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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.

TAID BT SEaH

BT BRI B e AT bl FHG dR & o7y URARS AT BRIl Bl A Hel AR IR
S—PI & WU H gaal] DI ATaWD] o T ¥ AJHT I Sl R8) & | TS GAATae b (T
M) gRT vafida S—aiffhd Scure &7 diey 31fdd Jardl 3R uResfl, s @R eraeia . dri—yomelt
H SUIRT SRD AT BT FEANT UG HRAT B |

S e & U AN ZW1, S—HIsdd WRGRI RN, ATaid IUHHI, WIS Mol & forg ueh
YUITell © ST 31 dTel UATaR BT b=, TSR0l 3R GI—uRT & A1 UaTaell a1+, AIfeT, NBRNi,
JAMIR AT eh], FATG 3Teidl R TNl TAE Tl & AII—ATY UGl & AR 8 S8 BIToRIed
PRI & ®T § e g9 & forg dIR fhar mam 2
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Introduction

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

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

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

IR

S—WIgel, HRI-YdTE U IR Y UUMTell & [OaH 3ifdids forel gelagiiid YoTlell & Ar—w1f YFaferi &
HIS[ET AEI™ Yaee YorTell &1 faRIvdrl A affdferd €1 3 arell UIftqal &l Srakidd &R+, UATdell a1,
T} SR YTl & WoRol 3R =a: Afeidl & U Afed I TR S0 YUITell & 3i=id afeAferd
21 HfF TAEell R B TS IS HIIAE! Sodglh ©U ¥ Tof Bl &, S 39 UUITell & =i HRIYGH]
# a1 UReRiar Bri & e wiftaat ik wsmaferat & dexor Ffefade & S 2|

9 YUITell § e &1 RS, T&idl iR Sardasl & A1—dr Udh dIToRfed dRITerd & aeRon Afed
=

STy RAT 2 & S8 § Ugel H¥l T8l Y81, BRI Bl Bl I bR BT a1 & Iqaed A I
g BITHRI IeUTE IR WRBR & URITAND IR R Al Rebrrd a9 (SIgeRASH) & dsid dieare
HTIT UfGAT ATl (FTHTHNYY) & TREd AhUT TR SRR € |
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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 effici ency 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.

S—PISel D AMAIIHAT

AT UEfTaT o fUoe g8 99 ARl @ Silad el B 98 fedr 2 | A1er & Weifiel & Fa—yda- d TR dl Jqd
qfAdT Bl 8 AR a15 | UIRNf® FH1eT @ aiadhdr 99 Sl @ |

TATEfeRIT 3R WAl T T |6 &1 Heyel 9wy Bl & | [l T |red 3 uargel] / Uiieidl & w9 H < JAER W
agd by S dTel BIETS SKATIS DI AT BRI H 81 Adhdl & | 59 BRI SEell & FaR0, IAdI Rabrs 1@ AR
IAD! e & oy HI F9g, gRIRT IR gard (Hifed e & ford Belawy Wie- & Gerdl IR IaTadhdl g¢ Sl © |
3 BIg A HSA Sl U AN B @iol § 2 Sl Iv el bl fSRicd oy o, I9a] @Ra g & fag &
MR TSN & AT FUSId B, fewoll /=gfad & el SIS & SMATTHA, TR T SRSl Bl U hles?
¥ A1 @ & orY uATEel @i, el WR AN, AT 8g UAEe! & HeRvl 3R IRl YNd §RT U YT B
Jagr < ¥, AT 98 $9 WG BT STINT IR FhdT 3 |

"BIgel SfbT Red” &1 e iR drIf=gd Sifd dF—UwR Hifhd &1 3R Yo A8dYUl $Had & 59 UBHR ARH 53l fh
IS /AT 1 SMILIHATAT & foTg FaT &R HaR Ui |, 75 e URiiia] bl iifihd H1 H Had MUl T.37Ts.
A (T I A9 &) gRT 99 | USEell @ Soldglie HeRvl 7 Jffa | 3 dd HrRi—Udle IR S—hisd
SIS BT AN JeRa fdhar |

AT Tl /TA BT HERI, I8 SMAIRIT R SRNIGd B B A Ughd, S UAEdl /I3 R ok @ & BRI Pl
GEHY g B 3R 39 UBR HH H < Bl ¥ 3R qerar § o oIl B | AT USfd & Srta (usmaferat /oAt @ HeRor
UR) ToR @ B AT D HRUT HFISABA BIgel ¢ihiT RCH BHI ATaTIHAT S s |

U IATfold BRATed, AR HIITed—dR & HRREIeRd el & AEIH F R $HI YA AT 8 | J+d ggia |
gfRanferd Frafera @& uRgea # W8l W Few ud iR uFmafedl 8l €, 99d Ugfd 9§ S99 W ok 3@ B S 950 9)d
TE B | PREGHd BIsd SfhT RveH, STANTEHAT Bl 9 YA iR ISTaferdl dI Adh-sl H ¢dh HI H HeW 11 8| 39
3T S8 iR Rare BT B W A 997 a1 2| I8 HR—9R & ST faarer & gHRed axar & iR 39 UBR
RIeed @ qerar 7 gfg iR Sad URERIAT AT 81 I8 Yollell A4 dridghd o f$fee amrarr &1 AR o Sl 2 |
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eFile Modules (3—%Tsd AfedeH)

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.

3-Tisd Agga H faf= @os B € O Th-gR W R B € 91 W ed @ Ui B drel
TS /BT & AUl Sa—aF & SMABING BRI—YATE BT Fa= IJ 2 |

yrftqal, gamaferal, fowta, RucH ganfe 9 3R TRiIdIH §9dT 8| Udd @os # fafr= fofed g
g Sl STNThdT Bl 3—hlsd & (A~ WUS I HRIETHATIS BT IRl I SUART B+ § FrIdr U
P B |

IRHT B BT &,
Jduerd &9 I8 W b _&:—qo—lg?'[ P gItg Gvs (receipts section) BT STANT DA fhar T |

Copyright © NIC, 2014



e@ffice

A COGITAL 'WOR K FLACE SCLUTION

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.

(Receipt U feTRad SxdTas 2 b Usp FIfde g% ! Hamsil & ARH—YaM & w9 H U {61 ™1 2| g—hisd
H, UIftadf CRU gRT 9918 Il & Siifdy Sod UIeTRAl | G1fd SiiR rgAIfad 8M & foy 49 wigel 9 9|
BT ©)

The links available under Receipts section are mentioned below: (Receipts T4 P ITId SuSdEl links ﬁwqq
SfectRad € )
e Browse & Diarise
1. Physical
2. Electronic

e Inbox

e Email Diarisation

e Created
e Sent
e Closed

e Acknowledgement
1. Created

2. Sent

Recycle bin

c@ffice

o s & CEBHATT

Fias
Migewte File =
Cragatch

Dagatih =t

Fig.eFile.1
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Let’s have an introduction about these Links oneby one: (33 g Links & aR # Uh—Ud axd IR 810 §:)

Browse & Diarise

The Browse and Diarise link under receipts section includes two sub modules: (Receipts 3T P 3[<TId Browse &
Diarise foi # I Su—fgge wffferd )
1. Physical

2. Electronic

Let's have an introduction about these sub modules one by one: (3T$Y &A® wU ¥ 39 IU—HISIed W TR 2h)

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. (Physical Aigdd H b
TR ST BT IS 31fal auells AR 81 €, AfUg I IR IR bael ToiRk & & g
I SRR far ST 2 )

2. Electronic: In Electronic Module the browsing or uploading of the scanned document is mandatory and then
the Diarisation of scanned correspondence is done. (Electronic #Iggal H Thd I T TS @l
SIS 31T 3ucirs fhar SIHT AfFaR) § &R dd Wb fhd T U3ER &l SRRIG [Har S
)

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.( d3Tdhd UTET arell BT @ AFe |, Wifdd e 333@ ECEE|
Receipts @ Al H 32 SRNIGA dd A8 S1d $I Sfad IR R mdfed &y omd )

Classification levels are as follows: (cl*ﬁcMUI X |r~\1+~1qc1 g )
e Normal
e Confidential
e Secret

e Top Secret

Copyright © NIC, 2014
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To Diarise the Electronic Receipt, user has to perform the following steps: (Electronic Receipt

STIRTRAT

1. Click the Electronic module under Browse and Diarise (

o™
ISEINASIN

PIAT

)

» Brovee & Dizrize |) link of Receipts section, as shown

in Fig.eFile.2: (ST 2 eFile.2 # uafRid 2, Receipts g @ arvid Browse & Diarise Browse&|

Parsefeics & ded Solaglive Alee W facd @)

c@ffice

. A s

1|l & electramic file spstem
SF}lt e anic file spstem

Receizts =

» Browse & Danse

» Inbax

» Em=il Darisstion
» Crested

» Seat

» Closad

b Acincesedgement

4 Crasted

.
ra -
1
"

%
—

¥

As a result, the Browse and Diarise screen for electronic receipt appears, as shown in Fig.eFile.3: (39% URUITARRY

Fig.eFile.2 (Rra.eFile.2)

Electronic Receipt & oy Browse and Diarise ¥&I9 UefRid 8l 8, SITfh o eFile.3 # fa@mm T 8)

e@ITice

Hrgrte §ile

Eapatih =
Irapatrh =
e =
Maparte =
by =1
TR =
Evt Departimnnt (31

Upload(Onty PDF upto 500 MB)-

By -,

& DRecoika Saiei Stece- 080~

- m

<Dty Detaits
Cliksita) Tune o'w
Owivary Mooes | By Hand

Mude MmO

p— Linthw
Rocaima Do 100W2014

e CmGONe oow
VI N Cramrsa s

—iContact Details

Mirustry Croose e
Cuparrure Crooae Crw
fvame

Organcinon
Aktrems |

ADTCU L

Colstry DA
oy

tdntdse

S

SlCategory & Subject

Mon Category

| Custommzn Acknowtedgerment

Language E faghaw “|
?. Loter Red NO
Fow Noumbet
v  Lettar Dpte b 3]
m Dhary Date
Vi Desing Mants | Choome Ore |
-

nocee Doe

Adc to Adaress Book

-
o
Desgriation
Dlate ~hows (e ~|
By oo
Landire
vl
>l

m Comerate & Semt Gonerate & Copy

Fig.eFile.3(Iol.eFile.3)
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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. (F1c: TffRd TF & AW # CRU B foly TXATIST 3Tcre AT AfER] 21 7, dadt fferaw) Are aifard g, foeg
S BT oA B e e ) o B G R 7455115 G 2 B e e B | S = TS A2 s | GRS e [ IS S A S R e e e

ST 8)

2. Click the Upload File (Ieiilslill) button from the Browse and Diarise screen. A File Upload dialog box
appears, as shown in Fig.eFile.4: (Browse and Diarise ¥ ¥ Upload File (*Po¢Fid) g1 farieh &< | T File Upload
dialog box Ude BT, ST A eFile.a § ST TRIT B)

Office .
o, ——— & Denpeka Sednd Steme-)(P04-010 -
Searsy ,
Macerpts =
N b Upload(Only POF upto 500 MB)- m =) Diary Details
» Pmynical Lssibed POOsS O - Lguag= Ehgpest -
" Cactes = " B Lettar Rt No
B Chooze Fike fo Upicad il -y ST
¥ Inboe . - = ! — 3 FEe Number
b Eraail Diaw @'_.-': » Comguter » el e e Lar Daoe m
: i.-nm Digasise » = - i o ‘ n’- Diary Dalé
Sere L)
> Clase 4 .0 Feoories =3P Mard Disk Drives (2) ~ Daating Hands Croose Ong !
[qp— B Oeshrzp Local Dk (1) ad|
* Cranstud) # Doanloads . - =
* Samt L Racent Places Add to Address Book
s a Lecal Disk (D) V3
s 4 g Libaanes £ :V — £ N T v}
*| Documents : ¢ Deapnaon
Pioate il J Muric « Devices with Removable Storage {1
Dispateh - Pictuses 25
DD RW Dvivs (E)
— B Vdeos \9
nec & & Computer v Saw CIo0sE Cns v
Arparta & Local Dish {CY) Ancote
S o Local Disk (D) Lardine
Natihe -M P
Fat Dupaetifl Filw e « [an Files ) -
—_—— - Roo2e one
| Reen Cancel % —
e DO -
Enciosues
_ Customize Acknowssdgement
=
Fig.eFile.4 ( %|3|.eFiIe.4)
. . . Open . . .
3. After entering the name of the receipt, Click the Open ( ) button (Fig.eFile.4), as a result the receipt

gets uploaded under Browse and Diarize screen. (Receipt &T =T 3ifdid -+ & SURTT Open Prer) I (. eFile.4
) foreTs N, R Browse and Diarise TBIH & JI=TId Receipt, 3TcilS &1 SITdl 2 |)

4. Enter data in all mandatory fields on the Browse and Diarise Page.(Browse and Diarise Tt UX T e w SN
# STeT gfafte & )

Copyright © NIC, 2014
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e s g & Desoile Sainl Steco LOW O] -
Updoad{Only POF upto 500 MB) m = Diary Details
- - _ — —— -~
> Coasarteq P vl  Languege Crgher !
Outrery Wode® Py Pme | Cattar M N
» Jebe MOTe asre Tow tascer
+ Eread Diaraatios T | v I~ wttnl Dew e
This & 2 3051 Gocamant $3¢ Recapn Cramos. e - ! o0 62
¢ Trowwd =
: Retmesd Date NG Doy Dt
- 3 mw
Ol W vl Deoyg ~os Caoose One
. AF tawre Choose ore |
i = Comnct Dutails | Add 10 Addruns Book
. Gen
'i Nersry MINISTITY, OF WOME APFAIMS{Gah Martategs -
b Raenie
Osgeryrar: Chooms oo -
Fhes B e -
tare C S S Cesgrasen e
PGy ate Sln =
Ovpanizater 00 Hurre Seceiny
apatih = Adgrean ) Mot Bhech
Dvnpale b =1 Aosress 2
Dac =7] Cownry MDA -, e Caoces one ~!
Remorts =3 Oy Pre se
Sattuige . o ae e
LRI, 5 sHan
. =C Sabject
Lt OCogastnesen = ategory &
A Cldegory* Sy Pagroeey i~
St Cafegory Chodse Ore -_v'
TutemT Teseptooe Bl Faymenst
Encues
Cumtomine Achnowmie dgament
: Generate & Seml | Generute & Copy
L o m *

Fig.eFile.5 (f<r41.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. (Y Ifgd s FH® ﬁﬁrﬁ PR
% fTT Browse and Diarise U WX Generate §c+ (f%ﬁl.eFile.S) s | 3"\‘4’3\7 Ferawy fAfde JTEr @
Tl receipt S¢I~ 3 S )]

c@ffice
o e bt
eF”e sisctran file system
Senc PutmzTie Copy Dispatch Detmic Movemants | Edf  AttachTie | Attach Recait
Receipts = -
» Browss & Dizriss s = Receipt Detzils
oo ReelE  MRMAOFFCE OF DM uJ el
+ Bectronic Fiom C.S Bhet Designation uac
» Ibox This &2 125t docament for Secapt Crzztion. ManCategory: i Payment S Catzgory
» Emai Darsaton Aooress Noth Block Seaf Dsie:
¥ Crestizs LeterRel No: Leter Dats 16514
) Serk Subert Tekepione Jiis Payment Enciosures.
» Closed =IMovement Details
L i, e SeatBy v SentOn  ~SestTo  ~Acfon ~Remarks  ~RexdOn  ~=v
4 Cresesc
+5ant
» ReqycieBn “
= = 3

Fig.eFile.6 (f<r41.eFile.6)
Nine (9) Menu bar options are associated with an Electronic receipt after it is generated, are provided to the user as

Copyright © NIC, 2014
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shown in _Fig.eFiIe.%Z): (SU~T

eFile.7 ¥

9) Menu bar

Dxton = Fie | Copy  Dispatch | Detais | Movemensts ot | Attach File | ARach Receint

.

« Phys FisNo
s Elecimenic Designation unc
o1l This 2 Gt dicumene for e Creation MzinCzzgory s Payment Sub Caizgary
» Evad Darsation Address : Norh Shock SentCae
» Crestad Leder3et No iener Dol teEs
) Ssr Subect Teephone Blls Payment Enclosures
p Closad =IMovement Details
» Adcacdedgere Sent By ~ SentOn ~ Sent To ~ Achon ~ Remarks ~ Read On vve
» Crzzbed
*Sast
» Recpce Ba
== 5 [

Fig.eFile.7 (T3 eFile.7)

a) Send: User can use this option to send the receipt to the intended recipient. (B'q!ﬂ"ﬁﬁi‘f 39 fadweq &1 ST
Sfya UTdHAr Bl receipt Ao B oIy FR AHAT B)

To send the generated receipt, user has to perform the following steps: (St~ receipt Ao P o Syt
B e @O @ AR fFad w=ar Bhm)

1. Click the Send link shown in Fig.eFile.8: (i eFile.7 ¥ UERiT send ol @ ferd )

Receipls
» Soese & Dacse
» ShysicE

+ Bactronic

» Inbox

» Emai Dizasation

b Crasted

b S==t

» Sosed

by Adocedzdos—ent
# Crmsted
*Sent

b Recpd=Bn

& Deepiks Saimi Steso-1{ON-TT]

This &3 125t docamest for Receipt Crestion.

>

(= Receipt Details
Fecm g 23241470140FFICE OF ONAl =3
From CSEhst
Man Caizgory: Bils Payment
Address Norih Block
Letier Ref. No-
Subject Teleprore 3 Fagment
= Movement Details

Sent By > SeatOn > SentTo = Actioa

FieNo
Designstion uoc

Sub Category

Sert Dal= -
Letisr Dtz 165714
Enclosures

~ Remarks ~ Read On et

Copyright © NIC, 2014
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2. As aresult 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). (W HelRqwyd Send Y feaar 8, 39 To’ Fies
(fRr1.eFile.9) ¥ UTaidmal &1 WA AW AT JFART /Ao gHTs fAfFed Hd g WY 99 ot ufafe &)
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Fig.eFile.9 (FA.eFile.9)
Or Click the ‘To’ link and click on Contacts tab and selection can be made on the basis of name, marking abbreviation or

section/organization unit of the recipient from the list box and (Fig.eFile.10). (3rdT ‘To’ foid fdeid @~ 3fR Contacts 4
R e PN T UTddhd! & Al 1 AT IJINT /TS ghls &1 a3+ ! diad a2 (I3.eFile.10) & MR W
fhar S Tt B)
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Fig.eFile.10 (T 9.eFile.10)
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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. (33 YBR ITANTEAT If receipt @ URT 30 SuANTEHART B A UG FRAT AR A ‘CC’ fAdmer & SUART AT S AHAT 7, eI
5o fory S g 2 R affa feamil @1 srgaver ax)

Note: In case of forwarding receipt, multiple recipients can be sent by using semi colon (;) as separators.
Receipt (SR by S &I =01 4, fd9TSds & wU H 3G died (;) BT SUART HRd 8Y SU Udh I 3
At w UG fdar ST dwdr )

4. Provide Due date (if required) for the receipt using the calendar ) link adjacent to the Due Date text box. ((@fg smewa® & )
receipt @ fory fraa fafr Set Due date << dfa & @c calendar () fofe &1 ST a4 gy ol fad &)

5. Select Action which has been taken on the receipt from the dropdown menu.( receipt & & 7T$ FRiaTE (Action) $UsTST 3 & TIfd
)

6. Set the Priority (if required) of the receipt from the dropdown menu.( receipt @ adgar (afe smawas & 1) (Priority) $iUsST 3 A
fraffRa %)

7. Type Remarks (if required) in the Remarks text box, and click the Send button, as shown in Fig.eFile.11 ((aft smawae & )

Remarks care dfe # fewofl Ty o 3k Srarfes fa=.eFile.11 # fawman a1 €, Send () e B faetd )

@ffice

— ———— & Rusuihs Sqawi Sie

i — — - m

tomens

Mow wrprts "
elacio domgr
» fivtnsse & Diarine
Receipt Number Subjext
I33415/2014/OrFICE OF DM-11 Telaghome Rills Suyment

Fig.eFile.11 (FT7.eFile.11)
8. As aresult, the scanned and created receipt is sent to the intended recipient(s). (TRUIAEITY, ¥+ 1 g5 AR Fhord
receipt 3fQaE UTAHA(N) BT Al & AT B)

Note: User can also Pull Back the sent receipt from the intended recipient even when the receipt is in the Inbox of the
recipient, using the Pull Back link available in Sent section of Receipt Module. In case, the recipient has opened the
receipt, then pullback option is inaccessible.( IfX receipt YT<TaHdr P Inbox ¥ WY & O SUANTHal Receipt ﬁ‘r@qa P
Sent WS ¥ SU@&l Pull Back fdi® &1 SUAIT o, WG receipt 1 YTdddl I a9 A of FHar & | A waepal g
receipt @It ot S © A Pull Back fd®eu 989 & &R &1 S ©1)

b) Putin a File: User can use this option to put the generated receipt into a concerned file. (dqulﬂdncﬁ 39 fdmeq @1
SIRINT, ST receipt BT THERIT TATGA] H Y@ & foT¢ R AdhdT )

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.(3f< &g
Wﬁ/receiptgﬁ%receiptﬁ Yo' 8, < ‘Putin a File’ fd®bod &I &1 BT | QW BT B feru, SUANThT Bl Tgol
“Attach File” 7 R fd&ed &1 STANT A 8Y, Hel™ Ul / receipt ®1 3Rielid HRAT ATID TT)
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To put up areceipt under afile, user has to perform the following steps: (receiptﬁ TP UATaell H g & forw
SRINTHl B A aq fEamrl s 28hfn)

1. Click the Putin a File link, as a result list of files will appear, as shown in Fig.eFile.12 (Put in a File (
prid) foies et oy, gA9 yamaferdl @ gt faenft Sfes fod.eFile.12 # UafRia 2 1)

e@rice
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ras

Fig.eFile.12 (Ia4l.eFile.12)

2. Select afile in which the receipt needs to be attached and click the Attach (| Attach |) button (Fig.eFile.13),
as a result the receipt gets attached under the selected file. User can also search the files number using Year
and Search fields. (T T=Tael § receipt B T g fHAT ST &, SHSHT TIF I 3R Attach () e
faed B (o .eFile.13), 3TN receipt TAMT TATGCA! A Heli= &1 SIRAT | SUIRTHAT Year 3R Search Hlegd
BT SYART B Tl BB QI Fhdl B)
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eFile westrane tis pnem
Send | Patnn o Pl | Cozy | Duapsteh ' Detads | Moverments | Skt Aktpcs Sie  Artach Sezeot
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* Dlactroose P = 5 Bhatt o
Thel o 3004 GRcarvand S Recmgr Credian
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Zan = oy Lhav‘."‘]'-l WV {Semroh | I
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Fig.eFile.13 (Fe.eFile.13)
Note: The list contains files which are present in ‘Created (Completed)’ or ‘Inbox’ section of File. (fcwoft:

Al | 9 Al e Bl § Siifd File & ‘Created (Completed)’ 319faT ‘Inbox’ @UE ¥ HIN[E & )
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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.(S9 Al H ST@ UH & Afdd IIJdl Ged | USRS UAER UK & 8, SUIRTHhdAl 59

fAhed BT STINT B Thdl 2)
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Fig.eFile.14 (Ri31.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).( Copy fd®ed & SUANT |
HereIel blesd W@dlfeld ©U ¥ Sl f[davvll | WX O € iR SYANTahdl §RT ®del Upload File button T
STINT RSB SIS Bl ITATS HRA BT AMATAGAT Bl &, STATP o .eFile.15 H ST AT )
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Fig.eFile.15(</7.¢eFile.15)
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2. Upon clicking the Generate button, a unique Diary number gets generated along with the specified metadata. (

Generate g fdTd B R A ATTERT & AT U 3Afgdd SRR BHIG JioTd 81 Sl ©)

cOffice

frern e

eFile sectonic nie sone=

Send | DatimaFle Copy | Dispaich | Detois | Movements | i Abach Bl | Atach Recept

Recepts = = =
» Browss B Dizrise = ;M Details
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Fig.eFile.16 (I<r7.eFile.16)

d) Dispatch: User can use this option to Dispatch the electronic receipt. (39 fahey &1 STIRT STINTHAT §RT
electronic receipt @1 UT &= & foru fHam ST Adwar B)

To Dispatch the generated receipt, user has to perform the following steps (JfSTd receipt &1 U & &
forv SuarTRdt & fAFfaRad fear wxei g8if):

1. Click the Dispatch ([Biseatch)) link. (Dispatch (P=°=<) link. &1 faretds v)
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» Do

» Sz
i |
P 3

Fig.eFile.17 (R .eFile.17)

2. As a result the confirm message will appear, to move the generated receipt to the inbox for dispatching, as

shown in Fig.eFile.18 (39& TRUMAERY JRAd receipt ®T YT TR & oIl S inbox # g W fawrs
gftc Hawr fams <, Sifdh for.eFile.18 H UaRIA 2):
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— Sad | Pkmatie | Copr | D e TR P W SO PP S e
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=/Receipt Details
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Fig.eFile.18 ([T3.eFile.18)

3. After 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. (It & M @& ueama fsia fa=s
TR Brfl ® S for.efile. 19 W TRl 2 dor o IRl ok 4d ® R 7197 98 A HerereT g
SHf® receipt ®I SRIG By S |@#a ufafte fHar wam e
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Fig.eFile.19 (fo.eFile.19)

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

(S receipt ®I UG HA TII receipt?}wmquﬁmmmm
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4. User now creates the draft reply in respect of the receipt, and click the ‘Save’ ( button.( ¥YY ThHAl
ERT receipt & A H ITRTeRI I BRI ‘Save’ () de fdass fHar SR)

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.( 3TeRg &I U IIfgcid ®HId fTT Draft Number B&T STRIT, f9Id &1 ST ® T el
M T YfBar & forw Ao feam S €, S1arfe for.eFile.20 § waf3fa ©)

-
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[ -
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[
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LS
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Settings
Factrlieabiser L

Ext Departoomet |+

Fig.eFile.20 (or7.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 (({UAT F) Send IT WIS H FH FAT 2 W 8 TR I0fT BT BT FTAIVT FN)))
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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 (SUIRTHA

ERT 39 ey BT SUANT JRTd receipts & [daR0l & faciie &g fBAT ST FehaT €, SiTb fer.eFile.21
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Fig.eFile.21 (For7.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: (?ﬂRﬂTI’cWﬁ ERT 39 fddhed BT STINT receipts & HARTT Gl
A BT 7] BT S Faar 2, Slifs SR—99 receipts T 9@l ©, WEIfeld ®©Y ¥ @A BIAl I&dT
Sarfds fereFile.22 § uafRfa 2 1)
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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.(
STANTHAT §RT 39 [dded &1 IuANT 3fAE UTidd] ®I Receipt YT fhy S & 9d SH ATTSIET Wieed

Pl FHIed B BG [BAT S FH 8)

To edit the generated receipt, user has to perform following steps (Y oTd receipt P FHIfed B %@
SuARTEdr g1 FefaRad feard faar s grm)

1. Click the Edit link 1) as a result the Metadata fields get active, as shown in following Fig.eFile.23 (Edit (
Ei) foics T farete D, sHd WHoRdwy fo.efile.23 H USRI Acrerel Wieed BRI &8 SR :

c@ffice
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Fig.eFile.23 (fT3.eFile.23)

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

(Fig.eFile.23). (HTTSTCT Wiced H AMaeIH URTTT H- & UTATd Save Receipt 9 fdetd &% (T eFile.23))
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h) Attach File

To attach a receipt with a file, user has to perform the following steps: (f5¥il receipt &1 TATaell A Held
PR 7 STANHAT BT FrfaRad et s gim)

Cllck the Attach File (m) link, as ar result list of files will appear, as shown in Fig.eFile.24. (Attach File (W)
foits @1 fFrs o, e Herawy uAdierdl & gl UaiRid erfl, SiHife RF.eFile.24 3 fIamar 1 2)
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Fig.eFile.24 (IT7.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. (Attach File 29 @I fdedd PR IR SINTHAT & File
Inbox TIT File created ¥ A& U=Taferdl &I 1 SIATfd frA.eFile.25 # fa@man 41 &, Ude Bl & qAT STANTHAT
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The selected file then gets attached with the Receipt and moves along with the movement of Receipt. (m AT g
Receipt & ST o™ 8T STl & 3R Receipt & AT SHBT AR EIAT B)

oemce " : [
_———— & el Gadais Ritabt Bl -
Sered | Magdy [ Batie o e | Cops  Dwpwieh | Dudads | Maserarts B0 Close | Viem Digh | Mot Wi Atarh Rmst
v - —
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Sacagn fo SPETSAI0N 400 1S AV TO Fhela:
[y
Tobe L3) Want Cavwgory @ VLT Prascaes s Casegary =
o~ Ladiess ANV WA COLLTE pont (uty
" 1 ener Aefermone ¥ | o7 (ute
Setyect «0%cs pa Erchararnex
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- ' AN hed § s
Fén vy falaest  + ABwehed iy - GmwtedDem "
v GRS S AV SA0414 11,59 r
[ 3
A L TPTISY rrrep— ntached lucusts
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Seae = Detached Rescests Hisscey
ver = bz Ryree leee
Soeate v e ‘r ke = Dutachvedt [dme Mntory
[TV
[NTTRPN
104 Lot portomms

Fig.eFile.26 (f<r7.eFile.26)

Detach File- Will detach a file from the receipt.( U3Tdeil BT receipt I IRTT B <IN)

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. (@S (T3.eFile.26) § 7% g &I fdadd fHd STM A YFTGA BI
receipt ¥ 3—Hel ™ BT ST AdHar & S99 A UGl 39 SUANTGHA! & inbox H Fell SIIel &, NTd gRT S
3Rfer = fobar T 2 )

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. (STIRTHAT §RT 9 fdded BT SUINT receipt Bl UHT & da9a
3T receipt (GXATISH) & W1 BRI receipt / SISl BT e\ &= & oy fbar o
Thar &1 Ig foid SO 98y fe@dr & 9 SuarTdhdT Receipt Inbox/ Created 3 receipt Ca)
Grerdl §)

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. (fS@Wvi: Physical
Receipt/Document 31 f&il Seiagi=e Receipt § g 32@T 39& g 4t fasar <1 |@&ar 81 899 receipts
P AT Herd Receipt & Udh A § BDadd T & SUIRTHAT DY Ao S HHT 2)
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To attach other Receipt(s)/Document(s) with the working receipt, user has to perform following steps (3=

Receipts/SETaui() & ST receipt & 1T Heltd & =g STANTHAl o fFr=ferRaa feard & g8

1. Click the ‘Attach Receipt’ link, as shown in Fig.eFile.27: (SIT(% feil.eFile.27 § TIITAT T & ‘Attach
Receipt’ fois @1 facsd o)
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Fig.eFile.27 (I<.eFile.27)

2. As a result the receipt gets attached, which can be seen under Details as shown in Fig.eFile.28 (sﬂ’cﬁ

IRUTEIHRY receipt o™ 8 ST ®, T Details H <@ ST Adhdl &, SAlfd f.efile.28 § Ui )
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Detach Receipt- Will detach a receipt from the Receipt. (receipt Eal Receipt@r I P éTIT)

The receipt can be de-attached from receipt on clicking 75" button in the Attached receipt section (Fig.eFile.28). The
detached receipt then moves to the users receipt inbox who had detached the receipt. (Attached receipt WUs
(fert.eFile.28) H 7% gcd &I fadeid BT T A receipt BT receipt F -l ™ fHAT ST AHT 8 | 39 el
receipt S9 SUANTHAT & inbox § Tell ST B, RT® gRT S 3’ fdhar a1 1)

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. (fRuft: o= g=maferat
I receipt Ca| receiptﬁf Ferre fad w= &t GTﬂ'qﬁf & & IR Her receipt YN f<l PrRIaET @ WY GTTTET
TE1 8 o9 d b 98 T RN receipt § Geli{ 8)

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). (Receipt Creation @& I (®UAT Browse and Diarise WS D fBaT 4 BT AT ﬁ) Generate and Send dc+

(Fr1.eFile.29) &1 fdetd fHAT ST SUANTHRAT BT AT Receipt Send R Ugal <3| (HUAT H) Send IU WS H MO

fBar 2 | 8 BT AR BN ))

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).
(Generate and Copy 9+ (F5.eFile.29) fadcd &= | Td receipt FHIDG Jhord B SR AR TH AT SIS

JUATS B & oY HTTSICT Wiegd IUS 53 | (HUAT ) Copy SU WUS H dfO AT 1 T 2 BT AR N ))

¢ che
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Fig.eFile.29
(3. eFile.29)
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Browse and Diarise Process of Physical Receipt (Physical Receipt P Browse and Diarise &R &1 Q%?JT)

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 sam e. (Electronics Receipt @1
Browse and Diarise BY @1 UfBAT BT TRIT BN | Physical Receiptﬁ DI AR B Browsing 3R IJUAE B
@ ufar sifart T8t 8, o= Wit ufar gurEd §)

Inbox

Inbox option contains the list of all the receipts that are _received as an Inward Correspondence/DAK. (Fig.eFile.30)
(Inbox fd@med & IIHTT 3Tadh UAMR /T[dh & wU H UTd AAKI receipts @1 el W&l & | (F3.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. (T : Receipt &7 dlid B & oIy STIARTHAT BT Bl Receipt HHID
®I fFeAd HIAT BT 8, $AY SUANTHA Receipt B [AVIaR] TAT IHHT [JaR0T =g Hhell 2)

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. (Receipt
DI URd FeR ‘E’ 3R ‘P W S Bl S Gl o, Silldh Receipt Hidb d Yd fordl il 21 3R ‘E’ Electronic
Recelpt <uifar & ST ‘P’ @1eR Physical Receipt €¥1TdT )

.;........_.. & Deepdla Saini Stenp-1OR-TIY
Receipts ~ | R=cews | Raply Senc PutinzFle  View | Nowve To | Copy | Close | Dispatces ;
» Browss & Diariss — _ Des Quice
Subisc enss
+Papscl = RN = Os Acien A
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Fig.eFile.30 (R4 .eFile.30)
There are 9 links provided under Receipt Inbox: (Receipt Inbox & 9 foip Uem fod T 2 )]

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: (Jg fofds SUARTEHAT BT Physical
Receipt P YT B H ST BRAT ¢ | Physical Receipt P g ﬁ?‘(’ o STaRTedT 99 a9y
receipt TR Pl BT T8l HR Ahdl, idlih f.efile.30 H foamrar T 2 )
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b) Reply: This link helps the user to reply to the sender of the Receipt.( I8 fold IUARTHd BT I Receipt & UTH

Fig.eFile.31 (Tr3.eFile.31)

P IR 9 H AT PRl B)

To send a reply on the receipt user has to perform the following steps: (Receipt Pl JwiX Jo @ forg
SRIRTEHAl gRT 7 f&ard &= gif)

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

Fig.eFile.32: (RTT Receipt BT IR WS SIHT &, Receipt Inbox | S TAMT & IR SIA1fd {2 eFile.32
H g9l T ©, ‘Reply foid CARGIED Eﬁ)
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Fig.eFile.32 (f<r7.eFile.32)

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 (‘Reply’ fof® &1 faeid o, 3@ Helawy UTadd! (RRIT receipt

Aol ofl) send To list ¥ IHT AT AT B ST ©, WINlfd [.eFile.33 H fI@mar T ©)
(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section). ((EPZCPJT ®) Send IU TUS #2398 dd
BT ATARVT DY)

e
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c@ffice
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Fig.eFile.33 (fa7.eFile.33)
c) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time.( I8 foi®

SRINTEHAT B 39 {2 Receipt BT TH—WTT T AAdT T H YTqH TSN Bl 9ol H Il HRAT 7)

Note: User cannot forward multiple nature receipts i.e. Receipts with Physical nature and Electronic
nature cannot be send simultaneously. (fC@vfl : STIRTSHT gRT fAf=1 el arell areri Aifcred gepfcr Tor
glagI™e Ui BT Receipts &I U AT ARG &l fhar ST daar ?)

To Send a Receipt/s, user has to perform following steps: (Receipt/s P Ao B T STENTEAt gRr R
ol ol 8i)

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

Fig.eFile.34: (RTT Receipt/s ®I SR AT ST €, Receipt Inbox | 3 TIT & 3R ST
fi.eFile.34 H TRTAT AT €, ‘Send’ foid &1 faed o)
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Fig.eFile.34 (f<r=1.eFile.34)
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2. Click the Send link, as aresult the ‘Send’
g&He BRI

(Kindly follow the steps 2 to 8 as mentioned in a) Send sub section). ((@TT &) Send IU WUS H 2 | 8 Tdh IfoalRad

fBaTall BT TFARI HY))

d) Putin aFile: This link helps the user to attach a receipt/s to a concerned file. (I8 fofd SUARTHdT @I fahedt Receipt/s
P FHEIT YAl | Hel'™ B H HSTIAT HRal B)

page will appear. (‘Send’ feids BT fdeTd HAEHY ‘Send’ IS

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.
(IfE B Y=Mgell / Receipt aifsd Receipt & e[ & df ‘Putin a File’ fddweq fEarsfiar =81 R | o1 /49 &
f STl §RT el Helt™ uATael bl “Attach File” # IR fdded & gRT e a1 ST 81°M)

To attach a Receipt/s under the file, user has to perform following steps (Receipts BT AT B I HeT

PR D I STINTRAT & 7 fart == 8if):

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

in a File’ fpaam SIT=IT % Receiptlnbox@ SR ECRIET Eﬁ ST fod.eFile.35 ® <9iT AT é)
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Fig.eFile.35 (7 eFile.35)
2. Click the Put in a File link, as a result list of files will appear, as shown in Fig.eFile.31: (‘Put in a file’ fof® P faetd &,
3D HoA®y YAl &I FAl Udhe BN SINTh 3 .eFile.31 # JRITAT AT ©)
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Fig.eFile.36 (FeA.eFile.36)
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Note: The list contains files which are present in ‘Created’ or ‘Inbox’ section of File. (fewfl: §= # 9
yAaferdl A 8Kt € Sifd File @ ‘Created’ 3725 ‘Inbox’ @Us # HIE )

3. Select a file in which the receipt needs to be attached and click the Attach button (Fig. a result
the receipt gets attached under the selected file. (Receipt ®I ST T3Mdell A Hert= fHaT ST &, SADT aIT BN
3R Attach (P®cH) qe=1 (f2r.eFile.36) fdidr X, SHD Welk@wmU Receipt TN USTGEl § Gl &1 Il ©)

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

Electronic, All) (Jg foie STINTHAT BT Receipts dI S9d! aaad Rerfa e (srfed, ufed, #ifas,
SolaeI~®, F9) & IAMER W Jdg dI H FerIdl Rl 3)
To use this option, user has to perform following steps: (39 fd®ed &1 SUANT &R © folv STANTHAT Bl
o feart e B )

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

(Cursor @I View foid TR <, T SlUeST A9 SI1fd fF.efile.37 % welRia g, fmfoRaa fawmeat wfed
Ydhe I

c@nice
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Fig.eFile.37 ((3.eFile.37)
e Unread - Click the Unread from the dropdown menu to view unread receipts. (GHTI%FT receipts D ITATHH %@
SIESISE ﬁﬂ\ﬁ Unread &1 fodd ?}"ﬁ)
e Read-Click the Read from the dropdown menu to view read receipts. (Uf3d receipts @ 3adAlh B SITSIST
H Read P fdeid Eﬁ)
e Physical-Click the Physical from the dropdown menu to view the Physical receipts. (Physical receipts P IaATH
Tq SIUSTST H H Physical Pl facid oY)
e Electronic-Click the Electronic from the dropdown menu to view the Electronic receipts. (Electronic receipts g
JTADBT TG SIUSIST H H Electronic ®I faid )
e ALL-Click the ALL from the dropdown menu to view the All receipts altogether. (W—ﬁ receipts D TP AT [qATH
Tq SIISST 7 H Al 3l fadtd )
f) Move To: This link helps the user to create New Folders and manage Existing Folders. (I8 foil STIRTHAT &I
HlcsH M AR AIGET hieed &I Ja=&- B H FERIAT IRl 2)
To create New Folder or to manage existing ones, user has to perform following steps: (F3 Hleed T 37erdT
AIS[aT Bleed & Ja=H 8] STINTHdl gRT F=falRad e fasar s gmm)
1. Select receipt/s from the Receipt Inbox which needs to be moved to new Folder. (ﬁﬂ? Receipt ®1 T4 Thleex
# I@T ST 2, Receipt Inbox T I AT &)

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: (Cursor P Move To o R &, TUdh

§ ESISE fl_rj\ STt fad.eFile.38 § gafdid % f=ferRaa faweat germ (My Folders, Manage folders and Create
New folder) 9 2d Udhe B )
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Fig.eFile.38 (T17.eFile.38)
My Folders-Click the My Folders link from the dropdown menu to view the Receipt inbox and its
subfolders. (Receipt Inbox 3R D IT-Hleed & JqAIhT og SIUSIST HL H My Folders foids &l
faT® BN)
Manage Folders-Click the Manage Folders link from the dropdown menu to Delete or Edit the folders
created under Receipt Inbox. (Receipt Inbox & SU—hlced HI fACH 3fe@T FHIfRd HR B SIUSISH
A H Manage Folders foids & fdcTa® @)
Create New Folder- Click the Create New Folder link from the dropdown menu to create a new folder
under Receipt inbox (Receipt Inbox H AT HIeex T é—g: SISSISE! ﬁTj\ # Create New Folder foidh @1
farT® BN)
To create a new Folder user has to perform following steps: (AT Hhleex & %@ SUANTHAT gRT

fReforiRad feari faar ST &)

1. Click the Create New Folder option, as shown in Fig.eFile.39: (@R:i & ferl.efile.39 W USRI 2, Create New
Folder fA®we &1 fdcd V)

My Folders

A e

Manages Folders

Create New Folder

Fig.eFile.39 ([T3.eFile.39)

2. As a result following screen appears, 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: (YRUITA¥IRY {F+Tad whiA
gac B, T Biee] @ M & Ufific o iR 59 Wieex # 9 9911 S 2T 7, SHHl T
BN dAT ST R eFile.40 & yefRia %\' Save gc Bl fdold Eﬁ)

Folder Name“iTraining ’

Created in"‘i Receipt Inbox ¥

Fig.eFile.40 (I<r7.eFile.40)

As a result new Folder (Training) is created under Receipt Inbox section. (tlﬁ'UTI'HW?W Receipt Inbox Tvs H AT Bleex
(Training) &1 AT %)
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0) 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 chckmg the ‘Save Recelpt button a new Rece|pt no. will be
allocated to the copied receipt (Fig.eFile.41). (I8 fois ITANTHA! BT ATIEICT Wiegd @ WAHT ATHfA I IR I

3 331 YIS BT Wl H ABIAT BRAT & | SYANTh! U1 JATIBATTAR HETSICT Blogd Bl Frrfad
PR FHAT © AR ‘Save Receipt’ 9 DI [deld PR WR 3RIA DI TS Receipt DI U AT Receipt FHID IMafed B

SIRAT ( fer3.eFile.41))
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Fig.eFile.41 (RI9.eFile.41)
(Kindly follow the steps 1 and 2 as mentioned in ¢) Copy sub section under Browse and Diarise Section) (Egcrm Browse

& Diarise WUS & ) Copy IUWUS H IfoctRad fHATAT 1 T 2 BT ATEARIT BX)
h) Close: This link helps the user to close a receipt. (I8 S SUIRTHAT BT receipt g N %‘g’ NEIREIRCAG] ?)

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. (fC@el : I receipt ®I {5 3Mer g7 171 7 foheg Ui
T fhar T, S gV F1 fhAT ST Adhdar g1 VAT R A Ugl 3ferd Bl UG fBAr ST 81, T4 receipt BT 9V
b S |

To close a receipt, user has to perform the following steps: (Receipt ®I & = B SUANTHAT Bl FrfeRad fEari
fapam ST 2
1. Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.42: ( ST receipt Eall

e fhar ST S Tafd Y iR ST RiFefile.42 H USRiT 2, ‘Close’ foid &1 faeid &)
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Fig. eFile.42 (A eFile.42)
As a result the ‘Closing Confirmation’ message appears. (§9@ HelR@%ay ‘Closing Confirmation’ Jitc |q¥r faw@rg <)
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2. Enter the remarks and click the ‘OK’ ( button, as shown in Fig.eFile.43: (3"gfdd @ ufafte o iR
SATfd or.eFile.43 W UGRIT &, ‘o (P ) 9 fodsd &)

Closing confirmation

a Pleaze provide closing remark

Werk Du:mel o
Remarks -

| OK | Cancel |

Fig.eFile.43 (Id7.eFile.43)

As a result the receipt moves to the ‘Closed’ section of receipts. (sﬂfﬁ RICESE) receiptﬂ'%lﬁﬂ HERY receipt
QU #H Fefl Wl 2)

Note: The Close History tab displays the history of the files closed. (fc@oft : g5 &I T8 y=EferAl &1
gcdia Close History tab # UafRid &Iar 2 1)

i) Dispatch: This link helps the user to Dispatch areceipt. (I8 foids SUIRTEHAT B receipt ®I UG fHy M TG
FETIAT BT B)

To dispatch Physical Receipt, user has to perform following steps (Wﬁﬁfiﬁ Receipt BT IRT 5y o= %g SYIRTGAT gRT
ferfaRaa feard far = &mm):

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

Fig.eFile.44: (T M@ Receipt BT UNT fHAT SIHT BT, SHHT TIT B AT SIS o .eFile.ss H Taf3fa
%\’, ‘Dispatch’ IGEACIRESED Eﬁ)
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Fig.eFile.44 (T.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.( §H® HERawY Dispatch TS UHe &Il © | Qa1 3R HCTSIel Bhlosd Ugd 4 w_I

BT 3R SUARTHd! I 3l I B8R | SUARTH! Upload File TART &R gY TXATAS Bl AT IR

bl & 3NTar I8 application draft editor H ﬁ‘ERTCRﬂ HEL Eﬁ%)

After creating the document, click Save. (Fig.eFile.45) (G¥Tds g919 & UATd, Save &I fdetd & (o3,

eFile.45))
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Fig.eFile.45 (Ta4.eFile.45)

3. After clicking on Save, the Draft gets created having a Draft Number. (Fig.eFile.46) (Save @I fddd &= TR

TP HH AT & 1T Mg 99 SIraT 2 | (Fr.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) (SUINTHAT Pl Uacd AJATGA—INDBRI & JMER UR

eI Bl T8 AFAINCT B APl & AT U UfBAT T receipt DI AT & A1 YT PR Gl 8)
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Fig.eFile.46 (< .eFile.46)

5. After approving the draft (Fig.eFile.47), user has the option to: (3Tel& ITFHTGT SURT (fer=1.eFile.47)
SUIRTHAT BT fddmed BIm)

 Dispatch by CRU (CRU §RT Uffd )
 Dispatch by Self (F@d Uf¥d &)
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e If user selects ‘Dispatch by Self’ button, then the user will have the optionto send the draft with

or without followup or further reminder. (Fig.eFile48) (If& SUANTEHI §IRT ‘Dispatch by Self’ [Pieatch by sell g Z=T ST
2, T SO AT B BIGIST 3T AT RS & AT fdl ITd a1 W &7 ey ura = | (.
eFile.48))

ﬁ
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Fig.eFile.48 (Ta.eFile.48)

e 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): @fe SYANTHAT gRT ‘Dispatch by CRU’
fqded g1 ST 8, CRU STTATT H |fwford 9l STarTdhdisll & M faed &, SuANTHdl Bl Biclleld 312l AR
ITEIRG & T AT D AT Ao & fadheq Ut =7 | (I3 eFile.49))
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Fig.eFile.49 (FT3.eFile.49)
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Status of the drspatch 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). (3fid & T aifeia @1 ReIfd Dispatch #i€del @ 3T<id Sent SU #isgd
H < O Aol © | UM a1 @1 ReIfd Dispatch #ISgd @ CRU WU€ & inbox W SRl ST |ehdll & QAT AfVelRg Bl a8
e ®T I AT AT & UG HersTel faavoT application # o fhd S € (@< CRU Dispatch))

Quick Actions: - There are some useful links given in inbox for Quick Actions such as (aﬁa P %g inbox H EZIASERIN e & T

g @Iﬁﬁ?):

% Latest Remarks )- Shows latest remark given on any particular receipt. (fF=1 a2 receipt T & T8 FdaH rgfad
3G )

<> Reply (. It facilitates the user to reply to the sender of the receipt. (I8 SERIE]] ?ﬁrecerpt P USH DI SR o B
JFAET U BT ©)
« Forward (! Forward a particular receipt to one or more recipient at a time. (I8 U B AHg WX UdH IfqdT IMfH
mmreceiptmmaﬁwmmé)

There are 11 links provided when opening up an Physical receipt (Ud Physical receipt e 99g 11 fofd ga fy ™ %\*'):

a) Send: This link helps the user to forward a particular receipt/s to one or more recipients at a time. (I8 foidh SUINTHA Calve
B AT UR U 31T 3D UTdHaisl HI Hlg (A2 receipt SUATRT B B GIALT T&TH HaT & )

Refer to the Send option under Receipt inbox. (Receipt inbox & 3=I1Id Send fd®ed &1 T<d UBT V) ‘

b) Reply: This link helps the user to reply to the sender of the Receipt. (I8 fofd STARTEHAT Bl receipt & U¥H Pl SR ol @l
JRT YT HRAT B)
Refer to the Reply option under Receipt inbox. (Receipt inbox & =T Reply [AdHed BT A< TBUT )

c) Putin aFile: User can use this option to attach the receipt to a concerned file. (\3Lt<4|4|cbcﬁ 39 fadeu &1 STANT FwfRd u=rael
H receipt B Fel'™ R B Y B ABAT ©)

Refer to the Put in a File option under Receiptinbox. (Receipt inbox @ T3 Put in a File fd&cd &1 F=aH TEIT TN)

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. (3 fofe &1 IUANT ITANTHAT FRT HETSICT Wieed @I WIHT @i a1 3R
I Y S—3AMBE SUARTHAT BT Wol-l B (AT S AP & | STANDA! ATITIHATAR HETSICT bleed DI
THIfET B FHAT © 3R ‘Generate Receipt’ dC B fFdd dE ) Gtﬂ'ctzﬁ P Tl'sf Receiptiﬁ Tdh AT Receipt
GHI® IfAfcd 8 SIRAT)

e) Dispatch: This link helps the user to Dispatch a receipt. (I8 feids SUINTHAT BT receipt ST HA H TSI

LRI
Refer to the Dispatch option under Receipt Inbox. (Receipt inbox @ 3T=<Iid Dispatch fd&cd &1 =¥ TEIT )

f) Details: User can use this option to view the details of the generated receipts. (SUANTHAl gIRT g9 [dPed &1 YA
q STd receipts @ fIaRON & racAId ?@ BT ST AT 8)

Refer to the Details option under Receipt Inbox. (Receipt inbox @ 3T Details fddhed BT A< T HY)
g) Movements: User can use this option to track the Movements’ of the receipt which automatically gets updated
as Receipt moves further. (STARTHA! §RT 39 fAHed BT STANT receipts D AR BT ST
2q far S Faar 8, Siifds SRI—91¥7 receipts 31T del 8, WaTfeld ®Y ¥ eI 8IdT I&dT ©)
h) Edit: User can use this option to edit the Metadata fields of the Receipt. (STINTHAT gRT $H fdded &1 ST
Receipt & HCTSICT Wiegd Bl FHIGd B g [HAT ST Fhdll T)
To edit a Receipt, user has to perform following steps (Receipt @I ¥HIfad B &g SUANTHAT gRT FAwferRad
feard fear srr :

1. Click the Edit link ), as a result the Metadata fields get active. (Edit (%) foids @1 foera @, g9 Herawy
Hererel Wiegd wriHler & )
Note: Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mo de. (Receipt @ U&& HaRU & Uad Helelel biegd # uifi fafey,
SREIGd fhv T & fafSr u= @1 fafor gon fdave & denm &l Bisey uRddd fhar S Iwd 2)

2. After making required changes in Metadata fields, click the Save button to save Metadata. (ﬁa Sel B g4 H
3NaeID IRETT B S YA HerSIel bl I PR & [T save ge T oY)
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i) CIose. User can use this option to close a receipt. (STINTHAl H [ddbed DI SUIANT receipt I
Refer to the Close option under Receipt Inbox. (Receipt inbox @ 3T d Close fddcd &1 =W TBIT TN)

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. (S receipt &I STEH 3MeRg I9RIT AT & fobg fewa 78l b
I g el fhar O Fdal 8| U1 $HR 9 Ul 3l bl UG fHar ST 811, @@ receipt 1 g5 fBar S &)

j) View Draft: User can use this option to view the drafts that are already created. (STINTEHAT §RT $9 fddHed BT SUANT
gd G e & Iracia gq fhar ST Fadr )

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. (View Draft fd®cd @dal Electronic Receipts # SUa®l 8, @iifd
Physical receipt AT WIEGRI $I AT CRU U &I A9 S0 31 Wl 8)

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. (B‘CI'\’ﬁ"TEb_rﬁ gRT 39 fdavey
BT ITIRT BRI YFTGel PI, UGl Bl Udbhd M= 8 & d1d9]e A Receipt(s)/3er@l | Fel = fHd S
E»\r_g' forar < Addr 21 98 foid 99 99y faxgdr € 519 SuanTdhdl Receipt Inbox/ Created Kl receipt BT GrerdT %\’)

’Refer to the Attach File option under Receipt Inbox. (Receipt inbox & 3T<I7id Attach File fd%ed &1 A+ Ugv aﬁ)\

) 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. (T{CRﬂTI’cWﬁ EINEERS
fadhed BT TN receipt @1 UG & dTI9[E 3T receipt(s)/SXAAS! & A1 BRI TG /AW BT FHelr
PR B U fhar o Fear 81 I ol 99 99y fewdl € 919 SUANTH! receipt BT @Ierdl €)

Refer to the Attach Receipt option under Receipt Inbox. (Receipt inbox @ 3=<iiid Attach Recipt fdded &1 d=¥ T80 M) |

Email Diarisation (SHel STIRIGA BRI

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. (SHdl SRIGd & & R, SHel Bl TANEH! SH ¥ §—UATdal]

H 9ol fear S =1f2q | SUARTHAT §RT NIC Email Inbox ¥ §He &I AT dRadb Move To eFile fddwed g1 1 1)

To perform Email Diarisation to eFile process, user has to perform (3 U3Tdell Uf%aT & forw $Ha mﬁ'cfg_d B ﬁ@'

STIRTGHl gRT =ferRad feard faar s grm):

1. Click the NIC email link, as shown in Fig.eFile.50 (STTf& feral.eFile.50 ¥ UafRTd &, NIC Email foid @1 faTd )

o@ffice Vour Lt fodin &F 1, 30064011 0348 i

Fig.eFile.50
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As a result, NIC email opens. (ARUITAREY NIC Email Yol SITd )

2. Select the Receipt which needs to be moved to eFile Application, as shown in Fig.eFile.51 (@R:II & fadefile.s1 #
yefdd &, forg Receipt P eFile Application H IR fhar <1 8, S99 faas Efﬁ):

