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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).

RECERT Crame s

:Tow Send
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Receipt
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{_{:\ 1032020 12:55 AM
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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).

eFile ver 7o

Inbax  Sent  Advancs Search Create  Inbox  Sent  Adwance Search

-131 o iy <= 25 M *

176
ﬁg & File Upload

Diary Date
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o
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e
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ks 2 =
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p File Manuals [ sample Lerter

7] OfficelNts [ Bl Sample Receipt 2 &
. ekt B Sl T Lkt KB
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- "M 30 Objects

-

gie

Fils name: | Sample Receipt 2 v | | Adobe Actobat Document
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Sent  Recurned  Advance Search

Forms Of Communications * Language
Letter x Bengali L
Letter Date Letter Ref. No.
ddfmmimy -]
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Choose One i
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- or
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» 0 -
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Email

m Gensrate & Send Generate &

BE| copyright = 2020, designed and developed by NIC

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

cdimce

T AR eoRw OPe, 100N ety 0

SR TR R A MEGES W W pand e TR N 3R e 3w e

» ’ ” SR Crwvems Dasate D
WV PSR AR TR S DR R 00N TR G B 00 et - g
L B R A ]

— Comgeee
Q- o=
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0w 30wt Tare OnAWC pupea © vl A ol wom B S opme wta %
o (-

kel g BB

AU g g @ e Mam snw B g R SR Yow valaw shosoren
EECh WA 0w CCrETONe AOR W BT B R B 18] B 200 % ea Bewie Avpren
R A 18 N e el @

Part of the Army headquarters in Delhi has been sealed after —~ - il TG > [t G
avoldier tested positive on Friday. The coronaviras case p ) I
count ln India has crossed the 30,000 mark with the death 2 e

toll nearing 2,700, Finance Minlter Nirmala Sitharaman
will address another press confercnce today on the R 20
ore pachk A LA 4 g

s v mgry

Figure 3

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

n 5:

Advonce Search 1SSUE Sert Rewmed  Adwanice Search

1230
eFile ver. 70 -

FILE

Create v Inbox  Sent  Advance Search

sment Copy send Put m a file Edit Aftach -

E  S057132 B4871/2020/EOQFFICE  Commaon Office Services

B gasic Detaits

Comp. No. ¢ 5057132 Receipr No. : BAGT/2020/EQFFICE
LT
Macure Elactronks Fila No. &
T A BT I T 1008 R Main Category | Common Office Services  Sub Categary 1
HiFe M 3t # HAEA 5 9 FFAE A0 T e S A 5E A Eras Gl Gaiir Tustiog D = PR
HRwEE e ggi antier o SR e 100% il 86 & 1007 et
T S ST A Farms of Letter Drelivery Maode | By Hand

Communications ;

= T A S O F s

Sender Type Letrer Ref. Na. |

B A A e S e o et #F A s B o s ander dr

T aE A & ondr R omer §1 sa T e iR el wiemen EE RN RECEbed tayos - REIaE2 ek

e i 3 wewiErTeE Afset Fr AEs A Fe b 1961 & 2010 4 2o Eane DHary Dara 12/06/2020 Diarised By ¢ Saroja Kusmar Pateo, a0

#F gr =T e 88 A mifter faE W omky e MMP Division

Englisn Subject ; popal testing £

Part of the Army headquarters in Delhi has been sealed after Ene g el R MEl ek EREE

a soldier tested positive on Friday. The coronavirus case Address ; Loadhi Road JLN New Delby

count in India has crossed the S0.000-mark with the death i N
toll nearing 2,700. Finance Minister Nirmala Sitharaman "D History =
will address another press conference today on the Rs 20

| Dispatch | Attached/Datachod  Closad

lakh crore package announced bv PM Modi. On Thursdav,

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.

i n Shravan Kumar
& en~- J
« eFile ver 70 & A 5

= RECEIFT Create + Inbox Sent  Advance Search FILE Create m Sent  Advance Search 5! Sent Returned  Advance Search
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{ 02/03/2020 02:51 PM
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t 03/03/2020 02:46 PM
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b 03/03/2020 0234 P8
[B 3652 | Award Sect-11010/21/2020-B01-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 5ECTI @ 037032020 02:28 PM @ @
b 03032020 02:28 P
@ 3649 | Award Sect-11010¢1%/2020-B01-D... | Enter Description _‘o Mantosh Kumar Ojha, BO 1 SECTI @, 03/03/2020 11:26 AM @ )?
B oar0z202011:27 A C
(€] 13627 | A/7/2020-B01-DFS | dfgdf | e Mantosh Kumar Ojha, B0 1 SECTL. | iR 02/03/202012112 PM B .
Total Records: 204 QK - [ABlEGnI0

Figure 5

Description:

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).
ACD O

Cleate  box  Senc  Advance Seanh 1558 Sent  Retmwd  Aguance Search

2

G- i

P P 2545 33 BO1.DFS €CS University ACP 3ng oThae relsted matters 1440372020 0536 AM a &

L E 2584 oo subject ACF ang other relsted matrers 140372020 (535 AU A #

iﬂ E 2541 test subject ALCP and other relsted metters 1400372020 0158 AM R #
E 2534 test subject ACP and other relsted matters R

@0

2 H E 2536 test subject ACP and other relsted matters L
E 253 oSt ubject ACF e other relted mormers B

[} g BsR
E 253 test sunjact ACP and oher related marars RsR

;‘g] E 2531 85T Subject ACP 30 oTher relared matmers n s R

a\ E 2526 test subject ALCP and other relsted metters 1440372020 0105 AM A #

Figure 6

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

o The list of receipts can be filtered on the basis of Nature, Subject Category, Reference (VIP) and
Creation Date range by clicking Filter Icon in menu bar.
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Figure 7

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)

- J Clhick here for list of

FILE Creste  (nbax  Sent  Adumnce Search

! Section @) Herarchy

AT refaced matters

Al
et subject ACR refaced matters ORIRFI0R0 12:46 P Seloct Search

E 1
E 1 st subject AP refead mattecs OBAAI0Z0 072 AM SR/
. Open
Y E 12 760 | Context Menu on ACR releted racters U720 08:24 P K]
hdd | [f OpeninTah - n 2
Right Click %
O E 7454 BB [ send L ACH refsted maers 722020 0420 P =
F‘E 0 Easss test subjecr AR refaced manmers OFFOZA2020 D418 P =
] E 1452 test subecT AR relaned meters OFIRAZ0Z0 415 P ®
‘ E 408 et subpect ACH reiaced maters ORIO220E0 0518 AM E}
E {1 E 1360 test subject ACR reinted matters OSIA000 825 P >
. p 1357 BA1/A02VB0-0FS abcdefy ACR reletesd matters OS2 06:24 P =
&
Tatal Reconds; 21 IEEEEE
B copign & 2020, ducgned and evataped by RIC
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):

7 Shravan Kumar
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= RECEIPT Create » Inbox ' Sent  Advance Search FILE Create Sent  Advance Search Sent  Returned  Advance Search

File ver70

Move Tow = Create Volume | Create Part Park Close v F n A\ Search Here...

PRt 010/27/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojha, BO 1 SECTL.. | [ 03/03/2020 03:05 PM &
Bct-11010426/2020-601-D... | Enter Description ‘ﬁ Mantosh Kumar Ojha, BO 1 SECTI.. @ 03/03/2020 02:58 PM @ é
ect-11010/25/2020-B01-D... | Enter Description k Mantosh Kumar Ojha, BO 1 SECTI... @ 03/03/2020 02:55 PM §

_ M-t 11010/24/2020.801°D... | Enter Description | &g Mantosh iurnar Ojna, B0 1 SECTI... | [ 03/03/2020 02:50 PM @
{B 03/03/202002:51 PM
[F] | 3654 | Award Sect-11010423/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojha, 80 1 SECTI [, 03/03/2020 02:45 PM &
{ 03/03/2020 02:46 PM
@ 3653 | Award Sect-11010/22/2020-801-D... | Enter Desaription | Se Mantosh Kumar Qjha, BO 1 SECTI.. | [ 03/03/2020 02:34 PM J
{fr 03/03/2020 02:34 PM
[P] | 3652 | Award Sect-11010/21/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojna, BO 1 SECTL | [, 03/03/2020 02:28 PM 2 #
{ 03/03/2020 02:28 PM
[F] 3649 | Award Sect-11010/1/2020-B01-D... | Enter Description | & ar 0j 1 03/03/2020 11:26 AM #
c 20-801-D... 25 Mantosh Kumar Ojha, 80 1 SECTL.. | (B E 2| &
{5 0300312020 11:27 AM [
A
= SoooEnT oo e e % S ooioiononioaoon 5
Figure 9

Description:

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

o ~
eFlle ver.7n 4 @
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Figure 10

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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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).

Column Bazed view of Inbox

4, Colour legends signifying
different subject categories

w| [« EBiz]l 3] [a][s][+[w]
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Figure 11

Sent  Achmnce Search

& Click here
sender

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)
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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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Figure 13

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)
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L Po1535 1037/20204B01 DFS ebcdefg Mentosh Kumar Cja, 501 SECTL 3?,;00::'3)0 g?_tol_éﬁzo £
Lid Po1s3 1085/2020/801 DFS abcdefg Mastoest Kumner Cjfe, B0 1 SECTL gigg:;m g:"_g;ﬁ‘m iz}
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)
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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 7.0
click on ‘Receive’
=k m Sent = Advance Search

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

Comp. No. ji | Receipth.

12. Right click to
E 1538 receive

f P 1519 1023/20

Receive

P 1518 1022/2020/801-DFS

Figure 16

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

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

Move To (My Folders)

Send

Send Back

Copy
Close

A ol ol

Copyright © NIC, 2020
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Sub-Folders under Inbox

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

Create Sub-Folders

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

STEPS TO FOLLOW:

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

o ShrovanKumar
F'y | et

Sent Aetirned  Advance Search

S Manosh Wumar Djha, 50 1 SECTI. | R, DRM2AI0 0716 AM o
anmoch Kumar g, BO1 SECTL. [, 09mEizoe anos am 3

{fF D200 07:08 Al
[F] 1531 1035/2020/B010F abeoefs ' & Manushsumar Ojha, 501 SECTL. [T, (BAI2/2000 07:04 AM E

£ DEIRIAD (708 Ak
[F] 1530 | 10342020B01-0F abooels | S Monmeh Kumer Ojna, 501 SecT [ D8R2/200007:02 AM =

{f} oenzaa20 0702 A
[F] 1sm oo -DFS  abeoefg | Ba Manmeh Bumer Ojna, B0 1 5ECT [iigy OBMI2/2000 06:50 AM [E]

1 OG0 06:50 AN
[F] 1520 | M4MMNEN-OFS  abodefis 25 Mantech Burer Ofha, BO 1 SECTI QRAI2/2000 D648 AM =

£ DED2200 0548 &M

Figure 17

2. Click Move To~>Create New Folder.

3. Enter Folder Name in the Create Folder Popup.

Create Folder In Fm

Folder Name *- /&=
RTI

Create 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.

L EED O

Cresme o Sem  Advance Searc I Fert | Remred | Advance Search

i : (T3, GRAOEI2030 0716 AM
PR Iobarsimpe Fesiet

Folder  RT
[ ]

- Bescosh Kurna Ofho, BO 1 SECTL. | TR, OBAZIZ0Z0 0709 AM P}
o tamwI030 0700 Ak

T 11531 | 1035/2020MB01-0FS | sbodefly  Sg BAantsah Kumes Oyha, DO 1 SECTL, | BT, OBMEI2020 0704 &M @
I+ 090022020 OT:05 Ak

(] 1830 | 1084/ I020M01-0F5 | wesiets  Bg. darieosis Kot Cyiva, B 1 s2omy | @, OWAII202007.02 AM Fe
{8 omnzazn avon skt

[F] 14521 | 10252020B01-0FS | Bociels | B Maitosh Humar Ofha, BO-4 SECTL. | Eigy OBAZIZ020 G650 A =
I+ tmnazuzo onsa A

F 1820 1024/Z02VEO01-DFS | ebodefs S Meotosh Bumes Oyhe, B0 SECTL T, O0/OCII030 068 AR =]
{i\ 020/ 2020 06:48 AN

Figure 19
2. Click Move To in the menu bar, Click My Folders.

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

Sub-Folder Management

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

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

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

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

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

o 25 Mentos Kumer Oe, BOTSECTI... By 0B402/2020 0716 AM
e g Manmasn Kumer On, B0 1 SECTT, | [T Q8022020 0709 AM =
£ oami2020 6708 Al

[F] 1521 03zzoovBOL-DFS | abcdety  Bg Mamtosh Kurmer One, BO 1 SECTI.. E&) ORAIZEOI0 0704 AN =
{1} 08M2/2020 0705 AM

[F] 1530 | 10342020B01-DF5  abedefiy S Mantasn Kumer O, B0 1SECTL | [ 084022020 0702 AM B
@ DEMLI020 B7:03 AW

[F] 1527 1025/Z020MB01-DF5 | abeoely | %o Mantosh Kumsr Ofa, B0 15EcT. | (B 0BA02/2020 06:50 AM (=)
{1 vamzzoze 06s0.AM

|T| 1520 V0242020MBO1-DFS | abodefy | Sg Mantash Kumar Oa BO 15ECTI a 08/02/2020 06:48 AM j_‘-

{7 08022020 0648 A1

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:

Creame  nbox Sent  Atvance Search

Tatal na, of Files/Recemis 71

Figure 21

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

Update Folde
Folder Name *
RTI

Create In *
Receipt Inbox

Figure 22

STEPS TO DELETE SUB-FOLDER

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

7 i@ 0

o | Sent - Advancs Seanch FILE Creste  inbox  Semr  Advance Search 155 Se Remsmed | Adunce SeAnl

Teital na, of FlesReceipts 1

ta B

e @ By

Figure 23
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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

i
4 Success

Mezzage

Sent  Rewaned Advi

&é: Totsi na. of Files/Receipes 1 A I
Folder Successfully Deleted
Test 1 Recept -

S E

=
LS

g @ By

Figure 25

Note:

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

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

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

Important Points:

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

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

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

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

STEPS TO FOLLOW:

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

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

ehile 70
= RECHPT Credte s m Sent  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE  Semt Retuned  Advance Search
%2 Receive  Purinafle MoveTov | Send | SendBa Close A Search Here 7 | N E
: = : = A
2 I [E] 1536 | 104020208010 test spje "0 = P e (e, 501 SECTL. | R, 080202000 0716 4 1|
E L peEn
Hé {f} ZA02/2020 0524 Pl
[ OpeninTab
g [P] 1533 105720208010 ebedefy| 3 Send Cpa B0 1SECT [, 0BORZ00 070240 B
{f) temeoz0 0o AN [ Send Back
AN
Md [P| 1531 1031200080105 abodefy | & Mantosh Kumar Ojna B0 TSECTL R UBA02I2020 07040 B
{f) 03212020 0705 4
q . -
|P| 1530 1034202001075 | ebodefy ,", Mantosh Kumar Cjina, B0 1 SECTL @-JE&E.‘ZUEOUT:GZM -
Mol {f) a0 0 AN
]
5] 1531 10250000106 - s B0 EECT L DBA2IZ020 065 i
5 [P] 1521 10B5200B010%  abedefy | B Mamosh Kumar Cjna, B0 1SECTL_ R, DBA0RIZ020 06:50 A =
i ﬁj Q222020 06:30 AW
r.q F 1520 1024/2020B01-0F | abadefy I'q Mantosh Kumar Cjfra B0 1 SECTI @-Jﬁ.ﬂl‘iﬂlﬂﬂ&%‘m 2
g b
‘ {7} 080272020 D648 AW

Figure 26
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- 17 Shrevan Ki ramsar
aFla e [ =% -
RECEIPT Create v WDGx  Sent  Advance Search RALE Creste  Inbox Sent  Advance Search ISSUE Sert Rewrned  Advance Sesrch

ﬁ Movement Copy Send Putinafile Edic Agach~ | Draft~ Cose Generate Acknovdedgement

E 1665 1169/2020/BO1-DFS ACR related matters
Basic Details 2
Comp. No. : 1665 Receipt No. : 1165/2020/501-DF5 &)
Nature: Electronic File No.:
Main Category | ACH related mesters Sub Category :
| From: s Designation :
v Q Uality Forms of Communications:  Leter Deiivery Mode © By Hord
fl Sender Type : Letter Ref. No. ©
f Assura.nce Leteer Date © Receved Dote : 03022020
ff ChECkllSt Diary Date : 03/03/2020 Dierised By : Shraven Kurner, BO 1 SECTI
e-Governance Applications ON-DFS
Subject wenoved
Enclosure/ Remarks :
Address : xweex
D History
| vispateh | Amached/Decached  Closad
Dispatch History
DispatchNo. 11 lssueNo. | Subject |oap.:dudo«||1mp.amp, omwoc’
Nairecaresfound &
v LR IS

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 Sheaven Kior | _
2 @ O

Create ¢ Inbox  Sent  Advance Search Create  Inbox  Sent  Advance Search ISSUE Sere  Rewrned  Advance Searcl

n Diary Details
Dia, Forms OF Communications * Languege
= B | | Letter *  Engish
Letter Dat= Letter Ref. No.
dammiyyyy ]
Delivery Mode Mode Number Sender Type
By Hanrl - Choose One v
- viP
Quallty Choose One
f
v Assurance @ Contact Details 7 Add to Address Book
M
J C h kl t Min/Dept Others *
f ec |S Ministry of Parliamentary AfTsirs
X s
a-Governance Applications : Designotion
oo - OR
Crgenization
Mabiie Email
Address ™
oex
Tocal 1000 | 996 Characier leh
r
Country State CreyfDistrice -
INDIA * |~ | peni ¥ | ¥ | Choose One ¥
o | [Pérzhaiize Acknoatedgament 11715 i 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.
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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:

Create  Inbox Senr  Advance Search

SubjecT | g Mansh Kumar Ojha, B0 155CTL. (g 0B/M2/2020 0716 AM

[F] 1533

( abcdefg | Sg, Mantosh Kumar Ojra B0 1 SECTL. - [T, DB/022020 0709 A B
{F) 00212020 0708 AN

P| 153t | 1035/2020/B01-0F5 | sbodefiy | Sg Mantosh Kumar Ojra, B0 | SECTL. | g, OBM02/2000 07:04 AM L]

[} 08022000 07:05 Akt

|| 7530 103H20NBOT-DFS | abcdefg | Bg Mantosh Kumar Ofa, 80 1 SECTL. | Hi 0BMEr202007:02 AM A

{f om0 0703 AN
(F] 1521  1025/2020B01-OFS | abidefl | Sy, Mancosh Kumar Ojra 801 SECTL | (i3, OB/02/2020 06:50 Al ]

{F) GBI DEED AN
(] 4520 10242020/01-0F | abedef | &, Mantosh Kumar Ojfha, 80 1 SECTL. | B, GEAI2000 0648 Ab [E]

{f7 080212020 06:43 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.

€ 1. Meny Bar @ e -
3. Receipt Quick
Details
r. [
ER] =
Fecelpt Inbox / 1040/2020/801-DFS E 1536 1040 1-DFS  ACR relaced matter
F U B Basc Detai i
2. Location - -'
Comp. Mo © 153% Receipt o, © TOHNEOZVEOT-DFS B
= . Wature Becronic File No.:
A Slmple pDF Flle Wiain Category | ACF refared maners Sub Category :
This i 8 mall samz nuwston ool He - From: ALtomation Tesing Designation :
N st for use b the Virtual Mechanios Wiovisis. More sest. And more Forms of Communications ;  Acknoiledpement Delivery Mode : By Post
[CH rore el Asd o bead Are mons el
Sender Type : Letter Ref. Mo, <
Arc mare tmd Ang more ted. Ang more fest And more jest. And more
sazzz. Ao mare b . Al mr imst And Letter Date : Received Date = 0BA122020
A mona Saot And mone ted. And mone tex. And mare test
Diary Diate - /022020 Dl By - Shrauan Kurmer, BO 1 SECTI
- Ara more tax. And morne . And mora et And more jeet. And more OM - D85
£ et dd o benl Andl e bt Even more: Gomtnued o page & e st
# Enclosure! Rema
2 !
Acidress: s
"D History 1
|[ Dispauch | Anached/Demched  Closed
Dispatch History
Dispatch No. 1) | Issue N Subject Dispatched On 11 | Dispauted By | Defvery Mode | E‘]
o recards found
N ' R

Figure 30

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

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

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

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

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

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

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

k) Attach — This option allows user to attach the Receipts and/or Files with receipt for reference
or other purposes.
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Ver.7.0[25]



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.
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Put a Receipt 1nside a File

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

file as correspondence. This section describes how to put up a receipt in a file.

Important Points:

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

to be converted.

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

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

detached first.

STEPS TO FOLLOW:

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

ice

cFile ver 70
tep 2

Artvence Senrch

%3 Putinafie . MoweTa~ Send Send Back Copy Close

FALE Creefe  Inbow  Semt  Advenice Search

E| 1536 | 1040200WBO1-DF5 | testsublect | Ry Mzmmasn Kumer Ojhs, 801 SECT! & DBAZ/202007.16 AM

00524 PM

1533 10372020VEOT DR
" Co/ORR020 07:09 AM

[F] 1531 10320200801 OFS
{4 oemeizaan 0705 A

(7] 1530 1024/2000/B01.0F
{fr Ce0/2020 07:03 AM

[¥] 1521 1075720200801 OFS

ﬂ-:. OB/DLRII0 05:50 AM
Z 1520 0242020807 DR

E:. OBVD2/2020 D545 AM
; 1519 | 1023/2020vB01 -0F5
| ; 1518 10Z/2020/B01-DFS

c. DB/D2/2020 05:41 AM

(7] 1517 | 1021/20209B00.OF

Todal Records: 74

Copyright © NIC, 2020

anctefy | &e Wertosh Kumar Ofha, 3¢

anodefy | 2g Manmaeh Kumar Ojha, 80

shedefz | &g Wonimsh Kumer Ojha 30

bedef | Sn Mentosh Kumer Ojha 80

ahCdefE | g Mantosn Kumar Djha

abedefz | By Manwash Kumas Ojha, 30

0008ty | B Wartash Kumar Ojha, B

1oEm [y 0822000 LT08.AM
1secn [ 08022020 0708 AM
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Figure 31
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2. Click ‘Put in a File’ menu as shown in Figure 32:

T Create ¢ Inbox.  Sent  Adw w

Movememt | Copy Sed | SendBack | Przinafile

= =+ Automatic Zoom

A Simple PDF File

This s # sl demmormiration . pdf e -

1ML 3F e i 110 VTUS MmchRnEs RECRE, Mot lesd Ar merw
i And Mo et Anc mone et &nd mons bext

And maore b find mora . And mnors 1. And marne bt And mons
Iz And mose text. Boeng. zezzm And mare ted. And mere: it And
mers bzt Aned mems el And e e Ard mers bzt And mans st
And mare tad. And ors ta

And mare besd. And more fet. And meore fed And mare tert. And mone
tewt. Ard more jert. Ard more best. Even more: Conlinued on page 2

Creae  Inbox  Sert Adwvance Search 551U Sent  Retormsed  AdwanceSearch

Action Details | Attach -

B Basic Detaits

Comip. Na. © 1538 Receipt No. @ 104V 2020/B01-DFS B

Mature - Electronic File Mo 1

Main Caregory © ACR related mamers Sub Category -

From: futometion Testing Desigriation -

Forms of Communicatians :  Acknawiedgement Dedivery Made : By Post

Sender Type Lemer Ref. No.;

Letter Date © Received Date | 080242020

Diary Dane ; 0&02/2020 Diarised By | Shravan Fumar, BC 1 5ECTI
Oh-De5

Subject: test subject

Enclosure’ Remarks :

Address

Auromarion Testing

E 1536 VMZ020VEQN-DFS | ACH related mamens

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

(Figure 33).

Figure 32

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:

Putin File(s}

# Create File

Meature | Comip. No. 1 | File Mo,
D-20Ve2020-B01-DF5
D-20012/283/2020-B09-DFE
Building!1/2020-E01-DFE
D.20012/284/2000.BC1.DFE
D20012/2/2020-B0n1.DFS
D-20012/32020-800 -DFS
D-20012/42020-800-DFS
Buildng/32020-801-0F
BC CELLA/2020-BO1-DFS

(S0/2/2020-B601 -DFs

Subject
Ermter Description

Erver DescriptionMICHECMIC
Test by &, Plesse do not touch
Ervter Description

Ener Descri pion

Envter Descripeion

Enver Description

Test b i, Please do not tauch
edwwed

wef

NUERERENMN

Tio be examined and for repoet preparation
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continue with the following steps
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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:

D-20012/285/ 20 20-601 -0F5

20012725720 20-B01-DF5

Buiding/ 40 P020-B01-0FS

D-20012/268/2020-B01-DF5

L2001 A 20-B07 O

D2001227200-B01-0F5

Enter DescripmonICRCHIC
Enter Descrpnion

Erer Descripion

Enter DescripoonICRECHIC
Enter DescrpondiCRaCIC
Enter DescriptonMICHICNIC
dst

Enter DescripGonNICHICNIC
Enter DaserpbandICRECIC

Ermer DescriplonMNICRICNIC

Figure 34

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

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

6. For Non-SFS - Select the File-Heads from the available drop-down list under ‘File No’.

Or

For SFS - Enter desired file number in the File Number text box.

RECEIPT * Inbox  Sent  Adwance Seanch

Iy 0

Sent  Retwmed  Advonce Seorch

Nature: @® Blectronic () Physical | Type: [8INOMSFS [JSFS

* | avratene® | | 127mmnzp || Chocseome v 2020 M soiors  -|

)"

Subject rSIEp 7
Description *— = A
Ditganizatinn of Hind Training programme for senagraphers <

Main Cat=gary
Training related maters

Sub Category
®= *|  hoose One

Qther Details

Create File To Put In »

S

BB copyvigim © 2000, designed and dovaloped by NIC.

Figure 35

7. Enter the mandatory Subject Description.
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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?

Proceed Cancel

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

m PutIn Remarks

Remarks *
Request for Hindi Training programme for Stenographers

Total 1000 | 945 Character lefc

Figure 37

Copyright © NIC, 2020
Ver.7.0[30]



- .ff-
e@rice
A DUGITAL WORK FUACE SOLUTION

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).

_e@ffice

now €File ver 70

Creare + Inbox  Semt  Advance Search FILE Create  Inbox  Semt  Advance Search ISSUE Sent  Rewrned  Advance Search

ﬁ Movement Copy Send Send Back  Putinafile | Dispatch Edit Action Details  Attachw | Convert Close

Receipt Inbox / G374/2020/EOFFICE P 5057045 6374/2020/EOFFICE
176
ﬁa Receipt Details
Comp. Ne. : 5057045 Receipt No. : 6374/2020/EOFFICE
Ll
EL—3 Creation Date: 09/06/2020 12:42 PM Letter Ref. No. :
Letter Date :
A~
.“'nﬁ Subject: abedefg
m | _Req
]
L 5edf3679705e6d065703b48e |
g
“a Issues
— Issue No. Subject Issued By Issued On PDF | Action
'f. Mo Record Found
g‘ M4 N
%
& o =
4 I8
Figure 38

3. Upload Scanned DAK/Letter. (PDF format only)
4. Click Convert Action button.
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5. Enter mandatory Conversion Remark and Click OK to convert physical receipt into electronic as
shown in Figure.39:

Receipt Conversion Confirmation

Remarks *
Converted

Cancel

Figure 39

Note:

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

Sent  Achande Search

[ 0NECT-DFS | abdefy | Sg Wamtach Humar Ojra 8071 GECTL - [T, OB/02/2020 0709 Al |
) om0 0708 A

(F] 531 | 103520200B01.DF | abedefy | 85 Maniosh Kumar Ojra, 20 1 SECTL. By 0B/02/2020 07:04 0 v}
{f1 08022020 07:05 AN

"] | 9530 1OB4Z0AWEOT-DFS | abcoely | e Maniosh Kumar Oina, 501 SECTL. | B, OB/IEZ020 0702 Al |
)} 0BAI20 0703 A

(F] 1521 | 1025/20200B01-DF | sbcdefy | Bg Monench Humar Djra 801 SECTL | B, 080212020 06:50 A0 ]
{F amo20e0 0650 Ak

[p] 11520 | 1024/202BC1-DFS | abcdefy | 85 Mantosh Kumar Ojna, BO 1 SECTL | B 08/02/2000 06:40 A @
{f7 08022020 06:43 AN

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:
office X 0

« CFile ver.70
RECEIPT  Crese ) Sent  Advance Search FILE Creste  inbox  Sent  AdvanceSel Step 2 Returmed  Advance Search
% @ Movement Copy Send SendBack Putinafle | Draftv Edit Action Details | Attach ~ C
T S -~ | e ——
2+ 3 1 -+ 0B > Ansch amz_h

~ll

Comp. No.: 2633 Receipt No. : 469/2020/B01-DF5 @}
A S. I PDF FI Nature : Clectronic File No.:
Imp € e Main Category : ACP and other related matter  Sub Category @
s
This i5 3 semal demonsiration pd! fic
From : Narne: Automatien Testing Designation : ASO
Just o e in the Virusd Mechanics uorials. Mos o0 And mons ne
el AnG mars text. And mors taxt. And more e Ao Al Cannataizadioma lll ‘asay Delivery Mode : By Post
| A more text. And moes lext. And moee fext. And more text, And more Sender Type : Letter Ref. No. :
{Q et Ardd more text. Boorg. zzzez. And more sext. And more test. And
PA e Ll And Mo Lt And mors e, And mos ol Ared 500 it 3 = i
eplosspinedeanilicy Letter Date : Received Date : 1410372020
1] A s i R S A A B A A W Disry Date : 14103/2020 Diarised By : Shravan Kurar, B0 1 SECTIO
B4 el A miat 161, And mors 18x1, Even) mors. Conlinued on pegs 2 N-DFS
° | Subject = test subject
-
e Endlosure/ Remarks :
Address : Automation Testing
%D History
Dispatch | At sed
Dispatch History
' 1 '
i Dispatched On 1| | Dispatched By | Delivery Mode
idelines o
DIS/8526/2020 s7a2020  Cdelines.cn By Past o
Internship
DIS/8525/2020 36702020 Cudelineson By Past °
Internship
DIS/3524/2020 ims7ar2020  Cuidelinesca By Past o
Internship
Guidelines an 0420200547 e Kumsr,
DIS/8527/2020 11367972020 > 2 R O 1 SECTION
Internship AM

ool
3

Figure 41

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

RECEPT  Crestes Inhox  Sent  AdvanceSearch FILE Creale  Inbox  Senl  Acance Sareh 1SSLIE Sent  Returned  Advante Searth

f% | Movemert | Copy | Send | SendBack | Putinafie Drafte  Bdt | AionDetals | Amach | Cose

Receipt Inbox / 469/2020/01-DFS E 2633 4A5/2020/BO1-DFS | ACP and other related matters

!cmp.ﬂn.[l ‘mm_ j !mmaunu !""""’“

M records found

Figure 42

Copyright © NIC, 2020
Ver.7.0[34]



TAL 'WORK PLACE SCLUTION

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:

Ay b il

| Nt | Comp. No. §] | Fle No.
D-130131,2020-B01-DF5
19-11/50V2020-B01 -DFS
AA2MTI2020-B01-DFS
A1 T012/32020-B01-DF5
ALT-137772020-801-DFS
A-14011/142020-B01-DFS
FIF0Z0-001-DFS

11-11/4872020-B01 -DF5

Step 5

B b ®

Tiest Fie fiw Carrespandance

Pagsstindiacade nicin
ergergeny

uilyusilyueu
et

cesmiman

vowved

N[

B zE ] EE M

Totsl 1000 | §79 Craracmr left

Figure 43

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

To Attach Receipt(s)

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

RECEIPT

Inbox

Create » Sent  Advance Search FILE Create  Inbox  Sent

Send Send Back

Movement Copy Putin a file

Advance Search

Draft > Edit Action Detalls © Amach»

Attach File

1 of2 = i

A Simple PDF File

This is @ small demonstration .pdf file -

Just for use in the Virtual Mechanics tutorials. More text. And more
text, And more taxt. And moee text. And more text

And more test. And more text. And more text. And more text. And more
text. And more text. Boring, 22222 And more texd. And more text. And

mare text. And mare text. And more text. And more fext. And mare text.
‘And more text. And mare text.

And more text. And mare text And more text. And more text. And more
text. And more text. And more text. Even more. Continued on page 2 .

Automatic Zoom  * B > AttachReceipt

Comp. No. :
Nature ;

Main Category :

From:

1270
Electronic
ACR related matters

Automation Testing

Forms of Communications:  Acknowledgement

Sender Type :
Letter Date :

Diary Date :

Subject:
Enclosure/ Remarks :

Address :

D) History

04/02/2020

test subject

Automation Testing

Dispawch | Attached/Detached  Closed

Sent

Returnad

Receipt No. :
File No.:

Sub Category:
Designation :

Advance Search

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

Delivery Mode :

Letter Ref. No.:

Received Date :

Diarised By :

i Shravan Kumar
2 -
1)-0F5

"

T74i2020/B01-DF5 8

By Post

04/02/2020

Mantosh Kumar Ojha, BO 1
SECTION -DFS

Dispatch History

Dispatch No. 1}

No records found

Issue No. Subject

Dispatched On 1) | Dispatched By | Delivery Made

=
CE -+ (DI il

Figure 44
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3. On the Attachment page, Click Attach Receipt action button as shown in Figure 45:

ia» 0

RECEIFT Create'» | Inbox Sene  Advonce Scarch FILE Cream nbowr Se A ce Sear! 1551 Sent  Retumed  Advanos Search

%2 1t Mavement | Copy Send | SendBack Putinafile | Drafow Ediit Action Details

Receipt Inbox 1 774/2000/B01-DFS E 1270 774/HI20NBOI-DFS  ACR related matters

Arach Receipc

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 B | Search Here...

Nature | Comp.No. ] | Receipt No.
1666 1170/2020/BO1-DFS
1665 1169/2020/B01-DFS
1164/2020/BO1-DFS
1156/2020/B01-DFS egyhmyhwe
1154/2020/BO1-DFS Subject
1132/2020/B01-DFS erg

1069/2020/B01-DFS abcdefg

1068/2020/B01-DFS abcdefg

1058/2020/B01-DFS rest subject

1040/2020/BC1-DFS rest subject
-Remarks ™

For reference pur;:usel

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.

. eFile ' (8]

£ Vor T

Pt creste [T Serc | Advance Searth | Creae  Inbox Semt | Advance Search BSUE  Semt  Perrned | Advance Search

1536 1040/2000HBE1-0F5 | testsubject | S Manen Kumar Ojha, 50 1550 [ 08/02/2020 6715 AW ]

[ i 75 | abdefg | By Manrosh Humar Ojra 807 SECTE [T, OB/02/2020 O7:09 AM F:]
{f} omoe2020 0700 A%

(P 453t | 1035/2020/01.0F5 | abodefi | Sg Marntosh Kumar Ojra B0 1 SECTL. g, 0B/02/2020 07:04 AM =]

{f 0340012020 0705 AR
| V530 OBIONNBOT-DRS | ety | Bg Mentosh Kumar Ojna 801 SECTL. | B, OB/2/2020 07:02 AM A
f} ORAII2I0 0703 A
(F] 952t | 1025(2020/B01-OFS | sbodefy | Bg Manrosh Humar Djra 8071 SECTE | T, 08/02/2020 06:50 AM A
{f} 0R/0RI2020 D650 Ak

(B /4220 M28202MBOT-DFE | abcdefg | Sn Mantosh Humar Ofna B0 1 SECTL. gy 9E/00/2000 D640 A ]

{f} 0802020 0543 AM

Figure 47

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

281
. | el

ISSUE Sent  Retumed  Advance Search

o CFile ver.70

RECEWT Cresme ) Inbox Sent  Advance Search FILE Create  inbox  Sent  Advance Se St 2
ep
£t | Movement Copy | Send | SendBack | Putinafie | Draftv | Edit | AdionDetais | Amtachv | C

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

> Autach R«e.,_“

Comp. No. © 2633 Receipt No. © 465/2020/B01-DFS B
A S. I PDF F.I Nature : Clecranic File No.:
Imp € e Main Category : ACP and other related matter  Sub Category :
<

This 1% 3 smal demoratraton pdt fic

From: Narme: Automaticn Testing  Designation : ASO
st o wes i thes Vistusst Mschanics horias. Moee 16 And more
taxt. ARG man 15xt. ARG mors 1axt. AN more it Forma ol Comminications .. | Letter Delivery Mode : By Pest
Ar more text. And moee text. And moes i, And more text, And more Sender Type: Letter Ref. No. :
et A more b, Boo d m e 2 e
e Ll AN o Loy Bl As - 5 5 %
And o it And s ock Letter Date : Received Date : 14/0372020
PRTDR R Diary Date : 14/03/2020 Disrised By : Shravan Kumar, BO 1 STCTIO
brel i loe! N-DFS

Subject : test subject

Endlosure/ Remarks :

Address : Autormation Testing

%) History

Dispatch I At ed =

Dispatch History

| Dispatched On 1| E Dispatched By Deiivery Mode

Guidelines an

DIVES26/2020 /367312020 By Pust o

Internship
ol

DIS/8525/2020 36702020  Odelines on By Past o
Internship

DIS/3524/2020 \s7or2020  Cuidelinesan By Past o
Internship
Guideline: om0a20200547 'Y

DINES27/2020 367902020 oo oft Aot 1k
Intersship AM

olel o
)

Figure 48

3. Select the File(s) to detach and Click Detach action button or Click Detach Icon against the
attached File record in the list.
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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 »  Inbox Sent = Advance Search

©r Movernent Copy Send Send Back Putinafile = Draft~

— +  Automatic Zoom

A Simple PDF File

This is @ small demonstration ,pdf file -

Just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text.

And more text. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz. And more test. And more text. And

more text And more text And more texd. And more text And more text.
‘And more fext. And more text.

And more texd. And more text. And mare text. And mere text, And more
text. And more text. And more text. Even more. Confinued on page 2

FILE Create  Inbox Sent  Advance Search

Edit Action Detail

s ]

* Amach~ | Cow
Antach File

¥ Anach Receipt

Comp. Mo. :

MNature :

Main Category :

From:

Sender Type :
Letter Date

Diary Date :

Subject :
Enclosure/ Remarks :

Address :

¥ History

1270
Electronic
ACR related matters

Automation Testing

Forms of Communications:  Acknowledgement

04/02/2020

test subject

Automation Testing

Dispatch | Arached/Detached  Closed

Sent  Returned

"
Receipt No. : Fr42020/B01-DFs @

File No.:

Sub Category :

Designation :

Delivery Mode : By Post

Letter Ref. No. :

Received Date : 04/02/2020

Diarised By : Mantosh Kumar Ojha, BO 1

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

il Shravan Kumar
2 T
}OFS

Advance Search

SECTION - DFS

Dispatch No. T}

No records found

Dispatch History

issue No. Subject

Dispatched On 1] | Dispatched By | Delivery Mode

S

v

e - I

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:

o €File ver 70
RECEIPT Cregte'r  Inbox  Sent  Advance Search FILE

Movement | Copy Send | Send Back nafile Draftr

Receipt Inbox / 630/2020/B01-DFS

Create  Inbox  Sent

Arvance Search

Edit Action Details = Attach»

i Shravan Kumar
A e

ISSUE Sent Returned  Advance Search

E

1126 630/2020/BO1-DFS  Advertisement

Remarks

§ dvfbfhirjrychfofhirjrydvibf
0 E 84 329/2019/B01-DF5 iR waEe FFmE Shravan Kumar, BO 1 SECTION - . 24/01/2020 11:34 AM B Detach
FL R T htrjrychAafhirjrydvinfr... B oecc
. dvfoffitrrydvfofhirjrydviot
E 82 327/2019/B01-DES Lt tFmET Shravan Kumar, BO 1 SECTION - 2401720201134 AM @
' SRR PR ? hjrydofyAt. 0
) . . } ) dufbfirjrydvfofhirjrycviof :
E 817 322/2019/B01-DF5 LR e R AR EE Shravan Kumar, BO 1 SECTION - 24/0172020 11:34AM N ——— P A=)
Attach Receipt
Figure 50
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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.

Create  Inbox  Sent  Achar

SUBeTT | Sp Manwsh Kumar Ojha, B0 1 S5CTL. [ 0B/02/2020 0715 AM

LB abedefg | S Mamtosh Kumar Ojra B0 GECTL. - £, 0840212020 07:00 Ak 7]
{f 0021000 0708 A

(] 453t 1035/2020B01.DF5 | abrdefy | S5 Mantssh Kumar Ojra, 80 1 SECTL. - g, 0B/IR/2000 07:04 MM A

{F1 080212020 0705 Ak

1530 1OBHAOANEOT-DR | abodetz | Bg Mentosh Kumar Oja, 501 SECTL. | B, OBMI2/2020 0702 Al B

{f 0822000 07:03 Ak
(7] 4521 1025/2020VBO01-DFS | abidefy | By Manrosh Kumar Oja 801 SECTL i, OB/I2/2020 06:50 AM A

{f} 002000 06:50 Akt

(2] 1520 102420WVBOT-DFE | abedefg | Bo Mantosh Kumar Ojha. B0 1 SECTL.  Fig, 0822020 06:48 AM [}
{f7 08022020 U645 AW

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.
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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.

File ver70

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

@©r Movemnent Copy Send Send Back Putinafile = Draft~ Edit Action Details Arach > Clnse

ReceiptInbox / 774/2020/B017-DFs Amach File

+  AutomaticZoom  * 3] ¥ Attach Receipt

Comp. No.: 1270
. . Nature : Electronic
A Slmple PDF Flle Main Category : ACR related matters
This i a small demonstration pdf file - From: Automation Testing

Just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement

tet, And more text. And more text. And more text

Sender Type :

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

text. And more text. Boring, zzzzz. And more tesxt. And more tesxt. And Letter Date

more fext. And more text. And more text. And more text And more fexd.

‘And more text. And mare bext. Diary Date : 04/02/2020

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

text. And more text. And more text. Even more. Continued on page 2 Ty sl
Enclosure/ Remarks :
Address: Automation Testing
D) History

Dispatch | Armached/Detached  Closed

Sent  Returned

E

Receipt No. :
File No. :

Sub Category :
Designation :

Delivery Mode :
Letter Ref. No.:

Received Date :

Diarised By :

i Shravan Kumar
s :
A 01)}-0F5

Advance Search

1270 774/2020/BO1-DFS  ACR related matters

~

774/2020/BO1-DFs &

By Post

04/02/2020

Mantosh Kumar Ojha, BO 1
SECTION - DFs

Dispatch History
Dispatch No. T | issue No. Subject

No records found

Dispatched On 1) | Dispatched By | Delivery Made

=

A - I

Figure 53

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

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

2
3
4. Enter the mandatory Remarks.
5

. Click OK button to detach selected files.
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Draft Communication

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

Reply, Reminder) against an electronic receipt.

