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Objective of the Application

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

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSU’s, Autonomous
bodies to enable a paperless office by scanning, registering and routing the inward correspondences along with

creation of file, noting, referencing, correspondence attachment, draft for approvals and finally movement of files as
well as receipts.
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Introduction

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

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

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

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

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

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

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

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

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

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

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

Receipts

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

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

8. Recycle bin

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

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

2. Electronic

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

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

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

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

Classification levels are shown below in Fig.eFile.1:
o Normal
o Confidential
o Secret

o Top Secret

Is Classified | @ ves ) o Choose One "

Confidential
Narmal
Secret
Top Secret

Fig.eFile. 1

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

Receipts (=]
b Browse B Diarise

+ Physical
I + Electronic I

b Inbox (4)

¥ Emazil Dizrisation
p Created

p Sent

b Closed

b Acknowledgement

p Recycle Bin

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

As aresult, the Browse and Diarise screen for electronic receipt appears, as shown in Fig.eFile.3:
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s Cassified 7 vas B 1o

Upload Docsment :r\ POF w5 MY Diary Details

Dualivar . s
s Eyferd  |=] Languaza [nglich  [¥)
Type Latter [3] Letter Date |
Harzne S— T
,.,.'::"'d [ariranis | @) oy pate | 13/07(20:2
HumbEr g Yoz @ o
b, o =]

inisy Chagse oz [=]
Desigratien |

sedress 17

Address 2

=Mail

Organizabion| Chacse ona [=]

Couniy  [WDEA  [m] Pineode

Stata Chooae one [w]  Mokile

Telaphana

_43d tn address beak
P 4 [Cvinesa One
Sumect*

Generate Feceipt

[=]

Fig.eFile. 3

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

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

Choose File to Upload

Look in: l 4 My Computer _v_l X v E-

s Local Disk {C:)
“w Local Disk (D:) :
My Hecen! e Local Disk {E:) ‘

5

Documents | ) hypjcp-RW Drive (F:)
|_)Shared Documents ‘

|
!

=

o
@
123
il \g
g
o

(L administrator’s Documents

\

My Documents

\
{
'

ter

z
-
Of
‘t—\‘ g&&
’ °
[~

My Network File name: " _]v —]ljpen
Places
Files of type: [ Al Files (2.7 ~| Cancel

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

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

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

1s Classified ' Yoz @ jo
Upload Document * [C;Users\ACLID=skt] Browse.. | | Upload. | (O #0F st 5HE) Diiary Details
Dalivary - ey
Mode® By Hand  [¥] Lenguage  [English E
Type Letter [w] Letter Daze [13/0
E“”*d 13/07/2012 | (&) Diary Date [13/07/2012
=
Humber VIF D ¥es® 3o
File: Number
Dealin
fande  Choss=On=[7]
Minismy | CABINET SECRETARIAT [=]
Dazartman [=]
Namie*
Designation 50
Addras i
Address
e-Mail
Brganization Choass ane [+
Country [INDIA Zl Fincode
State Dalhi [=]  Mobile
Telephone
&dd to address bock

z:;gc_", Training relsted mattars [=]
Sub Category | Choose One IE]

[Tairing of 1AS officars -
Subject*

Gensrats Receipt |

Fig.eFile. 5

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

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

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

c) Details: User can use this option to view the details of the generated receipts such as Dispatch History,
Referenced files and Referenced Receipts, as shown in Fig.eFile.6:

Copyright © NIC, 2012



--:-A---ffioe

CRGITAL 'WORE PLACE SOLUTION

Send To Draft Movements Edit | Forward | Futin e file 'Copy | Dispatch | Abtach File | Altach Receipt |

iy

Aecmipt tig 10110/2012/1LF
Subject : Taini

@0
COFT
Main Catagary ¢ Training relstad maten
Sub Category ¢
Sent Dats 1
Opening Date :
3-07-20

Disatch Murmber ¥ Subject” Dicpatch Dater Sent Through® Dispateh Modew

Referenced Files

* File Humber ¥ Subject * ptached by

Referenced Receipts

* Receint Ho. * Subiect ~ fitached by

Detach Receipts

"ReceptMo. < Subject ~Decttached by = Detiached Do

Fig.eFile. 6

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

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

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

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

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

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

To

(Use semicolon(;) to seperate
recipients,}

Set Due Date | 7 m
Action Forward El |
Priority [ Ordinarv =l

Total 1000 character left

P

Remarks

s

Fig.eFile. 7

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

Send

Receipt Number :  10400/2012/LF

Subject : sdasd

To [

I?

.8

{Use semicolon(:) to seperate recipients.)

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

Total 1000 character left

s

Remarks

[send as sticky note

Fig.eFile. 8
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e Enter the ‘CC’ option if user wants to mark a copy of receipt to other users also.

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

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

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

" Wovements | Detals Edit| Forward |PutinaFile Copy  Close | Disoatch | Attach Flle | Atach Receine

Receipts Bl ¢ P
¥ Brovss & Dizrise

+ Physical Receipt Number ¢ 10400/2012/LF

+Elactronic Subfed sdasd
+ Inbaox (87) T

+ 2day Testing

+Todzy Recsipt
¥ Email Dizrisafion
} Crested e
¥ Sent =

[Us= s=micalan(;) to s2perate redoients,)
¥ Closad
geme!
¥ Acknowledgement et L i I E
} Recyds Bin
Action
Files H
: Prigity
Migeate File =
Dispatch =
D5c i Remarks
Reports #
Sattings E =
[send as sticky note
Fig.eFile. 9

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

e Type the Remarks (if required) in the Remarks text box, and click the Send () button, as shown in
Fig.eFile.10:
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Wovements | Details | Edic | Forward | Putina File | Copy | Close | Dispatch | Aftach File | Attach Receipt
Recei =
i = | | Gend
+ Browse B Diarise =
+Bhysical Receipt lumber ;  10400/2012/LF
+ Electranic Subject : sdasd
+ Inbox (87] To
+ 2day Testing ==
+Today Recsipt
+ Email Disrisation
b Crezted =
b Sznt n
{Uze semicalani;] to zeparats recizients.)
b Clos=d
b Ackrowledgement e aiiia ﬁ
b Regycle Bin
Actian Foreard ]
Files [ . e
Priarity [mmezizte =)
WigrateFle (%]
Total 1000 character left
Dispatch ®
DS ] femarks
Reports #
Settings ]
[ seng as sticky note

Fig.eFile. 10

As a result, the scanned and created receipt is sent to the intended recipient. Then, the user will be redirected to
the Sent Receipts page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in
Fig.eFile.11:
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A | Beply oo Akmzfe ey Mol Nruks Oy Chee | Dmmd ezl ey oy
i Mafeer  fieg ot TEEY TE "Rl T Quekdan
g1 st w AOARIR WNOEY wE By ¢
7 b VEHE T AL amEus - ot
# i ol MDAMUNE s - Boe
o i Prer LT Byt
§ Bl R AT Bhe
st & S B4e
#E i s S nszEe - Bhe
LB I DTy B Mutross: | "
Fig.eFile. 11

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

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

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

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

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

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

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

Search

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

K< 1 >»

Fig.eFile. 12

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

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

Copyright ©® NIC, 2012



e@ffice

CRGITAL 'WORE PLACE SOLUTION

Search File For Attach

Search
File Number Subject
OFE S-11011/11/17/2011-ADM Functional to attend...
(®E S-11011/11/15/2011-ADM To attend the worksh...
{OE S-11011/11/14/2011-ADM Functional test
(O E S/1/2011-ADM test
OE S-11011/11/13/2011-ADM tyesting
(OE S-11011/11/12/2011-ADM For testing the at t...
(OFE 5-11014/11/1/2011-ADM test
{)E 5-12011/1/2011-ADM medical bill file
K< 1 >»
Attach I
Fig.eFile. 13

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

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

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

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

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

Confirm

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

Ok | Cancel |

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

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

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

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

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

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

2012 Izl Search

|:| * File Number * Subject

|:| B FL-00456 FL-00456

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

= E confusion confusion

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

L)
| Attach File
Fig.eFile. 15

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

D * File Number * Subject

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

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

Attach File

Fig.eFile. 16

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

ALOK PAMDEY 17/02/12 ALOK PANDEY -

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

Referenced Files =

* File Mumbear ~ Subject ~ Attached by -

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

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

Fig.eFile. 17

View of physical file if opened from (Fig.eFile.17):
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File No: C-11/2/2012-LF
| Corraspandence | Link and DeLink | Movements | Detals | Edit S=nd | More Acion | Conwert File |

E pras " g

List of correspondences and issuas

[l =  Receipt/lssie No. ~Eubjet T Type *Attachad Dn b

e 9103/2012/LF =dfs 12/06/12 02:24

0o oe 9044/2012/ERC FIGHTER " 12/06/12 02:23

" DFA/1740 FIGHTER . 12/06/12 02:22
M ' ' FIEH'Il'ER ' '12,'us;'1z'02:22 '

0 ' P 9095/ 10 a2c1':a5&c ' tic ' pubL '11';us;'12'nz:02 '

| ——————————————————————————————)

Fig.eFile. 18

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

File Mo: A-1100 1] 138/2013-LF
| Moting | Correspondanca | Draft | References | Link Delink | Dataile | Movements | £dit | Ssnd | More Action

B P e

4 400 Graan fote | | _ | Add reliow fore | ] List of correspondences and issues
[l = Receiot/Tzsic No ~Cubiedt  ~Tupe = Anched On .

Fig.eFile. 19

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

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

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

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

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

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

L8

Attach Receipt

Fig.eFile. 20

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

Copyright © NIC, 2012



e@ffice

A CRGRTAL 'WDR K PLACE S0LUTION

2012|Z| Search

Showing 1 to 10 of 29

= + Receipt Number + Subject

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

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

[&] P 9129/2012/EEC coins

[} P 9130/2012/EBC live

[} P 9139/2012/EEC forvard

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

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

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

Lz

Attach Receipt

Fig.eFile. 21

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

Attach Receipt

@ Attach Receipt Hemarks

Remarks *

Fig.eFile. 22

o Enter the remarks and click the ‘OK’ button (Fig.eFile.28), as shown in Fig.eFile.23:
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Attach Receipt

@ Afttach Receipt Remarks

as per reguirement

Remarks %

Fig.eFile. 23

As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced
Receipt section of the working receipt, a shown in Fig.eFile.24:

| Moverments | Detals | Edt | Forvard | Pucina e | Copy | Close | Dispatch | Attach Fle | Atach Receine

Reminclio HSl]Iﬂ]ﬂﬂl?J(C
Subjact ¢ szfasf
From ¢ sacsad
Designation ¢
Accress dezczad
Main Category Al Mestings relztzc maters
Sub Category
Sert Dafa ¢ 13/08/12 12:42
Dgening Date + 13/03/12 11:42
Letter Aefereace fio
Letter Datz ¢
|' Dispatch History
Dispatch Number, 7 Subect  Cispatch Date * Seat Theouch * Dispatch Mode
11264202 ssfasf /312 213 7 LIAMK) | (5]
i' Referenced Files
* file Numbzr * Subiect v Attached bv v
* Subedt  Atsched by L
toins HLKA & KULLARNT "
Fig.eFile. 24

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

Copyright ©® NIC, 2012



e@ffice

A COGETAL WK FLACE SOLUTION

Browse and Diarise Process of Physical File:

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

Inbox:

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

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

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

number.

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

There are 10 Links provided under receipt Inbox:

Receive:

Helps the user to receive the Physical Receipt. Without receiving the physical receipt user cannot

make any action on that particular receipt as shown in the Fig.eFile.25:

Recats
b Browes & Diarks
+ Physical
+ Eectronic
¥ Inbox {3)
4 2day Tasting

+ Shyam

b e

b Sent

[R=CE)

¥ Remycke Bin

s

Migrate File

Dispatch

DsC

Heports

Bettings

b Acknosledgement

|

@ @ @ |E

Dafe Range : 04092012 To 191092042

Fieecive | Reply | Forward | Pt ina File | View | Hove To | Mark As | Copy | Close | Dig Recive Receipt Confimmation Hizmarehical View uy Rocacts. |T|
] “ bachments  Subwec a ArE yOU SUTE you want to recive this receint 7 = Sent On Dum0n v Quick Actian
i} o W—“’W EET 1R/0R/1T tLe2T Bnc
A AEE = R sxrian 18/03712 19130 By
|__? g €5 Sharma -001 ram kumar charma ALKA A ULKARNI[LT{ARK] | LF| LESNAA 170012 05142 - BSe J
1] P hrader zatasf ALKA & KUERARNIILITANG] LF,LBSAA 14/09/12 02143 B
[ ] diory =l LKA & KLLKATNTILI[A4)1.LF LESIAA LNz B4Ye
il H & indige fgh £IKA & RLKARIT(LITRACLF.LBaTEA 140311 E 10:4 B
P mdication =df ALKA A KULKRANT[LI[AAK]] LF,LESNAR 140013 10204 - B%9¢
P newl = BLHA & KULKARNI]LL] A1), LF, LESHRA 12/08/1Z 9108 B4
] P hyam sl s2d GEETA EHARMAIPADF] HLNDL)),LF, LESHAA 1309012 1M B %
m P register a=d ALIA A KULKARNIILELAR)) LF LESTISA 13/09/12 03:08 [ B i
I Ea & Sean i Mphan FAMESH KUNAR{SLIDIRKI) LIB.LESHAS i 4
[ B =] my name I cumit and... d GEETA SHARMA{FR.OF] HINDL)) LF.LESHAS 11/08ME 10054 BEse¢
E & oy 55 mal ALKA A KUK ANI{LEAK)) LF LESTIAA D8/0RI1Z 0313 |l
i ® fdg dfe ALKA s KOLKARNIILL A0 LF, LBSHAS 1/09/12 10085 = M
LEGEND [ Out Teday [ Past Tnmedists [] Immedist= Drdinary

Reply:

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

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

in Fig.eFile.26:
Receive Rep% Forvard PutinaFile | View | Move To Mark As | Copy | Close | Dispatch | Hierarchical View |1y peceipts B |
H v Receipt o, v Subject v Sender ¥ Sent By v Sent On ¥ Dug Onv Read On v Quick Adion ¥
Egnonccl £ dft 6 ALOKPANDEY 17/02/12 05:09 Ny
Eamehocc 120 2 ALOKPANDEY  17/02/1204:58 BY¢
P3125:‘2012:‘cgcl 7 1 i ALKA AKULKARNI  17/02/12 04:35 17/02/12 04:36 w9 C
Fig.eFile. 26

¢ Click the ‘Reply’ link, as a result the recipient gets automatically selected from the send to list, as shown
in Fig.eFile.27:

" Send

Receipt Number :

1886/2011/ADMCON

Subject : test
To VF’;athriﬁdira MNath Mukﬁerjeg—gprfx ;::Ijr'f;l)l-“
Cc
Set Due Date @
Action Lg_ij_(?_cse One ‘:_l
Briority [ Choose One v

Total 1000 character left
Remarks

Send I

Fig.eFile. 27

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

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

[ ]
“ Send i
Receipt Number : 1886 /2011 /ADMCON
Subject : test
To [ Rathindra Nath Mukherdee-—-PA (DM)
Cc [Rathindra Nath Mukhedee--PA (DM
Set Due Date [3o0/08/2011 a2
Action Choose One ~
Choose One
Pricrity
Approve
Pl. Discuss
Gi‘.r:lTir‘;n racter left
P, <all
Fixx a meeting
Remarks Response

Fig.eFile. 28

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

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

Receipt Number : 1886/2011/ADMCON

Subject : test
To [Rathindra Nath Mukheree--PA (DM)4
Cc Debprosad Dey--UDA(DPR )--Confiddg
Set Due Date : @
Action Choose One VJ
Priocrity { Choose One VI

Total 1000 character left
Remarks

Fig.eFile. 29

As a result, the receipt is sent to the intended recipient. Then, the user will be redirected to the Sent Receipts
page, displaying the list of all the sent receipts along with the newly sent receipt, as shown in Fig.eFile.30.

Copyright © NIC, 2012

Forvard | Mark As | View Copy | |

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

' Send

Receipt Number : 1886/2011/ADMCON

Subject : test

To
Cc j

Set Due Date i @

Action [Chocse One v[

Priority ! Choose One V[

Total 1000 character left

Remarks

Send

Fig.eFile. 32

e Either directly enter the name in the ‘To’ option or click the ‘“To’ link to select the marking abbreviation
of the recipient from the list box, as shown in Fig.eFile.33:
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| Movements | Detals | Edit | Forward | Fuzina file | Copy | Close | Gispareh | View Oraft | Amach File | Attach Recsipe
|' Send

Recaipt umber 1 10220/ 2012/CC

Susgect o dfadf

To -

ALK A KULKARNT LEAAK) LANGUAGE FACULTY

\AILN FUAM TAMTE, CMOIART! MEDICAL CENTRE

\AVIND GOVAL uDCiaE

BALAM SINGH RAWAT SUPDTITRGR

[MGH RAWAT DA[BER)

Set Due Date

BHAWANA SEHAY PORWALHI[BAR) AN T
Actian
BHEEMA NAND DABAAL  DABND) ESTATES
Bricrity ==y
Tats| 100 charactar laft
Rermarks

[Tl Zand as sticky noks

Fig.eFile. 33

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

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

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

"‘ Send

Receipt Number : 1886/2011/ADMCON

Subject : test
To [Rathindra Nath Mukherfee--PA (DM)]
e [Debprosad Dey--UDA(DPR)--Confidg
Set Due Date 52
Action Choose One v
Choose One
Pricrity
Approve
Pl. Discuss
Giv;I‘ls'i:rl;»: racter left
Pl. Call
Fix a meeting
Remarks Response

I Send

Fig.eFile. 34

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

Fig.eFile.35:
[ Send

Receipt Number : 1886/2011/ADMCON
Subject : test
To Rathindra Nath Mukherjee--PA (DM}
Ce Debprosad Dey--UDA(DPR)--Confidd
Set Due Date .05/08/2011 |57
Action | Forvard v I
Priority [out Today v |

995 Characters Left

URGENT]
Remarks
Send '
Fig.eFile. 35

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

Then, the user will be redirected to the Sent Receipts page, displaying the list of all the sent receipts along
with the newly sent receipt, as shown in Fig.eFile.36:
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Date Ranga | 03/09/2012 To 14/00/2012

b BN = L TR T

b Enovse b Diarise

* fitschments Subeat " Sender i v Bt On *Diz0n =

+Dyical

(]

+Eldronic dast i) FLKR A RULKARN] 1812 1213 1411912 12:00

 Inkas (87) dasd by HLKR R KLKRRR] 130812 12452 14/09/12 12:00

+ 2y Testing sdast m HLKA R FLILERRRD 130912 1212

= ] ]
a] m

+Todzy Recelpt Hhydlg fghd KR A HLKERRD 130812 0347
b Emzi Dizrisation

b Created

b Sent

¥ Chosed I

b Acknaniedgament

b fiecyrie Bin
Files [#
MgateFle 3

Gepth (3

&

Reports

i+ (X} [+

LEGEMD | Tut Taday | Most Immediate | Immediztz Ondinary

g
6

Fig.eFile. 36

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

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

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

Fig.eFile. 37

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

File Number

(O E S-11011/11/17/2011-ADM

Search File For Attach

Subject

Functional tc attend...

O E S-11011/11/15/2011-ADM

To attend the vtorlcsh..

O E 5-11011/11/14/2011-ADM

Functlonal test

O E S/1/2011-ADM

test

t,'estlng

O E S- 11011./11,.'12_/2011 ADM

For testlng the at t..

(O E 5-11014/11/1/2011-ADM

test

O E S-12011/1/2011-ADM

medical bill file

K< I >»
Fig.eFile. 38
The list contains files which are present in ‘Created’ or ‘Inbox’ section of File.
e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.39:
Search File For Attach
Search
File Number Subject
|© e S-12012/1/2011-ADM N Tast DESC |
O r S-11012/12/4/2011-DM N TEst BDFs
O P S-12011/4/2011-DM Test DESC
O E S-11011/11/17/2011-ADM Functional to attend...
O E S-11011/11/15/2011-ADM To attend the worksh...
O E S-11011/11/14/2011-ADM Functional test
O E S/1/2011-ADM test
O E S-11011/11/13/2011-ADM tyesting
O E S-11011/11/12/2011-ADM For testing the at t...
O E S-11014/11/1/2011-ADM test
N - R R L T R I ) ey, N S B, BB N e «< »
Attach

Fig.eFile. 39

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

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

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

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

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 40

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

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 41

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

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 42

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

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 43

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

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 44

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

Unread

Fead

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 45

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

Electronic

All

Fig.eFile. 46

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

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

My Folders L
Manage Folders ]

Create New Folder

Fig.eFile. 47

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

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

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

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

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

Manage Folders

Create New Folder

Fig.eFile. 48

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

Folder Name*

Created in*| Choose One ‘i

Fig.eFile. 49

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

button, as shown in Fig.eFile.50:

Folder Name*:[Training

Created in*| Receipt Inhox V}

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

Mark As:

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

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

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

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

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

Remove Followlp

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

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

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

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

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

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

il P sLnYCC asd asd ALKA A KULKARNT 107120506 - BHe

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

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

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

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

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

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

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

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

Fig.eFile. 51

As aresult Follow up screen will appear as shown in Fig.eFile.52:
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Followup

Followup Severity

Urgent
@ Normal
Enter a Follow Up action s
2 Email
@ sms
Alert Mode %
V! Both
@ pNone
When to Follaw Up 16/02/2012 5 57 |Pm[=E
Save || Cancel

= ——— 3

Fig.eFile. 52

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

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

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

Close:

Helps the user to close a receipt.

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

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

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

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

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

EEZERZCC 4 1 1 MOKPANDY  Ujyuesu - - FEX:

EEEREEETTEE, A T T 1 B ERVE

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

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

6 Please provide closing remark

+ -

%

E (0] i | Cancel |

Remarks

Fig.eFile. 55

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

Closing confirmation

e Please provide closing remark

Werk Du::-ne| -
Remarks b

| Cancel |

Fig.eFile. 56

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

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

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

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

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

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

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

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

Details

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

Clear Figlds

Fig.eFile. 58
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= =
.
+ et
Celvery Tate E
F Serk
E l Cebien Tme
Cogez e — - o ___ s —
‘Rzceipt Detais
b Acknoddgenert |
+ Repie Bn L
F= B | S b e
WaniFle: 3 | RehTie Chaose One _i:i Nehure of Ry Chooze s |7
et T Ramide D D P c__-q_%_q?g_i'v_
ol tH L
Sibject® (Wesimam of 150 Crarders) it
5 gl v of 150 Crareders
Seitngs Z Conmurication Detsis
Vinishry &
Jepartmant v
T
Desigrstion |
Moess £ ¥ #d
Adoes ]
imal
Crges=ton Chocse Ore I
Country MDA x|
Stte |Chocze Ore "'_I
LD
Telamone
EE
Cexrfiaits 2 e Becents
Lzng:ses of
dreft
Attacimest|
Dispatck By Sef Dispamn By CAL
Powered by Ustional [nfammat

Fig.eFile. 59

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

U Rep

Receipt lumber

Reply Type lature of Reply DO Letter E

Reminder Date GO Prefix Choose One E

(CC)-Condust Rules Intimation. update 4

Subject* (Maximum of 250 Characters)

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

Clear Fields

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

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

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

[esssssssssmm———————————

Fig.eFile. 61

In this case no user is mapped with CRU section. All issues will be sent directly to SO (CRU). Once
issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch Data’
option available and send to other concerned Organization (if required), as shown in Fig.eFile.62:
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Dispatch
[Postal Details
Postal Mode Postal Charge
Medium Weight
|Out Register Details
Peon Book Ho Out Date i
Peon Name Choose Ons Out Time
Peon Code Delivery Status
Delivery Date i

Delivery Time

Receipt Details

@ res

Receipt Humber

Reply Type Fins Hature of Reply

Reminder Date GO Prefix Choose One

Subjact® (Maximum of 250 Characters)

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

Department

Name*

Designation
Address 1%

Address 2

Email
Organization
Country
State

Pincode

Telephone

Fax

Language of

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

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

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

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

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

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

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

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

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

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

From : dsadsad

Designation : dszdsadas

Address dsadsad

Main Category : All tendering process

Sub Category :

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

Letter Date :

| Dispatch History i

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

| Referenced Files i

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

‘|Referenced Receipts

¥ Receipt No. v Subject v Attached by b

Fig.eFile. 63

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

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

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

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

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

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

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

e Click the Put in a File link, as a result list of files will appear on the right side of receipt, as shown in
Fig.eFile.64:

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

Search File For Attach

Search

File Number Subject
O E S-11011/11/17/2011-ADM Functionzal te attend...
OE S-11011/11/15/2011-ADM To attend the worksh...
OE --------- 5-11011/11/14/2011-ADM Functionsl test
O E S/1/2011-ADM test
o e e tlestmg .................................................
OE S-11011/11/12/2011-ADM For testing the at t...
(OE S-11014/11/1/2011-ADM test
{E S5-12011/1/2011-ADM medical bill file

K< 1 >»

Fig.eFile. 64

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.65:
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Search File For Attach
Search

File Number Subject
|O P 5-12012/1/2011-ADM I\ Test DESC
O P s5-11012/12/4/2011-DM ¥ TEst BDFs
(Q P 5-12011/4/2011-DM Test DESC
O E §-11011/11/17/2011-ADM Functional to attend...
O E  s-11011/11/15/2011-ADM To attend the vorksh...
(O E  5-11011/11/14/2011-ADM Functional test
O E  s/1/2011-ADM test
O E  5-11011/11/13/2011-ADM tyesting
O E  s-11011/11/12/2011-ADM For testing the at t...
(O E  S-11014/11/1/2011-ADM test
o\ M oAamAcs i inAce AR —dlmml kil Ll

«< 1 >
Attach

Fig.eFile. 65

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

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

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

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

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

e Select the receipt which needs to be close and click the ‘Close’ link, as shown in Fig.eFile.66:

Copyright © NIC, 2012



e@ffice

A& DRGETAL WS K PLACE SOLUTION

Receive | Reply | Forvard Putin a File | View | Move To  Mark As | Copy Dispatch | Higrarchical View |y Receipts E|

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

Egioga0i2cc 4 1M M ALOKPANDEY 7012054 - - BHe

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

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

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

Closing confirmation

@ Please provide closing remark

Remarks

R

E Ok ; | Cancel |

Fig.eFile. 67

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

Closing confirmation

a Please provide closing remark

Work D-::-nell
Remarks -

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

Dispatch: Refer to the Dispatch option under Receipt Inbox.

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

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

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

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

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

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

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

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

Fig.eFile. 69

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

2012E| Search

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

= P 9129(2)/2012/ERC coins

= 3 9129(3)/2012/ERC coins

= P 9129/2012/ERC coins

= P 9130/2012/EBC live

= P 9139,/2012/ERC forward

= 3 9129(1)/2012/ERC forward

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

= P 9195(1)/2012/ERC aag

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

s

Attach Receipt

| [ 3

Fig.eFile. 70

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

3 Attach Receipt Hemarks

Fig.eFile. 71

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

Attach Receipt

a Attach Receipt Remarks

as per regquirement

Cancel

Fig.eFile. 72

As a result, the selected receipt(s) get attached to the working receipt and so reflects in Referenced
Receipt section of the working receipt, a shown in Fig.eFile.73:
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|' Movements | Detals | Edt | Forward | Putina il | Copy | Close | Dspatch | Aftach il | Atech Receine
Racaizt llo ¢ 8502(2)/2012/CC
Subject ; safasf
From | sadsad
Designation !
Accrass dzzczad
Main Category ; Al Meetings related matters

Sub Category

Sert Dafz 13/08/12 12:42
Oagning Dake 13/03/12 11:42
Latter fizferance o :
Letter Dtz ¢
| Dispatch History
Dizpatch Number, * Sulbedt * Dispaten Date * Seak Through ¥ Dispatrh Mode
12402012 safasf 26/3/12 2:13 M LI(AMK) | (52l)
i' Referenced Files
* File Number * Subject v fttached by v
c
| Referenced Receipts
v Recsint No. * Subed * Atrached by ¥
B 9129/2019/FRC coins ALKE & HLLKARNT X

Fig.eFile. 73

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

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

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

200t w43 BASTIn

iteclory | Help

Home Divisions State Units Projects Library Training Download Forms Manuals 1,05:-1:?-[
IBmwnAnpliuh’un Dash Board IntraNic
> eFile Week's Quote:
3 & Your [Beta) T would give all the wealth of the wedd, and all the deeds of all the hemes, for one trye vision ™ '~ Henry David Thoreau *
» Knowledge Management Jnl Personnel n Pending C Schedule o Notification
System n
< Paysiip + Documents + For the day (0) < Paymant Alerts

acking Syst
3 File Tracking System « Persoral Profite + For the week (0 + ACR Alert

> Personnel/MR/Admin

> Transte Request

E Hotico Board

-+ SANS-The Consnsu

Sacurity Vulresability Akrt
Published by: Shii Spenivass Rio ©, o0 02/09/2011

= Suggest New Brand Name for eProcurement Sdution of NIC

Published by: Suchitra on 01,09/2011

@ Apply Onhna@ =+ Implkementation o SSOG project in Aligarh
Published by: Shn Ashesh Kumar Agarwal on 01/09/2011
| Events + Aaproved Minutes of PEC 233 Meeting heid on 25-08-2011
Computer Awareness & Published by: Dr Parbadh Chand Thakur on 01/0%8/2012 -

Applicatin Softwares Hands-

on-training for selectad e

employees of Patna High fscussion Forum nstant Messaging

Court for the period

26,08.2011 to 08.09.2011

(Phase 11I-1st Batch) Web Connect VC Events lews NIC PEC Minutey Photogallery RSS Feeds Useful Links
]

E § O @ § @

moee

| Personnel Corner

® Rithday Wishes
& Supsrannuations
® Xoired Tday

® Pording NICIans

Fig.eFile. 74

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

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

SO WA b

My Accotnt | Dirmctary | Help Desk| Slgnout

Home Divisions State Units Projects Library Training Download Forms Manuals SBearch EI

8 Conpase Mall | Fetch Unreadds [ Syrc Foder [l Delete a] Moo | Move oefil
1 INBOX (4089) INBOX
€ Sail (330 [] Subject From Date efile Status
e Re) Sysems to be moved to the rew ; 3
) hewn (1 (] caton/ S/ st WKapil 145 Net Sent
o Dais (0) ] Detalls of ecffice machines [ dshobhi rawet 1409 Net Sent
Fwd: Sysems to be moved 1o the rew
[ IKapl 14 Net Sent
23 Logln Netificatons (644) L aton/sms Kap
~ RE! [Ons request] Request for URL
23 PobablySpam (0) | Mappg Kdivya 1046 Not Sent
o . RelRe: Regd: Eoffice application for
o Sent(0) ] NoAtad oo (Jsandeep Jand 10:40 Nt Sent
" Tash (0) ] Re: Regarding Two Servers n IDC (¥Kapll 10:37 et Sent
() webierviesnicin (40) ] eleave Script LJankit tomar 1018 Nt Sent
| Gudslines New [ Jsandeep jand 0410 Not Sent
it ] Dummy Instaree for Punjab LJsandeep jand 02:24 et Sent
| Request for URL Mappirg (58] Kumar Pato Sep 01,2011 04.07PM  Not Sent

| Fetch Unreads [l Syrc Foder [l Delete E“"‘ -I Mowe o Move T eFle -

Copyright € 2010, NIC Powered by National Informatics Centre

Fig.eFile. 75

¢ Click the Move To eFile button to move the selected receipt to eFile application, as shown in Fig.eFile.76
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ight © 2010, N

eeﬁlce pXkhetwal| Your Lagt login at Tue, 30-08-2011 03:55 PM
A AR bl T
My Account | Directory | Help Desk] Signout |
Home Divisions SiateUnits Projects Library Training Download Forms Manuals ,®§nr:h|
Compose Mail [ 1 messages eflle-d
£3 INBOX (4089) Fetch Uneads [| Sync Foider [| Deletz [{ant sl MoveTo | Move ToeFike
3 SentMail (1292 INBOX
£3 TmoCan (17 [1 Subject From Date efile Status
. Re: Systemstobe moved tothe new :
4 Drmfis(0) O locaticn/S/W st.. = 3Kapil 14:25 Sent
=3 Lagin Notifications (644) ] Details cf ecffice machines 3shobhit rawat 14:09 Not S=nt
: y  Pwd: Systerns to be moved to the new :
3 PrbablySpam (0) | locatian/S/W 5., (Z3Kapil 11:24 Mot Sent
= —  RE: [Dns-request] Requast for URL = \
o Sent(D) 1 Mapping EXdivys 10:46 Not Sent
21 Temsh (0) Re: Re; Regd. foffice application for s :
I [t sy [=dsandeep jand 10:40 Not Sznt
C3 websnvicesni.n (40) [1  Re: Regarding Two Seners in DG EKapil 10:37 Not Sant
Manage Folders [ eleawe Script dankit tormar 10:18 Not Sant
[ Gudelires New (dsandeep jand 04:10 Not Sant
] Dummy Instance for Punjab dsandeep and 02:24 Not Sene
] Request for LRL Mapping 1=4Saro) Kumar Patro Sep 01, 2011 04:07 M Not Sent
| Fetch Uneads [| SyncFolder [| Delete [[ininnv o] MoveTo | Move ToeFike