L O"lce B Mhetu] Your Lawt Mg o T, 25982911 30 15 ™
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Fenn | ST | o=t ot ]
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- L = B Jeapil “an Wz Ty l
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B DS v Pt Spswent ta e mawed b the
Spswens e
” =L " LR
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R (O et Hogum et for LWL C
A EabiySpmn (0] Mogirrn v 10 44 N e
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FRICh Wrvmadt

Fig.eFile.51 (fRra.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). (ﬂ'&ﬁﬁ Receipt BT eFile Application H REFIRT R ?@ Move To eFile g1 fddd o,
3O MY W sent WS UbHeS BT (= eFile.51))

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

Home Page TR S @& folU Home 9 fdaTd B, WIIfdh RA.eFile.52 ® <orfar 1T 8 N:

"°"|Ce £ Metaanl| Your Last sge ot Tae, J0-98-2001 02 55 M

o e

Em.mu. State Unite Projects Librsry Training Dewniesd Farms Manusls anen E

B Compass Mail 1 mesnages of ha-d
= IWRON [4uNn | PuEn Lty Syre. fokdet Dn e =] dove % J1 Mos B afin -
- INBOX
- | Subjest from Date wFile Status
” N Sstemms & be rowed % S few
-4 Dam (0 W aps "N e
0 Logm Wefoatond (A4 Dwinds of eoffee machnes ~Lstohi he rwt 400 N Sem
Pl Sydumi 5 De (e 10 I New 3
-3 Petabigfipam (0) 0OVE/W & Avap 1 N Sent
5 Sent (%) RE (One mguest] Reguest he LINL m—— 1046 e
Mappng
4 Tas(ny Me B Segd Doffon appeaaton b -
rerthi4 san Lwmcdeny i 1040 N Nant
o sbereeinen (48) e Pegarang Twe Servery in 104 _I¥apt 1637 Mex Sent
Manage Foldurs Maawe Scrpl LOM tprrat 10 N Gant
Gueerrws Mo Lhwrdeny e o4 10 o et
Coarvimy ivtares e Punpb Jwndety v M W Sent
Regpaat far UNL Mapporg Flen) Lumar Pats Sep 01 200104 0F M e Nant

peen uoeats | S Forder [] Celen Moo o ad ton bl Mee & efie -

Fig.eFile.52
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As a result, Home Page of eOffice Portal appears as shown in Fig.eFile.53 (WI?UI'I'H?%RTTEI eOffice Portal T Home U
fedr &, Srfe fo=eFile.53 # 9T 13T B):

c@ffice

T

Your Last vgin el Tus, 10082011 03 55 PM

My Accaunt | Diweksiy | Hetp Deak] Sigrsul |
Hume Divisions Btels Unite Penjealn  Library Teaining Download Farme Manusls e [)
I Reawse Applioation ™8 Dash Noard

[svrl. I

S n oo (Bara)

Waah's QuUuts

L wOul G @l e e I oF e e, and el e deeds of all e Deide s, for soe e vison *

Henry Davia thetean
» Knomiudan Mucugemm ® parsonnel P rending [J seheduie W Notitication
boatemn
. . Pavali . IO o Tiow the (ay “ Pyt Al
> I'ie rncking' Gystom « el matie o Mo sbag 11l s o 1) o Ly ek (0) « ACE Alwil
3 Pt i et M AINIH o Racmipt FlestFTS
¥ Transtsr Request

@ Hotico Board
‘ n‘i'é' "{Ril Ve & SANS TN ConMts

Himpgnat Maw B Marmm for =P e e ol 5ol

LUty Vilnmriiiny Alars

Publishad bys Shn Bwenivaes Koo C on 03/09/201)
by o NI

3, Awely Ontina (8D

v 1IN mErs HEatin of %81

Published bys Sochdm on 03209/201 1
L I Al
Pubilished iyl Son Ashwsh Kurmar Agaraal an 01/06/2011
'lwnl\ * ADDIOYvEd Minutes oF PEC 230 Meatirg held on 2500 2011 A
Computer Awamness & Publishaed bys D Parhiedh Chard Thaxueon 01/09/2011 -
Appikation Softwares Hands
O LmIniog fo) @ lected
Auinloo ) misue T | groEaan
Court Tof the periogd

26002011 to OB 095014
Pase LI Yot Batoh)

A% Dixcusvion Ferum “mu:m Messuging
PEC Minutes Photogalinry RES Foeas Wrseful Links

. E T & @ 0 o

- Yo 4R I3 , [ 2 o

Weh Connest VE Cvents Mews NIE

| Parisnnel Cornas

® Bithday Wishes
® Gupemnnutions

® Jinel kedny

® Ponding NECie

PRws Wi iy wations

Fig.eFile.53 (f<r5.eFile.53) A1y WaTiansl nformaties Cuntr

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 (eFile Application (F3.eFile.53) H S @ foTU eFile Link &1 fdeTd &N, SAY eFile application el STdT
g o ft.efile.5a # UeRiT B):
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Fig.eFile.54
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(fer.eFile.54)

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). (Email Diarisation Link @1 fdeTd &Y, 3R 39@ 91€ NIC email TS I RIHIRT receiptiﬁ @Tﬂ'\ﬁ'c}z_d
B B fory S fFad HY ([3.eFile.54))

As a result, Dlarlsatl%n page a%pears as shown in Fig.eFile.55 (gﬂif} P¥g™Y Diarisation I8 Y& BT ¥,
eFile.55 ):

Upioad Panel {Only POF upto 30 M8) ISR | - Otary Details
12 A mgl\ p«cim.ia. u' llm poopl. ware vulmu lcn e e e = e Choass Ove >3
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13 The newvspaper was not vary successhil lately Tyoe Lutter v Letter Dwte 5721
14 The new postman doas not seem very tright Lo me, he Dete
In mtways leaving our fetters in the wrang matbox Recsived Date: 13062013 o ey
15 Carlos is the only ene of those studems whao have Sived Numbey Pealing Wends | Phooes One ~
up to the potentisl descnbed in the ysarbook Fiw Mutriber
18 m-nu nervous, 88 she never 100k such & difficult 1est NS contact Detalls Add to Address Book
Mineery Chooee cne ~
17 Whmen do youl live urtll your tew bouse is resdy ?
Departmant | Chooas coe ~
18 Rahul is one of those engineers Who is working for
Mcrescf Poanm e
19. My mobie has stopped working last nignt Oeatunation
20 Federer s serving, Djokovia 1s retuming but the ball Organitation
goes IMo the net. Game, Set and Mateh 10 Fedares
Antrenet
21. Each and every student and Instructor in thes bullding aiess
hope for & peew facilty by naxt year 3
22 After the bomb blast two people have been arested on oot
Saturday Counsry INDIA ~
23 Alshwarya worked in 'Guru’ when she was meeting the Araie Choose ore ~
man who was (o become her fldure husband g
Pincode
Mobile
Twaphone
[“iCatugory & Subpect
Mam Categery Choose une ~
Bty Cataguey Choose One ~
Sumgacts
Crclosurew | Remarss
Toa w214 he Ty aFer svrrmrreeal
P

Fig.eFile.55 (FT3.eFile.55)

7. Diarise then moved Receipt and click the Generate button (Fig.eFile.55). (319 RRITATIRT receipt?ﬁ SRR hd
PN, 3R Generate gcd BT fdeTd & (i 1.eFile.55))

As aresult, Sent to Page appears. (w% eldxy Sent to Y& Udhc BT 'Q)
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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 (Created fd@ed H 39 A receipts &1 T &< ©, T8 SUANTHAT §RT
SRR fbar T 8, fog S fafed /dom €1 &1 81 SUANdAl Receipts WUS & 3=l ‘Created’ &I
faetd dxa T GRTd receipts I G FHAT © | Hhelkdwy Created Receipts I Ude 8l &, idld 3.

eFile.56 § UaRId 7):

b ohuics et & Deesits Saimi Steso-1(DN-IT)

cFile s i e e

| DateZangs: 07/07/2010 To 18/09/2014

= Send futmzFle Copy | Dspatch Vew  Gererats Acinowledosment Herahes View Deepia Saini Stenc-1{DM-I :II

: Dats: e Subjedt = Subjscs Cabagory v Crested O =
O = 3 §F  ccecszt Aesurmncas 17/05/14 10:65 x
O £ 3sS ) cabressesy Cabinst Hote 17705714 10:24 »
O £ 23342 0 Teepmons Sils 23yt Sils Payment 1505714 02:13 I >
O £ 23414 & sdodz Anead Property Rshy... 16/05/14 11:65 >
O = 233413 & corsE sasac 16705714 11:24 >
: £ 233413 0‘ Teeotons Sils Bayrent Sils Paymet 16105714 11:33 >
O B = = 7 beh Acooeres reizeas et 16705114 10:40 >
: U £ 23um é h=h Accounts regies met. 180514 10:37 X
O B = s & Prem idarces 1670514 10:31 x

i1 13l

Fig.eFile.56 (T 9.eFile.56)
There are 6 links provided under Created Section of receipt (Receipt?ﬁ Created @vE # 6 foid ya™ fhd T B):

a) Send: User can use this option to send the receipt to the intended recipient.( STIRTHAT §IRT 39 fofd &I SYANT
SR UTadhdi Bl receipt YT fhd ST 2q fvam 11 AT 2 1)

Refer to Send option in Receipt Inbox for the process. (JfEAT TG Receipt inbox & I<TIT Send fadHed BT T<H
T8I )

b) Putin a File: User can use this option to attach the generated receipt under the concerned file. (ST Bl RT
T8 fddmed G receipt B TR UAEE § Hele &1 @ folg far ST |abdT 2)

Refer to Put In a File option in Receipt Inbox for the process. (Jf&aT %ﬁ Receipt inbox & 3T<IId Put in a File
faeed &1 v T8 )

User can also delete the receipt which is under created folder by clicking on cancel 7% putton as shown in
Fig.eFile56. (STARTHAT §RT cancel 7 de7 &I fdad wvd, SIS fRF.eFile.56 # yaRia 2, gird wieex
# GRIT receipt ®I T AHAT ©)

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 (G'Wﬁ"‘l‘cﬁf g1 39 fold @1
STANT HTTSICT Blosd &I WIHT @l a9 iR I 3= 3—3iihd SUIRTHAl HI Wol vq b
ST AHAT B STINTEHA! ATTIHATTIR ACTEIST hiegd B AT &R Fhdl § 3R ‘Generate’ I

Bl fFTd B R JIHNT DI TS Receipt Pl T AT Receipt BHID IMMdfed 81 SIRAM, ol b o
eFile.57 # el ®):
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e@ffice
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Fig.eFile.57 (RI9.eFile.57)

fAdhed &1 A=aH T-UT PN)

Refer to Copy option in Receipt Inbox for further process. (Gﬂﬁ D1 ufpar %@ Receipt inbox & 3T<IiId Copy

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. (STANTHAT §RT 9 fIded & STANT receipt & ST gg fHAT S AhaT 7, SATfD
3.eFile.58 # YR 8 | 8T T N &I UfHAT & foTU Receipt inbox BT F=H TV F)

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. (3¢ SUIFTHAT Receipt &I Created
section W ST AT ATEAT € T receipt &I Ugel S SUANTHAT & inbox | ESMHT BRI 3R A9 SN I8!

3 = fvar o1 gam)

ottt s tmstn
EF”E siectrams file system
Receipts = Send ' Sutin 2= Copy | Disgaich | View  Gensrzi= Adnowledgesent Herarrhics Ves Desodcs Saini Stenc-2[08-T1) :]
A v : Co=puter fic ~ Recept No. Subfect ¥ Subject Cst=gory Crested On w
4 Pyl = -
8| E 23345 &  CCRecsint Assirances 17109714 10048 x
+ Elechrosic . ~
O £ s §  CabetRegy Cabinet Mot 1770518 13:44 >
» Isbex “l E 2z £ Teaphaoos Sk Pamer Sils Dayment 180%1e 0218 x
¥ Evai Darsation O E 2334 & adod: Al Proserty Rebi. 16705714 12:45 *
= 0 £ a3 & soesE sazac 1670528 12:42 x
» S=mm — - e A
| E 233411 & Teephons Silks Peymant Sils Payrem 18/012 15:33 X
» Clos=c = ~
O B8 =& z::as & e Accoonts related mek 16014 15240 x
» Ackrowiedgemert < =
= 0 B & z=a: g b Sccounts relsted met 1670324 12:37 x
P 0 B £ =z=m% & wPhams 2dvarces 1570522 18:31 x
» Recycle S I
Migrate Fie =

Fig.eFile.58 ([T3.eFile.58)

Refer to Dispatch option in Receipt Inbox for further process. (3T @1 UfBAT TG Receipt inbox & =TI
Dispatch fd®cd &1 =¥ TEIT o)
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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). (I8
oI SUIRTHAT BT Receipts DI Id] adA RART J2aT (MHIf®, Seialied, A9l) & AR R Jadg HT H
FERIAT BT &)

To use this option, user has to perform following steps (39 fd®ed & IUANT T ISUANTHAT gRT FfoIRad
feart foear ST 8
1. Move the cursor on View link, a drop down menu will appear with the following options as shown in Fig.eFile.59

(Cursor @I View foid TR oI, T SIUee A9 SI1fd faF.efile.50 # UelRfa g, fmfoRaa fawment wfed
gdhe BRM):

i B i i
Rate Faage  07/07/2030 T sRAGS01L
Tcirts - Gand WL in e Fle  Copy | Dpatch | View  Ganerath Acknawadgemant Miararzhics! Vi Cwesded St Soeme 1 [OM-1] vl
» Sroee A Clartse - Fryncal = o z
] { 5 Eubied i<t Catenrn
« Pl Llactrona
= E D33a36 231 @  CCRecwist sy rerces ”
« Bactrose Al A
£ 34 — & Cabiret Ragly Casroat Nate b
- E 233 ZEMAAOETICE OF NG TE & Teepheos 30 Papent 235 By vam >
Small Disruatsen 1 233414 A4V CETIEE OF DI & iy S Frogerty Fats. >
o £ e SII0I4CPREE OF ee 1) & o samnc >
o § 333481 ML SO TIGE SF ] & Teephens S Papmant $ils Paymrent >
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Ach Anondgarme
’ B s e 4 & tn Acoaunty ralased man. *
» Craptect
s . 11390 & P e 1doarcm >
s }
ey v

Fig.eFile.59 (F131.eFile.59)

e  Physical - Click the Physical from the dropdown menu to view the Physical receipts.( Physical receipts @ 3Tdcildh+ ?@
SIUSTST # H Physical & fFdd @)

e  Electronic - Click the Electronic from the dropdown menu to view the Electronic receipts. Electronic receipts @ 3Tdcildh+
ENESIESISE ﬁi # Electronic ®I foA® o)

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). (841 receipts @& U AT D o SIUSST A H
the All BT fd® PBX | Created receipt (HIfTd TAT geraeI~H) Wie W 9 fofd e fd T €)

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. (SXITASI Pl SRNIGT BRI dlel SYANTHAT §RT 5

fIed &1 ITNT grach g9 iR urad] W S S & UNEH DI 9ol Bq fhar S Fadr 2 1)
@fice

et & Dewpika Saini

Dite Rarge | G7/S7/2040 To 187002014
Secwyes = Sand | Bt o2 Bl | Capy | Dapasch  View | Garersis Acknoniedgemest Marmshica Visse Dwesdid S36 . Stewe- L [DM-1] vl
» Brovss A D - — = - -
~ SAmbetar s Fesal LT Eatinid * Bukiec Catauann . el Sr
o Prrpmc
23456 & CC Race: Acvarances 17/0%/ 24 13:48 ”
4 Blectore
C 234m & Cavit Ragly Cabyret thste 17/0%' 1€ 13vae >
e encs & Tuaphore Bt Payert 24 Darmere 1800924 02:18 >
. Charmat [ 283414 P Arvvow Broserty et 14704758 13048 >
[T L 23412 & E -~ 2 ZARAC >
Sert
o 233418 & Triephore Bl Paymare Fr—— >
» Cesed -
o 54403 & she Actrares raleved et 180858 10:40 >
b AT naGE Mar
e [0 ] 402 & e Aczoures relatec et 18/09/24 10:37 x
e
-t [ o 22339 $11236/ 301 'CFRICE OF OM-1] & e vare Adarces 1805 14 10431 >
» Racycie Bin '
Fibws s
Migratn ¥ ke 3
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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 edlt the content of the template. (Generate Acknowledgement
B fFed T W TH FGued AT Ol ga o 8, Ord ugel 9 MR gY uTad! &1 AT uelRid grar @ der
STNEAT $6 T &1 [Ia—a%g &1 W FeNfd &R 96T ©)

User after clicking on Send Later button, moves the acknowledgment to Created sub-section under Acknowledgement
section. (§e9 @1 fdeid ®H- WX UIaa! Acknowledgement WUS @ Created SU VS H el Sl 2| Continue -

ot BT ¥ SUANTSHAl Acknowledgement @& send U UR 3T SIRIT)

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

— £ Cmwaihe Al S (0ieD -
"m
- N J Qe W W e - el .-t e
. ot -+ g - - R
A amman m — 2l & | BT -
- - A -S| B BN | Crghwe crar
ot Dirmans
£ P a—
-
i St - Srverrise-
D — ' Yo or Pims boer rece For Mutire COMITROCHOET! Piaans retet 10t CONBPOrtece 20 32325/ 201ANIEICE OF Do 11
A
o—
Cometn Sarns
P ahe ¢ b L D1
SR
Ot
. £
gt
PRS-
[ -
[TSS—
Puw: p wesrme 37

Fig.eFile.61 (f<i4.eFile.61)

Clicking on Continue button will take the user to the send page of acknowledgment. (Continue dcH fdefd B A STAThT
Acknowledgement @ send UtS WX 3T o o )

o — e & Deapiks Sainl Saane-LIOM-]
Search »
cknowle el Content
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» Qronees & Oiartee
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s (1 s 1 Fost
Heeh Fad
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» Clasd THLSAVORTICE OF IM.O
A -3, ] .
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e Tagus
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Fig.eFile.62
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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. (QTSFUT Fr SMaegd fAaRTT R OM W, Uradl R

SRIRTHAT ®I Wl 41 STl & 3R Udh ufdfie Acknowledgement WU€ & Sent SU WU H YT )

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 (Sent f[a®ed ¥ qrER ST dTel FHK UATER &I Gl FHiRd I8! © | SYANTHAT Woll T3 FAK receipts &I

Receipts W@US & 3I<Id Sent foids B fdeid dRd <@ AdhaT 8, RNTd Heawy Sent Receipts B9 UHe Rl ©

Siarfe forr.eFile.63 # wefdfa 2):
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& venal comvrmrenon Oegbhar Sargh Duegrhs San OFFICE OF 01 15005/1€ 042y
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& fge fdge ARUNA BAMZAL OFFICE OF UG- 1{0M-11 02/0%/14 03-33
& Barvwmih Bat Q34
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Fig.eFile.63 ([3.¢File.63)

There are 4 links provided under Sent Section of receipt: (ReceiptEﬁ Sent U & T 4 foid U fhd T %\*)
a) Send: User can use this option to send the receipt to the intended recipient. (wulﬂcbcﬁ 39 fd®med &1 Suam

IEfA UTIdd! Bl receipt YT B & oIy &R FahaT 7)

Refer to Send option in Receipt Inbox for the process. (9 UfdBAT 8 Receipt inbox & A< Send [dHed BT A<H TSI ) ‘

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

(STIRTHAT 39 fddmed &1 SUANT y=AEferdl B SHd! aade Rerfa v (ifas, serag=a, o) &
IR R FAdg B B PR FHdl ©)

TET )

Refer to View option in Created section for the process.(§d UfBT B Created U8 & 3T View fdded &1 F==+

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. (3 fofh T ITINT STARTHAT gRT HETSIET Hieed
B TRAT IS T IR I 3 3—3ffhe ImANTHdt ST W 2 fHar S Fadar 81 SuARTddi
ATTTIHATTAR HETSICT hiegd bl FHIGd B Fhdl © 31X ‘Generate Receipt’ 9C DI fdald PR W
31@'42"% ®I TS Receipt BT U AT Receipt FHID IMMafcd 81 SR

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

(39 faped &1 ITANT SXITIS & UNS Bl UTacl Aol g [bar S Al ©)

Refer to Generate Acknowledgement option in Created section for the process. (89 gfdam %‘g’ Created
WUs P I=IId Generate Acknowledgement Td&ed &1 T4 T80 Eﬁ)

Copyright © NIC, 2014

48



There are 4 links provided when opening up a Sent receipt: (Physical) (Sent receipt@ﬁ?ﬁ WR 4 foie gg= 5 T € -
(i)
eernice

R T

CF“C stacvonic filz spstem

I Copy | Detzis  Movements Generats Ackrowleige—ent | I

» Emad Oansation

Letisr Ref_ No

Recsipts
b B e = Receipt Details
3 Physica! Recept No 3172014100 of HS[MHA)
+ Bactonc From &
) Man Caisgory BSNL Nodsf Oficer
y (5] Ader 120514 3510 PN

b Crecled

= Subject soces
» Sent = =
+ Chimed ='Movement Details
b Adoosdedoement Sent On ~ SeatTo = Action ~ Remaks ~ Reczived On >

FAIENDER DARSAD SANDHLOFRCE OF M3A

+ Orested = Transfersad Receipt ; ddd 12/05/14 D52 Zsthorizefion Docomsnt
Fes =
Fig.eFile.64 (f3.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. (39 foids T SUANT ITANTHAT §RT HETSTET Hlegd Bl
IRAT AR T 3R I T $—3fhd ITANTDRAT BT Wil 2] a1 S AhdT 8| SUIRTEH]
HTIRIDATTHAR HCTSICI Blosd P FHIRT B AhHdT & 3R ‘Save Receipt’ 91 BT fdeld B W
3TefcT BT TS Receipt DI U AT Receipt BHID ATdfST B ST |)

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.

ERT 39 fdded BT ISUANT UM receipts @ fIaRvl Sife i feror, f$€=r goid, Herd uamEforT,
HET Receipts, 3I—elT Receipts Ieiic AT J—HeT™ YAl Jlid & fAcllDb g (AT ST Febell
g)

Movement: User can use this option to track the Movements of the receipt which automatically gets updated
as Receipt moves further. (STIRTHA! §RT 39 fdded BT SUANT receipts & ARV BT ST B
2q fHar 51 Faar 2, S S—91¥ receipt T Il &, WAl ®Y ¥ 3fId 8T Y&dl ©)

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

sender of the document. (39 fd@ed BT IUANT UTac I TAT SRS & UND B UMl WOl 5
fpar ST At B)

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

i o fbd T € (SAaEIG))

b)

d)

=Imnce
e et g & Cenpite Setwd Tneve (100 .
—— - m
Sand | Cuay | Owtads ' Morsmests View Oraht Senarsle Azhnorledgerment |
s et =
U — - = Receipt Details
s, Hosapt e FIAMIVIAOITICE OF DM e
ek Proyes Cmomes
et v o e vt S Cam— -
» Inbas (11 Maw Categany (N
- - Azdinas Sezert: Dok St Dlats ILOG04 02 42 v
....... Latter Mat o Latier Duiw
N Zatyect Talaphone D Pupmart
s Clesae Mavumunt Detalls
s~ Sami Dy Sact On Sent To Actian Remacn Deod
“ l Danciea SamtORTICE GF DM 160014 Deurihe Sere OPYICE OF OM
Tibee B
g ere Fibe
Magietih

Fig.eFile.65 (FI3.eFile.65)
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a) Send: User can use this option to send the receipt to the intended recipient. (\%WI*Idncﬁ 39 faded o1 Suam

SgfA UTAdHdl I receipt YT B & oy TR FHT ©)

Refer to ‘Send’ option in Receipt Inbox for the process. (S5 Uf&AT ¥F Receipt inbox @ =T Send [ddwed &1 F< TE0T oY)

b) 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. (39 fofd &1 STINT SUIARTHAT §RT HIEET Hlegd @l
IHg G T IR S 3T i SUARTHdl B WO ®g fAr ST Wahd B SUANTEA!
SMATIHATTAR HCTSTCT Blogd Pl FHT(GT PR Hhdl & 3R ‘Save Receipt’ I Pl fdeld B UR afd
Pl Tf's; Receipt?ﬁ Ud TIT Receipt BHID arrdfed &r GITﬁTIT)
c) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced files
and Referenced Receipts. (STIRTHA! gRT 39 fdded BT STANT T receipts & faaxvil Siifds fodt=
g, Ffd TATaferl T Wi Receipts & Al Bq (AT ST Tl &)
d) Movements: User can use this option to track the ‘Movement’ of the receipt which automatically gets updated as
Receipt moves further. (SUARTHAT ERT 30 fddhed BT IUANT receipts ARV DI AT BT BG
o ST AHaT B, S SR—S receipt 3T dgdl ®, IdTfeld U A 3fEIa+ gIdl Y&dl ©)
e) View Draft: User can use this option to view the drafts that are already created. (Wﬂ'cb‘cl‘f gRT 39 fadeq &1
STANT gqd GRTd 3l & 3facild gq fhar S AT 2)

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. (View Draft fd&%ed Electronic Receipts
H d9 & IUAY & 99 3ATeRd Usl ¥ YR 8, HRifd Physical receipt H I8 AT UIMAHRI Bl 3@ CRU
JTIRT Bl e S @ Sl 2)

f) Generate Acknowledgement: User can user this option to generate an acknowledgement and send it to the

sender of the document. (39 fd@ed T ISUANT UGl S TAT SIS d UYH DI YTl 9ol Bg fbar ST
AHdT B)

Closed
Closed option contains a list of all the receipts that are marked as closed as shown in Fig.eFile.66 (Closed Jhed H B9

AT receipts @1 A AHRA BT &, T2 Closed & wu # ff~ed f&ar < gar &, Sifd o .eFile.66: # <=iiam
T %):
=Q@Mnice

S o

eFile secuanic tiie systen Seach £ Advanced | Haip

L3 £

Migrate File

Fig.eFile.66 (fTr31.eFile.66:)
User can re-open the closed receipt anytime by clicking the Re-open tab. (SUIRTH Al g1 Closed receipts BT fosr ff w7
re-open <4 Bl fFA® HXDb GA—IAT ST FhdT & )
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e@ffice

A COGITAL 'WOR K FLACE SCLUTION

To Re-open any Receipt (Physical or Electronic), user has to perform following steps (W receipt (ﬂﬁf?fﬁ

AT TATLID) BT YA—Werw =g SYARTHAT $I Fraferfaa fFamd far s g m):

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

Fig.eFile.67 (R Closed receipt ®T YA:—W@Iell ST &, ¥ I B 3MR ST fo.eFile.66 H <oIfaT T3 ¥,

Re-open fdded P faeTd Efﬁ):

e@rfnice

- ———

& Deepika Saimi Sizec-1{OR-TI

(‘F”E sisriroms fiis spytem

Recsipts Z]

» Browsz 5 Danss

Alert

= Aot Wou - tia 3 S—
— = 1mexs 6 £zz ¥OU SURS you Went 30 se-open this recep??

+ Elecirosic actico nesds tobe A

» Isbax (1)

» Ex=ad Dianisation

» Crezizd

» Serg

» Clases
» Acinowlecgement

2Cregizd

¥

ing Remaris

Fig.eFile.67 (T17.eFile.67)

fr3.eFile.67 H TRTAT AT B, receipt ®T Y: Wiel S &1 Yie Tl T3 gde BRI |):

moves to the Receipt Inbox of the user. (fCTT GSf @Y 3R Closed receipt ®I -

‘oK' 9 faeid @R < (fer.eFile.67), T receipt STANTHAT & Receipt Inbox H 31T SR )

Copyright © NIC, 2014

As a result, confirm message to re-open the receipt will appear, as shown in Fig.eFile.67 (TRUTHEI™Y, STTh

Enter the remarks and click the ‘OK’ button (Fig.eFile.67) to finally Re-open the closed receipt and so the receipt

el S @ forg o= H,
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RGITAL 'WNRK FLACE SCLUTION

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. (4Ta<il SYINTERAT & oy I8 Rﬁ’crzf%f
Bl & fF S9a gRT ufd o= favmT &1 fia T @ aen SuanTdal fed W awg urad SHfe BT SuANT TR
73 @ Rafd S &= Fadn 7)

Acknowledgments will be sent both electronically (email & SMS) and physically (through post). (dTaci! 3%@ TP
(S—HeT dAT TAUA.UH.) T WIfdd (STd §RI) SIF1 ARgAl | Holl STRAf)

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. (Udb dR Rieeq § o3 <o 8 M
W, fEhlee wY F Ul $—Hd / UH.A.GH. §RT Ggfd o1 SIRAM | AfS 3aedad 81 af SUARTahdl gd arRHTid
AT BT ISUANT IR GG 97 Fhall ©)

The system will maintain the record of all the acknowledgements sent to the user(s). (SUIRTHAI(3T) BT UfT FTHR
gract &1 Rers Rivew § ERfEd k87m)
Users can Generate Acknowledgement from (STl Generate Acknowledgment s+ fdeld &Ra):

e Browse and Diarise Generate page (Browse and Diarise Generate J&3)

e Created section (Created WUS)

e Sent section (Sent TUS)

Clicking on the Generate Acknowledgment button ((EITcl‘cﬁ 97 Fhd %\'))

& Deepika Saini 51

Jhe Rarge | 57/57/2040 Ta 15/09/2074
Sucwnes - Fand | It g Bl | Copy | DApatch  View | Garerats Acknoniedgemest Marmthics Vs Dwesdd 30 Stewe- L IDN-1] w!
e s { =TT Eesalat Eatiid * Bubies Catauacy * Camesd
[ 33343 AR AR RETICE G OO g &  Chaces Acvirances 17/0W 14 1548 ”
== L E 2Mm & Cavent Ragly Calyrwt ot 1705 5¢ 10084
» Inos R & Tulaphorm Bt Payert 24 Darmere 18/0%28 02: 18 >
b ol Clarmare [ £ s & sl arvvoul Broserty Aety 1470858 11048 ’
) S T 133412 & SOrs SARAC 160916 13:94 >
somt
7 F 25 241 SAFTILE ¢ -1 & Teephorm Rilg Papmare Fan P, vt V04 LS bl
» Cezed -
[ owe ] £ Isu0 & Actrares releved rrt 14/0%/88 10:40 >
b ARG Mary
F o g 23407 & o Aczoures relates rrat_ 18/0924 10:37 o
~
[ o 32339 & i e Adarces 1EA0 34 10431 >
-t .
» Pac n '
Tiws
Mograti § e

Fig.eFile.68 (<I71.eFile.68)

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. (Generate Acknowledgement
B! fodd IR W UH Hued g fasr ga o 8, SR ugel @ WX gU U &1 T velia gar ® den
SUIRTHAT 39 T @ fAwI—aw] &I @d [T &R Fadl 7)

User after clicking on Send Later button, moves the acknowledgment to Created sub-section under Acknowledgement
section. (Send Later §¢- @I fdefd H=1 UR UTdd! Acknowledgement WU€ & Created SU WUE H Tell Il &)

Clicking on Continue button will take the user to the send page of acknowledgment. (Continue dcH frtd w9
STITHRAT Acknowledgement & send UtS UX 3T SIRI)
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Fig.eFile.69 (o71.eFile.69)

Clicking on Continue button will take the user to the send page of acknowledgment. (Continue <1 fdeid &=

SUANTHd acknowledgement @ send USSR 31T IR
cQffice

& Deapika Salnl Gaang-LIDM-]

EFile: e o oee et |

Oscmpts = Sent Through Detaits
» Sronees & Duaree
* Py - -
: Sent Throwgh § v a1 ' Emal 1D * Nussle Mad e sepreies 2y
+ Dactrmse Y ; -
» oot (11 i Post
& Emad Diernation
55 S Admodalpeed X Vog Sl 1S e 204 | Do yow want to send the notfication Hwougs SMS?
> Ow 5 Bhem.
» Cere
You b how bews secoret. Yo Sy e
» Closd IO EAVORE OF IM D
» Aok -t e 2
e Dispatch Details
+ Creates Tagus
s Sere =
i I oo B Atiscturert |Only POF uptoS0D MB) [aen Fin }
» Racytie Sae r
Despatch Date | 1)
e s
Totad 3000 § 1000 charmcsars luft.
Migrate ke =) [
Chagpat=™ = Dopatcd Remarks
Despates =
e =
Reperts =
Settings S
Pout Tt wtvim =)
Bt Degpartmend (=

Fig.eFile.70 (<r3.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. (S50T F=fl 3Maeaed fIaRor ¥R WM WX, Uraci!
TR SUARTHAT Bl Aol & Sl & 3R U ufdfie Acknowledgement W€ & Sent S9 WUS § Ul
M)
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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: (Recycle Bin fd@ed § S FH receipts &1 I A2 &l 8, T receipts & “Created”
e 9 faaifia o= faar a8, Sfe fo.eFile.80 weRRia 7)

There are 2 Quick Actions provided under Recycle Bin Section of receipt (Receipt P Recycle Bin HUus H 2 @Ra
fard weE @ TE B):

a) Delete : Permanently deletes the selected Receipt. (I8 receipt &I IR ®U § fIgw HR T ©)

=il .
b) Restore : The receipts which are deleted from the Created section are restored back. (I8 detifud
receipt Pl Created TUS H JHUT FR Tl o)

i

d

g
=
n

Fig.eFile.71 (I7.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 (File &wif=d I'chlsiﬁ & HUT B, e
Receipts, fewol, arerg, A<y 3R Arg u=aferdl AfAferd 81 Files WS & 3r=iid fafi=T fofd Sueter &,
Siifes faq aftta 2):

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

e Recycle Bin

Let's have an introduction about these Links one by one (3Td TH—Td &RD 3 foid BT URTT YT BN):
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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

(Earaa fole # S9 A% y=maferdl @ & [fd erdfie Sife fdt o $ 3iffthd SuarTeal grT ura / fafed
forar ar &, SrTfh fRF.eFile.72 # wefid 2):

e am—— osnn. & Daspile Seeni Signg LN}
Rata 0 2 07J07/2010 Yo 3H/05/201¢
Retaive | Raply | Sand | Vew | Move Te | Mers ermrtecsl Viw | Deecka Zery, Stanc 108 11 v
- —_ AR CHANDES SABEIH [DINESH KUMAR SHALASATT) CARacE e o x 1800414 [ B
s e IORIC 1034 IRoRE TET e A
) M -
s for | £ 3241532 ASHUSH KUMAR DANDA, OFFICE OF US-1{0M-11) ol -
. )
<l m o~
» Crasmnc F RaT G5 BHATT.OV0 of HE(MA] 1034 D617 - zl;.."h " ;e
Dints HARIEH CHANDER RARRAR (TUNERN KUMAR FRAIARATT ] OFFICE 18008/ 14 B -
£ s3arroe A i) e P WP Jentwicosse oy s
traiuiad OoF DALl 0.5 ¢
" -
o Pukad € 3281707 BL0IAUAGNAU G W HELEE] FileSr000  SUNIL KUMAR DMAWANO o of HS{MHA) oot fcp A
b tgprrve Raguan 16909/ 14 2%
T 3z4ze5¢ BRIIDMTGRANA ITICRERM . Tiegekios 0. NAGARAIAN | MULDEES SINGH).OTFICE OF OH-21 1370334 0223 i o
b Clonnd 33 (

« Thoes T3 aat RARID NOTR BABSAN [DINEZH K1 SRAIAZATI).O 1a/e14 (- BB
Cicves Fiea & saresy B 1E0LAE93014-CRelCE OF DM- ‘ezt RANIEH OUARCIER BABBAN [DINESH KMAR AL PR samaiieonse Ly ~
Sebstted "

Nazparirg Apzreel | 537239939 DNaid-ln ol I frafeaberfact  RANNDER PARSAD CANDWLOFFICE OF NSA ol 2
| et 12/09/14 (v By
6o £ 320153 21 13201 4-CPFICE OF Did oL KULDEED SINGH,OFFICE OF DM-11 0406 14
« Draks i > 5 2 S = 12/00/18 )
3 324066 /3820140 of WEIA| 11 .5 BHATT.Cff0 of H5M=A| O e 1147 - e 4 o
~ Copnis Giats m -
[ i e
o Sruin o (Men I LEGEND Prinnty ] DA Tads 8 oeimmedsts o memdes Ordnary
txtmrnal Fitms
2t Files with Yelow
> ok e Mote
VIP Rafermnces oo |
sahe Hos
e Yoo 3
) Cruate et
L e Voure
» Recyche Be

Fig.eFile.72 (I l.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. (STINTHAT §RT UGl & 3daidd & U File number @1 fddd &A1 BNT|  $9@ HoRawy
STIARTHAT IAEe! AR IHHT f[AaRT 7 G| AT & FJFR E TAT P gelagivd AR s uAEfordl & #ed
=R fe™ & forg wanT fdvar Siar ®)

There are 6 links provided under Inbox Section of Files (T3Maferdl & &I Wvs ¥ 6 foids Ua™ fbd T B):

N

a) Receive: This link helps the user to receive the Physical file only. (Ig fof STANTHAT BT Dhdel HIfdd y=ATaferd
UT A H ARTIAT BT §)

To receive a Physical file user has to perform following steps (4 IP YTl UTd &R @ folv SuaTahd
gr1 o= feard feen S g

1. Select a file from the Inbox which has to be received, as shown in Fig.eFile.73 (ﬁrﬁ? ATl BT 9T fobar ST
2, S Inbox ¥ T, SIATd fer.eFile.73 # <iar wTam B):
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e®ffice

A CRGITAL 'WORK FLACE SCLUTION

e@ffice
ohom s s 4 ARCHANA SHARMA UDC-25
eFile electronic file spstem
+ 01/08/2010 To 15/09/2014
Recsigts B - Regly | Serd | View | Move To | More Receive File Confirmation = IEW, My e =4
; = .~ Computer ) . D= : (SRS
oo = N Boamoer #7e yoU Stre you wank 10 receive his File 2 Senton e o Quick Acion —
¥ Inbox {35} - = - 6 _— - 13/05/18 B Y
0 £ 377 RS-12017/20/2014-OFFICE OF DM-11 oK Cancel 11/05/14 11:30 - e ~
5 Srpa et o 20375 D-23/2/2014-0lc of Hslua) —TT TR £1/09/14 12:15 - [,:: 9 _
{osing Appravai 1S =
} Createc n £ 40353 B-120:2122/2014-0c of HSIMHA] Flegda1212 TS BHATT,NHA 1G/05/14 10:35 - = &
+Drafts = 10/00/14 & 9
e £ 40368 B-12013/18/2014-Clo of HSIMEX Fegd2311 C.5 BHATT, MHA w’ / - - >
moiete e A —
— = — p— s e S A R A 03/08i14 B %
b Pckad B £ 20355 C/S1/2014-Olc of kSiNEs) dose fie SUNIL MJMAR DHAWAN MEA  05/05/14 D3:34 - i s
= {
» Closed - 09/09/12 B9
B £ 40365 6-11011/1/3014-Gio of HS{MHA) g1 ramesh .5 BHATT,MHA sechy - -
+ Closed Fles ¢
— E 9
£ 40354 D-13/2/2014-OFFICE OF ASE stz C5 BHATT,NHA 05/08/14 03:07 - o
= )
B £ 40333 H5-11015/3/2014-0fs of HSIMHA] s Fike 85 SUNIL KKMAR DHAWANMES  04/05{14 D4:50 - P
b Sent
P —— aetanies [~ B

Fig.eFile.73 (< F.eFile.73)

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

(Receive fofth & fdeTd &Y, TEY UGl UMK T giie &_A 2 Tolc Aa¥ 317dT 3, (*r.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. (0K 9 (R .eFile.73) BT fdeld BN, $HA TATAC UK &1 ST ® 3R T SW activated
file link ®I fdcTd B @il ST FHAT B)

b) Reply: This link helps the user to reply to the sender of the file. (I8 foids T=ATTA & UTH Bl IR o H STARTHA

DI BT BRI ©)

To send a reply on file user has to perform the following steps (UATdell T IR o B SUANTHAT Bl 7

IRl HRAT BAT):

1. Select a file from the Inbox for which reply has to be send, as shown in Fig.eFile.74 (T T=Taell &I WS ST
2, 99 Inbox A T, SINATfh fF.efile.74 ¥ g 47 B):

:—-———-— & Deepiks Salnl Stenc-110M | -
eFile statrmi tis yvram
0 Yo 18/08/2014
Becennts 3 £ | View | Move T2 | Mcre | Mraruchicn View Deacdc Sevri Shane- 1 (OM-11 :j
- ST Sk
) dow = LJ v L_“—"' Mumker o * Sarder * Saniia * Qe Co* Read O ?‘b” A
b Inbes (3 = B 9
Suberstted Fim for | £ 3240012 472014 BECLAN DOCT astactacts MRLTYUNIAYA MISHRAOFFECE OF DM-TT ::{:;I" o
Ocang tepreval -
20 )
it € XMUFY  RSIZUVMODAOSICEORDMD  FeQRT0SE G NAGARAIN (KULDESS SIMGH),OFFXCE OF DM 120914 1025 - IO ?
L e
2 M ARCT s 1 Tl /08 4
« Oref 0 8070 RIIUILINAONICECEONG  Heratel ':‘;":";‘",“"'“‘ SABBAR (DNESH KUMAR PRAMPATIOFFICE (o014 10:34 - 1900024 ;[f‘:" ?
) 83
* Complated - &
- Lrmpasa e z 17/09/14 3 9
Coated [} E3M1337 EORI014-D of WEVEA-vedee(Z] 112 ASHISH KUMAR PANDA,DFFICE OF US-1{DM-11) i - o
Y .
¥ Aporassl Raguess £ 2470 R AL IASA054-0n oF AN Flegricd00b €8 BHATY, O of #E(M2) 16/08/14 06:37 6;-\43‘ % ‘2 ’
» Qlosed HARDZH CHANDER SASZAR {DINESH KUVAR PRAJAPATE,CFFIC £/09/14 B °
1 & etire o DT RIS CHANDER & {DINESH %1 T, CFFICE 18091 i
o O BN Eopuaigoecece e o B Alegimor SRR o ISON 40 - sy pt
tusrreted f ’1 .
* Sampanrg '.".'“‘,’,',; 0 £ M7 B0 DAl FileSrkI006  SUNIL KUMAR DHAWAN,O/o of HS(MHA) ;;(;’," 1¢ x 4 )
”
- J ]
b Se=t CE - I L T A UICIOIDN Sl PleBrT006 O NAGARAMAN (NUCDEES S0N3M),CRFICE OF DML 140014 0343 ‘”f; L g_
182 !

Fig.eFile.74 (f<r3.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

Fig.eFile.74: (Reply foid BT WR, UTdhdl send to list ¥ TIIHT I & WAl &, OiATP fo.efile.74 &
B)

Iles =1 Fila Mumbar Subjmct

& AR 1301 7/34/2014-00FICE O DN-TT Fle@rkton:

; Sxbrettad Fhes o [ p— - - ] Intimate Ta
* FLADAET > A J1 ) CRTICE oM

5.MNo Employws Neme Email sMs

'l ADSER SINGOFFICE OF D113

whreited Fies Rarmaccs

Sered

Fig.eFile.75 (/T3.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.( SH®Y UfHAT TATTA HST= BT AT UfBAT | ST A= B | 819 SUANTdhd
TAFCA! Ao 9§ gd I9 fSfoiee sweiRa wx 9T ©)

Note: ‘Sign and Send’ button will be accessible only if DSC is plugged in working mode else only Send button
is visible. (‘Sign and Send’ ¥ &M H gaq B, A $fca e drieha Arem # wi—s49 fhar g
Il Hadd Send de &l faRITm)
To Sign and Send the File, user has to perform the following (‘BITHE?I B TEERT R IRT FA %g SRS R
o fpard w=eT Bm):
1. Enter the input required details to WhICh file is to be sent and Click the Sign and Send button as shown in F|g eFile.76
(ST =TTl Aol ST €, S99 AHIRId Saedd fIavor gof X 3iR Sign and Send e+ faeid &, SiTfd
o .eFile.76 § fa@m@r 72T %).

Send
Selected Fies
File Number Subject
v + J 41512013 CMO(PRO) Test

: E
56t Due Date E‘.r“'wmua
Aten Formard v
Prionty
Remarks

JSend a5 iy nite

Sign and Send Send

Fig.eFile.76
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e@ffice

A CRGITAL 'WORK FLACE SCLUTION

2. A pop window appears asking to enter Pin, as shown in Fig.eFile.77 (PIN Tl BT B BEd gy Udh POP famer
e BIfT, SN fes.efile.77 # @ a1 B):

~ =
Enter PIN
To log in to "Gyanendra Kumar Bhojal™
Enter PIN: |
K Minimum PIN length 4 bytes
+~ Maximum PIN length 15 bytes
oK i Cancel
.\ A

Fig.eFile.77 (T3.eFile.77)

3. Enter the Pin and click the ‘OK’ button, as shown in Fig.eFile.78: (PIN GSf & 3iR the ‘OK’ fdeld &% SIT(h
fr3.eFile.78 # fa@mar T )

<

»
Enter PIN

To log in to "Gyanendra Kumar Bhojal™

Enter PIN; | [sews|

" Minimum PIN length 4 bytes
" Maximum PIN length 15 bytes

[ o ]| concel |

Fig.eFile.78 (17.eFile.78)
4. When received user opens the Inbox and click on the received file is displayed as shown in Fig.eFile.79 (4T N

SN TR, 519 SUIRTHhAT §RT Inbox WieT B et fham Sirar & o Ui u=ident fawdl 8, Wife fr.eFile.79 &

e Men 3320 130 /2015 M 0 LI
Wating | Cer Draft { Urk  Detafs ' Movermmests 2051  Zesd | Morg Actort | Oaaie Volume  Wow Oelals
R P— P IRE
B '2dd Graen e Al Vel Wby
® alsrmade CTiLggte | Mt daien wad leairn el tyy e ladan Nelisiel Lasgets sl letel pusved 5y
e Mam the Linited Kngdam e 1041, sfie the
P OF Thta and Pusiitan and the prmesly staces of
FPON[ 3003 100 AN RAME S0 UNAR
(ssodaK))
.
27/00/1011 #1133 5W HAMESH KUKAR
()
N Sgeed
03/ 1072013 227 oW HAMESI KUMAR
{=soux))
-
10/ 10/ 2012 2:07 oW RAMESH 81 /5AR
Lot
W Sgeed
-

Fig.eFile.79
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c) Send: This link helps the user to forward a particular File/s to the recipient. (I8 fd®ed SUINTH GGG
yATaferdl grdddl Bl T B H FER™IAT BT ©)
To send a File/s, user has to perform following steps (T3Taferdl UT & ¥ SUARTEHAT B 14 B w1
2IT):
1. Select File/s from the File Inbox which needs to be forwarded, as shown in Fig.eFile.80 (RT9 g=maferai &1
ART BT ST 8, S7= File Inbox ¥ faffed &, Sratfds SITfd fers.eFile.80 W UafRid 2):

oo cmtes st & Deswiha Salnd Smeau-i(O0-0) -
@
Hels Sacga L 07/ 5 15/09/3034
Noteists Sacaie | Rapy m Viaw | Mave To | Mare | Wherarchcal Yaew | Deepin Savv Frwno-1(0M-11) )
Files ~Simmdec L | v Saies a Quick
= B s tumbee Subiect Sandas facign Due Q= fand A RS P
» Db (8) FECBT] w B
* 41 o/ 47 TILACa of Ha v - S8 BMATT.OVo of MS[MHA / o 19
Totertted ¥ e v D 41751 BCETIINRACn o el arusl e BMATT.Ovo of MS[MHA) pLuU e} 1e =18 -
Cimtrg Approval
” FraE 1809714 2 %
£ 3200007 [-lANIRGLS-SECLAN-DORE MRUTYURIAYA MESHRA,OFFICE OF DM-T1 13965 —~
» Orwtes f
-
* Draty [ & BT Fiegrioas T, NAGARAIAN (KDGER STNGM) OFFICE OF ON-IT 1R/00/14 10:26 o et 2
G HARISN CHANDE, BASEAS, (DINESH SUMAR DRAJAEATT) OFFICE e - B
» Porknd Flagrioaz oF :';‘_”' X s ' T J0WI4 10:24  10VTM 14 ;.’ 5; -~
e "
b Apprsaal Ragueat Rl AGHISH XUMAR PANDA JFFICE OF L6531 0M-U1 140208 - ':‘.";: o -
) (
» Clovat -
B = 3= : o 60214 o)
Chmed Ties F a0 Fla@ri 2008 C5 PHATT Vo of WGIMKA| VD487 - 618 -
- .
Servttad e i 2 . MRS CAMNDEN BASOAS, (CINESH SLMAR DRAIASATT) OMPICE SR - 10814 g9
. Recgmrang Ay o £ ey o oeelr 160914 05,55 a7 -
" .
» Gert , £ Waw L0086 SUNOL KUMAR DHAMMLO of HE{H-A) 160914 05037 - = :‘“ g
» Citvmarsn X p—
" Besls £ Sa1ame Fhezrkd00d 0, HASKRAIRN (MULDESE SINGH) OFFICE OF Cak-1 19/0%/14 0353 i ‘;'
v
Competed e i i e e i aibes HARISH CHANDER RABGAR. (DINERH CUMAR PRAIGATIOFFICE |0y o oy AWTa4 g

Fig.eFile.80 (17.eFile.80)
2. Click the Send link, as a result the ‘Send to’ Page will appear, as shown in Fig.eFile.81 (Send NEACARENED
PN, AN ‘Send to’ IS UHT BT SIIfh SIMATh fo.eFile.81H UaRRid 2):

<o~ s s & Deepika Sainl Jteno LOM ]~

Files = File Number Subject
» bvbers (8) ] # L GA7/2014-000 of HEIMHA) marual iy
Sabrttes Fley %00
* Closing Approval m S BT EADCOAT Ve o NS Intimate To
» Crasted ! - S.No  Employee Name _ Email [SMS
| Set Do Dute 7
» Orais v - ' £.5 SHATTIOVe of HECWHAY)
+ Comgietes i Acvon Prrumd v!
» Rarked | Prcaty Dvginary vl
» Ascrovel Fagiests
5 Totat 1000 chanctecs leh,
& Claset
4 Closed Flas
Svbmtted Shes for | Ramerta

Recoering Ajorasal

» Sarz

» Cermvarscons
+ Drafs

+ Completad

» Bryncal Sl

Fig.eFile.81 (T.eFile.81)
3. Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the

recipient (Fig.eFile.81). ('To’ fd®ed & = id H T & T BN, AT UTIdha! BT Afered H It
PR B AU To’ fofs o9 X Sa1fe Sivatfe f.efile.81 & UefRid )

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

(Fig.eFile.81). (Due Date CaRT dfdRT & FHIY calendar () foids &1 ISUANT HRa Y y=mael & fog
fafr (e amaeg® 81) U™ & | (R.eFile.81))
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5. Set the Reminder (if required — Fig.eFile.81). (Reminder (¥R®) AT &Y, (AT AP &I, [oH.eFile.81))

6. Selectthe Action which has been taken on the File from the dropdown menu as shown in (Fig.eFile.81). (Action
(@RIaTEY) Siifds U=Taell WR @ T &, SIsred w9 H g+ (fFr.eFile.81))

7. Select the Priority (if required) of the File from the dropdown menu (Fig.eFile.81). (U=Tacil @1 UrrfHamar
(Priority) (IfX sz &), SfUerST W9 ¥ o (fo.eFile.81))

8. Type the remarks (if required) in the Remarks text box (Fig.eFile.81). (Remarks TRe dfed H fewofy (ﬂﬁ
AMITIH Bl) <l8U BN, (RI.eFile.81))

9. Click the Send button (Fig.eFile.81). (Send (%) 91 fireies &%, (R.eFile.81))

As a result, created File is sent to the intended recipient. (39 el d®wy, 6|~1|$c Tl’s‘ Ul \N\Ir?ibc UTdhdl

B U & S 2 )
d) View: This link helps the user to list the Files depending upon its current state. i.e. (Unread, Read, Physical,
Electronic, All) (I8 fof STIRTHAT &I U=@ferdl &1 SHd! aaad Rerfa g (afeq, AfSeRe Hifere,
Sofaglie, F1) & MR R g 1 § FeRdl dxdl ©)

To use this option, user has to perform following steps (39 fd®%cd & IUIRT B SUANTHAT gRT = fHamd

[ERIBSIE IR

1. Move the cursor on View link, a drop-down menu will appear with the following options as shown in Fig.eFile.82
(Cursor @I View fofs IR @i, SI1fh faF.eFile.82 # UeRid g, fiaq fdweui wfzd U& SiussA Uac
BIT):

e ctenns smves & Omsucha Satne Sisan 100
CFIIC wlmctrnmre flie yitem
Rafs Hangg L C e .
Rainigs 3 Raceive | Ruply  Sand | Ve | Wovalrs | Wore | Wearctacel Ve Owesics Sars, Share-1(0WL] | ]
r N
Ploe w SR mrent * akintd * Samde * Santon Hdyelo” feed On ’ it
ke Mmact 3 Retan ~
o Irbas 1§ SaNaNA - -
. Sulrritied Pies foc ) € 2Min Physical marmael Sl C.5 BHATT, Ofe of HEjVA) 26109014 82118 2218 -
Clasisg do Flectrsmic 18/00/34 )
£ 3240012 == astastasts MRUTYUNIAYA MISHRAOFFICE OF DM-T1 /0073 o
b Craated al 1205 (
cofts e = e S Flaaon SRR e e AP e P 180814 2"
e e-0-FICE OF Ded-1] aQrinEs G, WAGARAJAN (KULDEED SINGH), OFFICE OF Das-3 IB014 102 - i -
Qenglet - £3 AMRAEAR IS . T O sa 2
£ 2417 E-12210/32/2014-QF FICE OF D8-3) Fhegr70az :;ﬁ»;:*t‘s}:‘ SABBAR (DOMES- KIMAR PRAMMTINGFFICE  \ooniny soog  saioa/ie = ::3 14 -
e e C 103 (
G e F : —d YIS, 2 e 1604 29
E XTI ELIDCAI0Ie of HE A FRQATIDIE .5 BHATT.OM of HE)HA) IS 06T - %10 ¢
-
& 2341700 3201 L L0 FICE OF pie-g) Y Plegrkzogy  TARISH CHANDER BAEBAR {DONESH KIMAR PRAIMTILOFFKE. o4 o ng 160314 .
SRS INUL AL SR BES OF Dn-21 2582 (
Subminied Files foe - X ) 29
: :':1;.«,(:.; Kppronn = € 2an7 B0 IAZ0 8Os of HETMKA) FagrT0 FUMIL OJNAR DHAWAN T of SE(MMAL 10014 07 Zf ;: " -
-
s . )
b . T 3341688 LT b TPy el )T T e 1] FlegriI0ze O MAGASANAN (KULDEES 535K ), OMRICE OF DN 18500/14 C3: X3 f"'; W ,“f
b Comvwrsizen iy
~21893 *1 LACNTICR I Codty e MARZEN CHANDER BABBAR |DOMESM KUMAR SRALGPATILOMXE ., o, 15014 7
o Disfte £ 24182 EA2GI0SN2014-OFTICE OF DIt s Flegrk7033 L.;‘qu 1N00T14 03: 29 3300 s
v
Compied "o~
e £ 3B8030 HISI00-0s of MM fraluafsafasl  RAJENDER DARSAD CANDHIOFFICE OF NSA 1A0N/a4 -

Fig.eFile.82 (fTr3.eFile.82)

e Unread - Click the Unread from the dropdown menu to view unread Files. (SWI?M qATaferal & ITacld ?@

SIESISE] ﬁﬁ[ﬁ Unread T fdTd &)

e+ Read - Click the Read from the dropdown menu to view read Files. (Ufd t=maferal & sraciidd gq SIaesT A

H Read &I fdei® Eﬁ)

e Physical - Click the Physical from the dropdown menu to view the Physical Files. ({ IP ATl B ITaATDh
Tq SIUSTST A H Physical Pl facid )

e Electronic - Click the Electronic from the dropdown menu to view the Electronic Files. (éé&g 6 TAAfT ®
JAADBA TG SIUSIST A H Electronics Bl fdaid HV)

e ALL - Click the ALL from the dropdown menu to view the All receipts together. (W-ﬁ qATaferdl & Udb AT aalidd
Tg SIUSIST A H Al Bl faed )
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e) Move To: Helps the user to create New Folders and manage Existing Folders. (I8 fofs STIRTHAT Bl T Blesd
g 3R AISIGT BlesH BT Y B § FErIdl BT 7)
To create New Folder or to manage existing ones, user has to perform following steps (3 Hieed g9 37erdT
HIG[ET hieed & Uag 8q SUINThdl gRT FefalRad feary faar SmEr gim):

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 (T U=Tdell &1 7 Bicex § Y@ ST &, S File Inbox A
Y 3R Cursor DI Move To foidd TR Fﬂ'é[ Udh §UC|€ 3 fl_r(L ogTfeh o .eFile. 83 § UefRid % frferRaa
ddedl e (My Folders, Manage folders and Create New folder) g Udhc B8R ):

pref e i & Deepiks Saini Stenc-1(DMII v
= i
= My Foders x
Files = Nembl T (= Sebject ~ Sender ?U:k A
= i Mzzags Folders <hom
» Inbox (5) Saneoc obisam = e
e GO reata Mo Folder manusl fre €S BKTT.Ofo of ES(NHA] RUGH400:18 - o
Closing 2pproaal " B "
B-14/4/001 8 SECIARDCET siaciacts MRUTYUNJAYA MISHRA, OFFICE OF DM-TT 18/09/14 T
» Crestec 1205 {
Drafs s . = = = B9
+ Drafis B G. NAGSRAIZN (RIADESP SINGH).OSFICE OF DM-I 1BTG/14 10:26 .
(
+ Comgieted — - P— —— B9
_ HERISH CHANDER B4882R [DINESH KIMAR PRASATINORICE oo ooy sawar
» Bariad — cFokn it e ¢
-
» Approval Faquests O C.S BHETT.0/0 of HS[MEA] 160814 06:17 - E ’
» Closed a . .B b
- HARISH CHANDER BASBAR (DINESH XUMAR PRAVBATILOKE oo oo
+ Closad Fizs L EDNT 16708/14 35: ¢
Scbmitted = — 2%
oo fproed!| L) SUNE. KUMSR DHANAN, OV of HSIAHY) B0 TT - ¢
-
» S=rt B = 182 [ - 1 - -~ 89
S= B G. NAGARAIS (XULDESD STNGH).OSFICE OF DR-TI oSSR - S5
» Conezrsions . -1 =
- HARISH C4ANDER BASEAR (DTUESH KLMAR SRAMSETIONIE oo mins 89
» Drsfs OF DI s tas S - .
Coag b
b RAJENDER PARSAD GANDHLOFFICE OF NSA DS - = B

Fig.eFile.83 ([T3.eFile. 83)

e My Folders - Click the My Folders link from the dropdown menu to view the File inbox and its
subfolders. (File Inbox 3R SHD IT-Hlcsd & AqATH & SUSIST 7 H My Folders foids &1 facra

Eay)

e Manage Folders - Click the Manage Folders link from the dropdown menu to Delete or Edit the folders
created under File Inbox. (File Inbox & SU—hlcsd & AU frar FraTfad &_- o SrasrSd A A
Manage Folders odd B fodd Eﬁ)

e Create New Folder - Click the Create New Folder link from the dropdown menu to create a new folder
under File inbox. (File Inbox H T HIeeY T %‘g’ SISIRE! ﬁi # Create New Folder foid @1 faeid
)

2. Click the Create New Folder option, as shown in Fig.eFile.84 (@R:i & for.eFile.84 § USRIT 8, Create New Folder

fdwey &1 fddad a):

My Folders L

Manage Folders

Create New Folder :
Fig.eFile.84 ([T3.eFile.84)
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As a result following screen appears, as shown in Fig.eFile.85 (QGEB Pl ady, ﬁf-l‘c!ﬁ TP Udhe Bl T,
Sarfe frat.eFile.85 # wefdid 2 ):

Foider Name®
Createdin® Choose One ¥

Fig.eFile.85 (fT.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). (A BlceX & M &1 Ufafte &Y 3R 7T Biesx § W 997141 ST VT 2,
BT AT B qAT ST o eFile.85 # USRiA &, Save () I &1 fFas @ )
g\s a result, a new Folder is created in specified Folder. (4RUTARa%Y, fafdre ®leex § UH 9T Bleex 99 AT
)
f) More: This link helps the user to close/park the active file, check closing/parking history and to create volume.
(@E foie SuRTHal & BRIEd U=Tael & 9. R /D &, 9 &4 /U [Hd I & g godid @
R BT AT GUS 99 H AT BT B)

e Park: To a particular File user has to perform the following steps (T3Taell T UTdh B =g SUANTHAT R
o fEam @ S i)

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 (R T=Tdell BT UTdh fhaT ST ®, SHBT I BT & LA

cursor T More Action foidd TR oI 21T Park File fdded TR foeTad fb_Q oiaTfe f7.eFile.86 & QRIAT TIT
2):

ot s et & Deenida Seisi Speo-1(OM-ID v
eFile wetrone mis spoee
Qals Saogs - 07/07/2010 T 18/09/2014

[y—— 3 Facanve | Raply | Send  View | Move To | Mers | Farwehicll Vigw Oeeprcs Saev Srerc: 1 0M 11 _v_‘

; Bark Min .

