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FAQ-Frequently Asked Questions 

Q1- How to Dispatch a signed letter ? 

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

 

                                                                                   Figure-1 

 

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

 

                                                                                   Figure-2 
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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. 

 

Figure-3 

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

 

Figure-4 
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Step 5: As mentioned in figure-5, click on @E to add the subject of the letter 

Figure-5 

 

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

 

Figure-6 

  



 
   

4 
 

 

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

 

Figure-7 
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iz'u 1 & gLrk{kfjr i= dks dSls fMLiSp djsa\ 

pj.k 1 % tSlk fd fp=&1 esa iznf'kZr gS] loZizFke Initiate Dispatch dks fDyd djsaA 

 

fp=&1 

pj.k 2  %  izkIrdrkZvksa dks tksM+us ds fy, Add Recipients cVu dks fDyd djsa] tSlk fd fp=&2 esa iznf'kZr gSA 

 

fp=&2 
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pj.k 3  % bUVªk fMLiSp ¼,d gh n`"VkUr ds vUnj½ ds fy, intra office cVu dk p;u djsa vkSj mu lHkh izkIrdrkZvksa 

dks tksM+s ftUgsa i= fMLiSp fd;k tkuk gS] blds ckn Add cVu ij fDyd djsa] tSlkfd fp=&3 esa iznf'kZr gSA 

 

 

fp=&3 

 

 

pj.k 4 % tSlk fd fp=&4 esa iznf'kZr gS] vxzsrj izfdz;k ds fy, close cVu fDyd djsaA 

 

fp=&4 
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pj.k 5  %  tSlkfd fp=&5 esa iznf'kZr gS] i= dk fo"k; tksM+us ds fy, @E ij fDyd djsaA 

 

fp=&5 

 

 

 

pj.k 6  %  tSlkfd fp=&6 esa iznf'kZr gS] vkxs c<+us ds fy, OK cVu ij fDyd djsaA  

 

fp=&6   
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pj.k 7 %  tSlkfd fp=&7 esa iznf'kZr gS] vc  send/Dispatch without follow up cVu ij fDyd djsaA  

 

 fp=&7 
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Q2- How to link a file for reference? 

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

 

Figure-1 

 

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

 

Figure-2 
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Step 3- Click on Link as mentioned in figure 3 

 

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. 

 

Figure-4 
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Step 5- File will be linked as shown in the figure-5 

 

Figure-5 
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iz'u 2 & lUnHkZ gsrq fdlh i=koyh dks dSls fyad djsa\ 

pj.k 1 %  inbox ls i=koyh pqusa] tgkWa lUnfHkZr fd;k tkuk gSA   

 

fp=&1 

 

pj.k 2  %  tSlkfd fp=&2 esa iznf'kZr gS] link file cVu ij fDyd djsaA  

 

fp=&2 
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pj.k 3  %  tSlkfd fp=&3 esa iznf'kZr gS] link cVu ij fDyd djsaA  

 

fp=&3   

 

 

pj.k 4  %  tSlkfd fp=&4 esa iznf'kZr gS] link cVu fDyd djus ij] ;g uhps nh xbZ Ldzhu ij fj&Mk;jsDVj djsxkA  

fVd ckWDl dk p;u djds ,d i=koyh pqusa] fVIi.kh fy[ksa vkSj link cVu ij fDyd djsaA 

 

fp=&4   
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pj.k 5  %  i=koyh link gks tk;sxh] tSlkfd fp=&5 esa iznf'kZr gSA    

 

fp=&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 

 

 Figure-1 

 

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

mentioned in figure 2 

 

Figure-2 
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iz'u 3 & Quick Noting dSls tksM+sa\ 

pj.k 1 % Green note tksM+sa → Quick noting → English/Hindi Hkk"kk pqusa → 

VsEiysV pqusa] tSlkfd fp=&1 esa iznf'kZr gSA 

 

 fp=&1 

 

 

pj.k 2  %  VsEiysV pquus ij] p;fur fVIi.kh iznf'kZr gksxh] tSlkfd fp=&2 esa iznf'kZr gSA  

 

fp=&2 
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Q4- How to upload local reference? 

Step1- Click on references as mentioned in figure-1 

 

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  

 

Figure-2 
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Referencing is done following the above steps as mentioned in figure-3 

 

Figure-3 
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iz'u 4 & LFkkuh; references dks dSls upload djsa \ 

pj.k 1 % lUnHkksaZ ¼references½ ij fDyd djsa] tSlkfd fp=&1 esa n'kkZ;k x;k gSA  

 

fp=&1 

 

pj.k 2  %  lUnHkksaZ ¼references½ ij fDyd djus ij tSlkfd fp=&1 esa n'kkZ;k x;k gS] ;g ,d u;s i`"B ij fj&Mk;jsDV 

dj nsxk] tSlkfd fp=&2 esa iznf'kZr gSA   i=koyh dks lEc) djus ds fy, attach reference ij fDyd djsaA  

 

fp=&2 
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mijksDr pj.kksa dk vuqlj.k djrs gq, Referencing dh tkrh gS] tSlkfd fp=&3 esa n'kkZ;k x;k gSA  