Creating a Draft

Important Points:

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

with other files or receipts.

STEPS TO FOLLOW:

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

Figure .54:

« eFile .70

RECEIPT Créate) m Sent  Advance Search FILE Create  Inbox  Semt  Advance Search

Receive | Putinafie | MoveTow | Send  SendBack Copy = Close

¥ 20032020 0218

() xn 459.1::2
m TRy, Receipt No. : N9/2020

/801:DFS

=

(o] | 2587 | &2202020/801.055 | CCSUnivesity | S Mash Kutnar O, 80§ SECTL

) w300 0833 A0

(7] | 2586 | 4222020801085 | ) | CCS Univessiy | R Marcosh K Ojf, B0 158

{0 rman0o0 0ast v

=

(7] | 2583 | 4190200801085 | g | CCSUnmersiy | g Wanuosh K Ojhe, 804 5¢

LS =

@ 14/03/2020 08:38 AM

3.

& 13020 12580

{0 103020 1255 A

st subject | 2 Maniosh Kunar o, B0 1 5671, | ) 20/030202004:15 PM

DFS | test subiject 'Q Mantash Kenhar O, BO 1 SECT.., %14/01'202010;11AM

14/03/2020 08:53 AM

7l | [ 1400312020 08:50 AM

el | 140312020 08:37 AN

|—| 2522 | 358/2020/B01-DFS | test Subject b Mantosh Keruar Ofsa, B0 1 SECTI, 14/03/2020 12:58 AM

() | 2520 | 356/2020/801-DFS | estsubject | o Manosh Kumar G, B0 1 SECTL., | [ 1400312020 1255 M

Sent  Retumed ' Advanice Search

Shravan Kumer

B @

RRA#

0B

Bé

B#

BB ¢

&
&2
£

ASSTA(BOA}OFS
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2. Click ‘Draft’ in the menu bar and then Click ‘Create New Draft’.

e Ms)

« eFile ve.70

RECEIPT Create » Inbox Sent  Advance Search FILE Cres @ Advance Search SSUE Sent  Retumed  Advance Search
€  Movement Copy | Send | SendBack Putinafile | Draftw | Action Details | Amachw | Close

Receipt Inbox / 468/2020/801-DFS Create New Draft E 2633 469/2020/B01-DFS  ACP and other related matters)

1 o2 — 4 utomatic | View Draft “ 2]

B 8asic Details

Comp. No. : 2633 Receipt No. : 469/2020/801-DFS 8

Nature : Clectronic File No. :

Main Category : ACP and other rélsted malt  Sub Category :

ers

From: Name: Automation Testing  Designation : ASO

Forms of Communications :  Letter Deiivery Mode : By Post

Sender Type : Letter Ref. No. :

Letter Date : Received Date : 14/03/2020

Diary Date : 14/03/2020 Diarised By - Shravan Kumar, 80 1 SECTI
ON-DFS

Subject test subject

Enclosure/ Remarks :
Address Automation Testing
9 History

Dispatch | Attached/Detached

Dispatch History

Dispateh No. 1] “ Issue No. ‘ Dispatched On {1 | Dispatched By ! Deiivery Mode

No records found

ole] « (ol

Figure 55

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

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

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

¢) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.
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men €File ver.70 2 s AS DFs

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

BISMOZ\VEN ..  Copy  Send | SendBack  Putinafle  Drat~  Edit | ActionDetails  Amach~  Close

E 2633 469/2020/B01-DFS ACP and other related matters

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

L " | DraftNature* Reply Type
Reply Choose One Y

Forms Of Communications Language *
2B Verdznz i Chovse One % Cnglish X
| ] " Main Category Sub Category

ACP and other related matters * v | Choase One -
é‘ Subject*

¢ test subject
) Step 3 - Content
Prepration
[N o5 2000 |
4]
% + Add/ Edit Recipients
I Recipient Details - Public
Name Designation Address | Min/DeptsOthers i Actions.
R Sharma #s0 New Deli WiAKiry Of Falanienany . il
Alfairs
v
oWOoRDS | ¥
.
Figure 56

Note:

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

4. Insert Hash ‘#’ Tags wherever necessary.

Note:

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

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

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

6. Check ‘Enable Multi Sign’ checkbox, if required.
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ffice iad 0

reamn €File ver70

RECEIPT  Create s Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search SSUE Sent  Retumed  Advance Search

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

2

E 2633 4659/2020/B01-DFS  ACP and other related matter:

Draft Nature * Receipt No. * Reply Type

O | Choose One

Receipt Inbox / 469/2020/B01-DFS

£ Upload & m POF, DOCX, DOC Only <= 50 ME Last Auto backed up: 08/04/2020 02:01 AM

r 3 B ot

o
&

Reply

[d

Forms Of Communications Prefix et o —
Office Order y Choose One ¥ |

Main Category Sub Category
ACP and other related matters 24 B Choose One | ot
Subject” | &2

Guidelines on Intermship

[ O8I

North Biock. New Delai-1 16001
Duated the 17" May 2018

B

Offes Mezarsecun

R

Subject:  Guidelines  on leteraship for Usderpraduates pursuing five veor
intepruiqd course in (aw asd graduates purseing Bachelor's degree [y
Low coder the Appual Programme ca = Improying Iranspareney and
in through effectivg ol Right
to Inforwation Act™ “

1.0 Introduction

+ Add/ Edit Recipients

e

Recipient Details - Public

Ministry of Parliamentary
R Sharms ASO New Dethi 5 e Y ox e
AfTairs

: m
“Anachment § [

Enable Mult Sign ' Step 6 I m

Figure 57

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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eFile s
RECEIPT Create v Inbox  Sent  Advance Search (213 Create  Inbox  Sent  Advance Search Sent  Retumed  Advance Search

€@  Movement  Copy Send | SendBack | Putinafile | Draftv Edit | ActionDetalls | Attachv  Close W/ success
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Receiptinbox / 469/2020/B01-DFS
Créatéd

Draft No..DFA/3348  Draft State: DFA - Version: 1
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Draft Nature * Receipt No. * Reply Type
D A | [ Reps y g ¥| 0 | Ehasse One Y
Noeth Block. New Delhi-| 10001 Forms Of Communications Prefix Language *
i . Duted the 17" May, 2018 Office Orde Y1 | chon Y | togiish X
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The .'kmmfuﬁm P:«»\.{—d and Trswmiog (DoP]), ry of Personmel, Public Toxa! 2000, | 1975 Ch
o5 i Pepsions, Govermeker of ndia, &= ¢ rod Minsuy for the Rigat to
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Figure 58
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Note:

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

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

STEPS TO FOLLOW:

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

Shravan Kumar

ASST1{BON}OFS

eFile vee.70

Inbox  Semt  Advance Search Returned = Advance Search

RECEIPT Create » m Sent  Advance Séarch Create

Receive Putinafie MoveTo~ Send Send Back Copy Close

Jrest subject | 29 Mantosh Kurmar O, B0 1 56CT1... | D) 20/03/2020 04:45 PM B R

O 20032020 02:14

(2] ' 2633 | 462, 1 testsublject © &o Mantosh Kemar Ofva, BO 1 5ECT1. | B2 14/03/2020 10:11 AM B RS
m PPTAEDy. Receipt No. :
B /801-DFS
B [I| 2587 | 423/2020/B01-DFS | CCS University | 3g Mantosh Kumar Ofhs, B 1 SECTI 14/03/2020 08:53 AM [ » WY &
é‘ & 14032020 08:53 AM
(2] 1 2586 | « & | CCs University | g Marosh Kuma [ 14/03/2020 08:50 AM B #
23 O 14022020 08:51 AM
o (7] | 2583 | 4192020/801:DF5 | &2 | €CS University | Qg Mancosh Kumas Ojha, BO § SECTL. 14/03/2020 08:37 AM B s
) 0 1403/2020 08:38 AM
',é o (] ¢ 2522 | 358/2020/ S | test subject | g Mantosh Kursar Ofss, BO 1 SECTI 14/03/2020 12:58 AM B R ¢
&7 140372020 12:58 AM
(] ! 2520 | 356/2020/801-DFS | testsubject | &gy Mantosh Kumar Ofis, BO 1 SECTI... | B 141032020 12:55 AM BR &

O 14/02/2020 12:55 AM

Figure 59

2. Click Draft in the menu bar and then Click View Draft.
5

« eFile ver.70

RECEIPT Create y  Inbox Senmt  Advance Search FILE Create  Inbox Semt  Advance Search . Returned  Adwance Search

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

13
HJ ‘ 18] L 3 =% View Draft . L 2
“ 2633 Receipt No. : 469/2020/801-DFS 8}
A Simple PDF File Nature : Tlectranic File No.:
p Main Category : ACP and other related matt Sub Category :
Tovs i sl caems ers
—— From: Name: Aulomation Testing  Designation : 4so
ot And e e
Forms of Communications :  Letter Delivery Made : By Post
Sender Type : Letter Ref. No.:
Letter Date : Received Date : 1410372020
oo i s b Lt it Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
ON-DFS
Subject ! test subject
Enclosuref Remarks :
Address : Automation Testing
¥ History
Dispatch I At
Dispatch History
Dispsteh No. 11 } mueNe. | Subjee | oupatehea on 11 | Dispaschea sy | Detvery Mote

No records found

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

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

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

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

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

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

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

6. Action — A user can take following actions on the receipt, such as,
a) Versions — It displays all versions of a draft created so far.
b) Delete — This deletes the draft from the receipt’s list of drafts.

. . 281
e@ffice » O
somme oot e €File ver. 7.0 & ASS
= RECEIPT Create v Inbox  Sent  Advance Search FiLE Creéate  Inbox Semt  Advance Search Sent  Retumed  Advance Search
N o Movement Copy Send SendBack | Putinafile | Draft~ Edit Action Details | Attach~ Close =
Receipt inbox / 469/2020/B01-DFS E 2633 4659/2020/B01-DFS ACP and other related matters)
HJ’ List of Drafts
Draft No. J Subject Status Approved By | Last Updated On 1] | Action
|
D
Ll oo Guidelines for internship DFA 58 W
af RN Guidelines on iternship DFA oe i N
T
@ o e Lest subject SIGNED Shravan Kumar, BO 1 Versions 2]
B:
45 test subject SIGNED Shravan Kumar, BO 1 SECTION
& % 0l Delete
DFA/334: test subject APPROVED Shravan Kusmar, BO 1 SECTION - .
¥ AM
ﬂ ]« I
D4
Version List of DFA/3348
) T 1
'@ Version 1] | Created On f} Crested By Status | Action
N 0804120200205 gy, avan Kumar. BO 1 SECTION DFk o
- AM
IRl 5 GG
.
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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2z n Mantosh Kumar Ofha
‘ en~ -
ASST, 1pDFS

RECERPT Create y»  Inbox  Sent  Advance Search FILE Create  inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search

ﬁ Movement Copy Send SendBack | P a3 file Draft ~ Edit Action Details | Anach~

L

ist of Drafts - =
Delete

1est subject DFA

ST Guidelives for ptecnstip poon i siat conr Click on 'Versions' lcon /

to see all versions of a
specific draft.

08/04/2020 07:21 @

Lest subject SIGNED
RS AM

tesi subject

05/04/2020 12:04 o

APPROVID Sheavan Komar, BO 1 SECTION -.. A

“E E_> Qs

Lest subject

S

%< @0 [

gie

2 OBIDARO0Z2E  facsh Kurnar Oa, 601 SECT Version List of a ~ a
: 08/04/2020 0227 specific Draft - . ¥
= P i Delete B
L) 4 n » L

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.

. 28 Shravan Kumer
? « BFile ver 70 ? ASST oFs

RECEIPT Create » m Sent  Advance Search FILE

Receive Putinafie MoveTo~ Send Send Back Copy Close

[2) 11271 | 77

| 7 semon Sesrch Here, - BB 1) e -4
um subject | S Mantosh Kumar O, B0 1 571, | () 20/032020 04:45 PM B3R

I 200032020 041

0/l DFS | testsubject © S5 Mantosh Kumar O, BO 1 SECTI.. | 2 14/03/2020 10:41 AM BRA S

(2] '2633

OFS | CCS University | g Mantosh Kuiar Ofha, BO 1 SECTI 14/03/2020 08:53 AM QR &

(2] 2587 | 2

0 14032020 08:53 AM

(2] | 2586 | 422/2020/801-DF5 | &7 | CCS University | &g Mamosh Kumar Ojfs, BO 1 SCCTL. | [ 14/03/2020 08:50 AM B'e
O 14032020 08:51 AM

(7] | 2583 | 4192020/801:0F5 | 2 | CCS University | Qg Mantosh Kurvas Ojiia, BO 1 SECTL. 14/03/2020 DE:37 AM B s
b 14032020 08:38 AM

() | 2522 | 358/2020/B01-DFS | test subject | Sg Mantosh Kursar Ofsa, BO 1 SECT) {3, 14/03/2020 12:58 AM ®BR e
& 14032020 12:58 AM

|Z| 2520 | 356/2020/801-DFS | test subject | &g Mantosh Kumar O, BO 1 SECTL. | B 14/032020 12:55 AM B R
) 1410312020 12:55 AM

Figure 63

2. Click Draft in the menu bar and then Click View Draft.
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. eFile ver.70 & ASST1{BOT}OFS
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9 ﬁ Movement Copy Send SendBack Putinafile | Draft= Edit Action Details =~ Attach ~
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Figure 64

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

RECEIPT Create y  Inbox  Sent  Advance Search FLE Create  Inbox  Semt  Advance Search Sent  Retumed  Advance Search

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

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

| Brameno. ‘ Subject Status Approved By Lst Updated On 11 | Action

Guidelines for internship DFA QW

2 20!
Guidelines on Internship DFA iﬁw 0200202 | W

3

Lest subject SIGNLD Shravan Kumar, BO 1 SICTION

e

. BO 1 SECTION 8

test subject SIGNED Shravan Ku

% 05/04/2020 12:04
et subject APPROVED Shravan Kumar, BO 1 TION AM

e Bg ©

I
Crested By

08/04/2020 02:05

e i Shravan Kumar. B0 1

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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Figure 67
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6. Add or remove Attachment. (If required)

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

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

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

Note:
= User will be able to edit and save draft metadata (excluding Draft nature, Receipt/Issue Number, Reply
Type).
» Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.
= Text editor cannot be kept blank while editing an already saved draft.
= User will be able to remove or add attachment from Attachment list.
= New version of draft will be created subject to movement of File.
= User should be able view/edit any version of Draft until it is approved.
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Add/Edit Recipient

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

STEPS TO FOLLOW:

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

w eFile ver.70

crene s [P sen

RECEIPT Advance Search Create

Receive Putinafile MoveTo~  Send  SendBack Copy @ Close m m _
() i127t 177 Btest subject | S Mantosh Kumar O, B0 15ccT).., | B3 20/03/2020 04:45 PM B R
0 20032020 02:14
testsubiject - S Mantosh Kemar Opia, B0 1 SECTI.. | B 14/03/202010:41 AM BB &
o]
B CCS University | 3 Mantosh Kumar Ofha, 80 1 secTl. | [ 14/03/2020 08:53 AM QB &
B
(7] ! 2586 & | CCs University | &g Manosh Kumar 1srcT. | R 1400372020 08:50 AM B s
23 O 14032020 08:51 AM
o (7] | 2583 | 4192020/801:DF5 | 2 | CCS University | Qg Mancesh Kumas Ojha, BO § SECTL. 14/03/2020 08:37 AM B #
B4 O 1403/2020 08:38 AM
',é e () ! 2522 | 358/2020/B01-DFS | test subject | S Mantosh Kurnar Ofss, BO 1 SECTI 14/03/2020 12:58 AM B R e
&7 1410372020 12:58 AM
(] ! 2520 | 356/2020/801-DFS | testsubject | &g Mantosh Kumar Ofis, BO 1 SECTI... | B 141032020 12:55 AM BR &
I 14/02/2020 12:55 AM

Kumar

X [ Jped

Inbox  Semt  Advance Search

ISSUE Sent

Retumed  Advance Search

Figure 68

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

eFile ve.70
RECEIPT

o Copy Send | SendBack | Putinafile | Draft~ || Edit

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

= e View Draft

Create ) Inbox  Sent  Advance Search Create

Movement

&

A Simple PDF File

Tris is 5 small camonserstes

And more text. Ana more text. Ang more tewt
text. And more text, Ang more lext. Even mor

inbox

Shravan Kumar

ASS

281
s 2D

Sent  Advance Search Sent  Returned  Advance Search

Action Details | Attach~ Close
E 2633 469/2020/B01-DFS  ACP and other related matters)

§ Basic Details

p-No. : 2633 Receipt No. : 463/2020/B01-DFS 8
Nature : Clectranic File No.:
Main Category : ACP and other rélated matt  Sub Category :
ers
From: Name: Automation Testing  Designation : 4SO
Forms of Communications :  Letter Deiivery Mode : By Post
Sender Type : Letter Ref. No. !
Letter Date : Received Date: 14/03/2020
Diary Date : 14/03/2020 Diarised By = Shravan Kumas, BO 1 SECTI
ON - DFS
Subject : test subject

Enclosure/ Remarks :

Address :
9 History

Dispatch | A

Automation Testing

Dispatch History
|

Dispateh No. 1] |tssueNo. | Subject l‘ Dispatched On 1} l Dispatched By | Denmy"ﬂde‘

No records found

W [OE)

3. Click the draft no. from the List of Drafts
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‘23‘ n Shravan Kumsr

RECEIPT Create y  Inbox  Sent  Advance Search 213 Creéate  Inbox Semt  Advance Search Retumed  Advance Search
Movement Copy Send SendBack | Putinafile = Draft~ Edit Action Details | Attach ~ Close

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

? Subject Last Updated On 11 | Action

Guidelines for internshig DFA @ W

08/04/2020 02202

Guidedines on knternship DFA i | W

test subject SIGNED Shravan Kumar, BO 1 SECTION

test subject SIGNED Shravan Kamar, BO 1 SECTION @
N i

test subject APPROVED Shravan Kumar, BO 1 SECTION ME0NZ0Y. g

M

Version List of DFA/3348

T
|Venion 1 ‘(re.mmnu Crested By

08/04/2020 02:05
- AM

ravan Kumar. B0 1 SECTION DFA 1)

Figure 70

4. Click Edit as shown in Figure.71:

g Shravan Kumar
eFile ver.70 5 : STHEO1)DFS

FILE

RECEIPT

Advance Search

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

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

Receipt Inbox / 468/2020/801-DFS

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

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

Draft Details

Reply Type

Draft Nature *

o

Forms Of Communications Language *
Office Order English 2
{0 ] g
| Main Category Sub Category
CP a othe Chaose One -
ﬁ Subject *
S Mirissry of Persorne Guidelines on intemship

Pub ic Geevaooes acd Pencicns
(Mopattaert of Porsoonct snc T

North Bloek, New Delfi-1 10001
Drted the 17" May,2018
Toea 2000 | 1976 Character fef

@ e B

Subject: o far U purswing five vear
Imtenruigg course in [ap asd gradustes purswing Bachelor’s degree jn
Law coder the Agpual Progromins on ~ Improvies Iransparency amd -
Accountabiliry in goverament b effectin jemcatat. ight
to Informaime Ac”™

Recipient Details - Public

1.0 Introduction

Name ‘ Designation | Min/Dept./Others

£ Personmel. Public
sty for the Rignt to
iod ‘lmpraving
emiensstion of the

Ministry of Parfiamentaty
Alfairs

R.X Sharma AsQ New Delti

v E

Crder she stheme. DOPT s wifivice shorterm interoshine tn fwen)
< >

B8 comyright © 2020, designed and developed by NIC]

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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LAED O

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

Movement Copy Send SendBack | Putinafile Draft~ Edit Action Detai

Receipt Inbox / 469/2020/B01-DFS E 2633 469/2020/BO1-DFS ACP and other related mattery

o Ot OPABSDra s Ve | ) oratepeats
(in »p 1 : Draft Nature * Receipt No. * Reply Type
Reply Y 46 o *| ® | hoose One Y.
Forms Of Communications Prefix Language *
Office Order 8 Taglish v
Main Category Sub Category
ACP and other reiated matters * |¥| | Choose One -
ser Subject *
3 Guidelines on Intesnship
ccs ard Pepsions
comcd smc Trainig)
Nt Biock. New Delhi- 110901
Duted the 17" May,2018 prarzee
il\l.‘k‘f‘?ﬂ!cu‘) 2 Total 2000:| ¥
Subject:  Guidelis on for_Und purssing five vear
Intepruiey course in [aw asd rradwates purswing Bachelor's depre
Law soder the ] mume oa “ Improvieg Trans by and
A ia saveramenr throagh effectivg j ol Right
o Inforasis Ac™ Recipient Details - Public
| '
1.0 Introduction Name Designation ] Address ‘ Min_/Dept./Others | Actions
The Thpariment of Porsoncel and Trsmiog (8 . shlic finistry oF Pacliamen
xé Persions, € o s Fersteas, éutiio R Sharma ASO New Dethi X(‘:"}"" SEPATBMEOY' o it
airs

Ty g3 <f e scheme is
PaErt aovemons ad M s
055 genzrarion, e 3ad e

<ontributc Inwards
coents Ircludiog

Depurtincnt of Porsnana] 254 Trairic 2 Fos s condues
Minostrics ané Deprrien's @ the Governosert of i,
Dcpartments aid the inteme. Mo il help e Minisry? Department consolidat
ductmen perience + the wriemameton of RTL s sueceses. constraints m
smpleme dendify e areac wie ¢2 mcee areeion, address e gap urews and
Siggest whal 01> noods to be doac ® belp ackiese the ob < ol the Act. The
it wowld bo farybized wid o pocess of seekirg on and enabling

>

e =

=

B3 copyright & 2000, designed and deveioped 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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© Public Intra eOffice Inter eOffice / Other Applications

User Groups

Step 6

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

Min./Dept./Others * # Name ‘ Designation | Address

Select Leve

Name * Designation R.K. Sharma ASO New Delhi

<
Address *

Organization

Country State
Choose One X Choose One

City/District Pincode
Choose One b

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.

Add Reciplents x

(+] Puhlicl ' Intra eOffice Inter eOffice / Other Applications

User I Groups

Min/Dept./Others * &
Salact Lovs

Recipient Detalls - Public

1 Designation Address

Name Designation RK. Sharma

<
AU Add details

Qrganization

ASO New Delhi

Country State
Choose One X Chaose Qne

Click 'Add'to
acd details

City/District Pincode
Chogse One x

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 eOffice ' Inter eOffice / Other 4
( Choose Scope of

I User | Groups Address Book Group
- ]4 ~
2 Raman X Recipient Details - eOffice Internal
AllContacts Search the c_onta;:t by 7 salf Name | Designation | Department
: name, designation . ’
Lesignation Section
| H.ATHELI Deputy Secretary DOE

@ Department

. < -
Raman Sharma Sr Advisor ) Instance

Recipient Details - Public
Select the required

contact | Designation . Address
Joint Secretary Delhi
4
Click on 'Add' A0 New Delhi
£ to add details

Figure 75

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

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

Add Recipients

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

Groups

Choose Gro ¥

Recipient Details - Public

Name ‘ Designation : Address ‘
Section fi S R.XK. Sharma ASO New Delhi
Department < >

Instance

Figure 76

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

Add Recipients x

© Public () IntraeOffice () Inter eOffice / Other Applications
User Groups !
Department ~ ||| choose Gro{ v Recipient Details - Public
All Contacts in Gi" Name Designation Address | Mi
- Administration
il
_ | Address R.K. Sharma ASO New Delhi p;
No Any Record Fo Al Emplfyees 53 E 2
< > < > !
=

Figure 77
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3. The list of contacts already added in the group will be listed below, under ‘All Contacts under

Group’ and select the recipients you wish to add as shown in Figure.78:

Add Recipients x

© Public ) Intra eOffice () Inter eOffice / Other Applications
User Groups [
Department ¥ Administratic ¥
PN Name Designation ‘ Address . Mi
] ‘ Name | Designation ‘ Address R.K. Sharma ASO New Delhi ::":
al
Kabir Singh Joint Secretary Delhi < >
Deputy Secretary Delhi
Raman Sharma Sr Advisor Delhi
< > < >
= Coe ]
Figure 78
4. Click Add as shown in Figure.79:
Add Recipients x
© Public () IntraeOffice () Inter eOffice / Other Applications
User | Groups
Department ¥ Administratic ¥ Recipient Details - Public
All Contacts in Group PSIll| Name ! Designation | Address | Mi
@  Name ' Designation | Address RK. Sharma ASO New Delhi 2’"
: al
Kabir Singh Joint Secretary Delhi < >
Deputy Secretary Delhi
(| Raman Sharma Sr Advisor Delhi
Step 4
< >
|

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

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

Add Recipients *
_ Public | @ Intra eOffice Inter eOffice / Other Applications
Users Step 1
{Choose One % Search Here... Recipient Details - Public
fhoos=One Name ‘ Designation Address
DEA
DOE » Designation ‘ Department R.K.Sharma ASO New Delhi
DOR
DFS Kabir Singh Joint Secretary Delhi
DOD
MODF Neha Tyag! Deputy Secretary Dethi
CBDT % £
CBEC
0/0 FINANCE MINISTER
DUTSIDE MINISTRY
4 ADVIIIDT 5
< >
Figure 80

2. Enter the recipient name in the search box.

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

Add Recipients ®

Public @ Intra eOffice () Inter eOffice / Other Applications

Users
DOE ¥ Atheli Recipient Details - Public

O/o Dir(Admn r ame Designatio Add
¢ ) Step 2
™
m s R.K. Sharma ASO New Delhi
Kabir Singh Joint Secretary Delhi
[¥] H.ATHELI Deputy Secretary DOE

Meha Tyagi Deputy Secretary Delhi
m < >
Step 4 )
- ™

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

Add Recipients x
~
) Public © Intra eOffice Inter eQffice / Other Applications
Users 1
I |
Dot v | | ot Disfagmng

Saheli

Deputy Secretary DOE Oifo DirlAdmn) x ‘

| |
@ HATHEU Deputy Secretary Dot O/ DielAdmn) /

Details Added

'
| Address | Min /Dept fothers | Acsions

[ pali ;
—— P — Manisiry of Pacliamentary

Altairs -t

TR
Kabir Singh Jaint Secretary Delhi erey of PAdogo Ly,

w
Affairs -

i Winistry of Parliament,
Neha Tyagi Degaty Secrelary Delhi ry of mentary

[ ¢
Affairs .

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:

2450 Saroja Kumar Fatro
G SHPECFFICE

Sent v 5 = 1554 . Returned Aslvance Search

Advance Search FILE Creote Inibos

send Back Put iria fila Draft = Edit Action Detsils

E 50558903 5232/2020/EOFFICE  Common Office Services
118
List of Drafts
el
| Drafi No. e Last Updared On {1 | Action

30/05/2020 12:48 .
Test subjact DFEA P e

0512020 1%
DEAMBIZ sEstiingect DEA SOLONEETRSS

Am
CRIEA] + IO

Created By

ANMSF2020 12,48
1 VANRINN2AY arase Wirmer: Patoo, =Cfice MM DA Ty

AN
% (| Bl

Figure 83

2. Click Approve as shown in Figure.84:

Create » Inbox Sent Advance Search = Cr: oo Sent. Advance Search

Movement Copy Send Send Back Put in a file Draft = Ed Action Details Altach -

E 5055003 52322020/EQFFICE  Commeon Dffice Services]
B oraftpetails
Automatic Zoo
iz i Draft Nature - Receipt No. * Reply Type
Reply Y. S2321202 VEOFRICE * O hoocane X
Farms OF Communications Prefix Language
255 Date: 04-Dacember-2012 Chaase On= X Chaoszs One 2 Bemgali X
a3
hZd 19} Main Categary Sub Categary
Sarretary Comman Off cm Services = | ChaoseOne ¥
ID Binisty of Home Affairs 5
7] Sub: Acknowledgement of your letier no - dated 30-11-2012 Sbject
o 1est subject
2 B Dear Secretary,
[ ‘our letter has been received For futurs communications please refer to the cormespandence no
72072/ Secratany(TRG)
E o Tortal 1000 | SE& Charscter loft
FRegards,
"‘ﬁ P K BAathur
Recipient Details - Public
'SR
4 [ Designation e Min/Depe./Others
:: MINISTRY DF =
ASD Automation Testing AGRICULTURE [
W Copyright © 2020, design=d 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.
v DSC Signer Service must be installed in the client machine.
v User must have valid DSC certificates installed in the computer.
v User must be registered with DSC and DSC should be plugged in the client system.
v

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:

men @File ver. 7.0

FILE Create  Inbox  Sent | Advance Search SS Sent Rewurned  Advance Search

RECEIPT Create »  Inbox Sent  Adwance Search

Movement Copy send Send Back = Putin a file Draft - Edit Action Detaills | Attach

E 5055903 5232/2020/EQFFICE Commeon Office Services

30/05/2020 12:49

test subject APPROVED Saroja Kumar Patro, eOffice MM el aE
30/05/2020 12:48
DFEA/4803 test subject DFA ot aB
W < @R (%

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

1 i?\:“sfzgzu TBAS ol Kuirnar Peiteo; SOFfice MM, APPROVED

Figure 86

2. Click ‘DSC Sign’ button as shown in Figure.87:
2D O i -

Advance Search FILE (reate  Inbox | Sent Advance Search Sert  Rewrmed  Advance Ses

Send Send Back | Putinafile Diraft - Edit Artion Details | Attach =

E 5053903 S5232/2020MEDQFFICE  Common Office Services|

Receipt inbox [ 5232/2020/EQFFICE

lssue No.: 13023442/2020 Drafc Scave: APPROVED  Version: 1 .
B Draft Details

=+  Automatic

Draft Nature * Receipt Mo, + Reply Type
Reply 32 S E0Z0MEOFFICE - 8 TChoose One ;

1302344272020 Forms Of Communic ations Prefix Language
Date: 04-December-2012 Chaosa Oine * Chaose One *| | Bengali '

To. i
Main Category Sub Category
Sacratary Common Dffice Services = | | Choose One =
Bnistry of Home Aairs | -1
Sub Acknowledgement of your letter no - daled 30-11-2012 Sublers
rest suhject

Dear Secretary,
Your lelter has boen ived. For future cor ications please refer io the comespandence no.
1171201 2/Secretany(TRG) .

Testal 1000 | 9B Character s

Regards,
P K Matnur

Recipient Datails - Public

Mo 7 e JHE e Min/Depe/Others
MName: Automation ; = MINISTRY OF -
| i As0 Autamation Testing e il &=

' Enable Mult Sign

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

Saroja Kumar Patro
TD(SKP)-EOFFCE

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search S5 Sent Returned = Advance Search

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

E 5055903 5232/2020/EOFFICE Common Office Services

Issue No.: 1/13023442/2020 Draft State: APPROVED  Version: 1
Draft Details

Automatic
Draft Nature * Receipt No. * Reply Type
Reply i 5232/2020/EOFFICE x Choose One ™
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One X Choose One ¥ Bengali b
To
; Main Category Sub Category
Secretory Common Office Services ¥ | | Choose One »
Ministry of Home Affairs

Subject *

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

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

Total 1000 | 988 Character left

Regards,

P K Mathur
w Recipient Details - Public
- Name | Designation ‘ Address | Min./Dept./Others
Default
Name: Automarion MINISTRY OF
ASO A ion Testi
§ Custom E Testing pramaron festng AGRICULTURE S
Enable Mutti Sign g Sig X, InkSign

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:
1 2450 Saroja Kumar Patro
= @f.flc?m eFile ver B n s ClFFIClE

RECEIPT Creare »  Inbox Sent = Advance Search FILE Create  Inbox  Sent  Adw S5 Reurned  Advance Search

%‘ ﬁ- Movement Copy Send Send Back Putinafile = Draftw Edit Action Details

E 5055903 5232/2020/EOFFICE Common Office Services

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

Draft Details

Automatic
Draft Nature * Receipt No. * Reply Type
Reply i 5232/2020fEOFFICE i Choose One b
1130224422020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One ¥ | | Choose One ¥ | | Bengali b
To
; Main Category Sub Category
Secietay Commaon Office Services ¥ | | Choose One -
Ministry of Home Affairs

Subject *

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

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

Total 1000 | 982 Character left

Regards,
P. K Mathur

‘ Address | Min./Dept./Others
Default
Name: Autoration MINISTRY OF
ASO A ion Testi
7 Testing Hramation festing AGRICULTURE S

X Inksign

Enable Multi Sign

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

Custom Sign

Page: 1 of 1

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

Dear Secretary,

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

Regards,

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

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

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

eSign

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

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

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

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

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

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

245“ n Saroja Kumar Patro  _
. eFile ver 70 » TO[SKP|EOFFICE

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

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

E 5055903 5232/2020/EQFFICE Common Office Services

30/05/2020 12:49

DFA/4804 test subject APPROVED Saroja Kumar Patro, eOffice MM... AM LiE|
30/05/2020 12:48
DEA/4R03 test subject DFA e qF il
CHEN] 1 [DIE

Version List of DFA/4804

Version 1] | Created On [} Created By Status | Action

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

Figure 91

:S{! n Saroja Kumar Patro
TOEKP)

RECEIPT Create +  Inbox  Sent  Advance Search FILE Create  Inbox = Sent  Advance Search 55 Sent  Returned = Advance Search

Send  SendBack Putinafile Draftw Edit Action Details ~ Attach~

E 5055903 5232/2020/EQFFICE Commen Office Service:

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

9 Draft Details
= + AutomaticZoom - :
Draft Nature * Receipt No. * Reply Type
Reply Y| | 5232/2020/EQFFICE v 8 ChooseOne b
/302344212020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One ¥ | ChooseOne Y | Bengali i
To
i Main Category Sub Category
Hecteialy Common Office Services ¥ | Choose One b
Ministry of Home Affairs .
Sub: Acknowiedgement of your lefter no - dated 30-11-2012 Subject
test subject

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

Total 1000 | 388 Character left

Regards,
P. K Mathur

Recipient Details - Public

Name ‘ Designation ‘ Address ‘ Min./Dept./Others
Name: Automation MINISTRY OF
v ASO Automation Testi ]
| Elecronic Sign | Testing romatiort 1esting AGRICULTURE &

- P Ink Sign

| Enable Multi Sign

Figure 92

Copyright © NIC, 2020

Ver.7.0[67]



ffice

AL 'WORK PLACE SCLUTION

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

1450 n Saroja Kumar Patra
'. ea D)

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search S5 Returned  Advance Search
Movem Copy Send Send Back Putinafile  Draftw Edit Action Details | Attach Close

E 5055903 5232/2020/EQFFICE Commen Office Services]

Draft Details
— 1+ Automatic 3
Draft Nature * Receipt No. * Reply Type
Reply ¥ 5232/2020/ECFFICE b Choose One R
13023442/2020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One % Choose One b Bengali i

To

< Main Category Sub Category
Secrelap Common Office Services ~ | | Choose One -
Ministry of Home Affairs

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

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
11772012/ Secretary(TRG)

Regards,
P. K. Mathur

With OTP

Total 1000 | 982 Character left

Recipient Details - Public

With Fingerprint _ Designation Address Dept./Others
5 Custom " E b ::;::;Aumma[mn ASQ Automation Testing :”;::E[JRL\'IFS;E E
Enable Multi Sign esign - I @ Dscsign- f A Inksign
B Conuiohs 2000 dec and by NIC

Figure 93

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

a5ign agreement

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

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

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

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

Figure 94

5. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
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Ministry of Electronics and
Information Technology

Government of India

= Digital India

Power To Empower

HISH
conC

Cantre for Development af
Advanced Computing

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

C-DAC's aSign Bervice

Aadhaar Based e-Authentication

Get Virtual 1D

View Document Information

Not Received OTP? Resend OTP

Figure 95

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

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

To Sign with Fingerprint method at default location

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

o @File ver.70

RECEIPT Create »  Inbox  Sent

Movement Copy Send

1302344272020

To,
Secretary
Ministry of Home Affairs

Dear Secretary,

117/2012/Secretary(TRG)

Regards,
P. K Mathur

Advance Search

Send Back

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

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

FILE Create  Inbox | Sent  Advance Search

Putinafile = Draftw Edit Action Details | Attachw Close

Date: 04-December-2012 b

Choose One Choose One

Main Category
Common Office Services

Subject *
test subject

Total 1000 | 988 Character left

Recipient Details - Publi

with OTP

_ Designation | Address | Min./Dept./Others
EE ,
T ) i pocoion g MNSTRIOE [
Enable Multi Sign i
o —— —

E 5055903 5232/2020/EOFFICE Common Office Services]

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply ¥ 5232/2020/ECQFFICE ¥ Choose One i
Forms Of Communications Prefix Language *

Z"SD n SarojaKumar Patro  _
‘ TD(SKP)-EOFFICE

Returned  Advance Search

-

Bengali

Sub Category
Choose One

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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e5ign agreement

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

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

Cancel

Figure 97

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

O = =5 ’
= . Digital India conC
Ministry of Electronics and Power To Empower Centre for Devalopment of
Information Technology Advanced Compuling

Govemmant of India

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

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual ID

'ilb Discover Biometric device

View Document Information

Help

Figure 98

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

To Sign with OTP method at location of your choice

3. Click ‘Custom’ and choose option ‘with OTP’.
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245“ n Saroja Kumar Patro
o eFile ver A s

RECEIPT Create +  Inbox Sent  Advance Search FILE Creare  Inbox  Sent  Advance Search Sent Returned  Advance Search

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

E 5055903 5232/2020/EOFFICE Common Office Services

Draft Details
— 4+  Automatic

Draft Nature * Receipt No. # Reply Type
Reply M 5232/2020/EQFFICE v Choase One il

1/3023442/2020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One i Choose One ¥ Bengali i

To
¥ Main Category Sub Category

Secetory Common Office Services ¥ | | Choose One b

Ministry of Home Affairs

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

est subject
Dear Secretary,

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

11772012/Secretary(TRG) .
Total 1000 | 988 Character left

Regards,
P. K. Mathur

/o Recipient Details - Public

Name Designation Address Min./Dept./Others
Default 4 With Fa e
T ngerprini Name: Automation MINISTRY OF
¥ ASO Automation Testi =
7 Testing uremation festng AGRICULTURE &

X, inksign

Enable Multi Sign @ DSCSign -

Figure 99

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

Custom Sign

Page: 1

1302344212020
Date: 04-December-2(
To,
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

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

Regards,

i n @

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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e5ign agreement

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

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

Figure 101

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

2 Digital India conNCc

Power To Empower Gentra for Development of
Advanced Computing

Ministry of Electronics and
Information Technolagy

Govemment of India

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

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual 1D

View Document Information

Not Received OTP? Resend OTP

Figure 102

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

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

To Sign with Fingerprint method at location of your choice

3. Click “Custom’ and choose option ‘with Fingerprint’.
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2450 n Saroja Kumar Patro
eFile ver 70 » TD(SKP}-EOFFICE

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

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

E 5055903 5232/2020/EQFFICE Common Office Services

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

Draft Details
— + AutomaticZoom ¥
Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EQFFICE * @ | hoose One v
112023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One ¥ Choose One ] Bengali v
To
£ Main Category Sub Category

Seretar Common Office Services ~ | | Choose One -
Ministry of Home Affairs

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

test subject

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

Total 1000 | 988 Character left

Regards,
P. K. Mathur

==

With OTP y Name Address Min./Dept./Others
Default
Name: Automation MINISTRY OF [ ]
ASO Aut ion Testi
Testing PRSI EESLS AGRICULTURE

Enable Multi Sign

Figure 103

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

Custom Sign

Page: 1

1302344212020
Date: 04-December-2(
To,
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

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

Regards,

i n @

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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e5ign agreement

Consent for Authentication

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

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

Cancel

Figure 105

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

Digital India conc
Ministry of Electronics and Power To Empower Centre for Devalopment of
Information Technology Advanced Compuling
Govemnment of India

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

=y Hastlkshar ro?
© Sare®

C-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual ID

'ilb Discover Biometric device

View Document Information

Help

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

Note:

» Draft status should change to Signed.

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

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

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

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

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

STEPS TO FOLLOW:

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

2 2450 Saroja Kumar Patro
©ffice 0 = 5
worama wonxruscr o @F11€ ver, 7.0 QL& e TD(SKP)-EQFFICE

FILE

Advance Search Create  Inbox = Sent  Advance Search Sent Returned  Advance Search

RECEIPT Inbox

Create » Sent

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

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

30/05/2020 12:49

List of Drafts

DFA/4804 test subject APPROVED Saroja Kumar Patro, eOffice MM... AM 1
30/05/2020 12:48
DFEA/4B03 test subject DFA b qB Tl
CHEN] 1 DI

Version List of DFA/4804

Version 1]

"

Created On 1] Created By Status | Action

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

Hlnlll

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.)

wmon @File ver.7.0

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

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

E 5055903 5232/2020/EOFFICE Commeon Office Service|

| E Draft Details

Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EOFFICE o Choose One r
13023442/2020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One z Choose One X Bengali "
To
‘ Main Category Sub Category
Secretary Common Office Services ~ | | Choose One .
Ministry of Home Affairs
4 Subject *
Sub: Acknowledgement of your letter no - dated 30-11-2012 .
test subject

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

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Recipient Details - Public
Name Designation Address Min./Dept./Others

Name: Automation MINISTRY OF [

b Auti it Testi
1 Testing NI AGRICULTURE

ink Sign ] Uplaadlnk Signed
Copy (PDF Only)

| Enable Multi Sign # esgn-| § Dscsign -

Figure 108
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Seffice
&
I

e Shravan Kumar
x e

Retuned  Advance Search

« eFile ver.70

RECEWPT Creste »  Inbox  Sent  Advance Search FILE Create  inbox  Sent  Advance Sesrch Sent

@ Movement Copy Send SendBack | Putinafie | Draft~ Edit Action Details = Atach~ Close

Receipt Inbox / 469/2020/B01-DFS E 2633 465/2020/BO1-DFS  ACP and other related matter

@ File Upload

:‘B €« v A <« Desk... » Signed Issue ... v (¢} O Search Si Up|oad scanned PDF
= signed copy of the 4
B: Organize v New folder approved Issue letter
[ [ Desktop # N Name Date modified
[ & Downloads 3] Signed Issue Letter 4/8/2020 1:56 A WPS
< Documents .
"é &= Pictures *
CBP [Basic Users v ¢ >
 Gon
File name: | Signed Issue Letter v l WPS PDF Document ~ Ee
retary

240 Areas of Study and Research Output

Ministry of Parliamentary

_lh: R11 Interns sample of he RTE apolications Kabir Singh Joint Secretary Delty Ani
in the calendar ye: ic uthecities. The anal
aoplications wor L2¢ of the app lic: o 5
At stry of Parlismentsr
depth study of ihe response by RIK Sharma ASO N ;A'\rm Aty of Parlismentary
g s
Ministry of Parlismentary
N?u%qgi Deputy Secretary Delli Allr”u 1y of Parliamentary
aits

Erable Mlti Sigh e R

, designed and developed by NiC

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’.