Hies DEgyier _ o - Bandar T v~ Saad On - Quick

s . ha bk Bark Rl Misbsry Sanuida ssater Qua sad U Action A
Inbon (8) 29

(R g R . 3 e . 0514 )

Scbyrstted Fhes fox Co £ zam QN0 D0 W Ciane File Matory fle 5 BHATT.QNg of HETMMA 18/0%/14 0218 o o

* Cosing Appravd Crawte Voleme 18/00/14 e

= vole !

2 5 £ 3240012 Bidlanpeececis ST MRUTYUMIAYA MISHRA,OFFICE OF DM-IT n_-los' -

» Creanes

0314 B9

¢ Deaks E Ry S 101401 OFFICE OE DI Tleek 083 G, NAGARATAN (WMULDEER SINGH) OFFICE OF DM-T1 1870514 1028 - o oy c
e HABLSH CHANDER BASEAS, (DINEZH (LA PRAIAPATI) OFFICE Bta14 -

£ 082 ERUGANAOTRCECE (Y] Fle@nQoa2 OF o4 \ . 180334 10:24 19/03/14 L0 -

» Durkudt OF D¥-IT 10i24 (

= SOMIA B

P Appraval Pageenty i £ 70 BT I 08T of SEEMA THePATO0E C.5 BHATT.Or0 of HEIMMA) 160314 05i17 - ~ ;q r_'

e L3N OARNDOR BASBAR, (OINESN KUMAR PRASAEATT) OMFICE w004 - B

S ST WAL O k24 ( 2 JAPATY) & o R WOV v 9
+ Conal Fioa E 31008 LAIL32014- Rty oF Coiy 1B Fle@Aone OF DM-TE 14/04/14 0555 15157 s
- - y &
:;:’;':::"';" 0 £ 34107 B4 308 28 08 6T o HEINNA FHaAms SUNDL KUMAR DHANASLOV® of HEMA) 150314 0537 - —5?’:“ -
, D9

L £ 3448 AR AL ARRNA-QFFICEOMNS 1 Flagridtoe G, HAGARATAN (NADEER SINGW) OFFICE OF On-11 150914 (0:53 -

» Corpmrammn - .
* Drats B £ 34168 EANUSSINAOFICECF oM  Fa@Adnod ;f:-;_."[;"”‘f’ff BAZEAR (QINESH OBUR PRAGAATILOFICE  1qnaing 333 - .
N 12/06/34 Do Y

— £ A230I0 M40 f HE WA frafunfaafasf  RAJENOLR PARSAD GANDMLOFFICE OF NSA 12/%9/% -

» Phywral Pl

Fig.eFile.86 ((T19.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 (3?1‘@5‘ Tl IwU ‘Parking
Confirmation’ gfSc ST qTerd T| argegdargaR feweft ok srgers fafdr esy o
3R OK (°X) a1 &1 faetd &, ST for.eFile.87 W fzamar T 2):
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Cate Nare ST/GTI3019 To 18/0%/ 200
Receipts Bl Razeive | Racly | Sand | View | Nz Pasking Coufirm Herarchics Vsl Dweica Swirs S 1(0NTT) | w)
- [ (i S S ~ £y ek
Flles - ! C ;:L - * NumEer e Do you wael 35 Swek 9is fie? *Sertsn Que On * fimad Oa - s‘:‘m‘: A
) voex B m =
1 3 T~ - ol e 10834 N
J S T e ) £ i WAL rioaye [PETuLEEG Zazer On of HS{IOIA) 1014 02218 Pt -~
Toang Acprovsl .
: - — —) 18/00/14 8"
T C E 2240912 L Pz = A OF DM-TI 1208 o
dyte* 112001 =) *
« Do 1 4 L L Vil : , 180424 B "
1 EIMTY 20003 KULDEEP SI9GH). OFFICE OF DM-I 1B09/14 1026 - Sy 7
* Comploied e DER BABBAR {DONESH KLWAR SRATAPATT, OFFICE 214 B9
77 ¥ aare  Riaad : N0 OFFKE  Lpopia10ae Amowae SO -
¥ Farkond : - 12s {
) . B9
b Agsrovel Reguests - § 3343750 213N of S| MDA} O34 0637 f):?:“ -
A = HARIDN CHANOEN BATBAR {DOMEEM KUMAR SRAIAPATI) OPFCE /oW U "
o Chied filen EaMms  gouamaoeonpagiae @ Resdoenr oo ' : o 14008114 0558 - 0557 o
us - N p - . aaies . Wt g9
* Ragacg weod| O E 22e1707 LLNARLIS Oy of $EDRIA]  FRaBr008 SUNIL KUMAR DHAWAN.Ofa of HE(MEA) 150918 0937 - .%f?" i

Fig.eFile.87 (Tr3.eFile.87)
As a result the selected file will be sent to Parked section of Files.( Hela®y afd Y=Tdell, YAl &
Parked WUS H Teil STRIM)

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

Fig.eFile.88 (4T @1 s UATAeRI &1 el QRN o | 3dciidh ©q Park File History TR Tt &, ST
for.eFile.88 ¥ TefRid 2):

: 57/97/2010 To 15/05/2014
Raceipts = Fecewe | Reply Send View | MoveTo | Mors | - Hierarcecal Yiew  Decoits Sar, Stzno-1{DM-IT) 7
= — Parc Fl= =
Files =) Ll ™ Ssnder v Seaton vDueQOn>8ea20n ~ Ql:.dc A
Park Fle £cEon
» Insox (5) . — 127ar1e -
v = f S BHETT.Of oF FS{NEA] 0514 02:18 - iy >
. Subrmitted Fss for 4] Chsefiletistary 7 (=S 7.0f0 of HS{NHA] 18705714 02:18 218 ¢
Closing Approval Cresf= Yokime £l g9
O E3M0012 El4AT018 50 Avacer — aefa MRUTYUNOAYA MESHRA, OFFICE OF DN-IT 1821&9!1 - - )
b Creaed 1 ¢
= _ . A . 1805114 E "
+ Drafis 0 I 27T RSIDNTO4ISIAOSTIICECE DMD FReSAOEI G. NAGSRAIAN {KULDEED SINGH) OFFICE OF DD 18703114 10:26 - s p
¥ Fomeletsd HARISH CHANDER BASEAR. (DINESH KUMAR PRALGATT|.OICE 15705/14 B9
1 = a7 12311 I e 3 . oo ¥ IS gisi1420: ipa/1e —o "
Parkad £ 2473 Fegder  _oon 18/03114 10:29 1908724 | pt
»
s [
[ — 0 = 241710 FRSdIN08 €S BHATT.Cf0 of HOMEA 1600514 0647 - 16005024 4k

Fig.eFile.88 ([T3.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 (Closed File History:d—< D TS gl B cg_cdfd qufdr &1 3racird ﬁ_g' Close File History
R f¥erd &, SrTfe forl.eFile.8o § el 2):

Dsis Range : 87271 }
Recaipts = Recsive | Regly Send Vew MoweTo | More | o thrarchical Wiew| Decpite S, Stenc-1{DH-IT} Tl
= Jark Fil= =
Files = j 3 i * Sandec *Due On~ Read On » ek A
» Irbox (6} Park File History »\mo” n‘)
Irbex (8] — e— - = = 18709714 B
=1 41781 S BHTT.Of0 of HS{MHS /03/14 02:15 - .
’iu:nrzdﬁish( ~l E 3417 = CS o of FS{MKA] 130514 02 s -
Cesing Acoravz! — Craats Yokime 18/05/14 B
|} E 3240912 14U SR e e e MRUTYUNDAYA MISHRA,OFFICE OF DN-II /09f = =
) Crted 1205 ¢
= prrn - o-
*0rafs O E 34175  RSIONITMOCISOSSICEOEOMIT  FeSdcUBl G, NAGARAIAN (KLLDEED SINGH),OFFICE OF DH-TI 1805141025 - ;?E 4 ‘(‘: g
2wkt =EAISE CHANDER BAZEAR (DINESH CUMAR PRAIASATT) OFFICE 180514 EY
> O £ 341752 } DT Fhegdaoa? . Repsas FFEIIRCEAI 1005/1410:04 19708724 T :
b Farkac CF DWTT 10:24 (v
- seimait 29
¥ Aozros] Requests i E 3241730 E-13013/1473014-Ofp of HSINHA) FdeSrT002 C.S SHTT.0f0 oF KEIMHA] 16705714 D6:17 - :..& ?.5‘ 4 2 7

Fig.eFile.89 (FT3.eFile.89)
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e Create Volume: This link helps the user to create a new Volume of an existing file. (I8 foids SUANTH Call
R HISIET UAael &7 AT Wue 99M H WERd g § )

To create a Volume user has to perform following steps (Y& IT W€ d91 &g SUANTHAT gRT 1
AR fear ST 8rmy:

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

in Fig.eFile.90 (T UATEE B AT WUS ST ST &, SH AIMT B Create Volume foid BT

fdctp @Y, SiTfd fol.efile.o0 ¥ TefRid 2):

f’FI]E‘ slectronic fils spst

Date Rar znge : 870 /210 To 15027 2024

e

Receipts C s [ Reply Send | Vew | Meve T°'"°“'—. Herachca View Deeoka Sz Sine-1/ D) v
= Cimodber Park File S
Files =) L v=—— vNumber * Sander v Sent oa vDueDnvReadOn ~ Sk A
=S 2 = === Park Tike History e et Acsan
s T ey P ST ——— - 1870314 g9
ity | 0 ¥ E UM GORUAGOFE Cioes e sty e CIEATIOB RS 15/031e01E - st ¢
L ™ —
Closing Apprmvd I I LY
[0 ¥ ez BidEoseseny ok a3  MRUTYUNJAYA MISHRAOFFICE OF DM-II };ﬂgl“ S = ; y
p Cresies ;
2Dls T i e e e - - P B 18109/14 B9
_— LI £ 347 RS-12MTNIN4-CFICE CE DT FlaBrk?IRa G. MAGARAIAN {KULDEES SINGH) OFFICE OF OMFTT 180312 1026 - 0 »
+ Coogieted -
= s HARISH CHANDER BABBAR {DINESH KUMAR PRAJARNTI), OFFICE 18705114 B9
E BT 01S-CESICE OF DILT =, 2 ¢ 2 021 132
- ETMR  EONUDWORGORORT  FefkmR oo 180914 1026 19/08114 Lo ¢
T q By
¥ Arproval Faquests 0 % ex47i0  B1M3iaonoioorsiesl  Feddiis  CSBRATTOk G HS[MAY) 160328 067 - 211’:1‘ (‘,
» Chos=d -
o L L [ . 4?33-0 BARSAR IDINESHKIVARDRAMPATIIORACE . . 1675114 g9
F|g eFile.90 .eFile.90)

As a result, the following page will appear, as shown in Fig.eFile.91 (39& HelRdwy, ﬁﬁlﬂﬁ Y3 Y BT, Siarfd
fad.eFile.91 # Ul 2):

Fig.eFile.91 (T4.eFile.91)
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2. Click the Create Volume (

) button (Fig.eFiIe.gl) to create volume, as a result the following page

appears as shown in Fig.eFile.92 (7T W€ G & foTU Create Volume (et Volimd) e (f.eFile.91) Tt
Mﬁmaﬁq%mgﬁm STfe fert.eFile.91 ® fe@mm wam B):

Carrputer Ne: 20252 | File No: C-25012/ U203 3-TSSON DT -OW0-volumel2] |

Corsspontenzs &—mrsz—sw—mmﬁmﬁe Earen Nors..

Fl Number CASU AR ITSECYOET) U ke et A

Opsaing Date: RS 13 1227 A Remaris:

Hai Categary: Sl Categery:

Previoes Referance ! Later Refereace:

=IFie Movement History

S2nox 0 ~ Sant; Ao ~ Remans

Fig.eFile.92 (I<r3.eFile.92)
Here volume file is created with the Volume number suffixed adjacent to the file number. (3/d T3Tdel GHIG & AT IS

YUg HAT TN gU TGl Bl FIT WIS I AT ©)
Quick Actions: - There are some useful links given in inbox for Quick Actions such as (R P %‘g’ inbox ¥ EAIASERIE

o e T g Srafd):

% Remarks ) - Shows latest Noting that has been done on that particular File. ( BT ARy u=Taed
WR I Mg TIaH R AT ©)

% Reply ( - It facilitates the user to reply to the sender of the File. (Ig SUITTHAT Bl UATaell &
YN Pl IR o DI GAT Y& BT 7)

% Forward (*]) - Forward a particular File to the recipient. (I8 UT<idhdi &I HIS a2y T=raeh

ARG PR BI FfAT Y& HT 2 )
There are 11 links provided on opening a Physical File ( BT HIfd gATTel! B Wi W) 11 foid ga™ fod %\*)'

a) Correspondence: With the help of this feature user can attach physical Correspondence/ Receipt to the Working
File. (39 gfdem §RT IWIRTHA 4Ifde UAR / Receipt Pl HRIMA TG H Heltd dR

AHdT B)

To attach Correspondence user has to perform following steps (U=TdR DI HeT T B %ﬁ SUANTHAT R

f=ferRaa feard faar s=r g8m):
1. Clickthe Correspondence link as shownin Fig.eFile.93 (@R? fh fersl.eFile.93 # fe@mar T3 €, Correspondence

i a1 fdaTsd )

eFile sisctranic fiie spstem
5 deowsuenr=7  File Noc &7-12/2013-8006T1 Sabject: RTT WATTER UNDER, AIGHT TO INFOAMETION ACT, 2055
Receint ~ (o’ di Link | ‘.')e:.mls Ed | Regly | Serd | Dispstck ' ConweriFie  Atiachmest Viar=... Quick Visw
Fies = =
» I (5 Fiz Sarrher £7-922083NDMAI Subject QTIMATTER UNDER RIGHT TO INFORMATION ACT, 2005
Submitted Fiss fo =
_i,_';éb_:;—" Openeng Deis OBRBT3 11:54 Remarks
} G Msn Cateomy >
* Drzfs Frevious Referenze tater Reference
» Comgletes = File Movement History
b Fariad Sende ~ Serton ~Saito izSen > Remanks
b doweost Roguests Deeséa Ssiri OFFICE OF DR-IT 19/05/1403:17  Despiks e, OFFICE OF OM-TI Fonmrd -
Y=l HARISH CHAMNDER SASEAR OFFICE OF DVHIT 20/08/1412:02  Despika Samni,OFFICE OF DN-TI Trarsferred Fée : ecfice Aumoszaton Documest
» Closac Fles
A5HOK SHUKLA,OFFICE OF DSIDN-TT) 15/07/1303:32  OINESH SUMAR SRAIAPATI OFFICE OF DM-IT Forard -
o Stbmtted Fiss for
Recpening Approval | DENESH KUMAR PRAIAPATLOFFICE OF DM DOT1IILSS  ASHOK SHUKLA OFFICE OF DSIDM-IN Foward -
b S

Fig.eFile.93 (TF.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 (39 HoRawy fod.eFile.94 ¥ fa@mr a1 2, FIfT Y8 & SN 3MR List of Correspondences
and Issues TaR¥Td BT %\').

| List of correspondences and issues

Choose One v

Recaipt/Issue No .~ Subject Type Attached On ~ Pages
26404/2013/CC et PUC1 17/06/13 01:48 Ylgw

11038272013 dfih 11/06/13 06:30

U1041/2013 afih 11/06/13 06:30

Fig.eFile.94 (fTr3.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 (fFfl T8 receipt dI FAT H Sied & foly Attach
() dgc (f%ﬂ.eFile.94) BT foTp Eﬁ D Held™l FUTE] receiptsilf?f U ?fzﬁ feama gV Receipt Search
window Udc Bl ©| OIAId [IF.efile.94 H @RI AT 8, UGl | Hel'™ &R B  Receipt Search
window ¥ BT Receipt AT BN |):

Raann *
Commputer Mo 2207957 Fie Mot 47127201 0-HOM-| Sulsfect) ATT MATTER UnEs Anied [INFORIATION ACT 03
Saisits | Car SRRV Datais [ B2 Raoly | S Gapsch | Ciovert Fie  Atiachmert | Hirs.. | Qeiek view |
Tiee = — -
& Inbax () e ——
Sasareh for (he receim r
o Sebeei e
Clmwrg Appreval Choses O vl
wrtezt 4 v Sanrch b Paues
Crats
: Commpriter Wimabrer et Mo -
Coreiete: ath Audst
il notee
" “
LS54 L927S42011 o i
» Aporsen Raguets :3:-:
i
. S el
FREPAEATION
Clzzed T OF THE
MATIOMA,
Subruttec Fias f 233452 = AGe of #EIMA
A DITASTES,
rseetiis Norest MANACEEH
et o
= R0V A OF -1 et yanr
» Conearsione
3
-am E
.
-
= Ll
o Cr aFs)
» Bastross Fe
Cremts Mave (Mow
‘aps

Fig.eFile.95 (IT3.eFile.94)
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4. After selecting the receipt, click the Attach (|  attach button (Fig.eFile.95). As a result, the receipt gets
attached to the file, as shown in Fig.eFiIe.96|¥;ece:|p; ;l; @ IURI Attach (P=) gc1 (fr3.eFile.95)
P fdeld B | URUTREGHY Receipt TATde A Hel' & SIIAl &, SIAT($ f.eFile.95 # YR 2):

=@ffice

-

& Deepika Saini Stenc-1/0M-1T

CF“E slactronic fils system

Carrespond Link | = Detads | Eot Raply | Send | Dispstch  ConvertFik  Attachment | More..

G Mo: 3207957 File Mo: 57-1272013-RNOM-IT Subject: RTT WATTER UNDER S5GHT T0 INFCEMATION ACT.

List of Correspoadences and Issues

= = Taces Ad
. ~ on EE M
*Draits 0
1879/1
* Cormplted fle e vee Reopee
# Periad - o4
1o FUEL ) e Recosn
b Zoproval Requests ST

Fig.eFile.96 ([T3.¢File.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 (Receipt &I YD List of Correspondences and Issues Yt 3 MY w
QU JIUSIS W H F&alT Sl Fhdl &, Sl f3.eFile.97 § TRITT AT 7):

List of correspondences and issues

Mark As PUC
[ ] v Receipt/Issue No. w Subject~ Type~ Al UnMark -
Mark As FR
[l p 26386/2013/CC Audit Matters PUC1 1| Detach
Close
Attach Attach With Another

Fig.eFile.97 (Tr31.eFile.97)

e Mark as PUC: This option helps the user to mark the receipt as Paper Under Consideration (PUC). (I8
faheu IUIRTEH! B receipt Bl [TAREINT BRI (PUC) & wU H RIegifhd w31 @1 gfder <ar
?)

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

receipt ®I fIARENT ST (PUC) & ®U ¥ fagifhd & 2g SUANTddl gN1 FaR feard faar

ST EIRTT):

1. Select the receipt from the List of Correspondences and issues which needs to be marked as PUC,
as shown in Fig.eFile.98 (f\er? Receipt dT PUC & ®U H forgifdhd fam SIMT 8, S Correspondences
and issues ® Al A FAMT I, ST F.eFile.98 # YR 2):

Note: By default, the first receipt attached to a file is marked as PUC1 (Paper under
Consideration). (fS®Tee U #, fHH w=gell @ AT Hel™= Ugell receipt PUC1 & ®u ¥ f=gifda
B 1)
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List of correspondences and issues

Choose One _\_I_
v Receipt/Issue No.» Subject Typer Attached On ~ Pagew
I' I 26404/2013/CC  ee PUCI 17/06/13 D1:48 iy_;-f,-]
1/1042/2013 afh 11/06/13 06:30
1/1041/2013 dfh 11/06/13 06:30

Attach

Fig.eFile.98 (f3.eFile.98)
Unmark: This option helps the user to unmark the receipt, if it is marked as PUC or FR. (Ig fdwed receipt P,
Ife g8 PUC AT FR & ®U ¥ forelfbd € I 99 —fa=ifhd &xe o1 gfaer <l ©)
To unmark an already marked receipt user has to perform following steps (f&{T ugal A feegifand
receipt @I I—e=ifdhd w1 ¥ SUANTHA! gRT FgaR &I faar S 8Rm):
1. Select the receipt from the List of Correspondences and Issues which needs to be Unmarked.

(@R:I Receipt BT —fergifed fvar ST A&\’ SRl Correspondences and issues Ea jS'i RECLIEG]

Select the type as Unmark from the dropdown menu. (STTST3 ﬁi I Unmark TR ?ﬁ)

Mark as FR: This option helps the user to mark the receipt as Fresh Receipt (FR). (I8 fd@cd receipt BT Fresh

(TTST) Receipt (FR) & w0 # fergifdbd BT P ?;rfﬁw G| %)

To mark a receipt as Fresh Receipt (FR) user has to perform following steps (ﬁﬂﬁ receipt BT Fresh

Receipt (FR) & w4 H fIgifhd &7+ gq SUAMHAT gRT MR fEard fear sr smm):

1. Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as
shown in Fig.eFile.99 (ﬁﬂ? Receipt B FRD ®Y # Fegifdd fhar S 8, S9 Correspondences and issues
B GA A FAAT W, JAS o .eFile.99 H URiT 2):

List of correspondences and issues

Choose One v |

>4 Receipt/Issua No.~ Subject Type- Attached On ~ Pages

I] o 26404201 3/CC ce PUCT 17/06/13 01:48 Vliew ]
df]h 13/06/13 06:30
arh 11/06/13 06:30
Attach

Fig.eFile.99 (Id¥.eFile.99)
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2. Select the type as FR from the dropdown menu, as shown in Fig.eFile.100 (STTST3 fﬁ\ I FRUBR ﬂﬁf
ST fertefile100 ® TefRiT 2):

List nt cerrwsgeménrces evil maune

Nowse e
Tensee Ore
v EEIS NI T " datusad B4 R [T " ’
Libbee
T - M
» LR TS HEROY e Pucs [ows
a —

Attaen

Fig.eFile.100 (=r.eFile.100)

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

A | PUC Number g, ST f3.eFile101 H USRI 3):

List of torresgondences ond issoes
RecegeNyaus ~ Subiedt *Tyee  ~Ataghed On
'/ » urget 19232 §5:22 |
4 BNAINT Urgent sutt NEI295:3:
PC e '_‘..h;;g»;'gg;':! - ’Jo\cﬁ Carcel

Croses One

et |

Fig.eFile.101 (<r=.eFile101)
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4. Click the ‘Done’ (| Dene |) button (Fig.eFile.101), as a result the receipt gets marked as FR, as shown
in Fig.eFile.102 (‘Done’ () 9 (fr3.eFile101) faeid &N, S receipt FR & ©U ¥ forgifdhd &1 STl
g, Sarfe fo.eFile102 # UafRfd B):

Lnt of eorerpaedecces and mrvms

Fig.eFile.102 (Fig.eFile.102)
o Detach: This option helps the user to Delete/Detach the attached receipt from List of Correspondences
and issues. (Jg fQhcd STARTHAT Bl ol receipt EbéfCorrespondences and issues ®I Qj%fl 3

faenfid / e—el™ BRA § FERIdT HRal )

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). (I STIRTHAl §RT PUC & w9 ¥ forgifdd fdT receipt
P J—Hel = T ST ® @ S99 gHIfd FR’s 3—fa=ifed 81 SRt (Hael u=raell @ Asid §RT 8 receipts
B oA fhdT ST Ahdl 7))

To detach a receipt, user has to perform following steps (f5¥l Receipt @I J—Hed A ©q

SUARTEAr gRT feaq feard fear s g

1. Select the receipt from the TOC of Correspondences which needs to be detached. (ﬁ:ﬂ? receipt P
-3 e fhar ST 8, TAER @ TOCH SHHBI II= &)

2. Select the type as Detach from the dropdown menu. (STASTST - ¥ Detach &R AT )

e Close: This option helps the user to Close the attached receipt from TOC of Correspondences. (I8 fameq
SUIRTEHAT Bl AR B TOCH He™ receipt DI 97 B Pl FALT UG BT © )
To close areceipt, user has to perform following steps (fl Receipt ®I < &1 =g SUANTHAT GRT
fraq feard fean S 8mm):
1. Select the receipt from the TOC of Correspondences which needs to be closed, as shown in

Fig.eFile.103 (RT¥F receipt ®T g7 fhdT ST 81, U3MAR & TOCYH ST TIT &Y, SINTfd . eFile103
# yef¥ia %\'):
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List of corr o cs and &
Choose One ~|
I Receipt/Iszsua No.~ Subject Type Attached On ~ Pages
I] ! P 204047201 3/CC —-e PUC1 17706/13 01:48 View ]
1214 Q11 daffh 11/06/13 06:30
11042 /2013 arh 11/06/13 06:30
Artacth
Fig.eFile.103 (f3.eFile103)
2. Select the type as Close from the dropdown menu, as shown in Fig.eFile.104 (ST9STST ¥ H Clost &R

TIIT B, STP for.eFile104 H YT ®):

Lot ot Cervmnanadonn on and wins

Fig.eFile.104 (fZr31.eFile104)

As a result, Close confirmation Box appears as shown in Fig.eFile.105 (sﬁﬁﬁ HeII™Y Close Confirmation
Box Udc BRI WIAT(%h o eFile.105 # @ T 2):

Close confirmation

@ Please provide closing remark

Work Done

Remarks

| oK @H Cancel |

Fig.eFile.105 (&r3.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. (OK fdel® &R & HeRa®d UM receipt a7€ &1 ST ® 3R 39 UHR

receipt Ao & Receipts WIS & Closed foid # =rell Sl )
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e Attach with another: This option helps the user to attach the already merged receipt to another File. (I2
fadey STATTHAl BT Ugel A SAfdel™ receipt BT 37T YTl H Heli= HR H FERIAT <l B)
To attach the receipt with another File, user has to perform following steps (Receipt &I 3= Ul A
e PR 8g SUANTHA! §RT e fbard fbar ST 8mm):
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(fT receipt @1 =1 U=Ta I Ford fhar ST 81, S0

I P 3R FUSIST A ‘Attach With Another’ fdbed g ST fr.eFile106 H UaRia 2):

Lot of correapocdenten snd bases

GG Foarm 8000
meston and tarting..
Daston and tonbiny..

sImputer serurky.

guln » uw wu

(23

cemtan and wonkin... 1NDe/32 11194
QEs LAY cewton ard nkiou.. 15/08/32 31134

Agtach

Fig.eFile.106 (f2r31.eFile106)
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 (ARUTHRERY UGl & gl Udhe arfl | o/ g=maen |

receipt 1 o™ fhaT SIHT B, SS9 AT R ‘Attach’ fFdd &, 91 f.eFile107 # R 2):

Swarih 4
Congputer Mo 2207997 Fike Rot $7 122013 /o Suddect: ATT MATTON URDER FIDHT TO SWPORMATION AT 2008
o 3 Ca d | bnk Detafs | B¢ Raply | Send * Diszaich | Cmavert Nl Attachment | Marw.., | Qach Nnw
Files = -~ =
—
Suarch Fite For Misch Lint of Corpaspandencas snd Tasoes

Sctettnd Fibes for
Closing Apposeal

= -
Vo v vear | 2014 v Zmarch F I Aesemllaaue NO ~ BadieG ~ 1w P
z 3
K e - o > 3 Ath At Comeriiiee
+ Corrglatat SOy, s oo ot Cil L0001 TR OF TN Mestirg-Tegerdeg =¥
» 34160 < ane BTG O Flactazt with &sceber

41804 Sgeur Ve
» Pk o L | e

@
i
0

e
49

* Appraval Ancuets
» 41718 SopeSFEb a0 SA5 ¥
» Cheoed Fa-d

+ Conmt Tihes

» Sabositzed Fiee for
Racoarang Aspraesl

» Sare

» Convernions
¢ Ovan
s Cormplatad

.

o Creata Maw {Fom

» Craata Maw (555

< >
» Eectronc Fie

Gt Ao (s 11
Fig.eFile.107 (fT.eFile107)
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As a result the receipt will get detached from the current file and get attached to the selected File. (EW TRUTRISRY

AIS[ET YATael | A—Hel™ BIaR, receipt TAMT UAEel § Hel™ & SIRAM)

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (39 ?jfﬁElT P gRT

SHINTHA! 37 s—u=dfera(l) 1 BRI u=del | foid s Si—fofd HR Adbar 2)

It contains 3 sub links: (39 =id 3 SU—feid ®)

e Internal Files: This sub link helps the user to link/delink any other file from within the Organization. (I2 Iy—feidm
SUANTDHAT Pl FIMST & 3R Bl Bl = el &I foid /S—foid =T a1 gfawr aar
2)
o Referred In Files: This sub link helps the user to view other Files that are linked from some other Organization

with the working file. (I8 SU—fcids ITIRTEHA! BT S 34 UAETAl & qcid oI Ffaer
AT & Wi o) o= Fied ¥ i u=mae # fofd )

To link with other File, user performs the following (374 T=Taell ¥ foi® 3g, STANGAr gRT FgaR f&ari
forar ST 8m):

1. Move the cursor on Link, and click the Internal Files ([ Internal Files |) link, as shown in Fig.eFile.108 (Cursor
P Link TR R 3R Internal Files (| Internal Files |) fofd TR faeid &, SIATfd fo.eFile108 H Wafdfd ®):
Comguber Mot 20554 Fle Wee C-1501TL/2813-TFSE0ViBT FOMO
Comsspondance || Lisk | Movesenis Dda'ls‘ Edt  Resly Send  Ospatch | Cosvert Fie | Afizchment | More,.. |
irtemal Fies =
Feumber: RSl M3 TSECHDLTICND Sutiect- o
Opesing Date: I3 532N Femais:
Vai Categoey: Sub Catzgury:
Previous Refereace Lafer Referesce
SFile Movement History
Sender v Saiom Stk * & * Remaris -
BHARAT O-IADARKAR ITSECY|DLT-CMO 24775713 10:18 20 EOFFICE 2DMIMESTRATOR, CHO Fomad Tecened:Bul i

Fig.eFile.108 ([T3.eFile108)

2. As aresult Link/Delink page appears on right side. Click  the Attach () button, as shown in
Fig.eFile.109 (391 If2+1 3R Link/Delink T Udhe BT 8| SiNTd [o.eFile109 # UGRIT T, Attach (
[ttach]) gc fFaTd H):

Link/Delink
Choose One V
~ File Number ~ Subject -

Attach

Fig.eFile.109 (FT3.eFile109)
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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 ([ arach P button as shown in Fig.eFile.110 (S File Search fd=eT Udc &N |

EIPNISICEIERINN] File Search window ¥ TSIl i 3R Attach ([ Attach|) 9c+ i
PN, ST f.efile110 # TefRfd 2):

c@ffice

B e

& Deepiks Saini Stero-1/DM-TI) w

EF“C’ slectrenic fiis system

» Inbox (€)

Scberitt=d Fies for
Ciosing Acprosal
¥ * = Namber
* Drafis
+ Complist=d
» P2
¥ Zoprovzl Requests
» Cosad
» Cosed Fles

o Submittd Fies for
Fecpening Spproval

b Sest

» Coovesions

* Drafis

» Complsted

» Shy=icsiFe

Fig.eFile.110 (fr31.eFile110)

As a result, the selected file gets linked with the working file, as shown in Fig.eFile.111 (399 TIfd U=Tdel
BRI IATde! A foid & Sl 8, SIrfe feFile111 # yafR¥id 2):

Link/ Delink
Choose Oncﬂ
v He Number w Subject
] P E12/812013-CC-Volumel3) ftyhh l
- ALRaCh

Fig.eFile.111 (IT.eFile111)

The File can also be delinked from the dropdown menu available at the top of Link/Delink page. (G3Tdel Call
Link/Delink T8 W Iuael SiUered ¥ ¥ W S-fofa fHar o1 d&ar 7)
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To Delink a File, user has to perform following steps (fl UaT@el &1 SI—foid B T STANTHAT §RT

R fard faar S gmm):

1. Select the File which needs to be delinked and Select the Delink option from the dropdown menu, as
shown in Fig.eFile.112 (79 T=Taell &7 Si—fofd fhar ST 81, S0 =afd &N 3R Siuss+ faded
H Attach fa®eu g+, SiaTfd fa.eFile112 d walRid 2):

c@ffice

g

eF“e stactromic file system

=)

G 70 IFEORRATION &CT, 2005

W 11 lu—,i_r,v:-:: S

File defink alert

Attachment Mo, |

o™ o2

SIE YOu Sufe %o delink the Socument

9

Link/Delink

* Subjact

FOI Making Yolame Fie.

Fig.eFile.112 (F17.eFile112)
As a Result, the file is delinked. (399 T=Tdell SI—foid 8 I 8)

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. (39 GfIET &1 FETIAT | IUARTHAT §RT TATTAT B R0 SiAfd I g1l
TR B R dlel A4 SYARTHATST BT fIaReT ST ST FehelT )
To see the movement of a file user has to perform following steps (ﬁﬂﬁ ATl &1 R0 <+ %@
SUARTEAr gRT fraq feard fear s gem):

1. Click the Movements ( Link, as shown in Fig.eFile.113 (ST fo.eFile113 H WaRIT &,
Movements (Movements|) REACIRESED Efﬁ):

Competer No: 21634 Fie Moo C- 13010/ L2013

TPSELY2T

o1

Fie Numer :

Cpzsing Doz

Wain Categury:

Previoes Referesce

=Fie Movement History

EHERAT CHODWANAR JTSECYDLT]-OM0

Comssponzencs Lok | Movspens (Detzk 26t Reply

Sen: ' Depmat Conwert P Affachment ' More... |

CASMMDE3JTSECYDLTICIO
D091 0532 Pl
* Senfan

0405713 10:28 4N

AR

EOFFICE RCMIRISTRATOR, CMOD

Remarks:
Sub Category:
Later Reference

* Remaits

Fomed Tecsieec Ty

ip
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2. As aresult, Movement page appears showing all the details of File Movement History as shown in

Fig.eFile.114 (3% HeRdwd USEC $HI HeRYT gl a2 8T Movement U Udhe BT &, SI¥Th
1%|3reF||e114 # fe@mr T ?):

CompeterNa: 20654 Fie Noo C-13012/ /201 3-ITSE0YILT]-OM0

Cwsmuk'mmkak:ﬁknhkm“mﬁ&ﬂﬁe“nmﬂw

Fi2 Numier : CASMME13JTSECYDLTICIO Subject: N

Cpasing Doz D01 0532 P Remarks:

Main Caiegury: Sub Category:

Previoes Referssce Later Refereace:

=Fie Movement History

Seedt ~ Seilan = Senn vhEn  ~Remats
I HERAT CHIMDAANAR JTSECVIDLT-OM0 040513 10,8 8N E0FFICE ACMIISTRATOR,CHO faned Jacshed ol 5p
L

Fig.eFile.114 (I<13.eFile114)

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC
receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.115 (9 ?jﬁ%ﬂ P FEIAT
3 STANTHA gRT fh<l BIgd & fdaror Ofdh 99718 T @US—Y=ATaferdl, TOC receipt, Dispatch
Movement gwiid doT fofeh g8 U=TAferdl NS &1 S/dcid AT ST AHaT © Sidld fF3.eFile115

fearar %)
Compatier Mg 20054 Fle M C-1%0 3

Cormespondence | Lirk Wfl -'m Regly Send Drszatch | Conyet Fe | itachmen | Mare..

by C-15002/12013-JTSECY(DLT)-CNO Setiect

o Dete 3713 28 Sanarks
A Categor Bed Categony
- i Netw e Aelerares
Part Fles Created

2t b =i LS

TOC Recwgs
Eaceotisue fo, St Ten *Ime2inn
Dupatrb Mevement Podcry
Qupato> ¥jrehar, Submg gratn Eoppith Dete il Lezmch Vegs Samarg
Unked Fhoe

Fig.eFile.115 (FT3.eFile115)

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. (31 IfeT &1 HeIAT ¥ STANTHAT gIRT AlS[al gdl I8l IAbell &

Hiferds 3R TTHY U@ A&l BT BISHR, ARV U HT yRafid fwar o daar 2)
To edit the cover page of eFile user has to perform following steps (eFile ST 3{TINT Y& FTfed HRe %‘g’
QYNSRI gRT Frtad fEard faam S g

1. Click the Edit (Edit]) link as shown in Fig.eFig.116 (SriTRh fr.eFilel1s ¥ faxamar 7ar 2, Edit ( Edit ) fof T
ot a):
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[Covepater Moy 20654 File Nor C-150 1200201 3-I5SECYOLT-ON0 "
© Tk Wavamares | Datal a1 Jieply | Sed | ipatch | Canver Sl | Atachmart | Wirs,..
Film Aumiber C-15012/1/2013-ITSECY(DLT)-CHO Sehpwer ADLR
Opering Date PO/09 1L 0522 By Ramurias
Mair Casezary St Cutegary :
Pravwis Hefarwnn Lt Bafuraran
Fart Fles Cravied
Compiter 8 * Sart M v Lmpled On * farmarks
Rece it Tatus Mo ~ bme ~ Tuie ~ Tinssany
Dvaztch Warswment Matnry
[seatch Normber > Sutes v b v Dot Dste » Sart Be * Supatch Nogs = Spmrarks
Livknd Flos
* PR hnimber * Saied

Fig.eFile.116 (fr31.eFile116)

2. As aresult Cover Page of that working file appears, as shown in Fig.eFile.117 (SI¥Tfd ferl.eFile112 # Uefiq g,
9 BRI UATaAT BT ITART UGS Udhc gr ):

TN T (Y [ N T ESINED

Training Matter I

URGENT

Fig.eFile.117 (T .eFile117)

3. Make Necessary changes and click the ‘Done’ ( button (Fig.eFile.117), as a result, changes on

cover page of file get saved. (3MaeTdH TRATT BN one’ ([ Done ) e (fF.eFile117) fadam@ o,
TP THoRan S ATl & SRV U8 WR oy 1 uRad=T JRfard &1 SIri)

Copyright © NIC, 2014

78




f) Reply: This link helps the user to reply to the senderofthe Receipt, as shownin Fig.eFile.118 (35 i SYARTH
BT I Receipt ® Y¥H Pl IR o H WS BT & forsl.eFile118 AT B):

Refer to Reply link in File Inbox for the process. (81 Uf&aT &q File inbox @ 3 1d Reply foidh &1 =4
T8 aX)

Easupatier Mg 20034 Fe M

Comespondence | Uink ' Movernents | Detels 'u-Serd Drspatch | Convert e | dsachmer | More.

C-15002/ 1201 3-JISECY(DLT)-CNO 3ebpect

Fart Fes Created
y .
TOC Rmcwg
Eaceol i i, Sueg *Tus T
T Lenpsh Moge a7y rg

aamg “ehn

Fig.eFile.118 (for31.eFile118)
g) Send: With the help of this feature user can send the File to the Recipient, as shown in Fig.eFile.119 (29 Y G15)
P AEIAT A ST UTddhdl HT I3Tdel YT B Fhdl &, STard fT.efile119 # fe@mm wr B):
Refer to Send link in File Inbox for the process. (9 UfBAT B File inbox & A< Send feidh HT A==
TET &)

Foarrgruter Wu; 30854 Pl ot £ 130
Conrmpandence | Link | "u-m-m Dnt-h !ét !m»@b:m Careart e | Aftastrmrt | Norw.
Ple turber C- lSOI?IUlOl! ITSECY(DAT)-CMO
Oparng Det NOAE3 05 P
v
fora Later Tafw
Pt Plles Craatad
ol atey
TOC Nacuigt
ol g is (EP ST
DRepatch Musw i ot Wty
Drsraten Wumier Sdmn Sertig RQugeed Qs Sent iy Fespaney Magk zamang
LUk Fey

Fig.eFile.119 (fr31.eFile119)
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h) Dispatch; This link helps the user to Dispatch an issue/ letter against the selected file. (Ig

JTuer fog /o3 B H SYINTHA] BT TSIl BRAT 8)

To dispatch issue/ letter, user has to perform following steps (ﬁ%/lﬂ UT B %‘g’ STINTHA! g§RT

R feard fear s gmm):

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 (1 Wiftras gamaell @ wmvet favg /o= U fd S o) sawaaar 2, 59 9afa
PN 3R ‘Dispatch’ fofd BT facid B 941fd .eFile120 & TefRid 2):

cQffice

b e e

Neceqrts -
Fles -
b Irdce [V

o Suteritted Pl for
Teeeg dopraval

» Omated
* Draftn
* Comgplated
b Parked
b foproval Reguests
b Coaed
* Clznad Flee

o« Futeritind Fres foe
Recpening Approval

» Sent

Q'Fllf slatirneic file dyiiam

Computar Mec 12079387 File Nac 43-1 2201 300011 Sobpact: 0T il £ FUONT TO SFORMATION ALT, 2008

G pend Lok b Detals  £42 | Naply Zend [Ongatch | Convert Bie  Altackmant | Mere..,

Filn Nussber 47422013 N0 Sebgezt

Opsning Do ORO7) 1454 Renany

U Category Sub Categary

Previous Refesenze Lwier Ralerence

=IFile Movement History

Sende * Sqraom Semite * Ay
Deepida Sainl OFFICE OF DM-IT 150954 0247 Decoha Saini.OFFICE OF DM-T Fonert
HARISKR CHARDER BASBAR OFFICE OF DM-11 08034 12:02 Deeba Sani OFFICE OF Dst-[1
ASHOK SHNLACSFICE OF DS{ON-TI 130753032 DINESH KUMAR PRAMPMTLOFFICE OF DM-IT Forverd
DINESS KUNAR PRAMPATT OFFICE OF DM-1T SROTIIZ 1138 ASHOK SHUMLA OFFICE OF DS(DM-IT) Farverd

RTIMATTER UNDER RIGHT TO INFORMATION ACT, 2005

« Ramarks

thorzstion Dotument

Trarulernd P« w-ofbe A

Fig.eFile.120 (F17.eFile120)

As a result the Dispatch page appears, as shown in Fig.eFiIe.lZl(sﬂEﬁ YRUMHEHY Dispatch IS Ydhc BT, STfh
f.eFile121 ¥ gefRfa 2):

:’-‘-che

Fies
b bobes (4

o Sieminted P for
Owt vy Ag(vaeei

» Parkes
» foproesl Recaesta
» Clowed

* Clonnd Flbes

o Sateritied Fiwy tor
S g vy AOgr i 8

» o
b Coovwenone

» Drafx

Camplatwd

* Cruatn Py [3FT

» Crwate Fart
» Swate Voiarre

» Gecpoe Bn

Magr wtm Fike .

eFile vaiemic Hie rveem

Conmpatton Ni 23

< L | nk |

=lDvatt Datalls
Deaft Typer NeaFiear
Deatt hature Chaose Ooe

Langunge rrgheh

Sutyecs

= Communication Datails

Warastry Chaose ore
Deparumam Cheose one
Name

Orgenentan

Admess 1 *

Aacvess I

Caurtry NOA
Cy

Matale

o

Cmad

= Attachmants

File Mo 7127001

RER

Oeails | B Repy  Send | Dapates  Convert Fls  Alachmant | More,,,

Sispatch Options
M|  Cmefed Cro0ee one v [«|Postal & Oul Regieter Detatly
v 30 Pret ”
| G Pusts Mode Chaase One
-
= Neduer Zhease One
P fook Hin
DOut Dete m
i
Dswmry Date
m
Oesgravon Datvery Stans Cheoso cne
v Sl Chncea cne w!
Pae ode
Landsen
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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. (3TTa¥IH HETSTST Wiegd WX WM & U¥ATd SUARTHAT & FHeT 319 QT

fawen € Sife ‘Dispatch by Self’ IR ‘Dispatch by CRU’)

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 (ﬂﬁ

SUINTHAT ‘Dispatch By Self’ fameq g-dr g ar

oD T RGE TJ faded “send with Followup” 3R “Send without Followup” QSUcTE] _E?Iﬁ ST fer.eFile122

2@ffice
cFile wimrrenn e sysian
Computer Nat 3207977 File Moo 47172012 oM 0
e o =! (= | Lk Datals | Gk | Ragly | Send  Dispatcn | Conpert Pl | Alsschment  Mars,.
Filne =
St g fc X
* Coning Approeel (= Dratt Details = Dispatch Options
b Crmated Deaft Typa* Clmasthed + Postal & Out Register Detadn
+ Orefz Dreaft Noture 8.0 Peefix
Poetal Mode Frecal Cram
+ Corvpinted ats
LangLage Madur v| weghi
» Pariad S
» Agprocel Peguests "x""'- Pean Boos wor -~
» Clotes
o Cloved Fias = Communication Datalls ae Ot Tume
) é.x.- o Fawy dor [Vrem—
PPt ALt N pe wheory Tiom
Depanment »
» Seme
» Corrmrsors farte Dewngnation Desretry Stsln
* Dewfes Oegarvraton Send Wi Folowe
« Corrgletas AQTress 1
By ) Agoress 2
. I‘I‘.l . " I TIEmAry | Shate
wate Thaw (5555 e Peccos
» Bactrons B Matew Lansire
® Cruate tlen L LX)
o>
Ema
Creats '
b Crote Saee
b Comate W
b Rocyche i (2 Anachimwmn m

Fig.eFile.122 (o.eFile122)

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile (SEND WITH FOLLOWUP & f3TT
REMINDER PROCESS for eFile T=afiid &N

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. (ﬂﬁ
SRIRTHAT §RT 3Med Send without Followup fdded & 1T Aol STaT 8 @ gioe U & oar 8 8iR
STRTHAT & fSHT @Ue & Sent IU WUE H 3Merd URT fhy I+ @1 ufafic ysfia & Sl 8, Sirfd

fo.eFile123 # uef¥id )
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cmce

& Dewpike Seing Rbeos-LIDM (IF o

vt Toae E307W0T File Mo 472 130

e Dwtabe | € | Bacly | Send  Dispatzsh  Corvert File | Atachment  Wore
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4 Drafn Cran Hanw - GO Pwis +
- : Pastal Mods vl Postel Crarge
S Dol Lamgusge
Madrm - ‘Neight
» Pkl -—=4
b Apprrve Peguts Subymer Pagn Book o Decn Nare v
» Claced
+ Clocad Fres (= Communication Details St Ouis .- Out Tame
, Suhesttus Pras for .
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+ Craate Wew L5550 Caty Pircode
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7 = Ermat
» Croaté How L3F5)

» Cromie et

» Crmate Volome

» Recyrle T = Attachmaonts m

Fig.eFile.123 (f2r3.eFile123)

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 (3
‘Dispatch By CRU’ fd®cd a1 & oI Dispatch @ ST=Id CRU AT (AT BN) & w1y wfvferd Fa=d
ST, feefiadl Aregw ik fewoh wfgq f=faRad fdees ura g0 € Snfd faerile12a #
ERNGESY

Corvgpuetoe Mai 1207507 File Mo <7- 1272013300 11

S < - 4. I'Link | | Dutatls | B Maph  Send | Dapetsh | Coavert file | Attacsmest | Maoce Qubck Ve
e =
- o
. le T -~
Sabe = =
¥ Clasirg ZDratt Detalls S0ispatch Options
» Crmatedt Deaft Tyge* FimnTrng) v esten Choose one 3[ Dispates By CRU Dulats
+ Draby Draft e Cooose One vl 3.0 Frefu ol CRU Userts) BALWAN SINGH wi  Delivery Mooe By Hond v
* Corpiing Largusge £agtet ~|
» Purkwd
hanng Hasnbts
» Approvel Pemsos Sutparr
» Clasat
o e = ey
, Suhowtted Fiun Sor P MPIETRY OF HONE AFFARSI O Masiisoys !
Memowreng Aporire -t
Tapwtres v
» St
5 Cobesriboes Hare Oesgravon L
+ Drabs Orgarizmsoe
+ Comgiesad Adaress 1+ R 804 | Secson, Mo S
. il Fie Aodiess 2
o+ Crweve v (295 ay S o
» Clactromic fre Vot Lngee
Cromts Yow [ Mon Fax
*ors
frat

& Craete Newe [ 500
Acd Morw flas ipaentsy
» Croste ot

i Sschments [ie)
Fig.eFile.124 (I F.eFile124)
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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. (If& SUANTHAT ‘Dispatch By Self fdwed g=ar 2 a1 9@ |HeT T: &I
fd®ed “Send with Followup” TR “Send without Followup” SUeTel 811, SI4Tfd fad.eFile124 # wefdia ®)

For SEND WITH FOLLOWUP Refer to REMINDER PROCESS for eFile (SEND WITH FOLLOWUP & feTT
REMINDER PROCESS for eFile A-af¥d &)

UHICQ

<o ] e Unk ' W 4 Detals ' Bt Saply

= Dvatt Dotalin

Deaft Type= ™ Cianafien
Dvan fanre 8O Prafi

ANGUIGe

Subgect

—Cammunscation Dutails

Vgt

Departermm

—Anachmnms

Serd | Diseanch | Convart Fla | Mtaitemant | Mivs,,

ElDispatch Options

Dispaich By CRU Dataits

& Despika Sainl ity

Detvery Mogs

Lo L

Fig.eFile.125 (T.eFile125)

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.