 

fp=&3 
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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 

Figure-1 

 

 

Click on park button as mentioned in figure-2 

 

Figure-2  
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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 

 

Figure-3 

 

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

below 

 

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

 

Figure-5 

 

Write the remark and click on OK button to unpark the file 

 

Figure-6 
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iz'u 5 & fdlh i=koyh dks Park/Unpark dSls djsa \  

i=koyh dh ikfdZax 

pj.k 1 % tSlkfd fp=&1 esa n'kkZ;k x;k gS] fVd ckWDl p;u ds }kjk i=koyh dks pqusaA 

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

 

fp=&1  

tSlkfd fp=&2 esa n'kkZ;k x;k gS] park cVu ij fDyd djsaA 

 

fp=&2 
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Park cVu fDyd djus ij fuEu ckWDl [kqy tk;sxkA  frfFk vkSj ikfdZax fVIi.kh Hkjsa vkSj i=koyh dks park djus ds 

fy, OK cVu fDyd djsa] tSlkfd fp=&3 esa iznf'kZr gSA    

 

 fp=&3  

i=koyh dh vuikfdZax % Parked folder ij tk;sa vkSj tSlkfd fp=&4 eas n'kkZ;k x;k gS] ftl i=koyh dks vuikdZ 

fd;k tkuk gS] mldk p;u djsaa 

 

fp=&4  
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Unpark button ij fDyd djsa vkSj ftl i=koyh dks vuikdZ fd;k tkuk gS] mldk p;u djsa ¼fp=&5½ 

 

fp=&5  

 

fVIi.kh fy[kssa vkSj i=koyh dks vuikdZ djus ds fy, OK cVu fDyd djsaA 

 

fp=&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 

 

Figure-1 

 

Select the file and click on close as mentioned below 

 

Figure-2 
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Click on OK button as mentioned in figure-3 to close the receipt. 

 

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) 

 

Figure-4 
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Select the file and click on reopen button as mentioned in figure-5 

 

Figure-5 

 

 

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

 

Figure-6 
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iz'u 6& fdlh jlhn@izkfIr dks dSls [kksysa@cUn djsaa \  

pj.k 1 % jlhn@izkfIr dks cUn djuk %Receipt inbox ij tk;sa vkSj tSlkfd fp=&1 esa n'kkZ;k x;k gS] ftl jlhn@ 

izkfIr dks cUn fd;k tkuk gS] mldk p;u djsaA 

 

fp=&1   

 

i=koyh dk p;u djsa vkSj Close dks fDyd djsa] tSlkfd uhps n'kkZ;k x;k gSA 

 

fp=&2  
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i=koyh dks vuikdZ djus ds fy, OK cVu fDyd djsaA  

jlhn@izkfIr dks cUn djus ds fy, OK cVu fDyd djsa] tSlkfd fp=&3 esa iznf'kZr gSA 

 

fp=&3 

 

 

pj.k 2 % jlhn@izkfIr dks iqu% [kksyuk% jlhn@izkfIr lsD'ku ds vUrxZr Close QksYMj ij tk;sa vkSj ml jlhn@ 

izkfIr dk p;u djsa ftls nksckjk [kksyk tkuk gSA ¼fp=&4½ 

 

fp=&4  
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i=koyh dk p;u djsa vkSj tSlkfd fp=&5 esa n'kkZ;k x;k gS] Reopen cVu dks fDyd djsaA  

 

fp=&5 

 

fVIi.kh vafdr djsa vkSj jlhn@izkfIr dks nksckjk [kksyus ds fy, OK cVu fDyd djsa] tSlkfd fp=&6 esa n'kkZ;k x;k 

gSA 

 

fp=&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 

Figure-1 

 

Write the remark and click on OK button as mentioned in figure-2 

 

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 

   

Figure-3 

 

Write a remark and click on OK button as mentioned in figure-4 to close the file. 

 

Figure-4 
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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  

 

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 

 

Figure-6 

  



 
   

36 
 

iz'u 7& fdlh i=koyh dks dSls [kksysa@cUn djsaa \  

pj.k 1 % i=koyh dks cUn djuk % File lsD'ku esa inbox ij tk;sa vkSj tSlkfd fp=&1 esa n'kkZ;k x;k gS] ftl i=koyh 

dks cUn fd;k tkuk gS] mldk p;u djsa vkSj send for approval ij fDyd djsa] tSlkfd fp=&1 esa iznf'kZr fd;k x;k 

gSA  

 

fp=&1  

 

fVIi.kh vafdr djsa vkSj tSlkfd fp=&2 esa iznf'kZr gS] OK cVu dks fDyd djsaA 

 

fp=&2 
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OK cVu ij fDyd djus ij i=koyh vuqeksnu ds fy, Hkst nh tkrh gS] tc vuqeksnd }kjk i=koyh vuqeksfnr gks 

tkrh gS rks mi;ksxdrkZ ds Lrj ij closed cVu l{ke gks tkrk gS] tSlkfd fp=&3 esa n'kkZ;k x;k gSA   