2450 n Saroja Kumar Patro
eFile vu.70 » o

RECEIPT Create » Inbox Sent ' Advance Search FILE Create  Inbox nt  Advance Search Sent = Returned  Advance Search
Movement Copy send Send Back | Putinafile Draftw Edit Action Details | Attachw Close

E 5055803 5232/2020/EOFFICE Common Office Service

Draft Details
Automatic Zoom ¥
Draft Nature * Receipt No. * Reply Type
Reply M 5232/2020/EOFFICE i Choose One &
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One Choose One

Bengali

To,
Secretary

Ministry of Home Affairs

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

Main Category Sub Category
Commen Office Services ¥ | | Choose One

Subject *
test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
1171201 2/3ecretary(TRG) .

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Address

Min./Dept./Others

Designation

Name: Ay ti MINISTRY OF
e SIS Shlemnsen) ASO Automation Testing E

= Testing AGRICULTURE
Confirm/Discard Ink Sign

Enable Multi 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

= | =+ Automatic

3833442:2000
Datbe: 04-Decemoes-2012
Ta,

Seielany

Mimiséry of Home A&

Suk Acknowiedgement of yaur iether no - dated 30-11-2002

Dear Secretary,
Vour better has been received. For future cor
N7 2NL/Secretary(TRG) -

Fagards
P K. Matwr

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

Signed Copy

Date: 04-Cecamber- 2012
To.,
Zacratary
Minisiry of Home Affairs
Sub Acknowledgement of your Izter na - dated 30-11-2012

Dear Sexretary

“four lsHer has been recanved For future communications plamse refer to the comespondsnce no
M2 2 Secretan{TRG) .

FRegards,
P K Mathar

Confirm Discard

Figure 111

by clicking on ‘Approved copy’ link available below.

® o

R

R
Receipt Inbox / 469/2020/B01-DFS

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

¥
o 5
Status Changed to SIGNED
2 . and Signed Date recorded
Q £t
Nerth Block, New Del
N Dgred e 17 May 20

Olizs Menaronduen

Subject:  Guideli on leternship for L

3 1 143 _punwing five year
integrated course in Tgw and yraduates pyssuing Bachelor's degree in

o Law under the Appual Progromme ow * Improvieg Franspn
Accountability in gavernment, thivugh effective mplemeutation of Right
to Information Act”

L4 Introduetion

ihe Deperimien: of Personrel and Training (NP1, Minisine of Pessonn
Grievances and Mensions, Inda, is the noxtal Mi e
Information At (! Y
T

= 5
Wil has sove

v wils including
w and ¢ guvema

Miateves for RT1 for

siticse Incanssli O £acat

@en-

 success

Success message for
Ink Sign Confirmation

10k siga has besn confirmed

x

E 2633 469/iuwrowirurs - sur oo e reaves )

| g oree

Draft Nature * Receipt No. * o ReplyType
A63/Z020/B01-DFS > Chose Ot
Forms Of Communications Prefix Language *
Office Ocder L) Choote One English
Main Category Sub Category
—

Guidelines on Intermship

Name Designagion Department Section
HATHIL Deputy Secretary DOE Ol DirtAdma)
Redipient Details - Public
T | Asaress | Minseptiomers
WMiniistry of Parfiamentary
Kabir Singh I ¥ ¥
Kabir Singk Dty Affais

Ministry of Parlismentary

Ink Signed copy

Ministies and Depnnm:
Ocpariments snd th
dJocurment its

Click here to check
approved copy

R Sl\sh

 he done 1 lelp E e NEThe
e with o process of seaing infennation s cnabling
he K1Y repire.

ring short-ere inrernships to twary (20)

) Ensble Multi Sign

Approved Cony D

Allsirs

Ministry of Parlismentary

Neha Tyagi Deputy Secretary Delti ot

Figure 112

Note:

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

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

‘PENDING_INK_SIGN_CONFIRMATION’.
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Dispatch from Receipt

This feature allows User to Dispatch Signed Draft (Issue) letters through Self or CRU (Central

Registering Unit) against an electronic receipt —

Electronic Receipt

STEPS

TO FOLLOW:

1.

Copyright © NIC, 2020

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

ACP and other reloted matters

Lans Updatedt On || | Acian

Gukdelnes for Irermship CFa

st subect SIGNED Stermean K

ot suibjct SIGHED Sheavan Kuemar

DAM04Z020 12:04
M

test subject APPROVED Shravan Kumar, B0 1

Created On 11 Crested iy

OR042020 0205

1 o Shravan Kumar, BO 1 SECTION - .. DFA =

Figure 113

Click‘Initiate Dispatch’ to initiate the Dispatch Process.
= fam o

Returned  Advance Search

Sent  Advance Search FILE Create  inbox  Sent  Advance Search ISSUE Sent

Send SendBack Putinafile Draftv Edit Action Details | Anach~ Close
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3. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if

required.

s@ffice.

eFile veero

nEcerT Create e Tent Advance Seanch Fie Croste  wba:r  sent  Advince Searct [ET sent  Testurmed

F=3 Movement v Send

Fecept Inbox ¢ S68/1020B0-0DFS

SondBack Puinatio | Drat— Edc Action Decals | Attadh ~ Cloza

Gunteiing an Intermans

Ceput,
Nata Tyag P

== Emall Details “:

Emeils

sulTu <
W rafepdt
Emeil Messoge *

£ 2633 46572020/BO1-DFS  ACP snd other reates materdy

Add Reapienes

e | B Emont | B8 sms | acnons

~

Figure 115

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

Desired Action

Information Sought

Description™

Regort expecied in 3 week

Toey 1000 | 975 Characrer ot

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

Figure 117

b) Send/Dispatch Without Follow Up — For Sending /Dispatching the letter without creating

any follow-up.

Note:

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

Physical Receipts

STEPS TO FOLLOW:

1. Click opens a physical Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.

Letfice

B o

=
[m

B o ry

3z

2

e

o €File ve70

P @ 0

receer | creme o [N e Aavence searen FILE Creste ibox Sent  Advance Search ISSUE Sent Returned  Advance Search

Receive Putinafile MoveTo~ Send Send Back Copy Close

() 11271 | 775.2020/201-DFS | test subject | Sg Matkosh Kumar Ojha, B0 1 sccTi. | 53 20103/2020 04:15PM
© 20022020 04:16 PM

2 () ! 2633 | sparz020v001 OFS Marcosh Kamar Gjha, B0 1 SECTL. | [ 14/032020 10:1 AM
& 19022020 10:11 AM Step 1

(7] 2587 | 42372020/ OFs | CCSUniversity | g Mantesh Kuimar Ofw, 601 SECTL. | 23 140320200853 AV
NSQRLIVEVPL Receipt No.:

(&) | 2586 | 422/2020/801-0F5
& 140272020 08:51 AM

& | CCS University | 3 Mantosh Kumas Ojha, 801 SECTL. | ) 14003/2020 08:50 AM

&
(5) | 2583 | 4192020/801-0F5 | £ | €CS University | &g Mantosh Kumar Ojha, B0 1 SEcT.. | B 14/03/2020 08:37 AM
) 1403720200838 AM

E} 2522 | 359/2020/B01.DFS | test subject | Sg Mantosh Kumar Ojha, B0 1 5ccm. | B 14/03/2020 1258 AM
& 140372020 1258 AM

&
2]

Figure 118

2. Click ‘Dispatch’ in the menu.
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3. Upload the copy of the Signed copy of the Issue letter to be dispatched on the left panel, if
required. (Not mandatory).

Note:

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

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

Note:

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

against the receipt.

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

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

5. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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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.
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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.

Copyright © NIC, 2020
Ver.7.0 [84]



cofiice

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
R rimwche s

Destription™

Rerminder on the regart requesisd

Total 1000 | 568 Chamres icf

Reply Due Date™ o=ty
ZOAZ020 & (O rorser @‘)fgr Section

Figure 122

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

Note:

Issued 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.

If Issue 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.

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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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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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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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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Figure 131

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 re-assignl

1
Total 1000 | 955 Character left

' Cancel

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 |sft

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 i =

-Remarks *
Employee on leave. Pulling back to reassignl

Tocal 1000 | 955 Character left

Figure 136

Note:

» The pulled back receipts will be moved to the respective folders from which it was sent(Inbox/Inbox

Folder/Created).
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Receipt Pull up

This section describes the steps to pull up a receipt from Inbox/Inbox folders/Created list of users who are
in same section/office, individual’s hierarchy or as per the action scope defined in the system by the
administrator. This may be required in case-scenarios, for example, where a person is un-available to
process the subject matter (receipt) so it may be pulled up and re-assigned to someone else. Or, also in

cases where it is immediately required. Pull up is irrespective of the fact whether the user forwarded the
receipt or not.

Important Points:

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

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

STEPS TO FOLLOW:

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

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

Note:

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

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

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

3. Click the ‘Pull up’ action button in the menu bar.
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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 required{

Total 100G | 980 Character left

Figure 138

STEPS TO PULL UP RECEIPTS FROM ADVANCE SEARCH

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

2. Click ‘Pull up’ action button at the top.
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Figure 139

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

Rea=zon For Pull-Up

~Remarks *
Immediatehy requi red{

Towal 1000 | 980 Character left

Figurel140

Note:

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

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

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

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

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

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

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

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

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

Important Points:

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

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

Initiate Action

STEPS TO FOLLOW:

From Receipt Send Page

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

2. Click ‘Send’ action button.
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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 left

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

Figure 142
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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).

o Asuance Searr

Creame  mooe

S | st SLDjeTT | S Mantien Kumar Ofva, B0 SECTL. | [ CBMIZI20 0716 AM "=}

5 | abcdeTs - g hantosh Kumar Ofha, B0 1 SECT | B, DBU2/2020.07 08 A =
-GFS | abodefy & Wanto=h Kumar Cjha, B0 1 SECTI | Bigy OB/D2/2020 07:04 Ab =
sbrdefe Bey Mentoeh Kurmar Djha, 50 1 secT | B, OBM2/2020 0702 AM =

75 | ABcdels | Bg Martssh Hurmar Cjhe, B0 1 SECT | TR, O802/2020 0650 AN ==

7| 1520 | 1034E0ANE0T-0FE | abodety  Sg Mamosh Kumar Ojha, BO 1 SECT_ | BT, OBTZIZ020 0648 AN
o 0Bm2rI020 06as AM

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.
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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.

File ver:7n ‘" n
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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.

ﬁ Receipt

Browse & Disrise

5 | mstsudject  Jp MantoshKumar

@- ZIIATNI0 0524 FM

[F] | 1533 | 1037200080105 | abedefis | S wantost Kumar Gyno, 601 SECT1 . | By 0B/02/2020 07:03 AM ]
£ osmzo020 07:09 AM

(7] 11531 | 1035/2000/801-0F5 | abedefy | S Wanrosn Kumar Ofe, 6O 3 SECTL.. | (53 DB/02/2020 07:04 AM ]
f oRD22020 07:05 4M

btk e F | 1530 | 1034/2020/801-0F5 | abedetg | Sg Mancosh Kumar Qghe, B0 SECTL.. | BE, DB/02/2020 07:02 AM ]
{1} 08022020 07:05 AM

7] 1521 | 1025/2020/BO1-0F5 | abcdelg | Zg Wancosh Kumar Ch, B0 T SECT [T DB0L2020 0650 AM ™
9 vsmzzaz0 05:30 AM

B

() | 15200 | 10247200/801-0F5 | mbedlef | &2, Mantosh Kimar Oa, BO 4 SECTL.. 53, 02/02/2020 05:48 AM
£ 0RO 06:48 AM

Figure 147
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Ciose Sl 1702/ 02:05 PM st
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Figure 148

Note:
= The Closed tab displays the action details such as Close or Reopen performed by user, action date and time,
and its action remarks.
»= Most recent action is visible on the top of the list.
= Receipt with no closing history has no information in closed receipt history.
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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.

s

 § 0:
reste dnbox Sent  Aduance Search FILE Crente  Inbey  Sert  Aduance Search Admnce Search
nced Raceipt [ byhe )
Sextian Oosing Date
5| B0 1 55070 - DFS x rom =} [}

Feceipt N, Subgect emarks

E Category Vip Type VIF Name:
Choose One. ¥ Choase One * Choase One

:
L E 1816 1120/2020/E0]-OFS E= Snravan Kumar, B0 7 SECTION - .. 170220000209 P s
2 E 1613 eaf 5O 1 SECTION -... 2002:09 P vohsd =
- P 1585 wed 1 SECTION -... nmnd L
,[I P 1535 1035/2020/801.DF5 anciiefy 0] SECTION - .. 1RD2202011:16 AM  SDgedfg =
a. D P 1534 abrdelz TEAXI020 1155 AM  xfd =
o P 1532 1036/2000/801-DFS soctlg 1BO2202011:55 AM  sadgadg =

Figure 149

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

Reopening Remarks

-Remarks *

Total 1000 | 1000 Character left

- =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

STEPS TO FOLLOW:

Diarisation of Dak/Letter).

fice ..
scx e €File ver.70

recoeT NSO inbox | Sent || Advanca search
“Upload &
i}

r:

Minictry of Persannel, Pubiic Grievanzes and Pansions
{Deparirent of Perscanel and 1zaining)

(=T

Nerth Black, Nea Delhi- 110001
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Ollize Mengronduen

©

inlegrated course in Law and yraduates i
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LI Intrednerion

gl Bp

Ihe Deperiment of Personrel and Jraining (MoP1, Ministry of Pesonne,, Public

Dricvances and Mepsions, nzene of India, 1s e nocal Mi

Information Ak orng o Annwal Frogramene

Transpuren
Right 1g I

Ministeies and Depunme,

Uepartments and the inzen

document its sperievee 7 thy men
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intetns wonld be th the pracess
aeeess 1@ informat ¢ e R1 regime

Under tie scheme. DOPT s ollering short-teven internships to twenty (20)
Uudrrgr.nduum who ire in he second and thint vear pursuing five resr lnle’grnwd
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aclysis of RTI Applications in w'est public authoritiss.
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Law under the Appuul Progromme on * Improving |
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o Depastmiey
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wesing infennation e cnabling

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.

1. On the receipt diary screen, select Personalize Acknowledgement check box. (Refer for steps for

el shravan Kumar
A @ O

Advance Search ISSUE Sent  Returned  Advance Search

[ Diary Details
Diary Date Forms Of Communications * Langusge
ogian0 B | Letter Y| | English

Received Date * Letter Date Letter Ref. No.
@ | ey (]

08N4/2020

Desivery Mode * Mode Number Sender Type
By Hand ol I Chease One

vie
Chouse One

i Contact Details
Min./Dept./Others *

Ministry of Parfiamentary Alfairs

Name Designation

Antishek Mishra f1- or

Organization
Maobile Email

Address *

North Block, New Delhi

Total 1000 | 978 Character joft

Country State City/District
INDIA % ¥ | | Delhi * v Choose One

Pin Code Landline Fax

T, Category & Subject
Main Category * Sub Category
Miscelfaneous Files % | ™|  Choose One

Subject*

Guidalings o
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2. Click ‘Generate’ to create the receipt and display acknowledgement creation page.

Note:

= Upon clicking ‘Generate’ the receipt is generated and available in Created box and the next screen
visible is to generate the acknowledgement.

Or

Click ‘Generate & Send’ to create the receipt and forward it to the concerned user. After the receipt is
forwarded, ‘Acknowledgement creation page’ is displayed.

3. Prepare the content of the acknowledgement.

Note:
= List of templates can be managed with pre-defined formats which can be selected and used for preparing
acknowledgements.

ISSUE Sent  Returmned  Advance Searth

= L B TR  Predefined FILE Creste  inbox  Sent  Advance Search
3 . " K 3 ; SUCCESS
L ; : : v
&! - — Receipt creation Recsipt:3503/2020/B01.0FS
- A- R ¥ e ormate . success message Comp. No.: successiuly crestad
H 1 % Receipt No. : in Category: Miscellaneous Fles
Sub Category : Letter Ref. No. :
o=
— Letter Date - Delivery Mode : By Hand
2B Step 3 Sender Type :
| Y : b Subject : selines oo i lor Undergraduat
= () Enclosure/ Remarks :
8 [ Sender Details
Q Min/Dept./Others © Ministry of Pariamentary Affa  Address : Noeth Biock, New Dehi
irs
p Name : Abhishek Mishra Designation :
N
<] Organisation : Email =
"é Country: INDIA State: Delhi
City/Distriet: Pin Code :
Mobile : Landiine :
Fax: I}
v
m CW!H!h!‘X 2020, dcﬂncd and dcvdoEﬂ hz 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.

Copyright © NIC, 2020
Ver.7.0[108]



e Shravan Kumar

RECEWPT Creste » Inbox ~ Sent  Advance Search FILE Creste  Inbox Sent ISSUE Sent  Returned  Advance Search

e €File ver.70

[ Receipt Details

Nature : E Comp. No.: 2687
Receipt No. ! 3503/2020/B01-DFS @ Main Category: Miscellaneous Files
National Informatics Centre Sub Category : Letter Ref. No. :
£0ffice Project Division Letter Date Delivery Mode : By Hand
£GO Complex, New Delhi
2 B Sender Type :
| = Subject : ines on ip for Undergraduat
o,
=0 Sh &hh';hfgk Mishra. - Enclosure/ Remarks
; Ministry of Parliamentary Affairs, <
New Delhi - 110 001 I >soeche
&! Date - 08.04.2020 Min/Dept./Others : il?:‘unsuy of Parkamentary Affa  Address : Noeth Block, New Delte
F‘ Sub:- Acknowledgement of your letter no -110/112/2020 dated Name: Abhishek Mishea Designation :
54 30.03.2020
- Organisation : Email =
% Dear Abhishek Misha: Country : INDIA State : Delhi
Your letter has been received. For future communication please refer to the City/Distrier - Pin Code :
correspondence no, 3503/2020/BO-1-DFS
Mobile : LandLine :
Fax:

Regards,
Shravag Kumar
ASST1(BO1)-DFS|

v
Figure 153
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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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Acknowledgement Created List

Describes the process of checking the list of already created acknowledgements and not sent so far.

1.
2.
3.

Click Receipts module in the navigation bar.
Click Acknowledgement.
Click Created under Acknowledgement.

25Y Shravan Kumar

Advance Search

Creste  Inbox  Sent  Advance Search ISSUE Sent  Returmned

laveosh Kumar Ojha, BO 1 SECTI 20/03/2020 04:15 PM B3
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Mantosh Kurnar O, 80 1 5tcTL.. | B 140320200853 A QR s

3o Mantosh Kumar Ojha, B0 15ECTL. | fdy 1410312020 08:50 AM B #

2583 | 419/2020/B0%-0F5 | 7 | €CS University | 39 Mantosh Kumar Ojha, BO 1 SECTI 14/03/2020 08:37 AM ®#
& 14/03/202008:38 AM

(£) 1 2522 | 358/2020/B01-DFS | test subject | g Mancosh Kumar Gjha, BO 15eCTI. | By 12/03/2020 1258 AM 2R $
& ram22020 1258 A0

(£] 1 2520 | 356/2020/B01-DFS | test subject | g Mancosh Kumar Gjha, BO 1 SECTI. | () 14/03/2020 1255 AM BB
& 140312020 12555 AM

() | 2519 | 355/2020/R01-DFS | text subject [y 14/03/2020 1253 AM BR &
) 140220201253 AM

(£) ! 2518 | 354/2020/801-DFS | test subject | 2g Marcosh Kurmiar Gjha, BO 1 SECTI 14/03/2020 12:51 AM y R #
) 140372020 1252 A

(£ ! 2515 | 351/2020/B01-DFS | test subject | S Mansosh Kumar Cjha, B0 15ECTI. | F) 14/03/2020 12:46 AM B #
& 14032020 12:46 AM

Figure 154

Description — Acknowledgement Created List

Copyright © NIC, 2020

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.

221 shr;
1. Information o 0

RECEIPT Creste »  Inbox  Sent  Advance Search Heads 1SSUE Sent  Returned  Advance Search

Adknowdedgament Created ™ D

| crested On 1] }

Comp. No. 1] | Paceipt No. | Subject

22020 2696 5027202 acr 07/04/20200634PM &
ACK 2695 350172020/801.DFS : §e039493277, RS0 CM 06/04/202009:22PM &
5. Sorting Records
2A Cllck On ACK No to 3499/2020/801-DFS Advertisement D6/04/202008:45PM &
open acknowledgement 361/2020/B01DFS e . ACP and other related matters 02/04/202007.55PM &
and click open to 'EDIT' 347312020/801-DFS wel ACR refated matlers 02/0
3453/2020/B01-DFS s All Accounts related matters 248
13/2028/B01-DES/DFS €CS University ACP and other celated matters 14203/ 7020 ORNET
421/2020/B01.DFS 250002 ACP and oter related matters 14/03/2020 08:45 AM n
420/2020/801-0FS 250002 ACP and other celated matters 1410320200844 AM &
212025/801-DFS €CS University ACP and otter related matters 05/03/20201223PM &
2/2023/B01-DFS €CS University ACP and otber related matters 05/03/2020 1201 PM &
2/2029/801-DFS €CS University ACP and other related matters 05/03/2020 12:00PM &

Figure 155

To view the acknowledgements user can click the acknowledgement numbers.
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Sent  Returned  Advance Search

RECEWPT Creste +  Inbox  Sent  Advance Search FILE

Create  inbox Sent  Advance Search ISSUE

Acknowledgement Created ﬁ Searcly Here,

p— = =

Creation Date From
2696 3502/2020/B01-DFS i

B Acknowledgement No

Creation Date To " B Computer Number

acr

]

- 3 Receipt Number

2695 2501/2020/801-DFS Autarmation Testing IIT 1233433221123e039

2693 3493/2020/801-DFS adv 2
2525 361/2020/B01-OFS text subject ACP and other related matters I:\ZJ!'J.‘/.1 D2007.55PM &
2665 3473/2020/801-DFS wel ACR related matters 02/04/B200754PM &
2686 34932020/801-DFS £13 AR Accounts related matters 24/03728201229AM &
2138 13/2028/B01-DFS/DFS €CS University ACP and other related matters 14/03/202008:46 AM &
2585 42172020/801-DFS 250002 3 F| |ter \/| ew r related matters ‘-4)03&; 08:45AM &
2584 420/2020/BO1-DFS 250002 her related matters 4 MOdU|e—WI se
2154 2/2029/801-DFS €CS University and other related matters Search

2154 2/2029%/B0O1-DFE €CS University ACP and other related matters

2154 2/2029/801-DFS €CS University ACP and other related matters 05/03/202012:00PM &
1965 1469/2020/801-DFS sdidst Al AMC/FSMA Lases 02/03/202003:19PM &

Figure 156

e Acknowledgements can be searched in module wise search base on acknowledgment numbers,
computer number, receipt number and subject.

e The list can also be sorted based on computer number and the creation date by clicking on the
column headers.

e Users can action on acknowledgments such as ‘Edit’ and taking ‘Print’ of the acknowledgement.

Edit Acknowledgement

Describes the process of editing a previously created acknowledgement in the Created list of
Acknowledgement.

STEPS TO FOLLOW:

1. In the ‘Receipts’ module, Click ‘Created’ under ‘Acknowledgement’.
wn €File ver.70 :‘ n i:;mn&u:;: :

RECEPT Create » m Sent  Advance Search FILE Creste  inbox  Sent  Advance Search ISSUE Sent  Réetumed  Advance Search

N 3 eTow Send | SendBack  Copy Close
Receipt
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§ 140220201258 A0

e Bp

Figure 157
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2. Click the acknowledgement number, required to edit.

« eFile ver. 70
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Figure 158

3. Click ‘Edit’ action button to modify the content of the acknowledgement.

2effice

RECEWPT

« eFile ver.70

Creste » Inbox Semt  Advance Search

Acknowledgement No.: 22172020-ACK

[

National Inforvatics Centre
eOffice Project Division
CGO Complex, New Delhi

"

To.

Sh Abhishek Mishra.

Minsstry of Parfamentary Affairs,
New Defhi- 110 001

& (]

©

Diatee - 08,04 2020

Subz- Acknowkedpement of your ktter mo -1 101122020 dated 30,03 2020

Dezar Abtmshek Madw,

e Bp

Your ketter hes boen reecived. For firure ey o the

3503202080 1-1DFS

Regards,
avan Kumar

ASSTI(BOIFDES

Create  Inbox  Sent

v
i il e S T

Advance Search

. Receipt Details
Nature :

Receipt No. @

Sub Category :

Letter Date :

Sender Type :
Subject :

Enclosure/ Remarks ©
. Sender Details

Min./Dept./Others :

Name :
Organisation :
Country :
City/Districs :
Mobile :

Fax:

2@ 0

ISSUE Sent  Retumed  Advance Search

4 Comp. No. :
3503/2020/801-DFS & Main Category:
Letter Ref. No. :

Delivery Mode :

ap for Undes,

Ministry of Pariamentary Affs  Address :
irs

Abhishek Mishea Designation :
Email =
INDIA State:
Pin Code
LandLine :

4. Click ‘Continue’ to update the changes.

Figure 159

2637

Miscellaneous Fies

By Hand

North Block, New Delhe

Delhi

m Cogyright © 2020, designed and developed by NiC |

ean Kumar
1E01)OFE

=

Note:

* A ssigned acknowledgment cannot be edited.
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~ eFile ver.70

RECEWPT Crese +  Inbox  Sent  Advance Search Create  inbox Advance Search

el Shravan Kumar
I () :

Returned  Advance Search

oY A . Receipt Details

& | - Nature :
13 (.
HJ Receipt No.:
Sub Category :
o National Informatics Ceptre ‘
== Project Division Letter Date :
7 £GO Complex, New Delhi Sender Type =
iﬁ Subject :

To, N
= 0 Sh Mishra. Enclosure/ Remarks
B Ministry of Parliamentary Affairs, - Sender Details

New Delhi- 110 001
m Min./Dept./Others :
s Date - 08.04.2020
‘ﬂ Sub:- Acknowledgement of your letter no -110/112/2020 dated Batnes
A 30.03.2020 Organisation:

',é Dear Abhishsk Mishra. Country:
Your letter has been receivad. For future communication please refer to the City/District :
correspondence no. 3503/2020/BO-1-DFS Mobile ©
Fax:

Regards,
ASST1(BO1)-RES

[P

3 Comp. No. :

3503/2020/801-DFs &) Main Category :
Letter Ref. No. :
Delivery Mode :

an i for Undergrad

Ministry of Pariamentary Alla  Address :

irs

Abhishek Mishea Designation :
Email

INDIA State :
Pin Code :
LandLine :
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Acknowiedgement No.: 221/2020-ACK

Success Message

ISSUE

Receipt No. :

Sub Category :

National Informatics Centre S
eOfice Project Division peerYpe

CGO Conplex. New Delhi Subject :

Enclosure/ Remarks :

({]

To.
g Sh Abhishck Mashra. B Sender Details
Mmsstry of Paramentary Affars,
[ New Delhi- 110 001 Min_fDepe./Others :
[ Destc - 08,04.2020 Name :
34 S
o Subx- Ackpowlkedgement of your ketter no -11001122020 dined 30,03,2020 Organisation :
.’* Country :
53 Dezsr Aok Madw,
City/District :
Your ktrer has boen reecived. For fmure scation please refer 1o the o d no. Mobite >
ISO3202080- 1-1FS obile :
Fax:

Regrds,
Strnun Kumer
ASSTI(BOI)}-DFS

v
Initiate Dispatch

3503/2020/801-DFS &)

Retumed  Advanrs Search

Comp. No. :

Letter Ref. No. ©

Delivery Mode :

for Undergraduates

Ministry of Parbamentary Afls  Address :

ins

Abhishek Mishea

INDIA

Designation
Email =
State !

Pin Code :
LandLine :
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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.

Seffice

« eFile ver.70

Acknowledgement No.: 221/2020-ACK [ Receipt Details

Nature : c Comp. No.:

National Informatics Centre
€Office Project Division Sender Type :

€GO Complex. New Defli e Gisdelines aal foct

Enclosure/ Remarks :
To.

Sh Abhishek Mishra, [ Sender Details
Munistry of Parfumensry Afirs.

New Defhi- 110 001 Min/Dept./Others : Ministry of Pariamentary Afla  Address =

irs
Divic - 08.04.2020 Name : Abhistiek Mishea Designation :
Sub:- Acknowkedisement of your ktier no - 11001122020 dated 30,03 2020 Organisation : Email :
Country : INDIA State :
Dezer Abbishek Madw,

City/District : Pin Code :
Your keter s boc cived. For fimuc . e
3S032020/80- 1-1FS Mobile : LandLine:

Regards,
Stewvan Ky
ASSTI(BOI»DFS

Receipt No. : 3503/2020/80%-DFS 8; Main Category :
Sub Category : Letter Ref. No. :
Letter Date - Delivery Mode :

2657

Miscellaneous Fles

By Hand

North Biock, New Delni

Delhi

I oyt o 2, costgmed and covetopes i

ol Shravan Kumar

RECEIPT  Creste s [nbox  Sent  Advance Search Advance Search ISSUE Sent Retumed  Advance Search

Figure 162

2. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.

Copyright © NIC, 2020
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RECESPT Create +

r

National Informutics Centre shishek
eOffice Project Division
CGO Complex, New Delhi

To,

Sh Ablishek Michen,
Miatry of Parkorentary Affses,
New Delti- 110001

Date - 08.04.2020

Sui- Ack dipreers Of your ketter no - 11OV] 1272000 chited 30032020

e DB B

Dear Abhishek Mishra,

Your ketter hus been recened. For e Pl nefr 3o the ¥ o,
35032020'BO-1-DFS

Regards,
Shrrvin Ko
ASSTHBON -DFS

Figure 163

3. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
¢) Self— Choose Self, if the letter is to be dispatched through self.
d) CRU - Choose ‘CRU’, if letter is to be dispatched through Central Registry Unit.

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

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

e Delivery Mode — Delivery mode via which letter is to be dispatched
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.

onon €File ver 70

PAEOFFICE

4 CED .-
PA-EOFFICE

e S

RECEIPT Create +  Inbox Sent  Advance Search FILE Creare m Sent  Advance Search ISSUE PA-EOFFICE
Receive Send Send Back = Move Ti Create Val Ereate Part Park Clos & _ PA-DDG(Rachna Srivastava)
eceive ) Send Back oveTow reate Volume reate Pa: arl lose » Search Here... Fle(E 0/0 P-1/1) ReceipdE.312 P-0/0)
n.. Comp. No. 1] | File No. Subject Sent By SentOn {] | ReadOn ] PA-ECFFICE |
PA-EOFFICE
11/22/2019- N . . T - : ipt(
E 3002227 P-12011{11)/22/2019. Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice 33}’03.’2020 31/03/2020 File(E-0/6 P-0/0) Receipt(E-13/21 P-0/2)
EQFFICE Karnataka State Un... MMP... 05:41 PM 07:02 PM Al
E 3105879 P-12011(11)/16/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  30/03/2020  30/03/2020
EOFFICE in various . MMP... 0916AM 1021 AM Loyl
E 3105207 P-12011(11)/13/2020- Approval for implementation of eOffice  Nirvesh Kumar,eQffice 24/03/2020  24/03/2020 )
EOFFICE {SPARROW) i... MMP Divi... 09:41 AM 09:41 AM
E 3105600 P-12011(11)/15/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  20/03/2020  24/03/2020
EOFFICE in various ... MMP... 12:12 PM 09:38 AM
E 3105272 P-12011(11)/12/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  17/03/2020  17/03/2020
EOFFICE in various ... MMP... 01:16 PM 01:16 PM
Figure 164

3. Click OK in the confirmation popup to switch to consolidated inbox.

All the unsaved info of previous tabs will be lost.

Are you sure to switch post?

Cancel

Figure 165

Consolidated Receipt Inbox

e Consolidated Inbox will display Receipt Marked To users multiple posts in a single Inbox list.

e Fields Like Computer No., Receipt number, Subject, Sent By, Sent On, Marked To (Post), Due
On, Read on and Remarks are displayed

e Actions on single Receipt selection- Receive (Applicable for unreceived physical Receipt only), Put in a
File, Send Back, Send, Dispatch and Close can be taken.

e Receipt inner page (Detail Page) can be viewed by clicking on Receipt Number.

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

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon

Copyright © NIC, 2020
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Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No., File No., Sent On and Due On.

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

Using context menu (on mouse right click) Inbox Receipt can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Note:

Receipts in Inbox folder of user’s various posts should be displayed in Consolidated Inbox List.

Consolidated Receipt Created List

Consolidated Created list will display Receipt created by users multiple posts in a single created list.

Fields like Computer No., Receipt number, Subject, Subject Category, Created By, Created On and
Remarks are displayed.

Actions on single Receipt selection- Send, Put in a File, Dispatch, Generate Acknowledgement
and Close.

Receipt Inner Page (Detail Page) can be viewed by clicking on Receipt Number.

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

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No. and Created On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Subject
Category and Remarks)

Using context menu (on mouse right click) created receipt can Opened in Same or Different Tab
of browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of Receipt having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Copyright © NIC, 2020
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Consolidated Receipt Sent List

e Consolidated Sent list will display Receipt sent by users multiple posts in a single list.

e Fields like Computer No., Receipt number, Subject, Sender, Sent By, Sent To, Sent On, Due On
and Remark are displayed.

e Actions on single Receipt selection- Send, Generate Acknowledgement, Pull Back and Initiate
Action can be taken.

e Receipt inner page can be viewed by clicking on File Number in Read only Mode.

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

e User should be able to Initiate Action on individual electronic and physical Receipt (Action should
be initiated from post from which individual Receipt is forwarded)

e User should be able to Pull Back individual Unreceived (P)/Unread (E) Receipt. (Action on Multiple
selection is allowed if selected Receipt are forwarded from same post)

e Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

e List of Receipt can be sorted based on Computer No. and Created On.

e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender,
Sent To and Remark)

e C(lickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

e Legends and Color Code should be used to differentiate various receipts in list.

Copyright © NIC, 2020
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Print/Download Receipt

This feature allows user to Print/Download content of Receipt as per selection

Important Points:
v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download/Print action button on Receipt Inner Page to open Downloading page.

145“ n Saroja Kumar Patro
& W TD(SKP)-EOFFICE

CEIPT Creare s Inbox Sent  Advance Search FILE Create.  Inbox Sent  Adwvance Search I5SUE Sent Rewurned  Advance Search

« @File ver 70

Movement Copy send Send Back | Putinafile  Draftw Edit Action Details | Attach = a Print | d=h

E 5055903 5232/2020/EOFFICE Common Office Services

— + AutomaticZoom = E Z = ~
Basic Details
Comp. No.: 5055203 Receipt No. : 5232/2020/EQFFICE
: ;
A Slmple PDF Flie Nature : Electronic File No. :
This is a small demonsiration pdf file - Main Category: Common Office Services  Sub Category :
Jtiet ot (2510 s WAkl MAe Srionis oS, MGAE i i sicioe From : Name: Automation Testi  Designation : ASO
text. And mare text. And more text And more text
ng
And more test. And more text. And more text. And more text. And more
text. And more text Boring, zzzzz. And more text. And more text. And Forms of Letter Delivery Mode : Courier

more text. And more text. And more text. And more text. And more text.
And more text. And more text.

Communications

And mare text. And more text And more text. And more text. And more Sender Type : Letter Ref. No. :
text. And more fext. And more text. Even more. Continued on page 2 ...
Letter Date : Received Date : 28/05/2020
Diary Date : 28/05/2020 Diarised By : Yerur Siraj Ahmed, eOffic
e MMP Division
Subject : test subject

Enclosure/ Remarks :

Address: Automation Testing

Figure 166

2. Select the Radio Button (Complete Receipt, Receipt Details, Draft, Issue, Movements History and
Action Detail) as per requirement.

3. Select Customize button (if required) to download selected content of Complete Receipt, Draft,
Issue, Movements History and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Copyright © NIC, 2020
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wn €File ver. 70 & TD(SKP) EQFFICE

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

Movement Copy send SendBack | Putinafile | Draftw Edit Action Details =~ Attach «

32/2020/EQFFICE E 5055903 5232/2020/EOFFICE Common Office Services

T ~
E Basic Details

.. Comp. No.: 5055903 Receipt No. : 5232/2020/EQFFICE
D Details B
= =4
B Attached/Detached Files B Attached/Detached Receipts B Dispatch 3 Drafis Nature : Electronic File No. :
ﬁ B Closed History Main Category : Common Office Services  Sub Category :
From: MName: Automartion Testin  Designation : ASO
‘p Draft z
B
Forms of Lemer Delivery Mode : Courier
:-m Dispatch Communications :
Sender Type : Letter Ref. No. :
Movement History
Z Letter Date : Received Date : 28/05/2020
0
Action Details Diary Dare : 28/05/2020 Diarised By : Yerur Siraj Ahmed, eOffic
r._‘ & MMP Division
Remarks
Subject : test subject
z Enclosure/ Remarks :
3 .
o Address: Automation Testing
Movement ‘ Attached/Detached  Dispatch  Closed 1
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.)

H 2450 Saroja Kumar Patro
ff e eFile ver 70 » n TD{SKP)-EOFFICE
RECEIPT Create » Sent  Advance Search Create  Inbox Sent  Advance Search Sent  Returned = Advance Search
Receive = Putinafile  MoveTow Send Send Back Copy
T [P] | 5055506 | 5235/2020/EOFFICE .. | abcdefg | & YerurSiraj Ahmed, eOffice MMP... | i, 28/05/2020 01:07 PM
ﬁ% Q‘g 28/05/2020 01:08 PM
0 i [E] | 5055903 | 5232/2020/E0FFICE « | Testsubject | & Yerur Siraj Ahmed, eOffice MMP... | Ei3 28/05/2020 01:06 PM B
& 28/05/2020 01:06 PM
@ [P | 5055901 | 5230/2020/EQFFICE . | abedefg | S Verur Sirsj Ahmed, eOffice MMP... | [, 28/05/2020 01:05 PM
{3 28052020 01:05 PM
& = :
[E] | 5055899 | 5228/2020/EQFFICE . | testsubject | Za Yerur Siraj Ahmed, eGffice MMP... 28/05/2020 01:03 PM
2/ {I} 28/05/2020 01:04 PM
=
o [P] | 5055897 | 5226/2020/EOFFICE .. | abcdefg | B Yerur Siraj Ahmed, eQffice MMP... | FE, 28/05/2020 01:02 PM A
]
g B 28/05/2020 01:02 PM
'.i [E] | 5055895 | 5224/2020/EQFFICE w  testsubject S Yerur Siraj Ahmed, eOffice MMP... | g 28/05/2020 01:01 PM
[}

{3 28/05/202001:01 PM

Figure 168

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
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OAGITAL 'WORK PLACE SOLUTION

©ffice eFile veso

RECEIPT (o O 1 Advance Search

File| | Receipt | Issue
1

Create ¥ Sent  Advance Search

250 Shravan Kumar
‘ e n ASSTH{BO1)-DFS i

DISPATCH Sent Returned  Advance Search

P:Global | E:Global

- Comp. No.

L

Receipt No.

Subject

Include Closed

Physical Scope
Global

Electronic Scope

Global

Send | Reopen | Receive | Pull Up | Pull Back

Comp. No. t] | Receipt No. 1}

Mo records found

Figure 169

Forwarding Remark | Sent On 1}

Currently With } Sender

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)

Office ’ eFile verso

RECEIPT Create ) Inbox  Sent JGFEL R i)

Create  Inbox Sent  Advance Search

L CED ©

DISPATCH Sent Returned  Advance Search

Shravan Kumar
ST1{EO1}-DF5

[T

= Bl

3= v

Ea

gile

18 - g - | A
File | Receipt | Issue PiGlabdl"| ‘E;Glbal | &
Comp. No. Receipt No. Subject
! Include Closed
B Received/ sent e x
| -] Diary Details epartment ~ | | Select Section | | Select User
| B sender Details = . o R "
To Date Forwarding Action Initiation Action Remarks Initiation Action Type
vy dd/mméyyyy B | Choose One Choose One M
Diary Details x
b Letter Ref. No. Forms Of Communications Language Main Category ¥ SubCategory il
Letter Date Received Date
From Date 8B ToDate B | ToDate From Date B8 | ToDate L]
Sender Details "
Ministry/Depariment/Others Orgarisation
VIP Name Designation Email/Mobile
Select »
Address State City/District
Select = | | Select >
Send | Reopen | Receive | Pull Up | Pull Back T- a8
1
Comp. No. 1} | Receipt No. ] Forwarding Remark | SentOn ] Currently With } Sender
Mo records found
v
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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A DIGITAL 'WORK FLACE SCLUTION

@fnce_” eFile verso AcEp O 0 FECTH -

RECEIPT (o O 1 | Advance Search ALE Create  Inbox Sent  Advance Search DISPATCH Sent Returned  Advance Search

P:Global | E:Global @+ %

18 P
% File Receipt | Issue
Comp. No. Receipt No. Subject
22 E Include Closed
E]
=
Send | Reopen | Receive | Pull Up | Pull Back 530 Records
Fi D_I cor o ) oo 1| s 1t e N \m
File/Created/ATaa. Shravan
B | Details E 1285 787/2019/B01-DFS nindi receipt 12011/1/2019-801-  BO 1 SECTION - DFS Kumar ASST1(BOT)- Goess Mo
f DFS DFS
3 Receipt No.
M Shravan
+. File/Created/|AWI-10 || Letter Ref No.
Q Details E 1284 786/2019/B01.DF5 test subject iesiabodli BG 1 SECTION - DFS Kurnar,ASST4(BO1)-
/1/2019-801-DFS Subject
DFs ubject
p B Location
E Bill Payment subject File/Created Shravan
| Details E 1283 785/2019/BO1-DFS mm?’ il /EGS-6B034/1/2019-  BO 1 SECTION - DFS Kumar assTigo1). | B Sender
2 BO1-DFS DFS (| Diary Date
[
° This is a free online T |8 Lewter Date
"] PullBack Details P 1282 784/2019/B01-DFS Math Receipt/inbox BO 1SECTION-DFS  calculator which 242201901554 L o @ Currently With
jha ASST S
counts the ... 3 Section
| PullUp Detail E 1281 783/2019/BO1-DFS Math Receipt/Created BO 1 SECTION - DFS plattioch My Pepartimea
Ul etails E lath eceipt/Create -
Ojha ASSTXEC-}DH By Forwarding
e ¢ 120 raanoiomeioms | e File/lnbox/Building- /o MOS(FINANCE & 12019 117 A SvEn Kumar DEA Remark
Doy e LrOmAoN TESINE  23/10/2019.B01.DFS  CORPORATE AFFAIRS) : Stena(BN) @ SentOn
| Status
| Detail E 1279 781/2019/B01-DFs. A tion Te Hicnbox 20017 BO 1 SECTION - DFS i:ravalsw BO1)- Closing Remarks
rails 7 g . [ <
etails utomation Testing /399/2015.607DFS m:ﬁar, 1] } E .