(IRUIFRERY receipt TAT CRU STANTHAT &I (A 21) UMNd & Il & IR fe&a R&1e Dispatch A€ & 3rid

Sent SY AlSIA # <@ S Whal o | (€T g1 R&HIS Dispatch HA€YA & CRU WUS & inbox § fa@dl & iR

Reaere ¥ifds 9 A 9= A9 far a1 g 9 Hersrer faaver yormetl § g1 81 STl 8)

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. (Ig fameq
ATl BI AR, 98 fBT receipt W Hel™™ € 37UAT File inbox/Created Section | 2, & EIES G
HfIH TFTT Bl Bad Feldei=d TAEell & WHd H daol- H FERIdT Ue $Ral §)

To convert a physical file to electronic file, user has to perform following steps (Hll?icb Ul Bl SR EMIBET

UATdell § 98 & ol SUANTdhal gRT fAfaRad feami feam S=r grm):

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

Convert File [) option as shown in Fig.eFile.126 (%ﬁ@l b Tl H gad B foTT File Inbox TS 3
Glel 3R ‘Convert File’ (Convert Fild) fd@ed @1 et @, SiTh f3.eFile126 W UaRIT

Fils (Convere]
%):
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..9.'.'_'.9.? & Dessida Saied Stase-L(UN-I o
Computer Moc 120797 File Noc £3-12°200 34000 41 Schjmet: 177 HATTER UMD PORMATION AT, 2008
Receits 3 4 d nk vements Ostalle  £d | Kegly  Send | Onsstch [Canvers Pl Attachmant | Mors..,
filee = =1
o Jebee [7) F e Number 82422003 N0M.1 Satyect RTIMATTER UNDER RIGHT TO INTORNATION ACT, 2006
e Cpenwig Gan ORI 14154 Remass
» Omated M Cetegoy Sub Category
P, Pranous Refwente Lt Reluimrce
» Comgletad =/File Movement History
b Parked Sendes » Sart tn = Dent i v igoon -~ Remarks
Y AR Deapiha Sl OFFICE CF M-I WOWIGHLT  Osepika RaiOFFICE OF DMN Forwand
) (e HARISH DHANDER BASBAR, OFFICE OF DM-I1 04102 Deepika Sai OFFICE OF DT Trarstemes Fie | e-sftce Auttorcation Dacament
S ASHOK SHMLAQFFICE OF DSIDN-TI 1S/071300132  DINESH KUNAR PRAMPATI,CFFICE OF D11 Foard
N.;::‘a ;i :,',', DINESH KUMAR PRAJAPATT OFFICE OF OV-TI DR/07/L3 LL/SS  ASHOK SHUKLA OFFICE OF DS{DN-TT) Forvard
» Gant
b Comverwers

Fig.eFile.126 (f<3.eFile126)
2. As aresult following screen appears. Upload the scanned PDF’s of Correspondence(s) and Noting(s), as

shown in Fig.eFile.145 (39® BheRawy 4 B9 Udhe BT | gaTaferdl iR A &1 b+ &l T8
PDF's 3TTclTS &N, WIIfd fel.eFile145 H Uefid 2):

e ettt st s ha Seiot AteredlOH .
@
Camgutor a1 3007957 Filw Ma. 47-12/2013-00M 11 mk,-a RTT MATTER UMOSH TO0MT TD UNPOESATION ACT. 2009
e y Ceressondmace ' Lick | Movemarts Detale | GBSt Seply | Send | Dupetch  Convert File  Attachmamt | More...
Tilen = =
{rée (7
' [Z File Datails
Satarittect Shee for
* Coamg Appremsl Tike tgrrbee St T MATTER UNDEN TUGHT TO INPORMATION ACT 220%
» Crsated Coating Duie 08-0/- 9013 Hamares
» Dracey Sutiert Category
* Carrphetect = Comespondences
b Pakac Recaptinsee No Type Sabpect
ovrieel A
¥ foprovel Recpests Nsue vamng oM
» Coamc
« Ceaed Sles 120047102014 Isaue ramey 18- o
Tudvrrtteed Mies for >
* hezpening fopral | = Noting
o Son gt ok (o ~]
b Canvermens
« Compiuted
. Note Afler imbiating conversion process(ave/consen) it can not be undonk

Fig.eFile.127 (F3.eFile127)

3. After uploading the scanned PDF’s, click the ‘Save’ button (Fig.eFile.127), as a result the file
moves to the Drafts sub-module of Conversions module under Files section. (Faﬁ:f Al Tl’sf
PDF’s 3¢S HR- & UIAId ‘Save’ () ged (RF.efile127), 39 Hod®U UGl Files WIS &
Conversions ATSIA & Drafts SUEUS H dcll Wl & )

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. (‘Convert’ (Convert]) a1 (*r3l.eFile127) fdad o, g8

qATEel Bl U dacl Sl 2 3fIiq Hifdd UAaell geldgli~d ySTdael H 9ad Sl ©)

(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

conversion file remains in File inbox.) (A& g ¥Ifde g=TEel @1 gafd gRafda &1 78 2, d uRaay I
AT File W€ & Created module @ Completed SU AlSgel # Fell SR & 31T File inbox ¥ gRaci<
forar T 8 o uRadd SURIT U3del! File inbox H & I8 STl )
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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.

(IS SUANTHAT §RT ‘Save’ 91 fdeie fhaT ST © A1 UAATACl! Files Modules @ Conversion TYS & Drafts SU WUS H
AT B & | IS STl §RT “Preview’ 9 et fam SITam 8 O S99 GHd Gfdeld uamaferdi & &Tef

Udh Pdf TATI A SR |)

i) Attachment: This link facilitates the user to attach other files or receipts with the working File. (I8 fofd SUIRTHA

P BRI YAl & A1 T UATaferdl 1Al receipts®] Helt™ HRH H HARTIAT Bl ©)

This link contains 2 modules (9 fofe & a1 Huqu\oﬂ %\’):

e File: This module facilitates the user to attach other file with the working file. (I8 FIVE\QGI 3T AT Bl

FHTIeNS UHTael @ AT el R @l GIAT I 7)

e Receipt: This module facilitates the user to attach a receipt with the working file. (Ig HVE\QEI 3 receipt

BT BRI YAGAl B AT Heli T B B GAem v )

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

the working file, user has to perform following steps) (File/Receipt L)

SurTEal gRT 1 fFart faar s gem):

TAGel P 1T Held Bed

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 (Files/Receipts

Pl Helt B 2 File Inbox TUS |

(STMaTIRATIAR) File FTaT Receipt &1 g, STl fr.eFile128 # UaRid 2):

"ol 3R Attachment foied IR scroll B3 TeIT

WRMAR BRAPIORICEOF DM

DINESH

ASHOK SHUKLA.CFFICE OF DS{DM-IT)

DINESH RUMAR PRASADSTLORICE OF DH-B

Computer No: 3207357 File No: $7-12/2013-00M-TT  Subject: R7T MATTER LNDER 0047 T0 pesmsiatime, 7105
e = Comespondence | Link | ¥ Detais | ESt Reply | Send | Dispatch  Comvert Fie Attachment | fore...
- Fie
<2 = Szcept
s~ ¢ 47-122013-ND8-0 Subjex = HITMATTER UNDER RIGHT TO INFORMATION ACT, 2005
ISUTHI 1154
+ Complsted =IFile Movement History
¢ Parked Sender ~Seaton ~ Sentto ~4tton ~Rems
Dsepiz S2i OFICE OF DM-D 805114 03:17  Despike Saim, OFFICE OF M-I Fenamd -
HARISE CHANDER BAZSBAS OFFICE OF DM 20°0814 1202 Despka Ssm OFFICE OF DM ransferad Tle e Authorizzion Do

ASHOK SHALAOFFICE OF DS{De-T) Foneand -

Fig.eFile.128 ([T3.eFile128)

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

NEY ﬂﬂﬁ R, IRUTHIRY Attached / Detached File(s) UG Udhc BT ©

STfeh fersleFile129 # U=fid B):

Sbjex Shsz

Rermarks

Sub Category Interest Free

Preanes
at

Bt Seferenie
flelersnce
Attached / Detached File(s) [ Altach e
v Cho. » Eis Nymbaot Subiec ~ Mtached v~ Autached Date * Attached Remanks »Qettacked By~ Detached Dute

Fig.eFile.129 ([T3.eFile129)
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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 (Attach File
ge (R.eFile129) faetd oX, 30U YFTAfeRl @1 ! Udhe BRISITG f3.eFile130 H USRIT 3):

-

P

vyear 2013 wv|

Computer Numbaor

a4
5499
5570
5579

5589

Search File For Attach

Search
File Number
C-13011/6/2013.C(
A/62/2013-CC
E-12/8/2013-CC
E-12/8/2013-CC-Volume(2)

E-12/8/2013-CC-Volume(3)

Subject
sad

fdsf
fryhh
fryhn

fryhh

Fig.eFile.130 (T17.eFile130)

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

(39 = # 9 y=aferdl |ffEa 8, Siifas gamaferdi & ‘Created (Completed)’ 31T ‘Inbox’ @TE #

& §)

Attach

3. Select afile 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 (
ATl & A1 5 UATdell BT Her' T fBar ST © S faeid PN iR Attach (Attach) 9 (FRr.eFile130)

fdctd B | THD BIdwy YAl BRI UaTdell H FHolid 8 Ol ®, Widlfh fo.efile131 ¥ yefRfa

%):

File Number :

A/63/2013-CC
Opening Date 14/05/13 05:59
Man Categery © Al advances

Previous

Reference

Attached / Detached Fie(s)

* CNg > File Number

Subject SAsa
Remarks
Sub Category :  interest Free

Later
Reference :

Attach File

0

Detach Fle

» Subilect~ Attached By = Attached Date v Attached Remarks » Dettached By ~

Detached Date * Detached Remarks ~

| P S579 E-12/8/2013:CC-Volume(2)

ftyhh

ALOK PANDEY 14/06/13 03:53 6tfh
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To Detach File/Receipt with the working file, user has to perform following steps (File/Receipt BT BRI gaTdel
@r F—He ™ B vg SUARTHAT g1 =1 &I fasar S g8rmy:
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 (RT1
YATTAl Bl BRI YA | 3f—Feri= fbar S, 33T File/Receipt T Attached/Detached File(s) TUS
3 ﬂﬁ 3R ‘Detach File’ ()EIT“FT foretd B, o1 fo.eFile132 & R 2):

=
Fié Number A/63/2013-CC Subject Shsa
Opening Date 14/05/13 05:58 Remarks
Main Category @ Al advances Sub Category Interest Free
Previous Later
feforence Refaronce
Attached / Detached Fle(s) Attach File r Detach Fie ]
* CNo.~ Eile Number ~ Subject~ Altached By ~ Attacthed Date ~ Attached Remacks ~ Dettached iy~ Detached Dale ~ Datached Ramarks ~
Ll P S579 EA20R/2013-CC-Volme(Z) fyhh ALOK PANDEY 14/06/13 03:53 &tf7| ]

Fig.eFile.132 (fTr31.eFile132)

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 (sﬂaﬁ BTy File Detach alert fawe]
Udhe BT © | OIATfd fo.efile133 # URIT &, s—oran aw=ll fewoft sifrd o 3R ok de faas

PP I BRI YAl F YAl Bl A—Hel ™ IR Q)

File detach alert

6 Are you sure to detach the file

referencing not
Remarks required.

Fig.eFile.133 ([T3.eFile133)

i Cancel |

As a result, attached file gets detached with the detaching remarks, date and the user who detached it, as

shown Fig.eFile.134 (ARUITGHY, I—Ferdar Tl fewof, fafdr e s—Helf e & arel STANTHd! ©
faaor Afed Fel™ U=Tdel), -l B Sl ®, SN ferl.eFile134 & gl ®):

File Mumzer ¢ A-14012/6/2013-TREII Subject parianent matter
Cpaning Date 30704/33 10:44 femara
Nan Catagory ! Sub Category
Fredous Referance | Later Refermnce
ittached | Detached File(s) Atach Fle Detac Fils
[  Sanumbe ¥ Sbied v Asached By v keached ate * Miached Remaris * Deftachad Sy * Defached Ogta * Detached Remaris
~18013/212013- TRE0 £AS asyes EIRAM SINGH §1/1310:12 M referante BIXRAN SINGH SIL/1310:22 AM refanencing nek ragu...
(] nusveoare Immigration 25RAY SINGH §/12310:12 1M ragured

Fig.eFile.134 (FT3.eFile134)
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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 (I8 foid SUANTHAT BT BRI UATael! Bl 7€ B /UTd B, a5
BM /WS B M &1 4d goiid <@ SR Adferdl &1 fIe & Weridl d_dl 8 oidifd fo.eFile135 H
PENK] %):
c@ffice N i
CEi] e slecumic tis syeiem
G No: 3207357 File Noc S7-12/2013-NDM-TT Subject: ST $ATTER URDER RIGHT TO INFORMATION =
Co deace ' Llisk Detzis | ESt | Reply | Send | Dispatch | Convert Fie  Attachmert| Mzeso.. ) Quick Vi

Clos= Rile | =

Park Fi=
I T 3HT TO INFORMATION ACT, 2035
Park FizHstory |

47-1272013-NDW 2

080743 11:54
Crz2te Volume |

Nergs Fles

SiFile Movement History MergeDetzis |
Se=gsr = Senton v Sentio ~Azbon ~ Remads

Despia Ssni OFFICEOF DH-I2 Descda Sani OFFICEOF DT Fooward

HARISH CHANDER BASEAS OFTICS OF DM-DT De=piécs S, OFFICE OF D011 Trassizmed He s ecfice Agtroreston Docamsr
ESHOK SHUKLA OFFICE OF DS(0M-TI) DINESH KUWAR SRAISPATLOFFICE OF DM Fzraard

DINESH KUMAR PRAAPTLOFFICECF DRI ASHOK SHUKLS, OFFICE OF DS{DM-IT) Fooard

Fig.eFile.135 (@17.eFile135)

This link contains 6 links (I8 foi® 6 foid Ue™ H=aT 2):

e Close File: Taking the cursor in Close File link, displays two sub_ links, Close and Close F_ile History. This link
allows the user to close the selected file. (Cursor ®T Close File foi® IR & W &I SU—foid Close TIT Close

File History fa@d g1 Ig ol STANTHAT I FAMT TG a8 HRT BT GIIeT Y& BT B)

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

Document. (43Tl I I PR I UfHAT YoidT: AR IR AERT T | HIAT Closing USAT TGS BT F<rid

Ead))
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 Close File History: This link displays the history of Closed file. (I8 fois v &I TS UFT@ell &I gd geaid
yefR¥ia &=ar ®)
To view the Close File history, user has to perform the following (Close File Historyé@# %@ SUANTHAl
B fe B e 8

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). (I(GM UATIl BT cgcvll'cl ST ST &1, SAdT I &R B
YYATd cursor BT More fofd IR ARF TT Close File History fd@ed (ﬁlﬂ.eFilel?,S) R fdaad Eﬁ)
As a result, closing history of that file appears. (§9® HeRawyd I&K UG & Jd Jodid Udbe 8 SIRIAT)
e Park File: To park a particular File user has to perform the following steps (Wff YAl Bl UTh B %‘g’
SRl gRT 7 fard &=ar grm):
1. After selecting the File which needs to parked, move the cursor over More Link and click the Park File

option (Fig.eFile.135). (ﬁrR? UATdell d1 9T fHaT ST 8, SH®T T39 BR" & Yard cursor BT More
Action foi®s O @R} G Park File fd@ed &R fdeid &) (F.eFile135))

As a result, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.136 (QFIEB RICESRN)
‘Closing Confirmation’ gfte H<er fa@ms <, ST feFile.136 § TN AT )
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- ———_— & Deepika Saini Stenc-1/DM-TT| v
eFiIe slectranic fiie systam
Computer No: 3207337 Fille No: 47 Dl Sublect: FTTMATR JRDSE A0 SEEORMATION ACT, 2005
z = Co deace  Link | W = Pariing Confinm Ablizchment | Mor=... Quick View
Fles = To you wart i Park fre 322 =
» Tebox {6 0 . HTI MATTER UNDER RIGHT TO INFORMATION ACT, 2045
Summimes Fres r Remade® DOT TXefuiYeq now
* s ng Aporoval =
» Crest=d Remninger E
s Dezfis o
» Complened =File Movement History
¥ Fark=c Sender Ok el a:l'el Ation  ~Hemsts
o Deepla S=i OFICE OF DT oF DM Tenaard
HARISH CHANDER. BASEAS OFTICE OF DM-I Dsepike S3mi OFFICE OF DW-IT Transfered i : ecfice Authorizstion Dorement
5RO SHKLA OFFICE OF DS/0M-T DINESH HUMAS PRAJAPSTLOFTICE OF M-I Ssnard
* Reosening Aperoval | DINESH KUMAR PRAMDITT. OFFICE OF DN-IT ASHOK SHUKLA,OFICE OF DS(OM-T1) Fenward

Fig.eFile.136 (f2r3.eFile.136)

2. Enter the Remarks and Reminder Date as per requirement and click the OK () button
(Fig.eFile.136). (MaTIhATIAR fewofl qem sf@R® fAfr &5 & T2 ok (oK) e (*r.eFile136)
faeT® B )

As a result the selected file will be sent to Parked section of Files. (Fela¥ay T U=Tdel], Iamdferdl &
Parked WUS H el STRIM)
e Park File History: This link displays the history of parked file. (I8 foid uTa® §‘s§ YATIAl BT qﬁ gelTd NI
®)

To view the Park File history, user has to perform the following (I3Tacil &1 qﬁ gdid, S@ B SUINTH|

gRT =1 At favar sm=r grm):

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). (ST U=Taell &1 gd golid <@l ST 8, S I B
@ JTATd cursor dI More Link TR o ST TIT Park File History fa®en @1 fadeid &) (1.eFile135))

As a result, parking history of that file appears. (Fela%d 39 GATIA] BT 11?? Eck_rﬂ?f e Bl ST )

e Create Volume: This link helps the user to create a new Volume of an existing file (Fig.eFile.135). (I8 foi®

STANTHAT BT fHET AGET USTael BT 71 Jo€ g1 H Tl Bl ©)

Refer to Create Volume link in File Inbox for the process. (Qﬁo‘éﬂ %@ File Inbox & I Create Volume

fofp &1 I=d BT W)

e Merge: This link facilitates the user to merge physical files only. Merged file will be in ‘View only’ mode. (Ig
fois STANTEHAT ®I dHacl s T=ael & fadas &1 Jfagr a1 & | e & T8 J=mac dad View
only’ AIS # 8
To merge other physical file with the working file, user has to perform following steps (?b‘l'?j'ﬂﬁ?rr CEICEI RG]
TATA! & fAerd 2g SuARTERdl o e Bt w8

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). (N1 U=Tael! &l fdera fhar ST 8, SS9 wafd &)+ & uard

cursor BT More Link TR o ST @ Merge Files fdde 3l foa® o (ﬁlﬁ.eFilel?»S))

As a result, Merge Files page appear, as shown in Fig.eFile.137 (heT¥d®U Merge Files S Yo L
Siarfds forst.eFile137 # fe@mar = 2):
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Merge File(s)
Main ~ Number ~ Subject v Sender v
IO} P B-11/3/2013-JTSECY({DLT)-CMO PHY BHARAT CHINDARKAR >
 Merga
Search File(s) To Merge
year|2013 Vv Search
(| File Mumber Subject
O e C-15012/1/2013-ITSECY{DLT)-CMO-Volume(2) iNDIA
O e C-15012/1/2013-ITSECY(DLT)-CMO iNDIA
a e B/17/2013-CM © sada
O e A-11012/1/2013-CM O-CMO ffghh
o e SHADOW/01-Shadow shadow
F == 21> >=
| Add
Fig.eFile.137 (fZr31.eFile137)
. ‘ . . . Add
2. Search the File from ‘Search File(s) to Merge’ section to merge and click the Add (|g) button,
. . . . o - .
as shown in Fig.eFile.137 (Search File(s) to Merge’ &Uvs J YA BT T BN AR AP oI eFile137
# gl a7 € Add (Add) €4 faed a9):
Merge File(s)
Main ¥ Number ~ Subject v Sender v
O} P B-11/3/2013-ITSECY(DLT)-CMO PHY BHARAT CHINDARKAR x>

Search File(s) To Merge

vear |2013 Vv

Search

O File Number Subject

[] P C-15012/1/2013-JTSECY({DLT)-CMO-Volume(2) iNDIA
l [MES €-15012/1/2013-JTSECY(DLT)-CMO l iNDIA

[ e B/17/2013-CM O sada

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

0 e SHADOW/01-Shadow shadow

<< <1 > >>
add |

3. As aresult, the selected file moves to Merge File(s) section, Click the Merge (|I
finally merge the selected file to the working file, as shown in Fig.eFile.138 (?ﬁliﬁ

Fig.eFile.137 (T .eFile137)

Merge

I) button to

ATIC Merge File(s) US § el SITal 8, 3R 1= 3@ drefial u=Tdel ¥ uandell &7 faerd o

% foTT Merge ([Merge) a1 fadiad &, SIATfdh SIATfe fordt.eFile138  Serfam w141 2):

Copyright © NIC, 2014

90




e@ffice

A COGITAL 'WORK FLACE SCLUTION

| Main * Number ¥ Bubiect ~ Sandar > I
RO} P B-13/8/2013-JTSECYIRLT - GMO PHY BHARAT CHINDARKAR x [
‘

‘ | ) P C-18012/3/2013-JTSECYIDLT)I-GMG l INDLA BHARAT CHINDARKAR x

|
|

{y.,,,rl?forlifi' V] Search

[ v

1 File Numbmsr Subject
1] e ©-13012/1/2013-ITHRCY(DLT)-GMO-Valume(2) INDITA ‘
[ b 14015/1/“013 ITSECY(DLT)- LMO e —————— BRI R IR DIILIRLLLEL LR L LI
£ = . u/”/ SRR R R e e S e
[T B HAIIﬂl.«/I/?Ol'I(‘MOt‘MO s SRR o '
(1 P ... SHACOW/OL-Shadow e SOION e

€< <l> >3

‘ [ add |

Fig.eFile.138 (fer1.eFile138)

4. As aresult, Merge Alert appears Enter the reason to merge and C|ICk the Ok (:b button, as
shown in Fig.eFile.139 (399 Merge Uale Ydhe BRI | YTl fdeTd &R BT BRUT To] BY
OK (oK) 9 fdad @, ST for.eFile139 H Tl 1401 ©):

Merge Alert

@ Reason For Merging?

Matter Related to
Remarks flworking File.

] Cancel I

Fig.eFile.139 (T3.eFile139)
As aresult the file gets merged with the workmg file and appears under Merge Details option under ‘More’ link, as shown

in Fig.eFile.140 (38 GRUTERGSY TSTGe BT B GAae § Rer 8 Wil & 3R More’ i & areta
Merge Details fd®ed Uae BIaT 8, WIarfd fod.eFile140 # UsfRfd 2):

Compubar No: 20555 e Mex £-12/2/201 3-ITSECVEAT-CMC
&mmdwzhﬁﬁmmﬁ!ﬁ% Edt | Fegly [ Serd | Dispaich &mn%’uﬂmﬁhmJ
 Case 5 g
Park Fig
Fike Rgmber ; B-11/3/2013-JTSECY{DLT}-(MO ]
S Pari; Fis Hsfory
Opaang Tz BEYCEBA feamassy ————————
Srasiogs etwenes Leter Refere Craate Volome
Merpe s
24 v Comzdbe % et »km%ﬂs__} * Setrect v Al v Ao ] -
t i ou Yirze Wetcs With Anither
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. (SUAfT&dt ‘Merge Details’
Cq @ 3IId ‘De-Merge’ 3R ‘Merge with Another’ A&l &1 SUANT TRe HHI: YA &1 fdeds gl

qHAT B, AT SHPT B 39 T=qell & arF A fdeg &) qaarr ©)

There are 12 links provided on opening an Electronic File (f¥d SolaeI<id UATde F e R 12 fofd ue™ foa ™ %*):

~._0f1‘|ce

& Nabsah Asews Dalensts

Lhet ol Camrrmapmstsdorns me aosl §oomes

il |

Zins ¢ Mmeccss Qu el t=3m3 Natis

Artach

Fig.eFile.141 (.eFile141)

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 (SUANTHAT &I T8 fHwl AT B ST AW &, fAfS & srerdr vd A1r et &l
Jfaem a1 g, St fo.eFile142 # TeRiT 2):
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e et o & Quspibe Sainl Jtecc-J(OWED
L‘FII(‘ weactrmne Hie cpree
o M| File N G 2-O's of WRIWA} Subject: ~arusi fie
n : NeEng  Cer Dradt | Rt Gnk | Dwinle | Meyemects BdE | Neply  Tend | Abtachment | More... |
Veaw By N . =
Fes e g Je e (7ot (TSecest ™| A ) rwrioos Notnge | PIE
. View Sy Date
» b
o Sutyetind Fhes e Wove &8 201w lin fate
e
LA e thea fite hag baen opeead 1o Cuate « fia manual
* Dras
* Corgleted
o Sted 10/05/2014 2117 ¥M CSUNATT
v Appravel Mayuasts (HOCIns)1)
Dagteis tagrod
» Dloses _
Tubrrettnd Shes foe
* Nespweryg Azcravel - he
» Sert II I
» Drnete Mo
b Crowms Sant
b Macyow B
Miginta File
Fig.eFile.142
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The user can add a Green note or a Yellow note in the existing File. (
) 37eTdT Yellow note (G SIIe FHAT T)

To add a Green Note user has to perform following steps (8Rd fewofi Sirsw gq SuarTahdl gRT fFrfalRad feami
HIT ST B8R ):

Click on Add Green Note link, as shown in Fig.eFile.143 (SI1fh fa.efile143 § UGRIT 8, Add Green Note fofdh TR
farTd BY):

Green note

e@ffice
& Nabesh Asews Oslacesad  ALO00)L CECIAN DT
— - m
Curvmpprmas Moe S9azs  ilm Meni 347780001 T Tact Fulpect) o & Liaateemgot o G e
e B2 Drom | Lk Datets | Movwmwris | B84 fSendt | ddpehiment | Mare ers
2 D" wsame ™ R a4 o -
B Adz Grees rate agd vaiict: nod Lint el Crrvegersderne e s |asses
| [————
LR VIR EE S L PN LTI ETY Tans ruscomt Q2 Cetalhe Cnane Saliex
P,
Canty re.
Creete the
* Cmate werr
o Eraabe Vydrre
» Bacyrie 8
[
Insmwte *
e
Rooors 4
R LA LTI 2
ntit ey :

Fig.eFile.143 (f2r3.eFile143)
As a result, 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 (FeRa®y, AT U8 SIS 8 WAl © 3R IUANHAT editor TR
AT B AHAT 8| ITANTHAT §RT DI T8 AT TqIHd GRIETT 8 A1l 8, Sfeh 3. eFile144 § UaRIT 2):
eQffice

B L

EFlle slacvroaic fils system

Computer No: 25325 Flle No: = Dell{ Tech/13 Sebject: #-F Enabl=msnt of Secrsans

o= = Mebng Comresscnierce | Drat | Rsh Lk Dstais | Movemeris  E3t Sead Atachment | Mo
Files = B =T T3 e & ) PEE
b Index {7

‘Suivn:'eﬂ'.:‘sf:r ficting saves 3t 15-05-2014 10:05:39 4N )

Cesing Acpraval

BJ UK EESFTE sancdadfer adancechocy adancdifnte

b Crasted

» Drafts okt == | EBU 9N Sl Je

» Completzd ALJ3BIAL —CH x| W
ffind i A-¥- 43§ egshir
b Cosad The file may 5= putup for agproval]

# Cosad Fles

Submitizd Filss for

a2

Facpenng foprovE

here is no correspondence attached with this fe.

» Commpleted

¥ Thysical Fie l
5 =ste New {hon

* =i

Fig.eFile.144
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3. The User can also attach a document (Pdf Format only) by clickingon ~ Attach (I ##2h ) putton at the
bottom of the noting portion as shown in Fig.eFile.145 (

qc fdetd &, ST f.eFile145 § USRI g, fh=dl ST (Had Pdf Format) &1 Herd HT &) AhdT

%):

AT 9NT & I H Attach (Attach)

e oo L
Bl | Rek

GOt i L2e1 TN
- Paling <

(VRS

Lk Ootals | Museinanls Sl | Reely  Bend | Alachaed | Mo

BB e e

& Deaping Sefed Digeo (D8 I

‘—m

2 m s

R e

L "o
W 2 U &S S W eteercwisne afverced oo v gsvenced bt -+ -~
staratfoce~ (T IF MMk N v L T
AaomEinMnct L 8w = |52 |mwn
. | AX- 0 Q|G ke iRl

~

>

Fig.eFile.145 (f2r31.eFile145)

To add a Yellow Note user has to perform following steps ({0 fewofl Sirs+ &g SUANTHAT gRT Fr=foRad faamd

IERIBSIE IS )Y

1. Click on Add Yellow Note, as shown in Fig.eFile.146 (@Rﬂ & fo.efile146 § USRIT 2, Add Yellow Note foids TR

]%r?vl—cﬁiﬁ)

:_Offce

Computer Mo 235721 Pile Mae 0/ 67/20

Rocaipte =

8 Deei -

14 O/n of M3 W

15

Netng | Con-uqnlmu Dol | alerascms | Lk Dataik umm\“l Hapty

(e

(TR

& Duepity Ne

Send | Mtachinant | Nars,,.

A ) et Netinge |

v fie has been opensd Lo create & Nile manual

In/os/2014 3217 PR

C.EHNATTY
Lupe(nsy)
[ R

Fig.eFile.146
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As a result noting becomes active and user can add note, as shown in Fig.eFile.166 (X<, AT BRI 8 S
2 3R SYATTHAT AT B Adhar &, SiNlfdh fUl.eFile146 # TSR 2):

c@nice

& Usepibe Sefus Toene L(00 [ =

Commpatons Mt ASA1TUL  Fillm Mo a7 301005 oF b Sondapmits araa Tie

e : Wating | G Biraft | Rat Urh | Dwsafe | Movwrmants | B8 Razly  Send  Skmchmers  Mees
Bark Tu Talt Viewn|
biwa =! — — - v v, P ==
 deke {8) x R .~ el e e pPmE
e p——-
Clawreg Ageproveei R 7 Y W W e = r— o Dok Pemey  *
o rvttze < [EH|IZ | IRE & |9 ™| sl se
Crate
+ urbed A GB@aBin'. —2 m = =|52|"n
o Purkiad 1 A A0 | begn ) =

¢ Apovoew Recueen R DIV P P
» Cloans
* Clased Mies

o Tidatnen Frma bue
Merwerten Apme—-e

» S

' hece s » ewse
» Grawte b .
» Cremte Pt

» Racyche

grate Fibe

LU

=

Fig.eFile.147 (17.eFile147)

After making a note on yellow sheet, click the Save ( ) Button (Fig.eFile.147). As aresult, yellow
note get saved. (1 U=1 TR AT B & UYTATT Save (Save) T (FrF.eFile147) foetd x| a9 dia AifeT Qe
HESIGIES)

c@ffice

B

2.

Coompues Mot 3241761
Netieg | T o

e ot G/AT/2014-0/0 of HEMHA]
| Oraft  Rake

Sabject: masur i
| Unk | Detalls | Mcvements | Bdt ' Raply Send | Attachment | More... |

=9 [T et |

® Inbexc (0)

, Buhritzed Fias for
Cloarg Approved

» Croates
+ Dratw
+ Compiabud
» Curbad
¥ Appraww Fisgumets
» Closez
» Cloxsd Flan

Schomtind Fles far
Pacpering Approval

» Serz
» Owate Mer
» Cromne S

» Pacychs Ser

Pigrate Fibe i

Version | 1.0

Fhe may pot o for appeavsl

| Canbwm

st
Yerviee Lrvyted Ui
al

199014 1051 AN

Untatty

Oweztia Zem

Thess (8 o0

correspondence mtached with this e
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3. After the note is saved, user can perform any of the following options as per authorization. (1fc? ﬁ'\’fiﬁ HEl

@ UL, SUIRTHAI, BRI & 3wy FTRad T fadhed & AR S AFTET B FHdT 2)
« Edit ( -): Refers to edit the Yellow Note (Edit (Edif): & T ¥id Hlic &1 FwIfed & |

®)
Discard
e Discard : Refers to Discard the Yellow Note (Discard (Discard): ¥ dcad did Al &1
RSN H= 4 2)
e Confirm ): Refers to Confirm the Yellow note. (Confirm (): A g did e B
gfie A 9 ?)

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. (4id Aiic @I gfe st

SR W, AT AT B R 2 R TR B g e T W G & o | H T W T & A,
9 e ST g sRa Wi W AT sridfie Wit 2)

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File. (9
gfaem grr SUINTHAT ISR / Receipt T BRI UGl W Heli= R Hhdl )
o@ffice

: ET2014-QVz of MS[NMA) Schyect: marus b
o 2 | Waferances | Unk | Detalls | Maverments  5di | Raply Send Attackmast Mo,
Files = TC ) Wecew | Al | Erwiicus tetngs | PrmE
» Debmx (6}
Pl e [8 Add Graan Noss | & Add Yelow Mste
T:rg APOITY
% Sryind this §ie has been apered to create = file manoe!
Dra®s
e eted
v Parkad 16/09/3014 2:17 M CSHNATT
F Apprwc Rejimete {uacins)1)
3] -J
S Cla © T
« Clvad Pies
Lrmttns Tiee for
¥ hacowring Asprove e e
b Bare l
» Cramm N

Fig.eFile.149 (Ier3.eFile149)

Clicking on Correspondence button, Asaresult List of Correspondences and | ssues page appears on right side of
Noting page, as shownin Fig.eFile.150. (TR ¢4 W fddd & & By AT & & el AR List of

Correspondences and Issues UG Udh< BIAT 8, SIATd f.eFile150 % fa@mar %\')

>@ffice g
— e & DReendhs Saied Daeg LD "
_ - m
Comngrucions Mo 3340081 File Mk G'47 . Sabijeets iTewiw tls
e = Nating | C a Deaft  date s o-m- uo--mm E3t Repy Sead | Attachoent Mo
pi i b B e i " . e
N —
S Aadh B Ade Goass tata Al Yaluw Mute I"'“"‘:m‘*““"‘"‘-‘" ]
Tt
* Slacnny Anaraval Chiouse Ove (V]
pNeine o this Fin har Sean cpened to create = file mamust = Baseit EL ) e g 2 Sulay - Eages ~AGEN ~
» Draf
s
18/00/2014 2:147 PR C.5BATY
Ll s )1 )
gy gres

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. (Attach 91 fde® BT I SYIRTHAT & U SUART FHA Receipts SiIfd Receipts
inbox 3R Created @Wvs # fdgmm ¥ S W yelRia gri)

User selects the recei pts which are to be attached in file and click on Attach button. (R Receipts @1 U3Tdael!

I Herd far ST 8, SUATTHhal §RT S8 aafd &xd Attach 9+ faeid favar o)

\]
ovrice Sainl S0
sovm eemas e & Despibe Sevni Stune-2I0W [ »
eFile siectrmaic tis ayitom
Computor Ra: 204178)  File M AT/ 205400 of WE A Swbipect. rana fa
Hacnipty Netag | Cormmspandence | Dnft | Befarances | Unk  Dwtale | Novemants | Bdt | Realy  Sent | Mtackment  Moce., | Quak View
Pz = R — Y imacew A Prwecus Natnge | =
+ Inbo (6 e —
 Bearch bor the secenst Lint of Carmwapondances snd T
, Susmenes i for | A o
Cleang Aoproval Chszan Ove V]
+ Creatsd o 218 v Soarch Racaistilasua e, = Subinet * Tuge ~Attached (b~ Dutady = Bgoss = Al
» Dealts A
i = | Conwrtar hundms Mwcwnpt Nundwe . Subpet
s 2l u sy 2I00T7/I014/TAICE OF D11 wl
Tt
g e I3 1IN/ I2TA/0MICE OF oM Tl e
s . FITE TSI AIHHICE OF D1l et
* Closad AR
o Closed Files £ 154 IA3ITVINAOFRICE OF D11 Fatne/
== rarewt
o Suizezad Mies for < 12087 DI IIAOMICT OF LT-L{oM o
Ravzpen oG Anscovel 1 "
o II 339 2314/0MICE OF OM1 VIP Narw
* e b g La%e0 A/OREIE OF D1 e
. 3333 MOV IOV OSICE OF 01 0
¢ Crosin Pacy Teesnzne
5 Reerde Be E: 333411 39411204 4/0FICE OF OM-T win
Paymare
Mot F e £1) E o 23041 W I0LA/OEFICEOF D11 SUET
1
Divpateh 2]
v
Dispasch l
o8 .
Ropats

Fig.eFile.151 (fRr..eFile151)

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. (3596 Held®d Tdfd Receipt T3Tdell ® 3TEX Feli= &I Sl
3R Correspondences and Issues @1 “\j\rj\l H T ST Hhl %)

3R 99 arfe

cOffice

eFile sectmmn tin vy

T wrprs =
e = S Plueim " ) A | Treveus Metings | =
® Inbor |8

o Sudevtied i for
Tezeng Azprovel

A e tha file hoy been cpened to creste = fie mangsl I} Raceict/lxnes s, Suhoaxt * Tune im‘“" Datalr Fssar Astigr
« Oraf ~
TIRAS 1 ANTANEYIR OF DASIT | =) Heu e "
» Carvgleted | & RALANACITRR O U pgvment 1106 aala 12
» ot 10/09/2014 2:17 PM €% HHATY Aczacn

» Aoproval Ragaests
b Usned
 Ocsedt R

o Suteritied Fles fer
Swzpwrrg dopeval

b St
» Cruatm New
» Crasts Part

b Bacycle Bn

Mogretn b e )

Cancgrter Ma: 261701

Tealt | o

Motng | T )

Tile Neoc G/47/3014-0's of NS MHAY

Schjmct: murua e

Lk Detals | Movements | Bdk | Ragly Send - Attachomant | Wore., |

& Ouvapiks Sainl Saane- LN«

B A Gruen hate

& Afd Yelteu Nty

Lint of Corrmapondunces and lesoes

Owezsm O

n!““—‘. AHs)1)
!‘v ""“,‘

Fig.eFile.152 (Fer.eFile152)

Copyright © NIC, 2014

97



e®ffice

A CRGITAL 'WORK FLACE SCLUTION

Type of the receipt can be changed from the dropdown menu available at the top of List of Correspondences and Issues
page. (List of Correspondences and Issues ® Y TR U ISIESISA fl_i kil receipt?ﬁ EIT:IZT%T P gEAT ST Hhd %\')

c@ffice

G —— T

eFlle sizctrany fis spstem

Comp Nox 374178t File No: G'47/2028-000 & SSINHA] mans Fe
Recepts ~ ¥oting | Comespendi Dralt | Ref 2 | Link | Detaik ' Movements | Edk | Reply Send | Attzchment | More... |
Fes 51 | B 0w e T3k [z |
» Inbax (8]

B Ads Grees Nots

» Crezizg
+ D=
+ Completec
» Baned
¥ Approva Reguests
» Clos=z
+ ClosaZ Fies

‘s Sebmithed Sies for
Rzopening Apprond

» Semt II

= -Acd Yz=bow Not=

this Fle has bzen cpened to creste e file manual

18/09/2014 2:17 PN

C.S BHATT

{UDELRS)1)
gty Sgoes |

Fig.eFile.153 ([Fr3.eFile153)
c) Draft: With the help of this feature user can Create New Draft and View Existing Drafts in the File. (9 g

D AERAT A SUIARTHAT gRT USGell § T3 3fcld §91) 9 Ahd 8 AR AIG[QT 3eldl &1 fdclid fhar

ST bl B)

To create New Draft user has to perform following steps (SUARTGAT §RT AT 3Tl I &g [l

feart foear ST 8

1. Scroll mouse over Draft (

link and click the Create New Draft option, as shownin Fig.eFile.154 (Si<Tfds

for.eFile154 ¥ fa@mn am %\ Draft (|Draft)) fofh UR HISH o SITHY Create New Draft fddhed &l facta Efﬁ):

c@ffice

o s e .

eFile tectsaic file spstem

Comp No: 15470 Fle by Subiject: U-F Eraciement of Secretarat
Tacsipts = | | Mebeg | G dencel | Draft | References  Lick [Petais | Movemenss |ESt  Send Attachment | Hore
Creatz New Draft Sack To 72b View
Files = = a8 ” =y )3
b Trbex 7 e T e =
rocx {7 D —
Inbox {7} e
Submiti=d Fes fo 2 % i P
e Aol B 2ddGreenticte | = (Ad# Yelow Note List of Correspondences znd Issues
v
p Cested —
»Drsfts L] ™ Recopiilcscele v Scbjece ~Tape ~A%=chesOn  ~Datsis v Pagss “aAckon v
* Coraplet=d Aftach
} Farkac
» Cosed
4 Closzd Files
Submizisd Fies for

Fig.eFile.154
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As a result Create New Draft page appears, as shown in Fig.eFile.155 (qﬁUTFH?T:RW Create New Draft &G U< BT
Sirfe for.eFile1ss o uefRiT B):

_“- — - m

Commputes Mo 29415  File ou F3077F
lissing | Cai ds 'bmn"‘ Lok | Setads | Misamanti  RAF Send | Attachment | Mare !

Now Deaty [ 0vatt Detalin

EE o P cetie emeees S| Cieeres Thowesone <l
N2 Y FEEE . Parmet - fork Pemwy < Deent Vosbore Crotee Dne ) 0. Prehe l
Fore wae | IE~iE- 11 - e Langunge . el |
XA coas nl —2flx e 0B R - Subpees -
o AL kb -
(= Caommunication Details
Naraany Chaces zne ~]
Depmrammm Cmoces cne <
Vaame Onagratew

Gaurhry INDIA o T - [
I ™ Posade
ks -t

A% Mive PMacareting

15 Attac hments ===

Wigrate il
Thmata h =)
L

gt 71
otiirge «
ATt

sar wanas 0

Fig.eFile.155 ([T17.eFile155)
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 (JT SIRSISES]
Eal ﬁﬂ\’ﬂ?ﬁ TI3U X AT Choose a Template I It B E‘L'Cf—ﬁ'ﬁﬁﬁ STHAT ﬂﬁ 3TIdT Upload File sic
oA B AIS[ET ATeRd DI AUAS B oIl b Fa.eFile156 H =ITAT AT B):

o [ O o

= 2 Sl covas o AY Dratt Typa* New/Frash v| chssified [Choose one v
- » - Language Enghish v

ADMG Letter Hoad

4 DM PAD J Erghsh (F121 v o

{ Mo of 250 Chavactars )

LibraryProceedings (= Communication Detaits

Add More Roceipient

Mintsery Choose one Vi

doc3

S5M Letter Head s
Department Choase one v
FCI_UO_Note Name® ;

Designavon

e fio fo fo o |fe|le

<

NOTE_SPB
Organization

Address1*

Address 2

—Mall

Country NDIA ~
State Choose ore v
City

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 (3Ta¥dd fdaRol
3ifhd X 3R Save Draft 9c TR i &Y Sivdifh fol.efile157 § wefRfd 2):

'
New Draft nore spo L RRE i =iOraft Details
B 7 U FEEAEABE v . Perngrosh . PostPumily Draft Type* Now'Fresh v| Classified Choase one v
Font Size | Eei=. i« (0 wih L8 76~ Language Engksh v
ALdam A — ‘@ xR EYH - 1w Training of TAZ officers I
x| A2 |8 3| el - Subjest ©
I ecieicesnass A { Mawmum of 250 Ghavactwe )

=ICommunication Detalls

Dated Ministry Chaose one M
Department Choose one vl
Name* —Vn;av Krraar

Designation _mce«
NOTE

Organization

As part of tha formresation of Twalfth Five Yaar Plan, State Planrng Board has
constiuted Working Groups for varous key sectors of development. The Worknyg Address1* DOFT. deltd
Groups of the fallowing sactors have heen ssmgned to Perspective Flanning Devasion, s

Address 2
o-Mail
Country NOA ~
15cence and Tedwokoay State Dotw v
Zirdurmatian Tednology Chy
Pincode
215541 Dowsdoprnent 2nd Employmert Qaneration
Moviie
AjSpecte and Youth AlNass
Teiephone
) M.
JOmaster Managemertt & Fax
peo® Werds 72 IAttachments

|

Fig.eFile.157 (T17.eFile157)

As a result new Draft number is created, as shown in Fig.eFile.158 (sﬂ‘cﬁ HelRd®y Udh T 3MMeid BHIDh qﬁrlcl
Bl SITaT © oiTfe fod.eFile158 # fa@mar a1 2):

cwInice

roe e & Matesh Asews Uslgpgied - ACMAGFSECLAN-DLIT -

eFile wostrmmic tiin iyriem

Comvpabar Mai 28429 Fale W B 705 VDalT Ty 13

Mekng  Correspendence | Oraht | Refarances | Usk | Datads | Huvaments | B84 | Send | Attachmart  Mice

= o - Dralt M. | DFA2970% - v 1 Oratt Sratue m
b em [/ 1.0 OFA

Sutorvnind Flew for

* Oucing Agproval (=7 Draft Detadls
b Cowated . Deaf Type* T Coamsmed ~
« Drofta Thts 4 cvwesen S DA Deafl Miwhere 3. G =)
» Comph A
— Languages
b Parked
L Subjpect*
soel Fles
Sotrrettud 1w b ZCommunication Details

Pecgerng Apocsl (I Atachments m
* Sem

» Comrpletad

b el Fre .

o Cwats e {ticm

Fig.eFile.158
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4. Click the Approve Button to approve the saved draft, as shown Fig.eFile.159 (GRfeTd {5 T fTeg BT rHIfaT B &
foTU Approve §e & fadeid &) ivTfd ﬁlﬁeFHengﬁ B):

Scant »,
Comnpraftor New 33417081 File Nax GUaT70018 4000 of HE0MA
——— = Notieg | Currespond Ot Aale Lnk | Outaile  Mavurments  Edb Maply | Send | Altachmant | Mare
Filws =)
Dt o, » DFAI008158 < Doaft Status m
*. en (01 vi0 ora
3 Ao = Dratt Datalls
Dro® Nanss vl G0 o
Comylate e —
Partad
» Approww Peqiests Py Stymst -
Clane
o Chused Fies = Communication Detalls
=/Attachments m
»
cowre
real Fie
Craafte |
- troes
Crweta %
re
roats 1k
e Sart
rmate Vauite
e rtie
Mgy ate File
Oespotzie
Dopatsh
o6er
Mapmrts
Settmyge
Mty wh o 1
— I -
[ Aosrove | €
= - — BT ST E—

File.eFile.159 (I=I3.eFile159)

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

| R STARTEHaiell @ YfA@T § Approve button $ad I8 SUANTHAT $I gRETT RN 3
ITANTHAT DFA & dael W¥T o) Gail, S srafad 81 IR qdi)

As a result DFA is approved and following screen appears, as shown in Fig.eFile.160 (Wﬂ‘%‘cl‘ﬁq DFA aﬁ'ﬂﬁﬁﬁ
8 SfTaT § 3R ford.eFile150 # Uafid w19 Udhe 8IaY 2 I):
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Computer Nex 1355781 File Moy 3'47/2008 Ol of MG
Worelst = Hoking | Correspordance | Draft | Safermeces | Lok | Dwiads | Moyemaimy | 528 Regly | Send | Attachmaent | More [ Quch ve ||
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> S (1 Azzroree
Satneved ' —
D203 Fas | Dratt Dotails
——
s 1 deate 8 o
s o ANGUEge
» Parked
(Ot e hatase = w Lie
» Choset
+ Claved Foes “ICommunication Details
» Scbrattnas Fies for Misialry
Raosen ng Aperrra.
Departmen
»
»( Name Dewpranor
* Dratts Jrgenaatun
+ Comglated Adgess \ ¢
» Py . Adgress 2
A Hon ' Coustry vl Siwe
» Cimile Nawi (355 City Ewe cue
» D " I Mattm Larzine
v ':,-':‘:h Mo (Moer Fas
- Ema#
rwate
» Croas Ll
b Crante Vahiow
» Nacythe Be =l Attachments m
Pgrate File
Irapatch o
oapateh
(L
Maproots
fettage
Mottficatium
—— _——
T e

Fig.eFile.160 (T.eFile160)

5. Click the Dispatch By Self or Dispatch By CRU button (Fig.eFile.160) —
Dispatch By Self 372dT Dispatch By CRU §¢+ (fo3.eFile160) fdcdd oY)

as per requirement. (JTIRIDHATTHAR —

For Dispatch By CRU and Dispatch By Self kindly refer to point (h) Dispatch under File Inbox (Physical
File) section for the process. (Dispatch By Self T Dispatch By CRU & foTU File Inbox (#ifae g=raeh) w@vs & fag
(&) & F=AT V)

d) Reference: With the help of this feature user can attach references corresponding to the working file. (9 9 deT @l
WEIAT & STARTHA! §RT BRI YF1ael | Frfrd awedl & doie fBar ST aGaar 8)

This link consists of 1 sub-links: (g9 ol BT Th IT—Toidb %)

o Local Reference: Document is browsed and attached from local domain. (GXITAST & AT SHF F @I B
JHerd fdar Sar g)

To attach Reference user has to perform following steps (ﬂ?ﬁ P FeT™ B ?@ ST gRT ﬁ*ﬂqq ey
HIT ST BT

1. Scroll mouse over References link and select the Local Reference option under it, as shown in Fig.eFile.161 (IS
PI References foids TR o ST 8IR IHD ST Local Reference fd®ed &1 o= &N, SINTfdh o efile161 § wafdfa
%\'):
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c@ffice

-
P L

fFl l g slecuoaic fie

Comgp Neoc 25425 File Noc F5{ 7 8ol et Subject: W= Enablement of Secrstaniat

Woting | Comressondencs D ‘ I Link | Deksils | Movemsnts | E4E | Send | Attachment | Nore
__p“ 1 ’ 7uxaﬂe&eme e bhr TR é

a Add Green Mcbe = AZd Yeliow Note References

L] Zefersnces Attached > Aiiached B ~ Atizched Date
¥ Terkc
¢ Oosed
+ Cosed Fies

# Comwersicns I
Fig.eFile.161 (T17.eFile161)
As a result References page appears on right side of noting page and click on upload button (Fig.eFile.161). (hclXdyU

AT g8 W QIS 3R References USS Udhe BT &, AUcils de (ord.eFile161) W facdd @)

2. Browse the reference document from the Local system and click the Attach ( )
button (Fig.eFile.162). (RUTII RRCH | F=<¥ IS @iul 31X Attach (Attach) 91 (For.eFile162)
[EGEZGR

e@ffice

S b

eFile sectonic fils systen

Competer No: 28425 Frle Not F5.773) DalT/ Tacv/L3 Subject: &7 Evzbiement of Secsrznat

= = | Neag (O dence | Oraft Raferancas | Link | Details Wovements  Ed | Sen | Actacement | Mare |

= = éﬂ'm t " === }r;—vslw., R =

B sdiGreemtiote = 2dd Yelow o References

Aefzrances Attached v Atfached By

() .

