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Receipt

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

Diarisation of DAK/Letter

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

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

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

Important Points:

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

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

Copyright © NIC, 2020
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STEPS TO FOLLOW:

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

78 Shravon Kurmar

Advance Search

RECEIPT FILE Create  inbox  Sent  Advence Search IS5UE Sent | Returned

Create +

e I ]
Recelpt
S |tescsubjea | B Maritoch Kumar Ojha, BO 1 SECTL,,, a 140377020 10:11 AM (1] #
» Blectronic OF5 | OCS Universtty | Sa Manmsh Kumar Ojha, B0 1 SECTL. | fEg, 14/03/2020 D8:53 AM oOR s
= S @ | CCSUniversity | Bgy Mantosh Kumes Ojha, B0 1 SECT. [ 1440312020 0850 AM B #
@ CCSUniversiy | 35 Mantosh Kumes Ojhs, BO 1 5ECT L. TA/03/2020 02:37 AM & | #
L o o test subjes | 2oy Mantosh Sumar Ofha, 801 SECTI, | [y 144032020 01:01 AM B R #
{f} 140320200101 AM
[E] 252 | 358/2020/B01-DFS | test subject | Sg Manrosh Kumar Ojha, B0 1 SECTI.. [T, 14/D3/2020 12:58 AM B R #
{7 140032020 12:58 AM
[E] 2520 | 3562020BO1-DFS . testsubjeet | Bp Mantosh Sumer Ojfia, 501 SECTL. TR0 12:55 AM BB
m 14/03/2020 12:55 AM
[E] 2519 355@0200B01-DFS | testsubject | Sg Mantost Mumar Ojha, B0 1 SECTL.. | BED 14/03/2020 12:53 AM BRE &
{10200 1253 AM
[E] 2518 | IS42020BON-DFS | test subjesr | B Mantosh Kismar Ofha, BO 1 SECTE, By 14/03/2020 1251 AM B RS
) 14032020 12:52 AM
i (E1 7515 [ I[APOINAV-AFS | et mithinet | ® 0lomee s ¥ oo ik DA 1 EEOTS B 1 AITASNIN 1745 B84 | & .
Toral Records: 280 LHEN] 1+ [FAETPYEY NI

Figure 1

2. Click Upload button. The File Upload dialog box appears. Select the desired scanned PDF
document (up to 20 MB) and click Openbutton (Figure 2).

war Patron
ACE

3130 Saroja Ku
' 0-

Returned

Advance Search

I5SUE Sent

Advance Search Creste  Inbox  Sent  Advance Search

B piary Details
Diary Dote Forms Of Communications Language
ey 2| | Lemer Bengali b
@ File Upload »
Letter Date Leter Ref. Mo.
T + ThisPC » Desktop * CBP [Basic Lisers] v u AT 8
Mode Number Sender Type
Crganize Plew foldsr x - Choose Ore L
&1 Pictures &N Mame Date modified Type Sie=
G 5 v
LBP [Basic Users Sample 2 06-May-191038.  Adobe Acrohat U A7 KE
eFile Manuals o] Sample Letrer 31-Dec-12 248 PM_ Adobe Acrobat D... 260 KB
Office2015 [%] Sample Recept2 17-Dec-12 252 PM 5 KE - Add to Address Book
‘aibhav ] Sample ATl Letter 04-Dec-1 Pra 103 KB
[E) semplet 06-May- Adobe Acrohat D... Y
s Onebnve [E] Samgle3 06-May- o Ad robat .., 13 KB Designation *
I This Be [£] signed Dratt U5 Jul 13776 FM  Adobe Acrobat .. 5 KE 8- or
- 30 Objects “
File narme: |Scmp|e Receipt 2 ~ | |Adobe Acrobat Docurnent & Emadh
Open | Cancd
=
S
1 ..MM,,@- Generate & 5end | Genera
m CopyTight © 2020, designed and developed by MiC,

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

WO AR RN G, 0% Wity O

S S S A MO Y R e T TRAR W) S0 pwiie g e
Ul R T R R E S e
o o o on B

At Aty e

o*GuE'-°5iE',8u~_.

- Qs cu
O Wt Al fon T g g s
1 e stust T SN pupas @ W & el wom B s sopee wia 8 s o
LU g g O 200 Maw s B g R RXRowr alan srceron
TRECh OAC 0% POrTTemte JNGA O Nz & R T 190] B NAOE 2 bvwie Svlovens
B R PR A 15 e e el @
[N
Commiry . B
Part of the Army headquartors in Delbi has been sealed after G - = ol
avoldier tested ponltive on Friday. The coronaviras cave J
count tn India has crossed the 0,000 mark with the death [y

toll nearing 2,700, Finance Minlster Nirmala Sitharaman
will address another press confercnce (oday on the Rs 20
. e d by PM Modi On Thursd

LA

Figure 3

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

2@ 0O

Reurmed

Avarce Search FILE Creare It

Serit Aichva NCe Search

PuLin a Tile Atlacth= | Draft= owledgement

E 5057132 8461/2020/EOFFICE  Comman Office Services

Basic Details

Comp. No.: 5057132 Receipt No. 1 B461/2020/ECFFICE
i
3 Narure Eleceranic File No.
Hie AR WS LW, 1008 AT g
= Main Category Comman Office Services  Sub Caregory :
SteE TR e A W TS ST S R | S5 S S A Fram : Gopal Gaur Testng Designation : testing engg
'-\'-l\';&!\a’ TEET T AR S AR $hETE 1004 T 06 3 100% @i =
Forms of Letzer Delivery Mode By Hand

AEFT AT A S

g wvil ¥ Sl g & g

Communications :

Sender Type © Letter Ref. Mo,
BT TS FAEA TIET AEtanT ST Sr O # W S ] S e St o

TEA MAA A H A R S # ) §E Ry SRR OSSR Lerver Dace flecelved Date ; 12/06/2020

TIETA ¥R MR ORI AT 81 FhS S S ¥ 1861 7 2010 3 2 S Diary Date’ 12/05/2020 Diarised By : Saroja Kurmar Patro, =Off

5§ W= AHEed 58 TR A TR oA e MMB Divisian

English Subject: gopaltesting. §

Part of the Army headquarters in Dielhi has been sealed after Enclasures Remarks © BH.55

a soldier tested positive on Friday. The coronavirus case Address : Loadhi Road,|LN New Delhi

count in India has crossed the 30,000-mark with the death i et
toll nearing 2.700. Finance Minister Nirmala Sitharaman 2 2 o
will address another press conference today on the Rs 20 | Dispatch Attached/Detached Closed

lakh crore package announced by PM Modi. On Thursday, | | s— ] %

Figure 4

Note:

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

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

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

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

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

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

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

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

« eFile var 7o

RECEIPT Create »

Receipt

} Creared

-1 101002457020 BO -0

I 03403/2000 02:51 PM
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F || 3653 | fward Sec-11010022/2020-B01

f oa3t0s2000 02:31 PM

P | | 3652 | Award Sec-11010/21/2020-801 -

{h ozwosea0z0 D2z PM

[F | 3649 | Sward Sec-11010/19/2020-801 -

£ om0 1127 am

E| 3827 | &/7i2020201-DF5 | dfgdf | &g Wznosh Kumar Ojha, BO 7 SECTL...
Tocal Records: 204

ec1-11071 0 26/2020-B07.0

FILE Create m Sent  Advance Search
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SECTL..

fE3, 03/03/2020 0305 PM

secT. | [, 030372020 DESE P

{51, 03/03/2020 02:55 PM

secT... | 3 03/03/2020 0250 PM

SECTL. ﬁ 030372020 D245 PM

sect.. | [, 03/05/2020 0234 P

sECTI. | [Eg 03/03/2020 0225 PM

SECTI. | [, 03/03/2020 11:25 AM

52, 020320201292 FM

Returmed

hravan Kumar
1}DFS

Advance Search

B #

S
RIB .
MIEH - IENENEEN AL

Description:

Figure 5

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

Senc  Advance Search

Generate Acks

FILE Creste  Inhox
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Cent Adunnce Search
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ACP and other related matiers
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14/03/2020 0536 MM

4022000 05:35 A

14/03/2020 0152 40

1403/2020 01:43 AM

1420302020 01:45 A

14/03/2020 01:45 WA

14/03/2020 01:05 A4

i@ 0

B#
=8
®#
B #
B R
Bo# 2
Bg2
B # 2
B# @
B #

Figure 6

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

column heads.

The list of receipts can be filtered on the basis of Nature, Subject Category, Reference (VIP) and
Creation Date range by clicking Filter Icon in menu bar.
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e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject and Remarks, by entering at least 3 characters.

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

RLE eE1e

&

296
EZ E 1586 s sibjen ACR related maers 1V02/2020 0641 PM
S———.
o E 1570 et subject ACR related maters OB/02/202012:46 PM |  Select Search
=
E i5% = e subjeet ATR relet=d maters OAIIIF2020 0721 AN | SHOPC
Oper —_—
| E ta72 ezl text Menu on ACR releted maters 0770272020 03:24 PM =]
& E 14 srand — | Cantextl 2 :
S| it ® " Right Ciick = > =
1 E 1454 9N B Send L ACR reizted momers 070212020 (420 B
J{? E 1453 tmst et AR relatzd mat=rs 7/02/2020 04:18 PM =
2B E 1452 tee sUbjecT ACR related mamers 07/02/2020 0415 PM L]
- ) E 1408 RS subjed ACH related marers DRIOZ/2020 0515 AM E:]
é 3 E 1380 tes subject ACR relotid maters 50272020 0825 PM ®
& P 1357 /BOY.0F5 bt AR releted meszers 05/02/2020 06:24 PRI IEE]
=)
=
Total Recoros: 21 e [EXEEN I
B8 cooyrignt = 2020, sosignod and covalcped oy NIC.
Figure 8
Note:
.

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

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

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

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

Copyright © NIC, 2020
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= Send

= Putina File

= Copy

» Generate Acknowledgement
* C(Close

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

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

»  Edit

= Attach

» Draft (For Electronic Receipt only)

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

Copyright © NIC, 2020
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Receipt Inbox

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

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

Kumar

FE

E RECEIPT Creans W Sent  Advance Search FILE Create WLLLTEY Sert  Achance Searcn

37 MoveTe=  Create Volume | Create Parc Park Oose >
% Receipt
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£ 03/03/2000 02:51 oM

7| 3654 | Award Sect-11010/23/2020-801-D... | Enter Description | Sg Mantosh Kumar Ojkd, BO 1 SECTT... Ez D3/03/2020 02:45 PM B #
& osioaae oz Pu

[F] 3653 | Award Sect-110T0/Z2/2021 B01-0. | Enter Descripticn &5 Mantosh Kurnar Ojhs, BO 1 5ECTL... | [, 03/032020 02:34 PN & #
& osoTz0z0 0234 PM

%

[P] ' stz | awara Sec-11070/21/2020-601-D_ | Enier Description | 2y Mantosh kumar Ojnz, 601 SecTi | (g, 0310342020 0228 PM [
{3 03/03/2020 02.28 PM

[P] 3649 | Awiard Sect-11010/15/2020-601-D... | Enter Description | &g manrasn kumar Ojrz, B3 1 secT | (£, 03103/2020 11:26 AM B #
& 02032020 1127 AW H
el oo | s Sospor oroac 5 = 02n0on 000 Da B &
Figure 9

Description:

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

. - 1, e -
e@ffice . .
s ey somea € FLLE vor 70 4G
RECEIPT Creats » Sec  Afvance Search ALE Creare  Inhax  Senc | Arhanoe Seart 155 Sent | Aerumned | Atvance Searth

2 Receive | Purinafile | MoveTow | Send  SerdBack Copy
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g |E| 1533 | 103772020801 -0F5 | abadefz | e Mentos Kumar Ojha BO 1 SECTL.. F-_b ORA02/2020 07:00 A 1"
0 cezrzoz0 om0 AW
w4 el [F]1 1531 1035/20200601-DF5 | abodefy &y Mertosh Kumar Ojfa BO 1 SECTL. [y 08102/2020 07:04 AM B
) omn2r2020 07:05 4
] = R i ; =
[P]| 1530 ' 10342000/801-0F5 | abcdefs &g Mertos Kumar Ojha B0 1 5ECTI [y 08A02/2020 07:02 AM ®
28 ) 0822020 0703 AM
L ]
o [P] | 1521 | 1025/2000/801-DF5 | abcdefs | &n Martost Humar Ojha BO 1 SECTI [ 0B/02/2020 0550 AM ®
B: 9 cem2202006:50 AM
Figure 10

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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Copyright © NIC, 2020

The Inbox list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Sent By, Sent on, Read On, Due On and Remarks (Figure 11).
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Figure 11
List of Receipts can be sorted based on Computer No., Sent On, Due On and Read On.
Legends and Color Code are used to differentiate various receipts in list.(Figure 11)

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

n
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TOI020 TeIZ/2020
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F F BB B @
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Figure 12

The list of Receipts in the Inbox can be filtered by clicking on the Filter Icon in the menu bar on
the basis of Nature, Read/Unread, Priority, Subject Category, Reference (VIP), Sent Date
range, Due Date range and other Flags/Label such as Important, Due Date Elapsed and Action
Initiated. (Figure 13)
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e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender and
Sent By).(Figure 13)

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

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

@D
= Creste  Inogx  Senr  Advance Search
12 e -.
% | Camp. Mo, 1] | RecsipnNo, D Seif Section Hicrarchy
Hj . RE 1040/2020/B01 -0FS test subjes Mantcsh Kumas Offs, B0 1 SECTIL.. g;fzfﬂ & Slszz:ﬁfm [
= P 13 1057/2020/80 -DFS atedefg Marniosh Kurmar Cjfhe, B0 1 SECTL 2:3:'33}} g:jg'mm A
ihs [ o7 s Mo e O, 801 561 BTETED BRIz "
Figure 14
Note:
= Receipt View will display Inbox list of users in Section and Hierarchy, no action will be allowed on
them except ‘Pull up’
= Receipt is to be pulled up, to view its inner page and take other actions.
e The Attachment Icon next to Receipt no. is visible in case File(s)/Receipt(s) are attached with it

Copyright © NIC, 2020

and further can be clicked to see attached details.(Figure 15)

s O -

0TS AT P vewet

Figure 15
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e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

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

12. Select receipt and
click on ‘Receive’

P 1519 1023/20 Receive

P 1518 1022/2020/B01-DF5

Figure 16

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

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

Move To (My Folders)

Send

Send Back

Copy

Close

A ol ol

Copyright © NIC, 2020
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The receipts in an Inbox can be organized by creating sub-folders under Inbox Sub module and moving
these receipts into the created sub-folders. These sub-folders can be named by the user on the basis of the
subject categories or various others level categorization as suitable.

Create Sub-Folders

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

STEPS TO FOLLOW:

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

I L 0O

Create  Inbax Sent  Rewrmed  Advance Seatch

Semt  Advance Seardh

BO1.DFS | testsubiect | &g Mantosn Kurar Ojra B0 1 SECTL. | 5, DB/02IZ020 0T:16.4M

S5 Marmush Kumer Ofhe, BO1SECTL., | B 08022020 07:09 AM B

[P]/4551 1035/2020/B071DF5 o
i 08/02/2020 07:05 AM

2o Marigsh Kumar Offe, BO 1 SECTL. [T, CR/02/202007:04 AM el

[F]1 1530 1054/2020/601-0F5  abcdefy | Sa Mareos: Kumer Ohs BO1SECTL [ DEAO22020 0702 AW B
i teznz 0705 A

[F] 11521 10zsrz0z0mm0n-0Fs | ebeoelg | g Mantosh Kumar Ohe 50 1SECTL. | [ER 08/02/2020 06:50 AM =
i canzionzenes0AM

[Pl 11520 1ezamnzor

I 0RARI2000 D84S AN

st Kumar s 501 SECT iy DEOD/I0I0 0648 Al (7]

Figure 17
2. Click Move To~>Create New Folder.

3. Enter Folder Name in the Create Folder Popup.

Create Folder In er

Folder Name *
RTI

Lreate In *

{ Receipt Inbox

Figure 18

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

Note:
= [tis required to select the receipt beforehand from the receipt Inbox to create a new folder.
= Selected Receipts will move to Inbox Sub Folder.

Copyright © NIC, 2020
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Moving Receipt between the Folders

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

STEPS TO FOLLOW:

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

)

= Bip B

[
OfF ORD22050 0700 AM

& s

iy oao22000 0708 A

1035/2020/B071-0FS

abcdety | g Martosh Humer Ojhe, 80 1 SE

[2] 1 1330 | 10322030601 -DF5 | sbcdef | Sg Msrmosh KumarOjhe, 803 1 SECT
E‘C’ DR/ 2000 0705 AN
[T 1 1321 | 1035/2020/007-0F5 | stcoety | &g Miartosh Kumer Cjhs, S0 1 SECT

T ORTmZI0I0 0650 A8

[F1 1 1320 | 1024/2020007-0F5
& ommzizozo ooan

sticdetz | Sg Mariosh Kumsr Gjhae, B3 T SECT

[, DSM2/2030 5700 AM

[, 02/02/2020 0704 &M

(g, OUAGIIZ0Z0 072 AM

[, OTA0II2020 GHIG AN

[, 900272020 D0:40 AN

[}, DROLA020 0716 Ak

Sa@m O

Figure 19

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

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

folder).

Sub-Folder Management

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

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

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

Copyright © NIC, 2020

SerdBack | Copy

B Zp Mantosh Kumar Gjna, B0 1 SECTI

tocdefy | B Manios kumar Ojhs, BO

S 08/02:2020 0708 AM

[F] 1831 1pac0a0/R07-DFS
7 namasz020 07:05 A0

sbedefy | R Manio:

[F] 1530 I034/z0200BOT-DFS

[E] 11521 | 1025/2020B01-OF5
o DBAREI0 0650 AM

stederz

[7] 1520 1024/202V601-DFS
¢ 08022020 05245 AM

= Kumer Ojfha, BO1

obeoefy | Bg Maniosn Kuimer Ofha, BO

Bg Mantos: Kumer Ofhe, BO 15

sbedef | Bg Mantos Kumar Ojhe, BO T

FILE

SECTL...

Create  Inbox  Sent

i, OBAOZIZ020 0716 AW
-

| R 0BN220X0 0709 M

[ 0B22020 0704 M

... | B 0822020 0702 AM

% CBIZZ020 D650 AM

& 0B/M2020 06.48 AM

AvENCe Search

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

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

Figure 20
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STEPS TO RENAME SUB-FOLDER NAME

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

Figure 21

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

Update Fuidem

Folder Name *
RTI

Create In *
Receipt Inbox

Figure 22

STEPS TO DELETE SUB-FOLDER

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

Total i, of Files/Aeceipes 11

Figure 23

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

Delete Folder

Do you want to delete this folder?

Figure 24

17
L Success

Message
Create s nbox Sent  Acvance Search FILE Create  inhe Sent  Advance Search SSLIE Sent  Heturned  Advance Search

2 | Fotger Name |1nm|n-: ot FlesiRecriprs 11 A BEECR

Foider Succesciuity Deseted
Test Recelpt St
IR

Figure 25

Note:

=  Folder to be deleted must be empty.

Copyright © NIC, 2020
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Edit Receipt (P/E) Details

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

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

Important Points:

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

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

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

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

STEPS TO FOLLOW:

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

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

1@ 0

efile
Create | Sent  Advance Seardh FILE Creste Inbox Senc  Advance Search ESUE Semt  Retumed Advance Search
2 Receive | Putinafle  MoveTow | Send | SendBa (lose
(] 1536 104020200008 testsubig 'Op; Ter Ojhe, B0 1 SECTL. 53, OB/RI2020 07-16 A% B
Hﬁ {ﬁ TII202005:24 P
[ CpenlnTab
] (F] 1533 | NTAMNEOLDRS abedely [} Send Gz, B0 1SECTL. [ Q822020 0703 M B
Y oaianmoo o9 AN B Send Back
_.f\
b [ (] 1531 | 1035/2020B01-0FS  abesefy | & Mantosn Kumar Ojns, B0 SECTL. [ 080212000 0704 M B
N {f} CB22020 0705 AM
] -
- (P] 1530 | 10242020010F5 abcoefy | &g Wertosn Rumar e, B0 1 SECTL. [ OB2INZD 07280 B
ah (Y} Cai2/zm20 0703 AN
]
a (F] 1521 | 02S0M0EQTDFS  abesey | & Martosh kumer O, 501 SECTL. [ OBU22020 0650 A E
B 1 ez oesoan
"{% 0| [: | 1520 | WZ42020E010FS  abedefg | &y Martosh Kumar Ging, B0 1 SECTL. ﬁ@&"ﬂ;{mjn{g% M B
(Y 08022000 06:28 AN

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

- - — 17 " P

@fflce - e 0 Sheavan Kumar
Aomra woresuice souros € F11@ ver 20 [ ASSTHBO1}DFS
= RECEIPT Creatz » Inbox  Sent  Advance Search ALE Create inbox  Senc  Advance Sesrch 1S5UE Sent  Returned Advance Search

L 3 Movement  Copy Send | Putinafie | Edit | Amachv | Draft»  Close | Generate Acknowdedgement

Receipt Crested / 1163/2020/B01-075 E 1665 1169/2020/B01-DFS ACR related matters
= + Automotic Zoom . Basic Details o
Comp. No. 1665 Receipt No. 116912020/801-DF5 B
Nature : Electronic File No ©
Main Category : ACR related matzers Sub Category :
1 From: oW Designation :
/‘ Q u a li ty Forms of Communications:  Lecer Delivery Mode : 8y Hand
5 Sender Type Letter Ref. No. -
f “ Ass U ra-n c e Letter Dote : Received Date : 0340372020
[ c h e c kl' St Diary Date ! 03/03/2020 Diarised By © Shravan Kumar, BO 1 SECTI
e-Governance Applications ON-DFS
Subject ; wvoved
Enclosure/ Remarks ;
Address: xwex
D) History
Dispatch | Awached/Detached  Closed
Dispatch History
Dspcnto. 11 [isucto. | subject | Disparcnied on 14 | bispotched By | Delivery bode | e
MNo records found
S WA v

Figure 27

3. Make the necessary changes in the Diary Details, Contact Details, and Category& Subject of the

receipt as shown in Figure 28:

i b Snravan Kumar
Offlc%:_‘ eFile ver70 ’ ) n ATSTIBOTFOFS

Advance Search

Create Inbox  Sent  Advance Search ALE Create  Inbox  Sent

S5UE Sent  Returned  Advance Search

. Diary Details

Diary Date Forms Of Communicatons * Language
0302020 8| | Letter ¥ | | English
Received Date * Lewer Date Lewer Ref. No.
03/02/2020 8 carmmyyy [}
Delivery Mode * Mode Number Sender Type
| y Hand v Choose One Y
| - viP
Choose One
. Quality oo
. Assurance 5 Cortact Do () i A
+  Checklist A

Ministry of Fariamenzary Affairs

e-Governance Applications e Designation *

X - or
Organization

Mobile Email

Address ™
xwex

‘0ua! 1000 | 936 Characrer let

.
Country State City/District [—:
INDIA x |¥| :Deni * | ¥ | (nhoose One v

! ‘meimnm Fan Save
Figure 28

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

Note:

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

Copyright © NIC, 2020
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Receipt Details

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

Steps to view Receipt Details:

1. Click a receipt number in Inbox/Inbox Sub-Folder/Created/Sent/Closed list as shown in Figure
29:

File va 70

Create » m Senc | Advence Search
in end 3

CEAZI020 0716 AM

=bedefg | 25 Martosh kumar Gjna 501 SECTi | [Eg, 08/02/2020 07:00 AM ®
I ceronolo 67:00 sa

F] 1531 10352020B07-DF | ebodefz | g Marmwsh Kumar Gjna, 50 1SECTI. | [ 08/02/2020 07:04 AM (]
g 08022020 07:05 A

[F] 1350 10342010B01.075 ebedefg | B Mantosh Kumar Cjna B0 7 SECTL | [, 0BA2/2020 0702 AM (]
jj 0BM2I2020 07:03 AW

7| 1521 1D2SE0IWBOADRS  ebodefg | S Mantosh Kumar Ojna, 50 1 SECTI [, 0R02/2020 06.50 &M (]
) eesozra020 DE:SD AM

= 20 | 102472020B071-0F5 | sbedefy | S Marmosh Kuimar Gffia 50 1 SECTI | [, 08/02/2020 06:48 Al ]
£ 080212020 05:48 AW

Figure 29

Note:

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

Description:

1. Menu Bar — Various actions that can be taken on the receipt are available in the menu bar. These
action buttons are as follows —
a) Receipt Home — Displays the receipt inner page with its details. Upon clicking on the receipt
number, by default, Receipt Home is opened. It is useful when you are on some other screen
(example, SEND screen) in a receipt, and wish to go back to receipt inner details page.

