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3. Select the File with which you want to attach.

4. Enter mandatory Remarks in popup.
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Figure 231

5. Click Attach button to attach respective File/Receipt with other selected file.
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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.
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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).
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Select Fite(s) to Link

Year 2020

O o
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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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STEPS TO FOLLOW:

1. Click Link menu in File Inner Page to open the linked file list page.
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2. Select File(s) and click Delink menu or Delink icon for respective file.
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Figure 236

3. Enter Mandatory Remarks.
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Dialink Remarks

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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ile verso
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Figure 238

2. Click Referred Tab of File history in File Details page.
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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.
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3. Click Attach References action button.
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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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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.
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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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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)
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Figure 244

6. Click Merge Button.

7. Enter mandatory Remarks in Reason for Merging pop up.
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Reason For Merging 7

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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Figure 246

3. Select Files and click Demerge.
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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 Ancther File

Year* | 2020

Bullding-17/20/200-04-0FS wed

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

Aemarks
Merge with another]

Toeai 3000 | 989 Character lafs

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.
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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 Tollowing file(s)?

File No.

2098 D-2001 2/565/2019-BO1-0FS

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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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?

Comg. No. File Na. Subject Parking Due Date

2103 DV3ET/2019-B01.DFS Physical DH0T2020

Extended Parking Due Date *
D1//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.
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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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E N BC CELL-10012/2/2213-BO1-DF5 of Shravar Kurnar, DEA-St=na(BN) G122 30544 P For Reference Shravan Kurmar, DEA-StenojBN) 2622013 0551 PM Deelirk

@ Bg B

Capyright & 2020, designed and devalopad by MIC

Figure 256

Note:

» Linked/Delinked history should not be maintained if linked File(s) get delinked without any movement of
File.

e List of files in which opened file is linked will be displayed under Referred tab of File History
Section.

347 - hrs
A CED @ 0
Sert | Advence Search DISPATCH  Sert  Rewmred  AdvarcsSesrch

Cestm+  Inbox  Sem  Advence Search FILE Geete  wbax

Movemant Details Draft= Ecit Sond Back | LinkFiles | Attachw Park Clozaw | Moraw

|| Fila Datails

Fila Mo, - A1 /I015-B0T-0F5 Ssubject ExtEnsion o senice
Dpening Date - 26/12/2015 0542 P Remarks: Text File
Main Category : A1 BT matsars Sub Category :
Previous Referenca s Later Reference ©
W Fead On: 26/12/2015 0553

) Histary

Lirked Dell I‘.fJI Referred | Par Valuine  Dispatct MergediDemerged  Parked/Unparked  Closed e

Comp, Mo 1) File No. Subject Linked By Linked On Linked Aemarks Definked By Deelinked On Delirked Remara:

= 3 D-20/3722NFBOLDFS Enver Description e 27122015 1102 AM Tink
ASSTT(BO1}HOFS

Copyrighs 20, desigried 3nd developed by NIC.

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.

A EED 0O ).

Sert  Rewmed AdvonceSearch

e0f ﬁce___l eFile verso

RECHPT Treate:  Inbox  Semt  Advence Search ALE Creste rbax Sert  Advance Search DISPATCH

[ | Movement | Details | Draftr Echit Send | Send Beck | LinkFik= | Attach | Park | Cosew | More= &

E | 3257 | A-40014/1/2019-B01-DF5 | Extension of service
B3 Fi=oatans

Fila Na. t A-40014/1/2015-B01.0FF Subjact Extmrsion of sanice.
Opening Data © 2618 054 T Romarks : TestFila

Mizin Categery : Al BT matsars Sub Category :

Previous Reforonce: Later Reference:

ll Raad On: 281229 0E5T O

5) History

2 3159 43001411/ Z01S-BOH-DFS-Fam) Extension of senice 2611242013 05:47 AW Shiavan Kumar ASST1BON -DF5 Test File

Copyright & 2020, desigried s developed by NIC.

Figure 258

e List of Volume files (only applicable for Physical files, converted electronic files) will be displayed
under Volume tab of File History section.

A EED O 0

Creete ) fnbox  Semt  Advence Search FILE Creete whox  Serz Advence Search DISPATCH Sert  Retwred  AdvarceSearch

Movement Details Draft > Ecit Senc Send Back | LinkFiles | Attachw Park Close ¥ Maore v

|

File Na. AS00141/2015-B01-D75 Susject s Essmmion o zeniice.
B Cpcring Date - 262015 05:42 P Remarks : TestFile
] Mein Cateroey: A AT matzers St Categery s
L 3
Previous Refersnce © Later Reference:
il Roadon: 261220180553 D0
N D ey
N .. inkodiDafinkod  Refarrod =:.-.|| Valuma ||L stch MargediDamarged . Iosad avem
] =
Vibume Fie Nurrber Sisbieet Created On 1) | Crested By Remarks
]
l'é B-400741172079-B01-DFS-VatLrmalZ) Estanzion of sanice. ZENZIZ019 05 A4S B Shrauan Kumar, ASSTI{E01-08 Tes: Fla
aq L)

Copyrigni © 2020, designed and developed by NIC.

Figure 259
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e List of Dispatch will be displayed under Dispatch tab of File History section.

A EED O O -

ASETI

RECEIPT Croata s Inboe Semt  Advanco Search FILE Crecte bax Sort  Advance Search DISPATCH Sert  Rowmred  AdvanceScarch

FH | Movement | Detalls | Drat~ Ecit Send | Serd Bock | LinkFiles | Attach~ | Park | Oosew | Mare~

E | 3257 | A0014/1/2019-B01-DFS | Extersion of service.

B8 Fe peais
Fila No.: A£0014112019-801.DF5 Subject : Ermezion of senice.
""" Opening Dats « 267127201 9 05AT I ks Tt Fiis
Main Catogery: 44 81 matars Suby Category ©
Pravious Referanca: Later Raferanca:
Bl Road On: F6AZADYOEET O
) History
AmscnediDecachad  LinksdManksd  wersrise  Part  Vatums | [ micpaten | ADamargcs Lnp i

Dispatch History

Dispatch Ma. 11 Bssue No. Subject Dispatchod On T| SencBy Delivery Made
CISiESE20 3 1126672013 test dra TTA N 1100 AM Shravan Kumar, ASETRGT 3RS a
- L)
~
Capyrighi & 2020, cesigned 370 develnped by NIC.

Figure 260

e Merge Details of File will be displayed under Merged/Demerged tab of File History section.

e@ffice eFile veas

RECHPT Treate:  Inbox  Semt  Advence Search ALE Creste rbax Sert  Advance Search DISPATCH

[ | Movement | Details | Draftr Echit 5 Serd Bock | LinkFik= | Attsch | Park | Cose~ | Mare~

E | 3257 | A-40014/1/2019-B01-DF5 | Extension of service

B8 Fisosmans

= 5 ST

File No.© A1 41 12019-BOT-DF5 Subject : Extersion of senice.
Opaning Date « 262019 0541 P Romarks 1 TestFila
Main Categery : A AT maters Suby Category :
Pravious Reforanca : Later Rofaranca :

E- Road On: 262019 0553 DN

M D History
o~
hdd

Astached/Detachad  Linked/Definkad  Weferred  Part  Valuma |-=_—-..fr| Merged/Demerged |..—..,.-.._-- nparksd  Clsed  Mobsmant

2 =]

[

ShFSE IHNZITN I 055D
A4001 434200 9. BO1 DFS Voiuma(Z) Etanzian of sarvice Shrauan Kumar 261202018 0546 DM Merga s ;-:: Z akay
Kurmer

&-
i

Copyrighs © 2020, desigried and developed by NIC.

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.

Copyright © NIC, 2020
Ver.7.0[189]



ffice

TAL 'WOREK PLACE SOLUTION

L e 0o

Croato; Inboe  Semt  Advanco Search FLE Lart  Advance Search PATCH Sert  Howmred  AdvanceScarch

&;l vement Details Draft—= Edit Link File=

E | 3257 | A-40014/W/2019-B01-DFS | Extersion of service

R @A riepetais

= B A0 A1 1018-B09-0F5 Subject ¢ Extarmion of senice.
Bl Cpening pare - 2601272019 0542 P Remarks : TestFlie
oY Main Category: A1 BT matars Sub Categnry -
— Previous Referenca Larer Reference ©
Rl 0m 2612720190553 ou

5) Hiszary

gediDemeiged arked/Unparke Closed M

o fp B =

Parking Remark Unparked Remark
Shraven Kurmar, ASST1(BOY-CFS 261220130323 "M Enter Remerks Shravan Kumar , AS5T1{BO1}DFS ZTAZ2013 1033 AM urperk
Shravan Kimar, ASSTHEON|-OFS 16122019057 PN Create a Grasn Mot Shravan Kumar , ASSTHEDT)}DFS 267122019 07:49 P Craate 3 Green Hoce

Figure 262

¢ Closing History of File will be displayed under Closed tab of File History section.

yame 0o

Rourred  Advarce Scarch

Sert

Sart  Advance Search

RECEIPT Croato s Inboe Semt  Advanco Search

FH | Movement | Detalls | Drat~ Ecit Send Bock | LinkFiles | Attach~ | Park | Oosew

E | 3257 | A-40014/1/2019-B01-DFS | Extersion of service

ll File Detalls

FilaNeo. ASO014/2019-801-0F5 Subject Extmrgion of senice.
Opening Dats « 261273018 0542 DA Remarks : TestFila

Main Categery : 44 30 mamars Sub Categery s

Provious Refersnca: Later Reference =

Read On: B2 06ET 0N

) History

MargediDamsrged  Farksd/Unparks

Clased History
Action IAn.lnnﬂy Action On [ | Action Remark Approwed By | Approved On 1] | Approved Rermark

Facpen

Shravan Kimar, ASST3 (B0 LDFS

Jose  Shraven Kumar, ASST1{EQ1)DFE L chaco

CapyriEn 020, cesigned 3 devel

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
iii. 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.

w eFile ver 70

CEIFT Create v Inhox Sert | Aduance Search FILE Create  Inbox  Senr  Advance Search ISSLIE Sent  Remurned Advance Search

@ Movement Detalls Draft = = Send SendBack | UnkFles Attachw Park

Test Email & 5M5 11

File Inbox / AV940/2020-RT1 Create New Draft E 3115390  A/940/2020-RT1
= Visw Draft Y B O € 12m00eorice |

Note £1

ASV2ZD20-RTI

WINARNEDFFICE

N 160572020 02:40 P1A Vandana Pal A Simple PDF File
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.

File ver 70 .

RECEIPT Create »  Inbox  Senr  Advance Search FILE Crezte  Inbox  Sent  Aduance Search Sert  Rewrned | Advance Search

Movement | Detaills Draft = t Send Send Back  LinkFiles = Attach~ Park izt B More »

File Inbox [ A/Q40/2020-RT] E 3115390 A/L40/2020-RT]  Test Email & SM5 11

T

u FOF & DOC Only <= 25 W6 Last Auto backed up: 20/06/2020 05:32:38 AM Draft Details

BB I WS == == ="E E E 4 Draft Mature * Receipt No. & Reply Type
IFre= ¥ as= Rece i Choose One ad

» A I © : @ 5 Engien Eoririts MNew(Fresh Choos= Receipt Choose On

i Forme Of Communications Prefix Language *
A i i orms O Cor | i ] o -

e Main Category Sub Category
Choose One ~ |Choose One ¥
Subjecr ©

Total 1000 | 1000 Craracter ieft

 Enable Muld Sign

:’ il

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>R

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.

. Add Hash Tag if required (If draft created using Text Editor or Template)

3

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)

SWIICE —

EEmP W oioore

s ©Fl€ ver 70
RECEIPT Creae y | Inbox  Sent  Advance Search FILE Create  Inbox | Sent  Adusnce Search ESUE Sent  Retumed  Advance Search
Movement | Details Draft = Send Send Back | LinkFiles  Attach = Park More =
Filz Inbox |/ A/S40/2020-RTI E 3115390 A/O40/2020-RTI  Test Email & SMS 11
175 8
ﬁg & N roeeoocony < zsme Last Aute backed p: 20/06/2020 05:39:24 AM AT
Template B B I USs = == E-= = % Draft Nature * Receipt No. * o i

D= . Rephy Choose Receip Chaose One v
D !'! = = Q x, i e) : | @ :: Englien Eormats Aephy Choose Receipt hao Ir

. ) R _ ) Choose Qs Prefix Language *
'&\‘- verdana 3w Lire Height Hash Tag Choose One New/Fresh Chosss Dna - Bengal -

A
Sub Category
Feply Draft. » | | Choosze One -
p Subject *
1 .
e
i q
& o Toxal 1000 | 1000 Cherscter left
4 Adds Edit Reciplents
Figure 266
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8. Select Receipt No. if there are multiple receipts in ToC.

.-I-‘fw‘l']'lce » F —— i o Jaruja nullion rouy
anacesomoy ©F11E ver. 70 L TD{SKPHEDFAICE
RECEIPT Create » | Inbox ~ Sent  Adwvance Search FILE Create  Inbox  Senc  Advance Search I5SUE Sent  Rewrned  Advance Search
Movement = Detaiis Craft = t send SendBack LinkFiles | Attach~ Park
File Inbox / Af340/2020-RT1 E 3115390 A/940/2020-ATI Test Email & SM5 11
173 = e - o p— "
ng Upload & || Remove & RER e iE s U] Last Auto backed up: 20/06/2020 05:42:09 AM E Draft Details
Template L. & B T US55 == == Z-E- == 4 Draft Natura Receipe No. * Reply Type
] g =n, b 191 2/2030/EDFFIC ¥ “hoose O
] H = — 0| o2 A A o : | @ J{ Engieh Formds Reply | 912/2020/EOFFICE i Choose One
s = R i S s Formes OF Communications Choose Receit ! Language *
/:\ | verdana I | Lin= Heighl Hash Tag Chooss One (hoose One - 1012/ 2020/ EOFFICE Bengali
bid 1| main Category Ferey
Reply Draft. Establishment ¥ v | Choose Ore -
‘m Subject®
BA t=ar subjecn
.43
-
- 4
oo Tetal 1000 | 333 Character left
B:
+ Add/ Edit Recipients
Reciplent Details - Public
~
,—% = Noame Designation Address Min./DepetOthers Actions
¢ 2WORDS
; | MName: Automation MINISTRY OF
ASO Aucy ricn Test &
@ attachment [ IIRCEGTS HEAmAnon TESONE  AGRICULTURE x
|_| Enable Mult Sign Save ; 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.