Receigt.odf Rzjzst Aoz Fapsh Gopta) 2205714 10019

b Cosed
* Josed Fles

, Submitted Files for
Racpaning foproval

b Se=t

b Caovesions l

Fig.eFile.162 ([T3.eFile162)

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).
(PeRaey ¥ SIS UAEel] | Hel'™ & AT 8, SUdNThdl Sxdidsl aafd #xd 3R Delete g

(fer31.eFile162) fdctd TRd A= TXATIS DI fAdAIfid R Adhar )
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e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (39 gﬁm DI FEIAT
I SYARTHA! 3T $—IdrAl B BRI TaTdel H Fel™ 31qdT A—Hel'= HR IHhdl B)
It contains 2 sub links (394 &1 SU—fofd Af=If2d ):
Internal Files: This sub link helps the user to link/delink any other file from within the Organization (I8
SU-fois STARTHAT BT FIST & e A fHdl 3T UATdell Bl Fel' e /—Hel '\ &= H T8Il
BT B)
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. (I8 SU—foi SUIARTHAT Bl 7 YAl & Adelld-T § A

PRAT & SN bl = e+ | BRI y=dell H el ©)
Refer to Link under File Inbox (Physical File) section for the process. (Qﬁp_éﬂ @ foTU File Inbox G SEACEICTS )
GUS & I Link T HV)

f) Details: With the help of this feature user can view the total number of part files created. (% ] qeT & FETAT A
SIS Gl I118 T8 FUS—UAG el B A& I Fdhdl 7)

Refer to Details link under File Inbox (Physical File) section for the process. (EI'W @ foTU File Inbox G REY
I3Tdel) WS & II<d Details TEfHd )

g) Movements: With the help of this feature user can have a track on the Running File and can view all the
movements. (39 JAET BT FERIAT ¥ ITANTHAT URETATRT YAEAl IR Gie /g Fhal 8 3iR
BT AR G APl 8)

Refer to Movements link under File Inbox (Physical File) section for the process. (Mf&aT & foTT File Inbox
(N T=Mdell) U & II<HTd Movements foidh Tafid &)

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. (31 gfae & HeRIAT ¥ SUANTHA! gRT Aol e I8! U3dall & HAlfeld 3R
AGTRT YA Al BT BISHN, 3RV U5 BT gRafid fHar 51 dadr 7)

Refer to Edit link under File Inbox (Physical File) section for the process. (43T & foTU File Inbox (Hifid
UATTe) WUS B I Edit foidh Av=fid &)
i) Reply: With the help of this link user can send a reply to the intended person. (24 Y qT BT FEIAT | SUINTH
gRT Sgfate Afdd BT Sk Aol ST AhdT B)
Refer to Edit link under File Inbox (Physical File) section for the process. (YfBIT & feTT File Inbox (Wi
UHATdel) WS & 3I<Id Reply fofd F=fid &)
j)  Send: With the help of this feature user can send the File to the Recipient. (29 YT BT AETIAT A SYATThT
SRT TATdAT UTebal Pl Fol S Fhdl B)
Refer to Send link under File Inbox (Physical File) section for the process. (Jf&aT & fIU File Inbox (W
UATdell) WS & ITId Send foid Awsfid )
k) Attachment: This link facilitates the user to attach other files or receipts with the working File. (Ig SEZRSERING
DI 3T UAG(I! JAAAT receipts DI BRI TATA | Helid B B GAET T ©)
This link contains 2 modules (39 fofd ¥ 31 Afgyew Af+fd 2):
e File: This module facilitates the user to attach other file with the working file. (I8 H\fc'a\éid CARRIC IV RIGIC]
# 3T UFTel ol &R Bl G a1 B)
e Receipt: This module facilitates the user to attach a receipt with the working file. (I8 HUS?}FI RN
TATIe H 3T receipt ™ ®RA I 3! qUT AT B)

Refer to Attachment link under File Inbox (Physical File) section for the process. (Elﬁv_aT % foTT File Inbox
(i gATgell) WUS & 37T Attachment foics A=afd )
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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. (I8 GfIeT SUANTHAT BT BRI YAEeH DI 971 B /Udh I, 95 8 /U
B S &1 4 gadicd o iR IABN TAT oS M 3R e fdavor # HAsRIar a:al ©)

Refer to More link under File Inbox (Physical File) section for the process. (Elﬁp_qT @ foTU File Inbox G GEZ
UATdell) EU€ & 3T More foid A<=fid &)

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. (File Inbox @ 3=TTd I8 U SU—GUS &, Sal I STANTHAT gRT fhdl TaTaell &l g=a B
& o IR far S Haar 2 Siifs 9 File Inbox # ST )

Note: This feature is permission based. Users who are having this permission can only request for

closing of the file. (I8 GfuT IFAfd W IR 8 | Bael & YA, {52 I8 AT 8, S NI
TAEell g€ G B JTH Bl S el &)

Refer to File Closing / Approving process document.( U3Taell v &R+ / 3TJHIGT UfBAT SISl Awaid HV)

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 fois H S F#d UAT@fordl &1 U Al Bl &, [ U=ATdell
PP el g9 T © AT YAl BHIP IR ST g 6, [ S0 (bl AT S—3H ([ IUANTHAT Bl AT / AT
e O R8T 8| SUINTHAT §RT UAdel WUE H ‘Created’ fois &1 faeid o TWRd 9918 78 UFTaferdl Bl <@l
ST T B)

Created Link Contains 2 options (‘Created’ foi®s & 2 fd®eq 8):

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

on. (39 faddea § 9 yamaferdt it 8, e odfe & faar Tar & 3R &M o= & foru S9!
Al & ®Y § AT AT B)

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

(Draft fdhey @ TATEferEl &1 [Afa fHar ST ¥dar & iR Delete (Delete) fofd & TN 4
H AT ST DT B)

e Completed: This option contains the Files yvhose number has been generated and kept in Qreated section
to Work later on. (39 fd®eu # 9 gamaferdl il €, = FHfe faar o1 gar & &R &M &

P foIT SHBI Created @IS & IWT AT B)

There are 3 sub links provided under Completed link of Created File Section (Created File WUS D Completed oidh
@ a3 U foid ya fhy T ).

a) Send: Helps the user to forward a particular File/s to the recipient. (I8 SUANTHAT BT Bl UATI! YTCdhd! bl
U FRA B gl <ar B)

Refer to Send link in File Inbox for the process. (4f& AT = File Inbox H Send foid T F=ffd &)

b) View: Helps the user to list the Files depending upon its current state. i.e. (Physical, Electronic, All) (Jg SUYIRTdhd
®I gATEferdl &I Alpar Rfa (Hifd®, SeiagiFe, F49) & MR W St Jadldg $3 H A8l Al ©)
To use this option, user has to perform following steps (89 fapeu &1 ST A B forg STRNTHRA gIRT
for=T far fovar ST 28 m):

e Physical - Click the Physical from the dropdown menu to view the Physical Files as shown in Fig.eFile.163:

(i Tamaferal &1 <@ & ol STUSTST #9 9 Physical &1 fddtd &, STl o efile.163 H TR )
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Physical

Electronic
Al
Fig.eFile.163 (T 3.eFile.163)

Electronic - Click the Electronic from the dropdown menu to view the Electronic Files as shown in

) Fig eFile. 164 (oagTie TaTafral B 3E & 7 SHTer 49 4 Electronic &1 Fied T
Sarfe for.eFile.164 § TefRfd 2):

Physical

Electronic I

All
Fig.eFile.164 (f2r3.eFile.164)

ALL - Click the ALL from the dropdown menu to view all the Files as shown in Fig.eFile.165 (¥ U= aferdl &
TE@ & oIy SUSTST A W ALL &I faeld &, SiTd f&3.eFile.165 § UaRIT )

Physical

Electronic

All
Fig.eFile.165 (f@3.eFile.165)

c) Create Volume: Helps the user to create a new Volume of an existing file. (I8 SYATdhd BT fooedy S SPICI|

BT TIT GUS g9 H HERIAT <l ©)

Refer to Create Volume option in File Inbox for the process. (¥fdsT %@ File Inbox ¥ Create Volume
fdhed &I F=fid &)

Quick Actions: - There are some useful links given in inbox for Quick Actions such as (Inbox H IRd & %{1’ £33

Sy fofes ue™ f6d T § Sifd):
Forward ([¢*]) - Forward a particular File to the recipient. (Forward (Forward) @Tg faf¥re u=ae]

ERECA))

7
*°*

Parked (9T @1 TN

Parked link contains a list of all the Files that are temporary closed and work will be done Iate_r on. Pendency of File wiI_I be
removed if any file is parked. Parked files can be made active at any point of time.( Parked foi®s # 39 ¥R y=maferal o1

AT & 2 SN IR [U A I5 7 3R I W I8 H B {HAT SRAT | I BIS TG UTDh DI Sl © al Sl
Pendency faclifd & STl 81 U1 @) T g=Taet & faxil WY g7 afda fan 1 |dar 2 1)

To make Parked File an Active File, user has to perform the following steps (EITEﬁ DI TS TATGl B AfBT B
2g SUANTHdl gRI 7 I far rem grm):

Select the Filels from the Parked link of Files which needs to be Parked, as shown in Fig.eFile.166 (43Taferai @ Parked
foid | a8 y=maferdl @afd o, e Afed fhar S €, ST i eFile.166 H USRI 2):

Copyright © NIC, 2014
106




e@ffice

A CRGITAL 'WORK FLACE SCLUTION

e@ffice

—e——— e & Quupthy Sgind Dtgen-J(DaIl) |

T Lutnert “ Bagheng Fameryy

Pinrk Amttare ozl pactad by "

o Svbwsthart Phug S
Rocoars"g AZorcs

> e l

» Croute B

» Crowmw Jar

" Rasprly B

Fig.eFile.166 (for1.eFile.166)
Scroll mouse over ‘Mark As’ Link and click the Make Active option under it, as shown in Fig.eFile.167 (SiaTfd 2.
eFile.167 # UcRid B, ATSH &I ‘Mark As’ fofd TR oIl @I I9H Make Active fddwed &1 o av):

Mark As |

) Make Active

| TPULEr Ng v Number * Subject ~ Parking Remarks
[+] 5474 B/111/2013-CC adsfff sadsaD

Fig.eFile.167 (T3.eFile.167)

As a result, the Files become active and move to the File Inbox. (sﬂiﬁ FHeldwy UATaferdl Afed BT S
TAT File Inbox H el STRIF)

Approval Requests (STJATG 3TTRIE)

In this section under File Inbox, user can Approve or Reject the file closing/reopening requests sent to him by the
other users. (File Inbox & S WS H YA g7 H /YA Wiel O & 3= ITIRTHARI &, SYAFTDHAT
B URNT IR B IFS gRT AT /R far o1 daar 7)

Offi
-'---—-.'-9—? & Deepiha Sainl_Stera-ALaM U
CFIlC stastrweic file sprtem
B2 To 232/09/3014
Reiwepts >
filee = [ * Compuie: b Fils Namba: * Exitiated By L)L i * Nematia " Eiata ~ Recuesilime * ARRES Neiesy
B 3341804 A SETICE S M .8 BMATT LOCING 3 100N 14 12:26 Pghohg Sendng  Oeeing Recusst
€ R ASHOK EHURLA DE{DN-IT IL0S/14 1008 Fle can be 0pered Fadpened Fenpesng Recuest Appryve Rgecr
» Crasts: E ARSI CRRICECE Dt ASHOC SHUSLA DS(Dn-1T) 1070914 05:52 Fle may be closed Coeed Orarng Reguast Agpeove Rt
o Oraiks E 23786 ~ ASHOK SHUKIA DSIDM-TT 1003714 02132 Moy dosa e fim  Onsed  Ocsing Rsguemt  Agpesve  Rigecr
* Cargrated E ater RAIENOER BARSAD GANDHS AZSTIRSO) 02/08/14 12112 delbudindfacet Sandng  Craing Recusst A Batad
b Parked F Ra20 RATEOER PARSAD GANDMT ARSTI#3G 030514 1407 sdind Ao:cumed Dotng Recsee Apprave Refect
E 2417 RAJENVCER PARSAD GANDHT ASSTIRGG) 0209714 10:32 appeaved Oused Oosng Reguen Agpesve  Rgfecr
» Ot £ a4100) RAIEMOEN BARSAD GANONE ARST RSO OL/08/14 04:12 ok Swndng  Ccaing fesuset Agmos  Baosst
Coted Sles £ 34103 FARIEH CHAMDER BARBAR (DINESM MUMAR PRAJARATT ASET-1(0M-IT)) JR/00/ 14 13:90 appoved gopyl  Sacpensd Facpenng Regusst Apprsve Refect
’ é_:“”:‘: ::‘;""u £ 2341083 P MARISH OGAMDEN BABBAN | DINESM KUMAR PRAJARATI ASST-1(0M 1]} 20/08/14 12142 Agsrowes... Coesd  Couing Recuest  Aprove Repect
b Gart I P 2241045 Mzl NEJTYUNOAYA MESHRA HCION-T] FA0A/14 1221 apoaved Cosed  Cosing Faguest  Appave Rt
» Create Mev E 32e10G2 wmatfasf e Sgupiard- Dwagdes Sarn Shwse- 100011 20/08/14 11:42 agprave Ozved Otaing Recuent Agprove  Ragest
£ a0 SAMLMRGO4 CITCE T DM Dwepika Ssirs Stance 3(0M11 07/00/14 03:26 ey Tacpenec Facpenng Recusst Azprive Aeec

Fig.eFile.168
Note: This feature is permission based. Users who are having this permission can only Approve /Reject
the closing/approving requests (I8 e 31’3*’#?[ W IAEIRT © | Dot d & IudNTHdr, 58 I8 Al B,
SHP §RT A v B /T e =8q SR Bl aaifed / FRed fhar 1 |ear 8)

Refer to File Closing / Approving process document. (ATl g8 R+ /FAIG UfHAT SXITIST Fad BN)
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Closed (<)

Closed link contains a list of Files that are closed as complete work has been done on it already. (Closed i T

uAATaferdl BT Al Y&l § Sl g 8 Mg © a™ifh TGOl BRI Usel 81 [HAT ST T B)

=@ffice

eFile elmirene tve spnem

& Deepida Saini fiese L DN-I

Cats Raome 13)07/2010 Te 227002014
Amvoiym Ragly | Band | View | Move 7o Hzes Maarehical Vit Dwecscs Sairi. Stans- 5 (DM-] vl
v Syl ofogs jqet T - Quick
= fug s et ST ant o s Ue Atiens
2Ny a " - HARTEH CHANDER BABBAR (DINESH KUMAR o |
| ®m & uas: ST e s PRAIAPATT) e 1901302 —~
7l A5 MOER BABIAR (DINESH WUMAR [ B
CETET T g Slagrsoes R, DUl T 190914 G222 s
yot1ce oo i o
£ 2341008 L S FlaBrial0T Deepiha San 190914 02:17 -
e -
e £ 3741003 Solillile sl POV piiagekit Authority XULDEER SINGH :;_’f,’“' >
"o
) 4 [— F 0731 A LOAAELIACETIE GF LR Fle@ek7001 MARISH CHANDER RARBAR e -
. r| "
£ 224197 ¢ ThepAN0QT MARIEH OHANDER BARaAR IW0R14 1L :
E3seibis  E MARISH CHANDER BABBAR (DINESH KUMAR 19/09/14 B -
J PRAMPATI) 12098 -
» Sant 3 § MARISH CHANDER BABNAR (DINESH KUMAR 19/00/14 [ B
£ 3201913 Fledeis084 PRAIAPATI) 11599 ¢
» Conate News B
t 3241911 S tilesrkrons FARISH CHANDER BASEAK :‘l’{,"““‘ 19/09/14 —
» Trsais Part
B -
» Rapcie B € 32ersad E-130L1/37°2014- 0 ICE CF DM SetdNe? Owerds 2o INOV3IS 063 - -
Migrats e -
LEGEN Priseity B OTeley = B HWetdwwidely == B  jewvelew

B Mar? |t gty = \
Fig.eFile.169 (fT3.eFile.169)

Note: This feature is permission based. Users who are having this permission can only send the request
for reopening the files. (I8 Jfden FFART W IMRT 2| Do 9 & SWRTHal, R I8 offafd 8, S7a
ERT TA9e I e 8q 3R fHar o1 aadr 8)

Refer to File Closing / Approving process document.( T3Taell v &R+ / 3G UfBAT SISl Awaivid HY)

Sent (¥SiT TTE)

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 (Sent fdwed # I 9AXd U=M@ferdl &I A & & 2 9@} OM a9 99ER (outward
correspondence) & U H 99T AT AT B | SUANTHA! §RT Files WU & 31<Td Sent foid faed &xad Aol T8
T AR BT <@l Off 9dhdl &1 39 hodwy Sent Files WM UdHc il &, W% f.eFile.185 #
gafRiad 2):
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wah .
0/3014
Mt — My St S v!
Nearmiree e curt Ta e Pt O )
E SN Ao S Dl Fradrutiey e JAOV14 o207
£ 324190 The2res03s MULDEES SINTH 10014 3204
& 20842 FegraToaT Deapica San IV 14 0943
yrafts F 3739278 D040/ 512018 Mharreal Maath: MRUTYUNJAYA MESHRA 18/00/14 23:24
+ Cowgtetad £ 2238072 catrugfiad MELUTYUNOAYA VESHRA 1R0/14 02:20 - E]
» Packac P NoTY FTL MATTER UMOER AUGHT TO INFORMATION ACT, 2008 Dearaa Searv IATN14 8317
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Fig.eFile.170 (-/9.eFile.170)

There are 2 links provided under Sent Section of File (G3Taell & Sent @Wvs # 2 fofd ya™ oy T B):
a) View: Helps the user to list the Files depending upon its current state (Physical, Electronic, All). (I8 S9N Thd
DI yFTaferdl dI Al RAfq (Hifdd, seragiie, J4) & R R 37 gddg - A FeIdl HRdl ©)

Refer to View link in Created - Completed section for the process. (‘Jﬁo‘?ﬂ %‘g Created—CompIetedﬁ
View i &1 =¥ T8I V)

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

9 fdmed &1 ITANT T HISET UAdell Siifs URga @l T 81, &1 WUs—UFTaell a4 & oIy fHar ST Fahal 7)

Note: User cannot create part of any part files or if the file is in File Inbox/Created section. (ST T&al
gRT fsdl Wus—u=Araell $1, 3rrar IfY u=mael File Inbox/Created @Wvs # ® A SHP! WUS UGl el

1S o Had! B1)

To create a Part file of the existing file, user has to perform the following steps ( & H‘Iqa UATaell &
QUG 9 & ot STNTHhal gRT Faq f&ard far S g8rm):

1. Select the File for which part file needs to be created and click the ‘Create Part’ option, as shown in

Fig.eFile.171 (T U=Tacll @ WUS UATaell 9T STHT §, ST TI9 BN 31X ‘Create Part fddwed fdatsd
N, SrTfdh faeFile.171 H UeRid B):

22/0% 2014
Fandiwe My Zart Tias !
sl fie C.5 BraTy Wiy 115 -
Piu 300y Dwacbca Swems 15/09/14 02:17
Tl prcG0as KULDEES SINGM JR0N14 1294
Ple@rioar Dwacica Smind 10/03/14 05:43
Garuew; Q0L 2201 4-Mertn bemaith, MRUTYUNIAYA MIBHRA 805714 0321
serruhied MRUTYURGAYA MISHRA 100914 0, 20 <
RTT MATTER LNOGR RIGHT TD INFORMATION ACT. 2003 Dwezics Smed 18/00/14 02147
el WELUTVMUAYA MISHRA 10314 D18
chk axterrall MAUTYUMIAYA MISHRA 18014 1248
ok evter-al MAUTPUMBAYA NISHRA 10814 12/37 2
SUDOET REQUIREMENT OF BO0 39T SROFOSAL VRUTYUMISYA MISHRA 18/00/14 12:03 )
. At v wetans svens aminmiia ai un

Fig.eFile.171 (fT3.eFile.171)
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Note: User can change Subject/Description and Remarks (if required) on the file cover except the

File number. (STINTGHAT §RT Had YA H&AT BISH TAGel & a9 WR fawd / faaxor o svgfaa
@2 smawa® ) aRRafdd H o1 Gl 8)

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(YRUTFRE®Y @UE UATdel] a9 &
P Afed IATARYT IS (Cover page) Udhe BIAT 2| [IaRUT (Description) 2T 3170 Wiced (Al 3mawasd i)
T DY AR ‘Create Part’ g faeid Y Wil fRF.eFile.172 H Ui 2):

Create Part

Fig.eFile.172 (F3.eFile.172)

As a result, new part file is created with the File no at the top of File. (Fela¥d UaMdell & MY UR U=Taell Axer

AR g WUS—UATdel! 9 ST ©)
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Conversions (U=

This module contains the physical files which are in process of conversion or converted already. (9 HVT@FI i 9
Hifcres gATaferdl Bl € S Usel €1 wUlaiRd 81 @l ©, JAFal WUIRYT Bl UfHar H ©)

It contains 2 sub modules (S &I IU—HISYH ©):
e Drafts (\'ﬂT?RQ)

e Completed (T'T)

Let's learn these modules one by one (377 AISJed T Th—Tdh IRd WIEJ 2):

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.(

9 Afegd ¥ 9 |AW Hifdd UAEEl Bkl € Sl WUiRoT &1 gfear # 8, fb=g onfl d wuraiRd
TE g3 €| BURYI UfEAT & SR SUANTHRAT §)T AR ‘Save’ d¢A faatad fHar Siar € a1 usmaen
N AT & I I S 2)

Refer to Covert File link in Physical File inner page under File inbox. (File inbox @ 3T=ITa Hifcd U=l
ATRD IS H Convert File fofth T F=id &)

To complete the process of conversion on a draft, user has to perform the following steps (f&¥il 3fTelg ™

FUIARYT B UfHAT BT g HxA & oy SuarTewal g1 fF=iferRad feamd faar s gy

1. Click on Drafts under Conversions section. As a result following page appears as shown in Fig.eFile.173
(Conversions WUS & ATl Drafts facidh X, 39 11 U Ude MM, SITfd f3.efile.173 # UGRIT 2):

Tecetats
PO S U ¢ —in, P, S ALY

w38 : o - AL ACIFEN Gases

Fig.eFile.173 (T3.eFile.173)

2. Click on the link under File Number to open the draft. As a result the draft fle opens up as shown in

Fig.eFile.174 (3TeRg &I Wie & foTU File Number & 3T U foids &1 fdetd o, TN 3o g=mde
G ST 8, SiTfd f3.eFile.174 § UERIA 2):
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Fig.eFile.174 (I3.eFile.174)

3. Under ‘Noting’ section, user can upload a noting document. (‘Noting’ WUvsS P T SYATTRAT gIRT AlfeT]

SXATIST Bl JTcllS fham S FhdT B)

4. In order to save the draft, click on Save (‘“‘) button (Fig.eFile.174). (Sﬂﬁ@ Eall NN 81T BR B o7 Save
(save) a1 (RIFeFile.174) &1 fdad &)

5. The user can Preview the file prior conversion by clicking on Preview (I

) button (Fig.eFile.174).

(SUARTEHAT §RT WYIARYT | Y, Preview (Preview]) 9 (I3 eFile.174) factd O Jaraaiia= fhaT ST e

B)

6. Click on Convert button in order to complete the file conversion (Fig.eFile.174) (lbllclcri“l BT WUTART {UT h¥
% foTU Convert 9+ (ﬁﬁ[.eFiIe.lM) IESEY Eﬁ)
There are 8 links provided after opening a Draft file (f<l T=Taell T Wiew R 8 foid ya™ &y T B):
a) Correspondence: With the help of this feature user can attach physical Correspondence/Receipt to the Working
File. (Correspondence: S GfAeT &1 HERIAT W SUANTHAT §IRT HIfdd YTl / Receipt BT ¥l HRITS TSIl
I Aol fhar S daar ®)

(i

Refer to Correspondence link under File Inbox (Physical File) section for the process. (EI%&T @ fITU File Inbox

YATdel) VS & I<IId Correspondence foith ®1 A=<fTd N |)

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (Link: ¥ deT P

AT

I SRNTHA! gRT fbefl drRise u=maelt & 3R S—U=Taell | Heli= 1eraT 3Rieri= fhar ST AdhdT 8)

Refer to Link under File Inbox (Physical File) section for the process. (43T @ U File Inbox (W T=Taei)
QUE & AT Link B A=A DY)

c) Movements: With the help of this feature user can see the movement of a File i.e. t_he details of all the users
who have worked on it. (S8 e & HSRIAT W IUIRTHA §RT (BT TGl B H2ROT 3fIid IFEel WR B
B dTel A SYARTHATRN BT fIaRoT ST ST FhelT B)

(GIlSED

Refer to Movements link under File Inbox (Physical File) section for the process. (Jf%IT & foTT File Inbox

UATdel) WS & AT Movements foidh ®I A=afid &)

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. (39 Gfa&m &1 AR ¥ SUANTHAT §RT [l Bigel & fdaxor
St Rl §S T8 @US—YAT@loRIT, TOC receipt, Dispatch Movement geddia qe i E_S; yFTaferdl e &1
JAATDH fhAT ST HAbdT B)

Refer to Details link under File Inbox (PhyS|caI File) section for the process (E{'W @ foTU File Inbox G GEZ

TS it ils foip B A=l &)

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. (39 JfIT @1 WAl ¥ SUINTHA §RT AIG[T el I8! U3Tdell & Alfeld 3R
AGTHY T Al BT BISIHR, MRV UG 1 gRafid fwar S dadr )

Copyright © NIC, 2014

112



@ffice

A COGITAL WK FLACE SCLUTION

Refer to Edit link under File Inbox (Physical File) section for the process. (Y3 @ foTU File Inbox (i
YATTe) GUS & ITAd Edit fold B Avafid HY)
f) Send:

This option is disabled as the file is in the process of conversion and cannot be sent. (rll% JATdel] HUTaRY]

B ufbar #§ & 3R S UG 781 fhar S AhdT, 31T I8 fAded 3eTad W1 TR ©)

g) Attachment: This link facilitates the user to attach other files or receipts with the working File. (I8 dJdeg

SUARTHAT Bl BRI YFTael & A1 AT UAGTI JAAAT receipts I Helt™ BT Bl FfALT USH HRAT B)

Refer to Attachment link under File Inbox (Physical File) section for the process. (EF@:‘&T @ foTU File Inbox|

(i T=Taell) WUS @ SI=IId Attachment foid BT Av=fid &)

h) More: This link facilitates the user to Park/Close the working File, view Parking/Closing history and to view
Merge Details. (I8 Qe STANTHAT I BRI UGl B g1 B /YD H, §< 8 /Ui {6
ST &1 94 gedid o IR IABI 997 W08 I 3R fIerae faavor # Herar axar 7)

Only Merge details tab is active rest options are disabled. (Hdc Merge details <4 AfEd AfEad 8, A9 fAdHeq
3rerad X T B )

Completed: This module contains the entry of all files which have alr_eady been converted from Physical to
Electronic, as shown in Fig.eFile.175 (SITfd fera.eFile.175 ¥ fa@mn a1 & g4 digga # 9 A
yAEferdl &1 gfaftedf gt &, o +ifds | gelagie #§ ugd & wuidRd f&ar 1 gar ©):

Recnipts
ety 1o danie = Subjuct = Subject Cetegury Coonetied DY * Curterted Un ks
Fies
5539 Crumtmd_Now _After ALOK PANDEY 2000533 12:14 At
g ‘.-‘.| ‘ 5475 dagsg ALOK PANDEY L0MU5/13 11:20 rveited
‘ 5474 adstn ALOK PANDEY 10/05/13 11:03 1t st
. Saul w2 ALOX PANDEY 095173 050 onvemed
pt 547 0 eer  enten AMC B Demand ALOK PANDEY 03205/13 04:10 e red
.p
e
.o
(
» Parke
» Cuge
’
LS
* Dans
b Phypncal fie LtGenn L L Tedary " [ Inmesat Bl ~latr
Fig.eFile.175 (fTr3.eFile.175)
Physical File

Physical File option under the Files section helps the user to create a new Physical File. (Files ¥vs H Physical

File fd®hed SUANTHA! &I 98 I g=Tael a9 &I Jfaar T 2)

Physical File Link Contains 2 options (Physical File feies # a1 fd®eu 2):

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. (I8 fd®ed SUANTHAT ®I IR—THA.UH.UH. AP g§RI Udh Hifdd
TATTAT T BT GG UG BRAT &, AT SYANTDT Dl YAl & AHDRUT 8g SUTe] Hal DI TIT BRAl

ERD)

To create a new Physical File in Non-SFS mode, user has to perform the following (R—U¥.U%.U4. AH H
HIfdr® g=Taell 99 =g, SUANTHRdl g1 aq feamd fear St gmm):
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1. Click on the Create New (Non-SFS) option under Physical File. As aresult, File Cover Page screen
appears as shown in Fig.eFile.176 (Physical File @ 3<7id Create New (Non-SFS) fd®eq fdeid #x | g9
By File Cover U W19 Ydhe BIAI 8, SIAd [*3l.eFile.176 # fa@mar T 2):

| Choosef Choosell Choosell Choosel _____§ 2011 _J ADM |

™ Choose one |

Work On File Later » Continue Working »

Fig.eFile.176 (T3.eFile.176)

2. Enter the necessary details on the File Cover Page. File Basic Head and Sub_ject Description are the
Mandatory fields, a shown in Fig.eFile.177 (File Cover U5 UR 37a¥dd fddRUI GGl &N | File Basic Head (T3Tach

DI HifeTd #) TAT Subject Description (AT fdavon) ifart wiesw €, S oA efile.177 § fa@mn Tar
%’):
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[A-Eaief 13- 5] 11-Rellcnooad —— J =012 [iF <]

Appointments

Fig.eFile.177 (Fr3.eFile.177)

3. Atter filling the necessary details, click the Continue Working (| s e ) 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 (Tdedd fdeRvl WRe & Uwdrd g UaTael g ?@ Continue Working (
Working) F€1 (fr3.eFile.177) T X | URVIFRERRY FGl & =9 & MR WR, U 3fgdd Uaael Gl
Afed g=Taell 99 ST ®, SN ferl.eFile.178 H Ui 2):
Computer Ko: 24028 [File No: 2- 032080 |
Comespondence | ik | Novements ' Detads | EdE | Send | Dispatih | Comert e Mttachmert | More..

(¥

File Number : AN G Subject: Parlizmentary ssues
(pesing Date - 05719/43 (341 PY Remarks :
Kéain Category : Sub Category :
Peerioss Reference : Lafer Refereace
=IFile Movement History
Seedr » Sert.an ety * Action v Renarks

Fig.eFile.178 (fr3.eFile.178)

huttan if want ta wark an 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. (STINT&HA! A TATTell TR q1¢ # HTI FHAT @12l @ d Work on File Later (Work on File|

geq ft fadd FR FHar €1 99 Al Created File fois & Draft @ve # @ell Sl 81 39 <90

# TEaet &1 Sifgdd FHie T2 gt 8rm)
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There are 10 different links available on a file after the file is created. (T3Tdell g+ % SWI 39 W 10 A= fofa
U B 8)

a) Correspondence: With the help of this feature user can attach physical correspondence/Receipt to the Working
File. (9 gaa P FEIAT A SYANTGAT gRT WIfdd TR / Receipt BT fhdl wRIEf
UATdell ¥ Heli fhaT ST |dhdT B)

Refer to Correspondence link under File Inbox (Physical File) section for the process. (If&aT @& oI File
Inbox (AT U=Tdell) U & 3I<ITId Correspondence foics &I A=fid o)

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (X1 JeT BT FETId
I ST gRT fhl BRI U=Taell Bl 3T S—U=Tdaell X Felv™ 310l IAe= fhar ST AHhdT 7)

Refer to Link under File Inbox (Physical File) section for the process. (Qﬁo_qT @ oI File Inbox (ﬂﬁﬁ'cﬁ EBI'I’C!T»ﬁ)
QUE & A Link B AT DY)

¢) 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. (39 gfaaT &1 AR ¥ SUANTH gRT Al UGl BT FaR0T 3fid U=Taci)
R BRI B dTel FH SYARTHA BT fdaRor @1 ST Fahdr ©)

Refer to Movements link under File Inbox (Physical File) section for the process. (W31 & foTU File Inbox
(i T=Taell) WUS @ SI=IId Movements fofd BT Avffid &)

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. (39 e &1 HeRIal 4 SUANTHAT gI_T Bl
B & [JaR0T SAfF Gl 9915 Ts @US—YATARIT, TOC receipt, Dispatch Movement geiid eIl foid
Be UATACR A BT JdAIb (HAT ST AP ©)

Refer to Details link under File Inbox (Physical File) section for the process. (wrfdean @ foTT File Inbox G GEZ
UATdel) WS & 3IId Details foid BT Avaffd )

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. (39 GfIT &1 HeRIAT ¥ IUIRTEHA KT A&l Il Y&! YATdael & HAlfeld 3R
AGTOU YW ASl B BISHY, MRV Y oI GRaRid fhar S dadr )

Refer to Edit link under File Inbox (Physical File) section for the process. (Y31 & foTU File Inbox (Hifid
YATTel) U8 & 3r<id Edit fold Bl Awsfid &)

f) Send: With the help of this feature user can send the File to the Recipient. (39 qUT BT T F STARTHAT
RT TATTAT UTdebal Bl URT &1 S Fobd 2)

Refer to Send link under File Inbox (Physical File) section for the process. (&A1 & foTU File Inbox (Wi
YATTel) WGUS & Id Send foids dl A=fid &)

g) Dispatch: With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or Office.
(39 GIAeT BT SUINT SUANTHAT §RT receipt DI AT HATSAT 3frar HRITAAT BT YN B & oy
fpar ST |dr ®)

Refer to Dispatch link under File Inbox (Physical File) section for the process. (Yf&3T @& foTU File Inbox
(s T=Taell) WUS & =TT Dispatch foids ®1 A==fid &)

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. (Ig fdmey gATgel &I
Gﬁﬁ{’ilﬁ, g fedl receipt q oA %\' 319MdT File inbox/Created Section 3 % b BIES G Hifers
YTl B Hadl SAdEIHD TAaell & W@Hd H g8 § FeIdl Ya= HRal B)

Refer to Convert File link under File Inbox (Physical File) section for the process. (J{&3T & foTU File Inbox
(Hifcrp U=Taell) WS @ 3T Convert foids ®1 F=ifd &)

i) Attachment: This link facilitates the user to attach other files or receipts with the working File. (I8 fddmed SUAITHT

BT HTIS AT | 3= USATAferdl AT receipts HI Holi\ B DI FAUT UG ATl ©)
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Refer to Attachment link under File Inbox (Physical File) section for the process. (&1 @ fTT File Inbox
(s T=Taell) WUS & =T Attachment foids BT Ffiid & |)

i) More: With the help of this feature user can Park/Close the working file, view Parking/Closing history, Create
Volume and Merge other Files. (I8 qUT SYANTHAT BT BRINA U=dell Bl d< Elﬂff/m’cﬁ P, 6
B /U 5 S &1 g godid <@ QiR Gl AT Wuve g9 iR g yFmaferll & faees # wEradn
PRl ?)

Refer to More link under File Inbox (Physical File) section for the process. (Mf&aT & feTT File Inbox (Wfr®
UATIel) WUS B II<Id More foids 1 Twsfid &)

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. (I8 fd®ed SUANTHAT BT THUHTH. AFEG gRT Uh Hifdd
A g9 BT G U HRAT 8, AT STANTHA gRT Bl yfdawr sferar 946 &
99T U=l T g1 @ S Adhdll ®)

To create a new Physical File in Non-SFS mode, user has to perform the following (TA.U%.TH. Are H -3
Hifies THATdell 99 8 SUANTGdl gRT fad fEami faar S grm):

1. Click on the Create New (SFS) option under Physical File under the left na\_/igation, as a result, File Cover
Page screen appears as shown in Fig.eFile.179 (Physical File @ ST 91 YUY & I Create

New (SFS) fd@ed @I faddd @, SH® HeRawy File Cover U I Udhc 8RN, SIATdG o .eFile.179

fegrar T B):

Fig.eFile.179 (fTr3.eFile.179)
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2. Enter the necessary details on the File Cover Page. File No. and Subject I_Description are the Mandatory
fields, a shown in Fig.eFile.180 (File Cover UQ WX Ma¥Id fdaR0T qol X | UAG HHIG AT Subject
Description (A5 faavvn) ifard wiegw €, SiNfd f.eFile.180 7 @@ T 2):

eFile/11011/2012-imp

Appointrmenty

Fig.eFile.180 (fr3.eFile.180)

3. After filling the necessary details, click the Continue Working (|eEiiiEiisiiiai al ) button (Fig.eFile.180) to
create a new physical file. As a result, file gets created, as shown in Fig.eFile.181 (3ITd¥dch fdeRor =R B
FEEIN| '_‘13( AIfdd g=ATdel 99 %ﬁ Continue Working (|Continue Workingl) qcH (ﬁﬁ[.eFile.lSO) foctd @Y |
GRUTRGHY TATdell 99 Sl &, SiNTfd fe.efile.181 H UaRRid 2):

Computer No: 21033 {File No: e7ile/11021720:2-mp |
Correspondence | Link | Movements | Details | Bdit | Send | Dispatch ' Convert File = Attachment | More...
2
File Number : eFile/11021/2012-imp J Subject : efile Implementation
Opening Date : 06/09/13 03:07 PM Remarks :
Main Category : Advertisement Sub Category -
Previous Reference : Later Reference :
(=/File Movement History
Sender ~Serd on »Senito ~ Action ~ Remarks v

Fig.eFile.181 (f3l.eFile.181)

Note: User can perform same operations on a file as explained in Create Non-SFS file. (ST T&dl gRT
gFTael WR g8l fHard & o Gl € Sfb Create Non-SFS file § gamm @ )
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Electronic File (SolagT<d U=Tae)

Electronic File option under the Files section helps the user to create an Electronic File. (UTdell TS P =
Electronic File fd&ed SUARTEHAT BT gelagiivie U=Taell a9 & Jiaer Ue™ aRdl ©)

Electronic File Link Contains 2 options (Electronic File # 2 fdweq %):

e 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. (I8 fd®cd STINTHAT &I IR-TA.UH.YH. HFE gRT UH
SolagT+S YATaell g1 &1 GiaaT Ya HRal 8, 3 SUINTH! Pl U] & AHSRU 8 SucTel Hal ®l
T HRAT BT

To create a New File user has to perform the following steps (ﬁ‘\’—w.@?.w. qegH H qg UATdeAl 99 %‘g’
SUARTERA g1 e fEami fear s grm):

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 (Electronic File @€ & T<I7Id Create New

(Non-SFS) fadhcy fddd &Y | SHD Hawdwy File Cover U8 I UHT Bl 7, Il {3 .eFile.182
fexamar = ?):

(Choosd] Choos Choosd Ghoos —— J 2012 fLF (=

Work On File Later » Continue Working »

Fig.eFile.182 (T3.eFile.182)
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2. Enter the necessary details on the File Cover Page. File Basic Head anq Subject Description are the Mandatory
fields, as shown in Fig.eFile.183 (File Cover U8 UR 3MTd¥Ud fdaRUl 51 dx | File Basic Head (T3TdcH &1 Hifeld )
TAT Subject Description ([A¥a fqavvn) 1A wiesd 8, STfdh R .eFile.183 W fa@mn =T 2):

)M B11-HU 11 -NEf 11 Cull  f 2011 JADM v

Judiciary Matter

Appointments

] choose One |

Urgent Pratter

Work On File Later » Continue Working »

Fig.eFile.183 (fTr3.eFile.183)

3. After filling the necessary detalils, click the Continue Working ( >J
create a new file. As a result, file gets created, along with a unique ' rbased on the selection of heads.
(CICEREH faavor wR9 & uzand ﬂg U] 9 %ﬁ Continue Working (|Continue Working|) qcH (ﬁﬁ[.eFiIe.183)
faretd B | IRVITIRGRY Hal @ a9 & SMYR W, UH Mg UaTdell Gl Afed U=Tdell 99 Sl )

There are 11 links provided on opening an Electronic File (ffl Selagi=e qaTaell &I W= W 11 foid Sueter &
B):
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. (STINTHAT &I Jg fHd FfET B ITD

M A, [ A serar U arer sl @1 GfAeT <l 81 SYIRThAl UATaell a9 & gErd gk fewofy
rerar did fewofl Sire et B)

Refer to Noting link under File Inbox (Electronic File) section for the process. (Yf&IT @ feTT File Inbox (ST D
UATIe) WUS & I Noting foid @1 Awafid )

b) Correspondence: With the help of this feature user can attach Correspondence/ Receipt to the working File. (29

JAeT B TSI A ITANHAT §RT UAER / Receipt BT {HH SIS q=m@el & el f&Har &1 Gadr 7)

) button (Fig.eFile.183) to

Refer to Correspondence link under File Inbox (Physical File) section for the process. (uﬁp—m @ foTU File Inbox
(Wﬁ'cﬁ LEIEE ) EGUS P 3T Correspondence fofe @1 aw=fia Eﬁ)
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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. (S GfJeT & AR W IUIRTHAT §RT USATA] H AT ATl 1T
ST AT 2 IR AISIET JMTeldl Bl Q@ TT S Safa Urddd! &l UNd fBar o d&dr ©)

Refer to Draft link under File Inbox (Electronic File) section for the process. (EI'W @ foTU File Inbox (s?IE@IIE@

UATdell) W@U€ & II<Id Draft foid & A=fid oY)

d) Reference: With the help of this feature user can attach references corresponding to the working File.
(39 GfAem @1 FEIdl | SUANTHAT §RT HIALA Ul & AgHy Tl $I Feld fbar o
DT )

Refer to Draft link under File Inbox (Electronic File) section for the process. (EI'W @ foTU File Inbox (s?largl SEY

qFTdell) WUS & II<IId Draft foid P T oY)

e) Link: With the help of this feature user can Link and delink other eFile(s) to the working file. (9 JET BT BRI
I ST gRT fhl BRI U=Taell Bl 3T S—U=Tdaell | Holi™ AT 3RTer™ fhar I FhdT 8)

Refer to Link under File Inbox (Physical File) section for the process. (EI%&T % foTT File Inbox G SEACEICTY )
WUS & I Link BT A-afHd BY)

f) Details: With the help of this feature user can view the total number of part files created. (39 qUT B FTERIAT |
HA 5 s FUS YAEORI &l H&AT DI SUANHAT §RT <@ Sl Fhdl ©)

Refer to Details link under File Inbox (Physical File) section for the process. (Y{&aT & U File Inbox (Wi
UHATdel) WS @& 3I<Id Details i ®I FAafid )

g) Movements: With the help of this feature user can have a track on the Running File and can view all the
movements.( S JAT BT FERIAT H ISUINTHAT §RT Al IRATART TAEA W e &1 S
THd! & R SHD AR RO & S AP 8)

Refer to Movements link under File Inbox (Physmal File) sectlon for the process. (wfdan @ foTU File Inbox
(HIfp T=Taell) WUS @ ST Id Movements foid BT Awafid )

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. (89 Jfde &1 FeRIAl ¥ SUANTSHAT §RT AG[T et I8T YATdel] & Hlfold 3R
TG0 YA Hal DI BISHR, 3RV U5 HI gRafid fhar ST Fadm 8)

Refer to Edit link under File Inbox (Physical File) section for the process. (Y& & foTU File Inbox (Hifid
YATel) U8 B IIId Edit foid & Fsfid &)

i) Send: With the help of this feature user can send the File to the Recipient. (1 YT D FERIAT | STAITHAN
SRT TATTAT UTdcbal Bl IR & ST bl 2)

Refer to Send link under File Inbox (Physical File) section for the process. (Mf&3T & fTT File Inbox (Hif®
UHATdel) WS & IIId Send foidh BT Awafid dv)

j) Attachment: This link facilitates the user to attach other files or receipts with the working File. (Jg SEZRSERINGAN
B BRI ATl ¥ 3 YSATAerdl IMAT receipts ®I Hol\ B DI FAUT UG HRal ©)

Refer to Attachment link under File Inbox (Physical File) section for the process. (AT & feTT File Inbox
(HIfs T=Taell) WUS & A Attachment foid T F=ffd )

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.( I8 JfAaT IUANTHAT Pl HRINE TAE Pl 7 B /UMb B, 1
9,/ B S &7 Y4 goaid o@d SR IAd 97 WU 99 AR S uHnaferdl & faerws # werar
BT B)

Refer to ‘More’ link under File Inbox (Physical File) section for the process. (Q%GT @ foTU File Inbox G SEQ
UHTdell) WUS @ II<IId Attachment foid T A<fid @)

Copyright © NIC, 2014

121




e@ffice

A CRGITAL 'WORK FLACE SCLUTION
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. (I8 fd®cd SUANTHAT B TH.UB.UH. AFEG §RT Uh Soldgl=id UATdell 99 &I
G Y& AT 2, fAid SIS gRT bl Ul srear A & {99 U=rdell §&a1 &1 @ S Fehdll
2)

To create a New File in SFS mode, user has to perform the following steps (TH.U%.U4H. e H A5 gAde
g9 g STANTE gRT fraq fEari faar sm=r grm):

1. Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as
shown in Fig.eFile.184 (Electronic File @ 3T Create New (SFS) fd®cd @I fdei &N, SHD HeRawy File

Cover UG W1 Udbe BIHMI, STl fer.eFile.184 H faw@mar T 8):

Choonse One

Fig.eFile.184 (fTr3.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 (T3Tdcll STERTT IS WR ITaId [AaR0T ffdhd &Y | UATaell A= (File No)
I fayg fdarv (Subject Description) AT q;\l("S\‘H g, ST fad.eFile.185 ¥ fawmar ar %):
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1101 1/eF lle/Nic-imp

Fig.eFile.185 (f2r3.eFile.185)

3. Atfter filling the necessary details, click the Continue Working ( [BESSGECRGERERE A button (Fig.eFile.185) to
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.186 (3Madd fdaRv W B

FEEI| '_‘I—sg &c'ldrgllf'\'ldn UTdell &9 %ﬂ Continue Working (|Continue Workingl) qgcH (ﬁﬁ[.eFiIe.lSS) et dY |
JRUMAREGRY U=TEel] a9 STl €, SiTd fo.efile.186 § UafRd 8):

Pt Mo: 21001 File Na: sfile 11031/2013 1000
Noting | Cort a Draft | Aelecences | Link | Details | Moverments | EQit | Send | Alachment | More.. | ]

E;} p‘uc 1 .

P

B Add Green Note | = Add Yelow Nate

There is no correspondence sttached with thes file

Fig.eFile.186 (fT3.eFile.186)

Note: User can perform same operations on a file as explained in Create Non-SFS file of the Electronic

File Section. (STINTEHAl §RT Y3Tdell WR g8l fHari & ST A&l €, Sidrfd Electronic File @€ & Create
Non-SFS file ¥ R 7T 2)
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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. (Create Part file fa®ed fhdl AIS[El U=Tael e WA &I T 8l 3R SR &R I

U Y 7 B, I ST H, WUl §9 df Gl U BT )

To create a part file the user has to perform the following steps (@€ UAM@c! d9M @ foly SUANTHAl gRI

freraq feard fear s grm):

1. Click the Create Part under the Files Section. As a result, the following page appears as shown in Fig.eFiIe.187_
(UATFAT WUS S FRTIA ‘Create Part’ fddd I, $HD Hholdwy Faq I8 UHe BN SIATD 3 eFile.187 H

yef¥d ®):

Fig.eFile.187 (IT3.eFile.187)

2. Tocreate 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 ([Soperrie | ) button, as shown in Fig.eFile.188 (Tl HEA I B T Browse File () ISE2
(e erile.187), f9<Y 310 gRT URA @1 78 1 y=maferdal @ & et 21 599 u=maeh @ @ve

TATICH 9918 ST 8, I I PR B oy ASAT ge [Fd B AR Select File (Select File) 9 s @,
SiTfe for.eFile.188 7 R 2):

Scarn b P For Attiuch

2012 - Sonict

LTI

I -3 - A00 LA/ 0 L0. Do L)

L N-37012/1/2010 .« Govin

NI A0 N /2050 0 Uav(B

t B/1/2012-0% e Gav)
A0 2 Sy
Fra0ive 1 2- DSl e-Gon

MOIANLL/1/ 208205

Fig.eFile.188 (f3l.eFile.188)
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As a result, cover page of file appears after selecting the file, as shown in Fig.eFile.189 (QFIEF\) BolRawy UATde ﬂﬁ ST
W YAE] BT AR Y& Ydbe B, SIATfd Si¥rd fo3.eFile.189 § UaRid 2):

Fig.eFile.189 (fZ31.eFile.189)

3. Click on the Create Part ( ) Link (Fig.eFile.189) to create a part file, as a result the part file
has been created as shown in Fig.eFile.190 (@US USTaeil 11 & foTy Create Part (Create Part) fofd (3.
eFile.189) TR fIeTd B, THH WUS YA &9 Sl 8, SINIfd fer.eFile.190 % TIfT 74T B):

Comguter Na; 11042 Mo HOU-T801 21 0) L2053 CMO- ONC-Part()

£ ' we e PmE

B A o Mot | = 242 Yollow Nt

Thers @ 00 comrespendancs atached with this file.

Fig.eFile.190 (fFr3.eFile.190)

As a result, part file is created the part file can be created for both physical and electronic file. (bclXd™ YUs U ERIRCR]
Sl &, v UATdell Hifdd T Sedei=e u=Eel — il 81 & oy 9918 ST |dhdl )
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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. (Create Volume fd®%cd SURNTHAT I Draft AAdT Inbox H IHd UTH HIG[E (HAT U=Taetl BT
T GUS g DI GRAT T B)

To create a Volume of a file the user has to perform the following steps (fb:d =Gl &1 U AT TS CEIE|
Tq STANTHRdl g1 = fard fasar S g8rm):

1. Click the Create Volume under the File Section; as a result, the following page appears as shown in Fig.eFile.191

(File WUS & A=l Create Volume P! [T &, T Fad TS Yhe BN Si¥T(b 3 .eFile.191 H TaRid
2):

Fig.eFile.191 (F3.eFile.191)

2. Tocreate a File no. Click on the Browse File (| BrowseFil= |) 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 [z_.iFj= ) button, as shown in Fig.eFile.192 CEIEE
I 999 B ]%F({ Browse File () i TqeTd DY Ir\dal.eFiIe.lgl), ST 3MUD inbox TAT drafts
@ I W yAEferEl o gl R 71 R uAEell @ wre yAEel 9918 S 'L S gafd
PR B foIg AMSAT g2 T B 3R Select File (Select File) 9 fdeid dY, ST ol eFile.192 7 UaRid
B):
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<< <125 3>

Search File For Attach
2011 - Search
File Number Subject

o | E N-110167-73/2011-e-GowB) e Office-Mission Mode Project- e-Manual I
E N-15014/-72/2011-e-GoelB) The Council of Mission Leaders of NEGP
E N-11016/-71/2011-2-GowB) ?Ff;lrjb.-‘r;iigaé;riodal officer for Implamentation of
0 N-17012/-69/2011 & GonlB) O e o1 o] O estirs ot Naveoy

Office- A v Maode P ol 0) under

‘ N-L6015/1/2010-2 Gov(B) oo uot reprin Jo e wule )
i -11014/100/2010-2-Gov(B) kvebaomesiakion of w- Ol VNP Traing of
E N-19011/1/2011-DS{e-Gov) Tour Programme 2010-11
E N-14/-164/2011-DS(e-Gov) BPR
E N-12013/-36/2011-Dirle-Gav) Costitution of Various Committees

Fig.eFile.192 (T .eFile.192)

3. Click the Create Volume (@) Link (Fig.eFile.191) to create a Volume, as aresult the new
Volume of a file has been created as shown in Fig.eFile.193 (7T WUS 9 & folY Create Volume (Create]

Volumé)) foid (e eFile.191) faetd HX, SN UATAC BT TAT WUS a4 SIAT &, SITd 3 .eFile.193 ¥ T
T %):

omptet No: 71 ’I'Ebﬂa:k‘ - L30T 17201 3-MN0- Vpgre 2

B P win T

Notng | Comespbedencs | TValt  Referances T Lick | WMovements B Sand  Atfathimest | Mie..

o m

Tiérs 16 o) CONESPONMNTe STAMEd with this Mk
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As aresult, volume of a file is created (the volume of a file can be created for both physical and electronic file). (Qﬁ'UTWq

ISl & WS 99 Wil § (HIfdd T gelagl=id UA@ell — Il 8 UAdierdl & Wue Wus I4/ ™l ol Addl 7))

127




Recycle Bin

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files. (Recycle Bin
famed % 971 |1 yFTferdl @1 o R&h &, T y=mafordl & “Created” @vs ¥ fAaifua fobar 1 ©)

There are 2 links provided under Recycle Bin Section of File (=19 ol @ “Recycle Bin” E¥vs # qr foie uem
fea T 3B):
e Delete (: Permanently deletes the selected File. (Delete (Delete): TIT T=TEe Wag & forq faaud &
STl ®)
e Restore (.). The File which are deleted from the Created section are restored back. (Restore (Restore): Created
Qg A A &1 T w=Adel S Ry aR <@ 7)

Migrate File

With the help of Migrate File user can migrate old files from local system to the eFile application. (Migrate File fameq

B TSI A STANTHAT G TSGRl B IR YoTell | §CIaR eFile Toell # fdRd a% |l ?)
Migrate File link contains 3 sub links (fef@® # 3 Su—foip A&\*):

e Create New: This option helps the user to migrate a new file to the eFile application. (I8 [dded STARTHAT Bl fohedT
S UATCT Bl eFile TOTCHl H ORI B B AL UaTH AT 2)
To migrate new File, user has to perform the following (78 I=Tdell &I FART B =G ISUANTHAT gRT F=iaq feari
fopar <I=T E’T‘Tr):
1. Click the create new option under Migrate File link, as a result, Migrate File Cover page appears, as shown

in Fig.eFile.194 (Migrate File fd®ed & ST create new foid faeTd o, 3‘\’1?}[ Migrate File 3{TdRUT U&S Yhc
BT, SINATfd fereFile.194 H 9IfaT 14T 2):

[ Croosell Choosell Choosel] Croosell 1 =o-= Wl s~
—

Ll Crocee one |

Woerk 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 (NI 3Taed!
BT fART fhar ST 8, S0 oM & fIU Browse se fdeld &Y, WIATf® foi7.eFile.195 § UelRT 2):

Fig.eFile.195 (fTr3.eFile.195)

3. Fillallthe mandatory fields on cover page of like File No, Description/Subject, Category (Main), and Opening
Date, as shown in Fig.eFile.196 (JTIRYT U WR HHKI 3111 Wieed oI b u=getl den, fqavor / faws,

o7 (=) Tl Wil 9 @ fafdr iR, S fo.eFile.196 # weRRid 2):

[Croosl ]
T-12011-21\5

Training of IAS

Training related matters

= 18/12/20 |

Work On File Later » Continue Working »

Fig.eFile.196

Copyright © NIC, 2014
129



e@ffice

A DOGITAL 'WORK FLACE SCLUTION

4. A window appears wherein user is supposed to select the Sou rce and Destination files. Now verify details

as shown in the figure Fig.eFile.197 (T& fd Sl Udc Bl &, T8 STaTdhdl g§RT Bid I3Tdell e
T uETaferlt gafia farar ST sruférd 2| mﬁawﬁa%g&aﬁ,éﬂﬁﬁa.eme.lgﬁmﬁh
B):
i | E: adsad
r.xm 210el
P : (7 O (R I (MY
Ex
oo
Comtrat v e
Racap =
Pknnce
Fig.eFile.197 (T .eFile.197)
5. Click the Continue Working (MEsslilid) to generate new file no as shown in the Fig.eFile.198 (A T=Tdai!