Fig.eFile. 76

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

¢ Click the Home Button to move to the Home Page of eOffice Portal, as shown in Fig.eFile.77
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cQffice o khetwall Your Las kogin at Tug, 30-08-2011 0355 P

D Ly

My Account | Directary | Help Desk

Dlmlonl StateUnits Projects Library Training Download Forms Manuals :ﬁSnrch| }

B8 Compose Mall 1 messages eFlle-d
O INBOX (4089) | Fecn Unieads [ Syncoder [| Deiete [oninaw o] MoeTo [| Moie el [
B3 Sential (129 INBOX
g o C] Subject From Date efile Status
Re: Systems to be moved to the naw 7
3 DOnmfts (0) ] caton/S/W st IKapil 14:%5 Sant
3 Login Notificatons (544) 1 Details of soffice machines dshobhit rawat 14,09 Net Sent
Fwd: Systems to be moved to the rew
3 FrobablySpam (0] O veaton/s)W s, kapi 124 Mot Sent
3 Sent(0) n RE: [Ong-reguest) Request for URL Sive 10:46 et Sent
Mapping
o Tash(0) Pa: Re: Reod: Ecffice application for ;
g | orthad parg, sandeep jand 10:40 Mot Sent
Q@ wimnviesoicin () T R Regonding Two Seners n 100 kapll 10:37 fet Sert
Manage Folders ] eleave Script ankit tamar 10118 Net Sent
T Guidelines New Amndeep fond 04:10 Net Sent
(] Dummy Instance for Punjob dsandeep jand (irl] Mot Sent
] Request for URL Mapping JSaro) Kumar Patro Sep 01,2011 04:07PM Nt Sent

| Fetch Unieads [[ Sync Forter [ Deiets [Minnaw = s Mo 1o [| Move afle |

Copyright & 2010, NIC Powered by National Informatics Centre

Fig.eFile. 77

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

Your Last login at Tue, 30-08-2011 03:55 PM
A ARG A VTN

unt | Direct

Home Divisions State Units Projects Library

Training Download Forms Manuals PSearch !
IBrowse Application Dash Board IntraNIC

I> & File l Week's Quote:
> e Tour (Betal “I would give all the wealth of the workd, and all the deeds of all the herces, for one true vision.” - Henry David Thoreau '
L 3 . »
Knowledge Management & personnel i P Pending (3 schedule i @ Notification
System . :
* Payshp i ¥ Dousments ) » Payment-Alerts
3 File Tracking System » Parsonal Profile | % Recaipts/Files(aFile) = For the wesK (0) » ACR Alert
> Personnel/HR/AdmMIn
> Transfer Request
[E] Motice Board 4

<+ SANS-The Consznsus Secunty Vulnerability Alert

Published by: Shi Sreanivasa Rao C. on 0

2011
=+ Suggest New Brand Name for eProcurement Solution of NIC

Published by: Suchitm on 01/09/2011
@ Apply Onhne@ < Implementation of SSDG profect in Aligarh

Published by: Shri Ashesh Kumar Agarwal on 01/09/2011
| Events

Computer Awareness &
Appliation Softwares Hands-
on-training for selected

+ Approved Minutes of PEC 233 Meeting held on 25-08-2011
Published by: Dr Parbadh Chand Thakuron 01/09/2011

emphyees of Patna High e Directory 'Aooomzmen!s &Dlscusslon Forum ansnntMessaglng
Court for the period
26.08.2011 to 08.09.2011
(Phase [[1-1st Batch) Web Connect VC Events Hews NIC PEC Minutes Photogallery RSS Foeds Useful Links
) e T3 c] r 7 A
more.. E oo & e - E Qa

I Personnel Corner

Birthday Wishes

Super@nnuations

Joined Today

Bording NICians

Fig.eFile. 78

e Click the eFile Link to move into eFile Application (Fig.eFile.78), as a result, eFile application opens as shown

in Fig.eFile.79
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e@ffice

Lt Login - Mon Jul 25 0538 31 1ST 2011 ﬁ. PANKA] KUMAR KHETWAL Signout

S - -

= > | Cashtas:
Hhecdpts B aline
+ Scan 8 Disrise Subject v Sent By * Sent Date ~ Sender Emall
) Browse 8 Dinrise Resgning from the pest of Prgramm #  same e 2062011 BT AUTaYTaGTRY
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Fig.eFile. 79

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

As aresult, Diarisation page appears, as shown in Fig.eFile.80
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 Diarise moved Receipt and click the Generate Receipt (I SAneAle HRcRIRt |) button (Fig.eFile.80).

As aresult, Sent to Page appears as shown in Fig.eFile.81.
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Fig.eFile. 81

Created:

Created option contains a list of all the receipts that has been diarised by the user but not being
marked/sent. User can view all the created receipts, by clicking on ‘Created’ link under the Receipts
section. As a result the, Create Receipts screen appears, as shown in Fig.eFile.82:
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There are 5 links provided under Created Section of receipt:
a) Forward: User can use this option to forward the receipt to the intended recipient.

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

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

e Select receipt/s from the Created section which needs to be merge under a file, and click the ‘Put in a File’
link, as shown in Fig.eFile.83:
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Fig.eFile. 83

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

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

Search File For Attach

Search

File Number Subject
O E S-11011/11/17/2011-ADM Functional to attend...
OE S—11“611./11;"15/2011—ADM To attend the worksh...
O E S-11011/11/14/2011-ADM Funchionsl tast-
O E S/1/2011-ADM et
o ks e e ; iestmg ...............................................
O E é'o-11011./11,;'12‘,-"2&)11-ADM ' i;—'c;r‘testing the avt t V
(O E S-11014/11/1/2011-ADM test
O E S-12011.,.'1,/2011-ADM medical bill file

K< I >>»

Fig.eFile. 84

e Select afile in which the receipt needs to be attached, as shown in Fig.eFile.85:
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(O P  5-12011/4/2011-DM Test DESC
O E §-11011/11/17/2011-ADM Functional to attend...
(O E  5-11011/11/15/2011-ADM To attend the vorksh...
(O E  5-11011/11/14/2011-ADM Functional test
QO e s/1/2011-ADM test
QO E  5-11011/11/13/2011-ADM tyesting
O E  5-11011/11/12/2011-ADM For testing the at t...
(O E  5-11014/11/1/2011-ADM test
N\ MoAmAacslainnde A sy S ¥, B Y
«< 1)
Attach
Fig.eFile. 85

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

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

Physical

Electronic

Al

Fig.eFile. 86

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

Physical

Electronic

Al

Fig.eFile. 87

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

Physical

Electronic

Al

Fig.eFile. 88

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

Physical

Electronic

Al

Fig.eFile. 89

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

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

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

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

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

Send To Draft Muvemen'tsl Edit | Forward | Putina File | Copy | Dispatch | Attach File | Attach Receipt
Fecaipt No ¢ 9405/2012/LF

Subjed ¢ Training to the 185 ...
From Tavi verma

Designation ¢

Address DO=T

Main Categary Training relzted matters
Sub Category ¢

Sent Date :

Opening Datz ¢

Letter Referznce lo ¢

Letter Date

———
|Iﬁspalci History

Dispatch Number. ¥ Subjact

* Senk Through ¥ Dispatch Made

~ File Number ~ Subect v Attached by

E A-11001/128/3013-1F fdsafsd? BLKA B KULKARNL K

~ Subnect * Attached by

P 3390/2012/1F asd ALKA A KULKEANT x

Fig.eFile. 90

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

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

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

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

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

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

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

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

Search File For Attach

Search

File Number Subject
OE S$-11011/11/17/2011-ADM Functional to attend...
O E S-11011/11/15/2011-ADM To attend the worksh...
(OE S-11011/11/14/2011-ADM Functional test
(O E S/1/2011-ADM test
O E '''' S-1 1011; 11/13/201 1-ADM """ Neafng:
OE S-11011/11/12/2011-ADM For testing the at t...
(OE S-11014/11/1/2011-ADM test
(OE S5-12011/1/2011-ADM medical bill file

K< I >>»

Fig.eFile. 91

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

Search

File Number Subject

[O P s-12012/1/2011-ADM N Test DESC

O P 5-11012/12/4/2011-DM ) TEst BDFs

(O P S5-12011/4/2011-DM Test DESC

OE S5-11011/11/17/2011-ADM Functional to attend...
OE §-11011/11/15/2011-ADM To attend the worksh...
O E S5-11011/11/14/2011-ADM Functional test

OE S/1/2011-ADM test

O E §-11011/11/13/2011-ADM tyesting

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

o\ M AmAcslainnge AR . L I S | B <]

Attach

| X

Fig.eFile. 92

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

file.

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

h) Dispatch: Refer to Dispatch option in Receipt Inbox.

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

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

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

2012|E| Search

|:| * File Number * Subject

D B FL-00456 FL-00456

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

(& E confusion confusion

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

L]
| Attach File |
Fig.eFile. 93

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

|:| ¥ File Number * Subject

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

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

Attach File

Fig.eFile. 94

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

ALOK PANDEY 17/02/12 ALOK PANDEY -

| Dispatch History

Dispatch ; Dispatch Sent Dispatch

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

P FL-004565 FL-00456 ALOK PANDEY -~

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

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

Fig.eFile. 95

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

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

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

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

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

R/

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

Sent:

Sent option contains a list of all the receipts that are sent as an outward correspondence.
User can view all the sent receipts, by clicking the Sent link under the Receipts section. As a
result the, Sent Receipts screen appears as shown in Fig.eFile.96:
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eFi]e electronic file system [WeRA | Help | Dashboart
Data Range 17/12/2011 To 17/02/2012
Receipt g Forward | Mark As | View  Copy |
b Browse B Diarise
1 physical D v Receipt No. ¥ Sulfjed v Sender ¥ Sentto v Sent On ¥ Due On v
. —— & E mspoizce 4 odf dsf ALOK PANDEY 17/02/1205:33 -
) Inbox 0 # eszepozec & 21 2 ALK PANDEY 17/0211205:24 - 4
b Crastad W E sigpoizicc. 4 i 2 ALOK BANDEY 17/02/1205:01 -
D E 8126/2012/CC é‘ 121 21 ALOK BANDEY 17/02/12 04:58 -
] P ooizsenizccl & 11 1 ALKA & KULKARNI 17/02/12 04:53 -
b Acknowlzdgement D E B8123{1}/2012/CC é acrrelated rammehan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00
b RecycleBin l i E stzapoizicc 4 acrrelted rmmohzn  BIKRAM SINGH 170212 01:16  17/02/1212:00 €
= @ B E sizep)poizicc 4 acrrelsted rmmehzn  BIKRAM SINGH 17/02/1201:03  17/02/1212:00 44
= = D E B122{1}/201%/CC & acrrelated rammohan  BIKRAM SINGH 17/02/12 01:09  17/02/1212:00
_ |:| E 8122/2012/CC é; acrrelated rammohan ALK& A KULKARNT 17/02/12 01:09  17/02/12 12:00 a
D E 8117/2012/CC 5 ELE] dssd GARIMA YADAY 17/02/12 12:54 -
i L D P £118/2012/CC sdds sds A18Y KUMAR DHIMAN - 17/02/12 12:54 -
|DSC £ m P £119/2012/CC training of the Empl.,  RajKanwar ALKA A KULKARNI 17/02/12 12:51  24/02/12 12:00
Report 3
Sattings [#
LEGEND B OutToday B WMos: Immediate B Inmediate Ordinary

Fig.eFile. 96

There are 4 links provided under Sent Section of receipt:
a) Forward: User can use this option to forward the receipt to the intended recipient.

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

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

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

New Followup .

& i Subject + Sender v Sentto + Sent On + Due On -
Remove Follotmp |

0 T 7 sdf dsf ALOK PANDEY 17/02/12 05:33 -

0 E 8126/2012/CC & 121 21 ALOK PANDEY 17/02/12 05:24 - E

D E 8128/2012/CC é Hi 21 ALOK PANDEY i7/02/12 05:01 -

D E 8126/2012/CC éj 121 21 ALOK PANDEY 17/02/12 04:58 -

] P sizszoizccll & 11 11 ALKA A KULKARNI 17/02/12 04:53 -

[l E giz23(1)/20i2/cc ﬁ acr related ram mohan  AJAY KUMAR 17/02/12 01:16  17/02/12 12:00

[l E 8123/2012/CC (} acr related ram mohan  BIKRAM SINGH 17/02/12 01:16  17/02/12 12:00 <N

E 8122(1}/2012/CC gﬁ’ acrrelated ram mohan BIKRAM SINGH 17/02/12 01:09  17/02/12 12:00 4N

= Eosoormoioiee B e e BHKAAM-EEMEH——————38Ra a0 oinanninan
— =
|:| E 8122/2012/CC & acr related ram mohan  ALKA A KULKARNI 17/02/12 01:09 17/02/12 12:00 "D
D E 8117/2012/CC éj sda dssd GARIMA YADAY 17/02/12 12:54 -
D P 8118/2012/CC sdds sds AJAY KUMAR DHIMAN 17/02/12 12:54 -
0o P 8i19/2012/CC training of the Empl...  Raj Kanwar ALKA A KULKARNI 17/02/12 12:51  24/02/12 12:00

LEGEND B OutToday B Most Immediate B Immediate Ordinary

Fig.eFile. 97

As a result Follow up screen will appear as shown in Fig.eFile.98:

Followup

Followup Sewverity
: ' Urgent

@ normal

Enter a Follaw Up action

) Email
& sms
) Both
@ pone

Alert Mode

When to Follow Up 16/02/2012 5 : 57 [P [ [

Save | | Cancel

g

Fig.eFile. 98

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

Followup Sewverity

'ét Urgent

" Normal

13

Enter a Follow Up action Forward the Receipt

) Email

L S
@ poth

Alert Mode

Y None

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

Sawve | | Cancel

Fig.eFile. 99

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

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

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

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

Phys=ical

Electronic

Followed Up

All

Fig.eFile. 100

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

Electronic
Followed Up
All

Fig.eFile. 101

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

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 102

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

Fhys=ical

Electronic

Followed Up

All

Fig.eFile. 103

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

Phy=ical
Electronic

Followed Up

All

Fig.eFile. 104

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

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

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

Movements apy,

Raczipt o 9521/2012/L18
Subjact : Ramezh 012
From : Riamash 012
[asignation ¢

Address Ramesn 012
Main Category Al RTT mattars
Sub Category ¢

Sent Date 13/06/12 03:16
Opening Dtz : 13/06/12 01:54
Letter Refaranca o ¢

Letter Date :

Dispatch Mumber, * Subjedt ¥ Diagatch Date * Zent Through

Ve Bamesh 012 130812 159 PROF(HINCT] | {Self}

|nekmuedﬁa

* File Nurhes * Slinjert » Afached by

Referenced Receipts

¥ Aeceint o, ¥ Siject * hcached by ’

Fig.eFile. 105

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

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

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

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.106:
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Vovements Cagy
Reeziat Mo 9521}'1['111"].{5
Subject : Famazh 012
From Ramzsh 012
[esignation ¢
Adress : Ramesh 012
Hein Category MRS maties
Sub Category ¢
Senk Date ¢ £3/06/12 03:18
Opening Data : £306/12 01:34
Letter Refaranca o ¢
Letter Date:
—_—
ispatch History
Dispatch Number, ™ Subjedt v Disaatch Date v Sent Through
[648/2012 Azmesh 012 13/6/12 1:53 U PROF(HIND] | {Self)
[
|Ihhmted Files
File Numbe: * Subjert » Mfzched by
Referenced Receipts
¥ Receit No, ™ Siect * Atcached by E

Fig.eFile. 106

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

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

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

b) Details: User can use this option to view the details of the sent receipt such as Dispatch History, Referenced
files and Referenced Receipts, as shown in Fig.eFile.107:
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Files
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Reparts EI.
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Addrazs ¢

Mzin Category

Dispatch History
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TheceptMn  YSubed vMfadwdby v Attached Date

" Dotach Receipts

~ReceintNe.  3ubiest vDelachedby v Defached Date

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

Closed

Fig.eFile. 107

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

Re-

(@
[

open |

Receipt No.

8117/z2012/CC

 File Mo,

~ Subject
=da

~ Closed On

17/02/12 01:02

~ Closing Remarks

5
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User can re-open the closed receipt anytime by clicking the Re-Open option.

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

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

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

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

Alert

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

&

Remarks ¥ b

E oK i | Cancel

Fig.eFile. 110

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

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

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

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

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

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

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

e Select the receipt for which the acknowledgement is to be generated and click the ByPost () link, as shown in
Fig.eFile.112:

Copyright © NIC, 2012



cOffice

CRGETAL WIR K FLACE SOLUTION

Bypu@|
eceipt No. * Subject ~ Subject Category v
8135/2012/CC dsf Creation and Continu..,
8134/2012/CC sdf Deparmental Security...
8131/2012/CC dsfd ACP and other relate..,
8128/2012/CC Hi Computer Security
T AN Pl ToT TompULEr SECUNTy
D 8125/2012/CC i1 Conduct Rules, Intim..,
O 8123/2012/CC acrrelated ACR related matters
O 8122/2012/CC acr related ACR related matters
[ g113/2012/CC training of the Empl... Canduct Rules, Intim...
[l 8118/2012/CC sdds Court Cases
O 8117/2012/CC sda AMC & Demand
Fig.eFile. 112

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

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

Fig.eFile. 113

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

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

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

Recycle Bin:

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

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

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

Files

Recsphs &
¥ Receipt Mo, Uit

} Brovse b [ianze = b

™ Sultect Category ¥
theicd LR 11 ® Crelion 2nd Canking.. s )
+ Pyl

4 Hetranic

¥ Inbeu (87
4 2z Testing
+Todz Receift
) Emai Dizrzation
b Created
) Sant

i Closad ]

§ Mkmonedgement

Fig.eFile. 114

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

Files

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

1.

2.

9.

Inbox
Created
Parked
Closed

Sent

Physical File
Electronic File
Create Part

Create Volume

10. Recycle Bin

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

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

Dat= Ranoz : 13/09/2012 To 18/08/2012
el i 2 | Receiwe | Reply | Forward |Uiew | Move To | Mark As | More Action | Create Volume | Bierzrchical View | ., Files :.]
Files B
|} ¥ Subjed ¥ Sender  Senton ¥ Due On ¥ Read On > Quick Achion
A sadasd TAGMOHAN STNGH 13/09/12 04:16 2 04/05/12 0902 A
i & defdst JAGMCHAN SINGH 03/09/12 D4:10 - 140912 11:38 BN
» Lreztag
o & dostfy BLOK PANDEY 13/09/12 14:10 = 140812 11:31 Ba¢
+ Camalebed sl Gs Sharma Created ‘GEETA SHARMA 13/09/12 02:45 - 03/09/12 02:45 B9¢
» Parked A asd GEETA SHARMA 13/09/12 12:45 BN
» Closad [} wrdwervrar GEETA SHARMA 03/09/12 03:43 =
» Sant
¥ Phyzics! File
Create Nawllon
)
3 Recydle Bin LEGEND | Out Tadzy | Mast Immediate | Immediate Crdinary
Migrate Fila =
Dispatch =
(1= =
Reports =
Sattings =l

Fig.eFile. 115

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Fig.eFile. 116

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

Receive File Confirmation

Are you sure you want to receive this
File ?

o

Fig.eFile. 117

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

& T AR BN

Data Range 17/12/2011 To 17/04/2012

Receipt L .Rauiv'a | Forward | View Meove To | Mark As | More Action | Create Valums |

Files =

) Tono 1 * Number ~ Subject * Sender ~ Last Seen By~ Sert on * Due Or~ Read On v ulck Action

s Cested P 1-15012/1/2012-CC Training In DOPT, ALOK PANDEY ALDK PANDEY 17/02/12 02:40 - 17/02/12 02:54 B¢ |
+ Drafts E eheckup-files check-up-files  ALOK PANDEY ALOK PANDEY 17/02/12 01:16 17/02/12 01:16 I W
+ Completed E puli-check-Part{1}  pull-chack ALOK PANDEY ALOK PANDEY 17/02/12 0114 - 17/02/12 01:14 B S

» Parked i E pull-check pull-check ALOK PANDEY ALOK PANDEY 17/03712 12:57 17/02/12 12:57 B ¢

» Closad

» Sent

» Physical Fila
+ Create Naw{Non 5F5)
+ Ciealy Nuw{SFS)

» Electronic File
+ Create Mew{Non 5F5)
+ Create New{SFS)

¥ Create Part

» Crozta Wolume

» Recycle Bin

» Meta Manager

Migrate File =
Dispotch Officer (%) LEGEND B Out Today B Most Immediata B Immediate Ordinary
DAK Dispatch &
nsc [+l
Repeort =
Settings [+l

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

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

e Select a file from the Inbox for which reply has to be send, as shown in Fig.eFile.119:
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‘/Receive\Rep\y | Forward | View | Move To | Mark As | More Action | Create Violume | Merge | Hierarhical View s E \|
1] * Number v Subiect  Sender *Seton *Dieln  Resdn v QideAdon  *
i E ALY fedyfdy DINESH CHANDRA LOKANL 1905/12 1246 . 19/08/12 02551 Bye

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

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

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

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

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

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

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

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

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

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

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

Fig.eFile. 119

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

: Send
| |

File Number :  A/5/2012-3S(AR)

Subject : Description
To Prabhas Kumar Jha--JS(AR)--ARC
Set Due Date ._ @
Action Forward j
Priority | Ordinary X I
Total 1000 |

1000 character left

Remarks

[ses

Fig.eFile. 120

Copyright © NIC, 2012




CRGETAL WIR K FLACE SOLUTION

Sign and Send

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

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

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

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

DSC should have been Plugged in and in Dedected mode then will display Sign and Send button for
the file else only Send button is visible.

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

To

Set Due Date

Action

Priority

Remarks

A-12012/1/2012-LIB-LESNAA

Sign & Send

RAMESH KUMAR--SLIO(RK)--LIBRARY

52
Forward lz‘
Ordinary |z|

Total 1000 |
1000 character left

D Send as sticky note

| | Sign and Send |I

Send

Fig.eFile. 122

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

Filz Number
Subject

To

Set Due Date
Action

Erionty

Femarks

A-1202/1/2012-LIB-LBSNAA

SignNSend Applet Window
| © Document Signing In Progress

Bign and Send

Bl g otk neie

=4 nr |

 Warning - Securty |

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

MName: org.nic.ecffice, flenoteupicad. gul FleUpload Applet
Publisher:  UNENOWH

From: hitp: (10,248,860, 143080

=3

Sign =nd Sead

Sand |

(= This application will run with unrestricted socess which may put
\L'/ wour personal information &t risk. Run this application anly T you More Information..,
L trust the publisher,

Fig.eFile. 123

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

Message

@ File Signed and Encrypted Successfully

oK

Fig.eFile. 124

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

File Not A-12012/1/2012-LIE-LBSHAA
| MNating | Correspond=nce | Draft | R=f=renc=s | Lnk | Details | Movements | Edd | S=nd | Mor= Achion | Create Yolumes | Mors Details |

= P b 2 HE

B |Add Green Note | = |Add Yallow Note

a naticnwide struggls for indepandsncs wes launchad by tha [ndian Nsticnal Congress =nd [star joinad by
¥ i e T . : i darn i 7, .
the Muslim League | "ﬁ[nd!nn:nae—senue’.cn movement pe from the United Kingdam in 1347, atter the
Britiah proviness were pediflaned ale The daminions of Tndis and Pekisban =nd the princely states =l

sccadad ta one of tha naw states

27/00/2012 11120 AM RAMESH KUMAR
[SLIO(RK])

-
A7/00/I01T G:45 PM RAMESH KUIMAR
“ {ELIU(RK])

B iz siaras |

ﬂﬂjln,{JHl! F:27 PM RAMESH KUMAR
[SLIO{RK])

* =

10/ 103012 2:07 PM RAMESH KUMAR
_ [suo(rx])

ﬂur;m:r\f Sigred |

Fig.eFile. 125

Red colored box indicates the newly added signature of authority.

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

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

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

Subject : Description
To i'prabhas Kumar Jha--JS(AR)--ARC
Set Due Date E
Action Forward j
Priority -._Ofd_i_f??r}_‘ __[
Total 1000 |

1000 character left

Remarks

Fig.eFile. 126
e Select the Priority (if required) of the File from the dropdown menu.

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

Copyright ©® NIC, 2012



e@ffice

CRGITAL 'WORE PLACE SOLUTION

i’ Send

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

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

e

Fig.eFile. 127

Click the Send ( button (Fig.eFile.117). As a result, the File is sent to the intended recipient. Then, the user
will be redirected to the Sent Files page, displaying the list of all the sent Files along with the newly sent File, as
shown in Fig.eFile.128:

Copyright © NIC, 2012



c@ffice

CRGETAL WIR K FLACE SOLUTION

" View | Mark As | Create Part |

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

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

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

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

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

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

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

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

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

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

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

Fig.eFile.128

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

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

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

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

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

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

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

m o .

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

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

-

LLL]

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

-

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

N
-

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

-

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

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

-

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

-

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

-

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

-

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

-

[ i T i i i i i
-

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

-

LEGEHD [] Out Today 1 Wost Immediate 1 Immediate Ordinary

Fig.eFile. 12729

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

| send |
| |

File Number ; check-up-files

Subject ; check-up-files

Te

Set Due Date E

Action Forward =

Priority Ordinary

Total 1000 |

1000 character left

Remarks

Send

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

e Provide the Due date (if required) for the File using the calendar (3z]) link adjacent to the Due Date text box
(Fig.eFile.130).

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

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

| Send

File Number:  check-up-files
Subject : check-up-files
To ALKA A KULKARNI--LI{ AAK)--LANGUAGE FACULTY
SetDue Date | 22/02/2012 i
Action | Forward |
Priority | Most Immediate

Total 1000 |

994 characters left

URGENT
Remarks

Send

Fig.eFile. 1291

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

View:

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

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

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

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 1302

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

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 1313

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

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 1324

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

Fead

Followed Up

Physical

Electronic

All

Fig.eFile. 1335

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

Unread

Read

Followed Up

Fhys=ical

Electronic

All

Fig.eFile. 1346

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

Unread

Read

Followed Up

Phy=ical

Electronic

All

Fig.eFile. 13537

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

Read

Followed Up

Physical

Electronic

All

Fig.eFile. 13638

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

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

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

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

My Folders l

Manage Folders

Create New Folder

Fig.eFile. 1380

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

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

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

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

My Folders t

Manage Folders

Create New Folder

Fig.eFile. 1391

As a result following screen appears, as shown in Fig.eFile.142:

Copyright © NIC, 2012



)]

| ]
=2
-
A CRGTTAL ‘WS PLACE SOLUTION

Folder Name*

Created in*| Choose One v]

Fig.eFile. 1402

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

button, as shown in Fig.eFile.143:

Folder Name*;Training

[ Save ” Clear

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

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

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

e Select the File on which follow up need to be created and click the New Follow up option under ‘Mark As’
Link, as shown in Fig.eFile.144:
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c@ffice LAt Login ® Fri, 17 6B 20120218 OM @8 ALKA A KULKARNI Sigrout
Data Rangs 17/12/2011 To 17/02/2012
Recalve | Forward | View | Move Ta o a5 | More Actien | Creste Volume |
= Humbar - Subiec Fandar = Last Seen By~ Sentan ~ Dus On~ Read On - Quick Action ~
L Training i DOPT. ALOK PANDEY ALOK PANDEY 17/02/12 02:40 - L7022 02:54 [ B T o
check up fles ALOK PANDEY ALOK PANDEY 17/02/12 D1:16 17/02/12 01:16 oS ¢ |
pull-check ALOK PANDEY ALOK PANDEY 1770212 01:14 - L0212 01114 2 "‘ o
pull-chack ALOK PANDEY ALODK PANDEY 17/02/12 12:57 1702402 12157 v M B o
Mhiggrate File =
e LEGEND B ot Today W rost Tnenediate B Immediate Ownifinacy
DAK Disparh =
DSC =
Report =
Settings =

Fig.eFile. 1424

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

=
Followup
Follovwup Severity
O Urgent
& normal
Enter = Follow Up action
O email
O SMS
Alert Mode
O eoth
@ None
f r
When to Follow U |29/08/2011 | [11 - [32 | [am [ ~|BE
Save I ! Remove I
5,

Fig.eFile. 1435

e Select the Follow up Severity and fill in the other essential details as shown in Fig.eFile.146:
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Foliowup
Followup Severity
@Urgent
ONormal
[Forward the File
Enter a Follow Up action
OEmaiI
O sms
Alert Mod
- es @Both
ONone
When to Follow Up 300822011 |10 | (38 |[am v[E
I Save H Rernove I
Fig.eFile. 1446

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

More Action:
Helps the user to close or park the active file.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Fig.eFile. 14547

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

Parking confirmation

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

Rermarks ‘
|

Reminder Date | E

Ok l Cancel ’

Fig.eFile. 14648

OK

button, as shown in

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

Parking confirmation

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

Required Later on
Rermarks

Reminder Date :19;’10;‘2011 E

| ok '\[bl[ Cancel |

Fig.eFile. 14749

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

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

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

Hierarchica View yy Fies

T

i

A Nunber Parmé Sender vSton DOy *Readn v QideAdion
i B 04 — aﬂ"ﬁm_ DINESH CHANDRA LOHANL 19/08/12 02146 19/08/12 0231 Bo¢
0w P E-L3014/5/2012 D05/ shydiptting ALOK KUMAR 18/08/12 03146 18/08/12 04102 Boe
0 E putonyugponc Fesfdsfds defdsfd JAGHOHAN SIHGH 14/06/12 02,00 14/06/12 02,00 BHe
i P EL2/Y/201RRT ORORESRBRRRR ALK A KULKARN Wig2 11 WIS/12 1113 Ba¢
A P S st ALKA A KULKARNT 108012 11,12 14/06/12 11,13 Bae
0 n P C0nCe high juma ALK A KULKARI 14/08/12 11112 14/08/12 1113 B¢
i POESTRELING TesephLink2 AL B ULKCARN Wig 1112 WIS/12 1113 Bhe
0 P TESTREPLYLING TestReplLink ALCA A ULKARI WS 11 WS/12 1113 By
0 Py st ALA A ULKARN WS/ 1112 WOS/12 1113 BH¢
0 P ALKATESTOISPATCH ke Test Dispetch AL ULKCARI 108/12 11112 [08/12 11,13 goe
0 P EAIMISE b ALK A FULKARI 10812 11111 108/12 11,13 go¢
i P B0 et ALK A FULKARI 108/12 11111 108/12 11,13 Bo¢
i P C-A000IREBRT 0t ALKA A KULKARN 108112 11,11 108/12 11,13 go¢
0 P B/14Y201-BC volumel? - ALKA A KULKARN 108112 11,11 108/12 11,13 Boe

Fig.eFile. 1480

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

Fig.eFile. 1491

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

Fig.eFile. 1502

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

Only creator of the File can close the file, no other person has access to close files.
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Create Volume:
Helps the user to create a new Volume of an existing file.

e Tocreate a Volume user has to perform following steps:

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

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

Fig.eFile. 1513

As a result, the following page will appear, as shown in Fig.eFile.154:
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o Click the Create Volume (_) button (Fig.eFile.149) to create volume, as a result the

Training in DOPT.