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)

e CFALE ver 70 B EEp 0

RECEIPT Create » Inbox Senc  Advance Search FILE Create | Inbox | Sent | Advance Search I Sent Rewmed  Advance Search

EF] | Movement Detsils | Drafi~ Edit Send | SendBack | LinkFiles | Attach» | Park ew | Morew

File Inbox / A-12/1122/2020-0A-01 E 3115376 A-12/1122/2020-QA-01 Automation Testing

a Draft Details

Termplate L. B B I VU S =5 =5 - == Draft Nature * Receipt No. Reply Type

)

D= WewiFres | (hooseR 1 A Choose OF ¥
DS H o= —0lx ¥|a B & : & %2 Engien s e/ Fr Choose Receip wose One
Chooss One Prefix Language *

e Variana 13pe Line Halght Hash Tag choose One N Eried - — * | | Bergah v
3 ewr{Fresh
k. = Haply Sub Category

® = ([hoose One -
B
b Automation Testing
_.OB
-
| ] ‘

o Toral 1000 | S&2 Charscer efl

+ Add/ Edit Recipients

'E| OWORDS

m

s |

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)

eFile yer.70 = N EED W

RECEIPT Create + | Inbox  Sent  Advance Search FLE Create  Inbox  Sent  Advance Search ISSUE Sent Hewrmed  Advance Search
Movement — Deatalis Draft = Edit send Send Back  UnkFles | Amachw Park
File Inbox / A-1211122/2020-0A-01 E 3115376 A-14/1122/2020-QA-071 Automation Testing
175 — —
ﬁg Upload X Last Auto backed up: 20/06/2020 05:57:40 AM a Draft Details
Tempizte L. & B I U & == == 2-E" =3 = Draft Nature * lssueMo,*— | Reply Type
D= . - o Rerminde by Choose Iss: X Choose O 5
BB H mE — (0 x x a- & B - % & I Engish- Formats clloblied s kit g izl
e ‘ot % hT : = Forms Of Communications ! Languege *

{‘\ verdana 13pi Lina Heignt Hash Tag Chooze One Chosse Ona v Bengali =

hid * | Main Category SO5 CETEEGTy
cC % |~ | | Choosz One -

m Subject”

)

Bt Automation Testing

2

-

By 4

EF Togal 1000 | 382 Characer left

c

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

Issuc No: 1/3024185/2020 Subject: test subject
Cemmunication Detaile

[W DIS/10838/2020 Bublic Name: Auzomation 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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A DIGT

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.

M 0j@ Kumar ramre
2 ED 0 .-

HECEIPT Create } ' Inboy  Sent | AdvanceSearch FILE Creste  Inbox  Sent ' Advance Search Sent FRewrned  Advance Search

Movement | De Draft = it Send send Back | Link Files | Attach = Park = More «

E

3115376 A-12M122/2020-QA-01  Automation Testing

Fileinbox / A-12/1122/2020-QA-01 Create New Draft

4 View Draft i List of Drafts

Draft Na. Subject Last Updated On 11 | Action

MNote #1

Create a Green Note
20/06/2020 06:05
DEA/5407 testsubject DFA e @ W

Sarcja Kurnar

T10/06/2020 09:38 AM Saraja Kumar Fatro 1000672020 11:35
INDIVIDUAL DEASSIS2 Automation Testing SIGNED Patra, eOffice .‘\IM & e |
MM
Mote # 2
L] )
Create one more Green Mote % u L
‘ersion List of DFA/S3497
M 10/06/2020 03:33 AM NIy | Version [} | Created On 1| Created By |Sl.ams Mﬂnnl
INDIVIDUAL
20/06/2020 :
roja Kumar Parra, eOffice MM.. )
1 06:05 AM Saroja Kumar Pamrg, eOffice MM DF4 |
(RN 1 DI
Figure 271

2 S 0

RECEIFT Create » | Inbox  Sent | Advance Search ALE Creace  Inbox.  Sent  Advance Search ISSUE Jent  Rewsmed = Advance Search

E Movement Detalls Draftw Edit send Send Back | LUnkFAles | Aftachw Park &w Maore v

E’G
o

File Inbox / A-12/1122/2020-QA-01

175
FEl 7 Y
0 Note £ 1 Draft No. Subject
B Creote o Green Note

DFAGAST tmsesubject
10F06/2020 0938 AM Saroja Kumar Patro Saroja Kumar {or0s
p INDIVIDUAL DFA/S302 Automation Testing SIGNED Batre, e0ffice ' Previous No
MM...
M e £ 2 Migrated Notes
Am {reate one more Green Nate Draft List
m|
| Version List of DFA/S497 -
Draft Document

10/06/2020 09:39 AM Yerur Siraj ahmed | [ A bt :

INDIVIDUAL ; 20/05/2020 T
0605 AM rofa Kumar Patro, eOffice MM..

&)
]

Figure 272
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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.

ST = o —
Soeemt noshicteotsmin ‘BELLE Vo710 P S cr - R | —
RECEIPT Create » | Inbox. | Sent | Advance Search ALE Create | Inbox | Sent | Advance Search ISSUE Sent  Returned Advance Seorch
Movement | Details | Drafi = Edit Send send Back | Link Files | Attach Park
Filz Inbox / A-12/1122/2020-QA-01
175 -
FEfl 7 4
T~ Note # 1
gl Crecte a Green Noe 30
20706 !
OFAS497  testsubject DR JOGHDADGD
Py AN
€ o
10/06/2020 09:38 AM Sarnja Kumar Patro TRCOis hmar 1070672020

INDIVIDUAL OEAf2302 Automation Testing SIGNED Patro, eOffice T
‘EI MH...
LUl Note # 2
:B Creste one more Green Note
L oo s Y
PR 1010572020 0939 M Yerur Siraj Ahmed Version || | Created On || | Created By | Status Action
Y -
a: INDIVIDUAL : SR B e e i -

1 0605 AM arola suma: atro, eUNTice M., {

i IR
52

Figure 273

Copyright © NIC, 2020

Ver.7.0[197]



A DIGITAL 'WORK PLACE SCLUTION

Delete Draft

Only Draft in DFA State can be deleted.

.
From Draft List
TG - = 5 SeATUjE RUTTar FEG
e«...-.-., eFile ver70 B TD(5KF)-EOFFICE
RECEIPT Create » Inbox:  Sent  Advance Search Creste Imbox Sent  AdvanceSearch ISSUE Sent FReturmed  Advance Search
Movemnent Details Draft = Edit k ink File Attach « Parik
File Inbox ! A-12/1122/2020-QA- E 3115376 A 12/1122/2020-QA-01 Automation Testing
175 .
G= Y B e
) Mote #1 Draft No. Subject Status Approved By | Lest Updated On T} | Action
il Creace & Green Nore ” 5
DEA/S407 et . iiqﬂé&ﬂ?ﬂ 06.05
b S
10/0672020 0538 AM Sarojon Kumar Patro arapa humar 1 ; 11:3
p INDIVIDUAL DEA/S3G2 Autamation Testing SIGNED Patro, elffice q?;aﬁ 2RO UE]
MM '
I poe 52 =
I ¢ [
,,B Create one more Green Note !
B [ version Lstof DRvs497
Al 10/06/2020 09:39 AM AT UMPY Ry | Version 1 | Created On 11, | Croated By Satics Patr)
3¢ INDIVIDUAL
2040672020
roia Kumar Patro, eOffice MM... A
06:05 AM Saroia Kumar Patro, eOffice MK DF 7]
- L} n » L]
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
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Figure 275

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
v

v
v
v

Folders/ Parked list.

Draft to be edited must not be in Approved state.

Created drafts must be available in the Draft List of the electronic file.

Electronic File containing the saved draft (to be edited) must be in Created/Inbox/Inbox

Draft to be edited must be in DFA state (with unique draft number).

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.

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox

Edit Serd Send Back | Link Files

Draft =

Movemnent Detzils

Dratt No.: DFA/5408  Draft Stave: DFA Version: 1

No.
Government of India
(Bharat Sarkar)

Department Of..iws i
{corivnmsinioninne VibhiAQ)

DER :
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Sanction of the president is accorded under rule 10 of

the Dalegation of Financial Fowers Rulas, the the write

off irecoverable loss of Rs. 5000 (Rupses Five Thousand only) being the value of the w

.. ...

Attach»

Semr  Advance Search

Park

E Draft Details

Draft Nature
Heply

Forms OF Communications
Choose Une
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Eszablshment
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st =ubject

Tozs! 1000 | 386 Cheracter l=ft

Recipient Details - Public

Mame: Automatian

A EEp O

IS5UE Sent Remrned  Advance Search

E 3115376 A-12/112272020-QA-01  Automarion Testing
Receipt No. = Reply Type
2182202 IVEDFRICE * Choose Crne %
Prefix Languege *
s Choose One > Bengali %
Sub Catcgory
* | Choose One -
T
e
MINISTRY OF
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| Eneble Muld Siar I
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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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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

D e L=
Create »  Inbox  5ent  Advance Search Lreats et Advance Search 5ent  Returned  Advance Search
Move Tow | Croste : aate Fart Park - Y
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E 3115477 AfSB312020-0401 farf Jaskiran, nidz ;::gffslm ;:Sffu test BB
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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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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 =)

. 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.

—

1EC Creater  Inbox = Semt | AdvanceSearch FILE Create  Inbox  Sent Advance Search CSPATCH Sent | Returmed  Advance Search
o Internal| € External
Department *
15 i
El rid2
g Tor.; = - Computer Number
— ANAITA ARDRA-ACCTIEACCOUNTS. MHA Notify Through - 8 Emeil B sms B iy File Mo. Subject Note Type
Set Dusz Date Action
2/ STy Far Infarmetion . & 2213(F) LR-1107171/2020-B01-DF5  Lard recerd mamer YELLOW
= Priority
] Immedizte
Remarks
.r;\ Farwarding.
L4
s Tasl 1000 | 56% Character lef:
%
Intimate To
5 No. Employes Name Marking Aboreviation Memal m
1 Shravan Kumar DEA.SIEnalBN) O (|
‘ [DSC Sign B Ser
Copurisht @ 2000 desizned and develnoed o I |
.
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 > 0k

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.
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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.

Create» | Inbox | Sent | Advancs Search Creace  Inbox Advance Search ISSUE Sent | Returned || Advance Search

| SencOn ||
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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.

32658 Sarnja Kumar Patro
5 -
D FICE

= RECEIFT Create» | Inbox | Sent  Advance Search Creace  Inbox Advance Search Sent  Returned | Advance Search

135 Create Part | Pull Back i E B <o shared e

= | SencOn (] | Currently With | Due On | | Actions

Ea | E 3115438 ADSLE020-0A T Test ,\f:::'s‘” Anemedcifice ;g?j#:f{zu ;:;;r_Si:a' AhmedsrOffies G
= . E 3115491 B-12/1128/2020-04-01 Test Jaskiran, n1d2 ?gﬁf‘fﬂw Jaskiran, n1d2

(<X | E 3115481 A-12/1128/2020-04-01 Test Jaskiran, n1d2 :?;?:’;ﬂm Jaskiran, n1d2

F‘%I — inaait o r::;;:IS:sai:'\hrwed. cOffice :;si?;e;z:‘zu h:;;r Siraj Ahmed, eOffice o2
aﬁi T E 3104365 10(24/2020-RTI Fequest far information Under RTI Act, 2005 by Ms... r\\::ﬁlr“s::aj Farmedi e :;’i’:ﬁ‘m ;f_,'”s'a ehttier o 2R
E::l & Siieaes WO58/2020-GA0T dides r'vf,:":i:“SEraj Ahmed, e0ffice :?i‘?;':r’jﬂ?_ﬂ ::;;rja Ahmed, eOffice e
T E 3113479 A/DG5/2020-0A-01 Test Ext! r_::;’ﬂ‘*'”' PoEd RN :T?:‘::w I::::s..—a ABRiEH enmc Qe

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.
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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.
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Figure 284

E 3115408 BI2372020-0A-01 Draft

2

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.
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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
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| E 3104365 10(2W2020-RTI

E 3113462 ADSEI020-0A-01
E 31153479 ABESZ020-0A01

Test

Test

Test

Drafe

Fequest far informaticn Under RT] Act, 2005 by Ms...

ddss

Test Ext!

Imbaox Advance Search

ISSUE Sent | Returned

Search Here,..

Yerur Siraj Ahmed, =Office
MMP...

Jaskiran, n1d2

Jaskiran, n1d2
‘Yerur Siraj Ahmed, e0ffice
MMP...

Yerur Sira| Ahmed, eOffice
MMP..,

Yerur Siraj Abmed, e0ffice
MMP...

Yerur Siraj Abmed, eQffice
MMP...

| SencOn || | Currently With

2VDGE2020
0624 AM

2MDE/2020
12:04 AM

1/DE/2020
11:25PM
19/0a/2020
11:19PM

19/D5/2020
11:18PM

19/06/2020
1197 PM

13/06/2020
11:16 PM

Yerur Siraj Ahmed, eOffice
MKP..

Jaskiran, n1d2

Jaskiran, n1d2
Yerur Siraj fhmed, eOffice
MKP...

‘ferur Siraj Ahmed, =0ffice

MMP..

Yerur Siraj Ahmed, =Office
MMP..

Yerur Siraj Ahmed, eOffice
MMP..

LE NG
o Q
CE G
o @

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.

