ Drafts
+ Completed
} Parked

Fig.1
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b.

If user selects “OK”, user will be asked to provide mandatory remarks for initiating the

reopening process of the file and click on “send” button. A message asking for the
confirmation will appear on user screen, click “OK”.

cIice

A ORI WOAKIRACE BAVTION

eFile etectronic fite system

& ASHOK SHUKIA DS(DM-II) ~

—

~ Subject

~ Closed on ~ Closing Remarks

4

( “Reopen |
Receipts = -
) ComputerNe ~ ~ Number
Files = s
4 3237863 E 40-8/2014-NDM-II
Inbox (38) . ]
R ook (] 3240873 E E-12011/13/2014-OFF}

Submitted Files for
Closing Approval

» Created
- Drafts
-+ Completed
» Parked
» Closed
-+ Closed Files

Submitted Files for
Reopening Approval

Send for Reopening Approval details

Computer No 38606 File No PullUpMultipleMovement

Subject PullUpMultipleMovement
Section* CMO-(VIKAK)
Remarks*

(coca | sea

0/09/14 06:26 work finished

~110/09/14 06:21 work completed on file

» Sent

Note: In case user is having the Approver role, user can reopen the file(s) which were created by the

approver users section.

4. File(s) which have been submitted by the user for Reopening Approval can be viewed from default
sub-section “Submitted Files for Reopening Approval” in users Closed section in the File module.

c@ffice

& DU, WORKILACE BOLUTION

eFile electronic file system

( | Date Range : 30/06/2010 To 11/09/2014

& ASHOK SHUKIA DS(DM-II) ~

b Created
+ Drafts

+ Completed

b Parked

b Closed
+ Closed Files

Submitted Files for
-+ Reopening
Approval

b Sent

Receipts ( View | ]
Files g o .ﬁimm v File Number - Initiated B  Tnitiated gn.ﬂmmdiﬁﬂmﬂ - Qnﬁmmdiﬁcmﬂd' JDealing oo b st st .
¥ Inbox (28) ASKOK SHUKLA 11/08/14 OFFICE OF DM- file ic nesds to be
et e b ¥ E 3237383 DS(DM-11) 10:54 1 recpened Pending Cancal |isw Sporovars
o -
Closing Approval
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5. By clicking “Submitted Files for Reopening Approval” sub-section, under “Status” column user can
check the status of the file(s) for which he had initiated the reopening request and from “Action”
column he can also “Cancel” that initiated request only if the Status of the file is shown as
“Pending” and the file will move back to user Closed Files sub-section after filling the remarks.

Note: After Cancellation of the request, user has to again follow the complete process of request for
reopening approval to resubmit the request.

Also, from “View Approvers” link, the user can view the names of all the user(s) who are having the
Approver role in the section where the file was created.

[ewrce

A T AR BTN 4 RAJENDER PARSAD GANDHI ASST(RPG) =

eFile eslectronic file system Advanced | Help

Date Range : 29/06/2010 To 10/09/2(4d
Receipts =) Cancel remarks
i Computer : = X Approved/Rejected _ Dealin
Files = O -FP_ ~ File Number Mote: Cancelled File will be moved to Closed Files ejected By ~ o vm ~ Remarks |~ Status ¥ Actien -
» Inbox (22) - @ -
D E 2241243 C-14/8/2014-0FF] AY ASST 08/09/14 02:18 g;;ICE oF REJECTED Rajected | Move to inbox
Submitted Files for s oA
Closing Approval [ & 2241067 GR/17/2014-OFF1q| o defedfzdfeddf Pending | Cancel
¥ Created [ e 2241217 A-13/17/2014-OF ni Stene-1(0M o5 i0g/14 11108 g:r}[fE OF  sdfsd Approved| Close
s
= [ E 2241083 A-12014/2/2014-C g:ff OF ok panding | cancel
Complatad
» Complete o — e T e OFFICE OF ) "
P 3233635  15023/64/2013-NSA ASST(RPG) e e testing.. Pending | Cancel
¥ Parked 4 d
¥ Closed
» Closad Files

Fig.14

Note: The file(s) in this sub-folder will be only in Read-Only mode and no action can be performed in
the file.

6. The user(s) who is/are having the role of Approver by clicking on “Approval Requests” section
in File module will be able to view all the request of closing/reopening sent to him/her for the files
which were created by the Approver’s Section and are now initiated for closing/reopening by other
user(s).

SENICe ’ . \
A DRI MOIRRASE SUUTION 4& Deepika Saini_Steno-1(DM-1I) ~
Date Range : 25/06/2010 To 10/09/2014
Receipts ‘ Approve | Reject | View |
Files = (| -&TMM ~ File Number ~ Initiated By = Initigted On ~ Remarks v Status ~Reguest Type ~ Aporover Reeck
b Inbox (3) - B
[] & 323786z 40-8/2014-NDM-IT ASHOK SHUKLA DS(DM-II} 10/09/14 Work i Pending Closing Request Approve Reject
, Submitted Files for g?g; 1a completed
Closing Appraval [] & 3221087 /17/2014-OFFICE OF DM-11 RAJENDER PARSAD GANDHI ASST(RPG) 11{12" dsfsdfsdfsdaf Pending Closing Request Approve Reject
¥ Creatad E 3241217 A-13/17/2014-OFFICE OF DM-11 RAJENDER PARSAD GANDHI ASST(RPG) gf{gg“” sdfsd Approved Closing Request  Approve Reject
+Drafts i - . 02/09/14
E 3241107 A-12014/3/2014-OFFICE OF DM-11  RAJENDER PARSAD GANDHI ASST(RPG) 10:32 appraved Glosed  Glosing Request  Approve Reject
+ Completed :
[0 & 222108z A-12014/2/2014-OFFICE OF DM-II RAJENDER PARSAD GANDHI ASST(RPG) g;fg?“” ok pending Closing Request Approve Reject
} Parked :
HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI ASST 28/08/14 Reopenin:
E 3241053 agretrg 1(om-m) ( 12{501‘ approved gopal  Reopened Reqﬂast 9 Approve Raject
HARISH CHANDER BABBAR (DINESH KUMAR PRAJAPATI ASST 28/08/14
— E 2241053 agratrg Zi(Dm-mm)) ( 12’:42" Approved... Closed  Closing Request  Approve Raject
+ Closed Files P 2241049 fif121 MRUTYUNJAYA MISHRA HC(DM-II) ig{g?"” approved., Closed  Closing Request  Approve Reject
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7. After clicking on Approval Requests, User can Approve or Reject the request of closing/reopening
of the file by providing mandatory remarks for the same.

e@ffice

A D AR BTN & Deepika Saini Steno-1(DM-T1) »

Date Banoe - 20/0A/2040 To 11/08/2014

i = = b
Receipts [ | s ED | Approval Remarks |
Files =] O vg?TmM  File Number Approval remarks v Initiated On v Remarks v Status  Request Type v Approver RejeclvA
» Inbox (3} — ) @ 11/09/14 Reopening
cbmited Fles for E 3237362 40-8/2014-HDM-] File can be opened 11:08 pl reopan Pending Request Approve Reject
+ N #|
Closing Approval E 3240873  E-12011/13/2014 Remarks ég’fﬁg’l“ Etsemjy be Closed  Closing Request  Approve Reject
¥ Created E 3237863  40-8/2014-NDM-] ég" ggf’l‘t :l‘:"'““ M Cloced  Closing Request Approve Reject
|:| E 3241067 GR/17/2014-0FF] Ti‘(?g"m dsfsdfsdfsdaf Pending Closing Request Approve Reject
+ Completed GZ;'DBHH
E 2241217 A-13/17/2014-OFFICE OF DM-I RAJENDER PARSAD GANDHI ASST(RPG) 1107 sdfsd Approved Closing Request  Approve Reject
} Parked :
E 2241107 A-12014/3/2014-OFFICE OF DM-1I  RAJENDER PARSAD GANDHI ASST{RRG) 02/09/14 approved Clozed Closing Request  Approve Reject
} Approval Requests 10:32
} Closed D E 3241063 A-12014/2/2014-OFFICE OF DM-1I  RAJENDER PARSAD GANDHI ASST(RPG) 01/09/14 okl Pending Closing Request Approve Reject

0411

Fig.16
8. Once the Approver, Approve or Rejects the file:

8(a). History of the files which were Approved or Rejected is maintained in the Approvers Approval
Requests section.

8(b). The user who had initiated the request for reopening of the file will be able to see the Status as
Approved or Rejected under his “Submitted Files for Reopening Approval” sub-section under Closed
section in File Module.

e@ffice )

BT, WO RIAGE B TR -

eFile electronic file system

1 Date Range : 30/06/2010 To 11/09/2014
Receipts [ View | W

ﬁlesb 2| O -£me - pjenber - Infited By ~ Iniated On ~ Approved/Rejected By - APwved/Bcizded . Bealos g | - staiug ~ Action -
¥ Inbox (38)

OFFICE OF DM- File can be
I openad

ASHOK SHUKLA 11/09/14 Dieepika Saini Steno-1{DM-

v 40-8/2014-NDM-TT
[ E 3237863 DS(DM-1T) 11:08 1)

11/08/14 11:30 Approved Reopen Pisw Approvers

. Submitted Files for
Clasing Approval

p Created
+ Drafts

+ Completed

b Parked

¥ Closed
+ Closed Files

Submitted Files for
+ Reopening
Approval

b Sent

Fig.1

9. After getting the approval to reopen the file, the user now can reopen the file.
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e@ffice

A ORI, WORKFRAEA BOAUTION

eFile electronic file system

Date Range : 30/06/2010 To 11/05/2014

& ASHOK SHUKLA DS(DM-II ~

Receipts ( View |
Files ©]| O -Simotel - plenumber -~ Infisted By ~ Initi
» Tnbox (38) ASHOK SHUKLA 11/0
-8/ - -]
W B 2237863 AD20U4NDMALl pony 11:0

Reopening remarks

. Submitted Files for
Clasing Approval

b Created

+ Drafts

+ Completed
b Parked
b Closed

+ Closed Files

Submitted Files for
+ Reopening
Approval

@ Reopening remarks

File is reopened

Remarks *

| Dealing |
Gt Remarks

QFFICE OF DM-
i

File can be
openad

L&

~ Status v Action~ v

Approved Reopen View Approvers

10. The file(s) reopened by the user will be moved to user’s File Inbox.

e@ffice
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eFile electronic file system

Date Range : 30/06/2010 To 11/05/2014

& ASHOK SHUKLA DS(DM-IN

Search | 3237063 £ Advanced | Help

e [ Receive | Reply | Send | View | Move To | More | Hierarchical View | My Files M |
S gl 8 ,ﬁmﬂ&wﬂ ~ Subject ~ Sender vsenton <24 peadon ~ E“i.d‘ -
» Inbox (38) ] 13013/6/2014- 05/09/14 05/09/14 B
O E 3241343 — amit_105 ASHOK SHUKLA,OFFICE OF DS(DM-II -
, Submitted Files for DslDp-nr) - ' { | 0 10:52 ¢
Closing Approval - T L T . NECATIAN (RULOEEr Toeg FLTLETEES ]
e d E 3240872 pyq Amit - Case Second it 105 SINGH),OFFICE OF DM-II 12:32 T 1z ¢
» Create
i o011 /12 20t ) o 15/08/14 15/08/14 BY
+ Drafts 0] E 3240871 Duen AMIT - Case First Deapika Saini, OFFICE OF DM-II 12:25 12:29 (‘
Completad -
* Complete 9 P 3220183 38-2/2013-NMD-II Writ Petition (Civil) No. 823 of 2013 ASHISH KUMAR PANDA,OFFICEOF  30/01/14 B9
Us-1({DM-II) 02:42 ¢
b Parked . e T - trmencisos iiaso et ccccor e oo tas tes =N
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MAINTAINING HISTORY OF CLOSED/REOPENED FILES

1. History of Closing and Reopening will be maintained under the Closing File History sub section

under the More link in the File Inner page menu bar of the selected file

e@ffice

& 0t WORKRALE BUUTION

eFile electronic file system

Receipts
Files [=

} Inbox (38)

Submittad Files for
Closing Appraval

} Created
+Drafts

+ Completed
} Parked

} Closed

| Computer No: 3237863 File No: 40-5/2014-NDM-II

Subject: Non- Monetary Incentive Scheme - Award of Certific]..

