Uttar Pradesh Electronics
Corporation Limited
A U.P. Govt, Undertaking

FAQ-Frequently Asked Questions

Q1- How to Dispatch a signed letter?

Step 1: As mentioned in figure-1, first you have to click on Initiate Dispatch.

file Inbox / 123-TCHNONAZR/1/2024-5upport12 E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,
Issue No.: 1/695/2024  Draft State: SIGNED  Version: 1 Signed On: 11/02/2025 10:53 AM .
a Draft Details
Draft Nature * Receipt No. Reply Type
o v LA e v
Forms Of Communications. Prefix Language *
Government Of Uttar Pradesh U.P. State Data Centre et o i ’
Main Category Sub Category
Subject =
. . Training IN MORADABAD ..
E-office VPN Creation Service Request Form V1.0 ’ "
%

Requester Name

T Organization Name /
| Department
Designation 4
Mail-id
[@gov.in/@nic.in/@ac.in)
Mobile No.

Purpose of VPN Service

Permission for VPN -Total User Count: (Pls. attach User List]

-Destination IP Address:

-Port No.:

Enable Multi Sign Approved Copy Previev: | Initiate Dispatch

Figure-1

Step 2: As mentioned in figure-2, click on Add Recipients button to add recipients.

inbox / 123-TCHNONAZR/1/2024-support12 E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD

B oraft Details ~
Draft Nature Receipt No.

Forms of Communication Prefix

Government Of Uttar Pradesh U.P. State Data Centre

Subject

E-office VPN Creation Service Request Form V1.0

1 Requester Name ‘

2 Organization Name /
| Department
3 Designation
p Maiid e Email Details
| (@gov.in/@nic.in/@ac.in)
5 | Mobile No.
7 | Purpose of VPN Service
8 | Permission for VPN -Total User Count: (Pls. attach User List) |
-Destination IP Address:
-Port No.: 4

NEVEHIGIERET) Send / Dispatch with Follow up | Send / Dispatch without Follow up

Figure-2




Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

Step 3: As mentioned in figure-3, for Intra dispatch (within the same Instance) select
intra office button and add all the recipients to whom you need to dispatch and click on
Add button.

Public @ Intra eOffice

Users

UPLCUP ¥ | Choose One v Search Here...

All Contacts
O S

Sudeep Srivastava TRAINER UPLCUP Q/o Directorate

;ﬁziNDRA PRATAP POLICE UPLCUP ofo police

Ravi Kant Mishra TRAINER UPLCUP O/o Directorate
RAJENDRA KUMAR TRAINER UPLCUP O/o Districts
ANKIT MISHRA POLICE UPLCUP ofo police
DESH RAJ POLICE UPLCUP ofo police
Rishabh Singh chouhan  TRAINER UPLCUP O/o Directorate
SUBHASH CHANDRA POLICE UPLCUP ofo police
RAM PRIYA TRIPATHI POLICE UPLCUP ofo police
Saurabh Tiwari TRAINER UPLCUP 0O’/o Directorate

Close

Figure-3

Step 4: As mentioned in figure-4, click on close button for further process.

Add Recipients

Public @ Intra eOffice

Users

upPLCUP ¥ | Choose One A Search Here...

Reci) it Details - eOffice Internal
S T ——rTy

Sudeep Srivastava TRAINER UPLCUP O/o Directorate
Sudeep Srivastava TRAINER UPLCUP O/o Directorate SINGH
?mziNDRA PRATAP POLICE UPLCUP oo police Ravi Kant Mishra TRAINER UPLCUP Ofo Directorate x
Ravi Kant Mishra TRAINER UPLCUP O/o Directorate

