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e®ffice
A DIGITAL WORK PLACE SCLUTION

Receipt

Once a DAK/Letter is Diarised and a unique receipt/diary number is allotted then it becomes Receipt.

Diarisation of DAK/Letter

Browse and Diarise sub module of Receipt is used to generate Receipt, which can be either physical or
electronic in nature.

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

e Electronic: The unique number for the DAK/Letter is generated by the system, and further
processing of the receipt is always electronic in nature.

Important Points:

v" Uploading of scanned document of ‘DAK/Letter’ is mandatory for Electronic diarisation and
optional for Physical diarisation.

v' DAK/Letter must be scanned as a single PDF (preferably a searchable PDF).For scanning the
DAKY/ letter refer to Annexure-I ( ).

Copyright © NIC, 2020
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STEPS TO FOLLOW:

1. Click Physical/Electronic link under Browse & Diarize sub-module or Click
Physical/Electronic under Create link in Quick Access Menu bar for Receipt (Figure 1).

Create  Inbox  Sent

[, 14032020 10:11 AM
S OCS University | &g Manmsh Kumar Ojha, B0 1

SECTL... | [Eg 14/03/2020 DB:53 AM

@ CCSUniversiy | 29 Mantosh Kumer Ojha, BO 1

[ 141032020 02:50 AM

VBOI-DFS | @ CCS University | 3 Mantosh Kumer Ojha, BO 1 5E

14032020 02:37 AM

test subjes e, BO 1 SECTL.,

a 14/03/2020 01:01 AM
14/03/2020 01:01 AM

[E] 252z 20/BO1-DFS | test subject | B9, Mantash Kumar Ojha, BO [Ty 14032020 12:58 A0
) 140022020 12:58 AM

(E) 2520 | 3s6¢ 1-DFS | restsubject | g Martosh Kumar Ojhe, BO 1 SECTL, 140372020 12:55 AM
c'ﬁ 14/03/2020 12:55 AM

|ZI 2515 | 355/202BO01-DFS | testsublea | 2 Mantoch Kumar Ojha, BO 1 SECTIL. a 14032020 12:53 AM
1032020 12:53 AM

[E) 2518 | 35420IVBO1-DFS | test subjes 2 Mantash Kumar Ojha, BO 1 SECTL., a 14/03/2020 12:51 AM
) 14032020 12:52 AM

[§ IE1 7895  ICVHFWROINFS  tmet errhimet | ®a Blomen ok ¥ omme s Pibe D 1 CCFTS B VAMASNIN 1745 B8
Tetal Records: 280

Advance Search

ifa 0

Advance Search

Returned

B #

2]

|

LHES] ; [FIIEY

.
)iz

Figure 1

2. Click Upload button.

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

document (up to 20 MB) and click Openbutton (Figure 2).

323“ n Saroja Kumar Patro
» TD[SKP)}-EOFFICE

File ver.
RECEIPT Inbox  Sent  Advance Search Create  Inbax  Sent  Advance Search Sent Returned  Advance Search
131 Pdf Only <= 25 MB * . . ~
%! "y< Diary Details
Diary Date Forms Of Communications ™ Language
176 1suenoon B Letter * | Bengali M
ﬁg @ File Upload X
Letter Date Letter Ref. No.
T > ThisPC » Desktop » CBP [Basic Users] w @  Search CBP [Basic Users] P 8| | ddimmiyyyy
-
= e Mode Number Sender Type
Organize ¥ New folder =~ ™ @ | = ~ Choase One -
S
&= Pictures el Mame Date modified Type Size
52 ’ .
CBP [Basic Users Sample 2 Adobe Acrobat D... 87KB
ﬂ efile Manuals ample Letter Adobe Acrobat D... 260 KB
] Office2016 | ample Receipt 2 Adobe Acrobat D... 6KB Add to Address Book
. Vaibhav Adobe Acrobat D... 102 KB
.-m Adobe Acrobat D... 3KB
& Onedrive Adobe Acrobat D... 13KB Designation *
ﬁ ] I This PC Signed Draft 08-Jul-16 1:16PM  Adobe Acrobat D... 6KB a-
& =
¥ 3D Objects v
& .
File name: |Samp\a Receipt 2 +| |Adobe Acrobat Document v Email
Cancel
_.Personalize Acknowledgement Generate & Send | Generate & Copy |
Bl copyright @ 2020, designed and developed by NIC.

Figure 2
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3. Once the scanned DAK/Letter is uploaded, enter the required metadata ( Diary Details, Contact
Details and Subject Category):

T R e G, 100%s Wity A

SR TR R B MM S W e D TR AR SRR e g e
3 v ’ -z..-.n_" A b A B
NI R AP STTW S DT R LO0% T S R 00N e - S T b

-

wemeny sy s amew B

QO et A b fow | g P——
10 B 0w e Oufetl pupma © W A el wom B e opeee e %

LU egmm g @ e M auw B g MR et ITwr valan wiowTren

IRECW OO0 JOWH LeETemte MR @ BIL B R B 101 B 20108 e Dewe Aneen

B R A 1 e el @

Part of the Army headquarters in Delhi has been sealed after : oy e
asoldier tested ponitive on Friday. The coronavirus cave v
count n India has crossed the 0,000 mark with the death
toll nearing 2,700, Finance Minlster Nirmala Sitharaman
will address another press conference today on the Rs 20
ro e A Modh On Thursd

]

LARAL

Figure 3

4. Click Generate or Generate & Copy or Generate & Send to generate new electronic receipt with
a unique Receipt No. (Figure 4).

Fad o

Advance Search

Sent  Advance Search FILE Create  Inbax | Serr Remed

Send Put in a Tile Edit Attach - Draft - Close

E S057132 6461/2020/E0FFICE  Comman Office Services

Basic Details

Comp. No.: 5057132 Receipt Ne. ¢ 8451/2020/E0FFICE
L1
Narture : Elecuranic File No. :
T WA WEHE AW, 100% AT {90
B Main Categary | Common Office Services  Sub Category @
I EMET St A A W TS H S PR A S S S A Fram ; Gopal Gaur Testing Designation : testing engg
TR W W] ST W AT SR 1000 T 96 3 100% ST =
AR Al R S Forms of Letter Delivery Mode By Hand

Communications :

2t =it ¥ awk g & segeer

Sender Type @ Letter Ref. No.
BT A AR TIT ST AT o7 TEO ST S ] e e e o

GEAT FFHA A A A SR S AR RS E e Lemer Date : Received Date | 12/00/2020

TS MR M TR AT S FhS S S ¥ 1861 2010 % 2 S Diery Date: 12/05/2020 Diarised By - Saraja Kurmar Patro, =0

& #T W HEcA 58 IR AT TR F aTE ce MWP Division

English Subject: gopal tasting.

Part of the Army headquarters in Delhi has been sealed after Enclasure/ Remarks - BB

a soldier tested positive on Friday. The coronavirus case Address : Loadhi RoadJLN New Delhi

count in India has crossed the $0,000-mark with the death o, —
toll nearing 2.700. Finance Minister Nirmala Sitharaman Dtesn (S
will address another press conference today on the Rs 20 | Dispatch Attached/Detached Closed

lakh crore package announced by PM Modi. On Thursday. —_—— 1 2%

Figure 4

Note:

=  All the mandatory fields are marked with Red asterisk (*).

= User can choose one of the fields marked with Orange asterisk (*).

= Personalize Acknowledgment: There is a provision to send acknowledgement to the sender
who’s DAKY/ letter has been received in the organization (Refer Acknowledgment sub-module).

=  Generate: Creates the receipt and saves it in ‘Created’ sub module.

= Generate & Send: Generates the Receipt No. and redirects to Receipt Send screen.

= Generate & Copy: (This feature is configurable): Generates the Receipt Number and redirects the user to
diary screen retaining the content (PDF) and metadata (Copying the pdf content is also configurable feature)
of the receipt.

Copyright © NIC, 2020
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Created Receipt List

The Created sub module displays the list of all generated Receipts (both Electronic and Physical in
nature) that are not yet Marked/Send.

To view list of receipts created, Click Created sub module of Receipt module as shown in Figure 5.

2 Shravan Kumar
ile A ‘ i E
« eFile ver 70 ¥ s 1}-DFS

E RECEIPT Create »  Inbox Sent  Advance Search FILE Create m Sent  Advance Search Sent Returned  Advance Searcl

ck | MoveTo~ | CreateVolume | Create Part Park Close = Search Here...
Receipt =
ect-11010/27/2020-801-D... | Enter Description | 85 Mantosh Kumar Ojha, BO 1 SECTI. | (3, 03/03/2020 03:05 PM B #
Inb v
ect-11010/26/2020-801-D... | Enter Description | S Mantosh Kumar Ojha, BO 1 SECTI... | [, 03/03/2020 02:58 PM B #
ect-11010/25/2020-B01-D... | Enter Description ‘q Mantosh Kumar Ojha, BO 1 SECTL... E% 03/03/2020 0255 PM }A
Ml-:-11010/24/2020-B01-D... | Enter Description | & Mantosh Kumar Gjna, B0 1 SECTI.. | (5 03/03/2020 02:50 PM #
{ 03/03/2020 02:51 PM
[(P) | 3654 | Award Sect-11010/23/2020-801-D... | Enter Description | &5 Mantosh Kumar Ojha, BO 1 SECTI {3, 03/03/2020 02:45 PM 2 #
{ 03/03/2020 02:46 PM
[(F] 1 3653 | Awerd Sect-11010/22/2020-B01-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 SECTI [, 03/03/202002:34 PM &
{H 03/03/2020 02:34 PM
[P] | 3652 | Award Sect 11010/21/2020-B01-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 SECTI. | [, 03/03/2020 02:28 PM &
{H 03/03/2020 02:28 PM
[P] | 3648 | Award Sect-11010/19/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojna, BO 1 SECTI. | i, 03/03/2020 11:26 AM #
B oar03202011:27 AM C
E 3627 | A/7/2020-B01-DFS | dfgdf | e Mantosh Kumar Ojha, BO 1 SECTL.. m 02/03/202012:12 PM B A -
Total Records: 204 QIE] [21(E] (=] [5)(*] ]

Figure 5

Description:

e The Created list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Subject Category, Created On and Enclosure/Remarks (Figure 6).
5 0:

FILE Crezte  Inbox  Sent  Aduance Search (==1s Sere  Retumed  Acvence Sesrch

AP 3nd other related maters 14 TR R'#

om P 255 CCS University AR ernd cther related matters 14/03/2020 0536 AM B #
E 254 testubjec ALP and other related matters 1402/2000 0535 AM R $

:‘E) E 2541 testsubjec ACP and ccher relaed matzers 14032020 01:58 A R #
) E 2538 testsubjec AP and other related maters 14/03/2020 01:52 M B#éR

: E 253 testsubject ACP and other related maters 14/03/2020 01:49 A Rg R
b./*.\g E 1535 testsubject ACP and odher related matters Bg B
E 2533 testaubjea AP 3nd ocher related matoers R#& 2

LE’ E 2531 testsubject ACP and other related matters R & B
% E 5% testsubjec AP and ceher related maters 144032020 01:05 404 B #

Figure 6

e The list of receipts can be sorted on the basis of Computer No. and Created On by clicking on
column heads.

o The list of receipts can be filtered on the basis of Nature, Subject Category, Reference (VIP) and
Creation Date range by clicking Filter Icon in menu bar.

Copyright © NIC, 2020
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Office

2
Click to
n.l 2546 st sty [ Prysice tlecrone 20053y B Receipt Namber {hf»nw B #
O subject z
o 258 3 Open InTab Bt oy 200536 parameters | @ 4
8 » > - All Meetings retsted Adates = 5 Remarks =
5. 3 Send i e 0 0538 e B #
i I P—— 2GPF retemt 200158 Al B #
M
€ 25 ‘ " Reference 00152 AM Rp B
a € 293 . et utyect it 00729 AM R# B
Date
€ 2m38 e 0 01,48 AM R # @
(%2} Creation Date from Crestion Date To
2533 05T subler L] S AM Rp I
- e ,. T
2 2926 . Py
Figure 7

The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject and Remarks, by entering at least 3 characters.

In addition to above, the Created Receipt list of Self, Section User(s) and User under individual
post hierarchy can be viewed through Receipt View. (Figure 8)

'y Click here for list of [
users

IPT  Creates Inbox Semt Advance Search ALE Create Inbox Sent Advance Search ISSUE  Sent Rerumed AdvanceSea
@ | Comp.No.1l | ReceiptNo. Subject Category Created On 11 Self () Section (@ Hierarchy
£ 1090/2020/B01-DF5 test subject ACR related matters 10/02/2020 06:41 PM
A
£ 1074/2020/B01-DFS test subject ACR related matters 08/02/202012:46 PM Select Search
£ 1043/ 2RI test subject ACR related matters 08/02/202007:21 AM SC0PS
) E 1472 bl Z};: T 7 ACR related matters 07/02/2020 0824 PM
0 E 1454 958208 1 ceng d ACR related matters 07/02/2020 0420 PM
g 0 E 1453 957/2020rBOTDPS test subject ACR related matters 07/02/2020 0418 PM
zn 956/2020/B01-DFS test subject ACR related matters 07/02/2020 0415 PM
Ll - ¢ s 912/2020/B01-DF5 test subject ACR related matters 06/02/2020 0518 AM
2 E 1360 B64/2020/B01-DFS test subject ACR related matters 05/02/2020 0825 PM
. ERa 861/2020/B01-DF5 abcdefg ACR related matters 05/02/2020 06:24PM
&
e
=
Total Records: 21 W[« @213
B8 copyrizht © 2020, designed and developed by NIC

Figure 8

Note:
= Receipt View will display list of created receipts in Section and Hierarchy and no action will be

allowed on them except ‘Pull up’
= Receipt is to be pulled up, to view its inner page and take other actions.

Also, using context menu (mouse right click on receipt no.) created receipts can be opened in same
or Different Tab of browser and also, can be send further.(Figure 8)

The Attachment Icon @ next to Receipt no. 1s visible in case some other Files and/or Receipts are
attached with it and further can be clicked to see attached details.

The following actions that can be performed on the list of Created receipts:

Copyright © NIC, 2020
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= Send

= Putin a File

» Copy

»  Generate Acknowledgement
=  (lose

e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

e Some additional actions that can be taken from receipt inner page are as follows —

» Edit

= Attach

» Draft (For Electronic Receipt only)

= Dispatch (For Physical Receipt only)
»  Convert (For Physical Receipt only)
* Print

Copyright © NIC, 2020
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Receipt Inbox

The Receipt Inbox sub module displays list of all the incoming receipts that have been marked to the
logged in user for further necessary action. The receipts in Inbox are in active state pending for necessary
disposal.

To view list of receipts received, Click Inbox sub module of Receipt module or Click Inbox link of Receipt
Quick Access menu bar. (Figure 9):

37 Shravan Kumar
s B .
}DF5

RECEIPT Create »  Inbox Sent = Advance Search FILE Create m Sent  Advance Search IS5UE Sent  Returned  Advance Search

« eFile ver.70

Move Tow | Create Volume | Create Part Park Close ~

Receipt

B010427/2020-B01-0._ | Enter Description | &g Mantosh Kumar Ojha, B0 1 SECTI... | B, 03/03/2020 0305 PM B #
ect-11010/26/2020-B01-0... | Enter Description ‘q Mantosh Kumar Qjha, BO 1 S5ECTI... aUSfUSEOZODZ:SB PM ”\

ect-11010/25/2020-BO1-D... | Enter Description 'ﬂ Mantosh Kumar Ojha, BO 1 SECTI... | fiEd 03/03/2020 02:55 PM &

= M- 11010/24/2020.801-D... | Enter Desaription | &g Mantosh Kumar Ojha, BO 1 SECTI... @ 03/03/2020 02:50 PM &
£ 03/03/2020 02:51 PM

E] 3654 | Award Sect-11010/23/2020-801-D... | Enter Description _‘° Mantosh Kumar Ojha, BO 1 SECTL. @ 03/03/2020 02:45 PM @ §
B 03/03/2020 02:46 PM

[P] 3653 | Award Sect-11010/22/2020-B01-D... | Enter Description | g Mantosh Kumar Ojha, BO 1 SECTI... | [ 03/03/2020 0234 PM @
B 0300312020 0234 PM

El 3652 | Award Sect-11010/21/2020-B01-D... | Enter Desaription | & Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/2020 02:28 PM 2 &
{ 03/03/2020 02:28 PM

[P | 3649 | Award Sect-11010/19/2020-B01-D... | Enter Description | 8¢ Mantosh Kumar Ojha, BO 1 SECTI... 3, 03/03/2020 11:26 AM B #
£ 03/03/2020 11:27 AM [
A
(3l Qoo oos Do gsoas e & S ooioio0onisaoon 5
Figure 9

Description:

e The Inbox View can be switched from Advanced (Row based) to Normal (Column Based) and vice
versa by clicking on switch icon. (Figure 10)

. 1/ F Chravan Kimas
Ce o] en~- = -
crscumon ©Fil€ ver 70 &
RECEIPT  Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1 Sent Rewmed  Advance Search
12 Receive = Putinafile | MoveTo~ Send Send Back Copy Close
% [E] 1 1536 | 1040/2020/B01-DFS | testsubject | 8 Mantosh Kumar Ojna, BO 1 SECTL.. | (5 08/02/2020 07:16 AM
Ha {f} 2700272020 05:24 PM This is default - Row
Based view of Inbox
-1 [P] | 1533 | 1037/2020/BO1-DFS | abcdefg | &, Mantash kumar Ojna, BO 1 SECTI... | [, 08/02/2020 07:09 AM

{3 oarz2/2020 07:09 AM

22

[P] 1 1531 | 1035/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI... | [ 08/02/2020 07:04 AM
{f3 08/02/2020 07:05 AM

3z}

%

L [P] | 1530 | 1034/2020/BO1-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL... 08/02/2020 07:02 AM A

] {f} 020272020 07:03 AM

L ]

= [P] | 1521 | 1025/2020/B01-DFS | abcdefg | S Mantosh kumar Ojns, BO 1 SECTL.. | [ 08/02/2020 0650 AM
g .

B: {7 08/02/2020 06:50 AM

Figure 10

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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e The Inbox list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Sent By, Sent on, Read On, Due On and Remarks (Figure 11).

“7 n Shravan Kumar

0
m Sent  Advance Search 2. Information Heads of EraGIEL k) ISSUE Sent  Returned  Advance Search
receipts
Receive  Putinafile MoveTo~ Send Send Back Copy Close = E Search Here_.. ect Ust

‘ Comp. No. fl | Receipt No. ‘ |Suhje(t Sent By SentOn f] | ReadOntl ‘ DueOnfl |Remarks

£ [1536 L 10a02020801-0Fs 01 SECT! i 7
3. Sorting of receipts available upon click based on .
\m 08/02/2020  08/02/2020
/801 mmmm‘[ 1
P 1533 1037/2020/B01-DFS PO TSEETL. o aroiAn
08/02/2020  08/02/2020
P |17 shed Mantosh Kumar Ojha, BO 1 SECTI 3
2. Mature of receipts - <E 2 = 07:04 AM 07:05 AM Column Based view of Inbox
P- Physical E- Electronic e e
P13 abedefg Mantosh Kumar Ojna, BO 1SECTL. oo 05 am
08/02/2020  08/02/2020
25, -1 h war Ojh 1 0
P 1521 1025/2020/B01-DFS sbedefg Mantosh Kumar Ojfia, BO 1SECTL. o & i
08/02/2020  08/02/2020
Vi - n ] W jha, 1 k-
1520 1024/2020/801-DFS abedefg Mamiosh Kumar Ojna, BO 1SECTL. 0 00 ™ e AM
Mantosh Kumar Ojha, BO 1 08/02/2020
P 1519 1023/2020/BO1-DFS abcdefg gt e
P 1518 1022/2020/801-DFS abedefg Mantosh Kumar Ojha, BO 1 SECTI ggf;t:;zo g:fff;zo 2
- a 4. Colour legends signifying
OB/02/2020  0B/02/2020 different subject categories
2 - h Kumar Ojha, BO 1 1
P 1517 1021/2020/801-DFS abedefg Mantosh Kumar Ojna, BO 1SECTL. 0 ™ aM
08/02/2020  08/02/2020
12( /| -l n ] W jF 1
P 1516 1020/2020/B01-DFS sbedefg Mantosh Kumar Ojfia, BO TSECTL. oo s
Total Records: 74 Qg - [BEBana

Figure 11
e List of Receipts can be sorted based on Computer No., Sent On, Due On and Read On.
e Legends and Color Code are used to differentiate various receipts in list.(Figure 11)

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name. (Figure 12)

File ver.70
RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1SSUE Sent Retumed  Advance Search

12 Receive Putinafile = Mec Send Send Back Copy Cose

.

Comp. No. 1} ‘ Receipt No. | senton 1y | Readon 11 ‘ DueOn 1) |Remarks
E 5. Click here for more
. 2710212020
E 1536 1040/2020/801-DFS test subject Mantosh e s
0= & 00212020  08/02/2020
o P 1533 1037/2020/807-DFS bed Mantash Kumar Ojha, BO 1 SECTI.
i gpht i i Py 0700AM  07:09AM ]
& Name Mantosh Kumar Cjha Designation  AGSTT. SECTION OFFICER P S
ks P 1531 1035/2020/801-C
Marking Abbr.  ASST2(BO-I}DFS Post ASST2(BO-1)-DFS 0704AM  07:05AM
[N Section BO 1 SECTION - DFS Department  DFS 08/02/2020  0B/02/2020
B4 P 1530 1034/2020/801-5
P '
i 0702AM  07:03AM
) 1025/2020/801-DFS Mantosh Kumar Gjna, BO 1 SECTL.  Coro2/2020  0B/02/2020 d
L] - i ot Kumar Ofha, 0B50AM  0BSDAM
=0 08/02/2020  08/02/2020
2 2. N h i 1 ]
B: P 1520 1024/2020/B01-DFS abedefg Mantosh Kumar Oa, BO1SECTL. o722 3 2080

Figure 12

e The list of Receipts in the Inbox can be filtered by clicking on the Filter Icon in the menu bar on
the basis of Nature, Read/Unread, Priority, Subject Category, Reference (VIP), Sent Date
range, Due Date range and other Flags/Label such as Important, Due Date Elapsed and Action
Initiated. (Figure 13)
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12

EA
Wy

B e

S

i = By

3z

17
" i 0
7. Module Search
RECEIPT  Create » m Sent  Advance Search FILE Create  Inbox Sent Advance Search I5¢} Advance Search
Receive | Putinafile = M - Send Send Back Copy Close ﬂ Search Here___ - er = -
. . " Receipt Number
Physical 0w Received  Unreceived None 42020
2020/B01- j
E 1536 1040/2020/801-DFS rest subjec K  subjece
Electronic O al Read Unread Nore
12020 Sender
P 1533 1037/2020/B01-DFS abcdefz | prigrity Bia & sereey =
[ immediate | Most Immediate | Out Today X
P 1531 1035/2020/801-DFS abcdetg T [’:&20 g:{g:fam
ubject Category g
8. Context Menu on Mouse 1 i
| ACP and other | All Meetings related || All Advances 12020  08/02/2020
P 15 Right Click on receipt number abcdef related matters matters LAM 0703 AM
All GPF related 2
P 1521 1025/2020 " abcdetg )":;20 g:{gﬁfﬁm
Open Reference :
3 OpeninTab VIP 42020 08/02/2020
P 1520 1024/2020 = abcdetz | i
b Date
[) Send Back Sent Date From Sent Date To 020 &
P 1519 1023/2020 abcdefg  SentD2 sk pitsl = raw ]
DuieDateErore Die DateTo ¥2020  08/02/2020 :
P 1518 1022/2020/801-DFS abcdefz  ddi Y B | dd/mmiyyyy | i e )
Others 2
P 1517 1021/2020/801-DFS abcdetg Fo00.: GRI21R020. #
3 e FAM 06739 AWM
Action Initiated Due Date Elapsed
7 Important 42020 08/02/2020 P
P 1516 1020/2020/801-DFS abcdetz | i E‘]
:

Figure 13

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender and
Sent By).(Figure 13)

Using Context menu (on mouse right click) receipts in Inbox can be Received (Unreceived
physical receipts only), Opened in Same or Different Tab of the browser and can be Send or Send
Back.(Figure 13)

List of receipts in Inbox of Self, Users in same Section/Office and Users under your individual post
hierarchy can be viewed through Receipt view. (Figure 14)

“7 n Shravan Kumar

File ver 70

! e 5 ce 5 s Ssu 5 ]
RECEIPT Crea m Sent  Advance Search FILE Create Inbox ent  Advance Search I E Sent Returned 9. Rec\ept View
Herove | BDit i | Midove To = I Sera (e e | oy I o Search Here.. —

|C=mp- No. | ‘ReceimNn- j |SenlOn11 ‘ReadOn 1l |DueOn 1 |Rema B selr (O ection:: (< Hlerarchy
E 1536 1040/2020/BO1-DFS test subject Mantash Kumar Ojhs, BO 1 SECTI g:ff;‘jam E;;‘sjﬁwm &
B 1037/2020/801-DFS abedefg Mantosh Kumar Qjha, O 1 SECTL.. gf’g:f':m g?fgsf;m
e RS E0PHE01 D abcdefg Mantash Kurnar Ojhs, B0 1 SECTI g:’ngam gifg:’jam ®

Figure 14

Note:

Receipt View will display Inbox list of users in Section and Hierarchy, no action will be allowed on
them except ‘Pull up’
Receipt is to be pulled up, to view its inner page and take other actions.

The Attachment Icon next to Receipt no. is visible in case File(s)/Receipt(s) are attached with it
and further can be clicked to see attached details.(Figure 15)

B i BB i

DUTI0IATNAT M e
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e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

e The un-received Physical receipt need to be received in order to take action on it (Figure 16).

12. Select receipt and 70
click on ‘Receive’
] m Sent ' Advance Search

%2 Receive | Putin 0 To~r Send Send Back {
r e —————————————

Comp. No. j4 | Receipt .

12. Right click to
E 1538 receive

P 1519 1023/20

Receive

P 1518 1022/2020/B01-DFS

Figure 16

e The following actions that can be performed on the list of INBOX receipts —

Receive (Applicable for un-received physical files only)
Put in a File

Move To (My Folders)

Send

Send Back

Copy

Close

A ol ol

Copyright © NIC, 2020
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A DIGITAL WORK PLACE SOLUTION

Sub-Folders under Inbox

The receipts in an Inbox can be organized by creating sub-folders under Inbox Sub module and moving
these receipts into the created sub-folders. These sub-folders can be named by the user on the basis of the
subject categories or various others level categorization as suitable.

Create Sub-Folders

This section describes the steps to create sub-folders under receipt Inbox.

STEPS TO FOLLOW:

1. Select Receipts from Inbox, to move to the new folder:

office . . Py 0

MEIF‘T create » IR Sent | Advance Search FILE Create Inbox Sent Advance Search ISSUE  Semt Retwmed Advance Search
= vufaile  Movelow | Senc | SendBack | Copy Close SC ] searcn Here . Bl Receipt view (sELF) (SRl

My Folders , . ~
[ HO1-DFS | testsubject | &, Wantosh Kumar Ojha, 501 SECTL. | (5 08/02/202007:16 AM

Oy Vanoge Folder

Create New Folder |
L - &5 Mantosh kumar Ojha, BO 1 SECTI... | [ 08/02/2020 07:09 AM

) 08022020 07:09 AN

[P] | 1531 | 1035/2020/B01-DFS | abcdefg | 3 Mantosh Kumar Ojha, BO 1 SECTI... 08/02/2020 07:04 AM =]
{3 08022020 0705 AM

[P] | 1530 | 1034/2020/BO1-DFS | abcdefg | &g Mantosh Kumar Ojha, BG 1 SECTL 08/02/2020 07:02 AM
{ 08022020 07:03 AM

[P] | 1521 | 1025/2020/BO1-DFS | abedefg | g Mantosh Kumar Oha, BO 1 SECTL.. | [, 08/02/2020 06:50 AM
I o08#02/2020 06:50 AM

@ 1520 | 1024/2020/BO1-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL... @ 08/02/2020 06:48 AM
{I} 084022020 06:48 AN

Figure 17
2. Click Move To—>Create New Folder.
3. Enter Folder Name in the Create Folder Popup.

Create Folder In R o
Step 3

Folder Name *
RTI

LCreate In *

{ Receipt Inbox

Figure 18

4. Click Save button to create new folder and move the selected receipt into it.

Note:
= [tis required to select the receipt beforehand from the receipt Inbox to create a new folder.

= Selected Receipts will move to Inbox Sub Folder.

Copyright © NIC, 2020
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Moving Receipt between the Folders

This section describes the process of moving receipts between the folders under receipts INBOX.

STEPS TO FOLLOW:

1. Select Receipts from the Inbox or the Sub-Folder of Inbox from which you wish to move the
receipt.

08022020 0700 Ak

] s

tf oana2000 o705 A

1035/2020/B0T-OFS

[F] 1 1330 | 103rz000m0-DFS
08012000 0703 AN

() | 1321 | 102
£ onzizoze oeso

[EARREF]
o onm2z0z0 oean am

1024/2020/0071-DF5

abcdefy

sbcoefy

5 | abcdefy

abcoefs

Ag Martoah Kumar Ojhs, B0 1 SECTL
g wisrresh Kumer Ojha, B0 1 SECT
g Msrrosh Kumer Ofhe, 8001 SECT
g Msrtosh Kumsr Ojhs, B0 1 SECTH

[, DRM2/2020 07100 AM

[, 08/02/2020 07:04 &M

g, 90/02/2020 702 AM

[, 09/0272020 06:30 AM

(¥, 90/02/2020 00:40 AM

[}, DBOLI020 0716 Al

Figure 19

2. Click Move To in the menu bar, Click My Folders.

3. Choose the destination folder from dropdown list under My Folders. (Receipt will move to selected

folder).

Sub-Folder Management

The Inbox sub-folder management primarily consists of following Actions —

e Rename — This is useful, in case the title name of the folder is to be corrected with spelling or a
more suitable title.

e Delete — In cases where the sub-folder(s) are not required anymore, they can be deleted provided
they are empty.

This section describes the steps to rename and delete a sub-folder.

1. Click Manage Folders sub menu under Move To menu in File/Receipt Inbox List page:

12

ge @ B3 Bg B

Receive = Putin afile

.70

21 70

RECEIPT

My Folders

[(P)11533 | ™

{3 08/02/2020 07:09 AM

[F] | 1531 | 1035/2020/801-DFS
{§3 08/02/2020 07:05 AM

[P] 1 1530 | 1034/2020/801-DFS
{H os02/2020 07:03 am

[P] | 1521 | 1025/2020/B01-DFS
{3 08/02/2020 06:50 AM

[F] | 1520 | 1024/2020/801-DFS
{33 08/02/2020 06:43 AM

Adve

Move To v Send

abedefg

abcdefg

abrdefg

abcdefg

ce Search FILE

Send Back

Copy | Close

29 Mantosh Kumar Ojha, BO 1 SECTI...

&g Manrosh Kumar Ojha, BO 1 SECTI...

&g Mantosh Kumar Ojha, BO 1 SECTL...

25 Mantosh Kumar Ojha, BO 1 SECTI...

&g Manrosh Kumar Ojha, BO 1 SECTI...

& Mantosh Kumar Ojha, BO 1 SECTI...

Create  Inbox

08/02/2020 07:16 AM

£, 08/02/2020 07:09 AM

{3, 08/02/2020 07:04 AM

08/02/2020 07:02 AM

3, 08/02/2020 06:50 AM

[} 08/02/2020 06:48 AM

Sent  Advance Search

- senton Y Search Here.

A @ 0:

Sent  Returned  Advance Search

ISSUE

Copyright © NIC, 2020
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STEPS TO RENAME SUB-FOLDER NAME

2. Click Edit icon adjacent to Folder in List of Folders. Clicking Edit Icon will display Update Folder
Pop up:

FILE Creste  Inbox 5S¢ ISSUE Sent Retumed  Advance Search

Total no. of Files/Receipts 11

Figure 21

3. Update the Folder Name and click Save button to finalize changes:

Update Folde
Folder Name *
RTI

Create In *
Receipt Inbox

Figure 22

STEPS TO DELETE SUB-FOLDER

2. Click Delete Icon adjacent to Folder in List of Folders on Manage Folders Page:

¢ Inbox  Sent  Advance Search Creste  Inbox 5 Advance Searc ISSUE Sent  Returmed  Advence

Total no. of FilesfReceipts 11

= =
Test 1 Receipl #
%

Figure 23

Copyright © NIC, 2020
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3. Click OK Button on the Confirmation Pop up to delete the folder:

Delete Folder

Do you want to delete this folder?

Figure 24

17 -
4 Success

Meszage

CEIPT  Create»  Inbox Sent = AdvanceSearch FILE Create Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
W success
Folder Successfully Deleted

1 Receipt e -

Falder Name: ‘ Total no. of Files/Receipts 1)

B

Test

e B W B

B

ge @ B3

“I

Figure 25

Note:
=  Folder to be deleted must be empty.
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Edit Receipt (P/E) Details

The editing of a receipt is to update some details/fields with additional or correct information only to
make it more relevant.

This is useful when any employee has forwarded you the receipt only with little information available with
them. It is important that existence of the receipts may be made more relevant with appropriate
information to make their search easy and reports more meaningful.

Important Points:

v Only main Receipts available in Inbox/Inbox Sub- Folder/Created list can be edited.

v CCs (copies of receipt) cannot be edited. Any changes in the main receipt will be reflected in CC
receipt until Main or CC receipt put inside the file.

v The uploaded document can only be replaced for receipts in Created list only.

v" Physical receipts in Inbox that need be edited must be in received state.

STEPS TO FOLLOW:

1. From the Inbox/Inbox Folder/Created List —

Click receipt number to open receipt, or Right click on receipt number to ‘Open’ in same or ‘Open
in Tab’ to open in different tab of the browser:

17 .
‘ nshmvanhumaf N
DFS
RECEIPT  Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Retumed  Advance Search
%2 Receive | Putinafile MoveTor | Send &ndﬂam (lose F SentOn ﬂ

(E] 153 | 1040/2000801-F5 | testsubjr="2 o A nar Ojhe, B0 SECT.. (5 080220200716 AW
b pen
) 005246

eFile ver 70

R
[ WIS

[ OpeninTab

E (P] 1533 | 1037/2020/801-0F5 | abedefg| [} Send Ojna, 301 SECT._ | 5, 80212020 0709 AM
) oaro2r20200708 AN Send Badk
@ @ 1531 | 1036/2020/B01-DFS | abedefg | & Mantosn Kumar Gjna, B0 1 SECTL. [ 08/02/2020 0704 AM B

{'ﬁ 08/02/2020 07:05 AM

&

- (P] 1530 | 103420200B01-DFS | abedefy | g Wencosn Kumar O, 01 SECTL. | i 0B/02/2020 0702 AM B
z& {:D 08/02/2020 07:03 AM

]

= @ 1521 | 1025/2020/B01-DFS | abedefg bMenmsh Kumar Ojha, BO 1 SECTL... @0&[021202006‘5@%
g0 ) ,

0: B

@ 1520 | 1024/2020/B01-DFS | abedefg 'Q.Vantosh Kumar Ojha, BO 1 SECTL.. D&fD?JZU?DDMSAM

) 0810272020 06:48 AN

Figure 26
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2. Click ‘Edit’ menu as shown in Figure.27:

37 Shravan Kumar
y § ssT :
ASST1(BO1)-DFS

eFile ver.70
RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox Sent Advance Search ISSUE Sent  Returned Advance Search

12 o Movement Copy Send Putin afile Edit Attachv = Draftv Close Generate Acknowledgement

Receipt Created / 1169/2020/B01-DFS E 1665 1169/2020/BO1-DFS ACR related matters

= + AutomaticZoom L]

Basic Details

Comp. No.: 1665 Receipt No. : 1169/2020/B01-DFS 8}

Nature : Electronic File No. :
Main Category : ACR related matters Sub Category :

7l From: o Designation :

v Q U a li ty Forms of Communications:  Leter Delivery Mode : By Hand

" Sender Type : Letter Ref. No. :
4 As s U ra .n c e o} > Letter Date : Received Date : 03/03/2020
# C h e c kl I St g S Diary Date : 03/03/2020 Diarised By : Shravan Kumar, BO 1 SECTI
e-Governance Applications ON-DFS

Subject : xvoxwd
Enclosure/ Remarks :
Address : xwex
% History

Dispatch Attached/Detached Closed

Dispatch History

Dispatch No. 1} | Issue No. ‘ Subject

No records found

Figure 27

3. Make the necessary changes in the Diary Details, Contact Details, and Category& Subject of the
receipt as shown in Figure 28:

i Shravan Kumar
5 2 S| -
eFile ver.70 ASST1(BO1)-DFS

RECEIPT Create » Inbox Sent  Advance Search Create

i ] oo« IR
ia] 3 .

Inbox  Sent  Advance Search ISSUE Sent  Returned = Advance Search

Diary Details

+  AutomaticZoom Diary Date Forms Of Communications * Language

03/03/2020 & Leter v | | Engiish ¥,
Received Date * Letter Date Letter Ref. No.
03/03/2020 8 | da/mmiyyy
Delivery Mode * Mode Number Sender Type
By Hand - Choose One x
I . vip
Y Quallty Choose One
]
I ASS U ra n c e 4 Contact Details Add to Address Book

Min./Dept./Others *
Ministry of Parliamentary Affairs

~  Checklist

e-Governance Applications Name Designation *

oW - or

Organization

Mobile Email

Address *
xwex

Total 1000 | 996 Character left
Country State City/District =]
INDIA * |~/ | Delni % |~/ | Choose One -

. Pérsonaiize Acknowiedgement " Fax Save
Figure 28

©B0 0000

N
C giR

oo - - - N
0Q0 0800

ofofe - -

4. Click ‘Save’ to save the changes or ‘Save and Send’ button to save the changes.

Note:

= User will be able to edit the meta-data (Except Delivery Mode, Diary Date and Enclosure (Configurable)) of
main receipt in Inbox/Inbox Folders. (CC receipt should not be editable)
= User should be able to edit Delivery Mode, Enclosure and PDF for created main receipts.

Copyright © NIC, 2020
Ver.7.0[23]



e

AGITAL WORK PLACE SCLUTION

Receipt Details

The receipts details consist of all the information recorded when it was diarized into the system. These
details are by far most important when it comes to knowing the history of the associated letter received
and action done so far. Along with the uploaded scanned DAK of a receipt user is able to check receipt’s
information like it is Subject, Diary Date, Receipt No., list of Drafts prepared, List of letters Dispatched
against it, Attached/Detached Receipts/Files, Closed History, Movement details, etc.

Steps to view Receipt Details:

1. Click a receipt number in Inbox/Inbox Sub-Folder/Created/Sent/Closed list as shown in Figure

B>

m Sent  Advance Search FILE

Receive | Putinafile = Move’|

m frlorlrlyy] Receipt No. - 1040/2020
/BO1-DFS

(7] | 1533 | 1037/2020/801-DF5
B osi2/2020 07:09 M

(F) 1 1531 | 1035/2020/B01-DFS
{ 08/2/2020 07:05 AM

abcdefg

abedefg

SendBack | Copy | Close

2o Mantosh Kumar Ojha, BO 1 SECTL...

25 Mantosh Kumar Ojha, BO 1 SECTI...

Create  Inbox Sent  Advance Search

@ 0

Sent Remumed  Advance Se:

3, 08/02/2020 07:09 AM

[E3, 08/02/2020 07:04 AM

&
el (] | 1530 | 1034/2020/801-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI... 08/02/2020 07:02 AM
im ) 08/02/2020 0703 AW
= [F) | 1521 | 1025/2020/B01-DFS | abcdefg | B Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 06:50 AM
)
B: { os02r2020 06:50 AM
"é‘ [F) | 1520 | 1024/2020/B01-DFS | abcdefg | B Mentosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 06:43 AM
{f 08/02/2020 06:48 AM
Figure 29
Note:
.

= Physical receipts should be in received state to view its details in Inbox/Inbox Folder.

Description:

1. Menu Bar — Various actions that can be taken on the receipt are available in the menu bar. These
action buttons are as follows —
a) Receipt Home — Displays the receipt inner page with its details. Upon clicking on the receipt

b)

number, by default, Receipt Home is opened. It is useful when you are on some other screen
(example, SEND screen) in a receipt, and wish to go back to receipt inner details page.

Movements —Displays the movement history of the receipt from one user to another with
respective movement details such as its timestamp and remarks. The most recent movement is
available at the top and the first movement at the bottom of the list.

Copy —Copies the pre-filled diary, contact and subject details to a new diary screen. This is
useful to save effort in entering details when diarizing multiple ‘DAKs/Letters’ from same the
sender or on similar subject. With updating little information after using COPY (if required) a
new receipt can be generated.

Copyright © NIC, 2020
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Note:

= The feature to copy the uploaded scanned document is also available and is configuration based
only. This will useful when same letter is required to be diarized multiple times but with different
receipt/diary numbers. This approach varies from organization to organization.

© 1. Menu Bar B en -
3. Receipt Quick
Details
= R ove P end end Ba e d on Deta Arta
=R =
Receipt Inbox / 1040/2020/B01-DFS E 1536 1040/2020/BO1-DFS ACR related matters|

8 5. Basic Details -

FENILE - F B Basic Details =
2. Location ~ 4

. Comp. No.: 1536 Receipt No. : 1040/2020/B01-DFs By

Nature : Electronic File No.:

A Simple PDF File

Main Category : ACR related matters Sub Category :
4.DAK [ Main ol &
This is @ small demonsiration .pd file - Letter From: Automation Testing Designation :
Forms of Communications:  Acknowledgement Delivery Mode : By Post

N just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text
Sender Type : Letter Ref. No. :
And more text. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz And more text. And more text. And Letter Date : Received Date : 08/02/2020
more text. And more text. And more text. And more text. And more text.
And more texd. And mare text. Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI
ON-DFs

=,

And mare text. And more text. And more text. And more text. And more
t3 text. And more text. And mare text. Even mare. Cantinued on page 2 ...

Subject : test subject

Enclosure/ Rema

e
Address : ing
") History

Dispatch | Attached/Detached Closed
Dispatch History

Dispatch No. T} ‘ Issue No. ‘ Subject ‘ Dispatched On T} | Dispatched By

No records found

el - O o

Figure 30

d) Send — This option allows you to send receipt to multiple other users. Clicking on it re-directs to
Receipt Send screen where a user may enter other user details in TO and CC (to mark copies)
along with forwarding remarks, assigning due date, priority and setting e-mail — SMS alerts for
the recipients and other people in previous movement for intimation.

e) Send Back —This option is useful in case user wishes to send back the receipt from whom it was
received. The user details in To field of the send screen is pre-filed by clicking Send Back.

f) Put in a File — This option allows a user to put the opened/selected receipt into a file. User may
put it in to an existing file lying with the user or create a new file for it.

g) Draft —This option allows a user to prepare a draft form of a communication to be issued
against the receipt after it i1s approved and signed using the system.

h) Dispatch — This option is available only in case of physical receipts only to record the dispatch
details against a receipt.

1) Edit —The editing of a receipt is to update some details/fields with additional or correct
information only to make it more relevant.

j) Action Details — This option allows user to View and Record their comments on Initiated
actions on receipt received with Initiated Action.

k) Attach — This option allows user to attach the Receipts and/or Files with receipt for reference
or other purposes.

Copyright © NIC, 2020
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1) Convert —This option is available in case of physical receipt only. It allows user to convert the
physical receipt to electronic receipt.

m) Close —This option closes the receipt in case the action on it is complete or not required.

n) Print/Download —This option allows user to download receipt attached/detached file/receipt
details, closed history, corresponding draft and dispatch details with their letters and
attachments, movement history, initiated action details and etc., into PDF format.

2. Receipt Quick Details — Shares some quick information about the receipt opened, such as,
a) Nature — Physical (P) or Electronic (E)
b) Computer number — The unique sequence number of the receipt assigned to it when created.

¢) Receipt Number — The unique number of the receipt, in the format, sequence no./creation
year/dealing_section_name

d) Main Subject Category — The main subject category under which it belongs, chosen at the time
of diarisation and can be edited later.

3. DAK / Main Letter — The letter received by the organization which was originally diarized. In
case of physical receipt, it may not be available, since it is not mandatory to upload its scanned
copy for tracking purpose.

4. Basic Details — Displays the basic details of the receipt, such as, its sender’s name and address,
subject, enclosure details, delivery mode, receiving date, diary date, letter date, type of
communication and etc.

5. History
a) Dispatch — Details of issue letters dispatched against a receipt, such as, its dispatch and issue
number, subject, date, dispatch by user’s name and delivery mode.

b) Attached/Detached — Details of file(s)/receipt(s) attached and detached such as their numbers,
subject, action performed by user’s name, date and time of action with remarks.

c) Closed — Details of the number of times the receipt was closed and re-opened by user’s name on
specific date and time with the action remarks.

Copyright © NIC, 2020
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Put a Receipt 1nside a File

To record decisions on the note sheet against a receipt, it is necessary that the receipts may be put inside a
file as correspondence. This section describes how to put up a receipt in a file.

Important Points:

v' Physical receipts can be put inside a physical file only. To put it inside an electronic file it needs
to be converted.

v' Electronic receipts can be put inside both Electronic/Physical file, if required.

v Receipts with Attached files/receipts are not allowed to be put in file. They are required to be
detached first.

STEPS TO FOLLOW:

1. Select receipt (Figure 31) or Click open receipt, from receipt Inbox or Created list.

e@ffice

eFile ver70

. Step 2
= Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search

%2 Putinafile | MoveTo~ Send Send Back Copy Close

28 ] @ 1536 | 1040/2020/BO1-DFS | test subject '.0 Mantosh Kumar Ojha, BO 1 SECTI... a()&/ﬂzﬂZDQGDI"WBAM
E| b 27/0212020 0524 PM
= MI 1533 | 1037/2020/BO1-DFS | abedef | & Mantosh Kumar Ojha, B0 1 SECTL... | [, 08/02/2020 0709 AM
0 08/02/2020 07:09 AM
A
i [P] 11531 | 1035/2020/B01-DFS | abcdefg | & Mantosh Kumar Ojna, B0 1 SECTI... | fi 08/02/2020 07:04 AM
o I 08/0242020 07:05 AM
] . . . _
[P | 1530 1034/2020/B01.DFS | abedefg | & Mantosh Kumar Ojna, 80 1SECTI.. | (i 08/02/2020 07:02 AM

m 08/02/2020 07:03 AM

"

@ 1521 | 1025/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojha, BO 1 SECTI... @MZIZUQOOGSOAM
{0 08/02/202006:50 AM

@ 1520 | 1024/2020/B01-DFS | abcdefg | 2 Mantosh Kumar Ojha, BO 1 SECTI.. @0&/02/20200643%
) 08/02/2020 06:48 AM

{;‘,!.

[P] 1 1519 | 1023/2020/BO1-DF5 | abcdefg | & Mantosh Kumar Ojha, BO1SECTL... | [ 08/02/2020 06:42 AM #

@ 1518 | 1022/2020/BO1-DFS | abcdefg k Mantosh Kumar Ojha, B0 1 SECTI... QOEIGZIZGZDOGAOAM ?
{b 08/02/2020 06:41 AM [
|
@ 1517 | 1021/2020/B01-DFS | abcdefg "’ Mantosh Kumar Ojha, BO 1 SECTI... a 08/02/2020 06:38 AM ?\ ™
Total Records: 74 NOBEGEENY

.
Figure 31
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2. Click ‘Put in a File’ menu as shown in Figure 32:

Shravan Kumar

eFile ver 70 L DFS
RECEIPT  Create's Inbox Sent AdvanceSearch FILE Create  Inbox Sent Advance Search Sent Retumed  Advance Search

£ | Movement | Copy Send  SendBack | Putinafile | Draft~ = Edit  AcionDetails Amachw  Close
Receipt Inbox / 1040/2020/B01-DFS E 1536 1040/2020/BO1-DFS ACR related matters
— + Automatic Zoom a Basi il (el
isic Details
Comp. No. : 1536 Receipt No. : 1040/2020/B01-DF5 B
" ” Nature : Electronic File No.:
A Simple PDF File b gy M s

This is & small demonstration paf il - From: Automation Testing Designation :

just for use in the Virtual Mechanics tutorials, Mere text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post

taxt. And more texd. And more text. And more text
Sender Type: Letter Ref. No.:

And mare text. And more fext. And more text. And more texdt. And more

test. And more text. Boring, 22222 And more et And more text. And Letter Date : Received Date : 08/02/2020

more text. And mare text And more et And mare text. And mare text.

And more text. And more fext. Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI

And mare text. And mare text. And mare text. And mare text. And mare o0

test. And more text. And more text. Even more. Continued on page 2 . Subject: test subjece
Enclosure/ Remarks :
Address : Automation Testing

Figure 32

To put the receipt in an existing file already available with you, continue with the following steps
(Figure 33).

3. In the pop-up window, select or search the file from list displayed.
4. Provide mandatory Remarks.

5. Click Attach as shown in Figure 33:

Put In Filefs)
Year| 2020 o | | Qsearch Here..

mp. No. 1] | File No. Subject

3212

2755

2185

2756

2150

2191

2192

21%

2195

01

-Remarks *

D-20/6/2020-B01-DFS
D-20012/283/2020-B01-DF5
Building/1/2020-601-DF5
D-20012/284/2020-B01-DF5
D-20012/2/2020-801-DFS
D-20012/3/2020-B01-DFS
D-20012/4/2020-B01-DFS
Building/3/2020-B01-DFS
BC CELL/4/2020-B01-DFS

(50/2/2020-B01-DFS

Enter Description

Enter DescriptionNICNICNIC
Test by @, Please do not touch
Enter Descripion

Enter Description

Enter Description

Enter Description

Test by @, Please do not touch
edwwed

wiefil

WUAEBAEENN

To be examined and for report preparation.
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To Put the receipt in a new file, continue with the following steps

3. Click Create File in Put in File pop-up window as shown in Figure 34:

Nature

rRemarks * @

Comp. No. t} ‘ File No.

2738

2757

2759

D-20012/266/2020-801-DF5

D-20012/285/2020-B01-DFS

D-20012/287/2020-B01-DF5

D-20012/267/2020-B01-DF5

D-20012/269/2020-801-DF5

D-20012/273/2020-B01-DF5

Building/40/2020-801-DFS

D-20012/268/2020-B01-DF5

D-20012/271/2020-B01-DFS

D-20012/270/2020-B01-DF5

Or

Year 2020
Subject
Enter DescriptionNICNICNIC
Enter Description
Enter Description
Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
dsff
Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC

Enter DescriptionNICNICNIC

Figure 34

4. Select Nature of File (Electronic/ Physical) using radio button on File Cover page. (For Physical

Receipt, Nature of file will be physical only).
5. Select Type of File (SFS/Non-SFS) using radio button on File Cover page.

6. For Non-SFS - Select the File-Heads from the available drop-down list under ‘File No’.
Or
For SFS - Enter desired file number in the File Number text box.

RECEIPT Creste ¢+ Inbox Sent  Advance Search

Inbox

s‘m

Sent  Returned  Advance Search

I
- Nature: @ Electronic () Physical | Type: @) NONSFS ()SFS| -

ﬂ i + || 12:tinci Teac v [{| 12-Training p ||| chooseone ~ [ 2020

Qrganization of Hindi Training programme for stenographers

Subject

Sub Category
® | ¥ | Choose One

Other Details

Create File To Put In »

[ conyrient © 2020, designed and developed by NIC.

=

7. Enter the mandatory Subject Description.

Copyright © NIC, 2020

Figure 35
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8. Provide other relevant details like Main Category, Sub Category, Remarks, Previous References,
Later References and Language.

9. C(Click Create File To Put In.

10. Confirm on the action by clicking on Proceed option.

Confirmation

File Number will be generated (Number generated will be final
and cannot be edited).Do you wish to proceed?

=3

Figure 36
11. Provide mandatory Remarks to put receipt in a file and Click OK.

m Put In Remarks

-Remarks *
Request for Hindi Training programme for Stenographers

Total 1000 | 945 Character left

Figure 37
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Convert Receipt

This feature is required to convert physical Receipt to electronic receipt.

Important Points:

v’ Physical receipts in Inbox/Inbox Folder/Created can be converted to Electronic Receipt.

v Physical Receipt in Inbox/Inbox Folder should be in received state.

STEPS TO FOLLOW:

1. Click opens a Receipt to view receipt inner page from Inbox/Inbox Sub-Folder/Created list.

2. Click Convert menu. (Receipt conversion page will open).

RECEIPT Cre b Semt  Advance Search FILE Create  Inbox Sent  Advance Search ISS5UE Sent Rewmned Advance Search

ﬂ- Movement Copy send send Back Putinafile | Dispatch Edit Action Details  Attach» | Convert Ciose

Receipt Inbox [ 6374/2020/E0FFICE P 5057045 6374/2020/EOFFICE
176 ||
ﬁa Receipt Details
Comp. No. : 5057045 Receipt No. : 6374/2020/EQFFICE
D
EL_ B Creation Date: 09/06/2020 12:42 PM Letter Ref. No. :
Letter Date :
s
g’s‘ Subject : abedefg
B |
= | edf3679705e6d065703b43e |
—
"- Issues
@, JssueNe. Subject Issued By Issued On POF Action
': Mo Record Found
} M4 “ bW
@o ;
4
Figure 38

3. Upload Scanned DAK/Letter. (PDF format only)
4. Click Convert Action button.

Copyright © NIC, 2020
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5. Enter mandatory Conversion Remark and Click OK to convert physical receipt into electronic as
shown in Figure.39:

Receipt Conversion Confirmation

Remarks *
Converted

Cancel

Figure 39

Note:

» Conversion of Receipt is required as physical receipt are not allowed to Put in an electronic File or Attach
in an electronic File.

Copyright © NIC, 2020
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Receipt Attachments

This feature is required to attach files and receipts, as required, with a receipt. In this case, the attached
receipts and files are attached along with the main receipt in original and are moved along with it. This
section describes the process of attaching a file or a receipt with a receipt.

Important Points:

v Files and receipts to be attached and the receipt with which it has to be attached should be in
active state i.e. in Inbox/Inbox Sub-Folder/Created.

v’ Files and receipts to be attached and the receipt with main receipt must be in standalone
condition i.e. not attached with other File and Receipt.

v File/Receipt in Parked/Closed/Submitted files for Closing or Reopening Approval/Approval
Request will not be available for attachment.

v" Physical Files and Receipts to be attached must be in received state.

v’ Files and Receipts to be attached must be of same nature (Physical/Electronic) as of the main
Receipt.

v Attached/Detached Tab under History in Receipt Inner page maintains the details (such as
action performed by, date, remarks and etc.) of the attached/detached files and receipts.
(Note: Attach/Detach history will not be maintained if attached Files/Receipts was detached without any
movement of the main receipt)

v' With every movement of the main receipt, the movement history of the attached files and
receipts are updated with the attachment remarks until they are detached.

Attaching Files/Receipts with Receipt

STEPS TO FOLLOW:

1. Click opens a Receipt to view receipt inner page from Inbox/Inbox Sub-Folder/Created list as
shown in Figure 40:

17
| 0:
EIPT  Create » m Sent Advance Search FILE Create  Inbox Sent Advance Search
Receive | Putinafile | Move SendBack | Copy Close
Eg e orplisl Receipt No
/BO1-DFS
[F) | 1533 | 1037/2020/B01-DFS | abcdefs | &g Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 07:09 AM
& ocemzr2020 0700 M
[P] 1 1531 | 1035/2020/B01-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 07:04 AM
) vesmzs2020 07:05 AM
[P] 1 1530 | 1034/2020/801-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL.. 08/02/2020 07:02 AM
{f ocemzr2020 07:03 AM
[F) | 1521 | 1025/2020/B01-DFS | abcdefs | S Mantosh Kumar Ojha, EO 1 SECTL.. | [ 08/02/2020 06:50 AM
& oes0zr2020 06:50 AM
[P] | 1520 | 1024/2020/B01-DFS | sbcdefg | 85 Mantosh Kumar Ojha, BO 1 SECTL... a 08/02/2020 06:43 AM
P oesmz/2020 06:48 AM

Figure 40

Copyright © NIC, 2020
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To Attach Files
2. Click Attach in the menu bar, and then Click Attach File as shown in Figure 41:
office 'y 0

« eFile ver.7.0

RECEIPT  Creste s Inbox = Sent  Advance Search FILE Crestse  Inbox Sent  AdvanceSe St 2 Retumed  Advance Search
ep
Eﬂ ﬁ Movement Copy Send SendBack Putinafie Draftw Edit Action Details | Attach~ C
Receipt Inbox / 469/2020/801-DFS Attach File r E 2633 465/2020/BO1-DFS ACP and other related matters

P 3 1 cf2 -+ A <] B O Amach ReceN

il
~

Camp. No. 261 Receipt No. : 469/2020/B01-DFS @
ASi le PDE Fil Nature : Electranic File No.:
Imp e I e Main Category : ACP and other related matter  Sub Category =
s
This is 3 small demonstration pdt fie
From : Name: Automaticn Testing  Designation : AsO
Ut For ws in the Vintusd Mechanics wacrials, Mo fext. And mors
taxt. And mom text. And morm taxt. And mora taxt Forms of Communications:  Letter Delivery Mode : By Post
Ar more text. And moee text. And mors text. And more text. And more SenderType: Letter Ref. No. :
teeet. A mome text. Boring. zzzzz. And more st And mors bt Ard " T
e (). AN Mors 18x, AN More 18st. And mofe bl Ared ey til . = 3
And mong text. And mora 10xt. Letter Date : Received Date : 14/0372020
A s B A RS WA O WA S A AT Diary Date 14032020 Disrised By : Shraven Kumar, B0 1 SECTIO
tsal. And more 161, And more text, Even more. Conlinued on pege 2 N-DFS
Subject : test subject
Endlosure/ Remarks :
Address : Automation Testing
) History
Dispatch | Att etached  Closed
Dispatch History
| | | |
DispatchNo.) | lssueNo. | Subjeet | pispetcneaon 1y | Dispatened ay |Delm'yMode|
| { |
el
DIS/8526/2020 167a2020  CHdelineson By Past o
Internship
DIS/8525/2020 36702020  Cuidelinesan By Past o
Internship
: - Guidelines an
DIS/3524/2020 /367902020 By Post o
Internship
— ca/042020 a5y Shrvan Kumar
DIS/8527/2020 /367942020 Rrmie : >*! po1secTion
Internship AM
ool o
)

Figure 41

3. On the Attachment page, Click Attach File action Button as shown in Figure 42:

e Shravan Kumiar
@0 :

RECOPT  Crmate)  [nbox. 5ent  Advance Searth FLE Create | fnbex  Senl  Advanes Search 1S5UE Sent  Ratured  Advance Search
ﬂ Movement | Copy | Send | SendBack  Putinafile | Draft»  Edit | AdionDetals | Attach» | Close

Receipt Inbox | 468/2020/B01-DFS E 2633 46%/2020/BO1-DFS | ACP and other related matters

‘ Comp. No. 1] ‘ Fle N,

Mo records found

Figure 42

Copyright © NIC, 2020
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4. In a pop-up window, Files from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the Files to attach as shown in Figure 43:

A Sl

Year 1010 S Search Hese.,

Comp. No_ 1] | Fie No_
D-130131,/2020-B01-DFS Tes1 File [or Corraspoandancs
11-11/50V2020-B01 - DFS Pgsindiacode ficin
AA2ATI2020-B01-DFS ergeTgery
A-11012/3/2020 -BO1-DFS uyilyuityuyu
ALT-13/7/2020-801-DF5 wedwadwed
A-14011/1/2020-B01-DF LTI
1AE0Z0-B01 -DFS v
1111748/ 2020-B01 -DFS Lyh
Step 5
E R EEEEEM

Remarks *

Total 1000 | 579 Character left

Figure 43

5. Enter mandatory Remarks and Click Attach to attach selected file.

To Attach Receipt(s)
2. Click Attach in the menu bar, and then Click Attach Receipt as shown in Figure 44:

» eFile ver.70

n Shravan Kumar
2 |-
(RO1}-DFS

RECEIPT Create »  Inbox  Sent Advance Search

Advance Search FILE Create  Inbox Sent Advance Search Sent  Retumed

Movement

Copy Send Send Back Putinafile Draftv Edit Action Details | Amach»

Attach File E 1270 774/2020/BO1-DFS

ACR related matters
m P2 &+ ¥ 1 of2 -+

AutomaticZoom 3 B > AtachReceipt M Al

Comp. No.: 1270 Receipt No. : T74/2020/B01-DFS @
o s Nature ; Electronic File No. :
A Slmple PDF Flle Main Category : ACR related matters Sub Category:
This is a small demonstration .pdf file - From: Automation Testing Designation :
Just for usa in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text.
Sender Type : Letter Ref. No.:
And more test. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz. And more text. And more text. And Letter Date : Received Date : 04/02/2020
more texd. And more text And more text. And more text. And mare fext.
And more fext. And more text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
And more text. And more text And more text. And more text. And mare SECTION. . DbS
text. And more text. And more text. Even more. Continued on page 2 .. Subject: test subject
Enclosure/ Remarks :
Address : Automation Testing
) History

Dispatch | Attached/Detached  Closed
Dispatch History

Dispatch No. 1} | Issue No. Subject Dispatched On 1] | Dispatched By | Delivery Mode

No records found E
vl W4 QI .,.‘
Figure 44
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3. On the Attachment page, Click Attach Receipt action button as shown in Figure 45:

F Shrava
3 0:

CEIPT Create »  Inbox Sent  Adwvance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned ~ Advance Search

Movernent Copy Send SendBack | Putinafile = Draft= Edit Action Details | Attach = Close

E 1270 774/2020/BO1-DFS ACR related matters

®-| | Comp.No. 1l | Receipt No. i Attached On 1} Remarks

No records found

Attach Receipt

Figure 45

4. In a pop-up window, receipts from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the receipts to attach as shown in Figure 46:

Attach Receipt(s)

Year 2020 S Search Here...
D
E 1666 1170/2020/B01 -DFS gerghe
1169/2020/B01-DFS swowd
1164/2020/B01-DFS cdc
1156/2020/B01-DFS eryhrtyhwe
1154/2020/B01-DFS Subject
1132/2020/B01-DFS erg

1065/2020/B01-DFS abcdefg

1068/2020/B01-DFS abcdefg

1058/2020/BO1-DFS rest subject

1040/2020/B01-DFS test subject

-Remarks ™.
For reference pur:usa{

Figure 46

5. Enter mandatory Remarks and Click Attach to attach selected receipt.

Note:

= The attached files and receipts will no longer be present in the respective folder from which it is
attached. Its location will change to the Attach section of the receipt it is attached with.

= Search results for such files and receipts will display its status and location as ‘Attached with’ Receipt
number of the receipt it is attached with.

= Attachment icon next to receipt number in Inbox/Inbox Sub-Folder/Created signifies that the receipt
has attached file(s) and/or receipt(s).

= Attached files and receipts are available under the Attach option in menu bar.

Copyright © NIC, 2020
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Detaching Files/Receipts from Receipt

This section describes the process of detaching of an already attached files/receipts from the main receipt.