. ASHOK SHUKLA DS(DM-IT) ~

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment]

L

B Pt T

Bi |add Green Note || =1 |Add Yellow Nofe

23/01/2014 3:21 PM

MRUTYUNJAYA MISHRA
(HC(DM-II))

TeC

Create Volume

Merge Details

| More |
|| Close File Send for approval
R NEET e
Park File Close File Histary
Park File History HoC it

11

i vin |
P mE

2. History of Closing/Reopening comprises the information related to closing and reopening of the
file.

e@ffice

A1 W RAGE B TGN

eFile electronic file system

Comp No: 3237863 File No: 40-5/2014-NDM-II

Subject: Non- Manetary Incentive Scheme - Award of Certific...

Receipts

Files =l
» Inbox (38)

Submitted Files for
Closing Appraval

b Created

+ Drafts

+ Completed
b Parked
p Closed

+ Closed Files

Submitted Files for
Reopening Approval

| Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Reply | Send | Attachment | More |

y%_@*m i n

i v

Close  ASHCOK SHUKLA DS(DM-1I)

11/09/2014 11:08 AM

request wrongly initiated

Approved On

oo bl all YRS
File Closed History
FILE NUMBER - 40-8/2014-NDM-IT
Action  Actioned By Actioned On Actioned Remarks Approved By Approval Remarks

e

Reopen ASHOK SHUKLA DS(DM-IT)

11/08/2014 11:43 AM

File is rzopened

Deapika Saini Steno-1(DM-11}

11/09/2014 11:30 AM

Close  ASHCK SHUKLA DS(DM-II)

10/09/2014 18:26 M

viork finished

Deepika Saini Stenc-1{DM-11}

10/09/2014 16:54 PM

May close the file
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Reminder Process

Process for Setting Follow Up (Reply Due Date) on Issues:

This provides the user for setting the expected reply date (follow date) on the dispatch that is sent to respective

department(s)/ministries.

The user can set the follow up date for a receipt when

a. Receiptis inside the File

1. User creates the Draft from the file and approves it, or a Draft is sent to the user for approval.

Receipts &
Files =]
» Tnbox (75)

2 bhatt (2)

o AMIT

app

. Submitted Files for
Closing Agproval

» Created
» Drafts
» Completed
¥ Parked
» Approval Requests
» Closed
+ Clos=d Files

Submitted Files for
Reopening Approval

¥ Sent
¥ Conversions
+ Drafts
+ Completed
» Physical File
. gFrEEaj:E New (Non
+ Create New (SF5)
} Electronic File
. gFrESaj:E New (Non
» Creata New (SFS)
» Create Part
» Create Volume

» Recydle Bin

Migrate File =

Dispatch =
Dispatch =
DSC =
Reports (3]
Settings =
Notification [E3]

Ext Department (%]

eFile stectronic fite system

_ —

PRIl Advanced | Help

Computer No: 3241528 File No: A-11012/21/2014-0/0 of HS{MHA)

| Neting | Carrespandence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More

Iir;& No.:DFA/3004787 -V | oo ooy S Print
[=IDraft Details
~ Draft Type® Classified
T Drsft Nature G.O. Prefix
Language*
st Subject*

=ICommunication Details
[SlAttachments

m,
1

{ Maximum of 250 Characters

[ [

Attach File

Fig.1

User approves the draft by clicking on Approve button (Fig.1).

2. After approving the draft, user will have the options to
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2.1 Dispatch By Self
2.2 Dispatch By CRU

Receipts =
Files =]
»+ Inbox (75)

-+ bhatt (2)

- AMIT

= pp

Submitted Files for
Clesing Approval

N
} Created

- Drafts

-+ Complated
» Parked
+ Approval Requests
¥ Closed

-+ Closed Files

Submitted Files for
* Reopaning Approval

» Sent
+ Conversions
-+ Drafts

-+ Completed

-

Physical File

_, Create New (Non
SFS)

-+ Create New (SFS)

» Electronic File

_, Create New (Non
5FS)

-+ Create New (SFS)

Create Part

-

Create Volume

-

} Recycle Bin

Migrate File =
Dispatch =)
Dispatch =
DSC =
Reports *)
Settings [E3]
Notification =

Ext Department [+

Computer No: 3241523 File No: A-11012/21/2014-0/0 of HS(MHA)

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

Draft No. : DFA/3004787 -  Draft Status :
V1.0 Approved

[=IDraft Details

Draft Type*

Draft Nature C

Language*

Subject =

ECommunication Details

Ministry

Department

Name
‘Organization WEA

Address 1

Address 2

Country NDIA
City

Mobile

Fax

Email

[=lAttachments

[»] c.o. Prefix

Classified

{ Maximum of 250 Characters )

Designation

State Ci

Pincode

Landline

Dispatch By CRU | Dispatch By Self hm

Copyright © NIC, 2014




ffice

AL WORK PLACE SCLUTION

3.1 Dispatch By Self

When user clicks on Dispatch By Self, user will be asked to send the draft with Followup or without
Followup.

Receipts =
Filas =
» Inbox (75)

- bhatt (2)

= amIT

+pp

. Submittad Files for
Closing Approval

b Created
= Drafts
- Complatad
+ Parked

Approval Requests
» Closed
» Closad Files

_, Submitted Files for
Recpaning Approval

Sent

Conversions
- Drafts
+ Complatad
» Physical File
. Create New (Non
=Fs)
-+ Greate New (SFS)
b Electronic File
_, Creste New (Non
=Fs)
-+ Create New (SFS)
» Create Part

Create volume

b Recycle Bin

Notification

Migrate File =
Dispatch =
Dispatch =
DsC =
Raports =
Settings =

Ext Department

Computar No: 3241528

File No: A-11012/21/2014-Ofo of HS(MHA}

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

Draft No. : DFA/3004787 -
Vv 1.0

Draft Status :
Approved

=) Draft Details

F Communication Details

Fostal Mode

Medium

Peon Book No

Out Date

Delivery Date

Delivery Status

FAttachments

] Email Details

=IDispatch Options

Postal & Out Register Details

Choose One

Choose One

=2
=

Choose one

[ Qe vion |

Attach File

Fostal Charge
weight

Peon Name Choose One

Qut Time

Delivery Time

| T e | [ o |

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the
dispatch without reminder

3.1(a) After clic

king the send with Followup button, As a result, the Follow Up Setting dialog appears.

Receipts =
Files =
» Inbax (75)

- bhatt (2)

= AMIT

+pp

. Submitted Files for
Closing Approval

¥ Creatsd
+ Drafes
+ Complatad
» Parked
» Approval Requests
» Closed
+ Closad Files

Submitted Files for
Reopening Approval

» Sent
» Conversians

- Drafts

-+ Complated
¥ Physics| File

_, Create New (Non

SFS)

= Create New (SFS)
» Electronic Fila

o gr:;ha New (Non

-+ Create New (SFS)
b Creats Part
b Create Volume

» Recycle Bin

Migrate File =1

=

File Nor AT T0T 7177015075 of FSTMAAT

| Meting | Cerrespondsnce | Draft | References | Link | Details | Movements | Edit | Send | Attachment | Mars |

Draft No. : DFA/3004787 -

V1.0

Draft Status :
Approved

[ Draft Details

Postal Mode

Medium

Peon Book No

Out Date

Delivery Date

Reliven: Stat

[J Email Details

F Communication Details
=l Attachments
=IDispatch Options

[] Postal & Out Register Details

Choose One

Choose One

Follow Up Setting

for follovrup

Description ~

Reply Due Date = 12/09/2014 | (B

@ For Self O For Section

o vien |

Attach File

Postal Charge

weight
Peon Name

Choose One

Out Time

Delivery Time

Copyright © NIC, 2014



A DIGITAL WORK PLACE SCLUTION

3.1(b) Enter the description for the Reminder and Reply Due Date.

3.1 (c) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of
sending by clicking the Cancel button.

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By
default, follow ups will be applicable for self.

3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left
navigation menu bar.

3.1(e) Also, User can view the notification(s) received on the expected reply dates in the
Notifications—>Dispatch Followups section in the left navigation.