” fen~

= RECEIPT Create »  Inbox  Sert  Advance Search Create | Inbax Advance Search IS5UE Semt  Rewrned  Advance Search

%5 Create Part | Pull Bade ﬁ Show Shared Senr .
SentTa b
3115432 A/85212020-0A-01 Test p;:;i‘iiral Ahmed, eOffics ;Iﬁii‘b r:‘i:':;r Siraj Ahmed, eOffice @
3115481 A-121128/2020-0A-01 Test Jaskiran, nid2 ??gfjfo laskiran, nid2
E 3115481 A1 211 12802020-0A-01 Test laskiran, nldz :?f’g:f;;ZO |askiran, n1d2
5 e 2/23/2020-GA 07 T I\;:.(r;rS.r: Ahmed, eOffice ::f?s.’;a?ﬂ r:I:\‘::r Siraj Ahmed, eOffice 'Fﬁ @
[ £ 2104385 10{2)/2020-RTI Requess for infarmarizn Under BT Az, 2005 by Ms.. h’;i;;rsa Shmed; ¢Office :2’?:':320 :‘i:;' e Aberinc <0k R &
— R o P;::;i‘.lgral Bhmed, e(iffice ':’if??:;?[\ ,:":;r Siraj Ahmen, elffice @
& stisam A/955/2020-0A01 . P;izzlsa’a Ahmed, eOffice :‘:fﬁfﬂf‘zt :::;':ZSIraJ Ahmed, eQfiice @

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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Reason For Pull8ack

Remarks *
Far Correm'onl

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.

w eFile ver 70

RECEIPT Create v Inbox | Sent Advance Search L, T RS ) Advance Search IS5UE S5ent | Rewmed  Advence Search
133 P:Global | E:Gibal @+
E File | Heceipt lesue -
Comp. No. File No. Sublect Origin B
g - i Incernal * [ Include Closed
L]
Send | Reopen | Receive | Pull Up I Unpark %77 Records T =
1 o
o) W (4 Bl (2] (3](2] (510 (][0 | = |
Bl ——
B  Actions Comp, No. 1} | Filz No. Subject Location Section SentOn 1l Forwarding Remark | Currantly With
m File for external
B Details E 3115476 A1 2011/7/2020-QA-01 !"em" s File/Sens 10/06/2020 08:27 PM pls see and comment  Sencto: nld2
nstance
+
Vandona Pal RTI
-ﬁ Pull Up Ditails P 3115420 Mi110/2020-Q4-01 pfile3 File/Inbox RTI DIVISION 19/06/2020 12:22 PM D?\:‘-SI;; o
E : A4 1D11/3967/2020- CHANDIGARH (LT, AR Himar
5 Full Back Dewails E 3115187 - = Automation Testing FilefInbox e B 19/06/2020 02:25 PM Balla, CHANDIGARH
CA-01 UNIT) %
(LT, UNIT)
Kapil Kumar
-11011/3944/
E 3115002 2";_‘:3[: - A Enter Description 223 File/inbox eliffice MMP Division 10682020 07:58 PM Sharma sOfhce MME
F | Divizion
Saroja Kumar
@ Send Detnils E 31148315 A1 2/890/2020-0A-01  Auromation Testing File/Created «Office 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.

Reason For Pull-Back

Remarks *
For Correction.

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.

266
w eFile yer70 » n

T Create » Inbox = Sent Advance Search FILE Crezte (LA Sent”  Aduance Search ISSUE Sent Returned  Advance Ssarch
Recaive Sand Send Back | MoveTow | Create Volume | Creste Part Park Closew Spar

- | o it w2 | e Mo, | | Subject SentOn f]

18/06/2020  19/DS/20320
08:54 M 0254 P

963/2020-0A-01 ferf Jaskiran, n1d2

18/06/2020  1B/D&/2020

= Q417 -RTI ! 5 4 Vandana Pal, FTI DIVISION
¥ Create Part S Fesrhmalbc 0 ik SOV gaiapm 07s6RM
=

A0N2 . N 18/06/2020  20VDS/2020
QAQ/2020-RT1 Test Email & SMS 11 Vandana Pal, KT DISION 02:20 B A 1

Werur Sira) Abmed, eOffice 1040672020 10/D&/2020
B37/2020-QA-01 250002 ok B casa i VR
e Yerur Siraj Ahmed, eOffice  10/06/2020  10¥D&/2020
936/2020-0A-01 250002 MMEP. 08:52 AM 0552 A
Yerur Sitaj Abmed, eOffice 10/06/2020  10/DG/2020

O35/ 2020- 001
035/2020-QA-0 MMP.. 09:45 &M 0%:43 AM

250002

I, Yerur Sira) Ahmied, aOffice  10/06/2020  10/06/2020
R et 2002 MBP.. 0946 &M D07 AM
Yerur Siraj Abmed, eOffice 10/06/2020 10/D5/2020

12711227 2020-0A-0H 4{} Automarian Testing MP. 05:3% AM 03:39 AM

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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c@ffice

i verurines saxmu O LG Vi 70

RECEIPT Cieate Inbox  Sent

Oreare  Inbox

32‘—'5 n Saroja Kumar Patro
.' = P EOFRCE

ISSUE Sent | Remwoned  Advanc

:

Description *

Descrprion

Main Category
Choose One

Subject

Sub Category
¥ | | Choose One

3. Select File and click Submit button.

Fart Filz

Comp. No. 11
E 3115438
E 3115477

3115408

Remarks—

Remarks

File No.
ASASA0R0-0A-01
ADBI/2020-0A-01

B/2372020-0A-01

3115442

A/953/2020-0A-01

3115462

2115479

3115460

3115475

3115471

3115463

AASB2020-0A-(H
AMG2020-0A-01
ASOE2020-0A-01
AFOBZ/2020-0A-01

ABECHf6/2020-QA-01

ABCT/4/2020-Q8-01

Other Details

Create Part »

Figure 292

Year™  z0z0
Subject
Test
ferf
Draft
extermal snatrce
ddss
Test Extl

nyyeg

Figure 293

4. Edit metadata if necessary and click Create Part button to create part file.
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eerice

s souncn € F 1€

RECEIPT Create Inbox  Senc Advanc c| = Inbox  Sent

ISSUE Sent

 Fie no.

ArG53/2020-Q4-01

=

Description *
external znamce

Main Category

Choose Ons -

Sub Category
Chopse One

Other Details

Cregte Part »

Figure 294

Create Part from Inbox/Inbox Folder/Created and Sent list

Returned

Alva

1. Select a file in the Sent/Inbox/Inbox Folder/ Created file list and click Create Part menu.

eFile ver.70

2@ 0O

Returncd

SSUE Sent

Creste s | Inbox | Sént | Advanee Search FILE Create [N Sent  Advance Scarch
Send £ 35 Move To Create Part Park Close =
Comp. No. 1} | SentOn ||
175
= = E 2115477 A/9B3/2020-3A-01 farf Jaskiram, n1c2 ;:;'gjf;zn
o]
el 18/06/2020
= = E 311533 A/G21/2020-RTI Test Ernail & 5M5 4 Vandana Pal, RTI DIVISION
02:14 PM
ki IS E 2115330 AI40/2020-RTI Test Ernail & 5M5 11 Vandana Pal, RTI DIVISION ;gﬁ’;;zu

I Read On 1) | DueOn 1} Remarks
|

19/06/2020

DE:54 PM des

18/06/2020
07:58 PM

20/06/2020
03:50 AM

Advance Search

Figure 295

2. Edit metadata if necessary in the part file creation page.
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Office

vounxesowmcy: ©F11E ver 70

RECEIPT Create » | g ent  Advance Search LE Creote | Inbox Semt | Advance Search Sent | Returned Adwvence Search

s

B
i

[

-~
B2
| File No, *
p AMDE2020-08-01
]
2
= "
Descriprion *
bl ferf
= Main Category Sub Category
Choasze One *  |[hoase One

Other Details
Remarks-

Remaric

&

Create Part »

Figure 296

3. Click Create Part button to create the part file.

Create Part from File Inner Page

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.

AE@ 0O

RECEIPT Create »  Inbox  Senc Aduance Search Create  Inbox  Sent  Advance Search ISSUIE Sent  Returnsd  Advance Search

= eFile

@ Maovement Details Draftw Edit send 5 T Link Files | Attach = Park Close> | hore =
File Inbex / AJG63/2020-QA 01 Crente Part E 3115477
-~ -
Y (B @ © vzozai7sszozfEEEElRE

19/06/2020 DB:AT7 PM Saroja Kumar Patro

INDIVIDUAL §, Merge - Automatic Zoom

AMAGI2020-ClA-01 Tl ~

Note # 4

o i
bk A Simple PDF File

p 15/06/2020 08:54 PM Jaskiran This is @ =nesil demonstration pef s -
B4 ASSISTANT SE(.-HOIN OFFICER, n1d2 S o s3I the VIMLS MEchanies htndlals More et Ane more

IR 1« O TE1, AN MONE 1B AP MOrR 1 ANG PORE 18t

= - And morR ERt AN mortest And MO e AN MO . ANG o
L . i Jex] g wore e, Boring 2222z Brd mve e Ard more e Arg

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.

eoffice .,

} Create Volume

Sub Category
{hoose One

Qther Details

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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Year™ | 2020
Comp. No. ] | Fila No. Subject
3115399 17/ 2020-04-01 filei2
3115382 AIOITI2020-0a-01 250002

3115381 AM93612020-QA-01 250002

3115380 AM352020-04-01 250002

3115378 AM33/2020-04-01 250002
3115337 AS30:2020-04-01 250002
3115327 AS25/2020-0A-01 250002
3115325 AM24r2020-0A-01 230002
3115323 AJ923/1020-04-01 230002

31531 AMGZ2F020-04-01 250002

Submit Cancal

Figure 299
4. Edit metadata if necessary and click Create Volume button to create volume file.

< (Dl 3266 Saroja Kumar Patro
cOffice 0 i
s st i BELLE Ner 7 B GEl o DFAICE

= RECEIFT Creete v Inbox  Sernt Advance Search ill Create  Inbox Sermt | Advance Search Sert | Returmed  Advance Search

~File Na.
(e =

=
| subject I

Description
250002

GIE

WIENTCATEEOTY ST CATEEOTY
jus o |f'_honse One

8

[ e
Other Details

&)

Create Volume »

bod

Figure 300

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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Greate s | Inbox | Sent  Advancs Search ALE Create e ey B o PR e aen
E 3 2 Send Send Back | MoveTo» | Create Volume — Create Part Park Closew Search Here.,
- E 3115477 AMIB3/2020-0A01 ferf Jaskiran, n1d2 Gt test B E -

0&:54 PM 08:54 PM

Ea 18/06/2020 18/06/2020
115391 241 [2020-RT Test | 4 Vandana Pal, RTI DIVISION
) E 311539 A9 2020-RTI es Email & SMS ‘andan, Divis 03:14 P 0756 PM B
DE 18/06/2020 0A06/2020
= = ; e " o i 20406721
| w0 E 3115390 A/940/2020-RT1 Test Email & 5MS 11 Vandana Pal, RTIDIVISION o) B 1
i
Yerur Sirsj Ahmad, eCffice T0/06/2020  10/06/2020
P 3 AMSITI2D20-08-01 .
3115382 /537/2020-0A-0 250002 MME 00:52 AM 09:52 AM
p = Yesur Sirgj Ahmed, eCffice. 10/06/2020  10/06/2020
7 ! e 203008
EA B po311538 AJ93612020-0A-01 250002 ol BEEE AN A3 AN

Figure 301

2. Edit metadata if necessary in the Volume File creation page.

3. Click Create Volume button to create the volume file.

366 0‘ ja K Pamry
» GEM FCE

RECEIPT Create s  Inbox  Semt | Adwance Search F Create  Inbox  Sent  AdvanrceSearch Sent Rewwmed  Advance Search

“File No,

l AMIT020-04-01
|

w £
1 Subject

Description -
250002

Sub Cotegory
|'| |.’| oose One =

‘Main Category

|ec

emarl
Remarks

b aaeveewe:
| Other Details I

Create Volume »

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.

Inbox’  Sermt | Advance Search FILE Create Inbox | Sent  Advance Scarch I55UE

Movement | Details Edit Send Send Back | Convert | LinkFles  Attach = Park Closew | Dispatch | Morew

P 3115381 AO36/2020-0A-01 250002

File Inbow / AfG36/2020-0A-01

List of Correspondences Credte Volume B E E

Receipt No. / |ssue No. i | Marked As Action Detalls

Mo records found

Figure 303
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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.

‘a 0

Create  Inbox  Sent  AdvanrceSearch Sent Retwmed  Advance Search

“File No,
l AI93772020-QA-01
[

Description -
250002

w £
1 Subject

Chaot

‘Main Category Sub Category
E [

b aaeveewe:
| Other Details I

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.

ice

vea BFLLE ver. 7.0

RECEIPT Create v Inboe Sent  Adwance Search FILE Create m Sent  Advance Search 55 Se ed  Advance Search

Send Send Ba Move To = reate Volume  Creote Part Park Close~

Send For Approval 19/06/2020  15/D6/2020 B &
S 08:54 PM 08:54 PM

ferf

@

3115477 AISE3/2070-0A-01

i} 4
= 19062020 12/06/2020
= 18 2070 e \ = Bal BT OIVISION

E 311539 A/941/2020-RTI Tesc Email & 5M5 4 Vandana Pal.RTIDivision =SS R Bl
m a0 ) . et e e 1BI0B/2020 20/06/2020

E 3115390 AIB40/2020-FTI Test Email & SMS 11 Vandana Pal, RTIDIVISION 880 =202 1
B I Yerur Sirsj Ahmed, eOffice  10/06/2020  10/06/2020
5 1 ¥ J93T/2020-QA-01 250002
< h Eneaz AEHEEROLY MMP... 0952AM  0352AM

Figure 305

2. Enter Closing Remarks in the file closing confirmation pop up window.

Closing Remarks

Hemarks ©
Work Donc.l

Toral 1LAAT | J90 Character 1

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.

-

eFile verso A E TG

Ceate ¢ Inbox | Sent  Advance Search ALE Creaie Semt  Adwarce Search DISPATCH  Sent  Retwmed  Advance Szarch

Send | SendBack | MoweTow  Crestevolume | Creses e | Park © Cosew | Search Hera. - Vew

T & | | s BRSEE -
= | [(E] | 2209 | £50-11/15:2020-801-DF5 | g | wef | S Shravan Kumar, 8s5T1_ | s B
7
Ea & 1000172020 1247 P | Send Far Approvat I
= | [r ]| 2172 | Bulding-2 14200601055 | wer || &g Shravan Kumar, ASSTH... | 0770172020 06:07 PN =

& ovrovzozoos07 PM

3
=]

= | [E] | 2170 | Dansaz-23/1/2020-B01-0F5 | wed | |y shravan kumer, assT1_ | [y O7/01/2020 05:46 PM
S NTINEON00 054E DM

I [F] 12116 | DEV-ESTT-{701i2020-601-0F5 | physical date check | Sg Shravan Kumar, ASST1,. | [, 07/01/2020 04:35 #M

T DOr01/2020 0527 PM

E.>

I[F] | 2113 | Buiiding 11010212020 B0 DFS | Physical due dste checking | &, Shravan Kumar, 5571, | [ 06/01/2020 12:30 M
: D6/D1/2020 1230 PM

B

':\'.