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

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

Copyright © NIC, 2020
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Note:

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

d)

g)

h)

)

k)

1. Wenu Bar & en -
3. Receipt Quick
Diatails
= & o . a
ER =
B=ceipt Inbox [ 1040/ A HVBOT-BFS E 1536 1040020, 1-DF5  ACR related mal
FERIS BB Pasic Details 2
#. Location -~ &
Comp. No. @ 1538 Recespt No. ;. 14IZ02HB0N-DFS |
A S I pDF F] Marure : Elecoranic File Mo ¢
Imp e lle 5 Main Categary ACR refated matters Sub Category |
4. DAK / Main b
This in irailan pil e - Letier From: Autormation Testing Diesignation :
[ st for the | Macha 08 Rriorials. Mo b, And mess o Forms of C : Deiivary Mode : By Post
bt And more tex e bext. And Moo et
Sender Type Letter Ref. Na. -
i mnore st And mor et nd marm ted. And mora taxt. AN more
bt Aind Mo taxt. Ecrng. 2222z AN MOrD e And mor o And Leter Date | Received Date 08/0L/2020
mare test. And move texdt And moce tesd. And meors text And mors dma.
And more text And more best Dizry Date : 0840242020 Diarsed By : Snravan Kumar. B SECTI
T #ind more sest And mOrE et And mane tesdt. And more text. An maore L
bt And mare text. Anc more text. Even more. Conbnued o page 2 .. Subjict: —
- Enclosure! Remay
)
Address ; Ering
D History
Dispatch | Attached/Detoched  Qlosed
Dispatch Histary
Dispatch No, T1 =T Subject Disparched On {4 Dispatched By Delvery Made —
o
o records found
oA TS

Figure 30

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

Copyright © NIC, 2020
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Put a Receipt 1nside

a File

To record decisions on the note sheet against a receipt, it is necessary that the receipts may be put inside a

file as correspondence. This section describe

s how to put up a receipt in a file.

Important Points:

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

to be converted.

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

v Receipts with Attached files/receipts
detached first.

are not allowed to be put in file. They are required to be

STEPS TO FOLLOW:

1. Select receipt (Figure 31) or Click ope

e@ffice
=

Ha N (¥} 270272020 05:24 PM
m; 1533 1057/2020/501-075 | abtdefs | & Mantosh Kumar Gffis, 50 1 SECTL

{1} DE/02m070 07:09 AM

[

B

[F] 11531 1035/2020/E01-0F5 | abedefy | & Mantoch Kumar Ojhs, B 1 SECTL.
o 1 08102/2020 07:05 AM
L4 = e . )
[F] 1550 1054202080105 | abodely | By Manvmsh Kumar Cjns 801 SECTL
4] ) o200 0703 AN
1 ]
5 [F] | 1521 | 1025/2020/501 075 | abedefl | & Wancosh umar Gjhc, B0 1 SECTL.
Bt 9 060202020 0650 AM
"é} [F) 1520 1024/020801-075 | abcdele | S manrash Kumar Cjns, 50 1 SECTL

B carz0m0 0848 AM
E| 1519 | 1023/2020/B01-DFS | abedelg | s Mantnsh kumar Ojha, B0 1 SECTI

[F] 11518 10222020/601-075 | abtoefy Ay Mantoch kumar jhs BO 1 SECTL
T} 0RO 641 AN

F| 1517 1020/2020/801 O75 | abrdefs  &n Menitosh Kumar Gihe, B 1 SECTL.
Total Records: 74
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n receipt, from receipt Inbox or Created list.

L 0

Treate  INbox.  Senc  Advance Seaich IS5UE Sent | Retuned  AChanie Sesi
(=] [E] 71536 | 1040200080106 | testsibiect & Mantos dumar Cina, 501 20T | 3, 08M02/2020 0716 444 E
[Ep DOALI202007.09 AM B
. [ 08002020 07:04 AM B
08/02/2020 07,02 AN &
| [ (8220200630 4M B
[ 08012020 06:46 AM B
[y DBAIZI2020 0642 A0 F
[ 080212020 06:40 AM é
H
. [ 08002020 06:35 AM ¥ o
LiEN 1 IRER R I

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

@ffice ;

Create  Inbor Semt

Inbax’  Sent  Advance Search ﬂ FILE

Movement Copy Send Send Back | Putinafile | Droft = Action Details

A Simple PDF File

Tris is & sval denonsiration pef ta

st For use in e Vinual Mesasnics Licnais. More tme. And mece
tesl, And mone test. Ang mone bt And mose text

And mrore sex. And mors tert And more text Ans mara axt. Ant mars
tBicl. And mors tes Boreg 12222 And mors ted And mors (e, Ang

MR 18E. Andl Mo taxt And more s And moTe et And mors e
And e s And mors tert

#nd more sext. And more et And mare ted. And more text. Ang mone:
e, And mone ext. Anc more best. Even mare. Confirued on page 2

Attach =

Advance Searcn

Clase

| BB Basic Details

Comp. No.:

Mature :

Main Categary !

From:

Farms of Communications -
Sender Type:

Letter Date :

Diary Date |

Subject -
Enclosure/ Remarks :

Adress :

1536

Eectronic

ACH related maters
Automation Testing

Acknow edgement

08/02/2020

Test subject

Automation Testing

A @ 0

Sent  Rewomed | Advance Search

Receipt No, ©
Flle Na.:

Sub Caregory @
Designation |
Delivery Mode |
Letter Ref. Na. :
Received Date -

Diarised By ©

E 1536 1D40/Z02IVBO1-DFS ' ACR related mariers

A

FOS0/20207E01 DFE |

By Fost

D8/M02I2020

Shwavan Kumar, 50 1 52CT1
Oh-DFS

Figure 32

To put the receipt in an existing file already available with you, continue with the following steps

(Figure 33).

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

4. Provide mandatory Remarks.

5. Click Attach as shown in Figure 33:

Eut I Filafs)

Mature | Comp.No. f)  FAle No.
e iz D-20/6/2020-801-0F%
O-20012/283/2020-801-DF5
Buiiding/t /2020-801-DFS
D-20012/254/2020-B01-DF5
D201 21242020-B01-0FS
D-20012/3/2020-801-0F5

D0-20012/4/2020-B01-DF5

Buiiding/3/2020-801-DF%

2155 B CELLM4V2020-801 083

' SOV 2020-B0N-DFS
Remarks *

Year | 2020
Subject
Enter Description
Enter Desoriptonti CNICNIC
Tes: by &, Please do not touch
Enter Desription
Enter Description
Enter Desoiption
Enter Destription
Tes: by &, Please do not touch
Edwwed

wietw

"
To be exzmined and for repart preparation

Figure 33

Copyright © NIC, 2020

Ver.7.0[28]



A DIGITAL 'WOREK PLACE SOLUTION

Or
To Put the receipt in a new file, continue with the following steps

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

Enter DescriptionNICKICRIC
Enter Descriptian
Enrer Descriptian
Enter DescriptianNICNICRIC
Enter DescriptionNICHICRIC

D200 2/273020-B01-0F5 Enter DescriptionMICKICKIC

BN g/ SN ZI20-B01-0F5 st

D-20012/265/2020-B01-0F5 Enter DescriptanMICHICNIC
D-200127271/2020-801.0F5 Enter DescriptianhICNICKIC

D-20071 2/2T0R000-B01.085 Enter DescriptionMICNICKIC

Figure 34

4. Select Nature of File (Electronic/ Physical) using radio button on File Cover page. (For Physical
Receipt, Nature of file will be physical only).

5. Select Type of File (SFS/Non-SFS) using radio button on File Cover page.

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

EOMCE  crilevera L [ Jucstenty

RECEIPT Creat= +  Inbox  Sent  Advance Search ax i) Sear SSUE Sert Retuned Adusnce Sesrch

W } | 12Hindi Tesc * | | 12 Training p ™ | | Choose One * | 2020 | | BO1-DFs L |l

Subject I r g
Descripzion ~
| Orznnization of Hind Training programme for stenographers

Main Category Sub Category
Traning relared matters ® | Chooss One

| Other Detalls
scoll down

=

Create Fibe To Putin »

B copyrnt ® 2000, desizned and deveicped by NI

Figure 35

7. Enter the mandatory Subject Description.

Copyright © NIC, 2020
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8. Provide other relevant details like Main Category, Sub Category, Remarks, Previous References,
Later References and Language.

9. C(Click Create File To Put In.

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

Confirmation

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

e

Figure 36

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

M' Put In Remarks

Request for Hindi Training programme for Eten-';r_.j'a:he:ci

Totzl 1000 | 946 Crarscter lef

Figure 37
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Convert Receipt

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

Important Points:

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

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

STEPS TO FOLLOW:

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

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

eFile ver 70

Create »  Inbox Sent dva SE3re FLE Create  Inbax Sent  Advance Search SUE Sent  Rewmed  Advance Search

Mavement Copy send ck Putinafile Dispatch Edit Action Details  Attach » | Convert

Receipt Inbox / 6374/2020/EOFFICE P 5057045 6374/2020/EOFFICE
176
Ea Receipt Details
Comp. Ne. : 5057045 Receipt Now 6374/2020/EOFFICE
1
L8 Creation Date: DO/06/2020 12:42 PM Letter Ref. No. @
b Letter Date :
(<2
Subject : abcdefg
B
L 5edf3679705e6d065703b48e |
)
"-ﬁ Issues
_— L Neo. Subject Issued By Issued On PDF | Actlon
B Mo Becard Found
# u n "
.
.
Figure 38

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

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

Receipt Conversion Confirmation

Remarks *
Converted

Figure 39

Note:

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

Copyright © NIC, 2020
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Receipt Attachments

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

Important Points:

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

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

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

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

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

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

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

Attaching Files/Receipts with Receipt

STEPS TO FOLLOW:

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

o @FI18 var 72

Crente + m Sent  dvence Search

Back  Copy

CHl... F‘a 08M2/2020 0716 AM

mbjest 2o Maniost Kumarojha, 5013

3 1-0F5  ebodefy | R Martosh Kumar ona 50 1 seCTi | [y 06N03/2020 0708 AM ]
 oestarango 07:08 AM

F] 1531 1035/2020/B01-DF5 | ebodefs | g Marmosh Kumar Gja, 50 1 SECTI DEA2I2020 07:04 AW (]
<i» QEA2I2020 07:05 A

TP 150 10347030M01.085 sbedefy | Sg Mantosh KumarGjna B0 1 SECTL | [ ORAIZIZ0Z0 0702 Al (]
:D 08M2I2020 07:03 AM

F| %511 102SO000BO1DF  ebodefg | 3o Mantosh Kumar Ojna, 50 7SECTI | [ig DEA02/2020 0650 Ak (]

ﬁ CEAQI2020 DESD AM
20 | 102472020B071-0F5 | shedefy | S Martosh Kuimar Offia 50 1 SECTI | [, 08/02/2020 06:48 At ]

£ 080212020 05:48 AW

Figure 40
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To Attach Files

2. Click Attach in the menu bar, and then Click Attach File as shown in Figure 41:
'y 0

RECEWPT Crese Sent  Advance Search FILE Create  inbox Sent  Advance Se St 2 Retumed  Advance Search
ep
f@r Movement (« Send SendBack  Putinafle Draft~ Edit Action Detaits © Attach> | C

Receipt inbox / 469/2020/8/ Attach File ' E 2633 465/2020/BO1-DFS ACP and other related matterd

13 X
HJ | o P 4 =i t ¥ B > AnachRece“
| T
Comp. No.: 2633 Receipt No. : 469/2020/B01-0FS
A S. I PDF FI Nature : Clectronic File No. !
Imp € e Main Category : ACP and other relasted matter  Sub Category @
<
This 15 3 smal demensiration pd! fic
From: Narne: Automation Testing Designation : ASO
st For v in the Virmed Mechanics haoriats. Mo 1éoa And mors
touel. ANG MOne teat. And moe 19xd. And more 1t Forons of Commimications . ' Letter Delivery Mode : By Post
At more text. And moee text. And more fext. And more Yest. And more Sender Type : Letter Ref. No.:
et At more el Boorg. zzeze, And more test. Arxd more test. Ard
1 (. And o (], AN Mmoo 18x), A mans bl Ane e bl 5 = :
L A s Letter Date : Received Date : 1470372020
AR B KRS L BT G5 R A 48 A Disry Date : 14032020 Disrised By : Shravan Kurmar, 80 1 STCTIO
el A meae (61, And maors 19, Eves) more. Continued on pegs 2 N-DFS
Subject : test subject
Endiosure/ Remarks !
Address : Automation Testing
%D History
Dispatch | At Closed
Dispatch History
1 1 1
DispatchNo. 1] | lssueNo. | Subject | Dispatched On 1| | Dispatehed By |DleefyMode|
| |
Gaaained o
DIS/a526/2020 36752020  CUdelineson By Post o
Internship
DIS/8525/2020 was7an202g Cdelines on By Past o
Internship
DIS/3524/2020 Vas7or020  Cuidelines.an By Post o
Internship
Shravan Kumar,
Guidelines or 08/04/202005:47
DIS/8527/2020 136742020 sk > porsecTion
Internship A
e « [
)

Figure 41

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

ko] A
.I 0 zﬂ.‘anf.urlr;:; <

RICOPT  Crestes  nhox  5ent  Advance Search FILE Creale  Iobaor Sent  Achnce Search SSLE Sent Returned  AdvanceSearth
ft | Movemert | Copy | Send | SendBack | Putinafie ODrafte  Edt | AionDetals | Atadhe | Cise

Receipt Inbox / 465/ 2020/B01-DFS E 2633 45%2020/BO1-DFS | ACP and other related matters

amp.- M. 1] |H]eﬂn_ |mmu !m.m

M records found

Figure 42
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4. In a pop-up window, Files from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the Files to attach as shown in Figure 43:

Comp. Mo, §] | FAle Na.
D-130131.,2020-B01-DF5 Tesa Faa lor Carrespodance
19-11/50v2020-BON -DFS Pgestindiacode. nic e

A12/17/2020 BO1-DFS ergergen

A11012/3/2020-B01-DFS wibyuityibeu

ALT-1377/2020-B01-DF5 wedwedwed
A-14011/0/2020-B01-DFS EomimEn
1 4/72020-B01 -0F5 vowved

111 1/4872020-B01 -DFS

Step &
A AREEEFM
Ioﬂenﬁnrﬁs'

Totsl 1000 | §79 Craracmr el

Figure 43

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

To Attach Receipt(s)

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

geifice.

v @FilE ver. 70

17 Shravan Kumar
1 2 hravar -
ASSFA(ROTLDFS

Advance Sesrch

RECEIPT Cregte ¢ Wbox  Senc  Advance Search FILE Create  Inbox S ISSUE Returned

Sam

Movement Copy Send SendBack | Putinafie = Drafiw Edit Action Details

Receiptinbox / 774/2020/801-DF5 Atzach Hie E 1200 774/2020/B01-DFS | ACH related matters
1 of2 = + AuvtomaticZoom ¢ § ¥ AmachReceipt B 2.
Comp. No.: 1270 Reeeipt Na. - J7A02VB0-DFS SJ
o o Nature : Eleccronic File No. @
A S!mple PDF Flle Main Categary : ACR related matters Sub Catepory :
This is & smal demanstration oo fil - From; Auromation Testing Designation :
st for use b tha Vitual Mechanies tutorisis, More texd. And mere Forms of Communications:  Acknowledgement Delivery Mode : By Post
‘e, And more text. And mane text. And mone lexi.
Sender Type : Lemer Rel. No. :
And more i, And mare text. And more lext. And more fext. And more
tet. And mone text Borng zzzzz. And maore test And more sext And Latter Date: Received Date: D402IZ020
mere text. And move ted And mens tae. And more text. And man .
And mare f=d And more ted Diary Date : 04,/02/2020 Diarised By : Mantosh Kumar Ojhs, BO1
And mare fex. And mare text. And more text. And more fext. And more LIRS e
tex. And more text And more texd. Even mose. Cortinued on page 2 .. Subject: tesrsubjen
Enclosure/ Remarks :
Address : Automstion Testing
) History
Dispatch | Amached/Detached  Closed
Dispatch History
Dispatch No. {1 | Issue Mo | Subject: Dispatched On 1] | Dispatched By | Delivery Mode | D
o=
No records found \
il W[4 V| «]

Figure 44
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Purinafle | Drafiw Edic A ic | Amachw Cloze

E 1270 774/2020(BO1-DFS  ACH related matters

Attached @n T1

Ho records found

Figure 45

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

Attach Receipt(s)
Year 2020 = Searrh Here

Namre I Camp. Mo, 71 | Beceipt No,
MTZ02rB01-DFS
1162/2020/BO 1-DF5
116HZ2020/BO 1-DF5
1155/2020VB01-DF5 enhrtybe
T154/2020/BO1-DF5 Subject
T132/2020/BO1-DFS 2T

1065/2020/B01-DF5 abcdefg

1063/2020/B01-DFS abcdefg

1053/2020/B01-DFS est subject

e 1040/2020/B071-DFS test subjact
Remarks * ! -

For reference purposs|

Figure 46

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

Note:

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

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

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

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

Copyright © NIC, 2020
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Detaching Files/Receipts from Receipt

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

STEPS TO FOLLOW:

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

RECEIFT

Putin afile | Move

I ceronolo 67:00 sa

(7] | 1531 | 1035/200/B01-0F5
g 08022020 07:05 A

sbadefg

T] 1530 | 10342020/B07-DF
I 0B2I2020 07:03 AW

7| f511 1025

) eesozra020 DE:SD AM

(F] ' 1520 1 1ozem0at

£ 080212020 05:48 AW

sherely
020/B07-0F

sherefy

WBIN.OF  abedefg

e N

wendBack  Copy Clase

= Martosh Kumar gjna. 501

&g Martosh Kumar Gjha, B0

&9 Mantosh Kumar Gjna 50

g Mantosh Kumar Oja, 80 1

&g Martosh Kumar Gjna, 50

OFs  testsubject  gg Mantosh KumarOjhs; 801 SECTL..

SECTI—

SECTI—

T SECTI—

SECTI-

Create  Inbo

ﬁ CBA2020 0716 AM

Eo 0E/02/2020 07-08 AW

[ 05/02/2020 07:04 AN

’I_Té 0E/02/2020 0702 Al

= a DEAD2/2020 D650 Al

@ QA 2020 D648 Al

Sent | Advance Search

2. Under Attach action in the menu bar, click Attach File as shown in Figure.48:

wn CFile ver.70

RECEWPT Creste »  Inbox

ft | Movement Copy | Send

[

Send Back = Putinafile

Sent  Advance Search

FILE

Draft ~

Edit

Figure 47

To Detach File(s)

Creste  inbox  Sent  Advance Se

Step 2
Action Detaits © Atach~ | C

Attach File

> Attach Rxew

Comp. No. :

=

(> [}

. . Nature :
A Simple PDF File T
This 15 2 small demonsiration pd! e
From :

jus i thes Vintisd Mehanicos baceisds u,«..n And mors
mlAFr\sM at. ANd moes taxt. And mons: 1

Forms of Communications :

©

|

[
A

@o

Arc more text. And moee text. And moes fext. And more ext. And more SenderType:
et Ar pore teel. Boong. e
An‘d/v'::: I:":‘ :;w" ﬂl:;r ;:x Letter Date :
Ard Diary Date :
Subject:
Endiosure/ Remarks
Address :
%D History
Dispatch | At

ISSUE Sent

2633
Clectranic

ACP and other related matter
B

Narhe: Automation Testing

Leter

14/03/2020

test subject

Automation Testing

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

Receipt No. ©
File No. !

Sub Category :

Designation :

Delivery Mode :
Letter Ref. No. :

Received Date

Disrised By :

e h %
! | el

Retumed  Advance Search

465/2020/B01-0FS B

ASO
By Post

14/0372020

Shravan Kumar, BO 1 SICTIO
N-DFS

Dispatch History.

DIS/as526/2020

DI&a525/2020

DIS/3524/2020

DI&8527/2020

Guidelines en
Internship

1/3679/2020

Guidelines on
Internship

1367972020

Guidelines an
Internship

/367902020

Guidelines on
internship

1367972020

; Dispatched On 1] ! Dispatched By

AM

Shravan Kumar,
V04/202005:47
o 2008 BO 1 SECTION

By Post o
By Past °
8y Post o
¥ B
]

3. Select the File(s) to detach and Click Detach action button

attached File record in the list.
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4. Enter the mandatory Remarks in confirmation pop-up box.
5. Click OK button to detach selected files.

To Detach Receipts

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

RECEIPT Create 1 Pdvance Search FILE Create  Inbox ent ISSUE Sent Betumed  Advence Search

Moverment Copy SendBack | Putinafile | Drafiw Edit Action Detai

E 1270 T7472020/B01-DFS | ACR related matters
a
Comp. No.: 1270 Receipt Na. - FIAI02VEC-DES S_'
A S I PDF FI Nature ; Elecrronic File No.
'mp e I e Main Category: ACR related matters Sub Category ©
This is & smal damansteation pd fils - From: Automation Testing Designation :
st for use in the Vitual Mechanics tutcriats, More text. And mare Forms of C i L Ak Delivery Mode : By Post
fet, And more bart. Snd more test. And more et
Sender Type : Lefer Rel. No. ¢
And mmone t. And mare text. £nd more tet. And more fext, And more
teod. And mens text. Borng. 22222, And mere text And more text. And Letter Date: Received Date : 0400272020
maore text. And mose toad And mana taxt. And more test And mons o
And mare t=xd And mare et Diary Date : 04/02/2020 Diarised By : Mantash Kumar Ojhs, BO 1
fnd mare f2x. And more text. And more text And more tee And more FLHON e
fet. And more text. And more text. Even mose. Cortinued on page 2 .. Sabiect s oot sibifoct
Enclosure/ Remarks :
Address : Auromstion Testing
9 History
Dispatch | Amached/Detached  Closed
Dispatch History
Dispatch Mo, 11 Issue No. | Subject Dispatched On 11 | Dispatched By | Delivery Made | D
]
Mo records found

Figure 49

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

A @ 0:

RECEFT  Creste+ Inbox  Senc  Advance Search HLE Create  inbox  Sent  Advance Search ISSUE Sent ' Rewrned | AdvanceSearch

Movement | Copy Send | SendBack tinafie | Draftr Edit | Action Details  Attach~

Receipt Inbox / 630/2020/B01-DF5

E 1126 630/2020/BO1-DFS | Advertisement

32H2019B01-DFS

3272019B01-DF5

22 01HB0-DF

E O e TR IR

iR iR TR

Shravan Kumar, BO 1 SECTION - ..

Shravar Kumar, B0 1 SECTION -...

Shravan Kumar, BO 1 SECTION - ..

24021134 AM

Z40020 17134 AN

400201134 AN

dvinfhirrychiofhirrydviof
] Ty Dﬂ

Aerjrydibibrirydfbi.
dfhrnafyedr
ety S
dvivfhirjrycvofhiryddal _
iy 7=
irjrydibfhtrjrydvibi...

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

Areyou Sure to Detach ?