?—gmgg % C.SBHATT UDC(HS)2 -
Close  Filter: | Choose one
Receipts =
e o [ Issueno ~ Reply due date  Description  ~ Ministry. ~ Department ~ Address ~ Type ~ Issued By ~Issued On  ~ Action ~ -
_ = [ wv=003ses/z014 23/08/2014 gfdgfdgd,- Issue C.5 BHATT/O/o of HS(MHA) 27/08/2014 Details
TR e = [ w=003s54/2014 28/08/2014 dsfsdf,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
- ] [1 1/2003660/2014 28/08/2014 sadsadas,- Issue €.5 BHATT/C/o of HS(MHA) 27/08/2014  Close  Datails
Dispatch 3] [0 wz003s56/2014 28/08/2014 dsfedf,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
psc & E [0 w=003s52/2014 28/08/2014 Fsfsf,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
— o [0 120036s5/2014 28/08/2014 sdfed,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
[0 w=004069/2014 12/08/2014 dsadsad,~ Issue C.5 BHATT/O/o of HS[MHA] 12/09/2014  Close  Details
Settings [+
[0 1/3004061/2014 12/09/2014 dsadsa,- Issue C.S BHATT/O/o of HS(MHA] 12/09/2014  Close  Datails
e =] [0 w3ao04037/2014 12/09/2014 C. Gopinathan,- Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Closs  Datails
» E:m:f."‘,s [0 waoosos9/z014 12/09/2014 Gopal Gaur Testing File....- Issue C.5 BHATT/O/o of HI[MHA) 12/09/2014  Close  Details
[0 wvaooso4z/2014 12/09/2014 Fdsfadisd,- Issue €.5 BHATT/O/o of HS[MHA) 12/09/2014 Close  Details
. O [ wvaoo40s9/2014(1) 12/09/2014 CABINET SECRETARIAT Gopal Gaur Testing File....- Issue C.5 BHATT/Ofo of HI[MHA) 12/09/2014  Close  Details
[ vzooagaz/z014 12/08/2014 €. Gopinathan,- Reminder C.8 BHATT/O/e of HS[MHA) 12/09/2014  Closs  Details
[ wvzoo4015/2014 12/08/2014 Joshi Nitin, Major Offg SO-1 (Pen/NE).- Issue . C.5 BHATT/G/o of HS[MHA) 11/09/2014  Close  Details
[ wvzoo4023/2014 12/08/2014 D Ramesh Babu,- Issue C.8 BHATT/Cfe of HS[MHA) 11/09/2014  Close  Details
[ wvzoo4041/2014 12/08/2014 sdfgdfs,- Issue C.8 BHATT/Cfe of HS[MHA) 12/09/2014  Closs  Details
[1 wvzo04060/2014 12/08/2014 Gopal Gaur Testing File...Reminder,- Reminder C.5 BHATT/Cfo of HS(MHA) 12/09/2014  Close  Details
[ wvz003s8s/za14 11/05/2014 felsfds.- Reminder C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  Details
[ wv=003s73/2014 11/05/2014 sadas Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  Details
[ w=003ss0/2014 11/05/2014 dsadsad - Issue C.5 BHATT/O/o of HS{MHA] 11/03/2014  Close  Details
Showing 1 to 20 of 58 €s<123>2>

Fig.5

3.1(f) After the reply is received, User can close the reminder by clicking on “Close” button under Action
column and filling the remarks and reply received date.
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i ks i % C.SBHATT UDC(HS)Z ~
eFile etectronic file system Search Jel Advanced | Help
Close  Filter: | Choose one
Receipts
Issue No ~Replv due date  Description = Ministry ~ Department ~ Address ~ Tvpe ~ Issued By ~Issued On  ~ Action ~ -
Files
. [ wv=003ses/z014 23/08/2014 gfdgfdgd,- Issue C.5 BHATT/O/o of HS(MHA) 27/08/2014  Close  |petails
Migrate File
[ 13003654/2014 28/08/2014 dsfsdf,- Issue €.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  [petails
- [1 1/2003660/2014 28/08/2014 sadsadas,- Issue €.5 BHATT/C/o of HS(MHA) 27/08/2014  Close  |Details
Dispatch [0 wz003s56/2014 28/08/2014 dsfedf,- Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  [Details
5= ! [ v3003652/2014 28/08/2014 Closing Confirmation Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  [Details
— [0 w3003655/2014 28/08/2014 Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  [Details
eports
[ 1/3004065/2014 12/09/2014 @ Do you want to close the reminder ? Issue C€.5 BHATT/O/o of HS(MHA) 12/09/2014  Close  |Datsils
Settings
= [0 wv3o0s0s1/2014 12/05/2014 Issue C.5 BHATT/O/o of HS[MHA] 12/09/2014  Close  |Datsils
- - Remarks*
Notification E [0 1/2004027/2014 12/05/2014 Tssue C.5 BHATT/O/o of HS(MHA] 11/09/2014  Closs  |Datails
) Dispatch [ 1/2004039/2014 12/05/2014 Reply Issus C.5 BHATT/O/o of HS[MHA) 12/09/2014  Closs  [Details
Followups Recsived
[0 vaoos04z/2014 12/09/2014 Date=* Issue C.5 BHATT/O/o of HI[MHA) 12/09/2014  Close  [Details
L ol [0 1/3004059/2014(1) 12/09/2014 CABINET SECRETA Issue €.5 BHATT/G/o of HI[MHA) 12/09/2014  Closs  [Detzils
[ vaooso4a/z014 12/09/2014 Reminder C.5 BHATT/Ofo of HI[MHA) 12/09/2014  Close  [Deteils
[ wvzoo4015/2014 12/08/2014 - Issue . C.5 BHATT/G/o of HS[MHA) 11/09/2014  Closs  [petails
[ wvzoo4023/2014 12/08/2014 T Issue C.8 BHATT/Cfe of HS[MHA) 11/09/2014  Closs  [Details
[ wvzoo4041/2014 12/08/2014 sdfgdfs,- Issue C.8 BHATT/Cfe of HS[MHA) 12/09/2014  Closs  [Details
[1 wvzoo4ce0/2014 12/08/2014 Gopal Gaur Testing File...Reminder,- Reminder C.8 BHATT/Cfe of HS[MHA) 12/08/2014  Close  [Details
[1 wv=oo3sss/zaia 11/08/2014 Felsfds.- Reminder C.5 BHATT/Cfo of HS(MHA) 11/09/2014  Close  |Details
[ wv=003s73/2014 11/05/2014 sadas Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  |Details
[ wv=003ss0/2014 11/05/2014 dsadsad, Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  |Details
Showing 1 to 20 of 58 <<<12322>

3.1(g) This provides the user to view all the reminder notifications if the reply is not received by the
expected reply date (reply due date).

User can also view the details of the notification by clicking the Details link (Fig.6). As a result
Notification Details dialog appears as follows:

Close  Filter: Choose one
Receipts
—— [ Issue o ~ Reply due dote  Description  ~ Ministry ~ Department ~ Address ~ Type ~ Issued By ~Issued On  ~ Action = -
[ 13003ses/2014 23/08/2014 gfdgfdgd.- Issue .5 BHATT/Ofa of HS(MHA) 27/08/2014  Close  Details
Migrate File
[ 13003854/2014 28/08/2014 dsfsdf,- Issue C.5 BHATT/Ofo of HS({MHA) 27/08/2014  Close  Details
o pie [ 1/3003660/2014 28/08/2014 Notification Details < C€.5 BHATT/O/a of HS{MHA) 27/08/2014  Cles=  Details
Dispatch [0 13003656/2014 28/08/2014 Jssue No 113003666/2014 .5 BHATT/Ofa of HS(MHA) 27/08/2014  Close  Details
psc I [0 130036s2/2014 28/08/2014 Subject dfgidgdfa C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close
— [0 1/3003659/2014 28/08/2014 Issued Against N C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Details
[0 1/3006083/2014 12/08/2014 File No. 1-11/28/2014-SECLAN-DOIT C.S BHATT/O/o of HS{MHA) 12/09/2014  Close  Datails
P— ] v3004061/2018 12/08/2014 Recsipt No R C.S BHATT/Of0 of HS(MHA) 12/09/2014  Closs  Details
B = [0 1/3004027/2014 12/03/2014 Closed By - C.S BHATT/Of0 of HS{MHA) 11/09/2014  Closs  Details
» E;TI‘:::‘L [0 1/z004059/2014 12/03/2014 Closed On - .5 BHATT/O/o of H[MHA) 12/09/2014  Clos=  Details
[0 1/3004042/2014 12/08/2014 Closing Remarks - .5 BHATT/Ofo of HS[MHA) 12/09/2014  Close  Details
e [] 1/3004059/2014(1) 12/03/2014 CABINE Reply Received Date - C.5 BHATT/O/0 of HS[MHA) 12/09/2014  Close  Details
[ 1/2004043/2014 12/08/2014 .5 BHATT/Ofo of HE[MHA) 12/09/2014  Close  Dstails
[0 w3004015/2014 12/08/2014 © C.5 BHATT/Ofo of HS(MHA) 11/09/2014 Close  Dstails
[ 13004023/2014 12/08/2014 .S BHATT/Ofa of HS(MHA) 11/09/2014  Close  Details
[0 1/3004041/2014 12/08/2014 .5 BHATT/Ofa of HS(MHA) 12/09/2014  Close  Details
[ 13004080/2014 12/08/2014 .5 BHATT/Ofa of HS(MHA) 12/09/2014  Close  Details
[ 13003389/2014 11/05/2014 C.5 BHATT/Ofo of HS({MHA) 11/09/2014  Close  Details
[0 13003573/2014 11/05/2014 C.5 BHATT/Ofo of HS(MHA) 11/09/2014  Close  Details
[ 12003950/2014 11/05/2014 C.5 BHATT/Ofo of HS(MHA) 11/09/2014  Close  Details
Showing 1 to 20 of 58 csci232z22
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User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today,
Next 7 Days, Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active,
All Closed.
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?.-umf.!.l.g...? & C.5BHATT UDG[HS)2

eFile electronic fil tem Advanced | Help
. _ Close

e 2, D Isque No Next 7 Days Departnent ¥ Addrass * Draft Type ¥ Subject ¥ Issued By ¥lssued On ¥ Action ¥

s @ [ yabozsss 201 mx ;g g:;: ofdgfdod-  Issue dfafdodfg C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Details
Migrate File [ [0 1/9po3ss4/z01|Prev. 7 Days dafsdf - Issue fdsfsfdsf C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Closs  Details
Dispatch # [ yahosssszor E[z:: ;g 332 sdfsd,- Issue test ©.5 BHATT/Ofo of H3(MHA) 27/08/2014  Clos=  Details
e | O vguessero ::: é:;!’: # dafedf- Issue fstefst €. BHATT/Ofo of HS(MHA) 27/08/2014  Close  Detais
= v I O vhosssz/zomd 28/08/2014 flsfdsf,- Issue dfsfadf C.5 BHATT/O/o of HS(MHA) 27/08/2014  Clos=  Details

—|® [0 vaozsa0/20me 28/08/2014 sadsadas.  Issue dasdsadas C.5 BHATT/O/e of HS(MHA) 27/08/2014  Clos=  Details

T & [ v=o0zs8s/2014 11/08/2014 fdsfds,- Reminder fdsfsdf .5 BHATT/Ofo of HS(MHA) 11/03/2014 Close Details
Seftings B O yzo0a7r014 11/08/2014 sadas- Issue dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2004  Close  Details
Notification = [ 1/z003890/2014 11/0%/2014 dsadszd,- Issue deadsad C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  Details
b Dispatch Followups [0 120029742014 11/08/2014 cadas,- Reminder dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2014  Close  Details

3.2 Dispatch By CRU

Create the Draft, approve it, and at the time of dispatch, in case user wants to dispatch the draft
through CRU, click the Dispatch By CRU button.

3.2(a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or
without Followup.