RAJENDRA KUMAR TRAINER UPLCUP O/o Districts

ANKIT MISHRA POLICE UPLCUP o/0 police

DESH RA] POLICE UPLCUP o/o police

Rishabh Singh chouhan TRAINER UPLCUP O/o Directorate

SUBHASH CHANDRA POLICE UPLCUP o/o palice

RAM PRIYA TRIPATHI POLICE UPLCUP o/0 police

Saurabh Tiwari TRAINER UPLCUP O/ Directorate

L] IECIRS

Figure-4




Uttar Pradesh Electronics
Corporation Limited
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Step 5: As mentioned in figure-5, click on @E to add the subject of the letter

File Inbox 1 123-TCHNONAZR/1/2024-support12

Issue No. : 1/695/2024 Status : SIGNED Signed On : 11/02/2025 10:53 AM

Government Of Uttar Pradesh U.P. State Data Centre

E-office VPN Creation Service Request Form V1,0

1 | Requester Name

P Organization Name |

Depariment
3 | Designation
4 | Mailid
| {@gov.in/@nic.in/@ac.in)

5 | Mobile No.

7 | Purpose of VPN Service

| "8 | Permission for VPN -Total User Count: (Pls. attach User List) |

-Destination IP Address:

-Port No.:

VETEW IS Send / Dispatch with Follow up | Send / Dispatch without Follow up

E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD
B Dreft Details A
Draft Nature Receipt No.
New/Fresh v v
Forms of Communication Prefix Language
Letter ¥ ChooseOne | Engish o
Sub Category
%
Recipient Details - eQffice Internal
Name Designation Department Section Internal | [ Email | SMS | Actions
Sudeep Srivastava TRAINER UPLCUP O/ Directorate @in et ?IIS
M
AMRENDRA PRATAP
i @ ] x
NG POLICE UPLCUP o/o police @in @E
Ravi Kant Mishra TRAINER UPLCUP 0o Directorate @ et :‘5
4 Email Details v

Figure-5

Step 6: As mentioned in figure-6, click on OK button to proceed

Email Details

Emails *

sudeep.pnni@eoffice.uplc.in

Subject *
Test

R Draft.pdf

Email Message *
Test

Total 1000

B Copy To All

996 Characrer left

Figure-6




Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

Step 7: As mentioned in figure-7, now click on send/Dispatch without follow up

File Inbox / 123-TCHNONAZR/1/2024-5upport12 E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADA

Issue No. : 1/695/2024 Status : SIGNED Signed On : 11/02/2025 10:53 AM

B oraft Details

Draft Nature Receipt No.
esh v

— 4+ AuiomaticZoom ¢

Forms of Communication Prefix

Government Of Uttar Pradesh U.P. State Data Centre

Subject
E-office VPN Creation Service Request Form V1.0

Requester Name

Organization Name /
Department
Designation
| Mail-id
| [@gov.in/@nic.in/@ac.in) | Internal | Email W SMS
Mobile No. s
Sudeep Srivastava TRAINER UPLCUP Ofo Directorate @In Bec Ms ®
Purpose of VPN Service
AMRENDRA PRATAP -
Permission for VPN -Total User Count: (Pls. attach User List) SINGH FoucE v olopolce en Qo *
I Ravi Kant Mishra TRAINER UPLCUP Ofo Directorate @in Gec e x
-Destination IP Address: - . SMS

-Port No.. % Email Details

NENEIEAE Tl Send / Dispatch with Follow up | Send / Dispatch without Follow up

Figure-7




Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

Q2- How to link a file for reference?