I [E] 2100 | 6-18/2/2020-B01-0F5 | wedwed | &g Shravan Kumar, ASST1... | [ 03/01/202002:47 PM
£ D301/2020 0246 PN [45] wed

Fold

| |E| 2060 | FCS13/1/2020-801-0F5 | linkfil main | Zo Shravan Kumer, ASST1 .. | [ 03/012020 10:41 AM
: D3/01/2020 10:42 AM

| [E] | 2084 | Builcng-27/1/2020-B01-0F5 | cocddrodeds | By shravan Kumer, assT1.. | [, 02/01/2020 0403 FM
£ 0202020 0404 PV

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 Cosing Approvel Remarks

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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Figure 309

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)

Sent  Advance Search HLE Create  Inbox | Sent  Advance Search 1SSUE Sent  Returned  Advance Search

Bulk Closing

Marure Camp. No. File No. Subject
All 4
File Heads
File Basic Head T File Primary Head * File Secondary Head ¥ File Tertiary Head T

Creation Date

.- | Narure | Comp. No. TL | Fille Mes. Created On 11 Created By Last Movement On 1]

| ASS37/2020-04-01- i S o Sarcja Kumar Patro, eQffice =
52 Volumel2) 250002 20M06/2020 0852 AM M. le

= Sarajz Kumar Patro, e0fice

& E 3115434 B/24/2020-04-D1 wiviediied 19/06/2020 1105 A =1oI7 Fmer e SO )
Gt Bk Hic

@ = 3115427 A1 141772020-Q8-01 migrsted note 18/06/2020 10:01 PM ;‘:;“"‘ Kuimar Patr, eORfice ®

Figure 310

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
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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.

a0
AEET

Sert  Advance Search RECEPT Creape »  Inbox  Sert  Advance Search CISPATCH Inbox Sent  Advance Search

Recenve Send | SendBack | MoveTo~  CreateVolume | CrestePart | Park | Close ™ 2T Eaarch Hare - Q& | FaView My view =

Submitmed Fies for dosing
anoroval

Figure 311
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47 { .
ﬂi ] Cermp, W g ¥ Sutjecs s By Bairiated 09 | | RequestrgBemarks | Approved FAefecied By | Adproved /Refected On i) | Desllng Secion Artion Remarks Seans Action
~
Maruath Bumar O, S i o e ' -
Py o wed FA sunonension wed /123019 01401 21 DO1OFE s ARPRCNEE
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£ om0 Ponil) w e BO1-OFE i APPROVED s
. 0 £ e il e =11 0O1-0FS et APPROVED ¥
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a3 AL, 01-DF: EFg wed 2122015 0121 Pl BOI-OFS wsl APFROVED o h
| 1 Iy 1 A e (ThE FENING oL
(R E wel PSTR e BO-FS HNDING oL
r an L. F= P wad wal A el 001.DFT FINDING oL
E 3014 BC L2010 DG1-DFS el farmack Eumal B4 2200125 PM wad B01-DFE FINDING oL

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.

o @File ver 70

Create v Inbox  Sent | Advance Search HLE Crence bnbox: | Sent | Advance Scarch SSUE Sent | Returned  Advance Search

13& Cose File ke
Requested By Nature Approved [ Rejecied By | A
175
ﬁ Mo records found © Both Physical Becwrenic
Approval Status
o=
© an Approved ! Pending Rejected
o~ Date
)
“d Initiation Date From
defrmmyyyy
ﬂ Rejection Dace From Rejection Date To
M dad/mmilyyyy B | ddfmmdam =
»EI
it
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).

- @File yver.70

RECEIPT Create v Inbox Sent Advance Search FLE Create | Inbox | Sent | Advance Search

Close File

Comp. No. 1| | File Ne. Requested By Requested On 1| ' @ Compurer Number

Me records faund B File Number
8 initaced By
2—=— B Approved/Rejected By
B Regquest Remarks
Q B starus
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.
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Closed (By Me):

i Saroja Kurnar Patr
n @

Sent || Returned

RECEIFT Create s Inbox | Sent | Advance Search Create | Inbox: | Sent  Advance Search ISSUE Advance Search

Search For Closed Files { byMe )

Section Closing Date
eOffics MMP Drvision T From e a

File Na. Subject Remarks

Closing Remarks

File Primary Head Fite Secondary Head Filz Tertiary Head

Clased On 7}

Saroja Kumar Patro, eDffice

020-0A-01 For eSign Test o 20/05/2020 0£:26 AV Enter Remarks =

Saroja Kumar Patro, e0ff
» Closed 202000401 ewsfwetwefve \‘;"J" umartatre, LSS JvDe/Z0I004:26 AN Enter Remarks =
> By Me
- - ~ _ Saroja ¥umar Patro, eCffice PR -

3/2020-0A-01 wefwefwefne M 5 20/05/202004:26 AWM Enter Remerks L3
MM..
Saroje K r . cCiffic

/20200401 fwefwetwetwate \J_i:“‘-‘ umar Patra. cOffice o onop 0es AWM Enter Remarks =
b
Saroja Kumar Patro, eCff

1020-0A-01 e “‘:"'ﬂ umartiatre, TSR 1o/06/2020 0743 PM  Enter Remarks s i
: d
Sarnia Kumar Parro, eDffice S . 2

Figure 315
e 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) —

Create s Inbox  Sent  Advance Search FILE [reate  inbox  Sent  Advance Search 155UE Sent  Hemrned  Advance Sesrch

Secdon Closing Date
¥ | eOffice MMP Division Y | Fram B T

File No. Subject Remarks

- -

File Primary Head File Secondary Head File Tertary Head

Cosed On |}

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.

1 e Saroja Kumar Patro
R i 0 -
wnsnece s € F11€ ver 70 £ @ TD[SHP|-EQOFFICE
RECEIPT Create y | Inbox  Sent  Advance Search Create  Inbox | Sent  Advance Search E5UE Sent Returmed | Advapce Search
E Search For Closed Files { byHierarchy )
Deparment Section Closing Dace
- e S Diiied v = =
175 LS e0ffice MMP Division X B T =]
Comp. Ne. File Mo, Subject Remarks
=
LB File Heads
File Basic Head 2 File Primary Head b File Secondary Head xd File Tertiary Head i
v
kd [ 5 ]
b Search
‘P m Comp.No. 11 | File Na. Subjary Clozed By Closed On 11 | Closing Remarks Action
L

Mo records found

r

Figure 317

Note:
= Users with role ‘Role_ClosedByOthersHierarchy’ will only be able to see this list.

By Others (All)

A @@ 0O

Create »  Inbox Sent  Advance Search Create  Inbox  Sent  Advanc = 5 e Feturned  Advance Search

-135 Search For Closed Flles ( byall )

Department Section Closing Date

T eCffice MMP Division ¥ Fcn BT =]

File No. Subject Remarks

- - -

File Primary Hzad Fil= Secondary Head File Tertiary Head ]

Closing Remarks Action [

Kapil Kumar Sharma, edffice

11/3005/2020-0A-01 Satru_Nic iihd

22/05/2020 11:00 AN 4good

Kapil Kumar Sharma, e0ffice

MM.. 19/05/2020 D48 PM time

neTwoThres Testing Draft by anuj

11(12)i3/2019-E0FFICE EOFFICE CORRESPONDENCE FROM DDA 2019 ;:“F“’ SRSy Offics 15/05/2020 13 PM d

Yerur Sira] Ahmed, eDffice

1/1208/2020-E0FFACE - Automation Testing MME

11/05/2020 D2:45 PM asasdose

Yerur Sirej Ahmed, eOffice
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MMP... [__j
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Figure 318
e 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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RECEIFT Create +  Inbox  Sent  Advance Search FILE Sent  Advance Search

Search For Oosed Files { byAll )

Department
MEC %

Section Closing Date
e0ffice MMP Dision ¥ From

Comp. No. File Mo. Subject

File Heads

File Basic Head ¥ File Primary Head b File Secondary Head

+ @@ 0O

Returned  Adwvance Search

] File Tertary Head

Comp, No. [ | File No,

Kepil Kumar Sharma, eDifice

O E 3111924 A-11071/3005/2020-Q4-01 Satru i
ol b b g M.

Kapid Kumar Sharma, eDifice
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E 3111356 estingGneTwoThree Testing Draft by anuj

Figure 319

v
[
Actlon

Clowed On [} Closing Remarks

22/05/202011:00 AM  Agood

15/05/2020 0448 PM  ume

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.

ALE Croate  Inbox Zont  Advanca Search DISPATCH Sent
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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.
Or

Select Files from Closed—> ByMe list and Click ReOpen dropdown action button.
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Figure 321

2. Enter the mandatory ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.

Regpening Remarks

Tatal 1000 | 337 Charecter &t

Figure 322
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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.

fflce eFile veren ‘50 B © o :.
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[
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Figure 323

2. Enter approval-seeking remarks in the ‘Send File for Reopening Approval’ pop up and click OK
button.

Send For Recpening Approval Remarks

For further acoan

Toxal 1000 | 351 Characir

Figure 324
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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.

3273 umar Patro
» 0 e

v Inboxs  Sent  Advonce Search FILE Create Inbox  Sent  Advance Search S5UE Sent  Retumned  Advanc

Requested On 11 Request Remarks. | Approved { Rejected By | Al

H

»
I onr ]

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.

= RECEIFT Create i ALE Create | Inbox  Sert | Advance Search ISSUE Sent Returned = Advance Search

= | Comp. No. 11 | File No. Subject Nature Approved [ Rejected By | A|

175
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Approval Status
]
= [+ Approved Pending Rejected
/3 Date
<2

Initiation Date From Initiotion Date To
PR e frhirn

p Rejection Date From
-
&b
C
1 H

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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Figure 327

e Files with Approved Status can be Reopened by clicking on Reopen Menu or Link.
e Files with Rejected Status can be moved to Inbox by clicking on Move to Close Link.
o 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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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.

Create v Inbax:  Sent Advance Search L Create | Inbox’  Sent | Advance Search 1SSUE Sent  Rewrned  Advance Search

Requested By Requested On 11 Request Type

Yerur Siraj Ahmed, eOffice
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1 E 3115363 A12/111073020-QA-D1 h‘;:;:.slrﬂj slieped etfce 10/06/2020 02:43 M Enter Remarks APPROVED  CLOSE Enter RemarksEnter Remarks

| E 3115340 A-12/1087/2020-QA-01 n:;’,‘;' _S"“j Smedetifies 09/06/2020 D3:24FM  Erter Remarks PENDING  CLOSE 2 Bx
O E 3115341 412/1028/2020-QA-01 h";;';_:l."mj Gty 09/05/2020 0324 PV Erter Remarks PENDING  CLOSE T
(] E 3115342 A-12/1089/2020-QA-01 el Ao TS 09/06/2020 03:24 PM Enter Rermarks FENDING  CLOSE S sx

MNP,

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.
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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).
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Figure 330

b
b

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 C(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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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.
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a A-11071/3944/2020-
| Pull Back Details E 3115003 QAL Enter Description 223 Filefinbox eOffice MMP Division  18/06/2020 07;58 PM Sharma,eOffice MMP
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Figure 331

3. Enter Pull Up Remarks in the Pull Up Confirmation pop up.

Reason For Pull-Up

Remarks *
For Urgenr work.

Towl 1209 1 S84 Charpcer jof)

Figure 332

4. Click OK to pull up the selected files.
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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.
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Figure 333

3. Click Pull up menu.

4. Enter mandatory Remark in Reason for Pull up Popup.

Reason For Full P

Remarks *
Fbl Urgent Work

Teeal 1000 | 985 Characser laft

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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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.

o €File ver 70

= RECEIPT Crear= v Inbox Sent

1:’_&3 Create Part | Pull Back

Creatre  Inbox Advance Search

- Cemp. Ne. 1] | File No. + Subject Sent To

Yerur Sira| Ahmed, eDffice

SentOn 1]

2062020

Sent  Rerurned

Currenty With

Yerur Sirs) Ahmead, eOffics

Advance Search

P3115485 A-11011/4052/2020-0A-01 Enter Description P e YT

E 3115480 B-1201 2/A2000-08 01 rrigration file test :;;"c:::;;':_s"a'ﬁa ?gt’gf&zl’ ;C“;:'cc‘: v:';‘:’l'."'h"""“"'

E 3115423 A-11041972020-0A-T1 p file xteral Jaskiran, nid2 falgifi?t Jaskiran, nid2

Po3115483 A-11/41972020-00-1 p file xteral Jaskiran, nid2 ?g:ﬁ’:;?f‘ Jazkiran, n1d2
Figure 336

2. Select Initiation Type in the ‘File Initiation Confirmation’ pop up.

3. Give Mandatory Remarks.

4, Click OK to initiate action.

File Initiated Canfirmation

Initiation Type *
Far Follow Up

Remarks *
Kindly Discuss

Toeal 10040 | §8& Character lafr

Figure 337

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).
A 0O

Saroja Kumar Patro
TD{SKP-EOFFICE

sour

eFile ver7n

F Eo T

Returned

Advance Search

RECEIFT Create »  Inbox  Sent  Advance Search FILE

File Inbox / A-11011/4422/2020-0A-01

Movement Details Draft = Edit Send Back

Create

Link Files

Inbox  Sent

Attach = Park

Advance Search

Close~ | More v

ISSUE Sent

E 3115917 A-11011/3422/2020-0A-01  Auvtomartion Testing

205
ﬁa Initiated Action Details
Comp. No.: 3115817 File No. : A-11011/3422/2020-0A-01
D
é Opening Date : 21/06/2020 Main Category @ Eszablishment
e Subject: Automation Tesing
52}
Currently with; 5arojs kumnar Patrg, eDffica MM.., Status: In Process
A
:= Action Details & Comments
:B Initizted By : Saraja Kumar Paro, eOffice MM. Initiated On : 21/DE/202004:32 AM
| ]
Initizte Action Type For Fallow Up Forwarded To : Yanur Sirg| Ahmead, eOffice MMP.
o
Q _' Initiation Remark : Inimiate Action Remarks
T

Action Taken By

Action Taken On

No records found

Figure 338

4. Select value from Action Type* combo box.

Action Comment

Action ype *
In Process

Remarks *
In Process.

Total 1004 | 983 Cheracter l=ft

Cancel

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.