Computer No: 3241528 File No: A-11012/21/2014-Ofa of HS{MHA)

Receipts = Noting | Correspondence | Draft | Referances | Link | Details | Mowements | Edit | Send | Attachment | Mare | |
Files. =
Draft No. : DFA/3004787 -  Draft Status :

» Inbox (75) v 1.0 Approved

= bhatt (2} (= Draft Details

= AMIT

+pp

Submitted Files for EAttachments
~ Closing A | B =
o=ing Apareve =Dispatch Options

» Created

+ Drafes - [ Email Details

- Complated Postal & Out Register Details
» Parked
+ Amproval Requests Postal Mode Choose One Postal Charge
» Clased Medium Choose One Weight

-+ Closed Files

Peon Book No Peon Name Choose One
. ‘Submitted Files for
Recpening Approval
Out Date Out Time

» Sent E

Con
» Conversions Delivery Date = Delivery Time

-~ Drafts

+ Completed I Delivery Status Cheoose one
» Physical File i

. Creste New (Non
=FS)

-+ Create Naw (SFS)
» Electronic File
_, Create New (Non
SFS)
-+ Create New (SFS)
b Create Part
b Create Volume

» Racycle Bin

Migrata File

Dispatch

Dispatch

DSsc

Reports

Settings

L 1

1

Notification

| Send without Followup | Send with Followup |

Ext Department
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Note: In case no reminder setting is required, click the Send Without Follow Up button to send the
dispatch without reminder

3.2(b) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears.

Files =
Draft No. : DFA/2004802 -  Draft Status : =1 Prin
» Inbox (75) vi0 Approved =
» bhatt (2)

= Draft Details

- AMIT . .
ﬁ (eI AT
+pp

, Submittzd Files for [ElAttachments

Closing A | . .

csing Approval [=Dispatch Options
b Created
e Dispatch By CRU Details
+Dra Create the Draft, approve it, and at fhe time

of
-» Completed ispateh in case user wants 2 dispatch the draft shrough CRU, click the Dispateh By CRU User(s) BALWAN SINGH Delivery Mode: | By Hand

¥ Parked
» Approval Requests Remarks:
b Closed

-+ Closad Files

Submitted Files for

* Reopening Approval

» Sent

-+ Drafts

+ Complated
b Physical Fil= Follow Up Setting

Create New (Non -
aore for folloyup

-+ Create New (SFS) Description »
+ Electronic File

+ Grate e ton Reply Due Date * 12/05/2014_| ]

» Create New (SFS) ® For seif O For Section

» Create Part

} Create Volume

} Recycle Bin

Migrate File =

Dispatch [F]

Fig.9
3.2(c) Enter the description for the Reminder and Reply Due Date.

3.2(d) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of
sending by clicking the Cancel button.

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By
default, follow ups will be applicable for self.

Note: In case CRU returns back the Dispatch (using Return feature, already set follow up will remain
intact. In no case, CRU is privileged to set the follow up.

3.2(e) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left
navigation menu bar.

3.2(f) Also, User can view the notification(s) received on the expected reply dates in the
Notifications—>Dispatch Followups section in the left navigation.
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?—?imgv? & C.S BHATT UDC(HS)2 ~
Close  Filter: | Choose one
Receipts
T [] IssuemNo ~Replv due date  Description = Ministry ~ Department ~ Address ~ Tvpe ~ Issued By ~Issued On  ~ Action ~ -
[ wv=003ses/z014 23/08/2014 gfdgfdgd,- Issue C.5 BHATT/O/o of HS(MHA) 27/08/2014  Close  Details
Migrate File
[ 13003654/2014 28/08/2014 dsfsdf,- Issue €.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Details
- [1 1/2003660/2014 28/08/2014 sadsadas,- Issue €.5 BHATT/C/o of HS(MHA) 27/08/2014  Close  Datails
Dispatch [0 wz003s56/2014 28/08/2014 dsfedf,- Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  Details
5= ! [ v3003652/2014 28/08/2014 Fsfsf,- Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  Details
— [0 w3003655/2014 28/08/2014 sdfsd,- Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014  Close  Details
[0 1u3004063/2014 12/09/2014 dsadsad,- Issus C.5 BHATT/Ofo of HS{MHA) 12/03/2014  Closs  Datsils
Siat o [0 wv3o0s0s1/2014 12/05/2014 dsadss,- Issue C.5 BHATT/O/o of HS[MHA] 12/03/2014  Close  Datais
Notification E [0 1/2004027/2014 12/05/2014 C. Gopinathan,- Issue C.5 BHATT/O/o of HS(MHA] 11/09/2014  Closs  Datails
» E;Tm:f.:‘,s [0 waoos0s9/2014 12/09/2014 Gopal Gaur Testing File....- Issue C.5 BHATT/Ofo of HS{MHA) 12/09/2014 Closs  Details
[0 vaoos04z/2014 12/09/2014 Fdsfadisd,- Issue C.5 BHATT/O/o of HI[MHA) 12/09/2014  Close  Details
L ol [0 1/3004059/2014(1) 12/09/2014 CABINET SECRETARIAT Gopal Gaur Testing File....~ Issue €.5 BHATT/G/o of HI[MHA) 12/09/2014  Close  Datails
[ vaooso4a/z014 12/09/2014 €. Gopinathan,- Reminder C.5 BHATT/Ofo of HI[MHA) 12/09/2014  Close  Details
[ wvzoo4015/2014 12/08/2014 Joshi Nitin, Major Offg SO-1 (Pen/NE).- Issue . C.5 BHATT/G/o of HS[MHA) 11/09/2014  Close  Details
[ wvzoo4023/2014 12/08/2014 D Ramesh Babu,- Issue C.8 BHATT/Cfe of HS[MHA) 11/09/2014  Close  Details
[ wvzoo4041/2014 12/08/2014 sdfgdfs,- Issue C.8 BHATT/Cfe of HS[MHA) 12/09/2014  Closs  Details
[1 wvzoo4ce0/2014 12/08/2014 Gopal Gaur Testing File...Reminder,- Reminder C.8 BHATT/Cfe of HS[MHA) 12/09/2014  Closs  Details
[1 wv=oo3sss/zaia 11/08/2014 Felsfds.- Reminder C.5 BHATT/Cfo of HS(MHA) 11/09/2014  Close  Details
[ wv=003s73/2014 11/05/2014 sadas Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  Details
[ wv=003ss0/2014 11/05/2014 dsadsad, Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014  Close  Details
Showing 1 to 20 of 58 <<<12322>

3.2(g) After thereply is received, User can close the reminder by clicking on “Close” button under Action
column and filling the remarks and reply received date.

s oammac s 4% C.SBHATT UDC(HS)? =
eFile etectrenic file system Search yel Advanced Help
Close  Filter: Choose one
Receipts
= [ Issueho ~Reply due date  Descriion  ~ Ministry ~ Department ~ Address ~ Tvpe ~ Issued By ~ Issued On -
. [0 waoosses/z014 29/08/2014 gfdgfdad,- Issue C.5 BHATT/O/o of HI[MHA) 27/08/2014 Details
Migrate File
[ wvaoosssa/zo14 28/08/2014 dsfsdf.- Issue C.5 BHATT/Ofo of HI[MHA) 27/08/2014  Closs  Details
2 =
Loics [ 1/acc3se0/2014 28/08/2014 sadsadas~ Issue €.5 BHATT/O/o of HS[MHA) 27/08/2014  Close  Destails
Dispatch [ vaoo3sss/zo1a 28/08/2014 dsfedf.- Issue C.8 BHATT/O/e of HS[MHA) 27/08/2014  Closs  Details
bsc I [ wvzoo3ssz/zona 28/08/2014 Closing Gonfirmation Issue C.8 BHATT/Cfe of HS[MHA) 27/08/2014  Closs  Details
— [ wvzoo3sseszona 28/08/2014 Issue C.8 BHATT/Cfe of HS[MHA) 27/08/2014  Closs  Details
eports
[1 wv3o04069/2014 12/08/2014 @ Do you want to close the reminder ? Issue C.S BHATT/Cfo of HS(MHA) 12/09/2014  Close  Details
Settings
= [ wvz004061/2014 12/05/2014 Issue C.5 BHATT/O/o of HS(MHA) 12/09/2014  Close  Details
r— Remarks®
Notification = [ wz2004037/2014 12/09/2014 Issue C.5 BHATT/O/0 of HS{MHA) 11/09/2014 Close Details
» EiTIPB"" [] 1/2004059/2014 12/09/2014 ;EF‘Y J @ Issue C.S BHATT/O/o of HS(MHA} 12/09/2014  Close Details
ollowups eceive:
[1 1200404272014 12/09/2014 Date* Issue C.5 BHATT/Ofo of HS{MHA) 12/03/2014  Close  Details
e [0 1/2004059/2014(1) 12/08/2014 CABINET SECRETAF Issue C.5 BHATT/Gfo of HS(MHA) 12/09/2014  Close  Datails
[0 1200404372014 12/05/2014 Reminder €.5 BHATT/Ofs of HS{MHA) 12/09/2014  Close  Details
[0 12004015/2014 12/05/2014 - Issue . C.5BHATT/O/o of HS(MHA] 11/09/2014  Close  Details
[0 /300402372014 12/09/2014 e Issue C.S BHATT/O/o of HS(MHA] 11/09/2014  Close Datails
[0 120040412014 12/09/2014 sdfgdfs - Issue C.S BHATT/Ofo of HS(MHA) 12/09/2014  Close  Details
[0 120040602014 12/09/2014 Gopal Gaur Testing Fils...Reminder,- Remindar C.S BHATT/Ofo of HS(MHA) 12/09/2014  Close  Details
[0 waooasesrzo14 11/09/2014 fesfds.- Reminder C.5 BHATT/Ofo of HS{MHA) 11/09/2014  Close  Datails
[0 waooaszaszors 11/09/2014 sadas - Issue C.5 BHATT/O/o of HI[MHA) 11/09/2014  Close  Details
[0 waooasso/zo14 11/09/2014 dsedsad, Issue C.5 BHATT/O/o of HI[MHA) 11/09/2014  Close  Details
Shaving 1 to 20 of 58 <c<12323>

11

3.2(h) This provides the user to view all the reminder notifications if the reply is not received by the
expected reply date (reply due date).

User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today,
Next 7 Days, Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active,
All Closed.
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D i b s C.S BHATT UDC[HS)Z |
Receipts *
D Isque No Next 7 Days Departfhent  ~ Address ~ Draft Type ¥ Subject  Issued By vlssued On ¥ Action ¥
Files B O ydossserao m:ﬁ ;g g::z ofdgfded,-  Issue dfgfdgdg C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Closz  Details
Migrate Fila [ [ 1/9poass4/201|Prev. 7 Days dfsdf,- Issue fdsfsfdsf C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Details
Prev. 15 Days
Dispatch ® O v3poess/201|prey. 30 Days sdfed,- Issue test C.5 BHATT/O/o of HS{MHA) 27/08/2014 Close  Details
All Active §
.- E N .
Dispatch & [0 v3pozsss/a0y 'l Closed dsfsdf, Issue fdsfafdsf €.5 BHATT/O/o of HS(MHA] 27/08/2014  Close  Delails
oy & [ y3ozesz/zois 28/08/2014 fasfdsf.- Issus dsfadf C.5 BHATT/O/o of HS(MHA] 27/08/2014  Close  Detaile
- [0 1z003660/2014 26/08/2014 sadsadas,- Issue dasdsadas .5 BHATT/Ofo of HS(MHA) 27/08/2014 Close Details
Reports 3]

— - [ vzo03983/2014 11/08/2014 fdsfds, Reminder fsfadf ©.5 BHATT/O/o of HS(MHA] 11/05/2014  Closs  Details
e B O yeo0zerzra0me 11/03/2014 sadzs- Issue dsadasdsa €.5 BHATT/Ofo of HS(MHA) 11/05/2014  Cose  Details
Notification = [0 1/z003890/2014 11/03/2014 dsadsad,- Issue dsadsad C.5 BHATT/Ofo of HS(MHA) 11/0%/2014 Close Details
b Dispatch Followups [0 wyzo0z974/2014 11/05/2014 sadas,- Reminder dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2014  Close  Details

Fig.12

b. Receiptasa Stand alone

This provision the user for setting the expected reply date (follow date) on the dispatch thatis sent to
respective department(s)/ministries.