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

Copyright © NIC, 2020

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.

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.

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.

272 Shravan Kumar
Sent  Advance Search FILE Inbox  Sent  AdvanceSearch PR "t Rewmed | Advance Search
Nature: @ Electronic () Physical | Type: @ MONSFS (J)SFS |

File

a B

kv‘
P

|| Choose One '| | Choose One " | Choose One '| | Choose One " |2020 ] | BO1-DFs 'l :

] Subject I
Description *—
Description

o @ r

Main Categary
Choose One

Sub Category
¥ | | Choose One

Other Details

Remarks-
Remarks

Continue Working » @

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)
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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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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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A DUGITAL WORK FUACE SOLUTION

e Created File list of Self, Section User and User under individual post hierarchy can be viewed

through File view (Figure 177).
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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.
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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)
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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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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

e

wnon @File ver.70

58 n Shravan Kumar
A W AssTIEOT)DFS

= RECEIPT Create +  Inbox Sent  Advance Search FILE Creare  Inbox = Sent  Adwvance Search ISSUE Sent  Returned ~ Advanc Hamburger Menu lcon

Movement  Details Draft v Edit Send send Back | LinkFles Attach~ Park Close> | Morew Referencing

Switch Window TiE

hd Q © vz4a992020

= +  Automatic Zoom

of 2
e TOC i
Right Panel Award Sect-11010/197/2020-E01-DFS
Recent ¢ L
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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.

- 2 - 68 .
» n, E).f.rlc?, eFile ver70 A n f::j“' WITE; i
RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search 1SSUE Sent  Retumed  Advance Search
Movement =~ Details Edit Send Send Back ert | LinkFiles | Attach~ Park DSE Dispatch | More~
File Inbox / Award Sect-11010/128/2020-801-DFs P 3791  Award 5ect-11010/128/2020-BO1-DFS  Enter Description|
- =
| Receipt No. / Issue No. Attached On {}

(] P 1200/2020/B01-0F5 Auromation Testing Receipt 13/03/2020 06:21 PM asdasd
i) P 1201/2020/B01-DF5 Automation Testing Receipt 13/03/2020 05:54 PM asdasd
Li] P 842/2020/B01-DFS abcdefg Receipt 13/03/2020 05:51 PM asdasdas
(i) B 1202/2020/B01-DF5 Automation Testing Receipt 13/03/2020 05:51 PM asdasdas
(1] P 1203/2020/801-DF5 Auromation Testing Receipt 13/03/2020 05:47 PM asdadasd
(] B 987/2020/801-DF5 Auromation Testing Receipt 13/03/2020 05:46 PM asdasd

N 1 [

Add| lieceipt ;

[ conyrient © 2020, designed and developed 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.

s B B

@ P

e

Actions on Correspondence Panel
eFile ver 70 I's Q) oo

RECEIPT  Creares  Inbox | Sent | Advance Search FILE Create  Inbox Sent  Advance Search ISSUE P eesalyewssed  Hamburger Menu icon
Movement  Details Edit Send | Send Back =t LinkFiles | Attach~ | Park se Dispatch = More = =)
Award Sect-11010/12s

File Inbox / Award Sect-11010/128/2020-801-DFS P 3T l BO1-DFS  Enter Des\ripti
Receipt No. / Issue No. Amached On 11 | Issued On 1]

o 1200/2020/807-DF3 Automation Testing Receipt 13/03/2020 06:21 PM

{i] P 1201/2020/B071-DF5 Automation Testing Receipt 13/03/2020 05:54 PM asdasd

(1] P B842/2020/B0O1-DFS abcdefg Receipt 13/03/2020 05:51 PM asdasdas

i) 3 1202/2020/BO1-DFS Auromation Testing Receipt 13/03/2020 05:51 PM asdasdas

(] P 1203/2020/B0O1-DFS Automation Testing Receipt 13/03/2020 05:47 PM asdadasd

(i) P 987/2020/B01-DFS Auromation Testing Receipt 13/03/2020 05:46 PM asdasd

W OB
Figure 194

Switch View: Clicking Switch Window Icon switches view of Correspondence Panel to Split view
panel.
Action Menu dropdown list (Hamburger menu Icon): Clicking Action Menu dropdown list will
display dropdown list of menus (TOC and References)
o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
o References: Clicking in Reference menu icon will display list of all attached local References.
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Add Correspondence in File

User can add correspondences in both Electronic and Physical File Inner page opened from File
Inbox/Inbox Folder/Created/Parked Folder and take various actions on attached correspondence.

Add Correspondence in Electronic File

User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/ Inbox Folder/ Created/
Parked through following process.

STEPS TO FOLLOW:

1. Click ToC menu from Action Menu Dropdown list in the right panel of file inner page.
(Configurable using user preference setting to view correspondence list by default).

-

ascwnes €File ver 70

RECEIPT Create »  Inbox Sent  Advance Search FILE Create Inbox Sent Advance Search 1SSUE Sent  Retuned  Advance Search

Movemment = Details Draft~ Edit Send LinkFiles = Attach+ | Cosev Moare~

71
a 7 5| List of Correspondences @ =
— mll Receipt No. / Issue No. | Subject | Type | Marked As | Attached On 1} | Issued On®; | Toc =
— | H
Mo records found Recent {5)
A
= All
'l.m A
Previous Notes #%
R
Bl ¢ Migrated Nof
Draft
X
Draft Document
References (] B
LE] i eferences u
L]
G

Figure 195

2. Click Add Receipt action button.

Figure 196

W

Select receipt from year wise sorted list of Electronic Receipt.

N

. Provide mandatory Remark.

Click Attach to attach selected receipt in File.

e

List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.

Note:
= Latest correspondences (receipt/issue) will be displayed on top the list
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Put In Receipt(s)

Year 2020

| Nature | Comp.No. t] | Receipt No. Subject

1454 958/2020/BQ1-DFS test subject

985/2020/BO1-DFS test subject
9286/2020/BO1-DFS test subject

988/2020/B01-DF3 Automation Testing

590/2020/B01-DFS Automation Testing

959/2020/BQ1-DFS Automation Testing
1000/2020/BO1-DFS Automation Testing
1001/2020/B01-DF> Automation Testing
1002/2020/B01-DFS Automation Testing

1003/2020/601-DFS Automation Testing

Remarks *
Add Receipt.

Figure 197

Action on ToC List

e Issue details, Dispatch Details (with option to View Remainders, View Versions of Issue,
Download Issue Attachments, Print envelope and View details of specific dispatch), Dispatched
Document (PDF) along with Attachment in respective Issue can be viewed by clicking on
information icon adjacent to attached Issue.

Issue Details

w [ i
B 1ssue Details

Issue Na. /36692020 Issued By Shravan Kumar, BO 1 58

Date: 11-December-2012 SRS EES

Ta. Issued On 25/03/20200253AM  Type Issue
RLL. Kapoor

New Delhi File No. Award Sect-11010/1305/  Receipt No.

Su: Auknowidgement of your letier no - dated 07-12-2012 2020-B01-DFS

Dear L Kapoor, Subject Aummation Testing
“Your letter has been received. For fut please refer to th
10U2012IS0(TRE) . Draft Natura Mewr Reply Type

Language Forms Of
Regards. Communications

Ahay Sh
ey Shans Prefix Main Categary ACP and other related m

atters

Sub Category

3% Dispatch Details

-- Re(i;iml{ype|D'Epildlb&1 Addressee Sent Through | Status Action

DIS/8511/20  Sumitra Narwal ASSTT.
Invernal 0 SECTION OFFICER SELF DISPATCHED @

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.
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Receipt Details

B Basic Details
Comp. No.:

Nature ©

Main Category =
From:

Forms of Communications
Sender Type:

Letter Date ©

Diary Date:

Subject :

Enclosure/ Remarks :

Address :

) Receipt(s)

Mavement | Atached/Detached

1483

Hlectronic

ACR related matters.
Raj
Adnavdedgement

07/02/2020

Automation Testing

Mew Delhi

Dispatch Closed

Receipt No.:
File No. :

Sub Category :
Designation :
Delivery Mode :
Letter Ref. No. :
Received Date :

Diarised By :

987/2020/B01-DFs B

Award Sect-11010/1305/2020-801-DFS

50
By Post

07/02/2020

Shravan Kumar, BO 1 SECTION - DFS.

Movement History

Sent By

Mo records found

SentOn |} |5mnn

=

G - [

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.

0

RECEIPT

Movement

Create . Inbox Sent  Advance Search FLE Create Inbox Sent  Advance Search ISSUE Sent Retumned  Advance Search

Details | Drafr~ Edit Send Send Back | Link Files = Atach~ Park Close > | More >

File Inbox [ Award Sect-11010/1305/2020-801-DFS

W B B

E 5114 Award Sect-11010/1305/2020-801-DFS  Automation Testing|

o ) (& List of Carrespondences B E E
Note # 1 ReceiptNo./lssueMNo. | Subject | Type | MarkedAs | Amached On 1) | Issued On 1] | Pages m.
| Mark As PUC i putomste 25/03/2020 &5 ateads
) FE — n Testing 0306 AM
= ark As
| 3 3 R
14/03/2020 11:18 AM Shravan Kumar | ;0 = ummmatis 25/03/2020 ©
w ASST1(BO1)-DFS i n Testing 02:53 AM
b Detach
ol Mote # 2 Automatio 17/03/2020 i
= 020 L 34 w
- | Close 020 nTetE T 12:33PM &
o
(12 = 2 Automatio s 17/03/2020
S87/2020/B01 ecei - nnn
=] O E 387/2020/BC1-DFS e FECERS oy 12
14/03/2020 11:19 AM Mantosh Kumar Ojha

8

P2

ASST2(BO-I}-DFS

Add Receipt

@10

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.

o @File ver 70

RECEIPT Create »  Inbox  Sent  AdvanceSearch HLE Create  Inbox | Sent  Advance Search ISSUE Sent  Returned  Advance Search

Movement | Details Edit Send Send Back = Convert | LinkFiles Attach = Park Close v | Dispatch | More v

File Inbox / A/937/2020-QA-01 P 3115382 | A/937/2020-QA-01 250002

176
o N
hg List of Correspondences D @

| Receipt No. / Issue No. Marked As Attached On 1] Issued On 1} Remarks

ne
[

@  5292/2020/EQFFICE abcdefg Receipt 19/06/2020 03:37 PM rferferferf

B

B S

3265 n Saroja Kumar Patro
! TD(SKP)-EOFFICE

i RN | [

Lo [

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 = Search Here...
Nature | Comp. No. t} | Receipt No.
5052632 1998/2020/EQFFICE abedefg
5052633 1999/2020/EQFFICE abcdefg

5052642 2008/2020/EQFFICE abcdefg

5052645 2011/2020/EQFFICE abcdefg

5052442 1808/2020/EQFFICE test subject
5052465 1831/2020/EQFFICE abcdefg
5052443 1809/2020/EQFFICE test subject
5052622 1988/2020/EQFFICE test subject
5052641 [ abcdefg

5052644 - < i abcdefg

Remarks *
Attach as correspondence.

Figure 199
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List of all the attached correspondences (Issues, eReceipt, pReceipt) will be displayed in ToC.

e®ffice , 3256 o Saroja Kumar Patro
somsmwoessises soumon. @F11€ ver, 7.0 a & TO(SKP}-EOFFICE

RECEIPT Create + Inbox Sent  Advance Search FILE Create  Inbox = Sent = Advance Search ISSUE Sent Rewrned  Advance Search

‘35 Movement = Details Edit Send Send Back =~ Convert = LinkFiles | Attach = Park Close | Dispatch | More v
File Inbox / Af937/2020-QA-01 P 3115382 A/937/2020-QA-01 250002
176 -
= ([
3 N List of Correspondences = E
= wocite | mmtionfs |ttt | e
= bl
Attach as
i 2011/2020/ECFFICE abcdefg Receipt 20/06/2020 02:50 AM
COH’ESpﬂﬂdEHCE‘
X
(i ] 5292/2020/EQFFICE abcdefg Receipt 19/06/2020 03:37 PM rferferferf
B
M
=
=) i
CEa] - [N
S50 Ml
c Add Receipt
Figure 200
Note:
.

= Latest correspondences (receipt/issue) will be displayed on top the list

Action on ToC List
e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and Movement of the receipts can be viewed in popup window by
clicking on information icon adjacent to attached receipt.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.

e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.
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o Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking OK, closes the receipt.

Note:

= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

o Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
= Not applicable for Issues.

o Attach With Another: Selecting a receipt from Correspondence list using check box and
clicking Attach With Another from action menu drop down, displays the list of files available
with user in which the selected receipt can be put in. Selecting File and Clicking OKwill attach
selected Receipt to respective file.

Note:

= Selected Receipt is detached from Correspondence list along with its Issues (if any).

o Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

o Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

o Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

o Reopen: Click Reopen link/Icon, displays the receipt reopens confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.
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Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
Inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
=  Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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Add Noting

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.

Seice

nacezocmen @FILE ver. 70

3255 n Saroja Kumar Patro
. TD(SKP)-EOFFICE

RECEIPT

Create »

Movement

Inbox

Details

Sent = Advance Search

Draft =

Edit

Send

FILE

Create  Inbox

Link Files | Attachv

Close ¥

Sent  Adwvance Search

Maore v

ISSUE

Sent = Reurned  Advance Search

E 3115451 ABC1/3/2020-QA-01  wefwefwefwe

— + Automatic Zoom #

B P

FA
FaN

"

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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f' 3266 n Saroja Kumar Patro
of [C;Em. eFile ver.70 » TD(SKP}-EOFFICE

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

135 Movement = Details Draft = Edit Send Link Files | Attachw = Close> | Morev

File Created / ABC1/3/2020-QA-01 E 3115451 ABC1/3/2020-QA-01 wefwefwefwe

176 == = —

b L& B I U S == == = = = = = + AutomaticZoom *
— Q|x X A || o Z 3%  English Formats

m Verdana 13px Line Height
LA
R
]
=
L]

&0

4 |
|
'.ﬂ PPT, PPTX, PPSX Only

o P rrusricot £ 3190 dacicnad 2 dosslnrod b MIE

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.

e@®ffice e 0 Saroja Kumar Patro  _
3 oz sounon CF11€ ver. 7.0 & TD(SKP}-EQFFICE
RECEIPT Create » Inbox Sent  AdvanceSearch FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Maovement Details Draft v Edit Send Link Files | Attachw= | Closew = Marew
File Created / ABC1/3/2020-QA-01 E 3115451 ABC1/3/2020-QA-01 wefwefwefwe
176 |
h 7 O ¢

»

= + AutomaticZoom *

[

-- Yellow Note

]
&
&P I L
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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3266 n Saroja Kumar Patro
eFile ver.70 3 ! TD{SKP}-EOFFICE
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5000 CXIE B]e ©
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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.

3266 Saroja Kumar Patro
« @File ver.70 & TD{SKP)-EOFFICE
RECEIPT Create »  Inbox Sent ' Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Movement Details Draft = Edit Send Link Files | Attachw = Closew  Morew
Fil /' ABC1/3/2020-QA-01 E 3115451 ABC1/3/2020-QA-01 wefwefwefwe
175 = e = —
hg (H O © ke
- 3 f +  Automatic Z
. t 3 o = Avtomatic Zoom

b1 Version 1

This is Test Yellow note,

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.

i 3266 Saroja Kumar Patro
amon €F11€ ver 70 L =¥  TD(SKP}-EQFFICE
RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1SSUE Sent Returned  Advance Search
Movement =~ Details | Draftw Edit Send Link Files = Attachw = Closev | Morew
File Cre C1/3/2020-QA-01 E 3115451 ABC1/3/2020-QA-01 wefwefwefwe
176 e % " P T —
FE] x E, BN O =
- t 3 i +  Automatic Z: #
- 3 o = utomatic Loom ¥
0 Version 1 - :
This is Test Yellow note.
i
B4

Figure 206
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3. Click OK in ‘Confirm Yellow Note’ pop up.

Yellow Note Confirmation

Do you want to confirm this yellow note?

Figure 207

Note:

» Confirmed version of Yellow noting content should be converted to Green noting and displayed in web
editor in editable form. (Yellow note versions shall no more be available).
= Option of Save, Discard and upload Attachment should be displayed for Green Note in web editor.

Discard Saved Yellow Noting
1. Click “File Number” link from Inbox/Inbox Folder/Created/Parked list.

2. Click Discard icon on Note Action Header or Discard icon available in version list page of yellow
note.

E 2115451 ABCI//I0I0-QADT | welwefwewa

B =

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.

AE 0O

Serit  Returmed  Advance Search

Link Files = Attach=

Figure 210

Note:

= New version will be created only if the previous version available in the file is not created by the same user.

» In case, a version is created by User 1 and file is send to User 2 but User 2 did not make any changes in the
yellow note, and sent the file back to User 1. In this case, if User 1 edits the previously created latest
version, no new version will be created.

= In case User 1 edits any other version except the previously created latest version, all the changes will be
reflected in the previously create latest version by him.
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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.

e@ffice

RECEWT

=¥ Maoumirient

File Inbox / A/O40/2020-RT1

10 © EXITTE
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Raftar to rollowin
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an 1
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T
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- Download This Correspondence -
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Figure 211
Scenario 2
1. Select content in Green Noting/Yellow Noting in text editor.

2. Click the Referencing icon.

o - 3268 Saroja Kumar Patro
eéffice . 0 i
somarvn womsace soomen €F11€ ver, 7.0 2 G LS

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

Movement Details Draft v Send Send Back | LinkFiles  Attach v Park

175
E§ ° Quick Noting = Last Saved : 20/06/2020 03:51:53 AM

pe HES B I U S5 EFTE =EE = = EE 4 o =
=t s & A/940/2020-RTI
- 0 X, X A A ¥ ¢4  English Formats 1@12/Z020EQFFICE

{‘ Verdana 13px Line Height

O . .

ki - . A Simple PDF File

m This is 2 smail demonsiration .pdf file -
B just for use in the Virtual Mechanies tulorials. More texd. And more

texxt. And more texdt. And more text. And more fext.
zH AAnd mare test, And more text. And more text. And more text. And more
= B text. And mare text. Boring, zzzzz. And more text. And more text, And
.
Figure 212

3. Enters page number of correspondences that is to be referred.

4. Clicks OK to refer to specific page of Correspondence.
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Note Reference

© Correspondence

Page Number*
|2
|

Figure 213

Note:
= Referencing Iconwill be Active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Refer this Page context Menu will be available only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.
= Referred content will be displayed as Hyperlink (Underlined and in Blue Color), clicking on which will display
the referred page in a popup window.

Refer a Previous Note in a Green/Yellow Note

There are two different ways to refer a previous note in a Noting.

STEPS TO FOLLOW:

Scenario 1
1. Selects content in Green Noting/Yellow Noting in text editor.

2. Right click Previous Noting which is to be referred (previous noting in noting panel or previous
notings accessed in right ToC panel) and selects either ‘Refer this Note’ or ‘Refer this Paragraph’
option from context menu to refer previous noting.

f:‘@ff[ce ; 4266 2 n Saroja Kumar Patro _
a.m;m'.u-:ﬂ E SOLUTION e.F ll(_‘ Ver.7.0 . TD(SKP}-EOFFICE

= | { RECEIPT Create ¢+ Inbox Sent  Advance Search FLE Create  Inbox Sent  Advance Search ISSUE Sent | Returned  Advance Search

Movement = Details = Draft~ Edit Send SendBack LinkFiles = Attach v Park Closev | Morev

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

175
h§ ° Quick Noting ~ Last Saved : 20/06/2020 04:05:28 AM _ Y E

0 Lhm B I US=E=E=E = = S E 4 0 = Note # 1
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A 10/06/2020 02:38 AM \oad Thi Saroja Kumar Patro
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)
D4 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 n Saroja Kumar Patro
o €File ver 70 a i (SKP)-ECFFICE

RECEIPT Create s  Inbox Sent  Advance Search FILE Create  Inbox Sent  Adwvance Search

Sent Rewrned  Advance Search

Movement  Details Draft v Edit Send Send Back = LinkFiles = Attach v Park Closew Morew

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

o Quick Noting ~ Last Saved : 20/06/2020 04:05:28 AM

e T B I USs5 == == =" & = E 4H B = Note # 1
— - Q x x A || o ¥ 3% English Formats Crea o Grecrhate
Verdana 13px Line Height
~ 10/06/2020 09:38 AM Saroja Kumar Patro

p Refer to followin INDIVIDUAL
‘A,( Note #2
:a Create one more Green Note
| E

&0 10/06/2020 09:39 AM Yerur Siraj Ahmed
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.

Note Reference

© Noting

Note Number*
Note #1
Paragraph
Para# 1:- Create a 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).

Shravan Kumar
Fge - ,
A 1}DFS

File ver70
RECEIPT Create »  Inbox Sent  Advance Search m FILE Create  Inbox Sent  Advance Search ISSUE Sent  Reurned  Advance Search
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& v B G © 7750202080108
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Note # 1

[
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B

14/03/2020 11:35 AM Shravan Kumar A Simple PDF File
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And fext And text.
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2 1]
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ite

[ copyrignt © 2020, designed and developed by NIC.

10.25.85.173/eFile7/#

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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e Shravan Kumar
ASST1(BO1}DFS

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

o
I

=

Award Sect-11010/1313/2020-B01-DFS

Description *
Automation Testing

& [i2]

A
kq- >
B

Main Category Sub Category
ACP and other related matters ¥ |¥| |Choose One

e By

.
Other Details
Remarks-

Automation Testing RemarksEnter RemarksMNICNIC

Previous References -Later References
Auromation Testing- Previous Ref. | | Automation Testing- Later Ref.

Lanoaos

Figure 218

Note:

»  User will be redirected to the file inner page after editing done.
» Edited/updated information will be displayed under File details.
*  Only users of the dealing section will be privileged to edit the file.

Copyright © NIC, 2020

Ver.7.0[161]



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.

efhce eFile Vehn ‘12 n Shraven Kumar _

ASSTI{BO1)-DFS

A DIGITAL WORKPLACE SCEUTICH. :

RECEIFT  Creates Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH  Sent  Retumed  Advance Search
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g | | | |
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Figure 219
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2. Click Attach File action Button.

e@ffice eFile veso 12 - Shravan Kumar _
SRR il = A ASST1{BO1)-DFS
— RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search DISPATCH = Sent  Remurned = Advance Search
% E | 1430 | (S0-11015/2/2019-C | Testing
Movement Details | Draft~ Edit | Send | Link- | Attach- Close~ | More~ E
il
G=
File(s)
1] Computer No 2 File No. Subject Attached By Attach On Remarks Action
"B No records found
=
]
=0

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.

Search Fiie x

Year 2015 = Search Here.,
Mature Camp Number & File Number & Subject
E 1139 DEV-5CH-14010/ /2015-C Tsadrstst
B E 1136 G-1501241/2019-C Test DFA
] E 1134 HTED-16041(11¥1/20719-C uiz
E 1126 DOL-12048/242019-C Lottery-StateiWest Bengal)
1125 D-2301 11 72018-C Test 26 june
g C50112019-C On the Insert tab, the galleries inciude items tha.
E 20 Buildingf3/2019-C Test File-Convert
£ 1116 DEV-5CH-13011 M 20719C Test File
E 112 0-2001/2018.0 Physical File
E 111 Building-11/1/2018.C T
N FEEnIE
Remarks ™
Attach fie

Tiagal 1000 | 383 Characiel lefl

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
v

DN NI N NN

Main File must be present in Inbox/Inbox Folder/Created/Parked List of the user.

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.

Receipt(s) to be attached must be of same nature (P/E) as of main File.

STEPS TO FOLLOW:

e@fflce eFile Ver.6.0

B B8

omo

ot L]

g B
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1. Click Attach Receipt submenu under Attach menu in File Inner page to open file attachment

E
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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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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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3. Enter Remarks in Confirmation alert popup.

Detach Receipt Remarks

Remarks *
!As per requirement.

Total 1000 | 987 Character left

Figure 227

4. Click Ok button to detach selected file.

Note:

= Selected attached File(s) will be detached from main File.

= Detached File(s) will be moved to File Inbox when detached after movement of main file.

= Detached File(s) should move to respective folder (from where they get attached) when detached without
movement of main file.

= File(s) detach details should be maintained under Attached/Detached tab of File History in File Detail
Page.

= Attach/Detach history should not be maintained if attached File get detached without any movement of
File.

* File movement history of detached file should be updated with detachment information in Remark, if
detached after movement of main file.
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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.

efﬁce \'.‘.Fllt‘ Ver.6.0 ‘12 Shravan Kumar

ASSTI(BO1)-DFS

A DIGITAL WORKMLACE SCEITICN

— RECEIPT Create +  Inbox Sent  Advance Search FILE Create  Inbox  Sent  Advance Search DISPATCH | Sent = Retumed | Advance Search

Close~ | More~ E

7 it 0 © 323201 9

E | 1430 | C50-11015/2/2019-C | Testing

R

Movement = Details | Draft~ | Edit Send Link~

L
s

Attach Receipt

[

113232010

=

2 g

| FlowPort

Papey that know where IF going.

e h:‘E

Xerox Document Centre Setup

Figure 228

2. Select Receipts and click Detach action dropdown menu or Detach Icon adjacent to attached
Receipts details.

e@ffice eFile vero

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

% E | 1430 | CSO-1015/212019C | Testing o SUCCEss :
Movement | Details | Draft~ | Edit Send | Link~ Atach~ Close~ More~ AU et e |
5 . .
&
Receipt(s)
] | Computer No % Receipt No. Subject Attached By Attach On & Remarks Action |
Shravn Kumar, ASSTI{BOT-DFS B0
| 207 965/2019/B01-DFS A I ) e 10820195560 Amach
M SECTION -DFS
| ]
Shravzn Kumar, ASSTI(BQT)-DFS 60
=0 B2 78802019/01.0F5 s o AT, P25 13092019556PM  Acach
A SECTION- DFS
b
M4 L}
¥
Q Anach Receipt
]

Figure 229
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3. Enter Remarks in Confirmation alert popup.

Detach Receipt Remarks

(Remarks *
As per Requlrerﬂen:.‘

Total 1000 | 981 Character left

o o]

Figure 230

4. Click Ok button to detach selected receipts.

Note:

= Selected Receipts will be detached from main File.

» Detached Receipts will move to Receipt Inbox of user if detached after movement of main file.

= Detached Receipts will move to respective folder (from where they get attached) if detached without
movement of main file.

= Receipts detach details will be maintained in Attached/Detached tab of File History in File Detail Page.

= Attach/Detach history will not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

» Receipt movement history of detached Receipt will be updated with detachment information in Remark,
if detached after movement of main file.

Attach with another File

This feature is required to attach already attached File/Receipt with another file available in user’s File
Inbox/Inbox Folder/Created List.

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created/Parked List.
v Attached Files/Receipts must be present in attached File/Receipt list of main file.
v" Main physical file should be received state in Inbox/Inbox Folder.

STEPS TO FOLLOW:

1. Click Attach File submenu under Attach menu in File Inner page to open File attachment page.

2. Select File/Receipts and click Attach with Another icon adjacent to attached File/Receipts
details list. (Pop up displaying year wise list of Files in Inbox/Inbox/Folder/Created/Parked will
open)
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3266 n Saroja Kumar Patro  _
» eFile ver 70 a TD(SKP}-EQFFICE

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

Mavement Details Draft = Edit send Send Back = LinkFiles  Attach Park

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

m Comp. No. 11 | File No. Subject Artached By Attached On 11
= E 3115421 D/38/2020-QA-01 | r34r34r34r34r34r Saroja Kumar Patro, eOffice MM... 20/06/2020 04:32 AM R
X . 2 . Attach For
E 3115426 A/948/2020-QA-01 Testing Dispatch by emal Saroja Kumar Patro, eOffice MM... 20/06/2020 04:32 AM Ref
erence
.
Figure 231

3. Select the File with which you want to attach.
4. Enter mandatory Remarks in popup.

5. Click Attach button to attach respective File/Receipt with other selected file.

Search File

Automation |esting
3115188 A-11011/3868/2020-QA-01 Automation Testing

3108506 A-11011/87/2020-QA-01 Enter Descriprioni2

3106719 Af22/2020-EOFFICE Testring file

3106345 D-12011/194/2020-EQFFICE Enter Description
3106347 D-12011/196/2020-ECFFICE Enter Description
3107657 G-14014/1/2020-ECFFICE jaspreet testing

3106350 D-12011/199/2020-EOFFICE Enter Descriprion

3106359 D-12011/208/2020-EOFFICE Enter Description

3106364 D-12011/213/2020-EOFFICE Enter Description

-Remarks *
Arrach for reference

Total 1000 | 980 Character left

Figure 232

Note:
= Selected File/Receipt will be detached from main File and attached to selected File.
» File/Receipt details will be maintained in Attached/Detached tab of File History in File Detail Page.
= Attach/Detach history will not be maintained if attached File/Receipt get attached with another file
without any movement of File
= File/Receipt movement history will be updated.
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Link File

This feature is required to Link Copy of a file in main file. Option to Delink and View files in which copy
of opened file is linked (Referred in File) are available.

Link Files with Main File

Important Points:
v" Main File in which other file is to be linked must be in Inbox/Inbox Folders/Parked/Created
Folder.
Files to be linked must be present in Inbox/Inbox Folders/Created Folder of the user.
Files to be linked and main file must not be attached to other File/Receipt.

Physical files to be linked must be in received state.

D N NI NN

Main file and file to be linked must not be same.

STEPS TO FOLLOW:

1. Click Link menu in File Inner Page to open the linked file list page.
2. Click ‘Link’ button.

Z."F:JTHCE."_ eFile vers l'-“ D © n e

L Ot oo S A Searn CEEPATCH oL TR R

stk | LinkFies  Ansth = Fark More -

i BB

L
4]
i
5

-

g Bn

Figure 233

3. Select Files using check box window in the ‘Search Files to Link’ pop up showing year wise listing
of Files (Inbox/Inbox Folder and Created).
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Select File(s) ta Link

Year 2020

@ | Nature | Comp.No.Tl File No. Subject
E 2142 Building-21010/2/2020-801-0F5 qusqwsqwaWs
BC C/3/2020-801-DFS Link 3

Building/4/2020-B01-DF5 Link 2

FC5-14/4/2020-B01-DFS wef

FC5-14037/1/2020-601-DFS Description

A-24/4/2020-BO1-DFS pl
G-180714/1/2020-B01-DFS Description ghj
Building/1/2020-801-DFS for pdf viewer testing

DEV-ESTT-17M/2020-B01-DF5 physical date check

C50-11/3/2020-B01-DFS physical date

Link Files

Total 1000 | 990 Character left

Figure 234
4. Enter mandatory remarks.

5. Click Link button in Pop up to link the selected files with main file.

Note:
» Read-only Copy of Files will be Link with the main File.
» Linking details will be maintained in the Linked File Page of the Main file and Link/Delink Tab of File
history in File Details page.
» Details of main file will be maintained in the Referred in File list of the linked file.
» Files that are linked will remain in their respective locations.
» Files that are already linked in a main file will not be displayed again in ‘Search Files to Link’ pop.

Delink Linked Files

Important Points:

v" Main File in which other file is to be delinked must be in Inbox/Inbox Folders/Parked/Created
Folder.

v Main file from which other file is to be delinked must not be attached to other Files/Receipt.

<

Linked File(s) must be available in Linked files list page.

v" User who will delink the linked files must be the same user who had linked the file or other users
within his/her dealing section.
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STEPS TO FOLLOW:

1. Click Link menu in File Inner Page to open the linked file list page.

eFile ﬁ’s () n Shravanl(urr:s; i

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

% Movement = Details | Drafre Edit Send | SendBack | LinkFiles Arach+ Park o5 More ~

E | 2136 | Building/3/2020-BO1-DF5 | Link 1

f = §
[ VI

7 V0 rrmm—

Note # 1 Attached/Issued
] onfl
:-,B o E 459/2019/601-DF5 wed Receipt ?;f?;’;a’zo 823 rest
07/01/2020 10:52 AM Shravan Kumar
= - .. 07/01/2020
= ASST1(BO1}DFS [ o E 534/2020/B01-DFS  Subject Receipt i 1-3 test
Note #2 K QL]
{‘} delegated To Mantosh Kumar ojha
it Add Receipt
07/01/2020 11:22 AM Shravan Kumar I

ASST2{BO-1)-DFS

e By

Figure 235
2. Select File(s) and click Delink menu or Delink icon for respective file.

eFile s 0@ -

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

Movement = Details Draft = Edit Se Send Back = LinkFiles = Attach~ Park ose More v

B

E | 2136 | Building/3/2020-BO1-DFS | Link 1
Linked files

&

] 'I | Comp. No. 1] | File No.

[

Delink FCS-14/4/2020-BO1-DFS wef Link Files

FC5-14037/1/2020-B01-DFS Description Link Files

r

e ]

B

& Eg

Figure 236

3. Enter Mandatory Remarks.
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Delink Remarks

Total 1000 | 994 Character left

Figure 237

4. Click OK in Confirmation Pop up to delink.

Note:
» Linked File(s) will be removed from Linked File List page of File.
= File(s) delink details will be maintained under Link/Delink tab of File History in File Detail Page.
» Link/Delink history will not be maintained if Linked File(s) get delinked without any movement of File.
» Linking details for the delinked File should not be removed from Referred in File list of delinked files

Link/Delink history in Referred in File list page should not be maintained if Linked File get delinked
without any movement of main File.

Referred in Files

Important Points:

v Referred in File is list of files in which copy of opened file is linked
v’ File must have been linked at least once with Main File(s) after its creation.

v Link/Delink history in Referred in File list page should not be maintained if Linked File get
delinked without any movement of main File.

STEPS TO FOLLOW:

1. Click open a File to view file inner page.
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RECEIPT

Movement

%

07/01/2020 10:52 AM

Note # 2

07/01/2020 11:22 AM

Create »

Inbox

Details

E | 2136 | Building/3/2020-B01-DFS | Link 1

delegated To Mantosh Kumar ojha

Sent  Advance Search FILE Create  Inbox  Sent

Draft ~ Edit Send Back  LinkFiles = Attach~ Park

Shravan Kumar
ASST1(BO1)-DF5S

Shravan Kumar
ASST2(BO-I}-DFS

Figure

Advance Search

More ~

238

2. Click Referred Tab of File history in File Details page.

aFile
RECEIPT

Create |

Movement

E | 3257 | A-40014/1/2019-BO1-DFS

Inbax.

Details

Sent

Draft=

Advance Search FILE Create  Inbox

Edit end Back | Link Files | Aftachw Park

Extension of service.

Advance Search

More +

DISPATCH Sent

[ Rec ipt No. / Issue

| Mo

|
459/2019/601-DFS wed
534/2020/E01-DFS Subject

DISPATCH  Sent

Returned

Returned

Receipt

Receipt

3’5 () n Shravan Kumar

Advance Search

Attached/Issued
ontl

07/01/2020
12:28 PM

07/01/2020

12:28PM R b

Fide - X:)

Advance Search

23
ER [ File Details
IS File No.: A-40014/1/2015-B01-DFS. Subject: Estension of senvice.
=
Opening Date : 26/12/2015 05:42 PM Remarks: Test File
-‘B Main Category : All RTI matters Sub Category :
Previous Reference : Later Reference :
E_ Read On: 26/12/2013 05:53 PM
R D History
>
(€3
2] Dispatch  Me: « Movement
‘:l Refe In Files
R

Shravan Kumar,
ASST1(BO1}-DFS

D-20/272/2015-B01-DFS Enter Description ITML2019 11:02 AM Tijnk.
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Upload Local Reference

This feature is required to upload local Document for reference purpose.

Important Points:

v" Document to be uploaded must be in only [PDF, DOC, DOCX, XLS, XLSX, ODT, OPENDOC,
PPT, PPTX, and PPSX] file formats.

STEPS TO FOLLOW:

1. Click open a File to view file inner page from Inbox/Inbox Folder/Created/Parked List.

2. Click References menu under Action Dropdown menu in Right panel of File inner Page to open
References page.

1 Shravan Kumar
I I ¢ Pecuut

RECEIPT Create »  Inbox Semt  Adwvance Search FILE Create  Inbox Sent AdvanceSearch DISPATCH Sent  Returned  Advance Search

Movemnent = Details Draft = Edit Send Send Back = LinkFiles = Armach~ Park Close = More

[

E | 2077 | Building-11/11/2020-BO1-DFS | wed

Ea 74 ' B List of Correspondences
Note # 1
o~ No records found
gh
02/01/2020 02:33 PM Mantosh Kumar Ojha Previcie N
@0 ASST2(BO-1)-DF5S
E g Migrated Notes
Note # 2
A Draft List [
Pex trhotm gbtsbs tatregub thetrhbh T
o Draft Docurment [
'ﬂ eFile Release V5.6,pdf E References []
EA
P 02/01/2020 02:53 PM Shravan Kumar
ASST1({BO1)-DFS
Note #3
02/01/2020 04:43 PM Shravan Kumar
DEA-Steno(BN)
.
Figure 240

3. Click Attach References action button.
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RECEIPT Creare »

Movement

E | 2189 | D-20012/1/2020-BO1-DFS | Enter Description

Lreate a (zreen Note

03/01/2020 11:08 AM

Note #2

Create one more Green Note

03/01/2020 11:08 AM

Note #3
Create a Green Note

03/01/2020 11:09 AM

Note #4

Create one more Green Note

03/01/2020 11:09 AM

4. Select document from the pop up window showing Documents saved in System’s local drive.

Create  Inbox Sent  Advance Search

Link Files | Amach Park Close = More ~

Reference Attached

Shravan Kumar

ASST1(BO1)-DFS (] Sample RT| Letrer pdf

Mantosh Kumar Ojha
ASST2(BO-1}-DF5S

Shravan Kumar
ASST1(BO1)}-DFS

Mantosh Kumar Ojha

Figure 241

5. Click Open button or Double Click document to attach.

Copyright © NIC, 2020

ACEDO O™

Shravan Kumar, ASST1{BO1}-DFS

Ver.7.0[177]



- .ff i
eOoMNC
A DIGITAL ‘WORK PLACE SOLUTION

Merge Physical Files

This feature is required to merge two or more physical file into a main file. There will be option to
Demerge or Merge with Another file at any point of time by the users of dealing section.

Merge Files

Important Points:

v' Physical file must be present in Inbox (Received state)/Created folder of the user.
v" Main File and File(s) to be merged must be of same dealing section (that of logged in user).

v' File to be Merged must not have any Attached File(s)/Receipt(s) or Merged File(s).

STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.

2. Click Merge File submenu under More->Merge menu to open Merge File page.

scE@o N

PT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent  Remurned  Advance Search

File ver 70

% Movemnent =~ Details Edit Send Convert | LinkFiles Attach~ | Dispatch = Close~  More~
P 2333 CSO/17/2020-BO1-DFS  dczdxc CGreate Part
List of Correspondences Create Volume
- Receipt No. / Issue No. j * MergeFile Attached On T} Dispatched On T}
® P 562/2020/801-DFS o Receipt Merge Detail 13/01/2020 06:01 PM dsfdsf
-
2
gk
E g
¢
(<
WaERr ¥
s‘%‘ Add Receipt
o
.
Figure 242

3. Select Files to merge from panel showing year wise searchable listing of Files (Inbox/Inbox Folder
and Created).
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o 1 2 Shravan Kumar
'Offlce " en~ n -
B wokiract sccomon ‘S 116 Vier 71 y 3 (7] ASSTH{EONLDFS
= RECEIPT Create» Inbox Sent Advance Search Create Inbox Sent AdvanceSearch DISPATCH  Sent Retumed  Advance Search
% Merged File(s)
Main | Nature | Comp. No. 1} | File No. 1] | Subject 1} | Sender t] |
s
F 3 @ P 2333 C50/17/2020-BO1-DFS dezdxc
w o B ¥
o=
A
)
R
b Merge
€
(] BB Search Filels) To Merge
B A ~
Year 2020 = | Search Here..
[ |
Comp. No. 1] | File No.
) [ 2334 Buildingf19/2020-B01-DF> rsdtgferds
I[P 2245 Buildingf13/2020-B01-DF> wrsgdy
] ‘B 2243 Building/12/2020-801-DF> ewfwe
3 [ 2240 BC CELL/19/2020-BO1-DFS ddisd
I 2239 BC CELL/18/2020-BO1-DFS hfghf

[ rod |
Figure 243

4. Click ADD to move selected files to Merge File panel.

5. Select Radio Button adjacent to added files to change the Main File. (By default opened file is
selected as main File)

2 Shravan Kumnar
X e 0

Advance Search

File ver.70

Returned

DISPATCH Sent

Inbox Sent  Advance Search

Inbox. Create

RECEIPT Create » Sent  Advance Search

Merged File(s)

&
Main | Nature | Comp. No. T | File No. {1 | Subject £} ‘ Sender 1] |
35
3 @ P 2333 Cs0/17/2020-B01-DFS dczdxe

P 2334 Building/19/2020-B01-DFS rsdtgferds x

L]
- P 2245 Building/13/2020-B01-DFS wrsgdv ®
QRN N

[
=

e P

©

| BB Search File(s) To Merge

~8

D = A
Year | 2020 = | Search Here.
[ |
. ‘ Nature | Comp. No. 1} | File No. Subject
i 2243 Building/12/2020-B01-DF5 ewfwe
CF 2 2240 BC CELL/19/2020-B01-DFS ddfsd
I 2239 BC CELL/18/2020-BO1-DFS hfght
@ 2229 BC CELL/14/2020-BO1-DFS Issue 96
i 22728 BC CELL-11/1/2020-BO1-DF5 lud
A

Figure 244

6. Click Merge Button.

7. Enter mandatory Remarks in Reason for Merging pop up.
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Reason For Merging 2

Remarks *
As per Requirement

Total 1000 | 381 Chararzer left

Figure 245

8. Click OK button.

Note:

Selected Physical Files will be merged to Main physical file.

Merged Files will be removed from their current location.

Merge Files Detail will be maintained at Merge Details of Main File.

User will have option to De-merge merged Files of same dealing section (that of logged in user).

User will have option to Merge already merged file(s) with other File of same dealing section (that of
logged in user).

Demerge already Merged Files

Important Points:

v Main file must be present in Inbox/Inbox Folder/Created list.
v’ Files must be present as Merged File in Merged Detail Page of a physical file.

v Users of only dealing section of main file can demerge the merged files.

STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.

2. Click Merged Detail submenu under More->Merge menu.
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RECEIPT Creare » Inbox Sent  Adwvance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent Remned  Advance Search
Movemnent Details Edit Send Convert | LinkFiles Attach+  Dispatch | Cosew More =
Create Part
Create Volume
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©
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Figure 246
3. Select Files and click Demerge.