Step 1- Select a file from inbox where referencing to be done

1 - SUDHIR YADAV
eFile 720 -
e@ffice erie 720 . 0 0.
RECEIPT Create » Inbox Sent Advance Search FILE Create m Sent Advance Search Sent Returned Advance Search
Receive  Send  SendBack MoveTow CreateVolume CreaePart Park  Cosev Bl LS F
Sen nton 11 ReadOn 1l DueOnfl Remarks
[ = Training IN SUDHIR YADAV. 07/02/2025  11/02/2025
E 1301 TCHNONAZR/1/2024- 8 :%
. MORADABAD , UPLCUP 01:07 PM 10:51 AM
support12
A
{i‘ 12 SUDHIR YADAV, 07/02/2025 07/02/2025
— -
E 1803 ESTBOTRF{11/22/2025 Training JeLeup 1926 o1 1226 o1
] Suppor .
]
= 122 T M SUDHIR YADAY, 06/02/2025  D6/02/2025
pre E 1794 123405678/91/2025- raining in Minority !
-B Welfare upPLCUP 02:01 PM 02:02 PM
s Supportl
& o = SUDHIR YADAY, 04/02/2025  D4/02/2025
g E 1774 TCHNONAZR/17/2025 romation
P UPLCUP 02:14PM  0214PM
support ..
= Regradin SUDHIR YADAY, 04/02/2025  04/02/2025
E 1773 TCHNONAZR/16/2025- egracing ) i
Appointment uPLCUP 01:42 PM 01:42 PM
} support!
o 123-ESTBOTRE/6/2025- SUDHIR YADAY, 03/02/2025  D3/02/2025
E 1768 Office order
Supportl uPLCUP 04558 PM 04:58 PM
-
Total Records: 40 LR n 2| 3/[4)[»][m][10 ~
B copyright © 2020, designed and developed by NIC.

Figure-1

Step 2- Click on link file as mentioned in the figure 2

@fﬂce eFile 720

% RECEPT  Creates Inbox Sent Advance Search FILE Create Inbox Sent  Advance Search Sent Retumed Advance Search
F} Movement  Details Draft~ Send Send Back  LinkFiles  Attach ~ Park
F —
File Inbox / 123-TCHNONAZR/1/2024-support12 E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,
s G -
[ £ GreenNote | / 6 @ of Correspondences
_ B Distally Signed| Receipt/issue No. | Subject | Marked As Attached On 1} Issued On t} Pages R
3
“3 Note # 66 Trainin
PN I TG note no.6 I gIN 11/02/2025
‘9 © 16952024 MORA 1107 AN 2628
< DABAD ’
‘B 07/02/2025 12:44 PM SUDHIR YADAV
'- 0/o SupportEoffice (CONSULTANT) Trainin
il Digitally Signed I 2N
L © UB17/2025 MORA BUOU2025 - o o
+ Ell Note # 67 AL 01:09 PM
07/02/2025 01:07 PM SUDHIR YADAV gIN 30/01/2025 -
UPLCUP (CONSULTANT) 4 »

o Digially Signed w (« @3(2)3) 0] [w)0]>
- Add Receipt .

L8 copyright © 2020, designed and developed by NIC.

Figure-2




Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

e@fﬁo? eFile 720

RECEIPT

{F]

Create »  Inbox

&2

Movement  Details

[T

[

m B

"B

& 1)

g B

Sent  Advance Search

Draft = Send

File Inbox / 123-TCHNONAZR/1/2024-support12

.- Comp. No. t] | File No.

Subject

FILE

Send Back

290 SUDHIR YADAV
3 0 0. ..o
Consultant(SY)-eoffice

Create Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

Link Files  Attach + Park More +

E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,

Linked On Action

=)

Linked By Remarks

No Record(s) Found

BB copyright © 2020, designed and developed by NIC.

Figure-3

Step 4- By clicking on link button as mentioned in the figure 3, it will redirect to below
screen. Select a file by selecting the tick box, write remark and click on link button.

Select File(s) to Link

Remarks *
For Reference

Total 1000 | 986 Character left

123-TCHNONAZR/5/2025-support12

123-ESTBOTRF(1)/10/2025-Support1

123-TCHNONAZR/7/2025-support12

123-ESTBOTRF/2/2025-Support1

123-TCHNONAZR/8/2025-support12

Training in sachis
Training

Courte cases related
Training

salary...