1. Open the receipt and click on Dispatch button at the top menu bar.

4Dt A i 4 C.5 BHATT UDC(HSI2 =
cFile s e e EI o |
| Send | Reply | Put in a Fila | Copy | Dispatch [|Da | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |
Receipts =
» [ Receipt Details

b Brovis: and Dizise L 233264(2)/2014/0FFICE OF US-4(DMJI}
b Inbox (5) Receipt No 1 File No

+shiv

From : Mansi Designation :

Email Diarisati
b Emall Diarsation Main Category :  External Visit Sub Category
b Creatsd b

B .

\ Sant ¥ 'ﬁ? Address - CGOo Sent Date : ;uﬂgm 03:18
b Closed (:;‘;:i Letter Ref. No Letter Date : 449114
} Acknowlzdgement Subject : e0ffice Framework Enclosures: 12341234

* Created [=IMovement Details

Sant O . [

e . The e-Office Framework: Sent By ~ SentOn - SentTo ~ Actionr Remarks Read On ~rr

¥ Recycle Bin I A Way Forward for the Government ARUNA BANSALOFFICE OF US- 11/09/14  CSBHATTOf0ofHS [ oo 11/09/24
1{DM-IT) 03:16 (MHA) 03:16

Files =

Fig.13

Note: User can also create the Dispatch w.r.to a receipt from receipt inbox by selecting the corresponding
receipt from the check box and clicking the Dispatch button at top menu bar.
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2. User creates the draft and approves the draft.
3. After approving the draft, user will be having the options to

3.1 Dispatch by Self
3.2 Dispatch by CRU

eFile electronic file system Saarch L2 Advanced | Help
| Send | Reply | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | |
Receipts =
Draft No. : DFA/3004813 -  Draft Status :
¥ Browse and Diarise V1.0 Aooroved
» Inbex (5) [=IDraft Details
=+ shiv
b Email Diarisation
Draft Nature G.0. Prefix
» Created
b Sent Language*
b Closed cutient
et raceipt dfs ubject®
+ Acknowledgement { Maximum of 250 Characters )
+ Created 3332757201410/ of H5 []
+Sent Receipt Number e Reply Type Choose one
m
} Recycle Bin Pl p
= I = Communication Details
Files (E3] Ministry
Migrate File = Department
Dispatch = Name Designation asdsa
Dispatch = Crganization
DSC () Address 1~
Co = i Address 2
— Count DA e State Choose one “
Settings = Y
- City Pincode
MNotification =
Maobile Landline
Ext Department  [£]
Fax
Email
S Attachments m

| Dispatch By CRU | Dispatch By Self ﬂ

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the
dispatch without reminder
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3.1 Dispatch By Self

3.1 (a) After clicking Dispatch By Self, users clicks on the send with Followup button, As a result,
the Follow Up Setting dialog appears.

eljle etectronic file system Search D Advanced | Help

" Send | Reply | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | ‘

Receipts =
Draft No. : DFAf2004812 -  Draft Status :
} Browse and Diarise V1.0 Aporoved
» Inbox (5) [#IDraft Details

h P e
- Y - | [ Communicstion e

» Email Diarisation

*lAttachments Attach File
+ Created

b Sent (= Dispatch Options
b Closed [ Email Details
b Acknawledgement st TcaptdR - -
-+ Created Postal & Out Register Details
-+ Sent Postal Mode Choose One Postal Charge l:l
Files =

o U ale E i ime

Peon Book No

Dispatch =
Dispatch = Delivery Date Delivery Time |:|
DSC =]
Delivery Status Choose one

Reports 3] A

_ Follow Up Setting
Settings =
Notification =

— Description *
Ext Department [+

Reply Due Date * E

® For 5elf O For Section

Send with Followup

Send without Followup

Fig.15

3.1(b) Enter the description for the Reminder and Reply Due Date.

3.1 (c) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of
sending by clicking the Cancel button.

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By
default, follow ups will be applicable for self.

3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left
navigation menu bar.
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3.1(e) Also, User can view the notification(s) received on the expected reply dates in the
Notifications—>Dispatch Followups section in the left navigation.

c@ffice

eR——

-

S BHATT UDC(H: -

Close  Filter: | Choose one
Receipts
= [] Issueno ~ Reply due date  Descriplion = Ministry ~ Department ~ Address ~ Tvpe ~ Issued By ~Issued On  ~ Action ~
- [] 13o03sss/zo14 23/08/2014 gfdgfdgd,- Issue C.5 BHATT/G/o of HS(MHA] 27/08/2014  Close  Details
=T [ 13003854/2014 28/08/2014 dsfsdf,- Issue C.5 BHATT/G/o of HS(MHA] 27/08/2014  Close  Details
it [] 1/3003s60/2014 28/08/2014 sadsadas,- Issue C.5 BHATT/G/o of HS(MHA] 27/08/2014  Close  Details
Dispatch [ 1/3003ss6/2014 28/08/2014 dsfsdf,- Issue C.5 BHATT/G/o of HS(MHA] 27/08/2014  Close  Details
psc ! [ 1/a003ss2/2014 28/08/2014 fdsfdsf,- Issue C.5 BHATT/O/o of HS(MHA) 27/08/2014  Close  Details
— [ 1/2003855/2014 28/08/2014 sdfad - Issue .5 BHATT/O/o of HS(MHA] 27/08/2014  Closs  Details
[] 1/2004065/2014 12/09/2014 dsadsad,- Issue C.5 BHATT/O/o of HS{MHA) 12/09/2018  Closs  Datails
e [0 wv3o0s0s1/2014 12/08/2014 deadsa,- Issue C.5 BHATT/O/o of HS[MHA) 12/03/2014  Close  Datais
oot = [0 1/3004037/2014 12/09/2014 C. Gopinathan,- Issue C.5 BHATT/O/0 of HS(MHA] 11/03/2014
» E:I‘::f.:‘,s [0 1w/3004059/2014 12/09/2014 ‘Gopal Gaur Testing File...,- Issue C.5 BHATT/C/o of HS(MHA) 12/09/2014
[ 1/2c04042/2014 12/08/2014 fdsfadfzd,- Issue €.5 BHATT/C/o of HS[MHA) 12/09/2014
Lo [] 1/2c04059/2014(1) 12/08/2014 CABINET SECRETARIAT Gopal Gaur Testing File Issue €.5 BHATT/O/o of HS[MHA) 12/09/2014
[ 1/2c04043/2014 12/08/2014 C. Gapinathan,- Reminder €.5 BHATT/O/o of HE[MHA) 12/08/2014
[ 12c04015/2014 12/08/2014 Joshi Nitin, Major Offg $0-1 (Pen/NE).- Issue €.5 BHATT/O/o of HE[MHA) 11/08/2014
[ 1acca023/2014 12/08/2014 D Ramash Babu,- Issue €.5 BHATT/O/o of HE[MHA) 11/08/2014
[ 1acca0a1/2014 12/08/2014 sdfgdfs, Issue €.5 BHATT/O/o of HE[MHA) 12/08/2014
[ 13coac60/2014 12/05/2014 Gopal Gaur Testing File...Reminder,- Reminder €. BHATT/C/o of HS[MHA) 12/09/2014
[] 3oo3ses/zote 11/05/2014 fsfds,- Reminder C.5 BHATT/G/o of HS(MHA] 11/09/2014
[] 3o03s7a/zone 11/05/2014 sadas,- Issue C.5 BHATT/G/o of HS(MHA] 11/09/2014
[] 13003sso/zo014 11/08/2014 dsadsad,~ Issue C.5 BHATT/O/o of HS(MHA) 11/09/2014

Showing 1 to 20 of 58

3.1(f) After the reply is received, User can close the reminder by clicking on “Close” button under Action
column and filling the remarks and reply received date.

c@fce

s woA A sOK TN & C.S BHATT UDC(HS)2 ~
Close  Filter: | Choose one
Receipts
e [ Issueno ~ Reply due date  Description  ~ Ministry. ~ Department ~ Address ~ Type ~ Issued By ~Issued On  ~ Action ~
= [ w=003ses/2014 29/08/2014 gfdgfdgd,- Issue C.5 BHATT/Ofo of HS(MHA) 27/08/2014 Details

TR e [ 1200365472014 28/08/2014 dsfedf,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014 Details
e [0 1/2003660/2014 28/08/2014 sadsadas,- Issue €.5 BHATT/C/o of HS(MHA) 27/08/2014 Details
Dispatch [ 1/a003sse/2014 28/08/2014 dsfedf,- Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
psc ! [0 120036522014 28/08/2014 Closing Confirmation Issue C.5 BHATT/O/o of HS{MHA] 27/08/2014  Close  Details
e [0 1/3003659/2014 28/08/2014 Issue C.S BHATT/O/o of HS(MHA] 27/08/2014  Close  Datails

[0 v300s089/2014 12/05/2014 @ Do you want to close the reminder ? Issue C.5 BHATT/O/o of HS[MHA] 12/03/2014  Close  Datais
. [0 waoo40e1/2014 12/09/2014 Issue C.5 BHATT/O/o of HS[MHA) 12/09/2014  Close  Details
il 5] [0 w3oos037/2014 12/09/2014 Remarks® I:' Issue €.5 BHATT/C/o of HS(MHA) 11/09/2014  Closs  Details
» E:I‘::f.:‘,s [0 w3o040s3/2014 12/09/2014 R::p‘ey\'ved Issue C.S BHATT/C/o of HS[MHA} 12/09/2014  Close  Details

[0 wvaooso4z/2014 12/09/2014 Date™ Issue €.5 BHATT/O/o of HS[MHA) 12/09/2014 Close  Details
L o [1 w3004059/2014(1) 12/09/2014 CABINET SECRETAF Issue C.5 BHATT/O/o of HS[MHA) 12/09/2014

[ vzooagaz/z014 12/08/2014 Reminder C.8 BHATT/O/e of HS[MHA) 12/09/2014

[ 1acca01s5/2014 12/08/2014 - Issue €.5 BHATT/O/o of HE[MHA) 11/08/2014

[ wvzoo4023/2014 12/08/2014 T Issue C.8 BHATT/Cfe of HS[MHA) 11/09/2014

[ wvzo04041/2014 12/08/2014 sdfgdfs,- Issue C.5 BHATT/Cfo of HS(MHA) 12/09/2014

[ w=004060/2014 12/05/2014 Gopal Gaur Testing File...Reminder,- Reminder C.5 BHATT/O/o of HS(MHA) 12/03/2014