Create V

Fig.eFile. 1524

following page appears, as shown in Fig.eFile.155:

File No: £-12/1/2012-PRT-VOLUME(2)

Corespondence | Uk and Delink | Movements | Detals | Edit | Send | Dispatch | More Action | Create Volume | Canvert File | More Detalls | Merge |

Fle fumber : F-12/1/2012-PRT-VOLUME(2) Subjec Training matter

Opening Date ! 19/08/12 03:42 Remarks : Training of 145 off..

Main Category ¢ Sub Category !

Previous Reference ! Later Reference :

File Movement History

Sender v Setton v Sentto " Aion T Remarks

Copyright © NIC, 2012
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Here volume file is created with the Volume number suffixed adjacent to the file number.
Note: You will learn the about different options under the volume file in detail in Section 9.

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

« Forward - Forward a patrticular File to the recipient.

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

Created Link Contains 2 options:

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

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

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

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

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

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

.

Fig.eFile. 1546

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

Copyright ©® NIC, 2012
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File Number :
Subject :
To
Set Due Date
Action

Priority

Rermarks

A-11011/1/2011-ADM

cell one INFO

Forward v
[out Today v
Total 1000 |

1000 character left

Send

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

e
Send
File Nurnber : A-11011/1/2011-ADM
Subject : cell one INFO
T El
Rathindra Nath P& (DM) Canfidential 6.
et Duxiate tukheres h Section of DM =
Action Debprosad Dey  UDA(DPR) Confidential
Section of DM
Priority
Swapan Kurmar UDASKN) Caonfidential Mz
Total 1000 | ' ' o
1000 character left
Rerarks

Fig.eFile. 15658

e Provide the Due date (if required) for the File using the calendar ( fZ1) link adjacent to the Due
Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in
Fig.eFile.159:
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e
Send
File Nurnber : A-11011/1/2011-ADM
Subject : cell one INFO
T [Rathindra Nath Mukhetjee--PA (DM)--Confidential Section |
Set Due Date | 31/08/2011 |3
Action Farward v'
Priority Approved
For Approval
For Information
Seen
Put Up again
Please Discuss
For Payment
Remarks
Send

Fig.eFile. 15759

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

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.160:
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Send
Fila Nurnber : A-11011/1/2011-ADM
Subject : cell one INFO
To | Rathindra Nath Mukhetjee--PA (DM)--Confidential Section (|

SetDue Date | 31/08/2011  [4)

Action Forward v

Priority “Most Immediate vq
Total 1000 |
994 characters left
URGENT

Rerarks

Send

Fig.eFile. 15860

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

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

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

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

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

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

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

Fig.eFile. 1613

c) Create Volume:

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

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

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

Hierarchical View| e

LEGEND | QOut Today

Most Immediate

Immediztz

Ordinary

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

.

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

Create Volume »

Fig.eFile. 16366

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

Receipls B
Filss =
» Tnbox
b Creat=d

» Orafts

» Camplet=d
» Tarked
+ Closad
» Sent
¥ Shysics| Fil=
o g;aln: Hew Nom
» Creata Wawi SFE]
# Creats Shadow Fila
¥ Electronic File
_y mreabe Hewilon
B
» Croata Mawi SFE]
4 Creats shadow Fils

¥ Creat= Part

¥ Create Wolimes

¥ Recycle Bin

Migrate File =
Dispatch &
Raports =
Setbings &r|

File Noi NEWPULLBATK - Yolumel 21 |

“Draft | Referances | Link | Details | Movemants | Edit | Send | More Action | More Details |

e

omsE

| B {Add Green Mot= | | 21| Add Yellow Note |

Thare is no correspondence sttached with this file.
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Note: You will learn the process of volume creation in detail in Section 9.-where is section 9

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

Parked:

Parked link contains a list of all the Files that are temporary closed and work will be done later on.
Pendency of File will be removed if any file is parked. Parked files can be made active at any point of

time.

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

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

— TNGITIEY ¥ Sumect ¥ Parking Aemarks

Receipts B pake actve
Files =

dsatas nezdzdsad

erenfigldg 1101t BE

¥ Inboe (22}

+xy3

b Created
+Drefts
+Completad

| Parked

b Cloz=d

b Sent

b Ssicel File

Crezta Rewilion
*org)

+ Crestz Nisuf3F3) E
b Elaciranic fil
Creziz Newilion
£F5)
+Create Mew{3F5]
b Creste Part

LEGERT | Out Today [ ] Mozt Immediate [ | Immediata
b Crezte Volume

¥ Recpcke Bin

Fig.eFile. 16568

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

\:W e "t i
E ] (il ettt

I ke ey i

Fig.eFile. 16669

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

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

Closed Files can be made active at any point of time.

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

e Select the File/s from the Closed link of Files which needs to be Closed, as shown in
Fig.eFile.170:

P s

IEEERD 1 D Toeey L} Mot Frrecin: ] el

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

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

Fig.eFile.171:
Tk |

Wi e ‘ ,

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

Fig.eFile. 1681

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

Sent:

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

sent Files, by clicking the Sent link under the Files section. As a result the, Sent Files screen appears as
shown in Fig.eFile.172:
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i View | Mark As | Create Part |
B ~ Number ~ Subject ~ Sent To ~ Sent on ~ Due On - E
| P C/145/2012-1F test DINESH CHANDRA LOHANI 14/06/12 12:42
B E  D-13013/1/20i2-PRT Tendulkar Phy File 1 DINESH CHANDRA LOHANT 14/06/12 12137
[} E  A-11011/135/2012-LF sdsadfafdsf ALOK KUMAR 14/06/12 12:24 - e
B E  A-11011/139/2012-LF sdsadfafdsf JAGMOHAN SINGH 14/06/12 12117
] E  A-11011/138/3012-LF safsafaf JAGMOHAN SINGH 14/06/12 12:13 E
B P E-12/1/2012-PRT PPRPPPRPRPRRR ALKA A KULKARNL 14/06/12 11:12
o B A/105/2012-LF test ALKA A KULKARNI 14/06/12 11112
|} m P C/29/2012-CC high jump ALKA A KULKARNI 14/06/12 11:12
o P TESTREPLYLINKZ TestReplyLink2 ALKA A KULKARNI 14/06/12 11:12
B P A-12012/2/2012-LF Daily aaj Tak ALKA A KULKARNI 14/06/12 11112 M
o P TESTREPLYLINK TestReplyLink ALKA A KULKARNI 14/06/12 11:12
| P C/79/2012-CC test ALKA A KULKARNI 14/06/12 11:12
B P ALKATESTDISPATCH Alka Test Dispatch ALKA A KULKARNI 14/06/12 11112
[} P B-11012/3/2012-LF vhjuhbuj ALKA A KULKARNI 14/06/12 11:11 i
LEGEND [ ] Out Today [ ] Most Immediate [ ] Immediate Ordinary

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

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

Physical
Electronic
Followed Up
All

Fig.eFile. 1703

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

Physical

Electronic

Followed Up

All

Fig.eFile. 1714

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

Electronic

Followed Up

All

Fig.eFile. 1725

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

Physical

Electronic

Followed Up

All

Fig.eFile. 1736

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

Physical

Electronic

Followed Up

All

Fig.eFile. 1747

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Fig.eFile. 17578

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

Followup

Follovwup Severity

O Urgent
@ Normal
Enter a Follow Up action
© Email
Alert Mode © sms
O eoth
@ None
When to Follow Up 129/08/2011 | 11 ]:[34  |[am=]E
Save l | Remove l

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

Foliowup

Followup Severity
@ Urgent
O Morral

(Forward the File
Enter a Follow Up action

OEmaiI
O SMS
® poth
O None

When to Follow Up 30082011 |10 |38 |[aM v[E

Alert Mode

I Save ]] Rermove l

Fig.eFile. 1770

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

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

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

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

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

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

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

Copyright © NIC, 2012



e@ffice

A CRGRTAL 'WDR K PLACE S0LUTION

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

Fig.eFile. 1781

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

Fig.eFile. 1792

Copyright © NIC, 2012



& DEGETAL 'WIRK PLACE 574_.111_

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

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

A-11011M139/2012-LF

Create Part

Fig.eFile. 1803

As a result, new part file is created with the File no at the top of File as shown in Fig.eFile.184:

Copyright © NIC, 2012



e@ffice

CRGITAL 'WORE PLACE SOLUTION

File Nos 0-13015/1/2012-PRT -Part[1]
Hobme—tSo Jemee—Breft—fintd [ Link DeLink | Details | Mavements | Edit | Send | Mare Adiar |
B Fu " g
B |2 Green Mote | = Adg Velion Nots List of correspondences and issues
Choose ane 2]
[l " Seceiptiissuz No, v Subject *Type ¥ Amached On v
Il E 9577/ 2012/LF Fdsfdsf BUCE 14/05/12 02:23

Fig.eFile. 1814

Physical File:

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

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

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

+ Drafts

+ Completed

Parked

-

Clozed

-

b Sent

-

Physical File

. Create New(Non
SF5)

+ Create New(SFS)
+ Create Shadow File

Electronic File I

-

Create New(Mon
SF5)

+ Craate Mew(SFS)

+ Create Shadow File

Create Part

-

p Create Volume

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

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

™ Choose one

Work On File Later » Continue Working »

Fig.eFile. 1836

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.187:
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[A-sief 13- 5c] 11-Ref Gnoosd [ zoiz JiF L]

Appointments

Work On File Later »

Fig.eFile. 1847

e After filling the necessary details, click the Continue Working (M) button (Fig.eFile.180) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.188:

Copyright © NIC, 2012



A& DRGETAL WS K PLACE SOLUTION

ile No: T-11011/1/2012-LF
orrespondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge

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

Fig.eFile. 18588

User can also click the Work on File Later (M) button if want to work on File later on. And
so the file moves to Draft section of Created File link. In this case the unique number of file is not

generated.

User can perform 11 different operations on a file, For instance:

a) Correspondence:

With the help of this feature user can attach physical correspondence/Receipt to the working File.

To attach Correspondence user has to perform following steps:

e Click the Correspondence ) Link (Fig.eFile.188), as a result List of Correspondences and
Issues page appears on right side of Notings page, as shown in Fig.eFile.189:
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il bo T-11010/1/2000-1F
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert Filz | More Details | Merge |

B

List of correspondences and issues

choosecne  [+]
v Receipt/Tssue No. ~ Subject * Tvpe * Attsched On i

Attach

]|

Fig.eFile. 18689

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

Fig.eFile. 1870

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

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

Receipt should not have referencing, it should be dereferenced.
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| Search for the receipt
2[]12|2| Search
Receipt Numbear Subject
o e 8138/2012/PRT 234
® e 8232/2012/CC El’;dge" 2nie
o e 8341/2012/PRT 11
o e 8355/2012/LF amm
CONSTITUTION
9P 8401/2012/LF OF INDL..
) P 8411/2012/PRT T1
) P 8416/2012/PRT G Cube Rec 3
TP 8497/2012/CC sadasd
)P gs501/2012/CC sadsad
TP 8302(2)/2012/CC safasf
1 2 3 4 5 **

Fig.eFile. 1881

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

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

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

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

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).
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Fibe No: T-1101 -LF
Correspondence | Link znd Delink  Movements Detals | Edit Sand | Dispatch | More Action | Create Valume | Canvert File | More Details | Marge |

List of correspondences and issues

;_‘_C_hqqsz ans 3

[ - * Sublect *Tyne ~Attached On b
B r creation and continu, 14/06/12 03:26 |

| r computer security. 14/06/L2 03:28

m e i3 PUCL 14..*.0&“_2 02542

Attadh

Fig.eFile. 1892

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

_Flkl Noa C-11/4/2011-PRT . .
| Correcpondence | Link and Delink  Movements | Details | Edit  Send | Dispatch | More Action | Create Wolume | Conwert File | Mors Details | Merge |

List of comrespondences and Eeuss

- Receintflssue N, ~ Subnec: - Tvme
-] 10128/3012/0RT Budgst Sraparation..... {Mark Az FR
T4 Datach
[ hiiii FUCL  loiace

|Attach with Another |
attach e

Fig.eFile. 1903
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ii. Unmark:

Helps the user to unmark the receipt, if it is marked as PUC or FR.

To unmark an already marked receipt user has to perform following steps:
Select the receipt from the List of Correspondences and Issues which needs to be Unmarked.
Select the type as Unmark from the dropdown menu.

iii.  Mark As FR:
Helps the user to mark the receipt as Fresh Receipt (FR).

To mark a receipt as Fresh Receipt (FR) user has to perform following steps:
o Select the receipt from the List of Correspondences and issues which needs to be marked as FR, as shown
in Fig.eFile.194:

frile No: C-1174/2012-PRT
Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Creste Volume | Convert File | More Details | Merge |

List of correspondences and Esuss

([l = Receipt/Issue No, = Subject *Tyoe ™ Atad
Budget Preparstion.....

F P B238/2012/LF hilii PUCL 16/07/12 08:37

Aitach

Fig.eFile. 1914

e Select the type as FR from the dropdown menu, as shown in Fig.eFile.195:
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File No: C-11/4/2012-PRT
Correspondznce | Link and Delink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert Fle | More Details | Merge |

List uf correspondences and issues

Choose Ong b

7 Eudget Pregaration..., il 4 R I!l
o hiit FUCL
Attach

Fig.eFile. 1925

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.196:

[File No: A-12011/1/2012-(F
Comrespondence  Link and Delink | Movements | Edit | Send | Dispatch | More Action | Create Volume |

8
List of correspondences and issues
£ *Sublet  ~Type v Aliadied On
i e Urgent 17402412 05:32 i
E B 132/ E Urgent PUCL 1702412 05:31

BUC Number: Chacse One | 7| Dane | Cancel

|Chogse Gng

Fig.eFile. 1936
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e Click the ‘Done’ ) button (Fig.eFile.196), as a result the receipt gets marked as FR, as shown in
Fig.eFile.197:

_Flle No: C-11/4/2042-BRT
Carrespondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Craate Voluma | Convert File | More Details | Merge |

B
List of correspondences and issues
Chocseone__[3]
A ~ Subject *Tvpe ¥ Attached On
A » Eudget Drzparation..... 18/07/12 09:37
] P hiiii BUCL 16107712 09:37
Atach

Fig.eFile. 1947

iv. Detach:

Helps the user to Delete/Detach the attached receipt from List of Correspondences and issues.

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

To detach areceipt, user has to perform following steps:

Select the receipt from the TOC of Correspondences which needs to be detached.
Select the type as Detach from the dropdown menu.

V. Close:

Helps the user to Close the attached receipt from TOC of Correspondences.
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To close a receipt, user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.198:

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

(i

List of correspondences and issues

0o - - Subiec: -
B r Budget Pregarztion..... Le/0T/12 02:37
E P B238/2012/LF Futti PUCL LeA0T/12 05:37

Attach

Fig.eFile. 198

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.199:
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File No: A-14011/1/2012-1F
Cerrespondence | Link and Delink | Movements | Edit ' Send | Dispatch | More Action | Create Volume | |

=]
List of correspondences and |ssues

| Choosa ane _'J

| Choose Gne |
A e - Cubiect =Type  ~ Attached Mark As PUC

| EnMark
2] P 2133/2012/LF Urgent £7/03{12 Mark &s FR

|Detach
B P S132/2013/LF Urgent FLUCL L?.’Uﬂlzﬁm

Attach

Fig.eFile. 199

As aresult, Close confirmation Box appears as shown in Fig.eFile.200:

Close confirmation

@ Please provide closing remark

Remarks

I OK ] [ Cancel \

Fig.eFile. 200

o Enter the Remarks and click the OK ) button, as shown in Fig.eFile.201:

Close confirmation

@ Please provide closing remark

Work Done

Rermarks

l OK G [ Cancel |

Fig.eFile. 1951
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As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

vi.  Attach with another:
Helps the user to attach the already merged receipt to another File.

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

e Select the receipt which needs to be put in another File and select the ‘Attach With Another’ option from the
dropdown as shown in Fig.eFile.202:

File No: T-11011/1/2012-LF
| Correspondence | Link and Delink | Movements | Details | Edit | Send | Dispetch | More Action | Create Volume | Convert File | More Details | Merge |

i)

List of correspondences and issues

|chooze Gne =
: |choosa One
(i - * Subrect *Iype  ¥iMark As PUC ¥
o UnMark
E > GG Sharm 2-00002 Mark A5 FR
Catzch
E creation and contin.. clesa
= L At ch With Anothas
[ creation and cantinu... §0e 1A 03T L
il ‘computer security. 14/08/12 03:26
= # SUCL  14/0£/12 D2:42 ]
creation and cantinu.., 13/06/12 11:54

creation and cantinu.., 13/06/12 1134

Attach

Fig.eFile. 1962

As a result list of Files will appears, as shown in Fig.eFile.203:
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e Select the file in which receipt needs to get attached and click the ‘Attach’ button, as shown in Fig.eFile.204:

4

Saarch File For Attach

m

WiWiW:i@:imMm:m:m

m

Year 2012'3 Search
File Number Subjact
pull-check pull-check
pull-check-Part(1] pull-check
check-up-files check-up-files
T-i5012/1/2012-CC Training in DOPT.
B-13011/1/2012-LF Implementation of e0...
T-15012/1/2012-CC-Volume(1) Training in DOPT.
A-14011/1/2012-LF Judiciary Matter
df-Part(1) df
pull-check-Volume(2) pull-check

m

-

Fig.eFile. 1973

Search File For Attach

.3

Year 2012|E| Search
File Number Subject
@ E pull-check pull-check
o E pull-check-Part{1] pull-check
o E check-up-files chack-up-files

m

.. = T-15012/1/2012-CC

Training in DOPT.

.. = B-132011/1/2012-LF

Implementation of e0...

@ P T-15012/1/2012-CC-Volume(1)

Training in DOPT.

@& P A-14011/1/2012-LF

Judiciary Matter

® E df-Part(1)

df

™ E pull-check-Volume(2)

pull-check

(L}

Fig.eFile. 1984

-

As a result the receipt will get detached from the current file and get attached to the selected File.
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b) Link and De-Link:

With the help of this feature user can Link or De-Link a File to the new created or existing file.

To Link and De-Link user has to perform following steps:

e Click the Link and De-Link ( Link, as a result Link/Delink page appears on right side of
Notings page, as shown in Fig.eFile.205:

File Bho: T-12011/1/2082-LF

Comespondence | {Link: and Delink | Movements | Details | Edit | Send.| Dispatch | Moce Action | Create Violume: | Conwert File | More Defails | Merge |

Link, Defink

v Subiect
Tandullear Phazy File...

Fig.eFile. 1995

o Click the Attach () Button (Fig.eFile.199), as a result, the File Search Window appears, as shown
in Fig.eFile.206:
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Search File For Attach

2012 |T| Search
File Number Subject
E hj hj
F-12/1/2012-LF type0012
P A-32013/1/2012-CC Implementation of e0...
P T-15012/1/2012-CC-Volume(1) Training in DOPT.
P B-13011/1/2012-LF Implementation of e0...
P T-15012/1/2012-CC Training in DOPT.
E check-up-files check-up-files
E pull-check-Part(1) pull-check
E pull-check pull-check

Attach

<1 >

Fig.eFile. 2006

e Select the file from the File Search window to attach with the file.

e After selecting the file, click the Attach () button (Fig.eFile.206). As a result, the file gets attached to
the file, as shown in Fig.eFile.207:

Copyright ©® NIC, 2012



e@ffice

A COGETAL WK FLACE SOLUTION

Search File For Attach

2012 m Search
File Number Subject
E hj hj
F-12/1/2012-LF type0012

A-32013/1/2012-CC

Implementation of e0...

T-15012/1/2012-CC-Volume(1)

Training in DOPT.

= B-13011/1/2012-LF Implementation of e0...
P T-15012/1/2012-CC Training in DOPT.
E check-up-files check-up-files
E pull-check-Part(1) pull-check
E pull-check pull-check
Attach
ECE

The File can be Delink from the dropdown menu available at the top of Link/Delink page.

i. Delink:

Fig.eFile. 2017

Helps the user to Delink the File from the attached file.

To Delink a File, user has to perform following steps:

e Select the File from the Link/Delink which needs to be delinked, as shown in Fig.eFile.208:

Copyright ©® NIC, 2012




e@ffice

A& DRGETAL WS K PLACE SOLUTION

File No: C-18/4/2012-FRT
'Dur_rapnru{encel Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Creste Volume | Convert File | Maors Details | Merge

g
Link/Delink
[choose onel]
&l P Cle44famz-ie testing creation of ...

Attach

Fig.eFile. 2028

e Select the Delink from the dropdown menu, as shown in Fig.eFile.209:
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File No: A-14011/1/2012-LF
Comrespondence | Link and Delink = M

Link/Delink

| Chaosa one
Choose Dne
* Subject

Implementation of eo..,

et

Fig.eFile. 2039

As a Result the file is delinked.

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

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

e Click the Movements ) Link, as a result Movement page appears, as shown in Fig.eFile.210:
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File No: A-12012/2/2012-LF
Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Canvert Fle | More Detalls | Merge |
File Humber : A-12012/2/2012-LF Subject Daily 22 Tak
Opening Date ¢ 27/04/12 04123 Remarks | Daily 23j Tak
Main Category : Sub Category :
Previous Referance : Later Referance |
File Movement History i
Sender v Senton v Sent to ¥ Action v Remarks v
ALKA A KULKARNI 140812 11112 ALKA & KULKARNT Farvard Mearge Testing again....
ulfe 17/04/12 04126 ALKA A KULKARNI Forvard
ALKA A KULKARNI 27)0412 04:25 Llfe Foruard

Fig.eFile. 20410

The page shows all the details of File Movement History.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created, TOC
receipt, Dispatch Movement History and Linked Files, a shown in Fig.eFile.211.:
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File Mo: 4-12012/2/20:2-LF
Csriespondence | Link: and DeLink | Movements |Details | Edit | Send | Dispatch | More Action | Create Velume | 'Convert File | More Cetails | Merge |
File Number | A-12012/2/2012-LF Subject s Daily aaj Tek
Dpaning Data : 27/04/12 04:25 Ramarks | Daily asj Tak
Main Catagary © Sub Category ¢
Pravious Refersnce : Later Referance @
| O —
|Bzrl Files Croated
Part No ¥ Creatad On = Remarks -
= Subiect =Tyie = Timestamg >
OFAf142 fafn 27/4{12 5:34 PM
B147/20130CC ad pUCH 11/5/12 4:53 PM DISPATCH
X4 CAR 13/6/12 3:57 FM CISPATCH
GG Sharmz -002 14/6/12 10:22 AM LISPATCH
Siibiect = Sent to ~Sent By = Dizontch Mode = Remarks S
|| tinkad Filas
] = File Number ¥ Subject A
] E D-13015/1/2012-PRT -Fart(L Tendulkar Phesy Flz..
[l P Training on Foundat...
E P st

Fig.eFile. 2051

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

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

o Click the Edit link, as a result Cover Page of that working file appears, as shown in Fig.eFile.212:
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Training Matter I

URGENT

Fig.eFile. 2062

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.212), as a result, changes on cover
page of file get saved.

f) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

e Click the Send link, as a result Send File page appears, as shown in Fig.eFile.213:
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Send
File Number : 5-11011/2/2011-ADM
Subject : Description
To
Set Due Date E
Action [ Eaipaid ¥
Priority Out To,da'!’ \t
Total 1000 |
1000 character left
Remarks

Fig.eFile. 2073

e Either directly enter the name in the “To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.214:
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»

“send
File Number : $-11011/2/2011-ADM
Subject : Description
I |
Te |4 ‘
Rathindra Nath  PA (DM) Confidential 7
SEED R DAt Mukherjee SeCtion of DM =
Action Debprosad Dey  UDA(DPR) Confidential
SeCtion of DM
Priority
Swapan Kumar  UDA(SKN) Confidential o
Total 1000 ' '
1000 character left
Remarks
Send

Fig.eFile. 2084

e Provide the Due date (if required) for the File using the Calendar (3Z]) link adjacent to the Due Date text box.

e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.215:
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| Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
T [Rathindra Nath Mukherjse--PA (DM)--Confidzntial Section

SetDue Date | 31/08/2011 [

Action Forward v

t‘Forward"
Priorit |
. For Appraval

For Information
Seen

Put Up again
Please Discuss
For Payment

Remarks

Send

Fig.eFile. 2095
e Select the Priority (if required) of the File from the dropdown menu.

e Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.216:
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IV
Send
File Number i A-11011/1/2011-ADM
Subject : cell one INFO
hc} | Rathindra Nath Mukherjee--PA (DM)--Confidential Section ¢

Set Due Date [21/08/2011 m

Action Approved v

Priotity [ Most Immediate vr‘
| M e B —
Tatal 1000 |
994 characters left
URGENT

Rermarks

‘ Send

Fig.eFile. 2106

e Click the Send button (Fig.eFile.216). As a result, the File is sent to the intended recipient.

g) Dispatch:

With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or
Office.

To Dispatch user has to perform following steps:

. . Dispatch | . . - .
e Click the Dispatch link, as a result Dispatch page appears, as shown in Fig.eFile.217:
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Dispatch
Postal Details

Postal Mode Choose One E| Postal Charge 0

Medium Choose One E| Weight 0
{0ut Register Details

Paon Baak Na Out Date @

Paon Name Choose One E| Out Time

Peon Code Choose One E| Delivery Status Ho E|
Delivary Date @

Delivary Time

Receipt Details

Reply @ HevyFresh

Subjact* (Maximum of 250 Charactars)

iCommunication Details
Ministry Choose One E|
Department Choose One
Name*
Designation
Address 1 ¥
Address 2
Email
Organization Choose One

Country Choosa Ona

=1 =] =]

State Choose One
Pincode
Talephona

Fax

Clear Fields

Language of
draft

Attachment Browse... || Upload

Choose One E

| Dispatch By Self | | Dispatch By CRU

Fig.eFile. 2117

e Select the ‘Reply Type’, ‘Nature of Reply’ and other required fields, as shown in Fig.eFile.218:
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e
Postal Details:

Postal Mode Choose One E Postal Charge o

Medium Choose One D Weight o
Out Register Details

Peon Book No QOut Date

Peon Name Choose One E Out Time

Peon Code Choose One Delivery Status No E|
Delivery Date @

Delivery Time

Receipt Datails

O Reply @ NewFresh

dhf;
Subject* (Maximum of 250 Characters) i

Communication Details
Ministry Choose One E
Department Choose One E
Name*

Designation

Address 1 *

Address 2

Email

Organization Choose One

Country Choose One

EEE]

State Choose One
Pincode
Telephone

Fax

Cler Fields o actd More Recipients

TR
b Choose One 7]

Fig.eFile. 2128
e Now the user has 2 options after filling the required metadata fields which are ‘Dispatch By Self’ and
‘Dispatch By CRU'’.

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

e |If user selects ‘Dispatch By CRUCRU’ option, a popup appears. Popup contains the list of all the
users mapped with CRU CRU section (if any), Delivery Mode and Remarks, as shown in
Fig.eFile.219:
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CRU User(s]: CRU |E|
Delivery Mode: Choose One |E|
-
Femarks:
|8 dl

Fig.eFile. 2139

In this case no user is mapped with CRU CRU section. All issues will be sent directly to SO (CRU).
Once issue is sent to CRU section, user can Copy the dispatch data with the help of ‘Copy Dispatch
Data’ option available and send to other concerned Organization (if required), as shown in
Fig.eFile.220:

Pean Buck No Out Dete [ il
Pean Name Choose One [~ ] Out Time
Fean Code |Shooss Sns 1= Delivary Stams

Delivary Date [ gl

Delivary Time

Subjact® [ Mzamum of 250 Characters)

Lommanication Details
Miniatry . 5
Dispatched successfully with no. : I/935/2012
Depariment

Hame®

Designation

Address & *

Address 2

Ermail

Crganization [chemze ons
Courtry

Srate

Pincode

Telephone

Fax

+ Add Mure Recinients

Languzge of
draft

Attachment Biwas Upload |

Copy Dispatch Deta

Fig.eFile. 21420
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In case no user is mapped the dispatch is directly sent to the SO (CRU).

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

h) More Action:
With the help of this feature user can Park or Close the working file.

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

e Move the cursor over More Action Link and click the Park File option, as shown in

Fig.eFile.221:
File No: C/143/2012-LF
Correspondence | Link and Celink | Movements | Details | Edit | Send | Dispatch | lore Achon|| Create Volume | Convert File | Mare Details | Merge |
Closs File Back To Tab Viey
5
List of correspondences and issues
ke tne E
[l > Subiect *Type ~ Attsched On
0 P coins 14/06/12 02:34
[i] P GG Sharm= -003 14/06/12 02:34
[E R computer security 14/08/12 12:42
: B G5 Sharma -000001 PUC1 14/06/17 12:38
Attach
Fig.eFile. 2151
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As aresult, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.222:

Parking confirmation

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

Remarks

Rerninder Date | E

I Ok || Cancel I

Fig.eFile. 2162

e Enter the Remarks and Reminder Date as per requirement and click the OK ( button, as shown in
Fig.eFile.223:

Parking confirmation

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

Recquired Later on
Remarks

Reminder Date | 1g710/2011 m

| ok {?H Cancel |

Fig.eFile. 2173

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

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

e Move the cursor over More Action () Link and click the Close File option, as shown in
Fig.eFile.224:
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Fife No: C/145/2012-LF
' Corespandence | Link and Delink | Movements | Detzils | Edit | Send | Dispatch | Mars Ation | Create Valume | Canvert File | More Details | Merge |

Close File Back To Tab Viey

Park File =

List of correspondences and issues

Choose One E

] 2 Receipt/fesue No, - Subject *Twpe T Atached On |
mH r coins 14/05/12 02:54
0 e G Sharma -003 14/05/12 02:54
H e computer securty 14/08/12 12:42
0 e G5 Sharma -000001 FUCI  14/08/1212:38
Attach

Fig.eFile. 2184

As aresult, Cover page of File will appear, as shown in Fig.eFile.225:
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Recuipte =l
| Files =l
b Lrbox
b Crested
+Drafts
+ Completed
b Parked
7 I S T e S [
» Sent
» Shysical Fla
, Sreate Hewlion
SFE|
# Creata flewSFS)
» Crasta shadow Fila
¥ Electranic Fil= I
_, wreate Hewilion
e
4 Creata HewSFE)
+ Cieata Shadaw Fils

b Crmsts Part

b Create Volume
¥ Recyde Bin
Migrata File E|_
Dispatch &
nsc (€3]
(o =]
Sattings =

Fig.eFile. 2195

e Enter the Closing Remarks as per requirement, and click the Close (@) button, as shown in
Fig.eFile.226:
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Training Budget

Fig.eFile. 2206

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

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

i) Create Volume:
Helps the user to create a new Volume of an existing file.

o To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.227:
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T-15012/1/2012-CC

Tramning in DOPT.

Fig.eFile. 2217

e Click the Create Volume (_) button (Fig.eFile.227) to create volume, as a result the following page
appears, as shown in Fig.eFile.228:

File Ne: &-11011/141/2012-LF-Valume{Z I
flting | Correspondence | Draft | References | Link Delink  Details | Movements | Edit | Send | More Adion |

CY- 2o B

B t2d Green Hots | : = | ndd allow Nate List of correspondences and issues

Choose One E]

A ¥ Receiot/Tssus No, ¥ Subject ~ Type  Atached On bt
fttach. |

Fig.eFile. 2228
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Note: You will learn the process of volume creation in detail in Section 9.
j) Convert File:

Helps the user to convert the Physical File to Electronic File only irrespective of the File location,
weather it is attached with a receipt or from the File inbox/Created Section.