IA B B foTU Continue Working (|Continue Workingl) ERED Eﬁ ST ferl.eFile.198 & Uefdfd %):

S e
Serert
Retermicey & cabest 1 ()5
Jerid -
Hates ® oot | (3) 5
Recopts -, ~ ~
" oot (1) (Y () D I I [
A TS ONACFCE I Browsa |
an
Cestington
& eabod
Nete ==
ecap
Pfaincs
Vet Detmcn

Fig.eFile.198
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New file number is generated along with Old file no as shown in the Fig.eFile.199 (@R? fh for.eFile.199 # waffad &
RT TATTel | & 1T T8 UAael] Gl S 8l ol 8):

o Fog Mo A 101 TIAIIDI Y43 (FF Fig W) €22 002 CTUY VIV T Feed

Wlingy T ThveseATareeE | N W BET | Rt Wi

Wegrated Table of Cockant
E 1 Carwmadens W Sebguet Tye et By Azwm

batwhoet ol wa Lasue Wi , 13 n u

Fig.eFile.199 (f*r7.eFile.199)
Folder Permission: With the help of Folder Permissions, user gets the permission for section required for migration of
files. (Folder Permission @1 SETIdT | STANTEHAT ST UGl & 3fAR0T Bq SMMaTIdh WIS BT AN T BT 2 )
To provide permission to a user, perform the following (SUIRTEHAT BT AFART UM B & folg, =g gfear ra=m):

1. Click the Folder Permissions option under Migrate File link, as a result permission page appears, as shown
in Fig.eFile.200 (Migrate File fois & 3=<7d Folder Permissions fd&ed fdeid &, s Heay permission IS UHe
g &, S O .eFile.200 § GIRT AT B):

e@fice
B - I Asawa Delsaated - ACE{RGLSECLAN-DolT
eFile sisctronic file syscem
Pemission for sectien to the user for migration
Recepts H TS A PRASADPAIAPHNREGA-RD -
Fies = | 2 ftems selected Remove afl Add all
Higrate Fle = ’ % upi - | o +
| a -
b Crests New | % up3 = | up2 -
» Crestsc
2 Draft
» Compieted l
Dispatch =
& = ‘Sz Clear
lieaofts =
Fig.eFile.200
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2. Search the user to provide folder permission and click the Save () button, as shown in the figure

Fig.eFile.201 (St fei3.eFile.201 # SUITAT AT B, folder permission U&TH

(save) 1 fFared a):

Permission for section to the user for migration

To “SALKA A KULKARNI

]

3 items selected
% ups
i up?
¥ up

Remove all

upl
up3

up2

]

Fig.eFile.201 (Fer3.eFile.201)

?@Wﬂﬁ&ﬁ?%ve

As a result the user gets the folder permission to access the files for migration. (SH® eIy 3{cRU] P forv SUIRTHATr bl

vATaferal d& ugd @Y STAfT UT & SRl ®)
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Dispatch

Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.
(Dispatch @US IUANTH! ®I I fd=gall & gl & Jaar adl g, Slfd IHD gRI FHRIHd Uil bl
I T )

There are two links available under Dispatch Section which is explained below (Dispatch WUvs # 1 ol Suater €,
e fetaq a\smar = )

¢ Sent: This module helps the user to view the Sent Issues/Drafts. (I8 Hi€gel Tol T fd=gatl / afTerai EalCEcH

B GAET ITIRTEHA! BT USH IRAT ©)

. e & C.SBHATT UDCIHS'S
CF”C slectronic fiis sgstem
Receipts =i
Files a Addres: 2] Sent Theeugh o
Lace
Migrats Fis = Samir Sharma, 209114
= Gurgson sec3% 12:3% v
= = Samir Sharma, 2009114
S = Curgaon 52038 s v
- gt 15709714
sdacesdas, dasdss u:;-! v
¥ Rshumed <aipar
R 1509714
—= = ' siacasdas dasdsz 5-41 v
= = Zsacsadasd, 3siaslis :‘.;g? i v
_ METASAN sdasd o (7
Setsi 3 5:22
532, c=sdasd < v
THNGTRGT, FEMTE v
Ext Depariment = O =
TRATET, @aTTeEr WDOHSI FiSel) e Es;a'r =] v
2014 Fewinder a5, ot UDCHSN) LiSe®) Oa7iaige-OVs of HO'WEA! 300431777014 Esed & (7]

Fig.eFile.202 (T3.eFile.202)
Note: If the status of the Issue or sent draft is (IR fa=g srerar I smam ot Rerfy 8):

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. (SH®T IR & fo5 SIS / SIFHNT §RT DFA ST TR &, =g CRU/DND ST §RT
f~ wu § U & frar T B)

Issued and Dispatched: Refers to when the DFA that has been sent to CRU/DND section has been finally
dispatched. (39&T ¥ & &% /@ CRU/DND 31FHRT ®T AT 97 DFA 31 w0 9 f¥a o= far mr 2)

Issued and Returned: Refers to when CRU/DND section returns the DFA back to the user. (S9®T ¥ ® &
T4 CRU/DND SI4IT §RT 3T SUARTGdl $I arad dller far s 8)

%)here are 3 links provided under Sent module of Dispatch (Dispatch & Sent Higqal # 3 Hiegd UaH &y T
a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch (Print Envelope: Jg
=T w0 | Wifdd UuoT 2] eawd formrh fire & &1 gfaem <ar 2).
To print the Envelope, user has to perform the following (fT®T®T fiie &x° & folv SUAIRTHAl gRT
foreqaq famt fvar ST 21):
1. Select the Sent Issue needs to be printed/dispatched physically and click the ‘Print Envelope’ link, as

shown in Fig.eFile.203 (ST sent Issue @ fiie /HIfd® JTT &1 MITIHAT B, S0 AT B AR SA4A1feh
I .eFile.203 ® femam ram %\' ‘Print Envelope’ IGCACEED Eiﬁ):
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Numbe A SRy S St ] Lbae
=T S T EOFFICE C-15012/1/2013-J7SECY Tssued &
LI PIMRROE. ‘sae: s ADMINISTRATOR | (S=¥] (DETH-OMO Dispatched v
v Ess;el faadiodod, flododfud ﬁmcgmromr%} S13E/MI3N0 ,’ﬁmf;j v
= . . EOFFICE b e Tssusd &
il Isae sdd, dsds ADMINISTRATOR | (S28) 8-136/2013-0MC DRS thed v
- 2 EORFICE = Issued
[ Bee  xgss SDMDISTRATOR | [sef) TS 10242013010 ehid v
- coe FLPRESRIOLAP 02913 EORIE 154060/201 3TTSECY Issued &
= S92 perept1001,0% PRecsi.  OLSOPM ADMINISTRATOR | [Sef) DET-OM0 Dispakched v
M } e  NEI3 EOFICE GEN-1S008ST/H/0I3 4ot Issued &
[ s TestName, Test Address DMINSTRATOR | (528 CH O 132477/2013/0M0 Dispatched v
- = s EOFFICE 6-11012/1/2013-0M0- Tssued &
L kaw: A ADVINISTRATOR | (28] OMO Disnatched -
M e S : EOFFICE G-11012/1/2013-00- Tssued & -
L bae St Agarwd, Wb IDMINSTRATOR [ (SeF) OHO. Dinzoed 2 v

Fig.eFile.203 (fer31.eFile.203)

As a result new window appears asking for Print Size, as shown in Fig.eFile.204 (S9® Hela%U Print Size (QFIE?)
Heawy Print Size (fiic M@R) & Mg Afed =8 fa=T Uae Il 8, SIAid R .eFile.204 # UeRid B)):

_

Choose Print Size ¢ Envelope #10 I
Choose Template @ organization i VI
{ Print |

Fig.eFile.204 (f2r3.eFile.204)

2. Select the Print Size, Template and click the ‘Print’ (| esnt [|) button (Fig.eFile.204), as a result the
issue gets printed. (Print Size 31X Template BT TIT BN AT ‘Print’ (Print) g ( %F)[eFlIe 204)1%‘?1—05 P,
AN formreT fife 81 ST ®)

Note: Action LinkK (| v ) in Quick Actions facilitates the user to track the status of sent DFA. (@Rd &1
(Quick Actions) @ 3FFtd Action Link () 9T DFA @1 Reifd o= 3fte v # Wergar <ar 8)

b) Create Reminder: Helps the user to create the reminder on sent issues ('ﬁf@f | ﬂf(ﬁ R IATHRD 9 A
SYANTHal BT TERIAT UG BT ).

Note: The Issue/Draft details and other Communications details cannot be changed while creating a

reminder for an issue. (Pl o5 &1 FITHRS T TG 95 /3Mel@ & fJaxor q@m =1 €U
faxor aRafta =& ot s @t 2 1)

To create Reminder on sent issues, user has to perform the following (WS T &I WR JFRE I B

SWIRTHRA g1 e fEamd fear S grm):

1. Select the issue to which reminder is to be created and click the Create Reminder ([Sreate Reminder |) button,
as shown in Fig.eFile.205 (ST & &1 IJRARS dRIT ST 8 I g AR Create Reminder (Create]
Reminder]) dc1 fote &, SiTfd f3.eFile.205 § UERIA 2):
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Fig.eFile.205 (f2r3.eFile.205)

Note: For setting up of Reminder, kindly refer to the Reminder Process. (/&R He &7 & foIg Hual
FTEIRS Ufar Hafia o)

¢) View Reminder: Helps the user to view the list of all reminders that were created on sent issues. ("ﬁIGT iE|

Jeal R 1 T FAKT ATHRSD! B FAI & facid $I GfaeT U&H Il ©)

To view Reminder on sent issues, user has to perform the following (W5l ¥ H&a&l W IITERS &

3add 7 SuANTEHAr gRT = fard faar s gmm):

1. Select the issue for which reminder needs to be  view and click the View Reminder ( ‘@b
button, as shown in Fig.eFile.206 (ST &< & STFR® &1 D fBAT ST 8 I g AR View
Reminder (View Reminder) d¢+1 fd® @, SraTfds i .eFile.206 § R 3):

013 Ta 069300
nder | View s
- A - » ” . o »—»—4—5—5—:“.-.“‘..'.‘ - oy
O Srtio * St Thooen nbe s Mumter 8o s
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Raminde  wn st —~ o S A 2134500003 vary  edh v
PO 33 0417 - LN 4
Romirder  whin. afchell A T r. 13- W0 0003 uais e v
69839 04:14  SROTOCOCOMICHN | 3 LI01/W3813-CHO » tnned &
o, e va2e13 v
o™ (el Cuguithes
SO BEFi o
s s waiotols HOCOFPICEE {2013-H56-G1C-2 bW v
A 16INI3 1230 | w170Us3-CHN0 Iz 8
o, e v
anm =] Cupatihes
3 thalarier : akhtar Hupsan Mohd. Rale , Wishra Kemae  O5/0V13 19140 13012/13013-080 Taued & o
L P e C Sngh.. A 1PR0) Cucat:hed A v
.t 33 15181 Imes
ELUSAAEL  Memisdar  Heakh Misioe, Heskh Masice Y nabad Usenssas it v
P 30/3623 00:4) LWOER SECAETARY | BS-1200/1/2013-ONG
E 23020 Have Heakty Miglor, Haalh Nasice e ) 0| - Lusuet & Sart v
Bty 4 T706)23 05: 40 PROTOCOL OFFICER | 154555/ 2013/0n0 luec s
E 1.2, e test. tese. test ™ 5eli pa2) Duoasched v
T e 6/08/13 (191 FROTOCOL OFFICER | BN 1s30e b
(BT aue Deatt, rakt & o /11 3013-CHO[FRE) e v

Fig.eFile.206 (f2r3.eFile.206)

As aresult, the list of reminders pertaining to the selected issue appears, as shown in Fig.eFile.207 (3‘\'1?% HeaHy AT
5% ¥ 9T IgEIRST & gl Udhe Bl 8, Sl fo.eFile.207 # fa@man 1 ©):
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Fig.eFile.207 (f2r3.eFile.207)

¢ Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/DND section. (s?ﬁ

CRU/DND S3T9TT ¥ aT9% USRI /&1 &1 Al & 2)

There are 3 links provided under Returned section of Dispatch (Dispatch P Returned TUS & IF=Iid
3 foie e fd ™ %):

a) Receive (UT<)

b) Resend (JT:Ufda)

c) View Reminders (TJHRD é@)

Let's have an introduction about this Link (g3, §7 foid &1 T aRaa urad a):

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document. (AT99 8U H&&I / UATAR] &1 SUARTEHA! & UIftd # FERar &xar 3, fogs 9 &
SYATHA! U SIS hl FHIed B FhdT ©)

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required)
to the CRU/DND Section. (aT9%1 g ¥&&l /UAMERI H awdd yRad+l (3 smaeasds 8) & ugad
JUIRTHAT BT SH CRU/DND STTIRT BT AUNT HRT &1 G <l 7)

¢) View Reminders: Helps the user to view the list of reminder on returned issues. (Gq?i Tl I, I N

Jqal TR AJERS] $I Al <@ Bl Jaem < 2)

Quick Actions: - There is one useful link given under Dispatch as (Dispatch @ 3T=<iid Udh SuArfY fofd wa™ fha
AT B):

« Action Detail ( — It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received. (I8 SUANTdHdl &I U5/ IHAR U &89 R do@qd f6d T
FTAT & IfqeArH H HERIAT BT 2)
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DSC (Dlgltal SignatureCertificate)

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. (g s‘—a“Tﬁo—ﬂ P forg STAT far S
Tl Us fSfTed gwieR yAvIS &, oY gxafoliRad sXeR & FH19 &1 B AT IR el &, Sl ($Rica daer sierar
RTINS B UTHIOTR AT Ui BR @) 9fbar & dead )

There is one link available under DSC section which is mentioned below (DSC W€ & <Iid Y foids Ut &, Slifdh frtaq
Ifeatfaa 2):

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), Natlonal Informatlcs Centre (NIC), IDRBT Certifying Authorlty, SafeScrypt CA
Services, Sify Communications, (n) Code (DSC UoiE &7 deqd 2 fefiiee gwaer vHomas Uil | §—if
SITEAL TORE & Arg | HRiEEed g fSficd ek YRS U @Rd 21 DSC registration fd@ed §—aiffthd
STINTHA! B S Afeibde Jardl YTBTRAT T <TeT Frecl AfdAS (SIAIH), TSR FEATde o= (TH.3718 41.)
31 BRI AHIET iR, dnRew ALy afdis, Rt sgfae, (@) o ofe g Ued s—<ldd & SUdn
ERT USIE &1 GIaem <l 7)

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. (3—3iffhd JoR NSS! qAT SLUAAL ART 9 ! 37T
g1 AR S—oiifthe ITANTHAT 7 SLTHHL. Uoliad & ol goiigd fdam & a1 T 39 ufdsar &1 J\ifo &< & forg
S B MATIHT )
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. (SI.UH.J). GSIIF SIL.UAM. HTS AUAT 3—<Ibd BT STAN B
far o1 Adar 1 Srva . Aféfhee ear S—<ihd o U &, SITHHl Affhac dieEr <T@ fv AfvedaR
DY UG BN, S5 D WG B AR d: SI.EHL Alcfhdbe AT $—<Idbd DI DY TR T, S JAERYT L1311
% U SYANTHAT website http:/nicca.nic.in TR ST FHd )

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. (STIRTHAT §RT SLUANL. IMfOUHOE  3rerar
S—CIH JAMRYATE H ST B4 4 gd Rived § S T FTS IR JUAACIHA & foly ggasd &l
Iell Hif vernfiq forar ST 8Fm

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,
http://nicca.nic.in. Under thls snte user can easily obtain the detailed information regardlng the Certificate’s Fee Structures, under

the Support Link. (A= JATT=T 3R THg BSIAR SUBRVIT & forv e AREAT ST | http://nicca.nic.in.
PR YT DI ST Fhell © | 39 A15C A SYANTHAT Support Link & =T YATOTIST &1 Yod WA & N H fawgd ST
JIHAT ¥ YT IR D 7)

Note: Token involves only a single pen drive device. (S&9 # @da Udh U $3d fSarsd A ©)

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. (SUIRTdhdl gINT
SITAI. YAUIH 3ferd] §—<ibd @ foly WEl UHR A AHiGd IR & Ugdd, $—3H1hd Teilde ddb Uge & foy

JIATHATOE & T WR €| SLUAEHAL FHIOIS AT $—<Idh & SUIRT B gY A Telided # @i 39 & & forg
STINTHAT §RT $iEeldg fBard far SrEr g8m)

For e-Token Enrollment, perform the following steps (—CI&+ A™I®A =g FHTAR fHAT S1o=Ri):
1. Type the URL of the eOffice application in the address bar of the web browser. (aTs[ STSOR @& address bar H
31 AT ®T URL TIZY )
2. Press Enter from the keyboard. (EI%—Eﬁ@; UX Enter E‘s!Tﬁ)

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.208 (§—3i1fthd &1 dlTs+ IS
fe@r gy U& fa=sl Uae il 2, Sl {23, eFile.208 # USRIA 2):
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Fig.eFile.208 (f2r3. eFile.208)

Type the User id in the User Name text box. (User Name CaR< did H UGN SIESIRGEL] Elﬁ)
5. Type the password in the Password text box. (Passwork CdR< €l # UNas <Tsy Eﬁ‘if)

6. Click the Login button, as shown in Fig.eFile.209 (SI¥Tfd o3, eFile.209 # faxgmar 7 8, <ifrsd g
faTd BY):

Fig.eFile.209 (3. eFile.209)

7. As aresult, the user gets successfully log into the eOffice application. (H® Helxd™ SERIRE)
AhAdIdd §—3I1hd Telldee H @RTg dR ST 7)
8. Plug-In the e-token in your machine/system. (3109 79 / Rived § $—TId @T—84 &)

9. Click the DSC Registration link under the DSC section, as shown in Fig.eFile.210 (SI.UH.3). U= fofd @I fderd
N, SrTfds o, eFile.210 # fa@m@T a1 B):

Receipts =l
Files =
Migrate File =
Dispatch =
DSC =

» DSC Registratign
€po

Settings =l

Fig.eFile.210 (3. eFile.210)
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10. As a result, the DSC Enrollment Screen appears, as shown in Fig.eFile.211 (ETI?E Held™yU DSC Enrollment

TP Udbe 8RN, ST o, eFile.211 # famar a1 8):

Certficate Information

Fig.eFile.211 (I?r3. 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 (DSC
Enroliment &I (1%5[ eFile.211) H Signing Certificate fofd fdetd PR | HA®YI DSC Enroliment THIH THT
Eﬁ"ﬁl Enrollment & %R’ certificate T ?:ﬁ 3N ok ge s Eﬁ oqrfeh . eFile.212 & Q—Qrf?iﬁ %\'):

: = W | b =
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Fig.eFile.212 (3. eFile.212)
12. The Message box appears, displaying the message for successful enrollment of the eOffice user, a shown in

Fig.eFile.213 (S—3ilfth IUIRTHI BT THS enroliment fS@RT Y | diad Udhe BT &, Siald 3.
eFile.213 # Ueffa B):
Message @

o
" | ) DSC is enrolled successfully,

Fig.eFile.213 (fT3.eFile.213)

13. Click the ‘OK’ button (Fig.eFile.213) to complete the process of DSC enrollment, as shown in Fig.eFile.214
(DSC Enrollment @1 Uf&EAT T YoT (ST 2 eFile.214 H URIA B) & 2q ‘OK’ dc+ (R eFile.213) fdard

Copyright © NIC, 2014

139



e@ffice

A CRGITAL 'WORK FLACE SCLUTION

Welcane e eiVice Salutios - €55 Style - Marilia §indox

O [ Yew Mpoy foclrwh Wwel [oos  Heb
o - C T s Rl e e pe——— - - ’
(5] Weiamme ta eOfice Scbtim - (58 5.
Wew | S =
Office
Recetgts OSC Euralinnst Scraen
Scm B Cromy L omoioe %) Ecteumiatintn
D Dirms
Certificate Tnformation
o
Greued Sine  Certificate Trpe waldity Faredl Dane
St 1 Banjay Singh - 1TSHIERE Byrng 02262 1ol 19-04-20 12104
Advomiekn
Trwts boand
s
e
ot
Credee
Crogtm hew
Trw b
Ooend
Desparch
osc
160 Ragptywioe

Fig.eFile.214 (3. eFile.214)
For e-Token Authentication, perform the following (S‘z‘—E’I?Ff CIBELINE] %@):

1. Plug in the e-token device in your system. (S—cld- fSdTed BT 0 Rved § wii—39 &)

2. Type the URL of the eOffice application in the address bar of the web browser. (d9 ITSSR & address bar #
$—3fTfh TRABIT BT URL TIZY BY)

3. Press Enter from the keyboard. (@—dIS TR Enter TR

4. A window appears, displaying the login page for eOffice. (§—3iTftha &1 @RTgT U 3@ gV U fa=sT Udhc
Bl ®)

5. Type the User id in the User Name text box. (User Name TaRe diad ¥ Jolk 3MSS! TRY &)

6. Type the Password in the Password text box. (Password S@R<e dfed H URIaS <19 & |)

7. 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 (GiRTge §c+ fdeid X, SHD HoRawd Log On SITRT
dfRT Tdhe R S SLUHHL. AITHH WHF & SR yNae & forg URT dRaT 8, S1fd o eFile.215
# fe@mr T ?):
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Fig.eFile.215 (f2r3.eFile.215)

8. Type the password in the Password field in the Log On screen (Fig.eFile.215). (G117 i< %@ (R.eFile.215)
TR Password Bics H UNIaS CIsT &)

Note: User can enter the wrong password only 10 times. Thereafter if the wrong password is
entered, the user gets blocked. (SUARTSHAT m T TS aﬁa 10 IR TF ToI fHaT I |Har

9. Click the OK button (Fig.eFile.215). As a result, the user gets log into the eOffice application. (OK §c+ (f%ar
eFile.215) fFd® TN, TP HoRawy STl I—3ihd TIHIH H A gd B STl &)

For DSC Card Enroliment, perform the following (SI.UA.H. &S HI®A Bq, FFaq fEari &)

14. Type the URL of the eOffice application in the address bar of the web browser. (ﬁ‘sr TSGR & address bar #
§—3fffh TRABIT & URL TIZY &)

15. Press Enter from the keyboard. (@1—dI€ WX Enter TdT)

16. A window appears, displaying the login page for eOffice. (S—3i1fthd &I T8 U5 AT gU Uah fd=sl Udhe
BT ©)

17. Type the User id in the User Name text box. (User Name Tave diad H Jolk 3MSS! TRY &)

18. Type the password in the Password text box. (Passwork SdR< dfdd # UrAds CIgU &)

19. Click the Login button. (89 9+ fdeid &)

20. 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 (3TCI_v'ﬁ weiq / RReA H e-token B -39 N, $HAD HoRa®y
STANTRAT §—3ATHhE Tel®ed H AhHeddd AiTg" R Sl & oi¥dlid (3.eFile.216 9 fa@mr a1 2):

Copyright © NIC, 2014

141



e@ffice

A CRGITAL 'WORK FLACE SCLUTION

o N N0 et WesT
LU (LE0)
St & Caie Vom M Sewm | v [ |
Drowas b D e
b . kAL . & Py To Fokaer « SN ren
Comnd & Mavber Vet ot by R e
-t gl sSSPl Cic s A3 s par v eE W T “r e T
Hirembitm
Trerermy
s
A
“arv
Crocet
e e
Tow bt
hes
WUt 4o Temereeede SLiwy
lwant.
o [T LR L Crrded vy DI T .
kgt e aAb gt o vyt Fe Type e - -
bsc AR Congery o I Pt re terepeeet  Detaated Pind A Ceadduniat Cowene
{a)

_ e S
Fig.eFile.217 (TJ7.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 (SI.UGXI. WUS & 3<IIId DSC Registration foi fdctd &Y | uRvmAawy DsC

Enroliment &I UdHc BT &, SIATd fe.eFile.218 7 faxamar 1 2):
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DSC Ematinem Scinen

CertiScate Information

Sl Corituate Traw taaaty

e record fosnd,

B o ¥, ExtwonrenContn
‘—l

Cnrall Dats

Fig.eFile.218 (Tr3.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 (DSC Enroliment B W) Signing Certificate P faretd aY | m Enter Pin SIJcl¥
T Udbe B, SiNTfh ferl.eFile.219 § el 2):

To log In to "Suchitra Pyarelal”

Enter PIN: |ewes|

W Minimum PIN length 4 bytes
W Maximum PIN lenagth 1S bytes

| <K [‘E_J l Caricel I
Fig.eFile.219 (fT3.eFile.219)

23. Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.219). (Enter PIN TR 9T (1%5[

eFile.219 )H PIN TS @)

24. Click the OK button (Fig.eFile.219), as a result, the DSC Enrollment screen appears, as shown in

Fig.eFile.220 (OK ¥ (RF.eFile.219) fdctd B |
SiTfds fert.efile.220 % fe@ma 1am 8):
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1. Select the certificate for enroliment and click the OK button, a shown in Fig.eFile.220 (FTHTRA P foTT g
I PN 3R oK e foetd X SITfd fer.eFile.220 % f@man am 2):

0” -~ e | Wntu =
Ice
T A Vot 8 Wrertn

Natspts u Eoralimam

San A0l Pluase inunnt your e Tokon 8 cuad yoar Digtal Carteticate Tnfarmation

s :

AR Digitat Certificate @ Signing

Caaaacd C svinenr Wy P Sack
St I = F S

=1 Certhomn e O¢ Twoe Cipey Datw

e 5501 0 g adad S e\ v bt ° 2841 |

HES R
£k}
-

Despatch

(LS

O Regperator

Fig.eFile.220 (fT3.eFile.220)
The message box appears, displaying the message for successful enroliment of the eOffice user, a shown in
Fig.eFile.221 (3—3iffthe SUANTHAT & Fhel AHiG- B | @ gU Hae dfad Uae 8Ial &, Si¥lfh
foeFile.221 # fa@mar 1 B):

Message

.
- | ) DSC is enrolled successfully,

Fig.eFile.221 (fr3.eFile.221)

Click the OK button (Fig.eFile.221) to complete the process of DSC enrollment, as shown in Fig.eFile.222 (S

TH I TG B 9fEAr Ul axA & oy ok 9ed (F.eFile.221) fFa® o Srafd fF.efile.222 # fzam
AT R ):

Qfﬂce Home | SignOut

Receipts DSC Enroliment Screen

Scan & Create N, signing certncate ™y Enchipherment Coniicate
Brovse b Danse

Certificate Information
Lroox

Created SLNo. Certificate Type Validity Enroll Date
Sent Suchitra Pyarelal's NIC Certifying
o 3

i 2-10-2011 0214 29-04-2010 12:4
Aol Autherity 1D - 2059870, Skovine Lt i 8207 g

Time bound
Files

Inbax

Sent

Created

Create he:

Time bound

Cloted

Dispatch

Sent

Dsc

* DSCRegsvration

Fig.eFile.222 (T3 eFile.222)

For DSC Card Authentication, perform the following (S1.THM HI$ AfRMHA =Y, fFaq fFad &9):
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1. Plugin the DSC card in your system. (37199 ReH & ST BTS ©T—84 &)
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2. Type the URL of the eOfficg application in the address bar of the web browser. (él'SI SISO @ address bar # s34

TAIh 9| BT URL TIZY Pv)

Press Enter from the keyboard. (ff?f—Eﬁé UX Enter Teﬂﬁ)

A window appears, displaying the login page for eOffice. (‘s‘—STTﬁﬂ? BT ANTS PAS) faamd gy Udh fa=s1 gwe B %)
Type the User id in the User Name text box. (User Name CaR< did<] H UGN IR fﬁ)

Type the password in the Password text box. (Password CaRe dfdT H UTHdS T8 &)

Click the Login button. (@i 18- §e- fdeld @)

As a result, the Enter PIN dialog box appears, as shown in Fig.eFile.223 (elRd%U, Enter PIN SIINT dldd Udhc
BT, SiNTfd foreFile.223 # @ T €| (f3.eFile.219 )H PIN &1 @)

G G [ wmkena iy i At - g S+ I

© N o gk~ w

b LR L
R L)

BT T

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

.eFile.223)

eOffice application, as shown in Fig.eFile.224 (Enter PIN ST §fT H URIGS <I8U N 3R OK 9 fdeid & |
3D HhoRawd SIS 33T Ueldhe H Ahadrgdd diTsd & SIdl & oidlid f3.eFile.224 H faamam 11
2):

=@ffice bl et
Recapis Files
S B e Vew Al  Sener | | Chossecne  w B
oees & Dyree
- . Ma i . [4) Howe ToFalaer » ekt View
Crunied a Sunber Sunpect «Sent by Ser lin Due On
Sam O ¢ ALERIEH e L R L AXVarme Tpde
O0anesys
Tt s
Fhea
=
Trwnte?
eaie he.
v ard
T
bUIgsnt Siigh  inteovRGGS  CLow
Despaich
Fie Tuney LRRF ]S Creanad Un 8301 Mates
B
Sujert a8 mbper sane griaTrEEt TN WY 4 e Type " Froory e an
Despatch Tustert Cawgory IATTEN B0 FRTITTTRT IS FRra et e M Rerod A Corfigentid  Cattnemy
p %
Sont X |
-

Fig.eFile.224 (fT3.eFile.224)
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e@ffice
Reports (RurcH)
Reports are the documents that display the results of some search/experiment based on certain predefined parameters
and fitters. (RUIdH a8 swdast € O o qd—uiRaifia Amveuel dorr fheed WR SmenRd wfaw @t / wamt &
gRem geIid 2)
It contains following reports as shown in Fig.eFile.225 (394 ﬁ'l:l'l_j?:rl'\’ g éﬂ:I Bl €, i1 frl.eFile.225 # wafdfa
g):

e@ffice

——— & CSBHATT UsCESiZ

-
eF llf stectranc fite system

File Receipt Niscefaneous Dispatch

Recsipts =

= Files Register Classfed Receint Departmental Summary Dspatch [Section Wise)

= Files Forwarded Dizry Regster Reminder [Dizry for Actwe follow ups}) Repont Dispatch Rege patch No. Wise)
Migrate File = Files Reczved Receipts Forwarded Remunder (Dzry For & osed Folow Ups ) Report Dispaich Report {Receint No, Wiss)
Dsatch ~ Parked Fles Recsipts Recaved Reminder (Fodoa Ups

8 . = Closed Fies Recsipt category
RS = l File Summary VIP Details
osC S Closed Receits Receipts Forwsrded By Sechion
Recsipt Summary Receipts Created 8y Section

= VIP References (Herarchy Wiss) Per Receint]

S=ttings [ . . 5
VIP References Fles T {Month Wiss)

Notification -
Ext Degartment [+

Receipts Created (Month Wise)
Receipts Recewed {Month Wss)
Recesipts Forwarded (Mocth Wse]

Fle Pendency

PUC Pendency

Fles Formarded And Recened
Active/Inadtive user

Fie inbox Count

Fig.eFile.225 (fr3.eFile.225)

Reports under Files Section (Files @US & 3I=Ta RUICH): Files Register (TATel IORCR)

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. (3H@®T I {4 individual/Hierarchy/Section wise (T / U&T&HH / FUS—dR) Tq TdH
PDF RUIE IO~ &l & [ Hiferd A&l IR SU—HQT & IMMER WX TAT HIIUF ATUGUS] & R W hoex o
T, <1 fAfde faftel & weg g w8 9 gmaferal @ g 8l §)

To generate the File Register report, user has to perform the following steps (Files Register AIe g9 @ foru
SR gRT 4 fard fear s gmm):

1. Click the Register link under File Reports section. As a result, File Register Report Screen appears, as shown in
Fig.eFile.226 (File Reports WUS & 3T Register foid fdeld B | SHD HAI™U File Register Report b1
Ydhe BN, ST foleFile.226 § W&l ):
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a@ffice
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Fig.eFile.226 (T3.eFile.226)
2. Choose the View Report option as per requirement of report, as shown in Fig.eFile.227 (RIS @ magadmar &

TR View Report I I, ST 3 .eFile.227 H fa@man T 8):

Wiew Report Hiera rch

Fig.eFile.227 (r3.eFile.227)

3. Provide the necessary details for filter and click the Submit () button (Fig.eFile.226). (ftheex @ forw
3faRad fAaReT Y& B TAT Submit (Submit) I (FRI3.eFile.226) fTd )

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 (Wel@ay, File Register RUIC PDF W@wyu H ffdee w9 wR gRig 81 oIl 21 59
J¥ATd 519 SUANTHRAT gRT Rué @iell el ® df fAfdse Agevs 3R o fAfds el & 9eg g9 78 9l
YTaferdl BT fIavor I~ 81 ST &, SiNTfd filefile.228 # fa@mr a1 B):

: File Register Report
— OfflC e (15/09/2014 to 22/09/2014)
S. No. Flle No. Subject Created Created Currently Remarks
Date By with

Section OJo of HS(MHA)

1 e VO2014-000 of HE(MHA)Y  wardd 22/09/2014 3 30 PM C S BHATT (O/o of ADITI BHATIA (OFFICE OF rtrwvet
HI{MHA)) ADMN-V)

2 [ AJGE2014-Cvo of HS(MHA)  kall 22/00:2014 329 PM C S BHATT (O/o of ADITI BHATIA (OFFICE OF fdated
HS{MEA)) ADMN.V)

3 E D/91/2014-0/0 of HS(MHA)  new 22/0/2014 3.28 PM C.S BHATT (O of C.S BHATT (Qlo of HE(MHA))
HS(MIA))

“ = EM25/2014.0/0 of HS(MHA)  degdogodg 22/08/2014 327 PM C.5BHATT (Q/o of ADID ALI (OFTICE OF US(K.-
HS(MIHA)) viy

13 [ FAN2014.O/oafMS(MHA) soave me 22/08/2014 326 PM C.5 DHATT (O/o of C.S BHATT (O/o of MS(MMA))
HS(MHAY

Fig.eFile.228 (fr3.eFile.228)
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Files Forwarded (9aTaferdl SRATR)
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. (S9®T TI9 [T individual/Hierarchy/Section
(fRTTT / UGTI&H /@Us) T U PDF RUIC I~ &xdl & Forad 39 fafde wwamafyy # suarkd &f 18 99w
gFTEferdl @l gdl Bl ®)
Click the Forward link under the Reports - File section (Fig.eFile.226). (File @US (f3.eFile.226) & 3T=<¥id Forward
fofe faetd &)

Refer to File Register under Reports-File section for the process. (YT 8¢ Reports — File TUS & 3= File

Register P Fafd E}ﬁ)

Files Received (GaT@ferdl UTw)
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. (SH®T Td= f&HAT individual/Hierarchy/Section
(cafdeTre / uaTg®H /@ve) & Udb PDF Ruld Scu~ oxarl & forad a1 ffde [l & qeg Sudireadl @1 i
g% A yAEferal @ g B )
Click the Received link under the Reports - File section (Fig.eFile.226). (File @vS (fx3l.eFile.226) & 31T Received
fofe faetd &)

Refer to File Register under Reports-File section for the process. (J{&dT & Reports — File TUE & 3T
File Register BT Fafid Eﬁ)

Parked Files (4T @1 g U=ATAfoRl)

This selection generates a PDF report that contains a list of all the Files that has been Parked by the user. (T TI=

% PDF RUE 30~ vl & foad STINTahdl gRT uid &1 T8 y=maferdi @ = g )

To generate the Parked Files report, user has to perform the following steps (Parked Files Rulc a=9 & fory

SHANTHRal gRT ad feard fear s g8rm):

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 (File Reports @S (f3l.eFile.225) @ 31<i"Id Parked Files foi fdei®
PN | HeRawy Files Parked Reports U 30 BIAT &, SIA1d fd.eFile.229 # UaRia 2):

~@ffice

e -

& C.5BHATT LOCIHE0

eF,le slecteonic file system

Receis SL. No.

Migrate File

Dispatch +

Fig.eFile.229 (fr3.eFile.229)
2. Click the Organization Unit to view the Parked files of respective users of Organization, as shown in Fig.eFile.230

(FTe &, A= SRRl RT UTdh &I T3 UAEGIdl & 3faclldhd gg Organization Unit fdetd &, STl
fo.eFile.230 § Ul 2):
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Files Parked Report

SN, Orgasization Uait Total Files

E.ECTROMC ¥ COMNURICATION

Fig.eFile.230 (ffr31.eFile.230)
3. Click against the required user whose parked files report is required. (ﬁR:[ SRR gRT UTdh &1 T8 Y=ATael!
R &1 srawaedd 2, S9a (A &) 99T s )
4. As a result, details of all the Parked Files are generated as shown in Fig.eFile.231 (¥4 i BT T THT
yTaferdl o7 fqavor I 81 ST &, SiNlfd fefile.231# fezamar 131 2):

GOVERNMENT OF INDIA
. Olo of HS(MHA)
- @fflCe File Parked Report
SINo File Number Opening Date  Subject Remarks Parked By Parked On
1 B-12012/27/2013-OfoofHS(MHA) 18/09/13 03:15 physical file fgdfg C.S BHATT(UDC(HS)2) 22/09/14 02:29 PM
PM
2 AJ57/2014-O/o US (AVD-1 D) 20/03/14 02:51 dasdasdas uiewayi C.S BHATT(UDC(HS)2) 09/09/14 03:25 PM
PM
3 D/69/2014-0/0 of HS(MHA) 08/09/14 11:49  fdsfsdf wqrwar C.S BHATT(UDC(HS)2) 08/09/14 11:54 AM
AM
4 C182/2014-0OJo of HS(MHA) 03/09/14 03:32 qwewgewqd324 fasfaf C.S BHATT(UDC(HS)2) 08/09/14 11:45 AM
PM
5 C/8/2014-0f0 of HS(MHA) 26/02/14 03:41 gffiggbb fdsfds C.S BHATT(UDC(HS)2) 08/09/14 11:38 AM
PM
6 C/81/2014-Olo of HS(MHA) 03/09/14 12:05 tyryrt fdsfsdf C.S BHATT(UDC(HS)2) 03/09/14 12:08 PM
PM
7 C-15/4/2014-Olo of HS(MHA)  27/08/14 03:02 test file 2 rgreg C.S BHATT(UDC(HS)2) 29/08/14 03:48 PM
PM
8 A-12/30/2014-O/o US (IC) 07/04/14 07:03  fsdfdsf ryreyre C.S BHATT(UDC(HS)2) 07/04/14 07:12 PM
PM

Fig.eFile.231 (fTr3.eFile.231)

Closed Files (8% T=Taferdn)

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. (SHPT TIT e individual/Hierarchy/Section
(afdTTTe / UaTg®H /vs) &g Ud PDF RUIE Iq~ el & forad ar ffdse faldRil & #ed SuarTedl gRT <
B TS FART yFTaferdl B g Bl 7)

To generate the Closed Files report, user has to perform the following steps (Closed Files e g9 @ forg
SUARTERd! g1 f=raq fEamd fear s grm):

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 (File Reports TUS @ II<IId Closed Files foid fdeld &Y | HeRG™U Closed Files Reports

TP Ydbe BT B, SidTid f.efile.232 § ufRid ):
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Fig.eFile.232 (fer3.eFile.232)

2. Provide the information for the necessary filter and fields like ‘From’ and ‘To’ and click the Submit

([ Submit |) button (Fig.eFile.232). (fheer IR Wieed & folv 3Maeaed o=l JAT ‘From’ 3R ‘To’ UM
PN SN Submit (Submit) e (fer3.eFile.232) faeid &)

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. (Submit g2+ fdei® H= TR ISUANTHA! FTST SHTS BT (organization unit name) TH
IT P TS UG B F[ol AT Aad, Udhe BRM, SI¥Tfe 3.eFile.233 4 fa@mn a1 ?)

eeince

D e L & CSBHATT JDCiHS]2

eFile slecreic fiie system

Total Files
1

g
R Y £ AR 3 IE LA ) D ) I £

Fig.eFile.233 (F3.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. (Organization unit name U ot B SR 39, TTHTT H 39 9 SURRTHAma B %j\f»lﬁl feh R
ERT =aferdl g &1 T8 ©)

5. Click against the required user whose closed files report is required. (ﬁR:[ SUIRTHAT gRT 95 dI T8 YAdell
RUIE &1 AMaeaehdT &, IS (A &) TRRg [Fad w)

6. As aresult, details of all the Closed Files are generated between the two specified dates as shown in Fig.eFile.234

(Ferawy & Afde [l & 729 9= @1 T8 AR yamaferdl &1 fdavvr Ica=1 & ST g, oidre o3,
efile.234 & yeRiT B)
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ELECTRONIC & COMMUNICATION
FILE CLOSED REPORT
c@ffice (01-09-2011 to 20-08-2011)
S No. File No. Subject Closed On
1 A-11011/42011-E8C functonal /20111 12:48 PM
2 A-1101142011-E8C unctional 820111 1248 PM
3 A1101112011-E5C To attend the workshop 020111 1249 PM

Fig.eFile.234 (Tr3.eFile.234)

File Summary

1. This report provides the report for file summary of all the sections in the organization. (Ig Rare Ao #
TP T TSTaell AR 2g Ruid uem &=l 8)

2. User needs to select the date range using “From” and “To” fields. (GCRﬂTI’cb_cﬁ BT “From” 3R “To” W Dl
SYINT BRD fIRT & AHAT BT T¥H BRAT B

-_.:Gmce

— it e & CSERATT LOCIHED

eFile sortrame

" -
S - | Sutfect Nabure Beth ~|
Craaatsh c . - =1~ L
- § I =2 g =
Dragatsh . |
! Man Catwgory Choces ore v Sub Cavegory Chooes cre v

L4 { T 5
e | Cmsaliad A) Coata Frad Mar Cunafind !
Setlings -
Mat i i ERNN Empleyens)
Ext Dupartment [+

Pandency 3 2 3 1

(Range of Days) 7 15 30 €0

Sebent

Fig.eFile.235 (IT.eFile.235)

Clicking on Submit button will display the list of all the organization units. (Submit §cq frd B W
HHAE organization units I T yeRia 8rfh

Copyright © NIC, 2014

151




e@ffice

A CRGITAL 'WORK FLACE SCLUTION

Q@ffice ,
- ———— & LI NNMATY JDCIndil -
Sesrch ’

P ]

Hecsnne

Bace s
- Fram Date | 11092014 Te Date 1200902010
igewte Fie

Migewte Dispased Pendency at the end of (he Pesiud

Dvagrwtt b & Totsl
SN0 Department TEINSS Waceived Cloved  Porwarded Vacked 70sys 150ays 30Dwys 00Days >600eys o o .

Iheaatch [ e a2

I i A8 o . ; : : u . ? ! 10

[ £

Regmets 3 A A L

Settirgs 4 —<_L Y]

Mot s abraam B x o
L =

Ext ODppartmmmt |+
7 " =)
L 4 o u
3 20 al o
19 RN S 5
u = Do % 10 T
2 838
9 (=108 =21 lus o JLIIN axu
14 L1l e a2 ] o |
11 » AN [ .
cex|i 21132

Fig.eFile.236 (23.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. (Required section name WR fdeTd B ¥ STIHNT & 3T<Tic SUANTHAT [T =
3R 9 S IIIRT § 4 SUARTEHiel & A yaRia &)

User can generate the PDF of any level by clicking on PDF button at the top right corner. (SUIITHAl §IRT HUNI

TR ®F W Rerd PDF 92+ faeid axa fidl Wl *aR @1 PDF RUI g91g ST Al )

Reports under Receipts Section (JTf&Tit T @ STl RUIE):

Classified Receipt (aiTad If%)

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 (4 |AW difidgyd / MU-1g Urfeqal &1 Rure ura grfl, Siife
SRR gRT af fAfdse ffert & #eg 9918 78 €, Sife eFile.237 & e w3 8)

;Office

e & C.SBHATT UBCIRSI2

eFile siectromic file syitem

= &
Files =
Fom™ S0t @ To - sl E

Migrats Fike 2 ==

- Saction 0o of HSOMHAS v v |Conhdengal v|
Dispaich = ittt e ld 0L Cat=gon; | Loohoenial v
Dispatch = Soni
DSC < l

Fig.eFile.237 (I<=.eFile.237)

As a result the report will display the details as shown in Fig.eFile.238 (3 Theldmy e fud.eFile.238 # fe@m
T fdaRor gefRia o)
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Classined
ff' 101m2014w?2.m2014)
Section: O/o of HS(MHA) Date: 22/09/2014
Category: Confidential
Forwarded/ Forward/
Correspondence Diary - Sender's oo oy File
S. No. No. Date Subject Sent Sent Designation CF No. Number
By Date Newee
1 2333412014050 of HS(MHA) 120920146403 oo OFEICEOF USQM} 12092014608 o 933
= =Y
2 23B138201UOFFICEDF Q3OS2014257 AMIT - Conficental 1 OFFICEOF NSA WNINH435E ¢ 323848 C82014000 of
NSA = = HSNHA)
Fig.eFile.238 (I3.eFile.238)
Diary Register (STRT IfoTReR)

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. (391 g3+ &1 individual/Hierarchy/Section (I / UGTI&H / EUS) 8 U PDF
RUIE I axal & faH Sfoug Arerel & MR &R fheex @) 18, & fAfde falel & wey fafy, fazor &
A, gpfa, gi= 9ol s (Date, Delivery mode, Nature, Main Category etc) & 319R a8 T3 |1 UIfaf
T A B D)

To generate the Diary Register report, perform the following steps (Diary Register report g9 & forw ﬁlﬁl’cﬁ
far faar ST gy

1. Click the Diary link under the Receipt Report sectlon As a Result the Receipt Diary Report screen appears, as

shown in Fig.eFile.239 (Receipt Report EUS P I Diary GERESED ?lﬁ g4 Receipt Diary Report

Yhe BN, ST forF.eFile.239 H yelRia 2):

Courry

sechon(sl troloyesis

==

Fig.eFile.239 (Td3.eFile.239)
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2. Choose the View Report option as per requirement of report, as shown in Fig.eFile.240 (R4 ¢ B AMALIRAT B
TR View Report fd®ed &I I+, S fI3.eFile.240 # fa@mam 1T B):

Individual
View Report Hierarch
Section

Fig.eFile.240 (=3.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 ([ z,ome ) button. (fheer iR Wieed & Ty Aaedd Rl I
From, ‘To, Nature, Main Category O 3= 3ffadd 194dX0 Yql BN TAT Submit () g fadts aﬁ)

4. As aresult, the Receipt Diary report is saved at the specified location in Pdf format, now, when the user opens
the report, detail of all the Receipts that are diarized between the two specified dates and specified parameters.

(Welwry, Receipt Diary RUlc PDF W&y # (fdse o9 W JRIT 81 9l | $96 Uedard ofd SUIRTahdl
gr1 RUIE @rell o € a1 fAfde Aere ok |1 f[Afde el & 7en skiga wiftaat &1 faver S &

. GOVERNMENT OF INDIA
@ffice
Recelpt Olary Report
(12/00/2013 16 12/00/2012)
8. No. Reoeipt No. Created Croated Letter Letter Letter Subject Sender Sent Reomarks Currently

Date By No, Date Type Deatails Te with

Section COMPUTER CENTRE
] £ MIADIVEE IZOAIITE 1048 ALDK PANDEY Lot Setdmrmrs of wiks mekidng e AJAY KUMAR AJAY KUMAR GHIMAN
A (COMPUTHR paf et ol inlmphane and esries OHIMAN (AGEOUNTS)
CENTAR) el Wéte. pastiamen ” (AGEOUNTS)

Fig.eFile.241 (fTr3.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. (STTITRd STf&ran)

Click the Forwarded link under the Receipt Reports section. (FHhT TIT &4l individual/Hierarchy/Section
(@IS / USTIEH / W0) B U PDF RUIC IoU= &Rl & o I fARTe |Axamafyy H SraiRd &1 T8 FHd
mftat @ g= B )

Refer to Diary under Reports - Receipts section for the process. (Receipt Reports WYUS @ <A Forward fofd
fers a)
Receipts Received (U< YTi&ir)

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. (HPT TIT fr individual/Hierarchy/Section
(afdTTTa / UaTg®H /ve) B e PDF Rl Scu= oxar & forad a1 fifde [l & #eg Sudrresdl &1 ura
g3 A Wit o g g ®)

Click the Received link under the Receipt Reports section. (Receipt Reports TUvS P A=A Received foid factd aﬁ)

Refer to Diary under Reports - Receipts section for the process. (Jf&dT &g Receipt Reports TUS & =<iid
Diary T A-<Hd PN )
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Receipt Category (JTf&d 2Iof)

This selection generates a PDF report that contains a list of _aII the Receipts Category wise filtered on basis of Month
and Year. (39T 999 U PDF RUIE S oral & fOTad Iod U Iifeqal @) A9 iR 99 & @R WR fiheex

B TS SEaR gA B )

To generate Receipt Category report, user has to perform the following steps (Receipt Category A IR ST
Tq STANTHdl g1 fFraq feard fear s gmm):

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 Report TUS @& 3T=<I7d Receipt Category foid fdeid o,
3?1?5( Receipt Received Report BT Ube 81 , ST fors.eFile.242 H T3 %\'):

“Receipt Category Report

Fig.eFile.242 (fTr3.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). (fheer IR Wieed @ oy aMavdd a=RI AAT Monthly, Yearly,
Main Category STG UG &N TT Submit (Submit) I (FI3.eFile.242) fFd V)

3. Asaresult, 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. (Wol@%ay, Receipt Category RUIC PDF Wy # ffdee w9 Wk §RigT &1 oIl 21 s9& uwand
T4 ITANTEHAT gRT RUIE @rell o © a1 ffde Auere & 7en wiftadl &1 SofaR faavor S@= 81 Sf7ar 2,

SiTfh feFile.243 H Ui )
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- - GOVERNMENT OF INDIA
& @ffl ce

Receipt Category Repont 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 relatsd ALOK PANDEY 1110612013 Dr. Robert P. Taylor  CEC
matters {COMPUTER

CENTRE)
2 2654372013TRGH  11/06/2013 All RTI matters BIKRAM SINGH  11/08/2013 Electronic Receipt 2

(TRAINING 1)
3 26541/2013(TRGI  11/06/2013 All Service matters BIKRAM SINGH  11/0872013 xEzvexy

(TRAINING II)
4 26540/20137TRGH  11/06/2013 Al Service matters BIKRAM SINGH  11/062013 xezvexv

{TRAINING II)
5 26548/2013/CC 12/08/2013 Settiement of bills ALOK PANDEY 120802013 sfdds

including payment of (COMPUTER
teiephone and fiveries-  CENTRE)

petrol bilis
6 26535/2013/CC 11/06/2013 Al Meetings related ALCK PANDEY 12/0872013 Dr.Robert P. Taylor  CEO
matters. {COMPUTER
CENTRE)
7 26533/2013/CC 10/06/2013 Conduct Rules, Intmation ALOK PANDEY 12/0872013 fayt
{COMPUTER
CENTRE)
8 26533/2013/CC 10/06/2013 Conduct Rules, Intimation BABU RAM 12/0872013 fayf
(ESTATES)
9 28535/2013/CC 11/06/2013 All Meetings related BABU RAM 12/0872013 Dr.Roben P.Taylor  CEO
matters (ESTATES)

Fig.eFile.243 (T3.eFile.243)

VIP Details (d1.378.91. faazon

This selection generates a PDF report that contains a list of the VIP Details. (b1 dId- Udh PDF RAIE ST~ Bl
2 foras qreng . faavon o1 = &l ?)

To generate this report, user has to perform the following steps (I8 Raré g9 ?@ SYINThAl gIRT ﬁﬂ:rcl?r
fBard foar ST 8rm):

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: (Receipt Reports W@U€ & 3=IVd VIP Details fdd®d &, RNI®H Helawyd VIP
Details Status report &9 U&e Bl &, SNTfdh fa3.eFile.243 # fe@mar m )
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VIP Dt Status Report

EY

ToE

(B4 )

{ip Tpe Chatss Sz | 1)

)

9=hE | Chooss (he

Sibemit

Fig.eFile.244 (-r7.eFile.243)
2. Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit button

(Fig.eFile.244) (fheex 3R Wieed & oIy Maedd =R JAT From, To, Section(s) SATE UG & AT
Submit ¥ fdeTd )

3. As aresult, the VIP Details report is saved at the specified location in Pdf format. Now, when the user opens the
report, details of all VIPS’s are displayed, as shown in Fig.eFile.245 (el %y, VIP Details e PDF WY
# Afde WM w® G 8 9l 81 39 ueEnd o9 SUARThdl gRT RUIE @iell S 8 a1 R 4.
.. faavvr uef¥id 8 € Srfe fo=eFile.245 § UafRfa 2):

ELEQTRONIC A COMMUNICATION
O ff i C e Vip Detaile Rapon
(14019012 to V7125013
Recelpt Hama of VIP Diary Last Movement
e B . R - Ourrantdy Dispoesl Baction
i aAlny
e A

LA TV ERTETITY
PENDING

Almsali rrA
oM

Duwgned wnd Doveloped BY MIG - 1 7-12.2012

Page (L OMn

Fig.eFile.245 (f3.eFile.245)
Closed Receipts (8% W)

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. (FHPT IIT Uh PDF 0ATE ST~ HRAT & [ 39 v Uit @
A & 7, e Suaddl gRT File ¥ 11 (fdwe faforal &) dra &1 smafd § g fbar 1 8)

To generate the Closed Receipts report, user has to perform the following steps (Iﬁtll'cF CEIR] %@ SUINThdl gIRT
foraq feard fean S 8mm):
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1. Click the Closed Receipts link under the Reports section. (Reports TUs Closed Receipts

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 (fhee? iR Wieed & folu Maead YAl JAT From 3R To
TS PN AT Submit  (Submif) g1 faetd o, SATfh  foeFile.246 # UeRia B):

Cosed Fles Repedt

(=0
=
™

=R

Fig.eFile.246 (I23.eFile.246)

3. Asaresult, 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
(WA, Closed Receipt RUIE PDF ¥awy # ffdee T w= R &1 Ol 81 9@ Ugard oid SYANTaHl
g1 R @rell Sl @ a1 &1 fAfde At &1 g &1 ol § av< &1 718 I ot & faaror S &
S €, Sirfds fa.eFile.247 # wef¥fa 2):

ELECTRONIC & COMMUNICATION
: Receipt Closed Report

@ffice (01082011 10 204082011

$No Receipt No. Subject Closed On
f 67532011 EAC Functonal 92011 12:48 PM
2 T522011ESC this is functional 020111 12:48 PM
3 B7832011/0C test 20/11 12:54 PM
4 87542011 EAC Functonal Q20/11 12:48 PM
5 67512011105 test 15 sept 2120011 1249 PM
8 27052014 EAC ESTRIBUTION OF WORKS 41201111254 PM
7 27aTI2014 Allocadion of Work amongst employees: g4 1255 pi

from 27.03.1986 t 29.04.2011

Fig.eFile.247 (fTr3.eFile.247)
Receipt Summary (ITRT IRI30)

This report will display the summary report of the receipts in all the organization units in the department.

(@g Rurd forT § i e sahTsal | Uil & IR Ruié yefRfa o)

Refer to File Summary Report link under File Reports section for the process. (YT ‘a\*g File Reports TV
& 3= File Summary Report o Awefid Elﬁ)

The output will be the details of the Receipts in the orgnaisation. (SbT yfdwet Gree H urftqal &1 faavv
BT )
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VIP Reference Report (@38, 9. e Ruid)

This report will provide the details of the Receipts which are of VIP reference and being diarised in users

organisation hierarchy. (& Rulié 39 Wiftqal &1 fdavor gae w¥f S dremsdl. e & € 3R SudnTdhar

e H US@H H SRNIgGd gV ©)
e@ffice

e it p & C.SBHATT UDCIESH2

eFile sectreex fite ypstem

VIP Refarence Report [Hierarchy Wise)

TR
i

g

Depariment [+!

Fig.eFile.248 (TJ3.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 (STYC Blegd I HI AR Submit Ied fFdd BT & IURT T
organization units ! I UGTIEH H UGRIG 8RN SIHd =iaq y=Rid ©):

c@ffice

v et & CSBHATT oSl

eF”e sizctonic Hie sysrem

Back frot
:ts : VIP Reference Report (Hierarchy Wise)
= S. No. Section Governor MLA M/o State Govi. Me Others PNOD President Unioin Mimister Total
I OFRCE O£ ASICS) 5 | o 8 2 N 1 ¢ 8
m z <<<EI>>
Uispatch o
D5C c |

Fig.eFile.249 (<13 .eFile.249)

Clicking on any of the numbers ynder the columns will provide t_he details of the receipt along with the number of
pending days as shown (& H ®fa® & Favid fHdl 4l 3fd &I fFdd w3 W uitag | Frd fdavo
afed I ftf uefRia srm f& a8 fodw oAt @ oftaa 8, Saife fRiFeFile.250 & uelRia 2):
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@ffice

C——————— e & LIERUATY LOCINIZ -«

cFile #ecmman fus syorem Zearsh , Addvarm wl -ty

b
VIP Referance Oetads for Saction: OFFICE OF AS{CS)
Migrate Tlke
Dak Pamding
Funding Actian
[Rs— Suhjact wih  Memed gy ece
Duagatch ASENOMAL OF ASERDA [TEMS $OR THE MESTING OF RATIONAL INTECRATION OOUNCIL OM 22.09.2013 (P03 .
19013/2/5013-NE.I1 ADFTRS.)
Dac =
Nosarts HEETING OF NATIONAL INTESRATION COUNCIL ON 2308 2015 / MATERIAL SOUGHT 8Y 19.09.2013 ETC
Settings - SHAT L RASAGODAL, MINLE) Ul OF LETY p(. ED 05, 10.2013 ON AMNCOAA DRADESH ENCLOSED AMD OSAFT
RESLY SON P By 123 f‘ 13 S0UO-T ey
et atram
‘ 20830400 itd SHRT L AAASOPAL, MP(LS) (COPY OF LETTER DATED DX, 502017 Dl ANDMRA PRADESH ENCLOGED AMD DRAFT
Fat Dopatommnt 3] of b (Mma) g N AEPLY FACA 34 8Y 14,10.2013 SOUGHT.) - COPY

Y X;!?_:‘ 20430/ Orgre 20 ?:-:_-l; LUEELY TO 86 SAISED DURING THE WINTER SERSION OF PARLIAVENT. 2017 - NOTER SOUGHT Y 20582013 OF ONIT 01143043 18
oF HEIMA L EFC ur)
RS —— 25X
3 ;:-:"u;" 2 Crorad S0 SHEL ASADLOOIN OWALSL MILE) (C08Y OF LETTER DATED 241 L0517 OH ~YDERASAD BNCLOSED. ) OF A5 8-1t-M13 e
E s,
200667/30 L0, . & - . -
i Crgrel  Smadert M5 MAHATA BARSRILE. CM OF WE (COFY OF LETTER DATED 06.12.2013 BHCLOSED.) 00
12947/ 201 80Rce s e o £ 2 =
L ] ) Orgra Dttacy APPOSNTVENT OF DELEGATION OF DOGRA SADAR TARMA Jax noo e
2123%4/300 30 PALrPy; r ADGRESE PG o i B A a
’ o MEIMAA - Orprwd ) MATERIAL FOR INCORPORATION I THE DRESTDANT'S ADDRESE FROM MHA SOUGHT BY B 01014 870 TS
1# 216439203 MATERIAL FOR INCORPORATION [N THE DSESIDENTS ADDRESS FROM MAA BOUGHT Br 06 01.2014 £TC. - -
0 o8 hmiean) e con REMINOER -

Fig.eFile.250 (@31.eFile.250)
User can also take the printout by clicking on the Print button as shown in Fig.eFile.250. (Reports under
Miscellaneous Section: fafayr @vel & arafa ﬁtﬁ’c.f'\‘{)
Reports under Miscellaneous Section (fafder @vel & aaia Ruic):
Departmental Summary (TR AR

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. (SH®T a4 U% PDF RUlE Scu= &l & R 89 o urfeaay 3] TTaferat

B A IBdl B, N 99, Ut fhan, 9o, uie fhan, g far Tar 2 s1aT dffd (Created, Received, Sent,
Parked, Closed or Pending) &)

To generate the Departmental Summary report, user has to perform the following steps ( TR AR Rare
I & foly SuARTRdl gRT faq fEard fear s g8m):

1. Click the Departmental Summary link under the Reports section (Reports YUs GRS Departmental Summary
did faeTd d):
As aresult, Download dialogue box appears, as shown in Fig.eFile.251 (EIﬁUTI'HFRvTEr
Download ST §faT Udhe BIAT 7, SiNlfd for.eFile.251 % UafRid 2):

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 (fe.eFile.251)
2. This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the report. (9
SIS dfed H I g€ & — Open, Save 3R Cancel. STINTHdT gRT RUIC & 3facild 2g Sugdd fdded o
ST fhar ST Ahdr ?)