STEPS TO FOLLOW:

1. Click opens the Receipt from Inbox/Inbox Sub-Folder/Created.

mow €File v
RECEIPT  Create » W Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Retumed  Advance Search
12 Receive Putinafie Move’ SendBack | Copy Close O Search Here..
1536 | 1040/2020/B01DF5 | test subject | B Mantosh Kumar Ojha, BO 1 SECTI.. | (i 08/02/2020 0716 AM
ENGELLPIPL] Receipt No. - 1040/2020

/BO1-DFS
[(P] | 1533 | 1037/2020/801-DFS | abederg | &g Mantosh Kumar Ojha, BO 1 SECTL. [E3 08/02/2020 07:03 AM
{1 osm2/2020 07:00 M

[F) 11531 | 1035/2020/B01-DF5 | sbedefg | & Mantosh Kumar Ojha, BO 1 SECTL.. | [F 08/02/2020 07:04 AM
{H osr02/2020 07.05 aM

(] 11530 | 1034/2020/B01-DFS | sbedefz | & Mantosh Kumar Ojha, BO 1 SECTI 08/02/2020 07:02 AM
{Iy 08/02/2020 07:03 AM

[P] | 1521 | 1025/2020/801-DFS | abedefg | &g Mantosh Kumar Oha, BO 1 SECTL [} 08/02/2020 06:50 AM
) oss02/2020 0650 AM

(7] | 1520 | 1024/2020/B01-DFS | abcdefs | & Mantosh Kumar Ojha, EO 1 SECTL.. | [y 08/02/2020 06:45 AM
{ osr02/2020 06:28 AM

Figure 47

To Detach File(s)
2. Under Attach action in the menu bar, click Attach File as shown in Figure.48:

ol Shravan Kumar

ISSUE Sent  Retumed  Advance Search

wn €File ver.70

RECEWT Creste »  Inbox  Sent  Advance Search FILE Create  iInbox  Sent  Advance Se St 2
ep
£ | Movement Copy | Send | SendBack  Pwinafie | Dratv | Edit | AcionDetais | Aftachw | C

=)

Attach File E 2633 459/2020/BO1-DFS ACP and other related matterd
> Amach Rece‘b
Comp. No. - 2613 Receipt No. : 46/2020/B01-DF5 &
ASi le PDF Fil Nature : Tlecranic FileNo.:
imple e Main Category : ACP and other related matter  Sub Category ©
s
This Is 3 small demonstration pdt fie
From: Name: Automation Testing  Designation : AsO
=0 st For wess i thes Virtusst Mechanics iacriats, Moce 1ext And mons
B DA Y OIS i IO SACH. M 1N TS Forms of Communications :  Letter Delivery Mode : By Post
A mare text. Anc more text. And more text. And mare st And mare SenderType: R Rer N
@ beret. Ard mone text. Boong. zzzzz. And more st And more et And : T
e L, AN more e, A more teat, A mors beal. A mors el . - :
s ool s st Letter Date : Received Date : 14032020
p And mons bext. And moes text. And moes text. And mors text. And mone Di“y Date : 14/03/2020 Diarised By 2 Shravan Kurmar, BO 1 SCCTIO
B4 {eal. AN Mot L. And mere toxt, Evee) more. Conlined o pegh 2 N-DFS
s Subject : test subject
[
g Enclosure/ Remarks :
Address : Automation Testing
) History
Dispatch | Attached/Detached _ Closed
Dispatch History
1 1
Dispatch No. 1] lssue No. | Subject }nuwmonlllww ‘Demevym‘
| | |
Guidelines o
DIS/8526/2020 136792020 el By Post o
Internship
. . Guidelines an
DIVES25/2020 1367942020 . By Post o
Internship
. Guidelines an
DIS/E524/2020 /367902020 By Post o
Internship
Guidelines an 080420200547 rnvan Kumer
DIVES27/2020 1367942020 : BO1
Internship AM
@
)

Figure 48

3. Select the File(s) to detach and Click Detach action button or Click Detach Icon against the
attached File record in the list.

Copyright © NIC, 2020
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4. Enter the mandatory Remarks in confirmation pop-up box.
5. Click OK button to detach selected files.

To Detach Receipts

2. Under Attach action in the menu bar, click Attach Receipt as shown in Figure.49:

17 n Shravan Kumar
- & en - x )
eFile ver 70 4 - A }DFS

RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox

Sent  Adwvance Search Sent Returmed  Advance Search

Movement | Copy  Send | SendBack Putinafile Draft~ | Edit | ActionDetails | Amachw | Clo<e

Attach File E 1270 774/2020/BO1-DFS ACR related matters
— + AutomaticZoom 3] A
Comp. No.: 1270 Receipt No. : 774/2020/BO1-DF> @
n 5 Nature ; Electronic File No. :
A Slmple PDF Flle Main Category : ACR related matrers Sub Category :
This is a small demonstration pdf file - From: Automation Testing Designation :
Just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text.
Sender Type : Letter Ref. No. :
And more text. And mare text. And more text. And more text. And more
text. And more text. Boring, zzzzz And more text And more test. And Letter Date : Received Date : 04/02/2020
more text And more text And more texd. And more texct And more test
And more fext. And mare text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
And more text. And more text. And more text. And more text. And more e
text. And more text. And more text. Even more. Continued on page 2 Subject : test subject
Enclosure/ Remarks :
Address: Automation Testing
%) History

Disparch | Artached/Detached  Closed
Dispatch History

Dispatch No. 1] Issue No. Subject Dispatched On 1] | Dispatched By Delivery Mode

&

v

No records found
w w|[e v (W
Figure 49

3. Select the Receipts to detach and Click Detach action button or Click Detach icon against the
attached Receipt record in the list as shown in Figure.50:

‘1? n Shravan Kumar
eFile ver.70 : S

RECEIPT Cregte»  Inbox  Sent  Advance Search FILE Create  Inbox Sent — AdvanceSearch ISSUE Sent Returned  Advance Search

%2 @ Movement | Copy Send | Send Back = | Draftr Edit  Action Details =~ Attach~
Receipt Inbox / 630/2020/B01-DFS

H
o e e

E 1126 630/2020/BO1-DFS ~Advertisement

ke

dvfbftrjrycvbfhtrjrydyibf
E 84 329/2019/BO1-DFS iR oA 5 1. Shravan Kumar, BO1 SECTION - .. 24/01/2020 1134 AM B Detach
R htrjrydviofhtrjrydvinfh... D‘J
o —
bl : o s - 3 irjrydvibfhrjrydvibf
E 82 327/2019/BO1-DFS wie R d Ry £ 1. Shravan Kumar, BO 1 SECTION - 24/01/202011:34 AM 2
i SRR P ® 5 oyt 2D
,El ) o ] dvfbftrjrydviofntrrydubf
E 817 322/2019/B01-DFS R T ; 1. Shravan Kumar, B0 SECTION - .. 24/01/2020 1134 AM ;
V] / wie R A TR g avan Kumar, yomyomn. 02
.1&
-
Attach Receipt
R
k3¢
[

Figure 50
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4. Enter the mandatory Remarks in confirmation pop-up box as shown in Figure.51:

Are you Sure to Detach ?

Remarks *
Reference complete.

Total 1000 | 931 Character left

Figure 51

5. Click OK button to detach selected files.

Note:
»= Detached Files/Receipts will move to Receipt Inbox of the user if the main receipt is in movement
after Attach action.
= Detached Receipts will move to its previous location it was attached from if the main receipt was not
moved after the Attach action.

Attach with another Receipt

This section describes steps to detach and attach already attached files and receipts with
another receipt, simultaneously.

STEPS TO FOLLOW:

1. Click open the Receipt from Inbox/Inbox Sub-Folder/Created.

eFile
RECEIPT  Create » w Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

Receive | Putinafile = Move | Send Back Copy Close F senton Y Search Here._.

|

1536 | 1040/202

Bzl Telizl Receipt No.
/BO1-DF5

FS | test subject | 25 Mantosh Kumar Ojha, BO 1 SECTI... | [} 08/02/2020 07:16 AM

[
Wi

[

(] | 1533 | 1037/2020/801-DF5
{1} 08/02/2020 07:09 AM

abcdefg | &g Mantosh Kumar Ojna, BO 1 SECTL.. | [ 08/02/2020 07:09 AM

[F] /1531 | 1035/2020/B01-DFS | abcdefs | &g Mantash Kumar Ojna, 80 1SECTL... | [ 08/02/2020 07:04 AM
{D osi02/2020 07:05 am

[F] 1 1530 | 1034/2020/B01-DFS | sbedef | &g Mantosh Kumar Ojha, 50 1 SECTI. 08/02/2020 07:02 AM
D osi22020 07:03 M

L= S -

[P] | 1521 | 1025/2020/B01DFS | abedefg | So Mantash Kumar Ojna, B0 1SECTI | [ 08/02/2020 06:50 AM
D osi02/2020 06:50 AM

o2 (]

(P] | 1520 | 1024/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojns, 5O 1 SECTL... | [ 08/02/202006:48 AM
{fp 08/02/2020 06:48 AM

e

Figure 52
To Detach Files and attach with another Receipt

2. Under Attach action in the menu bar, click Attach File.

3. Click Attach with Another icon adjacent to attached File record in the list.

4. Select the receipt with which you wish to attach it within the pop-up window.

Copyright © NIC, 2020
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5. Enter the mandatory Remarks.

6. Click OK button to detach selected files.

To Detach Receipts and attach with another Receipt

1. Under Attach action in the menu bar, click Attach Receipt.

o Shravan Kumar
[ e
A D1}-0F5

RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search Sent Remurmed  Advance Search

f@r Movement Copy Send SendBack Putinafile Draft~ Edit Action Details Artach »

Amach File E

1270 774/2020/BO1-DFS  ACR related matters

— + AutomaticZoom * 3] i 2

Comp. No.: 1270 Receipt No. : T74/2020/BO1-DFS By
_ 4 Nature Electronic File No.:
A Simple PDF Flle Main Category : ACR related matters Sub Category :
This is @ small demonstration paf file - From : Automation Testing Designation !
Just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text
Sender Type : Letter Ref. No.:
And more test. And more text. And mare text. And more text. And more
text. And more text. Boring, zzzzz And more text And more text. And Letter Date Received Date : 04/02/2020
mare text. And more text. And more text. And more text And more fext.
‘And more fext. And mare text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
And more fext. And mare text. And more text. And more text. And more SEEARAT B
text. And more text. And more text. Even more. Continued on page 2 Subject: test subject
Enclosure/ Remarks :
Address: Automation Testing
) History

Dispatch | Attached/Detached  Closed
Dispatch History

Dispatch No. T4 | Issue No. Subject Dispatched On 1} | Dispatched By Delivery Mode

No records found

vl i . [ \..,\
Figure 53

. Click Attach with Another icon adjacent to attached Receipt record is the list.
. Select the receipt with which you wish to attach it within the pop-up window.

2
3
4. Enter the mandatory Remarks.
5

. Click OK button to detach selected files.
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Draft Communication

Any communication to be issued against a case or any official letter of the communication is first prepared
as a draft letter which after numerous corrections (if required) is submitted for approval and then signed
and dispatched. This section describes the process of creating a new draft (Draft Nature: New/Fresh,

Reply, Reminder) against an electronic receipt.

Creating a Draft

Important Points:

v" Drafts can only be created for receipts in Created/Inbox/Inbox Sub-folders and are not attached
with other files or receipts.

STEPS TO FOLLOW:

1. Click open an ‘Electronic Receipt’ from Created/Inbox/Inbox folder list of receipts as shown in
Figure .54:

~ o : 281 Shravan Kumar
} office File ve.70 A ASSTIROINORS

s €.

RECEIPT Create ) m Sent  Advance Search FILE Create  Inbox ~ Sent  Advance Search ISSUE Sent  Returned  Advance Search

Receie Putinafie MowTor Send  SendBack Copy  Close m_aw. vercr G I

st subject | & Mantosh Kunar O, 00 1 5ecT. | (D) 2010312020 0845 P B R

{0 20032020 0414

DFS | test subject | o Mantosh Keniar O, 80 15ECTI., | i 1410302020 10:41 AM RRA S

m Ty, Receipt No. 1«/2020

/801-DFS
E| 2587 | 423/2020/801-DFS | CCS University .Q Mantosh Kumar Ojhs, B0 § SECTI, 14/03/2020 08:53 A o @ 9
{0 14030008530

"

P) | 2586 | 42212000/B010F5 | ) | CCS Univesity | &y Manosh Kum s, 80 1 SECTL., | [, 1410312020 0850 AM ;
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@ 1410312020 12:55 AM

Figure 54
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2. Click ‘Draft’ in the menu bar and then Click ‘Create New Draft’.

ACED® 0O

s €File ver.70

RECEIPT Create » Inbox Sent  Advance Search FILE Crea Advance Search ISSUE Sent  Retumed  Advance Search
@ Movement | Copy Send | SendBack Putinafile = Draft~ =\ ActonDetails | Attachw | Close

Receipt Inbox / 469/2020/801-DFS Create New Draft, E 2633 469/2020/B01-DFS  ACP and other related matters|

= 4  Automatic I View Draft “ . Basic Details

Comp. No.: 2633 Receipt No.: 469/2020/B01-DFS 8}

Nature : Clectranic File No.

Main Category : ACP and other relsted matt  Sub Category :

ers

From: Name: Automation Testing  Designation : ASO

Forms of Communications :  Letter Delivery Mode : By Post

Sender Type : Letter Ref. No.:

Letter Date : Received Date : 14/03/2020

Diary Date : 14/03/2020 Diarised By - Shravan Kumar, 8O 1 SECTI
ON - DFS

Subject : test subject

Enclosure/ Remarks :
Address : Automation Testing
D History

Dispatch | Attached/Detached  Closed

Dispatch History

tssue No. Subject | bispatenea on 11 | pispatcnea sy | Delivery Moae

Dispateh No. 1]

No records found

ale] -« (ol

Figure 55

3. Prepare the draft content of the communication on the left side of the screen. The draft content can
be prepared by -

a) Using Templates — Preparing content by choosing pre-defined templates i.e. the letter-heads
with pre-defined format and content of specific nature.

b) Upload Letter - Preparing the letter on your system using word processor (like MS Word) and
then uploading it into the system. (.doc/.docx extension file — Word format)

¢) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.

Copyright © NIC, 2020
Ver.7.0[42]



@ffice

A DIGITAL WORK PLACE SOLUTION

eeffice .. 5 0:;

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

ULRORONN ..  Copy | Send | SendBack  Putinafile | Draftw | Edit | ActionDetails | Atachw | Close

2

E 2633 469/2020/BO1-DFS ACP and other related matters

[ = |
[

Last Auto backed up: 08/04/2020 01:59 AM . Draft Details

F=EE=E E-E- == A | Draft Nature *

o Rep
= | ® 35 eown. Fomas Y

Forms Of Communications
2B =T Choose One Inglish
L} S Main Category Sub Category

ACP and other related matters N Chaose One Y
é 2 Subject *

e test subjec
) Step 3 - Content
Prepration
[N 42000 | 1
P4
,gé + Add/ Edit Recipients
I Recipient Details - Public
Name ‘ Designation } Address | Min/Dept /Others | Actions
R Sharma £SO New Delni Moty of vy <. niilip
Alfairs
v
OWORDS | V¥
.
Figure 56

Note:

»= The content prepared by uploading a document can only be edited by downloading it using
Download option, then make changes in the downloaded document and re-uploading it.
= Content prepared using online text editor can be edited in the same window.

4. Insert Hash ‘#’ Tags wherever necessary.

Note:

= Hash ‘#’ tags are used to auto-insert the ‘Approving authority’s’ details in the content of the draft
being prepared. These details include Approving authority’s Name, Post, Approved date and etc.

= Hash ‘#’ Tags can only be added to the content built in templates used and with content prepared
using online text editor.

5. Add annexure using ‘Attachment’ option, if required.

6. Check ‘Enable Multi Sign’ checkbox, if required.
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ffice

« eFile .70

RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search

2

469/2020/B01-DFS

Receipt Inbox /

SSUE Sent Retumed  Advance Search

o Movement Copy Send SendBack Putinafile  Draftw Edit Action Details = Attach~ Close

13
EJ Upload £ m #DF, DOCX, DOC Orly <= 50 MB Last Auto backed up: 08/04/2020 02:01 AM Draft Details
lin g A 1) of 1 u : ¥ Draft Nature *
T Reply
1 Reply
Forms Of Communications
Office Order
Main Category

Subject”
Guidelines on inte:

ve o> and Pensions
(Meprtsert of Peszoact smc Trining!

(O3 -

North Biock. New Delii-1 16001
Duted the 17" May 2018

2]

Offics Wexorsecun

R

Subject:  Guidelines on laterashp for Usderpradustes pursuing five veor

° intezraig course in [aw aad graduatss purseing Bachelor's degrre [p
fé Law coder the Appual Prosramme oa “ Improy imy_Transparcney and
in throagh effectivg of Right

to Inforuation Ac™

1.0 Intreduction Name

dcoarimend of R.K Sharma

i m
Attachment § [

Enabie Multi Sign l Step 6 . m
Figure 57

ACP and other related matters

mship

+ 0
Prefix
Choose O

Sub Category
®: L% Choose One

Address

New Delh:

Reply Type
Choose One

Ministry of Parliamentary
Alfairs

E 2633 469/2020/BO1-DFS  ACP and other related matter:

! leceipt No. *

+ Add/ Edit Recipients

e XD

73

Note:

= ‘Enable Multi Sign’ allows multiple users to digitally sign on the same approved draft.

* ‘Ink Sign’ option is not available in case multi sign is enabled.

7. Fill in the ‘Draft details’ on the right side of the screen. Drafts details include Draft Nature, Reply
Type, Forms of Communication, Prefix, Language, Subject Category, Sub Category and Subject

description.

Note:
= ‘Draft Nature’ — Choose -

New/Fresh — If the draft is being prepared as fresh communication being initiated.
Reply — If the draft is being prepared as a reply against the receipt.
Reminder — If the draft is being prepared as a reminder to the previously dispatched communications

against the receipt.

= ‘Draft Nature’ — ‘Reminder’ only available if any Issue/Official communication has been already

dispatched against the receipt.

= By default, ‘Reply’ is selected as ‘Draft Nature’. Upon selecting ‘New/Fresh’ the ‘DAK/Letter’

sender details added as recipient details are removed.

8. Click Add/Edit Recipients to add recipients’ details.

9. C(Click Save to save the draft.

Once the draft is saved, a unique number is generated and draft is added to the list of drafts in the
receipt.
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e@ffice 3 g

wwonncrzanes €Fl@ ver 70
RECEIPT Creae »  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search Sent  Returned  Advance Search
ﬁ Movement  Copy Send | SendBack Putinafile = Draftv Edit Action Details = Attachw  Close W/ success

New Dralt DFA/334E has been
Receipt Inbox / 469/2020/B01-DFS
Creatéd

Draft No.:DFA/3348  Draft State: DFA  Version: 1

[ Draft Details

Draft Nature * Reply Type
D% A ||| Reply It 1-DFS ¥ 0 | Fhoossne Y
Noeth Block. New Delhi-1 10001 Forms Of Communications Prefix Language *
7 - Duted the 17" May, 2018 Office Orde X! o Y| | Tnglish X
.B Offies Merorancum z
B v o Main Category Sub Category
Subject:  Guidelines on lacergshp for Usdergraduates pursuing five veor ACP and other related matters b e One Y
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ék Law coder the Agpual Programme on * Improving Trassparency and pubiect
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to Inform i Act”
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m l“h_r -":'mlms_\l of :'-"z!{'d and Tramog (DOPT), Mimistry oF Persunmel. Puhlic Total 2000 | 1975 Character leh
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Recipient Details - Public
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l.lzd:r the scheme. DOFT ik wliwing short-erm internships to twenty (M)
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gradw,m course in Law from a recogaized and reputed University (o condoct gn
analysis of RTI Applicarions v seet public zuhocitie, v
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The RT) Iateevship is beamy offered 12 anvzz 2 srpke of the RI2 epplications received
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Enable Multi Sign m
Figure 58

L SN et SRS SIBI S

Note:

» The state of the draft created remains to be ‘DFA’ (Draft for Approval) until it is approved.
= After creating the draft, a draft number is generated of following format — DFA/<sequence Number>
where, DFA stands for Draft for Approval. And a running sequence number is allotted to it.
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List of Drafts

It shows the list of already created drafts attached with the receipts which are created but not yet
dispatched. This section describes the steps to view the list of drafts created.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.

Shravan Kumar
ASST1(BO1)DFS

eFile ver.70

Inbox  Semt  Advance Search Sent  Retumned  Advance Search

RECEIPT Create » m Sent  Advance Search Create

Receive Putinafile MoveTo~ Send Send Back Copy Close

(D) 1271 |77 est subject | S Mantosh Kumar O, B0 1 5cCTI... | B3 20/03/2020 0445 PV ®R
I 20032020 0214

() ' 2633 4602020/ OFs | test subject | Sg Mantosh Kemar O, B0 1 SECTL. | () 14/03/2020 10:11 AM B R
PSRILEL: Receipt No. - N92020

Receipt View (SELF)

o

[ |
w3

(d

/801-DFS
F{ui] = .
L (2] 2597 | 4232 €CS University | S Mantosh Kumar Ofhs, 80 1 SECTI 14/03/2020 08:53 AM OB s
a[ &0 141032020 08:53 AM
: (2] | 2586 | £222020/B01-DFS | 2 | CCS University | &g Mantosh Kuma 1scem., | [ 14/03/2020 08:50 AM B s
@ 0 1432020 08:51 AM
V) (7] | 2583 | 419/2020/801-DFs | @ | CCS University | &g Mantosh Kumar Ojha, BO § SECTI 14/03/2020 08:37 AM m'e
B4 O 14032020 08:38 AM
',é |I| 2522 | 358/2020/ S | test subject | 39 Mantosh Kumar O, BO 1 SECTL 14/03/2020 12:58 AM BRA &
O 14032020 12:58 AM
(] | 2520 | 356/2020/B01-DFS | test subject | &g Mantosh Kumar Ofa, BO 1 SECTI... | B 14/03/2020 12:55 AM R R &

O 141032020 12:55 AMt

Figure 59
2. Click Draft in the menu bar and then Click View Draft.

2y Shravan Kumar
y ASSTI[BOT}OFS

« eFile ver.70

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Retumed  Advance Search

N @ Movement = Copy Send = SendBack Putinafile | Draftw Edit ActionDetails ~ Attach~ = Close

Receipt Inbox / 469/2020/BO1-DFS Create New Draft

E 2633 469/2020/BO1-DFS  ACP and other related matters)

13
EJ o yo) 3 1 of2 -+ A View Draft
2633 Receipt No. : 469/2020/B01-DFS 8}
o
A Sim Ie PDF F“e Clectronic File No. :
20 p Main Category : ACP and other related matt  Sub Category
L Tris is 5 small cemonstration oot fie - bk
From : Name: Automation Testing  Designation : ASO
a Forms of Communications :  Letter Delivery Mode : By Post
Sender Type : Letter Ref. No. :
& .
Letter Date : Received Date : 14/03/2020
p Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
B4 ON-DFS
'.ﬁ Subject : test subject
o] Enclosure/ Remarks :
Address : Automation Testing
D History
Dispatch I At
Dispatch History
Dispatch No. 1] ) lssueNo. | Subject | Dispatched On 1] | Dispatched By | Delivery Mode
|
No records found
Qll  [oIC

Figure 60
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The following details can be seen from the List of Drafts —

1. Draft Number — The number of the draft generated when it was created. The format of the number
is - DFA/<sequence number>.

2. Subject — The subject of the draft defined in draft details when it was prepared.

3. Status — The status of the drafts defines the stage at which the draft is existing. The various
statuses/stages can be defined as —

Pending Ink Sign
DFA Confirmation
Draft pending for Avaiable only in case
approval of Ink Sign feature
® ® ® ()
Approved Signed

Draft which is approved Approved draft which
and no further changes is now Signed
can be made to its
content.

4. Approved By — Name of the Approving authority who approved the DFA
5. Last updated on — The date on which it was last updated.

6. Action — A user can take following actions on the receipt, such as,

a) Versions — It displays all versions of a draft created so far.
b) Delete — This deletes the draft from the receipt’s list of drafts.

: 281 Shravan Kumar
fflce eEflewea ? § ASSTI(BONIDFS
RECEIPT Create y  Inbox ~ Sent  Advance Search FILE Create  inbox  Semt  Advance Search Sent  Rewmed  Advance Search
©r Movement Copy Send SendBack | Putinafile Draft~ Edit Action Details | Attach~ Close =
Receipt Inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters)
HJ’ List of Drafts
Draft No. Subject Status Approved By [ Last Updated On 1] ‘ Action
0
= DEA3348 Guidelines for internship DFA D W
q
afy Guidedines on Internship DFA o e
B
@ o [ test subject SIGNED Shravan Kumar, BO 1 Versions @
Lest subject SIGNED Shravan Kumar, BO 1 SECTION
& f} ol Delete
D 44 test subject APPROVED Shravan Kumar, BO 1 STCTION
¥ AM
w LK « IO
P4
Version List of DFA/3348
(]
% ’ Version || | Created On ] Crested By Status [ Action
08/04/2020 02:05
1 08/041202002:05 g1 avan Kumar, B0 1 SECTION DFA L
- AM
" ‘ n » L
.
Figure 61
Note:

= List of Drafts can be sorted based on ‘Last updated on’
= List of Drafts can be traversed through by clicking next page number.
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RECEWPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

Movement Copy Send Send Back : Edit Action Details | Atach~

List of Drafts -
Delete

test subject

oFAaS Guidelines for Internship pravoma ik sien conr Click on 'Versions' Icon /‘

gh

= to see all versions of a

i 2 08/04/2020 07:21 :

,‘ L&t subject SIGNED Specmc draft ;a\: 020 0] @
Q test subject She. Q

EJ Lest subject APPROVID Sheavan Komar, BO 1 SECTION -’:\'::cu:o:a 12:04 @

[}

X W«

e

Created On ¢}

08/04/2020 02:28

2 M Mantash Kurmnar Ojha, BO 1 SECT) Version Listof a t a
specific Draft - -
@

08/04/2020 0227

1 o Sheavan Kumar, BO 1 SECTION - Delete

Figure 62

Various cases of ‘Delete’ Draft Explained —

1. Delete Option under List of drafts (refer Figure 62)

a) Receipt without further movement (Single Version): Clicking on Delete Icon in draft list will
remove the Draft and its version.

b) Receipt with further movement (Single Version): Clicking on Delete Icon in draft list will
change the Draft and its Version Status to Deleted and the Draft No. and Version Link will
become ‘Inactive’.

¢) Receipt without further movement (Multiple Version): This is the case, when the draft has
more than one version and the last version is created by user and did not forward the receipt
further. Clicking on ‘Delete’ Icon in for such draft will remove the latest created version and
change the Draft and its other Versions Status to Deleted and Draft No. and Version Link
should become ‘Inactive’.

d) Receipt with further movement (Multiple Version): This is the case, when the draft has more
than one version and the last version was created by some other user. Clicking on ‘Delete Icon’
in draft list will change the Draft and its Version Status to Deleted and Draft No. and Version
Link will become ‘Inactive’.

2. Delete Option under Versions List of Draft (refer Figure 59)

a) Receipt without further movement (Single Version): Clicking on Delete icon in version list of
draft will remove version and draft associated with it.

b) Receipt without further movement (Multiple Version): Clicking on Delete icon in version list,
will remove latest version (if created by self) of draft.
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Editing Draft in an Electronic Receipt

Draft in an Electronic Receipt can be edited till they get approved. Versions of Draft will be created to
view the changes made by different users.

Important Points:

v Only drafts which are unapproved and in state of DFA (Draft for Approval), can be edited. i.e.
approved drafts cannot be edited/changed except the changes in recipient details or

adding/removing a recipient.

v' Draft content in the editor, Draft Details and Recipient Details get Auto Backed up if not saved

by user.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-folder list of Receipts.

‘‘‘‘‘‘‘ eFile ve.70

RECEIPT Create m Sent  Advance Search FILE

Receive Putinafie MoveTo~ Send Send Back Copy Close

fus RELELDS. Receip
/BO1-DFS

(2] | 2587 | 4232020/B01-DFS | CCS University | 9 Mantosh Kuma

& 14032020 0253 AM

)

0 14032020 08:51 AM

M B

{0 14032020 08:33 AM

S

e

O 14032020 12:58 AM

O 14032020 12555 AM

(7] | 2583 | 4192020/801-0Fs | 2 | CCS University | Sg Mancosh Ku

(£ | 2522 | 358/2020/M01.DFS | test subject | Sg Mantosh Kumar O

(] | 2520 | 356/2020/B01-DFS | test subject | &g Mantosh Kumar O

BO 1 SE!

BO 1 SE

(2] | 2586 | 422/2020/B01-DF5 | &2 | CCS University | &g Mantosh Kumar Ojfvs

mar Ojha

1

1

DFS | test subject | 25 Mantosh Kumar Ofha, BO 1 SECTI.

r Ojha, BO 1 SECTI

BO 1 5€

B8O

(a ]

[ 1410372020 10:11 AM

14/03/2020 08:53 AM

cT. | [ 140312020 08:50 AM

1 5ECTI 14/03/2020 DB:37 AM

[ 14/03/2020 12:58 AM

3 1470372020 12:55 AM

2. Click Draft in the menu bar and then Click View Draft.
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File ver.70
CEIPT Create » Inbox  Sent  Advance Search K Create Inbox Sent  Advance Search Returmned Advance Search
@ Movement =~ Copy Send | SendBack Putinafile | Draftw Edit Action Details | Amach~ = Close

E 2633 469/2020/BO1-DFS  ACP and other related matters|

View Draft
2633 Receipt No.: 469/2020/B01-DFS 8}
A Simple PDF File Nature : Tlectronic File No. :
p Main Category : ACP and other relsted matt Sub Category :
Trie is 3 small cemonstrxtion ot e - ==
54 Yor e e Vhicaf Mechanics S.orinks. Mors tmet. Are From: Name: Automation Testing  Designation : AsO
a lext Ana more test. Anc more text Ans more test
Forms of Communications :  Letter Delivery Mode : By Post
And mors taxt. A mars tnet. Ané more test. A
1841, A3 mors st Bomng. 22223 A¢ = Sender Type : Letter Ref. No. :
D/Q more text. And
bis And mors et And Letter Date : Received Date : 14/03/2020
Ana mox . Ang mon
(v} g fromapias Diary Date : 14032020 Diarised By : Shravan Kumar, BO 1 SECTI
B4 ON-DFS
° Subject : test subject
&
(o3 Enclosure/ Remarks :
Address: Automation Testing
D History
Dispatch | A d

Dispatch History
Dispateh No. 1] [ Issue No.
|

No records found

Figure 64

3. Click the draft no. from the List of Drafts to open.
. eFile ver.70 ‘2“ n Sm“nsﬁ;

RECEIPT

Create s  Inbox  Sent  Advance Search FiLE Create  Inbox Semt  Advance Search Retumed  Advance Search

@ Movement Copy Send SendBack Putinafile Draft~ Edit Action Details | Attach~ Close a8

Receipt inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters|

Subject Status Approved By Lsst Updated On 1 | Action
Guidelines for internship DFA @ W

DE/04/2020 02:02

Guidelines on Internship DFA e @ W

et subject SIGNED Shravan Kumar, BO 1 SECTION ]

test subject SIGNED Shravan Kamar, BO 1 SECTION L]
N =

test subject APPROVED Shravan Kumar, BO 1 SECTION :5\;&201012,-:4 @

% [« B0

08/04/2020 02:05
AM

Shravan Kumar, B0 1 SECTION DFA ]

Figure 65

4. Click Edit Button.
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28y Sheavan Kuma
. eFile ver.70 & 0 s "

RECEIPT Create » Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Retumed  Advance Search

= Movement Copy Send SendBack | Putina file Draft Edit Action Details =~ Attach~ Close

B

E 2633 469/2020/BO1-DFS ACP and other related matters|

Receipt Inbox / 469/2020/B01-DFS

No.:DFA/3347 Draft State: DFA  Version: 1

[~}
L3

Draft Details

Draft Nature * Receipt No_* Reply Type
o Reg ¥ | | 4sas2020/m0 ¥ © | choose Ooe Y
Forms Of Communications Prefix Language
i Office Orde ¥ Choose One ¥ English N
{0 ] .
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a 2
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[N £33 2000 | 1975 Character leh
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)
@
Recipient Details - Public
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of Personmel. Public
for the Rij )

e R.X Sharma ASO New Deln:

=

Enable Multi Sign

B8 copyright © 2020, designed and developed by NIC|

Figure 66

In case content is prepared using online text editor

5. Edit/Modify the content, as required.
(Option to type content, paste content and choose template is available)

Or

In case content is prepared using word processor (like MS Word) and uploaded

Click Download to download the original document, then make changes in the document and
Click Upload to re-upload the edited document.
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1 281 hravan
ffl?e eFile ver.70 & n iET
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RK Sharma ASO AN Ministry of Partiamentary
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Figure 67

| Enable Multi Sign
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6. Add or remove Attachment. (If required)

7. Check/Uncheck Enable Multi Sign checkbox. (If draft is required to be signed by multiple signing
authority)

8. Edit Draft Details. (If required)
9. Click Remove or Edit action buttons to remove or edit the recipient’s details.
Or
Click Add Recipients to add or remove or edit recipient details.

10. Click Update to save the changes in the Draft.

Note:
= User will be able to edit and save draft metadata (excluding Draft nature, Receipt/Issue Number, Reply
Type).

» Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.
= Text editor cannot be kept blank while editing an already saved draft.

= User will be able to remove or add attachment from Attachment list.

= New version of draft will be created subject to movement of File.

= User should be able view/edit any version of Draft until it is approved.
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Add/Edit Recipient

This section describes the steps to add, edit and remove the recipient details in the creation of draft.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
\Qﬁlce‘ eFile ver.70 = :1 Smunkm: =

RECEIPT Create » m Sent  Advance Search Creste  Inbox  Semt  Advance Search Sent  Returned  Advance Search

Receive Putinafile MoveTo~ Send Send Back Copy Close

w est subject | &g Mantosh Kunar O, B0 15cCT1., | B3 20/03/2020 04:15 PV ®R
(T) 12633 asmczo DFS | test subject | Sg Mantosh Kemar O, B0 1 SECT1.. | [ 14/03/2020 10:11 AM ®R R #&
@ RPTAElpLy. Receipt No. : N9/2020
/B01-DFS

(2] | 2587 | 4232020/B01-DF5 | CCS University | S Mantash Kumar Ojha, 80 1 SECTI 14/03/2020 08:53 AM [» WiV 1P
&0 141032020 08:53 AM

O 200032020 0411

|3 2586 | 422/2020/B01-DF5 | 7 | CCS University | &g Mantosh Kumar Ojhs, BO 1 SCCTL. | [ 14/03/2020 0B:50 AM B #
O 14032020 08:51 AM

(] | 2583 | 419/2020/801-0F5 | & | CCS University | &g Mancost Kumar Ojhe, 80 1 stcTi.. | [ 14/03/2020 08:37 AM B #$
O tam3r2020 08:38 AM

ge Bg B @ B3

|:| 2522 | 358/2020/B01-DFS | test subject | 89 Mantosh Kumar Ofa, BO 1 SECTL 14/03/2020 12:58 AM R R #
& 14032020 12:58 AM
(] | 2520 | 356/2020/B01-DFS | test subject | &g Mantosh Kumar O, BO 1 SECTI... | B 14/03/2020 12:55 AM BR &

O 14022020 12:55 Am

Figure 68

2. Click Draft in the menu bar and then Click View Draft.

281 Shravan Kumar
e €File ver.70 S ASSTI[BOT}OFS

RECEIPT Create +  Inbox  Sent  Advance Search FLE Create  Inbox Sent  Advance Search Sent Returned  Advance Search

o Movement Copy Send SendBack  Putinafile | Draft= Edit Action Details | Attach~ Close

Create New Draft E 2633 469/2020/B01-DFS  ACP and other related matters|

< View Draft
2633 Receipt No. : 463/2020/B01-DFS &)
Nature : Tlectranic File No.:
Main Category : ACP and other relsted matt  Sub Category :
ers
From : Name: Automation Testing  Designation : AsO
Forms of Communications :  Letter Delivery Mode : By Post
Sender Type : Letter Ref. No.:
Letter Date : Received Date : 14/03/2020
B e . e Diary Date : 14/03/2020 Diarised By : Shravan Kumar, BO 1 SECTI
ON - DFS
Subject : test subject
Enclosure/ Remarks :
Address : Automation Testing

9D History

Dispatch | _Atta

Dispatch History
Dispatch No. 1] i Issue No. Subject ‘ Dispatched On 1} E Dispatched By | Delivery Mode
| | |

No records found

KAl (D

Figure 69

3. Click the draft no. from the List of Drafts to open as shown in Figure 70:
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s 281 Shravan Kumsr
office . o
s wonsracr scumen. €Fil€ ver. 70 y 1B
RECEIPT  Create s Inbox Sent  Advance Search FILE Create  inbox Sent  Advance Search 3 Sent Retumed  Advance Search

@ Movement Copy Send SendBack Putinafile Draft~ Edit Action Details | Attach~ Close

2

Receipt Inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters|

[~ }
[

Subject Approved By Last Updated On 1] | Action
0%
L Guidelines for internship DFA @ W
1202
:-B Guidelines on Internship DFA iim’zo‘mz'az | W
@0 tést subject SIGNED Shravan Kumar, BO 1 ON L]

test subject SIGNELD Shravan Kumar, BO 1 SECTION @

% 05/04/2020 12:04
Lest subject APPROVED Shravan Kumar, BO 1 SECTION

AM

Version List of DFA/3348

e Bp [ e

08/04/2020 02:05
1 AIATNIED O ravan Kumar, 80 1 SICTION DFA 7y
i A

Figure 70

i = Shravan Kumar
worucs eomen. @File ver. 7.0 3 sT1 OFs

RECEIPT

Create » Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Retumed  Advance Search

@ Movement Copy Send SendBack | Putina file Draft Edit Action Details =~ Attach~ Close

Receipt Inbox / 469/2020/801-DFS E 2633 469/2020/B01-DFS  ACP and other related matters|

Draft No.: DFA/3347 Draft State: DFA  Version: 1

Draft Details

Draft Nature * Reply Type

A e Choos ¥
Forms Of Communications Language *
Office Orde: T h Nt
Main Category Sub Category
CP and other related ma Chaose One -
F No sa72¢Ii8 IR
ke Subject *
G et of bdia
Minissry of Dersonnci. Pubiic Grievaross and Pensions Guidelines on Internshig

(Mcpstiaent of Pex

scomct 3mc Treiag?

Noeth Block. New I
od the

Thi-1 10001
May,2018

Character left

Subject:  Gui oo latergshp fur U purswing five veor
Imtenraied course in [aw and pradestss purssing Bachelor's degree

Law coder the sl mme on * Improvieg [ransi

Agcounts! Y in goverameng th: effectiv. lemcatatiy

to Informative Ac™

1.0 Intreduction

Recipient Details - Public

Name 4‘ Designation Address. [ Min/Dept./Others

F Personnel. Public
<uy for the
Programme  titled

Ministry of Pariamentary
Allairs

R.X Sharma ASO New Delhi

wformacion
Transpercecy sn
Right 1> Informai 1re iy 503 ¢f e sckeme iy
sccourtable Snc tramsparert Screramcm ad M aws severs)
FrOgrAMaS for TASRONCss penaraion, Tammg sad oo

Dcpariments a e intemne,
ductment 1% experisnce = th: s

v E

Under the scheme. DOPT is wlimize shost(erm internshine to fwen)

Enable Multi Sign
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Figure 71

5. Click Add/Edit Recipient in Draft/Dispatch Page.

(Note: Already added recipient’s details are already listed in right —panel of ‘+ Add/Edit
Recipient’ pop-up window with option to remove and edit)
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e
2File ver.70 & (801D
RECEIPT  Create s Inbox Sent  Advance Search FILE Create  Inbox  Sent  Advance Search Sent Retumed  Advance Search

@ Movement Copy Send SendBack Putinafile Draft~ Edit Action Details ~ Attach = Close

Receipt Inbox / 469/2020/B0O1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters

Upload & m PDF, DOCX, DOC Only <= 50 MB. Draft No.: DFA/3347 Draft State: DFA  Version: 1 . Draft Details
(ing p 3 Draft Nature * Receipt No. * Reply Type
Reply % 6 01-DFS © | Choose One Y,
Forms Of Communications Language *
,B Office Order ¥ nglish ot
=
By Main Category Sub Category
ACP and other related matters * |~ Choese One v
é 2 Subject*
c Guidelines on Internship
- 1 wevarocs ard Pensions
@ ( l‘m—uﬂul’- pecd smc TrREning)

Nueth Block, New Delni-| 10001
Dt

o
od the 177 May,2018 Toeal 2000 | 19

Officz

txorscun

N

3z

K

= Subject: ‘-' 'm' on for_Und purswing five veur + Add/ Edit Re
ome - - it Recipients
fé Law woder the - “nu&s:: o ’
*___un in M“‘meu
o Inforastion A Recipient Details - Public

1.0 Introduction

‘ Designation Address

in/Dept./Others

The Dpariment of Porsomcel amd Trawming (DoPT).
Critvances and Persions, G

ny of Personnel. Puhlic
S rodl Minsuy for the Rignt 1o
2 Anscat “Inproving

ke

Ministry of Parliamentary
Alfairs

R.K Sharma ASO New Dethi

* th: wrenemeten of RTL s M\(s\(x consiraints m
T mexs wWen et mons areeion, sddness e pap wiews and
Suggest whal mors neods to be doac w belp ackiese m obje: r

e -xuld & fanilizized wid she pocass of seckirg

: S
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Figure 72

6. Fill all available details of recipient (including mandatory fields).

(Note: Refer to section below the steps to know more details to add recipients under ‘Public’,
‘Intra eOffice’ and ‘Inter eOffice / Other Applications’.)
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Add Recipients

© Public Intra eOffice

User Groups

Inter eOffice / Other Applications

O New | Existing

Min./Dept./Others *

Select Leve

Name *

Address *

Organization

Country
Choose One

City/District
Choose One

v

v

Step 6
Add Recipient Details

Designation ~

State
Choose One

Pincode

Recipient Details - Public

Name ‘ Designation

R.K. Sharma ASO

<

’ Address

New Delhi

Step 8
/ >

7. Click Add.

Figure 73

8. Click Close button in right panel.

Important Points:

v' To add recipients under ‘Intra eOffice’ and ‘Inter eOffice instance’ are allowed only for

electronic dispatch.

v Edit option to edit recipient details is available only for ‘Public’ recipients and not available for
recipients added under ‘Intra eOffice’ and ‘Inter eOffice’ instance.

v' ‘Remove’ option is available for all listed employees.

There are three domains from which recipients can be added. Let us see them all one by one,
a) Public (selected by default)

b) Intra eOffice

c) Inter eOffice / Other Applications

a) Public — This is the domain of people who are outside the organization for example citizens, people
from other private organizations and officials of government bodies where eOffice to eOffice
transactions are not taking place (also known as inter eOffice movement).The user details can be

added under two tabs ‘User’ and ‘Groups’ —
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User

Under this tab, recipient can be added by choosing ‘New’ or ‘Existing’.

1. ‘New’ allow you to add user’s details in the fields below such as name, address, contact and
etc. and then to further add into recipient list by clicking on Add at the bottom.

Add Recipients x

© Public Intra eOffice Inter eOffice / Other Applications

User I Groups

Min./Dept./Others *
Select Level

Recipient Details - Public

Name Designation Address

Name * Designation *

Address * Add details

Organization

R.K. Sharma ASO New Delhi

<

Country State
Choose One ¥ Choose One

Click ‘Add' to
add details

City/District Pincode
Choose One X > I
|

Figure 74
2. ‘Existing’ allow adding users from the already maintained address books. There are four types
of address books available ‘Self’, ‘Section’, ‘Department’ and ‘Instance’.

3. Choose the address book by clicking on the down arrow in the ‘Search Here’ box and then
enter the recipient name in the search box.

Add Recipients 3
© Public Intra eOffice ' Inter eOffice / Othe

r( Choose Scope of
Im Groups Address Book Group
: 1 ~
All Contacts | Salf Name | Designation | Department
name, designation . ;
‘ Name | Pesignatian i Section H.ATHELI Deputy Secretary DOE

© Department

- : >
Raman Sharma Sr Advisor | Instance

Recipient Details - Public
Select the required

Name Designation | Address
contact |
Joint Secretary Delhi
P
7 ASO New Delhi
Click on 'Add’
T to add details

Figure 75

4. Based on the characters of recipient name entered in the search box, suggestion list will appear.
5. Choose the appropriate recipient(s) and then Click Add.
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Groups
Under this tab, recipients can be added from already created groups.

1. In the first drop-down list, choose the type/scope of the address book group (‘Self’, ‘Section’,
‘Department’ and ‘Instance’) from which you wish to add recipient(s).

Add Recipients

|° Public| () Intra eOffice () Inter eOffice / Other Applications

User [| Groups

Choose Gro ¥

Recipient Details - Public

Name ‘ Designation : Address
Section : R.K. Sharma ASO New Delhi
Department < >

Instance

Figure 76

2. In the next drop-down, choose the name of the group from which you wish to add recipients.

Add Recipients x

© Public Intra eOffice | Inter eOffice / Other Applications
User Groups
Department v || choose Gro{ » Recipient Details - Public
Choose Group < 2 =
All Contacts in Gi' Name ‘ Designation Address ‘ Mi|
- Administration
i
SoficE | Address R.K. Sharma ASO New Delhi p;
No Any Record Fo s Emg[ﬁ)yees £ 22
< > < > !
=N

Figure 77
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3. The list of contacts already added in the group will be listed below, under ‘All Contacts under
Group’ and select the recipients you wish to add as shown in Figure.78:

Add Recipients »*

© Public ) Intra eOffice () Inter eOffice / Other Applications
User Groups |
Department ¥ Administratic ¥
PN Name ‘ Designation ‘ Address v Mi
| Designation | Address R.K. Sharma ASO New Delhi :":
al
Kabir Singh Joint Secretary Delhi < >
N Deputy Secretary Delhi
Raman Sharma Sr Advisor Delhi
< > < >
=r =
Figure 78
4. Click Add as shown in Figure.79:
Add Recipients X
© Public () IntraeOffice () Inter eOffice / Other Applications
User | Groups ‘
Department ¥ | Administratic ¥ Recipient Details - Public
Al Contacts in Group PSIl| Name ! Designation ‘ Address Mi
| Designati | Mi
Designation | Address RK. Sharma ASO New Delhi ;
| | al
Kabir Singh Joint Secretary Delhi < >
Deputy Secretary Delhi
(] Raman Sharma Sr Advisor Delhi
Step 4
< >
|
Figure 79
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b) Intra eOffice— This is the domain of employees in user’s own Ministry/Organization. This can be
used to add recipients who are from one’s own organization, for example, for issuing inter-office
memo.

1. In the first drop-down menu, choose the name of the department, to which the intended
employee/recipient belongs to.

Add Recipients x
) Public | © Intra eOffice | (' Inter eOffice / Other Applications
Users Step 1
‘iChoose One '4 Search Here... Recipient Details - Public
‘ chooseione Name ‘ Designation ‘ Address
DEA
DOE A Designation Department R.K. Sharma ASO New Delhi
DOR
DFS Kabir Singh Joint Secretary Delhi
DOD
MOF Neha Tyagi Deputy Secretary Delhi
CBDT % >
CBEC
O/0 FINANCE MINISTER
OUTSIDE MINISTRY
ADVII/DT >
< >
Figure 80

2. Enter the recipient name in the search box.

3. Based on the characters of recipient name entered in the search box, suggestion list will appear.
Choose the appropriate recipient(s) as shown in Figure.81:

Add Recipients #

Public © Intra eOffice ( Inter eOffice / Other Applications

Users
DOE b Atheli Recipient Details - Public

O/o Dir(Admn ¥ ame Designatio Addre
¢ ) Step 2
=
m P R.K. Sharma ASO New Delhi
& e oo o
Kabir singh Joint Secretary Delhi
H.ATHELI Deputy Secretary DOE

. Meha Tyagi Deputy Secretary Delhi
m < >
Step 4 J
< ™

Figure 81
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4. Click ‘Add’ (Figure.81).As a result recipients will be added as shown in Figure.82:

~
) Public © Intra eOffice Inter eQffice / Other Applications

Users ‘

Dot y O/o DirfAdmn) ¥ Atheli

e : Name 1 Designation ‘ Department | section

@ HATHEL Deputy Secretary poc O/ DirtAdmn) /

Details Added

Deputy Secretary oot Oie Dir(Adimn) =

Recipient Details - Public

Name | Designation | Address | Min./Dept soehers | Actions

Manisiry of Parliamentary
RK Sharma ASO New Delhi sty of Parliomentary
Alfairs

Menistey of Parliamentary

Kabir Singh Jaint Secretary Delhi Affairs

Mnistry of Parliamentary

Neha Tyagi D Secreta Delh
ieha Tyagi epaty Secretary hi A

Figure 82

c) Inter eOffice / Other Applications -This is the domain of employees in other
Ministry/Organization. It can be wused to add recipients who are from other
ministries/organizations, for example, issue a Govt. Order to other government bodies.

1. In the first drop-down menu, choose the name of the ministry/organization, to which the
intended employee/recipient belongs to.

2. Enter the recipient name in the search box.

3. Based on the characters of recipient name entered in the search box, suggestion list will appear.
4. Choose the appropriate recipient(s) and then Click ‘Add’ (Figure.82).
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Approving Draft

This section describes steps to approve a draft.

Important Points:

v’ Draft content is not available for editing, once draft is approved.

v User will not be able to Check/Uncheck ‘Enable Multi Sign’ on approved Draft.
v" Removal or Adding of attachment is not possible after approval.
v

Only Recipient details can be edited after approval. (Except in case the draft was created by user
of other ministry/organization)

v User must have necessary privileges (Role_Draft_Approver) for approving the draft.

STEPS TO FOLLOW:
1. Click open a draft (DFA) from the ‘List of Drafts’ as shown in Figure.83:

2@ 0O

Creats » Inbax Sent Advance Search FILE Create Inbax Sent Advance Search SSUE Sen Returned Advance Search

Draft = Edit Action Details

Putina file Attach =

Movement Copy send

E 5055803 S232/2020/EOFFICE Common Office Services

Lest Updated On 11 Actien

SO/05/2020 12:49
test subjec DFA it of) W

30/05/2020 12:48
test subjact DFA FER ]

AM
il « (i)

Version 1§ | Created On 7] | Created By Status Action

1 IMDEIAOIRAE: < aja Kumar Barro, oOffice M. EiFRA @

AM
Ceal « [N

Figure 83

2. Click Approve as shown in Figure.84:
Fap 0
Sent  Advance Search ALE Create  Inbox Semt  Advance Ssarch SSUE Rewirned  Advance Search

Send send Back | Putinafile Draft = Edit Action Details  Attach = Close

E 5055903 5232/2020/ECFFICE Common Office Services)

Draft No.: DFA/AB04  Draft State: DFA  Version: 1 .
B Draft Details

Automatic Zoom

Draft Nature * Receipt No. * Reply Type
Reply *, S5Z32/2020VEQFFICE v B RCE s :
Forms Of Communications Prefix Language *
Date: 04-December-2012 Chaoose One T Chooss One byl Bengall et
Te,
) Main Cat=gory Sub Cat=gory
BErEty Comman Dffice Services * | | Choose One -
Minisiry of Home Affairs
Subject *

Sub Acknowladgement of your letter no - dated 30-11-2012 »
test subject

Dear Secretary,
Your letter has bean received. For future communications please refer to the comespondance no.

11Ti201 2/Secretarny (TRG)
Tote 1000 | 988 Character left

Regards,
F. K. Mathur

Recipient Details - Fublic

Min./Dept/Others

MINISTRY OF E

ASD Automaton Testing A CRICULTORE

Enabla Multi Sign

ﬁ Copyriaht & 2020, desiged and developed by NIC

Figure 84
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3. Click “Yes’ on approval confirmation pop-up box as shown in Figure.85:

Approval Confirmation

Figure 85

As soon as the draft is approved, an Issue number is assigned to it. It is the composite value of —
a) I- Denoting Issue
b) <Sequence number> — The continuous running sequence number from the series of dispatches
c¢) <Year of Issue> — The year of dispatch

Hence, Final dispatch number will be - I/<sequence number>/<Year of Issue>Example —
1/218/2020

In case a prefix was chosen, such as for Government Order (GO) form of communication, then the
Issue number is called as the GO number (also used in #Document number). It 1s the composite value
of —

<GO Prefix Code>-GO denoting government order and its prefix code, such as GO RT or GO Ms
<Sequence Number>-The continuous running sequence number

<Year>-The year of creation

<Department> —-The name of the department from which it is issued from. Hence, <GO Prefix
Code>/<sequence number>/<Year>/<Department>For example, GO
RT/25/2020/ADMIN DEPT

Note:
= After approving, the status of the DRAFT will change to ‘Approved’.

Signing Draft

The use section describes the digital signing process of an approved draft.

Important Points:

v Only Approved drafts in the Drafts List can be digitally signed.

v Drafts along with receipts received from other Ministries and organizations cannot be digitally
signed.

v" Multi Sign — A draft can be signed multiple times if ‘Enable Multi Sign’ is checked.
v A draft enabled with Multi Sign feature cannot be Ink signed.
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DSC SIGN

This feature allows user to digitally sign an Approved Draft Using DSC Token.

Important Points:

v' JRE Version 1.8 or above appropriate as per OS must be installed in the client machine.
DSC Signer Service must be installed in the client machine.
User must have valid DSC certificates installed in the computer.

User must be registered with DSC and DSC should be plugged in the client system.

< N X X

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’ as shown in Figure.86:

— 2450
eFileve = [ 2

FILE

Advance Search

Create  Inbox Sent  Advance Search ISSUE Sent Remurned  Advance Search

RECEIPT Create »  Inbox  Sent

o Movement Copy Send Send Back = Putinafile  Draft =14 Action Details | Attach ~ Close

Receipt Inbox / 5232/2020/EOFFICE

30/05/2020 12:49

List of Drafts

DFA/4804 test subject APPROVED Saroja Kumar Patro, eOffice MM. e aE
DFA/4803 test subject DFA iﬁ;nszzuzu raa aB
W (< @R (%
Version List of DFA/4804
‘ Version 1] | Created On 1} Created By Status | Action

30/05/2020 12:49
AM

Saroja Kumnar Patro, eOffice MM. APPROVED

Figure 86

2. Click ‘DSC Sign’ button as shown in Figure.87:
eFile ver.70 gsn n

RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox Sent = Advance Search Sent Returned  Advance Search

Movement Copy Send Send Back | Putin a file Draft - Edit Action Details | Attach - Close

E 5055903 5232/2020/EOFFICE Common Office Services)

Issue No.: 1/3023442/2020 Draft State: APPROVED Version: 1 = -
Draft Details

Automatic Zoom ¥

Draft Nature = Receipt No. * Reply Type
Reply ¥ | 5232/2020/EOFFICE Y Choose One ¥
1202344212020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One M Choese One M Bengali i
To
. Main Category Sub Category
Secrdtay Common Office Services ~ | Choose One -
Ministry of Home Affairs
Subject *

Sub: Acknowledgement of your letter no - dated 30-11-2012

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG) .

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Recipient Details - Public

Name | Designation | Address Min./Dept./Others
Name: Automation MINISTRY OF

ASO Aut tion Testi i
Testing VIO S SSnE, AGRICULTURE H

Enable Multi Sign

Figure 87
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To Sign at default location
3. Click ‘Default’ as shown in Figure.88:

File ver.70

RECEIPT Advance Search FILE Create  Inbox

fr

Receipt Inbox / 5232/2020/EOFFICE

Create »  Inbox nt

Movement Copy Send Send Back Putinafile  Draftw Edit

Issue No.: 1/3023442/2020 Draft State: APPROVED  Version: 1

1120234422020
Date: 04-December-2012

To,

Secretary

Ministry of Home Affairs

Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,
‘Your letter has been received. For future communications please refer to the correspondence no.
117/2012i3ecretary(TRG)

Regards,
P K Mathur

L g

i

Default

_ Custom E

r ink Sign i

Enable Multi Sign iy

Sent

Action Details

Saroja Kumar Patro
TD(SKF)-EOFFICE

Advance Search ISSUE Sent Returned = Advance Search

Attach = Close

E 5055903 5232/2020/EOFFICE Common Office Services

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply i 5232/2020/EQFFICE i Choose One &
Forms Of Communications Prefix Language *
Choose One iy Choose One ¥ Bengali X
Main Category Sub Category
Commeon Office Services ¥ | | Choose One »

Subject *
test subject

Total 1000 | 988 Character left

Recipient Detai ublic

Name | Designation ‘ Address | Min./Dept./Others
Name: Automation MINISTRY OF
ASO A ion Testi
Testing uramation festing AGRICULTURE =

Figure 88

4. Enter the PIN for DSC.
5. Click “OK’ to DSC sign the approved draft.

To Sign at the location of your choice

3. Click ‘Custom’ as shown in Figure.89:

mon @File ver.70

RECEIPT Sent  Advance Search FILE Create  Inbox

fr

Receipt Inbox / 5232/2020/EQFFICE

Create »  Inbox

Movem Copy Send Send Back Putinafile Draftw Edit

Issue No.: 1/3023442/2020  Draft State: APPROVED  Version: 1

1F2022442/2020

Date: 04-December-2012
To,
Secretary

Ministry of Home Affairs

Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG)

Regards,
P. K Mathur

L, Inksign

Enable Multi Sign

Sent

Action Details

245“ n Saroja Kumar Patro  _
. TD J-EOFFICE

Advance Search ISSUE Sent  Rewrned = Advance Seart
Attach »
E 5055903 5232/2020/EOFFICE Common Office Services
Draft Details
Draft Nature * Receipt No. * Reply Type
Reply i 5232/2020/EOFFICE ¥ Choose One X
Forms Of Communications Prefix Language *
Choose One ¥ | | Choose One Y | | Bengali i
Main Category Sub Category
Common Office Services ¥ | | Choose One b
Subject *
test subject
Total 1000 | 982 Character left
t Detai
Name Designation ‘ Address | Min./Dept./Others
Name: Automation MINISTRY OF
ASO A ion Testi
Testing uromation festing AGRICULTURE S

Figure 89
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4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.

Custom Sign

Page: 1

/302344212020
Date: 04-December-2C

To,

Secretary

Ministry of Home Affairs

Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,

Your letter has been received. For future communications please refer to the correspondenc:
117/2012/Secretary(TRG) .

Regards,

Figure 90
5. Click ‘Sign’ in Custom Sign pop-up window.
6. Enter PIN for DSC.
7. Click ‘OK’ to DSC sign the approved draft.

Note:
» Draft status should change to Signed.
= User shall be able to view Digital Signature(s) on signature panel of signed draft.
=  Option of ‘Edit’ (Recipient Detail) and to ‘Dispatch’ will be available.

DSC details (user’s name, DSC token name, date and time stamp of signing) will be embossed on the
Approved DFA content at the bottom left of the document or at desired location in case of custom sign.

eSign

This feature allows user to digitally sign Draft using eHastakshar/eSign (Aadhaar based using OTP or
Fingerprint).

Important Points:
v eSign Web service should be up and running.
v" Web service URL should available in eFile application configuration table.

v' User should have Aadhaar authenticated mobile number (For OTP based eSign) listed in the
EMD.

v" User should have Biometric Device (For Fingerprint/IRIS based eSign) connected to system.

v License Agreement (Consent of Authentication) should be made between the Department and
eSign Service provider to avail the eSign service.

Copyright © NIC, 2020
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STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’.

245!1 n Saroja Kumar Patro
o €File ver.7.0 s i

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

Movement Copy Send Send Back Putinafile = Draftw Edit Action Details = Attach + Close

E 5055903 5232/2020/EOFFICE Commeon Office Services

30/05/2020 12:49

DFA/4804 test subject APPROVED Saroja Kumar Patro, eOffice MM... AM L]
30/05/2020 12:48
DEA4R03 test subject DFA % qF Tl
CHIE] 1 [N

Version List of DFA/4804

Version 1} | Created On 1} Created By

30/05/2020 12:49
1 AM Saroja Kumar Patro, eQffice MM... APPROVED

Figure 91

ce

uTION (_'Fl]l_’ Ver.7.0
RECEIPT Create +  Inbox  Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search ISSUE Sent ' Returned  Advance Search
&E‘l ﬁ Mave Copy Send | SendBack | Putinafile | Draftw Edit = ActionDetails = Attach» = Close

E 5055903 5232/2020/EQFFICE Common Office Service:

Issue No.: 1/3023442/2020  Draft State: APPROVED  Version: 1

B4 Draft Details
= + AutomaticZoom = :
Draft Nature * Receipt No. * Reply Type
Reply Y | 5232/2020/EQFFICE v @ | hooseone i
/302344212020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One Y | ChooseOne Y| | Bengali i
To
: Main Category Sub Category
seacily Common Office Services ¥ | | Choose One i
Ministry of Home Affairs .
Sub: Acknowiedgement of your lefter no - dated 30-11-2012 Subject
test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
11712012/Secretary(TRG) .

Total 1000 | 388 Character left

Regards,
P. K Mathur

|

Recipient Details - Public

Name Designation Address Min./Dept./Others
Name: Automation MINISTRY OF
b £SO Autemation Testi ]
Electronic Sign | Testing tHomation testng AGRICULTURE §

Enable Multi Sign

Figure 92
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To Sign with OTP method at default location
3. Click ‘Default’ and choose option ‘with OTP’.

eFile ver.70

RECEIPT Create »  Inbox = Sent  Advance Search FILE Create  Inbox  Sent = Advance Search

Movement Copy Send Send Back Putinafile  Draftw Edit Action Details | Attach = Close

Subject *

Sub: Acknowledgement of your letter no - dated 30-11-2012 _
test subject

Dear Secretary,

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply ¥ 5232/2020/EOFFICE il Choose One r
/302344212020 Forms Of Communications. Prefix Language *
Date: 04-December-2012 Choose One & Choose One o Bengali *
To
g Main Category Sub Category
secelary Common Office Services | | Choose One -
Ministry of Home Affairs

‘Your letter has been received. For future communications please refer to the correspondence no.
117/2012iSecretary(TRG)
Total 1000 | 988 Character lefc
Regards,
P. K. Mathur
With OTP Recipient Details - Public
Default »
Name: Automation MINISTRY OF -~
i Custom 2 il Testing ASQ Automation Testing AGRICULTURE C
Enable Multi Sign § Dscsign~ | A, InkSign
M Lopuright £ 2020 i and L b MIC

n Saroja Kumar Patro
TD(SKP)-EOFFICE

Returned ~ Advance Search

E 5055903 5232/2020/EQOFFICE Commen Office Services]

Figure 93

4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected

to the eSign service portal.

e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of
Asp=>____ for the purpose of <<Purpose of ASP application

b with e-Hastakshar (C-DACs eSign Service) during __ <<Start

Date=>_____ and ___=<End Date" »= . | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 94

5. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
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HSh

= Digital India coNC
i b b Power To Empower Gantrs for Devalopment of
Information Technology Advanced Compuling

Govemnment of India

You are currently using C-DAC e8ign Service and have been redirected from

@IHastaks&ria_r{@r

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual 1D

m View Document Information

Get OTP Not Received OTP? Resend OTP

Figure 95

6. Enter the OTP received on the registered mobile number.

7. Click ‘Submit’ to eSign the approved draft.

To Sign with Fingerprint method at default location

3. Click ‘Default’ and choose option ‘with Fingerprint’.

2 2450 n Saroja Kumar Patra
won @File ver.7.0 = Rl

RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox = Sent  Advance Search S Sent Returned  Advance Search

Movemnent Copy Send Send Back Putinafile = Draftw Edit Action Details = Attach Close

E 5055903 5232/2020/EOFFICE Common Office Services]

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply W 5232/2020/EQFFICE X Choose One x
1302344212020 Forms Of Communications Prefix Language *

Date: 04-December-2012

Choose One Choose One Bengali

To

: Main Category Sub Category
SeCretny Common Office Services ¥ | | Choose One *
Ministry of Home Affairs
Subject *

Sub: Acknowledgement of your letter no - dated 30-11-2012

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG)

Total 1000 | 9288 Character left

Regards,
P K Mathur

with OTP

Recipient Details - Public

Name | Designation Address Min./Dept./Others
P—— ot homsioiiuig  Des (G
Enable Multi Sign
O i e il

Figure 96

4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.

Copyright © NIC, 2020

Ver.7.0[69]



e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=
| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of

Asp=>____ for the purpose of <<Purpose of ASP application
> with e-Hastakshar (C-DACs eSign Service) during __ <<Start
Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 97

5. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.

L ; = P . £
- . Digital India conC
Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Compuling

Govemnmant of India

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual ID

@ Discover Biometric device

View Document Information

Help

Figure 98

6. Select the Fingerprint scanner from the discovered connected device(s).
7. Click ‘Capture’ to capture the fingerprint.
8. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

To Sign with OTP method at location of your choice

3. Click ‘Custom’ and choose option ‘with OTP’.
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2450 Saroja Kumar Patro
AT 3 i en -
wn €File ver TD(SKP)-EOFFICE

RECEIPT Create »  Inbox Sent  Advance Search FILE Creare ' Inbox = Sent  Advance Search I Sent Returned  Advance Search

Movement Copy send SendBack | Putinafile Draftw Edit Action Detalls | Attach Close

E 5055903 5232/2020/EOFFICE Common Office Services

Draft Details
= + Automati
Draft Nature * Receipt No. * Reply Type
Reply M 5232/2020/EQFFICE v Choose One ]
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One 3 Choose One 7 Bengali x
To
! Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One ¥
Ministry of Home Afiairs z
Sub: Acknowledgement of your letter no - dated 30-11-2012 Subject

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.