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

e Click the ‘Convert File’ option, as a result, following screen appears, as shown in Fig.eFile.229:

: A-11011/156/2012-LF
Fne?::a:;;d;:nelu;:nd Delink | Movements | Details Edit | Send | Dissatch | More Acion  Create Valume || Convert Fils | Pors Details  Merge |
' 8
File Numter - AMOMASEN2LE g
Subjec! : Flanning ad
Rocoipt Humbar = Sublect - Type = Attachad Dats
P BBERZ01ZLF crezfion relzted receipt 221033 A0 Detal Browse_ LlplT
P BT432012LF long jump ZNEMZ33AN Detail
POOTANAZLF  longjump WERNM  Detal
P STERV2LF longjump MEZI3IAN el
DF&1ag reztion elefed receit 2ARIBM  Dal [(Browse. || ugiead |
DF&1198 reztion elated recei 2ERNEM Dl | Bowse. || Udosd |
OFAH19T cresfion refaed receirt 2NBM Desl [ Browse. || upissd |
DFA1196 meion releed receip LA 04N D2l | Browse. || upiesd | E
Send By ~ SentOn bl
ALKA AKULKARNI 20612 1134 AN ' ' [Browse.. || Upiest |

Fig.eFile. 2239

e Upload the scanned PDF’s of Correspondence(s), DFA’s and Noting(s) (if any), as shown in Fig.eFile.230:
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File No: A-11011/156/2012-LF
Correspondence | Link and DelLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

File Mumber o A11011M156/2012-LF

Subject . Planning

Correspondences
Receipt Number ~ Subject ~ Type v Attached Date =

P 8566/2012/LF creation related receipt 20/6/12 10:33 AM Detail | C:\Users\HCL\Desktop'Hil| Browse... Upload

P 8743/2012/LF long jump 200612 10:33 AM Detail

P 8743/2012/LF long jump 200612 10:33 AM Detail

P 8743/2012/LF long jump 200612 10:33 AM Detail
DFAM199 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop\Hil| Browse... Upload
DFAM198 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop'Hil| Browse... | Upload |
DFAM197 creation related receipt 22/3M12 10:25 AM Detail | C:\Users\HCL\Desktop\Hil| Browse... Upload
DFAM196 creation related receipt 22312 10:24 AM Detail | C:\Users\HCL\Desktop'\Hil| Browse... Upload

Motings

Send By + Sent On =

ALKA A KULKARNMI 20/6/12 10:34 AM C\Users\HCL\Desktop'Hil || Browse... E Upload ;

[e—— ——

Fig.eFile. 22430

e After uploading the scanned PDF’s, click the ‘Convert’ button (Fig.eFile.230), as a result the

Nature of the File gets changed i.e. Physical File gets changed to Electronic File.
k) More Details:

Helps the user to view the details of all the merged File(s).

In ‘Merged Files’ option ‘More Details’ user can view all merged files (if any), as shown in
Fig.eFile.231:
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File No: A-11011/156/2012-LF
Correspandence | Link and Delink | Movements | Details | Edit | Send | Dispatch | Mare Action | Create Valume | Convert File | Mare Details | Merge | ‘
File Humber : A-11011/156/2012-LF Subject Planning
Opening Date : 1/08/12 02:42 Remarks : Planning
Main Categary : Sub Category ¢
Previous Referance | Later Reference :
Merged Filas
5.0 ¥ Number ¥ Subiect v
I Cl2aani2-Cc high jump
i 072/2012-LF test
i E-12/1/2012-PRT-VOLUME[2 Training matter
< SFSPFILEG-001 SF3 P File G-001

Fig.eFile. 22531

Merged Files can be open by clicking the File number and that is in read Only mode.

l) Merge:

Helps the user to merge some other File with the working file.

Files having Physical nature only can be merged with one another. Electronic files cannot be merged.

To merge another File with the working File, user has to perform following steps:

e Click the ‘Merge’ ) link from within the working file, as a result, Merge Files screen appears as shown
in Fig.eFile.232:
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Merge File(s)
Main * Mumber ~ Subject ~ Sender -
@ P A-11011/156/2012-LF Flanning ALKA A KULKARNI ras
Search File(s) To Merge
vear |2012[~] Search
I:l File Number Subject Sl
B e O/71/2012-LF test
B e B-13011/5/2012-DDS(AK) phydiytesting L
B e D/64/2012-PRT-Volume(2) 102 1
B e O-54 O-54
E e C/168/2012-LF get set
I:l =] Cf129/2012-LF testing description
I:l =] Cf128/2012-LF testing description
o C-12/5/2012-LF naw physical file
B e B-11012/9/2012-LF vhjuhbuj i
== =123456x x>
Add

e Select the Files from ‘Search File(s) to merge’ window and click the ‘Add’ button, as shown in Fig.eFile.233:

Fig.eFile. 22632

Merge File(s)
Main ~ Mumber ~ Subject ~ Sender b
P A-11011/156/2012-LF Planning ALKA A KULKARNI F
ISearch File(s) To Merge
Year 2012'3 Search
|:| File Number Subject =
[ e Df71/2012-LF test
| P B-13011/5/2012-DDS(AK) | phydiytesting |
0 e D/64/2012-PRT-Voluma(2) 102
| M P D-64 I D-54
0 e C/168/2012-LF get set
P C/139/2012-LF testing description
P C/138/2012-LF testing description
0 e C-12/5/2012-LF new physical file
0 e B-11012/8/2012-LF vhjuhbuj il
<< <1234568> ==
Add
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As a result, the selected file(s) appears in the Merge File(s) window, as shown in Fig.eFile.234:

Merge File(s) |

Main ~ Number ~ Subject  Sender -

P A-11011/156/2012-LF Planning ALKA & KULKARNI Fal

P B-13011/5/2012-DDS(AK) phydiytesting ras

P D-54 o-64 ras

P C/139/3013-LF testing description Fay

P C/138/2012-LF testing description ras

Search File(s) To Merge
Year [2012[~] Search
= File Number Subject |~
B e /7 1/2012-LF test
| e B-13011/5/2012-DDS[AK) phydiytesting A
| e D/64,/2012-PRT-Volume(2]) 10z 1
B e O-54 D-54
B e C/168/2012-LF get set
El F C/139/2012-LF testing description
El P Cf128/2012-LF testing description
B e C-12/5/2012-LF new physical file
| e B-11012/5/2012-LF whjuhbuj i
<= <123456= ==
Add

Fig.eFile. 22834

e Click the ‘Merge’ button (Fig.eFile.234), as a result the files will get merged with the main working file,
as shown in Fig.eFile.235:

File No: A-11011/158/2012-LF
= = = = B

Correspondence | Link and DeLink | Movements | Details | Edit | Send | Dispatch | More Action | Create Volume | Convert File | More Details | Merge |

File Number : A-11011/156/2012-LF Subject ! Planning

Opening Datz ¢ 19/06/12 02:42 Remarks Planning

Main Category Sub Category

Pravious Reference : Later Reference :

—

Merged Files B
S.No ¥ Number ¥ Subject g

1 C/28/2012-CC high jump

2 C/138/2012-LF testing description

3 Cf139/2012-LF testing description
4 D-64 D-64

5 B-13011/5/2012-DDS({AK phydiytesting

6 Df72/2012-LF test

7 E-12/1/20132-PRT-VOLUME(2 Training matter

8 SFSPFILEG-001 5F5 P File G-001

Fig.eFile. 2295
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Physical

Create New (SFS): This option creates a physical file with SFS standard i.e. the user can enter File No.
without any restriction or standards.

e Click on the Create New (SFS) option under Physical File under the left navigation.

As aresult, File Cover Page screen appears as shown in Fig.eFile.236:

Continue Working

Fig.eFile. 2306

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.237:
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eFile/11011/2012-imp

eFile Implementation I

Appointments

Continue Working »

Fig.eFile. 2317

After filling the necessary details, click the Continue Working (M) button (Fig.eFile.237) to
create a new physical file. As a result, file gets created, as shown in Fig.eFile.238:

le No: EFILE/110112/2012-IMp

Correspondence | Link and DeLink ' Movements | Defails | Edt | Send | Dispatch | More Action | Create Volume | Canvert il | More Detals | Merge | W
File Number EFILE/110112/2012-1MP Subject &l Training sched..

Opening Date : 14/06/12 04:50 Remarks ¢

Main Categary ¢ Sub Category :

Previgus Reference : Later Referance :

File Movement History

Sender venton v Sentto ¥ Adton ™ Remarks \

Fig.eFile. 2328

e User can perform same operations on a file as explained in Create Non-SFS file.
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Electronic File:

Electronic File option under the Files section helps the user to create an Electronic File.
Electronic File Link Contains 2 options:

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

To create a New File user has to perform the following steps:
e Click the Create New (Non-SFS) option from the Left navigation panel under the Electronic File section.

As aresult, File Cover Page screen appears as shown in Fig.eFile.239:

[Croos] Groced Choos crocsf Y =01 Jir -]

-
-

Work On File Later » Continue Working »

Fig.eFile. 2339

e Enter the necessary details on the File Cover Page. File Basic Head and Subject Description are the
Mandatory fields, a shown in Fig.eFile.240:
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[J-JM f 11 -Hul NP 1T -Cul fzois BADM v|

Appointments

Y choosa one

Urgent h atter

Work On File Later » Continue Working »

Fig.eFile. 234

o After filling the necessary details, click the Continue Working (M) button (Fig.eFile.240) to
create a new file. As a result, file gets created, along with a unique file number based on the selection of
heads as shown in Fig.eFile.241:
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File Moz 2-11741/2012-LF-LBSNAS I
yrespondence | Dratt | Refersnces | Link | Details | Movements | Edit ' Send | More Action | Create Volume | More Details | |

=V » PFEE

[ T ki T s |
Bi Add Green Note | | = |Add Yellow Note

Thare is no camespondence attached with this file.

Fig.eFile. 23541

User can also click the Work on File Later (w) button if want to work on File later on. And
so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

User can perform different operations on a file, For instance:

a) Add note: With the help of this feature user can add a green note or a yellow note onto the newly created
file or existing File.

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

e Click the Add Green Note link, as shown in Fig.eFile.242:
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File Mos 2-11/41/2012-LF-LBSHAS I
ymespondence | Draft | References | Link | Details | Movements | Edit “Send | More Adion | Create Volume | More Details | |

= 2w i oidinip=s

[ R T i T e e |
Bi \pdd Green Note | | = | Add Yellow Note

There is no camespondence attached with this file.

Fig.eFile. 23642

As a result, noting becomes active and user can add note.

e After making a note, user has to click the Save Button to save the noting, as a result noting is prepared
and saved.

e The User can also attach a document (Pdf Format only) by clicking the Attach File button at the
bottom of the noting portion.

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

e Click the Add Yellow Note, as shown in Fig.eFile.243:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | Maore Details |

B g4 v

B Add Green Note || = |Add Yellow Note |

e

There is no correspondence attached with this file.

Fig.eFile. 23743

As aresult Yellow Note sheet page appears on Notings portion, as shown in Fig.eFile.244:
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L 4-10/41/2013-LF-LB5HAR
|.imn‘g‘i?{2nnespondence | Draft | References | Link | Details ' Movemants | Edit Send | Mare Action | Creats Volume | More Details |

B 7O ~ Fumat v FortFemly v
| LB FgamA-g
AeaaEay -eExx0y-8

2352 % V@S| 8P e -

FontSa vt

There is no comaspondance attached with this fils,

Fig.eFile. 23844

e After making a note on yellow sheet, click the Save Button, shown in Fig.eFile.245:
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I_’_i|e No: A-1L74 1_."2012'5".55?1.‘-}
Noting | Correspondence  Draft  References | Link ' Details | Movements | Edit | Send | Mare Ation | Create Volume | More Details

Comesmandence FEE

Shfes ~ Farmat ~ FontFamity
S| | LEJE@mA-g
snanmas —ce@xriaz-R

e 5535 |7 { [ 11 | B @~ Endsh i) ~

Font Sz

Thera is no correspandence attachad with this file.

Fig.eFile. 2395

As a result, yellow note get saved.

o After clicking the save button, user has 3 options:
o Edit : Refers to edit the Yellow Note
o Discard : Refers to Discard the Yellow Note
o Confirm ): Refers to Confirm the Yellow note.

User can perform any options as per authorization.

Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet Noting of
File. At atime only one noting is active, either yellow note or Main Green sheet note.
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b) Correspondence:
With the help of this feature user can attach correspondence/Receipt to the working File.
To attach Correspondence user has to perform following steps:

e Perform All Steps of creating a new file.

e Click the Correspondence ) Link (Fig.eFile.245), as a result List of Correspondences and

issues page appears on right side of Noting page, as shown in Fig.eFile.246:

File Nos A-213/43/002 LESHAR

Noting | §Co FE_SDDH%I; | Draf | References link | Details  Movements | Edit Send | More Action | Creatz Velume | More Details |

B f« e 5
B Add Gresn Nate .:-_ Add Yellow Notz [ I List of correspondences and issues ]
........................................................................................................................................................ Chosse Ona E
(5] ¥  feceipt/Issue No. * Subjed ¥ Type- ~ Attached On : {Er
Atz

Fig.eFile. 2406

e Click the Attach Button (Fig.eFile.246), as a result, the Receipt Search window appears, as
shown in Fig.eFile.247:
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- search for the receipt
|

;2012r:: search |
training
P 8119/2012/CC of the
Empl...
p 8143/2012/LF Urgent
"< 1 2

Attach

Fig.eFile. 2417

e Select the receipt from the Receipt Search window to attach with the file.

e After selecting the receipt, click the Attach ( button (Fig.eFile.247). As a result, the receipt gets
attached to the file, as shown in Fig.eFile.248:
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. Search for the receipt
|

2012]7 Search
Receipt Number ‘Subject
traTm'l
P O=b 8119/2012/CC of the
Empl
P 8143/2012/LF Urgent

LR R

Fig.eFile. 2428

Type of the receipt can be changed from the dropdown menu available at the top of TOC of correspondences
page:

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

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

Select the receipt from the TOC of Correspondences which needs to be marked as PUC, as shown in
Fig.eFile.249:

By default the first receipt attached to a file is marked as PUC1 (Paper under Consideration).
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Fila Mot £-11/41/2012-LF-LBSHAL
| Nating | Ci ! Drait  Ref: | Link | Details | Movements | Edic ' Send | More Action | Creste Volume | More Deteils |

E B ™ =

B ndd Green hot= : Add Yallow Nobs List of correspondences and issues
P (e R R N PN B B P Y R o E:ChOOEE SHE.E
IE = 53 Sharma -001 pUCY 18/08/17 17:45 datals |
Attach

Fig.eFile. 2439

e Select the type as PUC from the dropdown menu, as shown in Fig.eFile.250:

Copyright ©® NIC, 2012



CRGETAL WIR K FLACE SOLUTION

File Noz &-11/45/20£3-LF-LESKAA
i Neting |t0rresponﬁence"'lt)§aﬂ. | References | Link | Detalls | Movemants | Edit | Send | More Action | Creata Volume | More Detalls
B wE T &
E.fidfﬂG!’\?enNﬂtE .:“.ﬁdﬁ‘fe.l!uwﬂd.ef List of correspondences and issues.
0 - - Subject ~Tepe = ket O
0 e 55 Sharma -00L BUCI  15/08/12 1245 m:_rk:«_: 2
s G
Fig.eFile. 24450
i) Unmark: Helps the user to unmark the receipt, if it is marked as PUC or FR.

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

e Select the receipt from the TOC of Correspondences which needs to be Unmarked.
e Select the type as Unmark from the dropdown menu.

iii) Mark As FR: Helps the user to mark the receipt as Fresh Receipt (FR).

To mark areceipt as Fresh Receipt (FR) user has to perform following steps:

e Select the receipt from the TOC of Correspondences which needs to be marked as FR, as shown in
Fig.eFile.251.
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File No: A-11/41/2012-LF-LESNAA

i'Nut'ing |Co'rre;phnderb:e | Dreft References | Link  Dealls | Movements | Edit Send | More Adtion | Craat= Volume | Mars Detals |

& Pwmimm

B |Add Green Note | = Add ellow Note

Receipt/Issue Na.

=[5

p 10627/ 201 2/LIB

List of correspondences and issues

|Chooze Ons
T Subject *Type ¥ Attached On |Mark &= PUC

55 Sharma -00L PUCL 130312 12445 |

#ttach

Fig.eFile. 24551

e Select the type as FR from the dropdown menu, as shown in Fig.eFile.252:
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File Ho: A-11/4 1/2012-L F-LESNAA

E ‘D*m _ b

| Moting |C0rrespﬁndern:e | Draft References | Lnk Details | Movements | Edit Send | Mare Adtion  Craat= Volume | More Detals |

B |Add Green Note || = Add Yellow Not

> Receipt/lssue Na.

=l 3

p 10627/Z01Z/LIB

List of correspondences and issues

|Choose One
v Subject *Type ¥ Attached On |Mark Az PUC

5 Sharma -001 PUCL 19/05/12 12145 1

Attach

Fig.eFile. 24652

e Then, select the PUC Number from the dropdown menu as shown in Fig.eFile.253:

Copyright ©® NIC, 2012




c@ffice

CRGETAL WIR K FLACE SOLUTION

File No: A-11/41/2012-LF-LESHAR
Noting | Correspandence | Draft | References | Link | Details | Movements | Edit - Send | More Action | Create Voluma | More Details |

2 8w b =
EM 2| Add Yellow Note List of correspondences and isswes
= ieceiptiissue No. * Subje *Type ¥ Aftached On
[ Receipt N Subrizct Tyte i o]
E e 10627/2012/LIB PUC1 13/09/12 12:45 detailz
BUC Humber: Dane Cancsl

Fig.eFile. 24753

e Click the ‘Done’ ) button (Fig.eFile.248), as a result the receipt gets marked as FR.

iv) Detach:

Helps the user to Delete/Detach the attached receipt from TOC of Correspondences.

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

To detach areceipt, user has to perform following steps:
e Select the receipt from the TOC of Correspondences which needs to be detached:

e Select the type as Detach from the dropdown menu, as shown in Fig.eFile.254:
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Fale No: 2-11/41/2012-LF-LBEHAA _ ] ] ] ] ] ]
Noting ' Correspondence | Draft | References | Link | Detzils  Movements | Edt Send | More Action | Create Volume | Mors Details | i
2 Bruc i

2

B add Green Pote | Z| Add Yellow niote

List of correspondences and issues

|Choose One |®
|choose One
~ Sublect vIvpe TifachedOn  |Markaspuc |7
Uniark
G5 Sharma -001 PUCI  19/D3/12 12:46  |mark As FR

e |
Attach Claze

Fig.eFile. 24854

V) Close:

Helps the user to close the attached receipt from TOC of Correspondences.

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

e Select the receipt from the TOC of Correspondences which needs to be closed, as shown in Fig.eFile.255:
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File No: A-11/41/2012-LF-LBSNAA

[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details |

B P Y

B Add Green Note | | = |Add Yellow Note

~ Receipt/Issue No.

= O

P 10627/2012/LI1B

List of correspondences and issues

~ Subject ~ Type
G5 Sharma -001 PUCL

~ Attached On

19/09/12 12:46

Choase One | 7]
Choose One
Mark As PUC
UnMark

Mark As FR

Detach

Fig.eFile. 2495

e Select the type as Close from the dropdown menu, as shown in Fig.eFile.256.
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File No: A-11/41/2012-LF-LBSNAA

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | 1
= P ue " =]
Bil |add Green note | | 21 Add Yellow Note List of correspondences and issues

Choose One [7]
ccccccccc

(= ~ Receipt/Issue No. ~ Subject ~Type ~ Attached On ~
P 10627/2012/LIB GS Sharma -001 PUC1 19/09/12 12:46  |mark A

Fig.eFile. 2506

As aresult, Close confirmation Box appears as shown in Fig.eFile.257:

Close confirmation

@ Please provide closing remark

Remarks

| OK I l Cancel

Fig.eFile. 2517

e Enter the Remarks and click the OK ) button, as shown in Fig.eFile.258:
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Close confirmation

@ Please provide closing remark

Work Done

Rermarks

| ok “.’_"J] Cancel

Fig.eFile. 2528

As a result, the selected receipt gets closed and so moves to Closed Link of Receipts section of the creator of
the receipt.

c) Draft: With the help of this feature user can create New Draft and View existing Drafts in the File.
To create New Draft user has to perform following steps:

e Perform All Steps of creating a new file.

e Scroll mouse over Draft ) link and click the Create New Draft option under it, as shown in
Fig.eFile.259:
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File Moa A-11/41/2012-LF-LBINAA

i' foting  Cor e | Draft | nces  Link | Details | Movements | Edic | Send | More Achion | Create Volume | More Details
Create New Draft ol
r iew Draft
bt e Basic View
D Reply B HendFresh & Finzncial Sanction
£ — w
. . L=nguage of = B i oo, IS
1s classified ' ves 9o :m% ) Choose One B 2 X
Subject® (Maximum =f 5
250 Characers) "
(Communication Details
Ministry Choose One =]
Dagartmiant | Cheosa Ons E
E ADMG1 ADMG LETTER HEAD
Hama®

" Dasignation

Crganization
Addrasz 1%
Addrazz 2
Ermail

Cauntry

State

|E &

City
Fincods
Telezhone

Fax

*add ...\r;.p_—

Clzar Figlds

Attachmant | | Browss. || Upload

Fig.eFile. 2539

As a result Create New Draft page appears, as shown in Fig.eFile.260:
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File Nog A-11/41/2012 LF-LBZNAR ] i _ ] ] .
[ Noting | Cor e | Drat | Refersnces  Link | Detalls | Movements | Edic | Send | More Achon | Create Volume | More Detzils
| Create New Draft I =
iew Draft
rRKﬁipl Be Basic View
D Reply @ fewdFresh B Finaneial Senckion =
Is Classified 7 ves @ no EE,;’\;Q;EEQE o .(3_-.51?35 Orne B :I’: Mot Rawer, 188

Subject® (Maximum of 5

250 Charadem) -

\Communication Details

Ministry Choose One

|E &

Dagartmiant | Chasza Ons
- ADMG1 ADMG LETTER. HEAD
Hama*

I Diasignation
Crganization
Addrazz 1%
Addrazz 2
Email

Caunbry | Choaz= On=

| = =

e {hoose bre.
City [

Fincode

Telezhone

Fax

+ 200 More Recinients

Cizar Fislds

Attachmart| Browss. || Upload

Fig.eFile. 25460

e Enter the mandatory fields like Subject, Name and Address and other necessary details (Fig.eFile.260).

o Either directly type the draft manually or choose the predefined template and click the View ) Button,
as shown in Fig.eFile.261:
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—_—
Basc View

| ADMEL | ADMGT LETTER HEAD

Fig.eFile. 25561

e Select the Template (if required) and click Ok to modify the word document and then Save ( button
as shown in Fig.eFile.262:

Dataik
Racsipt Baaic Vg

T raaly B pziFrash Financia| Senction

- AL, 7] e eyl g B formar, AT T
1a Classified © Yes @ 4o Lpraumge of [opooss One  [X] e = e

Subject* (Maxtmum of TEEE
250 Charnders)

subjact 15 required

Commumication Delails o —
Ministry Chooss One r;g -
Drpmiient Fhaess Ens = Draft Tnstructions : SRt ARMGLETTER B2AD
— fanigh | 3

=me Hzme is requind. 1, Onca you done with Draft creation, Close MS Ward
Window and Click 0 button to proceed further.
Dasignation | 2. Click the Cancel button to cancel the process.
Organization | = -
oK Canced
fghigh | )
Addrese 1 * 2
Addreesl i= reguined
Addrass 2 |
Email | -
Country Chooss Ona E
Stata Chocsa Ona 3
City |
Pinzode |
Teleshune |
o |
“Faud more Recpents
Clmar Fialds
Attachment | Boowse... || Upload
Bave:

Fig.eFile. 25662
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. As a result the Word document appears. User can make the changes in the content of the word
document and after making the necessary changes user can save the documents as shown in Fig.eFile.263:

File Not A-L10LL/5/2013-LF-LBSNAR
Toting e | Drafl | References | Link | Detais | Movements | EGL | Send | More Action | Create Volume | More Details |
Heceipts &
Files = =
 fokex e Bz Vinsr
¥ Craated . -
e u - Financial Senction
+ Drafts - e = - - TS s
o ) ;I S IR 1590626 dat [Carmpanblty Madz] K |_ = x ) _ ¥ f ot 1y
+Complel | DZ - =, yna | Chooea One li=d B s
Home | Insert Pagelayoul References: Mailings Review View Adddns 80 P7 R O - et
b Parked
| -"-LI 4 | Calibri e (= e =5 e
) St = 1B 2 ke xS 2
et Paile 7 e é"‘ o [ |Patagraph  Shytes  Edifing
 Create ||| CiwBoSa 5 ~ Fant -
+Creatn =
hcsberiz Drafl Instructivns : i b
o Enliin 120{] 1. once vou done with Draft creatian, Close #15 Word
4 Crente | Window and Chok O button te proceed further,
£F3) 2, Chick the Cancel button to canced the process.
By | | o 1
+Create - =
b Create Pa AdmgL.doc £
b Create Vol
b Recycie 8
Migrate Fild
m——
DeC i
a
Reporis L
eringe—|
Page ol Wordsl * it Mors Recioiaats
=
Abachment Browse . |[ uglead |
|

Fig.eFile. 25763

Now user can click the OK button in the Draft Instructions Pop Up to complete the Draft creation process

To avoid the word document User can click on Cancel button to move to next step.

As a result new Draft is created.

e To Edit Created DFA, Click on Edit @ button as shown in Fig.eFile.264:
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GEETA SHARMA
([PROF{HINDT}}

20/00/2012 2:48 PM

TFA No ; DFAM116 -V 1.0 Status s

Fig.eFile. 25864

Digital Signing on DFA:

Create the DFA and Approve the DFA as per the Process.

Let us discuss in detail about the process of implementing the digital Signature on DFA.

e Sign and Approve button appears after DFA is created as shown in Fig.eFile.265:
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eFile #ectranie

Fila Mot A- 13012/ 1730021 16-LBEHAR
st =l Moting | Correspandence | Cradt | References | Link | Details | Mavements | Edt | Send | Mare Action | Create Volume | bare Detads |

Fiaa 8 L T | v pe

¥ inbox

B Add Green Mote | 5 Add Yelow Notg DEA Mo s DEA/S LGS = ¥ 1.0 Statust DA £t TP

wiates -

& b

b Cranted
s Drafts —— e —————————————————————— & w iS%.l!a -
& Complatad
¥ e 27/09) 3007 10130 AR RAMESH KUMAR
{SLIO{RK]}

» Chased

L]

5
b Sant *
# Physical File

, Crats Hew{hen
5F5) I7/09/ 2012 6:13 PM RAMESH KUMAR

& Cramta Nawi SFS) (SLIO(RK})
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Fig.eFile. 25965

DSC Should be plugged in and in detected mode then it will display Sign and Approve button for DFA.
For approve click on Approve else Sign and Approve.

Click on Signed and approved DFA and enter the PIN for signature click Ok button a shown in Fig.eFile.266:
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Fig.eFile. 2606
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e As aresult DFA with Signature is displayed as shown in Fig.eFile.267:
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Fig.eFile. 2617

Dispatch By Self and Dispatch by CRU remains similar for signed and approved DFA .

Signature Verification in Noting

To verify the signature is valid in the document,proceed for further process as discussed below.

Let us discuss in detail the verification process of Signature in Notings of a file.

e Click on the Signature of signed noting as shown in Fig.eFile.268:
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Ei Add Green Note | | =/|Add Yellow Note DFA No : DFA/1159 - V 1.0 Status : Approved Edit EF
Ly W T S O T PO e B M T TR " M el i
control over large areas in the northwest of the subcontinent until the British East India Company gained
ascendancy over South Asia. ©¥?
Beginning in the mid-18th century and over the next century, large areas of India were annexed by the
British East India Company. Dissatisfaction with Company rule led to the Indian Rebellion of 1857 , after
which the British provincas of India were directly administered by the British Crown and witnessed a period
of both rapid devalopment of infrastructure and economic decline. During the first half of the 20th cantury,
a nationwide struggle for independence was launched by the Indian National Congress and later joined by
the Muslim League . The subcontinent gained independance from the United Kingdom in 1947, after the
British provinces were partitionad inta the dominions of India and Pakistan and the princely states all
acceded to one of the new states
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{SLIO(RK)) i
Digilally Signed 1
06/10/2012 2:27 PM RAMESH KUMAR Approve | Sign and Approve
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Fig.eFile. 2628

DSC should have been in detected mode and active in system.

e A pop up window appears DSC Certificate Details as shown in Fig.eFile.269:

T O S J ] = 1 oo ran :
|IIISE certificate Details
Commaon Mame : _SUNIL KUMAR
Email : sunil.kumar.dord@nic.in
Lacality KRISHI BHAWARN
State : DELHI
Organization Unit: OFFICE OF SECRETARY RD
Crganization : MORD
Country : IM
Subject Alternative Mame :©  sunil.kumar.dord@nic.in
Status : VALID WHEM SIGHED
Walid Ta : 2012-10-20 12:17:06.0
Serial Mumber : TDA10AT01510632F7203

Browse Certificate to Verify the Signature

Browse... Werify

;
Fig.eFile. 2639
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To browse the certificate for DSC follow the steps mentioned below:

e Open the link nicca.nic.in go to repository link as shown in Fig.eFile.270:

Pl e il Frierviion Koo Baisdor Pivcedie

View DSC Fee Structure Download DSC Request Form  Download Smart Card TISH eToken Driver

NOTICE:Implementation of Intsroperabilify Guidelines for Digital Signature Certificates (ISC) issued under nformation

k:s o 'bmg £ menuuce offaﬂcmr:medm\'lcc-x would s(m:sgungS(‘ as per e cemﬁr:anﬂ pmme a5 kml d.oxnmlha
nnnnn iation fram CCA. Al jon vendars e sted to best their application with new
""‘"‘} which com be downilaaded from here: 553056 with 2048 Trust Chan

#+% NOTICE #+#
Al CARA Adminizorators/Officers are requlred 1o ger fseued frech DEC with SHAZS6/2048 bite for thelr ROLE CARDS on immediaie
basis because existing DSC cards with SHAL will not work for DSE issvance. Pls send your request imm ediately to NICCA Delhi Those
who have alrendy issued SHA2ZZ6 card NEED NOT to request fresh DSC for their Role cords. (P1s update your client to JRE ) Dowmload

JBE 6 (32 bit)
FA@ for DLL to select RAL & CAOQ Hri‘inlml
lies for Token Inzisll:

As per CCA direcrives:
From 13t Jammary 2012, NICCA shall issue DSC with Signarure Algorithm SHAZSE with 2048 bits ker strengrh enly,

"2 Login

‘Member Login

lasminiats Legin

Mote.

Instructions for Digital Certificate Enrolment:
 Digital certificate enrolment & key generation on etoken’ smart card
supports only Windows XP/2000/Vista/7.0 with browser IE6/7/8

Fig.eFile. 26470

e Click on Certificate Search Through Repository search of DSC could be done as shown in Fig.eFile.271:
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A1 FORMS & CFS ]

Certificate Revocation List {CRL)
: : . lckap Procedure
Certificat= Chain {CCA, NICCA & NIC sub-CA Ceris)
View DE m R0 9L ] R0 R 1 IS x e
NCITHCE il o sl G et fox Digtal St Cerdlicates (DSCY i e krsition
: echnology Act. 2000
ltu to bnng!u the nuh‘x ufal{wnuemnd that NICTA wuuld start 1eauing DSC as per new cerficate profile as lad downm the
' ieation from CCA Al ication vendors are req. d 1o test their ication with new

-rrlﬂlz!cs{DSC} which can be dmmluad.:d fromhere:  SHAZTS wath 18

HENOTICE =+
All CAFRA Adminiztrarors/Officers are required 1 get lesued frech DSC with SHA2S6/2048 bits for their ROLE CARDS on immediate
basis hecomse existing DSC cards with SHAL will not work for DSC issusnce. Pls send yonr request immedistely 1o NICCA Dielhi, Those
who have already issued SHAZE6 card NEED NOT to request frech DSC for their Role cards. (Pls update vour client tv JRE §) Davnlead
A

FAQs for DLL to select BAd & CAQ card/ioken
[ isites fur Token Installati
As per CCA directives:
From lst January 2012, NICCA chall iscue DSC with Signamure Algerithm SHAZSS with 2048 birs key strength enly.
"2 Login

“Tuember Login

\Atrnin istaaoe Login

Instructions for Digital Certificate Enrolment:
Digital certificate enrolment & key generation on etoken/ smart card
supports only Windows XP/2000/Vists/7.0 with brawser IE6/T/S

Fig.eFile. 26571

e Certificate Search window appears as shown in Fig.eFile.272:

Home Resour

Certificate Search

Instructions
- ksuved 1o/ Common Name Is 8 mandsatory field
- Value enter=d In the Search oriterla fl2ld should be an exact match,

Certificate Search
0U Name | All _?_[

Issued to /Common Hame |_ 1!