Ll

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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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
eFile ver 70 I 0

2ENL

RECEIPT Create » | Inbox  Senc  Advance Search Create  Inbox ' Sent Advance Search 155UE Rewrned — Advance Search

164)  Initiated Adtions

Initiation Type Action Status

=] alate =:] Choose One ¥ Active 1k

gt

Section Action Comment Type
Select Section bt (hoose One

[

Initiated on 1] Initiation Type Clozed On 1]

Saroja Kumar Patra, eOffice

s ko B

B 2020-QA 01 Encer Description 223 20DERa0 s A For Follaw Up =%
MM...
ia Kumiar Patrs; €Omic
/2020-0A-071  Enter Description 223 F1/DE/Z020 04:44 A1 3‘:}*3 KumarPawg, eOBCE: L s =%
: Saroja Kumar Patra, eOff
ak! /2020-QA-01  Encer Description 223 21/06/2020 04:43 AM \‘;;“ umar e SRS kot Follow.Up =x
C ! NI

IE
¥ Initiated Actions < 3 =g e, o Saroja Kumar Patrg, eCffice s
12020-GA01  Encer Description 223 21/D6/2020 04:41 AM Far Follow Up =x
si5

MM..

(3]

Saroja Kumar Patra, eCffice

gnonoand E 0 1o 23 DNEI090 DAAD ALS

Figure 340

Eocfololl =

2. Search the File using Search Parameters at the top.

3514 n Sar
i -

Create  Inbax  Sent  Advance Search Sart | Returmed  Aduance Search

Initiated Date Initiation Type Action Status

From Dare B Talats B Choose One r Active b
Forwarded To

Department Section Action Comment Type

Select Department * Select Secion ~ | | Choose One b

Comp. No. 1| | File No. Subject Initizted on 1| Initiated By

Sarojo Kurnar Patro, eOffice

E 3115034 A11011/4438/2020-QA01  Enter Description 223 2106120200445 AM For Fallow Up ==
e [ Cose

E 3115033 A-11011/4437/2020-Q8-01  Erter Descripnon 223 21/06{2020 04:44 AM N';V:OJ‘ HIMer FemrD, BV o Fallow Up = x
Saroja Kumar Pam Ofice

E 3115032 A11011/44352020-0801  Enter Description 223 JUDRI2020 DAAT AN T A e Fallow Up =

17 e

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 1o Want Initiated Action close 7

Remarks *
Action Complered

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.
v" Physical file must be in received state in Inbox/Inbox Folder.
v’ File to be converted should not have any Attached File(s) or Receipt(s).
v Noting and Correspondence (If Available) must be uploaded in File Conversion page.
v

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.

Sonice = 2 CED =
¢ nis v ke s B F11E Ver. 25 & " TEX
RECEIFT Create »  Inbox  5Sent  Advance Search FILE Create  Inbox Sent  Advance Search 155U ent Rewurned  Advance Search
Movemant  Details Edit Send Send Back | Comvert | LinkFles  Attachw Park Closew | Dispatch | Morew
File Inbox / Ff33/2020-0A-01 P 3116085 F/33/2020-0A-01 File22
254 3
=1
ist of Correspondences
G3 fuscorco d B E
D .- Receipr No. / lssus No. Subjece Typ=: Marked As Auached On 11 Issued On 11 Remarks
=
Lil 22532020/EQFFICE Testing Receipt 23/06/2020 01:08 AM Convert File
@
W
]
m
=7
G ¢ I

— 3
B: Add Recaipt

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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P = 3
eFile van 5 L )
Create »  Inbox Semt  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Hewrned  Advance Sesrch
Movement | Detzils Edit Send Send Back | Comvert | LinkFiles | Attach~ Park Close~ | Dispatich =~ Morew
File Inbox / F/33/2020-QA-01 P 3116085 F/23/2020-QA-01 Rle22
54
[FEQ| File Details
Comp. No. : 3116085 File No. : Fi33/2020-0A-01
D
é Creation Dote ; 21/05/2020 07:38 PM Main Cotegory :
Sub Cotzgory:
‘\.
| Subject: File 22
m Corraspondences
Receipt / lssus No. Type Marked As Subject Attached on PDF Action
- —
-E' 2258/2020/EDFFICE recaipt Testing ii;DEfzmo i
E L CRE [
C
Noting | Pof Cinby <= 25 MA

Figure 344
6. Enter mandatory Remarks in File Conversion pop up.

7. Click OK button to convert file.

File Conversion Confirmation

Remarks *
Cornverted

otal 1004 | 991 Characser laft

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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Coma. No. 11 | Fila Na.
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"""""" - “

Figure 346

e File available in Conversion Draft list can be Searched using module search (Computer No., File
No., Subject and Subject Category).

354 SHFIJJ umar Patro -
:?m eFile Ver 7.0 N n FEICE

RECEIPT Create v Inbox Sent Advance Search Create | Inbox | Sent | Advance Search I55UE S5ent | Rewmed | Advance Search
File Co ion (Draft)
File No. Subject Category

3115020 A-11011/4425/2020-0A4-01 Enter Description Establishment
3115761 A-1T01 14270202 0-05-01 Enter Description Establishment
3115760 A-11011/4269/2020-04-01 Enter Descnption Establishment
3115759 A-11011/4268/2020-0A-01 Enter Description Establishrment
3115758 A-11011/4267/2020-0A-01 Enter Desaniption Establishment
315707 A-11011/4219/2020-04-01 Enter Description Estoblishment

Figure 347

File Conversion Completed List

File Conversion Completed List will display record of Files which were converted to electronic File.

e C(Click File>Conversion->Completed to open conversion draft list page.
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Saroja Kumar Pacro

Returned

file 11

290672020 07:44 PM

Saroja Kumar Patra

Enter Descripoon Establishment Saroja Kumar Patro 21/08/203007:3T AM  ConuerredConvert

Enter Description Establishment Cargja Kumar Patro 21/06/2020 04:26 AM  Converted

Enter Descripoon Establishmant Saraja Kumar Pama 20/06/2000 09:58 P Conustred

Enter Dezcription Establishment Zaroja Kumar Patro 20006/2020 09:24PM ConvertedCreate a Green Note
Enter Description Esmablishment Saroja Kumar Para 20/DE2020 0923 P ConvertedCreate a Green Note
Enter Description Establishment Laroja Kumar Patro 20¢06/2020 00: M ConvertedCreate a Green Note
Enter Descripton Establishment Saroja Kumar Patro 2000672020 09:21 PM ConvertedCreate a Green Note
Enter Description Establishment Zaroja Kumar Patro 20/06/2020 09:20 PM ConvertedCreate a Green Note
Enter Descripton Esrablishmert Saroja Kumar Para 2062020 0919 PM ConvertedCreare a Green Note
Enter Description Establishment Saroja Kumar Patro 20/08/2020 07:36 PR ConvertedCreate a Green Note
Enter Description Establishment Saroja Kumar Patra 20062020 0707 PM ConvertedCreate a Green Note
Enter Deccription Ectablizshment Saroja Kumar Patro 2NDR2020 0704 PR ComvertedCreate 3 GQresn Note
p file xteral Sarcja Kumar Patro 20/06/202011:31 AM  Converted E

> Completed
.,

o ARG IR

Figure 348

el Domrrecdics BN

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

e@ffice

wosnsersoomon. € F11€ ver 70

PA-EOFFICE
‘ n PA-ECFFICE -
- i

RECEIFT Create s Inbox | Sept  Advance Search FILE Create Senc  Advance Search 55 PA-EOFFICE
PA-DOG{Rachna Srivastava)
sSend Send Back = Move Tow  CreateVolume — Create Part Fark Search Here. Fite(E-O/D P-1/1] Receigt(E-3!3 P-0/0)
t ot(E-3/3 -
I:Il T S = S T R
PA-EOFFICE
3092227 P-12017{11)/22/2019- Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice  31403/2020 31/03/202D File[E-0/6 P-0/0) Recelpt(E-13/21 P-0/2
EQFFICE Kamataka State Un... MRP. 05:41 PM D7:02 PM All
E 3105870 P-12011(11)/16/2020- Approval for implementation of eOffice Seroja Kumer PatrocOffice 3040372020 30403/2020
zt EOFFICE I Narious ... WIMP... 0216 AW 10:21 AM © Logout
E 3105297 P-12007{11)71372020- Approval for implementation of e0ffice  Mirvesh Kumar,e0ics 24/03/2020  24/02/2020 =
EOFFICE [SPARRDW) i... MMP Divi. 09:41 AM 09:41 AM =1
£ 3105600 PAZONI1 572020 #pprovl far implementation of eOffice  Serojs Kumer Patro.eOffice  20/13/2020  24/03/2020
. EQFACE in variows ... WMMP... 12:12 PM D5:38 AM
E 3105272 P-12017{11)/12/2020- Approval for implementation of eOffice.  Sarcja Kumar Patroelffice 17/03/2020 17/02/2020
o EQFFICE invarious ... MMP... 01:16 PM Di: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.

Areyou sure to switch post 7

Cancel

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.

1~
?(m: efile
RECEIPT Creste » Inbox: ‘Sent  AdvanceSearch FILE CTreate  Inbox Sent  Adwance Search IS5UE Sent FReturmed  Advance Search
Movement Details Draft = Edit Ser Send Back | LinkFles  Attach~ Park Close> | More
File Inbox ¢ A-11011/4745/2020-0A-01 E 3116386 A-11011/4745/2020-0A-01 Automation Testing
G2 54 v Q0 == O —
PPl Note 1 ! f :

A
W 23/06/2020 05:08 FM Saroja Kumar Patro
INDIVIDUAL

‘Al‘ Note £3

]
|
— |

23/06/2020 05:08 FM Yerur Siraj Ahmed Q )

Figure 351

2. Select the Radio Button (Complete File, Details, Noting, Correspondences, Draft, Local
References, Movements History, and Action Detail) as per requirement.

-“"‘ n Saroja Kumar Patre
we File ver 70 A TI{SHP} EOFFICE

RECEIFT Creake ¢+ Inbox  Sent- Advance Search RALE Creste Inbox Sent  Advance Search ISSLE Sent Rewrned  Advence Search
Movernent | Details Diraf = Edit Send SendBack | LinkFiles  Attach = Park Close= | Morew
File Inbox ¢ A-11011/4745/2020-QA-01 E 3115336 A-11011/4745/2020-QA-01  Automation Testing
27T Tz
aa © compiete File List of Carrespondences
| Receipt No. [ |ssue No, Subject. Type Marked As | Attached On t] | Issued On f] Foges | Remerks
i 1
= Detals | Customize
— Ne records found
P Nating
7]
m COITesponaences
L*4
Draft
Flad
Local References R  [BIE
=1
¢ Movement History
Action Details

Figure 352
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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.)

. T~ iz Saroja Humar Patro
eoffice . [ g Qe '
comrm wersuuce o €F11€ ver 70 8 G TDISKP-EOFFICE

RECEIFT Creste » Inbox:  Sent  Advance Sesrch HLE Create  Inbox  Sent IS5UE Sent Returned  Addvance Search
File | Receipt  lssus P:Global | E:Global &~

. Camp. No. File No. Subject Origin

Inrernal T | | Indude Closed
Search File

Send | Reopen | Receive | Pull Up | Pull Back | Unpark ¥r (=)

Comp, No. T} | File No. SentOn 1} Forwarding Remark | Currently With

Mo records found

Figure 353
2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
D = ; o i en -
Advance Search
ERI File | Receipt  Issue P:Global | E:Global | €~
X . Comp. No. s File M. Subject 0|:|8P_I:|M T i s Pgly::j:l Scope
= Electronic Scope
Search Fle Global
Send | Reopen | Receive | Pull Up | Pull Back | Unpark LA "]

Comp. No. [l | File No. i il Forwarding Remark Currently With
|

Mo 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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rea €File ver 70

s . | -
File | Recelpt  Issue P:Global | E:clobal &

Comp. No. File No. Subject Origin )
= Intarnal T | || Include Closed

B Recsived/Sent Remarks ®
[1h] B FileHeads Department ¥ Select Section * | | SelectUser
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S

File Heads Subject x
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B

Creation Details
- X
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References Old Physical File No.
= -
E Previous Later Old Physical File Na.
(=)

Send | Reopen | Receive | Pull Up | Pull Back | Unpark

Comp. No. 14 | File No. | Location | Section SentOn 1l Forwarding Remark  Currently With

Mo records found E;]

Figure 355

Note:

= Additional Parameters will not be available if Origin of File is selected External.

Click Search File button to search the file records.

5.

6. Opt for default output fields or Select/Remove output fields. (Computer No., File No., Subject and
Location cannot be removed)

Sent | AdvanceSearch = |SSUE Sent Asturned

P:Global | E:Global @~ *

Comp. No. Filz No. Sulgject Origin
- Inzernal ¥ | LI Inciude Closed

[

Send | Reopen | Receive | Pull Up | Pull Back | Unpark i

|
Comg. Ne. [} | File D, Forwarding Rematk

Curenty With

o records fourd Al

2 Comp. No.

B File Na

8 Subjeat

& Locatian
Opening Date

B Currently Wich

B Seciion

| Degartment

B Forwarding
Femark

B SentOn

| Stetus

| Clasing
Femarks

" Creation
Femarks 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.

Details: Clicking on details action link should display the complete Details and Movement of File.
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File Migration

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).

i&j Migrate Fle 3
8! :
T

Subject

Sub Category
¥  Choaose One

T
Other Details l

&

m'x.

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 Salection Cialog

+ Expend All
3012320191 - Cocy 119}
| C50-123.2019-1 - Copy [28)
TS 2T T O ST

W CS0-123-2019-1 - Copy (34)
€50-123- 20191 - Copy (39)
C50-123-2019-1 - Copy (49

19-1 - Copy (40)
20191 - Copy (41)
330191 - Copy (42)
20191 - Capy (43
23-2019-1 - Copy (44)

1123.2019.1 - Coow (451 2

Figure 358

5. Select the required documents (PDF) from respective folders (Issues, Receipts. References and
Noting).

- 5 Jezm Sarajs Kumar Patre
eeéffice . » 8.

Semt | Advance Search FILE Create Ibox  Sent Advance Search IS5UE Set Returned  Advanice Searth

= Collapse All 2

v (3% C30-123-2079-1 - Capy {15)

|Previous References | (Later References

[+ 7 Notel.pdf
[0 ~I[3 Moce2 pat < = = =
=i recaip “ Choose One = [ Choose One = || Choose One '| | Couze One = [ 2020 | | QALD1 ‘|
w 1411 Receiptl.pdf — = = = == —
54 1[4 Receipt2 pdf Cd Fille Mo *
v (=0 reference Selected document will | cs0122.2018.1 - Copy 28) @ ‘
2M |41 Referencel pdt be displayed here
| subjeer |
Ba R o Subjert
" ke
+H S Crinto
Notet pdf Receipt!.pdf Issuel.pdf Reference? pdf Main Category * Sudl Car=gary
Choose Ore * | Choose One b
'ﬁ { Other Details f
Remarks
lEi‘i ki

Carntinue Warking »

Figure 359
. Enter mandatory values for Description, Opening date of Physical file.
. Select Main Category, Sub Category, Previous and Later Reference, Language values.