W [« BB (2)[3])(+][w)[10]=

Figure-4
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SUDHIR YADAV
sultant( ce

RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox Sent  Advance Search ISS| Sent Returned  Advance Search

ﬁ Movement Details Draft = e Send Back Link Files  Attach = Park

File Inbox / 123-TCHNONAZR/1/2024-support12 E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,

Linkea nies

File No. Linked By Linked On

123-TCHNONAZR/7/2025~
E 1695 supporti2 Courte cases related SUDHIR YADAV, O/o SupportEoffi ... 11/02/2025 05:35 PM For Reference 2

&
&
Flul

[E8 copyright © 2020, designed and developed by NIC.

Figure-5
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Q3- How to add Quick Noting?

Step 1- Click on Add green note - Quick noting - Select Language English/Hind—>
Select template as mentioned in Figure-1

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

ﬁ Movement Details Draft = Send Back LinkFiles  Attach ~ Park More «

File Inbox / 123-TCHNONAZR/1/2024-support12
—

1301

123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,

Quick Noting = % Discard
STANDARD » | ENGLISH . H -
v
USER_DEFINED HINDI . I ;aNmm
da I _ail e 11/02/2025
Verdana Line Heig 1 © 16952024 MORA 1102 A 26-28
- DABAD :
l Trainin
I © UB17/2025 EA‘(:IRA 3012025 g
11817/2025 01:09 PM z
DABAD
Trainin
8N 30/01/2025 -
4 E—— »
- w <« BBz (3)[r]|[n]10]~
-
UNNESES Add Receipt
R Attachment A
o

m Copyright © 2020, designed and developed by NIC.

Figure-1

Step 2- After selecting the template below selected noting will be displayed as
mentioned in figure 2

1 . SUDHIR YADAV
e@ffice eFil 720
RECEIPT  Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
ﬁ Movement Details Draft = Send Send Back Link Files  Attach = Park More =
E 1301 123-TCHNONAZR/1/2024-support12  Training IN MORADABAD ,
o
Last Saved : 11/02/2025 06:02:15 PM List of Correspondences
= = = 46 " Receipt/lssue No. Subject Marked As Attached On 1] Issued On 1]  Pages | R«
© z B English Formats Trainin
. . gIN
Line Height PR 11/02/2025 )
@ 1/695/2024 MORA 1102 AM 26-28
- DABAD
PUT S Wl | |
Trainin
E EIN
@ 1/817/2025 MORA 31.’3;?5,25 25-25
DABAD .
Trainin
8N 30/01/2025 -
1 E—— »
- Ml 2)[3][»](m][10]~
-
 wnene Add Receipt
-
= -
[ copyright © 2020, designed and developed by NIC.

Figure-2




Q4- How to upload local reference?

Step1- Click on references as mentioned in figure-1

Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

~ @ eOffice - New Receipt(E) X @ cOffice - Welcome to effice 5 X D (20) WhatsApp x +

C M

© Not secure

RECEIPT Inbox Advance Search 1SSUE

=

File Inbax 7

Create » Inbox  Sent  Advance Search ALE Create Sent

Movement  Detalls  Draft ~ Send  SendBack LinkFlles Amach~  Park Mare ~

123-ESTBOTRF{11/146/2024-dist

D0 pre————

Sl U s R
e el

B

13/11/2024 0424 PM RAJENDRA KUMAR

o Districts (MASTER TRAINER) Subject

g @ = I3 EBg

hitps://eofficetraining.upsdc.gov.in/efile/#/file/view/Fupsdctrg0000001372?viewParam =eyJkb2N 1bWVudElkljoiRnVwe2Rid...

e % £

Sent Returned  Advance Search

110212025
0314 PM

131172024
04:20 PM

B Copyrsh ©2020, dsigned and developed by NIC

Figure-1

Step 2-After clicking on references as mentioned in figure-1, it will redirect to the next
page as mentioned in figure-2. Click on attach reference to attach the file