117/2012/Secretary(TRG) .
Total 1000 | 988 Character left

Regards,
P. K. Mathur

Address Min./Dept./Others

nt Details - Pul

With OTP

Default r R =
T ngerprini Name: Automation MINISTRY OF [ :
m ¥ ASO Automation Testi
L Custo 2 | Testing uremation Testng AGRICULTURE

Inksign.

Enable Multi Sign

Figure 99

4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.

Custom Sign

Page: 1

/302344212020
Date: 04-December-2(
To,
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondenc
117/2012/Secretary(TRG) .

Regards,

Figure 100
5. Click ‘Sign’.

6. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.
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Consent for Authentication
<<Name of Agency Providing the Service>=
| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of

Asp=>____ for the purpose of <<Purpose of ASP application
> with e-Hastakshar (C-DACs eSign Service) during __ <<Start
Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 101

7. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.

2 s . £ -
= Digital India CoNC
Ministry of Electronics and Power To Em rer Centra for Development of
Information Technology Advanced Computing

Govemment of India

You are currently using C-DAC eSign Service and have been redirected from

@.Hasta?sa@;{g

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual 1D

View Document Information

Not Received OTP? Resend OTP

Figure 102

8. Enter the OTP received on the registered mobile number.

9. Click ‘Submit’ to eSign the approved draft.

To Sign with Fingerprint method at location of your choice

3. Click “Custom’ and choose option ‘with Fingerprint’.
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2450 Saroja Kumar Patro
: » 2
File ver 70 TD(SKP}-EQFFICE

RECEIPT Creare + Inbox Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search Sent Reurned  Advance Search

L WOk R

-ﬁ- Movement Copy send send Back | Putinafile = Draftw Edit Action Details | Attach Close

Receipt Inbox / 5232/2020/EQFFICE E 5055903 5232/2020/EOFFICE Common Office Services

Issue No.: 1/3023442/2020 Draft State: APPROVED  Version: 1

Draft Details
— + AutomaticZoom ¥
Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EOFFICE * ® | (hooseOne v
112023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One v Choose One iy Bengali ¥
To
! Main Category Sub Category
Secretary Common Office Services ~ | | Choose One -
Ministry of Home Affairs
Subject *

Sub: Acknowledgement of your letter no - dated 30-11-2012 ’
test subject

Dear Secretary,
‘Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG)

Tortal 1000 | 988 Character left

Regards,
P. K. Mathur

==

With OTP

Address Min.

ept./Others

Default
Name: Automation MINISTRY OF

ASO Aut tion Testi
Testing FESHIEEREEETNS AGRICULTURE &

Enable Multi Sign

Figure 103

4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.

Custom Sign

Page: 1

/302344212020
Date: 04-December-2(
To,
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondenc
117/2012/Secretary(TRG) .

Regards,

Figure 104

5. Click ‘Sign’.

6. To proceed, Read and Agree to the ‘Consent for Authentication form’ and then you are
redirected to the eSign service portal.

Copyright © NIC, 2020
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e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of
Asp=>____ for the purpose of <<Purpose of ASP application

> with e-Hastakshar (C-DACs eSign Service) during __ <<Start

Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 105

7. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.

Digital India conNC

Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Compuling

Govemmant of India

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual ID

@ Discover Biometric device

View Document Information

Help

Figure 106
8. Select the Fingerprint scanner from the discovered connected device(s).
9. Click ‘Capture’ to capture the fingerprint.

10. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

Note:

» Draft status should change to Signed.

= User shall be able to view Digital Signature(s) on signature panel of signed draft.

= Option of Edit (Recipient Detail) and Dispatch should be available.

= Signing details (user’s name, date and time stamp of signing) should be embossed on the Approved DFA
content at the bottom left of the document or at desired location in case of custom sign.
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Ink Sign

It is the process of maintaining a copy of physically signed draft letter and confirming it with its
originally approved copy in the system.

IMPORTANT - Ink Sign copy of only those drafts can be maintained in the system which are not
Multi Sign enabled.

STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’.

e@ffice

xomma woaxnucr sorron @F11€ ver. 7.0

245!1 n Saroja Kumar Patro  _
| 8 TD(5KP)-EOFFICE

Returned

Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Advance Search

RECEIPT Create »  Inbox  Sent

-ﬁ- Movement Copy Send Send Back Putinafile  Draftw Edit Action Details = Attach Close =Y

Receipt Inbox / 5232/2020/EQFFICE E 5055903 5232/2020/EQFFICE Commen Office Services

30/05/2020 12:49

List of Drafts

DFA/4804 test subject APPROVED Saroja Kumar Patro, eOffice MM... AM L]
30/05/2020 12:48
DFA/4803 test subject DFA i qB Tl
CHIE] 1 [

Version List of DFA/4804

Version 1}

Created On 1} Created By Status | Action

30/05/2020 12:49
1 AM Saroja Kumar Patro, eCffice MM... APPROVED

K.lnl M

Figure 107

2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy can be downloaded by clicking on ‘Signed Copy’ link.)

s €File ver.70
RECEIPT Create » Inbox = Sent AdvanceSearch FALE Create  Inbox Sent ' Advance Search Sent Returned  Adwvance Search
Movemnent Copy send Send Back | Putinafile = Draftw Edit Action Details | Attach Close

E 5055903 5232/2020/EQFFICE Common Office Service|

% Draft Details

Draft Nature * Receipt No. * Reply Type
Reply r 5232/2020/EQFFICE i Choose One x
113023442/2020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One x Choose One Y, Bengali ¥

To

' Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One =
Ministry of Home Affairs

£ Subject *
Sub: Acknowledgement of your letter no - dated 30-11-2012 <

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the corespondence no.
117/2012/Secretary(TRG)

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Recipient Details - Public

LEL, Designation Address Min./Dept./Others
| |
Name: Automation MINISTRY OF
v = = g
1 Testing ey Ausprmation Testing AGRICULTURE <

LI Enable Multi Sign & eSign - @ DsC 5ign -

1+ —] Upload Ink Signed
A, Inksig
aa SN ) ooy (PDF Ok

Figure 108
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cefice
B
o

« €File ver.70

RECEWPT

@

Receipt Inbox / 469/2020/B01-DFS

Creste »  Inbox  Sent  Advance Search FILE Create  inbox Sent

Movement Copy Send SendBack | Putinafile | Draft~ Edit

Action Details | Attach~

Advance Search

Close

E 2633 469/2020/BO1-DFS ACP and other related matters

@ File Upload

240 Arcas of Study and Research Output

Thz BT Inteny
in the calendar yve.
aoplications wou
depth study of

oublic &
e of the anp i
df ihe response by

Enable Multi Sign

Kabir Singh

R.K. Sharma

NW%@

&« v 4 <« Desk.. » Signed Issue... v 0 Search Si Upload scanned PDF
signed copy of the
Organize v New folder approved Issue letter
[ Desktop # "~ Name Date modified Type
& Downloads 3] Signed Issue Letter 4/8/2020 1:56 A WPS
;j Documents # L
&= Pictures *
CBP [Basic Users v ¢ >
| Gon.
File name: | Signed Issue Letter v ] WPS PDF Document v E
retary

Jaint Secretary Delhi
ASO New Delii
Deputy Secretary Delhi

Copyright © 2020, de:

Figure 109

» @

Returned  Advance Search

Shravan Kumar
ASSTI{BO1)DFS

Ministry of Parliamentary
Alfsirs

Ministy of Parlismentary
Allairs

Ministry of Parlismentary
Allairs

ned and developed by NIC

3. Click ‘Confirm/Discard Ink Sign’ option. The Approved Copy and uploaded Signed Copy will be
displayed side by side in a popup window for comparison, with option to ‘Confirm’, ‘Discard’ and

‘Close’.

ile ver.70

RECEIPT Create + Inbox Sent = AdvanceSearch FILE Create  Inbox

Movemnent Copy send Send Back | Putinafile Draftw Edit

/302344272020

Date: 04-December-2012

To,
Secretary

Ministry of Home Affairs

Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012i3ecretary(TRG) .

Regards,
P. K. Mathur

Enable Multi Sign Signed Copy

nt

Action Details

Draft Nature *

Reply

Forms Of Communications
Choase One

Main Category
Common Office Services

Subject *
test subject

Advance Search

»

Sent  Returned

Attach «

E 5055903

Draft Details

Receipt No. *
M 5232/2020/E0FFICE i

Prefix
Choose One

Sub Category
Choose One

Total 1000 | 988 Character left

Address

Name: Automation

Testing

5232/2020/EQOFFICE  Common Office Serviceq

Automation Testing

Saroja Kumar Patro
TD -EOFFICE

Advance Search

Reply Type
Choose One

Language *
Bengali

Min./Dept./Others

MINISTRY OF
AGRICULTURE

Figure 110
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4. Click ‘Confirm’ in the Pop-up window to complete the physical signing of the draft (or discard to
re-upload the correct signed document and then ‘Confirm’.)

Approved Copy

V302144212020
Date: 04-December-2012
To
Sacretary
Miniziry of Home Aflaire
Sub: Acknoviedgemert of your letter no - daled 30-11.2012

Dear Secretary,
Wour katter has been receved. For future communications please refer to the comespondence na

VI 25ecretary (TRG)

Regars,

P K Mathur

Signed Copy

Date: 04-Cecember-2012
To,
Sacratary
Minigty of Home Affairs
Sub: Acknowledgemenl of your letter no - dated 30-11-2012

Dear Secrelary.

Your letter has been received For future communications pieass refer to the comespondence no.
TR E Secretony (TRE)

Regards,
F. K Mathur

el

Figure 111

The ink signed copy of the approved draft is visible on the Left side and the approved copy can be seen
by clicking on ‘Approved copy’ link available below.

© o

= R

Receipt Inbox / 469/2020/B01-DFS

Issue No.: I/3679/2020 |Draft State: SIGNED  Version: 1 Signed On: 08/04/2020 05:39 AM

F
o o
b Nt Status Changed to SIGNED
J My o e o and Signed Date recorded
ert of Periconel

Neeth Black, New Delhi

~ Dstea te 177 May,20
Ollizs Mengronduen

Subject:  Guidelines _ on_ Ieternskip for Undes aduatiy p ng Yea
p_for TR 3 punsuing five
integruted course in Tqw and yraduates pyrsuing Bachelor's !gr« u

O Law under the Appuul Programme o " Improviey Jranspod
Accountability in sovernnent through elfective mplementarian o Righ:
to Information Act™
LU Introduetion

1B Deperiment of Personnel and Jraining (U:wl: Minisiy of Pessonne, Public
Grie and Pensions,

cd tmproving
mentation of the
wands mane
Iponerls including

ezl Sl

@ en-

3 Success message for  success %

Ink Sign Confirmation S inksigahast

E 2633 465/Diuwrowi-urs - mur an
{ B Draft [

Draft Nature * ReceiptNo.* o [ReplyType
Forms Of Communications Prefix Language *
Main Category Sub Category
Subject *
Guidelines on Intermship

Total 2000 | 197

HATHEL Deputy Secretary oot /o DirtAdma)

Recipient Details - Public

Name Designation | Adaress j Min/DeptiOthers
Ministry of Parliamentary

Kab gh Delh a

Kabir Sing] Delhi APt

Ministry of Parlismentary

R.K,snsk Ink Signed copy

Clle here to check
approved copy

¢ he done 10 lelp e
7o with the procsss of scesing infenmation s vnh ing
the K1 regire

intetns wanld be 1
seeess 1 inform;

l,n er the  schemne, 7!’![‘1 | .

ring short-term inrernships (o hwfaty (20)

< b >

[ Ensble Multi Sign Approved Cony B

New Deihi
N 0! Alfaics

Ministry of Parlismentar

Neha Tyagi Deputy Secretary Delly M}m ey ek Paamentary

Figure 112

Note:

= After uploading the signed copy, the Draft status will change to

‘PENDING_INK_SIGN_CONFIRMATION’.

= After confirmation of uploaded signed Copy (Confirm Ink Sign) Draft status will change to ‘Signed’ from

‘PENDING_INK_SIGN_CONFIRMATION’.
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Dispatch from Receipt

This feature allows User to Dispatch Signed Draft (Issue) letters through Self or CRU (Central
Registering Unit) against an electronic receipt —

Electronic Receipt

STEPS TO FOLLOW:

1.

Click the signed draft no. from the ‘List of Drafts’ required to dispatch.
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Figure 113

Click‘Initiate Dispatch’ to initiate the Dispatch Process.
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3. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if

required.
seffice
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4. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
a) Self— Choose ‘SELF’, if the letter is to be dispatched through self.
b) CRU - Choose “CRU?, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

e CRU Name — Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Please Rl CRU details

CRU -
Sunrian Sharma

Deefivery Mode *
Ty Past

Remarks

Total §000 | 1000 Characer k&

@ Copy To All

Figure 116
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Note:

» Dispatch by Self and CRU is not applicable for ‘Internal’ and ‘External’ Recipient.
= Dispatch to recipients under ‘Internal’ and ‘External’ will take place as eOffice to eOffice
transaction.

5. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:
= Delivery Mode ‘Postal’ is available only in case DISPATCH mode chosen is 'SELF’

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.

Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

¢) SMS — Select SMS checkbox and provide mobile no. (Auto populated if available) for sending
notification to the recipient regarding the dispatch.

Note:

= Delivery Mode ‘Email’ and SMS’ are available only in case the email ID and mobile number details
of the respective recipient is added in the recipient details.

6. Enter Additional Email Details — If the letter is to be dispatched additionally to some people,
then this can be done via email. For example, you might want to dispatch a copy to one of the
officials in senior management for information purpose only. For dispatching to additional users,
provide Email ID, Subject and Email Message. The Dispatch letter 1s automatically attached to
the email.

7. Click Send —

a) Send/Dispatch with Follow up — Follow up is useful when a follow-up has to be saved for self
or all employees in the same Office/Section/Unit for the letter which is being dispatched. On
the follow-up date, the intended employee(s) will receive a notification for the follow-up then
created.

After clicking on ‘Send/Dispatch with Follow up’ fill following details in Follow-up Setting
Popup-

e Desired Action — Choose one of the actions that describe the purpose of the follow-up.
e Description — Type in remarks for the follow-up.

e Due Date — Provide the follow up date.
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e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.

Desired Action
Information Seught
Description™

Repaort expected in a week

Tod 1000 | 575 Character feft

Reply Due Date*
15/04/2020 =] @ For Seif O For Section

Figure 117

b) Send/Dispatch Without Follow Up — For Sending /Dispatching the letter without creating
any follow-up.

Note:

» To check the list of Issue letters sent so far, and check their respective Dispatch numbers generated for
every recipient, Refer Dispatch (Officer)->Issue=>Sent.

Physical Receipts

STEPS TO FOLLOW:

1. Click opens a physical Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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2. Click ‘Dispatch’ in the menu.
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3. Upload the copy of the Signed copy of the Issue letter to be dispatched on the left panel, if
required. (Not mandatory).

Note:

» Uploading the Issue letter in the system gives the user an option to dispatch the issue letter via email also,
provided that the email details of the recipient(s) is available.

4. Fill in the ‘Draft details’ on the right side of the screen. Drafts details include ‘Draft Nature’,
‘Reply Type’, ‘Forms of Communication’, ‘Prefix’, ‘Language’, ‘Subject Category’, ‘Sub Category’
and Subject description.

Note:

* Draft Nature: Choose -
o New/Fresh — If the draft is being prepared as fresh communication being initiated.
o Reply — If the draft is being prepared as a reply against the receipt.
o Reminder — If the draft is being prepared as a reminder to the previously dispatched communications

against the receipt.

= Draft Nature — ‘Reminder’ is only available if any Issue/Official communication has been already
dispatched against the receipt.

= By default, ‘Reply’ is selected as ‘Draft Nature’. Upon selecting ‘New/Fresh’ the ‘DAK/Letter’ sender
details added as recipient details will be removed.

5. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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Seffice
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6. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
a) Self— Choose ‘SELF’, if the letter is to be dispatched through self.
b) CRU - Choose “‘CRU?, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

¢ CRU Name - Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Please Fll CRL! details

CRU *
Surriane Sharrma

Defivery Mode *
By Past

Remarks

Toral 10040 | 1000 Characeor k&

Copy To All

Figure 121
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Note:

= Internal and External eOffice recipient option will not be available for dispatch against Physical
Receipt. L.e. eOffice to eOffice dispatch feature is not available in case of Issue letters prepared

against physical receipts.

7. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:
=  Delivery Mode ‘Postal’ is available only in case DISPATCH mode chosen is 'SELF’

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.
Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

¢) SMS — Select SMS checkbox and provide mobile no. (Auto populated if available) for sending
notification to the recipient regarding the dispatch.

Note:

= Delivery Mode ‘Email’ and SMS’ are available only in case the email ID and mobile number details
of the respective recipient is added in the recipient details.

8. Enter details under ‘Email Details’ — If the letter is to be dispatched additionally to some people,
then this can be done via email. For example, you might want to dispatch a copy to one of the
officials in senior management for information purpose only. For dispatching to additional users,
provide Email ID, Subject and Email Message. The Dispatch letter is automatically attached to

the email.

Note:
= Dispatch via Email feature (In step 7(b) and 8) is only available in case the scanned copy of the Issue
letter was uploaded in step 2.

6. Click ‘Send’ —

a) Send/Dispatch with Follow up — Follow up is useful when a follow-up has to be saved for self
or all employees in the same Office/Section/Unit for the letter which is being dispatched. On
the follow-up date, the intended employee(s) will receive a notification for the follow-up then

created.

After clicking on ‘Send/Dispatch with Follow up’ fill in the following details to create a
follow-up and dispatch the letter simultaneously-

e Desired Action — Choose one of the actions that describe the purpose of the follow-up.
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e Description — Type in remarks for the follow-up.
¢ Due Date — Provide the follow up date.

e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.

Desired Action
R rivivche s

Desoription™
Reminder on the regort requesied

Tozal 1000 | 568 Charmacmer ieft

Rezply Douwe Dape™ ]
220020 & O rorser ?yf"_af For Section

Figure 122

b) Send/Dispatch Without Follow Up — For Sending /Dispatching the letter without creating
any follow-up.

Note:

= TIssued dispatch details will be available in Dispatch =>Issue=>Sent list of Officer. More details can be
viewed by clicking on Issue number link.

» Issued dispatch will be made part of the dispatch history of the receipt.

» In case of multiple recipients, all the different dispatches (with unique dispatch no. and common issue
no.) will be displayed as part of the dispatch history.

= Dispatch Recipients of same Ministry/Organization (intra-eOffice) and other Ministry/Organization
(Inter-eOffice) will receive the dispatches under Received letters (Intra eOffice and Inter eOffice
respectively) section in their eOffice account.

» User will be able to view the created follow-up notification under Notification > Dispatch Follow Ups
(In case of ‘Dispatch with Follow Up’).

= Re-dispatch option will available for the dispatch in Sent Dispatch list.

» IfTIssue is dispatched through CRU, then the CRU user can check the dispatch record in the ‘Dispatch
Inbox’.

= If dispatched through CRU, Dispatch status in Dispatch Sent list should be displayed as ‘Sent’, until the
time it is finally dispatched by CRU. Once CRU makes the final dispatch, dispatch status will be
displayed as ‘Dispatched’.

* For Issue letters dispatched by Self, the status of the dispatch will be ‘Dispatched’.
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Send Receipt

This section describes how to forward or mark a receipt to another user in an organization or to an
external organization. Receipts which are in pending state, i.e. receipts in Inbox/Inbox Folder/Created
and Send can be forwarded further. Closed receipts are required to be re-opened first before forwarding.

Important Points:
v Receipt can be forwarded to only one user in ‘To’ and multiple in ‘CC’.
v' Physical receipts should be in received state in Inbox/Inbox Folder to forward further.

v Multiple receipts can be sent by selecting multiple receipts from Inbox/Inbox Folder and
Created list page.

v Receipts forwarded from Sent list, are sent as CC (copy) of the main receipt.

STEPS TO FOLLOW:

1. Select receipt(s) or click opens a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ menu.

1
)

i

i

A R

3

Figure 123

3. Enter the user details in ‘To’ field. In case you wish to forward its copies to multiple users, enter
user(s) details in ‘CC’.

4. Ifnecessary, you may assign Due date, Action, Priority to the receipt. Select ‘Initiate Action’, if
required. (Initiate action is configuration and role-based available feature)
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5.
6.

AU

2.
3.

Enter Remarks. (mandatory for ‘Initiate Action’)
Choose ALERTS (if required) -
a) Notify Through Email and/or SMS — To notify receiver of the receipt via e-mail and/or SMS.

b) Intimate To — To notify the users in the previous movements of the receipt about this current
movement, via e-mail and/or SMS.

Click —

‘eSign & Send’ — To digitally sign and send using AADHAR based eSign services.
Or

‘DSC Sign & Send’ — To digitally sign and send using eToken.
Or

‘Send’ — To send the receipt without signing digitally.

(Refer steps below for ‘eSign& Send’ and ‘DSC Sign & Send’)

OTP based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with OTP”’.

Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to
the eSign service portal.

. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
. Enter the OTP received on the registered (with AADHAR) mobile number.

Click ‘Submit’ to eSign and Send.

Fingerprint based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with ‘Fingerprint’.

. Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to

the eSign service portal.

Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
Select the Fingerprint scanner from the discovered connected device(s).

Click ‘Capture’ to capture the fingerprint.

Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.
DSC Sign and Send

. Click ‘DSC Sign & Send’. (May ensure, your eToken is registered with the application and plugged in the

system)
Enter the PIN for DSC.
Click login to Sign and Send.

KEY POINTS:
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e Inter Department Receipt Movement - Receipt can be forwarded to users of other departments by
choosing department from Organization hierarchy list and then users, in case for single instance
multiple departments. By default, self-department is selected. (Configuration based feature).

e Ease in Forwarding — Provision of segregated send ‘To’ and ‘CC’ employee list to choose from,
based on —

a) Recent 5 — List of last five employees/users to whom receipts have been forwarded

b) In Channel — List of employees already in channel of submission/movement of the receipt.
c) Sub-ordinates — List of employees directly reporting to the user who is forwarding the receipt.
d) Send Back — Auto populating the name of the employee from whom the receipt was received.
e) Reporting Officer — Auto populating the user’s reporting officer name.

f) Group — Adding all or selective users from a group of employees already created by the user
who has forwarded. This is visible/can be used only for ‘CC?, since receipt can be forwarded to
only one user in ‘To’.

e Intimate To — This allows user to intimate all or selective employees/users already in channel of
submission/movement of the receipt, about the current forwarding movement. This can be done
via SMS and e-mail.

Note:
= The copy (CC) of the receipt number generated is on the following pattern:
Sequence Number (Copy number)/Year/Section-Code. For example, 101(2)/2020/Parliament Section.
Sequence number - 101

Copy number -2
Year of Creation - 2020
Section/Office - Parliament Section
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Receipt Sent List

The Sent box displays the list of receipts (Electronic and Physical) sent/forwarded by the user to other
users in the system. It keeps a record of all the receipts sent so far and other details such as the date and
time on which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ under Receipts module. (Figure 125)
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Description:

e The Sent list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt Number, Subject, Subject Category, Sender Name (Sender of the DAK/ Letter), Sent To, Sent
On, Due On, Remarks and Actions.
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B MName: Automation Yerur Siraj Ahmed,  09/06/2020
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Figure 126

e The list of receipts can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.

e The list of receipts can be filtered on the basis of Nature, Subject Category, Sent Date and Due
Date range by clicking Filter Icon in menu bar.
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Due Date From Due Darte To
, ! L 19/06/2020
E 5057166 6495/2020/E0FFICE ddfmmiyyyy & | ddimmiyyyy B ffice EETY d @
r Hhmed, 09/06/2020
P 5057102 6431/2020/EQFFICE :
p— 02:41 PM 0q

Figure 127

e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject, Sender, Sent To and Remarks, by entering at least 3 characters.

- n Saroja Kumar Patro
en~ =
TD[ EOFFICE
Create  Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search
Copy Generate Acknowledgement | Pull Back Search Here... Sent

h% ¥, Sirai Ahmed, a Receipt Number This is a free online
3 ) erur Siraj Ahmed, .
E 5057199 6528/2020/EQFFICE Automation Testing Raj Office MMP... B Subject calculattc;-lr which 48 @
counts the ...
1] B Sender
R R Yerur Siraj Ahmed, Sent To
E 5057202 6531/2020/EQFFICE Automation Testing Raj Office MMP... @
@ Remarks
Kapil Kumar
19/06/2020
m E 5057179 6508/2020/EQFFICE lipo hhguyhb Sharma, eOffice 06:58 PM (@]
MM... i
A
Kapil Kumar
19/06/2020
:B E 5057166 6495/2020/EQFFICE freddf fer Sharma, eOffice d (@)
| 3 MM 06:33 PM .

Figure 128

e The list of already sent receipts of other users if shared with you (in case of employee’s handover
due to transfer/superannuation/promotion)can be viewed through Show shared Sent.

}-EQFFICE
RECEIPT Create »  Inbox Advance Search Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Choose One
Navneet Kaur-SA(NK)-EOFFICE-INDIVIDUAL
ﬁ§ This is a free online
R . . Yerur Siraj Ahmed,  20/06/2020 )
E 5057199 6528/2020/EOFFICE Automation Testing Raj OFfice MMP.. 06:50 AM calculator which PG
D™ counts the ...
]
Yerur Siraj Ahmed,  20/06/2020
E 5057202 6531/2020/EOFFICE Au ion Testil Raj
I ! <Office MMP... 01:16 AM @
Kapil Kumar 19/06/2020

Figure 129
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The following actions that can be performed on the list of Sent receipts —

= Send,
= Copy
= Generate Acknowledgement,
= Pull Back

= Initiate Action

eFile ver.70

Create +  Inbox Advance Search

RECEIPT

Send Copy

Comp. No. 1} | Receipt No.

E 5057199

E 5057202

E 5057179

E 5057166

o

5057102

m

5057101

6528/2020/EQFFICE

6531/2020/EOFFICE

6508/2020/EOFFICE

6495/2020/EOFFICE

6431/2020/EQFFICE

6430/2020/EQFFICE

Generate Acknowledgement

Pull Back

Automation Testing

Automation Testing

lipa

freddf

abcdefg

test subject

Create  Inbox Sent  Advance Search

ISSUE

Search Here...

37-65 n Saroja Kumar Patro
» TD(SKP)-EOFFICE
Sent Returned  Advance Search

5 Choose One

Yerur Siraj Ahmed,

Ral Office MMP...

Yerur Siraj Ahmed,

Raj
] cOffice MMP...
Kapil Kumar
hhguyhb Sharma, eOffice
MM...

Kapil Kumar
fer Sharma, eOffice
MM...

Yerur Siraj Ahmed,

Automation Testing Office MMP...

MName: Automation Yerur Siraj Ahmed,

Testing eOffice MMP...

20/06/2020
06:59 AM

20/06/2020
01:16 AM

19/06/2020
06:58 PM

19/06/2020
06:33 PM

08/06/2020
02:41 PM

09/06/2020
02:40 PM

This is a free online
calculator which 48 Q@
counts the ...

B ®
2 9

Figure 130

e Further, more details on a receipt such as its diarized letter and other information can be viewed by
clicking on the Receipt No.
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Receipt Pull Back

To ‘Pull Back’ a receipt 1s to call it back from the user to whom it was marked by the user, before it
reaches in their hands. This may be required in case-scenarios where user forwards the receipt to an
unintended person mistakenly, or the person is un-available so the subject matter (receipt) may be pulled
back and re-assigned to someone else. This can only be done until the recipient has received or opened the
receipt. This section describes the steps to pull back a receipt.

Important Points:

v" Only unread (eReceipt) or un-received (pReceipt) receipts can be pulled back.

v' ‘Pull Back’ movement is recorded in the movement details of the receipts.

STEPS TO FOLLOW:

1. Go to ‘Sent’ box.

2. Click ‘Pull Back’ Icon & under ‘Actions’ column corresponding to the receipt number to be
pulled back.

3 37 Shravan Kumar
@fflCQ_l eFile verso ‘ ASSTIEO1}DFS

= RECEIPT  Create»  Inbox m Advance Search Create  Inbox Sent  Advance Search ISSUE Semt Rewmed AdvanceSearch
%2 Send Copy | Generate Acknowledgement | Pull Back
] Comp. No. 1} | Receipt No. Subject Sender Sent To SentOn {} | DueOnf]l | Remarks Actions
28
E RAKESH KUMAR GUPTA,  18/03/2020
1 20/ 1-| ’

P 1561 1065/2020/B01-DFS abedefg Automation Testing o R AR Pty 1 @
= RAKESH KUMAR GUPTA,  18/03/2020
o B 7 /BO1-] iani ¥ <o

E 1629 1133/2020/B01-DFS efsdf rajanikant sahoo Ofo US{Rak. 0422 PM 1
{Q Mantosh Kumar Ojha, 28/02/2020 L
haad E 1440 944(1)/2020/ESTT. SECTION-DFS )

L} BO 1 SECTI.. 12551 PM ut
Pull Back
§ RAKESH KUMAR GUPTA,  ZB/02/2020
)‘J/E [0 E 1440 944/2020/ESTT. SECTION-DFS iy et @
W] RAKESH KUMAR GUPTA,  28/02/2020
a F .

E 1440 944/2020/ESTT. SECTION-DFS @
| ] = Ofo US[Rak... 12:49 PM @
=0 Manitosh Kumar Ojha,  18/02/2020

9 1 /BO1-
g 1615 1119/2020/B01-DFS frdsfris it i righdb
ant ¥ j /.
p.vé 1643 1147/2020/B01-DFS rajanikant sahoo B"é“;‘?:gr:“f”ar e ;:’203 :'3‘20 sdv
Figure 131

3. Enter the mandatory ‘Pull Back’ Remarks and Click ‘OK’ in the confirmation pop-up box.

Rea=on For Pull-Back

-Remarks *
Employee on leave. Pulling back to re-assignl

Total 1000 | 955 Character left

Figure 132
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STEPS TO PULL BACK MULTIPLE RECEIPTS

1. Go to ‘Sent’ box.

2. Select multiple receipts (eligible) to Pull Back.

3. Click Pull Back menu in the menu bar.

RECEIPT Create »  Inbox m Advance Search @ LE Create  Inbox Sent AdvanceSearch

Send Copy

Ea [J P 1561

E" [ 1615
i B

[ 16843
1633
1629
1622

Total Records: 441

Generate Acknowledgement

1065/2020/B01-DFS

1133/2020/801-DFS

944(1)/2020/E5TT. SECTION-DFS

944/2020/ESTT. SECTION-DFS

944/2020/ESTT. SECTION-DFS

1119/2020/801-DFS

1147/2020/B01-DFS

1137/2020/801-DFS

1133/2020/B01-DFS

1126/2020/801-DFS

Pull Back

abedefg Automation Testing
efsdf rajanikant sahoo
fidsfffs

rajanikant sahoo

rajanikant sahoo

rajanikant sahoo

rajanikant sahoo

ISSUE Sent  Returned

- Crr—

| SentTa

RAKESH KUMAR GUPTA,
O/o US{Rak..

RAKESH KUMAR GUPTA,
0/o US{Rak..

Mantosh Kumar Ojha,
BO 1 SECTI.

RAKESH KUMAR GUPTA,
0/o US{Rak..

RAKESH KUMAR GUPTA,
O/o US{Rak..

Mantosh Kumar Ojha,
BO 1 SECTL.

Mantosh Kumar Ojha,
BO 1 SECTI..

Shravan Kumar, Ofo
MOS[FINANCE. ..

Mantosh Kumar Ojha,
BO 1 SECTI..

Mantosh Kumar Ojha,
BO 1 SECTL.

T
SentOn 1] ‘ DueOn ]

18/03/2020
0422 PM

18/03/2020
0422 PM

28/02/2020
1251 PM

28/02/2020
1251 PM

28/02/2020
1249 PM

18/02/2020
0417 PM

18/02/2020
03:24PM

18/02/2020
02:22 PM

18/02/2020
1215PM

18/02/2020
A7 AM

] - n Shravan Kumar
Pl - i
1}-DF5

Advance Search

il Choose One Y

Remarks

righdb

sav

sdf

sdf

Figure 133

4. Enter the mandatory*‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.
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STEPS TO PULL BACK RECEIPTS FROM ADVANCE SEARCH

Select the receipt(s) to pull back from the result of the Advance Search.

Click ‘Pull back’ action button at the top.

File ver.70

Y

RECEIPT FILE Create  Inbox Sent Advance Search ISSUE Sent Reurned  Advance Search

Receipt

2.

Shravan Kumar
ASSTA(BO1)DFS

P:Global | E:Global 4~

"

Receipt No. Subject

Search Receipt

[ Include Closed

- Comp. No.

B
Wi

=

]

973 Records | | T

Send | Reopen | Receive | Pull Up | Pull Back

| | Comp. No. 1] ‘ Receipt No.

(93

‘ Location | Sender Section SentOn 1} Forwarding Remark ‘ Currently With

Shravan Kumar,BO 1

3]

/2020-801-DF5 SECTION - DFS

() (<] f15) fre) D 28 a2 (%) 10|~

B4 end Details £ e 972/2020/801-DF5 test subject Recelpt/Created Automation Testing  BO 1 SECTION - DFS el
ol : i Shraven Kumar,50 1
- ( Send Details E 1457 971/2020/B01-DFS test subject Receipt/Created Automation Testing BO 1 SECTION - DFS
& Sl e SECTION - DFS
EE‘ -0 Wantosh Kumar
© el nbox
¢ Detals P 1466 - cdefg P AutometionTestng  BO1SECTION-DFS  07/02/2020 10:11 PM Ojha,E0 1 SECTION -
Select Multiple Receipts ER2020/B01-DFS DFS
= A or
© | Clickon PULL BACK o e Mantosh Kumar
(] PullBack |petaie P 145 pulling back single receipt pedefz Receipt/Inbox Automation Tesing  BO 1 SECTION-DFS 074022020 10:11PM [ =2 0]ha,B0 1 SECTION -
DFS
; File/Created/CSO/35 Shraven Kumar,B0 1
O Details E 1464 968/2020/B01-DFS test subject e Automation Testing ~ BO 1 SECTION - DFS geolled

a8

Figure 135

3. Enter the mandatory ‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

€D

Reason For Pull-Back

-Remarks *
Employee on leave. Pulling back to raassignl

Total 1000 | 955 Character left

Figure 136

Note:

» The pulled back receipts will be moved to the respective folders from which it was sent(Inbox/Inbox

Folder/Created).
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Receipt Pull up

This section describes the steps to pull up a receipt from Inbox/Inbox folders/Created list of users who are
in same section/office, individual’s hierarchy or as per the action scope defined in the system by the
administrator. This may be required in case-scenarios, for example, where a person is un-available to
process the subject matter (receipt) so it may be pulled up and re-assigned to someone else. Or, also in
cases where it is immediately required. Pull up is irrespective of the fact whether the user forwarded the

receipt or not.

Important Points:

v Receipts attached with other Files/Receipts cannot be pulled up.

v Closed receipts cannot be pulled up unless re-opened by the custodian.

STEPS TO FOLLOW:

1. Under Receipt View of the Inbox/Inbox sub-folder/Created list, choose Section or Hierarchy

scope.
Or

Choose the user name under Section or Hierarchy scope, whose receipt you wish to pull-up.

Note:

= Section view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

= Hierarchy view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

2. Select receipts to be pulled up. (Multiple receipts can be pulled up by multiple selection)

3. Click the ‘Pull up’ action button in the menu bar.

L@ 0

FILE Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

Pull Up F sencon [l 57 [ sesrchHere.

Self () Section () Hierarchy ”
[E] 1440 | 944(1)/2020/ESTT. SECTION-DFS | | &5, Shravan Kumar, BO 1 SECTION - ... | (i3, 28/02/2020 12:51PM —

22 Mantosh Kumar Ojha, ...

[E] | 1617 | 1121/2020/B01-DFS | fgrid | & Shravan Kumar, BO 1 SECTION - [, 17/02/2020 03:26 PM 2
{I} 1770272020 04:36 PM A% Mantosh Kumar Ojha, ...

[E] 1614 | 1118/2020/B01-DFS | sdx | &g Shravan Kumar, BO 1SECTION - | [ 17/02/2020 10:38 AM #
{ft 17/02/202010:38 AM 28 Mantosh Kumar Ojha, .

(€] 1 1610 | 1114/2020/B01-DF5 | wed | & Shravan Kumar, BO 1 SECTION - 14/02/2020 05:17 PM
{f} 140220200517 PM [%5] d &% Mantosh Kumar Ojha,

=] [E] | 1609 | 1113/2020/B01-DF5 | asfdeas | & Shravan Kumar, BO 1 SECTION-.. | [, 14/02/2020 0420PM ]
{f} 1402/202005:00PM 2% Mantosh Kumar Ojha, ...

1608 | 1112/2020/BO1-DFS | dafc | &g snravan Name of the user with whom s pm
fantosh Kumar Ojha, ... receiptis lying.

@ [[E] | 1600 | 1104/2020/B01-DFS | asd | S RAKESH Kuﬁwym_ pasecTion... | B 13/02/2020 11:48 AM B #
{f# 13/02/2020 1198 AM 28 Menitosh Kumar Ojha, ...

g =B P W B B

Figure 137
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4. Enter the reason in mandatory* remarks Pull up in the pop-up box and Click ‘OK’

Receipt(s) should now be available in Inbox.

Reason For Pull-Up

-Remarks *
Immediately req uired|

Total 1003 | 980 Character left

Figure 138

STEPS TO PULL UP RECEIPTS FROM ADVANCE SEARCH

1. Select the receipts to pull up from the result of the Advance Search.

2. Click ‘Pull up’ action button at the top.

SRloe ow

RECEIPT

Fite [Recaipr |_tasse

s R o

[w][«] s (el EE
Forwarding Remark | ©

test subject Receipt/Created Autormation Testing B0 1 SECTION - DFS

971/2020/B01-DFS test subject Recelpt/Created Automnation Testing BO 1 SECTION - DFS
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970/2020/B01-DFS abcdetg e o 1 bps | Automation Testing BO1SECTION -DFS  D7/02/2020 10:11 BM

968/2020/B01-DFS abcdefg Receipt/inbox Automation Testing BO1SECTION-DFS  07/02/202010:11 PM  [T10o1= !

Flle/Craatea/Cs0/35

968/2020/B01-DFS test subject e Btk Automation Testin, = BO 1 SECTION - DFS

P:Global | E:Global -

Bl @8[] (%] [10] = |

E ar,
SECTION - DFS.

Mantosh Kumar

FilesParkearn-20012
ubjer Automation Testin, B0 1 SECTION - DFS Ojna,BO 1 SECTION -
Select Multiple Recaipts i 7677/2020.601-0F5 ¥ e o
ar
Click on PULL BA [eE—
| pulling up single rece; st subject Recelpt/Created Automation Testing B0 1 SECTION - DFS Ojha,BO 1 SECTION -

[ copyrignt @ 2020, aesigrad and devetoped by NIC

~

=H

Figure 139

3. Enter the mandatory ‘Pull up’ remarks and Click ‘OK”’ in the confirmation pop-up box.

Rea=son For Pull-Up

-Remarks *
Immediatehy requi red|

Total 1000 | 980 Character left

Figurel140

Note:

* The Pull up movement will be added in movement history of Receipt with pull up remark.
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Initiate Action (P/E)

The ‘Initiate Action’ feature is useful when a user wishes to keep a check/follow-up on the actions taken
place on a receipt when it 1s still in the movement of channel of submission without having to call back the
receipt every time. This is called as ‘initiating an action on a receipt’.

The action can be initiated by a user for the receipts while forwarding them or for the ones which have
been already sent. The recipients of such receipts (in the movement of the receipt) can then add their
comments or record their inputs, which, cab be then reviewed by the initiator against every movement.

This feature is useful, in cases, for example, when the head of the organization/department receives a
letter of important category, and plans to monitor the inputs of the employees towards the disposal of the
letter, by reviewing their comments recorded at every movement.

‘Initiate Action’ primarily consists of —
1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Recording Comments/Action Details — Users recording their comments with every movement of
receipt received with Initiated Action.

3. Review / Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

This section describes the process of initiating a cycle of actions while forwarding a receipt or on already
sent receipt.

Important Points:

v Action on receipts in sent box, can only be Initiated for the ones in active state (not closed).
v" Multiple Actions cannot be initiated on a receipt, only one at a time.
v' Initiate action is a configuration-based feature. Available, if the configuration is enabled.

v’ After enabling configuration, user must have necessary privilege/role to use this feature

Initiate Action

STEPS TO FOLLOW:

From Receipt Send Page

1. Select receipt(s) or click open a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ action button.
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[T}, DEMOZ/2020 07:16 AM

= 1 SECTI (3, 08/02/2020 07:09 AN (7:]
T ooozizozo 0708 AM

F] 1331 005/2070/0001-DFS  abcoefy | S Manioch Kumar Cjna, S0 1 SECTI. | [l 050Z/Z020 07:08 AM ]
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1secT | g 0802020 07:02 AM @
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Enter the user details in ‘To’ and/or ‘CC’ field.
If necessary, you may assign Due date, Action, Priority to the receipt.
Select Initiate Action and Initiation Type.

Enter mandatory* Remarks.

N oo wmoa

Choose Alerts (if required) -
Notify Through Email and/or SMS — To notify receiver(s) of the receipt via e-mail and/or SMS.

Intimate To — To notify the users in the previous movement of the receipt about this current
movement, via e-mail and/or SMS.

8. Click ‘Send’ action button.

From Receipt Sent List
1. Click ‘Initiate Action’ link/Icon @ under actions against the respective receipt in the Sent list.
2. Select Initiation Type in the ‘Receipt Initiated Confirmation’ pop up box.
3. Provide mandatory*Remarks.
4. Click ‘OK’.
Add Comments to Initiated Action

STEPS TO FOLLOW:

1. Click opens a Receipt from Inbox/Inbox Sub-Folder.
. Click Action Details in the menu bar.

. Click Add Comment.

2
3
4. Select the appropriate option in Action Type combo box.
5. Provide Action Comments.

6

. Click Add.

Note:
1. Comments on a receipt cannot be recorded once the ACTION on receipt(s) is closed.
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Review / Initiated Action Details

STEPS TO FOLLOW:
From Receipt Inbox
1. Click Initiated Action link under Receipt module.

S A T

® N T oA W N

Search the receipt using Search Parameters at the top.

. Click ‘Details’ icon under actions against the receipt number to view the recorded comments and

other details.

From a Receipt Already Attached to a Receipt
Click opens a Receipt from Inbox/Inbox Sub-Folder/Created.

Click Attach tab of Receipt History in Receipt Inner Page.

Click Action Details link/Icon for receipt in Attached Receipts List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From a Receipt Already Attached to a File
Click opens a File from Inbox/Inbox Folder/Parked/Created.

Click Details menu on inner page of file.

Click Attached tab in File History.

Click Action Details link adjacent to Receipt in Attached Receipt List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From ToC Iist of a file in Inbox:

1. Click opens a File from Inbox/Inbox Folder/Parked/Created.
2. Click ToC link in Right panel of File Inner page

3.

4. Click Action Details link.

Click Details icon for receipt.
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Click Add Comment link in the Action Details pop up.
Select value from Action Type combo box.

Give Action Comments.

® N oo oW

Click Add.

From Advanced Search Qutput:

1. Search receipt in Advanced Search module.

Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

N R B

Closing Initiated Action

STEPS TO FOLLOW:

1. Click Initiated Action link under Receipt module.
2. Search the receipt using Search Parameters at the top.

3. Click CLOSE icon under actions against the receipt number to view the recorded comments and
other details.

4. Enter the Remarks
5. Click OK.
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Closing of Receipts

A receipt may be required to close in case when —

1. No action is required and is for information purpose only
2. The action is complete and the case is ready to be disposed.

This section describes the process of closing receipts in Inbox/Inbox Folder/Created folder.

Important Points:

v Receipt(s) which have attached files/receipts cannot be closed, they must be detached first.

v" Physical receipt in Inbox/Inbox Folder must be in received state.

v’ After closing the receipt, the status will change to ‘Closed’.

v No action can be taken on closed receipt except ‘View’ and ‘Reopen’.

STEPS TO FOLLOW:

1. Select Receipt(s) from Inbox/Inbox folder/Created using check box or Click a receipt number in

inbox.

2. Click ¢Close’ menu.

File var.70
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@ffice
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L@ 0:
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Figure 141

3. Give mandatory closing remarks and click ‘OK”’ in the Closing Confirmation pop up to close the

selected receipt(s).

Receipt should move from Inbox/Inbox folder/Created list to Closed—> By Me list.
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=

Closing Remarks

Remarks *
No action is required. For information only.

Total 1000 | 956 Character left

Alternatively, user can also click open the receipt from Inbox or Created by clicking on the receipt
number. And then Click Close action button in the menu bar. (Figure 143)

Figure 142

i 0

€ Ver. 7.0
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text. And move text. And more text. Even more. Continued on page 2 ... Subject: test subject
Enclosure/ Remarks :
Address : Automation Testing
D History
Dispatch | Attached/Detached  Closed
Dispatch History
Dispatch No. | | Issue No. Subject Dispatched On 1} | Dispatched By | Delivery Mode C
I &
No records found L
v LILRAY 1 [ R

Figure 143
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List of Closed Receipts

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click ‘Receipt’ module in navigation bar.

2. Click “Closed’ folder.

3. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required. (Refer below for
details).

COBOI-DFS | 1eSE SUBJRCE | By Mamtoah Kurnar Ojha, B0 1 SECTI [, OE/D/I020 07116 AW # 5}

S abcdafy | S Mertosh Kurmar Ojhe, B0 1 SECTI | [ D8MO2/2020 07:00 AM =

F5 | abcdefy | S= Martosh Kumar Ojhe, 501 SECTI_ i, DB2/2020 O7:04 AM =

e B

abcdefs | Maraesh Kumar Ofha, BO 1 SECT [ DB/TU2/2020 07:02 AM =

DFS | abcdefy | B Martesh Kumar Ojhe, B0 1 SECTI | ([, DEAO2/2020 D650 AM L}

F| | 1520 | 1024/2020/BCT1-DFS | abodefy | Zg Mantosh Kurnar Ojha, B0 1 SECTI [ DB/02/2020 D48 AM
£ OBA/2020 0643 AM

=Ry

Figure 144
Closed (By Me) -
1. It displays the list of receipts closed by self.

2. User will not be able to take any action on receipts with closed state, except to view them and re-
open.

The user(s) can filter their list of Closed Receipts with help of various search options such as
Closing date range, Computer No., Receipt No, Subject, Remarks, Main Category, VIP Type
and VIP Name.

Create » Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returmed  Advance Search

Search For Clesed Receipt( byMe)

Department Section Closing Date
DFs | BO1SECTION-DFs * Nerom e -
Comp. No. Receipt No. Subject Remarks
Category Vip Type VIP Name
Choose One - Choose One - Choose One -
e ]
1616 1120/2020/B01-DFS Shravan Kumar, BO 1 SECTION - 17/02/202002:09 PM  savds ReOpen (3
E 1613 1117/2020/B01-DFS eaf Shravan Kumar, BO 1 SECTION - ___ 17/02/2020 02:09 PM wvdvsd =
P 1595 1099/2020/B01-DFS wed Shravan Kumar, BO 1 SECTION - 13/02/2020 12:05 PM hmnb =
P 1535 1039/2020/BO1-DFS abcdefg Shravan Kumar, BO 1 SECTION - __. 18/02/2020 1116 AM  SDgsdfg =
P 1534 1038/2020/BO1-DFS abcdefg Shravan Kumar, BO 1 SECTION - . 18/02/2020 11:55 AM  zxfd =
P 1532 1036/2020/B01-DFS abcdefg Shravan Kumar, BO 1 SECTION - ... 18/02/2020 11.58 AM  sadgadg =
E 1476 980/2020/B01-DFS test subject Shravan Kumar, BO 1 SECTION - . 07/02/2020 08:49 PM Enter Remarks =
E 1445 949/2020/ESTT. SECTION-DFS Shravan Kumar, BO 1 SECTION - __. 02/03/202003:58PM  vbnbwn =
E 1365 869/2020/B01-DFS test subject Shravan Kumar, BO 1 SECTION - .. 05/02/2020 08:53 PM Enter Remarks =
E 1266 770/2020/B01-DFS test subject Shravan Kumar, 8O 1 SECTION - ... 04/02/2020 0850 PM  Enter Remarks =
E 1208 712/2020/801-DFS test dispatch Shravan Kumar, BO 1 SECTION - .. 01/02/2020 04:38 PM sfsfsdf = E
To(all'(;:nrd'sr:}ﬁ D ) n - - - L ‘- n b
[ copyright © 2020, designed and developed by NIC.

Figure 145
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By Others (Hierarchy) —

A DIGT

1. It displays the list of receipts closed by others users in the viewer’s hierarchy downline.

2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of
Sections/ Offices, Closing date range, Computer No., Receipt No., Subject, Remarks, Main

Category, VIP Type and VIP Name.

Note:

= Users with role ‘Role_Closed_By_Others_Hierarchy’ will only be able to see this list.

By Others (All)

1. It displays the list of receipts closed by others users in the viewer’s hierarchy down line.

2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of

Sections/Offices, Closing date range, Computer No., Receipt No, Subject,

Category, VIP Type and VIP Name.

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned

Search For Closed Receipt { byAll )

&

Department Section Closing Date
N oS * | BO1SECTION-DFS *| N erom IR
Ea Comp. No. Receipt No. Subject Remarks
LW caregory Vip Type VIP Name
Choose One Choose One - Choose One
(€]
ol e e e e —
M 1475 979/2020/B01-DFS abcdefg Mantosh Kumar Qjha, BO 1 SECTL... 07/02/2020 08:32 PM
:hm E 1474 978/2020/B01-DFS test subject Mantash Kumar Ojha, BO 1 SECTL... 07/02/2020 08:30 PM
E 1473 977/2020/801-DFS test subject Mantash Kumar Ojha, BO 1 SECTI... 07/02/2020 08:28 PM
‘[I P 1383 867/2020/BO1-DFS abedefg Mantosh Kumar Ojha, BO 1 SECTI... 105/02/2020 08:33 PM
- E 1382 866/2020/B01-DFS test subject Mantosh Kumar Qjha, BO 1 SECTL... 05/02/2020 08:32 PM
ré E 1361 865/2020/B01-DFS test subject Mantosh Kumar Ojha, BO 1 SECTL... 105/02/2020 08:30 PM
P 1284 768/2020/B01-DFS abcdefg Mantosh Kumar Qjha, BO 1 SECTL... 04/02/2020 08:29 PM
E 1263 767/2020/B01-DFS test subject Mantash Kumar Ojha, BO 1 SECTI.. 04/02/2020 08:28 PM
E 1262 766/2020/801-DFS test subject Mantash Kumar Ojha, BO 1 SECTI... 04/02/2020 08:26 PM
E 1258 762/2020/B01-DFs test subject Mantosh Kumar Qjha, BO 1 SECTL... 04/02/2020 06:11 PM
E 1257 761/2020/B01-DFS test subject Mantosh Kumar Qjha, BO 1 SECTL... 04/02/2020 06:08 PM

Total Records: 13

Remarks, Main

Advance Search

Create a Green Note
Create a Green Note
Enter Remarks
Create a Green Note
Create a Green Note
Enter Remarks
Create a Green Note
Create a Green Note
Enter Remarks

Enter Remarks

S

ol ole
I8 Coouvien: ©2020 desiencd and ceveioped by NIC|

Create a Green Note

Figure 146

Note:

= Users with role ‘Role_Closed_By_Others_All’ will only be able to see this list.
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Closed Receipt History:

‘Closed Receipt History’ provides the details about the number of times the receipt was closed and re-
opened. These details include the type of action taken place (close/re-open), action taken by user details,

action taken date and its remarks for the action.
STEPS TO FOLLOW:

1.

Click opens a receipt from Inbox/Inbox folder/Created/Sent/Closed.

=] RECEIPT  Create » Sent  Advance Search Create  Inbox Sent — Advance Search Returned  Advance Search
% Receipt Receive = Putinafile = Move Send Back Copy Close Search Here...
[E] | 1536 | 1040/2020/801-DFS | test subject | &g Mantosh Kumar Ojha, B0 1 SECTI | [ 08/02/2020 07:16 AM ]
Browse & Diarist o 3
NS S BIArEE & 2770212020 05:24 PM
Inbox v
[P) | 1533 | 1037/2020/BO1-DFS | abedefg | 8o, Manrosh Kumar Ojhs, B0 15ECTI | 3, 08/02/2020 07:09 AM
Ermated { osr0212020 07:09 AM
s
et [P] 11531 | 1035/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojha, 80 15ECTI.. | [ 08/02/2020 07:04 AM ®
Initiated Actions {fy 08/02/2020 07:05 AM
Acknowledgement i [F] 11530 | 1034/2020/B01-DFS | abcdefg | &g Mantash Kumnar Ojns, B0 15ECTI | [, 08/02/2020 07:02 AM m
o 3 {7 08/02/2020 07:03 AM
By Me [P] 11521 | 1025/2020/B01-DFS | abedefg | &g, Mantosh Kumar Ojhs, BO1SECTI.. | [, 08/02/2020 06:50 AM
{H 080212020 06:50 AM
@ 1520 | 1024/2020/B01-DFS | abedefg | S5 Mantosh Kumar Ojha, BO 1 SECTI. @08.102}2020 06:43 AM ®
- 22 O 08/02/2020 06:48 AM
Eg File
= ™

Figure 147

©ffice
RECEIPT

o M

Receipt Closed / 1120/2020/B01-DFS

€ ver.7.0

Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search ISSUE

Movement | Action Details

= + Automatic Zoom BB Basic Derails
Comp. No.: 1616
Nature : Electronic
Main Category : All AMC/FSMA cases
. . From: Litiid
Liferay 7.1 Back-end Developer Exam Outline
Forms of Communications :  Letter
Liferay 7.1 : Basic Concepts 15% Sender Type :
Creating personalized digital experiences across web, mobile and connected device is Letter Date :
the goal of Liferay DXP's framework, but to accomplish that Liferay leverages the OSGI Diary Date : 1770272020
framework to provide a development environment for modular applications.
Basic Concepts 0SGi and Modularity Subject: safd

Module Development Enclosure/ Remarks :

D

Blade CLI
Liferay Workspace Address : dsfsdfsdf
Gogo Shell ) Hiscory
Liferay 7.1 : Portlets 258, Dispatch  Attached/Detached | Closed

ica® 0

Returned  Advance Search

E 1616 1120/2020/BO1-DFS  All AMC/FSMA cases|

~
Receipt No. : 1120/2020/B01-DFS B

File No. :

Sub Category :

Designation : sdfsdfsdfsdfscf

Delivery Mode : By Hand

Lerter Ref. No. :

Received Date : 17/02/2020

Diarised By : Shravan Kumar, BO 1 SECTI

ON-DFs

Closed History

Action Action By

Web apps in Liferay Porlal are called portlets. Like many web apps, portlets process
requests and generate responses. In the response, the portiet retumns content (e.g
HTML, XHTML) for display in browsers. In Liferay, portlets runs in a portion of the web

page. With Portlet, you can create new functionalities. Shravan Kumar, BO 1 SECTION -

Portlets = Liferay MVC Portiet

Action On t} Action Remark

s

v

17/02/2020 02:09 PM savds

Figure 148

Note:

= The Closed tab displays the action details such as Close or Reopen performed by user, action date and time,

and its action remarks.
»= Most recent action is visible on the top of the list.
= Receipt with no closing history has no information in closed receipt history.

Copyright © NIC, 2020
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Re-opening of Receipts

The re-opening of the receipt is required often in cases where an already closed subject matter is now

required to be reopened for further processing. This section explains the steps to re-open a receipt.

STEPS TO FOLLOW:

1. In Closed> By Me list, Click Reopen icon at the end of the receipt record.
Or

Click opens the receipt from Closed-> By Me list and Click ‘ReOpen’ action button.

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

Search For Closed Receipt | byMe )

Department Section Closing Date

= L

DFS *| | BO1SECTION-DFS T Fom @ T
Comp. No. Receipt No. Subject Remarks
Category Vip Type VIP Name

Choose One * | ChooseOne * | | Choose One

[

@ - | | Comp.No. 1l |Receiptho.

~B

I

E 1616 1120/2020/801-DFS safd Shravan Kumar, BO 1 SECTION - 17/02/2020 0209 PM  savds
im [ E 1613 1117/2020/801-DFS eaf Shravan Kumar, BO 1 SECTION - __ 17/02/2020 02:09 PM  vdvsd
P 1395 1099/2020/801-DFS wed Shravan Kumar, BO 1 SECTION - ... 13/02/202012:05PM  hmnb
,n P 1535 1039/2020/801-DFS abcdefg Shravan Kumar, BO 1 SECTION - ... 18/02/2020 1116 AM  SDgsdfg
[ [ P 1534 1038/2020/801-DFS abcdefg Shravan Kumar, BO 1 SECTION - ... 18/02/2020 11:55AM  oxfd
'& [ P 1532 1036/2020/B01-DFS abedefg Shravan Kumar, BO 1 SECTION - __ 18/02/2020 11:58 AM  sadgadg

LU N

Figure 149

2. Enter the mandatory* ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.

Reopening Remarks

-Remarks *

Total 1000 | 1000 Character left

| oc

Figure 150

Note:

= State of the receipt will be changed to Active.
» Receipt will move to Inbox from Closed.

Copyright © NIC, 2020
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Generate Acknowledgement

An acknowledgement letter is a document used to formally acknowledge the receipt of DAK/Letter
received. For example, acknowledging the receiving of an invoice, RTI application or any VIP
correspondence. This section describes the process of generating an acknowledgment while diarizing a

DAXK/Letter or after it was diarized.

Generate Acknowledgement

Generating Acknowledgement while Diarisation

This section describes the process of creating an acknowledgement against an inward correspondence

while simultaneously diarizing it.

STEPS TO FOLLOW:

1. On the receipt diary screen, select Personalize Acknowledgement check box. (Refer for steps for

Diarisation of Dak/Letter).

fiice

« eFile ver.70

RECEWPT m Inbox ~ Sent  Advance Search
Upload &
o

F. N0 TAR2GIR - IR

Olizz Neaaronduen
Subject:  Guidelines _gn Ieternskip for Undergradugtes punsuing

integruted course in [gw and praduates
Law under the Appuul Progromme on * Improvieg
Ageountability i government through effective mplementatian of Right

to Information Act™

LI Introdvnerion

The Deperiment of Personnel and Srining (DoP 1, Minist

Grievances and Tk
Information

schieving the porpose.

Depurtmest of Pessnne] ors
Ministeics and Depanmey

document its axprerivioe |

suzpest whal moce 1
intetns would be

L the process
#eeess 1o informut en uader e R17 regire

Under the scheme. DOPT i: olloring short-term inrernships to twenty (20)
lludrrgraduu'cs who ire in the second and thint vear pursuing five year |n|e.grlwl
conrse in Law and graduates in the first and second year pursuing three year
gmln?rlnn course in Law from n recognized and reputed University 1o zorducs an
anzlysi of RTI Applications in se'ext public uthoritise. X

200 Areas of Study and Resvarch Output

Neeth Black, New Delhi- 110001

@ L several componcnls inciuding
progiammes for owunes pengr ininie and ¢-govemance intistives for RTI for

20 cancuctieg Imenzhip Programme far the
Al ol agin, which is beneficial both t the
Elp the Ministy Depas

3 RIL its waoceors, comstraines in

Advance Search

[ Diary Details
Diary Date

08/104/2020

Received Date *

08M4/2020

Defivery Mode *
By Hand

vie
Choose One

% Contact Details
Min./Dept/Others *

Ministry of Parliamentary Affairs

Name "
Abhashek Mishra

Organization

Mobile

Address *

Nocth Blodk, New Delhi

Total 1000 | 978 Character loft

Country State

INDIA ¥ v  Delhi
Pin Code Landline
T, Category & Subject

Main Category *

Miscellansous Files

= Shravan Kumar _
» [ Jmostd

Sent  Returned  Advance Search

Forms Of Communications * Language
Letler English
Letter Date Letter Ref. No.

Mode Number

Sender Type

Chease One

Add to Address Book

Designation *
OR

Email

City/District
* ¥ | Choose One

Fax

Sub Category
Choose One

Generate & Send

Copyright © NIC, 2020
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2. Click ‘Generate’ to create the receipt and display acknowledgement creation page.

Note:

= Upon clicking ‘Generate’ the receipt is generated and available in Created box and the next screen
visible is to generate the acknowledgement.

Or

Click ‘Generate & Send’ to create the receipt and forward it to the concerned user. After the receipt is
forwarded, ‘Acknowledgement creation page’ is displayed.

3. Prepare the content of the acknowledgement.

Note:
= List of templates can be managed with pre-defined formats which can be selected and used for preparing
acknowledgements.
;’@ﬁIC‘e eFile ver.70 ‘m n ?'"T’;:"’:;’ i

ISSUE Sent Returned  Advance Searth

=3 L= SRR Predefined FILE Creste  inbox  Sent  Advance Search
Tempizte & k Tt it Det]

X i :  SUCCESS
% Recei pt creation Receipt:3503/2020/B01-DFS
success message omp. No. : successfully crested

EJ Verdaa G el Chnose O in Category : Miscellaneous Fies

Sub Category : Letter Ref. No. :
D
== Letter Date - Delivery Mode : By Hand
B Step 3 Sender Type :
| ] . Subject : 0o ip for Undergraduat
=0 Enclosure/ Remarks :
8 [ Sender Details
Q Min /Dept./Others : Ministry of Parfiamentary Affa  Address : Naeth Block, New Deihi

irs
[u] Name : Abhishek Mishea Designation :

7
L Organisation : Email :
"é Country: INDIA State: Delhi

City/Distriet = Pin Code :

Mobile : LandLine :

Fax: I}

v
m CW!IIEHI‘: 2020, dcﬁncd and dcvdoEu hx NIC.
.
Figure 152

4. Click ‘Send Later’ to save the acknowledgement in Receipts>Acknowledgement—=>Created to
dispatch/send it later or Click ‘Continue’ to generate the acknowledgement and further to initiate
dispatch.

Copyright © NIC, 2020
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ffice.

« eFile ver.70

RECEWPT Creste »  Inbox  Sent  Advance Search

PaD 0 -
B s ASSTHEO1}DFS

ISSUE Sent  Retumed  Advance Search

- Receipt Details
: ® el o Nature : 3 Comp. No.: 2687
Gcose One Receipt No. : 3503/2020/B01-DFS @) Main Category : Miscellaneous Files
National Informatics Centre Sub Category : Letter Ref. No. :
£0ffice Project Division Letter Date Delivery Mode : By Hand
£GO Complex, New Delhi
Sender Type :
Subject : on far Undergraduat
To,
Sh Abhishek Mishra, Enclosure/ Remarks -
Ministry of Parliamentary Affairs, .
New Delhi - 110 001 |l
Date - 08.04.2020 Min_/Dept./Others : I:;‘inisuy of Paramentary Alla  Address : Narth Block, New Delhi
Sub:- Acknowledgement of your letter no -110/112/2020 dated Name : Abhishek Mishea Designation :
30.03.2020
Organisation : Email =
Dear Abhishak Misha: Country : INDIA State: Delhi
Your letter has been received. For future communication please refer to the City/Distrier - Pin Code :
correspendence no, 3503/2020/BO-1-DFS
Mobile : LandLine :
Regards, fac
umar
ASST1(BO1})-DFS|
.ﬁl v
m Copyright © 2020, designed and developed by Ni|
.
Figure 153

Generating Acknowledgement from Receipt Created/Sent

This section describes the process of creating an acknowledgement against a receipt which is already
diarized i.e. available in created and sent box.

STEPS TO FOLLOW:

1. Select a receipt or click open from receipt’s Sent/Created box.

2. Click ‘Generate Acknowledgement’ to display acknowledgement creation page.

3. Prepare the content of the acknowledgement.

Note:

List of templates can be managed with pre-defined formats which can be selected and used for
preparing acknowledgements.

Copyright © NIC, 2020

Click ‘Continue’ to generate the acknowledgement.

Click ‘Send Later’ to save the acknowledgement in ‘Receipts-> Acknowledgement-> Created’ to
dispatch/send it later.

Ver.7.0[109]



@ffice

A DIGITAL WORK PLACE SCLUTION

Acknowledgement Created List

Describes the process of checking the list of already created acknowledgements and not sent so far.