. Enter Mandatory Opening Date.

O 0 NN N

. 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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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.

Inbox.  Sent

Aiyance Saar

Create  Inbox  Sent
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Created Om |}

Sent  Rewrmed

A @ 0O

Ot Physical File Mo,
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Appointment of non Indians
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Commaon Dffice Senvices
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Comman Office Services
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04/06/2020 0311 PM

remarks
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C50.123.2010.1 - Copy (28)
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CS0-123-20191 - Copy [19)

CS0-123-2019-1 - Capy (21}
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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.).

e 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).

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.
D i ifen-
i E 3116154 ABC1MV2020-QA-D1  fortest C50-123-2019-1- Copy (99)

S mewipr )

; 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.

BTN I0Z0MEORRCE

issusl pdr

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.

JCZ0 e W Caroja i

RECEIFT Creare s  Inbox  Sert  Advance Search E Creare Inbox SEnr Arvance Seartr) S| Sert Remurned  Advance Search

L
N e S S N
Ta— 1 BTSITOI0ECOFACE digdfgaty Racsipt + |#
Fi'i z sl pdr lasLie + |7 =
==
£ Note 1
L]
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.

Copyright © NIC, 2020
: Ver.7.0 [ 266 ]



ya 0

Create  Inbox Sent Amvance Seartn 551 Serw Rewrned  Advance Search

x Migrated Table of Content

5.Nn.| Correspondence Na.
1 BTG Z020/EORHCE

o szuat.pdf

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).

s BFile vor 70

IFT Create+  Inbox  Sent | Advance Search d Sent Advance Search 155UE Sent. Rewmed | Advence Search

Reference].pdf

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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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)

Sarmgs Kumar Patro

wance Seart

You have received a FILE from
SEA(YSA) EOEEICE

/ (==
i S.Nu,| Correspondente Mo, Subjent Type Actian
G7I0/2020/ECFFICE dfgdfzdfe Receipt + 7
iia 2 |=suet pdf Essue + A n
e
™ 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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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.

) Saroja Kumar Patro
8 GLEN LT -
TO{SEP-EOFFICE

Sam  Retumed Arance Saarch

RECEPT Crests ¢ mbox  Senr  ArkaEncs Seardh FILE Create  Ibox  Sent  Ardvance Sesren

Migration

o Folder Permiission

Select Department

Select 5ection Select User”
NIC -

= | e0ffice MMP Dhision

B Folders

+ Expand All | Clg

Figure 371

2. Select the section user using ‘Department’, ’Section’ and ‘User’ searchable combo box.
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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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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.

ile vera0

REC Create » Inbox Sent AdvanceSearch Create’ Inbox  Semt  Advance Search ISSUE Sent  Rewrned
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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.

A Simple PDF File

This i & avall cemoneieation pof fis -
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Figure 373

e 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).

. en~
= Search Here...
=R|
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Figure 374

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)
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Figure 375

Diarise Received Letter

STEPS TO FOLLOW:

1. Click Diarise Icon for dispatch in the Intra eOffice Received Letters list.

% Henv

Search Hare

ER|
F DISA12650/2020 CSOCSOCROSICSTe Saraja Kumar Pacro. sEmifranst micgmall com  22/MEMR02008:57 PM eDffice MMP Division MIC Mot Ciarsed
D DISA022020 CSOCSOCSOCSO0SOr SEroja Kumar Pacra SUMTIrEnaTniciigmall com. ZH0AZ02008777 PM e0ffice MMF Dwvison WIC Mot Deansed E.
DISA 10732020 edie Sefaja Kumar Pacro sumitfranat nic@igmail com 2T/DA202009:07 PM eDffice MMP Civision NIC Diarisen E_
DIs/11056/2020 Subject Seraja Kumar Faoro EUMT7rawatnicligmall.com  21/06/202007:38 PM e0ffice MMF Civison MIC Mot Ciarised B
m DISA0023/2020 Enter Description 223Testing RR. Piilay V02020 06:98 PM GANDH| NAGAR (STATE UNIT) MIC Mot Ciarised &
DISA0ET32020 Enter Desoription S&roja Kumar Psoro SUMTIranatn i:@imail.mm 200620200227 PM alffice MMP Division MNIC ot Ciarised B

Figure 376

2. Click Upload action button to select PDF files from local system. (If Required)
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Séffice

eFile ye.7
RECEFT Create »  Inbox  Senc  Advance Search ILE X Sent  Advance Search ISSUE Sent  Hewrned Advance Search

E 171

e Received Document Sequenced Documents
aa No Recard Found

[ § | Documents Action

E e

o o Record Found
>2]

p Upload New Document
g >
EA [ ] | Uploaded Documents.
:Ej Mo Record Found |
i f

&0

k9 &

.
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 Flectronic 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.

RECEIPT Create v Inbox Semt  Advance Search E Creste Inbox Sent Advance Search I Serit

Received On ||

MNS719872020 Encer Description 223 Jaskiran 20VDEIZ020 1128 PM O IMMIGRATION WMHA N1D2 Not Disrised LE;
NS 22020 Jaskiran 1S/D&/2020 1134 PM Cua IMMIGRATION WMHA N1D2 Nt Disrised E
MSTIBZDZ0 Jeskiran 19DE2020 0645 PM O¥a IMMIGRATION WHA NiDZ Diarized =
ntﬂﬁ!’mnﬁrlr\g recsip Jeskiian 12/05/202003:31 PM Do IMMIGRATION WHA NiDZ ot Diarised E

arinn Testng Jaskiran TV/I2020 17713 AM O IMMIGRATION WMHA Minz Mot Disrised L?—;

arTinn Testng Jeskiran TV/2020 717712 AM Cvo IMMIGRATION WHA Ninz Not Dirised E

aTinn Testng Jeskiran TV/2020 717713 AM O IMMIGRATION WHA Minz Mot Disrised E

Iesing LEsklizn 11052020 5113 an Dy ISP ATION LAHA Dz mopDisriced [E

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).

RECEFT Create vy Inbox  Senc Advance Search Creare  Inbox  Sent  Aduance Search ISSUE Sent  Hewrned Advance Search

Inter eCfice

Reccived On 1]

DI%7155/2020 Enter Descripbion 223 Jaskiran

2V06/202011:2EPM  Ovio IMMIGRATION

DISITIB4/2020 Test Jaskiran 15/0672020 1434 PM O IMMIGRATION

DIS71B0/2020 ferf Jaskiran

1306/202008:45 PM  Ova IMMIGRATION

DIS/T1320205 leskiran TEE Testing receiot Jeskiran 12/05/202003:31 PM Do IMMIGRATION MHA NIDZ Nat

DIS7124/2020 Automacian Testing Jaskiran 11052020 1913 AM  Ofa IMMIGRATION IMHA NI1DZ NotQ & 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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Create ¢ Inbox Sent | Advance Search HALE Greate  Inbox  Sent | Acharne Search I55UE Sent | Retuned | Advance Search
Dot= i i
sent Dace From Sent Date To
Enter Description 223 Jaskiran 20/06/202011:28 PM dekiimmhnany B | vy o Mot Diarised (i3
Test skiri 19/06/2020 1134 PM Mot Diarised 5,
est Jaskiran ! 1 Status ot Diarise; =
fert Jaskiran T19/06/2020 02:40 PM Ciarzed B
@ Bath Diarised ot Disrised
Jaskiran FHETE Testng raceipt Jaskiran 1205/2020 0331 BM Mot Cransed B
.
Figure 380

Diarise Received Letter

STEPS TO FOLLOW:

B 20 xRN P Ik

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)

®  SEnc  Aduance Ssarch FILE Creste  Inoox  Sent  Aduance Search ISSLE Sent  Fewmed  Advance Ssarch
Received Document Sequenced Documents
No Record Found =
[ § | Documents Action

[ ] |anacnn2mstrr.lmures | sample(i)pdf

No Record Found

Upload New Document

| »
@ | Uploaded Documents.
Mo Record Found | &

(===

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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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.

iap 0

Create +  Inbox Sent  Advance Sesrch FILE Creste Inbox  Sent  Advance Search SSLE Sert  Returned  AdvanceSearth

Email Diarization

Receivad On T}

Mo records fourd

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).

% Sent | AdvanceSearch FILE Cregte Inbox  Semt Advance Seorch 155UE Sent. Returmed  Advance Search
7 CET—
@ e

& Sender Email
B sem By

Figure 382

e Email available in list can be Filtered depending Sent on Date and Status (Diarised/ Not
Diarised/ Both)

e o

Sent  Advance Szarch E Create  Inbox  Sent  Advance Search EEUE Sert | Beturned | AdvanceSearch

Date

aﬂ - " Sent Date From Sent Date To

Mo records found ddimmAnnry B ommiey (-]
E_ Status

Q Ecth Diarised Mot Diarised
& R—
-
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)

edffice .
nexarm womarncs e CF11@ yer 7.0

E RECEFT Create »  Inbox  Senc  Advance Search FILE Creare  Inbox  Sent  Aduance Search ISSUE Sent  Hewrned Advance Search
E 171

e Received Document Sequenced Documents
aﬂ No Recard Found " | e
D 4

o o Record Found
>2]

p Upload New Document
g >
EA @ | Uploaded Documents.
:Ej Mo Record Found |
i f

&0
g

.
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.

Copyright © NIC, 2020
Ver.7.0[277]



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.

A O

Sent  Returned  Achance Search

Recipient Type ‘ Sent Through | Dispatched On 11

Namie: Autometion Testirg ASO, Autarmati
JJ0MVECFRCE  DIS/B873/2020 test sumject PUBLIC e e < Y 0
Testing
MName ALIDMETon Testng, ASC, AROMETion
2020/EOFFICE  DIS/BES3/2020 test subject PUBLIC Mo, S DUAERR i i@
Testing
: MName: Auzomation Testing ASO, Avtomiaticn
DiS/BAS7I2020 test suject PUBLIC U L0
Tasting
P MNamez: Automation Testing ASQ Automation
DIS/BETZI2020 TEST SLIOJ8CT PUBLIC o CRU * 0
Testing
DHS/E2I /2020 test sumjact PUBLIC e S O TR=K R SO AMIEROr Rl £ 0
Testing
.
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.

eFile ver 70

Create ¢ Inbox  Serit  Advance Search Creote: Inbox Sent Advarnce Search 551 Sent. Retumed  Advance Search

Mame: Autometion Testing ASQ Automation
Testing

FNEL20VEOFRICE  DIS/B373/2020 test subject PUBLIC

Mame: Autemstion Testing ASQ Automation
3166/ 20 AEOFFICE DIS/BRSSS 2020 Tesr sLbjecT PUBLIC CRU = O

> ADELOI0-ACK .
Testing

Mame: Autemstion Tesong ASO Autamstion

2 A06 2020 ACH I C PO EOERICE DISERST2020 et subiect PUBLIC

Figure 386

4. Edit the content of the acknowledgement (if required).

5. Click on Continue.
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-ef.ﬁ(.:.e eFile ve7a :“ n Sarl'alﬂ::::n‘:rr_rc =

= RECEIPT Create » | Inbox  Sent  Advance Search Crease  Inbox  Sent  Aduance Searth Sert  Rensmed  Advance Search
168 v = ~ Receipt De
B s L& B 7 US == == E =& H o= B Receipt Detsits
- N % x A- N ] 3 @ 30| Englieh Formata = Vardane 13px Nature ¢ E Comp. Na. 2 =0E3850
£: ]
aa Line Height Choose One Receipt No.: S1822000/EQFFICE Main Category: Cammon Office Senvices
B
1] ideo provides 2 powarful way to halp you prove your point. When you click Sub Category : Letter Ref. Now s
= Orline Video, you can paste in the embed code for the video you want to add.
You can aleo type 2 keyword to search online for the video that best fits your LaTter Data® Deltvery Made © Courier
o~ document.
L-l&" Sender Type:
Subject © test subject
FE Enclosures Remarks ©
T
28 B} Sender Deralls
L Min/Dept/Others: MINISTRY OF AGRICULTURE - Address: Automacion Testing
my Name : Mame: Testing 7 i &80
a ) Organisation : NI Email : Automation@getin
Country: INDIA State ; ANDAMAN & NICOBAR
CiTy/Distrcs : Pin Code :
,;.;@ Mobilz : 910458514 LandLine:
T
Fax:
=
=
]
% E
Send Later ml

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.

a0

Inbox  Semt  Advance Search 3 Create Inbox nt  Advance Sedrch 1S5UE Sent PRetumed — Advance Search

[
| Receipt Na. Dispatch Mo, Sabject
|

Mame: Automation Testing ASC Automation
Testing

AN T20200CK J1EM2WEOFAICE  DIS/EET32020 test subject BUBLIC

Mame: Automation Testing AS0 Autamation
Testing

| A082020-ACK FTAGZOZEORAICE  DISMEA5%/2020 TesT subect PUBLIC

Hame: Auromation Testng ASO AUIOmarion
Testing

Tl A0E/2020-ACK G4 202WEDFAICE  DISABESTIZ020 test subject PUBLIC

MName: Autometion Testing ASQ Autometion

AN ES20XLACK, 31BX02WEQRAICE  DIS/EETLI2020 test subsect 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.

o - WS en-
ki
.:u‘mwlmgmnl Receipt Na. . Sent Threugh | Dispatchea On 1]
12 : . Mame: Automation Testing AS0, Automation
AT2020-ACK 3162/2020VECFAICE DIS/88T3/2020 [esl SubjecT PUBLIC Testing CRU &l o
suns
. Mame: Aromation TestngASO Automanon .
408/2020-A0H 3155/2020VECFAICE Di5/8855/2020 test subject PUBLIC Testing CRU &=| 8
Hame: At tion Testing ASO, Automat :
AV6/2020 8CK HGUINECERCE  DIS/E857/2020 tast subject PUBLIC _I:;:’ S L e zle
N z
_ ~ ; . Mame: Automation Testing AS0,Automation
i ME0E0-ACK 3152/2020¢EOFRICE DIS/ABETIZ020 resr subject PUBLIC Testng CRU L0
.
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.