@ Open x x o+ - 8 x
Download v G earc oads ) ‘
M | k > Downloads > C ! £ rgo0000013722viewParam=eylkb2N1bWVUdEIKjoiRnVWe2Rid... @ ¥r 53 | & s
Organize = New folder =- 0 @ 34 ———
3 e @ -
> @ Sudhir - Personz Name Date modified [ Acvance search ISSUE  Sent Returned Advance Search
Today More~
il Deskiop » @) Doct 13-02-2025 17:0 E 1372 123-ESTBOTRF(1M146/2024.dist PMAYG
@ FAQ-UPLC eOffice
4 Downloads # @
@ UPP-UTTAR PRADESH VISHESH PARIKSHTRA S. Attached By
o Documents # o
B UP Directorate of Tachnical Education 73 (3) NoRecordts) Found
PR Pictures + .
G2 File_heads_DEV_GONDA FINAL 13-02-2025 154
& Music * E
° E-Office Work detail Head 13-02-2025 15:37
& videos * (4 YouTH_2025 8PSC_TRE 4 05 0 HWFG 3f@M..  13-02-2025 15:04
File name: | Custom Files |
Open Cancel

Figure-2




Uttar Pradesh Electronics
Corporation Limited
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Referencing is done following the above steps as mentioned in figure-3

A @ eOffice - New Receipt(E) x @ eOffice - Welcome to eOffice x @ (20) WhatsApp x + - a X
<« » ¢ M © Notsecure  hitps://eofficetraining.upsdc.gov.in/efile/#/file/view/Fupsdctrg00000013722viewParam=eylkb2N1bWVudElkljoiRnVwe2Rjd.. @ v In) &, é’ :

e@ffice eile 720

RECEHIPT  Creates Inbox = Sent

Advance Search FILE Create  Inbox  Sent  Advance Search 1SSUE Sent Retumed | Advani

IF Movement  Details  Draft= Send  SendBack LinkFiles Atach~  Park

Flle Inbox 7 123-ESTBOTRF(1)/146/2024-dist

T S W

wishnu mohan, /o SupportEoffi

RAJENDRA KUMAR
/0 Districts (MASTER TRAINER)

13/11/2024 04:24 PM

o]

B

g O = ry

(BB Coprighs © 2020, designed and developed by NI,

Figure-3
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Uttar Pradesh Electronics
Corporation Limited
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Q5- How to park/Unpark a file?
Parking of file: -

Step 1- Select the file which is to file by selection tick box as mentioned in figure-1

v @ eOffice - New Receipt(E) x @ eoffice - File Inbox X D (20) WhatsApp x|+ = o X

€« » C M © Notsecure  hitpsy/eofficetraining.upsdc.gov.in/efile/#/file/inbox?params=W3sib3JkZXJCeSI6INNIbnRPbilsimRpcmVjdGIvbilBIKRFUOMI.. & ¥ im} R é H

e@ffice el 720

RECEPT  Creates Inbox Semt AdvanceSearch create [JEISNY sent  Advance Search I1SSUE Sent Returned  Advance Search

i sendtck_WomTo- 7 CE—

SentOnfl ReadOntl DueOnt]

-
E;‘ " o - s 131172024 0611212024
= E 667 123-123405678/19/2024 R s e— Gralral a bk O St 28/06/2024  28/06/2024
LAl L st s % 03:49PM  03:50PM
N
2 27/0612024  16/07/2024
Traii shallendra singh, /o SupportE
[©] € 637 raining in BOR i 0120PM  1002AM
(M) 27/0612024  28/06/2024
. T hallendra singh, /o St
54 € 653 raining kik erica shigh 0126PM  0354PM
] 31/052024  28/06/2024
2 4 Transfer of M v singh. O/o SupportEoffice
L € 643 ransfer of MR Arun Kumar(SO-UPSIDA) g pport 1250PM. 03S4PM
M 123-123405678/173/2023-Police e et o ok 04/11/2023 0711212024
£ 509 123123405678/173/2023 Police fafafg dev Singh. /o pol st ekt
Total Records: 6 Qi IR