E-mall Id/ Domain Hame | | i

Subject Alternative Name
Submit

Fig.eFile. 26672

¢ Input the required details and click on submit button as shown in Fig.eFile.273:
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Home Resources  Support  Repository  ContactUs

Instructions
- Issued to / Comman Name 1s 8 mandatory fleld
Walue enter=d in the Seerch oiteria field should be an exact matck.

LCe ﬁ'rﬁcate S.earch
Ou Hame IF\II B

Izsued to | Commeon Bame * fsunil kumar

E-mail I/ Domazin Name |

subjectAlternative name | [N Kumar dard@nic.in

éu hrni-t. '

Fig.eFile. 26773

e Click on the found link which is searched as shown in Fig.eFile.274:

Certificate Search Resultis

Commaon Hame EMail 1D Domain Name/Subject Alternative Hame
SLIMNIL KUMAR sunil.kumar.dord@nic.in
Page - 11

Fig.eFile. 26874

e Certificate Details window opens up with searched certificates and select and download certificate as shown in
Fig.eFile.275:
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|Cerlificate Details |

|
Commaon MName SUNIL KUMAR
Email sunil.kumar.dord@nic.in
Locality KRISHI BHAWAN
State DELHI
Organization Unit SECRETARY RD
Organization MORD
Country 1M
Subject Alternative Name sunil.kumar.dord@nic.in
Status VALID CERTIFICATE
Walid Fram Tue Oct 12 14:44:35 13T 2010
Walid To Thu Oct 11 14:44:35 |3T 2012
Serial Number TDA10A10C1093E24331

Search Again DOWNLOAD

Commaon MName SUNIL KUMAR

Email sunil.kumar.dord@nicin
Locality KRISHI BHAWAN

State DELHI

Organization Unit OFFICE OF SECRETARY RD
Organization MORD

Country M

Subject Alternative Name sunil.kumar.dord@nic.in
Status WVALID CERTIFICATE

Walid Fram Thu Oct 21 12:17:06 IST 2010
Walid To Sat Oct 20 12:17:06 ST 2012
Serial Number TDA10A101510632F72D3

Search Again

Fig.eFile. 2695

e On download of DSC Certificate a window appears as shown in Fig.eFile.276:
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General |De13i|s | Certification Path

Lﬁ Certificate Information

This certificate is intended for the following purpose(s):

* Proves your identity to a remote computer
* Protects e-mail messages

*Refer to the certification authority's statement for details.

Issued to:  SUNIL KUMAR

Issued by: MIC Certifying Authority

valid from 21- 10- 2010 to 20- 10- 2012

Install Certiﬁmte...] I Issuer Statement

Learn more about certificates

Fig.eFile. 2706

e Verify the Serial Number of downloaded certificate through Browse Button as shown in Fig.eFile.277:

Copyright ©® NIC, 2012




@ffice

CRGITAL 'WORE PLACE SOLUTION

DsC certificate Details
Common Mame :

Email :

Locality

State

Crganization Unit
Crganization :

Country

Subject Alternative Mame :
Status :

Walid To :

Serial Number :

SUNIL KUMAR
sunil.kumar.dord@nic.in
KRISHI BHAWAN

DELHI

OFFICE OF SECRETARY RD
MORD

M
sunil.kumar.dord@nic.in
VALID WHEM SIGNED
2012-10-20 12:17:06.0
TDA10A101510632F7203

Browse Cerificate to Verify the Signature

Chlsers\MICS\Download:

| Verify

. Browse..

—

Copyright © NIC, 2012

Fig.eFile. 2717

Click on Verify Button to have Signature Verification as shown in Fig.eFile.278:

' v s

EESE =
DSC certificate Details

Common Mame :

Email :

Locality :

State

Crganization Unit ;
Organization :

Country :

Subject Alternative Name :
Status :

Valid To:

Serial Number :

Valid Signature

SUNIL KUMAR
sunil.kumar.dord@nic.in
KRISHI BHAWAM

DELHI

OFFICE OF SECRETARY RD
MORD

M
sunil.kumar.dord@nic.in
VALID WHEN SIGMNED
2012-10-20 12:17:06.0
TDA10A101510632F72D3

Browse Cerificate to Verify the Signature

Browse. .

—

Fig.eFile. 2728
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For verified signature a message will display as Valid Signature else Signature does not match with
the given certificate.

e To Approve New DFA click on Approve button and Dispatch as shown in Fig.eFile.279:

B Add Green Mote | = |2dd Yellow Note DFA No 1 DFA/LL1E -V 1.0 Status ¢ Approvad

20/00/2017 7:46 PM GEETA SHARMA
(PROF[HINDI))

Dispatch By CRU

Fig.eFile. 2739

User cannot attach any document with DFA (draft for approval), which may be sent when the letter is
to be issued.

For that:

To Understand Dispatch by Self and Dispatch By CRU refer
Dispatch By Self
Dispatch By CRU

To view already created/existing Draft, user has to perform following steps:

e Open any existing File by clicking the File number.

e Scroll mouse over Draft () link and click the View Draft option under it, as shown in Fig.eFile.280:
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File Mo A-21/212012-LF-LBENAS

Noting | Corraspondence | @.Rﬂfﬂr\:ncﬁ Link | Details | Movements | Edit 'Send | More Action | Create Volume | More Details |
= e e =
Bl |Add Green Nets | | E| Add Yellow Note | DraftList
. : : Choose Dne. 3
O Deaft Mo, Seabuz
B 4/ 2827 [

Draft Vorsion Lict
DFA/243Z

Draft Veegan Dats and Tims (reated Lraated By

1.0 13/3/12 1;00 PM ALKA A KU LKARND

Fig.eFile. 27480

As aresult TOC of Drafts page appears, as shown in Fig.eFile.280:
Now, after the Draft is created and saved, the Dealing Assistant sent it to the section officer for review.
To do so, he performs the following steps:

Perform All Steps of creating a new file.
Perform All Steps of creating a new Dratft.

e Click the Send ) button from the toolbar, as shown in Fig.eFile.281.:
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File No: A-11/41/2012-LF-LESNAA
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit More Action | Create Volume | More Details |

& P ' =

Bj Add Green Note | | =/ |Add Yellow Note Draft List

Choose One |7

& Diaft No, Status

] DFA/2432 DFA

Draft Version List

DFA/2432
II Draft Version Date and Time Created Created By
10 19/9/12 1:00 PM ALKA A KULKARNI

Fig.eFile. 27581

e Asaresult, Send File Page appears, as shown in Fig.eFile.282:

Send
File Mumber : df
Subject : df
To

Set Due Date

Action Farward E
Priority :_Drdinaf',- E[

Total 1000 |
1000 character |eft

Remarks

Send

Fig.eFile. 27682

Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
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recipient from the list box.

Provide the Due date (if required) for the File using the calendar (37]) link adjacent to the Due Date text box.
Select the Action which has been taken on the File from the dropdown menu.

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

Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.283:

Sand
File Number : df
Subject : df
To ALOK KUMAR--DDS[AK]--0/o DEPUTY DIRECTOR Sr [AK]
Set Due Date m
Action Forward E
Priority Ordinary E
Total 1000 |
985 characters |eft
On Urgent baais. 5
Remarks

Fig.eFile. 27783

e Click the Send ) button (Fig.eFile.283). As a result, the File is sent to the intended recipient. In our
case the recipient is Alok Kumar.

Alok Kumar logs into its account, the file is available in its File Inbox, as shown in Fig.eFile.284:
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Receive | Forward | View | Move To | Mark As | More Action | Create Volume | Hierarchical View | my Files Izl |
[l w Number + Subject wSender * Last Seen By * Sent on + Due Onv Read On - Quick Action~
||] E g5 df ALOK PANDEY ALOK PANDEY 17/02/12 08:06 - 17/02/12 08:06 B ¢ |
[} P B-12013/1/2012-CC  Training A NALLASAMY A NALLASAMY 17/02/12 07:51 - 17/02/12 07:51 B¢
[} E hum hum ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:35 - 17/02/12 07:35 B ¢
E E ramlils B ramlila ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 07:04 - 17/02/12 07:04 B ¢
0o E confusion confusion  ALKA A KULKARNI ALKA A KULKARNI  17/02/12 01:12 - 17/02/12 01:12 B ¢
[ E pull-check-Valume(1i] pull-check ALKA A KULKARNI ALKA A KULKARNI 17/02/12 01:08 - 17/02/12 01:08 B %
] E file-latest file-latest ALKA A KULKARNI  ALKA A KULKARNI  17/02/12 12:44 - 17/02/12 12:44 B ¢

LEGEND | | Qut Today | | Maost Immediate | | Immediate Ordinary

Fig.eFile. 2784

Role of Approving Authority in DFA:

e Officer opens the File and reviews the DFA.

e Office can edit the draft (if required) by clicking the Edit (& "ﬁp) button.
e |If the draft is edited, it results in version creation of the draft as shown in the figure Fig.eFile.285.
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Fila New 8-11/41/2013-LF-LBEKAL
Noting | Carrespondence | Draft | Refarences | Link | Detzils | Movemerts | Edit | Send | Mare Acticn | Create Volume | More Details

i

IReceipt Details Tar

b B paEre B Finandal Senction

Languaga of

1= Clazzified | ves @iz araft Chazze Ona E

Subject® (Maximum of 9ERLg
250 Charactars)

{Communication Details

Ministry

HETRED|

Depzrment

Hame*

Designaticn

Crganizstion
Address 1% fehigh
Eddress 2

Email

Courtry Chaose Ona

ERQET|

State E:.h:: o=e Ona
City

PFincode

Telephane

Fax

g Mure Reciients
Clzar Fisids

Attachment| | Browse.. "P"‘i

Fig.eFile. 285

Approve
o)

e After reviewing the DFA, approving authority clicks the Approve button, as shown in Fig.eFile.286:

o After approving the DFA, approving authority sends the approved DFA to concerned dealing assistant for
issue.
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Fila No: 2-11/41/2022-LF- LBSHAR

| Noting | Correspondenca | Draft Referencss | Link |Dstaf|s | Movemants | Edi  Send | Sanction code slart

Z frae 3 4 : ) g3
a Sanction codeis craated.

Bl Add Green Nore | = Add Yellow Note Ok 4| Cancel

| Approve | =

Fig.eFile. 2796

Now, Senction code is created for the Issue.

when the Dealing assistant logs into his account, the file is available in its File Inbox.

Role of Dealing Assistant in Issuing the DFA:
¢ Opens the File and reviews the DFA by clicking the DFA number.
e User now has 2 options, as shown in Fig.eFile.286 :

» Dispatch by Self: Refers to issue the approved DFA by self (Dealing Assistant)

» Dispatch by CRU: Refers to send the approved DFA to CRU to finally dispatch by them.
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File No: A-11/41/2012-LF-LESNAA
[ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | More Action | Create Volume | More Details | w
S £ a " o=
BF! No: OFAf2a32 -V 1.0 ﬁa‘ns: Approvaa A
B Add Green Note | | = |Add Yellow Nate
|
| ‘ Dispatch by Salf ‘ ‘ Dispatch By CRU -

Fig.eFile. 2806
Dispatch by Self:

e Click the Dispatch by Self (L2222 25=F |} hutton (Fig.eFile.286), as a result, Dispatch Screen appears, as
shown in Fig.eFile.287:
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icpatch

Tl pymial o
¥l gy past +
iPastal Details

Statusi Approved

Untitied Document

Tiot o be published or broadcnst before . mamifpme on ey e
2003

Onstal Mode

Medim

FRESS COMMURIQLE/NITE
fout Register Details

demard, the Govemment of
uitable recommendations o ¢

& aoacinted @ commissicn bo oo Into the proklem of
Bo et

af

Peon Baok Mo

I

il consist of SAn a5 Chaiman znd tha following members:
Peon Name

Pean Cade Chucse Cne E]

2. In maling its recommandations, the Commiszion iz axpacted to giva considaration to the followng matters:

| &8 =1

4, The Commission 15 expacted to submi ks report to tha Govammant by

Departmant o

Subject® (Mawmum of 1e
230 Charsciers) -

{Communiration Details Naw Dalhi, 18.08 2012

{ India, Kew Db, for issuing

Department

Hama®
IR Tl e,

Addrazz 1 ®

Addrass 2

Email

Omaniztion _
Counlry

Shate. Choo=e

Pincode

Language of
draft

Fig.eFile. 2817

¢ Provide the necessary information for dispatching the approved draft, and click the Send ) button,
as shown in Fig.eFile.288:
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Pastal Moda Doctal Charga

Medium
l0ut Register Details

=

Weight

P=an Book fic ] Qut Dat=

Pzon Name Choasa Ona

EIRE|
El

Peon Cods Choass Ona

II Delivery Date

e

1z Classificd =z @

Language of [
draft byt da

i
&

Financial Sencticn

Subject® (Maximum of |IT7CS
250 Ch =

aracters

Hama*
Designation
Crganization
Addres= 12
Addrass 2
Emall

Country

State
City

Pincode

Telezhone

DFA Mo : DFA/2432 - W 1.0

Send

As aresult, the draft gets dispatched to the intended recipient and dispatched DFA reflects into the Sent Section

of Officer’s Dispatch Link.

Dispatch by CRU/CRU:

Fig.eFile. 2828

e Click the Dispatch by CRU/CRU (| Rispateh:by CRA |) button (Fig.eFile.288), as a result, Dispatch by CRU screen

appears, as shown in Fig.eFile.289:

CRU User(s):

Delivery Mode:

Remarks:
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e Provide the necessary details like Delivery mode and fill the remarks (if required), and click the OK (
button, as shown in Fig.eFile.290:

CRU User(s): CRU |E|

Delivery Mode: By Hand |E|
Acknowledge &

Remarks:

Fig.eFile. 28390

As a result, DFA sent to CRU for further dispatch.

d) Attaching Reference: With the help of this feature user can attach references corresponding to the working
File.

To attach Reference user has to perform following steps:

e Perform all steps of creating a new file.

e Scroll mouse over References link and click the Local Reference option under it, as shown in Fig.eFile.291.:
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File Moz A-11/41/2012-LF-LBSNAA

| Noting | Carrespondence | Draft | References | Link | Details | Mowements | Edit | Send | Mors Adtion | Create Wolume | More Detaile
Yy r—ra e

KMS Reference

| B 2dd Green tiste | | (= Add Yellow Hote References
3 )
|l meferences Attsched = Attached Sy - Attached Date -

Fig.eFile. 28491

As a result References page appears on right side of Noting page, as shown in Fig.eFile.292:
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File Moz A-11/41/2012-LF-LBSHAA

| Noting | Carrespondence | Draft | Referznces | Link | Betals | Movements Ed | Send | More Adion | Create Volume | More Details
Y .

KMS Reference
15 20d Green Note | | = Add Yellow Note Refarences

| Cheose Cne [ﬂ

|l References Aftached ~ Attached By * Attached Date |

Fig.eFile. 28592

e Browse the reference document from the Local system and click the Attach ) button, as shown in
Fig.eFile.293:
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References
B IU:& = Famnat * FontFamly - - |
Choose One | ¥{
\ B A s
|Fmt93& 'L i j L é = J Refersnces Attachen * Atached By ¥ Attached Date

Xagaeay|-cEx <oy K
AR 5Lz 1 |3 T~ kb g -
dsfzdfzcf

D-HNzase2-req-spec pd Browse., || e

btach Fils

Fig.eFile. 28693

As a result the attached reference document gets attached to the working File, as shown in Fig.eFile.294:
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References
BIUxE v Format v FontFamly v Choose O T|
DOse Une
Font 5 i = ' i
Font 322 e | JEJgm & & [ aeferencss attached * tached By * Attached Date %
Vo A 4,
FET U R ¢ nx|Q¥-§ [ cserrrsecndf BLES & KULKARIT 1§/3/12 2:36 PM |
9 el I LI B 7 egenfy - | Bowse.. || atmch |
cefacfscf
Ateach File

Fig.eFile. 2874

e) Attaching KMS Reference: With the help of this feature user can attach KMS references corresponding to
the working File.

To attach KMS Reference user has to perform following steps:

o Perform all steps of creating a new file.

¢ Scroll mouse over References link and click the KMS Reference option under it, as shown in Fig.eFile.295:
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File Noi A-11011/3/2012-LF
['ﬂ‘u’ﬁhu ["Carrespondence

Zeferences | Link | Detalls | Movements | Edit | Send | Mars Actien | Create Volume | More Details | |

1 L IJ_'—_-
Bl &dd GresnNote | | E||Add Yellow Nate IKHS references |
f‘Chocss |:—==_. 3
rl Referznces Attached > Atached By - Attached Date -

200872012 2:46 PN GEETA SHARMA
(PROF(HINDI])

Fig.eFile. 2885

e Asaresult KMS References page appears on Noting page, as shown in Fig.eFile.296.

e n
IKHS Reference(s) | - 4

Home/ Search | |
Select Hame - Size - Type - Modified Date -
V| cfrences File Folder 1B/09/12 09:24

o | T pdr 78.8 MB PDF Document 25/08/12 09:48 |
® 1318398405605 Nioting.pdf 7.6MB FDF Document 18/08/12 12:20
® | | 955355.paF 188.8 MB PDF Document 2100912 15:28
® 543.6 MB POF Document 21/08/12 15:30
® | Digital Signature Verification.pdf 511.9 MB POF Document 18/09/12 17:33
® DL2012JULM15 1267635312-1.pdf 128.1 WB POF Document 27/0812 11:01
® || FTE Ussr_Guide.pdf 3686 MB PDF Document 1B/08/12 09:35
® fitfp___10.245.80.507 298.1 MB PDF Document 21/08M12 17:18
® | NOTING pdf 828 Me PDF Document 1710812 16:02
® | Samit_JAN._R.paf B5.8 MB PDF Document 17/08412 16:03

| Attach | (Only PDF files allowed) | Choose File | Mo file chosen Upload

Fig.eFile. 2896
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User cannot browse Folder ,only PDF files are accessible.

e To select any PDF files Browse a file and Upload to attach as shown in Fig.eFile.297:

2 Choose File to Upload
S
OU [ » Computer » HCLDISK2 (D) » NM » ~ [ 45 ]| search nm Al
Organize + New folder =~ 0 @
7 Favorites MName Date modified Type Size [l
.. Design DSC All 01-06-201213:56 File folder i
o Libraries . DsC 14-06-201213:11 File folder
@ Documents L mp 02-05-201211:13 File folder
J" Music . MP Admin 02-05-2012 11:34 File folder
gﬂ Mew Library (2] 3 . MP Director 04-06-2012 12:19 File folder |
gﬂ Mew Library . PIS Latest 04-07-2012 10:40 File folder
| Pictures L StarKey 12-07-2012 14:22 File folder
B videos .. Visual Paradigm 5 18-04-2012 15:30 File folder
i | Jock 23-05-2012 14:56 LOCK File 1KB
1% Computer | 283781_322681041154639_251344154_njpg  03-08-201212:45 PG File 118 KB
£—7 HCL_DISKD (Z:) [#| Adobe Reader X 30-05-2012 14:43 Shortcut 2KB
w HCL_DISK2 (Dx) |# | AIbEIATAAABDCPEjqGKnvmSNCILdmNh...  04-06-2012 14:47 PG File 3KB -
e HCLDISK3 (B) = ¢ | n |
File name: | > | Al Files () - |
l Open ]l ’ Cancel ]
FTS_User_Guide.pdf 368.6 MB PDF Document 18/912 9:35 AM
a http___10.245.50.pdf 298.1 MB PDF Document 21/9/12 5:18 PM
a NOTING.pdf 82.9 MB PDF Document 171912 4:02 PM
a Sahil_JAN_R.pdf 86.8 MB PDF Document 17/9/12 4:03 PM
{Only PDF files allowed) [Browse || uploas

Fig.eFile. 2907

e When browsed file is attached a message is displayed as successfully uploaded as shown in
Fig.eFile.298:
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Message from webpage

y l} File "case2-req-spec.pdf” Successfully uploaded !!!

Fig.eFile. 2918

Choose One =
Choose One
e As aresult KMS reference is attached and can also be deleted by selecting Delete from
dropdown as shown in Fig.eFile.299:

B Add Green Moke || =/ Add Yellow Note KM5 references
References Altathed * ftached Sy * Bitached Datz
Z acvi-03-2012,pcf ALKA A KULKARND 20/8/17 11,34 AM
20,/00/2013 2146 PM GEETA SHARMA Eiunse

(PROF{HINDI))

Fig.eFile. 2929
f) Link Delink Files:

With the help of this feature user can Link and delink other eFile(s) to the working file.

It has 3 links To Link any other eFile user has to perform following steps:

Perform All Steps of creating a new file.

e Click the Link Delink link, as a result Link/delink page appears on right side of Noting page, as
shown in Fig.eFile.300:
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e Internal Files are displayed as shown in Fig.eFile.280

Fila No: £-11/41/2012-LF-_3EKLA
| Hating | Carrespandsnce Draft | References [[Lnk ([Betails Movements | Edit | Send | More Action | Create Volume | More Details |

= b | - =
_ Extamnal
| B 2dd Grean Note | | = Add Yellow Hote Referedln i Link/ Dakink
\Chopse :.)f!flll
K = File Nurnber ~Subject -
Attach

Fig.eFile. 300

e Click the Attach link, as a result list of other files will appear, as shown in Fig.eFile.301:

-
Search File For Attach
Search

File Number Subject
O =3 3-0/2/2011-ADM Training Matter
O P J-0/1/2011-ADM LESNAA

K< 1 >»
Attach

Fig.eFile. 301

Copyright ©® NIC, 2012



e@ffice

o

A COGETAL WK FLACE SOLUTION

e Select a file which needs to be linked with the working file and click the Attach button as shown
in Fig.eFile.302:

Search File For Attach

Search
File Number Subject
® P 3-0/2/2011-ADM Training Matter
O r J-0/1/2011-ADM LESNAA

K< 1 >>»

"

Fig.eFile. 302

As a result the selected file gets attached to the working file.

e External files are displayed in the window as shown in the figure Fig.eFile.303:

Bi |Add Green Mote | | 21/ Add Yoliow Note |

|| = File Nurmber = Subiject

| Atsach |

Fig.eFile. 303
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o Referred In files are displayed as shown in figure Fig.eFile.304 :

§ Add Green Note | =/ Add Yallow Note

= File Number ~ Subject

Fig.eFile. 304

g) Details:
With the help of this feature user can view the total no. of part files created.

To view the Details of File user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Details link, as a result Details page of that working file appears, as shown in Fig.eFile.305:
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File No: A-11/41/2012-LF-LBSHAA
| Nating | Correspandence | Draft | References | Link | Movements | Edt | Send | More Action | Create Volume | More Details |

File Humber : A-11/41/2012-LF-LBSNAA Subject : gqunfhgh
Opening Date : 15/08/12 12:38 Remarks :
Main Categary : Sub Categary

Previous Reference : Later Reference :

Part Files Created

Part No ~ Created On ¥ Remarks

Fig.eFile. 305

h) Movements:

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

To view the Movements of File user has to perform following steps:

Perform All Steps of creating a new file.

e Click the Movements ) link, as a result File Movement History page of that working file appears,
as shown in Fig.eFile.306:

File No: A-11/41/2012-LF-LBSNAA

| Noting | Correspondence | Draft | References | Link | Details | Movements |Edit | Send | More Action | Create Volume | Mare Detals | ‘
File Number : A-11/41/2012-LF-LBSNAA Subject : gunfhgh

Opening Date ; 19/09/12 12:39 Remarks ;

Main Category : Sub Category

Previaus Referance ! Later Reference |

| File Movement History

Sender T Senton v Sentto ¥ Action  Remarks v

Fig.eFile. 306
i) Edit:

With the help of this feature user can make changes to the cover page of existing running file except
the Basic and corresponding Heads.

Only the creator of the file has access to ‘Edit’ the Cover page of file. No other eOffice user has access
to it.

To edit the cover page of eFile user has to perform following steps:
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Perform All Steps of creating a new file.
e Click the Edit link, as a result Cover Page of that working file appears, as shown in Fig.eFile.307:

Training Matter I

Fig.eFile. 307

e Make Necessary changes and click the ‘Done’ M) button (Fig.eFile.307), as a result, changes on cover
page of file get saved.

i) Send:
With the help of this feature user can send the File to the Recipient.

To send the eFile user has to perform following steps:

Perform All Steps of creating a new file.
e Click the Send link, as a result Send File page appears, as shown in Fig.eFile.308:
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Send
File Number : 5-11011/2/2011-ADM
Subject : Description
To
Set Due Date 7
Action I Forvard 2
Priority Out Today ¥
Total 1000 |
1000 character left
Remarks
Send

Fig.eFile. 308

e Either directly enter the name in the ‘To’ option or Click the ‘To’ link to select the marking abbreviation of the
recipient from the list box, as shown in Fig.eFile.309:

Send
File Number : $-11011/2/2011-ADM
Subject : Description
T [d ‘
Rathindra Nath PA (DM) Confidential 7
SELDEED LS Mukherjee SeCtion of DM =
Action Debprosad Dey UDA(DPR) Confidential
SeCtion of DM
Priority
Swapan Kumar UDA(SKN) Confidential By
Total 1000 | i )
1000 character left
Remarks

Send

Fig.eFile. 2939

e Provide the Due date (if required) for the File using the Calendar (3Z]) link adjacent to the Due Date text box.
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e Select the Action which has been taken on the File from the dropdown menu as shown in Fig.eFile.310:

Send
File Number : A-11011/1/2011-ADM
Subject : cell one INFO
T [Rathindra Nath Mukherjse--PA (DM)--Confidential Section
SetDue Date | 31/08/2011  [9)
Action Forward £
[Forward
Priaority |
| For Approval
For Information
Seen
Put Up again
Please Discuss
For Payment
Remarks
Send

Fig.eFile. 2940
e Select the Priority (if required) of the File from the dropdown menu.

o Type the remarks (if required) in the Remarks text box, as shown in Fig.eFile.311.:
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Send
File Mumber : A-11011/1/2011-ADM
Subject : cell one INFO
To | Rathindra Nath Mukheree--PA (DM)--Confidential Section ¢
Set Due Date [31/08/2011 @
Action [Approved ~ |
Priority [Most Immediate v
Total 1000 |
294 characters left
URGENT
Remarks
Send

Fig.eFile. 29511

e Click the Send button (Fig.eFile.311). As a result, the File is sent to the intended recipient.

k) More Action:

With the help of this feature user can Park or Close the working file.

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

e Move the cursor over More Action ) Link and click the Park File option, as shown in
Fig.eFile.312:
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File No: £-11(41/2013-|F-L2SNAA

| Noting | Caorrespondence | Draft | | Link | Details | Movements | Edit | Send | More Action | Creste Volufe | More Details | :|

SR Fme

a Add Green Note | | = |Add Yellow Mate |

Fig.eFile. 29612

As aresult, Parking Confirmation Dialogue box will appear, as shown in Fig.eFile.313:

Parking confirmation

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

Remarks

Reminder Date | E

| ok || cancel |

Fig.eFile. 29713

Enter the Remarks and Reminder Date as per requirement and click the OK () button, as shown in
Fig.eFile.314:
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Parking confirmation

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

Required Later on
Rermarks

Reminder Date [15/10/2011  [0]

I Ok {I,?' Cancel |

Fig.eFile. 29814

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

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

e Move the cursor over More Action ( Link and click the Close File option, as shown in
Fig.eFile.315:

Copyright ©® NIC, 2012



e@ffice

A& DRGETAL WS K PLACE SOLUTION

File No: A-11/41/2012-LF-BSHAA i )
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit (Send | More Action | Creste Valifne | More Detalls | |
Bhidh FES

= pta e

a Add Green Note | | = |Add Yellow Note |

Fig.eFile. 29915

e As a result, Cover page of File will appear, enter the Closing Remarks as per requirement, and click the
Close (m button, as shown in Fig.eFile.316:
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Training Budget

Fig.eFile. 30016

As a result the working file will be sent to closed section of Files.
[) Create Volume:
Helps the user to create a new Volume of an existing file.

e To create a Volume user has to perform following steps:

e Click the Create Volume Link, as a result, the following page will appear, as shown in Fig.eFile.317:
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Create Volume »

Fig.eFile. 30117

e Click the Create Volume (_) button (Fig.eFile.317) to create volume, as a result the Volume of the
existing file gets generated as a new file. As a result following page appears, as shown in Fig.eFile.318:
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rences | Link | Detals | Movsmerts | B4t | Send | More Acion | More Details |

=P L PG

B |20d Gresn Nota | =/ |Add Yellow Nate

There is no comespondence attached with this file,

Fig.eFile. 30218

e More Details: Merged Files are shown in the More Details tab as shown in Fig.eFile.319:

File No: A-11/41/2012-LF-LBSHAS
‘ Noting | Carrespandence | Draft | References | Link | Detals | Movements | Edit | Send | Mora Achon | Create Valume | [Morz Detalls | ‘

Merged Files EI
File Humber : A-11/41/2012-LF-LBSNAA Subject ¢ genfhgh
Opening Date : 19/03/12 12:39 Remarks ;
Main Categary ! Sub Category !
Pravious Reference | Later Referance ¢
"Merged Files
SN0  Number ¥ Subject v

Fig.eFile. 3039

Note: You will learn the process of volume creation in detail in Section 9.

i) Create New (SFS): This option creates an Electronic file with SFS standard i.e. the user can enter File No.
without any restriction or standards.
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Click the Create New (SFS) option under Electronic File. As a result, File Cover Page screen appears as
shown in Fig.eFile.320:

Continue Working

Fig.eFile. 30420

e Enter the necessary details on the File Cover Page. File No. and Subject Description are the Mandatory
fields, a shown in Fig.eFile.321:
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1101 1/eFile/Nic-imp

eFile Implemeantation -~
-

Continue Working »

Fig.eFile. 3051

e After filling the necessary details, click the Continue Working (M) button (Fig.eFile.321) to
create a new Electronic file. As a result, file gets created, as shown in Fig.eFile.322:

Copyright © NIC, 2012



e@ffice

CRGITAL 'WORE PLACE SOLUTION

|E8e Moz 1-1022 |
|'h cting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Mare Action | Creats Volume | More Details

& Pk " pma

Bl |Add Green Note | | =/|Add Yeliow Mote |

There iz no correspondence attachaed with thie file.

Fig.eFile. 30622

Note: User can perform same operations on a file as explained in Create Non-SFS file of the Electronic File
Section.

Create Part:
The Create Part file option allows the user to create a part file against the file in submission i.e. not
residing with the working user.