1. Click Receipts module in the navigation bar.
2. Click Acknowledgement.

3. Click Created under Acknowledgement.

Y [ ol

Advance Search

le ver.70

ISSUE Sent  Returmned

Create » m Sent  Advance Search Creste  Inbox Sent  Advance Search

tor | S| stk | Gy = 7 I -

(VBO1-DFS | test subject | S Mantosh Kumar Ojha, BO 1 SECTI. | (3 20/03/2020 04:15 PM ]

S | testsubject | &g Marcosh Kumar Ojha, BO 1 SECT. | [ 14/03/202010:11 AM 2 R

Mantesh Kumar Ojhs, B0 1 StcTi... | B3 14/03/202008:53 AM (= v i

3o Mantosh Kumar Ojha, BO 1SECTL. | F) 1400312020 08:50 AM R &

(2] ! 2583 | 419/2020/801-0F5 | & | €CS University | &g Mantosh Kumar Ojha, 80 1 5ECTI... | B 14/03/2020 08:37 AM B #
O 1403/202008:38 AM

(£) 1 2522 | 358/2020/B01-DFS | test subject | S Mantosh Kumar Ojha, BO 15ECTI. | By 14/03/2020 1258 AM 2R S
§ 14320201258 A

() ! 2520 | 356/2020/BO1-DFS | test subject | 8¢ Marosh Kumar Gjha, BO 1 SECTI 14/03/2020 1255 AM BR#
& 140312020 1255 AM

(E] ! 2519 | 355/2020/B01-DFS | test subject | g Mantosh Kumar Ojha, B0 15EcT. | iy 14/03/2020 1253 AM BR#&
§ 14032020 1253 AM

(T) ! 2518 | 350/2020/801-DFS | test subject | B9 Mankosh Kumar Ojha, BO 1 SECTI 14/03/2020 12:51 AM B R #
§ 14032020 1252 A

(Z) 1 2515 | 351/2020/B01-DFS | test subject | S Mancosh Kumar Cjha, BO 15ECTI. | By 14/03/2020 12:46 AM B #
& 14032020 12:46 AM

Figure 154

Description — Acknowledgement Created List

e In the list of acknowledgements created, user can see the acknowledgement numbers, the computer
number and the receipt number against which it is created, Subject, Subject category and the date
on which it was created.

e i ) % Shravan Kumar
@fflCe « eFile ver.70 1. Information e “ Ll s
RECEIPT Creste »  Inbox  Sent  Advance Search Heads ISSUE Sent  Returned  Advance Search

Adknoviedgament Created ™ D

| createaon 11 ‘

52

Comp.No. 1] | Peceipt No. | Subject

07/04/202004:34PM X

3501/2020/801-DF5 < 80304032772 ACS1oCM 06/04/202009:22PM &
5. Sorting Records

3493/2020/B01-DFS Advertisement 06/04/2020 08:45 PM E

361/2020/BO1-DFS Tecrey X ‘ ACP and other related matters 02/04/202007:55PM &

3473/2020/B01-DFS wel

2. Click on ACK No. to
open acknowledgement
and click open to 'EDIT'

ACR refated matiers

34593/2020/B01-DFS ANl Accounts related matters

2/2029/801-DFS CCS University ACP and other related 05/03/2020 12:01 PM

13/2028/B01-DFS/DFS CCS University ACP and other related matters !
421/2020/801-DFS 250002 ACP and other related matters H
420/2020/B01-DFS 250002 ACP and other related matters 14/03/202008:44AM X
2/2029/801-DFS CCS University ACP and other related matters 05/03/202012:23PM &
K3
EY

05/03/2020 12:00 PM

2/2029/801-DFS CCS University ACP and other relat

Figure 155

e To view the acknowledgements user can click the acknowledgement numbers.
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e The list of acknowledgements can be filtered base on creation date range.

RECEWPT Creste +  Inbox Sent  Advance Search

Acknowledgement Created

3502/2020/B01-DFS

3501/2020/801-DFS

=
e

3493/2020/801-DFS

:EI 2525 361/2020/B01-DFS
5. 120 3
| ]
2665 3473/2020/B01-DFS
= ()
. 2686 3493/2020/B01-DFS
Q 2138 13/2028/B01-DFS/DFS
2585 421/2020/B01-DFS
.ﬂ 2 2584 420/2020/BO1-DFS
D<)
2154 2/2029/801-DFS
]
i
e 2154 2/2029%/B01-DFS
2154 2/2029/801-DFS
1965 1469/2020/801-DFS

€CS University
250002
250002
€CS University
€CS University
€CS University

sdfds!

Create  inbox  Sent  Advance Search

Creation Date From

ISSUE Sent Returned  Advance Search

Creation Date To

[}

ERES |

ACP and other related matters 02/04/
ACR related matters 02/04/
Al Accounts related matters 24/03/
ACP and other related matters 1403/
& % r related matters 14/03/.
3. Filter view

281 n Shravan Xumar
L & en ASSTI{BO1}OFS

B Acknowledgement No
B computer Number
- 3 Receipt Number

007:55 PM

007:54 PM

0 12:29 AM

0 08:46 AM

L L R R L ()

08:45 AM

her related matters

ACP and other related matters

4 Module-wise
Search

ACP and other related matters

ACP and other related matters

A AMCIFSMA cases

05/03/2020 12:00PM &

02/03/202003:19PM &

Figure 156

o Acknowledgements can be searched in module wise search base on acknowledgment numbers,
computer number, receipt number and subject.

e The list can also be sorted based on computer number and the creation date by clicking on the

column headers.

e Users can action on acknowledgments such as ‘Edit’ and taking ‘Print’ of the acknowledgement.

Edit Acknowledgement

Describes the process of editing a previously created acknowledgement in the Created list of

Acknowledgement.

STEPS TO FOLLOW:

1. Inthe ‘Receipts’ module, Click ‘Created’ under ‘Acknowledgement’.

ff_'ce

ssurn €File ver. 70

RECEIPT Create m Sent  Advance Search FILE

A i eTow Send | SendBack  Copy Close
Receipt

(VBOT-DFS | test subject | 2o Mantosh Kumar Ojhia, BO 1 SECTI

(0/BO1-DFS | test subject | &g Manwosh Kumar Ojha, BO 1 SECTI

[

ly | & Mantosh Kurmar Ojhs, B0 1 SECT

> []

©

@ 14/03/2020 08:33 AM

(£) 12522 | 358/2020/801-DF | vest subject | & Manash Kumar Ojfa, BO 1 SECTI
§ 10202012580

gie Bn

(7) ! 2583 | 4192020801075 | ) | CCS University | & Mantosh Kurnar Ojha, BO 15

Creste  Inbox  Sent  Advance Search

fd 20/03/2020 04:15 PM

i 140372020 10:11 AM

14/03/2020 08:53 AM

Wiversity | & Mantosh Kumas Ojtva, B 1SECTL.. | [ 141032020 08:50 AV

£CT, 14/03/2020 (8:37 AM

) 140372020 1258 AM
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RECEWPT Creste »  Inbox  Sent  Advance Search Create Sent  Retumed  Advance Search

Acknowdedgement Created B _

T
| Created On 1]

HJ 2696 3502/2020/801-DFS acr ACS 10 CM 7/04202004:34PM &
Py 2695 3501/2020/B01.-DFS Autarnation Testing ST 12334332211236030493277673... ACS 10 CM 06/04/20200922PM &
o 2693 3499/2020/B01-DFS adv Advertisement 06/04202008:45PM &
3‘ 2525 361/2020/B01.DFS L subject ACP and other related matters 02/04202007:55PM &
2665 347212020/801-DF5 wel ACR related matters 02/04/202007:54PM &
=0
4 2686 3493/2020/B01-DFS s Al Accounts related matters. 24032020 1229AM &
& 2138 13/2028/801-DFS/DFS €CS University ACP and other celated matters 14003/202008:46AM &
2585 421/2020/B01-DFS 250002 ACP and othver related matters 14/03/202008:45AM &
;E‘l 2584 420/2020/B01.DFS 250002 ACP and other related matters 02008:¢4AM &
<
PR 122020 Ak 2154 212029/801-DFS €CS University ACP and other related matters 05/03/20201223PM &
[
(O 1512020 AcK 2154 2/2029/B01.DFS €CS University ACP and other related matters 05/03/2020 1201 PM &
180/2020-ACK 2154 2/2029/B01-DFS €CS University ACP and other related matters /032020 1200PM &
.
Figure 158
ick ‘Edit’ action b dify th f the ack led
3. Click t’ action button to modify the content of the acknowledgement.
- 1 — 281 Shravan Kumar
LOffiCe  rilever » e
RECEIPT  Crese) Inbox Semt  Advance Search Creste  Inbox  Sent  Advance Search 1SSUE Sent Retumed  Advance Search
. Receipt Details
Nature : 3 Camp. No.: 2637
Receipt No. : 3503/2020/801.OFS @} Main Category : Miscellaneous Fies
Sub Category : Letter Ref. No. :
o
== Letter Date : Delivery Mode : Hand
National Informatics Centre > A
"ﬁ eOffice Project Division Sender Type
- K . Ni i
4 OOCoomlex New el Subject : Guidelines an Internship for Undergraduates
=0 Enclosure/ Remarks @
a: L Sender Details
Sh Abhishek Mishra, -
Mnistry of Parfamentary Affairs, -
& New Dot = 1000 Min_/Dept./Others : i:mlsuy of Parfiamentary Affa Address : North Blck, New Delhi
o Dt - 08,04.2020 Name : Abhishek Mishea Designation :
] sons 2
— Sub- Acknowkdgement of your ketter no -1 1011272020 dated 30,03, 2020 L s ——
}, Country : INDIA State : Delhi
"G Izer Abshek Mitra,
City/Distriet : Pin Code :
Your ketter hes boeen reccived. For fimure S refor o the - i
3503/2020/B0-1-DES — itk
Fax:
ASSTI(BO1}-DFS
&
v
Copyri 020, designed and developed

Figure 159

4. Click ‘Continue’ to update the changes.

Note:

* A ssigned acknowledgment cannot be edited.
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RECEWPT Creste +  Inbox  Sent  Advance Search Create  iInbox Advance Search ISSUE Returned  Advance Search

# A | [ ReceiptDetils

Nature : c Comp. No. = 2697
Receipt No.: 3503/2020/801-DFS @} Main Category : Miscellaneous Fles
Sub Category : Letter Ref. No. :
o National Informatics Ceptre
as0a 2Qffice Project Division Letter Date = Delivery Mode : By Hand
£GQ Complex, New Delhi Sender Type -
F{ul
- Subject : ines an  for Undergraduat
To,
losure/ R :
= or o Enclosure/ Remarks
B Ministry of Parliamentary Affairs, . Sender Details
New Delhi- 110 001
m Min/Dept./Others : Ministry of Parfamentary Al Address : North Block, New Delhi
— Date - 08.04.2020 irs
‘ﬂ Sub:- Acknowledgement of your letter no -110/112/2020 dated e AN M DSt
DX 30.03.2020 Organisation : Email -
',é Dear Abhishgk Mishra. Country : INDIA State: Delhi
Your letter has been received. For future communication please refer to the City/Districe : Pin Code :
correspondence no. 3503/2020/BO-1-DFS Mobile - Landiine
Fax:
Regards,

ASST1(BO1)-RES

e

8 copyright © 2020, designed and developed by Nic

Figure 160
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Sent

RECEWPT Creste »  Inbox Advance Search Advance Search ISSUE Sent  Retumed  Advance Search

/ success

Success Message

Acknowdedgement has been

Comp. No. : updated
Receipt No. : 3503/2020/801-DFS &) Main Category : S
Sub Category : Letter Ref. No.
Letter Date = Delivery Mode : Hand
National Infornatics Centre = o By Haox
eOffice Project Division Sender Type -
OG0 Colmptex, Newheml Subject : ines on for Undergraduat
= Enclosure/ Remarks ©
To.
8 Sh Abhishek Mishra. [ Sender Details
Minsstry of Parkamentary Affars, s -
Q NevDoaisi1b ol Min_/Dept./Others : i:mlsuy of Parkamentary Afla  Address : North Bock, New Delhi
p Dete - 08,04.2020 Name : Abhishek Mishea Designation :
< Organisation : Email :
Subz- Acknowkedgement of your ketter no - 11001122020 dated 30032020 8 = o3
}. Country: INDIA State: Delhi
o Dezr Ablishek Madwa,
City/District - Pin Code :
Your ketrer has boen reccived. For fimure ion please refer 1o the © N
3S032020B0- 1-DFS jantie > R
Fax:

Regards,
Strnan Kumar
ASSTI(BOI»-DFS

=
v
Figure 161
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Signing Acknowledgement

The section describes the digital signing process of an acknowledgement.

DSC SIGN

It is the process of digitally signing using eToken.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘DSC Sign’ button.

3. Refer step 5 onwards under article Signing draft.

eSign

It 1s the process of digitally signing using eHastakshar/eSign services based on AADHAR.
User can digitally sign using OTP or biometrics.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from Receipt—> Acknowledgement->Created.
2. Click eSign button.

3. Refer step 5 onwards under article Signing draft.

Ink Sign

It is the process of maintaining a copy of physically signed draft letter and confirming it with
its originally approved copy in the system.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy is available by clicking on ‘Signed Copy’ link.)

3. Refer step 5 onwards under article Signing draft.

Copyright © NIC, 2020
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Send Acknowledgement

Describes the process of sending personalized acknowledgement to the desired recipient(s) (sender of the
receipt or to any other required recipient).

STEPS TO FOLLOW:

1.

2. Intended recipients are listed under ‘Recipient Details’.
required.

Copyright © NIC, 2020

Click ‘Initiate Dispatch’ to initiate dispatch for the acknowledgement.

ceffice_

eFile ver.70

= RECEWPT Creste s Inbox  Sent  Advance Search Advance Search

o;

Nature :

|
[

Receipt No.:
Sub Category :

o
(]

Letter Date -

i.

National Informatics Centre
€Office Project Division Sender Type :

€GO Conplex. New Delli Subject :

To.

B o ry

Manstry of Parfumertary Affirs,
New Dehi- 110 001

Diwte: - 08.04.2020 Name :

3]

R

Sub:- Acknowkedement of your ketter o -1100112/2020 dated 30,03 2020 CRsanatn
Country:
1zer Abbmshok Madwe,

e

City/District :
Your ketrer hes bocs cived. For fimuc
35032020080 1-1FS

Mobile :
Fax:
Regards,

Strnvan Kuenvr
ASSTI(BOI»-DFS

'® DSCSign | inkSign m Initiate Dispatch

Acknowledgement No.: 221/2020-ACK - Receipt Details

Enclosure/ Remarks :
Sh Abhishok Mashra. [ Sender Details

Min/Dept./Others :

21 Shravan Kumar

ISSUE Sent Retumed  Advance Search
c Comp. No.: 2697
3503/2020/B01-DFS 8} Main Category : Miscellaneous Fles
Letter Ref. No.:
Delivery Mode : By Hand
Guidel ip for L
Ministry of Parfamentary Alla  Address : North Block, New Deli
irs
Abhishek Mishea Designation -
Email :
INDIA State: Delhi
Pin Code :
LandLine :

[ ocyright © 2020, desgned snd doveloped by e

Figure 162

Click ‘Add Recipients’ to add more, if
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National Informutics Centre
eOffice Project Division
CGO Complex, New Delbé

To,

Sh Abhishek Mishen,
Mirntry of Parkamentary Affses,
New Delti- 110 001

Diute - 08.04.2020
Subic- Acknowlkedgmens of your ktter no - 11011272020 dated 30.03,2020

Dear Abhishek Mishra,

Your ketter his been recened. For fisture Pl nefr 1o the ¥ o,
35032020'BO-1-DFS

Regrds,
Shraven Ko
ASSTHBOI -DFS

Figure 163

3. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).

¢) Self— Choose Self, if the letter is to be dispatched through self.
d) CRU - Choose ‘CRU’, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

¢ CRU Name - Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
¢ Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Note:

Dispatch by Self and CRU is not applicable for ‘Internal’ and ‘External’ Recipient.
Dispatch to recipients under ‘Internal’ and ‘External’ will take place as eOffice to eOffice
transaction.

4. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:

Delivery Mode Postal is available only in case Dispatch mode chosen is Self.

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

Copyright © NIC, 2020
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b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.
Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

¢) SMS — Select SMS checkbox and provide mobile no. (Auto populated if available) for sending
notification to the recipient regarding the dispatch.

Note:

= Delivery Mode ‘Email’ and SMS’ are available only in case the email ID and mobile number details
of the respective recipient is added in the recipient details.

5. Enter Additional Email Details — If the letter is to be dispatched additionally to some people,
then this can be done via email. For example, you might want to dispatch a copy to one of the
officials in senior management for information purpose only. For dispatching to additional users,
provide Email ID, Subject and Email Message. The Dispatch letter is automatically attached to

the email.

6. Click Send.

Note:
» To check the list of Acknowledgement sent so far, and check their respective Dispatch numbers generated

for every recipient, Refer Dispatch (Officer)> Acknowledgement - Sent.

Copyright © NIC, 2020
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Consolidated View of Receipt

This feature allow user to view receipts available on his or her multiple posts in a single window.

STEPS TO FOLLOW:

1. Log into eFile account to view file inbox list of primary post

2. Click “All” posts link available in dropdown under Logged in user’s Primary post in profile area.

z PAEOFFICE
f @ff[gg - OFI1E ver 70 ’ | n PAEOFFICE
—_— o

RECEPT  Creates Inbox  Sent | Advance Search FILE Creare [ senc | Advence Search O TTICE
Receive Send Send Back | Move T Create Vol Create Part park Clos - PA-DDG(Rachna Srivastava)
eceive Sen Send Bac oveTo v reate Volume reate Pa ar lose v - Search Here... PR RS DR
OIS N TR ) [ |
PA-EOFFICE
£ 3002227 P-12011{11)/22/2019- Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice  31/03/2020  31/03/2020 File(E-0/6 P-0/0) Receipt{E-13/21 P-0/2)
EQFFICE Karnataka State Un... MMP... 05:41 PM 07:02 PM Al
E 3105879 P-12011(11)/16/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  30/03/2020  30/03/2020
EOFFICE B MMP... 00:16AM  10:21 AM ® Logout
E 3105207 P-12011(11)/13/2020- Approval for implementation of eOffice  Nirvesh Kumar,eQffice 24/03/2020  24/03/2020
EOFFICE (SPARROW]) ... MMP Divi... 09:41 AM 09:41 AM =
E 3105600 P-12011(11)/15/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  20/03/2020  24/03/2020
EOFFICE in various ... MMP... 12:12 PM 09:38 AM
E 3105272 P-12011(11)/12/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  17/03/2020  17/03/2020
EOFFICE in various ... MMP... 01:16 PM 01:16 PM
Figure 164

3. Click OK in the confirmation popup to switch to consolidated inbox.

All the unsaved info of previous tabs will be lost.

Are you sure to switch post?

Cancel

Figure 165

Consolidated Receipt Inbox

e Consolidated Inbox will display Receipt Marked To users multiple posts in a single Inbox list.

e Fields Like Computer No., Receipt number, Subject, Sent By, Sent On, Marked To (Post), Due
On, Read on and Remarks are displayed

e Actions on single Receipt selection- Receive (Applicable for unreceived physical Receipt only), Put in a
File, Send Back, Send, Dispatch and Close can be taken.

e Receipt inner page (Detail Page) can be viewed by clicking on Receipt Number.

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name.

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon

Copyright © NIC, 2020
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Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No., File No., Sent On and Due On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sent By and
Remarks)

Using context menu (on mouse right click) Inbox Receipt can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Note:

Receipts in Inbox folder of user’s various posts should be displayed in Consolidated Inbox List.

Consolidated Receipt Created List

Consolidated Created list will display Receipt created by users multiple posts in a single created list.

Fields like Computer No., Receipt number, Subject, Subject Category, Created By, Created On and
Remarks are displayed.

Actions on single Receipt selection- Send, Put in a File, Dispatch, Generate Acknowledgement
and Close.

Receipt Inner Page (Detail Page) can be viewed by clicking on Receipt Number.

Created By user details (Name, Designation, Marking Abbreviation, Post, Section, Department,
Email and Instance) can be viewed by clicking on user’s name.

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No. and Created On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Subject
Category and Remarks)

Using context menu (on mouse right click) created receipt can Opened in Same or Different Tab
of browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of Receipt having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Copyright © NIC, 2020
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Consolidated Receipt Sent List

e Consolidated Sent list will display Receipt sent by users multiple posts in a single list.

e Fields like Computer No., Receipt number, Subject, Sender, Sent By, Sent To, Sent On, Due On
and Remark are displayed.

e Actions on single Receipt selection- Send, Generate Acknowledgement, Pull Back and Initiate
Action can be taken.

e Receipt inner page can be viewed by clicking on File Number in Read only Mode.

e Sent By and Sent To user details (Name, Designation, Marking Abbreviation, Post, Section,
Department, Email and Instance) can be viewed by clicking on user’s name.

e User should be able to Initiate Action on individual electronic and physical Receipt (Action should
be initiated from post from which individual Receipt is forwarded)

e User should be able to Pull Back individual Unreceived (P)/Unread (E) Receipt. (Action on Multiple
selection is allowed if selected Receipt are forwarded from same post)

e Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

e List of Receipt can be sorted based on Computer No. and Created On.

e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender,
Sent To and Remark)

e C(lickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

e Legends and Color Code should be used to differentiate various receipts in list.

Copyright © NIC, 2020
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Print/Download Receipt

This feature allows user to Print/Download content of Receipt as per selection

Important Points:
v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download/Print action button on Receipt Inner Page to open Downloading page.

— 1450 n Saroja Kumar Patro
« eFile ver 70 B TD(SKP)}-EOFFICE

RECEIPT Creare + Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Rerurned  Advance Search

Movement Copy send Send Back = Putinafile  Draftw Edit Action Details | Attach

E 5055903 5232/2020/EQFFICE Common Office Services

+  Automatic Zoon % . 2 ~
Basic Details
Comp. No. : 5055903 Receipt No. : 5232/2020/EOFFICE
: ; ®i
A Slmple PDF Flie Nature : Electronic File No. :
This is a small demonstration pdf file - Main Category : Common Office Services  Sub Category :
st Tok s il el Vil MAcorianios, Hiloris, e feia i midee! From : Name: Automation Testi  Designation ASO
text. And more text. And more text And more text
ng
And more tesd. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz. And more text. And more text. And Forms of Letter Delivery Mode : Courier

more text. And more fext. And more text. And more text. And more text.
And more text. And more texd.

Communications :

And more taxt. And more text. And more text. And more text. And more Sender Type : Letter Ref. No. :
text. And more text. And more text. Even more. Continued on page 2 ...
Letter Date : Received Date : 28/05/2020
Diary Date : 28/05/2020 Diarised By : Yerur Siraj Ahmed, eOffic
e MMP Division
Subject : test subject

Enclosure/ Remarks :

Address : Automation Testing

Figure 166

2. Select the Radio Button (Complete Receipt, Receipt Details, Draft, Issue, Movements History and
Action Detail) as per requirement.

3. Select Customize button (if required) to download selected content of Complete Receipt, Draft,
Issue, Movements History and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Copyright © NIC, 2020
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wn €File ver.7.0 L TD(SKP)-EOFFICE

RECEIPT Create» Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search Sent  Returned  Advance Search

Movement Copy send sendBack  Putinafile | Draftw Edit Action Details =~ Attach =

32/2020/EQFFICE E 5055903 5232/2020/EOFFICE Common Office Services

~
% Basic Details

.. Comp. No. : 5055903 Receipt No. : 5232/2020/EQFFICE
D= Details B
Attached/Detached Files B3 Attached/Detached Receipts Dispatch & Drafis Nature : Electronic File No. :
ﬁ B Closed History Main Category : Comman Office Services  Sub Category :
From: MName: Automarion Testin  Designation : ASO
‘w Draft g
B
Forms of Lemer Delivery Mode : Courier
:-m Dispatch Communications :
Sender Type : Letter Ref. No. :
_' Movement History Cus it
o Letter Date : Received Date : 28/05/2020
C =
Action Details Diary Dare : 28/05/2020 Diarised By : Yerur Siraj Ahmed, eOffic
] & MMP Division
Remarks
Subject : test subject
g Enclosure/ Remarks :
=
Address : Automation Testing
9 Receipt(s) |
| Movement | Attached/Detached Dispatch Closed r
Figure 167
Note:

= Selected Content of Receipt will get downloaded to Systems in PDF format.

= Receipt No. (Computer No.) will be embossed on every page of downloaded File.

* Draft no., Issue no., Receipt no. will be embossed on respective documents.

» Downloaded page sequence No. should be embossed on every page at center Bottom.
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Advance Search for Receipt

This Feature allows User to users to Search and Retrieve Receipt (According to the assigned Search
Scope) and takes actions on searched records (According to assigned Action Scope).

Important Points:

v’ Search Privileges must have been set for instance level by administrator. (Refer Search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer Search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in Receipt Quick Access Menu. (System redirects to the ‘Advanced
Search’ screen with ‘Receipt’ tab activated by default.)

ffice 245" n Saroja Kumar Patro
wron €File ver 70 3 TD(SKP)- EOFFICE

RECEIPT Creare » m Sent  Advance Search Create  Inbox = Sent  Advance Search ISSUE Sent  Rewrned  Advance Search

Receive = Putinafile = Move Tow Send Send Back Copy E teceipt Vi (RGN Sclect User

(7] 1 5055906 | 5235/2020/EQFFICE . | abedefg | &g Yerur Siraj Ahmed, eOffice MMP... | i, 28/05/2020 01:07 PM
{f 28/05/2020 01:08 PM

5055903 | 5232/2020/EQFFICE . | testsubject | S Yerur Siraj Ahmed, eOffice MMP... 28/05/2020 01:06 PM
{H 2805/2020 01:06 PM

[P] 15055901 | 5230/2020/EQFFICE «. | abedefg | &g Yerur Siraj Ahmed, eOffice MMP... | f5, 28/05/2020 01:05 PM
{13 28052020 01:05 PM

5055899 | 5228/2020/EOFFICE . | testsubject | B Yerur Siraj Ahmed, eOffice MMP... 28/05/2020 01:03 PM
{fy 28052020 01:04 PM

[P) | 5055897 | 5226/2020/EQFFICE . | abedefg | 3 Yerur Siraj Ahmed, eOffice MMP... | £, 28/05/2020 01:02 PM
{$ 28/05/2020 01:02 PM

5055895 = 5224/2020/EOFFICE « | testsubject | e Yerur Siraj Ahmed, eOffice MMP... | g 28/05/2020 01:01 PM
3 28/05/202001:01 PM

Figure 168

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
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250 Shravan Kumar
‘ e n ASSTI{BO1)-DF5 i

RECEIPT Create »  Inbox  Sent Create  Inbox Sent  Advance Search DISPATCH Sent Returned  Advance Search
5 ; . <A
File| | Receipt || lssue P:Global | E:Global | #
1
Comp. No. Receipt No. Subject Pglys‘\j(?I Scope =
' [ Include Closed bl
= Electronic Scope

Send | Reopen | Receive | Pull Up | Pull Back
Comp. No. 1} | Receipt No. {1 Subject 1] i Forwarding Remark | Sent On {]

Mo records found

Fi igur;j 69
3. Search from main Basic parameters (Computer no., Receipt No. or Subject). Figure 169

4. Select Additional parameters from dropdown list icon to search with additional inputs.
(Received/ Sent, Diary Detail and Sender Detail)

@fflce ’ eFile verso i‘m 9 n iiivam?::: =

RECEIPT Create +  Inbox  Sent Create  Inbox Sent  Advance Search DISPATCH Sent Returned  Advance Search

P:Global | E:Global 4~

A A

18
File | Receipt | Issue
5 Comp. No. Receipt No. Subject
E‘-—"- || Include Closed
E]
B Receiveds sent Remarks x
= | B Diary Details epartment ~  Select Section ~| | Select User
| Sender Details
,.m a e To Date Forwarding Action Initiation Action Remarks Initiation Action Type
‘- vy B3| | dd/mmiyyyy ® | ChooseOne - Choose One M
- Diary Details "
)
& ‘ Letter Ref. No. Forms Of Communications | Language ¥ Main Category *  SubCategory e
Letter Date Diary Date Received Date
‘h From Date B | ToDate 88 FromDate B | ToDate B | FromDate B8 | ToDate ]
kel
m Sender Details ®
Winistry/Depariment/Cthers Organisation
e VIP Name Designation Email/Mobile
"é Select -
Address State City/District
Select = | Select =
T~ a8

Send | Reopen | Receive | Pull Up | Pull Back

Comp. No. 1] | Receipt No. §] I Forwarding Remark: Sent On 1]

Mo records found

NIC
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Figure 170

5. Click Search Receipt button to search the receipt records.

6. Opt for default output fields or Select/Remove output fields. (Computer No., Receipt No. and Subject
cannot be removed)
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Figure 171

Note:

= List of Receipt will be displayed based on selected input search parameters values.

» Searched record will display file(s) depending on their current location.

= Searched record list can be sorted depending on Active, Created and Closed File.

» By Default Closed Receipt will not be displayed in output. User should have to select Include Closed
checkbox to retrieve closed Receipt Record.

Actions Allowed on Searched Receipt

e Send: Clicking Send Action Link/Menu (for single/multiple Receipt) should open send window to
forward single/multiple Receipt.

Note:

= This action will be applicable when receipt is available in signed in user’s Receipt inbox/inbox
folder/Created.

e Reopen: Clicking on Reopen Action Link/Menu (for single/multiple Receipt) should open
Reopen Remark popup. On providing mandatory Remark and Clicking OK should Reopen the
Receipt.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt Closed (By Me)
List.

e Receive: Clicking on Receive Action Link/Menu (for single/multiple Receipt) should Receive
unreceived physical receipt to user’s Receipt inbox.
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Note:

= This action will be applicable when physical receipt is available in user’s Receipt inbox/inbox
folder in unreceived state.

e Pull Up: Clicking Pull up Action Link/Menu (for single/multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Up single/multiple Receipt to
user’s Receipt inbox.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Pull Back: Clicking Pull Back Action Link/Menu (for single/ multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Back single/multiple Receipt
to user’s Receipt inbox.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt sent list and
remained in unread/unreceived state in recipient Inbox.

e Details: Clicking on details action link should display the complete Details and Movement of
Receipt.
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A File is a collection of related records which comprises of Receipts, Noting, Drafts, References, and
Linked Files.

Create a new File

STEPS TO FOLLOW:

1. Click “Create New” from the “File” module or “Create” link in Quick Access Menu bar to view
file creation page. (Figure 172)

2. Select Nature (Electronic/Physical) and Type (Non SFS/SFS) of File to be created.
3. Select the File-Heads from the available drop-down list under “File No”.

4. Enter Mandatory Description and provide other relevant details like Main Category, Sub-Category,
Remarks, Previous References, Later References and Language.

5. Click ‘Continue working’ to create a new file of selected Nature and Type.

272 Shravan Kumar
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o @
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Other Details
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Continue Working » Step 5

Figure 172

Note:
= Creation of File depends upon Role Assigned to User
= Selection of Nature and Type of File is Configuration Based
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IMPORTANT POINTS:

e Non SFS - User must select the available file heads for the nomenclature of File.
e SFS -User can enter File No. without any restriction or standards

¢ File No. once generated cannot be edited however other metadata can be edited any time by the
users of Dealing Section of File.

e Created Files can be viewed from Created Sub module of File Module.

Created File List

The Created List of Files displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files those are forwarded to recipient but pulled back later. User can Click Created link under file
module to view Created File listing. (Figure 173)

LG 0

FILE Create  Inbox Sent  Advance Search SSU Sent Returned  Advance Search

Search Here...

Subject Category Created On 1}

& wedwedwed 1840372020 1217 PM 2
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wwed 1840372020 10:37 AM B

tyh 18/03/2020 10:18 AM
tyh 18/03/202010:17 AM
rthg 17/03/2020 06:27 PM
gfeff 17/03/2020 0455 PM
0/2/2020-B071-DFS MMMIMMm 17/03/2020 04:24 PM ﬁ
Figure 173

e Created List displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files forwarded to recipient but pulled back later.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Subject Category, Created
On and Remarks are displayed.

e Actions like Send, Create Volume (For Physical File), Create Part, Close can be taken.
o File inner page can be viewed by clicking on File Number.

e List of Files can be sorted based on Computer No. and Created On. (Figure 174)
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e Using context menu (on mouse right click) created files can be opened in same or different tabs of
browser and can be sent (Figure 175).
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Figure 175

e Files can be searched using Module Search (Computer No., File No., Subject, Subject Category
and Remarks. (Figure 176)
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e Created File list of Self, Section User and User under individual post hierarchy can be viewed
through File view (Figure 177).

© = Een~
= ? Search Here... b4 Select User =
=R
omp. No e No bje bject Catego A0 e 0 serf Section Hierarchy
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Figure 177

Note:

= Created list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

e C(Clickable Attachment Icon will be displayed next to File no. in case of File having an attached
File/Receipt. (Figure 178)

eFile ver 70
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Figure 178

Note:
» (Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

e Created File list can be filtered depending on Nature, Subject Category and Creation Date by
clicking Filter Icon in menu bar. (Figure 179)
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Figure 179

e Legends and Color Code are used to differentiate various Files in list.
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File Inbox

The File Inbox is the list of Files submitted/marked to a user. The Files in Inbox are in active state
pending for the user’s necessary action for its disposal. User can clicks on Inbox sub module under File
module or Inbox Quick Access menu of File in the Home Page to view Inbox List.
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Figure 180
e Inbox list displays record of Files that have been marked to the logged in user.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Sent By, Sent On, Read on,
Due On and Remarks are displayed.

e Physical file marked to user are displayed as unreceived and user will not be able to click open the
file without receiving them.

e Actions like -Receive (Applicable for unreceived physical files only), Send Back, Send, Move To
(Inbox Folder), Create Volume (Applicable for physical files only), Create Part, Park, Close (Send
For Approval) can be taken.

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon. (Figure 181)
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Figure 181

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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File inner page can be viewed by clicking on File Number.

Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name. (Figure 182)
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List of Files can be sorted based on Computer No., Sent On and Due On

eFile ver70
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Figure 182
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Figure 183
Files can be searched using Module Search (Computer No., File No., Subject, Sent By and
.
Remarks). (Figure 184)
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Figure 184

Using context menu (on mouse right click) Inbox files can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back. (Figure 185)
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e Inbox file list of Self, Section User and User under individual post hierarchy can be viewed through
File view. (Figure 186)
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Figure 186

Note:

= Inbox list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

e C(Clickable Attachment Icon will be displayed next to file no. in case of file having an attached
File/Receipt. (Figure 187)
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Figure 187

Note:
» (Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

e Inbox File List can be filtered depending on Nature, Priority, SubjectCategory and Sent Date,
Due Date, etc. by clicking Filter Icon in menu bar. (Figure 188)
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Figure 188

e Legends and Color Code will be used to differentiate various file in list.

Move File to Folder of Inbox

User can manage Inbox Files by moving selected Files to Self-created Folders in File Inbox.

STEPS TO FOLLOW:

1. Select Files from Inbox or Folder of Inbox.

2. Click destination Folder from dropdown list of My Folders under Move to menu. (Figure 189)
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{3 12/03/2020 10:01 PM
J [E] 3791 | Award Sect-11010/128/2020-BO1-... @ Enter Description .Q Mantosh Kumar Ojha, BO 1 SECTI... | [y 12/03/2020 07:17 PM §

Figure 189

Note:
» For Editing Folder Name and Deleting Folders Refer Folder Management.
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Electronic File Inner Page

Electronic File Inner pages displays Nature of File, Computer No., File No., Subject, Noting Panel,
Correspondence panel and various menus to work on file. (Figure 190)

Electronic File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.

® f' 68 2 n Shravan Kumar
.f ce CEle 4 ASST1(BO1}-DFS
RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned = Advance Search

% Movement  Details Draft » Edit send send Back | LinkFiles Attachw Park Close¥ | Morev

File Inbox / Award Sect-11010/194/2020-BO1-DFS E 3867 Award Sect-11010/194/2020-BO1-DFS Tes:ir\gJ

28 . * .

Hg 7 Y 0 © 1222/2020/B01-DFs

Note #1
| Note 1

1222120200B01-DFS

@ - :
LA

12/03/2020 09:56 PM Mantosh Kumar Ojha A Slmple PDF F”e

AS5T2(BO-1)-DFS

m This is a small demeonstration .pdf fle -
]
U8 Note #2 just for wse in the Virtual Mecharics tutarials. More text. And mare
text And more text. And more text. And more
:m And more text And more text. And more text And more text. And more
- i texd. And more text. Boring, 2zzzz. And more text. And more text And
more text. And more text And more text. And more text. And more text
And . And mare text.
=Pl 18/03/2020 11:37 AM shravan Kumar o
S e And mare text. And more text. And more ted. And more text. And more
: FOSTIBEIEDES text. And more text. And mere text. Even more. Gontinued on page 2 ..
L Note #3
G
=]
18/03/2020 11:38 AM Mantosh Kumar Ojha
ASST2(BO-1}-DFs
Note #4
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Figure 190
Actions on File Inner Page

Actions on Menu Bar

¢ File Home Page: Clicking File homepage Icon will display files Green Note in Left Panel and
ToC/Recent Correspondence (As per preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File
e Details: Clicking Details will open Detail Page of File.
e Draft: Clicking Draft menu will display Create New and View Draft sub menu.
o Clicking Create new sub menu of Draft, will open Draft editor page.
o Clicking View Draft sub menu of Draft will open List of Draft Created on Right Panel.
o [Edit: Clicking Edit will open File Cover Page to edit Meta data of File.
e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in To Field.
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e Link: Clicking Link Menu will open Linked Files List with option to Link Files.

e Attach: Clicking on sub menu Attach File/Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

e Park: Clicking on Park Menu of file will open popup to move File to Parked Folder.

e Close: Clicking on submenu (Close/ Send for Approval) of Close will open popup to take
necessary action.

e More: Clicking More action menu will display following menus in drop-down.
o Action Detail: Clicking Action Detail will open Initiated Action detail Page.
o Create Part: Clicking on Create Part will open Part File creation page.
o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.
=  Merge File sub menu will be inactive for Electronic File.
=  Merge Detail will open details of merged File.

e Print/Download: Clicking on Download will display a Print/ Download page to View or
Download Complete/Customized File, Noting, Correspondences, DFA, Local Reference,
Movement History and Action Detail.

Note:

* Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

Actions on Left Panel (Noting Panel)

63 - n Shravan Kumar
= 2 C= it B
» eFile ver.70 ASST1(EO1)}-DFS

RECEIPT Create + Inbox Sent  Adwvance Search FILE Create  Inbox ~Sent  Advance Search ISSUE

Sent Returned  Advance Search

Movement Details Draft = Edit Send Send Back | LinkFiles = Attach = Park Close> | Morew

W E 3870 Award Sect-11010/197/2020-B01-DFS  Testing
= = &9 | 1/2499/2020 EH
O S of2 o
Leﬁ Panel
b5 002020

b Simple PDF Fi
pid .
12/03/2020 10:04 PM Mantoesh Kumar Ojha A Imp e F F”e
ASST2(BO-1}-DFS
m This is 3 small demanstration pdf fle -
B4
s just for wse in the Virtual Mechanics tutorials. More text. And mare
tas. And mare text, And mere text. And more e
~,
a2M And more text. And more text And more text And more text. And more
= ! text. And mare text. Baring, zzzzz. And more text. And more fext And
mare test. And more tekt. And more text. And more text. And mere text
@ And mors test, And mars text
o
o And more text. And more text. And mare text. And more taxt. And more
= text. And more text. And mere text. Even more. Gontinued on page 2 ..
(]
P
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Figure 191
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e Add note: Clicking on Add Note Icon will display icon to Add Green Note and Add Yellow Note.
o Add Green Note: Opens Green Noting editor page.
o Add Yellow Note: Opens Yellow Noting editor page.
e Switch View: Clicking on Switch View Icon switches the view of Noting Panel to Split view panel.
e Sort/Filter Note: Clicking in Sort/Filter note Icon display icon to Sort by ASC/DESC and Sort By
Post.
o Sort by ASC/DESC: Clicking on Icon will sort noting by Note no., in Ascending or
Descending order.
o Sort by Post: Clicking on Icon will display post of all users mentioned in Green Note and
selecting one of them will display noting of selected post.

Actions on Right Panel

68 Shravan Kumar
! ASST1(BO1)}DFS

« @File ver.70

= RECEIPT Create » | Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Rewrned = Advanc Hamburger Menu lcon
%‘ Movement  Details Draft v Edit Send send Back | LinkFiles Attach~ Park Close> | Morew
Switch Window
,za "
Eg x Y Q © 24992020
D t of2 oo TOC i=
=i Right Panel z E
Recent £ L
% 11249812020 D
{Q ] i Al
LA
12/03/2020 10:04 PM Mantosh Kumar Ojha A Slmple PDF File i
ASST2(BO-1)-DFS ) ) Previous Mot
m This is 2 small demanstration pdf file -
) ;. =
DX just for use in the Virtusl Mechanics tutorials. More tesxt. And more Migrated Notes
text. And more text. And more text. And more fext
a Draft List [
-m And more text. And more text. And more text. And more text. And more
=5 text. And more text. Boring, zzzzz. And more text. And more fext And
more test. And more text. And more text. And mare texd. And mare text Draft Document
& And more text. And more text.
o o 5 ]
2 And more text, And more text. And more text. And mre t2xt, And mare References ]
i text And more text. And more text. Even more. Continued on page 2
[_]
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Figure 192

e Switch View: Clicking on Switch Window Icon switches view of Correspondence Panel to Split view
panel.

e Referencing Icon: Clicking on Reference Icon will provide option to refer previous note or attached
correspondence in Green or Yellow note in file.

Note:

Referencing Icon will be active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.

e Action Menu dropdown list (Hamburger menu Icon): Clicking on Action Menu dropdown list will
display dropdown list of menus (TOC, Recent, All, Previous Noting, Migrated Noting, Draft List,
Draft Document and References)
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o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.

o Recent: Clicking on Recent menu icon will display latest attached correspondence in PDF
format with option to navigate all the attached correspondences.
All: Clicking on All menu icon will display all attached correspondence in PDF format.
Previous Noting: Clicking on Previous Noting menu icon will display all Previous Noting.
Migrated Noting: Clicking on Migrated Noting menu icon will display Noting uploaded during
File Migration.

Note:
Migrated Noting menu will be visible only for Migrated File having migrated Green Note.

o Draft List: Clicking on Draft List menu icon will display list of all drafts along with draft
version list.
Draft Document: Clicking on Draft document menu icon will display latest draft.

o References: Clicking in Reference menu icon will display list of all attached local References.

Physical File Inner Page

Physical File Inner pages displays Nature of File, Computer No., File No., Subject, Correspondence panel
and various menus to work on file.

Physical File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.

_ o = &8 =
SMCe. dilew s s | e
RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1SSUE Sent Retumed  Advance Search
Movement = Details Edit Send Send Back e Link Files | Attach~ Park se Dispatch | More~
File Inbox / Award Sect-11010/128/2020-8071-DFs P 3791 Award 5ect-11010/128/2020-B01-DF5
| Receipt No. / Issue No. Attached On 1} Issued On ]
(] P 1200/2020/B01-0F5 Auromation Testing Receipt 13/03/2020 06:21 PM asdasd
i} P 1201/2020/B01-DF5 Auromation Testing Receipt 13/03/2020 05:54 PM asdasd
(i) P 842/2020/B01-DFS abcdefg Receipt 13/03/2020 05:51 PM asdasdas
(] P 1202/2020/801-DF5 Automation Testing Receipt 13/03/2020 05:51 PM asdasdas
(i) P 1203/2020/801-DF5 Auromation Testing Receipt 13/03/2020 05:47 PM asdadasd
(] P 987/2020/BO1-DFS Auromation Testing Receipt 13/03/2020 05:46 PM asdasd

W [« ER(¥ ¥

Add Receipt

[l copyrient © 2020, designed and developed by NiC.

Figure 193
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Actions on File Inner Page

Action on Menu Bar

o File Home Page: Clicking File homepage Icon will display ToC/Recent Correspondence (As per
preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File

e Details: Clicking Details will open Detail Page of File.

e Edit: Clicking Edit will open File Cover Page to edit meta data of File.
e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in ‘To’ Field.

e Convert: Clicking Convert will open File conversion page to convert physical file to Electronic
File

e Link: Clicking Link Menu will open Linked Files List with option to Link Files.

e Attach: Clicking sub menu Attach File/ Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

e Park: Clicking Park Menu of file will open popup to move File to Parked Folder.

e Close: Clicking submenu (Close/ Send for Approval) of Close will open popup to take necessary
action.

e Dispatch: Clicking Dispatch will open dispatch page of File.
e More: Clicking More action menu will display following menus in drop-down.
o Action Detail: Clicking Action Detail will open Initiated Action detail Page.
o Create Part: Clicking on Create Part will open Part File creation page.
o Create Volume: Clicking on Create Volume will open File Volume creation Page.
o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.

» Merge File sub menu will open File Merging Page with option to select physical files and
merge.

» Merge Detail will open details of merged File with option to Demerge or Merge with
another.

e Print/Download: Clicking on Download will display a Print/Download page to View or
Download Complete/Customized File, Correspondences, Local Reference, Movement History
and Action Detail.
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DUGITAL WORK PLACE SCLUTION

Note:
* Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

B ke B

@t Lo U

eFile ve- 70

RECEIPT Create »  Inbox Sent  Adwvance Search

Mavement  Details Edit Send

File Inbox / Award Sect-11010/128/2020-801-DFS

List of Correspondences

Receipt No. / Issue No.

1200/2020/601-DF5

Send Back

FILE Creare  Inbox

Link Files | Attach =

Automation Testing

Sent  Advance Search

Park

Dispatch

Actions on Correspondence Panel

More ~

ISSUE Sent  Returned

Award Sect-11010/ A.

P 3791

Artached On 1]

1340372020 06:21 PM

Issued On ]

Advance Se

0-BO1-DFS ' Enter Desyription

Hamburger Menu Icon

References Lij

o

[i] P 1201/2020/B01-DFs Automation Testing Receipt 13/03/2020 05:54 PM asdasd

[i] P 842/2020/B0O1-DFS abcdefg Receipt 13/03/2020 05:51 PM asdasdas

i) P 1202/2020/B01-DFS Auromation Testing Receipt 13/03/2020 05:51 PM asdasdas

(i) P 1203/2020/B0O1-DFS Automation Testing Receipt 13/03/2020 05:47 PM asdadasd

(i) P 987/2020/BO1-DFS Automation Testing Receipt 13/03/2020 05:46 PM asdasd

W OB
Figure 194

Switch View: Clicking Switch Window Icon switches view of Correspondence Panel to Split view

panel.

Action Menu dropdown list (Hamburger menu Icon): Clicking Action Menu dropdown list will

display dropdown list of menus (TOC and References)

o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
o References: Clicking in Reference menu icon will display list of all attached local References.
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Add Correspondence in File

User can add correspondences in both Electronic and Physical File Inner page opened from File
Inbox/Inbox Folder/Created/Parked Folder and take various actions on attached correspondence.

Add Correspondence in Electronic File

User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/ Inbox Folder/ Created/
Parked through following process.

STEPS TO FOLLOW:

1. Click ToC menu from Action Menu Dropdown list in the right panel of file inner page.
(Configurable using user preference setting to view correspondence list by default).

=

o 7 278
EOffice i a

—] RECEIPT Create » Inbox Sent  Adwvance Search FILE Create  Inbox Sent  Advance Search 1S5UE Sent  Retumed  Advance Search

% Movement = Details Draft ~ Edit Send LinkFiles = Attach+ | Cosev More~
E 5244 D-13013/1/2020-BO1-DF5  Test File for Correspondance
21
G & =
Mo records found Recent {5)
A
a All
Em B
Previous Notes #¢
g
¢
X
Draft Document [
i‘[’? i References @
]
G
Figure 195

2. Click Add Receipt action button.

~OBICS | eFil6 venzo

e
ol = CINEN - — |
vem e T T T e T T e

= Mo records found

&

= Gz )

W ) ) W
£ . )
=

Figure 196

3. Select receipt from year wise sorted list of Electronic Receipt.
4. Provide mandatory Remark.
5. Click Attach to attach selected receipt in File.

List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.

Note:
= Latest correspondences (receipt/issue) will be displayed on top the list
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Put In Receipt(s)

Year 2020 : Search Here...

Nature | Comp.No. f] | Receipt No. Subject

1454 958/2020/B01-DFS test subject

1481 985/2020/B01-DFS test subject

1482 986/2020/BQ1-DFS test subject
1484 S88/2020/B01-DF> Automation Testing /

1488 5990/2020/B01-DFS Automation Testing

959/2020/BQ1-DFS Automation Testing
1000/2020/601-DFS Automation Testing
1001/2020/801-DF> Automation Testing

1002/2020/801-DFS Automation Testing

1003/2020/B01-DFS Automation Testing
Remarks * "

Add Receipt.

Figure 197

Action on ToC List

e Issue details, Dispatch Details (with option to View Remainders, View Versions of Issue,
Download Issue Attachments, Print envelope and View details of specific dispatch), Dispatched
Document (PDF) along with Attachment in respective Issue can be viewed by clicking on
information icon adjacent to attached Issue.

Issue Details

Automatic Foom s

Bl 1ssue Details

Issue No. /266512020 Issued By Shravan Kumar, BO 1 58
Date: 11-December-2012 Eradies
Issued On 25/03/2020 02:53 AM Type Izsue

File No. Award S5ect-11010/1305/  Receipt No.
Sub: Acknowiedgement of your letter no - dated 07-12.2012 2020-B01.DFS

Dear L. Kapoar, Subject Autormation Testing
Your letter has been received, For future plesse refer to the
10U2012IS(TRE) . Draft Nature Newr Reply Type

Language Forms Of
Regards. Communications

Ahay Sh
ey S Prefix Main Categary ACP and other related m

atters

Sub Category

3% Dispatch Details

® - | Recipient Type | Dispatch No. | Addressee Sent Through | Status Action

DIS/&511/20  Sumitra Narwal ASSTT.
Internal 0 SECTION OFFICER SELF DISPATCHED @

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.
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Receipt Details

B Basic Details

Comp. No.: 1483 Receipt No. : 987/2020/BO1-DFS n*_

Nature : Electronic File No. Award Sect-11010/1305/2020-801-DFS
Main Category : ACR related matters Sub Category :

From Raj Designation : 50

Forms of Communications Adnovdedgement Delivery Mode By Post

Sender Type : Letter Ref. No. :

Letter Date © Received Date : 07/02/2020

Diary Date : 07/02/2020 Diarised By : Shravan Kumar, BO 1 SECTION - DFS
Subject : Automation Testing

Enclosure/ Remarks :

Address : Hew Delhi
) Receipt(s)

Movement | Atached/Detached  Dispatch _ Closed

Sent By SentOn 1} |5mﬂn i |Mﬂv!m!ftTypq| |

Mo records found

W[« BR[| *

e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

RECEIPT Create + Inbox Sent  Advance Search FALE Create Inbox Sent  Advance Search ISSUE Sent Retuned Advance Search

% Movement Details Draft v Edit Send Send Back Link Files Attach ¥ Park Close More ¥
File Inbox / Award Sect-11010/1305/2020-801-DF5S E 5114 Award Sect-11010/1305/2020-B01-DFS ~ Automation Testing)
21 =
o B v @ Y- =

Note# 1 - Subject |lepe |Mal|mdAs|Atmcll:du1]1 |mdnng||s'ages
Mark As PUC Automst 25/03/2020
e b O/EC1 DES UIOMEN0  peceipt &7 attach
o n Testing 0306 AM
-B Mark As FR
14/03/2020 11:18 AM Shravan kumar | ;oo s Automatic | 3200 W
o ASST1(BOT}-DFS = n Testing 0253 AM
E Detach
il note # 2 Automatio 1710312020 .
Note#2 2 g uw
= | o= — T 12:330M 24 w
ST Automstio . 17/03/2020 :
|g © E 387/2020/B01-DFS sy TeceRt e 12 nnn
[ 14032020 11:19 aun Mantosh Kumar Gjha
BA ASST2(BO-I}-DFS
. i
@

o Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking on OK, closes the receipt.

Note:

»= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

o Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
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= Not applicable for Issues.

o Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

o Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

o Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

o Reopen: Click Reopen link/Icon, displays the receipt reopen confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.

Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
= Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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Add Correspondence in Physical File

User can attach pReceipt/eReceipt diarized in eOffice to a pFile opened from Inbox/ Inbox Folder/
Created/ Parked through following process.

STEPS TO FOLLOW:

1. Click Add Receipt action button.

Saroja Kumar Patra

g s CED
+ env-
o @File ver.70 L 96 TD(SKP)-EOFFICE

RECEIPT Create » Inbox Sent = Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search

Movement | Details Edit Send Send Back Convert = LinkFiles Attach Park Close v | Dispatch = More v

File Inbox / A/937/2020-QA-01 P 3115382  A/937/2020-QA-01 = 250002

176
H B
hg List of Correspondences @

| Receipt No. / Issue No. Attached On {1 Issued On {1 Remarks

@  5292/2020/ECFHICE abedefg Receipt 10/06/2020 03:37 PM rferferferf

O 5 [

Er

Figure 198
2. Select receipt from year wise sorted list of Physical/Electronic Receipt.
3. Provide mandatory Remark.

4. Click Attach to attach selected receipt in File.

Put In Receipt(s)

Year" | 2020 = ) Search Here...

Nature | Comp. No. t} | Receipt No. Subject
5052632 1998/2020/EQFFICE abcdefg
5052633 1959/2020/EQFFICE abcdefg

5052642 2008/2020/EQFFICE abcdefg

5052645 2011/2020/E0FFICE abcdefg

5052442 1808/2020/EOFFICE test subject
5052465 1831/2020/EQFFICE abcdefg
5052443 1809/2020/EQFFICE test subject
5052622 1988/2020/EOFFICE test subject
5052641 abedefg

5052644 S abcdefe

Remarks *
Atrach as correspondence.

Figure 199
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o 1 3266 Saroja Kumar Patro
e@ffice -3 g R .
o, wioeniace soopon BF118 ver 70 » TD{SKP)-EQFFICE
= RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Rewurned  Advance Search
135 Movement Details Edit Send Send Back | Convert LinkFiles = Attach v Park Close | Dispatch | More v
File inbox / A/937/2020-QA-01 P 3115382 A/937/2020-QA-01 250002
176
] =
ﬁ List of Correspondences E E

N
17

List of all the attached correspondences (Issues, eReceipt, pReceipt) will be displayed in ToC.

Receipt No. / Issue No. Attached On 1] Issued On 1] Remarks |

Attach as

2011/2020/EQFFICE

] abcdefg Receipt 20/06/2020 02:50 AM

correspondence.

@ (1] 5292/2020/EQFFICE abcdefg Receipt 19/06/2020 03:37 PM rferferferf

i

&0 Q] - DI
:

Figure 200
Note:
= Latest correspondences (receipt/issue) will be displayed on top the list
Action on ToC List

e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and Movement of the receipts can be viewed in popup window by
clicking on information icon adjacent to attached receipt.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.

e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken

from correspondence list view.
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o Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking OK, closes the receipt.

Note:

= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

o Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
= Not applicable for Issues.

o Attach With Another: Selecting a receipt from Correspondence list using check box and
clicking Attach With Another from action menu drop down, displays the list of files available
with user in which the selected receipt can be put in. Selecting File and Clicking OKwill attach
selected Receipt to respective file.

Note:

= Selected Receipt is detached from Correspondence list along with its Issues (if any).

o Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

o Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

o Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

o Reopen: Click Reopen link/Icon, displays the receipt reopens confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.
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Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
Inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
=  Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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This feature is required to add Green or Yellow Note in an electronic file opened from File Inbox/Inbox
Folder/ Created/ Parked.

Add Green Note

In order add green note in an electronic file user needs to follow following steps.

STEPS TO FOLLOW:

1. Click ‘Add Note’ icon to expand and then click ‘Green Note’ Icon in noting panel of electronic
file inner page.

-~ . 3266 = }
e @ flc e . n Saroja Kumar Patro
aoemwomsuc somon. @FL1€ ver 70 L & en TD(SKP)-EOFFICE
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File Created / ABC1/3/2020-QA-01 E 3115451 ABC1/3/2020-QA-01 wefwefwefwe
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Figure 201
Note:

= User will be able to select Standard/ User defined Quick noting (English, Hindi, Other language) by
Clinking on respective Sub Menu of Quick Noting action button available in Note Action Header.
=  Option to Discard, Save and upload Attachment will be available for green note.

2. Enter either text by typing or paste copied data (text, hyperlink and image) in the web editor or
inserts table (using editor toolbar).
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Figure 202

Note:
= Pasted content having hyperlinked data/URLs should be saved as plain text.

3. Click Attachment icon to attach document (PDF, DOCX, DOC, ODT, XLS, XLSX, PPT, PPTX,
PPSX format) if require(Figure 202).

Note:

* Document attached can be of maximum 25MB.
» (licking on Attached document will allow the user to download the document.
» Clicking on Remove icon on attached document will remove the attached document.

4. Click Save icon to finalize the Green note.
Note:

= Content either typed or copied and pasted from word document in editor should get Auto
Saved if not saved by user.

= If Text editor has blank note it will not be Auto saved or Saved.

= Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should be updated in Note
Action Header after getting auto saved.

= Color of Note Action Header should be changed for unsaved (Red) and Saved (Green) note.

» Legends will be displayed in File Inbox/Inbox Folder/Created/Parked list to indicate file
having saved Green note.
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Edit Saved Green Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Tiny MCE Web editor
is displayed in editable mode with existing noting content.)

2. Edit the content either by typing or pasting copied data (text, table, hyperlink and image) or
inserting table by using editor toolbar to make changes in the existing note.

3. Attach or Remove attached document.

4. Click Save icon to update the noting

Discard Saved Green Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Tiny MCE Web editor
is displayed in editable mode with existing saved noting content.

2. Click Discard icon on Note Action Header.

3. Confirm deletion of noting in alert popup. On confirmation, green note will be discarded and blank
text editor is displayed with option to Add Note.

Note:

= In case the green note was created by confirming the Yellow note, and if user Discard the
green note, then the yellow note from which this green note is confirmed, will be restored
along with all the versions of yellow note.
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Add Yellow Noting

In order add Yellow note in an electronic file user needs to follow following steps.

STEPS TO FOLLOW:

1. Click ‘Add Note’ icon to expand and then click ‘Yellow Note’ Icon in noting panel of electronic
file inner page.
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Figure 203
:
Note

= User will be able to select Standard/ User defined Quick noting (English, Hindi, Other language) by
Clinking on respective Sub Menu of Quick Noting action button available in Note Action Header.
= Option to Discard, Save and upload Attachment will be available for Yellow note.

2. Enter either text by typing or paste copied data (text, hyperlink and image) in the web editor or
inserts table (using editor toolbar).
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Figure 204
Note:

= Pasted content having hyperlinked data/URLs should be saved as plain text.

3. Click Attachment icon to attach document (PDF, DOCX, DOC, ODT, OPENDOC, XLS, XLSX,
PPT, PPTX, PPSX format) if required(Figure 204).

Note:

* Document attached can be of maximum 25MB.
» (licking on Attached document will allow the user to download the document.
= (Clicking on Remove icon on attached document will remove the attached document.

4. Click Save icon to finalize the Green note (Figure 204).

Note:

= Content either typed or copied and pasted from word document in editor should get Auto Saved if not
saved by user.

» [f Text editor has blank note it will not be Auto saved or Saved.

= Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should be updated in Note Action Header
after getting auto saved.

= Version of Yellow Note will be created once Saved/ Auto Saved.

= Color of Note Action Header should be changed for unsaved (Red) and Saved (Green) note.

*  Option of Confirming Yellow Note and Viewing Yellow Note Version should be available for saved
yellow note.

» Legends will be displayed in File Inbox/Inbox Folder/Created/Parked list to indicate file having saved
yellow note.
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Edit Saved Yellow Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Saved Yellow Note is
displayed along with its version list)

2. Click Edit Icon Note Action Header.
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Figure 205

3. Edit the content either by typing or pasting copied data (text, table, hyperlink and image) or
inserting table by using editor toolbar to make changes in the existing note.

4, Attach or Remove attached document.

5. Click Save icon to update the noting or Confirm Icon to convert it into Green Note.

Note:

= New version will be created only if the previous version available in the file is not created by the
same user.

Confirm Saved Yellow Noting
1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list.

2. Click Confirm icon on Note Action Header.
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Figure 206
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3. Click OK in ‘Confirm Yellow Note’ pop up.

Yellow Note Confirmation

Do you want to confirm this yellow note?

Figure 207

Note:

» Confirmed version of Yellow noting content should be converted to Green noting and displayed in web
editor in editable form. (Yellow note versions shall no more be available).
= Option of Save, Discard and upload Attachment should be displayed for Green Note in web editor.

Discard Saved Yellow Noting
1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list.

2. Click Discard icon on Note Action Header or Discard icon available in version list page of yellow
note.

Inbax Sert Advance Search FILE Creat= Inbax Sent Advance Search SSUE Sert Recurned Advance Search

Moverment Details Draft -~ Edit Send Link Files Attach ~ Close -« More -

o

Version 1

This is Test Yellow note.

Figure 208

3. Click OK to Confirm deletion of noting in alert popup. On confirmation, Yellow note will be
discarded and blank text editor is displayed with option to Add Note.

Discard Confirmation

Do you want to discard the note?

Figure 209

Note:

» Discard icon will be available for self-created version in version list page of yellow note.

= In case the green note was created by confirming the Yellow note, and if user Discard the green note,
then the yellow note from which this green note is confirmed, will be restored along with all the versions
of yellow note.
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View version of Yellow Note

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (By Default, yellow note is
displayed along with all its versions).

2. While working on Yellow Note editor page, Click Version icon on Note Action Header to view all
its versions.
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Figure 210
Note:
.

New version will be created only if the previous version available in the file is not created by the same user.
In case, a version is created by User 1 and file is send to User 2 but User 2 did not make any changes in the
yellow note, and sent the file back to User 1. In this case, if User 1 edits the previously created latest
version, no new version will be created.

In case User 1 edits any other version except the previously created latest version, all the changes will be
reflected in the previously create latest version by him.
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A DIGITAL WORK PLACE SOLUTION

Refer a Correspondence in a Green/Yellow Note

There are two different ways to refer a correspondence in a Noting.

STEPS TO FOLLOW:

Scenario 1
1. Selects content in Green Noting/Yellow Noting in text editor.

2. Open Recent or All correspondence in Right Panel of File inner page.

3. Right click correspondence page (to be referenced) and selects ‘Refer this Page’ option from context
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Figure 211
Scenario 2
1. Select content in Green Noting/Yellow Noting in text editor.

2. Click the Referencing icon.
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3. Enters page number of correspondences that is to be referred.

4. Clicks OK to refer to specific page of Correspondence.
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Note Reference

© Correspondence

Page Number*
|2

Figure 213

Note:
= Referencing Iconwill be Active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Refer this Page context Menu will be available only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Referred content will be displayed as Hyperlink (Underlined and in Blue Color), clicking on which will display
the referred page in a popup window.

Refer a Previous Note in a Green/Yellow Note

There are two different ways to refer a previous note in a Noting.

STEPS TO FOLLOW:

Scenario 1
1. Selects content in Green Noting/Yellow Noting in text editor.

2. Right click Previous Noting which is to be referred (previous noting in noting panel or previous
notings accessed in right ToC panel) and selects either ‘Refer this Note’ or ‘Refer this Paragraph’
option from context menu to refer previous noting.
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Figure 214
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PLACE SOLUTION

Scenario 2

1. Select content in Green Noting/Yellow Noting in text editor.

2. Click the Referencing icon.
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3. Select Note No. and subsequent Paragraph using Drop down list.

4. Clicks OK to refer to specific Note or Paragraph of previous noting.

Figure 215

Note Reference

© Noting

Note Number*
Note #1
Paragraph:
| Para# 1:- Create a Green Note

Figure 216

Note:

Correspondence or Previous Noting is available in File.

Correspondence or Previous Noting is available in File.

= Referred content will be displayed as Hyperlink (Underlined and in Blue Color), clicking on which will display
the referred Noting/Paragraph in a popup window.

Referencing Icon will be Active only on selection of text in Green/ Yellow Note Editor and only if

Refer this Page context Menu will be available only on selection of text in Green/ Yellow Note Editor and only if
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Edit File Details

This feature is required to edit metadata of File.

Important Points:

v’ File metadata (Except File No., Nature and Type) can be Edited/Updated only be the users of
dealing section.

v Only Files available in File Inbox/Inbox Folder/Created/Parked list can be edited.

v' Physical files in Inbox that need be edited must be in received state.

v Only users of the dealing section will be privileged to edit the file.