As aresult, the Departmental Summary report displays the details of all the Files and Receipts in the department,
as shown in Fig.eFile.252 (BelRa®y, Departmental Summary Rulé faqmT & @ gamaferal iR wftqal @

faqror <orieh B, Srfe fraeFile.252 # wefdid ?):
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File Receipt
Created Received Sent Parked Closed Pending Created Received Sent Closed Pending
LBSNAA 3993 14538 14127 1729 150 2114 24049 42364 41896 888 24168
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 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 0 41 1 35 40
Sunil Kumar 1} 2 1 0 0 1 (4} 1 1 (4} 0
OJo of DIRECTOR 1 503 501 0 0 7 0 2071 2061 0 1
PADAMVIR SINGH 1 503 501 0 0 7 0 2071 2081 0 1
Ofo of JOINT 0 194 193 0 0 1 11 935 932 0 14
DIRECTOR (PKG)
ANIL THAPA 0 1 0 0 0 1 0 1 0 0 1
PREM KUMAR 0 193 193 ] 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 7 558 585 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
O/o DEPUTY 0 41 40 0 0 1 8 55 53 0 10
DIRECTOR Sr (AK)

Fig.eFile.252 (T3.eFile.252)
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Reminder (Diary of Active Follow Ups) Report (J&TR® (Wf%d Bich ard &1 Sy RUlE)
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. (S99 U PDF RUid I Biil & Orad 99 9avd afed
ITIRDT BT AT el & o UNT gaai & e SuaTedl gRI & fHfde faferl & dra fFeaiRa fear wn
B)

To generate the Reminder report, user has to perform the following steps (Reminder report g9 @ forw

SUARTHd! gRT fad f&ari faar S gy

1. Click the Reminder (Diary for Active follow ups) Report link under the Reports section. (Reports WUs CCERI]
Reminder (Diary for Active follow ups) Report IGEACSED EIﬁ)

As a result, Reminder (Diary for Active follow ups) Report screen appears, as shown in Fig.eFile.253 (B cl¥au
Reminder (Diary for Active follow ups) Report ¥&I9 Ude Bl &, SiNlfdh fel.eFile.253 ¥ fa@mr 1T 2):
e@ffice

e e snsren & C.SBHATT UDCHS)2

eFlle slectronic file systess

L3I D 3 VA K 1 £ Y
E
j
ol 185 &
i Py |
i
<
5‘

Fig.eFile.253 (f2r3.eFile.253)

2. Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit
( [] buttor] (Fig.eFile.253). (fheer SR Wlegd @ oY 3Mqede LA FAT From 3R To U X AT
Submit  (Submit) 9e faeTd BN (R F.eFile.253))

3. Asaresult, 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 (heRawy RUre S &
SIRAfT SR AMIGTel der SWRTeRdT g1 & fafase faferl & da ufita v @ forg afea wid—sr & faavor
Il 2, ST f.eFile.254 H f&@mr a1 ®):
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http://10.248.80.14/eFileID2/?x=TTMEZk2Mt1FBMXWu6TBGdM8aihlfMq5D

e@ffice

COGITAL WDRK FLACE SCLUTION
COVERMVENT OF NOWK
VA
> Ty for Aawon Gupanch fodowuos
- 11DON214 1 2ATRHT014)
4 “ e Semmon O of HEMHA]
S N lssue No Y Description M Degt [Adress T Insund ByiOn et Fhe Nofteceit No \
Due Date we ” Agaret
1 I200ITET0 4 24000014 444aa - - S NewFrosh C5 OMATT Ty B- 12015830 14-0 o
m 30042014 MEMAAPare f) —
VI0GSSIB20M WO204 L - - CE0 Py CESmATT TR St A1 4020180
2052014 [l L
23320800 of
MEMIMA)
VIRU3AI6 20 WE20e w - -, QG0 Farvotee C5BRaTT TR Sracesdia AD1N0320eDOv VISOSESAN
QL0EC0e o HSMeA)
. 1200GMI0M W00 wiho - . Feminger  T5 BHATT. s F-250 120014 UITIBAIN Y|
CIRG0t4 OFFICE OF NSA, ~
L VI0U4N000 11082014 work on e o an wegent Baan. seoly specied — - wiedd L C8EMatY T4l DEN0-Oo of
o rosou L HEMHA)
ARSI e of
HEMHA)
s VE0EHETIM W0S204 L) - Feply C.5 BRATT Ll SN0 of
O 014 HEMHA
VIOUTIADI0 N W04 fongragidg - o Hagry CSWATT wIaZ E8420'4D0
wee04 MEINIA)
ZAHWACANOFFCE
OF DO
* V000042004 20004 acich? GONT OF NCT OF DELH: — cein Negy C2IMATY Power - SR Cle o
oa30Ns ML)
5 VI3E0M 020N L - -, SN oy C58RATT E50050000) ~, 23X61 201400 of
WOS2014 ML

Fig.eFile.254 (Tr3.eFile.254)

Reminder (Diary for Active and Closed Follow Ups) Report (SIJ&IR® (Af%a o a5 Bieh o @t Sre)) Rad)

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. (S99 T% PDF Ruld Seu= s8Il & OrTd S9 aavd |fega dern

5 RG] B AT & 7 o UT g3l & Ave SuarTedl g a1 Mfde faftrl @ dra fFeiRa fear
T %)

Refer to Reminder (Diary of Active Follow Ups) Report link under Reports section for the process. (Jf&aT

P %IK' Reports UUs P 3~Id Reminder (Diary of Active Follow Ups) Report SESEG ?lﬁ)

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. (Ud%al # U Jgal & HTU& AMYGUS] a2l SUIRThdl §RT &I
fAfde el @ 9 MuiRa 9o Bidi—er (AfHa T §v<) &7 fdavor T 8T &, Sidifd O eFile.255
# femm T 7)
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COVERNMENT OF INDA
MHA
. Dhary For Actwe wd Ciosed lowss
(10002074 10 23092014)
t “ e Section: OV of HS(HEA)
Reply Closng Raply Receive!
SNa  bsaue o MinDept lAdares Baues By'On Subject lsaued Aganat  Flie NoRecsipt No Closed BpOn
Due Cate Byt Remans) Date
VI0OSTETI20% 240620 - = Salra CSERATT Yy EANASSI0M.O0 of
n 300820 HIMHL Patl) ~
b 4 VINGIB0ET0 1SUE094 MASTRY OF COAL. -, (02 CSERATT. Caoy Tt F30:51 201400 of CSBHATT -
0RTN20%4 M), - R0
3 I00IN0S0%4 1DORT0M - - PF7 C5EHATT Fincion VIOOGROITEAY)  G-IR0T 1G0T of CSEHATT thousd te TR
IO 4 HEIMSA) - 10082014
- I00OTTIR0N 100070% - = fincpal C5 RMATT, 00 P0CETTIRDAY) IS0 A-On of CAPMATT - 13004
X820 HIMHA), - 16092014
VIORITSTII0 MO0 MNGSTRY OF HONE AAFARSGM CSBMATT vy E-10M652014-00 of CSBHATT L 1602014
Martoiagl -~ Rwa 2006872094 HEMHA PN T~ TR0
s HONEMC0E YOTaT0H - - co0 C5 DMATT, ITR Fraudasted ANOHARINADDS - -
SIS MEIMMA) 200604400
of MGABA)
T V00383820 1009204 - CE0 CSBHATT TR Frwdades! VICGRIST04 AT ~
IR0 HEMHA
L] VIONIG4II0 M ARCHTOM - C.5 BMATT. we VOO0 F-ASTDIAORFCE OF - -
(=% ) EA
L V00O G04 1000304 - - Eo T35 BMATT TIeT B1292014 CSBMATT o
cata70H 00N
L P00 TTON0M - CSEMATT. roarwsiA7 DETNE0M0 of KEMMA), — -
0PIV TANEATNA00 of
ML)

Fig.eFile.255 (T.eFile.255)

Reminder (Follow Ups For After Reply Due Date) Report (FER® (Fraa ff & ueama urar SRl 8 Bl 3reH)
Rard)

This generates a PDF report that contains a list of all the reminders whose reply is received after the specified due

date. (399 T&H PDF RUIE S Bl & fod S 99 iR &1 &I &l & e S faa fafr &
9% 9T gV 2)

Refer, for input screen, Remim_ier (Diary of Active Follow Ups) Report link under Reports section for the
process. (Input screen @ %I'Q Hefid Eﬁ, ufear & ﬁ*l'(’ Reports EUs P =TI Reminder (Diary of Active
Follow Ups) Report fofp F==fild E?ﬁ)

The output will include the details of al 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 (Jfdthel H ATIGUST qT SYARTHI
g a1 fafde foftrt & fra fRuiRa Ta widi—em=1 (@v<) &7 faavor ura g 8, Re Sax g ffyr &
TTATd UK gU €, STfd feFile.255 H fa@mr wam @)
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R 10062044 o 22000014
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UO0201e

) CUMIBAA T O8I0 e o C 8 HMATT 2T oni0ve Mataatnst © 8 BHAYT rourre TLN0
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“ IUOMATINIE TITER0NE - v C8 BRETT ZTOSINE  dwterer BRATT “tyvty 1 vante
V2014

s J00ATTANNG 100000 - = Ehope C5 BMATT, 0082044 o S OMATT . 120020404
L0Ne

s 20009222014 (AOKT01e - ALaR3TINIC C5 BMATT, 0A0 0% salesdeadtal C 3 EMATT ~ 11082004
el

0NINTTANIA DAORI0 . - rany C 5 BHATT, 0R08304 g B 9 11082004
s

. WMOAR e 1 20NI018 CEFARTMENT OF DISIVESTMENT . fiew Deis C 8 BHATT t2ONI0Y (- S HHATY re 1B0VIDe
0018

s VI0MO44 TG4 D00NT0 6 MPESTRY OF DEPENCE. Devartwert of Deferce Matohe C 3 BMATT, 1209204 862 TS OMATT " J0V0LE
Gthag) few Deb I20201e

Rard)

Fig.eFile.256 (f<I71.eFile.256)
Reminder (Follow Ups For Before Reply Due Date) Report (TTHR®

Y 9 qd ura S&Ri =g Wi 370)

This generates a PDF report that contains a list of all the reminders whose reply is received before the specified due

date. (399 Td PDF RUIE S 8l & RTH S 9% IgERS! @l gl Bl & e Sar fFad fafyr &
qd W §Y )

Refer, for input screen, Reminder (Diary of Active Follow Ups) Report link under Reports section for the

foru weffa o, ufear & foIU Reports Wvs & I=vfd

process. (Input screen Eﬁ

Follow Ups) Report fofep A=< Eﬁ)

Reminder (Diary of Active

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 shownin Fig.eFile.257. (Ufdthel # AMICUS] qT SUIRTHAT

g o1 fAfde foftrt & fra MuiRd T widi—er=d (§v€) &1 faaRer ur rar &, e Sax faa fafr &

gd U gV E, W%ﬂeFlle257ﬁﬁ_@'ﬂTW§)

TR T T G
RA
a Dapatan Blcwp fix which mply s receed Sedow reply Soe Satm
{10:0%20 14 to 23002014)
| I ‘ e 300000 O of HSHA)
Tephy Closing Reply Recetved
S Na.  lssue No Min'Degt Address isaued By/On Subject Cicesa By'On
Doe Dute ¥ " Gamarks Dute
10D0ITETII04 IN0RI04 MIMISTRY OF HOME AFFARS(Gon Mantraaya), « Riwa O of HEIMHAL JR2014 YYY .5 BRATT 1R0RA014
1SR 14
2 ID00ADASIO 14 IR0 MPMISTRY OF DEFENCE. Decarmert of Defence (Raksha Ol of MSINMA) 120072014 BES TUNIL KUMAR fagrz 12002014
VEtag). Mew Dot DMAWAN 120832014
3 IDDOISHI A4 VIS0 - = ity Ol of HS{MHA) 1 1282014 food oos SUINIL KUMAR -t 10N Te
DrAWAN, 16092014
“ VI00ALAT /2014 IO I0N 1epTakIst O of H5MHAL 15962014 Haopy Recest SUNIL KUMAR " 12902014
DHAWAN, 16052014
s D004 HEA0 14 J00SI0N MINISTAY OF PERSONNEL #0308 FENSIONSKarmmh Lob Oz of M5{NHA), 18292014 S net SUNIL KUMAR - 1808 1e
Shikayat tatrs Pargion Mareralaya|, — DOPT Meorh Biack DHAWAN, 16083014
& 10042272514 J0W NV VB Vi Jaat Dt et Raaeman) QA0 of #5(MHA), 1ADGT014 recowt I C5BHATT. " 12CH 2014
12062014

Fig.eFile.257 (I<=.eFile.257)
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File Pendency (G3Tdell &%)
This selection generates PDF Report of Files which are pending with sections in the department. (sﬂ'cf\? I | A
UAEeTAl &I PDF Report S0 Bl 8, ST [I9RT & 19T § dAffad ©)

To generate the File Pendency Report, user has to perform the following steps (4aTdell ¥+ RU ¢ g9 & foru
STARTHRAT gRT fFaq feard faar s gmm):

1. Click the File Pendency link under the Report section. (Report WUS & 3T File Pendency foids faeid &)

As a Result, the Pendency Report screen appears, as shown in Fig.eFile.258 (394 Pendency Rulé @
gdhe BT, ST fo.eFile.258 H Ul ®):

SWIICe
e st sasu & CERNATI LDCHE
eFlle scvmic tis sporam
" File
or Sabpect Matire Both v/
Despatch -l
e m
Dhspantch = I
Man Camag=ry Croces oo v St Catmgory Chozes zrm v
oS ) e 2o
& y Clasnsact Al Ounnbmd Moy Cannfind v)
rgarts - i
Settings
= s Reacton(v) Prrpcywalr)
Pt Faation
¥ st Depurtzam
Pandency 1 2 3 4
(Range of Days) 7 s 15 = 3 - B0 =
Am

Fig.eFile.258 (ffr31.eFile.258)

2. Provide the information for the filters and click the Submit ) button (Fig.eFile.258). (ﬁv@ﬁ @ fory
IR U&TH PN 3R Submit  (Submit) 9 fAd Y (FI.eFile.258))

As a result, Total no. of pending files appears Section wise, as shown in Fig.eFile.259 (x9® Hheldwy, T
IR AT yFEferdl B fel G Ydhe Bl B, SIId fIF.eFile.259 § UERIA 2):

- ;m
nere e |
it
Kepart e o «
Phigrtn ¥ ibe Date
Ovngemie b = mumbar of Filus Peoding
PR— & o [T 3Cury €0 e
prone . ' ) [ (=] o) © eyt )
" " in n i T
—— x e L ) r S Parked Tubed O Parked Totat [0 Parked Tutal O g Parked Tubat Parked Tatal 0 e Porhad Tatal
Mettlinge ' o 13 3400 s
et 2 JARNERLIRl A i T
3 [omstia sceun-t
Cot Dosantrvenint =
R PN
N
.
.
]
10
v |acce L 121
2
(=} ’ & Aas aa
" = 32 2
te ~ 5
«e <3 S 3
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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 in

Fig.eFile.260 (il 3TTYIT H ISUANTHATS & TR WR oI & 3aAB B S fI9HT & 9™
D T fdeld B, ST 3 .eFile.260 § TRl 2):
c@ffice P

Neport es an

Fat Dapartiet

Duats »

.

|

1

ASAY KOVAR
MARENDRA KUMAR
PANKA] GRIFTA
gy Xt

Shry Cumar
SRSCLATMA ALK
SUDMA & WA
Tl #ag

VLAY KUMAR MARDWAL

Oraprats & Department | ADMIN L (A Sectian | ADMIN-L (4
Chapatss D Numbar of Files Pending
ooc % I Yours 130w 0wy 00ay 2¢20wr Tetel Piles Perdens
o - A [t} i< (7] ¥ Teta = he=L40+F)
po——

M User - Parked Tota) I* Packed Total I* Packed Totsl I Pasked Totel Porked Tutal ™ Parked Total
ettmgy Movement Muvermemt Morumant Mavamant Mimlnl Movement

' ATAY DUV / g i a4 4
Mevttlie wtion

€z €3 >>>

Fig.eFile.260 (f2r3.eFile.260)
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. (SUANTHAI U3Tdell & UNRTS faavon & Wé@ﬁﬂﬂﬂﬂwwmm
FHhdT & 3R fHdl B W Print €9 BT ST IRP Uc—3MST of Al &, Sild for.eFile.261 H
PN

PUC Pendency ([AaRrE| rma o)

This selection generates Report of Receipts which are pending with sections in the department. (s‘ﬂ'cﬁ R
T & SrgTT # Iffad Receipts @1 Ruld gfora 2l )

Refer, File Pendency Report link under Reports section for the process. (W31 & T Reports WIS & STt
File Pendency Report e G] Eﬁ)

Reportsunder Dispatch Section (lw @ve & s Raics):

Dispatch (Section Wise) (R&d (ST9RT—dRR))

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. (S¥&T I Th PDF RUld Ioq= &xar 8, foad 89 9 uall @) gt 81l 8

Siife <1 ffde faferal @ dra afta fba T €)

To generate the Dispatch report, user has to perform the following steps (Dispatch Raré e99 & oIy SuaTad
gR1 freaq fand fear S 8im):

1. Click the Dispatch (Section Wise) link under the Reports section. (Reports TUE @ II7id Dispatch (Section Wise)
fofd faetd &)

Copyright © NIC, 2014

167




A COGITAL 'WOR K FLACE SCLUTION

As aresult, Dispatch Section Wise report screen appears, as shown in Fig.eFile.261 (hel¥d%®U Dispatch Section Wise

report BT Y BN, SIATd f.efile.261 7 YT B):
c@ffice

som e amtes b - X YT UDCIRE]

tFl]C wiatttars 11e spitam

Dispatch Section Wiss Report
Pecmists =
fiten >
Frem® ¢« e
Mgrate File > 1
- = St Uabears Mecte
- - = I ot |
nsc -
Reparts

Spgutered Poot

= Tegateres Foat
Setlings & Sulf Surmeatedd
Specel Me2ds Qe
£o Pore

Mattfation

s

Fig.eFile.261 (Tr3.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). (31Td¥dh fiheex 3R qﬁm I From, To 3R Category @ foru ?:Ijlﬂ'l'a
TS X 3R Submit  (Submif) 97 fde® wX  (FIF.eFile.261))

5. Asaresult, 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 ()%heRa<aU, Dispatch (Section Wise) RUTE PDF Wy # fafdte wome v
JRIT & S B 1 g9 yzATd ofd IUARTRl gRT Rulc @iell Sl g ar FeiRd Amguel &k a1 ffde
faftrl @ I/ &1 srafr # ST ERT UT fd W uAl & faaRer S 81 Wi §, S fFeFile.262 H
yefdid &

GOVERNMENT OF INDIA

- . Ol of HS{MHA)
‘\‘@fflce Section Wise Drspatch Report

S Na  Dispaich No Fio No Receipt No Sutpct Sance Acdresses Sant On Status
1 V041 R0 A-1109112279014-0% of EISEETES T AN GORWAN L e 23093004 Comaecres
MESIMMAL
2 V00441 22004 AN0YNSLI0.Ol0 of AWE0NN00 of I AN GOSANI s Srasd 23093014 Dopatches
MIMHA MIMIA
3 ENO4I0004 Bussneis SUNL KUMAR DHAWAN v ey 25083014 Deseatcrms
. PIOAIRHI0N Sutenen SUNL HUMAR DHAWAN ha g Z309-3014 Dipatcres
. 10042083004 233847201400 of Sasreny SUNL KUMAR Deawan hars fovls 2082014 Lugetctes
HEMNA)
L 3 0043812004 ANY2NeLE-1D —tewteet SUNL KUMAR DHaWAN lwataet wetavt wel 22002004 Lespotctws
7 VIOOASE 20 TR ranav FUML KOUMAR DHAWAN panae fgagl Tispatcted
: 10043857054 GRII01 4-D0aMSWHA) SATRU 2423 SUNL UMAR DHAWAN Wz Caacatzres
Vomady I B N2I2N2
v AR 200 e P SUNL KUMAR DHAWAN o Aghigt Ditaatcres
10 0042813044 23TV 0o of remrder pratay SUNL UMM DHawan pranas fgtagl Dogatctes
HEMA]
1t 120043003044 reTonder Sranay SUNL KUMAR DHAWAN prana gl 22-05-2004 Uoacetches
12 V30487 2004 23877201000 of e [ty SUNL MUMAR DHAWAN P Syt 22052014 Cispatcred
5 MA
13 VIO4ITI0NM Suzsnen SUNL KUMAR DHAWAN sy 23052014 Cuacatztes
" FXOUATTI20 FG87701400 of Sussewis SUNL KUMAR DHAWAN Yy 22082014 Dissatcred
HEMHA)
1% EXROAITH20 CHODNE Lo of #SINMA) a1 23 SUNL KUMAR DHAWAN DAY 0 20520 Ovisatcres
% 100043757044 DMAD044-L0-DOIT daacha SUNL KUMAR DHAWAN sl avtar 22-09-3004 Disatches

Fig.eFile.262 (T3.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. (9®T TIT Uh PDF RO I~ Bl &, oraH
SUIRTEHT HITG §hls §RT THKT YN &I i Uil H Jiora 8™ TR R 8l 8)

To generate this report, user has to perform the following steps (I8 Rae a9 @ forg SUANTRAT g§RT
fraq feard fear S g8rm):

Click the Dispatch Report (Dispatch No. Wise) link under Reports (Reports WUS & 3I<I¥d Dispatch Report
(Dispatch No Wise) e foas Eﬁ).

After filling the details click on the Submit Button as shown in Fig.eFile.263 ( JIROT WRA B gIATd Submit IE9
faetd X ST fr.eFile.263 H ST 4T )

e@ffice
oo = & C.5BHATT LOCiASE
Raceipts =
Fles = =
= Dispetch Date From™ 1m99/z04 E To* 2390672014 @
Migrats File =
T L P |
_ = Sender : | Choose ane v Dispatch Mode s Chooseone v
Dispatch = I g Chocszane v Post=iMode; Chooseone v
osc = Submk
Reports =
S=tngs =
= &

Fig.eFile.263 (f2r3.eFile.263)
As a result, the PDF report gets generated with details as shown as (FeRawd Yef¥id faaxon @fed PDF Rurd
9 ST B):

@ ffice
Oinpatch HNo Wiae Dispatch eporn
(A0OW2014 to 23/00/2014)
Section 1 O/o of HIES(MHA) Date :  23-S[eop-2074
crU
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=. rile Yeur Sunt To = = Sent Through rostel  Mostel
No Subject ende marks ngusge v,
No. | Ne i~ a Address o Bencer Sent Date Wimcitam. T Eanau Mode  Charge
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AR LA R ER B ove of SO0 I. AR s O AN RNOBDO4 11 98 AM
SOV HBMEAY 1T 1A AN
-t Jomm
HISME A
& A- ZORA00/001 NOOODDDEIIOIA  ARadIng Sraunscasd AL Cait Chaiish
ARL-ARVAS F U NS 1 /OWIO 4 daadasd ROAWANY TUOWZOTA 1243
20v4 v SBMA) 1242 Pm
t Tor4
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» PR L L T e ———— P — AR et nagish
0 11I0OW2014 OERA MO (AOIW A TIOWROTA 12 A2
FURMMAY 13243 P
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ARL-AR VA S P A ar ANOWAO 14 Aaadasd OBRWANY ZNOBROVA 1T TR A
TO VA Dl HRCMA 1 am A
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L] ASNTO - ZAZIWTIZON  UIOOAIRTIZON4 e bt et e NI L rwmalinhy
oo Ao ot IOWNIONE B et ILIMA /0014 B4 M
B LR L O AW aAr
014
° AAAO1A FAZIBTIACT  VADOAAT 1/Z01A  Amvrbmd ] =ML it rglint
os. 0 AN o DXOWIOLA B e e tvest KonAan PROMIOA D N M
HAMAA ) L DHAW AR
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IR IR Vel than

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 Dlspatch Number generated in the Receipts. (@m’@r 9 Uh PDF RUd Sou=1 &xar v, o
SUIRTE! TIT6- I8 §RT T YN & Al Receipts § ghord S TR IR BT ©)

To generate this report, user has to perform the following steps (I8 Rae a9 & fory SUANTRdT g§RT
faq feard fear S=r gem):

Click the Dispatch Report (Receipt No. Wise) link under Reports. (Reports WUS @& 3I<IiId Dispatch Report
(Receipt No Wise) e foas aﬁ)

After filling the details click on the Submit Button as shown in Fig.eFile.265 (ﬁ’cl’\’UT WA B ULAT Submit g4
fdctr Y oivaTfd fA.eFile.265 ¥ 2T AT ©)

o@ffice

- —— —

eFlile stectesmc iy vy

Mecnipt Bo, Wese Disgubeh Mupart

Nacarpts +
Files i
| ST ey — 130w T01e m e saoanid 1B
Mignate Fibe 3
Ciasatih + a iige -~ A
c st wved oo
Ty .
obi = l Disgat=s> Typs | Catagery >
Neparts = O ; e 3
st ———
Settirnge +
— ~ i Crcane ose  [¥]

Fig.eFile.265
As a result, the PDF report gets generated with details as shown as (b cl¥dwd yef3fa fqavort wfied PDF Rure
EERSISIRSE

- Receipt No Wise Dispoaton Report
‘fo|ce (22/09/2014 1o 23/06/2014)
N
Section :  O/o of HS(MHA) Date : 23-Sep-2014
Receipt Sender's Name/ Dispatch no.
5. No. viF Cate Subject (=] tch o
No. / Yaar Qory Address ) spatch Typ / Date
1 2XMOH7/2014/0/00 of AN Estates relnted matters hapy Bussivmess V30043882014
HE(MIHA) fghty FAOWIOA 8 AT AM
20714
2 LIIBBTI2014M0/0 of Al Estates telated matters  howg Bussiness V30043882014
HEIMA ) fghity JX0WI014 B 3% AM
2014
3 2EIBHNF201400 of All Estates telated matters  hayg Bussiness V30043802014
HEMHA)Y feghiy JWOWL014 BA2 AM
2014
“ 2RI 120 140N FICE OF Allccation and distribution  Gopal Saur Sopal writhen lengthy remark to V30043862014
NEA Wk Addreys 1Address w3t the functonality of displaying 2HOWR014 883 Ap
2014 remarh 0 reminder repot-01
Bopal weitten lengthy remerd o
Test tha funclionality of displaying
R i P der repon 02
L] 2IIEIA2NAPM section HLE Mesting (=1 I isasaaad V30041 112014
2014 Dy FHOWIO0 14 11.08 AM
“ FA1E2014/000 of Appaintinent of part time deadead dradasaasa VA004412/2014
HS(MHA) direcione in the baard of deadasd FONI01A 11 14 AM
2014 PaU'e
7 2RV VIOV of Appaintment of part time deadead Anadasaasa VA00441 02014
HAMHA) AHSCIONe i e baard of deaaaca FWON014 11 16 AM
2014 PSUs
) 2AIBIVIO1APM section HLEG Masting o1 INNATTTITITY VADOM 12014
2014 (= JNONI0IA 11 34 AM
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Settings (A=)

This section helps the user to change the preferences/settings in eFile application. The Setting section incorporates
following modules for the user (I8 WUS IUARTHT Bl eFile application § UIAAHARI / HfeTE yRafda &= o1 gfaem
T 2| Setting @US H STNHAie forg fFferRaa Atgged 2):

Receipts (=]
Files (=]
Migrate File IEI
Dispatch =]
Dispatch =
DsC =
Reports [=]
Settings =]
b Praferences

b Address Book

User Groups

Deactivate DSC

Transfer

Search Privilege

Configuration

¥ Section Assignment

Motification [=+]

Fig.eFile.267 (T3.eFile.267)
Preferences (STIfA&dT:):

This module facilitates the user to change the general preferences and customize the application as per user
requirement as shown in Fig.eFile.268. (I8 HiSddl SUANTHAT BT ATHRI UTIffddrd aRafdd & 3R Teliaer
DI STANTHAT DI ATTTIRATA B ATAR 3TgRHed (customize) HRT B FALT T B, SI¥ATfd fI3.eFile.268 #
Tefiid ?)

Preferences module is divided into following sections (Preferences HVIE}Q_GI o @vel # fawaaq %\f):

0 General Settings : It helps the user to modify the General Settings like (I8 ST &l AT Afew
g § eIl HRal B):

= Max # of records/page: Refers to numbers of records that listed in a page (P arcd g faedt T PAS)
R GAE0 A Rprsd & A=)

= Auto Save Duration: Refers to set mode into Auto save while making any note in eFile Application (S¥<h1

dqTead B efile Application  Ae I 9T SHS WIHG TR 81T <& &Y AfeT)

0 Alert Settings: It helps the user to set alerts on Mobile, Email, Both or None. (I SUANTHA! dI AETgd,

e, T 3rET fRdl IR FE, Talc AT dR @ AW USH &Rl ©)
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0 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. (I8

qaTaferl / Ut (Files/Receipts) @ default view mode € @R &I gfae CEI
SUATTHAT Electronic view, physical view 31[dT Default view JT B Ahdr 2, rad A &
BId B)

0 DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if any). (I8

QYRR ®I IFS YIS (Ife 81 dN) W nfia f$iea Rrer afdfhae o1 Al Rafd @ a1
JRAEm @ 7)

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. (I8
BT FATIGATAR TAGA] B ARG Y31 Bl AT Pl qfeld BT DI TR <l & | STANTHAT
AT TSR & Bic FT MR TG Fhal & TAT IMMAWIBATIAR AT AT AT BT IR 29 e
PR Fhdl B)

o0 Correspondence View Setting: User can set the correspondence view size and type as per the requirement.
(6H€4I‘Idodcl UATHIR ¢4 3P T PR FHdl STARY D ATIIR AR CIgU Y Hehdl %)

To change the settings, user has to perform the following steps (AT 9™ & oIy SUARTEHAT §RT fFTagq
feard fvar ST gRm):

1. Click the Preferences Link under Settings section (Settings ¥Us P 3T Preferences foid fdeid ﬁ)

As aresult, Preferences page appear, as shown in Fig.eFile.267 (sﬂiﬁ HeRI®™Y Preferences UG Yhc BT
SiaTfds fers..eFile.267 ® S3TRT 14T B):

PR— - '..2_52‘.&.;._"._#‘

Seart ,

<

L

‘

Moz Tapances View Oraft Eczended e

craEpcnderce Vaw Rae |1 essonde e v

e eer

Fig.eFile.268 (fr31.eFile.268)

2. Click the Save (S ) Button to save the altered changes. () T3 gRad=i @ JRl&d R B forg
Save (Save) 94 fdeTd B
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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. (I8 Al SUANTHAT BT Yeb THE a1 AR 8 H T AHID / SUANTHAT
SIS @1 GIAET Y& BRAT & Silih SUANTDHAT bl YATEAR Bl SRR B H FERIAT UG HRAT 8)

To create Group and add users to the group, user has to perform the following steps (g CEIRRSIR e
H SURTHATN BT Sied & foy STANTHdT gRT fad fBard far s=r gmm):

1. Click the Address Book Link under Settings section. (Settings WUS @ 3I<I7id Address Book foidh facdd o)

As a result, new window appears as shown in Fig.eFile.269 (3% Helka®y Udh 3 sl Ude BIM, SIAT(® T3 .eFile.269
# yefid 2):

c@ffice

R e & CENHATT JoCing g

Rt %) [Add New Group Qetip Name 1 (5 Combocta | Add New Comtact| Oclete Contact! 24d 1o+ Choose Goe V| Search

| Show All Contocts | [ FUTY * S

1o '
Pagrats Mie - St L &lchamay
[y : | [ Aarals evebgremed b asaprih Corvire |
Doapatah :
A And Qbes, B3 SL REF 1
Ohapatsh 3
e 1
Pusports ) 1
Sty = & |
» Srefwrsrces A
+ e Rach ' 1
o 1

» Traowtes
e o
+ Combigeraten

» Seanch faiege

o Sectien Assgrereare

Fig.eFile.269 (fT3.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: ITHAlNlNG TEAM| |

E‘Ey

Fig.eFile.270 (F13..eFile.270)

As a result, a new group is created (sﬂiﬁ D™y Udh TI7 HHg §9 o L) )
Now to add users to the created group (319 Cul B¢ 98 ¥ SWTGare $i NICEHE

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.271 ( ST e LESERIUEN]
P SIST ST & S9 fdetd &, SIA1fe fefile.271 # URiT B):
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[Add Mew Grou p]

[S how All Conta cts]

Groups e
TRAINING!]TEAM i
draining :i
test group .”:
Section officer %j

Fig.eFile.271 (fr31..eFile.271)

2. Click the Add New Contact (|add mew contact|[) button (Fig.eFile.269), as a result, user info page appears,
shown in Fig.eFile.272 (Add New Contact {Add New Conta) 91 (fo..eFile.269) faeid @, $HA SUANTEHAT
AT g (user info page) Udhe BT, ST fe.eFile.272 # UeRid %):

P & LS HWAYT uberHs |
Zgant ’
Mooy + | Add New
e Cnocse Ore
i = | Show an
s Sifgtacts Name*
Wyrate §ibe =) WM
LTTEH . | Gesignstion
Ovepsatsh = .
awme §
Deapatsh = Qrgsnaanon
= "
Email
Waprets >
Address | ¢
Settings
» Srherances Agaress 2
» Addres Bock I
Uner Droxice Coamtry INOIA ~
» Dmactivuin DEC State AR SO "’E
b Trelee o
b Seant Priviege
» Coaliguraten o
Pin Code
* Suarth Wieos
Teton Aamgreers Nebile
L T -
Hinistry Chosar one v
Degartment  Ohocse bae
Telephooe

Fig.eFile.272 (fr3..eFile.272)

3. Fill the required metadata and Click the Save button (Fig.eFile.272). (3Ta%I® HeTSIET WX 3R save g o=
eFile.272) faaT® &)

As a result, the user gets added up in the selected group. (& HldwU ST, Trafd qqz H s o T )
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User Groups (‘o’CI'EI’ITI‘ch qHg):
This module facilitates the user to create a group and add user list to that created group which helps the user
Whlle sending a Receipt/File to list of selected users or to a group which comprises of contained user list. (I8
DI Uh FHE q9 AR 9 9911 T A8 H SUIRTHAT Gl Sife DI Jaar U Bl
¥ R SwRTed! B Tafd hee STTEdeT T 9 GNE B R STmTedt g Rk 2, @
Receipt/File Uf¥d &xd w9g Gfaegm ur<t el 7)

To create User Group and add users to the group, user has to perform the following steps (SUIRThdl HHE
T 3R T H STINHARI Bl Srew 7q STarTaEdl g1 1 fBardi fasar s grm):

1. Click the User Groups Link under Settings section. (Settings WUS & 3I<Id User Groups foid el @)

As a result, Create Group page appears, as shown in Fig.eFile.273 (sﬂfﬁ bl Create Group UG Ydhc BT,
STfd ferserile.273 # UeRid B):

Create Growp |
* Descrpbon
et

eoffice123 ecfice13
l\::
Ted oo st

dnin
0D Create Goup

Fig.eFile.273 (fr3..eFile.273)
2. Click the Create Group button (Fig.eFile.273), as a result new window appears, as shown in Fig.eFile.274

(Creat Group dc+ ([RIF.eFile.273) fdaTd o, RTTA T =% fa~sT Udbe BN, S¥ATfdh f.eFile.274 H uefRid
%):

Rt Paheg 2w

Fig.eFile.274 (fr31..eFile.274)

3. Enter the Group name and description (if any), click the Create button (Fig.eFile.274). (Fqg &I 4 3R
faqror (@fe P BY) T BN AR Create I (R .eFile.274) fITd BN)

As a result, a new group is created. (?R:IEB HeRI®Y Uh YT HHg 9 o )
Now to add users to the created group (319 T gV g ¥ SUANTHAra B Gﬁs?ﬂ):

1. Click the Group in which user is required to be added up, as shown in Fig.eFile.275 ( ST e LESERIUEN]
BT SIGT T & S9 fdetd &, SIATfd i .eFile.275 H USRI B):
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ewvnice "
o b & C.5BHATT UDCIHSZ

eFile sectonic fiie spstem

Faceipts &
* DescrnipSon
= -
Migrat= File =
Dispatch i+ =
Dispatch - Nrisi=rs

Fig.eFile.275 (fr3.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 (A # ¥ 91 ITANTHARI B g, e =TT W d ST ST & AT Save de+ Rietp Y,
ST (R .eFile.276) ® 2T 1T B):

e & L OUATT JDClezi2
Wacwrprts
Orzup Mame
Pl ®=
-~
Migrate Tile i3 -
W
i “
Magatch
(Sebact Usaws frav th Bat 10 craste war gromg )

(253

n B { Seerch

oty = Hame Markng Abbi Oy Unit

b Orglerwcas 9] vassupen aueTa US{bLARRING-1PD) OFrIcE OF USstANNING
+ Acciwes ook ] ASHOK KUMAR RAVALIA AFAPERS CFFICE OF US AFA(PERS)
o Uner Gracon [V]  SaDHMA BHARMA ASSTTISSOU OFFICE OF ASST. DIR[=aNT)
by i [¥] - mALeeT s3van Pz(ea) o Gr uTs

§ Travte Y] TATRIVECH ASSTITHM6 Qg of HR(WMSA)

b Sew> Privdege @] s macEss SC(ue-a1) CEFICE OF NE-T1

b Corfiguratan ] AB-M NS DIALAM SORAX) CoenlIn RATNE)

¢ Seacce Priviecs [¥] Aswsromw sa-zadiaM) Sezvwtary (BM]

TN AT
o Fectuin Aengamers [ RO P— (= CEFICK OF DSIDM-TT)

Fig.eFile.276 (T 3.eFile.275)

As a result, the user gets added up in the selected group. (S SUANTHAT FAFTT A8 H IS S [)

Deactivate DSC (S1.U.41. Aftga &)

User can Deactivate/Delete the DSC enrolliment 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

(W%WWW@Deactwate%?ﬁ@ﬁﬁm/ﬁaﬁﬁﬁaﬂmﬁ%ﬁmmm?ﬁ
fo0 Activation fofs SUATT fBAT ST |eheT 81 SUANTHAT History foie @l fdeid dReb Uolidd SLUH.HL. Bl
gd g A1 <@ Add 8, SiNd o.eFile.277 § yERIT 2):
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cQffice
St vt e & CS BHATT UDCIKSI2
eFile siscironic e system
Recsipts = I
— Certificate Information ::_’5:‘" el Search
Fes = fame:
= — B Sils. Cerificats Tyse Vaidzy Earcl Date User Nam= DsActivation Date
— - 1 Ehsteal Panka; Kumar- 14734124 Sigring 23-05-20:1511:112 23052041225 CSBAETT Deschvate History|
= 2  shetwal Panka) Kumar - 14724124 Sgring 23-05-201511:12 23-09-20:4 1550  MRUTYLOOAYR JESHAA 23-05-2014 11:43 Aceste Histony|
Dispatch =
DSC =
Reports =
Settings =)
Fig.eFile.277 ( %IBI.eFiIe.277)
Transfer (RATATINT)

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. (Fac UTRI®G ®I &1 39 ASgd dF Ugd 2| Il HIs A AR
B SI1CT &, U9ITd SHdT STel (T=maferdt / wiftadl) SHe tarsw 4 fhwl 3 faftre &4 & e # weremaRd
PR FHAl © | T9 D LA RIFIRG ST IHK HHI R Fagd AR S R B fHar S g m)

Refer to Transfer process. ( IFIIRUT UfBAT (Transfer process) AT PY)

Search Privileges (@TsT faemeTfRIaR)

Admin can set the privileges for search process. Privileges can be set separately for Physical and Electronic Files, Receipts
and Dispatch. (Y& @I fear & forv faemfer MuiRa fea 1 9o €1 9ifds iR setag=e y=maferT,
yiftaat ok fsia & fory gorss fRwiffier RaiRa f&d S aad ©)

Search will be now based on Search Scope and Action Scope. Both Search Scope and Action Scope can be

categorized as follows (37§ WIS Search Scope (@IS @I ) TAT Action Scope (HRIATE! ®I AT TR IMETRT BT |
Search Scope dT Action Scope Eal T%F;I’clﬁ i %d HIT ST Ahd %\’):

e Individual- (Search for Sent records is not required, only current location of the record is required).( (ﬁﬁﬁ B éﬂ?
% fog @19 @1 magadar Jel 7, A Rare a1 Ager Rafa dffed 7))

e Section (within the unit) - (Search for Sent records is not required, only current location of the record is required).

(EFE & 3rx) — (T Rea & foy @t o maeasdr 78 8, 95 Rars @l Aigpar Refa difesa 2))

e Individual Hierarchy Downline - (Search for Sent records is not required, only current location of the record is

required) (T R&Ed & forw @Ia &1 mawdadr T8l &, A Rars a1 Aioar Rafa difed 7))

e Section Hierarchy Downline - (Search for Sent records is not required, only current location of the record is

required) (I R&TSHE @& fofw @iet @ saegdar Fei 8, 913 Rare &1 Avar Rafa difsd 2))

e Department - (Search for Sent records is not required, only current location of the record is required). ((ﬁﬁﬁ 57 éﬂﬂ

% foIy AT @1 aeddhar T8l 7, A Rears a1 Agpar Refd difea 7))
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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) (T SHTRAT H)— OffT Rerew @ forg @ @l sagaddr 781 &, A R&re @ #dger Rafa
gifod )

The steps to set the search privileges for a department are as under (f&=1 faW T & foru @ faRwfder fReilRa
P oM & forg @ S arell feart fraq 2):

1. Click the Search Privilege | » search privilege | link as shown in the Fig.eFile.278:
(Search Privilege o facid @, SIalfh f.efile.278 H Ual¥d )

___9{&9? & CEUMATT LoCtugis

Search Seting - FletecoplDnpees

Minipte

s 5
Diapaich = Casch Gcige - e - o v

-

Fig.eFile.278 (far1.eFile.278)

2. Choose the required Scope (Search and Action) setting for Physical or Electronic Niles/Receipts from the dropdown

(Fig.eFile.278). (STUetsH (f.eFile.278) & HIf® 31erdT SeldgIMe u=Taferal / Wiftadl & foly difosd whIg (Search and
Action) ?Jﬁ)
4. Click the Save [JER3l button to save the search settings. (TTIST B AT IJRMEIT B B T save e et )

Search Privilege History |

A user can view: Search Privilege History : (STATTHAT Search Privilege History <& FHdT 8)

It shows the history of Search Settings as shown in Fig.eFile.279 (I8 I @1 AfST (Search Settings) &I Joiid Ui

PHAT & OIATD fF.eFile279 H STAT AT B):
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Notification (ifefhaer)

User can view the status of all the reminders set by him on the dispatched documents. Reminders can be viewed by

SUANTHA] U XSl 8g 9 gRT FeiRd

clicking on the Dispatch Followups tab under notification as shown (

AT FJERSD! BT RAfT BT SATelld B AP & | IFIHRDI DI, SiAIb fIWAT A1 €, notification & =Tl
Dispatch Followups <d @I fdeid & <@T ST AHhdl 2):

[Receipts =
Files =
Migrate File (=]

Dispatch
Dispatch =

'bsc [
Reports =]
Settings =]
Notification =]

¢ Dispatch Followups

Fig.eFile.280 (f2r7.eFile.280)

Clicking on the Dlspatch Followups, will dlsplay all the reminders set by the user with the h|story of the reminders.

(Dispatch Followups fdd® & 1R SUANTHAT §R

[T RS, S goidd Aed USRI Bi)
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Fig.eFile.281 (fTr3.eFile.281)

Refer to Reminder Process section.( Reminder Process VS 4 q A Eh_?)
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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. (Search WUS TUANTdhdl B JJAN /dRGdh /UaJEd T & <X
waTafer(a) / wf(@r) srerar foeft ufya favg @ wiom # Aerar < )
There are basically 2 different types of search that user can perform @ifeld w4 ¥ 2 I TR & @ &,
ST SYARTHAl ERT WA § T8 S Haball 8):
e Module search (fiSgal @)
e Advanced Search (S=1d @Ioi)

Let's learn about these types one by one (38 & IR H Tdh Th XD HIE):

Module Search (J1Sgdl @iol)
This type of search allows the user to search the Receipt/File/Dispatch from within the application module only. (39
UHR Bl Wil STIRTHAT Bl Hael ellde Atedel & T § 8 Receipt/File/Dispatch @IS &1 AR <<l 7)

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. (STRYT ¥wY
— Receipt inbox # #Ig[g forelt WIftq &1 Wio & oy SUARTEA! @ U8el Receipt Inbox AGIS I+ BT 3R
qoqeaTd 98 Sad fARre Uit &1 @i &1 Ufdar 3% Fa | Al ITANTHAl §RT Receipt Inbox #Aisge g1
AT 3R I8 PIs UAIGel AT g U WIel I8 2 Sifd 39 Alsgdl # el 8 dl Module Search SUARTEHA!
3T sfeod aRum & <)

For module search process, perform the following (Module search process @ forv =1 faam &v):

1. Select the application module from which the user want to search, as shown in Fig.eFile.282 (3Udl war ford
U Aisgd H 9 @iol AT A18dl 8, S 1 oi¥lidh F3.eFile.282 H ST AT 2):

Receipts (=)

Files =)

|
Fig.eFile.282 (fTr3.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 ( E button as shown in Fig.eFile.283 ()dfd STATTHAT ETRT Receipt Inbox Aisga
AT AT ¥ AU Module search Bice H TE receipt T&AT TRY &R, M SUARTGAT WIGHT dTedl 8, 39
q1S Search () ¢ facld X, IIfd I eFile.283 ¥ Ul &:

Search | O-17015 o Advanced

rarchical View | My Files Iz'
Fig.eFile.283 (fT3.eFile.283)
As a result, Search result appears, as shown in Fig.eFile.284 (9d HeldwU Wl df gRUm| Ydbe & ST 2,

SaTfe ferleFile.284 # UafRfa 2):

Seach Recrls | FileTabax )

Fig.eFile.284 (R.eFile.284)
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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.

@ @l T3 w=AGell Hifddp) ©U ¥ U 88 © A SUANTS Bl receive foid dI faddd v Ugd
I YT BRAT BT, 3R TGURIT 81 DIg R fHAT BT ST FDbT)

If the searched file is received electronically (E), then user can directly perform any action.

@ @Sl T8 yFTael Seldeli<e (F) U ¥ U< gt © A SUANTHd) 91Y 8 99 WR SR & &)
ST Fhdl B)
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Advance Search (S=d W@To)
SEARCHING FILES/RECEIPTS/DISPATCH [BY USER] ((SudiTdal gR1) u=maferdrl / wiftadt / feta @ior)
Search has been personalized and customized and has been divided into different section based on the Parameters (@GI

BT afaadd 3R rdmferd fhar T 7 iR AMSUSl & SMIR WR U el T—TerT woel # o farar ma 2):

»  Generic Search Parameters (AT @Iol ATIETS)

» Basic Search Parameters (HIfeTd @ISl AUGUS)

= Advanced Search Parameters (S—1d WIsl HIUQUS)
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)). (S HIUGUS] H Held: fhecs afffera
B § e i Ue® gRT Tellded & W W Srdferd fhar ar 81 39a ifiRad Swamaai—faline
ATIGUE (user specific parameter), ST 39 @WUe # Idfcd, d W Afferd fhan a1 8, OId MR TR STARTEHT
ERT fTT & 91eR & Rapred o1 A fheex fhar S Gadr @ (ddel yamaferdl @ g2 #)

1 Genesic Search Parzmeters [

[<]

Semthfor (Fke Cregtion Year - 2014 Ongin “Intessl W

[<]

Meshure AR W Physical Scope | Seclios w| Elecbonic Soope  Sechion

Fig.eFile.285 (f2r..eFile.285)

Basic Search Parameters- These parameters comprise 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. (39 ATICUS H Her{d ArucUe Afmferd 8d € e MR W uamaferdl / wiftt / fsta
@l O & | SeTERvRawy yFTaferdt / wiftqsl & "ol § drer GHid, YAael WG, vy qen fsw & wie #
S BHI®, fd Ao TAT T faw=)

Basic Pazameters ' JEERr T

Competirie . | Flzt Sl

File Basic Parameters Fig.eFile.286 (Tdel HAifeld @ISl AIUGUS [d3.eFile.286)

Advance Parameters

Compaier Ko Recent No Subjes
- -~ = .2 ~ -~ = Jo
Diary Dat= (= & Main Cafegory ' Choose ons v Sut Categery
Hzme of seader Letisr Date = =

Receipt Basic Parameters Fig.eFile.287 (Wiftqaf Hifeld @ial ATYgvs fo3.eFile.287)

Bamic Parameters [ i g

Disgaizh o Reminder of Dispetch No SemTa ' it

Dispatch Basic Parameters Fig.eFile.288 (9 #ifeie @Ial AMuque . eFile.288)
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Advanced Search Parameters (S~d LS HIUQUS)- 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. (I8 |4 AMUGUS I~ HIYGUS & oivdih UAEel Alsgd &l g H
ATl ¥ep, qifierd, Hrdarel, qd Ud el dwad sife, Ui dieye &l M H fSeilad) &1 A, d=av
U W&, SRNI gfaR galfe dor S Arsgel &I wv W fewWm &1 Aremw, fedE [, wmr st |
I+ AIUGUE JEIT: S99 G H IUINT fhY A & S1d SUANTHAT @Iol S arell uaael /i / feda &
IRAfID fIaRUT & IR # 3¥aR 7TE 7))

Caomputar Na Filg o Ssbject
Calegory Eelect Man Category v S C Clmssified  Choose one v
Frevious Referenze Loter Reference Creaton Gate i ﬂﬂ
Ik Py Fae Ne
File Haaas  Select Bask Meoa v Seect Frimary Head v Select Secondary Heae v Select Tomary Mead v
Zatec) Deganment v Eeject Section \
8 Ratdivod From Sem To e (e
Deste ! 73] Fammta Arfion | Chooes one vy
Outpet Fieigs: ™ 7] Computer o ™) Fim Ng V| Sutesct I Locaten panng Oatw ¥ Ourrersy With ¥] Secton wpnrtment *| Forwant Reean ¥ Panging Cnyn)
Slancs

File Advanced Parameters Fig.eFile.289 (T3Tdcll S~Id Wl HIUgYs [d4l.eFile.289)

Hase Putssatenn Advance Panmeisns
Computar No Racopt No Sutwnst
Dy Dstn ) = Maie Ostegery | Choose uns wi Suts Catepony
Hame of seader Lexes Date ) o
Dedtyecy Moge  Choose ome v Diary Nemerys
Lectac ot Mo Mecenns Dole n ]
Mirary | Choose one v Department | Choose one vi
State Choose One v Ty
Orgomsaton Clasaioz  Choose Ons v
Oesgoation Deaing Han2 | Chocte one v
Aoaress
1P Type Chooss poe v = Name  Choose one v
¥ Mazatyed From eni To Lzt Dagmrtrment v | | Salect Sectien ~|
— ~
Cwie A fin Remarks Aztion  Choose one ~

Receipt Advanced ParametersFig.eFile.290 (mfia Id @ISl ATIEUS %TBT.eFiIe.ZQO)
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To use the search based on the aforesaid parameters, user can use the Advanced link in the application as follows (BCI'\f G|
ATIGUS] & MR WR WISl &R & oIy STANTHal §RT Advanced fofd &1 SUaRT faq far ST daar 2):

1. Click Advance link as shown in Fig.eFile.291 (fdip fadete &) S¥1fd fo.eFile.291 & fe@mar m ):

& .5 BHATT

eFille sams i roem e

Generic Search Parameters

Seorth Fox  Fre v Creabion Yesr | 2

Netuve A v Srystal Stupe Sactur - Tlerrane

<

l Fim Meaos | Select Bosk Mepa v

Seiect Gepantnent v Smeett Sarton ~
® Rocerved From Sent To

Dwis ar m Remaivy Mem  [Cooan o

Output Flesds: Camputes No
Status

Fig.eFig.291 (<7.eFile.291)
2. Enter the Generic Search Parameters. (Generic Search Parameters (AT @ISl AMGUS) ol PY)

3. For Output fields, set the checkbox to TRUE for Computer no/File No/Subject/Path etc. (Output fields P forw E2an! (AN
BHIB /YATdel BHID /fawd /97t ga1fe & fofv TRUE 6 dTRT AT &)

Only the checked fields will be viewed in the Search Output records. (Search Output records H dad Id BT T SN
B W O Ihd B |)

Note: By Default (Aic : f¥wieec w9 H):

Some output fields will be marked as selected. If required user can select any of the Output fields as per
the requirement. (FB SMScYc Blegw I & wU ¥ fAfed Rl FERHATAR SUIRTGAT gRT fHa
JTSCYC Biegd BT FT fbaT &1 |l 7)

Records will be searched based on Section Scope, displaying the location of the records, where ever it is
currently lying in the application. (YTl # 81 TR W 98 oo i@ &, Rarew o1 M fa@n gy Ry
P WIS Section Scope B IR TR ERM)

4. Click the Search Files[ERIENI button. ( Fig.eFile.291) (Search Files (Search Files) 9 feids dN X (f2r3.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). (H® Wcldwy EDIEK| ERI
AIIEUSl & IgwY Rebred YR 8 Od § | SYIRTHAT Wiel T RPrs Bl FAMT b 9 R IGIAR TR BRI
TR Ahd 7| (IF.eFile.291))
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Closing / Reopening Process for Files (Tamaferli @ 9% &1 / ERT Wiew & forg ufdsam)

IMPLEMENTATION PROCESS FOR FILE CLOSING/REOPENING (Y= Jell 98 PR/ QORI @l % forv swratae=

gfdam)
Process for File Closing (=Taell §v€ $x° &1 fdpan):

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. (I3Tdell &I file inbox & Wief 3R ﬁ’:[\ IR ¥

More->Close File->Send for Approval foih T STINT A 8T UATTell <IRD TS (File Inner Page) I Tl

e@ffice e
core s o & ASHOK SHUNLA Ooiles ) ~
ooy Rl - m
Competer Mo 3337363 File Wa: 404 DM 1 Subject: N

P— e Netmg | Catruspotdents OuN Idcn-.n | Lk | Doty 'N-xtmr-u En!l ln" Scd u!mhmml Mire Quek View

[ =] VW T ‘e [THRETR Cluge Fie j‘]'_:’,‘:: oo w pma

S Sokad C30 Park Fin Cizee Pile Hatary

A Araitad Fier B 2d Gooun Miity | 5 Add velbow Nits I Pavk Fee Mitory FFICE OF DM-IT 1M1
§ Avprw - ' - Creats Voberae
L]
Marge Detain
iy
)3 23/01/2014 3:21 PM MRUTYUNIAYA MISHRA
(nc(oM-11))
» O
9 AbS I
» et 23/01/2014 3:20 M ASHISH KUMAR PANDA ‘
= (uUs-1(oM-11)) I
|
ales
= o Nz Aznchrmm Ests

Fig.1 (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”. (Send for Approval fofp foeTd BT TR UATa 97 HRT & o0 SUATThRT | Sffard Cﬂ‘gﬁﬂ G|
PR BT ATUE fHAT SR, T UG R & SURI “send” e fdard 7| doawrdl gfte o=+ fawgs
S W W Ybhe BN, “OK” g s a <)

[+
..'?1"99 - ASHOK SHUKLA D0
g Me) | aud Filw W F-1203 Sabe S o
e erprtn = thvq Comrespondence t.hﬂ ldcmms Uk | l:ehu Moeements Es-t Realy | Secd | Astachment | More | Qud o
Files = S oA TR - e R s
s Inbox {38) Seoll for Closmeg Approval detalls
ey ybloa i Computer No 3220072 File No  £12012/13/2014-0FFICE OF DML
rested Subject Ama - Third Cace
+ Dot Section DePICE |
o Pannes Remarks:
» Clove
'
» Sam l o i y ¢
TP — (ASSE Lo 11)
orah n.—f iy Sigeas

forsr.2
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folce

Note: By default, in the Section field, name of the Section will be displayed in which the file was created.
(fewy : fSwiee ®U #, IIWNT Wies H a8 IIGWNT USRI Brm, forad 9 +/r 37 o)

3. An Alert message will appear confirming that the “Request for approval of File Closing has been sent.” Click “OK”.
(Th Telc A9 I8 gﬁ% Gl gU f “Request for approval of File Closing has been sent.” Y&c 81T, “OK” g
[ESEGaE)

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. (STANTHAT §RT {5+ y=maferal &I yaTael a5 fhdl S & TG
%‘g’ A foar T B, S SUINTHA! & File Inbox H fShice SU—hicer “Submitted Files for Closing Approval”
I @ S Gl §)

EVIICe

ATUA A R v

e Fl] ¢ electrosic file system

Vigw

E Submitted Files for
Closing Agproval

2 Saini Sterc-

Fig.3 (/31.3)
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. (T 93Tdell @I 9= B S &1 RIY fBam A1 & SUARTEHAl §1)T “Submitted Files for Closing
Approval” SU-HhIes? & “Status” DIt ¥ Sd! Rfd <& ST Aol & 3R afe 9@ RAfT “Pending”
(Aftad) u=fRid Bl @ O S STRIY ®I “Action” HictH § “Cancel” (FR¥) fam S FavdT & TT aigfad WY
ST & 99aTd Y=Tdel] SYARTHAT @ File inbox H AT =iefl STRIT)

Note: After Cancellation of the request, user has to again follow the complete process of request for
closing approval to resubmit the request. (3R R 81 & UATd UATGel & HR & AJAGH Bq
QERT IR &R & foy Fwqel Ui &1 urer fBar Sr=m g8mm)

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. (9@ 3TelTdT SUANTHA! “View Approvers” fofd & S T SUANTHIRT

@ M I FhAT © Sl I AN H FAIGTDHd DI ABT Y& ©, S8l UAEel a1g Ty ofl)
EVIICE

B .