244 Shravan Kumar
A @ O -

Create »  Inbox Sent  Advance Search FILE Create Inbox Sent Advance Search DISPATCH Sent  Returmed  Advance Search

Movemnent = Details Edit Send t  LinkFiles Attach~ | Dispatch = More =

&

[~ |
W

1=l
[
©

z2n CS0-11/18/2020-B07-DF5 hfhgfh Shravan Kumar 14/01/2020 04:32 PM fdad

r

43 [

[

e Bp

Figure 247

4. Enter mandatory Remarks in Confirmation pop up.

5. Click OK button.

Note:
» Demerge Files Detail will be maintained at Merged/Demerged tab in File history Details of Main File.

Merge with another File

Important Points:

v" Main file must be present in Inbox/Inbox Folder/Created list.
v" Files must be present as Merged File in Merged Detail Page of a physical file.

v’ File(s) to be merge with another file and Main file should be of same dealing section (that of
logged in user).
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STEPS TO FOLLOW:

1. Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created.
2. Click Merged Detail submenu under More->Merge menu.
3. Select Files and Click Merge with Another.

Merge With Another File

Year* | 2020 £

I S S
wed

L No.
@‘; P 2167 Building-11/20/2020-DA-DFS

LR -+ IO

Figure 248

4. Select File from the list of year wise sorted physical file in a pop up window.

5. Click Submit Button.

Reason For Merging

Remarks *

Merge with a"u:her.l

Figure 249

6. Enter mandatory Remarks in Confirmation pop up.

7. Click OK button.

Note:

=  Selected Merged File will be Merged with another selected physical file.
» Merged Files details will be updated in Current File and new Main File.

Copyright © NIC, 2020
Ver.7.0[182]



@ffice

A DIGITAL WORK PLACE SOLUTION

Park Files

This feature is required to Park those files of File Inbox/Inbox Folders on which user needs to take action

after a certain period of Time.

Important Points:

v Main file must be present in Inbox/Inbox Folder.

v" Physical files in Inbox must be in received state.

STEPS TO FOLLOW:

1. Select Files using checkbox in File Inbox/Inbox Folder list or click open a file from Inbox/Inbox

Folder.

©ffice cFile verso
RECEIPT Create » Inbox Sent  Advance Search

Send Send Badk MoveTow

24 Shravan Kumar
7] ASSTI{EQI}DFS

create [N sent | AdvanceSearch DISPATCH  Sent  Returned  Advance Search

Search Here.. Ml File View [EEESSEES

| E| | 1940 | Daaaaa/1/2019-BO1-DFS | test | _‘° Shravan Kumar, DEA-S... | 3, 443 PM

I [E] 1 1929 | Building-11/3/2019-BO1-DFS | 2 | wed | Sg Shravan Kumar, DEAS... | [, 443 PM @
@ | [B | 2077 | Building-11/11/2020-BO1-DF5 | wed | ‘¢ Shravan Kumar, DEA-S... | @ 4:43 PM
| | E] | 2076 | Building-21010/1/2020-B01-DF5 | erferf | .‘ Mantosh Kumar Ojha, ... | Edy 2:23FM =]

{1 020120200229 PM [X5] ert

RECEIPT Create »  Inbox Semt  Advance Search

Figure 250

24 Shravan Kumar
A e R R

FILE Create  Inbox Sent  Advance Search DISPATCH Sent Remrned  Advance Search

Send Back = LinkFiles | Amach~ Park Close = More ~

E | 1940 | Daaaaa/1/2019-BO1-DFs | test
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2

5 Ed
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L E 352/201%/BO1-DFS wef Recelpt 07-48 P 22 sdfsaf
271212019
RO X =
Shravan Kumar e E 366/2019/B01-DF5  sdisd Receipt s 11 1if
ASST1(BO1)-DFS = n =

“Add Receip(-

Shravan Kumar
DEA-Steno(BN)
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2. Click Park menu.
3. Provide Parking Due Date and Parking Remarks in Confirmation Pop up.
4. Click OK button.

Parking Confirmation

Do you want to park the following file(s)?
Comp. No. File No.

2098 D-20012/565/2019-B01-DF5

Parking Due Dat
T7/01/2020

Parking Remark *
Park till Further Action

Total 1000 | 976 Character ieft

Figure 252
Note:
= List of parked files will be displayed under Parked link of Files module.
» File will be removed from inbox/inbox folder listing.
= User will be provided option to Unpark file.
= User will be provided option to Extend Parking Due Date.

Park file history will be maintained in the Park History of File.

Parked Files

The Parked File is the list of Files Parked from Inbox/Inbox Folder. User can click Parked link under File
module to view parked files.

e Parked File List can be filtered depending on Nature, Parking Date and Due Date by clicking
Filter Icon in menu bar

e Parked Files can be searched using Module Search (Computer No., File No., Subject and Remarks)
e Parked Files can be Unparked

STEPS TO UNPARK FILE:

1. Click Unpark menu after selecting files or click Unpark link with respect to parked file

Copyright © NIC, 2020
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RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH  Sent = Returned  Advance Search

Unpark

Total Records : 2

.| ‘ Comp. No. 1} | File No. Parked On 1] Parking Due Date | | Parking Remark

E 1980 TestReceiptExtMovernent] TestReceiptExtMovement] 311220190256 PM 31/12/2019 | B& B

D
== | E 1935 Building-12/1/2019-B01-DFS wef 02/01/2020 04:45 PM 11/01/2020 Park till further Action
M
4
|
g

:

e B

=
)

e

Figure 253

2. Enter mandatory Remark in Un-parking Confirmation pop up.

3. Click OK to un- park the file.

e Due Date of Parked File can be edited.

STEPS TO EDIT DUE DATE OF PARKED FILE:

1. Click Edit Due Date link with respect to parked file.
2. Select Extended Parking Due Date Edit Parking Due Date Pop up.

Edit Parking Due Date

Do you want to modify the parking period of the selected file?

Comp. No. | File No. | Subject Parking Due Date

2103 D/387/2015-BO1-DF5 Physical 01/01/2020

Extended Parking Due Date *
01/01/2020

Figure 254

3. Click OK to update parking due date.

Note:
= List of transferred file(s) from Created Folder of other Post will be displayed under Parked Files List.

Copyright © NIC, 2020
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View File Details

Various details of File can be viewed by clicking on Details menu in File Inner Page.

e Basic metadata (File No., Opening Date, Main Category, Sub Category, Previous Reference, Later
Reference, Read On, Subject and Remarks) will be displayed.

e List of attached/detached File(s)/Receipt(s) will be displayed under Attached/Detached tab of
Files History section.

= I — 249 avan Kumar
ffice eFile verco A e @ —m= .

RECEIPT Create s Inbox Sent Advance Search ALE Create  Inbox Semt  Advance Search DISPATCH Semt  Rewumed  Advance Search

R Movement | Details | Drafrw Edit Send Send Back | Link Files | Attach Park Closew | Maore ¥

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

@3 File petaits

File No. : A-4D014/1/2015-BO1-DFS Subject : Extansion of senvice.
Opening Date : 261242015 D5:42 PM Remarks : Test File
Main Category : &I RTI matters Sub Category :
Previous Reference : Later Reference :
-5 Read On: 26/12/2019 05:53 PM
) History
Attached/Detached | Linked/Delinked Referred Part Volume Dispatch Merged/Demerged Parked/Unparked Closed veme:

Astached On 1] | Remarks | Deta:hedb]| Detached On 11 Detached Remarks.

26M2/2019 i
E 3254 D-20/375/2019-B01-DFS Enter Description Shravan Kumar, AS5T1({BOT}-DF5 Artach

K DEA- 26/12/201905:51 PM  Detach
o550 PM A
Steno{BN)
2612/2018 aheean
E 3256 D-24377/2015-BO1-DFS Enter Description Shravan Kumar, ASST1(BO1)-DFS 0550 PM Artach Kumar, DEA- 26/12/201305:51 PM  Detach

Steno{BN)

Receipr(s)

Attached On 1] | Remarks

Shravan
261272019
E 1169 671/2019/B01-DFS Testing Shravan Kumar, ASST1{BO1)-DFS A Arach Kumar, DEA-  26/12/201905:52 PM  Detach
Steno{BN)

Copyrigh: © 2020, designed and developed by NIC

Figure 255

Note:

= Attach/Detach history should not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

e List of Linked/Delinked Files will be displayed under Linked/Delinked tab of Files History
section.

Copyright © NIC, 2020
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343 Shravan Kumar
A 7] ASSTI{BOTIDES.

Advance Search

RECEIPT Create) Inbox Sent Advance Search ALE Create  Inbox Sent  Advance Search DISPATCH ~ Sent  Returmed

Movement Details Draftw Edit Send Send Back Link Files | Attach» Park Close v More v =

E | 3257 | A-4D014/1/2019-B01-DFS | Extension of service.

[ Fite Decaits

File Na. : A-40014/1/2019-B01-DF5 Subject : Extension of service
Opening Date : 2612/2019 05:42 PM Remarks : Test File

Main Category : Al RTI matters Sub Category :

Previous Reference : Later Reference :

Read On: 26/12/2018 05:53 PM

D History

ched Linked/Delinked

Part Volume Dispatch Merged/Demerged Parked/Unparked

Linked History
‘ Comp. No. [} |ﬁ|e Na. Linked Remarks Delinked By Delinked On 11

E 3191 BC CELL-10012/2/2015-B01-DFS eef Shravan Kumar, DEA-Stena(BN) 26/12/2019 05:44 PM For Reference Shravan Kumar, DEA-StenofBN) 26/12/201905:51 PM Delink

« B x

Copyright ©

Figure 256
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Note:

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

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

File 319 ) n :hmﬁ“TE:

RECEIPT Create s Inbox Senmt Advance Search FILE Create  Inbox Semt  Advance Search DISPATCH  Sent Rewmned  Advance Search

Eés Maovement | Detsils | Draftw Edit Send Back | LinkFiles | Attachw | Park c More +

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

2=
EE [ File Details

[P File No.: A-40014/1/2015-801-DF5 Subject : Extension of service.
B Opering Date: 26/12/2018 05:42 PM Remarks: Test File
(] Main Category: Al T matters Sub Category :
Previous Reference : Later Reference :
Read On : 26/12/2018 05:53 PM

[ |

D) History

193

ched  Linked/Delinked || Referred . Volum - Closed
Referred In Files

@ By

E 3251 D-20/372/2015-BC1-DFS Enter Description Foomee 27122019 11:02 AM liink
ASST(BO1}DFS

Copyright © 2020, designed and developed by NIC
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Note:

» Referred history should not be maintained if linked File(s) get delinked without any movement of File in
which opened file is linked.

o List of Part files will be displayed under Part tab of File History section.

‘..‘ @fffce ._ eFile verso

scE®O O

RECEIPT Returned  Advance Search

Create ,

FH | Mavement

E | 3257 | A-4D014/1/2013-BO1-DFS | Extension of service.

Inbox | Sent | Advance Search ALE Create  Inbox  Sem:  Advance Search DISPATCH  Semt

Details Draftw Edit Send Send Back Link Files =~ Attachw Park Close w Mare «

[ Fite Detaits

File No. = A-4D014/1/2015-BO1-DFS Subject: Extencion of service.
Opening Date : 26/12/2015 05:42 PM Remarks: TestFile
Main Category : A1l BT matrers Sub Category *
Previous Reference : Later Reference :
Read On < 26/12/2015 0553 M
%) History
Attached/Detached  Linked/Delinked  Referred | [ Part || Volum Dispat Merged/Demerged  Parked/Unparked osed ovemen

Part History

Part Fils Number

P 3259 A-4D014/1/2015-BO1-DF5-Part(1) Extension of service. 26/12/2019 05:47 PM Shravan Kumar, ASST1{BOT}DFS

Copyright © 2020, designed and developed by NIC

Figure 258

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

eFile v

RECEIPT Create s  Inbox

Movement

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

Sent  Advance Search ALE Create  Inbox Semt  Advance Search DISPATCH Semt Retumed  Advance Search

Details Draftw Edit Send Send Back Link Files = Attach» Park Close  Morew

B3 Fite Detsits

File No. =
o

Opening Date :
:B Main Category ©
| ]
Previous Reference :
E'g Read On :
= D) History
ks

Art;

ed/Detached

A-4D014/1/2019-B01-DFS.
26/12/2019 05:42 PM

All RTI matrers

26/12/2019 05:53 PM

Linked/Delinked  Referred Merged/Demerged

part |[ volume ] | pispatcn

i  Parked/Unparked  Closed

Subject : Extension of service.
Remarks: Test File
Sub Category :

Later Reference :

Movement

)

X<
ol S = o ——— ey o=
]
'é P 3258 A-40014/1/2019-B01-DFS-Volume(2) Extension of service. 26/12/2019 05:45 PM Shravan Kumar, ASST1(BO1)-DFS Test File
v
NRIC
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e List of Dispatch will be displayed under Dispatch tab of File History section.

i eFile verso 5 Shravan K
oS, efle sues Yameo O -

RECEIPT Create, Inbox Sent Advance Search FILE Create  Inbox Semt  Advance Search DISPATCH  Sent Remurned  Advance Search

Mavement | Details | Draftw Edit Send | SendBack | LinkFiles | Attach~ | Park | Close~ | Maore~

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

{3 Fite Detaits

File No. A-40014/1/2015-B01-DF5 Subject Exzension of service.
Opening Date : 26/12/2015 05:42 PM Remarks: Test File

Main Category : Al RTI maters Sub Category :

Previous Reference : Later Reference :

Read On : 26/12/2018 05:52 PM

%) Histary

Attach

Detached  Linked/Delinked  Referred  Part  Volume || Dispatch || MergediDemerged  Parked/Unparked  Closed  Movement

DIS/858/2013 1126672019 est draft 27/12/2019 11:00 AM Shravan Kumar, ASSTI{BOT)-DFS

Copyright © 2020, designed and developed by NIC

Figure 260

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

eQifice Heness iame 0

B o

[d

B o By

~8

P

RECEIPT Create, Inbox Sent Advance Search ALE Create  Inbox  Sem:  Advance Search DISPATCH  Semt  Returned  Advance Search

EE Movement Details Draftw Edit Send Send Back Link Files =~ Attach Park Close w Mare «

E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.

[ File Detaits

File No. = A-40014/1/2019-BO1-DFS Subject : Extension of service.
Opening Date : 26/12/2019 05:42 PM Remarks 1 Test File

Main Category : All RTI matters Sub Category :

Previous Reference 1 Later Reference :

Read On: 26/12/2015 D553 PM.

Sr. Na. | Comp. No. 1] Merged Remark: De-MergedBy | De-MergedOn 1} ‘ De-Merged Remark

% 1 3258 A-40014/1/2019 B01-DFS Volume(2) Ecension of service... Snravan Kumar 26/12/2019.05:46 PM Merge z:‘:" ii:wz:nsgs;sz okay
T [T
Copyrighs © 2020, designed and developed by NIC
Figure 261
Note:
» Merged history should not be maintained if merged Files get demerged without any movement of File.

e Parking History of File will be displayed under Parked/Unparked tab of File History section.

Copyright © NIC, 2020
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e Shravan Kumar
RECEIFT  Create ) Sent  Advance Search FILE Creste  Inbox DISPATCH  Sent FRewrned  Advance Search
Eéﬁ e k| LnkFiles | Amachw | Park Mare v
E | 3257 | A-40014/1/2019-BO1-DFS | Extension of service.
23
ER [ File Dewils
File No. A-A0014/1/2015-B01-DF5 Extension of service.
o=
B Opening Date : 26/12/2018 05:42 PM Remarks: Test File
-‘a Main Category © All BT matters Sub Category
| 3
Previous Reference : Later Reference
8 ReadOn: 26/12/2015 D552 P
= Histary
ki
“} stached  Linked/Delinked ge Movement
;:l Parked History
b
)
l‘é Shravan Kumar, ASST1(BO1)-DFS 26/12/2019 03:23 PM Enter Remarks Shravan Kumar, ASST1[BO1}DFS 2712/2018 10:33 AM unpark
Shravan Kumar, ASST1(BO1)-DF5 26/12/2019 06:57 PM Create 2 Green Note Shravan Kumar , A55T1(BO1)}DFS 26/12/2013 07:49 PM Create 3 Green Note
" v in

Figure 262

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

349
A 00 -

RECEIPT Creates Inbox Sent Advance Search FLE Create  Inbox Semt  Advance Search DISPATCH  Sent Rewrned  Advance Search

Maovement | Details | Draftw Edit Send Back | LinkFiles | Amtachw | Park | Closew | Morew

E | 3257 | A-4D014/1/2013-B01-DFS | Extension of service.

[ File Details

File No. : A-40014/1/2015-801-DF5 Extension of service.
Opening Date : 26/12/2019 05:42 PM Test File
Main Category : Al T matters

Previous Reference :

Read On: 26/12/2019 05:53 PM

Linked/Del

Volume

atch

Action On || | Action Remark

Reopen Shravan Kumar, ASST1{BO1)-DFS 22013 en
05:54 PM
2612/2019

Close  Shravan Kumar, ASST1{BO1)-DFS e close

Copyright © 2020, designed and developed by NIC

Figure 263
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Create Draft (DFA) in an Electronic File

Draft for approval (DFA) can be created in a standalone Electronic File (Not Attached with any other
File/Receipt) available in Inbox/Inbox folder/Created/Parking list. There can be three different nature of
Draft that can be created.

i. New Fresh Draft
ii. Reply Draft
iii. Reminder Daft

Create a New Fresh Draft

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.

omew €File ver 7.0

= RECEIPT Create v  Inbox Sent  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search

135 Movement | Details Draft = - send Send Back  LinkFiles = Attach + Park

File Inbox / A/940/2020-RTI Create New Draft E 3115300 A/940/2020-RTI

,T_}" View Draft N4

175

= +  Automatic Zoom

A940/2020-RTI
10122020/EOQFFICE

A Simple PDF File

Vandana Pal
DEALING HAND

Figure 264

18/06/2020 02:40 PM

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Typeor paste copied content in the text area to create draft content.

« eFile ver. 70
Creats v Inbox Sent Adwvance Search ALE Creare Irbox Sent  Advance Search IS5LIE Sent  Returned  Advance Search
Movement Details Draft = = Send Send Back  Link Files  Attach = Park

E 3115390  AM40/Z020-RTI  TestEmail B 5M5 11

_';','. POF & DOC Onty == 25 M Last Auco backed up: 20/06/2020 05:32:35 AM Draft Details
I U s == =22 - == 4 Draft Nature * Receipt No. & Reply Type

A A o P om == English FasL MewiFresh Choose Recsipt Choose Cne
Forms OF Communicadons Prefix Language *

Line Helght Ghaose One Choose One * | Chooss One *| | Bengal v

® | Main Category Sub Category

Choase One i Choosz Dne i
Subject *

+ Adds Edit Reciplents

Tetal 1000 | 1000 Character left

D Clear I

2 I Erabls Multi Sign

Figure 265

Copyright © NIC, 2020
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Add Hash Tag if required (If draft created using Text Editor or Template)

Add Attachment if any.
Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)
Fill basic metadata categorized under Draft Details.

Click Add/Edit Recipients (Optional at time of Draft Creation) action button.

® N>R

Click Save to Save the draft and generate unique draft number.

Create a Reply Draft

Important Points:

v’ Receipt (of same or external instance) must be attached as a correspondence in file.

v’ Attached receipt in correspondence should not be in closed state.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

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

4. Add Attachment if any.

5. Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)

6. Fill basic metadata categorized under Draft Details.

7. Select Draft Nature as Reply(A4vailable only when file has active receipts in correspondence)

S en eFile ver. 70 .l L W “coecone

E RECEIPT Create » Inbox = Sent Advance Search FILE Create Inbox  Sent  Adwance Search ISSUE Sent  Returned Advance Search
%5 Movement Details Draft send Send Back LinkFiles Attachw Park More v

File Inbox / A/940/2020-RTI E 3115390 A/940/2020-RTlI Test Email & SMS 11
ﬁ%s [ ) poraocony <= 25w Last Auto backed up: 20/06/2020 053924 AM [ g oo i

Template Lm B 7T U S == = 2-E-52E 4 Draft Nature * Receipt No. * Reply Type
g H = — 0 x, X A A (0] T @ } English Formats ,,Replf 'J fEldose oo @ | Chooseore

- Choose One || Prefix Language *
{} Vierdana 13px Line Height Hash Tag Choose One New/Fresh | Chodse One Bengali
+ " ]
— PREES s - [ -
F‘l(? Subject
Flu
=] o Total 1000 | 1000 Character left
a8:
+ Add/ Edit Recipients
Figure 266
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8. Select Receipt No. if there are multiple receipts in ToC.

1 == e = Saruja nuinar Fauy
:.,T |Le . eFile ver 70 a n TD(SKP)-EOFFICE
RECEIPT Create »+  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned = Advance Search
Movement =~ Details Draft = = Send Send Back | LinkFiles = Attach~ Park
File Inbox / Ar940/2020-RTI E 3115390 A/940/2020-RTl Test Email & SMS 11
175 &= =
X | e 2 | PDF & DOC Only <=25 MB : A2 =
hg Upioad x :}:_? % | nly Last Auto backed up: 20/06/2020 05:42:09 AM E Draft Details
Template L. B I US == = =-E = E 4 Draft Nature * ReceiptNo. % Reply Type
D= h A g v A
1] H o= — 0lx 5 A | v/ ® 52| Engish iA— Reply ‘ 19 12}2020f€OFF\CE _‘ Choose One
; Forms Of Communications | Choose RE(E'Pt | Language *

{} Verdana 13px Line Height Hash Tag Choose One Hhhia D - W Ir Bengaii v

A
LV . ; -

Main Category Tty
Reply Draft. Establishment % = (hoose One '

m Subject *
]
L] test subject

Total 1000 | 988 Character left

+ Add/ Edit Recipients

Recmlent Details - Public

'- Name: Autornation Al A — MINISTRY OF
@ Testing utomation Testing L TURE
°
LN -
.
Figure 267
Note:

= If only one receipt is available in ToC, it will be selected by default
= Recipient details, Main Category, Sub Category and Subject of selected receipt are auto fetched
in respective metadata fields.

. Clickinicon will display details of Receipt.

9. Select Reply Type (Optional) from Drop down list.

10. Click Add/Edit Recipient (Optional at the time of Draft Creation) action button for adding more
recipient.

11. Click Save to Save the draft and generate unique draft number.

Create a Reminder Draft

Important Points:

v' Issue must be a present in correspondence of file.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

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

Copyright © NIC, 2020
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4. Add Attachment if any.

5. Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)

6. Fill basic metadata categorized under Draft Details.

7. Select Draft Nature as Reminder(Available only when file has Issues in correspondence)

= 3 Suar g ey
ewNIce .. e ™ -
AL I = W oo
RECEIPT Create +  Inbox Sent  Advance Search FILE Create Inbox Sent = Advance Search ISSUE Sent ' Rewrned = Advance Search
Movement = Details  Draft~ Edit Send Send Back = LinkFiles | Attachw Park
File Inbox / A-12/1122/2020-QA-01 E 3115376 A-12/1122/2020-QA-01 Automation Testing
175 = T I 3
PDF & DOC Only <= 25 MB = 3
ﬁ? Hpbad A Draft Details
Template m B 7 US == == - E = = DraftMature*— | Receipt No. Reply Type
D= A A v i v
{1 H = 3 N A " o] z @ 52 English Eormats | New/Fresh Choose Receipt Choose One
Ny | choose one Prefix Language *
. Verdana | Line Height Hash Tag Choose One New/Fresh Chocse Orie - Bengali v
i | Reply Sub Category

% =| (hoose One -

Reminder
e

Automation Testing

mo | Toral 1000 | 982 Characrer left e

# Add/ Edit Recipients

v

;E . 0'WORDS 5

& g
Enable Multi Sign |

£ coovrient 2020 designed and developed by NIC, |

Figure 268

8. Select Issue No. if there are multiple Issues in ToC. (Reminder popup will open displaying list of all
dispatches done on selected Issue)

o €File ver 70

= RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox Sent  Advance Search 5! Sent Rewrned  Advance Search
135 Movement = Details Draft = Edit Send Send Back | Link Files | Attach~ Park
File Inbox / A-12/1122/2020-QA-01 E 3115376 A-12/1122/2020-QA-01 Automation Testing
i) G
hg Upload & PDF & DOC Only <= 25 MB Last Auto backed up: 20/06/2020 05:57:40 AM Draft Details

Template L B T U S ==
B = — 0(x ¥ | A A o £ | @ 31  English Formats

Draft Nature *
Reminder

IssueNo, %— —— Reply Type
Choose Issue A ‘ Choose One %

[

Forms Of Communications Choose Issue | Language *

Verdana 13px Line Height Hash Tag Choose One Choose One - 1/3024185/2020 r Bengali -
= Main Category
cC ® = | |Choose One -

Subject *
Automation Testing

Total 1000 | 982 Character left 4

4+ Add/ Edit Recipients

s &g B

L L]

(@

Figure 269

9. Click icon to view list of dispatches against selected Issue.

10. Select Dispatch No. from popup to create remainder and click Submit.

Copyright © NIC, 2020
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Select Dispatch To Create Reminder

Issue No: 1/3024185/2020 Subject: test subject
Dispatch No. Recepient Type Communication Details

DIS/10858/2020 Public MName: Automation Testing

Figure 270

Note:

= Recipient details, Main Category, Sub Category and Subject of selected receipt are auto fetched in
respective metadata fields.

11. Click Save to Save the draft and generate unique draft number.

Note:

= After saving Draft, a draft number will be generated for the draft and its state will be displayed as DFA
with draft version as 1.

* Download Icon will be displayed if DFA is created by uploading Word document.

= Saved (Created) DFA will be in non-editable mode.

» Draft content (either typed or copied and pasted from word document in editor, Draft Details and
Recipient Details get Auto Backed up if not saved by user. (In this case, Draft no. should not be
generated)

» If Text editor is blank it will not be auto backed up or saved.

= Last Auto Backed up date and time (dd/mm/yyyy hh:mm AM/PM) will be updated in Draft Action
Header after getting Auto Backed up.

» (licking on Create new draft in a file having Auto Backed up Draft should open Auto Backed up content,
which should be further edited or cleared using Clear action button.

= Created DFA can be viewed in Draft List (along with details as Draft No., Subject, Last Updated On,
Status, Approved By and version details etc.) on right panel of File inner page.

= Edit and Approve Action button will be displayed for the saved draft.

= Legend will be provided in File Inner page/Inbox list page to indicate created draft.

Copyright © NIC, 2020
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View Draft List

Important Points:

v' Electronic File containing the drafts must be in Created/Inbox/Inbox Folders/ Parked/Closed
list.

v' Electronic File must have drafts in DFA/Approved/Sign Pending/Signed State.

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown
menu on Right panel of File Inner Page to view List of all created Drafts.

it 3a ru]a Kumar Famwo
E i en - npe 3 I 3
« eFile ver.70 n -@ ‘ ' TD(SKP)-EQFFICE

RECEIPT Create »  Inbox  Sent  AdvanceSearch FLE Create  Inbox  Semt  Advance Search Sent  Rewrned  Advance Search

Movement | Details aft » Edit Send Send Back LinkFiles | Attach v Park

File Inbox / A-12/1122/2020-QA-01 [REir CiCIsIot E 3115376 A-12/1122/2020-QA-01 Automation Testing

= View Draft o

List of Drafts

Note #1

Draft No. Subject Status Approved By Last Updated On T} ‘ Action

Create a Green Note 20/06/2020 06:05

DFA/5497 test subject DFA - T

10/06/2020 09:38 AM Saroja Kumar Patro Saraja Kumar
10/06/2020 11:35
INDIVIDUAL DFA/5392 Automation Testing SIGNED Patrg, eOffice AM LiE|
MM...
Note #2
el 5 (DD
Create one more Green Note . .
Version List of DFA/5497

10/06/2020 09:39 AM PRRRVYTR| | Version 1| Created On 14 | Created By

INDIVIDUAL

20/06/2020
- 06:05 AM

Saroja Kumar Patro, eOffice MM... DFA W
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= RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Returned  Advance Search
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B4 Note # 2 Migrated Notes
‘a Create one more Green Note Draft List
m|
| ] i Version List of DFA/5497

R 10/06/2020 09:33 AM PORTSTINPYT R | Version 11, | Created On 11 | Created By
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,
Figure 272
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Note:

= User will be able to see list of DFA/DRAFT created by the users in a File in Draft list (user should be
able to by default open draft list tab in right panel of file inner page using User Preferences Settings)

= User will be able to View Draft details (Draft No., Subject, Last Updated On and Approved By) and
version details (Version, Created On, Created By, Status).

= User will be able to click open a draft, to view the Draft.

=  User will be able to identify Draft with enabled Multi Sign (Demarcated using Icon).

= User will be able to view Signature Details (Signed By, Signed On, Signed Using (DSC/eSign)) by
clicking on Signed Status.

= User will be able to take following action - Show Version and Delete.

Show Version

Clicking on Show Version Icon should display all version of respective draft.

TR < S
Al et D LB er 7.0 E WP oocorrce
RECEIPT Create » Inbox Sent Advance Search FILE Create  Inbox ' Sent  Advance Search Sent Returned  Advance Search
Movement | Details = Draft= Edit Send Send Back = LinkFiles | Attach v Park
File Inbox / A-12/1122/2020-QA-01 E 3115376 A-12/1122/2020-QA-01 Automation Testing
175 .
ol Y B e, 5
Yl Note #1 Draft No. Subject Status Approved By | Last Updated On [ ] | Action
=]
Bl Create a Green Note
20/06/2020 06:05
DFA/5497 test subject DFA i af fia
i
10/06/2020 09:38 AM Saroja Kumar Patro =ara b 10/06/2020 gopald
INDIVIDUAL DFA/S392 Automation Testing SIGNED Patro, eOffice e Versions Il
‘P MM...
LSO Note 2
RN 1 [DIED
"B Create one more Green Note
L vemontior v WY
ﬁg 10/06/2020 09:39 AM Vertar Surr Ahifmer] Version 1} | Created On f] | Created By Status ‘ Action
4 INDIVIDUAL
= 20/06/2020
& 06:05 AM Saroja Kumar Patro, eOffice MM DFA o
O] 1 [N
=
.
Figure 273
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Delete Draft

Only Draft in DFA State can be deleted.

From Draft List

e
RECEIPT

Create »

Movement

men €@File ver. 70

Inbox

Details

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

=

Note #1

Create a Green Note

10/06/2020 09:38 AM

<M note #2

Creare one more Green Note

10/06/2020 09:39 AM

Sent

Draft v

Advance Search

Edit

send

FILE

send Back

Create  Inbox

Link Files

Y H

Sareja Kumar Patro
INDIVIDUAL

INDIVIDUAL

Sent

Attach v

Advance Search

Park More v

Draft No. Subject

DEA/SAGT test subject

ISSUE Sent

| Status

DFA

P o)

Advance Search

Returned

| Approved By

Last Updated On 1] |

20/06/2020 06:05

o

AM
Saroja Kumar
= 10/06/2020 11:35
DFA/5392 Autormnation Testing SIGNED Patro, eOffice AM ik
MM...
H|[« BB | n
Verslorl List of DFA/5497

20/06/2020
L 06:05 AM

Saroja Kumar Patro, eOffice MM...

DFA

IR 1 D

Figure 274

¢ File without further movement (Single Version): Clicking Delete Icon in draft list should remove

the Draft and its version.

¢ File with further movement (Single Version): Clicking Delete Icon in draft list should change the
Draft and its Version Status to ‘“DELETED’ and Draft No. and Version Link should become

Inactive

o File without further movement (Multiple Version): Clicking Delete Icon in draft list should
remove the latest created version (if any) and change the Draft and its other Versions Status to
‘DELETED’ and Draft No. and Version Link should become Inactive

o File with further movement (Multiple Version): Clicking Delete Icon in draft list should change
the Draft and its Version Status to ‘DELETED’ and Draft No. and Version Link should become
Inactive
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From Version List

w eFile ver.7.0

RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search Sent Returned  Advance Search
Movement | Details | Draft= Edit Send Send Back | LinkFiles = Attach = Park
File Inbox / A-12/1122/2020-QA-01 E 3115376 A-12/1122/2020-QA-01 Automation Testing
175 S
FEY 7 ¥
Yol Note #1 Draft No. | Subject | Status Approved By Last Updated On 1] | Action
=l
Bl Create a Green Note
20/06/2020 06:05

DFA/5497 test subject DFA i LIER T

X
10/06/2020 09:38 AM Saroja Kumar Patro Sarojs Kumar 10/06/2020 11:35
INDIVIDUAL DEA/5392 Automation Testing SIGNED Patro, eOffice AM ) e
,E' MM...
Ul Note # 2
W BB
"B Create one more Green Note
1 E Version List of DFA/5497
ﬁ A 10/06/2020 09:33 AM Yerur Siraj Ahmed Version {} | Created On {} | Created By Status ‘ Action
3 INDIVIDUAL
= 20/06/2020 )
| 2 06:05 AM Saroja Kumar Patrg, eOffice MM... DFA ]E |

iEd] « [

Figure 275

o File without further movement (Single Version): Clicking on Delete icon in version list of draft
should remove version and draft associated with it.

¢ File without further movement (Multiple Version): Clicking on Delete icon in version list, should
remove latest version (created by self) of draft.
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Edit Draft (DFA)

This feature is required to edit draft (DFA) content, details and Add/Edit Recipient details.

Important Points:

v
v

<

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

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

Draft to be edited must be in DFA state (with unique draft number).
Draft to be edited must not be in Approved state.

Draft to be edited must not be created by users of external eFile instances

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown

menu on Right panel of File Inner Page to view List of all created Drafts. Refer View Draft.

2. Open unapproved draft from Draft List by clicking on Draft No.

3. Click Edit Button.

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

EP.
[

=

mon €File ver 70

XN EED 0

RECEIPT Create + [nbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search 5! Sent Retwrned  Advance Search

Movement Details Draft Edit Send Send Back | LinkFiles = Attach = Park

Draft No.: DFA/5496 Draft State: DFA  Version: 1 =
E Draft Details
Draft Nature * Receipt No. * Reply Type
Reply i 2182/2020/EQFFICE ¥ 0 | ChooseOne o
Forms Of Communications Prefix Language *
Chaose One x Choose One X Bengali o
~
Main Category Sub Category
Establishment * | | Choose One g
NO. e
Government of India Subject *
(Bharat Sarkar) test subject
Department Of..... s,
[ Vibhag) 4
Toral 1000 | 588 Character left
DER
New Delhi,
| =
Sanction of the president is accorded under rule 10 of 2 [
the Delegation of Financial Powers Rules, the the write
off irrecoverable loss of Rs. 5000 (Rupees Five Thousand only) being the value of the o = z
(Rup ¥) 9 &l Recipient Details - Public
) N Name ‘ Designation Address Min./Dept./Others
Name: Automation MINISTRY OF
ASOD Aut ion Testi
: : | Testing HrematiestE AGRICULTURE A
Enable Multi Sign ]

M Copyright © 2020, designed and developed by NIC.

Figure 276

Scenario 1: In Case of DFA created using DFA Editor or Template

4. Saved content of the draft should be displayed in editable form
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5. Edit content (option to type content, paste copied content and choose template will be available)
as required.

Scenario 2 : In Case of DFA created using uploading Word Document
4. Download uploaded Word document by clicking Download Icon for further editing.

5. Click Upload button to select and upload updated/edited word document or a new document
from local drive.

Scenario3 : In Case of DFA created using uploading PDF/Word Document

4. Remove uploaded draft by clicking Remove Icon

&

Enter content (option to type content, paste copied content and choose template will be available)
as required.

Edit metadata (If required)
Add or remove attachment (If required)

Check/Uncheck Enable Multi Sign checkbox. (If required)

© ® N o

Click Add/Edit Recipients (Optional) action button.

10. Click Update to save the edited content of Draft.

Note:

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

Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.

Text editor cannot be kept blank while editing an already saved draft.

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

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

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

This Feature allow user to Add Public, Intra eOffice and Inter eOffice Recipient in recipient detail list of

draft/dispatch. Also user can Edit details of Public recipient and Remove recipients at any point of before
final dispatch.

There are three type of Recipient that can be added in Draft/Dispatch.

i.  Public: Public Users not having an eOffice Account
ii. Intra eOffice: Users of other departments available in same eOffice Instance
iii. Inter eOffice: Users of other departments available in other eOffice Instance

Important Points:

v' Intra eOffice and Inter eOffice instance recipient can be added only for electronic
Draft/Dispatch.

v" Duplicity of Recipient will not be allowed.

STEPS TO FOLLOW:

1. Click Add/Edit Recipient in Draft/Dispatch Page to view Add/Edit Recipient popup window
with Public> User (New) preselected.

Note:

= Ifrecipient details are already listed in Draft/Dispatch it should be displayed in right —panel of
Add recipient popup with option to edit/delete

2. Fill all available details of recipient (including mandatory fields) and click ADD.
Note:

= User details form gets reset to default value. Recipient Detail will be listed in right panel with
option to edit/delete.)

3. Click Close button in right panel to close the Popup.

Note:
*» To Add Recipient for Public , Intra eOffice and Inter eOffice, refer following link
o Public Recipient
o Intra eOffice Recipient
o Inter eOffice Recipient
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Approve Draft (DFA)

Approval of Draft in File will be same as approval of draft in receipt. Refer Approve Draft in Receipt.

Signing a Draft

Signing of Draft in File will be same as Signing an approved draft in receipt. Refer Signing a Draft in Receipt.

Dispatch from File

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

Electronic File

Dispatch from Electronic File will be same as Dispatch from Electronic Receipt (Refer Page No.78).

Physical File

STEPS TO FOLLOW:

1. Click opens a Physical File from Created/Inbox/Inbox Folder list of File.

2. Refer Dispatch from Physical Receipt from Step 2 Onwards.
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Send Files

This feature allows user to forward Files to other users from Inbox/Inbox Folder/Created List.

Important Points:

v" File should be available in file inbox/inbox folder /created list.

v" Physical files in Inbox should be in received state.

STEPS TO FOLLOW:

1. Select files or Click open a file from Inbox/Inbox Folder or Created list.
2. Click Send menu

eFile ver.70 LY Wy

RECEIPT Create »  Inbox Sent  Advance Search Create m Sent = Advance Search ISSUE Sent  Returned  Advance Search

I e S e fe oy m—

19/06/2020  19/06/2020
08:54 PM 08:54 PM

E 3115477 AJ963/2020-QA-01 ferf Jaskiran, n1d2

12/06/2020  18/06/2020
E 3115391 A/041/2020-RTI Test Email & SM5 4 Vandana Pal, RTI DIVISION =
@ estEmat E Tl 0344PM  0756PM B

18/06/2020  20/06/2020
E 3115390 ASQ40/2020-RTI Test Email & 5MS 11 Vandana Pal, RTI DIVISION 02:40 PM 03:50 AM 1

Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

P 3115382 A/937/2020-QA-01 250002
Q MMP... 09:52 AM 09:52 AM
.
Figure 277
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= RECEIPT Create »  Inbox = Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search 5! Sent  Rerurned  Advance Search
135 Movement = Details Draft v dit Si Send Back | LinkFiles Attach~ Park
File Inbox / A/941/2020-RT1 E 3115391 A/941/2020-RTI Test Email & SM5 4
175 —
& X
Note #1 t 3 = 4+ Automatic Zoom
o=

©

18/06/2020 03:14 PM Vandana Pal
DEALING HAND
]
Wi BRI
Pad
a
ib e o,
° Quick Noting ~ Last Saved : 20/06/2020 06:50:05 AM (E) %
=N \
5 A
ML & (B 7|U S|== == |=-E-= =4 H = \)
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|
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& : 4 g
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Figure 278

3. Select user in To field (Select the user from segregated employee List using any of “All” |, “Recent
5”7, “In Channel”, “Sub-ordinates”, “Send Back” and “Reporting Officer”).
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T B Gk W  osieeorrcE

—— =T
amamworssuece sosmen @F11€ ver, 7.0
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-
Eiu MIC Choose One L4
@ h All Recent 5 In channel Sub-ordinates Send Back Reporting Officer | Comp. No. File No. / Receipt No.  Subject Note Type
To™ 5 =] E 3113391 A/941/2020-RTI Test Email & SMS 4 GREEN
m Vandana Devi-SA{VD)-HP-SHIMLA ( STATE UNIT) Notify Through: | | Email | | SMS |
DXl | set Due Date Action
dd/mm/yyyy B | Choose One b
”
-_B Priority
Choose One ¥ Initiate Action
] Remarks
c
Note: Noting in the attached files, if any, will be finalized after movement of main file/receipt.
Intimate To
) 1 Vandana Pal DHIRTINVP) RTI DIVISION O O
° L
[
.
Figure 279
Note:
.

= All: List will display all the active users in the department.

= Recent5: List will display last five distinct users to whom file was sent respectively.

* In channel: List will display the list of users who were in channel of previous movement.

= Sub-ordinates: List will display the sub-ordinates placed below the logged in employee in the post
(individual) hierarchy.

= Send Back: Previous sender of file will be displayed.

» Reporting Officer: List will display the reporting officer placed above the logged in employee in the post
(individual) hierarchy.

Or

4. Select user in To field from the Organization hierarchy list in case for single instance multiple
departments.

Or

5. Select user from External->Department name, in case user has to send the file to any external
eFile instance

Select Due Date(If Required)

Select Action(If Required)

Select Priority(If Required)

- =B =)

. Select Initiate Action and Initiation Type (Configurable & role based)

10. Enter Remarks (Mandatory for Initiate Action)

11. Select Notify Through (SMS/Mail) using checkbox to notify receiver. (If required)

Copyright © NIC, 2020

Ver.7.0[205]



coffice

12. Select Intimate Through (SMS/Mail) using checkbox to intimate users in previous movements. (If
required).

13. Click Send to forward file.

Note:

* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.

Send file with eSign

This feature allows user to digitally sign green note using eSign (Aadhaar based using OTP or
Fingerprint).

Important Points:

v" File should be available in file inbox/inbox folder /created list.
Physical files in Inbox should be in received state.
eSign Web service should be up and running.

Web service URL should available in eFile application configuration table.

D N NI NN

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

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

AN

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

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.

OTP based ‘eSign & Send’
1. Click eSign and Send and choose option ‘with OTP’.

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

3. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
4. Enter the OTP received on the registered (with AADHAR) mobile number.
5. Click ‘Submit’ to eSign and Send.
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Fingerprint based ‘eSign & Send’
1. Click eSign and Send and choose option with ‘Fingerprint’.

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

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

3
4. Select the Fingerprint scanner from the discovered connected device(s).
5. Click ‘Capture’ to capture the fingerprint.

6

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

Note:
* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.

By clicking on Signature user will be able to view complete details of Signer.

Send file with DSC (Digital Signing Certificate)

This feature allows user to digitally sign green note using DSC Token.

Important Points:

File should be available in file inbox/inbox folder /created list.

Physical files in Inbox must be in received state.

JRE Version 1.8 or above appropriate as per OS must be installed in the client machine.
DSC Signer Service must be installed in the client machine.

User must have valid DSC certificates installed in the computer.

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

A N N N N RN

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.
1. Click DSC Sign & Send.
2. Enter the PIN for DSC.