STEPS TO FOLLOW:

1. Open a file from Inbox/ Inbox Folder/ Parked/ Created list and click Edit menu to edit the meta-
data (Figure 217).
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Figure 217

2. Make the necessary changes in Subject Description, Main Category, Sub-Category, Remarks,
Language, Previous and Future Reference values. (Figure 218)

3. Click Save button to save the changes and complete the editing of file.
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A DIGITAL WORK PLACE SCLUTION
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Save » m

| anguaoe

Figure 218

Note:

= User will be redirected to the file inner page after editing done.
» Edited/updated information will be displayed under File details.
*  Only users of the dealing section will be privileged to edit the file.
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File Attachments

This feature is required to attach Files/Receipts in a main file. Attached Files/Receipt will move along
with main file and there is provision to ‘Detach’ or ‘Attach with Another File’ attached File/Receipts at
any point of time by providing mandatory remarks.

Attaching Files with main file

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.

v' File(s) to be attached must be present in Inbox/Inbox Folder/ Created list in standalone
condition (Not attached with any other File).

v’ File in Parked/Closed/Submitted files for Closing or Reopening Approval/Approval request of
file module will not be available for attachment

v' Physical Files (Both main file and file to be attached) should be Received State in Inbox/Inbox
Folder.

v’ File(s) to be attached must not have attached File/Receipt.
v' File(s) to be attached must be of same nature (P/E) as of main File.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open file attachment page.
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Figure 219
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2. Click Attach File action Button.
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3. Select File(s) in Attach File pop up window showing year wise listing of File(s) (Inbox/Inbox
Folder/Created) of same nature as of main file.

Year | 2019 = Search Here... |
Nature % Comp Mumber % File Number & Subject %
E 1139 DEV-5CH-14010/1/2015-C fsadfsfsf
E 11386 G-15012/172019-C Test DFA
E 1134 HTED-16041(11)/1/2018-C urz
E 1126 DOL-12018/2/2019-C Lottery-State(West Bengal)
E 1125 D-23011/1/2019-C Test 26 june
E " C50/1/2019-C On the Insert tab, the galleries include items tha...
E 1120 Building/3/2019-C Test File-Convert
E 11186 DEV-5CH-19011/1/2019-C Test File
E 1112 D-20/1/2015-C Prysical File
E 1111 Building-11/1/2015-C effff
Hi1 gz 3/4 5/ |0
Remarks *
Arach file ‘
Total 1000 | 983 Character lefc
(=]
Figure 221

4. Enter mandatory Remarks.

5. Click Attach action button to attach selected File.

Note:

= Attached File(s) will be removed from its current location.

» Location of Attached File will be updated in the Advance Search of the Attached file.

= Attachment details will be maintained in the Attach File Page of the Main file and Attached/Detached
Tab of File history in File Details page.

= Attachment details will also be displayed in Details of main File searched from Advance Search.

* File movement history of attached file should be updated with attachment information in Remark with
every movement of main file (until detached).

= Option to Detach, Attach with Another and view Action Details of attached file should be displayed in
File Attachment page.

= Attachment icon should be displayed, next to File no. in Inbox/Inbox Folders/Created/Parked list page.

Copyright © NIC, 2020
Ver.7.0[163]



cofiice

Attaching Receipt with Main File

Important Points:
v" Main File must be present in Inbox/Inbox Folder/Created/Parked List of the user.
v Receipt(s) to be attach must be present in Inbox/Inbox Folder/Created List in standalone
condition (Not attached with any other Receipt).

v" Note: Receipt in Closed folder will not be available for attachment.

v" Main Physical file should be in received state.

v' Physical Receipt to be attached should be in received state.

v Receipt(s) to be attached must not have any attached File/Receipt.

v" Receipt(s) to be attached must be of same nature (P/E) as of main File.

STEPS TO FOLLOW:
1. Click Attach Receipt submenu under Attach menu in File Inner page to open file attachment
page.
28fice e Fa 0
= RECEIPT Create » Inbox Sent  Advance Search FILE Create Inbox Sent  Advance Search DISPATCH | Sent = Returned = Adwvance Search
% E | 1430 | CSO-11015/2/2019-C | Testing
Movement | Details | Draft~ | Edit | Send | Link~ I EUEG R Close~ | More~ . E
Hé 7 hinatiils 0O © 13232019 =
Attach Receipt

AL
ks .
- | FlowPort
7
" Xerox Document Centre Setup

Figure 222

2. Click Attach Receipt action button.

eFile verso Iy (9]

® ®

[

Qe 5

AN

E|

Movement | Detsils | Draft~ | Edit | Send | Link~ Atiach= | Close~ | More~ B
Receipt(s)
Computer No & Receipt No. Subject Attached By Attach On 4 Remarks Action

No records found

RECEIFT  Create» Inbax  Sent Advance Search BT oo box | Sent | Advance Search DISPATCH | Sent | Remurned | Advance Search

1430 | €S0-11015/2/2018-C | Testing

Figure 223
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3. Select Receipt(s) from the pop up window showing year wise listing of Receipt(s) (Inbox/Inbox
Folder/Created) of same nature as of main file.

Search Receipt x
Year | 2019 % Search Here...
Nature & Comp Number % Receipt Number & Subject %
E 1683 454/2019/B01-DFS fhgfhfdghgh
E 1614 380/2019/B01-DFS dettol new
KN 1 I
Remarks

Attach Receipﬂ ‘

Total 1000 | 986 Character left

Figure 224

4, Enter Remarks and click Attach to attach selected File.

Note:

= Attached Receipt(s) will be removed from its current location.

» Location of Attached Receipt will be updated in the Advance Search of the Attached Receipt.

= Attachment details will be maintained in the Attach Receipt Page of the Main file and
Attached/Detached Tab of File history in File Details page.

= Attachment details will also be displayed in Details of main File searched from Advance Search.

= Receipt movement history of attached receipt will be updated with attachment information in Remark
with every movement of main file (until detached).

=  Option to Detach, Attach with Another and view Action Details of attached receipt will be displayed in
file attachment page.

= Attachment icon will be displayed next to File no. in Inbox/Inbox Folders/Created/Parked list page.
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A DUGITAL 'WORK PLACE SOLUTION

Detach already attached Files

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v’ Attached File(s) must be present in attached file list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.

ACE SOLUTIOH

3 AFile vien 12 Shravan Kumar
4 Ce eFile verso 3 ASSTI(BOT)-DFS

RECEIPT Create »  Inbox  Sent  Advance Search Create  Inbox Sent  Advance Search DISPATCH ~ Sent Retrned  Advance Search

% E | 1430 | CSO-11015/2/2019-C | Testing

Movement | Details | Draft- | Edit | Send | Link~ I Attach ~ e8RS
il
H§ = I Attach File QO © 113232019 O

— m
- Ba454 |l

1132372018

More ~

I

"

Sno

ot [iz]

©

a FlowPort

Xerox Document Centre Sefup

je }A\‘,B

Figure 225

2. Select File(s) and click Detach action dropdown menu or Detach Icon adjacent to attached File
details.

c0ffice efile vso r'ge--X1)

WCE SOLUTION

RECEIFT  Creates Inbox Sent Advance Search FILE Create  Inbox  Sent  Advance Search DISPATCH ~ Semt  Reumned  Advance Search

% E [ 1430 | CSO-11015/2/2019C | Testing

Movement | Details | Draft- | Edit | Send | Link- | Attach- | Close- | More~ E
L1 l

&

ile(s)
g Computer No % File No. Subject Attached By Attach On % Remarks Action

Shravan Kumar, ASST1(BO1)-
- 0 23: I

:-a 1428(E) D-20013/1/72019-C Tets drafta OFS 80 1 SECTION - DFS 13/00/20190523:41 PM  Amach (]

Shravan Kumar, ASST1(BO1)-
2019+ i 23 "
1447(E) (50/6/2019-C File A DFS B0 1 SECTION - DFS 13/00/201905:23:41PM  Attach A=)
T ¢

Attach File

Sl

Figure 226
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3. Enter Remarks in Confirmation alert popup.

Detach Receipt Remarks

Remarks *
As per requirement.

Total 1000 | 981 Character left

Figure 227

4. Click Ok button to detach selected file.

Note:

= Selected attached File(s) will be detached from main File.

= Detached File(s) will be moved to File Inbox when detached after movement of main file.

= Detached File(s) should move to respective folder (from where they get attached) when detached without
movement of main file.

= File(s) detach details should be maintained under Attached/Detached tab of File History in File Detail
Page.

= Attach/Detach history should not be maintained if attached File get detached without any movement of
File.

* File movement history of detached file should be updated with detachment information in Remark, if
detached after movement of main file.
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A DIGITAL WORK PLACE SOLUTION

Detach already attached Receipts

Important Points:

v Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v Attached File(s) must be present in attached Receipt list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.

e i cE1levien 12 Shravan Kumar
eOffice eFile verso A Q.

A DIGITAL WORKPLACE SCRITION

= RECEIPT Create »  Inbox Sent  Advance Search FILE Create Inbox  Sent  Advance Search DISPATCH ~ Sent Retwrned =~ Advance Search

E | 1430 | C50-11015/2/2019-C | Testing

R

Movement = Details | Draft~ | Edit Send Link~ Close~ | More~

TS

7 i 0 © 323201 9
Attach Receipt
- e -
- - B4iz4 § A
1132372018

]

]

| 5

EE

B

>

| FlowPort

Puaper that wnows where it gol

e h:E

Xerox Document Centre Setup

Figure 228

2. Select Receipts and click Detach action dropdown menu or Detach Icon adjacent to attached
Receipts details.

RECEIPT  Create» Inbox | Sent AdvanceSearch “C{eate Inbox  Sent  Advance Search DISPATCH  Sent | Returned = Advance Search
% E | 1430 | CS0-11015/2/2019-C | Testing o SUCCESS &
Movement | Details | Draft~ | Edit Send | Link~ Amach~ Close~ More~ el e I
i
FE
Receipt(s)
LB Computer o % Receipt No. Subject Attached By Attach On & Remarks Action |

Shravan Kumar, ASST1{BO1)-DFS,B0 1

207 94512018/B01 DFS A 1309201955600 Awach
2 I 4 * SECTION - DFS g
| ]

Shravan Kumar, ASSTI(BOT} DFS.60 1
=0 B2 78812019/B01-0F5 s et B ST, £ 13002019556PM  Acach
A SECTION -DFS
b

lilH
&

Figure 229
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3. Enter Remarks in Confirmation alert popup.

Detach Receipt Remarks

/Remarks *
| as per Requrerrem.l

Total 1000 | 981 Character left

Figure 230

4. Click Ok button to detach selected receipts.

Note:

= Selected Receipts will be detached from main File.

» Detached Receipts will move to Receipt Inbox of user if detached after movement of main file.

= Detached Receipts will move to respective folder (from where they get attached) if detached without
movement of main file.

= Receipts detach details will be maintained in Attached/Detached tab of File History in File Detail Page.

= Attach/Detach history will not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

» Receipt movement history of detached Receipt will be updated with detachment information in Remark,
if detached after movement of main file.

Attach with another File

This feature is required to attach already attached File/Receipt with another file available in user’s File
Inbox/Inbox Folder/Created List.

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v Attached Files/Receipts must be present in attached File/Receipt list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.

2. Select File/Receipts and click Attach with Another icon adjacent to attached File/Receipts
details list. (Pop up displaying year wise list of Files in Inbox/Inbox/Folder/Created/Parked will
open)
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3266 0 Saroja Kumar Patro
eFile ver 70 » TD(SKP)-EQFFICE
RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Returned  Advance Search

Movement Details Draft v Edit send send Back = Link Files  Attach = Park

E 3115376 A-12/1122/2020-QA-01 Automation Testing

ChPeey oo

A
R

| =] E 3115421 D/38/2020-QA-01 | r34r34r34r34r34r Saroja Kumar Patro, eOffice MM... 20/06/2020 04:32 AM Attach With Another

Atzach £
E 3115426 A/948/2020-QA-01 Testing Dispatch by emal Saroja Kumar Patro, eOffice MM... 2000620200432 A ;: or
rence

Figure 231

3. Select the File with which you want to attach.
4. Enter mandatory Remarks in popup.

5. Click Attach button to attach respective File/Receipt with other selected file.

Search File

Automation lesting
3115188 A-11011/3968/2020-QA-01 Automation Testing

3108506 A-11011/87/2020-0A-01 Enter Descriprioni2

3106719 Af22/2020-EQFFICE Testring file

3106345 D-12011/194/2020-EQFFICE Enter Description
3106347 D-12011/196/2020-E0FFICE Enter Description
3107657 G-14014/1/2020-EQFFICE jaspreet testing

3106350 D-12011/199/2020-EOFFICE Enrer Descriprion

3106359 D-12011/208/2020-EQFFICE Enter Description

3106364 D-12011/213/2020-EOFFICE Enter Description

-Remarks *
Arrach for reference

Total 1000 | 980 Character left

Figure 232

Note:
= Selected File/Receipt will be detached from main File and attached to selected File.
» File/Receipt details will be maintained in Attached/Detached tab of File History in File Detail Page.
= Attach/Detach history will not be maintained if attached File/Receipt get attached with another file
without any movement of File
= File/Receipt movement history will be updated.
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Link File

This feature is required to Link Copy of a file in main file. Option to Delink and View files in which copy
of opened file is linked (Referred in File) are available.

Link Files with Main File

Important Points:
v" Main File in which other file is to be linked must be in Inbox/Inbox Folders/Parked/Created
Folder.
Files to be linked must be present in Inbox/Inbox Folders/Created Folder of the user.
Files to be linked and main file must not be attached to other File/Receipt.

Physical files to be linked must be in received state.

D N NI NN

Main file and file to be linked must not be same.

STEPS TO FOLLOW:

1. Click Link menu in File Inner Page to open the linked file list page.
2. Click ‘Link’ button.

——
@i ) b P
s0ffice_ efile v a0 0T

= 4 S MiLE Crese  Wodn  SeA  Acvanoe Sednmh DEPATCH  Seve Eenamed | Aduance Seae

Back UnkFles | Ansth« Park Mo -

&
g

na PR S0 Be S B L i 7

Figure 233

3. Select Files using check box window in the ‘Search Files to Link’ pop up showing year wise listing
of Files (Inbox/Inbox Folder and Created).

Copyright © NIC, 2020
. Ver.7.0[171]



B o

Select File(s) to Link

Year 2020

E 2142 Building-21010/2/2020-801-DFS qWSIWSqWEWS

E 4 BC C/3/2020-801-DFS Link 3

37 Building/4/2020-B01-DFS Link 2

2135 FC5-14/4/2020-B01-DFS wef

32 FC5-14037/1/2020-B01-DFS Description

2119 A-24/4/2020-BO1-DFS pl

217 Building/1/2020-801-DF5 for pdf viewer testing

2116 DEV-ESTT-17/1/2020-B01-0F5 physical date check

E
E
E
E
E 2118 G-180714/1/2020-B01-DFS Description ghj
E
P
E

2115 C50-11/3/2020-B01-DFS physical date

Remarks *
Link Files

Total 1000 | 990 Character left

Figure 234
4. Enter mandatory remarks.

5. Click Link button in Pop up to link the selected files with main file.

Note:
» Read-only Copy of Files will be Link with the main File.
» Linking details will be maintained in the Linked File Page of the Main file and Link/Delink Tab of File
history in File Details page.
» Details of main file will be maintained in the Referred in File list of the linked file.
» Files that are linked will remain in their respective locations.
» Files that are already linked in a main file will not be displayed again in ‘Search Files to Link’ pop.

Delink Linked Files

Important Points:

v" Main File in which other file is to be delinked must be in Inbox/Inbox Folders/Parked/Created
Folder.

v Main file from which other file is to be delinked must not be attached to other Files/Receipt.

<

Linked File(s) must be available in Linked files list page.

v" User who will delink the linked files must be the same user who had linked the file or other users
within his/her dealing section.
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A DIGITAL WORK PLACE SOLUTION

STEPS TO FOLLOW:

1. Click Link menu in File Inner Page to open the linked file list page.

RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent Returned  Advance Search

Movermnent Derails Draft = Edit Send Send Back | LinkFles Arach Park 0 More ~

List of Correspondences

Marked | Attached/Issued

Type As ontl Pages
. . ) 07/01/2020

im (W] a E 455/2019/601-DF5 wed Receipt 1228 BM 823 Test

07/01/2020 10:52 AM Shravan Kumar St
&0 ASST1(BO1)}-DFS [ a E 534/2020/B01-DFS Subject Receipt et 1-8 test

Note #2 R ]
“"} delegated To Mantosh Kumar ojha =
LA Add Receipt

07/01/2020 11:22 AM Shravan Kumar I

ASST2{BO-1)-DFS

Figure 235
2. Select File(s) and click Delink menu or Delink icon for respective file.
Offlce eFile 0 . ‘71 0 n Shi

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox . Sent  Advance Search DISPATCH Sent  Retumed  Advance Search

Movement — Detail:  Draft = Edit Send  SendBack LinkFiles  Amach~  Park Moare ~

B

E | 2136 | Building/3/2020-BO1-DF5 | Link 1
Linked files

&

v| | Comp. No. 1] | File No.

Ied

FCS-14/4/2020-BO1-DFS wef Link Files

FC5-14037/1/2020-B01-DFS Description Link Files

r

i+ |}

B

o EBg

Figure 236

3. Enter Mandatory Remarks.
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Delink Remarks

(Remarks *

Delink

Total 1000 | 934 Character left

Figure 237

4. Click OK in Confirmation Pop up to delink.

Note:
» Linked File(s) will be removed from Linked File List page of File.
= File(s) delink details will be maintained under Link/Delink tab of File History in File Detail Page.
» Link/Delink history will not be maintained if Linked File(s) get delinked without any movement of File.
» Linking details for the delinked File should not be removed from Referred in File list of delinked files

Link/Delink history in Referred in File list page should not be maintained if Linked File get delinked
without any movement of main File.

Referred in Files

Important Points:

v Referred in File is list of files in which copy of opened file is linked
v’ File must have been linked at least once with Main File(s) after its creation.

v Link/Delink history in Referred in File list page should not be maintained if Linked File get
delinked without any movement of main File.

STEPS TO FOLLOW:

1. Click open a File to view file inner page.
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L WORK PLACE SCLUTION

©ffice eFile

RECEIPT Advance search FILE Create

E | 2136 | Building/3/2020-BO1-DF5 | Link 1

Create »  Inbox  Sent

Movement | Details Draft Edit Send Back  LinkFiles

Inbox

Attach ~

Advance Search

More ~

DISPATCH

1. =
a4 v

Note # 1
=
- ] a E wed
4
Fu

07/01/2020 10:52 AM Shravan Kumar

ASST1(BO1)}-DF5 [ | [: ] E 534/2020/E01-DF5 Subject

Note # 2
delegated To Mantosh Kumar ojha

Ul 07/01/2020 11:22 AM

Shravan Kumar i

ASST2(BO-1)}-DFS

Figure 238

2. Click Referred Tab of File history in File Details page.

©ffice eFile

RECEIPT Create, Inbax Sent Advance Search FILE Create  Inbox

Maovement = Details raftw Send Back | Link Files | Attach~

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

Semt  Advance Search

More +

DISPATCH  Semt

Sent

Receipt

Receipt

Returned

Returned

Advance

Shravan Kumar
ASSTI(BO1}

ACEDO O

Advance Search

Attached/Issued
ontl

07/01/2020
12:28 PM

07/01/2020

12:28PM 15 L

i‘ﬂ e n Shravan Kumar

Search

ER [ File Details
N il o A-40014/1/2015-B01-DFS Subject: Extension of senvice,
0
Opening Date : 26/12/2015 05:42 PM Remarks: Test File
"B Main Category : All RTI matters Sub Category :
1
Previous Reference : Later Reference :
Ei'g Read On: 26/12/2015 0553 M
B ) History
=
[£X
]
:‘ Shi [
(ol | e 2251 D-20/372/2019B01.DFS  Enter Description sEeirebE ITAZING 11:02 AM ik
ASST1(BO1}-DFS
I
INiC

Copyright © 2020, designed and developed by NIC

Figure 239
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Upload Local Reference

This feature is required to upload local Document for reference purpose.

Important Points:

v" Document to be uploaded must be in only [PDF, DOC, DOCX, XLS, XLSX, ODT, OPENDOC,
PPT, PPTX, and PPSX] file formats.

STEPS TO FOLLOW:

1. Click open a File to view file inner page from Inbox/Inbox Folder/Created/Parked List.

2. Click References menu under Action Dropdown menu in Right panel of File inner Page to open
References page.

1 Sh Ki
Y © Q-

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent AdvanceSearch DISPATCH Sent  Remurmed  Adwvance Search

Movement = Details Draft ~ Edit Send Send Back = LinkFiles | Amach~ Park Close = More ~

B

E | 2077 | Building-11/11/2020-BO1-DFS | wed

i T 5| List of Correspondences

Receipt No. /| Marked| Attached/issued
eceiptNo. [1ssue | gipject | Type i

K
[T

Note # 1

] No. As ontl
- No records found
ah
02/01/2020 02:33 PM Mantosh Kumar Qjha Pretioes Moes 52
@0 ASST2(BO-1)-DFS
a p Migrated Notes
Note # 2
Draft List [
‘Q trhbtrn gbtgbs tgtregub thgtrhbh ST
s Draft Document [
m eFile Release V5.6.pdf E References [
A
s 02/01/2020 02:53 PM Shravan Kumar
ASST1{BO1)-DFS
Note #3
02/01/2020 04:43 PM Shravan Kumar
DEA-Steno(BN)
.
Figure 240

3. Click Attach References action button.
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RECEIPT Create » Inbox Sent  Advance Search FILE Creare  Inbox Sent  Advance Search DISPATCH

Sent Remrned  Advance Search

Movement ~ Details | Draftw Edit Sl SendBack = LinkFiles = Amach Park Close~ | More~

&
E | 2189 | D-20012/1/2020-BO1-DFS | Enter Description
= Lreate a Green Note
E] Y
1
Reference Attached Attached By Attached Date
-l 03/01/2020 11:08 AM Shravan Kumar
ASST1(BO1)-DFS 2 Sample RTI Letrer pdf Shravan Kumar, AS5T1{BO1)-DF5 03/01/2020 1218 PM
P
Flll Note #2 ARy - I
= Create one more Green Note
@0
+H
‘;} 03/01/2020 11:08 AM Mantosh Kumar Ojha
S ASST2(BO-1)-DFS
p Note #3 E
B
ol Create a Green Note
9
G
03/01/2020 11:09 AM Shravan Kumar
ASST1(BO1)-DF5S
Note #4
Create one more Green Note
03/01/2020 11:09 AM Mantosh Kumar Ojha

Figure 241

4. Select document from the pop up window showing Documents saved in System’s local drive.

5. Click Open button or Double Click document to attach.
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Merge Physical Files

This feature is required to merge two or more physical file into a main file. There will be option to
Demerge or Merge with Another file at any point of time by the users of dealing section.

Merge Files
Important Points:

v' Physical file must be present in Inbox (Received state)/Created folder of the user.
v" Main File and File(s) to be merged must be of same dealing section (that of logged in user).

v' File to be Merged must not have any Attached File(s)/Receipt(s) or Merged File(s).

STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.

2. Click Merge File submenu under More->Merge menu to open Merge File page.

= % n
s en-
il ss.a A e
RECEIPT  Creates Inbox Sent Advance Search FILE Create Inbox Sent  Advance Search DISPATCH  Sent = Returned Advance Search
Movement = Details Edit Send Convert = LinkFiles Attach~ | Dispatch = Close~ More~
P 2333 CS0/17/2020-BO1-DFS  dczdxc Create Part
List of Correspondences Create Volume
o B®° Receipt No. / Issue No. j 7 Merge * MergeFile Attached On T} Dispatched On T}
] 2
@ P 562/2020/801-DF5 o Receipt Merge Decail 13/01/2020 06:01 PM dsfdsf
|
2
ah
E@
g
[£%
WaERr ¥
i}(? i Add Receipt
o
G
.
Figure 242

3. Select Files to merge from panel showing year wise searchable listing of Files (Inbox/Inbox Folder
and Created).
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A DOGITAL WORK PLACE SCLUTION

~ T 2 Shravan Kumar

RECEIPT Create» Inbox Sent = Advance Search Create  Inbox Sent AdvanceSearch DISPATCH  Sent Returned  Advance Search

« eFile ver70

Merged File(s)

Main | Nature | Comp. No. 1} | File No. 1} | Subject 1} | Sender 1] |

@ 4 2333 C50/17/2020-BO1-DFS dezdxe

w «Er v

1-] »
W B 2

[
=

ca: P

e

BB Search Filefs) To Merge

Year 2020 ~ { Search Here...

e Eg

[ ] ‘ Nature | Comp. No. 1} | File No.

(m] [ 2334 Building/19/2020-B01-DF5 rsdtgrerds
P 2245 Building/13/2020-801-DF> wrsgdv
O [P 2243 | Building/12/2020-B01-DFs ewfwe
P 2240 BC CELL/19/2020-BO1-DFS ddisd
B [[F 2239 BC CELL/18/2020-B01-DFS hfghf

[ rad |
Figure 243

4. Click ADD to move selected files to Merge File panel.

5. Select Radio Button adjacent to added files to change the Main File. (By default opened file is
selected as main File)

ravan Kumar
ST1{BO1}-DF5

ACEDO N

Advance Search

o €File ver70

Sent Sent  Returned

RECEIPT Advance Search Advance Search DISPATCH

Create »  Inbox  Sent Create  Inbox

Merged File(s)
Main | Nature | Comp. No. t] | File No. {1 | Subject £ ‘ Sender 1]
@ | B | 2333 | C50/17/2020-B01-DFS | dezdxe
P 2334 Building/19/2020-B01-DFS rsdtgferds x
; P . 2245 . Building/13/2020-B01-DFS | wrsgdv . ®
w BB
BB search File(s) To Merge
Year 2020 = ] Search Here... £
. ‘ Nature |Cnmp. No. 1} | File No. | Subject
| [ 2243 Building/12/2020-B01-DFS ewfwe
P 2240 BC CELL/19/2020-B01-DFS ddfsd
O e 2239 BC CELL/18/2020-BO1-DF5 hfght
P 2229 BC CELL/14/2020-BO1-DFs Issue 56
% 2228 BC CELL-11/1/2020-BO1-DF5 lud o
Add

Figure 244
6. Click Merge Button.

7. Enter mandatory Remarks in Reason for Merging pop up.
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Reason For Merging ?

‘Remarks *
As per Requirement.

Total 1000 | 361 Characzer left

Figure 245

8. Click OK button.

Note:

Selected Physical Files will be merged to Main physical file.

Merged Files will be removed from their current location.

Merge Files Detail will be maintained at Merge Details of Main File.

User will have option to De-merge merged Files of same dealing section (that of logged in user).

User will have option to Merge already merged file(s) with other File of same dealing section (that of
logged in user).

Demerge already Merged Files

Important Points:

v Main file must be present in Inbox/Inbox Folder/Created list.
v’ Files must be present as Merged File in Merged Detail Page of a physical file.

v Users of only dealing section of main file can demerge the merged files.

STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.

2. Click Merged Detail submenu under More->Merge menu.
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I e -
RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent Remrned  Advance Search
Movement Details Edit Send Convert | LinkFiles Attach~ @ Dispatch | Close More =
Create Part

Create Volume

Ty Merge v | Merge File “ached/issued On 1

No records found Merge Derail

CHE] n CIRC]
"Add Receipt

Figure 246

3. Select Files and click Demerge.

244

Shravan Kumar
A @ 0O -

Create » Inbox Sent  Advance Search FILE Create Inbox Sent  Advance Search DISPATCH Sent Returmed  Advance Search

Movement = Details Edit Send nvert | LinkFiles  Attach~ | Dispatch = More =

&

[ ™ |
Ws

Merged On 1}

Ied
(@3]

2n CS0-11/18/2020-B01-DFS hfhgfh Shravan Kumar 14/01/2020 04:32 PM fddd

@: ry

453 iz}

B

e Bp

Figure 247

4. Enter mandatory Remarks in Confirmation pop up.

5. Click OK button.

Note:
» Demerge Files Detail will be maintained at Merged/Demerged tab in File history Details of Main File.

Merge with another File

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created list.
v" Files must be present as Merged File in Merged Detail Page of a physical file.

v’ File(s) to be merge with another file and Main file should be of same dealing section (that of
logged in user).
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STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.
2. Click Merged Detail submenu under More->Merge menu.
3. Select Files and Click Merge with Another.

Merge With Another File

Year* | 2020 >

e e e ]
wed

@ B 2167 Building-11/20/2020-DA-DFS

LR - I
Submit Cancel

Figure 248

4. Select File from the list of year wise sorted physical file in a pop up window.

5. Click Submit Button.

Reason For Merging

Remarks *

Merge with a."u;her.l

Figure 249

6. Enter mandatory Remarks in Confirmation pop up.

7. Click OK button.

Note:

=  Selected Merged File will be Merged with another selected physical file.
» Merged Files details will be updated in Current File and new Main File.
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Park Files

This feature is required to Park those files of File Inbox/Inbox Folders on which user needs to take action

after a certain period of Time.

Important Points:

v" Main file must be present in Inbox/Inbox Folder.

v" Physical files in Inbox must be in received state.

STEPS TO FOLLOW:

1. Select Files using checkbox in File Inbox/Inbox Folder list or click open a file from Inbox/Inbox

Folder.

©ffice eFile 0 ‘3“ © n itravan!(urrzs; i

RECEIPT  Creates Inbox Sent Advance Search creare [JEEEH sent | Advance Search DISPATCH  Sent Rewrned  Advance Search

Send Send Back MoveTow reate € : 3 3 sew * [l Search Here..

| E| | 1940 | Daaaaa/1/2019-BO1-DFS | test | 25 Shravan Kumar, DEAS... | @ 4:43 PM

(=] I (£] | 1929 | Building-11/3/2019-BO1-DFS | ¢ | wed | S5 Shravan Kumar, DEAS... | 53 443 PM

I [E] | 2077 | Building-11/11/2020-B01-DFS | wed | S5 Shravan Kumar, DEASS... | T3 4:43 PM

| (€] | 2076 | Building-21010/1/2020-B01-DFS | erferf | S Mantosh Kumar Ojha, ... | B 2:29PM
{3 0201/20200229PM  [X5] ert

®

Figure 250

24 Shravan Kumar
y | o N -

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent Remrned  Advance Search

Movement — Details = Draft=  Edit e SendBack LinkFiles Amach~ | Park | Closew  More~

B

E | 1940 | Daaaaa/1/2019-BO1-DF5 | test

= =
H 4 Y List of Correspondences

f = §
[T

Note # 1 :en:elpt No. / Issue Subject Dy I::rk:d

sfsdfsdfsdf refer

Ied

aQ E 353/2019/B01-DFS wef Receipt

[
2

62adc056-8c40-4a78-83ce-frad37de31af. pdf

27/12/2019 07:48 PM shravan Kumar @ b 30GR019/BOLDRS  sdisd Receipt
ASST1(BO1)-DFS

=

3%

Note # 2

02/01/2020 04:43 PM Shravan Kumar
DEA-Steno{BN)

o Ep

https://n1d1.eoffice.gov.in/# Copyright © 2020, designed and developed by NIC.

Artached/issued

P
ontl 'ages
271272018

07:48 PM ZE
271272019 i
07:47 PM B

-

1ifi
G O
Add Receipt-

Figure 251
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2. Click Park menu.
3. Provide Parking Due Date and Parking Remarks in Confirmation Pop up.
4. Click OK button.

Parking Confirmation

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

Comp. No. File No.

2098 D-20012/565/2019-B01-DF5

Parking Due Date *
17/01/2020

Parking Remark *
Park till Further Action

Total 1000 | 976 Character left

Figure 252
Note:
= List of parked files will be displayed under Parked link of Files module.
» File will be removed from inbox/inbox folder listing.
= User will be provided option to Unpark file.
= User will be provided option to Extend Parking Due Date.

Park file history will be maintained in the Park History of File.

Parked Files

The Parked File is the list of Files Parked from Inbox/Inbox Folder. User can click Parked link under File
module to view parked files.

e Parked File List can be filtered depending on Nature, Parking Date and Due Date by clicking
Filter Icon in menu bar

e Parked Files can be searched using Module Search (Computer No., File No., Subject and Remarks)
e Parked Files can be Unparked

STEPS TO UNPARK FILE:

1. Click Unpark menu after selecting files or click Unpark link with respect to parked file
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g - 24
©ffice eFile verso I 3 o B
RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  AdvanceSearch DISPATCH  Sent Remurned — Adwvance Search
Unpark
Total Records : 2
2
.| ‘ Comp. No. {1 | File No. Parked On 1] Parking Due Date {} | Parking Remark
E 1980 TestReceiptExtMovernent] TestReceiptExtMovement] 3112720190256 PM 311272019 | B} B ad
D=
= E 1935 Building-12/1/2019-BO1-DFS wef 02/01/2020 04:45 PM 11/01/2020 Park till further Action
]
a
|
§:
¢
(X
B
]

Figure 253

2. Enter mandatory Remark in Un-parking Confirmation pop up.

3. Click OK to un- park the file.

e Due Date of Parked File can be edited.

STEPS TO EDIT DUE DATE OF PARKED FILE:

1. Click Edit Due Date link with respect to parked file.
2. Select Extended Parking Due Date Edit Parking Due Date Pop up.

Edit Parking Due Date

Do you want to modify the parking period of the selected file?

Comp. No. File No. Subject Parking Due Date

2103 D/387/2015-BO1-DFS Physical 01/01/2020

Extended Parking Due Date *
01/01/2020

Figure 254

3. Click OK to update parking due date.

Note:
= List of transferred file(s) from Created Folder of other Post will be displayed under Parked Files List.
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View File Details

Various details of File can be viewed by clicking on Details menu in File Inner Page.

e Basic metadata (File No., Opening Date, Main Category, Sub Category, Previous Reference, Later
Reference, Read On, Subject and Remarks) will be displayed.

e List of attached/detached File(s)/Receipt(s) will be displayed under Attached/Detached tab of
Files History section.

e@ffice eFile vca yEDe O

RECEIPT Create s Inbox Sent  Advance Search FLE Create  Inbox Semt  Advance Search DISPATCH Semt Returned  Advance Search

Movement | Details | Drafrw Edit Send Send Back | Link Files | Attach Park Closew | More ¥ a

E | 3257 | A-40014/1/2019-B01-DFS | Extension of service.

BB

@3 File perails

T g | File No.: A-40014/1/2019-BO1-DF5 Subject : Extension of service.
o
Opening Date : 26/12/2019 05:42 PM Remarks : Test File
:‘.ﬁ Main Category : All BTl matters Sub Category :
Previous Reference : Later Reference :
E’g‘ Read On: 26/12/2019 D5:53 PM
[ " History
(X
bl | ~:tachediDetached | Linked/Delinked  Referred  Part Volume Dispatch  Merged/Demerged  Parked/Unparked  Closed  Movement

B

X<
L Attached On 1] | Remarks |Deta(hed!ly| Detached On 1] Detached Remarks.
]
'é 26M112/2019 Shwzan
E 3254 D-20/375/2019-BO1-DF5 Enter Description Shravan Kumar, ASST1(BO1)-DFS 0550 PM Attach Kumar, DEA-  26/12/2019 05:51 PM  Detach
Stenc{BN)
2612/2018 pen
E 3256 D-20/377/2013-BO1-DFS Enter Description Shravan Kumar, ASST1({BO1)-DFS 0550 ;M Artach Kumar, DEA- 26/12/2019 05:51 PM  Detach
Stenc{BN)

Receipt(s)
Attached On 1) | Remarks | Detached By | Detached On 11 Detached Remarks
261272013 Pheaan
E 1169 671/2019/B01-DFS Testing Shravan Kumar, ASST1{BO1)-DFS i Atach Kumar, DEA-  26/12/201905:52 PM  Detach
Steno{BN)

Copyright © 2020, designed and developed by NIC

Figure 255

Note:

= Attach/Detach history should not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

e List of Linked/Delinked Files will be displayed under Linked/Delinked tab of Files History
section.
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343 Shravan Kumar
& @ O o= -

Search

RECEIPT Create ,

Inbox  Sent

ALE

DISPATCH

Returmed  Advance:

Advance Search Create Inbox Sent  Advance Search Sent

FE | Movement | Detsils | Draftw | Edit Send

o
o

nd Back Link Files = Attach » Park Close v  More v =

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

[ Fite Details

File No.: A-40014/1/2019-B01-DF5 Subject : Extension of service
Opening Date : 2612/2013 05:42 PM Remarks : Test File

Main Category : A1l RTI matters Sub Category :

Previous Reference : Later Referance :

Read On: 26/12/2018 05:53 PM

<D History

Closed Movement

ved Linked/Delinked Referred Part Volume Dispatch Merged/Demerged

Linked History
‘ Comp. No. 11 | File No. i Linked Remarks Delinked By Delinked On ||

E N BC CELL-10012/2/2019-BO1-DFS eaf Shravan Kumar, DEA-Stena(@N) 26/12/2015 05:41 PM For Reference Shravan Kumar, DEA-Stenof{BN) 26/12/201905:51 PM Delink

Copyright © 2020, designed and developed by NIC.

Figure 256

Note:

» Linked/Delinked history should not be maintained if linked File(s) get delinked without any movement of
File.

In1C

e List of files in which opened file is linked will be displayed under Referred tab of File History
Section.

scEED O O

RECEIPT Create s Inbox Sent  Advance Search FILE Create  Inbox Semt  Advance Search DISPATCH  Semt  Returmed  Advance Search

Movement | Details | Draftw Edit Se Send Back | Link Files | Afttach = More v

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

[ File Details
File No. - A-40014/1/2018-B01-DF5 Subject : Extension of senice.
Opening Date : 2612/2018 05:42 PM Remarks : Test File
Main Category : All RT) matters Sub Category :
Previous Reference : Later Reference :
Read On: 26/12/2018 05:53 PM
D) History
A hed Linked/Delinked || Referred Dispatch  Merged/D nparked Movement

Refe(red In Files.

Shravan Kumar,
E 3251 02003722013 EC1-DFS Enter Description sExsipu bt 7ML 11:02 AM lijnk
ASSTI(BO1}DFS
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Figure 257
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Note:

» Referred history should not be maintained if linked File(s) get delinked without any movement of File in

which opened file is linked.

o List of Part files will be displayed under Part tab of File History section.

iCe eFile veso

RECEIPT Creste, Inbox Sent Advance Search FILE Create  Inbox Semt  Advance Search

Movement | Details | Draftw Edit Send Back | LinkFiles | Attachw | Park | Closew | More~

E | 3257 | A-40014/1/2013-BO1-DFS | Extension of service.

[ Fite Detaits

scE™o 0

DISPATCH  Semt  Returned  Advance Search

Shravan Kumar
ASST1(BO1HDFS

File No. : A-40014/1/2019-BO1-DFS Subject: Extension of senice.
Opening Date : 26/12/2013 05:42 PM Remarks : Test File
il Main Category: All RTI matrers Sub Category :
L
Previous Reference : Later Reference :
EE: Read On : 26/12/2019 0553 PM
%) History
[
bl Atsached/Detached  Linked/Delinked  Referred |[ Part || Volume  Dispatch  MergediDemerged  Parked/Unparked  Closed  Mavement
Iﬂ Part History.
D]

Part File Number

P 3259 A-4D014/1/2015-B01-DF5-Part(1) Extension of service. 26/12/2019 05:47 PM

d‘o

Shravan Kumar, ASST1{BO1}-DFS TestFile

Copyright © 2020, designed and developed by NIC
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e List of Volume files (only applicable for Physical files, converted electronic files) will be displayed

under Volume tab of File History section.

ffice eFile

RECEIPT Create s Inbox Sent Advance Search FILE Create  Inbox Semt  Advance Search

Movement Details Draftw Edit Send Send Back  LinkFiles = Amachw Park Closev  Morew

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

123
EE E3 Fite Detaits

i@ e 0O

DISPATCH  Semt  Returmed  Advance Search

File No.: A-4D014/1/2019-B01-DES Subject : Extension of service
i1
B Opening Date - 26/12/2019 D5:42 PM Remarks : Test File
] Main Category : A1l RTI matters Sub Category :
L ]
Previous Reference : Later Referance :
Read On: 26/12/2019 05:53 PM
- ¥D) History
&
bl ActachediDetached  Linked/Delinked  Referred  Part |[ volume | | Dispatch  Mergea/Demerged  Parked/Unparked  Clased  Movement
&
— Comp. No. T} Volume File Number Subject Created On 7] Created By | Remarks
]
% | A-4007471/2019-B01-DFSVolume(2) Extension of service. 251242013 0545 PM Shravan Kumar, ASST1(E01}-DFS Test File
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e List of Dispatch will be displayed under Dispatch tab of File History section.

RECEIPT

Create, |

Mavement

B I iq

Details

nbax  Sent  Advance Search

Draft= Edit Send

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

Ea
L

@3 Fite Detaits

FILE Create  Inbox Semt  Advance Search

Send Back | Link Files | Aftachw Park Close~ | More~

DISPATCH  Semt

I File No.: A-40014/1/2015-B01-DF5 Subject : Exzension of service.
]

Opening Date : 26/12/2015 05:42 PM Remarks : Test File
;.B Main Category : All RT marers Sub Categary :

Previous Reference : Later Reference :
E% Read On: 26M2/2018 0552 BM

B ) History
Attached/Detached Linked/Delinked Referred Part Volume | Dispatch Merged/Demerged Parked/Unparked Closed Movement

sc™oe

Returned  Advance Search

Shravan Kumar
ASST1(BO1}DFS

~8

P

DIS/358/2019

ole

1126672019

testdraft 27/12/2019 11:00 AM

Shravan Kumar, ASST1{BO1)-DFS
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Figure 260

e Merge Details of File will be displayed under Merged/Demerged tab of File History section.

sCEDO O

e0office eFile vaco

= RECEIFT  Create, Inbox Sent Advance Search FILE Create  Inbox Sent Advance Search DISPATCH  Sent | Retumed Advance Search
EéE Movement | Details | Draftw Edit Send | SendBack | LinkFiles | Attachw | Park | Closew | More~
E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.
22
HE [ Fite Detaits
File No. A-4D014/1/2015-B01-DFS. Subject : Extension of service.
o=
B Opening Date : 26/12/3018 05:42 P Remarks : Test File
:ﬁ Main Category : All RTI matters Sub Category :
L
Previous Reference : Later Reference :
E%: Read On: 26/12/2019 D5:53 PM
) History
[ [
bl Atached/Detached  Linked/Definked  Referred  Part  Volume  Dispatch || MergediDemerged || Parked/Unparked  Closed
;ﬂ Merged History
X7

S

=

26/12/2019 05:54
olcay

CHEY IO

Comp. No. 1] De-MergedBy

Sr.No.

210

Shravan

26/12/2019 05:46 PM
Kumar PM

3258 A-40014/1/2019-801-DF5-Volume(2) Extension of service... Shravan Kumar
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Figure 261

Note:

» Merged history should not be maintained if merged Files get demerged without any movement of File.

e Parking History of File will be displayed under Parked/Unparked tab of File History section.
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RECEIPT Create s Inbox Sent  Advance Search Advance Search DISPATCH  Sent  Returmed  Advar rch

%5 Movement Details aftw Edit S 3 iles More «

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

2
ER [ File Dewils
File No. A-0014/1/2015-B01-DFS. Extension of service.
oS
Opening Date : 26/12/2013 05:42 PM Test File
fJ )] Main Category: Al RTI matrers Sub Category :
| 3
revious ference : ter TEnce :
P Ref Later Refe:
E' Read On : 26/12/2018 D552 B

B

Movemen

Volume

Parked History

&
hl Parked On T}
]
l{é Shravan Kumar, ASST1(BO1)-DFS 26/12/2019 03:23 PM Enter Remarks Shravan Kumar , ASST1{BO1)}DFS 27122019 10:33 AM unpark
Shravan Kumar, ASST1(EO1)-DFS 26/12/2019 06:57 PM Create 3 Green Nate Shravan Kumar , ASST1{BO1)-DFS 26/12/2019 07:49 PM Create 3 Green Note

Figure 262

¢ Closing History of File will be displayed under Closed tab of File History section.

fhce i eFile vere .3:‘9 ) n snravanr.u:Eaz

RECEIPT Create s Inba: Advance Search FILE Create Sent  Advance Search DISPATCH  Sent  Returmed  Advance Search

Movement | Details frw Edit Send Send Back | LinkFiles | Amtachw Close w

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

[ File Details

File No.: A-40014/1/2013-B01-DFS Excension of senvice,
Opening Date : 26/12/2019 05:42 PM Test File

Main Category : A1l RT) matters Sub Category :

Previous Reference : Later Reference :

Read On: 26/12/2019 05:53 PM

<) History

d/Unparked || Closed | |n

ement

Reopen Shravan Kumar, ASST1{BO1)-DFS 0N e
05:54 PM
261122019

Close  Shravan Kumar, ASST1{BO1)-DFS e dose
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Figure 263
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Create Draft (DFA) in an Electronic File

Draft for approval (DFA) can be created in a standalone Electronic File (Not Attached with any other
File/Receipt) available in Inbox/Inbox folder/Created/Parking list. There can be three different nature of
Draft that can be created.

i. New Fresh Draft
ii. Reply Draft
iili. Reminder Daft

Create a New Fresh Draft

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.

" 3266
Tf[c:;?m eFile ver 70 » n

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search Sent Rerurned  Advance Search

Movement Details Draft = E send Send Back  LinkFiles  Attach + Park

Create New Draft E 3115390 A/940/2020-RTl Test Email & SMS 11

View Draft 4

+  Automatic Zoom

A/940/2020-RTI
19122020/ EOQFFICE

A Simple PDF File

Vandana Pal
DEALING HAND

Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Typeor paste copied content in the text area to create draft content.

. en~
eFile ver.70 » G
RECEIPT Create » Inbox Sent  Advance Search FILE Create Inbox Sent  Advance Search Sent  Returned Advance Search

Movement Details Draft Send Send Back | LinkFiles = Attach v Park

E 3115390 A/940/2020-RTI

File Inbox / Af940/2020-RTI Test Email & SMS 11

| Upload X I PDF & DOC Only <= 25 MB Last Auto backed up: 20/06/2020 05:32:39 AM Draft Details
Template L B I U & == == = = == b Draft Nature * Receipt No. Reply Type
v 2 ; v Ty -
H = -0 , % A A o : | ® 52| Eengish s MNew/Fresh Choose Receipt Choose One

Forms Of Communications Prefix Language *
Verdana 13px Line Height Hash Tag Choose One ClinaseOne v hoose:One v Bengali v

Main Category Sub Category
Choose One ~ | Choose One o
Subject ™

+ Add/ Edit Recipients

Total 1000 | 1000 Character left

Attachment {0}
|
iaht £ L

_| Enable Multi Sign

Figure 265
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Add Hash Tag if required (If draft created using Text Editor or Template)

Add Attachment if any.

Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)
Fill basic metadata categorized under Draft Details.

Click Add/Edit Recipients (Optional at time of Draft Creation) action button.

® N> kW

Click Save to Save the draft and generate unique draft number.

Create a Reply Draft

Important Points:

v’ Receipt (of same or external instance) must be attached as a correspondence in file.

v’ Attached receipt in correspondence should not be in closed state.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

3. Add Hash Tag if required (If draft created using Text Editor or Template)

4. Add Attachment if any.

5. Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)

6. Fill basic metadata categorized under Draft Details.

7. Select Draft Nature as Reply(A4vailable only when file has active receipts in correspondence)
oz eFile ver.70 S LA W oo
E RECEIPT Create » Inbox Sent  Advance Seard FILE Create Inbox Sent  Adwvance Search ISSUE Sent  Returned Advance Search
%5 Movement Details Draft » send Send Back | LinkFiles = Attach v Park More v

File Inbox / A/940/2020-RTI E 3115390 A/940/2020-RTI Test Email & SMS 11
ﬁ%s PDF & DOC Only <= 25 MB Last Auto backed up: 20/06/2020 05:39:24 AM S —

Template L ®m B 7T U &S == =5 2-E-52E 4 DraftNature™— | Receipt No.* Reply Type
g H @ — 0 x, ¥ A A o} : ® 30 Engish Formats Reply v Choose Receipt * 8 Choose One

) _ - Choose One Prefix Language *

Vierdana 13px Line Height Hash Tag Choose One New/Fresh Choose One v Bengali
EX : Sub Category

Reply Draft. Choose Un ¥ Choose One -
F‘%. Subject *
b q
= o Total 1000 | 1000 Character left
8:
[+ caveapens
Figure 266
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8. Select Receipt No. if there are multiple receipts in ToC.

- "Qe o T Saruja nuinar FauY
T eEiie x Toske oFFcE
RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Adwvance Search ISSUE Sent  Returned = Advance Search
Movement Details Draft = E send Send Back | LinkFiles = Attach+ Park
File Inbox / A/940/2020-RTI E 3115390 A/940/2020-RTl Test Email & SMS 11
o = :
2 3| PDF & DOC Only <=25 ME : A2 5

hg lJp\oad i > % nly Last Auto backed up: 20/06/2020 05:42:09 AM E Draft Details

Templats L B I U S == = =-E = E 4 Draft Nature * ReceiptNo. % Reply Type
] v 912/ v v
N g m- — O x X A-H- ©O- ® 8 Edshe Fomas Reply | 1812/2020/E0FFICE _1‘ Chaoze One

4

. Forms Of Communications [Chﬂﬂse Receipt | Language *
{Q Verdana 13px Line Height Hash Tag Choose One e 1912/2020/EOFFICE - Bengali -
EaiN

Main Category b

5 Y
Reply Draft. Establishment % = | Choose One -
m Subject *
R
R test subject

Total 1000 | 988 Character left

+ Add/ Edit Recipients

Remplem. Details - Public

) Name Designation Address Min./Dept./Others
3 s _-

— Name: Autornation MINISTRY OF

@ - Atta[hment @ T ASO Automation Testing AGRICULTURE
- |_| Enable Multi Sign I
Figure 267
Note:

= If only one receipt is available in ToC, it will be selected by default
= Recipient details, Main Category, Sub Category and Subject of selected receipt are auto fetched
in respective metadata fields.

. Clickinicon will display details of Receipt.

9. Select Reply Type (Optional) from Drop down list.

10. Click Add/Edit Recipient (Optional at the time of Draft Creation) action button for adding more
recipient.

11. Click Save to Save the draft and generate unique draft number.

Create a Reminder Draft

Important Points:

v' Issue must be a present in correspondence of file.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

3. Add Hash Tag if required (If draft created using Text Editor or Template)
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4. Add Attachment if any.

AD

5. Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)
6. Fill basic metadata categorized under Draft Details.

7. Select Draft Nature as Reminder(Available only when file has Issues in correspondence)

S@IICe
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Figure 268

8. Select Issue No. if there are multiple Issues in ToC. (Reminder popup will open displaying list of all
dispatches done on selected Issue)

I

eFile ver.70
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Figure 269

9. Click icon to view list of dispatches against selected Issue.

10. Select Dispatch No. from popup to create remainder and click Submit.
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Select Dispatch To Create Reminder

Issue No: 1/3024185/2020 Subject: test subject
Dispatch No. Recepient Type Communication Details

[ DIS/10858/2020 Public MName: Automation Testing

Figure 270

Note:

= Recipient details, Main Category, Sub Category and Subject of selected receipt are auto fetched in
respective metadata fields.

11. Click Save to Save the draft and generate unique draft number.

Note:

= After saving Draft, a draft number will be generated for the draft and its state will be displayed as DFA
with draft version as 1.

* Download Icon will be displayed if DFA is created by uploading Word document.

= Saved (Created) DFA will be in non-editable mode.

» Draft content (either typed or copied and pasted from word document in editor, Draft Details and
Recipient Details get Auto Backed up if not saved by user. (In this case, Draft no. should not be
generated)

» If Text editor is blank it will not be auto backed up or saved.

= Last Auto Backed up date and time (dd/mm/yyyy hh:mm AM/PM) will be updated in Draft Action
Header after getting Auto Backed up.

» (licking on Create new draft in a file having Auto Backed up Draft should open Auto Backed up content,
which should be further edited or cleared using Clear action button.

= Created DFA can be viewed in Draft List (along with details as Draft No., Subject, Last Updated On,
Status, Approved By and version details etc.) on right panel of File inner page.

= Edit and Approve Action button will be displayed for the saved draft.

= Legend will be provided in File Inner page/Inbox list page to indicate created draft.
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View Draft List

Important Points:

v' Electronic File containing the drafts must be in Created/Inbox/Inbox Folders/ Parked/Closed
list.

v' Electronic File must have drafts in DFA/Approved/Sign Pending/Signed State.

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown
menu on Right panel of File Inner Page to view List of all created Drafts.

vy - n 38l rl]]ﬂ Kumar raro -
ehilenyay ol e i
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Note:
= User will be able to see list of DFA/DRAFT created by the users in a File in Draft list (user should be
able to by default open draft list tab in right panel of file inner page using User Preferences Settings)
= User will be able to View Draft details (Draft No., Subject, Last Updated On and Approved By) and
version details (Version, Created On, Created By, Status).
= User will be able to click open a draft, to view the Draft.
=  User will be able to identify Draft with enabled Multi Sign (Demarcated using Icon).

= User will be able to view Signature Details (Signed By, Signed On, Signed Using (DSC/eSign)) by
clicking on Signed Status.

= User will be able to take following action - Show Version and Delete.

Show Version

Clicking on Show Version Icon should display all version of respective draft.

celInse
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Figure 273
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Delete Draft

Only Draft in DFA State can be deleted.

.
From Draft List
= e = Saruja nUmAr FAwD
. eFile ver 70 B TD(SKP}-EQFFICE
RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Adwvance Search
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= =
G v
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—
.
Figure 274

¢ File without further movement (Single Version): Clicking Delete Icon in draft list should remove
the Draft and its version.

¢ File with further movement (Single Version): Clicking Delete Icon in draft list should change the
Draft and its Version Status to ‘“DELETED?’ and Draft No. and Version Link should become
Inactive

o File without further movement (Multiple Version): Clicking Delete Icon in draft list should
remove the latest created version (if any) and change the Draft and its other Versions Status to
‘DELETED’ and Draft No. and Version Link should become Inactive

o File with further movement (Multiple Version): Clicking Delete Icon in draft list should change
the Draft and its Version Status to ‘DELETED’ and Draft No. and Version Link should become
Inactive
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From Version List

n
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should remove version and draft associated with it.

Copyright © NIC, 2020

File without further movement (Single Version): Clicking on Delete icon in version list of draft

File without further movement (Multiple Version): Clicking on Delete icon in version list, should
remove latest version (created by self) of draft.
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Edit Draft (DFA)

This feature is required to edit draft (DFA) content, details and Add/Edit Recipient details.

Important Points:

v" Created drafts must be available in the Draft List of the electronic file.

v' Electronic File containing the saved draft (to be edited) must be in Created/Inbox/Inbox
Folders/ Parked list.

v' Draft to be edited must be in DFA state (with unique draft number).

<

Draft to be edited must not be in Approved state.

v' Draft to be edited must not be created by users of external eFile instances

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown
menu on Right panel of File Inner Page to view List of all created Drafts. Refer View Draft.

2. Open unapproved draft from Draft List by clicking on Draft No.

3. Click Edit Button.
-?[m eFile ver.70 iﬁ “ J?E
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Figure 276

Scenario 1: In Case of DFA created using DFA Editor or Template

4. Saved content of the draft should be displayed in editable form
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5. Edit content (option to type content, paste copied content and choose template will be available)
as required.

Scenario 2 : In Case of DFA created using uploading Word Document
4. Download uploaded Word document by clicking Download Icon for further editing.

5. Click Upload button to select and upload updated/edited word document or a new document
from local drive.

Scenario3 : In Case of DFA created using uploading PDF/Word Document

4. Remove uploaded draft by clicking Remove Icon

&

Enter content (option to type content, paste copied content and choose template will be available)
as required.

Edit metadata (If required)
Add or remove attachment (If required)

Check/Uncheck Enable Multi Sign checkbox. (If required)

© ® N o

Click Add/Edit Recipients (Optional) action button.

10. Click Update to save the edited content of Draft.

Note:

= User will be able to edit and save draft metadata (excluding Draft nature, Receipt/Issue Number, Reply
Type).

Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.

Text editor cannot be kept blank while editing an already saved draft.

User will be able to remove or add attachment from Attachment list.

New version of draft will be created subject to movement of File.

User should be able view/edit any version of Draft until it is approved.
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Add Recipient in Draft

This Feature allow user to Add Public, Intra eOffice and Inter eOffice Recipient in recipient detail list of

draft/dispatch. Also user can Edit details of Public recipient and Remove recipients at any point of before
final dispatch.

There are three type of Recipient that can be added in Draft/Dispatch.

i.  Public: Public Users not having an eOffice Account
ii. Intra eOffice: Users of other departments available in same eOffice Instance
iii. Inter eOffice: Users of other departments available in other eOffice Instance

Important Points:

v' Intra eOffice and Inter eOffice instance recipient can be added only for electronic
Draft/Dispatch.

v" Duplicity of Recipient will not be allowed.

STEPS TO FOLLOW:

1. Click Add/Edit Recipient in Draft/Dispatch Page to view Add/Edit Recipient popup window
with Public> User (New) preselected.

Note:

= Ifrecipient details are already listed in Draft/Dispatch it should be displayed in right —panel of
Add recipient popup with option to edit/delete

2. Fill all available details of recipient (including mandatory fields) and click ADD.
Note:

= User details form gets reset to default value. Recipient Detail will be listed in right panel with
option to edit/delete.)

3. Click Close button in right panel to close the Popup.

Note:
*» To Add Recipient for Public , Intra eOffice and Inter eOffice, refer following link
o Public Recipient
o Intra eOffice Recipient
o Inter eOffice Recipient
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Approve Draft (DFA)

Approval of Draft in File will be same as approval of draft in receipt. Refer Approve Draft in Receipt.

Signing a Draft

Signing of Draft in File will be same as Signing an approved draft in receipt. Refer Signing a Draft in Receipt.

Dispatch from File

This feature allows User to Dispatch Signed Draft (Issue) letters through Self or CRU (Central
Registering Unit) against an electronic receipt —

Electronic File

Dispatch from Electronic File will be same as Dispatch from Electronic Receipt (Refer Page No.78).

Physical File

STEPS TO FOLLOW:

1. Click opens a Physical File from Created/Inbox/Inbox Folder list of File.

2. Refer Dispatch from Physical Receipt from Step 2 Onwards.
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Send Files

This feature allows user to forward Files to other users from Inbox/Inbox Folder/Created List.

Important Points:

v" File should be available in file inbox/inbox folder /created list.

v" Physical files in Inbox should be in received state.

STEPS TO FOLLOW:

1. Select files or Click open a file from Inbox/Inbox Folder or Created list.

2. Click Send menu
B I L X
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Figure 278

3. Select user in To field (Select the user from segregated employee List using any of “All” |, “Recent
5”7, “In Channel”, “Sub-ordinates”, “Send Back” and “Reporting Officer”).
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Figure 279

Note:

= All: List will display all the active users in the department.

= Recent5: List will display last five distinct users to whom file was sent respectively.

* In channel: List will display the list of users who were in channel of previous movement.

= Sub-ordinates: List will display the sub-ordinates placed below the logged in employee in the post
(individual) hierarchy.

= Send Back: Previous sender of file will be displayed.

» Reporting Officer: List will display the reporting officer placed above the logged in employee in the post
(individual) hierarchy.

Or

4. Select user in To field from the Organization hierarchy list in case for single instance multiple
departments.

Or

5. Select user from External->Department name, in case user has to send the file to any external
eFile instance

Select Due Date(If Required)

Select Action(If Required)
Select Priority(If Required)

- =B B =)

. Select Initiate Action and Initiation Type (Configurable & role based)

10. Enter Remarks (Mandatory for Initiate Action)

11. Select Notify Through (SMS/Mail) using checkbox to notify receiver. (If required)
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12. Select Intimate Through (SMS/Mail) using checkbox to intimate users in previous movements. (If
required).

13. Click Send to forward file.

Note:

* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.

Send file with eSign

This feature allows user to digitally sign green note using eSign (Aadhaar based using OTP or
Fingerprint).

Important Points:

v" File should be available in file inbox/inbox folder /created list.
Physical files in Inbox should be in received state.
eSign Web service should be up and running.

Web service URL should available in eFile application configuration table.

D N NI NN

User should have Aadhaar authenticated mobile number (For OTP based eSign) listed in the
EMD.

User should have Biometric Device (For Fingerprint/IRIS based eSign) connected to system.

AN

License Agreement (Consent of Authentication) should be made between the Department and
eSign Service provider to avail the eSign service.

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.

OTP based ‘eSign & Send’
1. Click eSign and Send and choose option ‘with OTP’.

2. Read and agree to the ‘Consent for Authentication form’ to proceed and then you will be
redirected to the eSign service portal.

3. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
4. Enter the OTP received on the registered (with AADHAR) mobile number.
5. Click ‘Submit’ to eSign and Send.
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Fingerprint based ‘eSign & Send’
1. Click eSign and Send and choose option with ‘Fingerprint’.

2. Read and agree to the ‘Consent for Authentication form’ to proceed and then you will be
redirected to the eSign service portal.

. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.

3
4. Select the Fingerprint scanner from the discovered connected device(s).
5. Click ‘Capture’ to capture the fingerprint.

6

. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

Note:
* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.

By clicking on Signature user will be able to view complete details of Signer.

Send file with DSC (Digital Signing Certificate)

This feature allows user to digitally sign green note using DSC Token.

Important Points:

File should be available in file inbox/inbox folder /created list.

Physical files in Inbox must be in received state.

JRE Version 1.8 or above appropriate as per OS must be installed in the client machine.
DSC Signer Service must be installed in the client machine.

User must have valid DSC certificates installed in the computer.

User must be registered with DSC and DSC should be plugged in the client system.

A N N N N RN

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.
1. Click DSC Sign & Send.
2. Enter the PIN for DSC.

Note:
= Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.
= By clicking on Signature user will be able to view complete details of Signer.
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Sending File to External eOffice Instance

This feature allows user to forward Files to user in external eOffice Instance.

Important Points:

v' File should be available in file inbox/inbox folder /created list.
Physical files in Inbox must be in received state.
External Instance must be registered with users eOffice Instance.

Role_Instance_Sender must be assigned to User sending file to external Instance.

D N NI NN

Role_Instance_Receiver must be assigned to user of external eOffice Instance to whom file is to
be sent.

<

External eOffice Instance should be active at time of Inter Instance file movement.

<

The eFile(s) to be exchanged must not have-
e Yellow Noting

e KMS References.

e File(s)/Receipt(s) as attachments.

e Linked Files

STEPS TO FOLLOW:

1. Select file(s) or Click a file number in Inbox/Inbox Folder/Created list.
2. Click Send menu.

3. Select External Radio Button on File Send Page.

-—

181 Shravan Kumar
A @ O -

FILE Create Inbox Sent  Advance Search DISPATCH Sent  Returned Advance Search

. ==
Department *
415 1d2
Gs :
Ll To-
o= Computer Number
Bl | | AMRITA ARORA ACCTE: Accoun e MHA Motify Through : B Email B swms (Nmfre, File No. Subject Note Type
Set Due Date Action
“ :
i.m el e S 2213 (8) LR-11011/1/2020-B01-DFS | Land record matrer YELLOW
Priority
E 2 Immediate
g
Remark:
‘ Forwarding
(<X
B
Total 1000 | 989 Character left
%
Intimate To
5. No. ‘ Employee Name | Marking Abbreviation m
1 Shravan Kumar DEA-Steno{BN) O O
D5C Sign & Send || oSign & Send
lEEI Copyright © 2020, designed and developed by NIC, |

Figure 280
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Select Department name (From Registered External eOffice Instance) using Combo-box.
Select user in To field (Employee List having Role_Instance_Receiver should be available)
Select Action

Select Priority

Enter Remarks

Click eSign and Send/ DSC Sign and Send/Send.

© ® N> Uk

Note:

» Sender Name, Post and Department details shall be appended in Green Note of File automatically after
movement.

* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.

= Local References, Issues & Correspondences lying in a file will be exchanged.

» Internal file movements detail will not be exchanged; however, the last movement (i.e. from sender
eOffice Instance to receiver eOffice Instance) of the file will be exchanged & will be visible in the
Movements of the eFile(s) being exchanged.

* Main file, Part File(s)/Volume File(s) can be exchanged during the Inter Instance File Exchange.

= User will not be able to "Merge" physical files with an external physical file.