Remarks *
Reference complete:

Total 1000 | 981 Character left

Figure 51

5. Click OK button to detach selected files.

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

Attach with another Receipt

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

STEPS TO FOLLOW:

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

S . eFll

ﬁ CBA2020 0716 AM

tsubject | Zx Mantosh KumarGjha, B0 1 SECTL,.

L =5 Martosh Kumar Ojna. 50 1 SECT | [, 08/02/2020 07:00 AM &
I ceronolo 67:00 sa

F] 1531 1035/2020B01DF | ebodefs | B Marmwsh Kumar Gjna, 50 1SECTI. | [, 080202020 07:04 A0 (]
o 08222020 17:05 A8

[F] 1530 10347010/B07.05  sbedefy | B Martozh Kumar Gjna 50 71 SECTL | (g, OB/02/2020 07:02 Al A
jj 08M2I2020 07:03 AM

F] 521 10250000B01-DFS  ebodefy | S Mantosh Kumar Ojna B0 T SECTI | (g 08/02/2020 06.50 4K -
o cemenm peso s

SL0G0VBON-OFS | sbedefg | Sg Marmosh Kumar Ofia 50 1SECT | [, 0RMI2020 06:48 Al ]

Figure 52
To Detach Files and attach with another Receipt

2. Under Attach action in the menu bar, click Attach File.
3. Click Attach with Another icon adjacent to attached File record in the list.

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

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

6. Click OK button to detach selected files.

To Detach Receipts and attach with another Receipt

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

. @ffice .. @File

PT Create +  Inbox  Senc  fAdvance Search FILE Create  Inbox

1fr Movemert | Copy Send SendBack Putinafie Drafw Edit Action Details
Heceiptinbox / 774/2020/B01-DFS

- 4+ AutomaticZoom * B ¥ AuachReceipt

A Simple PDF File

This is @ small demanstration odd file -

Jusl for use iy the Vitual Machanics tulorais, More bexi. And more
tet. And more text. And more text. And more fext

And mare et And more test &nd mone test. And more teel. And more
test, And mone text. Eorng. zz2zz. And mare test. And more et And

more taxt. And more bt And mars tat. Aind mors test And mars fod.
And mare f=d And more ted

And mare text. And mare text &nd mare text. And more test. And more
texd. And more text. And mare texd. Even mose. Continued on page 2.

Advance Search
Atmcn e | Cnee

Attach Hie

ISSUE

Camp. No.: 1270

Nature : Eleccronic

Main Categary : ACR related matters
From; Automstion Testing
Forms of © ¢ Ack g
Sender Type
Letter Date :
Diary Date : 04/02/2020
Subject : testsubject
Enclosure/ Remarks :
Address : Automstion Testing
D History

Dispatch | Amached/Detached  Closed

Semt

Retumed  Advence Search

E 1270 7742020¢BOV-DFS | ACR related matters

-

Receipt Na. = TA020/B0-DFS By
File No. -

Sub Category ©

Designation :

Delivery Mode - By Post

Lexer Rel. No. &

Received Date : D4r02iz020

Diarised By : Mantosh Kumar Ojhe, BO 1

SECTION - DFS

Dispatch History

Dispatch No. 11

MNo records found

Issue No.

| Subject

-

Figure 53

. Click Attach with Another icon adjacent to attached Receipt record is the list.

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

2
3
4. Enter the mandatory Remarks.
5

. Click OK button to detach selected files.
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Draft Communication

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

Creating a Draft

Important Points:

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

STEPS TO FOLLOW:

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

281 Shravan Kumar
A GOy § ASSTAROI}ORS

Ve 70
RECEIPT Create') m Sent Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search

Receve | Putinafle  MoveTow | Send | SendBack  Copy | Close

est subject | @ Mantosh Kurar O, B0 1 30cT, | () 2010312020 04:45 P B R
{ 2032020 0214
0% (2) 2em | asm2 % DFS | testsubject B Mantosh Kurvar 03, 80 1 SECTL, | ) 1410302020 1041 AM BR S
m PTR Ty, Receipt No. : N9/2020
o [B01-DFS
] D - A
LRl O 07 ([p] | 2587 | 42302020/801.0F5 | CCS Universiy | - Mantosh ¥uorar O, 80 1 SECTI '.uoz/zozooa.sw [l #
; ) tan3n00 083340
i — .
" 1[(7) | 2586 | 4222020080105 | ) | CCS Universty | ey Manwosh Kumar Ojha, B0 1 SECTL, | B 14/03/2020 0850 AM B §
Q {0 1030020 0851 Av
p (7] | 2583 | 419020001085 | | S Universy | &g Mankosh Kum O 804 5ec.. | 140302020 08:37 AN B g
M4 {1} teina0zn 0a3s v
f.é |—| 2522 | 35R/2020/B01-DFS | tegt subject b Mantosh Kraar Ofsa, BO 1 SECTI. 1£/03J'202011.5!AM -A:.;* @ §
£ 140an00 1258 A0
(T] ! 2520 | 356/2020/801-DF5 | test subjecs & Matosh Kunar O, 60 1 52T, | [ 1410320201255 AM B R §
{0 103020 1255 A
Figure 54
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2. Click ‘Draft’ in the menu bar and then Click ‘Create New Draft’.

_eoffice

« eFile ver.70
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Dispatch |_Attached/Detached

inu.mmgaonu Dispatched By oamuaae|

No records found

Figure 55

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

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

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

¢) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.
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Figure 56

Note:

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

4. Insert Hash ‘#’ Tags wherever necessary.

Note:

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

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

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

6. Check ‘Enable Multi Sign’ checkbox, if required.
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Beply * | | 4832020001 .05 *1'® | thaose One
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Office Orge Y| | CrocssOne
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Enable Multi Sigs ‘ Step 6 ‘

Note:

= ‘Enable Multi Sign’ allows multiple users to digitally sign on the same approved draft.
* ‘Ink Sign’ option is not available in case multi sign is enabled.

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

Note:

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

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

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

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

9. C(Click Save to save the draft.

Once the draft is saved, a unique number is generated and draft is added to the list of drafts in the
receipt.
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Figure 58

Note:

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

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

STEPS TO FOLLOW:

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

"@ﬁ'.ce” eFile ve.70 :1 i:;“"'?;:; I

RECEIPT Create ) m Sent  Advance Search y Create | Inbox | Semt | Advance Search Sent  Returmed  Advance Search
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é R 0 14032020 08:53 AM
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Figure 59
2. Click Draft in the menu bar and then Click View Draft.

i Shravan Kumar
« eFile ver.70 3 ¥ scsTimonoRs
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Figure 60
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The following details can be seen from the List of Drafts —

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

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

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

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

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

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

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

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

- 28% Shravan Kumar
. eFile ver.70 ? | ASSTA(BO}DFS
RECEIPT Create » Inbox:  Sent- Advance Search FiLE Create | inbox  Sent  Advance Seasch Sent  Rewmed  Advance Search
© Movement Copy Send SendBack | Putinafile | Draft~ Edit Action Details | Attach~ Close =
Receiptinbox / 469/2020/B01-DFS E 2633 469/2020/B01-DFS  ACP and other related matters)
H'J’ List of Drafts
Draft No. | subject Status | Approved By Lsst Updated On 1 | Action
| i
DFA3348 Guidelines for internship DFA 55 W
Guidelines on inteenship DFA M "
, R rést subject SIGNED Shravan Kumar, BO 1 Versions a8
£ test subject SIGNED Shravan Kumar, BO 1 SECTION - _
& f} ol Delete
DFA3342 test subject APPROVED Shravan Kumar, BO 1 SECTION
e = AM
w LAl
D4
Version List of DFA/3348
S 1
"é | Version 1] ‘ Created On 1} Crested By Status | Action
08/047: 05
1 8/04120200205  <tvavan Kemar, BO 3 SECTION Dk B
- AM
" 4 n » »
.
Figure 61
Note:

= List of Drafts can be sorted based on ‘Last updated on’
= List of Drafts can be traversed through by clicking next page number.
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Figure 62

Various cases of ‘Delete’ Draft Explained —

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

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

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

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

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

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

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

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

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

Important Points:

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

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

STEPS TO FOLLOW:

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

1 - 251 van Ku r
O@fflce eFile ve.70 ? f:—:a K’::S I
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Figure 63

2. Click Draft in the menu bar and then Click View Draft.
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Figure 64

3. Click the draft no. from the List of Drafts to open.
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Figure 65

4. Click Edit Button.
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Figure 66

In case content is prepared using online text editor

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

Or

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

Click Download to download the original document, then make changes in the document and
Click Upload to re-upload the edited document.
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281
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Figure 67

B8 conyright © 2020, designed and developed by Nic]

6. Add or remove Attachment. (If required)

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

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

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

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

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

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

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

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

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

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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RECEIPT Create » m Sent  Advance Search 1 Create  Inbox  Semt | Advance Search Sent  Returned  Advance Search

Receive Putinafile MoveTo~ Send Send Back Copy Close

2

[E) 11271 |77 Jeest subject | Qg mantosh Kurmar O, B0 1 5ccT1... | D) 20/03/2020 04:45 PM B3R
T 20032020 02:18

B
=3

st subiject - B Mantosh Komar O, B0 1 SECTL.. | (2 141032020 10:41 AM BB &

i

“

v

€CS University | o Mantosh Kumar Ofss, B0 1 SECTI 14/03/2020 08:53 AM QO RB s

e

&/ | CCs Univetsity | &g Marosh Kumar Ojhs, BO 150CTL-, | [ 14/03/2020 08:50 AM Be
o O 14032020 08:51 AM
) (2] | 2583 | 4192020/801-DF5 | 2 | CCS University | Qg Mantesh Kumas Ojfia. BG-§ SCCTI 14/03/2020 08:37 AM B e
B4 0 147032020 08:38 AM
',é (] [T] 2522 | 358/2020/BO1-DFS | test subject | S Mantosh Kerar Oss, B0 1 SECTL, | ([ 1410372020 12:58 AM B R &
& 14032020 12:58 AM
[T | 2520 | 356/2020/801-DF5 | test subject | &g Mantosh Kisn B3, 14/03/202012:55 AM B R e

I 14102/2020 12:55 AM

Figure 68

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

25t Shravan Kumar
eFile ver.70 B en | G

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

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

ix
Receipt inbox / 463/2020/B01-DFS Create New Draft

13
.l‘ i8] el 2 1 - 4+ View Draft

E 2633 465/2020/B01-DFS  ACP and other related matters)

2633 Receipt No. : 469/2020/801-DFS 8}
ASi le PDF Fil Nature : Electranic File No. :
imple lie Main Category : ACP and other related matt  Sub Category :
Trve 12 5 small camonstraton o e - i
it o im0 B VAot Mhachanics akorkatic Mo amse; A e From: Name: Automation Testing  Designation : 4SO
text. Ang moce teat. Ang more text. Ang more ieat
Forms of Communications :  Letter Deiivery Mode : By Post
Sender Type : Letter Ref. No. !
Letter Date : Received Date : 14/03/2020
T Wt S04 o ok Disry Date : 14/03/2020 Diarised By : Shravan Kumas, B0 1 SECTI
ON - DFS
Subject : test subject
Enclosure/ Remarks :
Address ! Automation Tesling
*D History
Dispatch History
Dispateh No. 1] { Issue No. 1 Subject ! Dispatched On 1} I Dispatchad By | Delivery Mode l

No records found

ikl (DI

Figure 69

3. Click the draft no. from the List of Drafts to open as shown in Figure 70:
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- 281 Shravan Kumar
S "X
« eFile ver.70 ASSTA(E
Creste v Inbox  Sent- Advance Search FLE Creste  inbox  Semt  Advance Seacch Returned  Advance Searen

Movement Copy Send SendBack | Putinafile | Draft» Edit Action Details - | Attach~ Close
Receipt inbox / 468/2020/801-DFS
¥ List of Drafts

E 2633 459/2020/B01-DFS  ACP and other related matters

Subject Approved By Last Updated On 1] | Action

Guidelines for intevnship

08/04/2020 020
Guidelines on Internship DFA 2 2 18 W
AM
rést subject SIGNED Shravan Kumar, BO 1 L}
test suliject SIGNED Sheavan Kamar, BO 1 SECTION |
h 05/04/2020 12:04 ?
test subjeet APPROVED Shravan Kumar, BO 1 SECTION pRi s}
.

Version List of DFA/3348

‘ Version 1] ‘ Created On t] Crested By Status | Action

08/04/2020 02:05
AM

Shravan Xemar, BO 1

Figure 70

4. Click Edit as shown in Figure.71:

Sheavan Kumar

3Rl

281
G E  oFila s P

RECEPT

Create | Inboy

Sent | Advance Search FIE Create  Inbox  Senr  Advance Seacch 5SUE Sent  Retumed  Advance Search

& | Movemant | Copy Send | SendBack | Putinafile  Draft~ Edit | ActonDotailz | Amach~ | Close

Receiptinbox / 450/2020/B01.DFS £ 2633 ' 460/2020/BO1-DFS  ACP and other related matters)

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

[ oren Deits

Draft Nature * Receipt No. * @ PerlvType
= v .

Forms Of Communications

Ofice Orghes

’

0 Category Sub Category

@

Subject *

Minisiry eF Peronnci, Pub e Sehevancos aed Pengioes
Mepsttaent of Posoonct =c s

E.

Noeth Block. New i- 1 10001
Drated the 17" May, 2018

Ove: fororcwn

B

N

S Subjects ; ;i o for_ U purseing five venr 44/ Bl
imtegruigyl course in {aw and zradwaiys porswing Bag egree |y | & Ad ‘3"9”53
- Law ‘m@m&mﬂ;‘&: e e
53 in gmrrament fhroegh sffactivg jeplementntivn of Righ
to baformation Ac”

Reapient Details - Public
1.0 Intredaction

|
Mame | | Min DepsOmers

¢ Txpariment of Pososrel 3md Vrsimng (DoPD). Micisny of Personmel. 2ublic
vances W oo, GOTSnesat of I, i S codal Minsus for the
fradion Al W 4 scumiecreag 3 Anoczt Prgramme tited
Tronzjsnsacy smd Acooundeblity 13 Gaven s fisge 2h SZlecrve Implemicntati :
Right 1 Information Act”, Tog by goe of 1w schame 10 COROMILG OWRETS oce
e 3C IASEIE Scoersom b ® 3w svardd ee Tuding
W JOF TRIENCST Penrair, Tanms snd 3. g encancs ier RTI for
5 the PP

Ministry of Parfamentary

Alfaiss

R.K Sharma ASO New Delti

Depatimneat of Paravne] £ Trairig bas aces conlset ez incrsvT Propror
Mmetrics ans Dopesumen's = the u»av-xr‘*»llv J.h!\n.l. is he

Rints m
“jon. ‘\m 2 pap urcus and

=

Cnder she scheme. DOPT i wlicine short-ferm internshine ta tmen

Enable Multi Sign

EE copyright © 2020, designed and developed by NI

Figure 71

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

(Note: Already added recipient’s details are already listed in right —panel of ‘+ Add/Edit
Recipient’ pop-up window with option to remove and edit)
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e Shravan Kumar
: 5
eFile ver.70 {
RECEIPT  Create, Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Rewmed  Advance Search

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

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

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

Draft Nature * Receipt No. * Reply Type

Reply ¥ 2 *| O | ChosseOne Y
Forms Of Communications Prefix Language *

Office Orde: Y Chagse One a English X
Main Category Sub Category
ACP and other reiated matters -3 b Chaase One .
Subject *

Guidelines on Intesnship

(Mpartaent of Pesconct sac Tmining)

Nurth Block. New Delni
Duted the 17" May

Toxat 2000 | 1976

Officz ezorarcum

for_Und

purswing five vear

+ Add/ Edit Recipients

is governmenr through effective j
wh fion Ac™

Recipient Details - Public

Name ] Designation | Address lin/Dept. /Others “ Actions
sariment of Porsomcel and Trsimcg (DoP 1, v of Personned. Puhlic Ministry of Pacli
2 ¥ v i . Punlic e < E finistry of Par wary P
aad Persions, Gow asuy for the Rigat 1o R.K Sharma ASO New Detns Altaine x £

e titled “lproving
Implemenssiéon of
contrbutc nwards iy
ocasts Iecludiog
v foe KT for

Dejurtinent of Porenana] 594 Trairica bas
Mivstrics ané Deparunens Gonernmers of India,
Dipertments aid the intems. flx will help B Minisry!

\-lu{uncn TE s sueveses. consiraints m
mpleae

|

B copyright » 2020, designed and developed by Nic)

Figure 72

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

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

© Public Intra eOffice (| Inter eOffice / Other Applications

User I Groups

Step 6

e
© New () Existing Add Recipient Details Recipient Details - Public

Min./Dept./Others * Name ’ Designation ‘ Address

Name " Designation * " R.K. Sharma ASO New Delhi

<
Address *

Organization

Country State
Choose One ¥ Choose One

City/District Pincode
Choose One M

Figure 73

7. Click Add.

8. Click Close button in right panel.

Important Points:
v To add recipients under ‘Intra eOffice’ and ‘Inter eOffice instance’ are allowed only for
electronic dispatch.

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

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

There are three domains from which recipients can be added. Let us see them all one by one,
a) Public (selected by default)
b) Intra eOffice
c) Inter eOffice / Other Applications

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

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

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

© Public Intra eOffice Inter eOffice / Other Applications

Min./Dept./Others * A

Recipient Detalls - Public

Name * Designation "

<
A dresut Add dstails

Qrganization

New Delni

Country State
Choose One Y Chaose One

Click '‘Add’ to
add details

City/District Pincode
Choose One -

|

Figure 74

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

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

© Public]  intra eCffice  Inter eOffice / Other
[ User || Groups E

= 1 o
\diblew Raman i Recipient Details - eOffice Internal

Choose Scope aof
Address Book Group

All Contacts Search the cortact by _ Self Name Designation | Department
- name, designation -
Secti
| Name Ussigiiabian . H.ATHEL Deputy Secretary DOE
(=) Department
(¥l Raman Sharma Sr Advisar < >

_ Instance

Recipient Details - Public

Select the required Designation Address
contact
Joint Secretary Delhi
K. Sharma ASD MNew Delhi
Click on "Add’
= to add details

Figure 75

4. Based on the characters of recipient name entered in the search box, suggestion list will appear.
5. Choose the appropriate recipient(s) and then Click Add.
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Groups

Under this tab, recipients can be added from already created groups.

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

Add Recipients

User Groups |

|° Publicl ) Intra eOffice | Inter eOffice / Other Applications

Choose Gro ¥

Section

Department Jl
Instance ‘

Recipient Details - Public

Name Designation

R.K. Sharma ASO

<

| Address

New Delhi

Figure 76

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

Add Reciplents x

© Public

User Groups

Intra eOffice

| Inter eOffice / Other Applications

Department ¥

All Contacts in GIY

No Any Record Foy

NIC Employees |

Address

Add

Recipient Details - Public

Name ‘ Designation

R.K. Sharma ASO

<

i Address

New Delhi

Mi

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

Add Recipients x

© Public Intra eOffice | Inter eOffice / Other Applications

User | Groups |

Department ¥ | | Administratic ¥ Recipient Details - Public
All Contacts in Group " Name Dasignation Address Mi
® | Name | Designation Address R.K.Sharma ASQ New Delhi Z"
al

Kabir Singh Joint Secretary Delhi < >
Deputy Secretary Delhi

["| Raman Sharma Sr Advisor Delhi

v
< > < >
=w =N
Figure 78

4. Click Add as shown in Figure.79:

Add Recipients %

© Public () IntraeOffice () Inter eOffice / Other Applications

User | Groups ‘

Department ¥ Administrati ¥ Recipient Details - Public

All Contacts in Group 2 ‘ Dfslcion e

@ | Name Designation | Address RK.Sharma ASO New Delhi '::
Kabir Singh Joint Secretary Delhi < >
@ Deputy Secretary Delhi

("] Raman Sharma Sr Advisor Delhi

Step 4
< >
|
Figure 79
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b) Intra eOffice— This is the domain of employees in user’s own Ministry/Organization. This can be
used to add recipients who are from one’s own organization, for example, for issuing inter-office

memo.

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

employee/recipient belongs to.

Add Recipients x
' Public | © Intra eOffice | ' Inter eOffice / Other Applications
users |
! iChoose One Search Here... Recipient Details - Public
| choose T 1
| chooseone ‘ Name 1 Designation 1 Address
oeA }
DOE A Designation Department R.K. Sharma ASO New Delhi
DOR [
DES ‘ Kabir Singh Joint Secretary Delhi
DOD
MOF Neha Tyagi Deputy Secretary Delhi
CEDT < >
CBEC
Oro FINANCE MINISTER
QUTSIDE MINISTRY
ADVIII/DT | >
< >
|
Figure 80

2. Enter the recipient name in the search box.

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

Add Recipients

Public © Intra eOffice

Users

' Inter eOffice / Other Applications

DOE

O/o DirfAdmn)

6 e o |

¥ HATHEL

Deputy Secretary

Atheli Recipient Details - Public
De
Step 2
™
" R.K. Sharma ASO
Kabir singh loint Secretary
DOE
Meha Tyagi Deputy Secretary

£

Step 4

MNew Delhi

Delhi

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

A

() Public © Intra eOffice Inter eOffice / Other Applicatiors

Users |
[ 1l

Dot Ofo D Athel Recipient Details - eOffice Intemal i
Name | Designation | Department | Section | Acsons
All Contacts :
HATHCU Deputy Secrewsty Doc Ods DirlAdmn) x

Recipient Decails - Public
Name Designation | sddress | i Dept.10thers | Actions

Ministry of Palisnentary

RK Sharma ASO New Delhi Al x £

Details Added Ninistry of Pactizmentary

Kabir Singh oint Secretary Deihi Afairs w5

Mty of Darlianentan
Neha Tyagi Degaty Setrelary Delhi m" e WY xw
irs

Figure 82

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

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

2. Enter the recipient name in the search box.

3. Based on the characters of recipient name entered in the search box, suggestion list will appear.

4. Choose the appropriate recipient(s) and then Click ‘Add’ (Figure.82).
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Approving Draft

This section describes steps to approve a draft.

Important Points:

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

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

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

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

STEPS TO FOLLOW:

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

L@ 0O

Hemrned

o EFile ver 70

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

Draft = Edit Action Details | Attach -

Mouerrient Copy send cend Back  Putin afile

E 5055803 S232/2020/EOFFICE  Common Office Services

Last Updated On 11 | Action

JO/05/2020 12140
test subject DFA o o) T

OIS F20° e
est subjact DFA PP T dF W

A
CHIES] ¢« (A

Status

P
1 SONNZIROVENE. oy bivmiar Pty w0 N DFA i

AM
CHIEE] « [ENIE

Figure 83

2450 Saroje Kumar Patro
- n D IcE
ALE Create  Inbox  Sent  Advance Search Senc  Rewrned | Advance Search
send Back Putin a file Diraft - Edit Action Detalis Attach = Close

E 5055903 S232/2020/EOFFICE Common Office Services

B Draft Details

Automatic Zoom

Draft Nature * Receipt No. * Reply Type
Feply v | | sm3zzozvenFRIcE v B et ¥
Forms Of Communications Prefix Language *
Diate: 04-December-2012 Choose One . Chaoss One ¥ Berigall .
Main Cat=gary Sub Categary
Common Gffice Senaces + | |Choose One -

Ministry of Home Affars

Sub Acknowladgement of your letier na - dated 30-11-2012 Subject ©

te=t subject

Dear Sacrefary,
Your letter has been recelved. For future communications please refer 1o the corespondance no.