Note:
= Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.
= By clicking on Signature user will be able to view complete details of Signer.
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Sending File to External eOffice Instance

This feature allows user to forward Files to user in external eOffice Instance.

Important Points:

v' File should be available in file inbox/inbox folder /created list.
Physical files in Inbox must be in received state.
External Instance must be registered with users eOffice Instance.

Role_Instance_Sender must be assigned to User sending file to external Instance.

D N NI NN

Role_Instance_Receiver must be assigned to user of external eOffice Instance to whom file is to
be sent.

<

External eOffice Instance should be active at time of Inter Instance file movement.

<

The eFile(s) to be exchanged must not have-
e Yellow Noting

e KMS References.

e File(s)/Receipt(s) as attachments.

e Linked Files

STEPS TO FOLLOW:

1. Select file(s) or Click a file number in Inbox/Inbox Folder/Created list.
2. Click Send menu.

3. Select External Radio Button on File Send Page.

FILE Cregte Inbos  Senc | Advance Search DAZPATCH Sent  Rewrmed  Advarce earch

% internal| @ External
Cepartrment =
a5 B
g |
o IRCE
Bl | AARITA ACRA ACCTI AcTourt-MHA notity Througn : B8 Email @ svs = t"""::r M File No. Subject Note Type
.-im et s D?‘e Aruc::r'zrcrma'lon @ 2213 LA-1101171/2020.807-DF% | Land recard marer YELLOW
B
= Priority
E B Irmmediat
Remarks
ES_:’ Forwerdirg
B
- Touad 1 000 | 983 Character kaft
&
Intimate To
S.MNo.  Emplojee Name Marking Abbreviation Weaai m
1 Shrauan Kumer DEA-Stenol BN) [ |

|NIL‘|
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Figure 280
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Select Department name (From Registered External eOffice Instance) using Combo-box.
Select user in To field (Employee List having Role_Instance_Receiver should be available)
Select Action

Select Priority

Enter Remarks

Click eSign and Send/ DSC Sign and Send/Send.

 ® N > 0k

Note:

» Sender Name, Post and Department details shall be appended in Green Note of File automatically after
movement.

* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.

= Local References, Issues & Correspondences lying in a file will be exchanged.

» Internal file movements detail will not be exchanged; however, the last movement (i.e. from sender
eOffice Instance to receiver eOffice Instance) of the file will be exchanged & will be visible in the
Movements of the eFile(s) being exchanged.

* Main file, Part File(s)/Volume File(s) can be exchanged during the Inter Instance File Exchange.

= User will not be able to "Merge" physical files with an external physical file.

» No actions will be allowed on the attached records i.e. Correspondences, Issues and Local References in

the eFile(s) of the sender department by the recipient department.

External Physical file will not be allowed to "Convert" into electronic file.

User should not able to "Edit" external file.

User should not able to "Close" external file.

Separate Computer No. for the sent file should be assigned in external eOffice Instance.

Creation of Part/Volume of the external files will not be allowed.

File(s) cannot be pulled back once sent to external eOffice. (Alert message will be displayed before

sending of file)

» File(s) with DFA will be allowed for exchange with following conditions:

o Latest version of the draft should be exchanged with the receiver eOffice Instance.

o Receiver eOffice Instance can Approve the submitted DFA received from external eOffice Instance.

o Receiver eOffice Instance will not be allowed to perform the signing of the submitted approved draft
received from external eOffice Instance.

o Receiver eOffice Instance will not be allowed to perform the final dispatch of the DFA submitted by
another eOffice Instance. Approved DFA has to be send back to the sender eOffice Instance for final
dispatch.

o Draft content will be available for viewing/editing.

o Draft metadata will be available only for viewing.

o Draft attachments will be available only for viewing.
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File Sent List

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

To view list of receipts sent, Click ‘Sent’ sub module under File module.

x D 0O
- env>
men €File ver 70 L) & . D

RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox Advance Search ISSUE Sent  Returned  Advance Search
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Figure 281
Description:

e The Sent list of File displays information such as, Nature of File (E/P), Computer No., File
Number, Subject, Sent To, Sent On, Currently With, Due On and Actions.

w eFile ver.70
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@ [ E 3115481 A-124112872020-QA-01 Test Jaskiran, n1d2 :iﬂgﬁﬁr‘;&lo Jaskiran, n1d2

‘AE 1 E 2115402 8/23/2020-QA-01 Drafe r::«;;:ilsiraj Ahmed, eDffice :?/:);3!;;20 ;:;i%irﬂ Ahmed, eOffice @
:‘ﬁ £ 2104365 10{2)/2020-RTI Request for informarion Under RT] Act, 2005 by Ms.... r::i;::s‘”j Ahmec s0ffice :?f?:f&m ;;;f”‘” Apmed, cfice @
E “ E 3115482 AI958/2020-QAD1 o I::\;::ISS:EJ Ahmed, eOffice :;!I:)SE“EJ)‘ZO ;:;:%iraj Ahmed, eOffice @
0 E 3115479 A/965/2020-QAD1 Test Bt r;:eMr:lr"SE:aJ Ahmed, eOffice :?u’f?f:;lo ;;';:élraj Ahmed, eOffice @

Figure 282

e The list of File can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.
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e The list of File can be filtered on the basis of Nature, Subject Category, Sent Date and Due Date
range by clicking Filter Icon in menu bar.
. eFile ver - ety

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

ﬁ © Both Physical Electronic J0/06/2020  Yerur Siraj Anmed, cOffi
R A/D52/2020-QA-01 Test " TR Ies 8@
: ; 06:24AM  MMP.. Q
Subject Category
-~
i : i 0 20/06/2020
E 3115481 A-12/1128/2020-QA-01 Test Hindi Public Relations Finance, Budget, Jaskiran, n1d2
Cash and Accounts 12:024 AM
§ | Parliament 19/06/2020
@ £ 3115481 A-12/1128/2020-QA-01 Test artamen Jaskiran, nd2
11:25 PM
Date
p Sent Date From Sent Date To e 19/06/2020  Yerur Siraj Ahmed, eOffice
4 e
Y 1 £ 3115408 B/23/2020-QA-01 Drafe| |l & [ ddimmiyyy - g £ @
Due Date Frnm Due Date To
2/ ; o e 10/06/2020  Yerur Sira Ahmed, eOffice
= £ 3104365 10(2)/2020-RTI R 8 | ddimmiyyyy =] ) f
[ () il - 1MABPM MMP.. ptlie
& o : = 10/06/2020  Yerur Siraj ARmed, eOffice
il () £ 3115462 A/958/2020-QA-01 dd
B: o 2 1117PM MMP.. aea
Yerur Siraj Ahmed, eOffice  19/06/2020 Yerur Siraj Ahmed, eOffice
] E 3115479 A/OB5/2020-QA01 Test Extl
Q = MME... 11A6PM  MMP.. 0me

Figure 283

e The Files can be searched using Module Search on the basis of Computer No., File No., Subject,
Sent To and Currently With by entering at least 3 characters.

3255- n Saroja Kumar Patro
eFile ve KP)-EOFFICE

RECEIPT Create » | Inbox  Sent  Advance Search Create  Inbox Advance Search 5! Sent  Rewurned  Advance Search

SentTo

B File Number
Yerur Siraj Ahmed, eOffice imed, eOffice
g LOAD1
E 3115438 A/952/2020-QA-01 Test e 06| B subject PR
20, B SentTo
E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2

2a Currently With

19/06/2020
11:25 PM

3115481

A-12/1128/2020-QA-01 Jaskiran, n1d2 Jaskiran, n1d2

Yerur Siraj Ahmed, eOffice  19/06/2020 Yerur Siraj Ahmed, eOffice 'a Q
MMP... 11:19 PM MMP... ¥

Figure 284

E 3115408 B/23/2020-QA-01 Draft

e The list of already sent files of other users if shared with you (in case of employee’s handover due
to transfer/superannuation/promotion) can be viewed through Show shared Sent.

3255- n Saroja Kumar Patro
eFile ve C

RECEIPT Create » | Inbox Sent  Advance Search Create.  Inbox Advance Search 5! Sent  Returned  Advance Search

135 Create Part  Pull Back arch Here...

‘ Comp. No. 1 File No. j SentTo

Yerur Siraj Ahmed, eOffice

” R
E 3115438 Ar952/2020-0A-01 Test MMP... 06{ B subject

20, B SentTo

E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2
2a Currently With

19/06/2020

] E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 Pp— Jaskiran, n1d2
Yerur Siraj Ahmed, eOffice  19/06/2020  Yerur Siraj Ahmed, eOffice
E 3115408 B/23/2020-QA-01 Draft MMP... 1119 PM MMP... 410 @

Figure 285
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e The following actions that can be performed on the list of Sent Files —

= (Create Part
= Pull Back
= Initiate Action

3266 Saroja Kumar Patro
x 0
RECEIPT Create + Inbox Sent  Advance Search Create  Inbox Advance Search I Sent  Returned  Advance Search
Search Here..
Sent To | SentOn 1} | Currently With
- Yerur Siraj Ahmed, eOffice  20/06/2020  Yerur Siraj Ahmed, eOffice
| E 3115438 A/952/2020-QA-01 Test MMP... 06:24 AM MMP...
= 20/068/2020 5
| E 3115481 A-12/1128/2020-0A-01 Test Jaskiran, n1d2 12:04 AM Jaskiran, n1d2
-, 19/06/2020
[ E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 11:25 PM Jaskiran, n1d2
= Yerur Siraj Ahmed, eDffice  19/06/2020  Yerur Siraj Ahmed, eOffice
[ E 3115408 B/23/2020-QA-01 Draft MMP... 1119 PM MMP... @
= ) Yerur Siraj Ahmed, eOffice  19/06/2020  Yerur Siraj Ahmed, eOffice
[C] E 3104365 10(2W/2020-RTI Request for information Under RTI Act, 2005 by Ms.... = AP il @
Yerur Siraj Ahmed, eOffice  19/06/2020 Yerur Siraj Ahmed, eOffice
E 3115462 A/958/2020-QA-01 ddss MMP... 147 PM MMP.. (@]
1 Yerur Siraj Ahmed, eQffice  19/06/2020 Yerur Siraj Ahmed, eOffice
[ E 3115479 A/965/2020-QA-01 Test Extl siar: DN AR @

Figure 286

e Further, more details on a File can be viewed on File Inner Page by clicking on the File No.
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File Pull Back

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

Important Points:
v Entry of File must be available in sent list with Pull Back link.

v' File to be pulled back must not be in received (for physical File) or read (electronic File)
condition in inbox of recipient.

v' File to be pulled back must not be attached with other File/Receipt in Recipient eFile account.
v’ Pull Back link/icon must be available for only those file which are eligible for Pull Back.

STEPS TO FOLLOW:

From File Sent List

1. Click Pull Back icon with respect to file to be pulled or Select Files with Pull back Icon and click
Pull Back Menu in File Sent list.

— S BTO[E K

s eFile ver.70 TD(SKP)-EOFFICE

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

] Comp. No. 11 | File No. Sent To SentOn {] | Currently With Due On ] | Actions

175
FE]
@ E 3115438 A/952/2020-QA-01

Yerur Siraj Ahmed, eOffice  20/06/2020  Yerur Siraj Ahmed, eOffice
b MMP... 06:24AM  MMP.. Q

20/06/2020

3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 12:04 AM Jaskiran, n1d2
| E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2 :???;;20 Jaskiran, n1d2
& arii G o ’\\.;el\;::ISSraj Ahmed, eOffice :?:f?;s/pz;zo ;;r;:éiraj Ahmed, eOffice e
| E 3104365 10(2)/2020-RTI Request for information Under RTI Act, 2005 by Ms... r;:;::si’aj e R0t :ff?;:m ;::i?'ra] Atimed, eGice @
- £ 3115482 A/958/2020-QA-01 ddss h:i;:rusi.faj Ahmed, eOffice :?}??;;20 ;:;:firaj Ahmed, eOffice @
£ 3115479 A1965/2020-QA-01 Test Extt A:E;:T..Siﬁj e e :? :};/;320 F:;::iéi“’j fymetieatics 2e
Figure 287

2. Enter Pull Back remarks and click OK in the Pull Back Confirmation pop up to pull back the
selected File.
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Reason For Pull-Back

Remarks *
For Currec('lnnJ

[
Total 1000 | 985 Character left

Figure 288

From Advance Search Qutput List
1. Click Pull Back action menu/link available in searched output record of Advance Search.

2WICe - === e Satuje nunar Fau
owrcecumen @FI1@ ver. 7.0 & “ TD{SKF)-EOFFICE
RECEIPT Create »+  Inbox Sent  Advance Search Create  Inbox  Sent i Sent Rewrned Advance Search

135 5 5 e

% File | Receipt lssue P:Global | E:Global
Comp. No. File No. Subject Origin

175 ﬁ = Internal Y Include Closed

G=
Search File

Send | Reopen | Receive | Pull Up ||Pull Back | Unpark 972 Records T E
e e £ W e

m File for ext: |
A Details 3115476 A12011/7/2020-Q4-01 1;;anrc: sma File/Sent - 19/08/2020 08:27 PM_ plssee and comment  Sentto: nld2
#
'-a "] Pull Up Details P 3115420 MA10/2020-QA-01  pfile3 File/Inbox RTI DIVISION 19/06/2020 12:22 PM \I{}T:\‘;TSZ Palil
&0 Arjun Kumar
3 A-11011/3967/2020- CHANDIGARH (U.T.
7 | Pull Back Details E 3115187 Automartion Testing Filefinbox ( 19/06/2020 02:25 PM Balla, CHANDIGARH
QA0 UNIT) 3
(U.T. UNIT)
Kapil Kumar
E 3115003 g:: ‘IUT EERG Enter Description 223 File/Inbox eOffice MMP Division  18/06/2020 07:58 PM Sharma,eCffice MMP
(-g Division
%)
Saroja Kumar
@ | Send Detsils E 3114815 A-12/890/2020-0A-01 Automation Testing File/Created eQOffice MMP Division Patro,eOffice MMP
Division

Figure 289

2. Enter Pull Back remarks and click OK in the Pull Back Confirmation pop up to pull back the
selected File.

Reason For Pull-Back

Remarks *
For Correction.

Figure 290
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Note:

* Files forwarded from Inbox/Created should be placed in respective folder once Pulled Back.

» Files forwarded from Inbox Folder should be placed in Inbox Folder (if available) else in Inbox (If inbox
folder is deleted) once pulled back

= File should be removed from the inbox of user from whom it was pulled back.

= Record of pulled back receipt should be removed from sent list.

= Pull back remarks should be maintained in the movement history of the pulled back File.
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Create Part File

This feature allows user to create Part File of Main file whenever required.

Important Points:

v Entry of files (Physical/Electronic) must be available in Sent/Inbox /Inbox Folder/ Created
Files list.

v’ The files selected in Sent List should not be present in Closed Files list of any user.

<

Only users of Dealing Section can create the part file of the main file.

v' Creation of Part file of only main (Physical/Electronic) File is allowed.

STEPS TO FOLLOW:

Create Part from File Module

1. Click ‘Create Part’ link under Files module to display part file creation page.

3265 n Saroja Kumar Patro  _
« eFile ver.70 L (SKP)-EOFFICE

RECEIPT Create » Inbox Sent = Adwvance Search FILE Create m Sent  Advance Search ISSUE Sent Returned  Advance Search

Receive Send Send Back | Move Tow | Create Volume | Create Part Park Close = . Search Here.., ROl Select User

19/06/2020  19%/06/2020
08:54 PM 08:54 PM

063/2020-QA-01 Jaskiran, n1d2

¥ 18/06/2020  18/06/2020 o
941/2020-RT1 Test Email & SM5 4 Vandana Pal, RTI DIVISION 03:14 PM 07:56 PM =

18/06/2020  20/06/2020
Test Email & SM5 11 Vandana Pal, RTI DIVISION 02:40 PM 03:50 AM 1

Yerur Siraj Ahmed, eOffice  10/06/2020 10/06/2020

937/2020-QA-01 250002 MMP... 09:52AM  09:52AM

Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

936/2020-QA01 250002 MMP... 09:52AM 08:52 AM

Yerur Siraj Ahmed, eOffice  10/06/2020 10/06/2020

935/2020-QA-01 250002 MMP... 00:40AM  09:49 AM

Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

933/2020-QA-01 250002

MMP... 09:46AM  03:47 AM
Verur Siraj Ahmed, eOffice  10/06/2020  10/06/2020
W12/1122/2020-0A-01 ¢} Automation Testing e aa Doaa AN
.
Figure 291

2. Click ‘Choose File’ to view the list of Sent/Inbox/ Inbox Folder/ Created Files with year wise
sorting in popup window.
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ffice

wrczooemon @F11@ ver. 7.0

RECEIPT Create » Inbox Sent  Advance Search

Create  Inbox Sent  Adwvance Search

Sent

-

Choose File ]

T

Description *

Jescription

Main Category
Choose One

| Subject |

Sub Category
¥ | | Choose One

Remarks

Remarks

3. Select File and click Submit button.

Part File

Comp. No. T} | File No.
3115438 A/95272020-QA-01
3113477 A/963/2020-QA-01

3115408 B/23/2020-QA-01

3115442 Af953/2020-QA-01

3115462 Af958/2020-QA-01
3115479 Af965/2020-QA-01
3115469 Af960/2020-QA-01
3115475 Af962/2020-QA-01
3115471 ABC1/6/2020-QA-01

3115463 ABC1/4/2020-QA-01

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

Copyright © NIC, 2020

| .
Other Details

Create Part »

Figure 292

Year*

Figure 293

2020

| Subject
|

Test

ferf

Draft

exrernal isnatnce
ddss

Test Exti

hyytg

hgt

‘e 0

Returned

Advance Search

Cancel

umar Patro
OFFICE
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’4"" Saroja Kumar Patro
o ©File ver. 70 L KP) EOFFICE

RECEIPT Create » Inbox Sent Advance Search Create  Inbox  Sent  Advance Search 5! Returned ~ Advance Search

A1953/2020-QA-01 Choose File ]

5
1 Subject |

Description ™
| external isnatnce

Main Category Sub Category
Choose One ¥ | Choose One oo

Other Details [

Create Part »

Figure 294

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

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

RECEIPT Create »  Inbox Sent  Adwvance Search FILE Create Sent  Advance Search ISSUE Sent Returned  Adwvance Search
ot et ot cescune [GRRRRHR] b | coce- 7 CE -
| ‘ Comp. No. {] | File No. ‘ Sent By | SentOn §] | Read On 1} | DueOn 1} | Remarks

h? . 19/06/2020  19/06/2020 ;

= E 3115477 AI963/2020-QA-01 ferf Jaskiran, n1d2 Sy DRk Pk test
D
= bl 18/06/2020  18/06/2020
— E 3115391 AJ941/2020-RTI Test Email & SMS 4 Vandana Pal, RTI DIVISION

2R efia i 03:14PM  07:56PM a8

- 18/06/2020  20/06/2020

@ O E 3115390 A/G40/2020-RTI Test Email & SMS 11 Vandana Pal, RTI DIVISION 1

02:40 PM 03:50 AM

Figure 295

2. Edit metadata if necessary in the part file creation page.
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e@ffice

noserm womince soumen. € F11€ ver. 7.0

RECEIPT Create »  Inbox Sent  Advance Search

Create

Inbox  Sent

Advance Search

P EE 0O

Advance Search

Sent  Returned

;File Ne.

’ A863/2020-QA-01

Description *
| ferf

Main Category
Choose One

=
| Subject

Sub Category
¥ | | Choose One

Remarks

Remarks

7
Other Details

Create Part »

Figure 296

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

Create Part from File Inner Page

1. Click open a file from Sent/Inbox/Inbox Folder/Created file list and click Create Part sub menu
under ‘More’ menu in the menu bar of File Inner Page.

e@ffice

wouczsoumon @Fil€ ver.7.0
RECEIET

File Inbox / A/963/2020-QA-01

Create » Inbox Sent  Advance Search

135 Movement | Details = Draft v Edit

175

19/06/2020 08:47 PM

Create

Link Files

Inbox  Sent

Attach = Park

) " 0 © 30241787202

Saroja Kumar Patro

INDIVIDUAL

Note #4

19/06/2020 08:54 PM

H|l4

LB L\‘E E’>

Jaskiran

ASSISTANT SECTION OFFICER, n1d2

a8
v
g

Advance Search

P O

Sent Returned  Advance Search

Morew :

Close =
Create Part
=

Action Details

Merge AutomaticZoom  *

AJ9B3/2020-QA-01

A Simple PDF File

This is 3 small demonsiration _pf file -

just for use in the Virtual Mechanics tutorials. More text. And more
fext. And more text. And more txd. And more text.

And more text. And more text. And more text. And more fext. And more
fext_And mare text Boring, sz, And more texd And mors fext And

Figure 297

2. Fill necessary metadata in the part file creation page.

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

E 3115477 A/963/2020-QA-01 ferf

Kumar Patra
-EOFFICE

umar Patro
OFFICE

»

Note:

» Created part file will be listed in Created Files list under file module with (Part <Part Number>)
appended at the end of main file number whose part has been created.
» Part file history will be maintained in the main file under File Details information.
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Create Volume File

This feature allows user to create Volume File of Main Physical file whenever required.

Important Points:

v User must have physical File in Inbox/Inbox Folder/Created list.

v' Physical file must be in received state.

v Only users of Dealing Section can create the volume of the main file.

v’ Creation of Volume file of only main (Physical) file is allowed.

STEPS TO FOLLOW:

1. Click Create Volume link under Files module to display Volume File Creation page.

mon @File ver. 7.0

Create +

[

e B

'VA
A

"

Inbox  Sent  Advance Search FILE

[Eih No.

Create Volume from File Module

2@ 0O

Create  Inbox Sent  Advance Search Sent Rewrned  Advance Search

-

Subject
(Description *
Description

Sub Category
¥ | Choose One

Main Category
Choose One

e ne el

Other Details

Remarks-

Create Volume »

2. Click Choose File to view the list of Inbox/Inbox Folder and Created Physical Files listed with

Figure 298

year wise sorting in popup window.

3. Select File and click Submit button.
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Volume File
Year™ | 2020

I Comp. No. {1 File No. Subject
3115399 /772020-QA-01 file12
3115382 Af937/2020-QA-01 250002

3115381 Af936/2020-QA-01 250002

3115380 A%35/2020-QA-01 250002

3115378 Af933/2020-QA-01 250002
3115337 Ar930/2020-QA-01 250002
3115327 Af925/2020-QA-01 250002
3115325 Af924/2020-QA-01 250002
3115323 Af923/2020-QA-01 250002

3115321 AfG22/2020-QA-01 250002

Figure 299

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

3265 n Saroja Kumar Patro
‘ TD{SKP)-EOFFICE

= RECEIPT Create + Inbox  Sent  Advance Search Create  Inbox Sent  Adwvance Search Sent Returned  Advance Search

e@ffice

smemu vt soumen @F11€ ver.7.0

File No.
{ Af935/2020-QA-01 Choase File

=
! Subject |

escription *
250002 ‘

T CATEEaTy
|"‘ rChmseOne |"|

TIETT Category
[CC

=
Other Details

Create Volume »

Figure 300

Create Volume File from Inbox/Inbox Folder/Created

1. Select a physical file in Inbox/Inbox Folder/Created Files list and Click Create Volume menu in
the menu bar.
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3266 n Saroja Kumar Patro
. en~ >
« eFile ver.70 . HEOFFICE
RECEIPT Create » Inbox Sent = Advance Search FILE Create Sent  Advance Search 55 Sent  Returmed  Advance Search
E 135 Send Send Back | MoveTow | CreateVolume — Create Part Park Close = Search Here...
. UDILULU  ISHURIZULU
| E 3115477 Af963/2020-QA-01 ferf Jaskiran, n1d2 02:54 PM 02:54 PM test
L3
? 18/06/2020 18/06/2020
] E 3115391 A/941/2020-RTI Test Email & SMS5 4 Vandana Pal, RTI DIVISION 03:14 PM 07:56 PM =
D
= . 18/06/2020  20/06/2020
(] - i I
£ E 3115390 A/940/2020-RTI Test Email & SMS 11 Vandana Pal, RTI DIVISION 02:40 PM 03:50 AM 1
{‘} Yerur Siraj Ahmed, eOffi 10/06/2020  10/06/2020
b j Ahmed, eOffice
P 3115382 A/937/2020-QA-01 250002
c 4 MMP... 09:52 AM 09:52 AM
m e Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020
LA E P 3115331 A/936/2020-QA-01 250002 '
< i MMP... 08:52 AM 09:52 AM

Figure 301
2. Edit metadata if necessary in the Volume File creation page.

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

r ®fﬁc e Eﬁs Saroja Kumar Patro

womsucs soumon. €FI1€ ver 7.0 TD(SKP)-EQFFICE

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox ‘Sent  Advance Search S Sent Returned  Advance Search

File No.
[ A/G37/2020-QA-01

T
| Subject [

escription *
250002

ain Category ub Category
cC ‘ w: 1 Choose One

=
Other Details

Create Volume »

Figure 302

Create Volume from Physical File Inner Page

1. Click open physical file from Inbox/Inbox Folder/Created Files list and click Create Volume sub
menu under ‘More’ menu in the menu bar of File Inner Page.

RECEIPT Create + Inbox Semt  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Rewurned  Advance Search

Movement Details Edit Send sendBack Convert LinkFiles Attach = Park Close =  Dispatch | Morew

File Inbox / A/936/2020-QA-01 Create Part P 3115381

Af936/2020-QA-01

] =
List of Correspondences Create Volume E G

Receipt No. / Issue No. Marked As , Action Details ued On T}

250002

Mo records found Merge

Figure 303
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2. Edit metadata if necessary in the Volume File creation page.

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

3266 n Saroja Kumar Patro
eFile ver.70 B TD{SKP}-EQFFICE

RECEIPT Create + Inbox Sent  Advance Search Create  Inbox Sent Advance Search ISSUE Sent Remurned  Advance Search

Af937/2020-QA-01

escription *
250002

ain Category ub Category
cC ‘ - 1 Choose One

ri'le No.

7
1 Subject [

.
Other Details

Create Volume »

Figure 304

Note:

= (Created volume file will be reflected in Created Files list under file module with (Volume <Volume
Number>) appended at the end of main file number whose volume has been created.
= Volume file history should be maintained in the main file under File Details information
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Closing of File

This Feature allows user to Close the File, if actions on File are completed. User will be able to Reopen
closed file whenever required.

Direct Closing of File

This feature is Role Based. User with Role Closing and Role Approver can directly Close the File from
Inbox/Inbox Folder/Created List.

Important Points:

v File must be in Inbox/Inbox Folder/Created List.

v File must be of same dealing section (that of logged in user) for direct closing.
v' Physical Files must be in received state.

v Inbox files to be closed must not have any File/Receipt as attachment.

v' Inbox files to be closed must not be received from another eFile instance.

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Close menu or Click open a File
from Inbox /Inbox Folders/Created listing and click Close menu.

3255 Saroja Kumar Patro |
n TD(SKP}-EQFFICE

@ffr_ce

A eawmin ©File ver 70
= CEIPT  Create s Inbox Sent  Advance Search FILE Create m Sent  Advance Search 1SSUE Sent Returned  Advance Search
135 ece Send Send Bac Move To v reat ® | Create Part Park Closew - Search Her t User
u.. Comp. No. 1] | File No. Ji Close SentOn{] |ReadOnt| |DueOnf} | Remarks
175 )
h Sohd Fpeiniayal 10/06/2020  19/06/2020
=] E 3115477 A/963/2020-QA-01 ferf B i e test
D
= 18/06/2020  18/06/2020
= E 3115391 A/941/2020-RTI Test Email & SMS 4 Vandana Pal, RTIDIVISION iy =)
18/06/2020  20/06/2020
@ E 3115390 A/040/2020-RTI Test Email & SMS 11 Vandana Pal, RTIDIVISION " i 1
‘E' e S SAEIGAD St Yerur Sira] Ahmed, eOffice  10/06/2020  10/06/2020
< - = &l MMP... 09:52 AM 09:52 AM
Figure 305

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

Closing Remarks

emarks
Work Done‘l

Total 1000 | 990 Character left

Figure 306

3. Click OK button to Close the File.
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Note:

» Closed File will be removed from Inbox /Inbox Folders/Created list.

» Closed File will be displayed under Closed (By Me) list of Files module.

= All the receipts inside the file (as correspondence) will be closed.

= State of the file should be changed to CLOSED.

=  Entry of Action, Action By, Action On, Action Remarks values should be displayed in File Closing
History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Send File for Closing Approval

User having only Role Closing can send File for Closing Approval. Once approval is granted user can
close the File from Submitted File for closing approval list.

Important Points:

File must be in Inbox/Inbox Folder.

Files in Created Folder can be directly closed without any Approval.
File must be of same dealing section (that of logged in user).

Physical Files must be in received state.

Inbox files to be closed must not have any File/Receipt as attachment.
Inbox files to be closed must not be received from another eFile instance.

ANANANANAY

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Send For Approval submenu
under Close menu or Click open a File from Inbox /Inbox Folders/Created listing and click Send
For Approval submenu under Close menu.

S0 Mantosh Kumar Ojha
o n ASST2(EO-I}-DFS &

RECEIPT Create »  Inbox Sent  Advance Search FILE Create m Sent.  Advance Search DISPATCH Sent  Rewrned  Advance Search

Send Send Back = MoveTow | Create g _reate Part Park : Close~

Close

I [E] | 2209 | €50-11/15/2020-801-DF5 | @ | wef | S Shravan Kumar, ASST1... | 3
& 100172020 12:47 P

= 1 [E] 1 2172 | Building-21/4/2020-801-DFS | wed || & Shravan Kumar, ASST... | 5, 07/01/2020 06:07 PM B8
& 07/01/2020 06:07 PM

Ied

= I [E] | 2170 | Dasasa-23/1/2020-501-DFS | wed | |8 Shravan Kumar, ASST1... | 07/01/2020 05:46 PM
£ 0740142020 0546, PM

@

I[F] | 2116 | DEV-ESTT-17/1/2020.801-DFS | physical date check | S, Shravan Kumar, ASST1... | [ 07/01/202004:30 PM
& o7o12020 05:27 PM

©

I[F] | 2113 | Building 11010/2/2020-B01-DFS | Physical due date checking | & Shravan kumar, AssT1... | (53, 06/1/2020 12:30 PM
m 06/01/2020 12:30 PM

I [E] | 2107 | 6-18/2/2020-801-DF5 | wedwed | Sg Shravan kKumar, AssT1... | EE} 03/01/2020 02:47 PM
& 0301/2020 0248 PM  [%5] wed

g By

'El | 2080 | FCS-13/1/2020-B01-DFS | link filemain | 25 Snravan Kumar, ASSTT... | @ 03/01/2020 10:41 AM
m 03/01/2020 10:42 AM

IE| | 2084 | Building-21/1/2020-B01-DFS | cccddecdede | &g Shravan Kumar, ASST1.... | 02/01/2020 04:03 PM
y 02/01/2020 04:04 PM

Figure 307
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2. Enter approval-seeking remarks in the ‘Send File for Approval’ pop up window

3. Click Send button to Send Close Approval.

Send For Closing Approval Remarks

Remnark

.
May be Closed]

Total 1000 | 336 Character lef

Figure 308

Note:

* File will be removed from inbox/inbox folder list and is displayed under Submitted Files for Closing
Approval module with pending status.

= User will be able to take actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and
Pending approval status respectively.

= User will be able to view list of approvers for that particular file by clicking on ‘View Approvers’ link.

Bulk Closing of File

This Feature allows user to Close Files in Bulk. User with Role Closing and Role Approver can Directly
Close the File while User with only Role Closing can Send File for Closing Approval.

Important Points:

v Bulk Closing List will display Files in Inbox/Inbox Folder/Created list of Same Dealing section
as of logged in User.

v Physical Files must be in received state.

v’ Inbox files to be closed must not have any File/Receipt as attachment.

v’ Inbox files to be closed must not be received from another eFile instance.

STEPS TO FOLLOW:

1. Click Bulk Closing link under Files module.
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3265 n Saroja Kumar Patro  _
£ TD(SKP)-EOFFICE
RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Sent Rewrned Advance Search

Bulk Closing

File No.

Subject

v v -

File Primary Head File Secondary Head File Tertiary Head

]

File No. Created On 1} Created By Last Movemnent On 1]

AF937/2020-QA-01- Saroja Kumar Patro, eOffice

il 250002 20062020 08:52 A0 2 fa
Saroja Kumar Patro, 0

B/24/2020-QA-01 wedwedwed 19/06/2020 11:06 AM Mi:”a HEtar S, e e e 5
Saraja Kumar Patro, eOff

A-11/417/2020-QA-01 migrated note 18/06/2020 10:01 PM M:ﬂrc”a i e @
Saroja Kumar Patro, cOFf

\/7/2020-QA-01 Volume(2)  file12 18/06/2020 07:41 PM M:’f’“ pldiodisstes @
Carnia Kiomar Daten aMNfira

.
Figure 309

2. Search File using various search parameters. (If Required)

3. Select Files and Click Close Icon/Link. (User with Role Approver) or Send For Approval (User with
only Role Closing)

T 3268 Saroja Kumar Patro
— » CED N |
q eFile ver.70 TD(SKP)}-EOFFICE

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

135 Bulk Closing

o

Nature Comp. No. File Na. Subject
v
7 I
h§ File Heads
File Basic Head M File Primary Head v File Secondary Head v File Tertiary Head v
-
E_H Creation Date
From B To B
O
m .- | Mature | Comp. No. T | File No. Created On 1} Created By Last Movement On 1}
N7
— AI937/2020-QA-01- Saroja Kumar Patro, eOffice
- 22 250002 20/06/2020 08:52 AM : ®
26 B Volume(2) MM...
B
Sarcja Kumar Patro, eOff
E 3115434 B/24/2020-QA-01 wedwedwed 19/06/2020 11:06 AM M‘;"J" IR CE R e
&0
B:
Sarcja Kumar Patro, eOff
@ E 3115427 A-11/417/2020-QA-01 migrated note 18/06/2020 10:01 PM M‘::‘”E Sl I
.
Figure 310

4. Enter Mandatory Remarks and click OK to close the selected files or Send File for Closing
Approval.

Note:

= Closed File will be removed from Inbox /Inbox Folders/Created list.

* (losed File will be displayed under Closed (By Me) list of Files module.

» Files Send for Closing Approval will be displayed under Submitted Files for Closing Approval module
with pending status.

= All the receipts inside the file (as correspondence) will be closed.

= State of the file should be changed to CLOSED.

» Entry of Action, Action By, Action On, Action Remarks values should be displayed in File Closing

Copyright © NIC, 2020
Ver.7.0[227]



A DIGITAL 'WORK FLACE SCLUTION

History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Submitted Files for Closing Approval

This feature allows the user to View the Submitted Files for Closing Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status
respectively.

STEPS TO FOLLOW:

Click Submitted Files for Closing Approval Link Under File->Inbox Module to view list of files send for
closing approval.

e 0:

FILE Create  Inbox  Sent  Advance Search RECEIPT Create s Inbox Sent  Advance Search DISPATCH  Inbox - Sent | Advance Search

Receive = Send | Send Back | MoveTo~™ | CreateVolume & CreatePart | Park | Close™ & Search Here.. = | @ [liFileView | nyview 2

Submitted Files for closing,
spproval

Figure 311

S @ e M.

FILE Cresie  Inbox  Sent  Advance Search DISPATCH  Sent  Rewrmed  Advance Search

17 I
Eﬂ m File No. | subjece Initiated By Initiated On §) Requesting Remarks | Approved / Rejected By | Approved / Rejected On 1] | Dealing Section Action Remarks m
= i i M Shrava

o A~
v [N cso ’D‘!I']"u:'(o ™ nzooezsapM wed 3122013 0101 P 801 DFS wel APPROVED X
£ o €so dusect Manuash Komar Of2. 311212019 1253 PM  wed A219 0101 P BOTDFS r APPROVED
] 5 wedwed it e 202019 125 we 2 o 1 DFS el b
-
Mantash Kumar Ojfs, . Sihravan Kurnar, =
EV-SCH/2019-B01 shighi 12013 12:53 we 2 el D
E[" 1 e 1w DEV-SCHI1/2019-B ghighi s NI IZSIPM  wed ot 31122013 01:01 PM BO1-DFS r APPROVED B
g =
= £ 1m0 & 9B01-DFSPari1)  wed M 3220191253 PM wed 3141242019 0101 PM B01-DFS el APPROVED ¥
A
o o 511 Da: 1 100 feng P2 1220191253 PM  wed 3117122019 01:01 I BOT-DFS wer APPROVED &
L]
« EENEEEE Fahdig " INz019IEsIPM  wes 3T 0V0T PI BO1.0FS wel APPROVID G
G
£ 1837 de "NV IZEIPM wed BO1-DFS PINDING oL
£ o1e3 wel " IS IZEIPM  wed 801-DFs PINDING 0%
Iy eI, R i
£ o1 B P e 3 .';,”,‘ffm I']"J:'SU‘ o nzen9izsaem  wee BOT-DFS PENDING 0oL
] BC Ch4r2015.801.075 : 322019125300 wed 501 DFs PENOING oL

Figure 312
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e Submitted Files for Closing Approval list can be filtered depending on Nature, Approval Status,
Initiation Date and Rejection Date by clicking Filter Icon in menu bar.

3266 n Saroja Kumar Patro
rion €File ver.70 L ¥  TD(ske)EOFFICE
= RECEIPT Create »  Inbox Sent = Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Rewrned AdvanceSearch
Requested By Nature | Approved / Rejected By | A

h% No records found Q Bon Physical Electronic

Approval Status
L]
i O i raved Pendin, Rejected

P g ]

m Date
—— Initiation Date From Initiation Date To

ddfmmiyyyy B | dd/mmiyyyy
,,p Rejection Date From Rejection Date To
< dd/mmiyyyy B8 | dd/mmiyyyy
) ! :
o

.
Figure 313

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).

ice

men @File ver.70

RECEIPT Creare + Inbox Sent  Advance Search Create  Inbox Sent  Adwvance Search ISSUE Sent Rewrned  Advance Search

Close File

(] | Comp. No. 1} | File Na. Subject Requested By Requested On {] ‘ Request Remarks . B4l Computer Number

B3 File Number

[ g
L

No records found

B Initiated By
D= B Approved/Rejected By
[ Request Remarks
@ B Status

Figure 314
e Files with Approved Status can be Closed by clicking on Close Menu or Link.
e Files with Rejected Status can be moved to Inbox by clicking on Move to Inbox Link.
e Files with Pending Status can be Cancelled by clicking on Cancel Link.

e List of Approvers can be viewed for that particular file by clicking on ‘View Approvers’ link.

List of Closed Files

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

STEPS TO FOLLOW:

1. Click Closed sub module under File module.

2. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required.
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Closed (By Me):

3255 n saroja Kumar Patro
mon @File ver 70 S TD(SKP}-EOFFICE

RECEIPT Create +  Inbox Sent  Advance Search Creare

Inbox  Sent  Advance Search Sent Returned  Advance Search

Search For Closed Files { byMe )

Department Section
b eOffice MMP Division

Closing Date

Fram B o =
File No. Subject Remarks
x File Primary Head ¥ File Secondary Head i File Tertiary Head ®

Clear Search

Closing Remarks

Closed On 1]

Saroja Kumar Patro, eOffice

For eSign Test MM.. 20/06/2020 04:26 AM  Enter Remarks =
b Closed 2020-QA-01 ewefwefwefwe ;‘x"’a Kumar Patro, e0ffice /0612020 0426 AM  Enter Remarks [
S 3/2020-QA-01 wefwefwefive ;‘x“ Kumar Patro, eOffice 006120200426 AM  Enter Remarks =
/2020-04-01 fvefwefwefuefue ;:°‘a Kumar Patro, Ofice  0/06/2020 0426 AM  Enter Remarks =
bozo-ga-01 for ;:”Ia Kumar Pato, Ofice  10/06/202007:43 PM  Enter Remarks = e
Sarcia Kumar Patro, eOffice e o Vi

W[« BRG]

Figure 315
e It displays the list of Files closed by self.

e User will not be able to take any action on Files with closed state, except to View, Re-open/Send
for Reopening Approval.

e C(losed File List can be filtered with help of various search options such as Closing date range,
Computer No., File No, Subject, Remarks and File Heads.

By Others (Hierarchy) —

o 3266 Saroja Kumar Patro
[} il b
coffice .. » g

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

Section Closing Date
Y | eOffice MMP Division ¥ Erdrm

File No. Subject Remarks

v ¥ v -

Clear Search

Closed On |} Closing Remarks

File Primary Head File Secondary Head File Tertiary Head

Figure 316
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e It displays the list of Files closed by others users in the viewer’s hierarchy down line.
e User will not be able to take any action on Files with closed state, except to view them.

e Closed File List can be filtered with help of various search options such as Section, Closing date
range, Computer No., File No, Subject, Remarks and File Heads.

i 3269 Saroja Kumar Patro
ffice . = 0 g
wract oo @F11€@ ver 7.0 5 TD(SKR)-EOFFICE
RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent  Adwvance Search 5 Returned = Advance Search
E search For Closed Files { byHierarchy )
Department Section Closing Date
ey IC i eOffice MMP Division Y Fitit B 1o -]
h% Comp. No. File No. Subject Remarks
-
LW File Heads
File Basic Head i File Primary Head b File Secondary Head x File Tertiary Head !
& — ,
2
‘m = | Comp. No. 11 | File Na. Closed On 11 | Closing Remarks | Action
B :
No records found
M
-
=

Figure 317

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

By Others (All)
»EED O

= RECEIPT Create + Inbox Sent  Advance Search Create  Inbox ' Sent  Advance Search ISSUE Sent  Remurned  Advance Search

o €File ver 70

E 135 Search For Closed Files ( byAll )

Section Closing Date
i eOffice MMP Division ¥ e @l o =)

File No. Subject Remarks

- -

Kapil Kumar Sharma, eOffice
M.

b File Primary Head ¥ File Secondary Head File Tertiary Head

11/3005/2020-QA-01 Satru_Nic 22/05/2020 11:00 AM  4good

Kapil Kumar Sharma, eOffice
MM...

EOneTwoThree Testing Draft by anuj 19/05/2020 04:48 PM  time

Pal
ﬁ 0 ¥ Closed o~

Rachna Srivastava, eOffi
11(12)/2/2019-E0FFICE  EOFFICE CORRESPONDENCE FROM DDA 2019 M::P [ — 15/05/202007:19PM  d

> By Others {All 1112082020 E0FFICE Auzomation Testing e S Ame, <OMCE 1110512020 0249 P zasaclose

rur Sir.
HesiirSiEgAhmedy cBifice 00/05/2020 05:42 PV a2aaa

MMP... E_]

Yerur Siral Ahmed, eOffice . i
il ; IRAssEEic

11/1049/2020-EQFFICE Enter Description

Figure 318
e It displays the list of receipts closed by others users in the viewer’s hierarchy downline.