» No actions will be allowed on the attached records i.e. Correspondences, Issues and Local References in

the eFile(s) of the sender department by the recipient department.

External Physical file will not be allowed to "Convert" into electronic file.

User should not able to "Edit" external file.

User should not able to "Close" external file.

Separate Computer No. for the sent file should be assigned in external eOffice Instance.

Creation of Part/Volume of the external files will not be allowed.

File(s) cannot be pulled back once sent to external eOffice. (Alert message will be displayed before

sending of file)

» File(s) with DFA will be allowed for exchange with following conditions:

o Latest version of the draft should be exchanged with the receiver eOffice Instance.

o Receiver eOffice Instance can Approve the submitted DFA received from external eOffice Instance.

o Receiver eOffice Instance will not be allowed to perform the signing of the submitted approved draft
received from external eOffice Instance.

o Receiver eOffice Instance will not be allowed to perform the final dispatch of the DFA submitted by
another eOffice Instance. Approved DFA has to be send back to the sender eOffice Instance for final
dispatch.

o Draft content will be available for viewing/editing.

o Draft metadata will be available only for viewing.

o Draft attachments will be available only for viewing.

Copyright © NIC, 2020
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File Sent List

The Sent box displays the list of Files (Electronic and Physical) sent/forwarded by the user to other users
in the system. It keeps a record of all the files sent so far and other details such as the date and time on
which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ sub module under File module.

3265 sar ~
e

= RECEIPT Create + Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent  Returned  Advance Search

T ey
175
[FE]

£ 3115432 A/952/2020-QA-01 Test Yerur Siraj Ahmed, eOffice  20/06/2020 Yerur Siraj Ahmed, eQOffice

MMP... 06:24 AM MMP... “
g E 3115481 A-1241128/2020-QA-01 Test Jaskiran, n1d2 ?g"gjﬁ&zo Jaskiran, n1d2
ﬁ E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 :?"2?’;320 Jaskiran, n1d2
“E B SETD 8/23/2020-0A-01 Drafc r;e’;;l;i.Siraj Ahmed, eOffice : ?}:};3{;320 ;;’:r siraj Ahmed, eOffice @
'-'-ﬁ E 3104365 10(2)/2020-RTI Request for information Under RTI Act, 2005 by Ms... Ji;:fﬂsmj Ahmed, eOffice :?f:f&zo ;:;z%rﬁj Ahmes, e0ffice fB@
E 3 e A/258/2020-04-01 ddss J«:\;l;:lsnaj Ahmed, eOffice :?I??f:&lﬂ ;:;:élraj Ahmed, eOffice @
£ 3115479 AI965/2020-QA-01 Test Extl '::\::.r"Siraj Ahmed, eDiffice :?13215320 J:;i?irﬁj Ahmed, eOffice @

Figure 281
Description:

e The Sent list of File displays information such as, Nature of File (E/P), Computer No., File
Number, Subject, Sent To, Sent On, Currently With, Due On and Actions.

ile ver.70

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent  Returned = Advance Search

[ ] Comp. No. ] | File No. j Sent To SentOn ] | Currently With DueOn t] | Actions

h‘l?S
4 E

MMP... 06:24 AM MMP... Hea
g E 3115481 A-12/112872020-QA-01 Test Jaskiran, n1d2 ?2"3{?’:&20 Jaskiran, n1d2
@ E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 :?13?5320 Jaskiran, n1d2
‘AE £ 2115402 B/23/2020-QA01 Drafe h‘;«:\;:iSiraj Ahmed, eOffice :?}:};’:{;&20 ;:ﬂr;zéiraj Ahmed, eOffice @
:-B E 3104365 10(2)/2020-RT! Request for information Under RTI Act, 2005 by Ms.... h\;i;‘;.'us'-raj Anmed, Offies :?f;‘f&m ':i;:fim Ahmed, eOffice @
E £ 3115462 A/958/2020-QA01 ddss ;i;;:ISiraj Ahmed, eDffice :?}??Isalo ;:::éiraj Ahmed, eOffice @
£ 3115470 A/965/2020-QAD1 Test Extl Je’;\;L;Ir"SiraJ Ahmed, eDffice :?I?:f:&lﬂ ;::‘;;II’“SII’EJ Ahmed, eOffice @

2115438 A/952/2020-QA01 Test Yerur Siraj Ahmed, eOffice  20/06/2020 Yerur Siraj Ahmed, eQOffice

Figure 282

e The list of File can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.
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e The list of File can be filtered on the basis of Nature, Subject Category, Sent Date and Due Date
range by clicking Filter Icon in menu bar.

Saroja Kumar Patro
File ver L 1D OFFICE

RECEIPT Create + Inbox Sent  Advance Search Create  Inbox Advance Search IS Sent Returned  Advance Search

ﬁ © Both Physical Electronic 20/06/2020  Yerur Sirai Ahmed, Offi
) £ 3115438 A/D52/2020-QA-01 Test T /e
Subject Category §
-~
i ! 20/06/2020
E 3115481 A-12/1128/2020-QA-01 Test Hindi Public Relations Finance, Budget, Jaskiran, n1d2
Cash and Accounts 12:04 AM
Parl t 19/06/2020
@ £ 3115481 A-12/1128/2020-QA-D1 Test artamen Jaskiran, nd2
11:25 PM
Date

m Sent Date From Sent Date To e 19/06/2020  Yerur Siraj Ahmed, eOffice

B - -

b4 E 3115408 B/23/2020-QA-01 Drafe ey e [t = FeEM B @
2H Due Date From = 19/06/2020  Yerur Siraj Ahmed, =Office
= E 3104365 10(2)/2020-RTI R dd/mm/yyyy =] =] ' ’
| 2) a4 11:18 PM MMP... ®ea
0 e 19/06/2020 Yerur Siraj Ahmed, eOffice

3 £ 3115462 A/958/2020-QA-01 dd 5
B: 2 = 1147PM  MMP... 0
Yerur Siraj Ahmed, eOffice 19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115479 AJ9B5/2020-QA-01 Test Ext

Q sstex MMP... 1146PM  MMP.. 0

Figure 283

e The Files can be searched using Module Search on the basis of Computer No., File No., Subject,
Sent To and Currently With by entering at least 3 characters.

3155 n Saroja Kumar Patro
' TD(SKP)-EQFFICE

RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent  Rewrned  Advance Search

) cresteport  pullsace F N oeoe )
] R s VST - - (TR
175

File Number
h§ Yerur Siraj Ahmed, eOffice a med, eOffice
E 3115438 Ar952/2020-0A-01 Test MM Subject ﬁ @
20, B SentTo

E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2

2a Currently With

19/06/2020
11:25 PM

3115481

A-12/1128/2020-QA-01 Jaskiran, n1d2 Jaskiran, n1d2

Yerur Siraj Ahmed, eOffice 19/06/2020 Yerur Siraj Ahmed, eOffice 'a @
MMP... 11:19 PM MMP... .

Figure 284

E 3115408 B/23/2020-QA-01 Draft

e The list of already sent files of other users if shared with you (in case of employee’s handover due
to transfer/superannuation/promotion) can be viewed through Show shared Sent.

3155- n Saroja Kumar Patro

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent Returned  Advance Search

5 createparc  pull Back [ o v resser: [
] R S VS - - (TR
175

hg Yerur Siraj Ahmed, eOffice 20 B File Number med, eOffice ﬁ @
MMP... 06{ B Subject *

m

3115438 Af952/2020-QA-01 Test

20, B SentTo

E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2
2a Currently With

19/06/2020

E 3115431 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 1125 M Jaskiran, n1d2
Yerur Siraj Ahmed, eOffice  19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115408 B/23/2020-QA-01 Draft MMP... 11:19 PM MMP... 41 @

Figure 285
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e The following actions that can be performed on the list of Sent Files —

= (Create Part
= Pull Back
= Initiate Action

c@ffice 3266 pr— n Saroja Kumar Patro
RECEIPT Create »  Inbox Sent = Advance Search Create  Inbox Advance Search ISSUE Sent  Returned  Advance Search
Create Part | Pull Ba Search Here... - Choose One v
Yerur Siraj Ahmed, eOffice 20/06/2020 Yerur Siraj Ahmed, eOffice
E 3115438 A/952/2020-QA-01 Test MMP... 06:24 AM MMP..
20/06/2020 .
E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 12:04 AM Jaskiran, n1d2
19/06/2020
E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 Jaskiran, n1d2
11:25PM
Yerur Siraj Ahmed, eOffice  19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115408 B/23/2020-QA-01 Draft
g " MMP... 11:19PM  MMP.. @
A Siraj Ahmed, eOffi 19/06/2020 Y. Siraj Ahmed, eOffi
E 3104365 10(2)/2020-RT! Request for information Under RTI Act, 2005 by Ms.... Y @
Yerur Siraj Ahmed, eOffice 19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115462 A/958/2020-QA-01 dd:
< = MMP... MA7PM MMP.. @
Yerur Siraj Ahmed, eOffice 19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115479 AJ965/2020-QA-01 Test Extl P 11416 PM M. @

Figure 286

e Further, more details on a File can be viewed on File Inner Page by clicking on the File No.
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File Pull Back

This feature allows user to ‘Pull Back’ forwarded file from the user to whom it was marked. This may be
required in case-scenarios where user forwards the file to an unintended person mistakenly, or the person
is un-available so the subject matter (file) may be pulled back and re-assigned to someone else. This can
only be done until the recipient has received or opened the receipt. This section describes the steps to pull
back a receipt.

Important Points:
v Entry of File must be available in sent list with Pull Back link.

v' File to be pulled back must not be in received (for physical File) or read (electronic File)
condition in inbox of recipient.

v' File to be pulled back must not be attached with other File/Receipt in Recipient eFile account.
v’ Pull Back link/icon must be available for only those file which are eligible for Pull Back.

STEPS TO FOLLOW:

From File Sent List

1. Click Pull Back icon with respect to file to be pulled or Select Files with Pull back Icon and click
Pull Back Menu in File Sent list.

« eFile ver.70

RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent Returned  Advance Search

175
hg 3115438 Yerur Siraj Ahmed, eOffice  20/06/2020  Yerur Siraj Ahmed, eOffice

i
MMP... 06:24 AM MMP... @

A/952/2020-Q4-01 Test

3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 12[2]1‘346/;;20 Jaskiran, n1d2
E 3115481 A-12/1128/2020-0A-01 Test Jaskiran, n1d2 :?Jg?i;;ZD Jaskiran, n1d2
£ 3115408 8/23/2020-QA-01 Draft ’\:el\‘;::ISiraj Ahmed, eOffice :?I?;SJPQ;ZO J:qr:.r”Siraj Ahmed, eOffice @ @
£ 3104365 10(2)/2020-RTI Request for information Under RTI Act, 2005 by Ms.... ;i::fﬂswj Ahmed, eOffice :19{10:1;:20 ;iqr:ié'raj Ahmed, eOffice @
£ 3115482 A/S58/2020-QA-01 ddss h“(‘Iel\‘::;lT'"Siraj Ahmed, eOffice :?Ii};’:iz;m ;z::éiraj Ahmed, eOffice @
£ 3115470 A/OG5/2020-QA-01 Test Extl h‘;el\;:.r"Siraj Ahmed, eOffice :191‘1056#;;20 ;z;iéiraj Ahmed, eOffice .a @
Figure 287

2. Enter Pull Back remarks and click OK in the Pull Back Confirmation pop up to pull back the
selected File.
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SYnce

Reason For Pull-Back

Remarks *

For CorrectiunJ

Total 1000 | 985 Character left

Figure 288

From Advance Search Qutput List
1. Click Pull Back action menu/link available in searched output record of Advance Search.

» GED

o0

Saruje nunE Fauu

aosrmwcasnuce scumen €F11€ ver 7.0 TD(SKP)-EQFFICE
= RECEIPT Create +  Inbox Sent  Advance Search (&= LSl Advance Search Sent Returned  Advance Search

135 . - -
% File | Receipt Issue P:Global | E:Global #

Comp. Neo. File No. Subject Origin

175 i S Internal M Include Closed

FE]
Search File
oS
2 Records T

Send | Reopen | Receive | Pull Up ||Pull Back | Unpark
e

File for external

H Details 3115478 A-12011/7/2020-QA-01 Instance File/Sent 19/06/2020 08:27 PM  plssee and comment  Sentto: n1d2
A
-ﬁ Pull Up Detsils P 3115420 M/110/2020-Q4-01  pfile3 File/Inbox RTI DIVISION 19/06/2020 12:22 PM ;‘TS;‘E: Rl
&0 Arjun Kumar
S A-11011/3967/2020- CHANDIGARH (U.T.
c Pull Back Details E 3115187 Automartion Testing File/Inbox ( 19/06/2020 02:25 PM Balla,CHANDIGARH
QA1 UNIT)
(U.T. UNIT)
Kapil Kumar
E 3115003 g:: 1021 11394412020 Enter Description 223 File/Inbox eOffice MMP Division  18/06/2020 07:58 PM Sharma,eQffice MMP
‘—E Division
7
Saroja Kumar
@ Send Details E 3114815 A-12/890/2020-0A-01  Automation Testing File/Created eQOffice MMP Division Patro,eOffice MMP
Division

Figure 289

2. Enter Pull Back remarks and click OK in the Pull Back Confirmation pop up to pull back the
selected File.

Reasen For Pull-Back

Remarks *
For Correction.

Total 1000 | 985 Lharacter [Tt

Figure 290
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Note:

* Files forwarded from Inbox/Created should be placed in respective folder once Pulled Back.

» Files forwarded from Inbox Folder should be placed in Inbox Folder (if available) else in Inbox (If inbox
folder is deleted) once pulled back

= File should be removed from the inbox of user from whom it was pulled back.

= Record of pulled back receipt should be removed from sent list.

= Pull back remarks should be maintained in the movement history of the pulled back File.
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Create Part File

This feature allows user to create Part File of Main file whenever required.

Important Points:

v Entry of files (Physical/Electronic) must be available in Sent/Inbox /Inbox Folder/ Created
Files list.

v' The files selected in Sent List should not be present in Closed Files list of any user.

<

Only users of Dealing Section can create the part file of the main file.

v' Creation of Part file of only main (Physical/Electronic) File is allowed.

STEPS TO FOLLOW:

Create Part from File Module

1. Click ‘Create Part’ link under Files module to display part file creation page.

3265 n Saroja Kumar Patro  _
« eFile ver.70 L (SKP)-EOFFICE

RECEIPT Create » Inbox Sent = Adwvance Search FILE Create m Sent  Advance Search ISSUE Sent Returned  Advance Search

Receive Send Send Back | Move Tow | Create Volume | Create Part Park Close = . Search Here.., ROl Select User

19/06/2020  19%/06/2020
08:54 PM 08:54 PM

063/2020-QA-01 Jaskiran, n1d2

¥ 18/06/2020  18/06/2020 o
941/2020-RT1 Test Email & SM5 4 Vandana Pal, RTI DIVISION 03:14 PM 07:56 PM =

18/06/2020  20/06/2020
Test Email & SM5 11 Vandana Pal, RTI DIVISION 02:40 PM 03:50 AM 1

Yerur Siraj Ahmed, eOffice  10/06/2020 10/06/2020

937/2020-QA-01 250002 MMP... 09:52AM  09:52AM

Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

936/2020-QA01 250002 MMP... 09:52AM 08:52 AM

Yerur Siraj Ahmed, eOffice  10/06/2020 10/06/2020

935/2020-QA-01 250002 MMP... 00:40AM  09:49 AM

Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

933/2020-QA-01 250002

MMP... 09:46AM  03:47 AM
Verur Siraj Ahmed, eOffice  10/06/2020  10/06/2020
W12/1122/2020-0A-01 ¢} Automation Testing e aa Doaa AN
.
Figure 291

2. Click ‘Choose File’ to view the list of Sent/Inbox/ Inbox Folder/ Created Files with year wise
sorting in popup window.
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RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Adwvance Search Sent Returned  Advance Search

ile No.
r Choose File

=
Subject

Description *-

Descri

Main Category Sub Category
Choose One ¥ | | Choose One

.
Other Details
Remarks
Remarks

Create Part »

Figure 292

3. Select File and click Submit button.

Part File
Year* | 2020
Comp. No. T} | File No. ! Subject
3115438 A/952/2020-QA-01 Test

3115477 Af963/2020-QA-01 ferf

3115408 B/23/2020-QA-01 Draft

3115442 A/953/2020-QA-01 external isnatnce

3115462 Af958/2020-QA-01 ddss
3115479 Af965/2020-QA-01 Test Bxtl
3115469 Af960/2020-QA-01 hyytg
3115475 Af962/2020-QA-01 hgt
3115471 ABC1/6/2020-QA-01

3115463 ABC1/4/2020-QA-01

Cancel

Figure 293

4. Edit metadata if necessary and click Create Part button to create part file.
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Saroja Kumar Patro

eorrce

onarmm worseusce sowmion. €F11€ ver 7.0

P o

= RECEIPT Create y Inbox Sent  Advance Search Create  Inbox Sent  Advance Search 55! Sent  Returned  Advance Search

135

175

| File No. *

Af953/2020-QA-01

Choose File ]

Subject

e
I |

Description ™
| external isnatnce

Main Category Sub Category
Choose One ¥ | Choose One ¥

.
Other Details

Remark:
lemarks

Figure 294

Create Part from Inbox/Inbox Folder/Created and Sent list

1. Select a file in the Sent/Inbox/Inbox Folder/ Created file list and click Create Part menu.

@fflce

xomamawo on @File ver.7.0

= RECEIPT Create »  Inbox Sent  Advance Search FILE Create m Sent  Advance Search ISSUE Sent Returned  Advance Search

135 Send Move To + Create Part Park Closew

Comp. No. 1} | File No.
175

=] E 3115477 A/963/2020-QA01 ferf Jaskiran, n1d2 08:54 PM 08:54 PM -
D
=l ' 18/06/2020  18/06/2020

(] E 3115331 AJ941/2020-RTI Test Email & SMS 4 Viandana Pal, RTI DIVISION 53:14 P 07:56 PM
{Q 18/06/2020  20/06/2020
L~ - il

(] E 31153%0 AJG40/2020-RTI Test Email & SMS 11 Viandana Pal, RTI DIVISION 02:40 PM 03:50 AM

19/06/2020

19/06/2020

Figure 295

2. Edit metadata if necessary in the part file creation page.
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RECEIPT Create » Inbox  Sent

[

Advance Search

File No.

Fam 0"

Create  Inbox Sent Advance Search Sent

A1963/2020-QA-01 | ‘

Description *
| ferf

Main Category
Choose One b

-
Subject

Sub Category.
Choose One e

Remarks-
Remiark:

S
Other Details

Create Part »

Figure 296

3. Click Create Part button to create the part file.

Create Part from File Inner Page

Returned

Saroja Kumar Patro
-EOFFICE

Advance Search

1. Click open a file from Sent/Inbox/Inbox Folder/Created file list and click Create Part sub menu
under ‘More’ menu in the menu bar of File Inner Page.

L ©ffice

eFile ver 70
RECEIPT

File Inbox / A/963/2020-QA-01

Create »  Inbox  Sent

Movement Details Draft v

19/06/2020 08:47 PM

Advance Search

Edit

Create  Inbox Sent  Advance Search Sent

Send Link Files = Attach = Park Close = More =

Create Part

Action Details

) (@0 © 1130241787202

Saroja Kumar Patro Merge

Returned

Advance Search

Automatic Zoom

INDIVIDUAL
AJ9E3/2020-QA-01
Note #4
@ - |
bk A Simple PDF File
m 19/06/2020 08:54 PM Jaskiran This is 5 small demonstration pdf file -
a
D] st Al s B Justfor use in the Virtual Mechanics tutorials. More txt. And more
W[4 n ¥ | [ fext. And more text. And more texd. And mare fext.
4 v And more text, And more text. And more text. And more text. And more
' o g text_ And more text Boring, zzzzz. And more texdt And more text. And
.
Figure 297

2. Fill necessary metadata in the part file creation page.

3. Click “Create Part” button to create the part file.

Note:

» Created part file will be listed in Created Files list under file module with (Part <Part Number>)
appended at the end of main file number whose part has been created.
» Part file history will be maintained in the main file under File Details information.
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Create Volume File

This feature allows user to create Volume File of Main Physical file whenever required.

Important Points:
v User must have physical File in Inbox/Inbox Folder/Created list.
v' Physical file must be in received state.
v Only users of Dealing Section can create the volume of the main file.

v’ Creation of Volume file of only main (Physical) file is allowed.

STEPS TO FOLLOW:

Create Volume from File Module

1. Click Create Volume link under Files module to display Volume File Creation page.

3266 n Saroja Kumar Patro
B TD(SKPJ-EOFFICE

Create + Inbox Sent = Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Rewrned Advance Search

eFile ver.70

» Create Volume

| Choose File
| IS

E
Subject
Description *

Description

Main Category Sub Category
Choose One ¥ | | Choose One

7
Other Details

Remarks-
Remarks

Create Volume »

Figure 298

2. Click Choose File to view the list of Inbox/Inbox Folder and Created Physical Files listed with
year wise sorting in popup window.

3. Select File and click Submit button.
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Volume File
Year™ | 2020
Comp. No. {1 File No. | Subject
3115399 1/7/2020-QA-01 file12

3115382 Af937/2020-QA-01 250002

3115381 Af936/2020-QA-01 250002

3115380 Af935/2020-QA-01 250002

3115378 Af933/2020-QA-01 250002
3115337 Af930/2020-QA-01 250002
3115327 Af925/2020-QA-01 250002
3115325 Af924/2020-QA-01 250002
3115323 Af923/2020-QA-01 250002

3115321 AfG22/2020-QA-01 250002

Figure 299

4. Edit metadata if necessary and click Create Volume button to create volume file.

amam wonseues soumen @F11€ ver.7.0

135

175

= RECEIPT Create + Inbox  Sent  Advance Search

e@ffice .

Create  Inbox Sent  Adwvance Search Sent  Returned

File No.
[ Af935/2020-QA-01

Choose File

T

! Subject [
—_—

Description *
[250002

TSI Category
[CC

T CATEEaTy
|" rﬂ'ooseOne |'|

Remar

2
Other Details

[Remz'ks

Create Volume »

Saroja Kumar Patro
TD(SKP)-EOFFICE
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Create Volume File from Inbox/Inbox Folder/Created

1. Select a physical file in Inbox/Inbox Folder/Created Files list and Click Create Volume menu in
the menu bar.
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3266 n Saroja Kumar Patro
w 6File ver.70 L DI EOFFICE
RECEIPT Create »  Inbox Sent Advance Search FILE Create m Sent  Advance Search I Sent Returned  Advance Search
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Figure 301
2. Edit metadata if necessary in the Volume File creation page.

3. Click Create Volume button to create the volume file.
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Figure 302

Create Volume from Physical File Inner Page

1. Click open physical file from Inbox/Inbox Folder/Created Files list and click Create Volume sub
menu under ‘More’ menu in the menu bar of File Inner Page.
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2. Edit metadata if necessary in the Volume File creation page.

3. Click Create Volume button to create the volume file.

3266 n Saroja Kumar Patro
eFile ver 70 o TD(SKE)-£0FFICE

RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent Remurned  Advance Search

File No. =
[ A/937/2020-QA-01

z
| Subject [

escription *
250002

ain Category ub Category
cC ‘ " 1 Choose One

=
Other Details

Create Volume »

Figure 304

Note:

= (Created volume file will be reflected in Created Files list under file module with (Volume <Volume
Number>) appended at the end of main file number whose volume has been created.
= Volume file history should be maintained in the main file under File Details information
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Closing of File

This Feature allows user to Close the File, if actions on File are completed. User will be able to Reopen
closed file whenever required.

Direct Closing of File

This feature is Role Based. User with Role Closing and Role Approver can directly Close the File from
Inbox/Inbox Folder/Created List.

Important Points:

v' File must be in Inbox/Inbox Folder/Created List.

v File must be of same dealing section (that of logged in user) for direct closing.
v' Physical Files must be in received state.

v Inbox files to be closed must not have any File/Receipt as attachment.

v’ Inbox files to be closed must not be received from another eFile instance.

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Close menu or Click open a File
from Inbox /Inbox Folders/Created listing and click Close menu.
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2. Enter Closing Remarks in the file closing confirmation pop up window.

Closing Remarks

emarks.
Work Done‘l

Total 1000 | 990 Character left

Figure 306

3. Click OK button to Close the File.
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Note:

» Closed File will be removed from Inbox /Inbox Folders/Created list.

» Closed File will be displayed under Closed (By Me) list of Files module.

= All the receipts inside the file (as correspondence) will be closed.

= State of the file should be changed to CLOSED.

=  Entry of Action, Action By, Action On, Action Remarks values should be displayed in File Closing
History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Send File for Closing Approval

User having only Role Closing can send File for Closing Approval. Once approval is granted user can
close the File from Submitted File for closing approval list.

Important Points:

File must be in Inbox/Inbox Folder.

Files in Created Folder can be directly closed without any Approval.
File must be of same dealing section (that of logged in user).

Physical Files must be in received state.

Inbox files to be closed must not have any File/Receipt as attachment.
Inbox files to be closed must not be received from another eFile instance.

ANANANANAY

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Send For Approval submenu
under Close menu or Click open a File from Inbox /Inbox Folders/Created listing and click Send
For Approval submenu under Close menu.
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Figure 307
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2. Enter approval-seeking remarks in the ‘Send File for Approval’ pop up window

3. Click Send button to Send Close Approval.

Send For Closing Approval Remarks

Remarks *
May be Closed)|

Total 1000 | 386 Character left

Figure 308

Note:

* File will be removed from inbox/inbox folder list and is displayed under Submitted Files for Closing
Approval module with pending status.

= User will be able to take actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and
Pending approval status respectively.

= User will be able to view list of approvers for that particular file by clicking on ‘View Approvers’ link.

Bulk Closing of File

This Feature allows user to Close Files in Bulk. User with Role Closing and Role Approver can Directly
Close the File while User with only Role Closing can Send File for Closing Approval.

Important Points:

v Bulk Closing List will display Files in Inbox/Inbox Folder/Created list of Same Dealing section
as of logged in User.

v Physical Files must be in received state.

v’ Inbox files to be closed must not have any File/Receipt as attachment.

v’ Inbox files to be closed must not be received from another eFile instance.

STEPS TO FOLLOW:

1. Click Bulk Closing link under Files module.
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2. Search File using various search parameters. (If Required)

3. Select Files and Click Close Icon/Link. (User with Role Approver) or Send For Approval (User with
only Role Closing)
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4. Enter Mandatory Remarks and click OK to close the selected files or Send File for Closing
Approval.

Note:

= Closed File will be removed from Inbox /Inbox Folders/Created list.

* (losed File will be displayed under Closed (By Me) list of Files module.

» Files Send for Closing Approval will be displayed under Submitted Files for Closing Approval module
with pending status.

= All the receipts inside the file (as correspondence) will be closed.

= State of the file should be changed to CLOSED.

= Entry of Action, Action By, Action On, Action Remarks values should be displayed in File Closing

Copyright © NIC, 2020
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History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Submitted Files for Closing Approval

This feature allows the user to View the Submitted Files for Closing Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status
respectively.

STEPS TO FOLLOW:

Click Submitted Files for Closing Approval Link Under File->»Inbox Module to view list of files send for
closing approval.
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Figure 311
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Figure 312
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e Submitted Files for Closing Approval list can be filtered depending on Nature, Approval Status,
Initiation Date and Rejection Date by clicking Filter Icon in menu bar.
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Figure 313

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).
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Figure 314

e Files with Approved Status can be Closed by clicking on Close Menu or Link.

e Files with Rejected Status can be moved to Inbox by clicking on Move to Inbox Link.
e Files with Pending Status can be Cancelled by clicking on Cancel Link.

e List of Approvers can be viewed for that particular file by clicking on ‘View Approvers’ link.

List of Closed Files

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click Closed sub module under File module.

2. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required.

Copyright © NIC, 2020
Ver.7.0[229]



>@ffice

A DIGITAL WORK PLACE SOLUTION

Closed (By Me):
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Figure 315
o It displays the list of Files closed by self.

e User will not be able to take any action on Files with closed state, except to View, Re-open/Send
for Reopening Approval.

e C(losed File List can be filtered with help of various search options such as Closing date range,
Computer No., File No, Subject, Remarks and File Heads.

By Others (Hierarchy) —
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Figure 316
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e It displays the list of Files closed by others users in the viewer’s hierarchy down line.

e User will not be able to take any action on Files with closed state, except to view them.

e Closed File List can be filtered with help of various search options such as Section, Closing date
range, Computer No., File No, Subject, Remarks and File Heads.
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Figure 317

Note:
=  Users with role ‘Role_ClosedByOthersHierarchy’ will only be able to see this list.

By Others (All)
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Figure 318
o It displays the list of receipts closed by others users in the viewer’s hierarchy downline.
e User will not be able to take any action on receipts with closed state, except to view them.

e C(Closed File List can be filtered with help of various search options such as Department,Section,
Closing date range, Computer No., File No, Subject, Remarks and File Heads.
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Figure 319

Note:
= Users with role ‘Role_ClosedByOthersAll’ will only be able to see this list.

Closed File History:

‘Closed File History’ provides the details about the number of times the file was closed and re-opened.
These details include the type of action taken place (close/re-open), action taken by (user details), action
taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a File from Inbox/Inbox folder/Created/Sent/Closed.
2. Click Details Menu.
3. Click Closed Tab under History details.
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Figure 320
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Reopening of File

The re-opening of the File is required often in cases where an already closed File matter is now required to
be reopened for further processing.

STEPS TO FOLLOW:

With Role Approver

1. In Closed-> By Me list, Click Reopen icon at the end of the File record.

Select Files from Closed> ByMe list and Click ReOpen dropdown action button.
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E 1276 BC CELL-11011/2/2019-C description SECTION - DFS 07/08/2019 02:37 PM  sfsf =
" j 1
E 1267 Building/5/2019.C dsfsolf Mantosh Kumar Ojna, BOT  op 582019 10464 test L3

SECTION - DFS

2. Enter the mandatory ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.

Reopening Remarks

Total 1000 | 957 Character left
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A DIGITAL WORK PLACE SCLUTION

Without Role Approver

1. In Closed-> By Me list, Click Send for Reopen icon at the end of the File record.
Or

Select Files from Closed—> By Me list and Click Send for Reopen dropdown action button.

9Of,r'.ce, eFile versa ‘50 P n :‘i:‘f;") K:‘:'::rqha i

o T

x B d

o2 7]

B

e kg

RECEIPT Create »+  Inbox Sent  Adwvance Search HLE Create  Inbox Sent  Advance Search DISPATCH Sent Returmed  Advance Search

Search For Closed Files ( byMe )

Department Section Closing Date
DFS X BO 1 SECTION - DFS X From To
s} [}
Comp. No. File No. Subject Remarks
File Heads

File Basic Head X File Primary Head ¥ File Secondary Head ¥ File Tertiary Head

Total Records : 1

Comp. No. T} | File No. Closed On 1)

Delegated [AUTHORITY] - Shravan Kumar,
ASST1{BO1}-DFS

E 2070 BC C-10/3/2020-BO1-DFs ewf 02/01/2020 1250 PM  erf =

Figure 323

2. Enter approval-seeking remarks in the ‘Send File for Reopening Approval’ pop up and click OK
button.

Send For Reopening Approval Remarks

Remarks *
For further action.

Total 1000 | 381 Character left

Figure 324
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A DIGITAL WORK PLACE SOLUTION

Submitted Files for Reopening Approval

This feature allows the user to View the Submitted Files for Reopening Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status
respectively.

STEPS TO FOLLOW:

Click Submitted Files for Reopening approval Link Under File=>Closed Module to view list of files send
for closing approval.

3279 n Saroja Kumar Patro
. eFile ver.70 o TD(SKP)-EQFFICE
RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
ReOpen File ﬁ Searc! =
Cormn Mo 21 | Eotm ni, Respacatad By Requested On 1 Request Remarks Approved / Rejected By l

>
" an "

Figure 325

e Submitted Files for Reopening Approval list can be filtered depending on Nature, Approval
Status, Initiation Date and Rejection Date by clicking Filter Icon in menu bar.

ff. = 3279 Saroja Kumar Patro
mon €File ver 70 LS TD(SKP)-EQFFICE

= RECEIPT Create »  Inbox Sent  Advance Search Create.  Inbox  Sent  Advance Search Sent  Returned = Advance Search

133 ReOpen File FIEIRN Here...

Comp. No. 1} | File No. Subject Requested By Nature Approved / Rejected By

175

ﬁg Mareeoids found O Both Physical ) Electronic
Approval Status
DEZ
D= )
O Al Approved (! Pending Rejected

@

m Rejection Date From
=M
m|
| ]
—
B:

Figure 326

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).
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3279 n Sai
: e
Lellle s »

RECEIPT Create »  Inbox Sent = Advance Search Creare  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

ReOpen File m Search Here...
Requested By Requested On §] Request Remarks % B Computer Number

h% No records found B File Number
Initiated By

] B Approved/Rejected By
B Request Remarks
@ B status

Figure 327

e Files with Approved Status can be Reopened by clicking on Reopen Menu or Link.

o Files with Rejected Status can be moved to Inbox by clicking on Move to Close Link.
¢ Files with Pending Status can be Cancelled by clicking on Cancel Link.

e List of Approvers can be viewed for that particular file by clicking on ‘View Approvers’ link.
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AL WORK PLACE SCLUTION

A DIGT

Approval Request

This feature allows the user to View the Closing and ReopeningApproval Requests pending with
Approver and perform the Approve and Reject actions on the requests. This feature will be available to
only users with Role Approver.

STEPS TO FOLLOW:

Click Approval Request Link under File Module to view list of Closing/Reopening approval.

3255 n Saroja Kumar Patro
eFile ver 70 » TD(SKP}-EQFFICE

RECEIPT Create + Inbox Sent  Advance Search Create  Inbox  Sent  Advance Search 5! Sent  Rewrned  Advance Search

G N;
ul_ S et S m S -

Yerur Siraj Ahmed, eOffice

E 3115363 A-12/1110/2020-QA-D1 o 19/06/2020 02:49 PM  Encer Remarks PENDING  REOPEN
E 3115362 A1201110/2020-QA-01 ;ﬁ:i%‘raj Ahmed, eOffice 10/06/2020 02:48 PM  Encer Remarks APPROVED  CLOSE Enter RemarksEnter Remarks

E 3115340 A-12/1087/2020-QA-01 ;ﬁ:isrraj Ahmed, eOffice 09/06/2020 03:24 PM  Enter Remarks PENDING  (CLOSE 2 3x
E 3115341 A-12/1088/2020-QA-01 h:eMr::S"”aj Ahmed, eOffice 09/06/2020 03:24 PM  Enter Remarks PENDING  CLOSE o 8x
E 3115342 A-12/1088/2020-QA-01 Yerur Sira] Ahmed, eOffice 09/06/2020 03:24 PM  Enter Remarks PENDING  (CLOSE 2 8x

MMP...

Figure 328

e Approval Request list can be filtered depending on Nature, Approval Status, Initiation Date and
Rejection Date by clicking Filter Icon in menu bar.

3266 Saroja Kumar Patro
eFile ver.7.0 L 1D OFFICE

= RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox  Sent  Advance Search 5 Sent Returned  Advance Search

Approve Reject Filter GEgEIEN

Comp. No. Nature
4 ﬂl_ e e
O Both Physical Electronic

Yerur Siraj Ahmed, eOFF
£ 3115363 A-12/1110/2020-QA-01 M::' re] Anmee, smmes 19/06/2020 08:46 PV |  Date o 5
Reguested Date From Requested Date To
) ddimmiyyyy B iy =
Y Siraj Ahmed, eOffi vy YY¥Y
E 3115363 A12/1110/2020-QA-01 M::' e 19/06/2020 08:48 PM Enter Remarks
Approval Request Type
Yerur Siraj Ahmed, eOfF
£ 3115340 A-12/1087/2020-QA-01 Srursira) Anmee, sbhes 09/06/2020 03:24 PM o 8
MMP... [- A1 Reopening Closing
i Approval Status
E 3115341 A-12/1088/2020-QA-01 ;’::'S"EJ Hm=tetilss 09/06/2020 03:24 PM EE o 8x
[ A Approved Pending Rejected
Yerur Siraj Ahmed, eOffice
E 3115342 A-12/1089/2020-QA-01 : 09/06/2020 03:24 PM s 8x
o x
Yerur Siraj Ahmed, eOff
E 2115343 A-12/1080/2020-QA-01 e 00/06/2020 03:24 PM  Enter Remarks PENDING  CLOSE o 8

MMP...

Figure 329

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Sender Remarks and Remarks).

Copyright © NIC, 2020

Ver.7.0[237]



- 3265 n Saroja Kumar Patro
cmen €File ver 70 - el

RECEIPT Create + Inbox Sent  Advance Search Create  Inbox = Sent  Advance Search I Sent  Returned  Advance Search

Approve | Reject N [ Search Here... -

Comp. No. B Computer Number
File No. Requested By Requested On 1] Sender Remark Request Type
i B3 File Number

Yerur Siraj Ahmed, eOffice B Initiated By
MME...

E 3113363 A-127111072020-04-01 19/06/2020 08:49 PM  Enter Remarks PENDING REOPEN

Sender Remarks

Yerur Siraj Ahmed, eOffice

MMP. 19/06/2020 08:48 PM  Enter Remarks APPROVED  CLOSE Enter RemarksEnter R B Remarks

E 3113363 A-127111072020-QA-01

Yerur Siraj Ahmed, eOffice

E 3113340 A-12/108772020-0A-01 09/06/2020 03:24 PM  Enter Remarks PENDING CLOSE 2 Ax

Figure 330

e Clicking on Approve Icon or Menu (after selecting request) should open approval remark popup.
Entering remark and clicking OK should approve the closing/reopening request.

Note:

=  Once approved, the status of the request will be updated as Approved. Same status is also updated
at the user end who has submitted the request for approval.

e Clicking on Reject Icon or Menu (after selecting request) should open Rejection remark popup.
Entering remark and clicking OK should reject the closing/reopening request.

Note:

=  Once rejected, the status of the request will be updated as Rejected. Same status is also updated at
the user end who has submitted the request for approval.
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A DUGITAL 'WORK PLACE SOLUTION

Pull Up File

This feature allows user to pull up Files from other user’s File Inbox/Inbox Folder/Created who are in
same section/office, individual’s hierarchy or as per the Pull up scope defined by the administrator.

Important Points:
v" Proper Search and Pull up Scope should be assigned to user.
v' File to be pulled up must be attached with other File/Receipt.
v' File to be pulled up must be in Inbox/Inbox Folder/Created folder of other user.

STEPS TO FOLLOW:

From Advance Search Output List

1. Search File to be pulled up in advance search.

2. In Advance Search Output page, click Pull Up icon/link for selected File.

3279 n Saroja Kumar Patro
on €File ver.7.0 * P

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox  Sent ISSUE Sent Returned  Advance Search

P:Global | E:Global @~

File Receipt Issue

Comp. No. File No. Subject Origin
. S Internal M Include Closed

Search File
Send | Reopen | Receive | Pull Up I[Pull Back | Unpark 972 Records -

1 T | | e e

File for external

Details E 31153476 A-12011/7/2020-Q4-01 Insta, File/Sent 19/06/2020 08:27 PM pls see and comment  Sent to: n1d2
nstance
Q Details P 3115420 M/110/2020-Q8-01  pfile3 File/Inbox RTI DIVISION 19/06/2020 12:22 PM ;TJ;TSE sl
A-11011/3067/2020 CHANDIGARH (U.T. Arjun Kumar
Pull Back Detsils E 3115187 Automation Testing File/Inbox o 19/06/2020 02:25 PM Balla, CHANDIGARH
QA-01 UNIT)
(U.T. UNIT)
Kapil Kumar
A-11011/3944/2020-
Pull Back Details E 3115003 Q01 Enter Description 223 File/Inbox eDffice MMP Division 18/06/2020 07:58 PM Sharma,eOffice MMP
Division

Figure 331

3. Enter Pull Up Remarks in the Pull Up Confirmation pop up.

Reason For Pull-Up

Remarks *
For Urgent work.

Total 1000 1 984 Characer jeft

Cancel

Figure 332

4. Click OK to pull up the selected files.
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A DIGITAL WORK PLACE SCLUTION

From File View

1. Select user from Section or Hierarchy down line in File view of Inbox/Inbox Folder/Created list.

2. From selected Users Inbox/created list, select File to be pulled up.

© f' 3279 . n 5, umar Patro
o .f Icem eFile ver.70 Lt YEORRCE
RECEIPT Create »  Inbox Sent  Advance Search Create m Sent  Advance Search ISSUE Sent Returned  Advance Search
I S S [ Y ] o e S R
h? Request for information under  Vandana Pal, RTI 20/06/2020 Saraja Kumar
E 3092186 1(13)/2019RT9 ! 12:06 PM
13)201 RTI Act, 2005 by sh.... DIVISION 12:10 PM Parro, ...
g @ P 3047624 1(38)/2008-RTI/PF- Requaé[ fnr.l'nfnrrrfation Vandana Pal, RTI 12:06 PM 20/06/2020 Saroja Kumar
22/P-A regarding his petition No.... DIVISION 12:06 PM Patro, ...
m B-12012/3/2020- Saroja Kumar Partro, 20/06/2020 Kapil Kumar .
Faal E 3115489 igration fil 12:00 PM hfjh, )
C QA1 migration tile test =Office MM... 12:00 PM Sharma, ... e @
w Kapil Kumar Sharma, 20/06/2020 Saroja Kumar
A E 3115432 C/30/2020-QA-01 how by 11:52 AM
< € snewbversian <Office MM... 12:00 PM Patro, ..
iy Kapil K Sh 20/06/2020 S Kl
al E 3115484 A-14/4/2020-QA-01 b file for tyet SPIRUMArsnAmS. gz 00 osrojs fumar
.
Figure 333

3. Click Pull up menu.

4. Enter mandatory Remark in Reason for Pull up Popup.

Reason For Pull UP

Remarks *.
ijr Urgent Work

Total 1000 | 885 Character left

Cancel

Figure 334

5. Click OK to pull up selected receipt(s).

Note:

= Pulled up file will be moved to Inbox of logged in User post.

*  Pull up movement will be added in movement history of file with pull up remark.

= After pull up from advance search user will stay on same page with actions (Detail, Send, File No.)

= After pull up from File View user should stay on same page with entry of pulled up file removed from list.
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Initiate Action on File

This feature 1s useful when a user wishes to keep a check/follow-up on the actions taken place on a file
when it is still in the movement of channel of submission without having to call back the file every
time. This is called as ‘initiating an action on a file’.

The action can be initiated by a user while forwarding file or for the ones which have been already
sent. The recipients of such file can then add their comments or record their inputs, which can be then
reviewed by the initiator against every movement.

This feature is useful, in cases, when the head of the organization/department plans to monitor the
inputs of the employees towards the disposal of file, by reviewing their comments recorded at every
movement.

‘Initiate Action’ primarily consists of —

1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Adding Comments/Action Details — Users recording their comments with every movement of
receipt received with INITIATED ACTION.

3. Review/Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

Initiate Action

This section describes the process of initiating a cycle of actions while forwarding a receipt or on
already sent receipt.

Important Points:
v File must be available in file Inbox/Inbox Folders/Created list.
v' ACTION on File in sent box, can only be INITIATED for the ones in active state (not closed).
v’ File must not have currently active initiated action.

v External (eOffice Instance) should not be selected on File Send Page.

STEPS TO FOLLOW:

From File Send Page

1. Select file(s) or Click open a file from Inbox/Inbox Folder or Created list.
2. Click Send menu.
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~ = 3281 i
e@® f = n Saroja Kumar Patro _
A .uf-..-lgzgm eFile ver.70 B TD(SKP)-EOFFICE
RECEIPT Create »  Inbox  Sent  Advance Search Create’  Inbox  Sent = Advance Search ISSUE Sent Returned  Advance Search
133
E O Internal (| External
Organisation
175 =
NIC Choose One »
G=
- All | Recent 5 In channel Sub-ordinates Send Back Reporting Officer = Comp. No. File No. / Receipt No.  Subject Note Type
To* 2 A-11011/4050/2020- :
Vandana Devi-SA(VD)-HP-SHIMLA { STATE UNIT) Notify Through : Email B3 SMS E 31135402 QA01 Enter Description
{"‘2 Set Due Date Action
25/06/2020 B | Approved
m Priority Type *
Y| Immedicte ¥ [ B Initiate Action | Please Speal/Discuss
"a Remarks *
- Kindly Discuss
| ]
B
¢
. Total 1000 | 985 Character left Note: Noting in the attached files, if any, will be finalized after movement of main file/receipt.
Intimate To
‘E 5. No. ‘ Employee Name Marking Abbreviation ‘ Section ‘ Emnail | SMS
@ 1 Yerur Siraj Ahmed SSA[YSA)-EQFFICE eQffice MMP Division
& esgnzSend - f [§ DSCSign & Send | =

Figure 335

3. Select user in To field (Select the user from segregated employee List using any of “All” |, “Recent
5”7, “In Channel”, “Sub-ordinates”, “Send Back” and “Reporting Officer”).

Note:

= All: List will display all the active users in the department.

= Recent5: List will display last five distinct users to whom file was sent respectively.

* In channel: List will display the list of users who were in channel of previous movement.

= Sub-ordinates: List will display the sub-ordinates placed below the logged in employee in the post
(individual) hierarchy.

= Send Back: Previous sender of file will be displayed.

= Reporting Officer: List will display the reporting officer placed above the logged in employee in
the post (individual) hierarchy.

Or
4. Select user in To field from the Organization hierarchy list in case for single instance multiple
departments.
. Select Due Date
. Select Action
Select Priority

Select Initiate Action and Initiation Type (Configurable & role based)

o X NN N W

. Enter Remarks (mandatory for Initiate Action)
10. Select Notify Through (SMS/Mail) using checkbox to notify receiver. (If required)

11. Select Intimate Through (SMS/Mail) using checkbox to intimate users in previous movements. (If
required).

12. Click Send to forward file.
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From File Sent List

1. Click Initiate Action Icon @ for a File in Sent list.

3281 Saroja Kumar Patro
mon €File ver 70 L n TD(SKP)-EOFFICE
RECEIPT Create » Inbox Sent = Advance Search Create  Inbox I Advance Search 5! Sent  Returned = Advance Search
133 Create Part | Pull Back ar Choose One
O e N NESE *
175
E? Yerur Siraj Ahmed, eOffice  20/06/2020 Yerur Sira] Ahmed, eOffice
P 3115495 A-11011/4052/2020-QA-01 Enter Description MNP 1296 PM MMP...
. N Kapil Kumar Sharma, 20/06/2020 Kapil Kumar Sharma,
E 3115488 B-12012/3/2020-QA-01 migration file test eOffice MM... 12.00 PM <Office MM..
E 3115483 A-11/419/2020-QA-01 p file xteral Jaskiran, n1d2 f?fgsﬁgzu Jaskiran, n1d2
Kapil Kumar Sharma, 20/06/2020 Saraja Kumar Patro, -
E 3115484 A-14/4/2020-QA-01 p file for tyet B np— R i @
20/06/2020
P 3113483 A-11/419/2020-QA-01 p file xteral Jaskiran, n1d2 10:51 AM Jaskiran, n1d2
.
Figure 336

2. Select Initiation Type in the ‘File Initiation Confirmation’ pop up.

File Initiated Confirmation

Initiation Type *
For Follow Up

Remarks *
Kindly Discuss

Total 1000 | 986 Character left

Figure 337
3. Give Mandatory Remarks.

4, Click OK to initiate action.

Note:

* Entry will be made in Initiated Action list under File Module for the user who has initiated the action and
for other users of same section.

» Files in recipient’s Inbox/Inbox Folder on which action is initiated will demarcated by legend.

» Further initiate action will not be allowed for the same file till the existing initiated action is closed.

» Initiated action details should be displayed under Action Details for the file.

= User with whom file is lying (in Inbox/Inbox folder/Parked) can add comments to the initiated action.

» Initiate Action link will be removed for files in Sent list on which an (one) action has been initiated.
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View and Add Comments to Initiated Action

This Feature is required to add view and add comments on initiated action on File.

STEPS TO FOLLOW:

From File Inner page of a File in Inbox

1. Click opens a File from Inbox/ Inbox Folder/Parked.
2. Click More=> Action Details menu to View Action Details.

3. Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).

= 2 3514 ia K
=1 n Saroja Kumar Patro
c@ffice F QL& en ¥ To[sKP)EOFFICE

ot worspuce sowmon @F11€@ ver 7.0

RECEIPT Create +  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search I Sent  Returned  Advance Search

Movement Details Draft = Edit send Send Back LinkFiles Attach v Park Close> = More v

File Inbox / A-11011/4422/2020-QA-01 E 3115917 A-11011/4422/2020-QA-01 Automation Testing

B
Wi

Initiated Action Details

Comp. No.: 3115917 File No. : A-11011/4422/2020-QA-01
]
= Opening Date : 21/06/2020 Main Category : Establishment

Subject : Automation Testing
s

Currently With: Saroja Kumar Patro, eOffice MM... Status: In Process View History
& [Ey—
- 1= Action Details & Comments
:B Initiated By : Saroja Kumar Patro, eOffice MM... Initiated On = 21/06/2020 04:22 AM
L]

Initiate Action Type : For Follow Up Forwarded To : Yerur Siraj Ahmed, eOffice MMP...

Initiation Remark : Initiate Action Remarks

Add Comment

Action Taken By Action Taken On Action Remark

I;E Mo records found

Figure 338

4. Select value from Action Type* combo box.

Action Comment
Action type *
In Process

Remarks *-
In Process.

Total 1000 | 989 Character left

Figure 339

5. Enter mandatory Remarks.

6. Click Add to add Comments.
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From a File Already Attached to a Receipt in Inbox
1. Click opens a Receipt from Inbox/Inbox Folder/Created.

Click Attach File=> Attach Menu.

Click Action Details icon for File in Attached Files List to View Action Details.

ol

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only)
(Figure 338).

&

Select value from Action Type* combo box (Figure 339).
6. Enter mandatory Remarks (Figure 339).
7. Click Add to add Comments (Figure 339)

From a File Already Attached to a File in Inbox
1. Click open a File from Inbox/Inbox Folder/Parked/Created.

Click Attach File=> Attach Menu.

Click Action details icon adjacent to File in Attached Files List to View Action Details.

Lol

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).
Figure 338

g

Select value from Action Type* combo box (Figure 339)
6. Enter mandatory Remarks ( Figure 339).
7. Click Add to add Comments (Figure 339).

From Advanced Search Output

Search file in Advanced Search module.
Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page to View Action Details.

w_w b=

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).
Figure 338

&

Select value from Action Type* combo box (Figure 339).
6. Enter mandatory Remarks (Figure 339).
7. Click Add to add Comments (Figure 339).

Note:
= User can view History of previously initiated actions and action comments on file by clicking on View
History on Action Detail Page.
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A DIGITAL WORK PLACE SOLUTION

Closing Initiated Action

This feature allows user to Close Initiated Action.

Important Points:
v' Initiated Action Listing must be section specific.
v' User should be able to Search and View Details of initiated action.

v" Role (ROLE_ACTION_INITIATOR) must be assigned to the users for Closing the initiated
actions.

STEPS TO FOLLOW:

1. Click Initiated Action link under File module.

3514 n Saroja Kumar Patro
« eFile ver.70 TD(SKP}-EQFFICE

I55UE

Sent  Returned  Advance Search

RECEIPT Create »  Inbox = Sent  Advance Search Create  Inbox  Sent  Advance Search

164 Initiated Actions

Action Status

Initiated Date Initiation Type

BY ToDate =z Choose One v Active M

Section Action Comment Type
¥ Select Section v Choose One

Saroja Kumar Patro, eOffice

Enter Description 223 21/06/2020 04:45 AM ML For Fallow Up =Ex
Enter Description 223 21/06/2020 04:44 AM ;‘;"Ja Kumar Patro, eOffice ¢ Follow Up =x
Enter Description 223 21/06/2020 04:43 AM ;‘;;"Ja Kumar Parro, eOffice ¢ olow Up = %
Enter Description 223 21/06/2020 04:41 AM ;‘:;"Ja Kumar Patro, eOffice ¢ Follow Up =Ex
20200401 Loeec [ i 222 21082000 0440 A Saroja Kumar pa[ro' eOffice Eoctollow o =
Figure 340

2. Search the File using Search Parameters at the top.

3514 n Saroja Kumar Patro
oFile ver.70 & A

RECEIPT Create »  Inbox  Sent  Advance Search Create  Inbox  Sent  Advance Search S Sent Returned  Advance Search
E Initiated Actions
Initiated Date Initiation Type Action Status

PLg | From Date B ToDate . Choose One M Active v

Forwarded To
Department Section Action Comment Type

Select Department T Select Section e Choose One

(3

©

Saroja Kumar Patro, eOffice

) =]

v e A-11011/4438/2020-QA-01  Enter Description 223 210620200445 M For Follow Up =
_ [ Cose
:-ﬁ £ 3115033 A11011/4437/2020-QA-01  Enter Description 222 21/06/2020 04:44 AM :,I:;"Ja Kumar Patro, eOffice L Follow Up =%
.D £ 3115032 A11011/4436/2020-QA-01  Enter Description 223 21/06/2020 04:43 AM ;i;”a Kumar Patro, €Office . Fallow Up = x
Figure 341
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3. Click Close icon under actions against the receipt number to view the recorded comments and
other details.

4. Enter the mandatory Remarks.

Are you Sure to Want Initiated Action close ?

Remarks *
Action Completed,|

Figure 342

5. Click OK to Close the Initiated Action
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Convert File from Physical to Electronic

This feature allows user to Convert Physical File to Electronic File.

Important Points:

v" Physical File must be present in Inbox/Inbox Folder/Created list.
Physical file must be in received state in Inbox/Inbox Folder.
File to be converted should not have any Attached File(s) or Receipt(s).

Noting and Correspondence (If Available) must be uploaded in File Conversion page.

<N X X

Only users of Dealing Section can initiate conversion process.

STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created list.

2. Click Convert menu to open Conversion page.

— = = Saruja numar Fau
o €File ver 70 L " TO{SKP)-EOFFICE
RECEIPT Create v+ Inbox ~ Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Rewurned = Advance Search
Movement  Details Edit send send Back | Conwert LinkFiles = Attach« Park Close~  Dispatch = More v
File Inbox / F/33/2020-QA-01 P 3116085 F/33/2020-QA-01 File 22
254
- =
h§ List of Correspondences E E
Attached On 11 Issued On 11 Remarks
Li] 2258/2020/EOFFICE Testing Receipt 23/06/2020 01:08 AM Convert File
K
KA
Fu]
-
| ] E
H 1 n LN |
=
c Add Receipt

Figure 343

3. Click Upload icon adjacent to attached correspondence in Correspondence section to upload
Scanned Receipt(s)/Issue(s) in PDF format from the system.

4. Click Upload icon in noting section to upload Scanned noting in PDF format from the system.

5. Click Finalize Conversion button to open confirmation Pop up.
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RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Movement Details Edit Send Send Back Convert LinkFiles  Attach~ Park Close v | Dispatch More v
File Inbox / F/33/2020-QA-01 P 3116085 F/33/2020-QA-01 File22
254

FEY File Details

Comp. No. : 3116085 File No. : F/33/2020-QA-01
1]
EL—l Creation Date: 21/06/2020 07:38 PM Main Category :

Sub Category :

Subject : File 22

X
m Correspondences
B
Pl

23/06/2020 01:08
2258/2020/ECFFICE receipt Testing AM E
& o LK n bim
B:
Noting Upload & | Removest R Tl

Figure 344
6. Enter mandatory Remarks in File Conversion pop up.

7. Click OK button to convert file.

File Conversion Confirmation

Remarks *
Converted

Total 1000 | 991 Character left

Figure 345

Note:

= Physical File will be converted to electronic file.

» Uploaded Noting should be attached in Green Note as an attachment.

» In case of attached Correspondence(s), Receipt(s)/Issue(s) should be converted to electronic
Receipt(s)/Issue(s) after uploading. (Change of nature from P to E)

= Files Saved for Conversion will be displayed in Conversion->Draft List Page.

» Details of the conversion of the file will be displayed in Conversion=>Completed List Page.

File Conversion Draft List

File Conversion Draft List will display files that are saved for conversion. User can open file from this list
page by clicking on File Number and Finalize the Conversion process.

e Click File>Conversion->Draft to open conversion draft list page.
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mee ..
o won €File ver 70 o 4
RECEIPT Creare v Inbox  Sent | Advance Search Create  Inbox Sent  Advance Search Sent = Rewrned = Advance Search

File Conversion (Draft) Search Here...

Comp. No. T1 | File Na. Subject Caregory

File -QA- Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
250002
250002
250002
250002
250002
250002

¥ Conversions
250002

> Drafts
250002
S
mrnnnn 3
=l Lo Vann Hom Vo W 8

Figure 346

e File available in Conversion Draft list can be Searched using module search (Computer No., File
No., Subject and Subject Category).

e 3541 n Saroja Kumar Patro
mon €@File ver.70 » TD(SKP)-EQFFICE

= RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent  Adwvance Search Sent Returned  Advance Search

166 File Conversion (Draft)

Comp. No. |1 | File No. Subject Category
254

h? 3115920 A-11011/4425/2020-QA-01 Enter Description Establishment
3115761 A-11011/4270/2020-QA-01 Enter Description Establishment
3115760 A-11011/4260/2020-QA-01 Enter Description Establishment
3115759 A-11011/4268/2020-QA-01 Enter Description Establishment
3115758 A-11011/4267/2020-QA-01 Enter Description Establishment
3115707 A-11011/4219/2020-QA-01 Enter Description Establishment

Figure 347

File Conversion Completed List

File Conversion Completed List will display record of Files which were converted to electronic File.

¢ Click File>Conversion->Completed to open conversion draft list page.
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RECEIPT Create » Inbox Sent  Advance Search

> Completed

Taral Barnrde: 300

file 11
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description

p file xteral

Create  Inbox  Sent

Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment

Establishment

Figure 348

Advance Search

Saroja Kumar Patro
Saroja Kumar Patre
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro

Saroja Kumar Patro

Sent  Returned

21/08/2020 07:44 PM

21/06/2020 07:37 AM

21/06/2020 04:26 AM

20/06/2020 09:58 PM

20/06/2020 09:24 PM

20/06/2020 09:23 PM

20/06/2020 09:22 PM

20/06/2020 02:21 PM

20/06/2020 09:20 PM

20/06/2020 09:19 PM

20/08/2020 07:36 PM

20/08/2020 07:07 PM

20/06/2020 07:04 PM

20/06/2020 11:31 AM

Saroja Kumar Patro

3541
5 ‘
TO(

Advance Search

Search Here...

Remarks

Converted

ConvertedConvert

Converted

Converted

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

Converted

alCa P R

&

'S

e File available in Conversion Completed list can be Searched using module search (Computer No.,
File No., Subject, Subject Category, Converted By and Remarks).
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Consolidated View of File

This Feature allow user to view files available on his or her multiple posts in a single window.

STEPS TO FOLLOW:

1. Log into eFile account to view file inbox list of primary post

ce

omow €File ver 70

PA-EOFFICE
12 G2 B -
PA-EOFFICE
—_— o

RECEIPT Create » Inbox Semt  Advance Search FILE Create m Sent  Advance Search PA-EOFFICE
— — P — — J—— — Clos PA-DDG(Rachna Srivastava)
eceive Sen Sen aC ovelow reate Volume reate Pa ar 05e v - Search Here... File(E-0/0 P-1/1) Refeipt(E—ng £.0/0)
m| | fomemenlmne [ fube  Jsxy  [ewoen (s |
PA-EQFFICE
E 3002227 P-12011{11)/22/2019- Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice  31/03/2020  31/03/2020 File(E-0/6 P-0/0) Receipt{E-13/21 P-0/2)
EQFFICE Karnataka State Un... MMP... 05:41 PM 07:02 PM o
E 3105879 P-12011(11)/16/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  30/03/2020  30/03/2020
EOFFICE in various ... MMP... 00:16 AM 10:21 AM m
E 3105207 P-12011{11)13/2020- Approval for implementation of eOffice  Nirvesh Kumar,eOffice 24/03/2020  24/03/2020
EOFFICE [SPARROW] i... MMP Divi... 09:41 AM 09:41 AM =
E 3105600 P-12011{11)/15/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  20/03/2020  24/03/2020
EOFFICE in various ... MMP... 12:12 BM 09:38 AM
E 3105272 P-12011(11)/12/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  17/03/2020  17/03/2020
EQFFICE in various ... MMP... 01:16 PM 01:16 PM
Figure 349

2. Click “All” posts link available in dropdown under Logged in user’s Primary post in profile area.

All the unsaved info of previous tabs will be lost.

Are you sure to switch post?

Figure 350

3. Click OK in confirmation popup to switch to consolidated view.

Consolidated File Inbox

e Consolidated Inbox will display files marked to users multiple posts in a single Inbox list.

e Fields Like Computer No., File Number, Subject, Sent By, Sent On, Marked To (Post), Due On,
Read on and Remarks are displayed

e Actions on single file selection- Receive (Applicable for unreceived physical files only), Send Back,
Send, Park, Close, Send for closing approval, Create Part, Create Volume (Applicable for physical
files only) can be taken.

e File inner page can be viewed by clicking on File Number.

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name.
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Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User can create volume file of individual physical file (User will be redirected to respective post to which
individual file in inbox is marked)

Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Files can be sorted based on Computer No., Sent On and Due On.

Files can be searched using Module Search (Computer No., File No., Subject, Sent By and
Remarks)

Using context menu (on mouse right click) Inbox files can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.

Note:

File(s) in Inbox folder of user’s various post should be displayed in Consolidated Inbox List.

Consolidated File Created List

Consolidated Created list will display files created by users multiple posts in a single created list.

Fields like Computer No., File Number, Subject, Subject Category, Created By, Created on and
Remarks are displayed.

Actions on single file selection- Send, Close, Create Part, Create Volume (Applicable for physical
files only) can be taken.

File inner page can be viewed by clicking on File Number.

Created By user details (Name, Designation, Marking Abbreviation, Post, Section, Department,
Email and Instance) can be viewed by clicking on user’s name.

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User can create volume file of individual physical file (User will be redirected to respective post to which
individual file in inbox is marked)

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.
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List of Files can be sorted based on Computer No. and Created On.

Files can be searched using Module Search (Computer No., File No., Subject, Subject Category
and Remarks)

Using context menu (on mouse right click) created files can Opened in Same or Different Tab of
browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.

Consolidated File Sent List

Consolidated Sent list will display files sent by users multiple posts in a single list.

Fields like Computer No., File Number, Subject, Sent By, Sent To, Sent On, Currently with and
Due On are displayed.

Actions on single file selection- Create Part, Pull Back and Initiate Action can be taken.
File inner page can be viewed by clicking on File Number in Read only Mode.

Sent By and Sent To user details (Name, Designation, Marking Abbreviation, Post, Section,
Department, Email and Instance) can be viewed by clicking on user’s name.

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User should be able to Initiate Action on individual electronic and physical file (Action should be
initiated from post from which individual file is forwarded)

User should be able to Pull Back individual Unreceived (P)/Unread (E) Files. (Action on Multiple
selection is allowed if selected files are forwarded from same post)

Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

List of Files can be sorted based on Computer No. and Created On.

Files can be searched using Module Search (Computer No., File No., Subject, Sent On and Due
On)

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.
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Print/Download File

This feature allows user to Print/Download content of File as per selection

Important Points:

v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download action button on File Inner Page to open Downloading page.