1174201 2/Secretany (TRG)
Torsl 1000 | 988 Chamcher Iefr

Regards,
F. K. Mathur

Recipient Details - Public
Min./Dept/Others

MINISTRY OF E

ASD Automaton Testng AGRICULTURE

Enable Multl Sigr

m‘ Copyriaht © 2020, designed and developed by NIC

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

Approval Confirmation

Figure 85

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

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

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

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

<Year>-The year of creation

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

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

Signing Draft

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

Important Points:

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

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

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

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

Important Points:

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

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

< N X X

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

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

FILE Create Sent Advance Search

Inbax

Draft - =-14 Action Details Attach -

Movement Copy 3 : Putina file

4 5232/2020/EOFFICE

Last Updated On |1 Action

T 7

test subject APPROVED Sarnja Kumar Patro, eCffice M., iﬁn,zzezo i LiE]
IO/O5,2020 12:48

test subject DEA i - I T |

A ER

Created On 11 Status

: e T ApPROVED

Calcy] ¢« (DI

Figure 86
2. Click ‘DSC Sign’ button as shown in Figure.87:
Inbox™  Senc  Advarice Search FILE Create: Inbox = Sept  Advance Search S5U Zent Rewrned = Advance Search

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

E 5055303 5232/2020/EOFFICE Common Office Services

B praft petails

Draf: Nature * Receipt No. * Reply Type
Reply o 5292/ 2020/ECFFICE 7| B | EhaoseDne ]
Forms Of Communications Prefix Language *

Date: 04-December-2012 Chaose One ¥ Choose Gne i

Berigal

To,
Secrelary

Minisiry of Home Affairs

Sub. Acknowledgemen! of your lelter no - dated 20-11-2012

Main Categary Sub Category
srmmicn Office Services Chaase On=
Subject *

test subject

Dear Secratary,
Your letter has bean received. For fulure communications plaasa refer (o the comespondencs no.

NTIZ01 2 Secrstay(TRG) .
Tatal 1000 | 982 Charactar iaft

Regards,
P. K Mathur

Recipient Detalls - Public

Name | Designation | Address Min/Dept./Others
Name: Automation MINISTRY OF
50 i e ) -
=1 Tetting g Autgenetion Testns AGRICULTURE &

Enabie Multi Sign

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

RECEIPT Create v Inbox Sent Advance Search FILE Create Inbox Sent | Advance Search Sent | Returned | Advance Search

Draft w Edit ion Detail Attach »

%’l r Movemnent Copy Send

Receipt Inbex | 5232/2020/EQFFICE E 5055803 5232/2020/EOFFICE  Commen Office Services

Efi praft Details
Diraft Narure © Reply Type
Reply ‘ x Choose Orie ¥
30234422020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choase Orie * X Bengail =
To,
I Main Category Sub Category
Spcreany Cammon Office Sarnces ¥ | |Choose One il
Minictry of Home Affairs .
Sub: Acknowledgemant of your letter no - dated 30-11-2012 Subject
Test sudhject

Dear Secretary,
our letier hias been received. For Llure communicalions piease refer 1o e COMESpondence na

117201 2/Secretany(TRE) .
| Total 100C | S8€ Charactarlefe

Regards
P K Mathur

Recipient Detalls - Public

MName | Designation Address Min./DeptfOthers
Name: Automation MINISTRY OF

ASO Automation Testn -
Festing siibirtad adal AGRICULTURE S

Enable Multd Sign

Figure 88

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

To Sign at the location of your choice

3. Click ‘Custom’ as shown in Figure.89:
2450 Saroia Kum :
e €File ver 70 Iy n i hurrar:ittr:

Create v Inbox  Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search - v | Rewmed  Advance Search

Movement Copy Putinafile = Draftw Edit C etails | Altach =

E 5055903 5232/2020/EOFHCE  Common Office Services
B praft petails
=+ Automati
Draft Nature * Receipt No. * Reply Type
Reply i EOFRAICE T 9 | ChooszOne i
1202344212020 Forms Of Communications Prefix Language "
Date: 04-December-2012 Choose One = Tooss One ¥ | Bengali -
To,
Main Category Sub Category
Secfelany Cammion Office Services ¥ (hoose One bt
Minictry of Home Affairs
: Subject*
Sub: Acknowledgement of your letier no - dated 30-11-2012 :
est subject
Dear Secelary,
Your ketier nas Deen received. For future communications please refer (0 the comespondence no.
1712012i3ecretary(TRG)
| Tetal 1000 | 388 (naracter left
Regards, Z
=
P K Mathur £
Recipient Detalls - Public
MName | Designation Address Min./DeptfOthers
Default ;
Name: Automation MINISTRY OF N
v YT i -
. : Testng e Tt GRICULTURE &
Ersable Muld Sign £ eSign - | fi  DSCSign - _!‘. " InkSign

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

Custarm Sign

Page: 1 of 1

113023442/2020
Date: 04-Dezembar-2C
To,
Socratany
Ministey of Home Aftairs
Sub: Ackravdedaernent of your letter no - dated 20-11-2012

Dear Secietary,

Your fetier has been received. For future communications please refer o the comespondenc
117201 2iSecietary(TRG)

Hegards,

Figure 90

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

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

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

eSign

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

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

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

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

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

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

@ 0

RECEIPT Create » | Inb S i t FILE Creote Inbax  Sent | Advance Search Sent | Returned  Advance Scarch
Movement Copy Send Send Back Putinafile Draftw= Edit Action Details | Attach+
Receipt Inbox / 5232/2020/EQFFICE E 5055003  SI32/2020/EOFFICE  Common Office Services
of Drafts
El
| Draft No. m | Subject Starus Approved By Last Updated On {1 | Action
C .
- test subjact APPROVED Sarnjz Kumar Patro, eOffice M. i.:’{UEEDZO 1e4 /B
ﬁ 30/05/2020 12:48
DFEA/4803 test subjoct DFA e B W
w LR} ' b
B
Version List of DFA/4804
.»B T
i Version ]  Created On || | Created By Status Action
3 IN20 1D
= 1 O A i e TR CPES N APFROVED
¢ A i
Mo (]
-

Figure 91

2. Click ‘eSign’ button.

2450 n Saroja Kumar Patro
A s

Createy Inbax  Sent  Advance Search FILE Create  Inbox  Semt  Advance Se: 1S5UE Sent | Returmed  Advance Search

S5end | SendBack  Putinafile  Draftw Edit Action Details  Attach= | Close

E 5055003 523202020/EQFFICE Common Office Service]

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

E Draft Details
Draft Nature * Receipt No. * Reply Type
Reply T | 5232R0Z0/E0FRCE v @ | cons=ore b
302344212020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choosz One Y| | Choose Onz ¥ | | Bengali Y
To
| Main Category Sub Category
Secretary Commaon Office Senvices ¥ (hoos=One b
Ministry of Home Affairs .
Sub Acknowledgement of your lster no - dated 30-41-2012 Subject
test subject

Dear Secretary,
Your letter has been received. For fuiure communications please refer to the cormespondance no.
1171201 2/Secrefany(TRG) .

Total 1000 | 588 Character left

Regards
P. K Mathur

Retipient Details - Public

Name ‘ Designation Address ‘ Min./Dept./Others
Name: Automation MINISTRY OF A
AS0 Automation Testing o
Bectronic ign 1 | Testing Homation tesing AGRICULTURE M

_ Enablz Multi Sign DSC Sign =

X, InkSign

Figure 92
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To Sign with OTP method at default location

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

eFile ver 70

IPT Create v+ Inbox Sent  Advance Seerch A Create | Inbax

Movement Copy Send Send Back | Putin a fila 1 Edit Act

1302344272020
Date: 04-December-2012

To,
Secratary
Minisiry of Home Affairs

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

Dear Secretary,
Your lelter has bean feceived For ulure communications please (efer 1o the comespondance no
11 T20121Secratany{ TRG)

Regards,
F. K Mathur

Sent | Advance Search

n Saroja Kumar Patro
TOSHE] a3

Returned  Advance Sen

on Detai Attach + Close

Draft Details

Draft Nature *
Reply

Forms Of Communications
Choose One

Main Category
Common Utfice &

rvices

Subject*
test subject

Total 1200 | 928 Character isft

With Fingerprint Nare Designation | Address | in./Dept/Others
Name: Automatian MINISTRY OF
t ASD Autamation Testi -
{ : | Testng HEERERDTL IS AGRICULTURE S
Enable Multi Sign F iz 5 DSCoign -
Mﬁ Lopunaibt £ o020 Teta il A A T

E 5055803 5232/2020/EQFFICE Common Office Services]

Receipt No. * Reply Type
* 573 z * 9 hooceore by
Prefix Language
X a of Hengali i
Sub Category
Choose One N

Figure 93

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

to the eSign service portal.

eSign agreement

cConsent for Authentication

<<Nama of Agency Providing the Service>>
| hereby state that | have no objection in authenticating my=elf with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biomatric
andfor One Time Pin {OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___ <<Nams of
=<Purpose of ASP  application
= with e-Hastakshar (C-DAC's =Sign Service) during __ =<5fart

ASPs for the purpose of

Date=> and <<End Data” ==

- | understand that tha Elomatrics and/ar

OTP | provide for authentication shall be used only for authenticating my identity
throwgh the aadhaar Authentication system and for obtaining my e-k¥C through
Aadhaar e-KYC servce and for the issuance of Digital Signatura Certificate (D5C) far
integration purposes and for no other purposes, | understand that C-DaC shall ensure
security and confidentiality of my personal idertity data providad for the purpose of
Azdhaar bassd authentication. | also understand that subseguent to the completion of
integration, ASF chall not use my Aadnaar 10 for Integration with C-DAC ESE.

Figure 94

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

Copyright © NIC, 2020

Ver.7.0[68]



@ffice

OUGITAL 'WORK PLACE SOLUTION

HIH

z Digital ndia conC
Ministry of Eleclronics avd Power To Empower Cantre for Ceveicoment of
Infermation Tachnalogy Advanced Camputing

Gousmmant of India

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

i

C-DACs eBign Bervice

ARadhaar Based e-Authentication

Get Virual 1D

&  EnterYour Aachaar CTP

View Docurment lnformation

Cancel Mot Received OTP? Resend OTF

Figure 95

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

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

To Sign with Fingerprint method at default location

3. Click ‘Default’ and choose option ‘with Fingerprint’.
AEa 0"

T Create v+ Inbox Sent  Advance Seerch ALE Create | Inbox  Semt  Advance Search Returned  Advance Seerch

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

E 5055003 5232/2020/EQFFICE Commeon Office Services]

|ssue No.: 1/3023442/2020  Draft State: APFROVED  Version: 1 |
Draft Details

— 1+ Auvtomatic Zoom

| Draft Mature * Receipt No. * Reply Type
Reply * | | 53327020/E0FFICE * 9 hooceore \d
202344202020 Forms Of Communications Prefix Language

Dite. 04-December-2012 Choosz One ¥ | | Choos=Une ™ Hengali i
To
i Main Category Sub Category
Sacrabary | | Common Cffice Services ¥ | |Choose One *

Minisiry of Home Affairs

Sub: Acknowlzdgement of your letter no - dated 30-11-2012 Subject *

test subject

Dizar Secretary,
Your lelter has bean feceived For ulure communications please (efer 1o the comespondance no

1171201 21Sacretary(TRG)
| Total 1000 | 928 Character laft

Regards,
F. K Mathur

A Recipient Details - Public
With Fingerprint 2

Nare | Designation | Address | Min./Depr/Others
Custom v ". ::;':.—E.ﬂ.u:omazlnn ASO Autamation Testing :‘S‘:::[JT_:E:E E
Enable Multi Sign X, InkSign
xS bt 3000 ool b

Figure 96

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

cConsent for Authentication
<<Nama of Agency Providing the Service>>

| hereby state that | have no objection in authenticating my=elf with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biomatric
andfor One Time Pin {OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___ <<Nams of
ASp=>_ for the purpose of =<Purpose of ASP application

= with e-Hastakshar (C-DAC's =Sign Service) during __ =<5fart
Date>>_ and ___ <<gnd Dare” »>____ . | understand that the Elometrics andior
OTP | provide for authentication shall be used only for authenticating my identity
throwgh the aadhaar Authentication system and for obtaining my e-k¥C through
Aadhaar e-KYC servce and for the issuance of Digital Signatura Certificate (D5C) far
integration purposes and for no other purposes, | understand that C-DAC shall ensure
security and confidentiality of my personal idertity data providad for the purpose of
Azdhaar bassd authentication. | also understand that subseguent to the completion of
integration, ASF chall not use my Aadnaar 10 for Integration with C-DAC ESE.

Figure 97

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

3

€ = - : > =
=] : Digital India conC
Ministry of Electranica and Power To Empawer Canle far Duveispment of
Infarmation Technology

Advanced Camputing
Gevammant of nda

You are currently using C-DAC eSign Senvice and have been redirecied from

G-DAGC'E eSign Service

S

Aadhaar Based e-Authentication

2 T ir Aadhaar Nur Virt L
Get Virtual 10
O | Discover Biometric device
WView Document lnfomation
Help

Figure 98

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

To Sign with OTP method at location of your choice

3. Click ‘Custom’ and choose option ‘with OTP’.
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2450 T Kumar Pairo
N 0

CEIFT Create s Inbox | Sent | Advance Search ALE Create | Inbox: | Sent  Advance Search E Sent | Returned | Advance Search
Send Send Back | Putinafile | Draft~ Edit Action Details | Attach
5055903 5232/2020/EOFFICE Commen Office Services)

' B Dratt Details

Draft Mature * Receipt No. * Reply Type

Raply » | s39302MEQF * | Q| ChooseOne

/0224422020 Forms Of Communications Prefix Language *
Dat=: 04-December-2012 Choose One L4 Choogse Une i Benzal >
To
! Main Catego Sub Categor
Secrotary s el skl

Cammaon Office

LChoose One '

Ministry of Home Afgirs

Sub: Acknowledgemant of your letter no - dated 30-11-2012 Subject *

rest subject
Dear Secrelary
Your letler hae been For future please retar 1o the correspondenca no.
1171201 2/Sacratary(TRG) .

Total 1000 | 568 Character left

Regards,
P. K Mathur

Recipient Detalls - Public

MName Address Min /Dept./Others
Oefault v TR o
Custern - Tistng z hIeTng AGRICULTURE [

Enable Multi Sign

Figure 99

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

Custam Sign

Page: 1

130234422020
Date: 04-December-2(
To,
Socretary
Minstry of Home Affairs
Sub: Ackrawdedgement of your letter no - dated 30-11-2012

Dear Secretary,
vour letier has been recaived  For luture communications please refer o (he corespontdenc:
L1TR2M2ISecietary(TRG)

Regards,
P K. Mathur

Figure 100

5. Click ‘Sign’.

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

cConsent for Authentication
<<Nama of Agency Providing the Service>>

| hereby state that | have no objection in authenticating my=elf with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biomatric
andfor One Time Pin {OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___ <<Nams of
ASp=>_ for the purpose of =<Purpose of ASP application

= with e-Hastakshar (C-DAC's =Sign Service) during __ =<5fart
Date>>_ and ___ <<gnd Dare” »>____ . | understand that the Elometrics andior
OTP | provide for authentication shall be used only for authenticating my identity
throwgh the aadhaar Authentication system and for obtaining my e-k¥C through
Aadhaar e-KYC servce and for the issuance of Digital Signatura Certificate (D5C) far
integration purposes and for no other purposes, | understand that C-DAC shall ensure
security and confidentiality of my personal idertity data providad for the purpose of
Azdhaar bassd authentication. | also understand that subseguent to the completion of
integration, ASF chall not use my Aadnaar 10 for Integration with C-DAC ESE.

OK

Figure 101

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

£ B ST

et Digital India conc
Minisiry of Electronics ard Power To Empaower
Intermalion Technolegy
Gousmmant of India

Cantre for Cevecpment of
Advarcod Camputing

You are currently using C-DAC e5ign Service and have been redirected from

Q" stRlsh \I,a\

C-DACs eBign Bervice

ARadhaar Based e-Authentication

Get Virual 1D

View Docurment lnformation

Mot Received OTP? Ragend OTF

Figure 102

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

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

To Sign with Fingerprint method at location of your choice

3. Click “Custom’ and choose option ‘with Fingerprint’.

Copyright © NIC, 2020

Ver.7.0[72]



ffice

TTAL WORK PLACE SOLUTION

Advance Search HLE Create  Inbox Sent  Advance Search

Send Back | Putinafile Draft- Edit Action Details | Attach =

E 5055903 5232/2020/ECFFICE Common Office Services

lssue No.: 1/3023442/2020  Drafe Stave: APPROVED  Version: 1

a Draft Details

Draft Narure * Receipt No. * Reply Type
Reply ¥ SZI2IF0?EQFFICE = Choose Gne >
202344202020 Forms Of Communications Prefix Language *
Date: 04-December-2012 (Toass One ¥ Thoass Orje * | | Bengali =
To
i Main Category Sub Category
Secretary Carmman CFfirs Services v | [Chonse one -
Minstry of Home Alairs ~
Sub: Acknowledgement of your letier no - dated 30-11-2012 S
ezt subject

Dear Secrefary,
Your lefter has been received. For future communications please refer fo the correspondence no
1177201 2/5ecretan(TRG)

(6] | 288 Character lefr

Hegards,
P K. Mathur

With OTP

Min/Dept./Others

Name: Automation _ N MINISTRY OF -
Testng it Avimane Ty AGRICULTURE S

Enable Mult Sizn

Figure 103

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

Custam Sign

Page: 1

130234422020
Date: 04-December-2(
To,
Socretary
Minstry of Home Affairs
Sub: Ackrawdedgement of your letter no - dated 30-11-2012

Dear Secretary,
vour letier has been recaived  For luture communications please refer o (he corespontdenc:
L1TR2M2ISecietary(TRG)

Regards,
P K. Mathur

Figure 104

5. Click ‘Sign’.

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

cConsent for Authentication
<<Nama of Agency Providing the Service>>

| hereby state that | have no objection in authenticating mys=elf with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biomatric
andfor One Time Pin {OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___ <<Nams of
ASp=>_ for the purpose of =<Purpose of ASP application

= with e-Hastakshar (C-DAC's =Sign Service) during __ =<5fart
Date>>_ and ___ <<gnd Dare” »>____ . | understand that the Elometrics andior
OTP | provide for authentication shall be used only for authenticating my identity
throwgh the aadhaar Authentication system and for obtaining my e-k¥C through
Aadhaar e-KYC servce and for the issuance of Digital Signatura Certificate (D5C) far
integration purposes and for no other purposes, | understand that C-DaC shall ensure
security and confidentiality of my personal idertity data providad for the purpose of
Azdhaar bassd authentication. | also understand that subseguent to the completion of
integration, ASF chall not use my Aadnaar 10 for Integration with C-DAC ESE.

Figure 105

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

ieed

o = Digital India conC
Ministy of Electronics and Power To Empawer Gaire for Dovoicpmentf
Infarmation Technology

Advanced Camputing
Gevammant of nda

You are currently using C-DAC eSign Senvice and have been redirecied from

o
G-DAG's e5ign Service

Aadhaar Based e-Authentication

1 ~nter Your Aadhaar Number/Virtual 1D
Get Virtual 10
O | Discover Biometric device
WView Document lnfomation
Help

Figure 106
8. Select the Fingerprint scanner from the discovered connected device(s).
9. Click ‘Capture’ to capture the fingerprint.
10. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

Note:

» Draft status should change to Signed.

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

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

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

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

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

STEPS TO FOLLOW:

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

2450 S
o €File ver 70 » 0

Create + Inbox Sent | Adwanice Search FILE Creote Inbax  Sent | Advance Search ISSUE Sent | Returned  Advance Scarch
84 ﬁ Movement Copy Send Send Back Putinafile Draftw= Edit Action Details | Attach+ Close =1
Receipt Inbox / 5232/2020/EQFFICE E 5055003  SI32/2020/EOFFICE  Common Office Services
ﬁ’é’ List of Drafts
| Draft No. m | Subject Starus Approved By Last Updated On {1 | Action
[}
= bl r 4
— test s APPROVED Sarnja Kumar Patre, eCffice MM iﬁosmm 1248y
‘I‘:‘ 30/05/2020 12:48
DFEA/4803 test subjoct DFA e B W
1w LEER] 1 JENIE
Bt
Version List of DFA/4804
.»B T
i Version ]  Created On || | Created By Status Action
3 0 T
= 1 O A i e TR CPES N APFROVED
H AM ;
Mo (]
-

Figure 107

2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.

(Note: The uploaded signed copy can be downloaded by clicking on ‘Signed Copy’ link.)
eFile 0 :“ n 5urnli.=1\'un'|.:| o

Create v lobox  Sent Advance Search FILE Create  Inbox | Sent Advance Search IS5UE Sent | Retwsrned  Advance Search

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

5232/ 20X0/EQFFICE E 5055803 SZ3Z020/EOFFICE Cemmon Office Service)

Receipt Inbox /

Issue No.: 1130234422020 Draft State: APPROVED  Version: 1 i
E Draft Details
Actornatic Zocm
Drafc Nature * Receipt No. * Reply Type
Reply iy 5251 2020/EQFFICE i Choose One b

Ir30z344272020 Farms Of Communications Frefix Language *

Date: 04-December-2012 Chonse One Y| | ChooseOne ¥ | | Bengal "
To,
) Main Category Sub Category
Secretary Common Office Services | | Chogse One *
Ministry of Home Affairs —
Sub: Acknowledgement of your letter no - dated 30-11-2012 publcet
testsubject

Dear Secretary.
Your letter has been received. For fulure communications please refer to the corespondence no.

11772012/Secietary TRG) \ e
ntal 1040 | S haractar laft

Regards,
P. K. Mathur

Recipient Detalls - Public

Mame Designation | Address | Min./Dept /Others
Name: Automaton MIMISTRY OF
v ion Testi M
- ASO Autamation Testing At e
= = Lo I ko
Enable Muld Sign @ DSC Sipn - | &, InkSign |
Lol

Figure 108
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Inbox

Sent  Advance Search FILE Inbés

Create Sent  Adusece Search Issut Sent  Returned  Advance Search

Movement Copy Send SendBack Putinafle Drmft- Edit Action Details ~ Attach = Ciese

E 2633  465/2020/BO!-DFS ' ACP and other related matters

Issue No.: ¥3679/2020 Draft Siate: APPROVED  Version: 1

ReceiptNo. * o RepyType

@ File Upload

| Prefix Language *

Upload scanned PDF —
signed copy of the

&« v A < Desk.. > Signed lssue .., v F) 2 Search Sig

< (0]

Organize + New folder approved Issue letter
@ I Desktop o Name Date modifizd
m & Downloads 3] Signed Issue Letter 47312020 1:56
L [Z| Documents #
"é [&] Pictures *
CBP [Basic Users v ¢
File name: | Signed Issue Letter v | | WPS5 PDF Document

20 Aveas of Stody snd Rewarch Oatput

Katir Singh Jaint Secsary

017 and 2010 Ly
© g2t an avenll

Mirisiry of Parlismentsry

depth <udy of ihe infarmaton suught vl :he wesponse by the CPIK Publie Authorits RK Sharma A0 vt Al
s s,
Miristry of Parfiamentary
N,.n_.%,g. Deputy Secretary Delly P
b o
>

Mol

Looyr

) designed and dovcloped by Nicl

Figure 109

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

0

Create  Inbo: A 2 I wd  Advance Search
Send Back | Putinafile = Draftw Edit Action Details  Attach »

E 5055903 523XI0J0/EQFFICE Common Office Serviced

Draft Details
Draft Nature * Receipt No. * Reply Type
Raply ¥ | SIIHFIECFACE ¥ Chaoss One T
Forms Of Communications Prefix Language *
Dale: 04-December-2012 Chonse One g {hoosze One ¥ | | Hengall 2
To, |
Main Category Sub Category
Secrelary Comman Office Services = (hoosaOne -

Ministry of Home Alairs

Sub: Acknowledgement of your lelter no - daled 30-11-2012 Subjert *

test subject

Dear Secretary,
Your letter has been recaved. For future communications pleasa refor to the correspondence ne.

117/2012/5ecretary(TRG) . |
| Totsl 1900 | 986 Character lef

Regards,
P. K. Mathur

pient Details - Fublic

Hame

Narme=: Automation WINISTRY OF -
Testing A Funomain Teting AGRICULTURE S

_| Enable Mult Sign

Signed Copy

Figure 110
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4. Click ‘Confirm’ in the Pop-up window to complete the physical signing of the draft (or discard to

re-upload the correct signed document and then ‘Confirm’.)