[ wvz003s8s/za14 11/05/2014 felsfds.- Reminder C.5 BHATT/O/o of HS(MHA) 11/03/2014

[ w=003s73/2014 11/05/2014 sadas, Issue C.5 BHATT/O/o of HS{MHA] 11/03/2014

[1 w=003950/2014 11/05/2014 dsadsad,- Issue C.5 BHATT/O/o of HS{MHA] 11/03/2014

Showing 1 to 20 of 58

Fig.17

3.1(g) This provides the user to view all the reminder notifications if the reply is not received by the
expected reply date (reply due date).
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User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today,
Next 7 Days, Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active,
All Closed.

it snn e C.5 BHATT UDC[HS)Z |
_ Close
Receipts I+
_ D Isque No Next 7 Days Departfnent ¥ Address ~ Draft Type ¥ Subject  Issued By vIssued On  ~Action ~
Files B O ydossseraon m:ﬁ ;g g::z ofdgfded,-  Issue dfgfdgdg C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Closz  Details
Migrate File = [0 wahozssaszo1|Prev. 7 Days dsfsdf,- Issue fdsfafdsf .5 BHATT/O/o of HS(MHA) 27/08/2014 Close Details
Prev. 15 Days
Dispatch ® O  v3pozsss/zoiprey. 30 Days sdfed,- Issue test C.5 BHATT/O/o of HS{MHA) 27/08/2014 Close  Details
All Active §
= . - e
Dispatch ® [0 v3pozsss/a0y All Closed dsfedf, Issus fdsfsfdsf C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Details
s & l [ v3oesz/20i4 28/08/2014 fdsfdsf.- Issuz dfsfedf C.5 BHATT/Ofo of HS(MHA) 27/08/2014  Close  Detail
- [0 1z003660/2014 26/08/2014 sadsadas,- Issue dasdsadas .5 BHATT/Ofo of HS(MHA) 27/08/2014 Close Details
Reports 3]

— = [0 vzo0zses/2014 11/08/2014 fdsfds,- Reminder fdsfsdf C.5 BHATT/O/o of HS(MHA) 11/0%/2014  Close  Details
e B O yeooeeraaoe 11/03/2014 sadzs,- Issue dsadasdsa €. BHATT/Ofo of HS(MHA) 11/0/2014  Close  Datails
Notification = [0 1/z003890/2014 11/03/2014 dsadsad,- Issue dsadsad C.5 BHATT/Ofo of HS(MHA) 11/0%/2014 Close Details
b Dispatch Followups [0 200297472014 11/05/2014 sadas,- Reminder dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2014  Close  Details

Fig.18
3.2 Dispatch By CRU

Create the Draft, approve it, and at the time of dispatch, in case user wants to dispatch the draft
through CRU, click the Dispatch By CRU button.

3.2(a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or
without Followup.

eFile etectromic rite system

Send | Reply | Put in a File | Copy | Dispatch | Details | Movemen ts | Edit | Close | View Draft | Attach File | Attach Receipt |
Receipts =
Draft No. : DFA/3004814 -  Draft Status :
» Browss and Diariss v 1.0 Aporove: o
» Inbox (3] =l Draft Details
+ Email Diarisat stion
SlAttachments ==l
b Crasted
i = Dispatch Options
b Closed Dispatch By CRU Details
» Acknowledgement s i et
& CRU User(s): BALWAN SINGH Delivery Mode: By Hand
+ Created
> Sent
 Recycle Bin ! Remarks
Files [

Migrate File

Dispatch

Dispatch

bsc

Reports

Settings

Notification

(R
=

Ext Department

I Send without Followup | Send with Followup I
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Note: In case no reminder setting is required, click the Send Without Follow Up button to send the
dispatch without reminder

3.2(b) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears.

eFile electronic file system [E—— 2 Advanced | Help
" Send | Reply | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | |
Receipts [=]
Draft No. : DFA/2004814 -  Draft Status :
} Browse and Diarise V1.0 Aporoved
» Inbox () [*Draft Details
h A .
» Email Diarisation S
[F Attachments. w
b Created R
b Sent (=1 Dispatch Options
b Closed Digpatch By CRU Details
b Acknowledgement s st T . i
ser(s) BALWAN SINGH Delivery Made: | By Hand
+ Created
+ Sent
} Recycle Bin Remarks
Files 2]
Migrate File =
Dispatch =
Dispatch 2]
DSC =
Reports ] =
_ Follow Up Setting
Settings 2]
Notification = reply by tomarraw
o Description *
Ext Department [+
Reply Due Date = 13/09/2014 E

® For seif O For Section

Send without Followup | Send with Followup

3.2(c) Enter the description for the Reminder and Reply Due Date.

3.2(d) Click the Ok button to send the dispatch with reminder date. Also, user can cancel the process of
sending by clicking the Cancel button.

Note: User can set the follow ups for self or section using the radio button, For Self and For Section. By
default, follow ups will be applicable for self.

Note: In case CRU returns back the Dispatch (using Return feature, already set follow up will remain
intact. In no case, CRU is privileged to set the follow up.
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3.2(e) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left
navigation menu bar.

3.2(f) Also, User can view the notification(s) received on the expected reply dates in the

Notifications—>Dispatch Followups section in the left navigation.

ggmgvg & C.SBHATT UDC(H: -
Close  Filter: Choose one
Raceipts
T [ Issuemo ~ Reply due date  Ministry v Department ~ Address ~ Type ~ Issued By v lssued On ¥ Action v -~
[0 w3ao03ses/2014 29/08/2014 gfdofdad,- Issue C.S BHATT/O/o of HS(MHA) 27/08/2014  Close  Details
Migrate File
[0 1/ace3sss/z014 28/08/2014 Issue €.5 BHATT/O/o of HS[MHA) 27/08/2014  Close  Details
—— [ 1/acc3se0/2014 28/08/2014 sadsadas~ Issue €.5 BHATT/O/o of HS[MHA) 27/08/2014  Close  Destails
Dispatch [] 1acozess/z014 28/08/2014 dsfach- Issue €.5 BHATT/O/o of HE[MHA) 27/08/2014  Close
psc I [ 1acezssz/zone 28/08/2014 fdsfdsf,- Issue €.5 BHATT/O/o of HE[MHA) 27/08/2014  Close
s [] 1acozess/zons 28/08/2014 sdfed,- Issue €.5 BHATT/O/o of HE[MHA) 27/08/2014  Close
[] 1a3ooa0es/2014 12/05/2014 dsadsad,~ Issue €. BHATT/C/o of HS[MHA) 12/09/2014  Close
= [ waoo4061/2014 12/05/2014 dsadsa,- Issue C.5 BHATT/G/o of HS(MHA] 12/09/2014  Close
Lot [ wz2004037/2014 12/05/2014 €. Gopinathan,- Issue €.5 BHATT/G/a of HS(MHA) 11/09/2014  Close
N F;TE:.:; [] 1z004059/2014 12/08/2014 Gopal Gaur Testing File Issue .S BHATT/Cfo of HS(MHA) 12/09/2014  Close
[0 1/a004042/2014 12/05/2014 fdsfsdfsd,- Issue C.5 BHATT/O/o of HS{MHA] 12/09/2014  Close
e [0 1/2004059/2014(1) 12/08/2014 CABINET SECRETARIAT Gopal Gaur Testing File..,- Issue C€.5 BHATT/Cfo of HS(MHA) 12/09/2014  Close
[ 1/2004043/2014 12/05/2014 C. Gopinathan,- Reminder .5 BHATT/G/o of HS(MHA] 12/09/2014  Close
[0 1/2004015/2014 12/05/2014 Joshi Nitin, Major OFfg S0-1 (Pen/NE),- Issue .5 BHATT/O/o of HS(MHA] 11/09/2014  Closs
[0 /300402372014 12/09/2014 D Ramash Babu,- Issue C.S BHATT/O/o of HS(MHA] 11/09/2014  Close
[0 1/2004041/2018 12/08/2014 sdfgdfs,- Issue C.5 BHATT/O/o of HS([MHA] 12/09/2014  Closs
[0 1/ac0s060/2014 12/08/2014 Gopal Gaur Testing File...Reminder,- Reminder C.5 BHATT/O/o of HS[MHA) 12/03/2014  Closs
[0 1/accases/zo14 11/09/2014 fdsfds,- Reminder €.5 BHATT/O/o of HS[MHA) 11/09/2014  Close
[0 1aceasra/zons 11/08/2014 sadas,- Issue €.5 BHATT/O/o of HS[MHA) 11/09/2014  Close
[ 1/accasso/z014 11/08/2014 dsadsad,- Issue €.5 BHATT/O/o of HS[MHA) 11/09/2014  Close  Details
Shaving 1 to 20 of 58

Fig.21

3.2(g) After the reply is received, User can close the reminder by clicking on “Close” button under Action
column and filling the remarks and reply received date.

?.?ﬂ.!.g? & C.SBHATT UDC(HS)? -
Close  Filter: | Choose one
Receipts
e [ Issue o ~ Reply due date ~ Ministry ~ Department ~ Address ~ Type ~ Issued By ~ Issued On
= [1 1200386672014 29/08/2014 gfdgfdgd,- Issue C.5 BHATT/Ofo of HS{MHA) 27/08/2014
L [0 1200365472014 28/08/2014 dsfedf,- Issue €.5 BHATT/Ofs of HS{MHA) 27/08/2014
—— [0 w3003660/2014 28/08/2014 sadsadas,~ Issue C.5 BHATT/O/o of HS(MHA) 27/08/2014  Close  Detais
Dispatch [0 120036s6/2014 28/08/2014 dsfedf,- Issue C.5 BHATT/Ofo of HS{MHA) 27/08/2014  Close  Details
Dsc ! [0 1/3003652/2014 28/08/2014 Closing Confirmation Issue C.S BHATT/O/o of HS(MHA] 27/08/2014  Close  Datails
e [0 1/3003659/2014 28/08/2014 Issue C.S BHATT/O/o of HS(MHA] 27/08/2014  Close  Datails
[0 v300s089/2014 12/05/2014 @ Do you want to close the reminder ? Issue C.5 BHATT/O/o of HS[MHA] 12/03/2014  Close  Datais
. [0 waoo40e1/2014 12/09/2014 Issue C.5 BHATT/Ofo of HS{MHA) 12/09/2014  Close  Details
e [0 w3oos037/2014 12/09/2014 Remarks® I:' Issue €.5 BHATT/C/o of HS(MHA) 11/09/2014  Closs  Details
» E;m’u:f."‘,; [ 1/3004059/2014 12/09/2014 :::‘e\:'ved = Issue C.S BHATT/O/o of HS(MHA} 12/09/2014  Close  Details
[ wvaooso4z/2014 12/09/2014 Date=* Issue C.5 BHATT/Ofo of HI[MHA) 12/09/2014  Close  Details
L e [1 w3004059/2014(1) 12/08/2014 CABINET SECRETAF Issue C.S BHATT/C/a of HS[MHA) 12/08/2014
[ wvzooagaz/z014 12/08/2014 Reminder C.8 BHATT/Cfe of HS[MHA) 12/09/2014
[1 wzoo4015/2014 12/08/2014 - Issue C.8 BHATT/Cfe of HS[MHA) 11/09/2014
[ wvzo04023/2014 12/08/2014 T Issue C.5 BHATT/Cfo of HS(MHA) 11/09/2014
[ wvz004041/2014 12/05/2014 sdfgdfs,- Issue C.5 BHATT/O/o of HS(MHA) 12/03/2014
[ w=004060/2014 12/05/2014 Gopal Gaur Testing File...Reminder,- Reminder C.5 BHATT/O/o of HS(MHA) 12/03/2014
[ wz003s8s/2014 11/05/2014 felsfds,- Reminder €.5 BHATT/Ofo of HS(MHA) 11/03/2014
[ w=003s73/2014 11/05/2014 sadas, Issue €.5 BHATT/Ofo of HS(MHA) 11/03/2014
[1 w=003950/2014 11/09/2014 dsadsad,- Issue €.5 BHATT/Ofs of HS{MHA) 11/03/2014
Showing 1 to 20 of 58
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3.2(h) This provides the user to view all the reminder notifications if the reply is not received by the
expected reply date (reply due date).