©ffice

o €File ver 70

A PLACE =&

RECEIPT

File Inbox / A-11011/4745/2020-QA-01

Create v+ Inbox ~ Sent

Movement  Details Draft =

FEl &7 Y <X
0N Note #1 +  Automatic Zoom
‘Q 23/06/2020 05:08 PM Sarcja Kumar Patro
INDIVIDUAL
‘A/‘ Note # 2
afi
=
| I
23/06/2020 05:08 PM Yerur Siraj Ahmed Q )

Advance Search

Saroja Kumar Patro
TD{SKP} EOFFICE

a0

FILE Create  Inbox = Sent  Advance Search Sent Reurned  Advance Search

Edit send Send Back | LinkFiles = Attach v Park Close> = More~

E 3116386 A-11011/4745/2020-QA-01 Automation Testing

Figure 351

2. Select the Radio Button (Complete File, Details, Noting, Correspondences, Draft, Local
References, Movements History, and Action Detail) as per requirement.

o File ver70

RECEIPT

File Inbox / A-11011/4745/2020-QA-01

Create »  Inbox

Movement | Details Draft = Edic

(-] Complete File

E Details

A Noting
[

m Correspondences
B

Draft

A
=
Flul

Local References
c Movement History

Action Details

Remarks *

Total 1000 | 1000 Character left

Sent  Advance Search

Preview [ Download

Saroja Kumar Patro
TD(SKP|-EOFFICE

i@ 0

FILE Create  Inbox Sent Advance Search 1SSUE Sent Returned  Advance Search

Send

Park Close  More~

List of Correspondences

| Receipt No. / Issue No. | Subject

SendBack | LinkFiles = Amach~

E 3116386 A-11011/4745/2020-QA-01 = Automation Testing

|Type ‘ Marked As | Attached On 1] ‘ Issued On 1} ‘ Pages ‘ Remarks

Mo records found

W< B
:::—'5-.. )

:-:-'g o)
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3. Select Customize button (if required) to download selected content of Details, Noting,
Correspondence, Draft, Local Reference, Movements History, and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Note:

Selected Content of eFile will get downloaded to Systems in PDF format.

File No. (Computer No.) will be embossed on every page of downloaded File.

Draft no., Issue no., Receipt no. will be embossed on respective documents.
Correspondence Page no. will be embossed on all correspondence.

Downloaded page sequence No. should be embossed on every page at center Bottom.
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Advance Search for File

This Feature allows User to users to Search and Retrieve Files (According to the assigned Search Scope)
and take actions on searched records (According to assigned Action Scope).

Important Points:

v’ Search Privileges must have been set for instance level by administrator. (Refer search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in File Quick Access Menu. (System redirects to the ‘Advanced Search’
screen with ‘File’ tab activated by default.)

i 3618 e
e @fflce . n Saroja Kumar Patro  _
st s s, € P11 ver- 7.0 F 8 & TD(SKP) EQFEICE

RECEIPT Create » Inbox Sent  Advance Search Create  Inbox  Sent Sent Returned  Advance Search

File | Receipt Issue P:Global | E:Global #+

. Comp. No. File No. Subject Origin

Internal ¥ [ Include Closed
Search File

Send | Reopen | Receive | Pull Up | Pull Back | Unpark
| Actions | Comp.No. ] | File No. Subject Forwarding Remark Currently With

No records found

Figure 353
2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
© c ) o i en~ o
Advance Search
ER' File | RecsiEe e P:Global | E:Global | @~ |
: - T 3 R = C::tgai:na\ * [l Include Closed Pgr:ti:c:tl =
EiGEI(c:’tg::w ic Scope =
Send | Reopen | Receive | Pull Up | Pull Back | Unpark - =]

(] | Actions | | Comp. No. 11 | File No. ‘ Location | Section SentOn 11 Forwarding Remark Currently With

No records found

Figure 354
3. Search from main Basic parameters (Computer no., File No., Subject or Origin).

4. Select Additional parameters from dropdown list icon to search with additional inputs.
(Received/ Sent, File Heads and Creation details)
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« eFile ver.70

~

P:Global | E:Global #~

File | Receipt Issue
Comp. No. File Ne. Subject Qrigin .
B Internal ¥ _| Include Closed
B Received/Sent Remarks x
B File Heads Department ¥ | Select Section T
€3 Cresvion Derails To Date Forwarding Action Initiation Action Remarks Initiation Action Type
8 | ddimmiyyyy B (ChooseCne i Choose One Y

File Heads Subject x

File Basic Head ~  File Primary Head ~  File Secondary Head ~  File Tertary Head * Category ~  Sub Category *
Creation Details x

Select Department ~  Select Section * |  Select Use From Date B ToDate B Creation Remarks
References 0Old Physical File No.

Previous Later 0ld Physical File No

Send | Reopen | Receive | Pull Up | Pull Back | Unpark

Actions | Comp. No. 1} | File No. Location Sent On 1} Forwarding Remark Currently With

No records found E

Figure 355

Note:

= Additional Parameters will not be available if Origin of File is selected External.

5. Click Search File button to search the file records.

6. Opt for default output fields or Select/Remove output fields. (Computer No., File No., Subject and
Location cannot be removed)

3618 Sarnja Kumar Patro
'y Benv :

RECEIPT Create » Inbox Sent Advance Search Create  Inbox Returmed  Advance Search

File P:Global | E:Global @~

Receipt  Issue

Comp. Na. . File No. Subject Origin
. .4 Include Closed

Internal
Search Fle

0

Send | Reopen | Receive | Pull Up | Pull Back | Unpark

Forwarding Remark Currently With

Al
3 Comp. Na.
File No.

3 Subject

No records found

Lacation
[” Opening Date
B Currently With
@ Seation
_| Department
Forwarding
Remark

SentOn
| Status

] Closing
Remarks

|| Creation
Remarks E

Figure 356
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Note:

= List of files will be displayed based on selected input search parameters values.

= Searched record will display file(s) depending on their current location.

=  Searched record list can be sorted depending on Active, Created, Parked and Closed File.

= By Default Closed File will not be displayed in output. User should have to select Include Closed
checkbox to retrieve closed File Record.

Actions Allowed on Searched Receipt

e Send: Clicking Send Action Link/Menu (for single/ multiple File) should open send window to
forward single/multiple File.

Note:
= This action will be applicable when File is available in signed in user’s File inbox/inbox
folder/Created List.

e Reopen: Clicking on Reopen Action Link/Menu (for single/multiple File) should open Reopen
Remark popup. On providing mandatory Remark and Clicking OK should Reopen the File.

Note:

= In case User have Role Closing Approver, Reopen Remark pop up will be displayed.

» In case User is not having Role Closing Approver, User will be redirected to Submit File for
Reopening Approval Pop up.

= This action will be applicable when File is available in signed in user’s Receipt Closed (By Me)
List.

e Receive: Clicking on Receive Action Link/Menu (for single/ multiple File) should Receive
unreceived physical File to user’s File inbox.

Note:

= This action will be applicable when physical File is available in user’s File Inbox/Inbox folder in
unreceived state.

e Pull Up: Clicking Pull up Action Link/Menu (for single/multiple File) should open a
confirmation popup. Providing Remark and clicking OK should Pull Up single/multiple File to
user’s File inbox.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual will superimpose scope set for whole instance.

e Pull Back: Clicking Pull Back Action Link/Menu (for single/multiple File) should open a
confirmation popup. Providing Remark and clicking OK should Pull Back single/multiple File to
user’s Receipt inbox.
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Note:

» This action will be applicable when File is available in signed in user’s File sent list and remained
in unread/unreceived state in recipient Inbox.

e Details: Clicking on details action link should display the complete Details and Movement of File.
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This feature allows user to Migrate Physical File data into eFile from FTP Server.

Create New Migrated File

Important Points:

v Old Physical Files (Scanned Noting, Receipts, Issue and References in PDF format) must have
been uploaded on FTP server

v User must have necessary folder permissions to the view and select the files uploaded on FTP
server.

STEPS TO FOLLOW:

1. Click Create New link in File Migration Module.
2. Select the File heads required for generating File no. for new eFile.

3. Click Choose One to select and upload the scanned file (from the list of the files under respective
folders in File Selection Popup).

e@ffice .
s cuoet mosmack soummion: @FILE Ves 7.0

=] RECEIPT Create » Inbox Sent  Adwvance Search FILE BMNCe Sear 1S5UE Sent Returned  Advance Search

170

231
FE|
X No.

hoase '| ‘ Choose One Y| | Choose One ‘| |2020 ‘ | QA-DN "

i}{? rw File No. * I
- ) ; Step 1
-a Migrate File / IW

5 " Br

¢
Main Category ~ Sub Category
Choose One ¥ | | Choose One
‘?E Other Details
Remark:

= —

] Previous Referenc Later Referenc:

[ L ] e

Continue Working »
.
Figure 357

4. Click Import to select the file from the list. (Old Physical File No. get auto populated as per
selection)
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File Selection Dialog

+ Expand All

£50-123-2019-1 - Copy (119)

| €50-123-2019-1- Copy (28)

TSO-T,

TTS-T - COpy 1297

€50-123-2019-1 - Copy (34)
C50-123-2019-1 - Copy (39)
C50-123-2019-1 - Copy (4)
C50-123-2015-1 - Copy (40)
C50-123-2019-1 - Copy (41)
-123-2019-1 - Copy (42)
-123-2019-1 - Copy (43)
-123-2019-1 - Copy (44)
-123-2019-1 - Coov (451 a

Figure 358

5. Select the required documents (PDF) from respective folders (Issues, Receipts. References and

Noting).

= Collapse All

¥ (35 C50-123-2015-1 - Copy (28)
-3 issue
[ Issuel.pdf
[ Issue2 pdf
(3% note
4] Notel.pdf
(5 Note2.pdf
v (3% receipt
A Receipt1.pdf
[ Receipt2 pdf
S & reference

4[5 Referencel.pdf

Create

Inbox  Sent  Advance Search

File No.

3525 n Sarojs Kumar Patro
B : TD(SKP)-EOFFICE

ISSUE Sent Returned  Advance Search

ﬁ Choaose One '| | Choose One " | Choose One " | Choose One '| |2029 | ‘ QA-01 '|

Selected document will
be displayed here

d File No.
r‘ -123-2019-1 - Copy (28)

TR

Description -

Issuel pdf

Referencel pdf

Main Category *
Choose One

Subject

Sub Category
¥ | | Choose One

Remarks-

(Previous Referenc:

| GtherDetails |
Other Details !

O 0 NN N
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. Enter Mandatory Opening Date.

Figure 359

| later Referenc

Continue Working »

. Enter mandatory values for Description, Opening date of Physical file.

. Select Main Category, Sub Category, Previous and Later Reference, Language values.

. Click on Continue Working. (Migrated File Inner page will be displayed with option to Edit,
Update Correspondence Metadata and Finalize Migration.)
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=[S & (50-123-2019-1 - Copy (28)
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Figure 360

Note:

» Created file will be listed in Created folder under Migrate File module
= eFile No. once generated cannot be edited.
* Document like noting/issue/references/receipts uploaded from FTP will be available in the created file.

List of Files Created for Migration

This Feature allow user to view files created for Migration and take actions to Finalize migration process.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

effice

eFile

RECEIPT Create »  Inbox Sent = Advance Search Create  Inbox Sent  Advance Search Sent Returned  Advance Search

23/06/2020 06:56 PM {50-123-2019-1 - Copy (28)

Commen Office Services

A12014/4/2020-0A-01 Appointment of non Indians
ABCIM10/2020-04-01 for test 22/06/2020 07:30 PM €50-123-2019-1 - Copy (99)
A-12/1136/2020-QA-01 test Common Office Services 22/06/2020 0719 PM  remarks €50-123-2019-1 - Copy (124)
A-11/42472020-QA-01 dwedwedwed Common Office Services 22/06/2020 03:03 PM €50-123-2019-1 - Copy (13)

A-31/172020-QA-01 re Common Office Services 21/06/2020 08:07 PM €50-123-2019-1 - Copy (21)

A-1211126/2020-QA-01 jhgihg Common Office Services 19/06/2020 04:51 PM {50-123-2018-1 - Copy (120)

tgrgrgngrty Commen Office Services 19/06/2020 03:24 PM €50-123-2018-1 - Copy (114)
Migrate File

Migrate Fle-Automation 04/06/2020 09:14PM  Migrate File Remark €50-123-2019-1 - Copy (107)
Migrate File-Autornation 04/06/202009:13PM  Migrate File Remark €50-123-2019-1 - Copy (106)

Migrate File-Automation 04/06/202009:11 PM  Migrate File Remark €50-123-2019-1 - Copy (102)

Migrate File-Automation 04/06/2020 09:11 PM  Migrate File Remark €50-2-2020-A3-2 - Copy (39)

Figure 361
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Description:

e List of created files can be Sorted based on Created On and Old File No.

e File available in created list can be Searched using module search (File No., Subject, Remarks and
Old Physical File No.).

o File available in created list can be filtered depending on file creation date.

Actions on Migrated Noting

This feature allows User to View and Delete Migrated Noting.

View Noting

STEPS TO FOLLOW:

1. Click Created link under Migrate File module (Figure 361).

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Hamburger Icon on Right Panel (Dropdown will display Noting, Correspondence and
References).

» Inbox  Sent  Advance Search (] 1SSUE Sent  Returned = Advance Search

MNote1 pdf

Figure 362

4. Click Noting. (Noting will be displayed on Left panel and its Details on Right Panel of File Inner Page).
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Delete Noting

STEPS TO FOLLOW:

1. Follow steps to View Noting.

2. Select Noting using checkbox in Right panel of File Inner page.

© 2 ”@en'

R
E 3116154 ABC1/10/2020-QA-01 fortest (C50-123-2019-1 - Copy (99)

F.I'! = Fi

Actio
&  Notel.pdf ] Remove |

: Note 1

Figure 363
3. Click Remove Icon.

4. Click OK in Confirmation Popup.

Actions on Migrated Correspondence

This feature allows User to view Migrated Correspondences (Receipt and Issues) on Migrated File inner
page and take actions like Generate migrated Receipt/Issues, Move Sequence,Save Sequence and Delete
Correspondence can be taken.

Generate Migrated Receipt/Issues and Save Sequence

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click on Create/Edit Receipt or Create/Edit Issue icon for the receipt or issue respectively in ToC.

351” n Saroja Kumar Patro
. TD(SKP)-EQFFICE

EIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Remmned  Advance Search

(= =]

5.No. | Correspondence No. ]l Action

1 6790/2020/EQFFICE dfgdfgdz Receipt -b

Z Issue’l_pdf Issue + F x
Figure 364
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4. Fill required metadata for the Receipt or Issue as per the mapped document.

Note:

» In Receipt: All Fields will be same as in Diary Screen (for receipt) with two additional mandatory
metadata: Old Receipt No., Originally Diarised By.

= In Issue: All Fields will be same as in Draft Creation Screen (for Issue) with three additional mandatory
metadata: Old Issue No., Dispatched On, Dispatch Officer.

5. Click on Generate and Save for receipt and issue respectively to generate Receipt and Issue
Number.

6. Click on Move Up and Move Down arrow to change the sequence of Receipt and Issue.

a 5 — 3628 n Sarojs Kumar Patro
m'npf.rlrcg. eFile ver70 B TD(SKP}-EOFFICE

RECEIPT Create » Inbox Sent AdvanceSearch FILE Create  Inbox Sent  Advance Search 155UE Sent Returned  Advance Search

Edit Finalize
E 3116154 ABC1/10/2020-QA-01 fortest (C50-123-2019-1- Copy (99)

- + AutomsticZoom % B »

o
8
©

Migrated Table of Content. @

5.No. | Correspondence No.

6790/2020/EOFFICE dfgdfgdfg Receipt 7

Z Issuel.pdf Issue +|F x

==

Figure 365

7. Click on Save Sequence to save the sequence of receipts and issues.

Note:

» Ifissue is of Draft Nature Reply, then concerned receipt number should be created first.

= Ifthere are Issue with draft nature as Reminder, then Issue against which reminder is dispatched should be
created first.

= Saved sequence of correspondence during migration will be maintained after migration Finalization.

Delete Migrated Correspondence

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Remove Icon.
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E 3628 7
r n Sarcuf KL.lmar Pi_lm i
€ ver.7.0 TDISKP)}EQFFICE
PT  Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Edic Finalize

E 3116154 ABC1/10/2020-QA-01 for test C50-123-2019-1 - Copy (99)

— 4+ Automatic Zoo : =
A S Migrated Table of Content G

~

S5.No. | Correspondence No. Il Action

i 6790/2020/EQFFICE L 4

Z Issuel.pdf + 7 E

Figure 366

4. Click OK in Confirmation Popup.
Actions on Migrated References

This feature allows User to View and Delete Migrated References.

View References

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Hamburger Icon on Right Panel (Dropdown will display Noting, Correspondence and
References).

eFile ver.70
PT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1S5UE Sent Returmed  Advance Search

Edit Finalize

= + AutomaticZoom *

References

Referencel pdf

Noting Z

References. E_l

Figure 367
4. Click References. (References will be displayed on Left panel and its Details on Right Panel of File Inner
Page).
Delete References
STEPS TO FOLLOW:

1. Follow steps to View References.
2. Select References using checkbox in Right panel of File Inner page.

3. Click Remove Icon.
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FILE Create  Inbox 5 ISSUE Sent Retumed  Advance Search

= + AutomaticZoom *

References

Figure 368

4. Click OK in Confirmation Popup.
Edit Migrated File

This feature allows User to Edit Metadata of migrated File (except generated File No.) and Remove or
Add additional document by deselecting or selecting them in FTP file folder if required.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Edit menu. (Displays the document-mapping page with file cover in editable mode)

o T — 3637 n Saroja Kumar Patro
LOffice  rie .o 4

RECEIFT Create v+ Inbox  Sent  Advance Search FILE Create  Inbox Semt  Advance Search ISSUE Sent  Retumed — Advance Search

Edit Finalize @ Notification
You have received a FILE from

E 3116154 ABC1/10/2020-QA-01 fortest CS50-123-2013-1-Copy (99) SSA(YSA)EOFFICE

- + A ic Zi =
Automatic Zoom Migrated Table of Content

5.No. | Correspondence No.

6790/2020/EQFFICE + &

2 Issuel.pdf + SR

Reference 1

Figure 369

Finalize Migration
This feature allows User to Finalize the File Migration process.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating
new migrated file will also open File Inner Page)

3. Click Finalize menu.
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m? n Saroja Kumar Patro
eFile ver.7.0 L 3 TD(SKP}EOFFICE

T Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Retumed  Advance Search

Edit Finalize @ Netification
You have received a FILE from
SSA(YSA)-EOFFICE

— +  Automatic Z :
Automatic Zoom Migrated Table of Content
S

SNo. | Correspandence No. | Type
1 5790/2020/EQFFICE

2 Issuel.pdf

Referenre 1 e
Figure 370

4. Click OK in Confirmation Popup.

Note:

* Entry of migrated file will be removed from ‘Created’ file list under Migration module.
= Migrated File will be displayed in the Created Files list under File module.

Assigning Folder Permission for Migration of Files

This Feature is for User with eFile Admin Role. It allows admin to assign permission to Users to access
Folders on FTP server.

Important Points:
v User must have necessary administrative privileges for accessing required module in eFile.

v" Folders must be available in FTP server.

STEPS TO FOLLOW:

1. Click on Folder Permissions link under Migrate File module.

5 — 3641 Saroja Kumar Patro
fflce eFile ver.70 » n TD{SKP}HEOFFICE

ISSUE

Sent ~ Advance Search

Sent  Returned  Advance Search

| [

RECEIPT Create » Inbox Sent  Adwance Search FILE Create  Inbox

Select Department Select Section Select User *

NIC ~ | | eOffice MMP Division ol

Migration

mi® Folder Permission

e

Ieé

B Folders
+ Expand All | Clel Step 3
» (¥ Qa2 )
» ()m QA3

QA5

[

~B

=

Migrate File

} Folder Permissions - z

e =™ 3

Figure 371

2. Select the section user using ‘Department’, ’Section’ and ‘User’ searchable combo box.
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A DOGITAL WORK PLACE SCLUTION

3. Select the FTP folders to be assigned to the user for migration process.

4. Click Save to assign the folders to selected section user.

Note:
= Section user will be able to view the FTP Folders assigned to them and corresponding Files inside the
folders.
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A DUGITAL 'WORK PLACE SOLUTION

Received Letters

This module will display letters received from Intra eOffice, Inter eOffice and Mail moved from Email for
Diarisation as a Receipt in eFile Module.

Intra eOffice

This feature allows user to view and diaries letters received from Intra eOffice (Department within same eFile
Instance) as a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Intra eOffice link under ‘Received Letters’ module.

35‘“ nSErDjak'umarPilm .
. TD(SKP)-EQFFICE

EIPT Create » Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Advance Search

Intra eCffice

Dispatch No. Sender Email Received On 1}

Search Here. -

Mot Diarised

csdesdesdesdesde 22/06/2020 08:37 PM  eOffice MMP Division

DIS/12650/2020

Saroja Kumar Patro sumit7rawat.nic@gmail.com

DIS/11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawat.nic@gmail.com  22/06/2020 08:17 PM  eOffice MMP Division MNIC Mot Diarised E

DIS/11073/2020 edre Saroja Kumar Patro sumit7rawat nic@gmail.com  21/06/2020 05:07 PM  eOffice MMP Division NIC Diarised EX

Received Letters bject Saroja Kumar Patro sumityrawat nic@gmail.com  21/06/2020 07-39 PM  eOffice MMP Division NIC Mot Diarised S

ter Description 223Testing RRPillay 20/06/2020 06:46 PM  GANDHI NAGAR (STATEUNIT)  NIC Mot Diarised 4

‘ ter Description Saroja Kumar Patro sumityrawat nic@gmail.com  20/06/2020 02:27 PM  eOffice MMP Division NIC Mot Diarised ES
nte ce

Saroja Kumar Patro sumityrawat nic@gmail.com  19/06/2020 08:55 PM  eOffice MMP Division NIC Mot Diarised S

Saroja Kumar Patro sumit7rawat.nic@gmail.com  159/06/2020 11:26 AM  eOffice MMP Division NIC Mot Diarised S

Figure 372

List of Received Letters from Intra eOffice:

e Received letter can be viewed in a popup window (PDF format) by clicking on Dispatch No.

sample(1).pdf

= + Automatic Zoom

A Simple PDF File

This is & small demonstration pdf file -

Just for use in the Virtual Mechanics tutorials. More text. And more
tezet, And more tex, And more ted. And more teid.

And more fext. And more text And more text And more texd. And more
text. And more text. Boring, zzzzz. And mere text. And more text. And
more tesct. And more text. And more text. And more test. And more text.
And more fext. And more text.

And more text. And more text. And more text. And more tecd. And more
text. And more text. And more text. Even more. Continued on page 2.

Figure 373

List of Received Letters can be Sorted based on Sent On date.
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e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section and Department).

2OffiCe ki oo A @ O
RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent  Retumed  Advance Search
Intra eOffice ﬂ

€ Sender Email
DIS/2650/2020 csdesdesdesdesde sumit7rawst.nic@gmail.com  22/06/2020 08:37 PM  eQffice MMP Division | & sender Emai

Saroja Kumar Patro

© semtBy
DI5/11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com  22/06/2020 08:17 PM  eOffice MMP Division NIC e

“ Subject
DIS/11073/2020 edte Saroja Kumar Patro sumit7rawstnic@gmail.com  21/06/2020 09:07 PM  eOffice MMP Division NIC Diarised Section
DI5/11056/2020 Subject Saroja Kumar Patro sumit7rawatnic@gmail.com  21/06/2020 0735 PM  eOffice MMP Division NIC Not Diaris{ @ Department

=

DIS/10823/2020 Enter Description 223Testing RR_Pillay 20/06/2020 06:46 PM  GANDHI NAGAR (STATE UNIT) NIC Not Diarised

Figure 374

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)

3641 i
n Sar mar Patra_
D }HEOFFICE
RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent  Advance Search IS5UE Sent Returned  Advance Search
Intra eCffice Filter GEZEN

Sender Email ] Date
Sent Date me

Sent Date To 2 nae
8 | daimmayy -] lot Diarised

DIS/12650/2020 csdcsdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com

csdesdesdosdesde sumit7rawatnic@gmail.com lot Diarised 4

DIS/11102/2020 Saroja Kumar Patro

sumit7rawatnic@gmail.com liarised £
O Eoin Digrised Mot Diarised

21/06/202
=

DIS/10823/2020 Enter Description 223Testing PLR Pillay 20/06/202_ _____ S I 1 - _lot Diarised A

Figure 375

edte

DIS/11073/2020 Saroja Kumar Patro

DIS/11056/2020 lot Diarised E

Subject Saroja Kumar Patro sumit7rawat nic@gmail.com

Diarise Received Letter

STEPS TO FOLLOW:

1. Click Diarise Icon for dispatch in the Intra eOffice Received Letters list.

3641 Saroja Kumar Patro
- B en~ -
eFile ve TD(SKP)-EQFFIC

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Sent Rewurned  Advance Search

i com =2
e e e T T e e e
279
ﬁa DIS/12650/2020 esdesdesdesdesde Saroja Kumar Patro sumit7rawat nic@gmail.com  22/06/2020 08:37 PM  eOffice MMP Division Not Diarised @
= DISA11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com  22/06/2020 08:17 PM  eOffice MMP Division MIC Not Diarised =
. DISA11073/2020 edte Saroja Kumar Patro sumit7rawat nic@gmail.com  21/06/2020 05:07 PM  eOffice MMP Division MIC Diarised B
ﬁ DISA11056/2020 Subject saroja Kumar Patro sumit7rawstnic@gmail.com  21/06/2020 07:39 PM  eOffice MMP Division MIC Not Diarised =
DISA10923/2020 Enter Description 223Testing RR. Pillay 20/06/2020 06:46 PM  GAMDHI NAGAR (STATE UNIT)  NIC Not Diarised E
;‘{? DIS/10873/2020 Enter Description Saroja Kumar Patro sumit/rawstnic@gmail.com  20/06/2020 02:27 PM _ eOffice MMP Division MIC Not Diarised =

Figure 376

2. Click Upload action button to select PDF files from local system. (If Required)
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x eFllE v A @ O -
= RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox Sent  Advance Search ISSUE Sent Rewurned  Advance Search
%‘I
T Received Document Sequenced Documents
ﬁa No Record Found 8 | Doments Action
o e
{i‘] Mo Record Found
m Upload New Document Only <=25MB
B . |Up|oad=d Documents o
;-m No Record Found «
B
= [eEm—
Figure 377
3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.
4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page. (PDF will be auto populated)
6. Follow the diary process as mentioned in FElectronic Receipt Diarisation to create electronic
receipt.
Note:
» Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Inter eOffice

This feature allows user to view and diaries letters received from Inter eOffice (Department from other eFile
Instance) as a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Inter eOffice link under ‘Received Letters’ module.

3“““ n Saroja Kumar Patro
eFile 0 L2 TD(SKP}EQFFICE

= RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search IS5UE Sent Returned  Advance Search

DIS/7195/2020 Enter Description 223 Jaskiran 20/06/2020 11:28 PM Ofo IMMIGRATION N1D2 Not Diarised

i

DIS/7184/2020 Test Jaskiran 19/06/2020 11:34 PM  O/o IMMIGRATION MHA N1D2 NorDiarised  [B,
DIS/7180/2020 ferf Jaskiran 19/06/2020 0849 PM 0o IMMIGRATION MHA N1D2 Diarised £
Received Letters b T Testing receipt~ Jaskiran 12/05/2020 03:31 PM /o IMMIGRATION MHA N1D2 NorDiarised  [B,
arion Testing Jaskiran 11/05/2020 1113 AM Qo IMMIGRATION MHA N1D2 NorDiarised  [B,

Intra eDffice
) arion Testing Jaskiran 11/05/2020 1113 AM Qo IMMIGRATION MHA N1D2 NorDiarised  [B,
= arion Testing Jaskiran 11/05/2020 1113 AM Qo IMMIGRATION MHA N1D2 NorDiarised  [B,
Auipmation Tesiing Jaskiran 11052020 1113 AN 0o IMMIGRATION LA MID2 MorDiariced T2

Figure 378

List of Received Letters from Inter eOffice:
e Received letter can be viewed in a popup window (PDF format) by clicking on Dispatch No.
e List of Received Letters can be Sorted based on Sent On date.

e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section, Department and Instance).

3"‘“ n Saroja Kumar Patra _
eFile ver70 £ ¥ D(sKP}EOFFICE

RECEIPT Create +  Inbox Sent = Advance Search Create  Inbox Sent  Advance Search I5SUE Sent  Remurmed  Advance Search

- Crr—n

Dispatch No. j Sender Email Received On {} i Instance | [F13] B Dispatch Number

279
i Sender Email
ﬁ- DIS/7195/2020 Enter Description 223 Jaskiran 20/06/2020 1128 PM  O/o IMMIGRATION WHA N1D2 Norr] @ Sender Emai
B sentBy
B 1571542020 Test Jaskiran 19/06/2020 11:34 PM  O/o IMMIGRATION MHA NID2 NotT]
0= B subject
DIS/7180/2020 ferf Jaskiran 19/06/2020 08:45 PM  O/o IMMIGRATION MHA N1D2 0 & section
i EEUEEEY Jaskiran TR Testing receipt  Jaskiran 12/05/202003:31 PM /o IMMIGRATION MHA N1D2 Not [ [ Department
DIS/7124/2020 Automation Testing Jeskiran 11/05/2020 11:13AM /o IMMIGRATION MHA N1D2 not| B Instance
£ =

Figure 379

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)
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RECEIPT Create » Inbox Sent  Adwvance Search Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Received On 1] Date Diary Status Action

2-75 W Sent Date Fro Sent Date To .
a DIS/7195/2020 Enter Description 223 Jaskiran 20/06/2020 11:28 PM dd/mmiyyyy (] dd/mméyyyy ] Not Diarised B
DIS/7184/2020 Test askiran 19/06/2020 11:34 PM Mot Diarised (=
D } Status B
DIS/7180/2020 ferf Jaskiran 19/06/2020 08:45 PM Diarised B

© Born ) Diarised Not Diarised

@ DIS/7133/20204 Jaskiran FEEA Testing receipt Jaskiran 12/05/2020 03:31 PM P - Mot Diarised [
PISIF12412020 Autnmating Tasting Iackiran TUNRHIN11-13 &M Rint Niaricad =]

Figure 380

Diarise Received Letter

STEPS TO FOLLOW:

1. Click Diarise Icon for dispatch in the Inter eOffice Received Letters list.
2. Click Upload action button to select PDF files from local system. (If Required)
AED O -

RECEIPT Create ¢+ Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search 155UE Sent  Retumed  Advance Search

Received Document Sequenced Documents

B
oy

No Record Found
@ Recard Foun @ | Documents Action

-] =
R [ ] | Attachments/Enclosures ") sample{1).pdf
~ Mo Record Found
X
Upload Mew Document WVLELE B Fof Only <= 25 MB
N »
=N [ ] | Uploaded Documents
4] No Record Found &
| ]
R
[

= [

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.

5. Click Diarise to open electronic receipt Diarisation page (PDF will be auto populated).

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic

receipt.
Note:
» Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Email

This feature allows user to view and diaries Email moved to eFile from eOffice Mail diarisation Module as
a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Email link under ‘Received Letters’ module.

’5‘“ nsam]'ak'umarPatm i
a TD({SKP}EQFFICE

RECEIFT Create » Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Sent Returned  Advance Search

€ Ver. 70

=

Received On 1] Diary Status Action

Na records found

Received Letters

Figure 381

List of Email moved for Receipt Diarisation:
e List of Email can be Sorted based on Sent On date.

e Email available in list can be Searched using module search (Subject, Sender Email and Sent By).

3641 n Saroja Kumar Patro
B TD(SKP|-EOFFICE
RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search ISSUE Sent Rewrned  Advance Search

) T

Received On 1} Sender Email B subject
& sender Email

Sent By

Mo records found

Figure 382

e Email available in list can be Filtered depending Sent on Date and Status (Diarised/ Not
Diarised/ Both)

35‘" nSarnjaNumarPalm
a TD(SKPEOFFICE
RECEIFT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
Emnail Diarization

| Date

a Sent Date From Sent Date To
3 No records found dd/mmiyyyy dd/immiyyyy )
-~
D Status
Q Both Diarised Not Diarised
e :
m

Figure 383
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Diarise Email

STEPS TO FOLLOW:

1. Click Diarise Icon for an Email in the moved Email list.

2. Click Browse and Upload to select PDF files from local system. (If Required)

e i AT Saroja Kumar Patro

At ®ff|(.:?“ eFile ver.70 L 3 n TD{SKP}-EOFFICE
RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

171

79 Received Document Sequenced Documents
aa No Record Found

@ | Documents Action

D= =
{\_ No Record Found
i

p Upload New Document WLLELE A Fof Only <=25 MB

»
] [ ] | Uploaded Documents
3& No Record Found «
|
=0
Bz
a
.
Figure 384

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page. (PDF will be auto populated)

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic

receipt.
Note:
* Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Dispatch (Officer)

This module is available to only the users who usually all dealing hands and officers except users working
in Central Registry Unit. This module keeps the record of the Issues and acknowledgements dispatched by
Self/CRU or pending for dispatch to be made by CRU.

Dispatched Acknowledgement

The ‘Acknowledgment’ sub-module under Dispatch module comprises of the list of acknowledgement
sent for dispatch to CRU or has been dispatched by CRU or Self. It is mainly divided into —

1. Sent/Dispatched

2. Returned

List of Acknowledgment Dispatched/Sent for Dispatch

This section describes the steps to view the list of acknowledgements dispatched or are pending for
dispatch.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Acknowledgement.
2. Click Sent/Dispatched.

€ Ver. 70

EIPT Create » Inbox  Sent = Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search

Acknowledgement
No.

Receipt No. ‘ Dispatch No. Sent Through | Dispatched On [} ‘

[ Mame: Automation Testing ASC, Automation
2020/EOFFICE DIS/3873/2020 test subject PUBLIC Testing CRU & 0
Dispatch

’ MName: Automation Testing, ASO, Automation

2020/EOFFICE DIS/8855/2020 test subject PUBLIC Testing CRU + 0

en
: Name: Automation Testing ASO,Automati
> Sent/Dispatched 2020/EOFFICE  DIS/E357/2020 test subject PUBLIC T:sT:g tmatian 1eSg ometan ey L0

MName: Automation Testing,ASO,Automation
202 0/EOFFICE DIS/8872/2020 test subject PUBLIC Testing CRU i 0

lssue

Mame: Automation Testing ASC, Automation
Testin,

| 315/2020-ACK 2213/2020/EQFFICE DIS/8221/2020 test subject PUBLIC

Figure 385

The user can now see the list of acknowledgements dispatched or dispatch in process. The following
information is available —

1. Acknowledgement number: The unique no. of the acknowledgement no. against which dispatch is
made/in process.

2. Receipt No.: The receipt no. against which the acknowledgement is prepared.

3. Dispatch No.: The unique number generated for different dispatches against the
acknowledgement.

4. Subject: The subject of the acknowledgement letter.
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5. Recipient Type: The type of the recipient, Public (if sent in public domain), Internal (if issued
within department), External (if dispatched to other organization(s) as eOffice to eOffice platform).

6. Addressee: The recipient details of the acknowledgement.
7. Sent Through: The ‘Dispatch By’ — ‘SELF’ or ‘CRU’ mode.

8. Dispatched On: The date on which the dispatch is made to the recipient of the acknowledgement.

Note:

* The blank ‘Dispatched on’ date denotes that the dispatch is still pending at CRU end.
=  User may click on the acknowledgement number to check the acknowledgement letter and its associated
details.

Regenerate Acknowledgement

Regenerating an acknowledgement is the re-issuance of the acknowledgement with some modification in
the content and/or the recipient details required in case scenarios when,

e The acknowledgement has to be sent again in case the intended recipient informs of not receiving
the acknowledgement (Incorrect communication details could be a reason)

e The acknowledgement is to be sent to some more recipients.

STEPS TO FOLLOW:

1. Click Dispatch—> Acknowledgement—> Sent/Dispatched.
2. Select the required Dispatch.

3. Click on Regenerate.

=

A 0O

Inbox  Sent  Advance Search FILE Create  Inbox Sent Advance Search 155UE Sent Returned  Advance Search

'd" CAMEAREEOE e N Dispatch No. Recipient Type ‘ Addressee Sent Through | Dispatched On 1} ‘

MName: Automation Testing, ASO,Automation

3182/2020/EOFFICE DIs/8873/2020 test subject PUBLIC E
Testing

Name: Automation Testing,ASO,Automation

] 408/2020-ACK 3166/2020/EOFFICE DIS/3855/2020 test subject PUBLIC Testing CRU + 0
- . MName: Automation Testing,ASO,Automation
L 406/2020-ACK 3164/2020/FQFFICE DI5/8857/2020 Iest subject PUELIC CRU L 6
o
Figure 386

4. Edit the content of the acknowledgement (if required).

5. Click on Continue.

Copyright © NIC, 2020
Ver.7.0[279]



c fflce

A DIGITAL WORK PLACE SOLUTION

M nsarnjaKumarPa(m i
LS TD(SKP}EOFFICE

o eFile ver 70

RECEIPT Create »  Inbox Sent  ‘Advance Search Create Inbox Sent  Advance Search 155UE Returned  Advance Search
g = r == =-=- = &= ~ Receipt Detail
% Template L B I U5 EEFT EE = E° E= H = By Receipt -]
— Q x, X A-B- ©® -z ® 3 Engsh- Fomals- Verdana 13px Nature : E Comp. No.: 5053850
330
ﬁa Line Height Choose One Receipt No. : 3182/2020/EQFFICE Main Category : Common Office Services
B
L} Video provides a powerful way to help you prove your point. When you dlick Sub Category : Letter Ref. No. :
= Online Video, you can paste in the embed code for the video you want to add.
You can also type a keyword to search online for the video that best fits your Letter Date : Delivery Mode : Courier
: document.
@ Sender Type :
Subject : test subject
p Enclosure/ Remarks :
B4
:m a Sender Details
L] Min./Dept./Others : MINISTRY OF AGRICULTURE ~ Address : Automation Testing
o Name : Name: Automation Testing Designation : ASO
& Organisation : NICSI Email : Automation@got.in
Country : INDIA Srate © ANDAMAN & NICOBAR
City/District : Pin Code :
(%) Mobile : 9810458514 LandLine :
> |
Fax:
]
G 3
|

Figure 387

Note:

= Refer article for ‘Steps to Sign an acknowledgement.
= Refer article for Steps to Dispatchan acknowledgement.

Download Acknowledgement I etter

This section describes the steps to download a copy of the acknowledgement letter.

STEPS TO FOLLOW:

1. Click Dispatch—-> Acknowledgement—> Sent/Dispatched.

2. Click on Download Acknowledgement icon against the required acknowledgement.

m n Saroja Kumar Patro
. TD(SKF)-EOFFCE

RECEIPT Create » Inbox Sent  Advance Search Create Inbox Sent  Advance Search Sent  Rewrned  Advance Search

ReGenerate

Acknowledgement

No. Receipt No. j Dispatched On 1]

Name: Automation Testing ASO, Automation Download

417/2020-ACK 3182/2020/EQFFICE DIS/8873/2020 test subject PUBLIC

Testing Ackowledgement

MName: Automation Testing,ASO,Automation
408/2020-ACK 3166/2020/EOFFICE DIs/8859/2020 test subject PUBLIC Testing CRU

Mame: Automation Testing,ASQ, Automation
Testing

406/2020-ACK 3164/2020/ECFFICE  DIS/8857/2020 test subject PUBLIC

MName: Automation Testing ASO, Automation

416/2020-ACK 3182/2020/EQFFICE DIS/8872/2020 test subject PUBLIC

Figure 388

Note:

» The acknowledgement will be downloaded to system in ‘PDF’ format.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch request. The detail section is
divided into following two tabs —

e Basic Details — It displays —

a) Dispatch details — Details of dispatch such as dispatch no., dispatch sent by, date sent on,
Dispatch by, Delivery mode, and etc.

b) Communication details — Communication details of the addressee.
c) Postal Details — The postal details recorded by CRU/User if sent by post media.

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.

STEPS TO FOLLOW:

1. Under Dispatch module, click Acknowledgement and then click Sent/Dispatched or Returned.

2. Click Details icon against the required acknowledgement.

3686 s
Saroja Kumar Patra  _
. eFile ver 70 B n TD[SKP}-EOFFICE
Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Rewrned Advance Search
e =
Acknowledgement : 2
E n Receipt No. Dispatch No. ‘ Subject Recipient Type ‘ Addressee Sent Through Dispatched On 1} ‘
. Name: Automation Testing ASO, Automation
A17/2020-ACK 3182/2020/EQFFICE DI5/8873/2020 test subject PUBLIC Testing CRU EAN:)
B Name: Automation Testing ASO,Automation
408/2020-ACK 3166/2020/EOFHCE DI5/8855/2020 test subject PUBLIC Testing CRU x|l
. . Name: Automation Testing ASO,Automation
406/2020-ACK 3164/2020/EQFFICE DIS/8857/2020 test subject PUBLIC Testing CRU x|l
B e Name: Automation Testing ASO, Automation
A416/2020-ACK 3182/2020/EQFFICE DI5/8872/2020 test subject PUBLIC Testing CRU + 6
.
Figure 389
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Acknowledgment Returned by CRU

This list of returned dispatches are those dispatch requests made to CRU against the acknowledgements
and are returned seeking for further clarification for dispatch to complete. It is expected that the user may
check the remarks submitted by CRU and provide the necessary clarification. This list can be checked by —

STEPS TO FOLLOW:

1. Under Dispatch module, click Acknowledgement.

2. Click Returned.

EIPT Create »  Inbox Sent  Advance Search

%1 Receive = Resend | View Reminders

@ | Dispatch No. Acknowledgement No. | Receipt No.

279

aa DIS/11021/2020 702/2020-ACK

g Dispatch

Issue

DISA11017/2020 698/2020-ACK

6700/2020/EOFFICE

6699/2020/EQFFICE

6698/2020/EQFFICE

66597/2020/EQFFICE

6696/2020/EOFFICE

FILE

test subject

test subject

test subject

‘test subject

est subject

Sent  Advance Search

Name: Automation
Testing, ASO, Automation Testing

Name: Automation
Testing ASO, Automation Testing

Name: Automation
Testing, ASO, Automation Testing

Name: Automation
Testing ASO, Automation Testing

Name: Automation
Testing, AS0, Automation Testing

ISSUE

Returned By

Subramanian M,
eOffice MMP Div__

Subramarian M,
0ffice MMP Div...

Subramanian M,
eOffice MMP Div__

Subramanian M,
e0ffice MMP Div...

Subramanian M,
eOffice MMP Div__

Sent Returned  Advance Search

Returned On |

21/06/2020 08:13 AM

21/06/2020 08:11 AM

21/06/2020 08:09 AM

21/06/2020 08:07 AM

21/06/2020 08:05 AM

Remarks

Dispatch Return to Officer

Dispatch Return to Officer

Dispatch Return to Officer

Dispatch Return to Officer

Dispatch Return to Officer

Figure 390

The user can now see the list of dispatches against acknowledgement returned by the CRU. The following

information is available

1. Nature: The nature of the acknowledgement, Physical (P) / Electronic (E).

2. Dispatch No.: The unique number generated for different dispatches for various recipients of the
acknowledgement letter.

. Acknowledgement No.: The acknowledgement no. against which the dispatch is made.

. Receipt No.: The unique number of the receipt against which acknowledgement is generated.

. Addressee: The recipient details of the dispatch.

3
4
5. Subject: The subject of the acknowledgement letter.
6
7

. Returned By: The name of the CRU who has returned the dispatch request against
acknowledgement.

8. Returned On: The date and time on which the dispatch request is returned.

9. Remarks: The remarks submitted by CRU seeking some clarification on the dispatch.

Copyright © NIC, 2020

Ver.7.0[282]



ffice

AL WORK PLACE SCLUTION

A DIGT

Resend the Acknowledgement Dispatch Request Returned by CRU

After checking the necessary remarks against the dispatch returned by CRU, the user may resend it back
for dispatch by adding/editing some communication details of the intended recipient, for example, if the
pin code was found to be incorrect hence unable to make postal dispatch. Or CRU may simply ask for
some clarification which can be submitted as remarks.

STEPS TO FOLLOW:

1. Click Dispatch—> Acknowledgement—> Returned.

3“'5 0 Saroja Kumar Patra
» TD(SKP}-EOFFICE

RECEIPT Create »  Inbox  Sent = Advance Search Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
167 Receive | Resend View Reminders ﬂ
] N e S N = S = S

Subramanian M,

Name: Automation

DI=f11021/2020 702/2020-ACK &700/2020/ECFHICE test subject Testin  Automation Testing ce WIP Div._ 21/06/2020 0B:13 AM  Dispatch Return to Officer i}
=4 Dispatch Name: Automation Subramanian M,
66599/2020/EOFHICE test subject Testin  Automation Testing ce MMP Div._ 21/06/2020 08:11 AM  Dispatch Return to Officer (i}
Name: Automation Subramanian M,
B6598/2020/EOFFICE test subject Testin Automation Testing ce WIMP Div... 21/06/2020 0B:09 AM  Dispatch Return to Officer i}
| ! Name: Automation Subramarnian M, '
6697/2020/ECFFICE test subject Testin Automation Testing ce MMF Div... 21/06/2020 08:07 AM  Dispatch Return to Officer i}
lssue
. MName: Automation Subramanian M, .
DISA11017/2020 698/2020-ACK 6696/2020/ECFFICE test subject " _ ~ 21/06/2020 08:05 AM  Dispatch Return to Officer i}
Testing,ASO Automation Testing e0ffice MMP Div...

Figure 391
2. Select the required ‘Dispatch’.
3. Click ‘Receive’. (In case, it is in an unreceived state)

3555 n Sarojs Kumar Patro _
File ver.70 L TD(SKP}-EOFFICE

RECEIPT Create v+ Inbox  Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

311
ﬁ N Automati Sub W,
a DIS/11021/2020 TF02/2020-ACK 6700/2020/EQFFICE Test subject Err!e uremation " . ubramanian L 21/06/202008:13 AM  Dispatch Return to Officer ]
Testing ASO, Automation Testing eOffice MMP Div___
?a Name: Automation Subramanian M,
(M DIs/11020/2020 701/2020-ACK 66599/2020/ECFFICE test subject - . ! 21/06/202008:11 AM  Dispatch Return to Officer [}
Testing A0, Automation Testing eOffice MMP Div...
? N - AUTO Mt Sub ian M,
“‘2 DIS/11015/2020 TF00/2020-ACK 6698/2020/EQFFICE test subject an’!E (romation - . ubremanian ! 21/06/202008:09 AM  Dispatch Return to Officer o
Testing,ASO, Automation Testing eOffice MMP Div...
m Name: Automation Subramanian M,
ned DIS/11018/2020 699/2020-ACK 6697/2020/EQFFICE test subject ' 21/06/2020 08:07 AM  Dispatch Return to Offi
L = Testing ASO,Automation Testing eOffice MMP Div__. =P m & o

Figure 392

4. Click ‘Dispatch number’ to edit the recipient details (if required).

5. Click ‘Save’. (Click Save and Send to directly resend dispatch from edit page)
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wen @File ver.70 L) L ¥ 1oskereorRce

RECEIPT Create + Inbox Sent = Advance Search Create  Inbox Sent  Advance Search S| Remurned — Adwvance Search

= + AutomaticZoom ¥ § Min./Dept./Others ~
MINISTRY OF COAL

Mame Designation "
Mame: Automation Testing ASO

D= Address *
Acknowledgement Content Automation Testing
]
m QOrganization
A NICSI
Country State
] INDIA | | ANDAMAN 2 NICOBAR M
- City/District Pincode
&0
E! & Mobile Email
9510458514 Automation@got.in
LandLine Fax

S

| save And send |

Figure 393

6. From the returned list, select the ‘Dispatch’ and click on ‘Resend’.

Resend Remarks

Beal TOU0 | 992 URaracter 1er

Figure 394

7. Enter the mandatory Remarks in the pop-up box and click ‘OK’ to ‘resend.
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Dispatched Issue

After an Issue is sent for dispatch, it’s sent details are maintained in under ‘Issue’ section of ‘Dispatch
module. This section consists of —

e Sent/Dispatched — List of Issues sent for dispatched via CRU or already dispatched by the
User/ Officer.

o Returned — The list of issues returned by the CRU in case of any more clarity is requested before
dispatching.
A user can check the number of dispatches made against an ISSUE and further the recipient’s and
dispatch mode details. If required, an Issue can also be re-dispatched.

View List of Issues Sent/Dispatched

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.

Inbox  Sent ~ Advance Search FILE Create  Inbox Sent  Advance Search ISSUE m Retumed ~ Advance Search

re:
Creare Reminders | View Reminders

Automation Testing 23/06/2020 11:14PM  ISSUE A-11011/4935/2020-QA-01
Automation Testing 23/06/2020 11:12PM  ISSUE A-11011/4834/2020-QA-01

Dispatch
Automation Testing 23/06/2020 11:10PM  ISSUE A-11011/4833/2020-QA-01
Automation Testing 23/06/2020 11:08PM  ISSUE A-11011/4532/2020-QA-01
* Issue = Automation Testing 23/06/2020 11:06 PM  ISSUE A-11011/4931/2020-QA-01
> Sent/Dispatched Automation Testing 23/06/202011:05PM  ISSUE A-11011/4830/2020-QA-01
Automation Testing 23/06/2020 11:03PM  ISSUE A-11011/4929/2020-QA-01
1/3024499/2020 Enter Description 223 23/06/2020 10:08 PM  ISSUE A-11011/4861/2020-QA-01

Figure 395

The user can now see the list of dispatches sent to the addressees/recipients. The following information is
available-

Nature: The nature of the ISSUE, Physical (P) / Electronic (E).

Issue number: The unique number of the ISSUE sent for dispatch.

Subject: The subject of the ISSUE letter sent for dispatch.

Issued On: The date on which the is the issue letter was sent for dispatch

Type: The type of the issue whether it is an ISSUE or REMINDER to an ISSUE.
Issued Against: The ISSUE number against which the reminder has been issued.

Currently In (File No.): The File number from which the ISSUE has been generated.

ol S T

Receipt No.: The Receipt number against which the ISSUE has been generated.
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View Issue Details

STEPS TO FOLLOW:

1. Under Dispatch module, click on Issue.
2. Click Sent/Dispatched.
3. Click Issue No.

3535 n Saroja Kumar Patro
B TDISKP)-EOFFICE

Create » Inbox Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE m Returned  Advance Search
=2
Currently In (File No.) ‘ Receipt No.
330

aa | 1/3024506/2020 Automation Testing 23/06/2020 11:14PM  ISSUE A-11011/4535/2020-QA-01
D ] 143024505/2020 Automation Testing 23/06/202011:12PM  ISSUE A-11011/4934/2020-QA-01
L

7| 43024504/2020 Automation Testing 23/06/2020 11:10PM 1SSUE A-11011/45933/2020-QA-01
‘1\} | 1/3024503/2020 Automation Testing 23/06/2020 11:08 PM  I1SSUE A-11011/4832/2020-QA-01
ksl

Figure 396

Note:

= Use ‘Filter’ (to filter by issue date filter range and type) and/or ‘Search’ to search for required Issue.

The user can now see —
o The Issue letter on the left side of the screen (in case of electronic nature only).
e Issue Details such as Issued By, Issued On, Type, Subject, Issued Against, etc.

e Dispatch Recipient Details - The list of various recipients to which the ISSUE letter has been
dispatched, Dispatch number, Sent Through (CRU/Self) and the Status of the Dispatch.

m’ n Saroja Kumar Patro
eFile ver70 L TDISKP}-EOFFICE

Advance Search

RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search Returned

Create Reminders | View Reminders

— + AutomaticZoom * j a Issue Details
Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM...
A Simple PDF File Issued On 23/06/2020 1114 PM Type Issue
File No. A-11011/4935/2020-QA-01 Receipt No.
This is & small demonstration pdf file -
Subject Automation Testing
just for use in the Viftusl Mechanics tutorials. More text. And more
text. And more text. And more text. And more text Drnf NAtire N Reply Type
And mare text. And more text. And mare taxt. And mare text. And more - s
text. And more text. Boring, zzzzz. And more texd. And more fext. And Language Bengali Forms Of Communications
more text. And more text And more text. And more text. And more text. = 5
And more text. And more text Prefix Main Category Establishment
And more text. And more text. And more text. And more text. And more Sub Category
text. And more text. And more text Even more. Continued on page 2
i Dispatch Details
Recipients List
@ - | Recipient Type | Dispatch No. ‘ Addressee Sent Through | Status
DIs/M13214/2
External 020 Jaskiran ASSISTANT SECTION OFFICER-G SELF DISPATCHED @ o8&

Figure 397
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Note:

» The Dispatch number will be unique against every dispatch generated for different recipients of the same
Issue letter.

* Each Dispatch will have its own status.

» The Status of the Dispatch will be Dispatched in case dispatched via self.

= The Status of the Dispatch will be Sent in case it is sent to CRU for dispatch and will turn to Dispatched
in case the issue has been dispatched by the CRU.

Create Reminders

Creating reminders is to create a ‘Draft for Approval’ as a reminder against an existing Issue already
generated from the system. These reminders are dispatched as Issue letters with their type defined as
‘Reminder’ instead of ‘Issue’.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.
2. Click on ‘Sent/Dispatched’.

3. Select the required ISSUE No.

4. Click on ‘Create Reminders’.

!sa! n Saroja Kumar Patro.
a ¥ ToskoEOFRICE

RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search Returned ~ Advance Search

eFile ver 70

Wﬂ Create Reminders | View Reminders

— + AutomaticZoom # i a Issue Details
330
ﬁa Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM...
[} 1 H H -
= A Simple PDF File Issued On 23/06/2020 1114 PM Type Issue
File No. A-11011/4935/2020-QA-01 Receipt No.
This is 8 small demonstration pdf file -
bdd Subject Automation Testing
just for use in the Virtual Mechanics tutorials. More text. And more
Fl text. And more text. And more text. And more text Dl Natre N ReplyType
] And maore text. And mare text. And mare text. And more text. And more . o
- test. And more text. Boring, zzzzz. And more texd. And more fext. And Language Bengali Forms OF Communications
mare text. And more text And more text. And more text. And more text : g
:m And maore text. And more text. Prefix Main Category Establishment
=
And more text. And more texdt. And maore text. And more text. And more Sub Category
= text. And more text. And more text. Even more. Cantinued on page 2
2 % Dispatch Details
g
DISN3214/2
'@ ( External 020 Jaskiran ASSISTANT SECTION OFFICER-G SELF DISPATCHED @ &
T
]
G -
.
Figure 398

5. Follow steps as mentioned in article to create a reminder. (Draft Nature, Issue No. and Reply Type
will be auto populated and remains locked)

6. Follow steps to Sign the reminder Created.

7. Follow steps to Dispatch the reminder created.
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View Reminders

This displays the number of reminders already sent against an Issue letter.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’ or ‘Returned’.

Note:

= Reminders can be checked for both Issues in ‘Dispatched’ list and ‘Returned’ from CRU list, if previously
created.

3. Select the required ‘Issue No.’.

4, Click on ‘View Reminders’.

!sa! n Saroja Kumar Patro.
oFile ver 70 a : TD(SKPREOFFICE

RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search Returned ~ Advance Search

Create Reminders | View Reminders

m P+ ¥ B oTL — + AutomaticZoom * a Issue Details
330
~
ﬁa Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM...
[} 1 H H -
= A Simple PDF F||e Issued On 23/06/2020 1114 PM Type Issue
File No. A-11011/4935/2020-QA-01 Receipt No.

m This is & small damonstration .pdf file - " 5 =
hd Subject Automation Testing

Just for use in the Virtual Mechanics tutorials. More text. And mare

p text. And more text. And more text. And more text Drof Natire New Reply Type

A And more text. And mare text. And mare text. And mare text. And more 4 S
- test. And more text. Boring, zzzzz. And more texd. And more fext. And Language Bengali Forms OF Communications

more texd. And more text And more texd. And more text. And more text. - =
:m And maore text. And more text. Prefix Main Category Establishment
=

And more text. And more text. And more text. And more text. And more Sub Category
= text. And more text. And more text. Even more. Continued on page 2
2 % Dispatch Details

=
@ - | Recipient Type | Dispaich No. | Addressee Sent Through | Status
DISM3214/2

,;ﬁﬂ ( External 020 Jaskiran ASSISTANT SECTION OFFICER-G SELF DISPATCHED @ &

Figure 399

View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an Issue. Upon
clicking Details Icon against a dispatch, the Dispatch detail popupwill open.
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n TDISKP}-EOFFICE

RECEIPT Create ¢+ Inbox Sent  Advance Search Create  Inbox Sent Advance Search Advance Search

“ile ver.7.0

“lll Create Reminders | View Reminders

+ AutomaticZoom = § = Issue Details
330

And more fext. And more text.

A
Ea Issue No. 1/3024506/2020 Issued By Saroja Kumar Patra, eOffice
MM...
D= H H
b1 A S;mple PDF File Issued On 23/06/2020 11:14 PM Type Issue
File No. A-11011/4935/2020-04-01 Receipt No.
m This is 2 small demonsiration .pdf file - : 5 i
[ Subject Autornation Testing
just for use in the Virtual Mechanics tutorials. More text. And more
p tet. And more text. And more text. And more text Denrt Natire N Reply Type
B4 And more text. And mare text. And mare text. And more text. And more o
L text. And more text. Boring, zzzzz. And mare text. And more text. And Language Bengali Farms Of Communications
mere text. And more text. And more text. And more text. And maore text. = -
:-m Prefix Main Category Establishment

And more text. And more text. And more text. And more text. And more Sub Category

tesxt. And more text. And more text. Even more. Continued on page 2
i Dispatch Details
Recipients List
m Recipient Type | Dispatch No. | Addressee

DISA13214/2  Jaskiran, ASSISTANT SECTION

[T

Sent Through | Status

e

b Ext: | SELF [l Details
'E e 020 OFFICER-G iy © (o=
. - DIS/A13216/2
@j B Public 020 Anubhi,IT Park Delhi SELF DISPATCHED ds ﬂg
DISA3217/2  Jaskiran ASSISTANT SECTION
External SELF DISPATCHED

020 OFFICER-G

gite
ke
“m

Figure 400

e Basic Details — It displays —

a) Dispatch details — Details such as dispatch no., dispatch sent by, date sent on, Dispatch by,
Delivery mode, and etc.

b) Communication details —- Communication details of the addressee

c) Postal Details — The postal details recorded if sent by post media.

Dispatch Details

| Basic Details | |Action Details

B Dispatch Details

Dispatch No. DIS/13214/2020 Sent By

Sent On - Dispatched By Saroja Kumar Patro, eOffice
MMP Division

Dispatched On 23/06/2020 11:14PM Delivery Mode
CRU Name Dispatch Mode
Mobile No. Notified Via SMS
Sent Through SELF

Subject Auromation Testing

B Communication Details

Name Jaskiran Designation ASSISTANT SECTION OFFICER
G

Address Min./Dept./Others

Figure 401

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.
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Dispatch Details

Saroja Kumar Patro,
e0ffice MMP Division

DISPATCHED 23/06/2020 11:14 PM External dispatch by SELF has ...

Figure 402

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click ‘Sent/Dispatched’.

3. Click the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Alternatively:

1. Under ‘Dispatch’ module, click on ‘Issue’.
2. Click on ‘Returned’.

3. Click on ‘Details’ icon against the respective dispatch entry you wish to see details for. (7he
dispatch details are available in the pop-up box.)

Re-Dispatch

This action enables the user to re-dispatch the already approved and signed issue letter.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.

3. Click on the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Re-Dispatch’ icon.
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eFile ver70

RECEIPT Create » Inbox Sent = Advance Search

View Reminders

um Create Reminders

— +  Automatic Zoom

FE]

=3
[

A Simple PDF File

This is a small demonstration pdi file -

[

Just for use in the Yirtual Mechanics tutorials. More text. And more.
taxt. And more text. And more text. And more text

2z

And more texd. And more fext. And more text. And more text. And more
text. And more text. Boring, zzz2z. And more text. And more text. And
more text. And more text And more test. And more text And more text.

P

{.'-m And more texdt. And mare fext.
And more text. And more text. And more text. And more text. And more
=5 e Aind more text. And more text. Even more. Conlinued on page 2 .
)

L)

Print Envelope

Create

Inbox  Sent  Advance Search

Bl ssue Details

Issue No.

Issued On
File No.
Subject
Draft Nature
Language
Prefix

Sub Category

% Dispatch Details

Recipients List

@ - | Recipient Type

External
Public

External

Figure 403

37““ n Saroja Kumar Patra
2 TD(SKP}-EQFFICE

Advance Search

1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM__

23/06/2020 11:14 PM Type Issue

A-11011/4535/2020-QA01 Receipt No.

Automation Testing

Mew Reply Type

Bengali Forms Of Communications

Main Category Establishment

Dispatch No. | Addressee

|5en[Thmugh Status

‘ Action

DISA13214/2  Jaskiran, ASSISTANT SECTION

020 OFFICER-G BEL: 2
DISA13216/2
i Anubhi,IT Park Delhi SELF DISPATCHED @ [

DISA3217/2  Jaskiran, ASSISTANT SECTION
SELF DISPATCHED &

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready

for print-out.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

. Click on ‘Sent/Dispatched’.

2
3. Click on the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Print Envelope’ icon.
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37"2 nSErDEaKumarPitm i
. TD{SKP}-EQFFICE
= RECEIPT  Create» Inbox Sent Advance Search Create Inbox Sent Advance Search Advarice Search

180" Create Reminders | View Reminders

— + AutomaticZoom ¢ B 1ssue Details

=

B
>

Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM....
D H H -
] A Sfmple pDF File Issued On 23/06/2020 11:14 PM Type Issue
File No. A-11011/4935/2020-QA-01 Receipt No.
+ This (s a small demonstration .pdf file - i ) .
€] Subject Automation Testing
Just for use in the Virtual Mechanics tutorials. More text. And more
p text. And more text. And more text. And more text DrafiNatire New Reply Type
B And more text. And more text. And mare text. And more text. And more . o
b text. And more text. Boring, zzz2z And more text. And more texd. And Language Bengali Forms Of Communications
mare text. And more text. And more text. And more fext And mare text. : 5
z& And more text. And more text. Prefix Main Category Establishment
|}
And mare fext. And more text. And more text. And more text. And more Sub Category

text. And more text. And more text. Even more. Continued on page 2 .
e Dispatch Details

.- | Recipient Type

v |z}

e

Dispatch No. ‘ Addressee Sent Through | Status ‘ Action

Print Envelope DIS/13214/2  Jaskiran ASSISTANT SECTION

020 QOFFICER-G

@ | Public 25;1 il Anubhi,|IT Park Delhi SELF DISPATCRYIN Envelupeﬁ

DISH3217/2  Jaskiran ASSISTANT SECTION
External SELF DISPATCHED @ o3 o

SELF DISPATCHED @ o

Figure 404

5. In the pop-up box, choose the required template of the envelope and click on ‘Download’.

Print Envelop

-Chaose Print Template *
! Envelope DL

Cancel

Figure 405

List of Issues Returned by CRU

This list of returned dispatches are those dispatch requests which were sent to CRU and are returned back
seeking for further clarification for dispatch process to complete. It is expected that the user may check the
remarks submitted by CRU and provide the necessary clarification. This list can be checked by —

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Returned’.

:mu n Saroja Kumar Patro
F 5 TD{SKP)}-EOFFICE

RECEIPT Creat: Inbox Sent  Advance Search Create Inbox Sent  Advance Search ISSUE Sent Advance Search

mn Receive | Resend | View Reminders

® | Dispatch No. Issue No. i Returned On 1]

Subramanian M
1/3024491/2020  Enter Descriptiong Anubhi,Delhi woramanen i 23/06/2020 09:33 PM Enter Remarks ISSUE e

DIS/13201/2020 eOffice MMP Div...

Subramanian M
502020  Enter DescriptionTesting Anubhi Delhi eC‘;fﬂ:;\::ﬂFnD'\: 23/06/2020 0931 PM  Enter Remarks 15SUE e

* Acknowledgement - Subramanian M
B16r2020 Enter DescriptionPhysical Anubhi,Delhi . 21/06/2020 05:48 AM  update postal details ISSUE L]
e - eOffice MMP Div._.

> Returned

Dispatch

. . - Subramanian M, i
5 :
15/2020 Enter DescriptionPhysical Anubhi,Delhi o mp— 21/06/2020 05:46 AM  updare postal details ISSUE L]

Subramanian M

DISA109R7/2000 1302431472000 Enrer DescrinrignPhysica) Apunhi Delni . 21/06/2020 0544 AN ___ndare postal detail ISSLE. Fi

Figure 406
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The user can now see the list of dispatches returned by the CRU. The following information is available —
1. Nature: The nature of the ISSUE, Physical (P) / Electronic (E).

Dispatch No.: The unique number generated for different dispatches against the Issue letter.

Issue number: The unique number of the ISSUE sent for dispatch.

Subject: The subject of the ISSUE recorded while creating it in Draft for Approval Stage.

Addressee: The recipient details of the dispatch generated against an Issue.

Returned By: The name of the CRU who has returned the Issue against a specific dispatch.

Returned On: The date and time on which the Issue against a specific dispatch is returned.

® N 9w oA wN

Remarks: The remarks submitted by CRU seeking some clarification on the dispatch against the
issue returned.