DSIDM-TTI w

EFHE elzctronic file systen

Recspts B view Cancej remarks
Files = - “uzmm Eée Number Note® Cancslied Fiie Wil be moved to S nbar
¢ Inboy (38 ¢ =g & 032-DEFICE O O oty Tasiiabe
’Sebmﬁtgd for Wroogly Imitizted
Cosing Approval E 323783 Remads L

R4
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A CRGITAL ‘WDRK FLACE SCLUTION

Note: The file(s) in this sub-section will be only in Read-Only mode and no action can be performed in
the file. (39 S-S H YATAfeI(Il) HIA Read-Only mode (AT IS+ w9 #H) BFfl &R u=mact H #Ig i
TE fHar S waar 2 1)

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 cIosmg/reopenlng by other user(s). (SE{HTEFTW‘T G| *IFTHST G qrel
SUANTHAT File module H “Approval Requests” @US # f¥ad oxas 99 UAMEfGI@) Sifdh rgAe-dwdl @
ST H g8 g ol 3R A IUANTHAIA §RT I8 d7a PR/ QAR Wiel S Bl ARy fBar T &,
I WOl T UGl . PR/ SIART Wlel ST D FHK AR Bl @ Fohdl 2)

EWVINCEe

A e

eFile seetrmis fiin pposem

Date Bangy : 2070672030 To 10/09/2014

Necents &l Approve *‘F" View
e =l v METIIE «Eia tunbe * ritaled By ~Spmatks - Sale ~fesmstTepe + Aupcove Beiy o
£ 223883 AZHOK EMUIA O DML b Sendicg Closng Reguest  Agmeevy  alect
X completed - y
§ 04067 RANEHDES RARSAD GANDH] ASSTIRSG) avhdtuends’ Pengirng  Clomng Request  Sopusve Baleqy
F nsir RANGHDER RARSAD GANDHT ASSTIRSG) adbwt Agproved Clowng Racuest  Asprwve  Raject
€ R -] RAJENDER PARSAD GANDHI ASSTIRRG) approvet Coted  Clawng Raguest  Anvove  Seject
F 2343063 [ RANDNDER RARSAD GANDI ASSTIRSG) okl Pending Clowng Reguest Sgpeave Baiect
HARISH CHA [ ] ‘ TI ASST 2 arpe
F 14208 v ': ft CHANDES, BABDAR (DINESH KUMAR PSASATI - Appooves gepel  Recpened Facpenng Azprgve  Baject
~3[DM-13}) Raguest
oY JSH CHANDES, Ba o § DRAJASAT] ASE
E 2241053 aenwtrg “':,‘N r“‘ R BASEAN (OIS KA PRV T ASST Approved.. Coset  Cloung Reguest  Anxovwve Seject
B 183040 fidl MAUTYLMIAYA MIEMIA WCT DM-12) apprmves.. Cosed  Clwng Raguest  Asprave  Reject

R

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. (Approval Requests @I fdald @xd SUANTHAT U@ d<
R / QIERT Wlel S & JRIE bl doqmeg H AR gfad ad gU AgAIfad / AR B Al ©)

e@fice

eFi[e elecironic file system

Dats Saoae - JGA085010 7o 1G/05/2014
Raceipts = Seprove | Reject View Approval Remarks
- = O -"imw' Azproval remarks v Status -~ Regoest Type |~ Anprover Rejecr |
» Inbax [3) — @ . )
= =3 M=E 3237863 M=y cigse the File Seasing  Closing Requesy  foome Bsiect
= ::.c:r.-,.—:-.c Fies f:: == e
Clesing Apzroval L E 3281067 Pending Closing Request  Scprowve Rsiec
¥ Crested E 3241217 Zgproved  Closing Raguast
*Desfis oK Canczl
E 3241107 —_— Cosed  Closing Raguest
» Comzisted —
| | E 3241063 DN SAJENDSR PARSAD GANDHI ASST{RRG) Pensing Closing Raguest - Acpmowe
» Parked
£ 3241053 Ha DINESH KUMSR PRAJAPAT] ASST 25 Reopsning

SEISH CHANDER SAEBAR |

» Approval Raquests G
L MIMMAD DOAMINETY ASCT IEInOiv1e

a6
8. Once the Approver, Approve or Rejects the file (SIFATGT@d! §RT 3THIGT /PRI & R U=Tdel):
8(a). History of the files which were Approved or Rejected is maintained in the Approval Requests module. (ﬁrFr

Al Bl FAIed / R fham 1 ST 2, ST gedid Approval Requests #ISgdl H TSI ©)

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”. (T STIRTEHAT §RT YATde Eal

< B /IIGRT @iel S BT R fHA7 77 7, SR & IgAIfad 8 1ral R 8F &1 RIfd ag a1
Inbox @ SU-Thlcex “Submitted Files for Closing Approval” # <Xg Had ©)
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A CRGITAL 'WORK L
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9. After getting the approval, the user then closes the file by clicking on “ Close”. (I’:ﬁﬂﬁ_ﬁ{ g 8 b SURI
SRINTHAT §RT “Close” TR fdeld HRd UATdel g5 B &l STl )

ewrnice

L ————- —
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~ W 3 2
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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. (STITTdHAl gRT ST YaTdferail

“Closed Files” SU—@vs # I271)

g€ P TS §, d SYANTHAT & File module & “Closed” TS &

ePfice

- ———

eFile sisrmic tie e
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e@ffice
Process for File Reopening (CI">|IE|61I P QAR @il o %@ FIﬁﬂIIT):
1. If afile needs to be Re-open, user clicks the Closed Files sub section under Closed sectionin the File module.
(f=fT T=Taell & SERT Wiel ST &1 SISl 89 IR SYANTHAT g7 File module @ “Closed” @vs &
“Closed Files” SU—vs &I fded fham ST B)
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. (T3Tdell & GIERT Wel S @ UfHAT 3™ B4 & “Closed Files”
IU—@US ¥ IYYFd UAGe! FIAT PN 3R & A IR A Reopen foids )

cQnce . —
o ASUOK SHUKLA DSDM-LL -

- .

eFile wearmu

=]
Fil = 22 g0
= < 13378 4002014801 hon Honetary Incentree Scheme « Auard of Cartiie.., 1070034 34108 o\ fnnhet
» o »
1340073 220 N3038-0mCE OF O3 Ara o« Third Cae 10/08/34 06: 231 Ork spmgietes on fle

¢+ Cloged Files

. Sulmvitied Fles for
Reopenng bzpreve

1%13[.10

3. On clicking the Reopen link, user will be prompted ( Reopen foid fdeid &+ IR SUANTHA &l URT

SR
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?” (?Zlﬁf STANTHAT BT TGl BT SIGRT @lel- BT AN Ut T8 g dr
U a9 “You are not privileged to reopen the file. Approval is required to reopen the file. Do you

want to request for reopening approval?” Udc ?ITIT)

evince . S

A L

g¢File etectrmic file syiten

Recsipls = . Confirm
Compifer N = Humbzr logr 5
Files = ¥ 33783 B 40-320144 You ze natprvsoed o rsopen e S Appeoval s reyrst rsopen Te e Do joueato 6% work Raiched
§ Inbor (38 fegaest for reopening appeoval?
3 & 3 j6:21 work comeleted on Al

o
v

0
o
w
m
"
.
I
=
H

ritted Fies for

1 sing Apprva

¥ Craated

Fig.11
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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”. (ﬂﬁ SERINEZNIREIN

“OK” 91 g1 STl & Al STANTHA ¥ UAEell & IERT @il S & UfBAT 3™ 6+ g Sffard fewol <
eg P8l Wl 2| fewol gaM & 3R “send” e fdddd dX | Y w-A WIS b AW SUANTHAT DI W1
TR Ydhe BN, “OK” ¥+ faeid )

CWCe =
et et b & ASHOK SHUKLA DSLM-UL -

Corgefiei N~ - Manber * Subject ~ Closed oo = Clopsg Bemarks -
v = :
"" p ¥ azmees § 400/3014-NOM-T} 000/ 14 06138 wark fircetied
(R — sand for Reopening Approval details 4
240878 € £-12030/1972014-00 BOOA/L4 D24 work completad o fle
o Jubmitted Fles Mo Computer No 18606 File No FullUpMuitipleMoyement
"9 ADDeowa
: Subject PuipMultipleMevemunt
& Crpninst Section” CMO{VIKAN
ohs
s Cotrpletes Remarks'
Parced
+ Cloawd Nies
merittmd
Resgeng Aperm

forsr.12

Note: In case user is having the Approver role, user can reopen the file(s) which were created by the
approver users section. (A& SYANTHAT SFFAGADAT DI H[HBT G B, AN AFAIGTDAT—
AT H 91E TS yArafi(a) <Rt @il wear 8)

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. (N9 T=mafei(dl) & <ERT @iel S &q
rgHre @ fory SUINTed R 3RIE WA b1 741 €, 72 UGl & File module ¥ Closed WS “Submitted

Files for Reopening Approval” SU—EUE # &I ST Adhdl 8)

swfice

T
. Soe Al e * DM-TT -

eFi!e electzomic file system

LMD . i wymber  + Infisted B4 oo o ApzrousdBescted  ZzocwedBaiected Desleg =
i i . : S~ "2 v ~ Bemaris - Stzmier Ao
- Qo Section ek

0-301 wpnegy FSHOK SHUKEA L OSSICE 05 DN- fle = needs tn be [ —_—

B— 10:54 ] rzooenzd Perdng Zzocsl M ¥

1%1343
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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. (79 T=Tdell @I G: @lel ST &1 SR AT 1 & SUARTEHA T “Submitted Files for
Reopening Approval” SU—hIee & “Status” BIctq I S9d! RAfT <1 7wl © IR Ife SHaT RAfT “Pending”
(fraq) yefRfa 8rft & a1 S IR &I “Action” Hietd ¥ “Cancel” (FR¥) far 7 Favar & @ oiWgfad WX oA
@ UTATd UATdell SR & Closed Files SU—gvs § dTo¥d el STRIF)

Note: After Cancellation of the request, user has to again follow the complete process of request for reopening

approval to resubmit the request. (3R fRET B9 & UTART YAl SIGRT Wiel S & AT 8g J7: AR
$H B forg Gryul Ufear &1 grer fBar S 8Rm)

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. (359& TdTd] SUARTHAT “View Approvers” i & S9 HERd SUARTHART & A0

T AHAT T S S ITART H SIAreAwdl @ el ad €, STal gAdell 9918 T o)

c@IIce
‘‘‘ — & BAIINDLR PARSAD GANDIN] ASSY (255
i ETI—— -
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Barmipts 5 View Cancel mmarks
Computes
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O% Caew
1 & 2341083 A-L30L42/20(4 i parding | cancal
7l ® 3333629 IZ2TUSALIOAINEA ASSYTRSG) < ~ tasting. I Pardieg | car ,‘]

Fig.14 25 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.

(39 SU—WTE H UFTAfe1(d) Had Read-Only mode (AT USRI wU H) ERN iR U@l H B B Al {6l ST Ahdl B)

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). (a8 TaTafcl(dl) i AFAGADBAT & JFART H 915 T8
ofl 3R 319 3 ITANTHA R I8 g€ B /IART Wiel S BT JGRY fHAT 7T 8, SAraTdhdt bl qfrdr
IE9 qlel SYARTHAT File module ¥ “Approval Requests” W€ # fdeids &R S9 UAMAfA(AN) BT dv€ B/ SIERT
Glel S & S8 9ol T T TR &l < §hd o)

EWTNCe .
. A & Decgéha Saint Steng-1{OM-[])
= "_._n;_"-" — ritaled Ry ) ~ dematky ~date ~HesmstTede ~ Au
£ a33yssa AZHIE EHUKLA O DML ek Sendieg  Cloung Resuest  Aan
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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. (Approval Requests @I fdeld &Rd SUANTHAT UGl dva HR / GIERT @lel S

@ RIY B qoar H AR ARYfad <0 8 AR /IR #R AdhdT )

e@ffice

A -

eFile slettropic fiie system

Receipts
Files

i

Compi =
'F,.}'__E‘ = Ffe Number

6 Acprnd remans

¥ Inbox (3} =
= E 3237883 {Filz caz be cpenad ==
Scbmised Fes for nx o) :
Closing Zpproval E 3760673 I, Cozad

E 3237883 Ciosed
— oK Cascsl .
[] E 3291087 = ensicg
E 2241217  A-1317/25140FFKE RAENDER PARSAD GAYDH] ASSTIRPG) Zopeaved
E 3281107 AL DN-11  RAJENDER PARSAD GANDHI ASST{RPG] Cosac
[ E 2221083 A- 120140370 FOM-T  RAJENDER PARSAD GAMDHI ASSTIRPG) Sending

Facpereg
Paguast

Oosing Raquest
Cosing fzquast

Ocsing Aequest - Aporoes  Rsd

Cosing Request
Closing Raquest
Closing Aeqoest

Fi9.16 fr1.16

8. Once the Approver, Approve or Rejects the file (3TFAIGTE ERT AFAGT & / FIRET B R IHGe):

8(a). History of the files which were Approved or Rejected is maintained in the Approvers Approval Requests section. ([T

gFEfeTdl Bl AR / FRET fdhar 1 S &, ST gedid sTHIaTahd! & Approval Requests TUS H @ STl

B)

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. ( o

ERT UATEdell Pl SIART Wiel S &I R fBA1 731 8, 3R & JgAlfad 8 3l FRed 8 @ Refd a8

394 File HUS\QF'I H Closed WUs & SU—hlce? “Submitted Files for Reopening Approval”ﬁ G Fhd %\')

c@ffice

SO, — -

eFile 2lactronsc fiie system

Fies 2 .Hf-gim-‘t!fvf_gm - Intated 3y - Infizfed On ~ Acoroved!Rejcied By 'éﬂmﬂ'ﬂﬂs *ms-,. ~Remads | ~Saus - Actue- -
o ASHOK SHUNLS 10/03/28  Deepika Ssink Senc-l(DM- o oicEoe o Heanbe | oo oo
e =% psiowe 11:08 I s a zparad e

Fig.17 5 17

9. After getting the approval to reopen the file, the user now can reopen the file. (GTIell @ QERT Wiel ST &g TGAG

Ui B9 & SR STANTHAT gRT UATdel] GIERT Erefl ST Faddl )
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c@ffice

Dt BOACE s

is reopenad

Submitted Files for
+ Reopening
Approval

f%['_>[.16

10. The file(s) reopened by the user will be moved to user’s File Inbox. (dqulﬂdncﬁ GINT SIdINT

P File Inbox H el STRIAM)

GTell TS gATdell SYATHhT

e@ffice

- S

eFile slectrosic fie systen
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ISIDM-TT1 w|
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g e e
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P 3220183 35-3/2013-M4DTT Writ Petion (Civil) No. 523 of 2013 oot s e
¥ Farkas Biaaih - ke e i e S era S < Sma G L.

7 G0 G GRS G
v
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MAINTAINING HISTORY OF CLOSED/REOPENED FILES (87 @I g/ GERT Wiell g YA@ferdl &1 geiid
G

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. (TATdel & d=& B 3R QERT Wiel S &I Jodld GG GAGl &
qATaell 3M<IR® U8 (File Inner page) ¥, @& More fofh @ 3=<iid Closing File History SU—gUs H @1 SIRIA)

c@ffice

e A e

eF!le elzctronic file systen

Comgeter No: 3237867 File No: 40-8/ 201480811 Sebject: Son- Manetary Incesbee Scrame - Avard o .l _
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Fles 5| 2« ———\ct= Ouse e
Pack 52 [ e
+ Tnbox (38) - — - LU S |,
e | | BAdiGmentote i addvelow tote Park Fie Histary

Create Volame

Nerge Detais

 Parked 23/01/20143:21 PM MRUTYUNJAYA MISHRA

S (HC(DR-1T))
Fig.20

2. History of Closing/Reopening comprises the information related to closing and reopening of the file. (History of

Closing/Reopening ¥ UATdcll & =& fdhdl WM IR QERT Wiel WM 4 GHRd Gaari dfaferd gl 8)
e@ffice

AT A AR T

GF”C slectranic file system

WM """ 363 F?ie No: & -5‘23‘. ~ROR-TI S@ed :7'.:~ onstan ’::- e Schame - Avard of Cafic
R 57 | | Mebng Canspu—da:e Oraft | References  Link | Detais | Movements 4t | Reply | Send Atachmert | Ve |
= = SL e pms
} Inba (38) Flle Gosed Histoey

comoms | | FILE NUMBER - 40-8/2014-NDM-IT

Action  Actioned By

o Approval Remarks
pre Clos:  ASHOK SRUKLAD
+ D3t T
Psopen ASHOK C-ﬂ.a
+Camgiced
Closz C-..ﬁ S-
b Perad o o
¥ Cosed
P>

Copyright © NIC, 2014

195



Reminder Process (3 ¥R& UfdaT)

Process for Setting Follow Up (Reply Due Date) on Issues (J&&I % 3#@v] (S} gq fraa fafd) & forg ufdan):

This provides the user for setting the expected reply date (follow date) on the dispatch that is sent to respective

department(s)/ministries. (I8 SUARTHAT &I, FHfd I /F=mera(l) o 997 T U9 TR GEIfad Sax @l fafer

(argsravr fafdy) M= & &1 Giden uee w=ar 2)

The user can set the follow up date for a receipt when (SUAThdl gRT fhadl urft (Receipt) % foru 33U SICRBIEER]

P ST AHAT § O79)

a. Receipt is inside the File (Receipt T3Tdc] H %\‘)

1. User creates the Draft from the file and approves it, or a Draft is sent to the user for approval. (\%Ml*lcbcﬁ qATael |

3T §TT 2 3R I AT HRAT 2 3T 3ol IUIRTHAT & rgdre-re Uftd fBar S ©)

- m
Curmpuitns Mt 5341500 e e A S TELL DL DAL4-00 of WE 1A
Pcatpt & Moing  Carmempordance Dva® Teferences | Link | Deads W oy m
ow =
v nbe= [75) :,’?F & T DEAECSTRT =V o um Sraten | DFA
sl - IDeah Detaits
_.U Do Yopw v] < ~]
Bubrried Flas f A Nuisre | =
Caurg Agzezrel
e ~]
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‘e I
ysed f r l
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e
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=)
Cowace foew |55
v Po
Cruatn Votomw
P e
Moy e bobe =
(haguas:hy -
Dopenh =
Loy 12
et =
Scttarags -
Matite staa =
FITY o —
Te
Fig.1

User approves the draft by clicking on Approve button (Fig.1). (1%5[.1)

2. After approving the draft, user will have the options to (3T @I 3TAIGT B & SR SYANTHAT & YT [ddhed

EUIRED)
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2.1 Dispatch By Self (¥ &80 o)
2.2 Dispatch By CRU (CRU ERT f$¥Ua @)
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3.1 Dispatch By Self (%7 g1 feww)

When user clicks on Dispatch By Self, user will be asked to send the draft with Followup or without Followup.
(afe SYIRTHAT §IRT ‘Dispatch by Self fdetd fhar SITaT 8, A1 SUARTHAT W 3MTelkd ®I BicliRMY 1al SHd {941 Hol
S & 9R # guT ol %‘ %‘)

Cossmpoution Boni 2131 P TR p—
Neovweymrn Wing (< Deafy | Sk | Unk | Detalls  Stasemasts T84 | Bend | Azachowest | Mare m
Vb
Dvem w SATISEATET - Dess Seatu
e - Aemrves ==
'z E10relt Dutaits
: Y i O
bt Thos o L) Attachments [ Arrasn v |
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N Ermait Detaite
—— 27 Poszal & et Register Dutads
® - - ~ -
Fean Borca tee o teare DoOse Ove "!
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PR | e e |
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Fig 3.3
Note: In case no reminder setting is required, click the Send Without Follow Up button to send the dispatch

without reminder. (IS SEIRS AT B AAIGAT el © Al [SWF DI ATHARSD & 447 9ol S &g Send
Without Follow Up g2+ fdaid @)

3.1(a) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears. (Send with
Followup gc fdtd B W, Follow Up Setting ST I1a Ude &R |)

W AT ¥ T TR

W—— i fabieg | Lo 4 Oran | Bate Lok | Desaid | Mosements | S8 | Gand | Attachimeet | Moo | Guirs wiew |
e
= o w? W DEA 04T Ore® Status - e
e

S10veft Delaits

-

L

.o
Srreses Fawe fo T Atschments m
e (S Dinpateh Optionn
......
- Do Email .
Treita et Deta
— [ Postal B Owd Megister Delats
= et Misbe Aibes Ot ] Fome Crmge
- v Orw v
na - >
Voo
o
Sy -
- Shenec = e & w |
» Phrpmicw Fia ' | ol op Netring
.Ou s
Dacr
s - o m
- Draate Wows (VPN B Por 2ot T Par Section
RS [Comee T on]
Ereate Vakire
o e b
Ptwrate s

Fig.4 o34

Copyright © NIC, 2014

198




e@ffice

A CRGITAL 'WORE FLACE SCLUTION

3.1 (b) Enter the description for the Reminder and Reply Due Date. (3&TR® @ oy faavor (description ) /R IR &q
faa fafr (Reply Due Date) G5 oY)

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. (fS¥Ue &1 3RS fafd Afed U &= &g OK dc fdaid &Y | SudNddl Cancel 9
foeTp Bxb UTUT BT Ufpar B WfId &R FhdT B)

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. (STTHT (SAT TeT HE B WA AT HNT & [Ty 0T
HT IR Il ¢ | [Shice ®U F gs@0 W & foy srga=y 8rm)

3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu

bar. (SUARTH UMNT fd=5 @I Dispatch #lSgd & 3I<TId Sent IU—WUS I IR TIREA # aR (left
navigation menu bar) ¥ <@ H&hdl )

3.1 (e) Also, User can view the natification(s) received on the expected reply _dates in the Notifications
Dispatch Followups section in the left navigation. (4&: SUANGAl dRi  =dFEHE  # R @
Notifications—>Dispatch Followups ¥ Sk =g ITrd fafomi & urd Aifefhaea <@ |adr 2)

c@nice

& CEBMATY LLCIHLD -

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. (SR UTW &1 ST & U¥aTd, SUAFTHA! fewol) ifdhd dva ToIr I urfed
fafer bR Action ®fe & I=Tid “Close”dc fdcid HRD ATERD DI d7a B Fhdll 2)
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Fig6 o6

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). (I& UG I I (reply due date) & SR Ul =&l il dl SUANTHA! DI SAM AR
Afefhaer=1 &1 aa &1 f giaer urd 8kl ©)

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 (STATTdHdT Details fofd (3.6) faeid dxa Afefbae=1 & fdavor fl <@ AdHar 8 | 396 Helawy
Notification Details ST dfad ffaq ac B@T ©):
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caxgeane o T8 MAETTION of WEIMAR .
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Sepoirh 5 rIoeTAA'IOl4 ey T VI0RMIRIN T8 WSO of A e Luis
aa 1 ' Sutaic! ahghguny T MTT G of MR N es  Tlede
& 5 [Trpepy— S8 AT o AL . Talse
ot I EECLAN DO S8 BATCs of WAL = ot
et
= et o XP00n of MAL Mk Leane =iy
. 0ot By o MBI M e L 2
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(3~ =f: Jazm) O =
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CAENT Pty Mecstvet Date i
s
- "
- S
TR BAETTC of WA MR kow  Dals
£ W iCrn of Wa{HEA) xam aae:
E8 AT O of WA M, i
S s o A o als
5 @aTTICY of WBLMe I
-,

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. (STIIIT&Hdl &
forg feea rgerauT &l fhoex w1 &1 I UL € 3R 98 B Y AMd oivid (3791) Today, (RTFTTHI)Next 7 Days,
(3mTT)Next 15 Days, (3TFTTHT)Next 30 Days, (fU®el)Previous 7 Days, (fU@el)Previous 15 Days, (fUsc)Previous 30
Days, (W1 (d)All Active, (93T @=<)All Closed =1 Had ©)
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Fig.7|fem1.7

3.2 Dispatch By CRU (CRU gRT f&=ta)
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. (37Tel@ g9+, iAlad & R U UNd &R d97 Afe STINTHl I
CRU & #Ted & UfYT &1 argar €, dr Dispatch By CRU g4 fdaid @)
3.2 (a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or without Followup. @fre

SYARTHA! gRT ‘Dispatch by CRU fdeTd fhar SITar &, 1 SUIANTHAT | 3MMeld Bl BNy 3fdr S9d {91 dol
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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

feoh: aft SRS BT 3 sMazaHar 781 © I fSEF BT ITERS & 971 491 & g Send Without
Follow Up ¥+ fawid & |

3.2 (b) After clicking the send with Followup button, As a result, the Follow Up Setting dialog appears. (Send with Followup
gcA fdeld ®- U, Follow Up Setting SIIART 914 Ydbe BII)
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Fig9|fero

3.2 (c) Enter the description for the Reminder and Reply Due Date. (STJHR® P forg faawor (description ) 3R IR
Tq aa [ (Reply Due Date) TS )

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. (fS¥U4 &I 3WRS A Al2d YT &+ &g OK dc fdafd &Y | SudNTahdl Cancel ge

T Bxb UUT BT UfpAT Bl AT B FhdT 8)
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. (STIFTHAl AT Ged HES BB W AAAT JTIRT & [ofU
ITSTAYT T TR Hhdl ¢ | fShice U # 3Msa w3 & foly A= 81 )

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. (I7¢ CRU gRT (G0l GAeT &1 SUANT &l 8Y)
feda aru¥ dler f&ar Sirar & ar FeiRa rgs@or J2mde 2T CRU &I fha! W UbR AJSEUT AT HRA Bl
PR & 7)

3.2 (e) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu
bar. (SUARTHAl U fd=g @I Dispatch #HiSgA & IIHId Sent SU—WUS § IR -dHRRH # IR (left
navigation menu bar) ¥ <% HdHdT B)

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. (J: B CIRIN G S S 1N
Notifications-> Dispatch Followups 9 IR =g YATRIG fAf2™l &1 gray Alfcihae=1 <@ Fadl 3)
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Fig.10

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. (SR YT &1 SF & U¥dld, STARTHA! fewoll 3ifhd dRa doT I UTfed
fifr ¥R Action BIeH & 31T “Close”dc fddid B FIHRD Bl d7a PR Fhdl o)

___I_D-Ci? & CAEBMATT ACCINED -
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Fig.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). (I TR Sx AT (reply due date) T& Sk UTE Fel &IdT Al SUARTHAT Bl 399

T ACTha®Her &I @+ B T Gaar ura gl 8)

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. (Y Tehd Eg

forg feTI= STg81avT & flheex R+ BT AT UIE 2 IR g8 Bis UHh A oidid (3e1) Today, (3TFTTHI)Next 7 Days,
(3mTT)Next 15 Days, (3TFTHT)Next 30 Days, (fUsc)Previous 7 Days, (fUsc)Previous 15 Days, (fiScl)Previous 30
Days, (W1 1d)All Active, (33T a=<)All Closed =1 Had ©)
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c@ffice
ooy biaxdios & CSEHATT upoissi |
EFlie =tectronic fiis spstem
Cos=| Fiilter:
Racsipts =l = T
Ll ==t ~Deft Type ™ Sebiect vizmed B ~ fssued Oa
Fies = = L T 3 >
= | [0 v3eesezo = Zizfao £.5 BHETT/ D0 of HS[e4) Zeme
:
Migrate Fie = O] vpoasseazog® Isu= i .5 BHATT/OV0 of HIbe=a) Z0ei20e
Dispaich = | 1 vosssaeo I = .5 BHETT/OV0 of 58] oar0e
= .
Dt = | O vpossszod, ~ s fdieiis C.5 BHETT/Of0 of HS(MEA) TeRne
~— — I O poassazoi4 Tssue ciss .5 BHATT/ Do of HS[MEA] Ziarme
5
(] vasesenzoit fesz casdsaces .5 BHETT/Olo of HS(M84) Zai01e
Reports _‘__' =a-
1 v3xaseaoe 117092014 [ Zamrds gt C.5 BHETT/O/ of #5)458) 171572026
Selings = | O e 107057014 saces- Iz dsadzsisz ©.5 BHATT 0o of HS(MEA) 1170972028
Nescation = | [0 vaasorme 17972014 dadsad- I dadsad £.5 BHSTT/Dfo of HS(M34) 17097201
b Dispaich Teloouns ] waneasreaois 1175572014 sadee- Savinder csadzsisz .S BHATT/O/o of HS[WA) 1170572012

b. Receipt as a Stand alone (Receipt TGa WY ¥)
This provision the user for setting the expected reply date (follow date) on the dispatch that is sent to respective

department(s)/ministries. (I8 SUATdHAT &I, Fafxa fam() /F=mera(l) & Ao T I9er IR F1fad S @ fafdr
(@rgsravr fafd) e & & G uee wxar B)
1. Open the receipt and click on Dispatch button at the top menu bar. (Receipt @I @il 3R HUN ¥ IR W
Dispatch ¥ fdadd o)
e@ffice

e e & CSEHATT uoCiEsTz -

fF”e slertramc fiie systan

Send Reply Sutnmnafie Cnvj‘lﬁspatdl E Movements | Edt Coss | View Draft  Atiach File | Aftach Aaceipt

»  EReceipt Details
» Browse and Darsz ¥
- 4 IR2LIH10FFICE OF US1DME)
» Insox {3} Recept No FizXo
o
+shev
From Msnsi
¥ Emal Diariszton < - 2 S
= Msin Calzgory Extzmal Vst Sus Category
» Crested e
g~ 110914 0316
A Wi seoress ceo SestOmie:
¥ Closad ol et R M Lefier Do Lo
¢ Actmosdedgement Subect =0fize Framswork Encloseres: 12341232
e =Movement Detadis
o The &-Office Framework Sent8y - SentOn - SemtTo ~ Action Remarks Resd On ~-
oo ' AW vard for the Government APUMABMRSM OFICECFUS- 110914 CSBHATTOGofHS _ 1103714
£{DN-TT} 0xEs (sasa Fonard QXN - g
Fhes o

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.

(Fie: SUARTHAT §RT Receipt inbox ¥ 3% §19 §RT GHRIA Receipt II9 HX® @I Dispatch s+ fdad o
IH Receipt & T 7 f$9 gfom fan &1 waar 2)
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2. User creates the draft and approves the draft. (STITHAT §RT el d9TdHR 39 &jHlf?:cl HIAT ST 8)

3. After approving the draft, user will be having the options to (3fTcT Call SinllrEcl PR P S SUANTHAT B I
faweq Brm )

3.1 Dispatch by Self (3% fS%a &)
3.2 Dispatch by CRU (CRU gRT fS&a &)

Send  Reply Wt is o Bl Cogy | Dopad™  Oatadn | Mpvemants | Eot | Oasa | View Dralt  Atach File | Attach Racept
ot vty gs
Dvaft Mo | DEACIOMALT = Dl Siates
¥ Broves szt Diarwe vid Aczeevad
b Jnbec () (= Draft Details
« ghen
¢ S Dacaation
Dralt Nature v S0 Bty ~
¢ Crmmtns
b Sern Languape v
b+ Claed
Bubyect
P ACArOoamdgerene -y &
ure v
o Sart Retop! Nurrbes = Amgly Type v
«@
» Ancyrie Bn .
' ' (= Communication Detaiis
M = Miripry
Poyrats Files Departrus
Diapates - tiarre Depgnation
Dispatah - Owganceaion
(L - Adcraas | ¢
" 3) Aooress 2
Couminy wl| St vl
Srtboone 2
cay Pwcooe
Mot aron -
Notee Landhne
Eot Dupartomardt (=
s
Emet
[DAttachments m
| Dapoith By CRU !ﬂ!zl Eon

Note: In case no reminder setting is required, click the Send Without Follow Up button to send the
dispatch without reminder. (I STFRS AT B MaRHAT 71 & A ST DI IFEIRS @ 71 A9
¥ 8g Send Without Follow Up ¥+ fdeia av)
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3.1 Dispatch by Self (%03 gRT &)

3.1 (a) After clicking Dispatch by Self, users click on the send with Followup button, as a result, the Follow Up Setting dialog
appears. (‘Dispatch by Self fdcid &= & UgaTd SUARTHAT §IRTsend with Followup button e fdhar Sirar

2| ¥ Heawy Follow Up Setting ST d1a4 Ude B8R

BT
Sead Raply Futie e fim  Capy | Capah  Derade Maserares S48 Coss | Vlew Draft | Srtace Nie | Atach Secapt |
e pagtn
Draft Me. | DFA/ICAREY «  Draft Stakss ¢
F Srovam and Drarie via Aparaves
» Inban (5 S0vaft Details
<
, B Aiachmonts =3
ZiDispatch Options
e ) Creail Detatia
» Aooow e 0 Sl o
- » 1 Postal & Out fegieter Dwiaile
» Crasas =l
3 Fosta Mzoe Chacse Ose V! Poals Charge
§ Sacyche B I [ressen Chaose Ote v Wegn
Filee : - = .
Paa Boor Ha Pean bars Cheuse Ore v
Phgrvhe File
Ot Dk t r
THepaten ol m Ot T
Onpond Catwmey Cww Destvary Thrw
o - )
net
Ontonry States | Cromes 2o v
Negmarts a -
r
Fulluw iy &
ettraga
Mttt £l
deserpoon *
txt Departrert </
Mersty Dus Date + ol
O P Saft L For Secton
Loven T

Fig.15

3.1(b) Enter the description for the Reminder and Reply Due Date. (3 ¥R® & foT fdavvT (description ) 3R IwR &4
Tad fafdr (Reply Due Date) &5 &)

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. (f$¥4@ &1 3gwIRS Y Afed Ui &% 8 OK 9c fdeld Y| SudNTehdl Cancel 9S4
fdeTs Bxd Y91 BT ufear a1 Wfd B FhdT B)

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. (STARTEHTl (AT e He BB @ AT AFIRT & [oly
3Tl AT PR Fhdl © | fShiee wU § 3@ W & o IgA= BI)

3.1 (d) The user can view the dispatched issue from Sent sub section under Dispatch Module in the left navigation menu
bar. (SUARTHAT U fd=g @I Dispatch #HiSgd & 3T Sent SU—WUS § IR -ANIRH # IR (left
navigation menu bar) ¥ <% HdHdl B)

Copyright © NIC, 2014

206




e®ffice

A CRGITAL 'WORK FLACE SCLUTION

3.1 (e) Also, User

can

view

the

notification(s) received on

expected

Notifications—> Dispatch Followups section in the left nawgatlon CE

Notifications—> Dispatch Followups ¥ SR =g ITRid fafri o1 urd Aifcfhasra <@ dadl ©)

reply_

dates in
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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. (SR UTl &1 SIF & U9aTd, SUANTdH fewoll 3ifhd dxa doIm Sce urfid
fifS) WA Action PIeH & 3= “Close”dc fdeid B FIIFRD DI g7 PR Ahdl o)
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3.1(g) This provides the

Fig.17

user to view all the reminder notifications if the reply is not received by the expected reply date

(reply due date). (IE TR IR AR (reply due date) T@ IR YT &1 BIAT A STANTHAT DI SAH TAK
AIfefhaer o1 <@y &1 W glawr ura el ©)
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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. (SUdTdhd P

e argsrat &1 fheer &_1 &1 A1 UIfAE 2 3R 98 Py U AMG oikifd (31T

) Today, (TFTTHI)Next 7 Days,

(3MTH)Next 15 Days, (3TFTHT)Next 30 Days, (fU&el)Previous 7 Days, (f0&el)Previous 15 Days, (fi&el)Previous 30 Days,

(&1 |fea)All Active, (341 9)All Closed T HHAT 2)

c@ffice
ot s s
EF]iE =tectroaic fis spstem
= Closs
Recsipts Bl —. S <
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3.1 Dispatch By CRU (CRU §RT &)

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. (3Tei T+, 3TAIad dx iR SH UNd &l 997 Al STIRTHhdl 39 CRU &

AETH W UG $-AT @r8dr 8, df Dispatch By CRU 92+ fddd &)

3.2 (a) When user clicks on Dispatch By CRU, user will be asked to send the draft with Followup or without Followup. (&

ERT ‘Dispatch by CRU fdeTdh T ST B, A SUINTHAT o ATeRT BT Bicilerd 3fqdl Sqd 9T Ao

S @ IR H gBT O § ?)
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Fig.19for=1.19
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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 (IS 3RS AT HI MaeIHAT el © Al (ST DI JITHRD & 977 Wol
ST %‘g’ Send Without Follow Up dc+ fdcd® &)

3.2(b) After clicking the send with Followup button, as a result, the Follow Up Setting dialog appears. (Send with Followup
gc [deTd &1 UR, Follow Up Setting SIICRT 1 Udhc BIT)

eFile secsmmc e yprem
Sent | Maply | Put mnn Fde | Copy | Dissatch Detals | Movenents | Bt | Cloem Vi Cradt | Attach fie  Atxach Recmat |
rte
Tratt Ma. - DEATS0CSE1S - Draft Status
L - e v.ia Azuroemct
» Mo (1 S10vatt Details
P s S
SIAttachments m
ZiDispatch Optioas
» Olannd Dapatch Oy CAU Detain
P

b Ackrmied e CRU Usens) BALWAM SHOH w1 Dewvery Mode Sy eand hd

— ks
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Baiich B l Aamarks
Fiies
Marats File
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Dlapaten
neC
Nepenta A
[ ¥ulinw Up setting
—-ttuey
LIETL
o) Dmgesrtiveeset - pcant
Ree - Dot ™
® o e
 orcet | %

Fig 20/fr1.20

3.2(c) Enter the description for the Reminder and Reply Due Date. (3 ¥R& @& {17 fdavvT (description ) 3R IwR &4
Tad fafor (Reply Due Date) &S @)
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. (ST I 3RS 1T Al2d U B4 &g OK dc fdedd &Y | IUINTHl Cancel 97
fdets Bxd Y91 BT ufear &1 WG & FHhdT B)

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. (SUAFTEHdAl ISAT e He TR WA @l JTIRT & foIg
AFHAT HE PR Fhdll © | [Shice wU H AIEU W & o 1A= B

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. (< CRU gRT (G0l GfAT BT IUANT Bl 8Y)
feda aru¥ dler f&ar Sirar & ar FeiRa rgsr@or Jmde 2T CRU &I fh¥! W UbR AJSEUT AS R BT
PR 7Bl 7)
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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. ( U fdwg @I Dispatch Hfeyd & f=la

navigation menu bar) ¥ <& HHAT )

3.2(f) Also, User

can

view

the

notification(s) received

on

Sent SU—Gvs W 91}

the

Notifications—=> Dispatch Followups section in the left nawgatlon CE

reply

dates

TIREE A aR (left

in the

TAERE W IR &

Notifications—> Dispatch Followups ¥ SR =g ITRid fafri &7 urd Aifcfhasra <@ dadl ©)
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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. (SR UT< &1 SITH & U%aTd, SUANTG fewofl sifdhd @xa qer S urfd

fAfr W& Action HIcH & <id “Close’dc [l B ATHRD Bl 971 B Fhall o)
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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). (IS TR IR A (reply due date) T IR YT &l BT A SUANTHAT DI SHH FTAK
Afefhaerd &1 e o W Ffaer urd el ©)

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. (

forg o' args@vr &l flheex & &1 W WU & iR 98 BIS Udh A1d oididh (3o1) Today, (RTRTHI)Next 7 Days,
(3T Next 15 Days, (3TN Next 30 Days, (fd@el)Previous 7 Days, (f&el)Previous 15 Days, (fi&el)Previous 30 Days,
(&1 |fsa)All Active, (41 9)All Closed T HHT 2)

c@ffice
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Migrate File = O SR Tssuz g C.5 BHATTGf0 of HS[}83) Zer20e
Dispaich = Il s3=d- Issuz == C.5 BHATT/ 0o of H3)M3] 7/oar20r8
s 5| O dsisd - Tesoz i .5 BHETT D0 of HEMRA] ball -t
~ = l 5} I8I8/2014 = Issu= ok €.5 BHETT/Dvo of HSME4) Zitaime
: W B8 2014 sadkades-  Ismue dasdsades .5 BHETT/O/0 of HEIMHA) 27082018
Reports | =
—l 1 1172972014 fsids - Reminder fdsfec C.5 BHETT/O/0 of HE)WE) 1105/201¢
e = | O 175572014 sades- fse dssizsess C.S BHATT Ao of HS(MA) 157208
Neication 2 O 19014 dsadsad - Issuz csazsac C.5 BHATT/Df0 of HS[ME) 1501
b Bispatch Felovees O 11257014 sacks; .5 BHETTI 00 o HSIMEA) 1170572012

Fig.23|for=1.23

CREATION OF REMINDERS W.R. TO AN ISSUE (fb¥ll favg & W= # 3w R$ ¥ fHar s

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). ((FTFf=rd fa9(i) / F=rera(l) & Ugel & ol T

frdll fag W afe gl [ @rgeIRe ) T SR Ui 81 Bid1 Al STANTHA] Bl I8 ITEIRG AT iord
PR B JAET Y& PRAT ©)

1. User created a new draft and selects Draft Type as Reminder. (SUITTHAT §1RT Udh =TT 3MTeld G- B AR BT
TR (Draft Type) Reminder (SIFR®) AT ST ©)

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. (3TTelRd &1 UHR Reminder & ®U H T S W U T bhice

Issue Number Uafid &rcfl 8, R gamaelt # 9o 1 fa=gaii @ gt & 7)
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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. (591 favg @ foru srgeiRes UG favam ST 2, SH&T 909 a8 | Hholawy 99 g

A FHRd @ @1 Draft creation W19 TR WIHT WRI ST 7)
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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). (Save W fdcid X 3R T9 3l AR B T T & FHY STANTHAT TATRT IR
fafr @rgER® fafd) MaiRa w1 &g S fEarell &7 o= |HhdT § Siald (Process for Setting Follow
Up (Reply Due Date) on Issues) # 9a3T 3T &)

Note: In case no issue is lying in the file, Reminder value will not be displayed under the Draft Type drop

down. (AR vAGelt # PIg fvg & &, @ Draft Type ST SS9 & A= d Reminder Value @FIJERS AM)
yeRRia T8 8

5. User can also set the reminder for a Dispatched Issue form the TOC list menu in the file. (SUATHT fhd g
favg & forg wamae # TOC list & 1 SR FMuiRd &R Fahdr )
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Fig.26] 717126

Note: Reminder will be created w.r.to the parent dispatch issue. (3g® ST fig & W= § sERS

wforT &)

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. (Create Reminder i &1 SUART, SUANTHA! @I draft creation
W W 9 T, Sl Uge URa g =i #er srer g@ 9 W) §Y &)

6. After clicking on Create Reminder tab, user can follow the above mentioned step 3 and step 4. (Create Reminder
<9 faeid H3- gTaTd SUINTHAT SURIG @RVl 3 9 TR 4 R SfeatRad fFard &= |qa)

7. In addition, 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. (QWB ATfRad STIRTHAl Create Reminder
fofeh &1 SUANT &< already sent dispatches (Issues) ¥ G731l / SFIRD] & FHI H RS T Hahdl

&)
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=
evInce :
200, E——— o o CSBHATT UDCIHSI2 ~
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Migrate File = C. Goginathan, New Db 1/3005323/201¢ Issusd & Sem (7]
- = PP I=usd &
Dispatch = fdsfodied, Sdstod Dispaiched v
b sofpcfe cForindi ssuzd & Sent v
¥ Retumed ez 23325672014/0lc of Iud &
sdadsac. dsadsad HS(MHA] Oszanched v
y = C. Gopinzthan, New Delbs Issusd & Semt v
oSsC =+ S 2 o Issusc &
D Aamesh Eaba, New Delbi Dispatched v
Immusd &
i it
RS = ok, wad Dispatched v
Setti = Jzshs NSn, Najor Ofig SO-2 Isu=d &
(Per/RE], 0G 2R 551, Dispatched v
= g Isusd &
MobBcabon = odsad. dascz Dispatchad v
— iR TiE 13008307 ange Sed &
- - o 300830712006 == O v
i TR I=sud &
fdsf=df, fdsisd isa) Dispatched v
Sy 110914 UDCES Gis2/2018-0fc ¥ KS muedd 7Y

forsr.27

8. After clicking on Create Reminder, user can follow the above mentioned step 3 and step 4. (Create Reminder <4
fdefd B UaTd SUANTHA] SURIGT TR 3 9 oROT 4 TR SfectRad fBaRi B FHm)

SEARCH OF ISSUES OF TYPE REMINDER (IJFIR® YHR & fa=geil @ @)

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. (SH®T HERIAT A IUINTHAT RT T4l ATHRB] I WIol JTERE Q1

UATGel HHID, BRI UGl FHID, 9 HHiG, UIfd FHie a1 v & MER W &I S ddhdl 7)
Search will be of two types (15T &l UHR BT 81):

e Module level Serach (AlSgel WRIF WIG)
e Advanced Search (3= @Iul)
Module level Search (AiSdd wXIT @Iol)

User can user the Search box in the header of the application adjacent to Advanced link. (SUIThdl gIRT IIENE
@ header § Advanced foT& & U Search box & SYIRT fHAT ST AT )
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forsr.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). (STl §RT notifications

I g SWRIGd ATUGUS] WR SR A (values) @I Notifications listing 9 @& Search Box #
TIRY /ol far S A&dT1 g1 (Follow Up listing page @& 3.5 &1 Aw<fid @)

Advanced Search (S=Id @ToT)

1. User can user the Advanced link in the header of the application As a result, Advanced Search module
appears. (STIRTHA! §RT TelldbeE & header # Advanced foid &1 SUANT fham ST Al &1 ey,
Advanced Search #€ae Ude &)

2. Select the Dispatch value under the Search For drop down from the Generic Search Parameters section as
shown in Fig.10 (AT &IST AT9GUS &US H Search For $T 199 & =¥ Dispatch A a0+ &,

Sarfe A0 & wefdfa ?):

c©ffice
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Fie No Recett No
= Minestry | Croase one ™ Depanmant  Chocse one v
<
a S5te | Crooss One w! City
> .
= l Dessgraton Orgurasadon
Oespatehs Throogh | Chroose ene vl
Owtpun Fitas: [y ¥ pspaxh No I Fia No M Rocopt No Vsnjec ™ Adaressee gent By ¥ gecticn [ Denatmant ¥ Degalch 3y 7| Tispatea On

forr.29
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CREATION OF MULTIPLE REMINDERS OF AN ISSUE (f&¥l farg @ oM@ S/ wR® 9911

This enables the user for creating a reminder draft w.rto 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. (IS TFIRS UM HRT & UTard 4 JARM IR (A (rgeIRe [OfY) T IR urad 81 sian dl
SUARTRAT BT Ig, T faar() / F=red(l) &I usel &1 U STEIR® leld & g H AJHRS ATelRd T

@1 GAT Y BRAT 2)

Refer Creation of Reminder w.r.to Issue for process. (Uf&3T & oIy WS Fafid &)
REPORTS FOR REMINDER (TJ&R® & ferg Rurds)

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. (RUICH H€ddl SUARTEHA! &I FHd AllCh®e=d & foIg
STo! Regfer, HEl A IR Ydlferd €, fba F5g 3 gy =Tel 837 &, & MER R RUcH g9 Bl Gigen gar
BT )

User can generate the 4 reports based on the input parameters explained above as follows (SUTad afofd ERI

AUGUSl & IMYR UR IUIANTHAT (Had 4 UHR Bl RUISH a7 FhdT 2):
1. Diary for Active follow ups (fHd Bicl—3rd & foIv SRR

2. lIssues for which reply is received before reply due date (7 a5 5@ IR UARIT Iax (Al 4 gd

T 8 S 8)

3. lIssues for which reply is received after reply due date (4 fd=g ST IR IARG IR [T & ggeama

T Bl )
4. Diary for Active/Closed follow ups (&3 /a7 Bicll—3rsd & forv SR

Above Reports has been explained in Reports Section. (STRIad RUlcy & W= Reports @U€ H FHMAT oIl
991 &)
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TRANSFER PROCESS (RITFIIRYT Ufda)

File transfer interface, is a feature that will allow the transfer the Files/Receipts from one post (Active/Inactive) to another
post (Active). (File transfer interface T&b Jfdem & <l us (Afed/Flkea) ve ¥ e I (@fBd) ug &
TATaferal / WAl @ SRIATROT @l AR <A ©)

Process Flow in File Transfer Interface (File Transfer Interface # Uf&aT yare)

Through this interface in eFile, the eOffice Administrator will be able to transfer files from one post to another post. (eFile
H 39 3B & AEH ¥ eOffice TRITHG Udh UG ¥ §EX US &I YAl Bl RAFTIRGT B FD )

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. (eFile # I IRT URITA &I AT @+ drel Bl ol IuIRTEHdl o ari
AN R H U Settings fddeu # gABR foid g 8r)

eQrice
b o b & C.SOHATY UDCIrRS)Z
eFile #imcowe niesyoam o st | Wela
=iTransfer
Recwptn I=
s Departnant From | Selec! Degartmant v Secton From | Seect Sochon v Trangier F1om
Files = — i
eprate Fil @) Dupartment To ' Salect Degartmant v Sechon To | Salct Sachon vl Transter To ¥ Share Sent Ttems
Drpatch = Tramstwr Fiw v,
e S, Yew Subject
eae = Computer No Dpening Dste ®re bl
Flle No
Man Calegory | Choose one wv!
I S Category  Oecss Ore v

E 5
=

b Daning Ngtes

Fig. 1|01

2. The local administrator managing this module will be able to search all employees from his/her department only in
the “Transfer From” field. (39 AISTAl BT Y= B aTell IR YRS AH AU [G9IT & Al B @rel
“Transfer From” ies ¥ & HdHdl )

3. The local administrator user with File Transfer role will be able to Search all files/receipts for any Post. (U3 el

IR BRI dTell DI qHBT H, RAF URED (Al 41 U8 & foly 91 yamaferdl / uiidl &l @il &R
AHdT B)
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e@fiice
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Fig 2|fer.2

Note: Administrator will be able to search all the employees (Active/Inactive) in the Department. (Y3T¥ &
T & o (|fa /i) Sl @ @ wR Faar 2)

Note: Administrator will be able to search all the post (Active/Inactive) in the Department. (J3@ fGHIT
# o (@fFa /fAfkea) usl ot @ FR GHar 8)

4. The local administrator will be able to transfer all Files/receipts to Active employees having Active post

only. (R TS hadl AfET TS WA el F(Hd BiHD] dI TH! gaATaferd] / Uit IR &

o oen scamnack e & CSBHATT UCCIHSEZ -

-

"l

= Transfer
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» Search Priviegs
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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. (YA UIRAdH GIRT qATaferal / urfeTat
DI WIMRING HRA W qd Sfard fewqoll g1 fBar S g sferar uAhierdl / Uiikqal &l RIe=IiRa
PR TR YRIBR—U3 TS HRAT ATaeqDH BT

3
e@ffice
o — t——
EFIIC SIctiamic Tie syiom ol Advunced | Help
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- transfe:
o _ Yo ReeTarks
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Fig4Jfor4

6. Files from Inbox, Created, Parked and Closed will move to the recipient’s respective folders. (Inbox, Created,
Parked oI Closed ¥ U=Maferdil UTcdbal & AT Biesd H dell SIRIT)

7. Dispatch Sent items would also be transferred along with other File/receipt components. (Dispatch Sent U= g

fl 3T UFTgell / Ut Ted! Afed RIArIRd 81 SR
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