Approved Copy

214422020

Ta

Sacretary

Minizry of Home Aflaiie

Sub: Acknoviedgement of your letler no - daled 30-11-2012

Dear Secretary,

Date. M4-Decembes-2012

‘aour latter has been received. For fishure
AP0 2 Secretary (TRE)

Fegars,

B K Mathur

The ink signed copy of the approved draft is visible on the Left side and the approved copy can be seen

Date 04-Cecember-2012
Ta,
Eecratary
Ministiy of Home Affairs.
Sub: Acknowledgement of your letter no - daled 30-11-2012

Dear Secrelary.
our letter has been received For futune communications pisass refer to the comespondence no

T2 2/ Secretany (TR

Ragards,
F K Mathur

Discard

Confirm

Figure 111

by clicking on ‘Approved copy’ link available below.

© e @ en-
= A = AR = Success message for ' succass X
=R . Ink Sign Confirmation i1tk sign has been confimed.
Receipt Inbox / 469/2020/801-DFS E 2633 469/iwrmuirurs - anr o i reaccs el
2 8516 No.- /367072020 |Drafe State SIGNED  Version: 1 Signed On: 08/04/2020 05:39 AM ". T
o o
Draft Nature * Receipt No. * Reply Type
=~ ~ Aesty 203/2030D0 | -DFS w| O | oidiie one
Forms Of Communications Prefix Language *
A Office Ordes Chisose O Eagist
M
Main Category Sub Cotegory
ACP and other reiated maiter Choose One >
.| Status Changed to SIGNED o
5 g Subject
oo 1 and Signed Date recorded Suidelines on Intesrahip
Nerth iack, New Delbi- [ 10061
N Dsrea e 17" Muy. 2018 o0 | 1 scror iodr
lice Meraronduc
Suhjoot:  Cuidelines 20 letermkip fur Codergiadaaiy |nur\u|m,', me
integruted course in [ an and gesduates rsuing Dac e Edit
() Law und ghL the Appul om ' Improvieg F aml
1 e
___L‘m‘_—&“rﬁz::;: l(ln’mmln-rnmn,[ funuph effective hnplementatian of Right R P ——— i
L0 Intrsduction Name i Designagion Department | Section
i HATHEL eputy Secrétary /o Dirt Ay
1o Deperiomen of Personnel aud Jrsining (Do 1, Miai Pessonne’, Publi S s il e sl
fiticvances and nd 3 LD
Recipient Details - Public
|
- wards rare Name Designation | Agaress | Min/eprsothers
Wi B has severa! componends including &
v and ¢-govemance indtistives for RT1 for Kabir Singh Deihi Z’l}vw:y ol Partiamentary
o tice Incenal 2, P P TIen
: . : —— | Ink Signed copy i iy fPatsmencry
Click here to check b
4 approved copy Neha Tyag Deputy Secretary Delhi jj,';"j{’Y°' i
o he donc 1 help dagis
m with ¢ process of avaing ml(-nm(l i urgd cnabling
he K1 repime.
v
< >
() Enabie Mults Sign Approved Copy P

Figure 112

Note:

CONFIRMATION’.

CONFIRMATION’.

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

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

‘PENDING_INK_SIGN_:
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Dispatch from Receipt

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

Electronic Receipt

STEPS TO FOLLOW:

1.

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

Creste  Inbox Sent  Advance Search Retumed  Advance Search

Send it in & Draf =il ais  Aftach -

Gusigelines for Interrzhip

et syt SIGNED 1

fest sidject SIGRED B
D400 12:04

meer subjscr ABDROVED OSD02012:04 B

eI EE—

/042020 0:05

1 i Strawan Kurnar, BO 4 SECTION - DFA i

LI ¢ [

Figure 113

Click‘Initiate Dispatch’ to initiate the Dispatch Process.
5 e 0
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3. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if

required.
28fice .

RecoeT ' i Sent | Adusnce Smarch A Crmntn  Whox  Sene | Advanes Search Issur Sent  Rerrmet Advancs Sesnh
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Figure 115

RIENTT L <1 / Dispatch with follow up | Send / Dispeteh wathout Follow up

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

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

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

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

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

Piease Rl CRU details

CRU*

Suaria Sharma

Disfiviery Mode ®
fhy PrssL

Remarks

Total 000 | 1000 Characer k2

& Copy Te All

Figure 116
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Note:

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

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

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

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

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

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

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

Note:

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

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

7. Click Send —

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

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

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

e Due Date — Provide the follow up date.

Copyright © NIC, 2020
- Ver.7.0[80]



A DIGITAL WORK FUACE SOLUTION

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

Desired Action

Information Sougv

Description™

Repart expecied in 3 week

Tord 1000 | 975 Cnaracter et

Reply Due Date*
150042020 =] @ For Seif O For Section

Figure 117

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

Note:

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

Physical Receipts

STEPS TO FOLLOW:

1. Click opens a physical Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
'y 0
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2. Click ‘Dispatch’ in the menu.
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coffice 'S 0:
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3. Upload the copy of the Signed copy of the Issue letter to be dispatched on the left panel, if

required. (Not mandatory).

Note:

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

4. Fill in the ‘Draft details’ on the right side of the screen. Drafts details include ‘Draft Nature’,

‘Reply Type’, ‘Forms of Communication’, ‘Prefix’, ‘Language’, ‘Subject Category’, ‘Sub Category’
and Subject description.

Note:

Draft Nature: Choose -

o New/Fresh — If the draft is being prepared as fresh communication being initiated.

o Reply — If the draft is being prepared as a reply against the receipt.

o Reminder — If the draft is being prepared as a reminder to the previously dispatched communications
against the receipt.

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

dispatched against the receipt.

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

details added as recipient details will be removed.

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

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

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

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

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

Piease Fil CRU detalls

CRU*

Saariay Sharma

Defivery Mode *
By Pusl

Remarks

Tory §000 | 1000 Charsoer ks
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Figure 121
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Note:

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

against physical receipts.

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

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

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

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

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

Note:

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

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

the email.

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

6. Click ‘Send’ —

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

created.

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

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

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

Desired Action
Rerimiade s

Destription™
Rermninder on Whe regart requesied

Toral 1000 | 568 Chamoes ief

Reply Drue Date™ =
22OAZ020 B D For Seif ﬂt:‘ For Section

Figure 122

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

Note:

= TIssued dispatch details will be available in Dispatch =>Issue=>Sent list of Officer. More details can be
viewed by clicking on Issue number link.

» Issued dispatch will be made part of the dispatch history of the receipt.

» In case of multiple recipients, all the different dispatches (with unique dispatch no. and common issue
no.) will be displayed as part of the dispatch history.

» Dispatch Recipients of same Ministry/Organization (intra-eOffice) and other Ministry/Organization
(Inter-eOffice) will receive the dispatches under Received letters (Intra eOffice and Inter eOffice
respectively) section in their eOffice account.

» User will be able to view the created follow-up notification under Notification > Dispatch Follow Ups
(In case of ‘Dispatch with Follow Up’).

= Re-dispatch option will available for the dispatch in Sent Dispatch list.

» IfTIssue is dispatched through CRU, then the CRU user can check the dispatch record in the ‘Dispatch
Inbox’.

= If dispatched through CRU, Dispatch status in Dispatch Sent list should be displayed as ‘Sent’, until the
time it is finally dispatched by CRU. Once CRU makes the final dispatch, dispatch status will be
displayed as ‘Dispatched’.

* For Issue letters dispatched by Self, the status of the dispatch will be ‘Dispatched’.
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Send Receipt

This section describes how to forward or mark a receipt to another user in an organization or to an
external organization. Receipts which are in pending state, i.e. receipts in Inbox/Inbox Folder/Created

and Send can be forwarded further. Closed receipts are required to be re-opened first before forwarding.

Important Points:
v Receipt can be forwarded to only one user in ‘To’ and multiple in ‘CC’.
v' Physical receipts should be in received state in Inbox/Inbox Folder to forward further.

v Multiple receipts can be sent by selecting multiple receipts from Inbox/Inbox Folder and
Created list page.

v Receipts forwarded from Sent list, are sent as CC (copy) of the main receipt.

STEPS TO FOLLOW:

1. Select receipt(s) or click opens a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ menu.

g
1
I
i

3

£
20

Figure 123

3. Enter the user details in ‘To’ field. In case you wish to forward its copies to multiple users, enter
user(s) details in ‘CC’.

4. Ifnecessary, you may assign Due date, Action, Priority to the receipt. Select ‘Initiate Action’, if
required. (Initiate action is configuration and role-based available feature)
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5.
6.

AU

2.
3.

Enter Remarks. (mandatory for ‘Initiate Action’)
Choose ALERTS (if required) -
a) Notify Through Email and/or SMS — To notify receiver of the receipt via e-mail and/or SMS.

b) Intimate To — To notify the users in the previous movements of the receipt about this current
movement, via e-mail and/or SMS.

Click —

‘eSign & Send’ - To digitally sign and send using AADHAR based eSign services.
Or

‘DSC Sign & Send’ — To digitally sign and send using eToken.
Or

‘Send’ — To send the receipt without signing digitally.

(Refer steps below for ‘eSign& Send’ and ‘DSC Sign & Send’)

OTP based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with OTP”’.

Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to
the eSign service portal.

. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
. Enter the OTP received on the registered (with AADHAR) mobile number.

Click ‘Submit’ to eSign and Send.

Fingerprint based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with ‘Fingerprint’.

. Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to

the eSign service portal.

Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
Select the Fingerprint scanner from the discovered connected device(s).

Click ‘Capture’ to capture the fingerprint.

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

. Click ‘DSC Sign & Send’. (May ensure, your eToken is registered with the application and plugged in the

system)
Enter the PIN for DSC.
Click login to Sign and Send.

KEY POINTS:
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e Inter Department Receipt Movement - Receipt can be forwarded to users of other departments by
choosing department from Organization hierarchy list and then users, in case for single instance
multiple departments. By default, self-department is selected. (Configuration based feature).

e Ease in Forwarding — Provision of segregated send ‘To’ and ‘CC’ employee list to choose from,
based on —

a) Recent 5 — List of last five employees/users to whom receipts have been forwarded

b) In Channel — List of employees already in channel of submission/movement of the receipt.
c) Sub-ordinates — List of employees directly reporting to the user who is forwarding the receipt.
d) Send Back — Auto populating the name of the employee from whom the receipt was received.
e) Reporting Officer — Auto populating the user’s reporting officer name.

f) Group — Adding all or selective users from a group of employees already created by the user
who has forwarded. This is visible/can be used only for ‘CC’, since receipt can be forwarded to
only one user in ‘To’.

o Intimate To — This allows user to intimate all or selective employees/users already in channel of
submission/movement of the receipt, about the current forwarding movement. This can be done
via SMS and e-mail.

Note:
= The copy (CC) of the receipt number generated is on the following pattern:
Sequence Number (Copy number)/Year/Section-Code. For example, 101(2)/2020/Parliament Section.
Sequence number - 101

Copy number -2
Year of Creation -2020
Section/Office - Parliament Section
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Receipt Sent List

The Sent box displays the list of receipts (Electronic and Physical) sent/forwarded by the user to other
users in the system. It keeps a record of all the receipts sent so far and other details such as the date and
time on which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ under Receipts module. (Figure 125)
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Figure 125
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Description:
.

e The Sent list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt Number, Subject, Subject Category, Sender Name (Sender of the DAK/ Letter), Sent To, Sent
On, Due On, Remarks and Actions.
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Figure 126

e The list of receipts can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.

e The list of receipts can be filtered on the basis of Nature, Subject Category, Sent Date and Due
Date range by clicking Filter Icon in menu bar.
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Figure 127

e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject, Sender, Sent To and Remarks, by entering at least 3 characters.
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Figure 128

e The list of already sent receipts of other users if shared with you (in case of employee’s handover
due to transfer/superannuation/promotion)can be viewed through Show shared Sent.
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Figure 129
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The following actions that can be performed on the list of Sent receipts —

= Send,

= Copy

= Generate Acknowledgement,
=  Pull Back

= Initiate Action
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Figure 130

e Further, more details on a receipt such as its diarized letter and other information can be viewed by
clicking on the Receipt No.
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Receipt Pull Back

To ‘Pull Back’ a receipt 1s to call it back from the user to whom it was marked by the user, before it
reaches in their hands. This may be required in case-scenarios where user forwards the receipt to an
unintended person mistakenly, or the person is un-available so the subject matter (receipt) may be pulled
back and re-assigned to someone else. This can only be done until the recipient has received or opened the
receipt. This section describes the steps to pull back a receipt.

Important Points:

v" Only unread (eReceipt) or un-received (pReceipt) receipts can be pulled back.

v' ‘Pull Back’ movement is recorded in the movement details of the receipts.

STEPS TO FOLLOW:

1. Go to ‘Sent’ box.

2. Click ‘Pull Back’ Icon & under ‘Actions’ column corresponding to the receipt number to be

pulled back.
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3. Enter the mandatory ‘Pull Back’ Remarks and Click ‘OK’ in the confirmation pop-up box.
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Rea=zon For Pull-Back

Remarks *

Employee on leave. Pulling back to re-assignl

1
Total 100 | 955 Character left

Figure 132
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STEPS TO PULL BACK MULTIPLE RECEIPTS

1. Go to ‘Sent’ box.
2. Select multiple receipts (eligible) to Pull Back.
3. Click Pull Back menu in the menu bar.
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Figure 133

4. Enter the mandatory*‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Back

Remarks *
Employee on leave. Pulling back to re-assign]

Total 1000 | 955 Character [aft

Figure 134
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STEPS TO PULL BACK RECEIPTS FROM ADVANCE SEARCH

1. Select the receipt(s) to pull back from the result of the Advance Search.

2. Click ‘Pull back’ action button at the top.
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Figure 135

3. Enter the mandatory ‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Back ‘ *

Remarks *
Employee on leave. Pulling back to reassignl

Toeal 1000 | 955 Character lef

Figure 136

Note:

» The pulled back receipts will be moved to the respective folders from which it was sent(Inbox/Inbox
Folder/Created).
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Receipt Pull up

This section describes the steps to pull up a receipt from Inbox/Inbox folders/Created list of users who are
in same section/office, individual’s hierarchy or as per the action scope defined in the system by the
administrator. This may be required in case-scenarios, for example, where a person is un-available to
process the subject matter (receipt) so it may be pulled up and re-assigned to someone else. Or, also in
cases where it is immediately required. Pull up is irrespective of the fact whether the user forwarded the
receipt or not.

Important Points:

v Receipts attached with other Files/Receipts cannot be pulled up.

v Closed receipts cannot be pulled up unless re-opened by the custodian.

STEPS TO FOLLOW:

1. Under Receipt View of the Inbox/Inbox sub-folder/Created list, choose Section or Hierarchy

scope.
Or
Choose the user name under Section or Hierarchy scope, whose receipt you wish to pull-up.

Note:

= Section view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

= Hierarchy view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

2. Select receipts to be pulled up. (Multiple receipts can be pulled up by multiple selection)

3. Click the ‘Pull up’ action button in the menu bar.
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Figure 137
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4. Enter the reason in mandatory* remarks Pull up in the pop-up box and Click ‘OK’

Receipt(s) should now be available in Inbox.

Reason For Pull-Up

-Remarks *
Immediately requirec’sl

Total 1003 | 980 Character laft

Figure 138

STEPS TO PULL UP RECEIPTS FROM ADVANCE SEARCH

1. Select the receipts to pull up from the result of the Advance Search.

2. Click ‘Pull up’ action button at the top.
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3. Enter the mandatory ‘Pull up’ remarks and Click ‘OK”’ in the confirmation pop-up box.

Rea=zon For Pull-Up

‘Remarks *
Immediately requi red{

Total T000 | 980 Character left

Figurel140

Note:

* The Pull up movement will be added in movement history of Receipt with pull up remark.
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Initiate Action (P/E)

The ‘Initiate Action’ feature is useful when a user wishes to keep a check/follow-up on the actions taken
place on a receipt when it 1s still in the movement of channel of submission without having to call back the
receipt every time. This is called as ‘initiating an action on a receipt’.

The action can be initiated by a user for the receipts while forwarding them or for the ones which have
been already sent. The recipients of such receipts (in the movement of the receipt) can then add their
comments or record their inputs, which, cab be then reviewed by the initiator against every movement.

This feature is useful, in cases, for example, when the head of the organization/department receives a
letter of important category, and plans to monitor the inputs of the employees towards the disposal of the
letter, by reviewing their comments recorded at every movement.

‘Initiate Action’ primarily consists of —
1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Recording Comments/Action Details — Users recording their comments with every movement of
receipt received with Initiated Action.

3. Review / Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

This section describes the process of initiating a cycle of actions while forwarding a receipt or on already
sent receipt.

Important Points:

v Action on receipts in sent box, can only be Initiated for the ones in active state (not closed).
v" Multiple Actions cannot be initiated on a receipt, only one at a time.
v' Initiate action is a configuration-based feature. Available, if the configuration is enabled.

v’ After enabling configuration, user must have necessary privilege/role to use this feature

Initiate Action

STEPS TO FOLLOW:

From Receipt Send Page

1. Select receipt(s) or click open a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ action button.
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Enter the user details in ‘To’ and/or ‘CC’ field.
If necessary, you may assign Due date, Action, Priority to the receipt.
Select Initiate Action and Initiation Type.

Enter mandatory* Remarks.

N oo oA

Choose Alerts (if required) -
Notify Through Email and/or SMS — To notify receiver(s) of the receipt via e-mail and/or SMS.

Intimate To — To notify the users in the previous movement of the receipt about this current
movement, via e-mail and/or SMS.

8. Click ‘Send’ action button.

From Receipt Sent List
1. Click ‘Initiate Action’ link/Icon @ under actions against the respective receipt in the Sent list.
2. Select Initiation Type in the ‘Receipt Initiated Confirmation’ pop up box.
3. Provide mandatory*Remarks.
4. Click ‘OK’.
Add Comments to Initiated Action

STEPS TO FOLLOW:

1. Click opens a Receipt from Inbox/Inbox Sub-Folder.
. Click Action Details in the menu bar.

. Click Add Comment.

2
3
4. Select the appropriate option in Action Type combo box.
5. Provide Action Comments.

6

. Click Add.

Note:
1. Comments on a receipt cannot be recorded once the ACTION on receipt(s) is closed.
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Review / Initiated Action Details

STEPS TO FOLLOW:
From Receipt Inbox
1. Click Initiated Action link under Receipt module.

S A T

® N 9w oA W N

Search the receipt using Search Parameters at the top.

. Click ‘Details’ icon under actions against the receipt number to view the recorded comments and

other details.

From a Receipt Already Attached to a Receipt
Click opens a Receipt from Inbox/Inbox Sub-Folder/Created.

Click Attach tab of Receipt History in Receipt Inner Page.

Click Action Details link/Icon for receipt in Attached Receipts List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From a Receipt Already Attached to a File
Click opens a File from Inbox/Inbox Folder/Parked/Created.

Click Details menu on inner page of file.

Click Attached tab in File History.

Click Action Details link adjacent to Receipt in Attached Receipt List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From ToC Iist of a file in Inbox:

1. Click opens a File from Inbox/Inbox Folder/Parked/Created.
2. Click ToC link in Right panel of File Inner page

3.

4. Click Action Details link.

Click Details icon for receipt.
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Click Add Comment link in the Action Details pop up.
Select value from Action Type combo box.

Give Action Comments.

® N o oW

Click Add.

From Advanced Search Qutput:

1. Search receipt in Advanced Search module.

Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

N R B

Closing Initiated Action

STEPS TO FOLLOW:

1. Click Initiated Action link under Receipt module.
2. Search the receipt using Search Parameters at the top.

3. Click CLOSE icon under actions against the receipt number to view the recorded comments and
other details.

4. Enter the Remarks
5. Click OK.
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Closing of Receipts

A receipt may be required to close in case when —

1. No action is required and is for information purpose only
2. The action is complete and the case is ready to be disposed.

This section describes the process of closing receipts in Inbox/Inbox Folder/Created folder.

Important Points:

v Receipt(s) which have attached files/receipts cannot be closed, they must be detached first.
v" Physical receipt in Inbox/Inbox Folder must be in received state.

v’ After closing the receipt, the status will change to ‘Closed’.

v No action can be taken on closed receipt except ‘View’ and ‘Reopen’.

STEPS TO FOLLOW:

1. Select Receipt(s) from Inbox/Inbox folder/Created using check box or Click a receipt number in
inbox.

2. Click ¢Close’ menu.
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Figure 141

3. Give mandatory closing remarks and click ‘OK”’ in the Closing Confirmation pop up to close the
selected receipt(s).

Receipt should move from Inbox/Inbox folder/Created list to Closed—> By Me list.
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Closing Remarks

Remarks *
No action is required. For information only.

Total 1000 | 956 Character lefi

T

Alternatively, user can also click open the receipt from Inbox or Created by clicking on the receipt
number. And then Click Close action button in the menu bar. (Figure 143)

Figure 142
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Figure 143
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List of Closed Receipts

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click ‘Receipt’ module in navigation bar.
2. Click ‘Closed’ folder.

3. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required. (Refer below for
details).
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Figure 144

Closed (By Me) -
1. It displays the list of receipts closed by self.

2. User will not be able to take any action on receipts with closed state, except to view them and re-
open.

The user(s) can filter their list of Closed Receipts with help of various search options such as

Closing date range, Computer No., Receipt No, Subject, Remarks, Main Category, VIP Type

and VIP Name.
3 (3]

RECEIPT te v Inbox  Sent Advence Search RLE Creste Inbox Seme Adance Search GEUE Sert  Returned  Advence Search

o Olosed i byl )
Closing Date

Comp. No. Receipt No Subject Remarks

Categary Vip Type VIP Name
Chaose One * | ChooseDne *  Chaose One

"

n Comp. No. 11 | Rece|pt o, Subject Diused On [} Chasing Remarks Action

E 1816 1IN0 0Z09PM  svds [ eopen £

E 1 17O OZO2PM s =

P15 1302020 1Z05PM  hmnb =

P 1335 abodea urrar, B0 1 SECTION - . 13022020 11:16AM  SDgsdrg =

P 1534 ahcdefz srevan Kurmar, B0 1 SECTION - 1BOZ2201N554AM  ofd =

P 1532 abogkra SECTION - 13022020 11SEAM  sadgacs =

E 147 test subject OTMIZIE OEESFM  Enter Remorks =

E 1845 12032020 0356PM  vbn b =
[ E 1365 tast subject ISMZ000B53PM  Enter Remerks =

E 1265 test subject 04022020 0B:S0PM  Encer Remarks =

E a0 test chspstcn 1B OLSEPM  sfsfaci = S
e [ = z PE PR R " ‘,n.‘ :

L copyrigh = 5020, desipned arc developer by NIC

Figure 145
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By Others (Hierarchy) —

1. It displays the list of receipts closed by others users in the viewer’s hierarchy downline.

2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of

Sections/ Offices, Closing date range, Computer No., Receipt No., Subject, Remarks, Main
Category, VIP Type and VIP Name.

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

By Others (All)

1. It displays the list of receipts closed by others users in the viewer’s hierarchy down line.

2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of

Sections/Offices, Closing date range, Computer No., Receipt No, Subject, Remarks, Main
Category, VIP Type and VIP Name.