3 0
en~
e '
Creatz +  Inbox Set  Advance Search = Create  Inbox  Sent Advance Search ISSUE Sem  Returned  Advance Search
Resend  View Reminders E
! Returned On |}
Mame: Automanian Subramanian M
T0072020/E ; 1/06/2020 CB: 1 5] 1 i
67002020 EOFFICE test subject Testing ASC, Automarion TesTing e0ffice MMP D, 21/06/2020 0B:13 AN Dispatch Return to Officer @
669912020/EDFFICE test subject Martie: Ak i 20620200811 AW Dispaten Return ta Officer o
< Testing ASC, Automation Testing
BE9EI02EDFAICE Test subject Elurn: pesisligpngl S b 21067020 0209 AM Despanch Return to Officer L]
¥ Testing ASD, Auzomation Testing
Mame: Automacian Subramanian M
I ECFFICH T A 211062070 0507 AN iSpanch Retur i
G697 2020 EOFFICE TEST subject Tesing ASC Auomanon Testing afice MMP Div._ 0642020 0507 Al Dispanch Return m OfMicer ]
= - . . Mame! ALtomation Subramanian M . - . -
DISMN1017/2020 698/2020-ACK 6656/ 2020/EOFFCE test subject = o x 21/06/2020 08:05AM  Dispatch Return to Officer a
Testing 450, Azamanon Testing e0rice MMP Do
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.
Subject: The subject of the acknowledgement letter.
Addressee: The recipient details of the dispatch.

\lc\?lrhw

. 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.
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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.

A @ 0"

Create  Inbox Sent  Achence Search ESUE Sent Femumed Adance Search

Rl Wifici et FE =

e = [ e

Subramanian b,

Mame: Autametion

DI51021/2020 TD/2D2DATK S700/2VECERICE test subject e il 21/05/202008:13 AW Dispaten Resrn to Officer o
BEI202VEOFFICE IEST SUbject ?:;::gi‘;;:::‘:::‘anor Tﬂlng \'.‘sc:;;_tr:er;i:‘l?’“nl-\: 21/D5M2020 0811 AM Dispanch Reiwn (o Officer (i ]

i G53E/20RNECFFICE test subject f::z;gg:::a:am e ‘}:ﬁm:‘:’r': ZUDS202006:09AM  Dispatch Return o Officer a

;}{? - AL EEAT/202VECEFICE testsuBjecr ;‘:;:;:S“;::Lu;mqr Tesing fg:;::;;‘;’thl i 21/D5/202006T7 A DNspaten Remum to Oficer L]
T DISMI072020 BO/2020-ATK 5596/202VECFFICE test subject ?:;ﬁ;;fg";ﬁf;mr — ;::r'_u: n:;;”rh: 21/05/2020 0805 AW Dispatch Resure to Officer )

Figure 391
2. Select the required ‘Dispatch’.

3. Click ‘Receive’. (In case, it is in an unreceived state)

ya» 0"

Nk Senc Advance 3earch Cregre Inbaox SEr Advance Searcr| SSUE Sent Reurned  Advance Searth

ier. 7.0

Acknowledgement No. | Heceipt No. Returned On |}
Eﬂ £ Name Automacion Subramanian M,
021420 7021202 104202 st 1 1 ismatch Returr 1o Offi
DISA11021/2020 QZIZ020-ACK E700/2020/EQFFICE =5t sugject R skl 21/06/2020 0313 AWM Disstch Return w Officer @
Ea NS BUTHTIA00N Subramanian M,
! [ DISA1020/2020 TO2020-A0K EE59/2020/EQFFICE test sunject ol el 21/06/2020 0811 AM  Dispatch Fetumn to Off
] - i Testing ASD,Aucamatian Testing £0ffice MMP Div.. = e et o Siticer i
P
Gi = Neme: Autamation Subrarnanian M,
DISMTDS/2020 TONZ020-ACK BESE/2020/EDFFCE tasT 2T/DE/2020 0209 &AM Dk h Fi 110 Officer
- Sojes Testing ASO,AUomation Testing eOffice MMP Div._. S b o
] Name futomanen Sutramanian M
i ( o180 202 7 it s 06/20 7 izt 1
BA DIsA1018/2020 EI2020-ACK 6657/2020/EQFFICE =5t sugject e AR TeshilE foeeisteaienn 21/06/2020 05.07 AW Dispatch Retwm to Officer 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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Figure 393

6. From the returned list, select the ‘Dispatch’ and click on ‘Resend’.

Resend Remarks:

Toral T | S LT racter 12

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’.

—

ACED O

FILE Create  Inbox Serm  Advance Search ESUE m Retumnad  Advance Searth

T HZ4506/2020 Autarmatian Testing IHDG2020 1104 PM  ISSUE A0 /4935/2020-0A-01
Autamatian Testing 23/D5/2020 1112 PM 1S5UE AT 1011ME34/2020-0A01

Autamatian Testing IHOS020 TIATPM 1SSUE ATTOTME33/2020-GA01

£ Autamiation Testing 230520201108 P 1SSUE ANIO11/4032/2020-0A 01
#utamatian Tasting DGO TI06 PM ISSUE A10TAG31/2020-GA 01

> Sent/Dispatchad sutamanian Tasting 23DA/2020711T8 P ISSUE A1 1011/AS3AI20-GADT
Autamarian Tasting IDSE0TICE A ISSUE 1107 1/4E35/2020- A1

Erter Descripdion 223 IGO0 10CE PN 1SSUE AT 10T 1/4RE1/2020-04-01

Figyre 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.

3586
B
nbox  Sere Advance Searih Create  Inbox  Sevm  Advance Searcn SSUE m Returned  Advance Sear
E .5 c View Reminders
i Issuad On T} Currently In (File No.)
330
aﬂ Automation Tasting 23/06/2020 1114 PM ISSUE A-110171/4535/2020-04-00
5/20 FAutomation Testing 23/06/2020 1112 PM I155UE A-110711/9534/2020-0A-01
L
Butomanion Testing 23/DA/2020 711710 PM ISSUE A-11011/4533/2020-04-01
;;:‘ Automacian Testing IDA2020 1108 PM 1SSUE A:11011/4932/2020-0A-01

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.
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Figure 397
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Note:

Issue letter.

The Dispatch number will be unique against every dispatch generated for different recipients of the same

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’.

eFile ve70

Create »  fnoox  Sent  AdvEnce Seardh

ers | Miew Reminders

a0
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.
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’.

s Saroja Kumar
» @
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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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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.

Dispacch Decails

| Basic Details I»'. R Deralls

n Dispetch Details
Dizpatch No. DI5M3214/2020 Sent By

Sent On - Dispatched By Sarcja Kumar Patra, =0ffice
MMPF Division

Dispatched On 23/06/2020 111420 Delivery Mote
CRU Name Dispatch Mode
Mabile No. Motified Via SMS
Sent Through SELF

Subject Automstion Testing

H Communieation Details

Name Jasklran Designation ASSISTANT SECTION OFFICER
-G

Min fDept.fOrhers

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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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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Figure 403

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 ‘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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5. In the pop-up box, choose the required template of the envelope and click on ‘Download’.
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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’.

ile v

EIPT Creaste v Inbox  Sent  AdvanceSearch Create Inbox  Sent Advance Search

Receive Rexend View Reminders

Dispatch No.

DISM13201/2020

Dispatch
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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.

2

3

4

5. Addressee: The recipient details of the dispatch generated against an Issue.

6. Returned By: The name of the CRU who has returned the Issue against a specific dispatch.
7. Returned On: The date and time on which the Issue against a specific dispatch is returned.
8

. 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)

aazi:

4 Dis/13201/2620 I/S024497/2020  Enter Descriptong Anubhi Dk AL 2306/1020 0033 P Enter Remarks IS5UE o
-] ,.

bl = 015002020 I/30244902020 | Encer DescriptonTesiing Anubhi Gl o _'c"E ke 23106/202009:31 PM Enier Remiarks 1SSUE o
/i"' Subramanian M,

b DISH0989/2020 V302431672020 Enter DescripfionPhysical AnwibhiDelhi bl 21/06/2020 0543 AM  update postal details 1S5UE a

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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6. From the returned list, select the ‘Dispatch’ and click on ‘Resend’.
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Figure 409

7. Enter the mandatory Remarks in the pop-up box and click on ‘OK’ to ‘resend.

Rezend Remarks

Remarks *
Resserid]

Taist 1300 | 594 Charactar e

Figure 410
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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.)

> s EF11€ ver. 7.0
@f' a7 Create s Inbox  Sent | Advance Search FILE Create  Inbox = Sent  Advance Search SSUE .
G4 . & . G -
% File\} Receipt | lssue P:Glogal | E:Global &
lssue No. Subject Farms of Communication Prefix Physical S5cope
ﬁ’%‘ . Choose One ¥ | | Choos= Ond Global hi
Issued By Electronic Scope
Department * | Section * ||| Select User Global *
=
Issued On
From Dare To Date
A dedrmmn iy B cdimmiy -
(3]
Dispatch Deails
] Dispatch From Date Dispatch To Date X
] Hispach Ha S/ mmdyyyy By ddimmiany =] Disparch Through
"B Dispatched By
- Diepartmen: = Secsion -
Dispacched Te
E © Al Public  eOffice internal  eOffice External
- Name Ernail Id
E B8 Create Reminder a
B Actlons Issue No. Subject Type Issued By Issued On 11 Sent By SentOn 1l n- E
Mo 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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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’.

o EFile ver 70

PT. Create » Inbox Sent  Advance Search
Receive | Return
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Dispatch Rochna
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Sy S eOffice MMP_.
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M.
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— » Name Automarion X i o - . -
| DIS/1102772020 F08/2020-ACK test subject N . . Patro, eCffice 2106/2020 D220 AN Airmail Enter Remarks ACKNOWLEDGEMENT 8
Testing ASO Autometion Testing .
.
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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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.
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Figure 414
3. Click on the Dispatch No. to open.

4. Enter the Postal out and Register details.
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Organization
1aDe 10032218 SOOIy = DAl =
Choese One Chpose One
City/District Pincoda
Ta,
caRhna -anCAS22vwaalsE.l
k-Belo OCG L emhxipCood awhRoad ilehD Mobilz Emaii
eofficesa-nic@nic.in
- u3b neemlcdiwgokAen of royu tetre on =N adetd Nil Line Fas
Daa hRanae 4a 51aaC- 2rESv2
Yrou tetrel has eenb ee.dvierc oFr eufutr oimuainmeoicn apesle refre to the - L
podncocmaosse on 962167/CESFFCO0/LER Pestal and Out Register Details
Postal Mode * Fostal Charge Defivery Mode
¥ Emait L
Rase dg
QA-PEIEFFC Weight Mods Number
IgaeeDtde - (-GEIFECH)O0SAR
Peon Book No, Feon Name Out Date And Time *
*| [ddimmlyyyy s
Delivery Date And Time Delivery Status
iy = v [;]
= :
B8 copyright © 2020, designad and devaioped by MIC,

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.

—

Crestes  Inbox | Sent | AdvanceSesrch s T revned | oipetened

e Retirn Search Here -
e L N e R - §

Saraja Kumar
DISr1323172020 /302451772020 Automation Testing Rakesh Kumar, 50 New Delh Patro, eQffice 24/06/2020 D210 AM By Hand Send o CRU FEMINDER
M.

Transfer order & Mail Transfer PRAVEEN fodidfsdfwer erwerwerme

2 | EREEEES ) 1B2/2020-ACK : ;
5 request from ShriS... rwer

2406/2020 01 31 AM  Email ACKMOWLEDGEMENT &

Saraja Kumar
| DISIT1047/2020 1/2014368/2020 hgtrfde szhooernerg Patro, a0ffice JM062020 0716 PV Airmail bgEg FEMINDER L}
MM

Figure 416

4. Enter the mandatory Remarks (the clarification required) in the pop-up box and click OK.

Remrmn Remarks

“Tatai 1000 | 994 Crarecter lefe

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.

m

B = P [u

Create s Inbor  Sent  Advance Search IS5UE Returmed  Dispatched

Recetve Retwuirn

@ | Dispauh No. Issus/Ack. No. Subject Addressee Sent By | senton || Delivery Mode | Remarks

Saroja Kuirse
T DISA 32312020 V30245172020 Automation Testing Rakes Kumar, 30 Mew Delri Pag,eOffice  2406/20200Z10AM By Hand Send o CAU REMINDER
WM.
. , Ra
DIS/ 3223/2020 1812020808 trdieier oidcr iebtal Toatetcn & SpRAVEER boRititarer srictatcrwer fig " 290620200931 444 Email ACKNOWLEDSEMENT
requestfrom Shri 5. rwer SO MNP

Saroja Kuirar
7 DISM047R2020 113024355/2020 hEtride sahao,erherg Patrg, eOffice 21/06/2020 0716 P Admal bgee 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.

Disparch Decails

B Diseatch Detwsils

Dispatch Mo, DI5/13231/2020 Sent By Saroja kumar Fatro, eOffice
MBP Division

Sent On 24/06/2020 C2:1 0 &M Dispatched By

Cispatched On Delivery Made By Hand

CRU MName Subramanion M, eOffice MM Dispatch Mode Fost
P Dinsion

Mobile No. Motified Via SMS o
Sent Through CRU

Sulject Augomation Testing

H Communication Detsils

Rakesh Kumar Designation {e)

Mew 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

Action Taken By Action Taken On Remarks

Sarcja Kumar Patro,

£0fMfice MME Divisian 24/06/2020 CZ 1D AM Dispetch by CRY hes 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’.

File ver 7o

R FT Create )y  Inbox  Sent ISSUE

Print Envelope

A 0=

e R

Search Here.. -

e m Returnesty HEmEE S Drivery Moce m_ -

= Dispatch

Subramanizn

Saroja Kumnar Patr
Ertter DescriptionPhysicel  Anubti Delhy M.eOffice P =0 PR 2406020 02:58 Al update postal deteils 1SSUE 0.3
Div.. &
Subramarean P
Erner DescripionPhysical — Anubnl Delhi M, £07fice MMP w;"c';'r;‘\:‘ ST 24D60202002:55 AM updare postal dergils 1S5UE a
A WM...
Subrsmanian G e
1 DNSA3248/2020 V30245342020 Snter DescriptionPhysical | Anubni Delni M, e0fice MMP x ;’cl\i'v" P 20/D6I2020 0253 AM update postal datails ISSUE L |
i <Office MM...
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’.