Figure-1

Click on park button as mentioned in figure-2

v (@ eOffice - New Receipt{E} X @ e0ffice - File Inbox X @ (20) WhatsApp X  + - =] x

€« ©C m © Notsecure  hitps://eofficetraining.upsdc.gov.in/efile/#/file/inbox?params=W3sib3JkZX)CeSI6InNIbnRPbilsimRpcmVjdGIvbIlEIKRFUOMI... & ¥r ) & v‘"_t

onf] |DueOnt]  Remarks

@ # e m _ [P—— s oz
= e e PP B — paser el e
& 3 123 STBOTREOVS272028 Suppee R R — T T
4-' E e 23-E5TBO 2024-Support ... Transfer of MR Arun Kumar(S0-UPSIDA) lav singh. Qo SuppartEoffic ,3;:25[:;2" Sg';(”xz"
' E 509 23-123405678/173/2023-Police fefaf Sehdev Singh, ofo police :Z';’:;ZB g;';:f:z‘
e
2
(o3
Total Records: 6 e u v x 10"
e 1@ i 020 g I b NIC,

Figure-2
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Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

After clicking the park button below box will be opened. Fill the date, parking remark
and then click on OK buttopn to park the file as mentioned in figure-3

v (@ eOffice - New Receipt(E) %X @ eOffice - File Inbox x @ (20 WhatsApp x  + - a X

€« C M © Notsecure  hitps://eofficetraining.upsdc.gov.in/efile/#/file/inbox?params=W3sib3JkZXJCeSI6InNIbnRPbilsimRpcmVjdGlvbil61kRFUOMI a ¥ ) &, é'

Parking Confirmatian
Do you want to park the following filels)?
File No.

123-ESTBOTRF{1)146/2024-dist

Parking Remark *

Mot needed now

Figure-3

Unparking of file: Go to parked folder then select the file need to unpark as figure-4

below

@ eOffice - New Receipt{E) % @ eOffice - File Parked x @ (20) WhatsApp x o+ - a X

C m © Notsecure  hittps://eofficetraining.upsdc.gov.in/efile/#/file/park?params=W3sib2Zme2V0ljowLCJsaW1pdCIEMjAsImRpemVjdGIvbilGIkR... & ¥ 3 &, .!

i@ave 0O

RECEIFT  Creates Inbox —Sent  Advance Search Creste  Inbox  Sent  Advance Search ISSUE sent  Returned  Advance Search

Parked On 1] Parking Due Date 1] Parking Remark

ked since file transferred frc
supportt e ot & & el 3 R Jishnu mahan. Ovo SupportEoffi 1211272022 05:43 M Parked since fie transferred from —— go
parked folder

o=
. Parked since fle transferred from
2022-Suppart! € Offie Related vishnu mahan, O/0 SUpArtESHi 1201202022 05:45 M .
P P parked foider Ld
“\ Parked since file transferred from
[>2] 2Supportl  Training Purpuse File vishnu mahan. O/ SupportEofi. 1201202022 05:49 B parke folter B
o o Parke ince file transferred from
;‘g] wfeaer & g PR ey w0 vishnu mohan, O/ SupportEoffi. 12/12/2022 05:49 PM p:n::« P @ ransferred fro [ A%

n3
~

g B0 =

Rl | DO

Total Records: 4

Figure-4
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Click on Unpark button and select file which is to be unparked (Figure-5)

Uttar Pradesh Electronics
Corporation Limited
A U.P, Govt, Undertaking

@ eOffice - New Receipt(E) x eOffice - File Parked X @ (20) WhatsApp x +

© Notsecure  hitps://eofficetraining.upsdc.gov.in/efile/#/file/park?params=W3sib2Zmc2V0ljowLClsaW1pdCIEMjAsImMRpecmVdGIvbil6IkR... &

~rrEPT  Creates  Inbox  Sent  AdvanceSearch Create Inbox Sent  Advance Search ISSUE Sent

Parked On 1| Parking Due Date 1]

File No.