To create a part file the user has to perform the following steps:

¢ Click the Create Part under the File Section, as shown in Fig.eFile.323:
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Receipts

Files =
b Inbox (11)

+ official

Creatad

-

+ Drafts

+ Completad
¥ Parked
¥ Closed
» Sent

Physical File

-

Creata New{Non
SF3)

+ Create New{SF5)

¢ Electronic File

Create New{Non
SFS)

+ Create New{SF5)

p Create Part

p Createolume

} Racycle Bin

Migrate File
Dispatch
DSC =]
Reports
Settings

Fig.eFile. 30723

As a result the following page appears as shown in Fig.eFile.324:
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Fig.eFile. 30824

e To create a File no., click the Browse File ( Link, which shows all the files sent by you , as
shown in Fig.eFile.325:
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Search File For Attach

2012 ’T Search
File Number Subject
E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
E N-17012/1/2010-e-Gow(B) Board Meeting of NISG
E N-17013/1/2010-e-Gow(B) Draft copy of the note for Cabinet approval
E Bf1/2012-DS(e-Gov) aaa
E Af4/2012-Secy test
E F-14011/1/2012-DS(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) fileO7
E C-15012/1/2012-DS(e-Gov) TUOO7
P F-13011/1/2012-DS(e-Gov) File001

Select File

<< <1 > >>

Fig.eFile. 30925

¢ Click on the radio button to select a particular file for which a part file has to be created and click
on button Select File )as shown in Fig.326:

Search File For Attach

2012 ’T Search
File Number Subject
| E N-18014/5/2010-Dir(e-Gov) Tour program for spot studies.
E N-17012/1/2010-e-Gov(B) Board Meeting of NISG
E N-17013/1/2010-e-Gov(B) Draft copy of the note for Cabinet approval
E B/1/2012-DS(e-Gov) aaa
E AJ4/2012-Secy test
E F-14011/1/2012-DS(e-Gov) Jama Masjid
E N-14011/1/2012-DS(e-Gov) file07
E C-15012/1/2012-DS(e-Gov) TUDO7
P F-13011/1/2012-DS(e-Gov) File001

| Select File |

<< <1 > >

Fig.eFile. 31026

As a result the following page appears after selecting the file, as shown in Fig.eFile.327:
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Create Part

Fig.eFile. 31127

e Click on the Create Part M Link to create a part file, as a result the part file has
been created as shown in Fig.eFile.328:

File Moz F/32/7012-LF-LESHAR- Pl L] - _ . . - .

Cart ﬁﬁb" " "'"T.lﬁk'] Vauemerts | Detals | Edt | Send | Dmpﬂhi’l More Action | I\‘Idre.bé'tails | H&ﬁe |

g

File Humber : F/32/2012-LF-LBSNAR-Part(1) Subject physical file
Opening Date : 19/05/12 11:57 Remarks | physical file
Hain Category | Sua Category !
Fravious Refersnes : Lzter Referance :
| Fil2 Movement History
Sender * Senton ¥ Sert to ¥ figtion * REmans v

Fig.eFile. 31228

e As aresult part file is created the part file can be created for both physical and electronic file.
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Create Volume:
The Create Volume option allows the user to create a new volume of an existing file which is residing
with him/her in the Draft or Inbox.

To create a Volume of a file the user has to perform the following steps:

¢ Click the Create Volume under the File Section, as shown in Fig.eFile.329:

=]
-+ official
» Created
-+ Drafts

+ Completed

¢ Parked

Closed

-

» Sent

-

Physical File

Create New{Non
SF5)

+ Create New(SFS)

Electranic File

-

Create New{Non
SFS)

-+ Create New(SFS5)

p Create Part

¢ CreateVolume

| =i =11 ]

Migrate File
Dispatch
DSC =]
Reports
Settings
Fig.eFile. 3139

As a result the following page appears as shown in Fig.eFile.330:
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N

Fig.eFile. 31430

e To create a File no. Click on the Browse File ( Link, which shows all the files residing in
your inbox and drafts , as shown in Fig.eFile.331:
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e ——— |
Search File For Attach
2011 F Search
File Number Subject
E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
E N-11016/-71/2011-e-Gov(B) ?I;Vngir;{%ggrr;gg Nodal officer for Implementation of
: v e sy Sodmeng o food of Dieetas o atona
E Lo oyt Goe) e A Nlon Hode Pl (AHP) e
: vt oy hesedng ot espond o el by
E N-11014/100/2010-e-Gov(B) gﬂfﬂ:ﬁ;ﬁ;ﬁ'g? S’;Oe};‘%gi;g MMP - Training of
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-DS(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees
Select File
<<<12> 5>

Fig.eFile. 31531

¢ Click on the radio button to select a particular file for which a new volume has to be created and

click on button Select File ()as shown in Fig.332:
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I—|

Search File For Attach
2011 |T Search
File Number Subject

@ E N-11016/-73/2011-e-Gov(B) e- Office-Mission Mode Project- e-Manual
E N-15014/-72/2011-e-Gov(B) The Council of Mission Leaders of NEGP
£ N-11016/-71/2011-¢ Gov(B) INS)\'r[gi?{%ggz]:E Nedal officer for Implementation of
© wmaeenesu) o neen oo reeor of o
© wuoeeesu) otk Alision ok red )
C omnesy i nemty
e wuoguemecu  peneiato o cOfc e Taihg
E N-19011/1/2011-DS(e-Gov) Tour Programme 2010-11
E N-14/-164/2011-D5(e-Gov) BPR
E N-12013/-36/2011-Dir(e-Gov) Costitution of Various Committees

Select File
<<<12>>>

g

Fig.eFile. 3162

Create Volume

e Click on the Create Volume x ) Link to create a Volume, as a result the new Volume
of a file has been created as shown in Fig.eFile.333:

|I-'1L°. Ho: O 17/2012- - B3R Volume 2]

“' anespondenc | Link | Mevements | Detals ' Edf | Send | isateh More Ackon | ore Detals | Merge |

Fle mber ¢ D171/ 1012-LF-LBSHAA-Volume 1) Subjt i

(pzning [zte 1 Izt Remarks | 0

Mei Category ¢ Sub Categary :

rayinus Refarance : Leter Aaference !

Seitr " et o0 "Bty * oy * Remarks "

Fig.eFile. 31733
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e As a result volume of a file is created (the volume of a file can be created for both physical and
electronic file).

Recycle Bin:

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files.
There are 2 links provided under Recycle Bin Section of File:

a) Delete ): Permanently deletes the selected File.

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

Migrate File

Create New
With the help of Migrate file user can migrate files to any folder.

e Migrate file is created as shown in the figure Fig.eFile.334:

| choosd choosd) crros crocsd f2i2 fir (]
T—

Roports =]

Choose One
Choose One

Fig.eFile. 31834

o Fill all the mandatory fields on the current page of Create Migrate File as shown in the figure Fig.eFile.335:

To select a file click Browse and Import the selected file from the folder as shown in the figure Fig.eFile.335:
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Receipts =
Migrate File =
» Create New

soat ‘ .
4+ Complated i
[ —

¥ Folder Permizzions Search
Dispatch = Sections Fil= Numbsar
£ .
DSC = m = A-21022(1]\5\2008 =
upl = \DFGF
= = A-210221211542008
setivgs [

-, A21022{7)\5\2008
- \DFEFs
=, A-21002{3)\5\2008

= GF
7, A-21022(18]47\2008

Import

Fig.eFile. 31935

e Select a file, a window appears wherein user need to select the Source and destination files as shown in the
Fig.eFile.336:

Sourca Filac

lssus [ select al

Referances

lzsuzd

Motes

Recel |
i o 1cofl t1cof oo Ja0i2 Jir -]

AZ1022(17)/5/2003DFGF S Browse |

lssue

n n Crooce One
Chooss One
Nate
‘Receipt

Reference L] m - L

W File Latar » Conbnie Working  »

Wevify Detail=

Fig.eFile. 32036
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Now verify details as shown in the figure Fig.eFile.337:

L

Recaipt
Reference

Sowrce Files
I selectan
0 f localhost - 1 (3).pdf
il = localhost - L {2).pdf
B -_ localhest -  [1).pdf
B

Fl ™ ocalhost.ndf

erify Details

s e

i e 13092012 ol

e Go to the button Continue Working(W) to generate new file no as shown in the

Fig.eFile.338:
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Source Files

[ setect al

E = |oczlbost - 1 (3).pdf

T -: loczlthost - 1 [2).pdf

e e I
AIIZZ(1TY520080F GF

oo
Destination Fllies

E = |oczlhost. pdf

" e [ =
d

Continee Working

Veify Detaiiz

Fig.eFile. 32238

¢ New file number is generated along with Old file no as shown in the Fig.eFile.339:

Migrated Table of Contant
Siflo Comespondence No Cubjact Typa Sent Ty Actions

loealhast,odf

A e WA *» # @ B

Fig.eFile. 3239
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Draft:

Number is not generated as shown in the figure Fig.eFile.340:

Humber * Subiect " Subiect Catenory ¥ Created On " Remans * hyscal File umber

| &

| fiumber not generated hojugyi 2012-03-18 15:35:22.340 kAD2Z2(8 15/ 2008 DR

N} =l |ix1

Migratz File

b Crezta faw

+Completed I

b Folder Pemissions

Dispatch

(K3}

bsC

Reports

=l =l (B3]

Setfings

LEGEND 1 Guf Today | Host Immedisiz | [mmegiatz Grdinary

Fig.eFile. 324

Completed:

Continue Working ¥

To generate a number click on to generate number
We have 5 links under completed tab to perform operations.

e Migrated file page shows the table of contents as shown in the figure Fig.eFile.341.:
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Thaw File Mo: A-11011/18/2017-4F Ol File Ro: A-21023(1

1/5/2008] DFGF4

Nobings - | Comespondences. | References | Edi Finzlize Migratian

Nigrated Table of Cantest

Sl Comespradencele Shjet Ty SetBy  Adims

i locahostodf LS lssue L] n u
o

Fig.eFile. 32541

Notings: It is used to see the notings of the migrated file as shown in the figure Fig.eFile.342:

Wew Fie No: B-1100 1/ E9/20E2-1F Old File Mo: &-2107 2017V 2008 DRG]

|"&t | Analize Migiation

AL Fs
ofings: §] Correspondences | Refarencss |

Hating TOC

Fig.eFile. 32642
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Note: Notings, Correspondence and References depend on the destination file which displays in the
table of content.

Correspondence:

e Correspondence is as shown in the figure Fig.eFile.343:

017-1F Old File fo: A-21022(171/5/2008/0F5F4

| Refarences | Edt | Finalize Migral:i‘on

Migrated Table of Content
SMo  Comespondence Mo Subject Type Sent By Actions
Inczlnest,pcf WA EETCR 1 X ¥ u n

Fig.eFile. 32743

References:

References is shown in the figure Fig.eFile.344:
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Waw Fils No: A-11011/1871012-LF Dld Ffa Nor A-11013{17]/5/3002/DFEFL

hating: | Comespondences ﬁﬁﬁ;lfﬂﬁ Finalize Migretion

Fig.eFile. 32844
Edit:

e All the fields can be modified and saved as shown in the Fig.eFile.345 & Fig.eFile.346:

Waw Fila Ko A-11011)19)3012-LF Old Fla Mo A-22032(17)/5/2008/DEGEA

Woongs | Comaspondences | Referances |-| Finzlizs Migration

Fig.eFile. 329
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Source Files
lezue [ satact ai
Referances
Is5ued
Flotes
Receipts
[+ )+ ]
lssue
Hate
Raceipt 2
Relerence 18032012 Ll
]
Sortinie Warking
vanfy Datalls

Fig.eFile. 33046
Finalize Migration:

e ltrequires all the metadata should be completed before finalizing as shown in the figure Fig.eFile.347:

New File Nat A-11011/19/2012-LF Old File No: A-21022(17)/5/2008/DFGF4
Notings | Correspondences | References ‘ Edit ‘ m W
Dispatch a
Postal Details
Postal Mode Choose One E| Postal Charge 0
Medium Choose One E| Weight 0
Dut Register Details
Peon Book o Out Date m
Peon Name Choose One E| Out Time
Paon Code Choose One E| Delivery Status lo B
Delivery Date m
Delivery Time
Receipt Details
Reply @ NewFresh
Subject* (Maximum of 0
230 Characters) -
Communication Details L4
Ministry Choose One E
Department Choosa One B
Name*®
Designation
Address 1%
Address 2
o
|

Fig.eFile. 331
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e Fill all the required data to make it as DFA as shown in the Fig.eFile.348:

How File Mo: A-11011/18/3012-LF Did File Mo: A-21022( 1 73/ SrA 008/ DECFE
Notings | Comsspondences || R eferences | Edit | “Finalize Migration
T m
st R
II ‘hello -

Communication Datails i
Ministry Choose Ons LT_I
Deparmant j‘llhnns: Ons |_v_J

sdzdzz ]
e [

|sadsadzs
address 2
Emeil Il
Orgznization | Chooze One |z| |
Country Choose One E|
Stats Choaze One [=]
Bincads

Telephonz
Fax

e - [

Fig.eFile. 33248

Now as a result a new DFA is created as shown in the figure Fig.eFile.349:

Maw Fila Mor &-11011/16/2013-LF ©ld Fila No: A-210Z2(17/5/1008/0FGFY

Moting= | Corespondences | Refereme=s | Edit | Finalice Migrstion

MWigrated Tahls of Contant

SIiHo  Comespondence Mo Subjeck Type Sent By Actions

Il DEA/ZL14 nella IS3UE (73 x F @ B |I
II T

Sava Sequence

Fig.eFile. 3339
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Folder Permission:

With the help of folder permissions user can provide an access to other user

To provide folder permission as shown in the figure Fig.eFile.350:

Permission for section to the user for migration

To s ALKA A KULKARNI E2
3 items selected Remove all Add all
1 upb = | upl +
3 up? = | up3 +
3 up = | up2 +

Fig.eFile. 33450

e Permission should be provided to section officer for migration as shown in the figure Fig.eFile.351.
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Permission for section to the user for miglratiun

Receipts # | Tg s|Choose One E[
Files | 0 items selected Remove all | | Addall
Migrate File =l Upt +
p Create New up? +
-+ Draft S s
+ Completed P ¥
up3 ic
up2 +
Dispatch [+
DSC [+
Clear
Reports [+
Settings [+

Fig.eFile. 33551

Dispatch

Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.
There are two links available under Dispatch Section which is mentioned below:

1) Sent

2) Returned

Let’s have an introduction about these Links:

1. Sent: This module helps the CRU user to view the Sent Issues/Drafts.

If the status of the Issue or sent draft is:

Issued and Sent: Refers to when the DFA has been sent by the CRU section but not dispatched
finally by the CRU section

Issued and Dispatched: Refers to when the DFA that has been sent to CRU section has been
finally dispatched.

Issued and Returned: Refers to when the sent DFA has been returned back to the CRU section.

Final Dispatch can be done only after receiving the Draft/Letter.

There is 1 link provided under sent of Dispatch:

a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch.
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b) Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/CRU section.

There are 2 links provided under Returned section of Dispatch:
a) Receive
b) Resend

Let’s have an introduction about this Link:

a) Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document.

b) Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required) to
the CRU/CRU Section.

Quick Actions: - There is one useful link given under Dispatch as:

% Action Detail (EI) — It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received.

e Select the Sent Issue needs to be printed/dispatched physically.

Click the ‘Print Envelope’ link, as shown in Fig.eFile.352:

|

v Subed " Adoress Skby vty 7 N
{? G G Sharma SECRETARY, ANUSHAKTL... CRU 15/6/124:55 PM U
111111 SECRETARY, NIRMAN BH... CRU B/5/12 4:11 M U
) mr edddoddddddddd,. il B/6/12 10:23 A 1]
Bill Payment Banveri Lal, Delhi CRU 25/5/12 3138 PM U

[CC)-mavies asd, asd,asd CRU 11/5/12 4:43 PM U =
{? Flec Nano 2 Flet Nzna 2, asd CRU 11/5/12 3:08 PM U
88 SECRETARY, SARDAR PA... CRU 1/3/12 12:23 0 U
Prithviraj Chauhan SECRETARY, KRISHI BH... CRU 7/3/12 4:06 M U
st i, of aAl il EIHE 1]

Histroy of Delhi AP IKalzm, Delhi il 23/4/12 11:33 AW U -
The nearby Iran Pill.. Mahan, G&N CRU 27/3/12 3:20 P U

Fig.eFile. 33652

As a result new window appears asking for Print Size, as shown in Fig.eFile.353:
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Choose Print Sise : |Envelope #10 E

|
Fig.eFile. 33753

o Select the Print Size and click the ‘Print’ (___l) button (Fig.eFile.353), as a result the issue gets
printed.

Return Link in Quick Actions gets active only when the CRU user receives the Letter.

DSC (Digital Signature Certificate)
It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten
signatures which implies a process of demonstrating the authenticity of a digital message or document.
There is one link available under DSC section which is mentioned below:
1) DSC Registration
Let’s have an introduction about this Link:

DSC Registration:

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go through
DSC registration. DSC registration option facilitates the eOffice users for registration using an e-token issued to them by
certificate issuing authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC), IDRBT Certifying
Authority, SafeScrypt CA Services, Sify Communications, (n) Code

eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN
process, if the eOffice user has registered for DSC.

DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for basic
information of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e-token, how to
install them, and finally how to how to initialize the DSC certificate or e-token.

User has to properly installed drivers for the DSC Smart card and USB Token in the system before

Copyright © NIC, 2012


http://nicca.nic.in/

cOffice

CRGETAL WIR K FLACE SOLUTION

using the DSC authentication or e-token authentication.

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,
http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee Structures,
under the Support Link.

Token involves only a single pen drive device.

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for accessing
the eOffice application. User has to perform series of steps to log into the eOffice application, using e-Token or DSC card.

For e-Token Enrollment:

¢ Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.354:

Fig.eFile. 33854

e Type the User id in the User Name text box.
o Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.355:
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Fig.eFile. 33955

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.356:

Receipts
Files
Migrate File IEI
Dispatch =]
DSC =]
p O5C Registratign
Ep0 [+]
Settings E_I

Fig.eFile. 34056

Plug-In the e-token in your machine/system.

e Click the DSC Registration link under the DSC section (Fig.eFile.356). As a result, the DSC Enrollment Screen appears,
as shown in Fig.eFile.357:
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+ Signing Cedifizate

Certificate Infarmation

SlNo. Certificate Type Validity Enroll Date User Name

Wa record found,

Fig.eFile. 341

e Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.357) As a result, the DSC Enrollment screen
appears, a shown in Fig.eFile.358:

ébﬂce

b 23k 2010 C Muruletshn Knar

Receipts 0SC Enroliment

» Scan B Crazte
* Browse & Dianse
* Inoag

C refuresh
» Geadad

Please insert your e-Token to read your Digital Certificate Information
Digital Certificate ; Signing
Thp Back

» Sent 06T Enraliment =]

» Aokrowkedge Cethicte Jssed By e Eopby Datz
- S Sngh - 1753006 0L Carthingdutheet. . Sinng nezae s |

Files

* I
* Sent
» Ceated
* Greaeen
Tma beund
» Coged

Disatch
» Sent
Dsc

* [5C Regstratin

Fig.eFile. 34258

e Select the certificate for enrollment and click the OK button, as shown in Fig.eFile.359:
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Recetts DSC Enrollment

Please insert your e-Token to read your Digital Certificate Information
Digital Certificate : Signing

¢ Adrokdy Cattfiats Issusd BY Tope Borylae
3 Tinebowd Caviny Sngh « 7520006 HIE Certbyng Authar. . Sinig

+ DSC Regitralion

Fig.eFile. 3439

The Message box appears, displaying the message for successful enrollment of the eOffice user, a shown in Fig.eFile.360:

@

Message

L
. | ) D5C is enrolled successfully,

Fig.eFile. 34460

e Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.361:
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) Welcome to eOffice Solution - CSS Style - Mozilla Firefox
Fe Edi vew  Hstory  Bodkmaks vahoo!  Tods Hep

O - Cc 1 o [Erermms e i | P ;
[ Welcome to e0ffice Solution - (55 St... |

c@ffice Hams | Sign Ot a

Thu, 29 for IO

Receipls DSC Enrollment Scieen

* Scen & Oraate n
* Browse &.Dianss
# Tnbox
 Creaad

* sant

* Achmaviecos
 Tim= bond

- Signing Certiicate .* Enchiphermerd Cerdificale
Certificate Information

SLNo, Certificate Type Validity Enroll Date
L Sanjay singh - 17530028 signing 23-02-2012 01:12 25-04-2010 12:04

Files.

“ Tnbax i
# Gent

* Creabad

* Creana New

* Tima bound

* Closed

Dispatch
* Serk

DSC

* DSCRegstration

Fig.eFile. 34561

For e-Token Authentication:
¢ Plug in the e-token device in your system.

o Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.362:
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Wéﬂme to eDffice Solution - Lagn

":@ffigg

ADIITAL WOREPUCE

eFile

Fig.eFile. 34662

e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.363:

Fig.eFile. 34763

=
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As a result, the Log On dialog box appears, prompting for password above the DSC Authentication screen, as
shown in Fig.eFile.364:

Thursdzy, April 29, 2010
Digital Certificate Authentication

£ Log On: Sanjay Singh

Inform

felcamdg

L monerken | eToken
card for

Then cli
Erker eToken passaed

eloken Neame: [ Sanjay Sirch

Passwced: | eese|

Fig.eFile. 34864

e Type the password in the Password field in the Log On screen. (Fig.eFile.364)
User can enter the wrong password only 10 times. Thereafter if the wrong password is entered, the
user gets blocked.

[ ]

Click the OK button (Fig.eFile.364). As a result, the user gets log into the eOffice application, as shown in
Fig.eFile.365:

Wekoms e eOffice Solution - (S5 Sty . Mozilla f hafox

Be SR Yew Howy fo
6 - C w (E Eop TRy Sw— - .
(5] Welcome te elffice Sbtien - (SS..| *

@ffice o |-wenow 8
i s S sk tohes Buver |
Focrqs

Jin [ 3

b —

e St O e o

-, 2003000

idedaye assaam0

T bourd 0032000

0033060

Flles.

trbee

st

Oonaent

sce News

Tow bound

Chwd
ispatch

e s

[ R —

- Confidermial Top Swcrwt

-

ot
osi

Fig.eFile. 34965
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For DSC Card Enrollment:
o Type the URL of the eOffice application in the address bar of the web browser.
o Press Enter from the keyboard.
A window appears, displaying the login page for eOffice, as shown in Fig.eFile.366:

[] Welcome to e0ffice Solution - Login |

c@ffice

eFile

B Login

Fig.eFile. 35066

e Type the User id in the User Name text box.
e Type the password in the Password text box.
¢ Click the Login button, as shown in Fig.eFile.367:
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Fig.eFile. 35167

e Plug-In the e-token in your machine/system.

As a result, the user gets successfully log into the eOffice application, as shown in Fig.eFile.368:

‘@fflce Home | Signowt
e e
Receipts Files

* Stan & Create viewall  Search In|ChooseOne  w

* Brows= & Diarice
* Inbox lm | MarkAs « [53] Move To Foldar

Switch Yiew
* Crezted O tumber Subject Sent By SentOn Bue On

* Sent r] +G-112/2010-PC An all-pervasive government ro... AkYerma 27-04-2010

* Ackroaledgz

* Tie bound

Files

* [nbax

* Sent

* Crezked

* Crecke hzw
* Time bound

* Closed

Fihigert +High © Intermediate  +Low ®<1vn
Dispatch
* Sent File Humber G-112/2010-PC Created On 20-03-2010 Status Actve

Subject An all-pervasive government roke may hav...  File Type Main Priority Imredise

Dsc Subject Category  VWortizhops on Perfarmance managemert Retention Period A Confidential Confidzntiol

kS EEZFE\;I%U'JW ‘ ‘ — ,Si
Fig.eFile. 352

e Click the DSC Registration link under the DSC section (Fig.eFile.368). As a result, the DSC Enroliment Screen appears,
as shown in Fig.eFile.369:
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’L@fﬂce Home | Signow %

Thu, 28 Ber 2010 Swapan K Mondal

Receipts DSC Enrollment Screen

* Sen @& Create l+ Sicning S@Qrﬁﬂcam If Enchipharment Cadificate

+ Browse & Dirse g .
Certificate Information
> Inbox

# Craated SlNo. Certificate Type validity Enroll Date
* Serk

* Adnonledos No record found.

* Time bound

Files

# Inbox

* Serk

* Craated

» Crzate New
# Time boud
¥ Closed

Dispatch

* Sent

DSC

+ DSC Regsiration

Fig.eFile. 3539

e Click the Signing Certificate link in the DSC Enrollment Screen (Fig.eFile.369). As a result, Enter Pin dialog box appears,
a shown in Fig.eFile.370:

To log in ko "Suchitra Pyarelal”

Enter PIN: |eees|

¢ Minimum PIN length 4 bytes
¢ Maximum PIN length 15 bytes

| | _OK[ I [ Cancel ]

Fig.eFile. 35470

e Enter the pin in the Enter Pin text box in the Enter PIN dialog box (Fig.eFile.370).
e Click the OK button. The DSC Enrollment screen appears, a shown in Fig.eFile.371:
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Receipts  DSC Envollment —

! Sandlet Please insert your e-Token to read your Digital Certificate Information

AN Digital Certificate : Signing

* Inaox !

—— C=eferesn THels 4 Back
" Sent N 05 ent

 Acknoledge o || Cetieate Issu=d By Tipe Evpiry Date

> Tie e || [uehtraPyerslals NIC . MIC Centfg Authork... Figing [L0-12:2018 L6

files

* Indox @

* Sent

¥ Created

* Create ey
# Time bound
¥ Closed
Dispatch

¢ Sent

DSC

* 0SC Registrabon

Fig.eFile. 35571

e Select the certificate for enroliment and click the OK button, a shown in Fig.eFile.372:
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g @fflce Home | SignOut &

Thu, 25 Apr 2010 o -
Receipts . DSCEnroliment

* San BCrenle . Please insert your e-Token to read your Digital Certificate Information

* Frowse &limnse

Digital Certificate : Signing
* Indox

* Created

* Sent

CEefsras1 P Help * Back

* Arknonlecges

Suchiva Pyaells NIC ., NIC Certfying Atherk.,, Sgning 10-12-201L [ 4:46:47

* Time bound

Files

* Inbox
* Sent

* Created

* Creatz New/
* Time bound
* Closed
Dispatch

* Sent

DsC

* DSCRegistration

Fig.eFile. 35672

The message box appears, displaying the message for successful enrollment of the eOffice user, a shown in Fig.eFile.373:

r

Message

L]
. | ) DSC is enrolled successfully,

Fig.eFile. 35773

¢ Click the OK button to complete the process of DSC enroliment, as shown in Fig.eFile.374
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c@ffice feou:}- Sndie

Receipts 0SC Encoliment Sereen
Scan b Create ., Signing Cartficate ', Enchipherment Cartificate

* Browse 8 Dwrise

Certificate Information
Indax

Created SlNo, Certificate Type Validity Enroll Date

Sent . Suchitra Fyarelal's NIC Certifying AR T R 20ARI010 FAL
i 1 Autherity 1D - 20568703 Signing 12-10-2011 02146 29-04-2010 1248

+ Time bound

Files

¥ Inbox

* Sent
Created
Create ey
Time bovnd

Closad

Dispatch

* Sent

DSC

DSC Regstration

Fig.eFile. 35874

For DSC Card Authentication:
e Plugin the DSC card in your system.
e Type the URL of the eOffice application in the address bar of the web browser.
e Press Enter from the keyboard.

A window appears, displaying the login page for eOffice, as shown in Fig.eFile.375:

[5] welcome to etifice Sokution - Lo

Fig.eFile. 359
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e Type the User id in the User Name text box.
e Type the password in the Password text box.
e Click the Login button, as shown in Fig.eFile.376:

® Login

Fig.eFile. 36076

As a result, the Enter PIN dialog box appears, as shown in Fig.eFile.377:

To kg in to "Suchira Prarelzl

Enter PIN: [eeee

+" Mirimm PIN length 4 bytes
«  Maxmum PIN angth 15 bybzs

o Thursday, April 29, 2010

X
Digital Certificate Authentication

Information Grid

Welcome,

You have Registered with 2SC, Please insert your 0SC
card for autherticabon.

Then click the Login button to proceed

Fig.eFile. 36177
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e Type the password in the Enter PIN dialog box (Fig.eFile.377).

¢ Click the OK button (Fig.eFile.377). As a result, the user gets log into the eOffice application, as shown in
Fig.eFile.378:

v

@fflce . Fome | SignQut &

“Thu, 20 Apr 2010

Receipts Files

* oz & Crests ViewAll  Search in [cmsec v.

* Bronse &Dizrise : -

» Tnbox : w| Markds v | [ MoveToFolder » Switch View
& sy 1l @ “Humber ~Subject +Sent By ~SentOn ~Duz 0n

* Sent D nd * G-1122010-PC An al-pervasive government 1o... Alenma 27-04-2010

* Adoorledge :

* Time bound

Files

* Indox
* Sent
* Created
* Craate New
* Time bound
* Closed
TUrgert #High “intermediate *Low w®<ls»
Dispatch
* Sent File Humber G-112/2010-°C Created On 30-03-201C Status Active
Subject An al-pervasive government rele may hav..  File Type Wain Priority Immediate
Dispatch Subject Category  Worksnops or Ferformance managemert  RetenfionPeried A Confidential Confidzntia
* Inbox e

* Sent

Fig.eFile. 36278
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Reports are the documents that display the results of some search/experiment based on certain predefined
parameters and filters.

It has following 18 options:

1)
2)
3)
4)
5)
6)
7
8)
9)

File Register

File Register (Section wise)
Diary Register

Diary Register(Section wise)
File movement

Receipt movement

Dispatch

Received Files

Received Receipts

10) Parked Files

11) Closed Files

12) Closed Receipts

13) Files forwarded by time duration

14) Receipts forwarded by duration

15) Files attended for more than 24 Hrs.

16) File(s) not attended by recipient for 24 Hrs
17) Revenue Report

18) VIP Details

Let’s learn about these options one by one.

File Register

This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the
efiles that are created between two specified dates on the basis of Basic head and other Sub heads.

To generate the File Register report, user has to perform the following steps:

Click the File Register link under the Report section, as shown in Fig.eFile.379:
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Receipts
Files
Migrate File
Dispatch
DSC

=

File Ragister (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wise)

File Movemants

-

-

Raceipt Movemeants

-

Dispatch

Received Filas

v v

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Sattings
e .

Fig.eFile. 3639

As aresult, File Register Report Screen appears, as shown in Fig.eFile.380:
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' File Register Report 5
|

@FiIeRegister Report OComparative Report of Organization Unit

m To* m

From*

Basic Head Choose One (¥ Primary Head Choose One ¥
Secondary Head Tertiary Head Choose One ¥

Submit

Fig.eFile. 36480

Provide the information for the necessary filter and fields like ‘From, To, Basic/Functional Head,
Activity/Primary Head and so on’, and click the Submit button, as shown in Fig.eFile.381:

 File Register Report
® FleRegster Report ) Comparative Report of Orgznization Unit
Foon® et gl Tt it [7)
Basic Head kEstablshne ¥) Primary Head Recuitment E
Secondary Head 3»:»:550@ Z Terbiary Head Choose Ore Z
SubmﬂJ-
{

Fig.eFile. 36581

As aresult, the File Download dialog box appears, as shown in Fig.eFile.382:

Save |v| Cancel

Do you want to open or save File Register (Section wise) Report-20-09-2012.pdf from 10.248.80.147 Open

Fig.eFile. 36682

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

To save the report click the Save button (Fig.eFile.382).
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As aresult, the File Register report is saved at the specified location in Pdf format. Now, when the user opens the
report, a detail of all the files that are generated between the two specified dates and specified parameters as

shown in Fig.eFile.383:

c@ffice

ELECTRONIC & COMMUNICATION

FILE REGISTER REPORT (02-02-2011 to 20-09-2011)

SNo  File Number Subject Opening Closing Date ~ Remarks
1 A-11011/712011-E4C Functional 16-08-2011 Remark
2 A-11011/672011-E&C the 19-09-2011
3 A-11011/4/2011-E4C functional 19-08-2011 The functional
4 A-11011/1/2011-E8C this i also functional 15-09-2011
5 Number not generated This is crateing migrated file 15-09-2011
8 A-11011/1/2011-E&C To attend the workshop 15-09-2011
¥ Number not generated To check the functionality 14-09-2011 To test

File Register (Section Wise)

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub

heads.

To generate the File Register Section Wise report, user has to perform the following steps:

Click the File Register Section Wise link under the Report section, as shown in Fig.eFile.384:
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Fig.eFile. 36884
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See the operational level of file register .

Diary Register:
This selection generates a PDF Report filtered on the basis of certain parameters that contains a list of all the

Receipts that are created between two specified dates on the basis of Delivery mode, type of correspondence,
language etc.