. eFile vt r 0

Crente »  Inbor - Sent  Advance Search Create Inbox  Semé Advance Searth 55U Amvance Search

Section Closing Date
501 SECTION - DFS & i

Receipr No. Subject

0832PM  Create 3 Green oo

abeely

1474 Test subject O7HR22020 08: 30 PY Createa Green Note
1473 test subject: Manto: 18, BO 1 SECT O7/022020 0828 P Enter Remarks
1383 aboderg W 1 Ojhs, BO 1 S5CTI, 0SOA/2020 0833 PM  Cremse s Green Noge
1362 test subject imar Qjba, B0 SECT OS2 08:32 PM Crente a Green hioos
E 1367 B65/2020/BOY-DFS text subject Martosh Kumer Ojhe, BO 1 55CT1 052720200830 P Encer Remarks
1264 T65/2020/807 DFS abodelyg rOfha, BO 1 SECTI.. O4ILI020 0829 PM  Create 3 Green o
E 1263 TORI2020/80N-DFS TesT subject 40272020 08:25 PM  Creste s Green Moge
E 12e2 PR/ I020/B07 -DFE test subject CL/02/2020 D25 PM Enter Remarics
E 1258 T62/2020B07-DFS Test subject Manosh Kumar Ojha, BO 1 52CTI-. C4T2/2020 06:11 PM Encer Remarks
E 1257 761/2020/B07-OF% ‘est subject Wiantesh Kumer Ojha, BO 1 SECTI, 04/02/2020 06:08 PM  Create 3 Green Note E
Xn(allte-(nr\-ls-:.ﬁ LA 1 L
B oot 5 2000 eninpeg SaC

Figure 146

Note:
= Users with role ‘Role_Closed_By_Others_All’ will only be able to see this list.
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Closed Receipt History:

‘Closed Receipt History’ provides the details about the number of times the receipt was closed and re-
opened. These details include the type of action taken place (close/re-open), action taken by user details,

action taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a receipt from Inbox/Inbox folder/Created/Sent/Closed.

Sert  Adunnce Sea

Purinafile Send Back

EE‘! Recelpt

Browese & Disrise

[E] 1536 1mar
1 27202020 05:24 PM

[F] 1533 | W0372020/B0N-0FS - abodefg

{4 oesozr202007:09 AM
3]
{f} 08/02/2020 07:05 AM

1531 103SIP0OOVBON-DFS | ebodefg

[F] 1530 | 1034/2000VBO1-DFS
(i} 08/02/202007.03 AM

ehedefy

[F] 1521 1025/20WB01-DFS

{f} 08/02/2020 06:50 AM

[7] 1520

{F 08/02/202006:38 AM

abodefz

024/ M2 VBON-DFS  abodefg

Copy

5 testsubject | Zg heantosn Kumsr Ojna, BO 1 SECTL.

&g Marmosh Kumar Ojha, B0

& Mammosh Kurmnar e, BO 1

&g Manmosh Kumar Ojna, B0 1

2o Manmosh Kumar Qjne

& Martosh Kumar Jjne, BO 1

ALE Create Inbax

Clese

[E3 DBMZI202007 16

1 SECTL. | B 08/02/2020 07-09 AM

SECTL... | [Ed 0BMO1/2020 07.04 AM

secTi. | [y DB/02/2020 0702 AM

B0 1 sEcTL. | [ 0B/02/2020 0650 AM

SECTL. | [Edy 081022020 0648 AM

|7 o |

Sent  Advanc

I

Liferay 7.1 Back-end Developer Exam Outline

Literay 7 1 Basic Concepts

Basic Concepts

L and Modularity
Modulks Devialogreant
Blade CLI
Lif i

Liferay 7 1 - Porllets

le responses. In the response, he portlet eiums cor

page. With Porflel, you can create new functionalities.

Fortiets

= Literay MVC Fortiat

Web apps in Liferay Porlal are called porllets. Like many web apps, porflels process
0.
for dispiay in browsers. In Liferay, portiets runs in @ portion of the web

Figure 147

Create Inbor | Cent Adwance Search

E 1616 112H/Z0Z0/ECT-DFS | All AMC/FSMA cased
B Easic Details =
Camp. Na.: 1616 ReceiprNo. ¢ 1120/2020/E01-0FS 8]
MNature : Electronic File No. =
Misin Category : A1 AMCIFSMA ceses Sub Category :
From : L Designarian - satsafsdtsarr
Forms of Communications @ Lewer Defivery Mode : By Hand
15% Sender Type : Letter Ref. Mo :
Lerer Date: Recewed Date : 17Mm2i20en
Diary Date - 17/mrz020 Diarized By - Shravan Kirrar, B0 1 SECTI
OM-DFs
Subject: =atd
Enclcsure/ Remarks :
Ackdress - disfacifrlf
Dispatch  Attached/Detached 1 Closed |
Action Action By Action On 11 Action Remark e
Clase -t R BELT 174022020 02:09 PN =avnis .
» - -

ia® o0

Retumed  Adwance Search

Figure 148

Note:

| |

and its action remarks.
»= Most recent action is visible on the top of the list.
n

The Closed tab displays the action details such as Close or Reopen performed by user, action date and time,

Receipt with no closing history has no information in closed receipt history.
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Re-opening of Receipts

The re-opening of the receipt is required often in cases where an already closed subject matter is now
required to be reopened for further processing. This section explains the steps to re-open a receipt.

STEPS TO FOLLOW:

1. In Closed> By Me list, Click Reopen icon at the end of the receipt record.
Or
Click opens the receipt from Closed-> By Me list and Click ‘ReOpen’ action button.
'y

RECBIPT Create sy  Inbox  Sent  Advance Search RLE Create  Inbox  Sere | Advance Searth 1SSUE Sert Retuned  Advence Seerch

eFile ver 20

Section.

B0 ) SECTION - 0FS 5 N o B =
Rereipt No. Suljject Remarks
Vip Type: VIP Name

* | Choose One = | Croose One

Clnsod On T4

E 1616 atd. Shravan Kumar, BO 1 SECTION - 17/02/202002.09 PM  zavds

E 1613 eal 17/02/202002:09 PM wadvsd [
P 1595 wed 1302720201205 PM  nmnb. =
P 1535 103W2020°B0N-0FS abcoetg Shravan Kumar, BO 1 SECTION - .. TEMZZ02017T6 AN SDgsdfg =
P 1534 T0SE2020/807-0F5 abcdefg 1820201155 AWM xfd =
P 1532 1036/2020°B0T-UFS abcdetg Shravan kumar, BO | SECTION - .. 180272020 1158 AM sadgadg =

Figure 149

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

Reopening Remarks

-Remarks *

Total 1000 | 100G Character left

- E=3

Figure 150

Note:

= State of the receipt will be changed to Active.
» Receipt will move to Inbox from Closed.
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Generate Acknowledgement

An acknowledgement letter is a document used to formally acknowledge the receipt of DAK/Letter
received. For example, acknowledging the receiving of an invoice, RTI application or any VIP
correspondence. This section describes the process of generating an acknowledgment while diarizing a
DAKY/Letter or after it was diarized.

Generate Acknowledgement

Generating Acknowledgement while Diarisation

This section describes the process of creating an acknowledgement against an inward correspondence
while simultaneously diarizing it.

STEPS TO FOLLOW:

1. On the receipt diary screen, select Personalize Acknowledgement check box. (Refer for steps for
Diarisation of Dak/Letter).

fice

a2

S

- ]

O

e Bp

e eFile ver.70
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&8 copyright © 2020, designed and developed by NIC.

Copyright © NIC, 2020

Figure 151

Ver.7.0[107]



A DIGITAL WORK FUACE SOLUTION

2. Click ‘Generate’ to create the receipt and display acknowledgement creation page.

Note:

= Upon clicking ‘Generate’ the receipt is generated and available in Created box and the next screen
visible is to generate the acknowledgement.

Or

Click ‘Generate & Send’ to create the receipt and forward it to the concerned user. After the receipt is
forwarded, ‘Acknowledgement creation page’ is displayed.

3. Prepare the content of the acknowledgement.

Note:
= List of templates can be managed with pre-defined formats which can be selected and used for preparing
acknowledgements.
SRICS. e x5 e

FILE Create  inboix  Sent  Advance Search

ISSUE Sent  Retumed  Advance Searth

= L SR e Predefined
g = & formats »

™ B . SUCCESS
R . Berkipe e} Recelpt creatlon ¥ Receipti3503/2020/B01-0FS
T e Engeen e ook Nature SUCCESS MesSSage  [come.No.: Siiesady seaied
E:; | Verdanz 13 Line Helgg Croose On2 Recaipt No. : i Category : Miscellaneous Fies
Sub Category : Letter Ref. No. :
E—E Letter Date - Delivery Mode : By Hand
| . Subject : idelines an i for Undergraduat
= 0 i Enclosure/ Remarks :
B: B Sender Details
a Min/Dept./Others : Ministry of Pariamentary Affa  Address : Narth Block, New Delhi
irs
p Name : Abhishek Mishra Designation :
L<] Organisation : Email :
& Country: INDIA State : Delhi
e City/Distriet: Pin Code :
Mobile : Landiine :
Fax: I})
v
mc“!“ﬁ’“ 2020, designed and doveloped by NIC
Figure 152

4. Click ‘Send Later’ to save the acknowledgement in Receipts2>Acknowledgement—=>Created to
dispatch/send it later or Click ‘Continue’ to generate the acknowledgement and further to initiate
dispatch.
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RECEWPT Creste » Inbox ~ Sent  Advance Search Creste Advance Search ISSUE Sent  Returned  Advance Search

[ Receipt Details

t|® Y Egen - Fomes Neture : 3 Comp. No. - 2697
SoeE Receipt No.: 3503/2020/B0%.DFS 8] Main Category : Miscellaneous Fles
National Informatics Centre Sub Category : Letter Ref. No. :

£0ffice Project Division Letter Date = Delivery Mode : By Hand
£GO Complex, New Delhi

:B Sender Type :

| = Subject : ines on ip for Undergraduat

0y
iu Sh &b.hl.ih.i%k Mishea 5 Enclosure/ Remarks
+ i Ministry of Parliamentary Affairs, =
New Delhi- 110 001 [ Sender Details

3 Date - 08.04.2020 Min./Dept./Others : i'b(!ﬂllsuy of Parkamentary Affa  Address : North Biock, New Delte
] Sub:- Acknowledgement of your letter no -110/112/2020 dated Name : Abhishek Mishea Designation :
B4 30.03.2020
- Organisation : Email =
% Dear Abhishek Misha: Country : INDIA State: Delhi
Your letter has been received. For future communication please refer to the Gity/Distriet : Pin Code :
correspondence no, 3503/2020/B0-1-DFS
Mobile : LandLine :
Regards, P
umar
ASST1(BO1)-DFS|

Figure 153

BB coyright © 2020, dessgred and developed by Nic

Generating Acknowledgement from Receipt Created/Sent

This section describes the process of creating an acknowledgement against a receipt which is already
diarized i.e. available in created and sent box.

STEPS TO FOLLOW:

1. Select a receipt or click open from receipt’s Sent/Created box.
2. Click ‘Generate Acknowledgement’ to display acknowledgement creation page.

3. Prepare the content of the acknowledgement.
Note:

= List of templates can be managed with pre-defined formats which can be selected and used for
preparing acknowledgements.

4. Click ‘Send Later’ to save the acknowledgement in ‘Receipts-> Acknowledgement-> Created’ to
dispatch/send it later.
Or

5. Click ‘Continue’ to generate the acknowledgement.
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cknowledgement Created List

Describes the process of checking the list of already created acknowledgements and not sent so far.

1. Click Receipts module in the navigation bar.
2. Click Acknowledgement.

3. Click Created under Acknowledgement.

Iy o

Senl  Retumed  Advance Search

ISSUE

Create  inbox Sent  Advance Search

2 7 N ) B 18]
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&0 Marwosh Kurar Ojha, BO 1 SECT. | [ 14/03/202010:11AM BB #

s
=

L Manicah Kurnar Ojha, BO 1 SECTI & 14/03/2020 0853 AM o B #
B -
&g Mantesh Kumar Ojha, BO 1 SECTI.. 14/03/2020 08:50 AM B &

(2] | 2583 | 419/2020/801-0F5 | & | €CS University | &g Mantosh Xusmar Ojhs, B0 1 SCCT. | [ 14/03/2020 08:37 AM n'#

) 140320200838 AM
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(2] ¢ 2520 | 35¢
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(D) 1 2519 | 38520200
& 14022020125
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Figure 154

Description — Acknowledgement Created List

e In the list of acknowledgements created, user can see the acknowledgement numbers, the computer
number and the receipt number against which it is created, Subject, Subject category and the date
on which it was created.

2 -
« eFile ve7n 1. Information L@ 0

RECEIPT  Create) Inbox  Sent  Advance Search # Heads SSUE Sent Retumed  Advance Search
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and click open to 'EDIT'
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%
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Figure 155

e To view the acknowledgements user can click the acknowledgement numbers.
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The list of acknowledgements can be filtered base on creation date range.

Lltfice,

o €File ver70

FILE Creste  Inbox  Sent  Advance Search

RECEWPT Creste »  Inbox  Sent  Advance Search
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Comp. No. $] | Receipt No.
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Autamation Testing siff 1233433221123e03%

3493/2020¢B01-DFS adv

ISSUE
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-]

0 —
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» 8
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2585 421/2020/801-DFS 250002 3 F”ter V|ew  related matters 14503/ 08:45AM &
2584 420/2020/B01-DFS. 250002 2 her celated matters 4 MOdU|e W| se
2154 2/2029/801-DFS €CS University ACPand'other related matters Search
2154 2/2029/801-DFS €CS University ACP and other related matters
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Figure 156

Acknowledgements can be searched in module wise search base on acknowledgment numbers,

computer number, receipt number and subject.

The list can also be sorted based on computer number and the creation date by clicking on the

column headers.

Users can action on acknowledgments such as ‘Edit’ and taking ‘Print’ of the acknowledgement.

Edit Acknowledgement

Describes the process of editing a previously created acknowledgement in the Created list of

Acknowledgement.

STEPS TO FOLLOW:

1. In the ‘Receipts’ module, Click ‘Created’ under ‘Acknowledgement’.
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@ 2154 2/2029/801-DFS €CS University ACP and oiber related matters 05032020 1201 PM &
2154 2/2029/801-DFS €CS University ACP and other related matters 05/03/72020 12:00PM &

Figure 158

3. Click ‘Edit’ action button to modify the content of the acknowledgement.
« eFile ver. 70 g :‘ n snr.mn‘xumw
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. Receipt Details

Nature : £ Comp. No. : 2687
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4. Click ‘Continue’ to update the changes.

Note:

* A ssigned acknowledgment cannot be edited.
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National Informatics Ceptre
eQffice Project Division
£GO Complex, New Delhi

To,

Sh abhishsk Mishra.

Ministry of Parliamentary Affairs,
New Delhi- 110 001

Date - 08.04.2020

Sub:- Acknowledgement of your letter no -110/112/2020 dated
30.03.2020

Dear Abhishsk Mishra.
Your letter has been received. For future communication please refer to the
correspondence no. 3503/2020/B0O-1-DFS
Regards,
Kumac
ASST1(BO1)-RES

Adyance Search

[ Receipt Details
Nature :

Recelpt No.:

Sub Category :

Letter Date =

Sender Type :
Subject:

Enclosure/ Remarks :
. Sender Details

Min/Dept./Others :

Neme :
Organisation :
Country :
City/Distriet :
Mobile :

Fax:

281 a1
‘ n S'\r.w.mkum:r

ISSUE Sent  Returned  Advance Search

c Comp. No. 2637
3503/2020/001 DFS @} Main Category : Miscellancous Fics
Letter Ref. No.
Dedivery Mode - By Hand
an i for Undergraduat

Ministry of Paramentary Alfa  Address @
is

North Block, New Delti

Abhishek Misheca Designation -
Email -

INDIA State : Delhi
Pin Cade
LandLine :

=

S cooyright £ 2020, designed and deveioped by Nic
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Create »  Inbox  Sent Advance Search Creste

Acknowledgement No.: 221/2020-ACK

National Informuatics Centre
eOffice Project Division
CGO Congllex. New Delli

To.
Sh Abhishek Mishre,

Mistry of Pariamentery Afffirs,
New Dofhi - 110 001
Deste - O08.04.2020

Subz- Acknowlkedgement of your etser no <11V 122000 dmed 30 03 2000

Dezer Abbrshok Madis,

Your ketrer has boen receivad. For fimre scation plesse sefer 1o the o

MHO-1-DFS

Regurds,
Shevun Koo
ASSTI(BOI}DFS

Figure 160

Success Message :

7 success
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v
B oxcse

Receipt No. :
Sub Category :
Letter Date :
Sender Type ©

Subject :

Enclosures Remarks :
[ Sender Details

Min /Dept./Others ©

Name :
Organisation :
Country :
City/District -
Mobile :

Fax:

Comp. No. : updsted.
3503/2020/B01-DFS B Main Category : e =
Letter Ref. No. :
Delivery Mode : By Hand

on for Und 3

Ministry of Parfamentary Affa  Address : North Biock, New Delhi

irs

Abhishek Mahea Designation
Email =

INDIA State Deltv
Pin Code :
Landbline

right & 2020

jesizned and develol
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Signing Acknowledgement

The section describes the digital signing process of an acknowledgement.

DSC SIGN

It is the process of digitally signing using eToken.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘DSC Sign’ button.

3. Refer step 5 onwards under article Signing draft.

eSign

It 1s the process of digitally signing using eHastakshar/eSign services based on AADHAR.
User can digitally sign using OTP or biometrics.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from Receipt—> Acknowledgement->Created.
2. Click eSign button.

3. Refer step 5 onwards under article Signing draft.

Ink Sign

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

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy is available by clicking on ‘Signed Copy’ link.)

3. Refer step 5 onwards under article Signing draft.

Copyright © NIC, 2020
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Send Acknowledgement

Describes the process of sending personalized acknowledgement to the desired recipient(s) (sender of the
receipt or to any other required recipient).

STEPS TO FOLLOW:

1. Click ‘Initiate Dispatch’ to initiate dispatch for the acknowledgement.

c@ffice

< eFile ver.70

RECFIOT Ceoata «  Inbes  Sont weeh | FLE Create v Advanes Smarch (e Sent  Diturned  Advancs Sarch

Acknowledgement Ne: 221/2020 ACK . Receipt Details

Nature : 3 Comp. No. - 2697

B |

Recelpe No. : 3303/2020/B01DF5 B} Main Category : Miscellaneous fles

Sub Category : Letter Ref. No. :

1o
]

s i £ y Hand
Natioral Informatics Centre Rectec Dine Delivery Mode By Hane

eOffee Project Division Sender Type :
CGO Conpdex. New Delli

b3
3

subject : GukElines an frernship for Underyraduates

Inclosures Rermarka -

To.
Sh Abhishck Mashes, [ Sender Detsilc
MTSTY Of Parkumentry A,
New Del- 110 001

Qu P

©

Min /Dept /Others © Ministry of Parfamentary Allx  Adedres © Naeth Tback, New Dol

Dt - 08,04 2020 Name © Abhishek Mishes Designation *

Subt Acknodedigement of voor botver o 11001122020 dated 30.03 2020 Organisation : Email -

Country : INDIA State : Deltn
1er Ak Madwa

g Bp

City/Disteict - Pin Code :
Your ki Tess boci recivad. Foe
AI0X 2020900 1100

Mobile : LandUine -
Fax:
Regads,

Strwvan Kuemar
ASSTIBOI-DFS

ﬁ Copyright © 2020, designed and developed by Ni]

Figure 162

2. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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Figure 163

3. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).

¢) Self— Choose Self, if the letter is to be dispatched through self.
d) CRU - Choose ‘CRU’, if letter is to be dispatched through Central Registry Unit.

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

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

e Delivery Mode — Delivery mode via which letter is to be dispatched

e Remarks — Additional remarks for the dispatch person if any.

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

Note:

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

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

Note:

Delivery Mode Postal is available only in case Dispatch mode chosen is Self.

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

Copyright © NIC, 2020
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b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.
Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

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

Note:

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

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

the email.

6. Click Send.

Note:
» To check the list of Acknowledgement sent so far, and check their respective Dispatch numbers generated

for every recipient, Refer Dispatch (Officer)> Acknowledgement - Sent.

Copyright © NIC, 2020
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Consolidated View of Receipt

This feature allow user to view receipts available on his or her multiple posts in a single window.

STEPS TO FOLLOW:

1. Log into eFile account to view file inbox list of primary post

2. Click “All” posts link available in dropdown under Logged in user’s Primary post in profile area.

o €F118 ver.70

RECEIFT Create »

a Send

I:Il T N SR

3092227

E 3105879

E 3105297

E 3105800

E 3105272

Inhax

Send Back

P-12017(1
EOFFICE

P-12011(1

EQFACE

P-120171

EOFHCE

P-1201100

EQFFICE

P-12017(1

EOFHICE

Sent

Move To w

1)/222019-

1)/16/2020-

1)i13/2020-

1)/1572020-

1)/1202020-

Advance Search

FILE Create Senc  Advsnce Search

Create Volume | Create Part Fark

Hiring of Taxi services for NIC
Kamataka State Un..

Approval for implementation of eOffice
invarious ...

Approvsl for implementation of eOffice
[SPARROW) i...

tpproval for implementation of eOfice
invarious ...

Approval for implementation of eOffice
in various ...

Saroja Kumar Patro,eOffice
MIFAP.

Sargja Kurmar Patro.eOffice
MMP...

Nirvach Kumar,eOffica
BMAMP D
Sarojs Kumar Patro e0ffice

MMP...

Saroja Kumar Patro,eOffice
MMP...

31403/2020
C5:41 PM

30/03/2020
0816 AM

2400372020
09:41 AM

20/03/2020
12:12 PM
17/03/2020
01:16 PM

Search Here.

»
| @ -
: i
PA-EQOFFICE
PA-DOG{Rachna Srivastava)
Fite{E-OV0 P-11] Receipt{E-3/3 P-0/0)
PA-EQFFICE

PA-EOFFICE

3/0zi2020 File{E-0/6 P-0/0) Receipt(E-13/21 P-0/2
D702 PM

All
30/05/2020
10:21 &M © Logout
24/02/2020
5
09:41 AM =1
24005/2020
09:38 AM
17/02/2020
Di:16 PM

Figure 164

3. Click OK in the confirmation popup to switch to consolidated inbox.

All the unsaved info of previous tabs will be lost.

Areyou sure to switch post 7

Cancel

Figure 165

Consolidated Receipt Inbox

e Consolidated Inbox will display Receipt Marked To users multiple posts in a single Inbox list.

e Fields Like Computer No., Receipt number, Subject, Sent By, Sent On, Marked To (Post), Due
On, Read on and Remarks are displayed

e Actions on single Receipt selection- Receive (Applicable for unreceived physical Receipt only), Put in a
File, Send Back, Send, Dispatch and Close can be taken.

e Receipt inner page (Detail Page) can be viewed by clicking on Receipt Number.

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

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon

Copyright © NIC, 2020
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Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No., File No., Sent On and Due On.

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

Using context menu (on mouse right click) Inbox Receipt can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Note:

Receipts in Inbox folder of user’s various posts should be displayed in Consolidated Inbox List.

Consolidated Receipt Created List

Consolidated Created list will display Receipt created by users multiple posts in a single created list.

Fields like Computer No., Receipt number, Subject, Subject Category, Created By, Created On and
Remarks are displayed.

Actions on single Receipt selection- Send, Put in a File, Dispatch, Generate Acknowledgement
and Close.

Receipt Inner Page (Detail Page) can be viewed by clicking on Receipt Number.

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

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No. and Created On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Subject
Category and Remarks)

Using context menu (on mouse right click) created receipt can Opened in Same or Different Tab
of browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of Receipt having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Copyright © NIC, 2020
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Consolidated Receipt Sent List

e Consolidated Sent list will display Receipt sent by users multiple posts in a single list.

e Fields like Computer No., Receipt number, Subject, Sender, Sent By, Sent To, Sent On, Due On
and Remark are displayed.

e Actions on single Receipt selection- Send, Generate Acknowledgement, Pull Back and Initiate
Action can be taken.

e Receipt inner page can be viewed by clicking on File Number in Read only Mode.

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

e User should be able to Initiate Action on individual electronic and physical Receipt (Action should
be initiated from post from which individual Receipt is forwarded)

e User should be able to Pull Back individual Unreceived (P)/Unread (E) Receipt. (Action on Multiple
selection is allowed if selected Receipt are forwarded from same post)

e Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

e List of Receipt can be sorted based on Computer No. and Created On.

e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender,
Sent To and Remark)

e C(lickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

e Legends and Color Code should be used to differentiate various receipts in list.
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Print/Download Receipt

This feature allows user to Print/Download content of Receipt as per selection

Important Points:
v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download/Print action button on Receipt Inner Page to open Downloading page.