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

e C(Closed File List can be filtered with help of various search options such as Department,Section,
Closing date range, Computer No., File No, Subject, Remarks and File Heads.
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135 search For Closed Files ( byall )

Department Section Closing Date
NIC % eOffice MMP Division b f

175 From =
[FE

Comp. No. File No. Subject Remarks

File Heads
File Basic Head i File Primary Head ¥ File Secondary Head X File Tertiary Head

o]

Bk P

Comp. No. 1} | File Na. Closed On |} Closing Remarks
Kapil Kumar Sh Office
E 3111924 £-11011/3005/2020-QA-01 Satru_Nic M‘:\r“ umar Sharme, SUTIES  32/05/202011:00 AM  4good
Kapil Kumar Sh Offic
£ 3111356 TestingOneTwoThree Testing Draft by anuj pil fumar sharma, €9TICE  10/05/2020 04:48 PM  time

AN

Figure 319

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

Closed File History:

‘Closed File History’ provides the details about the number of times the file was closed and re-opened.
These details include the type of action taken place (close/re-open), action taken by (user details), action
taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a File from Inbox/Inbox folder/Created/Sent/Closed.
2. Click Details Menu.
3. Click Closed Tab under History details.

aFileien 243 Shravan Kumar
._ eFile vereo A 2] n ASSTIBONMDR

RECEIPT Create s Inbox Semt Advance Search 13 Create  Inbox Semt  Advance Search DISPATCH Sent Rewrned Advance Search

R Movement | Details | Draftw Edit Send | SendBack | LinkFiles | Attachw | Park | Closev | Morew a2

E | 3257 | A-30014/1/2013-BO1-DFS | Extension of service.

[ File Decails

File No. : A-40014/1/2015-BO1-DF5 Subject : Extension of service.
Opening Date : 26/12/2019 05:42 PM Remarks : Test File

im Main Category : All RTI matters Sub Category :
Previous Reference: Later Reference :

Read On: 26/12/2018 05:52 PM

R "D History
~
[52]

inked/Delinked  Referred  Part  Volume Dispatch  Merged/Demerged  Parked/Unparked || Closed | |Movement

&
k- Action |Aninnlly ‘mmﬂ‘mmm |Ayp!mﬂﬂy|wﬂnll|.&ppmedkmwk
]
'@ Reopen Shravan Kumar, ASST1{801}-DFS W23 en

05:54 PM

26M12/2019

Clase  Shravan Kumar, ASST1{BO1)-DFS Aty close
KN - [

Figure 320
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Reopening of File

The re-opening of the File is required often in cases where an already closed File matter is now required to
be reopened for further processing.

STEPS TO FOLLOW:

With Role Approver

1. In Closed-> By Me list, Click Reopen icon at the end of the File record.
Or
Select Files from Closed—> ByMe list and Click ReOpen dropdown action button.

@ffice eFile verso

RECEIPT Create + Inbox Sent  Advance Search ALE Create. Advance Search DISPATCH Sent Rewrned  Advance Search
1 B
% Search For Closed Files ( byMe )
Department Section Closing Date:
H.__Z DFS # | | BO1SECTION-DFS £ | From B o ]
4 Computer Number . File Number Subject Remarks
=1
-
= File Heads
File Basic Head = File Primary Head s File Secondary Head * | File Tertiary Head =
A
Al
E. 0 b Computer Number - File Number Subject Closed By Closed On % Closing Remarks Action
¢ i A
Reopen s ¢ % Mantosh Kumar Ojha, .
_ MEM-5012/1/2018-C Sai Close File 01 ASST2(BO-}DFS 19/09/2019 0312 PM  gfhgfh =
{;*i Send Fer Reopening Approval
Hat Mantosh Kumar Ojha
iding-21 /3/2019- i 1 -
E 1473 Building-21010/3/2019-C close test ASST2(50.1).DFS 16/09/2019 0346 PM  sfdovz &
F"{? el TR Mantosh Kumar Ojha, BO1 y 2
L E 12988 BC CELL-10012/1/2019-C test close SECTION - DFS 07/08/2019 1237 PM  close without approval =
]
% -
" 101073 Mantosh Kumar Ojha, BO 1 .
3 E 1298 Building-110710/3/2019-C sfasfc SECTION - DFS 07/08/2019 04:40 PM  asdasd =
= Mantosh Kumar Ojha, BO 1
11/ ¥ ; (ag
B E 129 C50-11/3/2018-C asfasf SECTION - DFS 07/08/201904:07 PM  sfsdf =
- Mantosh Kumar Ojha, BO 1 .
ELL-11011 - : iag
E 1276 BC CELL-11011/2/2019-C description SECTION - DFS 07/08/2019 03:37 PM  sfsf a4
Mantosh Kumar Ojha, BO 1
Iding/5/2019- E (=4
E 1267 Building/5/2019-C dsfsdf SECTION - DFS 08/08/2019 10:46 AM  test (a4

Figure 321

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

Reopening Remarks

Total 1000 | 397 Characeer left

Figure 322
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Without Role Approver

1. In Closed-> By Me list, Click Send for Reopen icon at the end of the File record.
Or

Select Files from Closed—> By Me list and Click Send for Reopen dropdown action button.

"*OfflCG eFile verso ‘50 (] n :‘;T:::T::girmﬂa il

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Adwance Search DISPATCH Sent  Returmed  Advance Search

Search For Closed Files ( byMe )

B o

Department Section Closing Date
17 DFS 5 BO1 SECTION - DFS * From T

Q " P

Comp. No. File No. Subject Remarks
=

File Heads
o File Basic Head ¥ File Primary Head al File Secondary Head * File Tertiary Head s
i}
i =2 X3
N8 Total Records : 1
k¢ I

a8 i Comp. No. T | File No.
PN
‘42 A
Paad Delegated [AUTHORITY] - Shravan Kurnar,

E 2070 BC C-10/3/2020-B01-DFs ewf 02/01/2020 12:50 PM rf =4
ASSTI(BOT)}-DFS £

X
]
@

Figure 323

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

Send For Reopening Approval Remarks

Remarks *
For further action

Total 1000 | 381 Character left

Figure 324
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Submitted Files for Reopening Approval

This feature allows the user to View the Submitted Files for Reopening Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status
respectively.

STEPS TO FOLLOW:

Click Submitted Files for Reopening approval Link Under File=>Closed Module to view list of files send
for closing approval.

eFile ver 70

Creaze »  Inbox  Sent  Advance Search Create: Inbax  Senc  Advance Search ESUE Sent  Rerurmed  Advance Search

Fama Mo ¢ | Flla Mgy, Requested On ] | Request Remarks | Approved / Rejecied By

b Closed -~

3
>

ncnbu

Figure 325

e Submitted Files for Reopening Approval list can be filtered depending on Nature, Approval
Status, Initiation Date and Rejection Date by clicking Filter Icon in menu bar.

3273 Saroja Kumar Patro
L ¥ TD(SKP) EOFFICE

eFile ver.70

RECEIPT  Create » Inbox Sent AdvanceSearch Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
ReOpen File Filter (NI
Comp. Ne. 1] | File No. Requested By Nature Approved / Rejected By
h% No records found O Both Physical Electronic
Approval Status
L]
} rove: 'endin ejectet
[« ] proved Pending Rejected
Date
<
o Initiation Date From Initiation Date To
dd/mmiyyyy dd/mmiyyyy
‘,m Rejection Date From Rejection Date To
— ddimmiyyyy ddmmivyyy
2m _
&
—
B

Figure 326

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).
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Requested By Requested On §] Request Remarks % B Compurer Number
B File Number

vron @File ver.7.0

Search Here...

No records found

Initiated By

B Approved/Rejected By
B Request Remarks

B status

Figure 327

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

o Files with Pending Status can be Cancelled by clicking on Cancel Link.

e List of Approvers can be viewed for that particular file by clicking on ‘View Approvers’ link.
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Approval Request

This feature allows the user to View the Closing and ReopeningApproval Requests pending with
Approver and perform the Approve and Reject actions on the requests. This feature will be available to
only users with Role Approver.

STEPS TO FOLLOW:

Click Approval Request Link under File Module to view list of Closing/Reopening approval.

‘ .J©-:H|cen.m eFile ver.70

= RECEIPT Create s  Inbox Sent  Advance Search Create ' Inbox = Sent  Advance Search Sent Rewrned  Advance Search

135 | Approve | Reject

Requested By Requested On 1} Sender Remark Request Type

175
[FE]

Yerur Siraj Ahmed, eOffice

| E 3115363 A-12/1110/2020-QA-D1 e 10/06/2020 02:49 PM  Enter Remarks PENDING  REOPEN 5 8x
E 3115363 A1201110/2020-QA-01 A:;r:i‘s"raj Ahimed, edimica 10/06/2020 02:48 PM  Encer Remarks APPROVED  CLOSE Enter RemarksEnter Remarks
E 3115340 A-12/1087/2020-QA-01 ;a:isrraj omereHiice 09/06/2020 03:24 PM  Enter Remarks PENDING  (CLOSE 2 8x
E 3115341 A-12/1088/2020-QA-01 ;:1:”5'“5’ eSS 09/06/2020 0324 PM  Enter Remarks PENDING  CLOSE 2 8x
£ 3115342 A-12/1089/2020-QA-01 Nepin it Alined, sfhee 09/06/2020 03:24PM  Enter Remarks PENDING  CLOSE 5 2x

MMP...

Figure 328

e Approval Request list can be filtered depending on Nature, Approval Status, Initiation Date and
Rejection Date by clicking Filter Icon in menu bar.

3266 Saroja Kumar Patro
eFile ver.7.0 » Lz Lt

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

Approve Reject Filter oEgEEN

T
Comp. No. Nature
ﬂ e pim
© Both Physical Electronic

= Yerur Siraj Ahmed, e
£ 3115382 A-12/1110/2020-QA-01 M::r il 19/06/2020 08:40 P | Date 5 5
Requested Date From Requested Date To
Yerur Sirai Ahmed. <O ddfmmiyyyy dd/mmyyyy =]
E 3115363 A-12/1110/2020-QA-01 M::‘ S it 19/06/2020 08:48 PM Enter Remarks
Approval Request Type
Yerur Siraj Ahmed, eOf
] E 3115340 A-12/1087/2020-QA-D1 i i il 09/06/2020 03:24 PM 5 8
= MMP... = A1 Reopening Closing
Yerur Sirai Ahmed, €0ffi Approval Status
| E 3115341 A-12/1088/2020-QA-01 M’:;r i Tl il 09/06/2020 03:24 PM o 8x
- A1 Approved Pending Rejected
Yerur Siraj Ahmed, eOffice
E 3115342 A-12/1089/2020-QA-01 ; 09/06/2020 03:24 PM . o 8x
o x
Yerur Siraj Ahmed, £Off
| E 3115343 A-12/1080/2020-QA-01 b 09/06/2020 03:24 PM  Enter Remarks PENDING  CLOSE o 8

MMP...

Figure 329

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Sender Remarks and Remarks).
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3255 n Saroja Kumar Patro
en €File ver 70 L TD(SKPI-EQFFICE

RECEIPT Create + Inbox Sent  Advance Search Create.  Inbox = Sent  Advance Search Sent  Returned = Advance Search

Approve Reject m Seard

B Computer Number
Requested By Requested On 1] Sender Remark Request Type | Remark
B3 File Number

Yerur Siraj Ahmed, eOffice
MME...

B2 Initiated By

E 3115363 A-127111072020-0A-01 19/06/2020 08:49 PM  Enter Remarks PENDING REOPEN

B sender Remarks

Yerur Siraj Ahmed, eOffice

MMP. 19/06/2020 08:48 PM  Enter Remarks APPROVED  CLOSE Enter RemarksEnter RY 3 Remarks

] E 3115363 A-1271110/2020-0A-01

Yerur Siraj Ahmed, eOffice

| E 3115340 A-127108772020-QA-01 09/06/2020 03:24 PM  Enter Remarks PENDING CLOSE 2 Sx

Figure 330

e Clicking on Approve Icon or Menu (after selecting request) should open approval remark popup.
Entering remark and clicking OK should approve the closing/reopening request.

Note:

*  Once approved, the status of the request will be updated as Approved. Same status is also updated
at the user end who has submitted the request for approval.

e C(Clicking on Reject Icon or Menu (after selecting request) should open Rejection remark popup.
Entering remark and clicking OK should reject the closing/reopening request.

Note:

=  Once rejected, the status of the request will be updated as Rejected. Same status is also updated at
the user end who has submitted the request for approval.

Copyright © NIC, 2020
Ver.7.0[238]



A DIGITAL 'WORK PLACE SCLUTION

Pull Up File

This feature allows user to pull up Files from other user’s File Inbox/Inbox Folder/Created who are in
same section/office, individual’s hierarchy or as per the Pull up scope defined by the administrator.

Important Points:
v" Proper Search and Pull up Scope should be assigned to user.
v' File to be pulled up must be attached with other File/Receipt.
v' File to be pulled up must be in Inbox/Inbox Folder/Created folder of other user.

STEPS TO FOLLOW:

From Advance Search Output List
1. Search File to be pulled up in advance search.

2. In Advance Search Output page, click Pull Up icon/link for selected File.

3279 Saroja Kumar Patro
f®ﬁ B n TD(SKP)-EOFFICE

DTS TAL WA PLACE u{ » eFile ver.70

= RECEIPT Create » Inbox Sent  Advance Search Create  Inbox  Sent ISSUE Sent Returned  Advance Search
EE] — £ ) o]
éﬂ File | Receipt  Issue P:Global | E:Global #
Comp. No. File No. Subject Origin .
7 . = Internal " [ Include Closed

‘search File
L]
Send | Reopen | Receive | Pull Up I[Pull Back | Unpark 2 Records '|"

e e e e T

(M) File for external
Y ) Dewis £ 3115476 A-12011/7/2020-0-01 i'eta CEREE File/Sent 19/06/2020 08:27 PM  pls see and comment  Sent to: nld2
nstance
-,
-ﬁ Q Deails P 3115420 M{110/2020-QA-D1 pfie3 File/Inbox RTI DIVISION 19/06/2020 12:22 PM ;T\;;T;: Falgit
5o Arjun Kumar
A-11011/3967/2020- CHANDIGARH (U.T.
g Pull Back Detsils E 3115187 Automation Testing  File/Inbox ( 19/06/2020 02:25 PM Balla,CHANDIGARH
QA-01 UNIT)
[UT. UNT)
Kapil Kumar
A-11011/394472020-
Pull Back Details E 3115003 o Enter Description 223 File/Inbox eOffice MMP Division  18/06/2020 07:58 PM Sharma,eQffice MMP
Division

Figure 331

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

Reason For Pull-Up

Remarks *
For Urgent work.

Total 1000 1 984 Characer jeft

Cancel

Figure 332

4. Click OK to pull up the selected files.
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From File View

1. Select user from Section or Hierarchy down line in File view of Inbox/Inbox Folder/Created list.

2. From selected Users Inbox/created list, select File to be pulled up.

f' — 3279 n 5, umar Patro
LOffice  rite ver - et
RECEIPT Create » Inbox Sent Advance Search Fl Create m Sent  Advance Search Returned ~ Advance Search
pull Up m Search Here. B cicview ) User -I&]
u.. Comp. No. 1 | File No. Subject Sent By SentOn )] | ReadOn 1] |DueOn ] | Marked Ta Remarks _ !
h? Request for information under ~ Vandana Pal, RTI 20/06/2020 Saroja Kumar
E 3092186 1(13)/2019RTY . 12:06 PM
(20 RTI Act, 2005 by sh.... DIVISION 12:10 PM Parro, ...
D=
=l 1(38)/2008-RTI/PF- Request for informartion Vandana Pal, RTI 20/06/2020 Saroja Kumar
i P 3047624 ! 12:06 PM
G 22/P-A regarding his petition No.... DIVISION 12:06 PM Pawe, ...
{lr} B-12012/3/2020- Saroja Kumar Patro, 20/06/2020 Kapil Kumar P
L E 3115489 igration fil 12:00 PM hifjh, (@]
= QA s e =Office MM... 12:00 PM Sharms, ... igs &
p Kapil Kumar Sharma, 20/06/2020 Saroja Kumar
] E 3115432 C/30/2020-QA-01 haw bversi 11:52 AM
< | & snewBversian <Office MM... 12:00PM Patwo, ..
& Kapil Kumar § 20/06/2020 5 K
a.E' E 3115484 A-14/4/2020-QA-01 p file for tyet apl Bumarsnama. 4447 am i SR i
.
Figure 333

3. Click Pull up menu.

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

Reason For Pull UP

Remarks *.
ijr Urgent Work

Total 1000 | 985 Character left

Cancel

Figure 334

5. Click OK to pull up selected receipt(s).

Note:

= Pulled up file will be moved to Inbox of logged in User post.

*  Pull up movement will be added in movement history of file with pull up remark.

= After pull up from advance search user will stay on same page with actions (Detail, Send, File No.)

= After pull up from File View user should stay on same page with entry of pulled up file removed from list.
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Initiate Action on File

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

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

This feature is useful, in cases, when the head of the organization/department plans to monitor the
inputs of the employees towards the disposal of file, by reviewing their comments recorded at every
movement.

‘Initiate Action’ primarily consists of —

1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Adding Comments/Action Details — Users recording their comments with every movement of
receipt received with INITIATED ACTION.

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

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

Initiate Action

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

Important Points:
v File must be available in file Inbox/Inbox Folders/Created list.
v' ACTION on File in sent box, can only be INITIATED for the ones in active state (not closed).
v’ File must not have currently active initiated action.

v External (eOffice Instance) should not be selected on File Send Page.

STEPS TO FOLLOW:

From File Send Page

1. Select file(s) or Click open a file from Inbox/Inbox Folder or Created list.
2. Click Send menu.
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RECEIPT Create »  Imbox  Senc  Advance Search E Create  Inbax  Serm Adwvance Search ISSUE Sent  Returned — Advance Search
13
Eﬂ O Internal Esxzarnal
Organisation
175 i
Choose One 2
&=
o | All | Recent 5 i channel Sub-ordinates Send Back fieporting Officer & Comp. No. File No. / Receipt No.  Subject Note Type
= |- ] s A-11011/405002020- | _ -
Vandana Deui-SAMVD]-HP-SHIMLA { STATE UNIT) Notify Through : B email B sms = E | 3115402 Qa0 Enter Description
e a0
[€?W | 5=t Due Date Action
25/06/2020 B | Approved
m Priority Type "
EA Immediate " || B initiate Action | Fiease SpeakiDiscuss
Remarks
;E' Kindly Discuss
B
w0
8:
.@ Total 1000 | S86 Characwet jef Mote: Noting in the attached files, if any, will be finalized after movement of main file/receipt.
Intimate To
'Ej S No, | Employee Name Marking Abbreviatior | Section Ernail | % SMS
@ 1 Yerur Sirs) Ahmed SSAYSALEOFFICE eCffice MMP Division © =)
| [
I sevesed- | 6 vcsmasena] sed |
.
Figure 335

3. Select user in To field (Select the user from segregated employee List using any of “All” |, “Recent
5”7, “In Channel”, “Sub-ordinates”, “Send Back” and “Reporting Officer”).

Note:

= All: List will display all the active users in the department.

= Recent5: List will display last five distinct users to whom file was sent respectively.

* In channel: List will display the list of users who were in channel of previous movement.

= Sub-ordinates: List will display the sub-ordinates placed below the logged in employee in the post
(individual) hierarchy.

= Send Back: Previous sender of file will be displayed.

= Reporting Officer: List will display the reporting officer placed above the logged in employee in
the post (individual) hierarchy.

Or
4. Select user in To field from the Organization hierarchy list in case for single instance multiple
departments.
. Select Due Date
. Select Action
Select Priority

Select Initiate Action and Initiation Type (Configurable & role based)

o X NN N W

. Enter Remarks (mandatory for Initiate Action)
10. Select Notify Through (SMS/Mail) using checkbox to notify receiver. (If required)

11. Select Intimate Through (SMS/Mail) using checkbox to intimate users in previous movements. (If
required).

12. Click Send to forward file.
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1.

Create Part | Pull Back Search Here.. - Choose One

u Comp. No. 1} | File No. Subject Sent Te SentOn || | Currently With DueOn ] | Actions

From File Sent List

Click Initiate Action Icon @ for a File in Sent list.

3281 n Saroja Kumar Patro
mon @File ver 70 L S TD(SKP)-EOFFICE

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

Yerur Siraj Ahmed, eOffice 20/06/2020 Yerur Siraj Ahmed, eOffice

P 3115495 A-11011/4032/2020-QA-01  Enter Description i i - M @
] E 3115488 B-12012/3/2020-QA-01 migration file test Eﬁ;?'ﬁ:::;jfharma' fgf SDSJ;,:ZD e’(g;:'c::mfh”m'
E 3115483 A-11/419/2020-QA-01 p file xteral Jaskiran, n1d2 ?:’fggf‘;m Jaskiran, n1d2
E 3115484 A-14/4/2020-QA-01 p file for tyet Eﬁ;j'ﬂ:mffharm"' fffgsf;m :;;:IJ; i:l‘r':a Pare,
P 3115483 A-11/419/2020-QA-01 p file xteral Jaskiran, n1d2 fg?ff:ft’ Jaskiran, n1d2
Figure 336

2.

3.

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

File Initiated Confirmation

Initiation Type *
For Follow Up

Remarks *
Kindly Discuss

Total 1000 | 386 Character left

Figure 337

Give Mandatory Remarks.

4, Click OK to initiate action.

Note:

Entry will be made in Initiated Action list under File Module for the user who has initiated the action and
for other users of same section.

Files in recipient’s Inbox/Inbox Folder on which action is initiated will demarcated by legend.

Further initiate action will not be allowed for the same file till the existing initiated action is closed.
Initiated action details should be displayed under Action Details for the file.

User with whom file is lying (in Inbox/Inbox folder/Parked) can add comments to the initiated action.
Initiate Action link will be removed for files in Sent list on which an (one) action has been initiated.

Copyright © NIC, 2020

Ver.7.0[243]



c@ffice

A DIGITAL 'WORK PLACE SCLUTION

View and Add Comments to Initiated Action

This Feature is required to add view and add comments on initiated action on File.

STEPS TO FOLLOW:

From File Inner page of a File in Inbox

1. Click opens a File from Inbox/ Inbox Folder/Parked.
2. Click More=> Action Details menu to View Action Details.

3. Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).

= . 3514 Saroja Kumar Patro
| -4 > i
@ffl ce S 0 TD{SKP)-EOFFICE

aoarm worsice soumen. @F11€ ver. 7.0

RECEIPT Create + Inbox Sent  Advance Search ALE Create  Inbox ' Sent  Advance Search ISSUE Sent  Remurned  Advance Search

Movement Details Draft = Edit Send Send Back LinkFiles Attach~ Park Close> | Mare ¥

File Inbox / A-11011/4422/2020-QA-01 E 3115917 A-11011/4422/2020-QA-01 Automation Testing

[ -3
Wi

Initiated Action Details

Comp. No. : 3115917 File No. : A-11011/4422/2020-QA-01
0
= Opening Date : 21/06/2020 Main Category : Establishment
Subject : Automation Testing
s
Currently With: Saroja Kumar Patro, eOffice MM... Status: In Process View History
& [pEp—
- 1= Action Details & Comments
:a Initiated By : Saroja Kumar Patro, eOffice MM... Initiated On : 21/06/2020 04:22 AM
| ]
Initiate Action Type : For Follow Up Forwarded To : Yerur Siraj Ahmed, eOffice MMP...
E‘ Initiation Remark : Initiate Action Remarks
c
Add Comment
Action Taken By Action Taken On Action Type Action Remark

Mo records found

-©
il

Figure 338

4. Select value from Action Type* combo box.

Action Comment

Action type *

In Process
Remarks *-
In Process.

Total 1000 | 989 Character left

Figure 339

5. Enter mandatory Remarks.

6. Click Add to add Comments.
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From a File Already Attached to a Receipt in Inbox
1. Click opens a Receipt from Inbox/Inbox Folder/Created.

Click Attach File=> Attach Menu.

Click Action Details icon for File in Attached Files List to View Action Details.

Ll

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only)
(Figure 338).

&

Select value from Action Type* combo box (Figure 339).
6. Enter mandatory Remarks (Figure 339).
7. Click Add to add Comments (Figure 339)

From a File Already Attached to a File in Inbox
1. Click open a File from Inbox/Inbox Folder/Parked/Created.

Click Attach File=> Attach Menu.

Click Action details icon adjacent to File in Attached Files List to View Action Details.

Lol

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).
Figure 338

g

Select value from Action Type* combo box (Figure 339)
6. Enter mandatory Remarks ( Figure 339).
7. Click Add to add Comments (Figure 339).

From Advanced Search Output

Search file in Advanced Search module.
Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page to View Action Details.

w_w b=

Click Add Comment link in the Action Details page (Available for active Initiated Actions Only).
Figure 338

&

Select value from Action Type* combo box (Figure 339).
6. Enter mandatory Remarks (Figure 339).
7. Click Add to add Comments (Figure 339).

Note:
= User can view History of previously initiated actions and action comments on file by clicking on View
History on Action Detail Page.
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Closing Initiated Action

This feature allows user to Close Initiated Action.

Important Points:
v' Initiated Action Listing must be section specific.

v" User should be able to Search and View Details of initiated action.

v" Role (ROLE_ACTION_INITIATOR) must be assigned to the users for Closing the initiated

actions.

STEPS TO FOLLOW:

1. Click Initiated Action link under File module.

3514

®Iflce « eFile ver 70 n n TD(SKP)-EQFFICE

I55UE

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

164 Initiated Actions

Initiated Date

ﬁ%ﬁ File

Initiation Type
B} | ToDate =z Choose One * Active

Section Action Comment Type
¥ | Select Section Y Choose One

Saroja Kumar Patro, eOffice

Returned

Action Status

Initiated on 1] Initiated By Initiation Type | Closed On 1]

Saroja Kumar Paro

Advance Search

:

| Actions &

Enter Description 223 21/06/2020 04:45 AM MM For Follow Up = 2

Enter Description 223 21/06/2020 04:44 AM j;ﬂjﬂ M P COe e =%

Enter Description 223 21/06/2020 04:43 AM ;‘;;"Ja KumarPao e0Mee e ppiip =Ex

Enter Description 223 21/06/2020 D4:41 AM ;‘:;:”a fmarPano e DB e oliawin Ex

Locec [ i 223 21062000 0440 A4 SEFOJ.E Kumar Pazro, eCffice Eocfollow Lo =3
Figure 340

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

= fﬁce 3 3514 g 0 Saroja Kumar Patro  _
sumen ©File yver 70 5 KE)-EQFFICE

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

% Initiated Actions

Initiated Date Initiation Type Action Status

$Lg | From Date B | ToDate -] Choose One b Active

Forwarded To
Department Section Action Comment Type
Select Department *  SelectSection tof Choose One

[d

©

Comp. No. 1] | File No. Initiated on {] Initiated By Initiation Type

Advance Search

Closed On |

‘}(? E 3115034 A-11011/4438/2020-Q4-01  Enter Deseription 223 21/06/2020 D4:45 AM ;;"Ja Kumaf Pan SORE. o et Up =

i.l‘ﬁ £ 3115033 A-11011/4437/2020-0A.01  Enter Description 223 21/06/2020 04:44 AM :,;:Amja SR e i Ex

.D E 3115032 A11011/4436/2020-0A-01  Enter Description 223 21/06/2020 04:43 AM :4:”‘3 Rmar PR SURE il =x
Figure 341
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3. Click Close icon under actions against the receipt number to view the recorded comments and
other details.

4. Enter the mandatory Remarks.

Are you Sure to Want Initiated Action close ?

Remarks *
Action Completed,|

Cancel

Figure 342

5. Click OK to Close the Initiated Action
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Convert File from Physical to Electronic

This feature allows user to Convert Physical File to Electronic File.

Important Points:

v

<N X X

Physical File must be present in Inbox/Inbox Folder/Created list.

Physical file must be in received state in Inbox/Inbox Folder.

File to be converted should not have any Attached File(s) or Receipt(s).

Noting and Correspondence (If Available) must be uploaded in File Conversion page.

Only users of Dealing Section can initiate conversion process.

STEPS TO FOLLOW:

1.
2.

Click open a physical file to view file inner page from Inbox/Inbox Folder/ Created list.

Click Convert menu to open Conversion page.

= = = Saruja numar Faut
on €File ver 70 »n (, TD{SKP)-EOFFICE

RECEIPT Create +  Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Remrned  Advance Search

Movement  Details Edit send send Back | Convert LinkFiles = Attach « Park Close~  Dispatch = Maore v

File Inbox / F/33/2020-QA-01 P 3116085 F/33/2020-QA-01 File 22

v B

< By B

@

] =
E% List of Correspondences E E
D u Receipt No. / Issue No. Subject Marked As Attached On T} Issued On T1
=l
M

Li] 2258/2020/EQFFICE Testing Receipt 23/06/2020 01:08 AM Convert File

HGnIN

Figure 343

. Click Upload icon adjacent to attached correspondence in Correspondence section to upload

Scanned Receipt(s)/Issue(s) in PDF format from the system.

. Click Upload icon in noting section to upload Scanned noting in PDF format from the system.

Click Finalize Conversion button to open confirmation Pop up.
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RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent Retrned  Advance Search
Movement Details Edit Send Send Back Convert | Link Files  Attach Park Close v | Dispatch = More v
File Inbox / F/33/2020-QA-01 P 3116085 F/33/2020-QA-01  File 22
254

[FEY File Details

Comp. No. : 3116085 File No. : Fi33/2020-QA-01
1]
EL— Creation Date: 21/06/2020 07:38 PM Main Category :

Sub Category :

Subject : File 22

X
m Correspondences
B
Pl

23/06/2020 01:08
2258/2020/EQFRICE receipt Testing AM E
& o LKl n ]
B:
Noting GENTUES S Pdf Only <= 25 MB

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

7. Click OK button to convert file.

File Conversion Confirmation

Remarks *
Converted

Total 1000 | 931 Character left

Figure 345

Note:

= Physical File will be converted to electronic file.

» Uploaded Noting should be attached in Green Note as an attachment.

» In case of attached Correspondence(s), Receipt(s)/Issue(s) should be converted to electronic
Receipt(s)/Issue(s) after uploading. (Change of nature from P to E)

= Files Saved for Conversion will be displayed in Conversion->Draft List Page.

» Details of the conversion of the file will be displayed in Conversion=>Completed List Page.

File Conversion Draft List

File Conversion Draft List will display files that are saved for conversion. User can open file from this list
page by clicking on File Number and Finalize the Conversion process.

e Click File>Conversion->Draft to open conversion draft list page.
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eFile ver.70

= RECEIPT Create +  Inbox Sent  Advance Search Create  Inbox ~Sent  Advance Search ISSUE Sent Remrned Advance Search

166 File Conversion (Draft) Search Here...

Comp. No. T1 ‘ File No. Subject Category

ﬁzg File -QA- Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
Enter Description Establishment
250002
250002
250002
250002
250002

250002
¥ Conversions

250002
» Drafts

250002

-

Figure 346

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

Kumar Patro

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

Comp. No. {1 | File Na. Subject Category

3115920 A-11011/4425/2020-QA-01 Enter Description Establishment

3115761 A-11011/4270/2020-QA-01 Enter Description Establishment
3115760 A-11011/4268/2020-QA-01 Enter Description Establishment
3115759 A-11011/4268/2020-QA-01 Enter Description Establishment
3115758 A-11011/4267/2020-QA-01 Enter Description Establishment
3115707 A-11011/4219/2020-QA-01 Enter Description Establishment

Figure 347

File Conversion Completed List

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

e C(Click File>Conversion->Completed to open conversion draft list page.
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RECEIPT Create » Inbox Sent  Advance Search

> Completed

Taral Barnrde: 300

file 11
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description
Enter Description

p file xteral

Create  Inbox  Sent

Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment
Establishment

Establishment

Figure 348

Advance Search

Saroja Kumar Patro
Saroja Kumar Patre
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro
Saroja Kumar Patro

Saroja Kumar Patro

Sent  Returned

21/08/2020 07:44 PM

21/06/2020 07:37 AM

21/06/2020 04:26 AM

20/06/2020 09:58 PM

20/06/2020 09:24 PM

20/06/2020 09:23 PM

20/06/2020 09:22 PM

20/06/2020 02:21 PM

20/06/2020 09:20 PM

20/06/2020 09:19 PM

20/08/2020 07:36 PM

20/08/2020 07:07 PM

20/06/2020 07:04 PM

20/06/2020 11:31 AM

Saroja Kumar Patro

3541
5 ‘
TO(

Advance Search

Search Here...

Remarks

Converted

ConvertedConvert

Converted

Converted

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

ConvertedCreate a Green Note

Converted

alCa P R

&

'S

e File available in Conversion Completed list can be Searched using module search (Computer No.,
File No., Subject, Subject Category, Converted By and Remarks).
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Consolidated View of File

This Feature allow user to view files available on his or her multiple posts in a single window.

STEPS TO FOLLOW:

1. Log into eFile account to view file inbox list of primary post

omon €File ver 70

PA-EOFFICE

1 3 ol -
PA-EOFFICE

e S

RECEIPT Create +  Inbox Sent  Advance Search FILE Creare m Sent  Advance Search PA-EQFFICE
Receive  Send | SendBack | MoveT Create Vol e e e . PA-DDG(Rachna Srivastava)
eceive  Sen Send Back oveTow  CreateVolume CreatePa El lose » Search Here... iR T et e s i
n.. Comp. No. 11 | File No. S Sent By SentOn ] PA-EOFFICE |
PA-EQOFFICE
11722/ - iri — - - i :
E 3002227 P-12011(11)/22/2019: Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice 33}’03.’2020 31/03/2020 File(E-0/6 P-0/0) Receipt(E-13/21 P-0/2)
EQFFICE Karnataka State Un... MMP... 03:41 PM 07:02 PM Al
E 3105879 P-12011(11)/16/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  30/03/2020  30/03/2020
EOFFICE in various .. MMP... 09:16 AM 10:21 AM “®Logout
E 3105297 P-12011{11)/13/2020- Approval for implementation of eOffice  Nirvesh Kumar,eOffice 24/03/2020  24/03/2020 )
EOFFICE (SPARROW) i... MMP Divi... 05:41 AM 09:41 AM
E 3105600 P-12011(11)/15/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  20/03/2020 24/03/2020
EOFFICE in various ... MMP... 12:12 PM 09:38 AM
E 3105272 P-12011(11)/12/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  17/03/2020 170372020
EOFFICE in various ... MMP... 01:16 PM 01:16 PM
Figure 349

2. Click “All” posts link available in dropdown under Logged in user’s Primary post in profile area.

All the unsaved info of previous tabs will be lost.

Are you sure to switch post?

Cancal

Figure 350

3. Click OK in confirmation popup to switch to consolidated view.

Consolidated File Inbox

e Consolidated Inbox will display files marked to users multiple posts in a single Inbox list.

e Fields Like Computer No., File Number, Subject, Sent By, Sent On, Marked To (Post), Due On,
Read on and Remarks are displayed

e Actions on single file selection- Receive (Applicable for unreceived physical files only), Send Back,
Send, Park, Close, Send for closing approval, Create Part, Create Volume (Applicable for physical
files only) can be taken.

e File inner page can be viewed by clicking on File Number.

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name.
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Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User can create volume file of individual physical file (User will be redirected to respective post to which
individual file in inbox is marked)

Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Files can be sorted based on Computer No., Sent On and Due On.

Files can be searched using Module Search (Computer No., File No., Subject, Sent By and
Remarks)

Using context menu (on mouse right click) Inbox files can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.

Note:

File(s) in Inbox folder of user’s various post should be displayed in Consolidated Inbox List.

Consolidated File Created List

Consolidated Created list will display files created by users multiple posts in a single created list.

Fields like Computer No., File Number, Subject, Subject Category, Created By, Created on and
Remarks are displayed.

Actions on single file selection- Send, Close, Create Part, Create Volume (Applicable for physical
files only) can be taken.

File inner page can be viewed by clicking on File Number.

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

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User can create volume file of individual physical file (User will be redirected to respective post to which
individual file in inbox is marked)

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.
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List of Files can be sorted based on Computer No. and Created On.

Files can be searched using Module Search (Computer No., File No., Subject, Subject Category
and Remarks)

Using context menu (on mouse right click) created files can Opened in Same or Different Tab of
browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.

Consolidated File Sent List

Consolidated Sent list will display files sent by users multiple posts in a single list.

Fields like Computer No., File Number, Subject, Sent By, Sent To, Sent On, Currently with and
Due On are displayed.

Actions on single file selection- Create Part, Pull Back and Initiate Action can be taken.
File inner page can be viewed by clicking on File Number in Read only Mode.

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

User can create part file of individual electronic and physical file (User will be redirected to respective
post to which individual file in inbox is marked)

User should be able to Initiate Action on individual electronic and physical file (Action should be
initiated from post from which individual file is forwarded)

User should be able to Pull Back individual Unreceived (P)/Unread (E) Files. (Action on Multiple
selection is allowed if selected files are forwarded from same post)

Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

List of Files can be sorted based on Computer No. and Created On.

Files can be searched using Module Search (Computer No., File No., Subject, Sent On and Due
On)

Clickable Attachment Icon should be displayed next to file no. in case of file having an attached
File/Receipt.

Legends and Color Code should be used to differentiate various file in list.
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Print/Download File

This feature allows user to Print/Download content of File as per selection

Important Points:
v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download action button on File Inner Page to open Downloading page.

@ffice

cescumon @File ver.70

RECEIPT Inbox ~ Sent = Advance Search ISSUE Sent

File Inbox / A-11011/4745/2020-QA-01

Creare +  Inbox Sent = Advance Search FILE Creare

170 Movement  Details Draft = Edit send Back = LinkFiles | Attach v Park Close> | More ™

7

FEQ & v 00
T Note #1 +  Automatic 7o
ﬁ 23/06/2020 05:08 PM Sarecja Kumar Patro
INDIVIDUAL

B4 Note #2
afi
=
| I

23/06/2020 05:08 PM Yerur Siraj Ahmed

. >

E 3116386 A-11011/4745/2020-QA-01 Automarion Testing

Saroja Kumar Patro
OFFICE

£ 0O

Remirned ~ Advance Search

Figure 351

2. Select the Radio Button (Complete File, Details, Noting, Correspondences, Draft, Local

References, Movements History, and Action Detail) as per requirement.

s @File ver.70

RECEIPT Inbox  Sent  Advance Search ISSUE Sent

File Inbox / A-11011/4745/2020-QA-01

Create » Inbox Sent Advance Search FILE Create

Movement = Details Draft~ Edit Send SendBack | LinkFles = Amach~ Park Close~  More~

© complete File List of Correspondences

— | Receipt No. / Issue No. | Subject |Type ‘ Marked As |Altached Ontl ‘ Issued On ) ‘ Pages ‘ Remarks
[ Details @
= . Mo records found
ﬁ Noting  Customize
bkd
m Correspondences \_Em&&_
Draft  Customize
Ful i
Local References  Customize W[« @) (w
20
g frir = ]
= Movement History  Customize
Action Details Cm:
Remarks *

Total 1000 | 1000 Character keft

T

Saroja Kumar Patro
TD{SKP}-EOFFICE

i@ 0

Returned  Advance Search

E 3116386 A-11011/4745/2020-QA-01 Automation Testing

Figure 352
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3. Select Customize button (if required) to download selected content of Details, Noting,
Correspondence, Draft, Local Reference, Movements History, and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Note:

Selected Content of eFile will get downloaded to Systems in PDF format.

File No. (Computer No.) will be embossed on every page of downloaded File.

Draft no., Issue no., Receipt no. will be embossed on respective documents.
Correspondence Page no. will be embossed on all correspondence.

Downloaded page sequence No. should be embossed on every page at center Bottom.

Copyright © NIC, 2020
- Ver.7.0 [256]



- .ff-
e@rice
A DUGITAL WORK FUACE SOLUTION

Advance Search for File

This Feature allows User to users to Search and Retrieve Files (According to the assigned Search Scope)
and take actions on searched records (According to assigned Action Scope).

Important Points:

v’ Search Privileges must have been set for instance level by administrator. (Refer search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in File Quick Access Menu. (System redirects to the ‘Advanced Search’
screen with ‘File’ tab activated by default.)

o 1 3618 Saroja Kumar Patro
e@®ffice . A O i
aonrmwomswct sownon €F11€ ver 7.0 = LR

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

File | Receipt Issue P:Global | E:Global -

Comp. No. File No. Subject Origin
- &l b Include Closed

Internal
Search File

Send | Reopen | Receive | Pull Up | Pull Back | Unpark
Comp. No. T1 | File No. Location ‘ Section SentOn {1 Forwarding Remark. Currently With

No records found

Figure 353
2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
©) - ] b @ en~
Advance Search
ZR' File | Receipt Issue P:Global | E:Global | %~
F - o & G — Dl:ii:‘na\ ¥ | Include Closed Pg?:ti:(:tl e
EEGEI::;;:;\ ic Scope '
Send | Reopen | Receive | Pull Up | Pull Back | Unpark T (=}

Comp. No. {1 | File No. SentOn 11 Forwarding Remark Currently With

No records found

Figure 354
3. Search from main Basic parameters (Computer no., File No., Subject or Origin).

4. Select Additional parameters from dropdown list icon to search with additional inputs.
(Received/ Sent, File Heads and Creation details)
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3515 n Saroja Kumar Patro
men @File ver 70 & T EOFFICE

RECEIPT Create »  Inbox Sent  Advance Search 5 Sent Remurned  Advance Search

P:Global | E:Global &+

File | Receipt  Issue
Comp. No. File Ne. Subject Origin
B Interna: ¥ || Include Closed
B Received/Sent Remaris x
B File Heads Department ¥ | Select Section * | | Select User
Creation Decils To Date Forwarding Action Initiation Action Remarks Initiation Action Type
mmfy 8 dd/mmiyyyy 8 Choose One T Choose One ¥

File Heads Subject x

File Basic Head ~  File Primary Head ~  File Secondary Head ~  File Tertary Head b3 {Category T Sub Category *
Creation Details x

Select Department ~  Select Section ¢ From Date B T B8 Creation Remarks
References Old Physical File No.

Previous Later 0ld Physical File No

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

Actions | | Comp. No. 1} | File No. Location Sent On 1} Forwarding Remark Currently With

No records found E

Figure 355

Note:

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

5. Click Search File button to search the file records.

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

Saraja Kumar Patro
TDISKP}EOFFICE

RECEIFT Create' » Inbox Sent Advance Search Create  Inbox  Sent Sent Returned  Advance Search

P:Global | E:Global @~

File Receipt  Issue

= Internal * [l Include Closed

Search Hle

. Comp. No. File No. Subject Origin

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

Forwarding Remark Currently With

Al
3 Comp. No.
File No.

2 Subject

No records found

Location
[”] Opening Date
B Currently With
B Section
] Department
B Forwarding
Remark

& SentOn
| Status

“1 Closing
Remarks

_| Creation
Remarks E

Figure 356
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Note:

= List of files will be displayed based on selected input search parameters values.