User also has the provision of filtering the Dispatch Followups and can select one of the criteria as Today,
Next 7 Days, Next 15 Days, Next 30 Days, Previous 7 Days, Previous 15 Days, Previous 30 Days, All Active,

All Closed.
D AR R & G5 BHATT UDC[HS)2 |
_ C
Receipts 0]
D Departfnent ¥ Address * Draft Type ¥ Subject ¥ Issued By ¥lssued On ¥ Action ¥
Files 53] O gfdgfdad.- Issue dfgfdgdfy .5 BHATT/Ofo of HS(MHA) 27/08/2014 Close Dataile
Migrate File [ [0 1/9po3ss4/z01|Prev. 7 Days dsfedf- Issue fdsfsfdsf .5 BHATT/Ofo of HS(MHA) 27/08/2014 Close  Details
Prev. 15 Days
Dispatch (3] O  v3possss/aoprey. 30 Days sdfsd,- Issue test C.5 BHATT/O/o of HS(MHA] 27/08/2014 Close  Details
4+ All Active ~ -
Dipich ® [0 1/9pozsse/2o1) 41l Closed dsfzdf, Issue fdsfsfdsf .5 BHATT/Ofo of HS(MHA) 27/08/2014 Close Details
= & I [0 v3ozssz/20i4 28/08/2014 fsfdsf.- Issue dfsfadf C.5 BHATT/O/o of HS(MHA) 27/08/2014  Close  Details
- [ v=o03s60/2014 28/08/2014 sadsadas-  Issue dasdsadas C.5 BHATT/O/o of HS(MHA) 27/08/20144  Close  Details
Reports 3]
= - [ v=o0zs8s/2014 11/08/2014 fdsfds,- Reminder fdsfsdf .5 BHATT/Ofo of HS(MHA) 11/03/2014 Clase Details
Seftings B O yzo0a7r014 11/08/2014 sadas- Issue dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2004  Close  Details
Notification = [ 1/z003890/2014 11/08/2014 dsadsad,- Issue dsadsad .5 BHATT/Ofa of HS(MHA) 11/0%/2014 Close Detailz
b Dispatch Followups [0 120029742014 11/08/2014 sadas,- Reminder dsadasdsa C.5 BHATT/Ofo of HS(MHA) 11/09/2044  Close  Details
Fig.23

CREATION OF REMINDERS W.R.TOQ AN ISSUE

This enables the user for creating a reminder draft w.r.to an issue already sent to the respective
department(s)/ministries in case the reply is not received by the expected reply date (reminder date).

1. User created a new draft, and selects Draft Type as Reminder.

2. Once the Draft Type as Reminder is selected, a new field Issue Number gets displayed, having the list of all
the Dispatched Issues which were sent in the file.
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CWINCE

PYSSTp—

ﬁ‘FilE electronic file system

; C.S BHATT UDC(HS)2

Computer No: 3241551 File No: F/81/2014-0/o of HS{MHA)
e (E) || "Woting | Correspandance | Draft | References | Link | Details |Mavements | Edic | Reply [ Send | Attachment | Mare |
Files =
¥ Inbox (76)
» bhatt (2) New Draft [=Draft Details
+ AMIT
or Draft Type" Classified Choose one
*pp Reminder
, Submitted Files for B J U & |EEEE sty * Format - Font Family = TToie T ¥ .0 Prefix Chocse One =
Closing Approval .
Font Size = o« | | i J@ Language* English
» Created % N ) @ R
LAGB® AN —a x x| @F-H=
+ Drafts ! ! | = ‘ | Subject *
-+ Complated o | | | | | A~ ® | & @ | English(F12) |+ T ez of 250 Characiers |
» Parked Issue Number View Reminders
1/3004039/2014
+ Approval Requests [=lCommunication Detal|/3004041/2014
Closed
» Clos Minisiry Choose 1/3004042/2014
-+ Ciosed Flies
Department Choose one
Submitted Files for
Reopening Approval Name Designation
b Sent Organization
» Conversians Address 1 -
Drafts
- Address 2
+ Completed
| INDIA [V]  state Choose cne [v]

3. Select the issue for which reminder is to send. As a result, all the information of the Issue gets auto filled in

the Draft creation screen.

Receipts =
Files =
» Inbox (76)

-+ bhatt (2)

= AMIT

+pp

, Submitted Files for
Closing Approval

» Created
- Drafts
-+ Completad

» Parked

Approval Requests
» Closed
-+ Closad Files

Submitted Files for
¥ Reopening Approval

» Sent
» Conversions
» Drafts
-+ Completed
» Physical File

, Create Naw (Non
SFS)

- Create New (SFS)
» Electronic File
_, Creste New (Non
sFS)
+ Create New (SFS)
b Create Part

} Crests Volume

b Recycle Bin

Migrate File (3]
Dispatch [E3]
Dispatch =
DSC [E3]
Reports =
Settings (3]

Computer No: 3241551 File No: F/B1/2014-0/0 of HS[MHA]

Search yel Advanced

Halp

| Meting | Correspondence | Draft | References | Link | Details | Mavements | Edit | Reply | Send | Attachment | More

New Draft

r—

B I U & |E = 5 B sty

~ Paragraph

[ =

DG of Audit (Centrhl Expendidturs)

Path: p

= Font Family =

L Je

x x| @©F-H = |1 wn
| A~%2 - | @ | English (F12) ~

Words:5

=) Draft Details
Draft Type~
Draft Nature

Language*

Subject *

Reminder Classified Choose one
Choose One G.0. Prefix

English

=dadsad

{ Maximum of 250 Characters )

Issue Number

=TCommunmication Details

Ministry
Department
Name
Organization
Address 1
Address 2
Country

City

Mobile

Fax

Email

= Attachments.

View Reminders

1/3004039/2014 ~

DEPARTMENT OF DISINVESTMENT

Choose one

C. Gopinathan Designation DG

DG of Audit (Central Expendidture)

INew Delhi

INDLA State Choose one
Pincode
Landiine

Add More Recipient(s)

Attach Fi
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4. Click on Save and then Approve the Draft, and at the time of dispatch user can again follow the same steps
to set the expected reply date (reminder date) as explained in the (Process for Setting Follow Up (Reply

Due Date) on Issues).

Note: In case no issue is lying in the file, Reminder value will not be displayed under the Draft Type drop
down.

5. User can also set the reminder for a Dispatched Issue form the TOC list menu in the file.

e@ffice

PYSETESI——

s C.S BHATT UDC(HS)? =

eFile electronic file system Search Fs) Advanced | Help
e No: 3241551 _File No: F/81/2014-0fo of HS(MHA) Subject: sdadfsafaff
e = | Noting | Correspondence | Draft | References | Link | Datails | Movements | Edit | Reply ' Send | Attachment | More |
i3 i+ i3
Files = W = M T Ll L i [ &l | revious Hotings | =)
+ Inbo (76) Reminder List Details
FI81/2014- List of Correspondences and Issues
 bhatt (2) Dispatch Number :  1/3004039/2014  File Number : Oloof HS  Receipt Number : 2??:&?}1:’0"" P—
-+ AMIT (MHA) o ocse One
»pp Subject : sdadsad Subject : sdadfsafaff  Subject: sdadsad sue No. v Subject Typa = Attached On~ Details Pages Action |
., Submitt=d Files for Dispateh On 11/09/14 06:03 /2014 sdadsad Reminder gggﬂ“ details 20-30
Closing Approval :
Create Reminder | || E2EPY fastedf Tosa S04 daic 2329 Reminders
b Created L.
+ Drafi= SIReminder List /2014 sdfgsdfg Tssue o details 2828 Reminders
 Complatad Dispatch No. ~ Dispatch Subject ~ Dispatched Date 2014 sdadsad Issue ;éfgg“" details  27-2] Reminders
, /14 03
+ Parked 1/2004042/2014 sdadsad 12/03/14 03:52 AM 14/0/0 of HS[MHA) sdadsad ;éfgfj“ details 1-26 Reopen

Attach

+ Approval Requests
¥ Closed
-+ Closad Files
N Subm\tt_:ed Files for
Reopening Approval
b Sent
+ Conversions
-+ Drafts

-+ Complated E

¥ Physical File

, Crasta New (Non
SFs)

- Create New (SFS)
» Electronic File

_, Creats Naw (Non
SFS)

-+ Create Naw (SFS)
b Create Part

} Create Volume

} Recycle Bin

Note: Reminder will be created w.r.to the parent dispatch issue.

Using the Create Reminder link will redirect the user to the draft creation screen will all the metadata
pre filled w.r.to the parent dispatch issue.