AE@D 0O

Creae » | Inbox  Sent  Advance Search FILE Create  Inbex | Sent Advance Search IESUE Zert  Rewrmed  Advance Search

Movement Copy Send sendBack | Putinafile | Draft= Edit Action Detalls | Attach =

E 5055303 5232/2020/EQFFICE Common Office Services

5232/2020/EQFFICE

Receipt Inbaz [

Automat Lale Ty = i X
Automatic Zoom E Basic Details

Comp. No.: 5055903 Receipt No. 5232/2020VEOFFICE
B
A Slmple PDF Flle Nature : Electronic Filz No.

m Tnis I5 & swall gemansiaton pof i - Main Category : Common Offics Services  Sub Category @

fust ot e i e Virb o Mechankes findals. Mxe tevd: And oo From: Name: Autamation Testi  Designation : ASO

p tR¥t AN Mmars tet ARd mnors tee And mone faxt

ol ng
k2 it mare teat. And mans st Ard mora taxt fnd mars . And mam

text And mans tet Bonng, Tz And mars s, And mors fext And Herms of Letter Delivery Made : Coniiier
TN o bt And mors fext And mare text. And mora frt Ard mara text. e
'-F'} Aind mors text. And mora tast Communications :
i

Aind mare test. And more it And micre text find mare fext. And men Sender Type : Letter Ref; No:
2 taxt. And mora ted. Ard more tood Evan mora. Confmuad onpaga 2 ...
" Letter Date : Received Date ¢ 28/05/2020
Diory Date : 28/05/2020 Diarised By : Yerur Siraj Ahmed, ¢Offic
"é = MMP Division
Subject: test subject

Enclosure/ Remarks :

Address : Automation Testing

Figure 166

2. Select the Radio Button (Complete Receipt, Receipt Details, Draft, Issue, Movements History and
Action Detail) as per requirement.

3. Select Customize button (if required) to download selected content of Complete Receipt, Draft,
Issue, Movements History and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Copyright © NIC, 2020
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Inbax = Sert Advance Search FILE Create Inbox  Sent  Adwance Search ISSUE Sent Returned  Adwvance Search

Movement Copy Send Send Back  Putinafile Draft= Edit Artion Details | Attachw

Recginclabo 32/2020/ECFFICE E 5055903 5232/2020/EQFFICE Common Office Services
18 o
EE p i 3 E Basic Details
& 3\
d = Comp. No.: 5055902 Receipr No. @ 5232/2020/EQFFICE
o Details i ] B,
B Awached/Detached Files @ Amached/Detached Receipts & Disparch [ Drafis Nature : Elecrranic File No. =
SN i<t
kZd B osed History Maln Category : Comman Office Services  Sub Category :
From: Mame Automation Testin Designation : ASO
B Drafc g
B
Forms of Letter Delivery Made = Courier
‘_’-ﬁ Dispatch Communications :
Sender Type: Letter Ret. No. :
Movement History
E E Letter Date : Received Date © 2B/05/2020
C
! Action Details stomize. Diary Dat= : 2840572020 Diarlsed By : ‘Yerur Sira] Ahmed, eCffic
l’_ & MMP Divizion
E Remarks
Subject : ress subject
g Enclosured Remarks -
C
\ Address : Autometion Testing |
[Trreven | Downiood H
Preview Download 9 Receipt(s)
|[ Movement | Attached/Detached  Dispaich  Closed )

Figure 167

Note:

= Selected Content of Receipt will get downloaded to Systems in PDF format.

= Receipt No. (Computer No.) will be embossed on every page of downloaded File.

* Draft no., Issue no., Receipt no. will be embossed on respective documents.

» Downloaded page sequence No. should be embossed on every page at center Bottom.
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Advance Search for Receipt

This Feature allows User to users to Search and Retrieve Receipt (According to the assigned Search
Scope) and takes actions on searched records (According to assigned Action Scope).

Important Points:

v' Search Privileges must have been set for instance level by administrator. (Refer Search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer Search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in Receipt Quick Access Menu. (System redirects to the ‘Advanced
Search’ screen with ‘Receipt’ tab activated by default.)

2450 n Sargja Kumar Patro
116 3er 7 kS TDISKP|-EQFFICE

RECEIPT Create » m Sent  Advance Search i Create  Inbox  Sent  Advance Search 551 Sent Hewrned fdvance Search

Putinafile MoveTow Send Send Back Copy

P | | 5055006 | S233/2020/EOFFICE .. ahcdsfg _‘Q Warur Siraj Shmed, eOffice MMP... @2&.’135.-1020 01:07 PM £
m 28/05/2020 01:08 PM

[E] | 5055608 | 5292/2020/E0FFICE w testsubject | &g Yeru Siraj Ahmed, eOffice MMP,.. | 5L 28/05/2020 01:06 M B R
{fy 28/05/2020 01:06 PM

[(P] | 5055901 | 5230/2020/EQFFICE w ebedefz | 2 ‘erur Sirs) Ahmed, eOffice MME.., E% 280572020 01:05 PM A
{fy 2805720200105 PM

"E| | 5055899 | 5228/2030/EDFFICE o testeublect | & Yerur Sirsj Abmed, eOffice MR, | iy 22/052020 01:03 50 A
[§) 28/05/2020 01:04 PM

[P] 5055857 | 5226/2020/EOFFICE v abedefg | Bmy Yerur Sica] Ahmed, sOffice MMP.., | B 26/05/2020 01:02 PM |
m 2R/D5/2020:01:02 PM

[£] | 5055805 | 52222020/EOFFICE . testsubject | S YerurSirsjAhmed, eOffice MMP... | i 28/05/2020 01:01 PM A
m 28/05/2020 01 01 PM

Figure 168

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
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3. Search from main Basic parameters (Computer no., Receipt No. or Subject).Figure 169

4. Select Additional parameters from dropdown list icon to search with additional inputs.
(Received/ Sent, Diary Detail and Sender Detail)

ALE Create  Inbox  Sent  AdvanceGearch DISPATCH Sent Returmed  Acvance Search
i P:Global | E:Glosal @+ %
Receipt No. Subject
Include Josed
B feceived/ Sent Heraaiae: x
= | B Diary Details epartment ~ Bl Sevact Secron i ——
| B serder Detais = e ¥ i =
‘FI < To Date Forwarding Action Initiation Action Remarks Initiation Action Type
n-_ MmN £ | Choosa0Ore ¥ Choose Cne T
Diary Details
— iary i x
a . Lester Ref. Mo Forms Of Communications = | | Languags ¥ Mein Category = | SubCategory -
Letter Dare Duary Date Recefved Dare
> From Date B | ToDate B | FromDate E | ToDate | | From Date B ToDate &=
bkd
Sender Details ®
ij{? Minlstry DeparmenuOmers ganisat
» viP Name Designation Email/Mokile
f& Select -
Address Stats City/District
Select = [ Seleik -
Search Receipt
Send | Reopen | Receive | Pull Up | Pull Back T- a8
Forwarding Remark | SentOn )
»
Copyright 2020, designed and developed by NIC

Figure 170

5. Click Search Receipt button to search the receipt records.

6. Opt for default output fields or Select/Remove output fields. (Computer No., Receipt No. and Subject
cannot be removed)
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Figure 171
Note:
.

= List of Receipt will be displayed based on selected input search parameters values.

» Searched record will display file(s) depending on their current location.

= Searched record list can be sorted depending on Active, Created and Closed File.

» By Default Closed Receipt will not be displayed in output. User should have to select Include Closed
checkbox to retrieve closed Receipt Record.

Actions Allowed on Searched Receipt

e Send: Clicking Send Action Link/Menu (for single/multiple Receipt) should open send window to
forward single/multiple Receipt.

Note:
= This action will be applicable when receipt is available in signed in user’s Receipt inbox/inbox
folder/Created.

e Reopen: Clicking on Reopen Action Link/Menu (for single/multiple Receipt) should open
Reopen Remark popup. On providing mandatory Remark and Clicking OK should Reopen the
Receipt.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt Closed (By Me)
List.

e Receive: Clicking on Receive Action Link/Menu (for single/multiple Receipt) should Receive
unreceived physical receipt to user’s Receipt inbox.
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Note:

= This action will be applicable when physical receipt is available in user’s Receipt inbox/inbox
folder in unreceived state.

e Pull Up: Clicking Pull up Action Link/Menu (for single/multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Up single/multiple Receipt to
user’s Receipt inbox.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Pull Back: Clicking Pull Back Action Link/Menu (for single/ multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Back single/multiple Receipt
to user’s Receipt inbox.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt sent list and
remained in unread/unreceived state in recipient Inbox.

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

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

Create a new File

STEPS TO FOLLOW:

1. Click “Create New” from the “File” module or “Create” link in Quick Access Menu bar to view
file creation page. (Figure 172)

2. Select Nature (Electronic/Physical) and Type (Non SFS/SFS) of File to be created.
3. Select the File-Heads from the available drop-down list under “File No”.

4. Enter Mandatory Description and provide other relevant details like Main Category, Sub-Category,
Remarks, Previous References, Later References and Language.

5. Click ‘Continue working’ to create a new file of selected Nature and Type.

w2 Stwavan Kumar
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Figure 172

Note:
= Creation of File depends upon Role Assigned to User
= Selection of Nature and Type of File is Configuration Based
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IMPORTANT POINTS:

e Non SFS - User must select the available file heads for the nomenclature of File.
e SFS -User can enter File No. without any restriction or standards

e File No. once generated cannot be edited however other metadata can be edited any time by the
users of Dealing Section of File.

e Created Files can be viewed from Created Sub module of File Module.

Created File List

The Created List of Files displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files those are forwarded to recipient but pulled back later. User can Click Created link under file
module to view Created File listing. (Figure 173)

ia 0
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]
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rﬂ
Figure 173

e Created List displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files forwarded to recipient but pulled back later.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Subject Category, Created
On and Remarks are displayed.

e Actions like Send, Create Volume (For Physical File), Create Part, Close can be taken.
e File inner page can be viewed by clicking on File Number.

e List of Files can be sorted based on Computer No. and Created On. (Figure 174)
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Figure 174

e Using context menu (on mouse right click) created files can be opened in same or different tabs of
browser and can be sent (Figure 175).
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Figure 175

e Files can be searched using Module Search (Computer No., File No., Subject, Subject Category
and Remarks. (Figure 176)
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Figure 176
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e Created File list of Self, Section User and User under individual post hierarchy can be viewed

through File view (Figure 177).

€ Ver. 70
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Figure 177

Note:

» Created list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

e C(Clickable Attachment Icon will be displayed next to File no. in case of File having an attached
File/Receipt. (Figure 178)
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Figure 178

Note:

» (Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

e Created File list can be filtered depending on Nature, Subject Category and Creation Date by
clicking Filter Icon in menu bar. (Figure 179)
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Figure 179

e Legends and Color Code are used to differentiate various Files in list.
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File Inbox

The File Inbox is the list of Files submitted/marked to a user. The Files in Inbox are in active state
pending for the user’s necessary action for its disposal. User can clicks on Inbox sub module under File
module or Inbox Quick Access menu of File in the Home Page to view Inbox List.

eFile ver 70
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Figure 180
e Inbox list displays record of Files that have been marked to the logged in user.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Sent By, Sent On, Read on,
Due On and Remarks are displayed.

e Physical file marked to user are displayed as unreceived and user will not be able to click open the
file without receiving them.

e Actions like -Receive (Applicable for unreceived physical files only), Send Back, Send, Move To
(Inbox Folder), Create Volume (Applicable for physical files only), Create Part, Park, Close (Send
For Approval) can be taken.

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon. (Figure 181)
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Figure 181

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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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. (Figure 182)

File ver 70
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Figure 182

e List of Files can be sorted based on Computer No., Sent On and Due On. (Figure 183)
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Figure 183
e Files can be searched using Module Search (Computer No., File No., Subject, Sent By and
.
Remarks). (Figure 184)
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Figure 184

e Using context menu (on mouse right click) Inbox files can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back. (Figure 185)
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Figure 185
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e Inbox file list of Self, Section User and User under individual post hierarchy can be viewed through
File view. (Figure 186)
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Figure 186

Note:

= Inbox list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

e C(Clickable Attachment Icon will be displayed next to file no. in case of file having an attached
File/Receipt. (Figure 187)
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Figure 187

Note:

» (Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

e Inbox File List can be filtered depending on Nature, Priority, SubjectCategory and Sent Date,
Due Date, etc. by clicking Filter Icon in menu bar. (Figure 188)
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Figure 188

e Legends and Color Code will be used to differentiate various file in list.

Move File to Folder of Inbox

User can manage Inbox Files by moving selected Files to Self-created Folders in File Inbox.

STEPS TO FOLLOW:

1. Select Files from Inbox or Folder of Inbox.

2. Click destination Folder from dropdown list of My Folders under Move to menu. (Figure 189)
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Figure 189

Note:
» For Editing Folder Name and Deleting Folders Refer Folder Management.
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Electronic File Inner Page

Electronic File Inner pages displays Nature of File, Computer No., File No., Subject, Noting Panel,
Correspondence panel and various menus to work on file. (Figure 190)

Electronic File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.
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Figure 190

Actions on File Inner Page

Actions on Menu Bar

¢ File Home Page: Clicking File homepage Icon will display files Green Note in Left Panel and
ToC/Recent Correspondence (As per preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File
e Details: Clicking Details will open Detail Page of File.
e Draft: Clicking Draft menu will display Create New and View Draft sub menu.
o Clicking Create new sub menu of Draft, will open Draft editor page.
o Clicking View Draft sub menu of Draft will open List of Draft Created on Right Panel.
o Edit: Clicking Edit will open File Cover Page to edit Meta data of File.
e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in To Field.
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e Link: Clicking Link Menu will open Linked Files List with option to Link Files.

e Attach: Clicking on sub menu Attach File/Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

e Park: Clicking on Park Menu of file will open popup to move File to Parked Folder.

e Close: Clicking on submenu (Close/ Send for Approval) of Close will open popup to take
necessary action.

e More: Clicking More action menu will display following menus in drop-down.
o Action Detail: Clicking Action Detail will open Initiated Action detail Page.
o Create Part: Clicking on Create Part will open Part File creation page.
o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.
=  Merge File sub menu will be inactive for Electronic File.
* Merge Detail will open details of merged File.

e Print/Download: Clicking on Download will display a Print/ Download page to View or
Download Complete/Customized File, Noting, Correspondences, DFA, Local Reference,
Movement History and Action Detail.

Note:

* Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

Actions on Left Panel (Noting Panel)
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e Add note: Clicking on Add Note Icon will display icon to Add Green Note and Add Yellow Note.
o Add Green Note: Opens Green Noting editor page.
o Add Yellow Note: Opens Yellow Noting editor page.
e Switch View: Clicking on Switch View Icon switches the view of Noting Panel to Split view panel.
e Sort/Filter Note: Clicking in Sort/Filter note Icon display icon to Sort by ASC/DESC and Sort By
Post.
o Sort by ASC/DESC: Clicking on Icon will sort noting by Note no., in Ascending or
Descending order.
o Sort by Post: Clicking on Icon will display post of all users mentioned in Green Note and
selecting one of them will display noting of selected post.

Actions on Right Panel

eFile ver.70
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Figure 192

e Switch View: Clicking on Switch Window Icon switches view of Correspondence Panel to Split view
panel.

e Referencing Icon: Clicking on Reference Icon will provide option to refer previous note or attached
correspondence in Green or Yellow note in file.

Note:

Referencing Icon will be active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.

e Action Menu dropdown list (Hamburger menu Icon): Clicking on Action Menu dropdown list will
display dropdown list of menus (TOC, Recent, All, Previous Noting, Migrated Noting, Draft List,
Draft Document and References)
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o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.

o Recent: Clicking on Recent menu icon will display latest attached correspondence in PDF
format with option to navigate all the attached correspondences.
All: Clicking on All menu icon will display all attached correspondence in PDF format.

Previous Noting: Clicking on Previous Noting menu icon will display all Previous Noting.
Migrated Noting: Clicking on Migrated Noting menu icon will display Noting uploaded during
File Migration.

Note:
Migrated Noting menu will be visible only for Migrated File having migrated Green Note.

o Draft List: Clicking on Draft List menu icon will display list of all drafts along with draft
version list.
Draft Document: Clicking on Draft document menu icon will display latest draft.

o References: Clicking in Reference menu icon will display list of all attached local References.

Physical File Inner Page

Physical File Inner pages displays Nature of File, Computer No., File No., Subject, Correspondence panel
and various menus to work on file.

Physical File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.

GE
0;
RECEIFT Create +  Inbox Sent  Advance Search FILE Greate  Inbox  Sent  Adwance Search IS5UE Sent  Returned  Advance Search
Movement Detailz Edit Send Send Back = Link Files | Attach = Park - Dizpatch | More =
Fi2inbox / Award Sect-11010/128/2020- 801 DFS P 3791 Award 5ect-11010/128/2020.B07-DFS  Enter Desaription)
List of Correspondences B E g
= _. Receipt No. / lssue Mo, Subject Type Marked Az Attached On 1} issued On 14 [ T—
a P 1200/2020/B01-DFS Automation Testing Receiot 1370372020 0621 PM asdasd
L] P 12012020/BO1-DFS Automation Testing Receiot 13703/2020 0554 PM asdasd
Li] P B4272020/B01-DFS abcdefg Receiot 13/03/2020 0551 PM azdasdas
L] P 1202/2020/B07-DFS Auromation Testing Receipt 13/03/1020 0551 PM asdasdac
a F 1 20372020V B0 1.DFS AuTomation Testing Recelnr 13/03/2020 0547 PM asdadasd
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COREE] - TR

Bl corviient £ 2020, sesiened and evetopea by NIC.

Figure 193
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Actions on File Inner Page

Action on Menu Bar

e File Home Page: Clicking File homepage Icon will display ToC/Recent Correspondence (As per
preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File

e Details: Clicking Details will open Detail Page of File.

e Edit: Clicking Edit will open File Cover Page to edit meta data of File.
e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in ‘To’ Field.

e Convert: Clicking Convert will open File conversion page to convert physical file to Electronic
File

e Link: Clicking Link Menu will open Linked Files List with option to Link Files.

e Attach: Clicking sub menu Attach File/ Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

e Park: Clicking Park Menu of file will open popup to move File to Parked Folder.

e Close: Clicking submenu (Close/ Send for Approval) of Close will open popup to take necessary
action.

e Dispatch: Clicking Dispatch will open dispatch page of File.
e More: Clicking More action menu will display following menus in drop-down.
o Action Detail: Clicking Action Detail will open Initiated Action detail Page.
o Create Part: Clicking on Create Part will open Part File creation page.
o Create Volume: Clicking on Create Volume will open File Volume creation Page.
o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.

=  Merge File sub menu will open File Merging Page with option to select physical files and
merge.

=  Merge Detail will open details of merged File with option to Demerge or Merge with
another.

e Print/Download: Clicking on Download will display a Print/Download page to View or
Download Complete/Customized File, Correspondences, Local Reference, Movement History
and Action Detail.
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Note:
* Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

Actions on Correspondence Panel

RECEIFT Create +  Inbox  Sent  Advance Search FILE Greate  Inbox  Sent  Adwance Search IS5UE Sent  Returned  Advai
Movermnent Detalls Edit Send Send Back = Link Files | Anach = Park Dizpawch | More =
Fi2Inboy | Award Sect-110100 28/2020-801 -DFS
Gl mmor
] e r 1200/2020VBOT-DFS Automation Testing Receiot 13/03/2020 0621 PM
‘i‘ L] P. 1201/2020/BOT.DFS Automation Testing Receipt 13/03/2020 0554 PM asdasd
L] P BA2/2020VBO1-DFS abcdefg Receiot 13/03/2020 0551 PM asdasdas
ig a P 1202/2020/801-DFS Auromation Testing Receinr 13/03/2020 0551 PM asdasdas
:n L] P 1 20372020/B0 1-DFS ALmaTion Testing Receinr 13/03/2020 0547 PM asdadasd
Lt L] P SEFIZ0ZBO1-0FS ALILOMATION Testing Recedor 13103/2020 05745 PM Asdasd
& 0 @
C 3
#‘ Add Receipr
£ ]
Figure 194

e Switch View: Clicking Switch Window Icon switches view of Correspondence Panel to Split view
panel.
e Action Menu dropdown list (Hamburger menu Icon): Clicking Action Menu dropdown list will
display dropdown list of menus (TOC and References)
o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
o References: Clicking in Reference menu icon will display list of all attached local References.
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Add Correspondence in File

User can add correspondences in both Electronic and Physical File Inner page opened from File
Inbox/Inbox Folder/Created/Parked Folder and take various actions on attached correspondence.

Add Correspondence in Electronic File

User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/ Inbox Folder/ Created/
Parked through following process.

STEPS TO FOLLOW:

1. Click ToC menu from Action Menu Dropdown list in the right panel of file inner page.
(Configurable using user preference setting to view correspondence list by default).

i
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Figure 195

2. Click Add Receipt action button.

[rr—

Figure 196
3. Select receipt from year wise sorted list of Electronic Receipt.
4. Provide mandatory Remark.

5. Click Attach to attach selected receipt in File.

List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.

Note:
= Latest correspondences (receipt/issue) will be displayed on top the list
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Puc In Receipiis]

|N-un |C°mp-ﬂn- tl | ReceiptNo.

1454 G952/ 100/B01-0F
1487 585/2020/B01-0F5
1457 FBEII020E01-0F TEST SUD{eT

1484 083/2020/801-DF5 Auremation Testing

390/2020/B01-DF5 Automation Testing

999/ F0J0/B01-0F5 Auremarion Testing
1000/2020/801-DF5 Automation Testing
1001/2020/601-DF5 AULomAarion TesTing
1002:2020/B01-DF5 Autemation Testing

1003/2020/B01-DF5 Automation Testing

Figure 197

Action on ToC List

e Issue details, Dispatch Details (with option to View Remainders, View Versions of Issue,
Download Issue Attachments, Print envelope and View details of specific dispatch), Dispatched
Document (PDF) along with Attachment in respective Issue can be viewed by clicking on
information icon adjacent to attached Issue.

T
B 1=-ue Dasil=

Issue N, V3BES 20 Issued By Shravan Kumar. BO 1 58
Do 11-Decamber20N2 CTION . DFE

b Issued On 25103/ 1020 0253 AM Type lssue
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St Arenowisdgermen of pour terno - dated 07122012 2020-B01065

Daiar Rt L. Kapocr, Subject Aucomatan Testing
our letiar has been meciuad For f iestions pleass rear o tha oo
1E2012E0TRG) . Diraft Nature Waw

Languegs
Fingards,
Abhay Sharma Prafix AL and ceher ralated m

amers

Sub Cacegory

B Disparch Detaits

@ - | Recipient Typa | Dispatch No. | Addresses !!-at!’nrmm|m

DIS/ES1 1720 Survirs Nanwal ASSTT

F SPATCHED
@ CECTION OFFCER SEL DIZRATCHED @

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.
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Receip: Detals

B #asec pesans

Comp. No.: ! Raceipt No. ¢ SE20MNEDI-DFE B
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Addrexs:

) Receiotiz)

Movemant | At

Sent Ty

Mo reconds found

e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.
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o Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking on OK, closes the receipt.

Note:

»= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

o Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
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= Not applicable for Issues.

o Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

o Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

o Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

o Reopen: Click Reopen link/Icon, displays the receipt reopen confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.

Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
= Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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Add Correspondence in Physical File

User can attach pReceipt/eReceipt diarized in eOffice to a pFile opened from Inbox/ Inbox Folder/
Created/ Parked through following process.