9. Type: The type of the issue whether it is an ISSUE or REMINDER to an ISSUE.

Resend the Returned Issue for Dispatch by CRU

After checking the necessary remarks against the dispatch returned by CRU, the user may resend it back
for dispatch by adding/editing some communication details of the intended recipient, for example, if the
pin code was found to be incorrect hence unable to make postal dispatch. Or CRU may simply ask for
some clarification which can be submitted as remarks.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’ and then click on ‘Returned’.
2. Select the required ‘Dispatch’.

3. Click on ‘Receive’. (In case, it is in an unreceived state)

a7z Saroja Kumar Patro
ATl a CGEM -
w eFile ver.70 TD(SKP}-EQFFICE

= RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search IS5 Sent Advance Search

180 Receive Bse View Reminders

Returned On 1)

B
[}

Subramanian M
| DISM320172020 I/3024491/2020  Enter Descriptiong Anubhi Delhi it 23/06/2020 0933 M Enter Remarks 1S5UE o
eOffice MMP Div...

[

Subramanian b,
@ DIs/13200/2020 1/3024490/2020 | Enter DescriptionTesting AnubhiDelni :;w:Err’::,I:"DV‘ 23/06/2020 0931 PM  Enter Remarks 1SSUE o

>

= o Subramanian M, o
_| DIs/10989/2020 1/3024316/2020 Enter DescriptionPhysical Anubhi,Delhi ice MNP Div... 21/06/2020 05:48 AM  update postal details ISSUE [:]

Figure 407

4. Click on ‘Dispatch No.’ to edit the recipient details (if required).

5. Click on ‘Save’.(Click Save and Send to directly resend dispatch from edit page)
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c@ffice

—] RECEIPT Create »

eFile ver 70
Inbox  Sent

1sn Dispatch Mo. : DIS/13200/2020 Issue No. : 1/3024490/2020

Advance Search

=l

Create  Inbox Sent  Advance Search

Min./Dept./Others *
MINISTRY OF COAL

Name
Anubhi

Address *
Delhi

Organization

Country
Choose One
City/District
Mabile
9655678765

LandLine

F igur; 408

ISSUE

6. From the returned list, select the ‘Dispatch’ and click on ‘Resend’.

e@ffice

eFile

RECEIPT Create »

Inbox = Sent

Resend = View Reminders

Create  Inbox Sent  Advance Search

ISSUE

Designation *

State
Choose One
Pincode

Email

Fax

37”2 n Saroja Kumar Patro
B TD(5KP}-EOFFICE

Sent Returned  Advance Search

Sarnja Kumar Patro
'._ @ en~ ;
Sent Advance Search
- Search Here.

a Subr. M,
4 DIS/13201/2020 1/3024491/2020  Enter Descriptiong AnubhiDelhi ubramanin 23/06/202009:33PM  Enter Remarks 1SSUE
eOffice MMP Div__.
= 7
Subramanian M,
[ DIs/13200/2020 1/3024490/2020 Enter DescriptionTesting Anubhi,Delhi - 23/06/202009:31 PM  Enter Remarks IS5UE (i}
e0ffice MMP Div...
;i} . N _ n Subramanian M, .
S DIS/10985/2020 1/3024316/2020 Enter DescriptionPhysical Anubhi,Delhi <Office MIE Div 21/06/2020 05:43 AM  update postal details ISSUE a
m - Subramanian M, _
R DIS/10988/2020 1/3024315/2020 Enter DescriptionPhysical Anubhi,Delhi i 21/06/2020 05:46 AM  update postal details ISSUE (]

Figure 409

7. Enter the mandatory Remarks in the pop-up box and click on ‘OK’

Resend Remarks

Remarks *

Resend|

Total 1000 | 994 Character left

Cancel

to ‘resend.
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Advance Search for Issue

This Feature allows User to users to Search and Retrieve Issue (According to the assigned Search Scope)
and take actions on searched records (According to assigned Action Scope).

Important Points:

v' Search Privileges must have been set for instance level by administrator. (Refer search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer search privilege for individual user).

v Advance Search for Issue is available to Officers and Dealing hands only.

STEPS TO FOLLOW:

1. Click Advanced Search link in Issue Quick Access Menu. (System redirects to the ‘Advanced Search’
screen with ‘Issue’ tab activated by default.)

r@ff[ ce o n Sarn?a Kumar Patro
A sAxpLACE soauTion & Fll € ver.70 TDg
@’.E\PT Create » ' Inbox Sent = Advance Search FILE Create  Inbox Sent = Advance Search ISSUE S o B Advance Search
94 5 . | A
% File\} Receipt | Issue P:Global | E:Global &
b
Issue No. Subject Forms of Communication Prefix Physical Scope
h‘%a - Choose One ! Choose On] Global b
Issued By Electronic Scope
Department ¥ | | Seaion ¥ | | Select User Global
o=
Issued On
From Date To Date
("} dd/mmiyyyy B | ddimmiyyyy =]
™
Dispatch Details
m Dispatch From Date Dispatch To Date x
B DispatehNo. dd/mmiyyyy B | ddimmiyyyy 8  Dispaich Through
»a Dispatched By
.-. Department ~  Secion * | | Select User
Dispatched To
@0
© © an Public eOffice Internal eOffice External
[} Name Email |d
@0
Bl Create Reminder a
Actions Subject Issued By Issued On 1} Sent On 1} M
No records found

Figure 411

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).

3. Search from main Basic parameters (Issue No., Subject, Form of Communication, Prefix, Issued By and
Issued On).

4. Select Additional parameters from dropdown list icon to search with additional inputs. (Issue
Details and Dispatch Details).
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245“ n Saroja Kumar Patro  _
wn €File ver.70 & TD(SKP}-EQFFICE

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned

P:Global | E:Global - ]

Subject Forms of Communication Prefix
Choose One v Choose One

Dispatch Details =
¥ | | Section ¥ | | Select User

I

[ Issue Details
i
To Date

8 | dd/mmiyyyy =]
o
5 (50
b4
h Create Reminder a8
:-.a Subject Issued By Issued On 1] | Sent By
No records found All
D Issue No.
C
Issued By
- Issued On
=3
@ Type
@ o File No.
4 || Receipt No.
Subject [
& sentBy |
& sentOn ]
b
Figure 412
Note:

= Additional Parameters will not be available if Origin of File is selected External.

5. Click Search File button to search the file records.

6. Opt for default output fields or Select/Remove output fields. (Issue No., Issued By, Issued On, Type
and Subject cannot be removed)

Note:

= List of Issues will be displayed based on selected input search parameters values.

Actions Allowed on Searched Receipt

e Create Remainder: Clicking on Create Remainder action link/menu should open Remainder

draft creation page in case of Electronic File/Receipt and Remainder Dispatch page in case of
Physical File/Receipt.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Details: Clicking on details action link should display Issue detail Popup.
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Dispatch (CRU)

This module is available to only the users who are working in Central Registry Unit and dealing
with dispatch associated work for the Ministry/Organization/Department. This module keeps the
record of the Issues and acknowledgements dispatched or pending for dispatch.

Inbox

This Inbox of Dispatch consists of dispatch requests received by the CRU from any of the other user in
the department. The CRU then checks the received dispatch request and then dispatched it via requested
delivery mode.

In case, some clarification is to be sought from the user who has sent the request for dispatch, then the
CRU may return it back with the appropriate remarks.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click ‘Inbox’.

=

eFile ver 70
Create +  Inbox S IS5UE m Returned  Dispatched
Receive | Return
[ PN = . i SentOn {}
H Dispatch Rachna
b20- Vmicromer S AT PRI SO, e 24/06/202001:31 A Email ACKNOWLEDGEMENT @
request from Shris.__ rwer
Saroja Kumar
hgurfde sahoo,erherg Patro, eOffice 21/06/2020 0716 PM  Airmail bgge REMINDER a
MM...
Name: Automation 2 ofe fumap
| DISA1027/2020 TF08/2020-ACK test subject : " " Patro, eOffice 21/06/2020 08:20 AM  Airmail Enter Remarks ACKNOWLEDGEMENT @
Testing ASO, Automation Testing MM
.
Figure 413

The user can now see the list of dispatch request. The following information is available —
1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be
sent.

3. Subject: The subject of the Issue/ Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.

5. Sent By: The user details who has requested for dispatch to CRU. (click on user name for more
details)

6. Sent On: The date on which the dispatch request is made to the CRU.
7. Delivery Mode: The requested mode for delivery.

8. Remarks: The remarks with which the user requested for dispatch. This may contain necessary
message for the CRU.

9. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.
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A DIGITAL WORK PLACE SCLUTION

Dispatch the Issue letter

This section describes the steps to dispatch the Issue letters received in Inbox for dispatch by CRU.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Inbox.

2. Select the required dispatch and click Receive.

Subramanian M
EQFFICE)

RECEFT  Cremte» Inbox | Semt | Advance Search it Il Rewmed | Dispatched

Receive

@ | Dispatch No. Issue/Ack. No. Subject Addressee Sent By SentOn 1) Delivery Mode

Rachna
Transfer order & Mail Transfe RAVEEN, fsdfdfscfwe
@ DIS13223/2020 182/2020-ACK bl S RO TSI o 24/06/2020 01:31 AM Email ACKNOWLEDGEMENT @
request fram Shri S rwer
eQffice MMP....
Saroja Kumar
DIS/11047/2020 13024368/2020  hgerfde sahao,erherg Patro,eOffice  21/06/202007-16PM  Airmail begE REMINDER e
MM...

Saroja Kumar
N Aut i
~| DIS/11027/2020 708/2020-ACK test subject an’_m e ’ Patro, eOffice 21/06/2020 08:20 AM  Airmail Enter Remarks ACKNOWLEDGEMENT @
= Testing ASQ, Automation Testing MM

SarnizXimac

Figure 414

3. Click on the Dispatch No. to open.

4. Enter the Postal out and Register details.

A 1 Subramanian M
@fflC%ﬁ oFile verizn 4 n SAEOFFICE)

RECEIPT Create »  Inbox Sent  Advance Search ISSUE Inbox  Returned  Dispatched

Dispatch No. : DIS/13223/2020 Acknowledgement No. : 182/2020-ACK

— + Automatic Zoom

Organization:
. A954 0. Country State
hE 1021 Choose One h Choose One T

City/District- Pincode
To,
caRhna -artC4522vvaalsE,| 5 :
K-BelAo OCG LemhxipCood! ewNRoad llehD Mobile Email

eofficesa-nic@nicin

-uSh neemicdmwgokaen of rayu tletre on -liN adetd Nil il Fax

rDae hRanac 4a 51aaC- 2rESvamvi

¥rou tewrel has eenb ee.dvierc oFr eufutr otmuainmeoicn apesle refre to the
podneecrnoesre .on 962157/QESFFCO0MER

Postal and Out Register Details

Postal Mode ™ Postal Charge Delivery Mode
i Email e
rRase,dg
OA-PEIEFFC Weight Mode Number
IgaeeDide - (-GEIFECH)OOSFR
Peon Book No. Peon Name Out Date And Time *
¥ | | dd/mmiyyyy =)
Delivery Date And Time Delivery Status

dd/mm/yyyy [} ® E
X

[ copyrient © 2020, designed and developed by NIC.

Figure 415

5. Click Dispatch.

The dispatched ‘Issues/Acknowledgements’ can be viewed under Dispatched section.
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Note:

= After the Issue/Acknowledgement is dispatched by the CRU to the concerned recipient, the dispatch
action by CRU with timestamp and remarks is recorded in the Action details under dispatch details
against the respective dispatch entry.

=  Once the letter is dispatched by the CRU the status of the dispatch against respective issue in
User’sDispatch->Issue->Sent (who has sent ‘Dispatch by CRU’ request) will change to Dispatched.

Return the Dispatch

This section describes the steps to return the dispatch to the user from whom the dispatch request is
received. This is required in case scenarios where CRU wants to seek more information on the dispatch,
for example, if the pin code was found to be incorrect hence unable to make postal dispatch.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Inbox.

2. Select the dispatch and click Receive. (17 case, it is not in received state i.e. the dispatch number link is
not active to be clicked on)

3. Select Dispatch using checkbox and click return menu.

=

1 Subramanian M
Fe - -
i SA[EOFFICE)

RECEIPT Create »  Inbox Sent  Advance Search ISSUE m Returned  Dispatched
Rece Return
oo T R T *
Saroja Kumar
DIS/13231/2020 173024517/2020 Auromation Testing Rakesh Kumar,50,New Delhi Patro, eOffice 24/06/2020 0210 AM By Hand Send to CRU REMINDER [:]
MM...
Transfer order & Mail Transfer RAVEEN, fsdfdfsdfwer,erwerwerwe fachi
3§ |5 DIS/13223/2020 182/2020-ACK e y P o ' : Srivastava, 24/06/2020 0131 AM  Email ACKNOWLEDGEMENT @
request from Shri S... rwer
e0ffice MMP...
Saroja Kumar
DIS/11047/2020 173024368/2020 hgtrfde sahoo,erherg Patro, eOffice 21/06/2020 0716 PM  Airmail bggg REMINDER ]
MM...
.
Figure 416

4. Enter the mandatory Remarks (the clarification required) in the pop-up box and click OK.

Return Remnarks

Total 1000 | 994 Character ef

Figure 417

Note:

» The list of returned dispatched can be seen on Returned Section.

= Once the user provides the necessary details, it will return back in Dispatch ‘Inbox’ of the CRU.

= This movement of return and resend between CRU and the user (officer/dealing hand) is recorded in
Action Details tab of the Dispatch Details.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details.

i n Subramanian ™
eFile ver 70 f SA(EOFFICE)

RECEIPT Create »  Inbox Sent  Advance Search IS5UE m Rewurned  Dispatched
Receive | Return Search Here...
Type

u Dispatch No. Issue/Ack. No. Subject Addressee Sent By SentOn 1] Delivery Mode Remarks

Saroja Kumar
DIS/13231/2020 1/3024517/2020 Automation Testing Rakesh Kumar,50 New Delhi Patro, eOffice 24/06/2020 02:10 AM By Hand Send to CRU REMINDER
MM_

~

Rachna
Srivastava, 24/06/2020 01:31 AM  Email ACKNOWLEDGEMENT
eOffice MMP_..

DIS/13223/2020 182/2020-ACK Transfer order &_MallTrarvsfer PRAVEEN fsdfdfsdfwer enverwenwe
request from Shri 5. rwer
Saroja Kumar
| DIS/11047/2020 1/3024368/2020 hgtrfde sahoo,erherg Patro, eOffice 21/06/2020 0716 PM  Airmail bgeg REMINDER
MM...

Figure 418
e Basic Details — It displays —

a) Dispatch details — Details such as dispatch no., dispatch sent by, date sent on, Dispatch by,
Delivery mode, and etc.

b) Communication details - Communication details of the addressee
c) Postal Details — The postal details recorded if sent by post media.

Dispatch Details

Basic Details

ispatch Details

Dispatch No. DIS/13231/2020 Sent By Saroja Kumar Patro, eQffice
MMP Division

Sent On 24/06/202002:10 AM Dispatched By
Dispatched On Delivery Mode By Hand
CRU Name Subramanian M, eOffice MM Dispatch Mode Post

P Division
Mabile No. Motified Via SMS No
Sent Through CRU

Subject Automation Testing

a Communication Details

Name Rakesh Kumar Designation 50

Address New Delhi Min./Dept./Others MINISTRY OF COAL

Figure 419

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.
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Dispatch Details
Basic Details | | Action Derails
| Action | Action Taken By Action Taken On | Remarks

Saroja Kumar Patro, - B B
G SENT =Office MMP Division 24/06/2020 02:10 AM Dispatch by CRU has been initi...

Figure 420

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Inbox’.

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)
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Returned

This is the list of dispatches returned by the CRU to the user (who has requested for ‘Dispatch by CRU”)
seeking for some clarification against the dispatch.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

eFile ver.70

RECEPT  Crestes  Inbox  Sent  AdvanceSearch 5Si Inbox Dispatched

Print Envelope

— ‘ ot s | leen=ifick. No. ‘ Returned By Returned To Returned On 1} Delivery Mode Remarks

=™ Dispatch Subramani
AN, Saroja Kumar Patro,

i | 1 i i
Enter DescriptionPhysical  Anubhi,Delhi I‘Ddiveleﬂ e MMP eOffice MM._ 24/06/2020 02:38 AM update postal details ISSUE L] ﬁ
Sbrarmanich Saroja Kumar Patro,
Enter DescriptionPhysical ~ Anubhi,Delhi M, eOffice MMP eofﬁge MM ' 24/06/2020 02:56 AM update postal details ISSUE a ﬁ
Div. -
Subramanian
. Saroja Kumar Patro,
_| DIsf13248/2020 1/3024534/2020 Enter DescriptionPhysical ~ Anubhi,Delhi M, eOffice MMP eOFﬂ‘ce MM 24/06/2020 02:53 AM update postal details I35UE [} ﬁ
Div. &
Figure 421

The user can now see the list of dispatch returned. The following information is available —
1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be
sent.

3. Subject: The subject of the Issue/Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.

5. Returned By: The CRU details who has returned the dispatch to the user. (Click on user name for
more details)

6. Returned To: The user details to whom the dispatch has been returned. (Click on user name for
more details)

7. Returned On: The date on which the dispatch is returned.
8. Delivery Mode: The requested mode for delivery.
9. Remarks: The remarks with which the CRU returned the dispatch.

10. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.

Pull — Back the Returned Dispatch

The returned dispatch can be pulled back by the CRU in case the scenarios where —

e A wrong dispatch has been returned.

e The clarification requested in not required any more.
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STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

2. Against the required dispatched, click on ‘Pull Back’.

1 Subramanian M
A CEW % ¥
SA{EOFFICE)

T Create »  Inbox Sent = Advance Search IS5UE Inbox Dispatched
Print Envelope
Dispatch No. Issue/Ack. No. | Subject Addressee Returned By Returned To Returned On || ‘ Delivery Mode Remarks Type sl
-
= Sub anaien Saroja Kumar Patro,
DIS/13250/2020 1/3024536/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP ‘c: MK 1- i 24/06/2020 02:58 AM update postal details ISSUE
n Div. =
‘A
Subramanian
= 7} Saroja Kumar Patro, &
mo N DIS/132459/2020 1/3024535/2020 Enter DescriptionPhysical ~ Anubhi,Delhi M, eOffice MMP e"‘ﬁ‘ca M 24/06/202002:56 AM update postal details ISSUE
a 3 T o Y
Subramanian &
- : — n . Saroja Kumar Patro, i " .
@ DIS/13248/2020 1/3024534/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP Office MM 24/06/202002:53 AM update postal details ISSUE
eOf W
Div..
Figure 422

3. In the pop-up box, enter the mandatory Remarks and click on ‘OK’.

Reason For Pull-Back

Remarks *
pull back

Total 1000 | 931 Character left

Cancel

Figure 423

Note:
» The pulled back dispatch will be available in CRU’s Dispatch->Inbox’

View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details. Refer View Details of inbox dispatches.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Print Envelope

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready
for print-out.
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STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.
2. Select the respective dispatch against which the envelope is to be generated.

3. Click on ‘Print Envelope’.

File ver.70

RECEIFT Create » Inbox Sent  Advance Search ISSUE Inbox Dispatched
Print Envelope Search Here
@ | Dispatch No. Issue/Ack. No. Subject Addressee Returned By Returned To Returned On f| Delivery Mode Remarks Type - 1
subramanian o
(4 DIs/13251/2020 1/3024537/2020 Enter DescriptionPhysical ~ Anubhi,Delhi M, eOffice MMP eO"f\‘c: A ;Mm 1 24/06/2020 03:00 AM update postal details ISSUE [ ]
ffice MM..
Div...
Subramanian =
N _ Saroja Kumar Patro,
DIS/13250/2020 1/3024536/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP <Office MM, 24/06/2020 02:58 AM update postal details ISSUE [:] -B]
Div. i
Subramanian K e
DIS/13245/2020 1/3024535/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP EO;T\‘:E f WJM N - 24/06/2020 02:56 AM update postal details ISSUE [:] -a
ffice M
Div._

Figure 424

4. In the pop-up box, choose the required template of the envelope and click on ‘Download’.

Print Envelop

Choose Print Template *
Envelope (5 i |

Download Cancel

Figure 425
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Dispatched

The ‘Dispatched’ is the list of Dispatched made by the CRU against their respective Issues.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Dispatched’.

d Subramanian M
R =1
SA(EOFFICE)

RECEIPT Create » Inbox Sent  Advance Search IS5UE Inbox ' Returned [bIElEL.]

Jaspreetbbbbbbbb Subramanian
Test bbbbbbbbbbbbbbb M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT @ 13
bbbbbbbb Div...
Subramanian
Test as,hhh M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 0337 PM ACKNOWLEDGEMENT @ 13
Div...
_IG_:;:: GIEELSI;H Subramanian
DISA13160/2020 733/2020-ACK testggg enge %oadhl & M, eQffice MMP  23/06/2020 02:32 PM 23/06/2020 0232 PM ACKNOWLEDGEMENT @ 13
- Div.
RoadJLN ...
Gop.al Gaur_ Subramanian
Testing,testing ) )
DISfM13144/2020 732/2020-ACK foicicy engg. Loadhi M, eOffice MMP  23/06/2020 01:43 PM 23/06/2020 01:43 PM ACKNOWLEDGEMENT @ 13
RoadJLN . L2
:EJSD ;rr‘unr |isn bkkjshdkjsddeditnh  Subramanian Kapil Kumar
DIS#12095/2020 1/3024400/2020 REEPE\:I Si nt page skdnfksdfeditsdjnks M, eOffice MMP  22/06/2020 08:43 PM Sharma, eOffice  22/06/2020 08:42 PM Courier sdesdesde REMINDER a
for A hdkjnskjdnf... Div... MM...
Figure 426

The user can now see the list of dispatch returned. The following information is available
1. Dispatch Number: The unique dispatch number generated against the Issue number.
2. Issue number/ACK no.: The Issue/Acknowledgement number against which dispatch is sent.
3. Subject: The subject of the Issue/Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.
5

. Dispatched By: The CRU details who has dispatched the Issue/Acknowledgement. (Click on user
name for more details)

o

Dispatched On: The date on which the dispatch is made.

7. Sent By: The user details who had originally requested for dispatch. (Click on user name for more
details)

8. Sent On: The date on which the request to CRU for dispatch was made.
9. Delivery Mode: The requested mode for delivery.
10. Remarks: The remarks with which the user requested CRU for dispatch.

11. Type: The type of the dispatch whether it is dispatched against an Issue or an Acknowledgement.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details. Refer View Details of inbox dispatches.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Dispatched’.

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Print Envelope

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready
for print-out.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Dispatched’.
2. Select the respective dispatch against which the envelope is to be generated.

3. Click on ‘Print Envelope’.

eFile ver 70
RECEIPT Create » Inbox Sent  Advance Search ISSUE Inbox  Returned [s/bieridayioe]
Print Envelope
@ | Dispatch No. | IssuefAck. No. Subject Dispatched By Dispatched On 1} Sent By | SentOn 1]
L
= Jaspreetbbbbbbbb  Subramanian
(49 DISA3167/2020 738/2020-ACK Test bbbbbbbbbbbbbbb M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT @ 5
m bbbbbbbb Div.
A
Subramanian
m o DIs/13166/2020 738/2020-ACK Test as,hhh M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT & 5
+ B3 Div
Gopal Gi
T:sTn ;L;;m Subramanian
DI=/13160/2020 T33/2020-ACK test ggg engg %ﬂad"ﬂ £ M, eOffice MMP  23/06/2020 02:32 PM 23/06/2020 02:32 PM ACKNOWLEDGEMENT @ 93
L Div.
Road JLN '

Figure 427

4. In the pop-up box, choose the required template of the envelope and click on ‘Download’.

Print Envelop

Choose Print Template *
Envelope (5

Download Cancel

Figure 428
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Regenerate Acknowledgement

Regenerating an acknowledgement is the re-issuance of the acknowledgement with some modification in
the content and/or the recipient details required in case scenarios when,

e The acknowledgement has to be sent again in case the intended recipient informs of not receiving

the acknowledgement (Incorrect communication details could be a reason)

e The acknowledgement is to be sent to some more recipients.

Regenerate acknowledgement for CRU will be available only when acknowledgement was created and
dispatched by CRU itself.

STEPS TO FOLLOW:

1. Click Dispatch—>Dispatched.

2. Click on Regenerate icon against an dispatched acknowledgement.

e@ffice

EIPT Create »

Print Envelope

[ DISH3167/2020

DIS/13166/2020

DISA13160/2020

DISfM13144/2020

DISf12099/2020

DIS/11063/2020

Inbox ~ Sent  Advance Search

T738/2020-ACK

738/2020-ACK

T733/2020-ACK

T732/2020-ACK

1/3024400/2020

1/3024378/2020

Test

Test

rest

BEE

500 erroris
displaying in
Receipt Sent page
forA...

edie

ISSUE Inbox

bbbbbbbb Div...
Subramanian
as,hhh M, eQffice MMP
Div..
'f::tial G‘:;;_n Subramanian
nBESINE M, eOffice MMP
engg. Loadhi
Div...
Road LM ..
.f::.al G::;_ Subramanian
g t=sting M, eOffice MMP
engg.Loadhi Div
Road JLN ... -

bkkjshdkjsddeditnh  Subramanian
skdnfksdfedit,sdjhks M, eOffice MMP

hdkjhsigdhf_. Div
tarun Subramanian
singhedit,edit Addre M, eOffice MMP
ssedit Div...

Returned [leLidE L]

23/06/2020 03:37 PM

23/06/2020 03:37 PM

23/06/2020 02:32 PM

23/06/2020 01:43 PM

22/06/2020 08:43 FM

21/06/2020 08:41 PM

Kapil Kumar
Sharma, eOffice
MM

Saroja Kumar
Patro, eOffice
MM...

23/06/2020 03:37 PM

23/06/2020 03:37 PM

23/06/2020 02:32 PM

23/06/2020 01:43 FM

22/06/2020 08:42 FM

21/06/2020 08:39 PM

Courier

ELECTRONIC

sdcsdcsdc

ministry chnge d

Search Here...
O N N L T T T T T N S

Jaspreet,bbbbbbbb Subramanian
bbbbbbbbbbbbbbb M, eOffice MMP

el Regenerate

ACKNOWLEDGEMENT

ACKNOWLEDGEMENT

ACKNOWLEDGEMENT @ 3

REMINDER L}

IS5UE Li]

Figure 429

3. Edit the content of the acknowledgement (if required).

4. Click on Continue.
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eFile ver. 70
RECEIPT Create » Inbox Sent  Adwvance Search IS5UE Inbox m Dispatched
B Rl Le|p 7 US| EES=ESE-E- S5 # = || H RecelprDemils
— Q% x| A-H B - z|® 3 Engish Formats = = Verdana 13px Nature : E
g Line Height Choose One Receipt No. : 6648/2020/EOFFICE
B
@ acknowledgement sent Sub Category :
Letter Date :
EI[I Sender Type:
Subject : Test
Enclosure/ Remarks :
B Sender Details
Min./Dept./Others : MINISTRY OF DEFENCE
Name : Saroja Kumar Patro
Organisation :
Country : INDIA
City/District :
Mabile : 8448072124
Fax:

Figure 430

Comp. No.:

Main Category :

Letter Ref. No. :

Delivery Mode @

Address :
Designation :
Email :
State:

Pin Code :

LandLine :

1 Subramanian M
J W& en - ol
SA[EQFFICE)

5057321

By Hand

SCIENTIST E

sumit7rawst.nic@gmail.com

GOA

Note:

= Refer article for ‘Steps to Sign an acknowledgement.
= Refer article for Steps to Dispatch an acknowledgement.
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Notifications

This section describes the steps to view the list of follow-ups created previously against the dispatches and
further to check their details and close if necessary.

Dispatch Follow-ups

View details of Dispatch Follow-up

STEPS TO FOLLOW:

1. Click on Dispatch Followups link under Notification module.

3514 n Saroja Kumar Patro
on €File ver 70 »n TD(SKP)-EOFFICE

RECEIPT Create » Inbox Sent Advance Search Create Inbox Sent  Advance Search 5! Sent Returned Advance Search

Enter MINISTRY OF

DIS/8102/2020  1/3021434/2020  01/06/2020 Desripiondescripton  PARLIAMENTARY AFFaRs D PUBLIC ACTIVE
DIS/8342/2020  1/3021637/2020  11/05/2020 sad MINISTRY OF AGRICULTURE :“;:ma"“" PUBLIC ACTIVE =
esting

Enter MINISTRY OF —
DIS/2099/2020  1/3021431/2020  01/06/2020 Descriptiondescription PARLIAMENTARY AFFAIRS Delhi PUBLIC ACTIVE ==

)z |

Notification Automation

B 11/05/2020 asf MINISTRY OF AGRICULTURE 727 PUBLIC ACTIVE = x
} Dispatch Followups i
E £ 01/06/2020 Autamation MINISTRY OF AGRICULTURE :“;:ma"“" PUBLIC ACTIVE = x
esting
Automation _
DIS/2445/2020 /20217472020 01/06/2020 Automation MINISTRY OF AGRICULTURE PUBLIC ACTIVE = x

Testing

Figure 431

2. By Default, list of Dispatch Followups is displayed which have reply due as on date. (i.e. Reply
due date already elapsed and due on current date).

Note:
= Ifrequired, select set necessary filters in ‘Filter view’ for optimized results

3. Click Details icon to view the Followup details of the corresponding dispatch followup.
In the pop-up box the dispatch followup details will be displayed.

Notification Detail

Issue No. : 1/3021638/2020 Issued Against : 1/3021637/2020

File No. : Receipt No. : 1987/2020/EQFFICE

Desired Action : Follow Up Description : asf

Interim Action Taken By : Interim Action Taken On :
Follow Up Receipt No. (Interim) : Reply Received Date :
Final Action Closed By : Final Action Closed On :
Follow Up Receipt No. (Final) : Status :

Subject : abcdefg

Final Action Closing Remarks :

Interim Action Remarks :

Figure 432
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Close Dispatch Follow-up

Important Points:

v' Actions like interim closing and final closing can be taken only on followups with active status.

STEPS TO FOLLOW:

1. Click on ‘Dispatch Followups’ link under Notification module (Figure 431).
2. By Default, list of dispatch followups is displayed which have reply due as on date. (i.e. Reply due
date already elapsed and due on current date).

Note:
» Ifrequired, select set necessary filters in ‘Filter view’ for optimized results

3. Click Close icon.

37 Saroja Kumar Patro
A o8 K P
TD(SKP}-EOFFICE

Create »+  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Retumed  Advance Search

MIMISTRY OF PARLIAMENTARY
DI5/8102/2020 1/302143472020 01/06/2020 Enter Descriptiondescription AFFAIRS Delhi PUBLIC ACTIVE

DIS/8342/2020 1130216372020 11/05/2020 sad MINISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE i (lose

MIMISTRY OF PARLIAMENTARY

DIS/8055/2020 1130214312020 01/06/2020 Enter Descriptiondescription AFEAIRS Delhi PUBLIC ACTIVE i
DI5/8343/2020 1/3021638/2020 11/05/2020 asf MINMISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE i
DI5/B067/2020 1130214022020 01/06/2020 Autornation MIMISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE =
DI5/8445/2020 1302174772020 01/06/2020 Autormnation MIMISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE = %

Figure 433

4. Choose close type as ‘Interim’ if the reply received in an interim reply or ‘Final’ if the reply
received against dispatch is final in popup.

Closing Confirmation

Do you want to close the reminder ?

interim @ Final

Recelpt Nu n’Sthect /Comp. No.

Total 1000 | 995 Character left

Reply Received Date*
24/06/2020

Figure 434

. Enter Receipt No. /Subject/Comp. No. of the receipt received in reply to the dispatch.

. Enter Received Reply Date. (The date on which the reply is received against the dispatch)

5
6. Enter mandatory Remarks.
7
8

. Click OK.
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DSC Registration

This Feature allows user to Register and Activate/Deactivate registered DSC (Digital Signing
Certificate) in eFile Application.

Register DSC

Important Points:
v" Compatible DSC installer must be present in User’s Computer.
v" DSC dongle must be plugged into the client machine.
v User must have valid DSC certificates installed in the client machine.

v Certificate with which user is going to register must not used by another user for registration.

STEPS TO FOLLOW:

1. Click on ‘Registration’ link under DSC Module to open Certificate Information Page.

2450 n Saroja Kumar Patro  _
L TD(SKP-EQFFICE

RECEIPT Create»  Inbox Sent Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent  Returned m h
Certificate Information [ signing Certificate

Certificate Validity Enroll Date User Name Deactivation Date | Action

30/01/2022 02:44 PM

Class 1 Individual Test

16281904 15/05/2020 03:56 PM  Saroja Kumar Patro

16281994 Class 1 Individual Test 30/01/2022 02:44 PM  15/05/2020 03:56 PM  Saroja Kumar Patro 15/05/2020 03:59 PM

ucnbu

a B

'va
A

Iz

6o

2 2

} Registration

e

Figure 435
2. Click on ‘Signing Certificate’.
3. Select the certificate in DSC Enrollment popup and click “Register”.
4. Enter the PIN for DSC and click on OK. DSC is registered successfully

5. Click on OK to complete the registration process.

Note:

= Registered DSC user will be available in the list of Certificate Information page.
* By Default, Signing feature will be enabled (DSC required while forwarding a file.)
= User will not be able to re-register with the same certificate if already registered and is active.
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Activate/Deactivate Registered DSC

Important Points:

v" DSC must be registered in Users eFile account.

STEPS TO FOLLOW:

1. Click ‘Registration’ link under DSC Module to open Certificate Information Page.

2450 n Saroja Kumar Patro  _
L 3 TD(SKP}-EQFFICE

RECEIPT Create»  Inbox Sent Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

mon €File ver.70

Certificate Information A <icoing Certificate

Certificate Validity Enroll Date User Name Deactiva .iois o | Action

Class 1 Individual Test 30/01/2022 02:44 PM  15/05/2020 03:56 PM

16281994 Saroja Kumar Patro

16281994 Class 1 Individual Test 30/01/2022 02:44 PM  15/05/2020 03:56 PM  Saroja Kumar Patro 15/05/2020 03:59 PM

N 1 I

} Registration

Figure 436

2. Click Activate Icon (For Deactivated DSC) or Deactivate Icon (For Active DSC) corresponding to
registered DSC.

3. Click OK in Confirmation Popup.

Note:

= Record of Registered DSC user will be available in the list of Certificate Information page.
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Settings

Transfer

This section describes the process of ‘Transferring of File(s) and Receipt(s)’ from one post to another (with
an option to share sent list), required to handover the files and receipts in case scenarios such as
employee’s transfer, promotion and superannuation.

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges or
‘Role_Transfer_Within_Department’ role only. Any other user will not have access to this
feature.

v User with ‘Administrator’ privileges can transfer files and receipts of employees post within the
instance i.e. inter and intra department.

v User with ‘Role_Transfer_Within_Department’ role can transfer files and receipts of employees
post within same department only (i.e. Intra Department).

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Transfer’.

H 2450 i
e® f h 0 Saroja Kumar Patro  _
o .f [C%.:.,. eFile ver.70 a TD(SKP)-EOFFICE
RECEIPT Create » m Sent  Advance Search Create  Inbox Sent  Advance Search I Sent Returned  Advance Search
Receive = Putinafile MoveTow Send Send Back Copy E cl = tecei [WoW Select User
~
[P] | 5055906 | 5235/2020/EQFFICE . | abedefg | 8o Yerur Siraj Ahmed, eOffice MMP... | i 28/05/2020 01:07 PM
o 281032020 01:08 PM
[E] 5055903 | 5232/2074 . | testsubject | B Verur Sira] Ahmed, £Offics MMP... 28/05/2020 01:06 PM
} Transfer
/2020/EOFFICE . | abcdefg | &= Verur Sira] Ahmed, eOffice MMP... | [, 28/05/2020 01:05 PM
/2020/EQFFICE .. | test subject :° Yerur Siraj Ahmed, eOffice MMP... 28/05/2020 01:03 PM
- | abedefg | So Yerur Siraj Ahmed, eOffice MMP.., | fEd, 28/05/2020 01:02 PM
. | testsubject | Ze Yerur Siraj Ahmed, eOffice MMP... | 5 28/05/2020 01:01 PM
.
Figure 437

2. Select ‘Transfer from’ details of the employee from whom Files/Receipts are to be transferred.
‘Department From’ — Employee’s Department name,

‘Section From’ — Employee’s Office/Section name and

‘Transfer From’ — Employee’s Name
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© - : '@en-

Step 2 Step 4

Department From Section From Transfer From * Transfer
™ | Choose One Choose One ~ | | Saroj Kumar Rajan-SA{JHA){SK)-RANCHI (STATE UNIT) File

F Department To Section Te Transfer To * |

Choose One - Choose One - Saroja Kumar Sahoo-TD(O5C)(SK)-BHUBANESHWAR (ST,

Folder Na Comp. Ne. File No. Subject Dealing Section
N > Inbox

2 sShare Sent Itemsg Transfer

EE copyright @ 2020, designed and developed by NIC.

Figure 438

3. Select ‘Transfer to’ details of employee to whom File/Receipts are to be transferred.
‘Department To’ — Employee’s Department name,

‘Section To’ — Employee’s Office/Section name and
‘Transfer To’ — Employee’s Name
4. Select ‘Transfer’ type as ‘File’ to transfer file(s) or ‘Receipt’ to transfer receipt(s).

5. Click on ‘Search’ button to view list of available File(s)/Receipt(s) from the ‘Transfer From’
employee post.

6. Select the File(s)/Receipt(s) from the search result to be transferred.

Note:

= Select all Files/Receipts in case all of the records are to be transferred to a single employee post.
= Selective records can be chosen one at a time to transfer only a set of required records to another
employee post and repeat the process with other set to selective records to transfer to other employee

post(s).

7. Select ‘Share Sent Items’ in case the ‘Sent’ list of the ‘Transfer From’ employee post is also to be
shared.

8. Click on ‘Transfer’ button.

9. In the confirmation pop-up box, upload the ‘Transfer Document’ i.e. official document requesting
for employee’s handover/transfer order.

Copyright © NIC, 2020
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Upload Transfer Documen amp\a Letter.pdf

Remarks *
Transfer Selected Files

Total 1000 | 977 Character left

Note:
# Document once uploaded can not be replaced. Ensure that correct document is uploaded.

# Dealing section of the closed files will be changed to transferred user's post section

« Created files will be transferred to Parked folder.
& RMS file(s) will be transferred to Closed folder. w

Figure 439

Note:

» Document once uploaded cannot be replaced. Ensure that correct document is uploaded.
» Dealing section of the closed files will be changed to transferred user's post section.

10. Provide mandatory transfer remarks.

11. Click ‘OK” to finalize the transfer of selected File(s)/Receipt(s).

Note:
» The ‘Transfer Remarks’ and ‘Transfer Document’ will be visible in File(s)/ Receipt(s) movement
details.

= Receipt(s)/File(s) Transferred from Inbox/Inbox Folder will move to Receipt/File Inbox of recipient with
Unread (for electronic) / Unreceived (for physical) state.

= Shared Sent Items will be displayed in Show Shared Sent Dropdown List of Sent list of File/Receipt.
= Receipt(s) Transferred from Created Folder will move to Receipt Created folder of recipient.

= Receipt(s)/File(s) transferred from Closed Receipts folder will move to Closed Receipts folder of recipient.
» File(s) Transferred from Created Folder will move to File Parked folder of recipient.
»  File(s) Transferred from Parked will move to Parked Folder of the recipient.

»  File(s) Transferred from Conversion Draft should move to File Inbox of recipient with its draft state
discarded. (User will be prompted “Conversion state of file will get discarded” while transferring file in
Conversion draft folder)

= Files to be transferred if listed in Conversion Draft folder, Files submitted for Closing and Reopening
Approval will revert and displayed under their original source folder as given below:

o Files in Conversion Draft list will move to Inbox.
o Files in Files submitted for Closing Approval list will move to Inbox.

o Files in Files submitted for Reopening Approval list will move to Closed (By Me) list.
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Address Book

The address book is a book used for storing entries called contacts. Each contact’s relevant information
like Name, Designation, Address, Contact information and etc. is maintained in an address book. The
address book makes it easy to retrieve the contact details while diarisation and maintaining list of
recipients while preparing ‘Draft for Approval’/External communication/Dispatch.

This section describes the steps to add contacts to address book and preparing groups of contacts from
address book.

Adding Contacts to Address Book

Important Points:

v User must have necessary privileges for accessing Address Book or Diary page in eFile.
User must have necessary role to add VIP contact
Address book Levels must be assigned.

Scopes in Address book —

There are four levels/scopes of address book available which define its creation and availability
under that domain only. These four scopes are —

AN NN

Self — Add and available to user who added only.

Section — Added by a user and available to the user’s section/office users also.

Department — Added by user and available to the user’s department users also.

Instance = — Added by user and available to all of the users in the entire organization.
STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

e L Saroja Kumar Patro
eFi n CEN . |
sscwmon @File ver.70 TD(SKP)-EOFFICE

RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Returned  Advance Search

Receive | Putinafile MoveTow Send Send Back Copy Close £ Search Here... 190 Select User

5055906 | 5235/2020/EOFFICE .. | abcdefg | Bg Verur Siraj Ahmed, eOffice MMP... | [fE, 28/05/2020 01:07 PM
{1 28/05/2020 01:08 PM
- | testsubject | &g Yerur Siraj Ahmed, eOffice MMP... | (3 28/05/2020 01:06 PM
. | abedefg | Zg Yerur Siraj Ahmed, eOffice MMP... | [iZd, 28/05/2020 01:05 PM
nment
/2020/EOFFICE - | testsubject | e Yerur Siraj Ahmed, eOffice MMP... | i, 28/05/2020 01:03 PM
Inter Instance R
}/2020/EOFFICE .. | abcdefg | Be Yerur Siraj Ahmed, eOffice MMP... | [y 28/05/2020 01:02 PM
Quick Noting
8 sen . | testsubject | & Yerur Siraj Ahmed, eOffice MMP... | (5, 28/05/2020 01:01 PM
etting
.
Figure 440
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2. Under ‘Contacts’ tab, click on ‘Add Contact’. Add contact form opens on right side of the
window.

2450 n Saroja Kumar Patro  _
B TD(SKP)-EOFFICE

RECEIPT Create » Inbmr@an(e Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
Contacts | Groups S ﬁ Add Contact m

B . 7 2
All Contacts 7 rck re.
© Add Contact | @ Add To Group SR RHE e | Add to: * @ Self Section Department Instance |
DN TN [
Choose One ¥ | Tarun
3rd
Floor, Aug Designation Organization
Abhilakh Singh Dy.G.M(TS) Bet g s x . ==
TN e Bhawan,B Email
CP,New
Delhi
= Min./Dept./Others *
ARA MINISTRY OF URBAN DEVELOPMENT & POVERTY ALLIEVATN
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3. Select ‘Add To’ Address Book Level/Scope.
4. Fill in the Contact Details. (Name and Address field mandatory for NON-CRU users).

5. Click on ‘Save’ to create the new contact.

Alternatively: Adding Contact Details from Receipt Diary Page:

1. Under ‘Browse & Diarize’ in ‘Receipts’ module, click on ‘Electronic’ or click on ‘Electronic’
under ‘Create’ link in Quick Access Menu bar. This will redirect to ‘Diary’ page.

2. Upload the scanned copy (PDF format only) of the inward document.
(Mandatory™* in case of ‘Electronic’ option only.)

3. Enter the diary details corresponding to the inward letter, categorized as ‘Diary Details’, ‘Contact
Details’ and ‘Subject Category’.

4. In Contact Details select Add to Address Book checkbox.

5. After adding ‘Contact Details’, click on ‘Address book’ icon, next to ‘Name’ field and choose
the required scope of ‘Address Book’.

6. Click on ‘Generate’ or ‘Generate & Copy’ or ‘Generate & Send’ to generate new electronic
receipt with a unique ‘receipt number’.

Note:

= Contact person details will be displayed as autofill suggestions while entering name during diarization.
= User will be able to Search and Add the existing contact under Public recipient (User) category of
recipients while preparing ‘Draft for Approval’/Dispatch.
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Editing Contacts in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. From the list of contacts visible below, click on ‘Edit’ action button against the contact you wish
to edit.

4. Make necessary changes to the contact details visible on the right side of the screen.

5. Click Update to save the necessary changes.

Deleting Contacts in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. From the list of contacts visible below, click on ‘Remove’ action button against the contact you
wish to delete.

Or

4. Select multiple contacts and click on ‘Delete Contact’ to delete multiple contacts.

g

In the pop-up confirmation box, click on ‘OK?’ to confirm and delete the contact(s).

Creating Address Book Groups

Important Point:

v Scopes in Address book —
There are four levels/scopes of address book available which define its creation and availability
under that domain only. These four scopes are —
Self — Add and available to user who added only.
Section — Added by a user and available to the user’s section/office users also.
Department — Added by user and available to the user’s department users also.
Instance — Added by user and available to all of the users in the entire organization.
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STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, click on ‘Add Group’. Add group form opens on right side of the window.
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Figure 442
3. Select ‘Add To’ Address Book Level/Scope. (Refer Important points above)
4. Fill in the name of the group to be created.

5. Click on ‘Save Group’ to create the new group.

Note:

= Newly created Group will be saved to Address Book.

= Newly created Group will be displayed under ‘Add to Group’ drop down list in Contact Details list page.

= User will be able to search and select Created Group under Public recipient section (Group) during
dispatch process.

Adding Contacts to Group in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. Select the contact(s) you wish to add to a group.
4. Click Add to a Group.
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5. In the pop-up box, choose the name of the group to which you wish to add contacts and click OK.

6. In the confirmation pop-up box, click on ‘OK’ to add the contact(s) to the group.

Editing Group name in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, search the group to be edited using search bar. (If required, scope of the
group can be chosen from filter view to narrow down the search results)

3. From the list of group(s) visible below, click on ‘Edit’ action button against the contact you wish
to edit.

4. Make necessary changes in the contact group details visible on the right side of the screen.

5. Click on ‘Update Group’ to save the necessary changes.

Deleting Group in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, search the group to be deleted using search bar. (If required, scope of the
contact can be chosen from filter view to narrow down the search results)

3. From the list of contacts visible below, click on ‘Remove’ action button against the group you
wish to delete.

Or
4. Select multiple groups and click on ‘Delete Group’ to delete multiple groups.

5. In the pop-up confirmation box, click on ‘OK’ to confirm and delete the group(s).
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Preferences

The purpose of the ‘Preferences’ is to enable users to configure certain views and alerts in user settings as
per user to user convenience. This section describes how to set user preferences and the various preference
options available.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Preferences’.
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Figure 443

2. Choose the required options as per your preferences. (For details, refer below)

2450 ia Ki
e = n Saroja Kumar Patro
on €File ver.7.0 OFFICE

RECEIPT Create »  Inbox  Sent  Advance Search Create  Inbox  Sent  Advance Search Sent Returned  Advance Search

Preferences

Alert Setting [Set alerts (Email/SMS/Both) for incoming File/Receipt/Dispatch]

FE]
B File

B2 Physical Alert Mode ' Email . 5MS © Both B Electronic  Alert Mode  Email -+ 5MS @ Both
2 Receipt B3 Physical Alert Mode | Email ' SM5 @ Both B3 Electronic  AlertMode . Email | SM5 © Both

B Disparch B Physical Alert Mode | Email ' SMS @ Both B Electronic  Alert Mode Email ' SMS @ Bath

|l Correspondence/Draft View Settings [Set the default Right panel view for File inner page, to be displayed whenever user opens any physical/electronic file]

m Choose Default View:

TOC All Correspondence @ Recent Draft List All Drafrs Previous Notings References

G Listing View [Set the default listing view and scope for Files/Receipts]
]
!@, View © Row Based Column Based Scope O self Section Hierarchy

= Notify for Blank Noting [Display alert message on forwarding file with blank noting]
g

Yes @ No

Figure 444

3. Click on ‘Save’ Button.
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Preferences in Detail —

1. Alert Settings — The alerts can be enabled for the incoming Files, Receipts and Dispatches. The alert
modes available are ‘Email’ only, ‘SMS’ only and ‘both’ and can be set independently for physical and
electronic files, receipts and dispatches.

For example, as shown in Figure 444, for incoming physical files the alert mode is set to ‘SMS’ and for
electronic files it is set to ‘Both’ Email and SMS.

Whereas alerts for receipts (physical and electronic) are disabled by unchecking receipts altogether.

For physical incoming dispatches the alerts are disabled by unchecking ‘physical’ option against it
whereas ‘Both’ Email and SMS alerts are enabled for incoming ‘Electronic Dispatches’.

2. Correspondence/Draft View Settings - The right side view of the electronic file inner page can be set
to default to any one of the following views —

a. TOC — Table of contents view for the list of correspondences

b. All Correspondence — A combined ‘PDF’ view of all the correspondences attached in a file.

c. Recent — The ‘PDF’ view of the last correspondence attached to the file.

d. Draft List — The ‘List of Drafts’ view of all the drafts present in the file.

e. All Drafts — A Combined PDF view of all Drafts attached in File.

f. Previous Notings — The view of the previous notes in the file.

g. References — The list of all the references attached as annexure with the file.
Note:

» The above mentioned preferences for ‘Correspondence/Draft View Settings’ are for Electronic files
only. The Physical files will display TOC for any Correspondence/Draft view settings chosen except for
references which will show list of all references attached as annexure.

= By default, ‘Recent’ is selected in ‘Correspondence/Draft View Settings’.

3. Listing View — The preference view of the list of records of receipts and files available in user’s Inbox.
a. View —

Row Based — The row-wise list of records of ‘Files’ and ‘Receipts’ unlike details of records stacked
in a columnar approach. This gives better on-screen space utilization for displaying maximum
records.

Column Based — The traditional column-wise list of records for ‘Files’ and ‘Receipts’ where the
details of the records are stacked in a columnar approach.
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b. Scope — The list view of the files/receipts records available in user’s Inbox as per the following
scopes available —

Self — List of signed-in user’s records only

Section — List of signed-in user’s records along with the records of other users of the same
section/ office.

Hierarchy — List of logged in user’s records along with the records of other users in the hierarchy of
the signed-in user.

Note:

= The ‘Section’ and ‘Hierarchy’ scope of the listing scope as mentioned above only gives the records
view of receipts/files available in the Inbox of the users of the same Section/Office and users in the
hierarchy of the signed-in user respectively. The view does not allow the user to click open to view
further details inside. The contents of the receipts/files can only be checked by the user with whom it
is available/present.

= By Default ‘Row-Based’ view and ‘Self’ scope is selected in the listing view.

4. Notify for Blank noting — Enabling this will give an alert message when forwarding a file with a blank
note. This alert is required in case the user forgets to add note to file before forwarding or when
unintentionally the content is deleted completely.

5. PDF Viewer — This preference enables user to choose whether to view the respective PDFs using the
PDF viewer of the eOffice application or the one available with the browser.
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Section Assignment

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The ‘Section Assignment’ is the transferring of the dealing rights on a file or set of files from its current
dealing section to other section. It is the changing the ownership on the file(s) and its closing/re-reopening
rights. This is required in case-scenarios where,

e A specific case-file or subject(s) head has been reassigned to some other section/office/unit.

e The two section/units are merged into one therefore changing the ownership of the files to the new
section/unit created.

e A section/unit is divided into two on the aspect of better administration and hence dividing the
work allocation and assigning new ownership rights of the case-files.

e This section describes the steps to reassign the dealing rights to another section of the files searched
on the basis of file/computer number, subject, subject category or the file subject-heads.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Section Assignment’.
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2. Select Department and Dealing Rights From (section name from which dealing rights are to be
transferred) by clicking on Combo-box.
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Figure ?446
Search required Files on the basis of File No. /Computer No. /Subject Description /Subject
category /File Heads.
Click Search Button.

Select File(s) who’s Dealing rights need to be re-assigned to another section/office/unit.

Select Department and Dealing Rights To (section name to which dealing rights are to be
transferred) by clicking on Combo-box.

Click Submit Button.

Click OK in the pop-up confirmation box.
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User Group

The ‘User Group’ is referred to the group of employees created to make the marking of copy of a receipt
convenient to a group of people within an organization. This is done by selecting all or selected employees
in a group while forwarding a receipt. Refer below for the steps to create a group and adding the
employees to the group.

Creating User Group

This section describes the steps to create a user group.

Important Point:

v User must have role to create group for Section, Department and Instance.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on “User Group’ and the list of already created groups (if any) is
visible.
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2. At the bottom right corner of the screen, click on ‘Create Group’ and create group pop-up box
will appear.

3. In the pop-up box, select the ‘Scope’ at which the group to be created should be visible.
Note:

= There are three types of scope defined —
Section — If the group should visible to the others users of the same section/office only.
Department — If the group should be visible to the users of the same department only.

Instance — If the group should be visible to all the users of the entire organization.

4. Enter required ‘Group Name’ and its ‘description’. (both fields are mandatory*)
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5. Click on ‘Save’ to create the ‘User Group’.

Note:

= The user groups are visible while sending a receipt and entering ‘CC’ details. To select the user(s) in
CC from group, user must click on CC field and under the group tab, choose required group name
and select the name of the users from the group.

Adding Users to User Group

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘User Group’ and the list of already created groups (if any) is
visible.

2. Search by group by name (use filter if required) to which you wish to add users and click on its
name.

3. At the bottom right corner of the screen, click on ‘Add Users’ and add users pop-up box will
appear.

4. Search User(s) you wish to add to the group by using input parameters such as Department,
Section, Users (employee name) details and click on ‘Search’.

Note:

= Input Parameters available are —
Department — Select department name and click on search to list all employees in that department.
Department and Section — Select department and section within to list all employees in that section.
Users — Search employee by name

= Atleast any one of the above mentioned parameters is mandatory* to use search parameters.

5. Select user(s) from searched output list to be added to the group.
6. Click on ‘Add User’.

Adding User in CC Field from User Groups

STEPS TO FOLLOW:

1. In the receipts module, click on ‘Inbox’, or ‘Created’ from which the receipt is to be forwarded.
2. Select the receipt and click on ‘Send’.

3. Click in ‘CC? field of receipt send page. (Group Tab will be Displayed)

4. Click on Group tab to display list of all created groups Scope wise.
5

. Select Scope using Radio button (Self, Section, Department, and Instance).
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6. Click User Group Name to display User(s) within selected group. (User can search user group using
‘Search bar’ provided)

7. Select User(s) using check box to Add user(s) to the CC field.(User can search User(s) using ‘Search
bar’ provided)

8. Selected User(s) should be added in CC field of Receipt Send page.

Inter Instance Registration

This section describes the steps to register an instance of eOffice with another instance for facilitating the
exchange of files between the two instances (Organizations/Ministries).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

v" Under Instance Registration Details, the Central Repository of eOffice Instances of
Organizations/Ministries will be available for Inter-Instance Registration process.
(Note: This will display list of all eOffice Instance (excluding Locally Hosted Instances) available for Inter
Instance Movement of File)

Sending the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration

< ’
Details’.
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Figure 448

2. List of Central Repository of eOffice Instances of Organizations/Ministries will be available for
Inter-Instance Registration process.
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3. Click on Register ( 4, ) icon, against the respective organization/ministry name available for inter-
instance registration.

4. Enter the mandatory* remarks in the pop-up box and click on ‘OK’.

5. Request is sent to the requested instance for approval.

Note:

» The request for inter-instance registration will be approved by the administrator of the respective
organization/ministry for which the request has been placed.

Accepting/Rejecting the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Pending Request’.
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2. List of requests from various organizations/ministries is visible pending for action.

3. Click on Accept/Reject icon, against the respective organization/ministry name available for
inter-instance registration.

4. Enter the mandatory* remarks in the pop-up box and click on ‘OK’.

Cancelling the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘Cancel’ (E) icon, against the respective organization/ministry name.
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Note:

» The cancel option is available for organization(s)/ministries for which the request for inter-instance
registration has already been placed and with status pending for approval.

3. Enter the mandatory* remarks in the pop-up box and click on ‘OK”’.

De-registration of Instance

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘De-register’ (@) icon, against the respective organization/ministry name.
Note:

= The de-register option is available for organization(s)/ministries for which are already registered for
inter-instance movement i.e. with status ‘Approved’ for inter instance movement.

3. Enter the mandatory* remarks in the pop-up box and click on ‘OK”’.

View History of Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘View History’ ( icon, against the respective organization/ministry name.

Note:

» View History Icon should be available for all instances with any status except for a fresh request.
» In a pop-up box, the history of various actions performed on registration of the respective Instance will
appear.
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Search Privilege

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The use of search system is required to provide users with search results that lead to relevant information
in their daily tasks. For example, a user might want to search whereabouts of a file initiated in his/her
own section in order to take follow up on its status.

Whereas another user might want to check out the whereabouts of a file which was not in his/her channel
of submission.

The question here is, should this be allowed. One might say that it may only be allowed to be searched
upon since the dealing section of that particular file comes under his/her administration however this may
not be the case every time. Hence defining the scope of search for complete organization is required.

The ‘Search Privilege’ is the defining of the scope of search for ‘Files’, ‘Receipts’ and ‘Issues’,and can be
set differently for ‘Physical’ and ‘Electronic’ entities. There are eight types of scope of search and action
on them available as mentioned below —

S. No. Scope Name Description
Global It refers to domain of users of entire Ministry/Organization i.e.
1. users of all of the departments created within the eOffice instance.
It refers to the domain of users of the signed-in user’s Department
) Department
. only.
Section Hierarch It refers to the domain of users of the signed-in user’s own
3. y office/section and section(s)/ office(s) in its hierarchy.
. It refers to the domain of users of the signed-in user’s own
4 Section :
. office/section.
. It refers to the individual signed-in user and the individuals in user’s
5 Post Hierarchy : .
. direct post hierarchy.
6. | Individual It refers to the individual signed-in user only.
Post Hierarchy And It refers to the individual signed-in user, the individuals in user’s
7. | Section direct post hierarchy and section/office.
Post Hierarchy And It. refers to the ipdividual signed-in user, the individuals.in user’s
8. | Section Hierarch direct post hierarchy, wusers of own office/section and
y office(s)/section(s) in its hierarchy.

The scopes mentioned above can be set in two ways —

Search Scope — It defines the scope of search of physical/electronic Files, Receipts and Issues.
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e Action Scope — It defines the scope of action (for example PULL-UP) that can be taken on the
files, receipts and issues from the search results.

Let us understand with different case scenarios —

Case Scenario I

Search Scope — Department
Action Scope — Section

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of users of the same
department however can only pull-up those which are with the users of his/her own section.

Case Scenario I1

Search Scope — Section Hierarchy
Action Scope — Post Hierarchy

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of the user’sown
office/section and section(s)/office(s) in its hierarchy. However, can only pull-up those which are with the
users under his/her post’s direct hierarchy.

These privileges can be defined in two ways but are not alternate to each other —

1. For Instance — This option is used to define the default search and the action scope for all of the
users of the Ministry/Organization at once.

2. User wise — This option is used to exceptionally change the search and the action scope of specific
user(s) from default values (as defined for the instance). For example, this may be required for
particularly for a senior official in the administration to change action scope from section to
department as discussed above in case scenario I, so that the person can search and pull-up a file
from any individual of his/her department.

Setting Search Privilege For Instance

This section describes the steps to define ‘Search Privilege’ for all users of a Ministry/Organization (i.e.
for complete Instance).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

STEPS TO FOLLOW:

1. Under ‘Settings module, click on Search Privilege for Instance.

2. Select Search Scope and Action Scope for Physical and Electronic Records
(Files/Receipts/Dispatch).

3. Click Save Button.
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Note:

=  Selected Search Scope and Action Scope should be applied to complete eOffice Instance.
=  Search Privilege History should be maintained for all changes made in search/action scope.

Setting Search Privilege for User

This section describes the steps to define ‘Search Privilege’ for a specific user.

STEPS TO FOLLOW:

1. Under Settings module, click on Search Privilege for User.

D) f' 2450 h 0 Saroja Kumar Patro  _
.frlcgl. eFile ver.70 » TD(SKP)-EOFFICE
RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Receive | Putinafile MoveTow Send Send Back Copy Close E cl ... leced (SUSW Select User

~

5055906 | 5235/2020/EQFFICE .. abcdefg | &g Yerur Sirsj Ahmed, eOffice MMP... | (53, 28/05/2020 01:07 PM

& 281032020 01:08 PM

| testsubject | &g Yerur Siraj Ahmed, eOffice MMP... 28/05/2020 01:06 PM

. | abcdefg '@ Yerur Siraj Ahmed, eOffice MMP... | [T, 28/05/2020 01:05 PM
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.
Figure 450

2. Click All Users tab.

3. Search the user using input search parameters (User’s Department & Section name and User’s name).
The user’s current search and action scopes are visible in search results.

4. Click on User’s Name to open View/Edit Privilege page.

5. Select ‘Search Scope’ and ‘Action Scope’ for ‘Physical’ and ‘Electronic’ records respectively.
(Refer to table above for detailed explanation on scopes)

6. Click Add New Section.

7. In the pop-up box, select the ‘Department’ and its ‘Section(s)’ name required to be added under
the scope and click on ‘OK’.

8. Click Save Button.
Note:

= Step 6 and 7 are optional in case the user wishes to add an out of scope section(s)/office(s) under
the search scope of the user.
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Adding Section/Office under current Search Scope

This section describes the steps to add an out of scope section(s)/office(s) under the search scope of the
user.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Search Privilege for User’.
2. Click on ‘All Users’ tab.

3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on User’s Name to open View/Edit Privilege page.
5. Click on ‘Add New Section’.

6. In the pop-up box, select the ‘Department’ and its ‘Section(s)’ name required to be added under
the scope. Click on OK to add.

7. Click Save Button.

The record for such privileged users is maintained under ‘Privileged Users’ tab. It shows the list of users to
whom search privilege has been assigned individually and the respective search and action scopes
assigned.

Viewing User Search Privilege History

This section describes the steps to check the history of ‘Search Privileges’ set for the user.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Search Privilege for User’.
2. Click on ‘Privileged Users’ tab.

3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on ‘History’ icon under actions to check the history of search privileges assigned in the pop-
up box.

Removing User Search Privilege

This section describes the steps to remove the user’s ‘Search Privileges’ set previously.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Search Privilege for User’.

2. Click on ‘Privileged Users’ tab.
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3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on ‘Remove’ icon under actions to delete the search privileges previously assigned.
Note:

= Removing User’s search privileges will set them back to default search privilege set for the complete
Ministry/Organization (i.e. Search Privilege set for Instance).

Quick Noting

The quick notes are the most commonly used phrases while preparing notes in note sheet. These quick
notes are available which when chosen are populated at the position of the cursor in the note. They are
available in two ways —

1. Standard — List of quick notings provided as a standard list to the end-users

2. User Defined — Users can prepare their own list of quick notings
This section describes the steps to create user defined list of quick notings.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Quick Noting’.
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2. Click on ‘Add Quick Noting’ at the bottom right corner of the screen.
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3. In the pop-up box, select ‘Language’ for Quick Noting.

Add/Edit Quick Noting

Language *
Choose One

Content *

Total 1000 | 1000 Character left

) Add Translated Content =

Translated Content

Total 1000 | 1000 Eharar( STEP 6

=R

Figure 453
4. Enter the mandatory*‘Content’ (quick note).

5. Check ‘Add Translated Content’ checkbox (if required) and enter the Translated Content.

6. Click ‘ADD? to add user defined Quick Noting to the list.
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Annexure-1

Guidelines for Scanning Document

The objective of scanning guidelines is to scan and bring the physical daks/letters and other documents into the
electronic system in the least possible size, so as to facilitate quick and easy retrieval of eFiles from the
server/system.

For Physical DAK or Inward Correspondence —

Scan the whole DAK/inward correspondence as single pdf only (preferably as searchable pdf). The size should not
exceed 20MB.

‘While Migration of physical files —

Scan all the required files in following manner —

1. | Correspondence:

The Receipts, References and Issues on the correspondence side may be scanned
as single PDF document keeping check on the max size as 20 MB.

If pages are more and size exceeds 20MB then more than one PDF should be
created.

1.| Noting:
Scan all the pages of the Noting as one single PDF document.

For scanning of various document types, the following colour & DPI are suggested:

Sl. No. Document type/ Condition Color & DPI Output
Format
1 Regular/normal/good B/W-100 dpi PDF
2 Damaged/tarnished/clouded B/W- increase DPI as per legibility / PDF
visibility
3 Seriously B/W- increase DPI as per legibility / PDF
damaged/tarnished/clouded visibility
4 Coloured Photographs/text Grayscale PDF
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