6. After clicking on Create Reminder tab, user can follow the above mentioned step 3 and step 4.

7. Inaddition, user can also create of Reminder w.r.to Issue/Reminder from the already sent dispatches
(Issues) to respective Ministries/departments using the Create Reminder link.
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ewoInnce

DAL HGARRLAGE BOIUTION

eF l l e electronic file system

Date Range : 01/0Z4040 To 12/00

2014

& C.SBHATT UDC(HS)2 -

Receipts [ Print Envelope ||Create Reminder| View Reminders | W
Files O v%ﬁ%:[h A Address v 3ent On  + Sent Through v File Number ~ Receipt Number  + Issued Against Status vw A A
Migrate File . ; . 12/09/14  UDC-2(CSR-II F/81/2014-Ofc of HS
D E 1/3004043/2014 Reminder C. Gopinathan, New Delhi P 8) | (CRU) (MHa) 1/3004039/2014 Issued & Sent u
Dispatch 12/05/14  UDC(HS)1 | F/81/2014-0/0 of HS Issued &
p = [ E 3004042/2014  Issue fdsfsdfed, fdsfed e (el A Drepatched (7]
} Sent 12/08/14  UDC-Z(CSR-I F/81/2014-O/fo0 of K
- E 1/3004041/2014 Issue sdfgdfs, dfgdfgdfg 08:43 8] | (cRU) MH) Issued & Sent v
} Retumne 11/05/14  UDC{HS)1 | F/81/2014-0/o of HS  233286/2014/0f0 of Issued &
E 1/3004035/2014 I dadsad, dsadsad -
O ssue sdacsag, dsacsa 06:02 (5elf] (MHA) HS(MHA) Dispatched v
Dispatch ) . 11/0%/14  UDC-2(CSR-III A-11012/21/2014-0/0
1/3004037/2014 8 \
D E 1/3004037/2014 Issue C. Gopinathan, New Delhi 05:31 8) [ (CRU) of HS(MHA) Issusd & Sent 'J
DSC . 11/0%/14  UDC[HS) | A-11012/21/2014-0/a Issuad &
[ E 1Y2004022/2014 Issue D Ramesh Babu, New Delhi {zelf) of HS(HHA) Dicpatched (7]
Reports 11/0%/14  UDC(HS)1 | Issued &
epo [E2] D E 1/3004016/2014 Issue 49 viqdf, wad 07144 (Self) Number not generated Dispatched tj
. Joshi Nitin, Major Offg S0-1  11/09/14  UDC(HS)1 | A-11012/21/2014-0/a Issuad &
ks 1/3004015/2014
2ol it 0 & yaood015/2014  Tssue (Pen/NE), DG AR Shill..  03:33 (self] of HS{MHA) Dispatched v
Notification [ e Y3004014/2014  Tssue ddsad, dasda é;{gz‘{ 14 (UEE’E%HSM ‘ g;:“igm“'o"’“ of HS 'Dsiz:::ci‘e 4 (7]
y 11/09/14  UDC(HS)1|  G/42/2014-Ofc of HS Issued &
1/3004010/2014 -
Ext Department [] E Y3004010/2014 Reminder fdsfsdf, fdsfsd 0236 5=l (A 13004007/2004 [ Sy (7]
11/05/14  UDC(HS)1|  G/42/2014-O/o of HS Issued &
1/3004007/2014 2 -
[ € 1/3004007/2014 Tssue fdsfedf, fdsfsd - (Self) (MHA) Dispatched (7]
[ = annange/snts  Jesue deadead. dact 11/09/14  UDC(HS)1|  G/42/2014-Ofc of HS Issued & 7
i O
Fig.2

8. After clicking on Create Reminder, user can follow the above mentioned step 3 and step 4.

SEARCH OF ISSUES OF TYPE REMINDER

This use case provisions the user to search all the reminders based on reminder date, file no., computer
file no., Issue no., Receipt no., and Subject.
Search will be of two types:

Module level Serach

Advanced Search

Module level Search

User can user the Search box in the header of the application adjacent to Advanced link.
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s oA & C.SBHATT UDC(HS)2 ~
eFile electronic file system Search | 1/2004044/2014] X m Advanced | Help
| Date Range : 01/07/2010 To 12/09/2014
Receipts [ Receive | Reply | Send | View | Move To | More | Hierarchical View | My Filas W
J - ~ Number ~ Subject ~ Sender vSenton v If vReadOn ~ :
Files = Computer + umb Subject Send Sent Due vResd 0 Egt';kn o
» Inbox (76) - -
S | E 3241551  F/81/2014-Ofo of HS(MHA) fad C.5 BHATT,Of0 of HS(MHA)  11/03/14 06:01 - éé’g:"“ (D; K
3 H
-+ AMIT ] E 3241516  Ee/14/2014-ESTABLISHMENT-DOIT  Sshooll ABID ALLOFFICE OF US(K-VI)  11/03/14 05:46 - é;{g?"“ (D; o
+pp B %
Submitted Files for O E 3241500  A11011/110/2014-0/aciis(ua) Y Shiv 11 sept c;u)n ALLOFFICEOF US(i  11/09/14 _ ) R
* Closing Approval B
) SUNIL KUMAR DHAWAN,G/o of 11/0%/14
) rested 0 E 3241528 A11012/21/2014-0/0 of us(mna) BY File for Reminders Eeiia) 11/08/14 05:35 - e P
+ Drafts | P 3241541  H/16/2014-UID-DOIT satru X¥Z RAJESH SIRGHAYA,GOR 11/03/14 05:14 - é;{ﬁ"“ E 9
+ Completed
| E 3241523 D-14013/5/2014-Ofo of HS(MHA]  satrula RAJESH SIRGHAYA,GOR 11/03/14 03:10 - L1/05/14 B9
¥ Parked : : 03:15 I
¥ Approval Requests s 11/0%/14 B9
[1 E 3238957 Oarn e s farer i B .5 BHATT.O/o of HS{MHA) 11/05/14 01:03 - -

Fig.28

User can type/enter the values based on the parameters mentioned above in the Search Box of the
Notifications listing page to search the notifications (Refer Fig.5 for Follow Up listing page).

Advanced Search
1. User can user the Advanced link in the header of the application
As a result, Advanced Search module appears.

2. Select the Dispatch value under the Search For drop down from the Generic Search Parameters section
as shown in Fig.10:

S e pe— 4 C.5 BHATT UDC(HS)2

eFile electronic file system Search | 1/2004044/2014 Advanced | Help

Generic) Search

File
Receipt
Search For Creation Year | 2014

Basic Parameters Advance Parameters

Reminder of Dispatch No Dispatch No Sent To Subject

Dispatch Date im] izl Language | Choose one

Delivery Mode | Chaose one Classified | Choose ane
7 File No. Receipt No.
[=]
=z Ministry | Choose one Department | Choase one
g Siat i
= ! e | Choose one City
s

Designation QOrganisation
Dispatch Through | Choose one

Output Fields: [ 4 Dispatch No File No Receipt No Subject Addressee Sent By Section I Department Dispatch By Dispatch On

Search Dispatch
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CREATION OF MULTIPLE REMINDERS OF AN ISSUE

This enables the user for creating a reminder draft w.r.to an already sent reminder draft to respective
department(s)/ministries in case the reply is not received by the expected reply date (reminder date), even after
sending a reminder.

Refer Creation of Reminder w.r.to Issue for process.

REPORTS FOR REMINDER

Reports module helps the user to generate the report(s) for all the notifications based on their status, from
where reply awaited, and by what time it is not received.
User can generate the 4 reports based on the input parameters explained above as follows:

1. Diary for Active follow ups

2. Issues for which reply is received before reply due date
3. Issues for which reply is received after reply due date
4. Diary for Active/Closed follow ups

Above Reports has been explained in Reports Section.

Copyright © NIC, 2014



Office

A DIGITAL WORK PLACE SCLUTION

TRANSFER PROCESS

File transfer interface, is a feature that will allow the transfer the Files/Receipts from one post (Active/Inactive)
to another post (Active).

Process Flow in File Transfer Interface

Through this interface in eFile, the eOffice Administrator will be able to transfer files from one post to another
post.

1. Any user having the local administrator role in eFile will have the Transfer link in the Settings option
available in the left hand navigation menu.

coIrnce
40U WK BANTION & C.S BHATT UDC(HS)2
(= Transfer
Receipts
Department From | Select Department Section From | Select Section Transfer From

Files
T Department To | Select Depariment Section To | Select Section Transfer To Share Sent Items
Dispatch Transfer | File
Dispatch Year Subject
DSC Computer No. Opening Date [ 1o ]
Reports File No.
Settings = Main Category | Choose one
» Preferences E Sub Category | Choose One
b Address Book
b User Groups m
b Deactivats DEC
» Transfer
» Configuration
¥ Search Privilege
» Dealing Rights

Fig.1

2. The local administrator managing this module will be able to search all employees from his/her
department only in the “Transfer From” field.

3. The local administrator user with File Transfer role will be able to Search all files/receipts for any Post.
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e@ffice

A UL OARIACE BAUTION & C.S BHATT UDC(HS)2 |
(= Transfer
Receipts
Department From | Select Department Section From | Select Section Transfer From |
Files
T Department To | Select Department Section To | Select Section Transfer To Share Sent Items
Dispatch Transfer | File
Dispatch Year Subject
DSC Computer No. Opening Date & 1o i
Reports File No.
Settings = Main Category | Choose one
» Preferences l Sub Category | Choose One
¥ Address Book
b User Groups m
b Deactivate DSC
.
» Configuration

Fig.2

Note: Administrator will be able to search all the employees (Active/Inactive) in the Department

Note: Administrator will be able to search all the post (Active/Inactive) in the Department.

4. The local administrator will be able to transfer all Files/receipts to Active employees having Active post

only.
A O WORKIAGE BAUEION & C.SBHATT UDC(HS)2 -
(= Transfer
Receipts
= Department From | Ministry Cf Home Aﬂairs Section From | AFA(Budgef) Transfer From ~ AFA(Budget)-AFA(Budget)-AFA(Budget)

Files
Migrate Fils Department To | Ministry Cf Home Aﬂairs Section To | AD-lII Transfer To © BALDEV SINGH RAWAT-UDCA{AD-II-AD-NI Share Sent Items
Dispatch Transfer JFE
Dispatch Year Subject
DSC Computer No. Opening Date &0 im|
Reports File No.
Settings = Main Category | Choose one
» Preferences l Sub Category | Choose One

b Address Book

¥ User Groups

b Deactivate DSC
¥ Transfer e

} Configuration

} Search Privilege

} Dealing Rights
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5. The local administrator will have to enter mandatory Remarks before transferring files/receipts or he
needs to upload an Authorization Document for transferring the files/receipts.

c@ffice

4 Gutas WOAKAG YT @ C.SBHATT UDC(HS)2 ~

= Transfer Record(s) Transfer Confirmation
Receipts 1 r
Department From | Ministry Of Home Affairs| v g FA(H
Files b sty * Please upload doecument AlK)
— - * Please enter remarks —
R Depariment To | Minisiry Of Home Affairs v | ENQ 'D' ADMIN-IA—ADMIN-| Share Sent Ttems
?
Dispateh Transfer [File Do you want to transfer the selected ltem(s)?
. ) ransfer| L
i Year | Remarks |
DsC Computer No. | L | &=
Reports File No_ | Authorization Document (Only PDF upto 5 mb)
Sl = Main Categary | Choose one Note : (Document once uploaded can not be replaced. Ensure that
» Preferences l Sub Category | Choose One correct document is uploaded)
¥ Address Book m
» User Groups
¥ Deactivate DSC 1 0
b Transfer Expand all | Collapse all

¥ Configuration Nature Computer No File No Subject
» Search Privilage 1 Closed
» Dealing Rights O (] Creafted
Notification 0 &9 inbox
Fig.4

6. Files from Inbox, Created, Parked and Closed will move to the recipient’s respective folders.

7. Dispatch Sent items would also be transferred along with other File/receipt components.
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