© C Geen~
Returned On | § Delivery Mode
SRR Sarcja Kumar Patro,
Di513250/2020 1302453672020 Enter DescriptionPhysical  Anubhi, Delhi M, £Office MMP a.‘.(r:'; Koha 24/05/2020 0258 AM update postal details IS5UE
Div.. A
Subramznian S A
DIS/13249/2020 V3024535/2020 Enter DescriptionPhysical  &nubhi, Deinl M, e0fMice MAP St il 20672020 0255 AM update postal detals ISSUE
= E eOffice MM pe
i 2 elffice MM._
Subramenian i
ﬁ DI5M324872020 113024534/2020 Enter DescriptionPhysical  Anubhi, Delhi M, eOffice MMP -.')‘I'.;: I..-;‘M.n s 2470672020 0253 AM update postal details ISSUE
Div_. e §
Figure 422

3. In the pop-up box, enter the mandatory Remarks and click on ‘OK’.

Reason For Pul-Back

Tota 1000 | 531 Oraraver B

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’.

e Inbox  Sert  Advance Search

B DIS3251/2020 30I4537/2020 Enter DescripnonPhysical

~| DIS1325072020 1{2024536/2020 Enter DescriptionPhysical

_| DISI3249/2070 1307453572020 Enrer DescripronPhiysical

AnupalDelnt

Anubni,Delhi

ANt Delni

issUE bk ]

M, e0Mce MMP

e0ffice MM.-

Subramenian
M, eOffice MMP

Saroja umar Pawrag,

Humar Pama,

2470642070 D200 AM

2406/2020 0258 AM

JAME0I0 0256 AW

updare poszal detaiis

update posta! details

updare postE dealls

ISSUE

I55UE

155UE

o4

LR

0.3

4. In the pop-up box, choose the required template of the envelope and click on ‘Download’.

Figure 424

Print Envelop

Choosz Print Template *
| Ernelope G5

Copyright © NIC, 2020

Figure 425

Ver.7.0[304]



A DIGITAL WORK FLACE. SOLUTION

Dispatched

The ‘Dispatched’ is the list of Dispatched made by the CRU against their respective Issues.

STEPS TO FOLLOW:

1.

D -
= Dispatch laspreesbbbbbbbb

Under ‘Dispatch’ module, click on ‘Dispatched’.

Subramanian
Test bbbbobbbbbbbbbb M, eCffice MMP  13/06/2020 03:37 PM 23/06/2020 D3:3TFM ACKNOWLECGEMENT @& 45

P bbboobbb D
hid
Subramanisn
5 Test ash M. EOMice MM 23/06/2020 0337 M 340R/2020 D3:3TPM ACKNOWLECGENMENT @ 13
- Div...
Gopal Gaur R
ol Subramania
O DSN31502020  TSWIOOACK  msige: ;gg"fua_ e M, BOTice MM 23/06/2020 D232 FM 23/06/2020 D237 PM ACKNOWLECGENENT @ 5
Poad JLN _. i
sy Subramanian
Testi 1 o
[ DIS/31442020 TI20204CK  EeE ::;;"‘L";:;"i's M, eOffica MMP  23/06/2020 D1:43 FM 23/06/2020 01:43FM ACKNOWLEDGEMENT @ &
e Div..
Road JLN _. i3
R
;.O;G:,-“_ .,0 in bikshakjsddediLan  Subramanian Kapi kuma
O oizosmon wsoesooenze  POBT kdbfieofeditsdils M eDfice MMP 2200620200343 FW  Shanma, <Office  22/06/2020 DB4PM  Courier sdcagesde REMINDER o
PESETEPAER  dkhshidhr.. Div... WM.
o 4.
Figure 426

The user can now see the list of dispatch returned. The following information is available

1.

2.
3.
4.
5.

6.
7.

8.
9.

Dispatch Number: The unique dispatch number generated against the Issue number.

Issue number/ACK no.: The Issue/Acknowledgement number against which dispatch is sent.
Subject: The subject of the Issue/Acknowledgement sent for dispatch.

Addressee: The recipient details to whom dispatch is to be made.

Dispatched By: The CRU details who has dispatched the Issue/Acknowledgement. (Click on user
name for more details)

Dispatched On: The date on which the dispatch is made.

Sent By: The user details who had originally requested for dispatch. (Click on user name for more
details)

Sent On: The date on which the request to CRU for dispatch was made.

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 ver30
EIFT Create »  Inoox  Sent  AmuEncs Search
IssuafAck Mo. ji i SentOn 1]
o
=il laspreet,bbbbbbbb  Subramanian
¥ DIZM3167/2020 J38/2020-A0K Test bebobobbbbbbobb M, eOffice MMP  Z3/06/2020 0337 PM 23/06/2020 03:37 PN ACKNOWLEDGEMENT @ 9
Fat bbbbbobb O,
<]
Subramaniar
P oissteanorn TIB020-ACK Tes: ashih M, eOffice MMP Z3/6/2020 0337 PV 23/06/2020 0337 PM ACKNOWLEDSEMENT @ 5
B: ..
Gopel 5w Sunramaniar
@ R v e Testng testing iz i i Wi o0 o
71 DIS13160V2020 T33/2020-ACK cest ggE engg Loadn M, eOffice MIMP 23/06/2020 0232 PKI 23/06/2020 0232 PM ACKNOWLEDGEMENT @ 15
Foad LA By

Figure 427

4. In the pop-up box, choose the required template of the envelope and click on ‘Download’.

Print Envelop

Choosa Print
| Ernelope G5

pl

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.

eFile ver7p
FECEIFT  Create ) Inboy  Sent  Amvance Searcn 15SUE Inboy Rerumed

Print Ervelope -
D S e N R NS

Jespreetbbbbbobn - - Subramanian
@ oiEN31672020 T3EI020-ACK Test bobbbbbbbothboh M eDMce MMP 23/D87020 03:57 PM 23/06/2020 D337 PM Claplie =, Regeneraie
bobnbbbD Div_

Search Hese..

Subramanian
] DS 3162020 7322020808 Test aghhh M, eOffice MMP. 23062020 03:37 PM 23706/2000 03:37 PM ACKMOWLEDGEMENT
Diiw.

Gopal Gaur “
Y : subramanian
_— - Testing testing ; - .
T DESAIV6EGR2020 TII020-ACK test BER — Vel M, eOffice MMP - 23/D572020 02:32 PM 2306/2020 D2:32 PM ACKNOWLEDGEMENT @
[-oach i
goan LN o
Gopal Gaur —
B Subramanian
| DNSA344/2000 T3272020-4CK 223 B::;T;uﬂ_‘:—g M, eOffice MMP F3MAZ02001:43 PM 23/06/2000 D1:43 PM ACKNOWLEDGEMENT @ B3
2l D
S
i’ :r.cr 2 biegehdkjeddeditnh  Subramanian
| DESA20952000 V302440002020 20 i ik skdhfksdfedinsdihks M, eCffice MMP Z2MAZ020 0843 PM 12062000 DE:42 FM Courier socsdcsde REMINDER L]
- Receipt Sent page dkihskidhf. B Di.
WA frdkjhskjdhf.. .
Tarun Subramanisr Saroja Kumar
L] D¥SA1065/2020 1130243752020 edie singheditedit Addre M, eCffice MMP - 21/06/2020 0841 PM Patro, eOffice 21/06/2020 08:39 PM  ELECTRONIC miristry chnge d I55UE L]
ssedi Dh. M.

Figure 429

3. Edit the content of the acknowledgement (if required).

4. Click on Continue.
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Inbox  Sent  Advance Search

Eﬁ Tamplate

— 0 % x aA-R & - % | ® B Engish - Formats - | Vordana
oE T Cnoose One
T scknowladgemend sent
52

L & B I 4 & FF EAE =" £° E I

i s |

Figure 430

a Receipt Details
Mature :

Receipt No. :

Sulb Caregory ©
Letter Date :

Sender Type :
Subject ;

Enclozura/ Remarks
B sender Dewmils
Min/Dept./Others
Name !

Crganisation
Country :
Ciry/DIsEric =

Mobile :

Fax :

6646/ 2020/EQFFICE
L1t

Test

MIMISTRY OF DEFENCE

saroja Kumar Patra

MDA

3448072124

Comp. No. ©

Main Category :

Lerer Ref. No.

Delivery Mode :

Address:
Designarion :
Email :

State -

Pin Code :

LandLine:

5057321

SCIENTIST E
sumit?rawatnic@gmail.com

GO&

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.

ffice

imen €F1l€ ver 20

Create »  Inbox Sent  Advance Search

Issuc No. Reply due dace ||

DIS/8102/2020  W3021434/2020  C1/06/2020

DIS/8342/2020  /3021637/2020 11/05/2020

CHE/BOGG/2020 1302143172020 01/06/2020
Notification 11/05/2020
} Dispatch Followups 04/06/2020
CHE/BA45/20020  1E029747/2020 (100672020

Enter
Descriptiondescription

sad

Enter

Oescriptiondescription

asf

Avtomation

Automation

Create Inbox Sent

MinMepciOthers

MINISTRY OF
PARLIAMENTARY AFFAIRS

MIMISTRY OF AGRICULTURE

MINISTRY OF
PARLIAMENTARY AFFAIRS

MINISTRY OF AGRICULTURE

MIMISTRY OF AGRICULTURE

MINISTRY OF AGRICULTURE

Advance Search

Delni

Autcmmation
Testng

Delhi
Aurcmaton
Testing

Autcrmation
Tecung

Autocmation

Testing

PUBLIC

PUBLIC

PUBLIC

PUBLIC

PUBLIC

PUBLIC

IS5UE Sent  Rewrned

3514
.

Dispatched By | Dispacched On ] Status

ACTIVE

ACTIWE

ACTIVE

ACTIVE

ACTIWE

ACTIVE

Sarnja Kuma
D)

Advance Search

rPatro
FFICE

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.

Motification Detail

Issue No. :
File No. :
Desired Action :

Interim Action Taken By :

Follew Up Recsipt No. (Inrerim) :

Final Actian Closed By

Follow Up Receipt Neo. (Final) :

Subject :

Final Action Closing Remarks

Interim Action Remarks :

Copyright © NIC, 2020

113021638/2020

zhedeig

Issued Against @

Receipt No. ©

Fallow Up Description :

Interim Action Taken On :

Reply Recelved Date :

Final Action Closed On ;

Status:

Figure 432

/302163712020
1987/2020/EQFFICE

osf

ACTIVE

-]
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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.

¢ Sent  Advance Search FILE Cregté Inbox  Sent  Advance Search 1S5UE Sent  Rewurned Advance Search
Reply ducdate 11 Description Min./Dept./Others Address Type Dispatched On {1 Stotus
340
aa {INISTRY OF P! HNTARY
DIS/B102/2020 V302143472020 01/06/2020 Encer Descriptiondesonpton Vr\i;r_q‘f I PARLIAMENTAR Deinl PUBLIC ACTIVE
AFFARS
o=
- nismasziacen 302163772020 114052020 sad MINISTRY OF AGRICULTURE Automation Testing  PUBLIC ACTIVE
INISTRY OF P A i
SN DIS/BOGG/ 2020 /302143172020 01/06/2020 Encar Descripriondescrption w_\qgr’q\ AN Deinl PUBLIC ACTIVE
hkd AFFNRS
p DIS/B343/2020 1£3021638/2020 114052020 ast MNISTRY OF ACRICULTURE Automation Testing  PUBLIC ACTIVE
94‘.'1 DIS/BOEZF2020 1£3021 40272020 01/06/2020 Automation MINISTRY OF AGRICULTURE Automanen Testing  PUBLIC ACTIVE ==
P SY DIS/B445/2020 1/3021747,/2020 01/06/2020 Autornation MINISTRY OF ACRICULTURE Automation Testing _PUBLIC ACTIVE i= ¥

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.

Uosing Confirmation

Do you want ta close the raminder ?

Receipt No. / Subject /Comp. Ne.

Remarks *
DCioze

Tata 1000 | 935 Charamer lef

Reply Recaived Date?
2450642020

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.

w @File ver.70

RECEFT | Cremm= s | Inbox | Sent | AdvanceSearch F Create  Inbox  Sent  Advance Search ISSUE | Senc || Revurned Mh
.. [@ Signing Certificate

Deactivation Date m
i

16281994 Class t Individual Test 30/0172022 02:424 P 15/05/2020 0356 PM  Saraje Kumar Paro
16281994 Class 1 Individual Test 30/01/2022 0244 PM 15/D5/202003:56 PM  Saroja Kumar Patro 15/05/2020 03:58 PM
WA E
» Registration
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.

Inbox’  Sermt | Advance Search FILE Create  Inbox | Sent  Advance Scarch I55UE Sent | Returned  Advance Search

[ Cioning Certificate

Certificate Validity User Name Daamvm

16281994 Class b Individual Test 3070172022 0244 P 15/05/2020 0356 PM  Saraje Kumar Patro
16281994 Clazs 1 Individual Test 3000172022 02:44 P 15/D5/2020 03:56 PM Saroja Kumar Patro 15/05/2020 {3:50 PM
CEL ¢ N
» 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’.
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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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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).
. 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.
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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.
v User must have necessary role to add VIP contact

v Address book Levels must be assigned.

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.
STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.
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2. Under ‘Contacts’ tab, click on ‘Add Contact’. Add contact form opens on right side of the
window.
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Figure 441

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.

HLE Create  Inbox  bent  Advance Search Sent  Hewrned  Advance Search
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~|  eoffice Self Saroja Kumar Patro, eOffice MM.. F X
| eoffice Self Saraja Kumar Parra, eDffice MM... s x
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o[ BEEIEERM
S
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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2. Choose the required options as per your preferences. (For details, refer below)
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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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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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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.
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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.
2.
3.

7.

Under ‘Settings’ module, click on ‘Search Privilege for User’.
Click on ‘All Users’ tab.

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.

. Click on User’s Name to open View/Edit Privilege page.

Click on ‘Add New Section’.

. 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.

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.
2.
3.

Under ‘Settings’ module, click on ‘Search Privilege for User’.
Click on ‘Privileged Users’ tab.

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.

. 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.
2.

Under ‘Settings’ module, click on ‘Search Privilege for User’.

Click on ‘Privileged Users’ tab.
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A DAIGITAL WORK FLACE SOLUTION

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.

Figure 452
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Figure 453

4. Enter the mandatory*‘Content’ (quick note).

Cancel

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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