To generate the Diary Register report, perform the following steps:

o Click the Diary Register link under the Report section, as shown in Fig.eFile.385:
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Fig.eFile. 36985

As a Result, the Diary Register Report screen appears, as shown in Fig.eFile.386:
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| Diary Register Report

0] DiaryRegister Report 0 Comparative Report of Organization Unit

From* @ To* m
’.

Delivery Mode* | Choose One VJ Language: | Choose One ¥
[
CorrespondenceType:| Choose One |V vIR: O¥es Qo ® ot

Country Choose One ¥ State Choose One
Ministry Choose On_e v Departmenq_(ihoose One ¥
MaiCaegory | Choose One V) lassfed. () ves O
MGNREGA
Section
Submit

Fig.eFile. 37086

Provide the information for the necessary filter and fields like ‘From, To, Delivery Type and other
necessary

Details, and click the Submit ) button, as shown in Fig.eFile.387:
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From™*

Delivery Mode*

CorrespondenceType:Lq_\gose One ¥
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Section
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To# 02/09/2011 (7]
| =i

Language: | Choose One (¥

vIP: O ves O o ® Both

S S
State | Choose One ¥

Classified O ves ® no

[ submit ]

Fig.eFile. 371

As a result, File Download dialog box appears, as shown in Fig.eFile.388:

Do you want to open or save Diary Register Monthly Report-20-09-2012.pdf from 10.248.80.147

Open

Save

*

Cancel

Fig.eFile. 37288

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

To save the report click the Save button (Fig.eFile.388).

As a result, the Diary Register report is saved at the specified location in Pdf format, now, when the user

opens the report, detail of all the Receipts that are generated between the two specified dates and specified
parameters as shown in Fig.eFile.389:
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ELECTRONIC & COMMUNICATION
Diary Register Report
c@ffice (01-01-2011 t0 22-09-2011)
S.No  File Number Subject Sender Name  Letter Date
1 2804/2011/E8C Reg. telephone cables for malakoff KB MUSSOORIE gg,‘o‘o*_gfo"f
— ; ’ 2011-07-01
2 4078/2011/ERC bUDGET FILE EandC Section e
2011/ 2011-07-11
3 4338/2011/E&C BSNL TELEPHONE BILL accont section 60.06:00.0
4 806201 1/E&C BSNL TELEPHONE BILLS EANDC SECTION (2)31010%“0%1
- ; * 2011-08-10
5 5638/2011/E&C EPABX TELEPHONE BILLS eandc section BO00:000
5 6638/2011/E8C Proposal Letter for the AMC of Sharp AR-180 Diginet Corporation 2011-08-10
ety 00:00:00.0
7 42252011/E8C franking Machine Ink cartiadge demand Dispaten Secton 20110707
f NP 2010-06-18
8 140/2011 Purchase of Multimedia Projectors E&C 00:00:00.0
g 262/2011/E&C List of BSNL landline phones E and ¢ Section 2011-04-05
00:00:00.0
Fig.eFile. 3739

Diary Register Section Wise:

This selection generates a Section Wise PDF Report filtered on the basis of certain parameters that contains
a list of all the efiles that are created between two specified dates on the basis of Basic head and other Sub
heads.

To generate the Diary Register Section Wise report, user has to perform the following steps:

Click the Diary Register Section Wise link under the Report section

See the operational level of Diary Register.

File Movements:
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This selection generates a PDF report that contains a list of all the files in movement between two
specified dates.

To generate the File Movement report, user has to perform the following steps:

Click the File movement link under the Reports section, as shown in fig: The File movement Report
screen appears, as shown in Fig.eFile.390:

Receipts
Files
Migrate File
Dispatch
DSC
Reports =l

p File Register

File Register {Section

’ Wise)

-

Diary Register

Diary Register{Saction
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-

File Movemants

-

-

Receipt Movements

-

Dispatch

-

Received Filas

-

Received Receipts

Parked Files

-

Closed Files

- v

Closad Receipts

Files forwarded by
time duration

-

Receipts forwarded by
duration

-

Files attended for
more than 24 Hrs

-

File(s) not attended
by receipient for 24
Hrs

-

-

Revenues R=port

-

Wip Details

Fig.eFile. 37490
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Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit (
) button, as shown in Fig.eFile.391:

File Mavement Report
o Report 71 0 tiue Report of Organization Unit
From* P o To* w5

Secticn

Su'mg
Fig.eFile. 37591

As a result, Download File dialog box appears, as shown in Fig.eFile.392:

Do you want to open or save File Movement Report-20-09-2012.pdf from 10.248.80.147 Open Save | v|| Cancel

Fig.eFile. 37692

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

report. To save the report click the Save ) button (Fig.eFile.392).

As aresult, the File Movement report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Files in movement are generated between the two specified
dates and parameters as shown in Fig.eFile.393:
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e@ffice

ELECTRONIC & COMMUNICATION

File Movement Report

(01-01-2011 to 20-09-2011)

SINGH

S.No File Number Subject Sender Receiver Sent Date Receiving
1 D-21011/1/2011-E8C JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 17-08-2011 17-08-2011
SINGH
PRAVEEN KUMARJAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
PRAVEEN KUMARJAGMOHAN 17-08-2011 17-08-2011
GUPTA SINGH
JAGMOHAN PRAVEEN KUMAR 07.04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN PRAVEEN KUMAR 07-04-2011 07-04-2011
SINGH GUPTA
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
2 D-21013/1/2011-E8C Purchase of Multimedia JAGMOHAN SATYABIR SINGH 01-08-2011 01-09-2011
Projectors For Lecture Halls  SINGH
JAGMOHAN SATYABIR SINGH 01-08-2011 01-09-2011
SINGH
JAGMOHAN ALCK PANDEY  02-08-2011 02-08-2011
SINGH
JAGMOHAN ALCK PANDEY  02-08-2011 02-08-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011
SINGH
JAGMOHAN SATYABIR SINGH 18-03-2011 18-03-2011

Receipts Movement:

This selection generates a PDF report that contains a list of all the receipts in movement between two

specified dates.

To generate the Receipt Movement report, user has to perform the following steps:

Click the Receipt Movement link under the Reports section. The Receipt Movement Report screen
appears, as shown in Fig.eFile.394:
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Fig.eFile. 37894

Provide the information for the necessary filter and fields like ‘From and To’ and click the Submit
button, as shown in Fig.eFile.395:
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Receipt Movement Report

9 ReceiptMovement Repart G tive Report of Organization Lnit
From*

JSection

Fig.eFile. 37995

As a result, Download File dialog box appears, as shown in Fig.eFile.396:

Do you want to open or save Receipt Movements ';dlfrom 10.248.80.147 Open Save | 7| Cancel

Fig.eFile. 38096

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save ) button (Fig.eFile.396).

As a result, the Receipt Movement report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Receipts in movement are generated between the two
specified dates and parameters as shown in Fig.eFile.397:
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ELECTRONIC & COMMUNICATION
. Receipt Movement Report
“ij@fﬂce (01-01-2011 to 20-09-2011)
S.No File Number Subject Sender Receiver Sent Date Receiver Date
1 6762/2011/CC test12 JAGMOHAN SINGH ALOK PANDEY 19-09-2011
2 6759/2011/E&C This 18-09-2011
3 6758/2011/E&C To attend the workshop 18-09-2011
4 6757/2011/CC test JAGMOHAN SINGH ALOK PANDEY 18-09-2011
5 6756/2011/E&C workshop[ 19-00-2011
6 6752/2011/E&C this is functional 19-09-2011
7 6753/2011/E&C Functional 18-08-2011
8 6754/2011/E&C Functional 19-09-2011
9 6748/2011/E8C To hire manpower 15-09-2011
10 6739/2011/E&C vipin kumar gupta 14-09-2011
11 3746/2011/E&C Regarding the Eand C joAGMOHAN SINGH ALOK PANDEY 14-09-2011
Section in Gyanshila
building

12 6592/2011/CRU Nonpayment of JAGMOHAN SINGH ALOK PANDEY 14-09-2011
telephone bills

Fig.eFile. 38197

Dispatch:

This selection generates a PDF report that contains a list of all the Letters which has been dispatched
by the user between two specified dates.

To generate the Dispatch report, user has to perform the following steps:

Click the Dispatch link under the Reports section. The Dispatch Report screen appears, as shown in
Fig.eFile.398:
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Fig.eFile. 38298

Provide the information for the necessary filter and fields like ‘From, To and Category’ and click the Submit

button, as shown in Fig.eFile.399:
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Fig.eFile. 3839

As a result, Download File dialog box appears, as shown in Fig.eFile.400:

Do you want to open or save |Dispatch Reports 'ﬂﬁrom 10.248.80.147 Open Save | | Cancel

Fig.eFile. 400

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save ) button (Fig.eFile.400).

As a result, the Dispatch report is saved at the specified location in Pdf format. Now, when the user

opens the report, details of all the letters dispatched are generated between the two specified dates
and parameters as shown in Fig.eFile.401:
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Despatch Report
c@ffice (01-01-2011 o 2009-2011)
SNo Dispatch File Number Remarks Address Sender Sent Date
1 1116/2011 A-41011/1/2011-CC JAGMOHAN  19-09-2011
SINGH
Fig.eFile. 401

Received Files:

This selection generates a PDF report that contains a list of all the Files which has been received by

the user between two specified dates.

To generate the received Files report, user has to perform the following steps:

Click the Received Files link under the Reports section. The File Received report screen appears, as
shown in Fig.eFile.402:
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Fig.eFile. 402
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit button, as shown in Fig.eFile.403:

“File Received Report
ot o1/ttt E Tt 0/08/2014 E
(e (i ezl
S¢cton/Offcer By ‘Chccseovne ﬂ Sent By JCh‘o;seO.ja 3
Submit!].
|
Fig.eFile. 403

As a result, Download File box appears, as shown in Fig.eFile.404:

Do you want to open or save File Received Report-21-09-2012.pdf from 10.248.80.147 Open Save ™ Cancel

Fig.eFile. 404

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.404).

As a result, the Received Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Received Files are generated between the two specified dates
and parameters as shown inFig.eFile.405:

Copyright © NIC, 2012



A COGETAL WK FLACE SOLUTION

ELECTRONIC & COMMUNICATION

File Received Report
c@ffice (01-01-2011 10 20-09:2011)
S No. File No Subject Sender Name Receive Date
1 B12011-LF fest ALKAAKULKARNI ~ 9/19/115:23PM
2 A41011/1/2011-CC s ALKAAKULKARNI ~ 9/19/11 4:15PM
Fig.eFile. 405

Received Receipts:

This selection generates a PDF report that contains a list of all the Receipts which has been received

by the user between two specified dates.

To generate the received Receipts report, user has to perform the following steps:

Click the Received Receipts link under the Reports section. The Received Receipt report screen
appears, as shown in Fig.eFile.406:
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Fig.eFile. 406
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Provide the information for the necessary filter and fields like ‘From, To, Category etc. and click the
Submit button, as shown in Fig.eFile.407:

" Received Receipt Report
From® 01/01/2011 E To* E
Categery  Traning esi=R3 Language: Choose One_[7]
Saction/Cficer By Cheosz Ore z Sent By Chogse One E
Submit ["1
Fig.eFile. 407

As a result, Download File box appears, as shown in Fig.eFile.408:

Doyou want to open or save Receipt Received Report-21-09-2012.pdf from 10.248.80.147 Open Save | ¥ Cancel

Fig.eFile. 408

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

report. To save the report click the Save ) button (Fig.eFile.408).

As a result, the Receipt Received report is saved at the specified location in Pdf format. Now, when
the user opens the report, details of all the Received Receipts are generated between the two specified

dates and parameters as shown in Fig.eFile.409:
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ELECTRONIC & COMMUNICATION

Receipt Received Report
c@ffice (01-01-2011 o 20-09:2011)
SNo.  ReceiptNo. Subject Senders Name Received Date
1 6762/2011/CC festf2 ALOK PANDEY 919/11 1200 AM
2 6757/2011/CC test ALOK PANDEY 919/1112:00 AM
3 859212011/CRU Nonpayment of telephone bills  SURENDRA KUMAR 9711 12:00 AM

THAPLIYAL

Parked Files:

This selection generates a PDF report that contains a list of all the Files that has been Parked by the

user.

Fig.eFile. 3849

To generate the Parked Files report, user has to perform the following steps:

Click the Parked Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.410:
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Fig.eFile. 38510
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As aresult, Files Parked Reports Page appears, as shown in Fig.eFile.411:

" Files Parked Report Page

i}
File Number

B/107/2012-DDS(AK)

H-11012/3/2012-CC

/85/2012-10 (5€)

PHYSICALFILE-2012

SWTRETY1323424

C-14012/6/2012-LF-VOLUME(2)

Subject

test

Physical Fila -2012

nl:jijipo

test the code

Remarks

park this filz for sometime

o ifetew, 7 {EATT T ST W SR AT T SEE
TWE Hr E T A Ao Hirelce, g

park this fila

park this file

Fig.eFile. 38611

To generate the Pdf Report, click the PDF icon at the top left corner of report, as shown in Fig.eFile.412:

Files Parked Report Page
[
File Number Subject Remarks
B/107/2012-DDS(AK) test park this fila for sometime
T Wi, F I T R W S A S A
H-11012/3/2012-CC we e
203 T = Reee T e T T s wRR, R
C/65/2012-10 (5C) 5
PHYSICALFILE-2012 Physical File -2012
SWTRETY1323424 nlijijipo park this file
C-14012/6/2012-LF-VOLUME(2) test the code park this file
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Closed Files:

This selection generates a PDF report that contains a list of all the Files that has been Closed by the
user between two specified dates.

To generate the Closed Files report, user has to perform the following steps:

Click the Closed Files link under the Reports section. The Closed Files report screen appears, as
shown in Fig.eFile.413:
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Fig.eFile. 38813
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Provide the information for the necessary filter and fields like ‘From and To and click the Submit

) button, as shown in Fig.eFile.414:

ChseFies e

Fu Wt ﬂ r:'

E

Fig.eFile. 38914

=n

As a result, Download File box appears, as shown in Fig.eFile.415:

Do you want to open or save File Closed Report-21-09-2012.pdf from 10.248.80.147 Open Save | | Cancel

Fig.eFile. 39015

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

report. To save the report click the Save ) (Fig.eFile.415).

As a result, the Closed Files report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the Closed Files are generated between the two specified dates as
shown inFig.eFile.416:
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ELECTRONIC & COMMUNICATION
FILE CLOSED REPORT

c@ffice (01-09-2011 t0 20-09-2011)

S No. File No. Subject Closed On
1 A-11011/4/2011-E&C functional 920/11 12:48 PM
2 A-11011/4/2011-E4C unctional 9120111 12:48 PM
3 A-11011/1/2011-E4C To attend the workshop 920/11 12:49 PM

Fig.eFile. 39116

Closed Receipts:

This selection generates a PDF report that contains a list of all the Receipts that has been Closed from the
File by the user between two specified dates.

To generate the Closed Receipts report, user has to perform the following steps:

Click the Closed Receipts link under the Reports section. The Closed Receipt report screen appears, as
shown in Fig.eFile.417:
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Fig.eFile. 39217

Provide the information for the necessary filter and fields like ‘From and To and click the Submit
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) button, as shown in Fig.eFile.418:

Closed Files Report

From*

=8

= e,
To* 2009/2011

Subme E

=8

Fig.eFile. 39318

As a result, Download File box appears, as shown in Fig.eFile.419:

Do you want to open or save Receipt Closed Report-20-09-2012.pdf from 10.248.80.147 Open Save |*| | Cancel

Fig.eFile. 3949

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.419).

As aresult, the Closed Receipt report is saved at the specified location in Pdf format. Now, when the
user opens the report, details of all the closed receipts are generated between the two specified dates
as shown in Fig.eFile.420:
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ELECTRONIC & COMMUNICATION
. Receipt Closed Report
e@ffice (01-08-2011 to 20-09-2011)
SNo Receipt No. Subject Closed On
1 6753/2011/E&C Functional 9120/11 12:48 P
2 B752/2011/E&C this is functional 9120/11 12:48 PM
3 6763/2011/CC test 9120/11 12:54 PM
4 B754/2011/E&C Functional 920/11 12:48 PM
5 6751/2011/CC test 15 sept 912011 12:49 PM
8 2795/2011/E8C dISTRIBUTION OF WORKS 9120/11 12:54 PM
7 278712011 Allocation of Work amongst employees. o541 12.55 pp
from 27.03.1998 t0 29.04.2011

Fig.eFile. 39520

Files forwarded by time duration:

This selection generates a PDF report that contains a list of all the Files that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Files Forwarded by Time Duration link under the Reports section. The Files Forwarded by
Time Duration report screen appears, as shown in Fig.eFile.421:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

¢ File Register

File Register (Section
Wisa)

-

Diary Register

Diary Register{Saction
Wisa)

File Movemeants

.

Receipt Movements

-

Dispatch

Received Files

.

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attanded for
more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 39621
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Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report button, as shown in Fig.eFile.422:

“Files forwarded by time duration
Sent Data* :‘3‘39‘5[5-7E Time from* Hopm |° Time 7o* 300 pm
Category | Cheose One E] Section/Officer By Choose Cﬁs:] SentTo |Choose omj
7 Subject ¥ sent 70 s Currently Yiith :'ﬂPerdwg Days
Report b Claar

Fig.eFile. 39722

As a result, Download File box appears, as shown in Fig.eFile.423:

u

Open Save | v|| Cancel

""" Do you want to open or save files forwarded by time duration  from 10.248.80.147

Fig.eFile. 39823

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.423).

As a result, the Files Forwarded by Time Duration report is saved at the specified location in Pdf
format. Now, when the user opens the report, details of all the forwarded files within particular time

duration are generated, as shown in Fig.eFile.424:
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ELECTRONIC & COMMUNICATION

FILE_STATUS_REPORT

e@ffice

SNo File Number Subject Sent Date
1 A18/2011-E&C Parfiament issues 20-09-2011
2 A-11011/7/2011-E8C Functional 20092011
3 B-1201222011-E8C Functional 20092011

Fig.eFile. 39924

Receipts forwarded by duration:

This selection generates a PDF report that contains a list of all the Receipts that has been Forwarded
within a particular Time Duration.

To generate this report, user has to perform the following steps:

Click the Receipts Forwarded by Time Duration link under the Reports section. The Receipts
Forwarded by Time Duration report screen appears, as shown in Fig.eFile.425:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

¢ File Register

File Register (Section

’ Wisa)

-

Diary Register

Diary Register{Section
Wisa)

File Movements

.

Receipt Movements

-

Dispatch

Received Files

.

Received Receipts

Parked Files

-

Closed Files

- v

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for

more than 24 Hrs

File(s} not attended
by receipient for 24
Hrs

-

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40025

Provide the information for the necessary filter and fields like ‘Sent Date, Time ‘From and To),
Category, etc. and click the Report button, as shown in Fig.eFile.426:
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“Reccipts forwarded by duration

Sent Date® | [% Tme From® _‘E_:I Time To™ ey
Carsgory | Choose one [ Section/Officer To | Choose one [¥] sert 7o | choose one [¥]

Report Claar

Fig.eFile. 40126

As a result, Download File box appears, as shown in Fig.eFile.427:

Do you want to open or save Receipts forwarded by duration ]rom 10.248.80.147 Open Save v Cancel

Fig.eFile. 427

This dialog box contains three buttons, Open, Save and Cancel. User can use any option to view the
report. To save the report click the Save button (Fig.eFile.427).

As a result, the Receipt Forwarded by Time Duration report is saved at the specified location in PDF
format. Now, when the user opens the report, details of all the forwarded Receipts within particular time duration
are generated, as shown in Fig.eFile.428:

Confidential Section of ADM(G)
RECEIPT STATUS REPORT

c@ffice

S No. Correspondence Number Subject Sent Date

1562/2011/ADMCON Related to planning commission 20-08-2011

Fig.eFile. 40228
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Files attended for more than 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the Files attended for more than 24 Hrs. link under the Reports section, as shown in
Fig.eFile.429:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

p File Register

File Register (Section
Wisa)

-

Diary Register

Diary Register{Seaction
Wisa)

File Movemeants

- v

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

.

Closed Receipts

Files forwarded by
time duration

Receipts forwarded by
duration

Files attended for
more than 24 Hrs

File(s) not attended

¥ by receipient for 24
Hrs

¥ Revenue Report

F Wip Details

Settings
Fig.eFile. 4039

As a result, the Files attended for more than 24 Hrs .report opens in Pdf format, as shown in
Fig.eFile.430:
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'>'°ﬂ|ce L35t LGN 1 Taw, 20 540 2016 032350 PN Randbr Kumar Signeat

= i stendsd for ive thav 24 ey

Files Pending For Morn thas 14 Hes

*
PN(VE)

Fig.eFile. 40430

File(s) not attended by recipient for 24 Hrs:

This selection generates a PDF report that contains a list of all the Files that has not been
Attended/Received for more than 24 Hrs.

To generate this report, user has to perform the following steps:

Click the File(s) not attended by recipient for 24 Hrs link under the Reports section, as shown in
Fig.eFile.431:
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Receipts
Files
Migrate File
Dispatch
DSC
Reports =]

» File Register

File Register (Saction
Wise)

-

Diary Register

Diary Register{Saction
Wisa)

File Movements

v

Receipt Movements

-

Dispatch

-

Received Files

-

Received Receipts

Parked Files

-

Closed Files

-

Closed Receipts

-

Files forwarded by
time duraticn

Receipts forwarded by
duration

Files attended for
miore than 24 Hrs

File(s} not attended
b by receipient for 24
Hrs

-

Revenue Report

-

Wip Details

Settings

Fig.eFile. 40531
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As a result, the File(s) not attended by recipient for 24 Hrs report screen appears, as shown in
Fig.eFile.432:
| File() not attended by receipient for 24 firs
From? m To? E
Category lC‘!c:rse Onez * Sechon/Officer Choosz Cre ¥ Senk To Chaose One =
Report Clear

Fig.eFile. 40632

Provide the information for the necessary filter and fields like ‘From, To, Category, sent to etc. and click

the Report ) button, as shown in Fig.eFile.433:

" File(s) not attended by receipient for 24 Hrs
For iz [i s [
Categeey Taing 2t Secton/OFfcer By et e [ SentTo husene (3]
] Subject Wsert oWl stats ¥ Curreatly With Wrendi 3 D3j5
ity | O |
¥
Fig.eFile. 40733
As a result, Download File box appears, as shown in Fig.eFile.434:
Do you want to open or save Files not attended for more than 24 hrs Pdl from 10.248.80.147 Open Save | T Cancel

Fig.eFile. 40834

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

report. To save the report click the Save ) (Fig.eFile.434).

As a result, the File(s) not attended by recipient for 24 Hrs report is saved at the specified location
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in Pdf format. Now, when the user opens the report, details of all the File(s) which are not attended by
recipient for more than 24 Hrs within particular time duration are generated, as shown in Fig.eFile.435:

[
’ Recepient File Pendency Report
c@ffice (01-01-2011 to 20-09-2011)
S.No File Number Subject Sent Date Pending Days Sent By

1 A50/2472011-E8C Allocation and Distribution1.06.011 9
of Work amongst officials
- EAC related

2 D-25015/2/2011-E8C REIMBURESMENT OF 44049911 161
MOBILE BILLS

3 D-25016/1/2011-E8C EPABXTELEPHONE  47.08.9011 3
BILLS

g D-30025/1/2011-CC SMS Gatewayand 1062011 m
services for Training

5 D-25015/1/2011-E8C REIMBURESHMENT OF 51.57.2011 &0
MOBILE BILLS

Fig.eFile. 40935
Revenue Report:
This selection generates a PDF report that contains a list of the revenue that has been spent in the section(s) for

dispatch.

To generate this report, user has to perform the following steps:

Click the Revenue Report under the Reports section, as shown in Fig.eFile.436:
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Fig.eFile. 41036
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As a result, the Revenue Report screen appears, as shown in Fig.eFile.437:

" Revenue e
\

From* ol A Tt Avaalion 'ﬁ

Bten(s)

(0 ANAISTANT GiRrSTOR (Y .

Subime

Fig.eFile. 41137

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.437). As a result, Download File box appears, as shown in Fig.eFile.438:

Do you want to open or save Revenue Report-21-09-2012.pdf from 10.248.80.147 Open Save |~* Cancel

Fig.eFile. 412

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

report. To save the report click the Save (Fig.eFiIe.429).

As a result, the Revenue report is saved at the specified location in Pdf format. Now, when the user
opens the report, details of all section(s) revenue spent for dispatch are displayed, as shown in
Fig.eFile.430:
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X Revenue Report
s
fﬂ Ce {01-07-2041 to 07-02-2012)

Sl No. Organization Name

Total Expendiature

1 LBSNAA 0.0
2 LANGUAGE FACULTY 0.0
3 TRDC 0.0
4 SOCIETY CELL 0.0
5 OFFICER'S MESS 0.0
6 Oio DEPUTY DIRECTOR Sr (JS) 0.0
7 Olo DEPUTY DIRECTOR Sr (RS) 0.0
8 STORES & SUPPLY 0.0
Fig.eFile. 413

VIP Details

This selection generates a PDF report that contains a list of the VIP Details.

To generate this report, user has to perform the following steps:

Click the VIP Details under the Reports section, as shown in Fig.eFile.431:
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-
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-
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Fig.eFile. 414

As a result, the VIP Details Report screen appears, as shown in Fig.eFile.432:
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VIP Details Status Report

From* @ To* @
Wame of VIR Vip Type Choose One E
Designation Status  Choose One |Z|
State Chaase One |E|

LANGUAGE FACULTY

Section(s)

Fig.eFile. 415

Provide the information for the necessary filter and fields like ‘From, To, Section(s) and click the Submit
button (Fig.eFile.422). As a result, Download File box appears, as shown in Fig.eFile.433:

Do you want to open or save |VIP Details Status Report |pdf from 10.248.80.147 Open Save |~ Cancel

Fig.eFile. 416
Settings:

This section helps the user to change the preferences/settings in eFile. The Setting section incorporates 3
modules:

a) Preferences

b) Address Book

c) User Groups

d) Deactivate DSC

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

a) Preferences: This module facilitates the user to change the user requirement general preferences and
customize as per requirement. Preferences module is partitioned among different sections like:

i. General Settings : It helps the user to modify the General Settings like:

= Max # of records/page: Refers to numbers of records that listed in a
page
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Vi.

= Template: Refers to color theme of eFile Application.

= Auto Save Duration: Refers to set mode into Auto save while making
any note in eFile Application

= Flash Animations: Refers to if users prefers Flash animation in eFile
application or not.

Alert Settings: It helps the user to set alerts on Mobile, Email or both.

Dashboard Settings: It helps the user to set alert for any particular Sender, Category, Priority
or multiple Categories.

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.

DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if
any).

Customise your settings: It helps the user to customize the DSC setting as per requirement.
User can set it to Authentication mode, signing mode or both which comprises of Authentication
and signing of DSC.

To change the settings, user has to perform the following steps:

e Click the Preferences Link under Settings section, as shown in Fig.eFile.434:

Receipts (=]
Files (=]
Migrate File (=]
Dispatch (=]
DSC B |
Reports (=]
Settings =]
| 3 F"rEFErEl‘ll:EEE |
p User Groups

Fig.eFile. 417

As aresult, Preferences page appear, as shown in Fig.eFile.435:
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Cancral Sattings

Maz # of records/ pags

Auto Save Durstion(in Sec)

(¥

Alart Eattings

B email B ams. @ path © None Enter Email | nilu302@am| Enter Phone Number |31

g _ I
i Out: of Offic= Flazas Enter Remarks

Dashboard Settings

Gt 3 le

cmola

Get alert for Category |All matters rel_‘:}

elated matters

v

Gat 3lart far Drinnty

Choe:

=a catagonss
{mancimurm

murm Fva)

List View Seltings

Mods | Dafault

q &

Scope
DSC Settmgs

Current Scatue

Customisc your Scttings
! mutharticatian ) Signing ) Bath

Fig.eFile. 418

e User can change the General Settings, Alert settings or Dashboard settings as per requirement, as
shown in Fig.eFile.436:

General Settings

Mas # of records/ page [100 = Templats [Blu= 1=
Alert Settings

B Erneil © oms B poth € Hore Enker Emai t=r Phone Hurnber |3

" oue

fice Flease Enter Remarks =

Dashboard Scttings

Gar alart for sandar Gat alart for Catagony

Hons

Gak 3lart For Priodty OutTedzy ¥ Chosze i
" {maximam five’

List View Seltings

ic2|

Scope Defsult

DSEC Sattings

Current Status

Customise your Settings

0 fthanticatia I 2cth

Zave E Clazr

Fig.eFile. 419
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e After required changes, Click the Save ( Button (Fig.eFile.436) to save the altered changes.

b) Address Book: This module facilitates the user to create the group and add new contact/user into that group
which helps the user while diarizing of a correspondence.

To create Group and add users to the group, user has to perform the following steps:

o Click the Address Book Link under Settings section, as shown in Fig.eFile.437:

Receipts
Files
Migrate File
Dispatch
DSC
Reports
Settings =l
¢ Preferences

p Address;Book

F User Gredps

Fig.eFile. 420

e As aresult, new window appears as shown in Fig.eFile.438:

| Add New Group | Show All Contacts All Contacts |dd New Contal:t”DeIete Contact) addto :| choose One B Search :

Groups - (] ¥ Email-1ID ™ Group -
Training il B ALL CMs il
test group ‘: B ALL GOVERNORS ‘:
Section officer \: B ALL LG \:

B Amit 22@33.com il
D Amit asd@asd.com \:
B Amit Saini 11@22.com ‘:
D anenymaous \:
[&] CHAIRMAN il
B CHAIRMAN ‘:
] CHANDA KOCHHAR ‘:
<< <12345678310% >
Fig.eFile. 421
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e Click the Add New Group ( button, as a result new window appears, as shown in

Fig.eFile.439:

Group Name:

Fig.eFile. 422

e Enter the Group name and click the Save button, as shown in Fig.eFile.440:

F T

Group Name: [TRAINING TEAM

Ev[?

Fig.eFile. 423

As aresult, a new group is created

Now to add users to the created group:

e Click the Group in which user is required to be added up, as shown in Fig.eFile.441:

|Add New GruupHShnw All Cnntac:t5|

Groups o

TR -"-‘-.INING!]TE-"-‘-.M

e
i

=

g

]

3

L]
= [

o

test group

Section officer

s |
= |

Fig.eFile. 424
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e Click the Add New Contact ([AddNew Contactly 1y iton, as a result, user info page appears, shown in
Fig.eFile.442:

Name =

Designation

Email

Address 1

Address 2

Country INDIA EI

State Choose ane E|

Pin Code

Mobile

Ministry Choose one EI
Department Choose cnelz|

Organization Chouose cne E

Telephone

Cancel

Fig.eFile. 425

¢ Fill the required metadata and Click the Save button, as shown in Fig.eFile.443:
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Name = Rakesh Yadav
Designation Section Officer
Email rakesh@nic.in
Address 1 Nirmaan bhawan
Address 2 Delki
Country INDIA B
i Delfi 3
Pin Code
Mobile 35911112211
Ministiy MJO FINANCE 3
R Choose cnelzl
Organization £ E
Telephone
Save!l Cancel |

Fig.eFile. 426

As a result, the user gets added up in the selected group.

c) User Groups: This module facilitates the user to create a group and add user list to that created group which
helps the user while sending a Receipt/File to list of selected users or to a group which comprises of contained
user list.