- & X
v 00 4 &

vishnu mohan
AM/MO)

ic@eo 0O

Returned  Advance Search

(4 D Ex 23-ESTROTRR(1)/1/2022-Support]  earery Tt #t .30 woweht &5 fparace . vishnu mahan, 0o SupportEofi... 12/12/2022 05:49 PM ‘P;:: ::I'\;:;"P"""“';"P“ fom g
= e
= ISR SESTROTRF/ 202 Support] € OffceRelated vihnu mahan, 070 SupportEaf.. 1211212002 05149 oA o e orsenedrom gy ey
I ince file transferred fron
i E 18 23.123405¢ Training Purpuse File vishnu mohan, ©/0 SUPpOrtESfH 121272022 05:49 M s:‘r:: "'D'I:;:r"““’”"‘ redirom g g
g E 17 e e & T Py S mohan, 0/0 SUPpOMtEo!f 12/12/2022 05:49 1A :’:::: s Be tarelered o o
o
i!ﬁ
Total Records: 4 LK n b OK|[20|*
B Coyrigh & 2020, designed and developed by NIC
D N N . e = g o S M A A e e m e NG o o sm 17:22
Figure-5
Write the remark and click on OK button to unpark the file
v @ eDffice - New Receipt(E) X @ eOffice - File Parked X D (20) WhatsApp x  + = =] X
€« C M © Notsecure  https://eofficetraining.upsdc.gov.in/efile/#/file/park?params=W3sib2Zmc2VO0ljowLClsaW1pdCIEMjAsImRpemVjdGIvbilGIkR.. € ¥ ) K2 & i

HALE-B5CBEFOTe DO

~

17:22
13-02-2025

ENG

B Q) &

Figure-6
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Q6- How to Close/Open a receipt?

Step 1- Closing of Receipts: Go to receipt inbox and select the receipt that needs to be
closed as mentioned in figure- 1

c @
7@rflilce eFile

v (@ eOffice - New Receipt{E} x

®

© Not secure

Inbox  Sent

eOffice - File Parked x

@ (20) WhatsApp

Advance Search

Create  Inbox

sent

x o+

‘Advance Search

sent

https://eofficetraining.upsdc.gov.in/efile/#/file/park?params=W3sib2Zmc2V0ljowLCIsaW 1pd ClIEMjAsImRpecmVjdGlvbilBIKR...

Returned  Adve

a W

Parked On 1] Parking Due Date 1] Parking Remarik

£ Office Related ishrw mohan, 0/0 SupportEoff 121212022 0549 M e ey e rosteredton g i

Training Purpuse Flle n. OV0 SupportEofi 12/12/2022 05:49 PM :'rk“: r:;;;‘ e transferredfiom g g

v & s P ey @ wishnu mohan, OV SupportEaffi 12012/2022 05:49 PM :::;’,:I‘J: eransterredfion g 1o
Total Records: 3 W[+ @B+ ¥|[20]~

=
Figure-1
Select the file and click on close as mentioned below
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~ @ cOffice - New Receipt(E) X @ cOffice - Receipt Inbox x @ (21) WhatsApp x o+ = a X
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Closing Remarks

Figure-3

Step 2- Reopening of Receipts: Go to closed folder under receipts section and select the
receipt need to be re-open (Figure-4)
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Select the file and click on reopen button as mentioned in figure-5

v @ eOffice - New Receipt(E) X @ eOffice - Receipt Closed(Me) X @) (21) WhatsApp x + = o] X
« C m © Notsecure  hitps://eofficetraining.upsdc.gov.in/efile/#/receipt/close/byMe? params=W3sib2Zmc2V0ljowLClsaW 1pdCI6MjAsImRpemVjdGivb... & ¥ Im} E

1 B = 34 vishs
=@ffice erite 72o iape O
= RECEPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search I1SSUE Sent  Returned  Advance Search

Search For Closed Receipt ( With Me )