STEPS TO FOLLOW:

1. Click Add Receipt action button.

wox @FI1@ yer. 7.0

RECEIPT Create v  Inbox  Senc  Advance Search HLE Create  Inbme  Sert | Advance Search IS5UE Sent | Returned  Advance Search

Movement | Details Edit Send Send Back  Comvert  Link Files | Atiachw Park Close v | Dispatch More»

File Inhox [ A/D3772020-0A-01 P 3115382  AMQ3TIOR0-QA-D1 250002

176 =
) Erpm— ol - =

.- Receipt No. / Issue No. i Marked As Attached On 1] Issued On 11

e
[

©  329LZ020fEOFRCE abcdefg Recelpc 19/06/2020 03:37 PM rerferferf

B & B

E LK

Add Receipt

Figure 198
2. Select receipt from year wise sorted list of Physical/Electronic Receipt.
3. Provide mandatory Remark.

4. Click Attach to attach selected receipt in File.

Put In Receipt{s}
Year® 2020
Newre Comp.No. ||  Receipt No. Subject
5052632 1908/ 202 0/EQFFICE shedefg
5052633 1908/ 2020/EQFFICE shedefy

5052642 2008,/2020/EQFFICE chedefg

5052645 2011/2020/EQFFICE shcdefg

052447 1808/ 202 0/EOFFICE est subject
5052465 1831/2020/EQFFICE shedefs
5052443 1800,/2020/E0FFICE st zubject
5052622 1968/2020/EQFFICE test subject
3052621 200202 WECEEICE sbcdefg

S022644 20 Tomy ¢ 1 abcdefg

Remarks *
Artach ac correspandence

Figure 199
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List of all the attached correspondences (Issues, eReceipt, pReceipt) will be displayed in ToC.

O e 3266 Saroja Kumar Patra
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Figure 200
Note:

= Latest correspondences (receipt/issue) will be displayed on top the list

Action on ToC List
e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and Movement of the receipts can be viewed in popup window by
clicking on information icon adjacent to attached receipt.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.

e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

Copyright © NIC, 2020
Ver.7.0[146]



©)

coffice

Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking OK, closes the receipt.

Note:

= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
= Not applicable for Issues.

Attach With Another: Selecting a receipt from Correspondence list using check box and
clicking Attach With Another from action menu drop down, displays the list of files available
with user in which the selected receipt can be put in. Selecting File and Clicking OKwill attach
selected Receipt to respective file.

Note:

= Selected Receipt is detached from Correspondence list along with its Issues (if any).

Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

Reopen: Click Reopen link/Icon, displays the receipt reopens confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.
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Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
Inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
=  Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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This feature is required to add Green or Yellow Note in an electronic file opened from File Inbox/Inbox
Folder/ Created/ Parked.

Add Green Note

In order add green note in an electronic file user needs to follow following steps.

STEPS TO FOLLOW:

1. Click ‘Add Note’ icon to expand and then click ‘Green Note’ Icon in noting panel of electronic
file inner page.

o® i‘(-.e IGG n Sarnja Kumar Patra
i oo @Fil@ ver.7.0 nE TO[SKP|ECIEFICE

FLE

Sent  Advance Search Greate | Inbax | Sent Advance Search ISSUE Sent  Returned  Advance Search

RECEIPT Create' | Inbox

@ Movement | Details Draft = Edit Send LinkFles | Attach» Closew  Morew =

File Crearad / ABCT/3/2020-QA-01 E 3115451 ABC1/3/2020-0A-01  wefwefiwefwe

of natic Toom 2 3>

Figure 201

Note:

= User will be able to select Standard/ User defined Quick noting (English, Hindi, Other language) by
Clinking on respective Sub Menu of Quick Noting action button available in Note Action Header.
=  Option to Discard, Save and upload Attachment will be available for green note.

2. Enter either text by typing or paste copied data (text, hyperlink and image) in the web editor or
inserts table (using editor toolbar).
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Figure 202
Note:

= Pasted content having hyperlinked data/URLs should be saved as plain text.

3. Click Attachment icon to attach document (PDF, DOCX, DOC, ODT, XLS, XLSX, PPT, PPTX,
PPSX format) if require(Figure 202).

Note:

* Document attached can be of maximum 25MB.
» (licking on Attached document will allow the user to download the document.
» Clicking on Remove icon on attached document will remove the attached document.

4. Click Save icon to finalize the Green note.
Note:

= Content either typed or copied and pasted from word document in editor should get Auto
Saved if not saved by user.

= If Text editor has blank note it will not be Auto saved or Saved.

= Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should be updated in Note
Action Header after getting auto saved.

= Color of Note Action Header should be changed for unsaved (Red) and Saved (Green) note.

» Legends will be displayed in File Inbox/Inbox Folder/Created/Parked list to indicate file
having saved Green note.
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Edit Saved Green Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Tiny MCE Web editor
is displayed in editable mode with existing noting content.)

2. Edit the content either by typing or pasting copied data (text, table, hyperlink and image) or
inserting table by using editor toolbar to make changes in the existing note.

3. Attach or Remove attached document.

4. Click Save icon to update the noting

Discard Saved Green Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Tiny MCE Web editor
is displayed in editable mode with existing saved noting content.

2. Click Discard icon on Note Action Header.

3. Confirm deletion of noting in alert popup. On confirmation, green note will be discarded and blank
text editor is displayed with option to Add Note.

Note:

= In case the green note was created by confirming the Yellow note, and if user Discard the
green note, then the yellow note from which this green note is confirmed, will be restored
along with all the versions of yellow note.
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Add Yellow Noting

In order add Yellow note in an electronic file user needs to follow following steps.

STEPS TO FOLLOW:

1. Click ‘Add Note’ icon to expand and then click ‘Yellow Note’ Icon in noting panel of electronic
file inner page.

=1 T — 3266 saroja Kumar Pairo.
nnf»t!;c?ru eFile ver.70 L ] n TE:"J'E'|""‘P3:¥F|':

RECEIPT Creste s | Inbox  Sent | Advance Search FILE Create  Inbox = Sent  Advance Search 155U Sent | Reowned = Advance Ssarch

Movemant Detalls Draft = Edit Send Link Filas | Attachw | Closaw | Moraw

Figure 203

Note:

= User will be able to select Standard/ User defined Quick noting (English, Hindi, Other language) by
Clinking on respective Sub Menu of Quick Noting action button available in Note Action Header.
= Option to Discard, Save and upload Attachment will be available for Yellow note.

2. Enter either text by typing or paste copied data (text, hyperlink and image) in the web editor or
inserts table (using editor toolbar).
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Figure 204

Note:
= Pasted content having hyperlinked data/URLs should be saved as plain text.

3. Click Attachment icon to attach document (PDF, DOCX, DOC, ODT, OPENDOC, XLS, XLSX,
PPT, PPTX, PPSX format) if required(Figure 204).

Note:

* Document attached can be of maximum 25MB.
» (licking on Attached document will allow the user to download the document.
= (Clicking on Remove icon on attached document will remove the attached document.

4. Click Save icon to finalize the Green note (Figure 204).

Note:

= Content either typed or copied and pasted from word document in editor should get Auto Saved if not
saved by user.

» [f Text editor has blank note it will not be Auto saved or Saved.

» Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should be updated in Note Action Header
after getting auto saved.

» Version of Yellow Note will be created once Saved/ Auto Saved.

= Color of Note Action Header should be changed for unsaved (Red) and Saved (Green) note.

*=  Option of Confirming Yellow Note and Viewing Yellow Note Version should be available for saved
yellow note.

» Legends will be displayed in File Inbox/Inbox Folder/Created/Parked list to indicate file having saved
yellow note.
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Edit Saved Yellow Noting

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (Saved Yellow Note is
displayed along with its version list)

2. Click Edit Icon Note Action Header.

¢ Inbox Senc  Adwance Scarch ALE Inbax.  Sent | AdvanceSearch 1SSUE Sent | Returmed  Advonce Search
Movement | Detzils = Drafti~ Edit Send Link Files Close> | More~
Al Edit [ ABC1/3/2020-0A-01 E 3115451 ABCI//2020-0A-01  wefwefwefwe
L = . . -~ » - — —
ﬁg x !z | = (B 0 © H =
i . T of = ke
o= Version 1 : +  Autormatic Zoom »
T -~
This is Test Yellow note.
ik
Ped
-
sh :

Figure 205

3. Edit the content either by typing or pasting copied data (text, table, hyperlink and image) or
inserting table by using editor toolbar to make changes in the existing note.

4, Attach or Remove attached document.

5. Click Save icon to update the noting or Confirm Icon to convert it into Green Note.

Note:
= New version will be created only if the previous version available in the file is not created by the
same user.

Confirm Saved Yellow Noting
1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list.

2. Click Confirm icon on Note Action Header.

office

oumon €F11E ver 70
E RECEIFT Create » | Inbox | Sent Advance Search ALE Inbox  Senmt | Advance Search ISSUE Sernt  Returned  ‘AdvanceSearch

Movement  Details | Draftw Edit Send Link Hies Close | More~

C1/3/2020-QA-01
ﬁﬁﬁ E

= + AutomaticZoom 3

Version 1

This is Test Yeliow note.

Figure 206
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3. Click OK in ‘Confirm Yellow Note’ pop up.

Yellow Note Confirmation

Do you want to corfirm this yellow note?

Figure 207

Note:

» Confirmed version of Yellow noting content should be converted to Green noting and displayed in web
editor in editable form. (Yellow note versions shall no more be available).
= Option of Save, Discard and upload Attachment should be displayed for Green Note in web editor.

Discard Saved Yellow Noting
1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list.

2. Click Discard icon on Note Action Header or Discard icon available in version list page of yellow
note.

2 CEp O

Inbox Sert Advance Search FILE Creats Inbas Sent Aduance Search ISSUE Sert Recurned Advance Search

Edit Send Link Files Attach - Close - More ~

Version 1

This is Test Yellow note.

Figure 208

3. Click OK to Confirm deletion of noting in alert popup. On confirmation, Yellow note will be
discarded and blank text editor is displayed with option to Add Note.

Discard Confirmation

Do you want to discard the note?

Figure 209

Note:

» Discard icon will be available for self-created version in version list page of yellow note.

= In case the green note was created by confirming the Yellow note, and if user Discard the green note,
then the yellow note from which this green note is confirmed, will be restored along with all the versions
of yellow note.
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View version of Yellow Note

1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list. (By Default, yellow note is
displayed along with all its versions).

2. While working on Yellow Note editor page, Click Version icon on Note Action Header to view all
its versions.

Sent  Advance Search FILE Create  Inbox Senc  Advance Search ISSUE Sent Rewrned ' AdvanceSearch

Dratt = Edit Send Link Files | Attach~ Close More =

— 0 =x xX A || © z B | Enalish Formats
P Verdana 13px Line Height
(X
~
m This 15 Test Yellow note.
X

Figure 210

Note:

= New version will be created only if the previous version available in the file is not created by the same user.

» In case, a version is created by User 1 and file is send to User 2 but User 2 did not make any changes in the
yellow note, and sent the file back to User 1. In this case, if User 1 edits the previously created latest
version, no new version will be created.

= In case User 1 edits any other version except the previously created latest version, all the changes will be
reflected in the previously create latest version by him.

Copyright © NIC, 2020
Ver.7.0[156]



A DIGITAL WORK FUACE SOLUTION

Refer a Correspondence in a Green/Yellow Note

There are two different ways to refer a correspondence in a Noting.

STEPS TO FOLLOW:

Scenario 1
1. Selects content in Green Noting/Yellow Noting in text editor.
2. Open Recent or All correspondence in Right Panel of File inner page.

3. Right click correspondence page (to be referenced) and selects ‘Refer this Page’ option from context
menu.
B e e

Adwance Search

i ar R

D EETETTES

Z. ™ | B 7 [¥]
. &3 >,

i o e 3

=i |

Download This Page

Downicad This Correspondence -

- =
Figure 211

Scenario 2
1. Select content in Green Noting/Yellow Noting in text editor.

2. Click the Referencing icon.
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LS TO[SKPLECIEFICE
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175 L) =2
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Figure 212

3. Enters page number of correspondences that is to be referred.

4. Clicks OK to refer to specific page of Correspondence.

Copyright © NIC, 2020

Ver.7.0[157]



Mote Reference

O correspondence

Page Number"
2

Cancel

Figure 213

Note:
= Referencing Iconwill be Active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Refer this Page context Menu will be available only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Referred content will be displayed as Hyperlink (Underlined and in Blue Color), clicking on which will display
the referred page in a popup window.

Refer a Previous Note in a Green/Yellow Note

There are two different ways to refer a previous note in a Noting.

STEPS TO FOLLOW:

Scenario 1
1. Selects content in Green Noting/Yellow Noting in text editor.

2. Right click Previous Noting which is to be referred (previous noting in noting panel or previous
notings accessed in right ToC panel) and selects either ‘Refer this Note’ or ‘Refer this Paragraph’
option from context menu to refer previous noting.

RECEIPT Create s Inbox  Sert  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search

Movement =~ Detsils  Draftw Edit Send SendBack | LinkFles Attach Park Close> | Morew
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0E L. B I US EEE=EE Z"E"EE 4 h = Note #1
= I Qx ¥ A-H & ¢ 52 | Engish Formais Creatz a Green Note T
Q} Yerdanz 13px Line Hzight Refer This Perag'a-;\h
E ” 10/06/2020 0%:38 AM B Saroja Kumar Patro
m Refer to FolluwiE Downfoad This Note INDIVIDUAL
4] Note #2
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Figure 214
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Scenario 2

1. Select content in Green Noting/Yellow Noting in text editor.

2. Click the Referencing icon.

3266 s
eFile ver. 70 L n

RECEIPT Create v Inbox’  Sent Advance Search FLE Create

Inbox Sent Adwance Search I Sent | Returmed  Advarice Scarch

Movement | Details Draft = Edit Send Send Back | LinkFiles | Afttach= Park Close> | More~>

File Inbox [ A-1271122/2020-QA-01

s T *
ﬁa ° e Quick Noting ~ Last Saved : 20/06/2020 D4:05:28 AM

E 315376 A-1211122/2020-0A-01  Auromarion Testing

Referencing

g - ® B I U S EEFEES z-E°EE S [ = Note #1
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L] Nots § 2
»ia Create one more Green Mote
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i INDIVIDUAL
Figure 215

3. Select Note No. and subsequent Paragraph using Drop down list.

4. Clicks OK to refer to specific Note or Paragraph of previous noting.

Mote Reference

@ MNoting

MNote Number*
MNote # 1

Paragrap

Bara# 1:- Create 8 Green Note

Figure 216
Note:
= Referencing Icon will be Active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Refer this Page context Menu will be available only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.

Referred content will be displayed as Hyperlink (Underlined and in Blue Color), clicking on which will display
the referred Noting/Paragraph in a popup window.
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Edit File Details

This feature is required to edit metadata of File.

Important Points:

v’ File metadata (Except File No., Nature and Type) can be Edited/Updated only be the users of
dealing section.

v Only Files available in File Inbox/Inbox Folder/Created/Parked list can be edited.

v' Physical files in Inbox that need be edited must be in received state.

v Only users of the dealing section will be privileged to edit the file.

STEPS TO FOLLOW:

1. Open a file from Inbox/ Inbox Folder/ Parked/ Created list and click Edit menu to edit the meta-
data (Figure 217).

File ver. 70
PT. Create » | [mbox  Sent | Advonce Search @ FILE Create:  Inbox Sent Advance Search 155UE Sent  Retummed | Advance Search

Movernent | Details Draft= Edit Send SendBack | Link Files | Attachw Park Closes | Mare
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Note#1
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A Simple PDF File
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=t And more texd Boring. 7777z And more tart And more fest And
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Rl 14/03/2020 1136 AM Mentosh Kurmer Cjhe
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10.25.85.173/ FileT# m_ﬂcﬁ\'rizh( & 2020, designed and developad by NIC.

Figure 217

2. Make the necessary changes in Subject Description, Main Category, Sub-Category, Remarks,
Language, Previous and Future Reference values. (Figure 218)

3. Click Save button to save the changes and complete the editing of file.
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A DIGITAL 'WOREK PLACE SOLUTION
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Figure 218

Shravan Kumar
ASST1{BOTHOFS

Note:

»  User will be redirected to the file inner page after editing done.
» Edited/updated information will be displayed under File details.
*  Only users of the dealing section will be privileged to edit the file.
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File Attachments

This feature is required to attach Files/Receipts in a main file. Attached Files/Receipt will move along
with main file and there is provision to ‘Detach’ or ‘Attach with Another File’ attached File/Receipts at
any point of time by providing mandatory remarks.

Attaching Files with main file

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.

v' File(s) to be attached must be present in Inbox/Inbox Folder/ Created list in standalone
condition (Not attached with any other File).

v’ File in Parked/Closed/Submitted files for Closing or Reopening Approval/Approval request of
file module will not be available for attachment

v' Physical Files (Both main file and file to be attached) should be Received State in Inbox/Inbox
Folder.

v' File(s) to be attached must not have attached File/Receipt.
v' File(s) to be attached must be of same nature (P/E) as of main File.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open file attachment page.
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Figure 219
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2. Click Attach File action Button.
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Figure 220

3. Select File(s) in Attach File pop up window showing year wise listing of File(s) (Inbox/Inbox
Folder/Created) of same nature as of main file.

Year | 2019 = Search Here... |
Nature % Comp Mumber % File Number & Subject %
E 1139 DEV-5CH-14010/1/2015-C fsadfsfsf
E 11386 G-15012/172019-C Test DFA
E 1134 HTED-16041(11)/1/2018-C urz
E 1126 DOL-12018/2/2019-C Lottery-State(West Bengal)
E 1125 D-23011/1/2019-C Test 26 june
E " C50/1/2019-C On the Insert tab, the galleries include items tha...
E 1120 Building/3/2019-C Test File-Convert
E 11186 DEV-5CH-19011/1/2019-C Test File
E 1112 D-20/1/2015-C Prysical File
E 1111 Building-11/1/2015-C effff
Hi1 gz 3/4 5/ |0
Remarks *
Arach file ‘
Total 1000 | 983 Character lefc
(=]
Figure 221

4. Enter mandatory Remarks.

5. Click Attach action button to attach selected File.

Note:

= Attached File(s) will be removed from its current location.

» Location of Attached File will be updated in the Advance Search of the Attached file.

= Attachment details will be maintained in the Attach File Page of the Main file and Attached/Detached
Tab of File history in File Details page.

= Attachment details will also be displayed in Details of main File searched from Advance Search.

» File movement history of attached file should be updated with attachment information in Remark with
every movement of main file (until detached).

= Option to Detach, Attach with Another and view Action Details of attached file should be displayed in
File Attachment page.

= Attachment icon should be displayed, next to File no. in Inbox/Inbox Folders/Created/Parked list page.
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Attaching Receipt with Main File

Important Points:

v" Main File must be present in Inbox/Inbox Folder/Created/Parked List of the user.

v Receipt(s) to be attach must be present in Inbox/Inbox Folder/Created List in standalone
condition (Not attached with any other Receipt).

Note: Receipt in Closed folder will not be available for attachment.
Main Physical file should be in received state.
Physical Receipt to be attached should be in received state.

Receipt(s) to be attached must not have any attached File/Receipt.

DN NI N NN

Receipt(s) to be attached must be of same nature (P/E) as of main File.

STEPS TO FOLLOW:

1. Click Attach Receipt submenu under Attach menu in File Inner page to open file attachment

page.
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Figure 222

2. Click Attach Receipt action button.
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Figure 223
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3. Select Receipt(s) from the pop up window showing year wise listing of Receipt(s) (Inbox/Inbox
Folder/Created) of same nature as of main file.

Search Receipt x
Year | 2019 % Search Here...
Nature & Comp Number % Receipt Number & Subject %
E 1683 454/2019/B01-DFS fhgfhfdghgh
E 1614 380/2019/B01-DFS dettol new
KN 1 I
Remarks

‘ Attach Receipﬂ ‘

Total 1000 | 986 Character left

Figure 224

4, Enter Remarks and click Attach to attach selected File.

Note:

= Attached Receipt(s) will be removed from its current location.

» Location of Attached Receipt will be updated in the Advance Search of the Attached Receipt.

= Attachment details will be maintained in the Attach Receipt Page of the Main file and
Attached/Detached Tab of File history in File Details page.

= Attachment details will also be displayed in Details of main File searched from Advance Search.

= Receipt movement history of attached receipt will be updated with attachment information in Remark
with every movement of main file (until detached).

= Option to Detach, Attach with Another and view Action Details of attached receipt will be displayed in
file attachment page.

= Attachment icon will be displayed next to File no. in Inbox/Inbox Folders/Created/Parked list page.
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A DAIGITAL WORK FLACE SOLUTION

Detach already attached Files

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v’ Attached File(s) must be present in attached file list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.
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Figure 225
2. Select File(s) and click Detach action dropdown menu or Detach Icon adjacent to attached File
details.
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Figure 226
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3. Enter Remarks in Confirmation alert popup.

Detzach Receipt Remarks

Tocal 1000 | 981 Charadier left

Figure 227

4. Click Ok button to detach selected file.

Note:

= Selected attached File(s) will be detached from main File.

= Detached File(s) will be moved to File Inbox when detached after movement of main file.

= Detached File(s) should move to respective folder (from where they get attached) when detached without
movement of main file.

= File(s) detach details should be maintained under Attached/Detached tab of File History in File Detail
Page.

= Attach/Detach history should not be maintained if attached File get detached without any movement of
File.

* File movement history of detached file should be updated with detachment information in Remark, if
detached after movement of main file.
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Detach already attached Receipts

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v' Attached File(s) must be present in attached Receipt list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.
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2. Select Receipts and click Detach action dropdown menu or Detach Icon adjacent to attached
Receipts details.

' = 12
ffice eFile verso A ﬂ
RECAPT  Create) Inbox  Sent = Advance Searth E Creste  Inbox  Sent  Advance Search DISPATCH |~ Semt | Remrned  Advance Search
%J E | 1430 | CSO-11015/202013-C | Testing W Sueesss *
BF| | Movement  Details | Draft- | Edit | Send | Link= | Attach= | Close~  More~ et |
P . . .
&
Receiptis)
] | Computer No & Receipt No. Subject Arached By Attzch On & Remarks Action

Shraan Kumar, ASST(B0110FS, 30 1

13/09/20195:55 ik
SECTION- DS JI9/20195:55 P Artach

yi G6/21S/E01-DES
im 2207 966/2019/B01-DF5 A

= Shravan Kumar, ASST1{BO1)-DFS,BO 1 Gy
2 B5/2015/201-0F g 13/08/2079 5:35 P i
' 2020E] TER/2019/E01-DF safsfd SECION-DFS 3/09/2079 5:55 PM Attach

L Inl L]
@ =z

Figure 229

Copyright © NIC, 2020
Ver.7.0[168]



coffice

3. Enter Remarks in Confirmation alert popup.

Datach Receipt Rermarks

Figure 230

4. Click Ok button to detach selected receipts.

Note:

= Selected Receipts will be detached from main File.

» Detached Receipts will move to Receipt Inbox of user if detached after movement of main file.

= Detached Receipts will move to respective folder (from where they get attached) if detached without
movement of main file.

= Receipts detach details will be maintained in Attached/Detached tab of File History in File Detail Page.

= Attach/Detach history will not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

» Receipt movement history of detached Receipt will be updated with detachment information in Remark,
if detached after movement of main file.

Attach with another File

This feature is required to attach already attached File/Receipt with another file available in user’s File
Inbox/Inbox Folder/Created List.

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v Attached Files/Receipts must be present in attached File/Receipt list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.

2. Select File/Receipts and click Attach with Another icon adjacent to attached File/Receipts
details list. (Pop up displaying year wise list of Files in Inbox/Inbox/Folder/Created/Parked will
open)

Copyright © NIC, 2020
- Ver.7.0[169]



@ffice

CAGITAL 'WORK PLACE SCLUTION

eFile ver.70
RECEIPT Create » Inbox

E Movement Details

File Inbox [ A-12(1122/2020-0QA-01

D I —

Sent | Aduance Search

Draft » Edit

E 3115421 DI3272020-04-01 ‘

E 3115426 AJQ4R/2020-QA-07

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

4. Enter mandatory Remarks in popup.
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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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