To create User Group and add users to the group, user has to perform the following steps:

o Click the User Groups Link under Settings section, as shown in Fig.eFile.444:

Cresta Growp |

lizcepts =
= i e * Deteriphion =
Filos =
GE 0# Ga Grouot

Hagrate Fiie z | far affics medules
Dispatch = =
bEC =

tesi oroun - wzer aroup bestiiititt
Reparts = I

e
Settings =

» Brefroncas

Fig.eFile. 427
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As a result, Create Group page appears, as shown in Fig.eFile.445:

‘ Create Group | |

Group Name  Description v
g s

55

test group - user group testitttiitit

TD:

Fig.eFile. 428

e Click the Create Group button (Fig.eFile.426), as a result new window appears, as shown in Fig.eFile.446:

B ]
| |
Group Name

Description

(Select Users from the list to create user group)

Search

Name Marking Abbr Org Unit
D SUDIP CHATTERJEE DA(5C) ADMINISTRATION
D JAGDISH PRASAD BARMOLA DA{IPB)CAN CANTEEMN
[[]  mOHAMMAD ASLAM DPA(MA) COMPUTER CENTRE
[[]  PoONAM SINHA DPA(PS) COMPUTER CENTRE
[7]  BHAWANA ABHAY PORWAL HI(BAP) LANGUAGE FACULTY
[[]  BINAY SHAHKAR KALA CMO(BSK) MEDICAL CENTRE
D SAVITRI JHILDIYAL DA(5) CONTROLLER OF EXAM
D SUSHILA RAJORI EPABXOP(SR) ELECTRONIC & COMMUNICATICON
D VINOD PRASAD UNIYAL EPABXOPR(VRU) ELECTRONIC & COMMUNICATION
D MALKIT SINGH ALIO(MS) LIERARY

12 3 4 5°%

Fig.eFile. 429

e Enter the Group name and description(if any), click the Create button, as shown in Fig.eFile.447:
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Group Name TRAINING TEAM
for 20ffice modules

Description

Create

(Select Users from the list to create user group)

Name

SUDIP CHATTERIEE
JAGDISH PRASAD BARMOLA
MOHAMMAD ASLAM
POONAM SINHA

BHAWANA ABHAY PORWAL
BINAY SHANKAR KALA
SAVITRI JHILDIVAL
SUSHILA RAJORI

VINOD PRASAD UNIYAL

Oooooo@om@o

MALKIT SINGH

Search

Marking Abbr
DA(SC)
DA(IPB)CAN
DPA[MA)
DPA(PS)
HI(BAP)
CMO(BSK)
DA(S])
EPABXOP(SR)
EPABXOR(VPU)

ALIO[MS)

Org Unit

ADMINISTRATION

CANTEEN

COMPUTER CENTRE

COMPUTER CENTRE

LANGUAGE FACULTY

MEDICAL CENTRE

CONTROLLER OF EXAM
ELECTRONIC & COMMUNICATION
ELECTRONIC & COMMUNICATION

LIBRARY

«1) 23|45 >*

As a result, a new group is created

Fig.eFile. 430

Now to add users to the created group:

Click the Group in which user is required to be added up, as shown in Fig.eFile.448:

‘f Create Group |

Group Name

 Description

TRAINING TEAM

B

for eOffice modules

55
test aroup - user group

1Ds

T

testittttitt

Fig.eFile. 431

e Select the users from the list which needs to be added up in the selected group and click the Save button,
shown in Fig.eFile.449:
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Group Name

Dasriptian

{Seloct Users from the fist Le creale doer group,

search
Name Marking Abbr Org Unit
| SUDIP CHATTERIEE DA[SS) ADMINISTRATION
|  IAGDISH PRASAD BARMOLA DALIPEICAN CANTEEN

MOMAMMAD &5LAM DEA[MA) COMBUTER CENTRE
FOOMAM SINHA DEalEs) COMPUTER CENTRE
BHAVWANA AEHAY PORWAL HI(EAR) LANGUAGE FACULTY
BINAY SHANKAR HALA CMO[aSK) MEDICAL CENTRE
SAVITRI JHILDTYAL Dalsa) CONTROLLER OF EXAM
SUSHILA RAIOAL ERRBXOR(SR | ELECTAOHIC & COMMUNICATION
VINDD FRLASAD UNDYAL ERABNOF(VEL] ELECTRONIC B COMMUNICATION
MALKIT SINGH ALTSHME) LIsAARY

Fig.eFile. 432

As a result, the user gets added up in the selected group.

Deactivate DSC: User can delete the DSC enroliment through Delete link and for Activation link
Activate can be used as shown in the Fig.eFile.450:

] | l* Signing Certificate
Receipts =
Certificate Information
Files E3]
e 5 sl.No. Certificate Type Validity Enroll Date User Name DeActivation Date
1 SUNIL KUMAR's NIC Certifying Authority 1D - 19503636 Signing  20-10-2012 12:47  20-07-2012 10:57 RAMESH KUMAR 20-07-2012 12:36
B c) 2 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 23-07-2012 03:09 RAMESH KUMAR 23-07-2012 03:09 te o Delete
DSC = k] SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 23-07-2012 03:11 RAMESH KUMAR 24-07-2012 02:27 Activate Delete
= & E 4 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-2012 12:17  24-07-2012 02:27 RAMESH KUMAR 24-07-2012 02:41 Activate Delete
e g 5 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing  20-10-201212:17  24-07-2012 02:31 RAMESH KUMAR 24-07-2012 04:24 Activate Delste
, Preferances 5 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  24-07-2012 04:24 RAMESH KUMAR 30-07-2012 01:57 Activate Delste
) Address ook 7 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  30-07-2012 01:58 RAMESH KUMAR 30-07-2012 02:01 Activate Delste
} User Groups 8 SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-201212:47  30-07-2012 02:01 RAMESH KUMAR 30-07-2012 02:02 Activate Delste
E] SUNIL KUMAR's NIC Certifying Authority 1D - 19509636 Signing  20-10-2012 12:47  30-07-2012 02:03 RAMESH KUMAR 30-07-2012 02:37 Activate Delete
10 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 02:37 RAMESH KUMAR 20-07-2012 02:38 Activate Delete
11 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 02:28 RAMESH KUMAR 20-07-2012 02:49 Activate Delete
12 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing 20-10-2012 12:17 30-07-2012 03:11 RAMESH KUMAR 01-08-2012 09:36 Activate Delete
13 SUNIL KUMAR's NIC Certifying Authority ID - 19509636 Signing  20-10-201212:17  22-08-2012 12:08 RAMESH KUMAR Deadtivate Delste

Fig.eFile. 433

Search:

It has 2 links to perform search operations with respect to active tabs

e Search
e Advanced

Multiple Actions can be performed on selection of multiple receipts/files/dispatches respectively.

Search:

In Search user can perform the findings of the records with respect to active folders
has to be searched receipt number should be mentioned in the search field and search is done with
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respect to receipts only in such ways it is with other tabs also as shown in the figures.

Search is performed with respect to active user's modules only not section wise.

e Type the file number to search from File Inbox and the resultant file can also be opened as shown in
the figure Fig.eFile.451:

eFile slectronic tite syseem S A DOl <vanced | Help | Dashiboad

Search Results { File/Inhax ]

* Ouner ~ Seatan ~ Sender e

+ Camputer Mo ~ File Ho. + Subject

Filaa =
E = A 1101 1/5F01z-r nenas Tasting of amft ALECA A KIAKARNT /03712 1mas GEETA SHARMA |

¥ Crasted

+ Drsis
* Completed
* Farked
» Closed
» sent

» Fhyzeal File

Migrate File &

Dispatch (]

ik
= E

i
E

Fig.eFile. 434

e As aresult page is opened through View action as shown in Fig.eFile.452:

File No: NEWRLLLAACK
" Mating | Correspondence | Draft | Refersnces | Link | Detads | Movements | Edi | Send | More Action | Create Volume | More Debais | |

& Bre " (R s mE

Bl |add Green Wote | = Add Yellow Note

Fig.eFile. 435
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Advanced:

Search is categorized into individually and it has 3 links to perform operations for Advanced:

Advanced Search is performed Globally, Section wise and Hierarchy wise. By default, search scope is
global. In the configuration settings, scope of the Search can changes as and when required.

Let us see in detail Receipts, Files and Dispatch.

o Receipt: Search a receipt depending on any factors as shown in the figure Fig.eFile.453:

Advanced | dielp | Dashbozed

Seaeh rntI_Renelpl =] !

Year FIfF] Lesier Dane ] [E1e[ il

Compaer No Dfary Bate [ 1o i

Recemt no. [E2gT(Ta01arce Fecerred Date = i

ReflLatier No [ | Wam of Serwder [

Subject ] Designating [ .

Mam Categary Chooss ana =] Minigiry [Chaose ane 53]

Sub Catogory Ghuoss Ona =] Dmparment [Chooss ans. =]

Ualvsry Mode [Chagse ane =l Organisation [Chacse ane =
S| |penseg Hana [Chocas One =] Ateiess [ |
£l| e T =l Staln [Chngsa Grs 5|
Gl [Seach s | ®

Fig.eFile. 436

e As aresult the receipt which can be under actions of Send, Receive, Pull Up and Reopen as shown in
the Fig.eFile.454:

Search nul_i_l_a;gi_p_t 1= i
Year 2_{]}2- | Letier Date | [T 1o il
Computes No i Duary Date [ [T 1o il
Receipt no. [angiavtzLF | Recelved Dats [ & 10 i
RefiLetter Ho Mame of Sender ) )
Subject : Dasignation |
Main Category Chuuse Fin_;a' E‘ Ministry | Chaose one El
Sub Categary Chaose One = Depariment | Chaase one. [
Delivery Mode 'C'hunss_png 3 Urganisation | Choose one |E|
Dealing Hand Chaoase Onea =] Address
City Choase oneg 3 Gtate | Chaose One ) Izl
| w
[P
[l ~ ComputerNo - Recemtfo. v Subject ~ Bath - Sender v DiaryDate - Letter Date - Cmer > Section
7l Po3400 B40G20120F  wenwerwe Receipbinbax kulriva, rwrar, wirelr, Dapariment of Personne| and Training, LESNAA, WRW 280012 1298 3 ALKA & KULKARKI LANGUAGE FACULTY

Fig.eFile. 437
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¢ Ron right click of record ,it displays the actions which can be performed instantly for record as shown in

Fig.eFile.455:
[Pt | titions_ Chagsa One [7] |
O ~ ComgsterMo~ Receinthn, - Subiect ~ Path -~ Sender = DarDete - Letter (ate ~ Lrwimer - Section
0 P pa 8408207, Receptinbo Vutrtve. remwT, wiretr. Depariment of Perzonnet and Trainng, LBSNAS. WRW 200312 1218 ALKA A KULKARNE LANGUAGE FACULTY

Reosive
Fig.eFile. 438

e Click on Details link to display Details as shown in Fig.eFile.456:

Details & Movement
Receipt Mo :

File No :

Subject :

From :

Designation :
Address :

Main Category :

Sub Catagory :

Sent Date :

Letter Refarance No :
Letter Date :

Sent By
ALKA A KULKARNI

8409/2012/LF

WErwerie
kutriya
T
wrretrt

Deparmental Security Instructions including Access Control System

28/03/12 12:13

- - -

Sent On
28/05/12 12:19

Sent To
ALKA A KULKARNI

Action ~
Forward

- ]

Fig.eFile. 439

Remarks ~

To perform any action Receipt should be in Received Mode.

Fig.eFile.457:

Send: To perform Send operation receipt should have been in Received mode as shown in the

Seaich for | Recaipt |

Alsrt

L]

Aghons ;| Choose Dne[=]

W‘ Do you wish fo send these moeipls?
e Mrde _ The umeceiard iecepts wil be marbes s receiond hefime sending
| Computer N Beeemt Mo Subest - Pooow | ocamd o1 st {umer
RS
&l E a1 HIkH S ALKA A KULIARNI

Sechion

LANGUAGE FACULTY
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Refer Send process in Receipt Send/File Send (as shown in Fig.eFile.457):

e For the respective receipt Send window appears as shown in Fig.eFile.458:
mnmm E||

[Pt | ctions - | Cheose One =] |
- ConmmiNe Receint No. - Saliesi - Fatl - Sengel - Dl Dl = Lees Dmie = Ownet - seclion -
W B s TR RLILKARNI LANGUAGE FADULTY
| | F
Cumest Mumber « 8297{1)/2012/CC
Bubdedt 1 HINH
1=

[lsm swricalends| to sezermin reciparnis.]

Total 3000 chaachar in

i
i
i

Fig.eFile. 441

e Receive: If searched receipt is unreceived it can be received from receive action as shown in the
Fig.eFile.459:

Seachiof|Recelpt =]
Year iz I Letter Dite [ETe il
Compiter No i i Diary Daie [ Ew_ =
Receqt na. [B8TyRIZET Recsived Dt fil10 [
RallLotiur Wi Nam of Senler [ |
Subject i : i |
Hian Catagary |Choozs ona | Minigtry [Chonsa na =
Suh Category | Chaose One = |.€h-:|nse one zl
Dasy odo ol Onparicalon [Chassz e 5]
Deabing Hand - Address | |
city |Chooss ona 2| Sty [Chonsa Ona =
| Saarch Recsipts :E
| Frint | Aclions :m
B Compatee e~ Recsint No, = Hblest - Pain — Senet = Diany Dait: ~ LeterDae - MmEr & Sestion =
7] E B28T) ZNIGE HKH Recsptinbax GLWG, HIKH THMHTZ 0328 ALKA A KLLEARNI LANGUAGE FAGULTY

Fig.eFile. 442

e Pull Up: The receipt will be pull up and redirected to Receipt Inbox as shown in the Fig.eFile.460:
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Searcifor | Reosipl v

(=

]

setms  Chosse One

Chosseng |
A Computer No Receipio. = Subject Path =+ Sender Diany Date v leferDale - (wmer ¥ Section | Send
Faceiva
||f L i A 1t Recertino af 202085 ALKR A XLKERN LANGURGE FACULTY
Raopen |

Fig.eFile. 443

Reopen: Reopen action is performed on closed receipt with remarks as shown in the Fig.eFile.461.:

¥

At Choose Orel»

Seach o P v
m

Alet

@ Ars you e you vt re<amen s rece?

v ComperNo v Rt - Sbed v Bl e leter i+ Qunst . S v
iorom LAt Wi ReepiCioet ALKA ALK LANGUAGE FACULTY

Fig.eFile. 444

Reopened receipt is redirected to the Receipt Inbox as hown in the Fig.eFile.462:

Date Range : 05/09/2012 To 20/08/2012
sesls B (Feeye | Resdy | Foward | Pikinafle | v [ ark &5 | Copy | Gl | Dspaleh |
| eve | Regly | Fooward | Ptina File | Weew | MoveTo Capy | Clase | Dspatch

¥ Drowize B Diarze

Herarceal Visn My Recepts E
> Due On Quick Atian
B¢
EoC |

iy

4 Physica [ * Reesiot o, * Attachments Subject  +Sender  vSent By * SentOr

EHANIF ALEA & KULKARNI{LI[AAK})LF LESHAR

H [
t ? E
B E 2

+ Bectronc

20,0613 04:57

ALK & TLRARNI(LT[AAK] ) LF LSS 20108117 0356

»inked

¥ Email Diarisation ALOK BANDIEW SR0(AR)) £F,LBENAL 12/08/1702:17
b Created

¥ Se:

# Cloed

¥ Aeknodedgemert E

¥ Racycia Bin
| Files ]
Migrate File

Dizpatch )

Host Immesizte | Immedate Ordnary

Fig.eFile. 445

Dt Today |

LEGEND ]
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Send : Send is performed for received receipts

Receive: Receipt should be in receive mode.

Pull Up: This action is performed from Inbox of person in respective section.
Reopen: Closed receipt can be opened with Reopen action

All the above mentioned actions can be performed,if any of these actions are required to respective
receipt.

File:

¢ File can be searched with any referenced categories as shown in the Fig.eFile.463:

wonfs T
Year a0 : Computer No :
il no, BT F L Subject |
Provius Reference. | f Lt Reference
Category |Chaose one B Barcode o
Sub Category | Chings one ]
Opeing D ; [ m
| Search Fles E;
Pt Afians ;Chuuse Unazi
I 0+ Coonuerbo - File o, v Sbedd v Pt v Opemingla - ey ; Section
0 P X% A0 F-BSNAA Srisade Filedinbs e ALKA £ KULKARN LANGUAGE FACULTY

Fig.eFile. 446

e To perform instant actions on searched file User can View ,Details and Send as shown in
Fig.eFile.464:

search for File =] # |
" Print Actions *| Choose One [=]
[ Compiter Mo v File Nov. b Subject ~ Path Opening Date v Diwmes " Section
m [ T = ad FileiCreated 280912 11:24 ALKA A KULKARNI LANGUAGE FACULTY
Defaits
Hend

Fig.eFile. 447
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e To view the file click on View action as shown in Fig.eFile.465:

File Mor C/772012-LF-LACHAN

Hobmg | Carespandence | Oraft | References | Link | Dctis | Hovements | Edit | Send | More Achon  Creste Yalumie | More Drtals

B P e Tom [EE=mrEe

B Green ot | = add ellow ke

Fig.eFile. 448

e Clcik on Details action as shown in Fig.eFile.466:

Details & Movement

Fil

- C/7/2012-LF-LBSNAA Subject:  sad
MNumber :

Opening ; , ,

Date : 28/09/12 11:24 Remarks :  aa
Main Sub

Category : Categary :
Pravious Later

Reference : Reference :

[ File Movement History

Sender ~ Sent on

~ Sent to ~ Action

Copyright ©® NIC, 2012
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Send: Send action is performed to send file.

Receive:Receive the physical file to perform other actions
Pull Up:User can Pull Up the file either from active user or section wise.

Make Active:Closed files can be made active by Make Active action.

All the above mentioned actions could be performed for the respective selected records based on
permissions available to user.

Make as Active:

¢ Closed file can be made active with Make as Active action as shown in the Fig.eFile.467:

Search for File :vf

Gonfim

U

Ao jou sure you ent o makee the flefs| scie?

Hefons: £honae Oneﬂ

Copyright ©® NIC, 2012
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o i Caneel
G = e b o -
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e Activated file is redirected to the File Inbox as shown in the Fig.eFile.468.

Date Range @ 05,/09/2012 To 20/09/2012

Receigh ] = — = =
o | | Receive | Reply | Forward | View | MoseTo | Mark 5 | More Acfion | Create Vome | Barcode Hieicrcd Vi) My Files iz
2 « Number = Subjart = Zeniler  Sent on = Due 0n = Read Qn - Quick Action
I | P 411001/} 0VI0EIA P BENAR srfeada ALKE A CLLKARNI[LI] A4 L=, LESHAR 20i0E1E 0537 - 20/05/12 0528 B a¢ !
»5e
+ Create Shadaw File
¥ Crmsie Part
VDl | recenn | 04t Today [ | Mozt Immedizts [ | Tmmediate Qrdinary
¥ flzcrele B
Migrate Filu =
Dispatch [
DeC =
Raports =
Settings =

Fig.eFile. 451

Dispatch:

Receive :This action is performed by CRU or permission available to user

Resend:This action is performed by CRU or User if required.

e Dispatch can be searched through dispatch number as shown in the Fig.eFile.469:

soarmrari[')iépqtm =1l

e T — Mo | |
Dispatch Ao, 05012 1 [ |
subpct | | Mty [Chuose ons ]
File Numbar [ ] Dapartmant [Choaze one =]
Reczipt Number | . e | Organization |:C'huase ong 3
Dispatch Date | :ETQ_ |ﬂ City [Chnase ane Tl
Address. [ | State [Chuose one =]
(e oot m

Prinl dctions . Chaose One T]

| Dispateh No. = File No ~  RocelptMo =~ Subisel ~  Adiressee = Sofer - Saction - Déspatch By - Status
il D52 A-1DHATI012-UF-LESRAA THAE LKA ALKA A KULEARNI LANGUAGE FACLLTY ALKA A KULEARNI Issued & Dispalched

Fig.eFile. 452
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e Dispatch has 2 actions Receive and Resend as shown in the Fig.eFile.470:

On the right click of the Draft user can perform Details and View action only.

]
[P
[ Dissetcho, el v Receiptho + Subipct+  Addesse - Sener r Secfion v DispaichBy
M e AT BSHAA o ki i ALK A RULKARN LANGUAGE FACLLTY ALK ARULKARN
Fig.eFile. 453

Hierarchy Search

Hierarchy search is basically reporting level Search(File(s)/Receipt(s)/Dispatch(s) as follows:

Level Top Level Middle Level Lower Level
Top Can View All Can View All Can View All
Only when sent /received with
Middle No privileges each other Can View All
Lower No privileges No privileges Only when sent /received with each other

Let us see in detail the process of Searching on Hierarchy-wise.

Top level authority can view and perform all sorts of operations for the File/Receipt/Dispatches created by Next
level reporting.

Example Padamvir singh is the Top Level Management authorised to view and operate the created
File/Receipts/Dispatches of Alokp who is reporting to Padamvirsingh as shown in Fig.eFile.471:
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%_@ﬂg? PADAMVIR SINGH
eFile electronic file system sazrch | [FEE Acuanced |
Search for | Receipt =]
Year [2012 | Letter Date C [ 1o =
Computsr No Diary Date 3 E To | E
Recsipt no. B43L/2012DIR. | Received Date [ [0 |l
RefiLettzr No | ] Name of Sender o )
Subgect | | [esignation |
Main Category | Choose one Z‘ Ministry | Cheose ona 3
Sub Category ;C‘Euuse One E‘ Department fbﬁunse one Ei
Delrvery Mode |Chanse an= j Organisation
g Dealing Hand se One. Z_‘ Addrezs
§ ] State E:Chcnse One _ =] city
iz Search Receipts m
Fig.eFile.471
e Enter the Receipt to Search(Created by Alokp) and select Pull Up action as shown in Fig.eFile.472:
e@fflce PADAMVIA SINGH CI2 ~

A A

eFile ctectionic fleytem Gearch [P Acvanced | Help | Dashisard
|| search for [Recai I=
Year 2012 1 Lettar Date & 1o | E
Computer No [ | [iary Date [ (5] 7o | =
Receipt no. |e499/2012/0IR | | Recaiied Date [ 7o =
ReflLetter No | | Hame of Sender
Subject [ | Designation [ |
Main Category |_Ghoose one 3 Mimistry |Choose onz 3
Sub Calegory |Choose One 3 Department |Choosa ona 3
Delivery Mode |Choose one =] Organisation [ |
a = =
= Dealing Hand [Chnn»se One "'} Address
<
A I State [Choose One . T=] Crty
i : -
a
Print | adiona - Ghoose One z|
Choose One 1
B - Compuier Ho - Receipt 8o, -~  Subject - Path - Sender - Dlary fate - r Dk - [hwmer - Seciion | Sand
|E P 84390 BI90201 200 waw 1 Receiptinbox W, W, W 1102 10:48 - ALOK PANDEY COMPUTER CENTRE |
1Raopen "
Fig.eFile.472

e A pop window appears as Pull Up Alert and Click Ok button as shown in Fig.eFile.473:
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Pull-Up Alert

The selected receipt(s) will be maoved to your inbox
Mote : tems already with vou wil not be pulled.

Pull up
Remarks *

IE Ok I | Cancel

Fig.eFile.473

o Pulled Up receipt is shown in Normal font (earlier Italic font) and click on receipt as shown in Fig.eFile.474:

Actions ;| Choose One E|

=) - Computer No - Receipt No. - Subject ~ Path - Sender - Diary Date - Letter Date - Owner - Section -
O P 8499 8499/2012/DIR www 1 Receipt/inbox W, W, W, W 1110121048 - PADAMYIR SINGH Olo of DIRECTOR

Fig.eFile.474

e Asa result Receipt(Searched) is opened to perform any operations on it by Top Level as shown in Fig.eFile.475:

e@ffice PADAMVIR STNGH DIR

o e st s

oEile xintions fils critam aech | [FEB Advanced | Help | Dashbomd

Movements | Details | Edit | Forward | PUEIN A File | Copy | Closs | Dispatch | Atfach Fils | Attach Receipt | |

Receiot o ¢ 84003012 /DIR

Sumect ¢ o 1
From i

Dasignstion ¢ "
Address i w

Main Category Court Casas
Sub Catagory !

Sent Dabe ;

Dpaning Dats ¢

Latter Reference Mo |

Letter Dabe

[ Dicpatch History

I [Rignatch Mumiben ~ Subiad > Mizgatch Datd ~ Zant Throuah * Disoatch Mads

| EXPAND

| Rafaranced Files
* File Humber * Subieat ~ attached ov ~ remsErks
E B-11/5/2013-CC sdqgs ALDE PANDEY a Fud
Roferanced Racoipts

* Heceipt No. * Subtect * Attached bv * Attached ~ remarks

Datach Recolpts
|
= Recoipt Mo = Subect ~ Detached by = Detached Oate

Fig.eFile.475
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Middle Level Management

e Middle Level has searched a File of Lower Level and Pull Up the file to perform operations as shown in Fig.eFile.476:

= .
k,efﬁce ALDK PANDEY SRE(AF]
eFile sieciranic tie sysem Saarch | L& Advanced | Halp | Dash&oard
Search for | File :
| Pull-Up Confirmation
Year 2012
. The selecled file(s) will be moved to your inbaox.
File no. 72012 CCLESTIAA @ e oms akeoy it ot ot b e
Previous Reference Pull up =
Category Choose ons ['] Remarks * -
Sub Category [Choose one [=]
Dipening Date [ 7o | il Cancal
[Search Fies | [#]
= St
= 'rint Achons © nase o
= 1
Fl i M - Compurter No = File Ho. - Subject - Path ¥ DOpening Date - Cwmer - Section -
- v P 2210 2/R2012-CC-LBINAA zulfe file Filafinbax 17M10M12 02:23 ASHIM KUKMAR DEBNATH COMPUTER CENTRE

Fig.eFile.476

e Searched File is Pulled Up in the Inbox of Middle Level and click on File No as shown in Fig.eFile.477:

|} - Computer No - File No. - Subject - Path - Opening Date - Owner - Section -

i} P 2210 2/8/2012-CC-L BSNAA zulfe file Fileiinbox 171012 02:33 ALOK PANDEY COMPUTER CENTRE

Fig.eFile.477

Actions ;| Choose OneE

e Asaresult File opens up to perform any operations as shown in Fig.eFile.478:
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e@ffice

eFile =tecu

T File No: 2/8/2012-CC-LESNAA

ALOK PANDEY SRE(AP] ~

el Advanced | Melz | Dashboard

Cai 1 Link Details | Edit | Send | Dispatch | More Action | Creste Volume | Convert Fils |
=
Fil= Nurmber : 2/8/2002-CC-LESNAR Sulject zulf= fil=
Opaning Dats I77I0/ 12 02122 Ramarks | 2ulfa fila
Main Cabzgory 1 Sub Category 1
Bravious Rafarance ¢ Later Refarance ¢
Part Files Croatod
| . Sart No = Created On ~ Bemarks -
=
=
= -
A S
Gl
]
deceipt/issus N ~ Subia Ivme ~ Timastamp >
Dispatch Movement History
Digpatch Number ~ Subject ~ Sent b - Seol Bv ~ Digpateh Mode ~ Remarke -
Linked Filas
= - Filg plumber ~ Subinct -

Fig.eFile.478

e Lower Level Can View the Searched File(Middle Level but not Top Level) whereas cannot Pull Up the File as hown in

Fig.eFile.479:

Its only Top Level having authority to perform operations on File/Receipt/Dispatch created by Middle Level and

Lower Level.

e@ffice

i s e

eFile stecioac tie syimem

ASHIM KUMAR DEBNATH DEQIAKD) -

Sesrch |

Pe) Advanced | Help Dashboard

T S«aachoaniIe : |

Alert

Year 2012
File o, 22012 c LEsAA |

Pravious Refarence

@ Attion not allowed for s elected itemis )

- i

Catzgory |Choose ons IZI Sobict

Sub Category [Choose on= |T|

Cpening Date [ [k ) | E

[ Search Files | E)
g | Frint Arlions :
s : . .
ﬁ‘ I [El - Computer Ho - Fiie No. - Subjeet = Palh - Dpening Dale - Cwner Section -
& PooEs st Fliesgent 091012 1028 ASHIM KLIMAR DEBNATH COMPUTER GENTRE
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Middle Level an immediate reporting to Top Level can view but cannot perform any operations on created
File(s)/Receipt(s)/Dispatche(s).

Lower Level Management

Example Alokp(Middle) is reporting to Padamvirsingh(Top) and Ashim(Lower) is reporting to Alokp.

o Alokp is authorised to view the work of Ashim whereas Ashim can view but cannot perform any operations on any of the
work of Alokp as shown in Fig.eFile.480:.

e@ffice ASHIM KUMAR DEBNATH DEQIAST) -
PrUSESS—
eFile wiectronic fite sysam = =)

Search for|File vI

Year 2012

Fite no. ZEZ012-CELESHNAA Computzr o

Pravious Reference |, 4 Latar Refaronce

Category |Chu|::se ong El Subject

Sub Category |Chcnse onz .'l

Opening Date [ o] i

Saarch Filas (@]

g|
<z
-
a
3l

Fig.eFile.480

e Searched File is found hence cannot Pull up in Inbox of Lower Level User as shown in Fig.eFile.481.:
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e@ffice

A e it e

eFile stectromc file system Eaarch [
Search for| Filz :l
Aert |
| Pint | @ Action not allowed far el cied emis) sctions [Pl Up fj‘
i [ ek 1
i) = Compuler Ho < File Ho, = Suiliec B = el L Suclion =
P 2270 2B/2012-CO-LOSNAA U Fllg/5ent 17M0NZ 0233 ASHIN KUMAR DEBMNATH COMPUTER CENTRE

EXPAND

Fig.eFile.481

Same Level Hierarchy
Same Level User can view the File(s)/Rceipt(s)/Dispatche(s) only when sent and received to each other.
Example Alka and Alokp are reporting to Padamvirsing so Alka is at same level with Alokp .

e Alka cannot view any item searched as shown in Fig.eFile.482:

egfﬁce | ALKA A KULKARNI [DC[KE)
A s 4 daon
eFile electronic file system Saarch | Fel 2cvanced | Help | Dashboard
| [T

Year 12012

File no. 211201 2-CC-L BEHAA Computer o [ |

Prewvious Reference | Later Reference i

Category [Choose one = sunject Ll |

Sub Catogory [Ghoose ans I

Opening Date | ]

(@l

a = P ——
ez‘: | Print. Actions . Choosa Onez|
&
3 I | — Compuiar Ho 24 FEile Ko, = Subsact = Pail. = Opeatibing Data * et = Sailion =

Fig.eFile.482

o Alka can view the searched file when it is received in Inbox from Alokp as shown in Fig.eFile.483:
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Acknowledgement, 73
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Add note, 152

Address Book, 228

Age wise Pendency
Reports, 280

Alert Settings, 225

Attach File, 23

Attach Receipt, 26

Attaching Reference, 179

Closed
Receipts, 72
Closed Files
Reports, 261
Closed Receipts
Reports, 264
Convert File, 144
Copy, 22
Create New (Non-SFS)
Files, 113
Create New (SFS)
Files, 148
Create Volume
Files, 95
Created
Files, 99
Customise your settings, 226

Dashboard Settings, 225
Delete
receipt, 75
Detach
Correspondence, 123
Details, 16
DFA, 170
Diary Register
Report, 239
Dispatch
Reports, 251
CRU Dispatch, 219
DSC
Digital Signature Certificate, 206
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DSC Registration, 206
DSC Settings, 225

Electronic
Electronic Receipt, 11

File Movements
Reports, 245
File Register
Reports, 236
Files, 76

Inbox
Files, 77
Receipt Inbox, 29

Link and De-Link
Files, 127

Mark As FR, 120

Mark As PUC
Correspondence, 118

Merge, 96

More Action, 90

Move To, 39

Movements, 16

Officer Dispatch, 218

Parked, 105
Parked Files
Reports, 259
Pendency Report
Report, 242
Physical
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Physical Receipt, 11
Physical File, 113
Preferences

Settings

Preferences, 225
Print Envelope, 218
Put in a File, 20

Receipts

Definition, 7
Receipts Movement

Reports, 248
Receive, 222
Received Files

Reports, 254
Received Receipts

Reports, 256
Recycle Bin

Receipts, 75
Reports, 235
Restore

Receipt, 75
Returned

Issues, 218
Revenue

Reports, 277

Scan and Diarise, 8
Sent

Files, 107

Sent Receipt, 65
Settings, 225

User Groups, 232

View Draft, 53
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