Department section
oL e

Comp. No. Receipt No. Subject Remarks

vip Type VIP Name
* || Choose One * | | chooseone v

PLCUR Regarding eoffice

supporteoffi .. 13/02/202505:29PM  Action has been taken=

Total Records: 1 “ < BB w20~

B8 Copyrigh & 2020, designed and deveioped by WIC

Figure-5

Write the remark and click on OK button as mentioned in figure-6

~ @ cOffice - New Receipt(E) X @ cOffice - Receipt Closed(Me) X @ (21) WhatsApp x + - [=} x

<« C M © Not secure  hitps://eofficetraining.upsdc.gov.in/efile/#/receipt/close/byMe?params=W3sib2Zmc2V0ljowL.ClsaW1pdCIEMjAsImRpecmVjdGIvb... & ¥r o3 &

Figure-6
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Q7- How to Close/Open a file ?

Step 1- Closing of Files: Go to inbox in file section and select the file which needs to be
closed then click on send for approval as mentioned in figure-1

v (@ eOffice - New Receipt(E) x @ cOffice - File Inbox x @ (21) WhatsApp X  + - =] x

« > C M © Notsecure  https/eofficetraining.upsdc.gov.in/efile/#/file/inbox?params=W3sib3JkZXJCeSI6InNIbnRPbilsimRpecmVjdGivbil6IkRFUOMi... @ in} &, é

RECEIPT  Creates Inbox Sent  Advance Search ALE create [EERY sent | Advance Search ISSUE  Sent Retumed  Advance Search

Send  SendBack M o CremePart | Park I E_

Read On 11

A . e Q send For spprovel ) e Tz osrzanes
— o 0424PM  DZSTPM
= - E 667 123-123405678/15/2022 Support s e 5 e ) 28I06/2024  2B/06/2024
-~ e g 0349PM  0ZSOPM
Q o errE . 270062024 160772024
E 637 23-ESTEOTRR{1) Training in BOR val e 1003
p 27/06/2024  28/06/2024
A 123-ESTBOTRA{1W/S2Y. Trainis k shailendra singh, O/
A £ 653 23-ESTBOTRF raining kid e gh oo
K e O St 3100572024 28/06/2024
E 643 Transfer of MR Arun Kumar(S0-UPSIDA) lav singh, /o SupportEoffice net s
& 0 cehdev Singh. o/o . 04/11/2023 0711272024
hE £ 509 fafife Sehdev Singh. o/o palice i oma
PN— . ) 121272022
D E 33 123-ESTBOTRF(1)/1/2022-5UppoOrt ... vavery ifya 1 §onfa wonelt & Rrarana vishnu mohan, O/o eOffice Supp . 0549 Pt
Total Records: 7 il - IDICITE
e fanfficetrainis dr nov infefilo/# BB copyright © 2020, designed and developed by NIC.

Figure-1

Write the remark and click on OK button as mentioned in figure-2
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After clicking on OK button, file is sent for approval, when file is approved by approver,
closed button is enabled at the user end as mentioned in figure-3
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Figure-3

Write a remark and click on OK button as mentioned in figure-4 to close the file.
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Step 2- Reopening of files: Go to closed folder under file section and select the file that
needs to be reopened and click on send button for approval. Click on reopen button as
shown in figure-5
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Figure-5

After the approval reopen button is enabled. Write remark and click on OK button to
reopen the file as mentioned in figure-6
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Q8- How to check file movement history?
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Step 1- File movement history: Go to file inbox—>Select the file and open as mentioned

in figure-1
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Step 2- Click on movement button as shown in figure-2
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After clicking on movement button, the history of the file movement will be shown as
mentioned in figure-3
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Q9- How to advance search?

Step 1- Click on Advance Search button as shown in figure-1
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Multiple search tabs are displayed after clicking on advance search button as shown in
figure-2
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Q10- How to create draft?
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Step 1- Creation of draft: Go to draft section click on create new draft shown in figure-1
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Step 2- Draft the message as shown in figure-2
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Click on approve button
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