   

fp=&3 

 

 

fVIi.kh vafdr djsa vkSj i=koyh dks cUn djus ds fy, OK cVu fDyd djsa] tSlkfd fp=&4 esa n'kkZ;k x;k gSA  

 

fp=&4  
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pj.k 2 % i=koyh dks iqu% [kksyuk % File lsD'ku esa Closed QksYMj ij tk;sa vkSj ftl i=koyh dks iqu% [kksyk tkuk gS] 

mldk p;u djsa vkSj send cVu for approval ij fDyd djsaA  Reopen cVu ij fDyd djsa tSlkfd fp=&5 esa iznf'kZr 

gSA 

 

fp=&5   

 

vuqeksnu ds mijkUr Reopen cVu l{ke gks tkrk gSA  fVIi.kh vafdr djsa vkSj i=koyh dks iqu% [kksyus ds fy, OK 

cVu dks fDyd djsa tSlkfd fp=&6 esa n'kkZ;k x;k gSA 

 

fp=&6  
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Q8- How to check file movement history? 

Step 1- File movement history: Go to file inbox→Select the file and open as mentioned 

in figure-1 

 

Figure-1 

 

Step 2- Click on movement button as shown in figure-2 

 

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 

 

Figure-3 
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iz'u 8& fdlh i=koyh ds lapj.k ds bfrgkl dh tkWap dSls djsa \  

pj.k 1 %  i=koyh lapj.k dk bfrgkl % i=koyh ds inbox ij tk;sa] i=koyh pqusa vkSj mls [kksysa tSlkfd fp=&1 

esa iznf'kZr gSA 

 

fp=&1 

 

pj.k 2 %  Movement cVu fDyd djsa tSlkfd fp=&2 esa n'kkZ;k x;k gSA 

 

fp=&2  
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Movement cVu fDyd gksus ij i=koyh ds lapj.k dk bfrgkl iznf'kZr gksxk] tSlkfd fp=&3 esa n'kkZ;k x;k gSA  

 

fp=&3 
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Q9- How to advance search? 

Step 1- Click on Advance Search button as shown in figure-1  

 

Figure-1 

 

Multiple search tabs are displayed after clicking on advance search button as shown in 

figure-2 

 

Figure-2 
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iz'u 9& Advance Search dSls djsaa \ 

pj.k 1 % tSlkfd fp=&1 esa iznf'kZr gS] Advance Search cVu ij fDyd djsaA 

 

fp=&1 

 

tSlkfd fp=&2 esa iznf'kZr gS] Advance Search cVu fDyd djus ij vusd search tabs [kqy tkrh gSaA  

 

fp=&2 
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Q10- How to create draft? 

Step 1- Creation of draft: Go to draft section click on create new draft shown in figure-1 

 

Figure-1 

 

Step 2- Draft the message as shown in figure-2 

 

Figure-2 
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Click on save button to create the draft as shown in figure-3  

Figure-3 

 

Click on approve button  

Figure-4 
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Step3- After clicking on YES button, draft gets approved. 

Figure-4 

 

Step4- After the approval, signing authority can sign the draft by clicking on DSC sign -> 

custom as shown in figure-5 

Figure-5 
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Step5- New window will be displayed for Digital signature 

Figure-6 

 

 

Enter the DSC PIN and click on OK button 

Figure-7 
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After clicking on OK button the draft will be signed as shown in figure-8 

Figure-8 
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iz'u 10& vkys[k dSls l`ftr djsaa \ 

pj.k 1 %  vkys[k dk l`tu %  Draft lsD'ku esa tk;sa vkSj tSlkfd fp=&1 esa iznf'kZr gS] create new draft cVu ij 

fDyd djsaA 

 

fp=&1  

pj.k 2 % tSlkfd fp=&2 esa iznf'kZr gS] izsf"kr fd, tkus okys lUns'k dk vkys[k cuk;saaA 

 

fp=&2  
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tSlkfd fp=&3 esa iznf'kZr gS] vkys[k ds l`tu gsrq save cVu fDyd djsaA 

 

fp=&3 

 

Approve cVu ij fDyd djsaA 

 

fp=&4 

  

 



 
   

52 
 

pj.k 3 % YES cVu fDyd djus ij vkys[k vuqeksfnr gks tkrk gSA 

 

fp=&4   

 

 

pj.k 4 % vuqeksnu ds i'pkr] tSlkfd fp=&5 esa n'kkZ;k x;k gS] gLrk{kjdrkZ izkf/kdkjh }kjk DSC sign -> custom 

vkys[k ij fDyd dj vkys[k gLrk{kfjr fd;k tk ldrk gSA 

 

fp=&5 
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pj.k 5 % fMftVy flxuspj ds fy, ubZ foUMks [kqy tk;sxhA 

 

fp=&6   

 

DSC PIN dh izfof"V djsa vkSj OK cVu ij fDyd djsaA 

 

 fp=&7  
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OK cVu fDyd djus ij vkys[k gLrk{kfjr gks tk;sxk] tSlkfd fp=&8 esa iznf'kZr gSA  

 

fp=&8 

 