= Searched record will display file(s) depending on their current location.

=  Searched record list can be sorted depending on Active, Created, Parked and Closed File.

= By Default Closed File will not be displayed in output. User should have to select Include Closed
checkbox to retrieve closed File Record.

Actions Allowed on Searched Receipt

e Send: Clicking Send Action Link/Menu (for single/ multiple File) should open send window to
forward single/multiple File.

Note:
= This action will be applicable when File is available in signed in user’s File inbox/inbox
folder/Created List.

e Reopen: Clicking on Reopen Action Link/Menu (for single/multiple File) should open Reopen
Remark popup. On providing mandatory Remark and Clicking OK should Reopen the File.

Note:

= In case User have Role Closing Approver, Reopen Remark pop up will be displayed.

» In case User is not having Role Closing Approver, User will be redirected to Submit File for
Reopening Approval Pop up.

= This action will be applicable when File is available in signed in user’s Receipt Closed (By Me)
List.

e Receive: Clicking on Receive Action Link/Menu (for single/ multiple File) should Receive
unreceived physical File to user’s File inbox.

Note:

= This action will be applicable when physical File is available in user’s File Inbox/Inbox folder in
unreceived state.

e Pull Up: Clicking Pull up Action Link/Menu (for single/multiple File) should open a
confirmation popup. Providing Remark and clicking OK should Pull Up single/multiple File to
user’s File inbox.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual will superimpose scope set for whole instance.

e Pull Back: Clicking Pull Back Action Link/Menu (for single/multiple File) should open a
confirmation popup. Providing Remark and clicking OK should Pull Back single/multiple File to
user’s Receipt inbox.
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Note:

» This action will be applicable when File is available in signed in user’s File sent list and remained
in unread/unreceived state in recipient Inbox.

e Details: Clicking on details action link should display the complete Details and Movement of File.
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This feature allows user to Migrate Physical File data into eFile from FTP Server.

Create New Migrated File

Important Points:
v Old Physical Files (Scanned Noting, Receipts, Issue and References in PDF format) must have
been uploaded on FTP server

v User must have necessary folder permissions to the view and select the files uploaded on FTP
server.

STEPS TO FOLLOW:

1. Click Create New link in File Migration Module.
2. Select the File heads required for generating File no. for new eFile.

3. Click Choose One to select and upload the scanned file (from the list of the files under respective
folders in File Selection Popup).

e@ffice ...
x i wiraac soumon SF11€ v 7.0
= RECEIPT Create »  Inbox Sent  Advance Search FILE ISSUE Sent  Returned  Advance Search
170
2_71
FE|
o
[ No. .
| Choose One '| ‘ Choose One '| 1 Choose One '| | Choose One Y| |2020 { | QA-IN » ‘]
File T
“;{? ruamm. (siep3 Wl |
. Step 1
:.m Migrate File ; i 'IW
B! : e |
c
Main Category ~ Sub Category
Choose One ¥ | | Choose One
‘TE Other Details .
Remarks
@ | Remat
'.i (Previous Referenc | cLater Referenc. | e
()
Continue Working »
Figure 357

4. Click Import to select the file from the list. (Old Physical File No. get auto populated as per
selection)
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File Selection Dialog

=+ Expand All

012320191 -

Copyi119)

| C50-123-2019-1-

Copy (28)

TSO-T23- 20791
C50-123-2019-1 -
C50-123-2019-1 -
C50-123-2019-1 -
50-123-2019-1 -
50-123-2019-1 -
-123-2019-1 -
-123-2019-1 -
-123-2015-1 -
-123-2019-1 -

S e )

Copy (34)
Copy (39)
Capy 4)

Copy {40)
Copy (41)
Copy (42)
Copy (43)
Copy (44)
Coov (45)

]

Figure 358

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

Noting).

eFile ver70

Create »  Inbox Sent  Advance Search

= Collapse All

C50-123-2015-1 - Copy (28)

[ Issuel.paf
9 Issuel pdf
=% note
[ Notel.pdf
5 Note2 pdf
=% receipt
~ [ Receipt1.pdf
5 Receipt2.pdf
reference

~ [} Referencel.pdf

Create  Inbox

Selected document will
be displayed here

Sent  Advance Search

Receiptl pdf

Issued pdf Referencel pdf

O 0 NN N
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35“ n Saroja Kumar Patro
B TD(SKR}-EOFFICE

Advance Search

r‘;e;m

| cnoase one v ||| croose ane v ||| cnooseone ~ || choose one |1 2020

Moo ]

-Old File No.
£50-123.-2019-1 - Capy (28)

| subiect |

Description *
Description

Main Category *
Choose One

Subject I

Sub Category
¥ | Choose One

Remarks-
Remarks

(Previous Referenc:

i
Other Details

Figure 359

. Enter Mandatory Opening Date.

| I-Later Referenc

Continue Working »

. Enter mandatory values for Description, Opening date of Physical file.

. Select Main Category, Sub Category, Previous and Later Reference, Language values.

. Click on Continue Working. (Migrated File Inner page will be displayed with option to Edit,
Update Correspondence Metadata and Finalize Migration.)
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3628
eHile ez 'y 0
RECEIPT Create» Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Sent  Returned  Advance Search

= Collapse All

- (S 50-123-2019-1 - Copy [28)
issue
[ Issuel.pdf
I Issue2.pdf
& note
([ Notel.pdf
1[4 Note2 pdf s b g

receipt | cs0-122-2019-1 - apy (28) Choose File ]

(%[ Receipt?.pdf |
I3 Receipt2.pdf ! Subject F

reference

+|| Referencel.pdf

1M Fofncanend nde

Main Category * Sub Category
Choose One ¥ ChooseQOne

0Oid File Number: CS0-123-2019-1 - Copy (28)

Notes | Receipts ‘ Issues | References

Notel pdf Receipt1.pdf Issuel.pdf Referencet.pdf Other Details
: e e

Remarks-
| Remaris

|-Previous Referenc

||
Langu -Opening Date =
| Bengali b I ‘ dd/mmiyyyy

-Later Reference

Continue Working »

Figure 360

Note:

» Created file will be listed in Created folder under Migrate File module
= eFile No. once generated cannot be edited.
* Document like noting/issue/references/receipts uploaded from FTP will be available in the created file.

List of Files Created for Migration

This Feature allow user to view files created for Migration and take actions to Finalize migration process.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

3628 Saroja Kumar Patro
1 2 GLN -
eFile v TD{3K ICE

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

-~

File No. Subject Category Created On 1] ‘ Old Physical File No.

A12014/4/2020-QA-01 Common Office Services 23/06/2020 06:56 FM

Appeintment of non Indians €50-123-2019-1 - Copy (28)
ABCI/10/2020-04-01 for test 22/06/2020 07:30 PM €50-123-2019-1 - Copy (35)
A-12/1136/2020-QA-01 test Common Office Services 22/06/2020 0719 PM  remarks 50-123-2019-1 - Copy (124)
A-11/424/2020-QA-01 dwedwedwed Commen Office Services 22/06/2020 03:03 PM €50-123-2019-1 - Copy (13)

A-31/1/2020-QA-01 e Common Office Services 21/06/2020 08:07 PM €50-123-2019-1 - Copy (21)

A1211126/2020-QA-01 jngihg Common Office Services 19/06/2020 04:51 PM €50-123-2019-1 - Copy (120)
1grertgrigrtg Common Office Services 19/06/2020 03:24 PM €50-123-2019-1 - Copy (114)
Migrate File
Migrate Fle-Autornation 04/06/2020 09:14PM  Migrate File Remark €50-123-2019-1 - Copy (107)
Migrate Fle-Autormnation 04/06/202009:13PM  Migrate File Remark {€50-123-2019-1 - Copy (106)
Migrate File-Autornation 04/06/2020 09:11 PM  Migrate File Remark €50-123-2019-1 - Copy (102)

Migrate Fle-Automation 04/06/202009:11 PM  Migrate File Remark 50-2-2020-A3-2 - Copy (99)

Figure 361
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Description:

e List of created files can be Sorted based on Created On and Old File No.

e File available in created list can be Searched using module search (File No., Subject, Remarks and
Old Physical File No.).

e File available in created list can be filtered depending on file creation date.

Actions on Migrated Noting

This feature allows User to View and Delete Migrated Noting.

View Noting

STEPS TO FOLLOW:

1. Click Created link under Migrate File module (Figure 361).

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Hamburger Icon on Right Panel (Dropdown will display Noting, Correspondence and
References).

ya» 0

ISSUE Sent  Returned — Advance Search

MNotel.pdf

Figure 362

4. Click Noting. (Noting will be displayed on Left panel and its Details on Right Panel of File Inner Page).
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Delete Noting

STEPS TO FOLLOW:

1. Follow steps to View Noting.

2. Select Noting using checkbox in Right panel of File Inner page.

© = & Ben~

E 3116154 ABC1/10/2020-QA-01 fortest (CS0-123-2019-1- Copy (99)
A : aa
D

tic
@  Nowlpdf i Remove |

; Note 1

Figure 363
3. Click Remove Icon.

4. Click OK in Confirmation Popup.

Actions on Migrated Correspondence

This feature allows User to view Migrated Correspondences (Receipt and Issues) on Migrated File inner
page and take actions like Generate migrated Receipt/Issues, Move Sequence,Save Sequence and Delete
Correspondence can be taken.

Generate Migrated Receipt/Issues and Save Sequence

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click on Create/Edit Receipt or Create/Edit Issue icon for the receipt or issue respectively in ToC.

i €File ver 70

PT Create +  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Remurned  Advance Search

Edit Finalize

E 3116154 ABC1/10/2020-QA-01 fortest C50-123-2019-1- Copy (99)

= + AutomaticZoom =
S.No. | Correspondence No.
1 6790/2020/EQFFICE dfgdfgdfg Receipt -‘-
2 Issuel_pdf Issue + F x
Figure 364
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4. Fill required metadata for the Receipt or Issue as per the mapped document.

Note:

= In Receipt: All Fields will be same as in Diary Screen (for receipt) with two additional mandatory
metadata: Old Receipt No., Originally Diarised By.

= In Issue: All Fields will be same as in Draft Creation Screen (for Issue) with three additional mandatory
metadata: Old Issue No., Dispatched On, Dispatch Officer.

5. Click on Generate and Save for receipt and issue respectively to generate Receipt and Issue
Number.

6. Click on Move Up and Move Down arrow to change the sequence of Receipt and Issue.

m n Sarojs Kumar Patro.
eFile ver.70 L TD{SKP}-EOFFICE

FILE

Seffice,

RECEIPT Create »+ Inbox Sent Advance Search Create  Inbox Sent  Advance Search 1SSUE Sent Returned  Advance Search

Edit Finalize

E 3116154 ABC1/10/2020-QA-01 fortest (C50-123-2019-1- Copy (99)

= + AutomaticZoom =+

Migrated Table of Content E
~
E e — T

1 6790/2020/EQFFICE dfgdfgdfg Receipt + |#
2 Issuel.pdf Issue Ll L

==

Figure 365

7. Click on Save Sequence to save the sequence of receipts and issues.

Note:

» Ifissue is of Draft Nature Reply, then concerned receipt number should be created first.

= Ifthere are Issue with draft nature as Reminder, then Issue against which reminder is dispatched should be
created first.

= Saved sequence of correspondence during migration will be maintained after migration Finalization.

Delete Migrated Correspondence

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Remove Icon.
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Create +  Inbox  Sent Advance Search FILE Create  Inbox Sent  Advance Search IS5UE Sent Retuned  Advance Search

Migrated Table of Content

S.No. | Correspondence No. ]l | Type Action

1 6750/2020/EQFFICE Receipt + &

2 issusl.pdf Issue + s EI

Figure 366

4. Click OK in Confirmation Popup.
Actions on Migrated References

This feature allows User to View and Delete Migrated References.

View References

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Hamburger Icon on Right Panel (Dropdown will display Noting, Correspondence and
References).

. 3628 aroja
@fflce:“ oFile s L n Sm\{s.v:

PT Create v Inbox  Sent  Advance Search FILE Create  Inbox Sent'  Advance Search 15UE Sent Retumed  Advance Search
Edit Finalize
E 3116154 ABC1/10/2020-QA-01 fortest CS0-123-2019-1- Copy (99}
= + AutomaticZoom *
References

Referencel pdf Noting Z

References [g_l

Figure 367
4. Click References. (References will be displayed on Left panel and its Details on Right Panel of File Inner
Page).
Delete References
STEPS TO FOLLOW:

1. Follow steps to View References.
2. Select References using checkbox in Right panel of File Inner page.

3. Click Remove Icon.
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FILE Create  Inbox Sent Advance Search ISSUE Sent Retuned  Advance Search

Automatic Zoom  +

References

e

Figure 368

4. Click OK in Confirmation Popup.
Edit Migrated File

This feature allows User to Edit Metadata of migrated File (except generated File No.) and Remove or
Add additional document by deselecting or selecting them in FTP file folder if required.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating new
migrated file will also open File Inner Page)

3. Click Edit menu. (Displays the document-mapping page with file cover in editable mode)

F=Y 1 — 3637 Saroja Kumar Patro
zn:re‘fuflrcelw eFile ver70 L n TD{SKP}-EOFFICE

RECEIPT Create »+  Inbox  Sent  Advance Search FILE Cregte  Inbox Sent  Advance Search 1sSUE Sent  Retumed  Advance Search

Edit Finalize @ Motification
¥You have received a ALE from
SSA(YSALEOQFRICE

E 3116154 ABC1/10/2020-QA-01 fortest (CS50-123-2019-1- Copy (99)

R ic Z 3 i
utomatic Zoom Migrated Table of Content

5.No. | Correspondence No.
1 6790/2020/EQFFICE ¥ 7

2 Issuel.pdf + £ R

Reference 1

Figure 369

Finalize Migration
This feature allows User to Finalize the File Migration process.

STEPS TO FOLLOW:

1. Click Created link under Migrate File module.

2. Click File No. link to open Migrated File Inner Page. (Clicking Continue Working while creating
new migrated file will also open File Inner Page)

3. Click Finalize menu.
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w @File ver.70

Edit Finalize @ Notification
¥You have received a ALE from

SSA(YSAFEOFFICE

. ic Z¢ =, J
utomatic Zoom Migrated Table of Content
s

S.No. | Correspondence No.

1

6790/2020/EQFFICE

2 Issuel.pdf Issue + F

Reference 1
Figure 370

4. Click OK in Confirmation Popup.

Note:

* Entry of migrated file will be removed from ‘Created’ file list under Migration module.
= Migrated File will be displayed in the Created Files list under File module.

Assigning Folder Permission for Migration of Files

This Feature is for User with eFile Admin Role. It allows admin to assign permission to Users to access
Folders on FTP server.

Important Points:
v User must have necessary administrative privileges for accessing required module in eFile.

v" Folders must be available in FTP server.

STEPS TO FOLLOW:

1. Click on Folder Permissions link under Migrate File module.

}5““ n Saroja Kumar Patro _
n TD{SKP}-EOFFICE

RECEIFT Create » Inbox Sent  Adwance Search FILE Create  Inbox Sent” Advance Search 15SUE Sent HReturmed  Advance Search

e@fiice,

o ©File ver.70

Migration

S EIE

mf' Folder Permission

Select Section Select User *
~ | | eOffice MMP Division )

Select Department
NIC

s Folders
+ Expand All | Clel Step 3
» (0 Qa2 g
» Qa3
|8m QA S

Migrate File

Figure 371

2. Select the section user using ‘Department’, ’Section’ and ‘User’ searchable combo box.
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3. Select the FTP folders to be assigned to the user for migration process.

4. Click Save to assign the folders to selected section user.

Note:
= Section user will be able to view the FTP Folders assigned to them and corresponding Files inside the
folders.
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Received Letters

This module will display letters received from Intra eOffice, Inter eOffice and Mail moved from Email for
Diarisation as a Receipt in eFile Module.

Intra eOffice

This feature allows user to view and diaries letters received from Intra eOffice (Department within same eFile
Instance) as a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Intra eOffice link under ‘Received Letters’ module.

35‘“ n Saroja Kumar Patro  _
eFile ver70 a TD(SKP} EQFFICE

EIPT Create »+ Inbox Sent Advance Search Create  Inbox Sent Advance Search 5 Sent Returmed  Advance Search

Intra eOffice
Received On [} i ‘ Diary Status | Action e

DISM2650/2020 csdesdesdesdesde Saroja Kumar Patro sumit/rawat.nic@gmail.com  22/06/2020 08:37 PM  eOffice MMP Division NIC Mot Diarised B
DISM1102/2020 csdesdesdesdesde S5roja Kumar Patro sumit7rawat.nic@gmail.com  22/06/202008:17 PM  eOffice MMP Division NIC Mot Diarised X
DISA1073/2020 edre Saroja Kumar Patro sumit7rawat nic@gmail.com  21/06/2020 09:07 PM  eOffice MMP Division NIC Diarised =
Roxerned | sthars bject Saroja Kumar Patro sumit7rawat nic@gmail.com  21/06/2020 0739 PM  eOffice MMP Division NIC Not Diarised B
ter Description 223Testing RRPillay 20/06/2020 06:46 PM  GANDHI NAGAR (STATEUNIT) NIC MNot Diarised =
= ter Description Saroja Kumar Patro sumityrawat nic@gmail.com  20/06/2020 02:27 PM  eOffice MMP Division NIC Mot Diarised L.?;.
- Saroja Kumar Patro sumit7rawat nic@gmail.com  19/06/202008:55PM  eOffice MMP Division NIC Mot Diarised B
Saroja Kumar Patro sumit/rawat.nic@gmail.com  19/06/2020 11:26 AM  eOffice MMP Division NIC Mot Diarised =3

Figure 372

List of Received Letters from Intra eOffice:

e Received letter can be viewed in a popup window (PDF format) by clicking on Dispatch No.

sample{1).pdf

= + Automatic Zoom

A Simple PDF File

This is & small demonstration .pdf file -

Just for use in the Virtual Mechanics tutorials. More text. And more
tezet, And more texd. And more texd. And mone tedt

And more fext. And more text And more text. And more texd. And more
text. And more text. Boring, zzzzz. And more text. And more text. And
maore text. And more text. And more text. And more tesdt. And more text.
And more fext. And more text.

And more text. And more text. And more text. And more text. And more
text. And more text. And more text. Even more. Continued on page 2.

Figure 373

List of Received Letters can be Sorted based on Sent On date.
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e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section and Department).

: Ya» 0
eFile ver7.0 TD{SKP}-EOFFICE
RECEIFT Create » Inbox Sent Advance Search Create  Inbox Sent  Advance Search St Sent | Retumed  Advance Search
Intra eOffice

Sender Email Received On ] i | Diary Staty & Dispatch Number

DISA 2650/2020 csdesdesdesdesde Sarojs Kumar Patra sumitfrawst nicBigmail.com  22/06/2020 08:37 PM  eOffice MMP Division NIC { 8 sender Email
DISF11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com  22/06/2020 08:17 PM  eOffice MMP Division : z::::
DISM1073/2020 edte Saroja Kumar Patro sumit7rawstnic@gmail.com  21/06/2020 09:07 PM  eOffice MMP Division NIC Diarized B section
DI5/11056/2020 Subject Saroja Kumar Patro sumit7rawatnic@gmail.com  21/06/2020 0739 PM  eOffice MMP Division NIC Not Diarisq & Department

C Not Diarised

DIS/10823/2020 Enter Description 223Testing RR.Pillay 20/06/2020 06:46 PM  GANDHI NAGAR [STATE UNIT) NI

Figure 374

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

3““ n Saroja Kumar Patro _
eFile 0 k) TD(SKP}-EOFFICE

RECEIFT Create » Inbox Sent  Advance Search Create  Inbox Sent Advance Search Sent  Retrned  Advance Search

Intra eCffice

Sender Email LESVEY  Date

Sent Date From Sent Date To
B |do vy

DIS/12650/2020 csdcsdesdesdesde Saroja Kumar Patro sumitrawatnic@gmail.com lot Diarised

vy

lot Diarised 4

DIS/11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com

Status

liarised 2

DIS/11073/2020 edre Saroja Kumar Patro sumit7rawat nic@gmail.com

© Boh Digrised Not Digrised
DIS/1056/2020 Subject Saroja Kumar Patro sumit7rawat nic@gmailcom  21/06/202 lot Diarised B
DIS/10973/2020 Enter Description 223Testing LR Pillsy JOOSRO0E _ _lot Diarised B

Figure 375

Diarise Received Letter

STEPS TO FOLLOW:

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

3641 Saroja Kumar Patro
s CEB :
TD(SKP) cE

RECEIPT Create »  Inbox Sent Advance Search Create  Inbox Sent  Advance Search Sent Returned  Advance Search
Intra eOffice
Sender Email | Received On 1}
279
aa DIS/12650/2020 csdesdesdesdesde Saroja Kumar Patro sumitfrawat mic@gmail. com  22/06/2020 08:37 PM  eOffice MMP Division NIC Not Diarised E
= DISA11102/2020 csdesdesdesdesde Saroja Kumar Patro sumit7rawatnic@gmail.com  22/06/2020 08:17 PM  eOffice MMP Division NIC Net Diarised =4
= DISA1073/2020 edte Saroja Kumar Patro sumitfrawat nic@gmail com  21/06/2020 09:07 PM  eOffice MMP Division NIC Diarised B
ﬁ DI5/11056/2020 Subject Saroja Kumar Patro sumit7rawstnic@gmail.com  21/06/202007:39 PM  eOffice MMP Division MIC Not Diarised =
DISA0923/2020 Enter Description 223Testing RR. Pillay 20/08/2020 06:46 PM  GAMDH| NAGAR (STATE UNIT)  NIC Not Diarised E
é{n DIS/10873/2020 Enter Description Saroja Kumar Patro sumit7rawstnic@gmail.com  20/06/2020 02:27 PM  eOffice MMP Division MIC Not Diarised A

Figure 376

2. Click Upload action button to select PDF files from local system. (If Required)
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‘ TD(SKP}R-EQFFICE

RECEIPT Create +  Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search 1SSUE Sent  Rewurmed — Advance Search

o Received Document Sequenced Documents
E;:-l No Record Found
@ | Documents Action
b
Q Ne Record Found
Upload Mew Document WLUSELE 3 P Only <= 25 MB

7 2|
LX< [ ] | Uploaded Documents
P Mo Record Found Ll
L]
E L

3

.
Figure 377

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page. (PDF will be auto populated)

6. Follow the diary process as mentioned in Flectronic Receipt Diarisation to create electronic

receipt.
Note:
» Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Inter eOffice

This feature allows user to view and diaries letters received from Inter eOffice (Department from other eFile
Instance) as a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Inter eOffice link under ‘Received Letters’ module.

3‘9‘“ n Saroja Kumar Patro _
oFila o L TD{SKP)-EOFFICE

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

} Sender Email Received On 1] ‘ Instance

279

aa DIS/7185/2020 Enter Description 223 Jaskiran 20/06/2020 11:28PM  OJo IMMIGRATION Not Diarised

9= DIs/7184/2020 Test Jaskiran 19/06/2020 11:34PM  OJo IMMIGRATION MHA N1D2 Mot Diarised =4

o DIS/7180/2020 ferf Jaskiran 19/06/2020 03:43 PM  OJo IMMIGRATION MHA N1D2 Diarised B

{‘JR Received Letters RN \Tﬂﬁﬁ?ﬁﬁ[mg receipt Jaskiran 12/05/202003:31 PM  O/o IMMIGRATION MHA N1D2 Not Diarised B
ation Testing Jaskiran 11/05/2020 11:13 AM  O/o IMMIGRATION MHA N1D2 Not Diarised B

LE{I - ation Testing Jaskiran 11/05/2020 11:13 AM  O/o IMMIGRATION MHA N1D2 Not Diarised [1._?.

:m ation Testing Jaskiran 11/05/2020 11713 AM Qo IMMIGRATION MHA N1D2 Not Diarised E

= laskiran 11/05/2020 1102 Ap___Ovg INMIGRATION MHA MiD2 NotDizrced I

Figure 378

List of Received Letters from Inter eOffice:
e Received letter can be viewed in a popup window (PDF format) by clicking on Dispatch No.
e List of Received Letters can be Sorted based on Sent On date.

e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section, Department and Instance).

3"‘“ n Saroja Kumar Patra _
eFile ver 70 a TD(SKP}EQFFICE

RECEIPT  Create s  Inbox Sent  Advance Search Create Inbox Sent  Advance Search Sent Remmed  Advance Search
= ~ err——
Sender Email Received On {] Section Diary| & Dispatch Number
79
Sender Email
ﬁ:l DIS/7195/2020 Enter Description 223 Jaskiran 20/06/2020 1128 PM  O/o IMMIGRATION WHA N1D2 Norr| & Sender Emai
B sentBy
N is71242020 Test Jaskiran 19/06/2020 11:34 PM  O/o IMMIGRATION MHA N1D2 Not
o= ) subject
DIS/T180/2020 ferf Jaskiran 19/06/2020 03:49 PM  O/o IMMIGRATION MHA N1D2 05 & section
[ oisi7i3320208 Jaskiran TR Testing receipt  Jaskiran 12/05/202003:31 PM /o IMMIGRATION MHA NiD2 Notf [ Department
DIS/7124/2020 Automation Testing Jaskiran 11/05/2020 11:13AM /o IMMIGRATION MHA N1D2 Noe] @ Instance

=
i

Figure 379

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)
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3"“ nSErDjak'umarPalm B
. TD{SKP}-EOFFICE

RECEIPT Create »  Inbox. Sent  Adwvance Search Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search

eFile ver.70

Inter eOffice

Dispatch No. Subject Sent By Sender Email Received On {] Date

5 Sent Date From Sent Date To =

DIS/7195/2020 Enter Description 223 Jaskiran 20/06/202011:28 PM ddmodiny B8 | dwmmiypy - Not Diarised B
i Yy g VY

DIS/7184/2020 Test Jaskiran 19/06/202011:34 PM Mot Diarised B
Status

DIS/7T180/2020 ferf Jaskiran 15/06/2020 08:45 PM Diarised B

© Born Diarised Not Diarised
D\SH1331‘2EIZCI@ Jaskiran WT&SU!\E receipt Jaskiran 12/05/2020 03:31 PM & = Mot Diarised B
PUSIF17A12020 Autnmating Tacting taskiran TUNRA2011-13 8N int Niaricad =

Figure 380

Diarise Received Letter

STEPS TO FOLLOW:

ceffice.

1. Click Diarise Icon for dispatch in the Inter eOffice Received Letters list.
2. Click Upload action button to select PDF files from local system. (If Required)
AED O -

Create ¢+ Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search 155UE Sent  Retwrmed  Advance Search

~ eFile ver70

Received Document Sequenced Documents

Mo Record Found
@ Recara Foun @ | Documents Action

[ ] | Attachments/Enclosures ( sample{1) pdf

Mo Record Found

Upload New Document WLLELE Y Fof Only <=25 MB

»
[ ] | Uploaded Documents
No Record Found «

]

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page (PDF will be auto populated).

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic
receipt.

Note:
» Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised
= Newly created receipt should be displayed in Created folder in Receipt Module.
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Email

This feature allows user to view and diaries Email moved to eFile from eOffice Mail diarisation Module as
a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Email link under ‘Received Letters’ module.

3641 n Saroja Kumar Patro  _
eFile ver 70 A TD{SKP}EQFFICE

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

Emnail Diarization ﬂ Search Here =

Diary Status Action

Nao records found

Received Letters

v ¥ Email l

Figure 381

List of Email moved for Receipt Diarisation:
e List of Email can be Sorted based on Sent On date.

e Email available in list can be Searched using module search (Subject, Sender Email and Sent By).

35‘“ n Saroja Kumar Patro
B TD(SKP|-EOFFICE

RECEIPT Create »  Inbox  Sent = Advance Search Creare Inbox Sent Advance Search ISSUE Sent  Remurned  Advance Search

Cr—
Received On 1} Subject
B sender Email

& sentBy

Figure 382

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

RECEIFT Create »  Inbox Sent  Advance Search Create  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search

Emnail Diarization

| Date

279
aa Sent Date From Sent Date To
No records found dd/mmiyyyy ] del/mmyyy )
L1 Status
Q Both _ Disrised _) Not Diarised

X2

Figure 383
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Diarise Email

STEPS TO FOLLOW:

1. Click Diarise Icon for an Email in the moved Email list.

2. Click Browse and Upload to select PDF files from local system. (If Required)

- - 3641 =

.:.;x@fﬂce . i n Saroja Kumar Patro
AoE wesoumon @File ver 70 L s TDISKP}EQFFICE
= RECEIPT Create ¢+ Inbox Sent  AdvanceSearch FILE Create  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

171

79 Received Document Sequenced Documents
FE]

Na Record Found 8 | Documents Aot

DN

~ Mo Record Found
2

p Upload Mew Document WLLELE Y Fof Only <=25 MB

»
B4 ™ | Uplosded Documents
zm No Record Found &«
|
B!
L3

&F

9|

.
Figure 384

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page. (PDF will be auto populated)

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic

receipt.
Note:
* Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Dispatch (Officer)

This module is available to only the users who usually all dealing hands and officers except users working
in Central Registry Unit. This module keeps the record of the Issues and acknowledgements dispatched by
Self/CRU or pending for dispatch to be made by CRU.

Dispatched Acknowledgement

The ‘Acknowledgment’ sub-module under Dispatch module comprises of the list of acknowledgement
sent for dispatch to CRU or has been dispatched by CRU or Self. It is mainly divided into —

1. Sent/Dispatched

2. Returned

List of Acknowledgment Dispatched/Sent for Dispatch

This section describes the steps to view the list of acknowledgements dispatched or are pending for
dispatch.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Acknowledgement.
2. Click Sent/Dispatched.

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

ReGenerate Search Here

Acknowledgement
No.

Receipt No. Dispatch No. ‘ Subject Sent Through | Dispatched On [} ‘

. Mame: Automation Testing ASQ, Automation
DIS/8873/2020 test subject PUBLIC CRU + 0
Testing
: Mame: Automation Testing, ASO, Automation
DIS/8855/2020 test subject PUBLIC L CRU F ]
Testing
. Mame: Automation Testing ASC, Automation
DIS/8857/2020 test subject PUBLIC CRU + 0
Testing
Mame: Automation Testing, ASO,Automation
DIS/8872/2020 test subject PUBLIC L CRU E ]
Testing
O 315/2020-ACK 2213/2020/EOFFICE  DIS/B221/2020 test subject PUBLIC :Ias":e; Automation Testing ASO, Automation | L0
estin
.
Figure 385

The user can now see the list of acknowledgements dispatched or dispatch in process. The following
information is available —

1. Acknowledgement number: The unique no. of the acknowledgement no. against which dispatch is
made/in process.

2. Receipt No.: The receipt no. against which the acknowledgement is prepared.

3. Dispatch No.: The unique number generated for different dispatches against the
acknowledgement.

4. Subject: The subject of the acknowledgement letter.

Copyright © NIC, 2020
- Ver.7.0[278]



- .ff i
eOIMcC
DAGITAL 'WORK PLACE SOLUTION

5. Recipient Type: The type of the recipient, Public (if sent in public domain), Internal (if issued
within department), External (if dispatched to other organization(s) as eOffice to eOffice platform).

6. Addressee: The recipient details of the acknowledgement.
7. Sent Through: The ‘Dispatch By’ — ‘SELF’ or ‘CRU’ mode.

8. Dispatched On: The date on which the dispatch is made to the recipient of the acknowledgement.

Note:

* The blank ‘Dispatched on’ date denotes that the dispatch is still pending at CRU end.
=  User may click on the acknowledgement number to check the acknowledgement letter and its associated
details.

Regenerate Acknowledgement

Regenerating an acknowledgement is the re-issuance of the acknowledgement with some modification in
the content and/or the recipient details required in case scenarios when,

e The acknowledgement has to be sent again in case the intended recipient informs of not receiving
the acknowledgement (Incorrect communication details could be a reason)

e The acknowledgement is to be sent to some more recipients.

STEPS TO FOLLOW:

1. Click Dispatch—> Acknowledgement—> Sent/Dispatched.
2. Select the required Dispatch.

3. Click on Regenerate.

=

A 0

CEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search 155UE Semt Retumned  Advance Search

Sent Through | Dispatched On 1} ‘

Name: Automation Testing, ASO,Automation

3182/2020/EOFFICE DIS/8873/2020 test subject PUBLIC *
Testing

Name: Automation Testing,ASO,Automation

] A0B/2020-ACK 3166/2020/ECFFICE DI5/8855/2020 test subject PUBLIC Testing CRU £ 0
i
- . Name: Automation Testing, ASO,Automation
A06/2020-ACK 3164/2020/FQFFICE DIS/8857/2020 Iest subject PUBLIC CRU L 6
o
Figure 386

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

5. Click on Continue.
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« eFile ver 70

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search Sent Retumed  Advance Search
165 | P I = I ~ | B Receint Detail
% Tempiate L& B I YU &5 EF EE = E E= h = eceipt Details
— Q x, X A-B- 8-z ® ¥ Engish- Formals- Verdana 13px Nature : E Comp. No.: 5053850
330
aa Ling Height Choose One Receipt No. : 3182/2020/EQFFICE Main Category : Common Office Services
' B
[} Video provides a powerful way to help you prove your point. When you dlick Sub Category : Letter Ref. No. ©
— Online Video, you can paste in the embed code for the video you want to add.
You can also type a keyword to search online for the video that best fits vour Letter Date : Delivery Mode : Courier
A document.
m Sender Type:
Subject : test subject
J/? Enclosure/ Remarks :
rad
:m a Sender Details
L] Min./Dept./Others : MINISTRY OF AGRICULTURE  Address : Automation Testing
=o Name : Name: Automation Testing Designation : ASO
& Organisation : NiCs! Email : Automation@gat.in
Country : INDIA Srate © ANDAMAN & NICOBAR
City/District : Pin Code :
.;@ Mobile : 9810458514 LandLine :
Fax:
)
G “
|

Figure 387

Note:

= Refer article for ‘Steps to Sign an acknowledgement.
= Refer article for Steps to Dispatchan acknowledgement.

Download Acknowledgement I etter

This section describes the steps to download a copy of the acknowledgement letter.
STEPS TO FOLLOW:

1. Click Dispatch—-> Acknowledgement—> Sent/Dispatched.

2. Click on Download Acknowledgement icon against the required acknowledgement.

m n Saroja Kumar Patro _
eFile 0 L ] TD(SKPI-EOFFICE

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

T =
~

Acknowledgement
No.

[ ] Receipt No. Dispatched On 1]

Name: Automation Testing ASO,Automation Downioad

417/2020-ACK 3182/2020/EQFFICE DI5/8873/2020 test subject PUBLIC

Testing Ackowledgement

Mame: Automation Testing,ASO, Automation
408/2020-ACK 3166/2020/EOFFICE DIsi8859/2020 test subject PUBLIC Testing CRU

Mame: Automation Testing,ASQ,Automation
Testing

406/2020-ACK 3164/2020/EOFFICE  DIS/8357/2020 test subject PUBLIC

MName: Automation Testing, ASO, Automation
| 416/2020-ACK 3182/2020/EOFFICE DI5/8872/2020 Test subject PUBLIC _ CRU + @&

Figure 388

Note:

» The acknowledgement will be downloaded to system in ‘PDF’ format.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch request. The detail section is
divided into following two tabs —

e Basic Details — It displays —

a) Dispatch details — Details of dispatch such as dispatch no., dispatch sent by, date sent on,
Dispatch by, Delivery mode, and etc.

b) Communication details — Communication details of the addressee.
c) Postal Details — The postal details recorded by CRU/User if sent by post media.

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.

STEPS TO FOLLOW:

1. Under Dispatch module, click Acknowledgement and then click Sent/Dispatched or Returned.

2. Click Details icon against the required acknowledgement.

= 3886 =
n Saroja Kumar Patra  _
File ver 70 a TD[SKPHEOFFICE
=3 RE: 05 Create »  Inbox Sent  Advance Search FILE Creatre  Inbox Sent  Advance Search I55UE Sent Remned  Advance Search
gy e =
Acknowledgement : e
L BEMENL | Receipt No. j Recipient Type ‘ Addressee Sent Through | Dispatched On 11 ‘
- . Name: Automation Testing ASC, Automation
| 17/2020-ACK 3182/2020/EOFFICE DI5/8873/2020 test subject PUBLIC Testing CRU EAN: )
.. Name: Automation Testing ASO, Automation
408/Z020-ACK 3166/2020/EOFHCE DIs/8855/2020 test subject PUBLIC Testing CRU x|l
- N Name: Automation Testing ASC,Automation
] 406/2020-ACK 3164/2020/EQOFFICE DIS/8857/2020 test subject PUBLIC Testing CRU xle
= 2 Name: Automation Testing ASO, Automation
] 416/2020-ACK 3182/2020/EQFFICE DIS/8872/2020 test subject PUBLIC Testing CRU 6
o
Figure 389
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This list of returned dispatches are those dispatch requests made to CRU against the acknowledgements
and are returned seeking for further clarification for dispatch to complete. It is expected that the user may
check the remarks submitted by CRU and provide the necessary clarification. This list can be checked by —

STEPS TO FOLLOW:

1. Under Dispatch module, click Acknowledgement.

2. Click Returned.

eFile ver 70

EIPT Create »  Inbox Sent  Advance Search
171 Receive Resend = View Reminders

@ | Dispatch No. Acknowiedgement No. | Receipt No.

1| DIS/1102142020 T02/2020-ACK £700/2020/EOFFICE
6699/2020/EQFFICE
6698/2020/EOFFICE
6657/2020/EQFFICE

7| DISA1017/2020 698/2020-ACK 6696/2020/EOFFICE

FILE

test subject

test subject

test subject

test subject

test subject

Sent.  Advance Search

MName: Automation
Testing AS0, Automation Testing

Name: Automation
Testing ASO, Automation Testing

MName: Automation
Testing AS0, Automation Testing

Name: Autamation
Testing ASO, Automation Testing

MName: Automation
Testing AS0, Automation Testing

ISSUE

Subramanian M,

e0ffice MMP Div__

Subramariian M,

e0ffice MMP Div...

Subramanian M,

e0ffice MMP Div__

Subramanian M,

e0ffice MMP Div...

Subramanian M,

eOffice MMP Div__

Acknowledgment Returned by CRU

Sent  Returned  Advance Search

Returned On |}

21/06/2020 02:13 AM

21/06/2020 08:11 AM

21/06/2020 08:09 AM

21/06/2020 08:07 AM

21/06/2020 08:05 AM

Remarks

Dispatch Return te Officer

Dispatch Return to Officer

Dispatch Return to Officer

Dispatch Return to Officer

Dispatch Return to Officer

The user can now see the list of dispatches against acknowledgement returned by the CRU. The following

information is available

Figure 390

1. Nature: The nature of the acknowledgement, Physical (P) / Electronic (E).

2. Dispatch No.: The unique number generated for different dispatches for various recipients of the

acknowledgement letter.

. Acknowledgement No.: The acknowledgement no. against which the dispatch is made.

. Receipt No.: The unique number of the receipt against which acknowledgement is generated.

. Addressee: The recipient details of the dispatch.

3
4
5. Subject: The subject of the acknowledgement letter.
6
7

. Returned By: The name of the CRU who has returned the dispatch request against

acknowledgement.

8. Returned On: The date and time on which the dispatch request is returned.

9. Remarks: The remarks submitted by CRU seeking some clarification on the dispatch.
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Resend the Acknowledgement Dispatch Request Returned by CRU

After checking the necessary remarks against the dispatch returned by CRU, the user may resend it back
for dispatch by adding/editing some communication details of the intended recipient, for example, if the
pin code was found to be incorrect hence unable to make postal dispatch. Or CRU may simply ask for
some clarification which can be submitted as remarks.

STEPS TO FOLLOW:

1. Click Dispatch—> Acknowledgement—> Returned.

“5 Saroja Kumar Patra
« eFile ver.70 L 3 TO(SKPLEOFFICE

RECEIFT Create » Inbox Sent  Advance Search Create Inbox Sent”  Advance Search S5 Returned  Advance Search

Receive | Resend  View Reminders

Dispatch No. Acknowledgement No. Returned On 1} Remarks
pal ge

| DIS/11021/2020 702/2020-ACK 6700/2020/EOFFICE test subject Narr.\e: Aftiion " . S M' 21/06/202008:13 AM  Dispatch Return to Officer ]
Testing, ASO Automation Testing eOffice MMP Div._.
Dispatch Name: Automation Subramanian M,
66599/2020/ECFFICE test subject Testing,  Automation Testing ce KNP Div._ 21/06/202008:11 AM  Dispatch Return to Officer i ]
Name: Automation Subramanian M,
6698/2020/EOFFICE test subject Testing, Automation Testing eOffice MMP Div... 21/06/2020 0B:09 AM  Dispatch Return to Officer i}
& MName: Automation Subramanian M, 2
6657/2020/ECFRICE test subject Testing,  Automation Testing Frice MMF Div... 21/06/2020 08:07 AM  Dispatch Return to Officer o
. MName: Automation Subramanian M, .
[ DISA11017/2020 698/2020-ACK 6696/2020/ECFFICE test subject _ 21/06/2020 08:05 AM  Dispatch Return to Officer i}
Testing,ASO Automation Testing e0ffice MMP Div...

Figure 391
2. Select the required ‘Dispatch’.

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

3555 n Saroja Kumar Patro  _
L TD{SKP}-EOFFICE

File ver70

RECEIFT Create +  Inbox  Sent  Advance Search Create  Inbox Sent  Advance Search IS5UE Sent Returmed — Advance Search
Receive e = ﬂ Search Here. -
Acknowledgement Na. je Returned On |}
a - N - Aut £ Subramanian M,
4 DISA1021/2020 F02/2020-ACK £700/2020/EOFFICE test subject Epeon ; mggcy 21/06/2020 0813 AM  Dispatch Return 1o Officer o
Testing ASO, Automation Testing eOffice MMP Div__
= Name: Automation Subramanian M,
— & amanian
DIS/11020/2020 701/2020-ACK 6699/2020/ECFFICE test subject ’ 21/06/202008:11 AM  Dispatch Return to Offi
= et Testing A0, Automation Testing eOffice MMP Div.... e 3 2 o
“' N " AUT i Subramanian M,
(€ DIS/1101572020 700/2020-ACK 6655/2020/EOFFICE test subject S ; gkl 21/06/202008:09 AM  Dispatch Return to Officer o
Testing, ASC Automation Testing eOffice MMP Div...
m Name: Automation Subramaznian M,
4 . - , :
A DIS/11018/2020 659/2020-ACK ©697/2020/EOFFICE test subject Testin 0, Automation Testing =Office WMP Div._ 21/06/202008:07 AM  Dispatch Return to Officer ]

Figure 392

4. Click ‘Dispatch number’ to edit the recipient details (if required).

5. Click ‘Save’. (Click Save and Send to directly resend dispatch from edit page)
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i 3665
e@ffice n Saroja Kumar Patro _
x cxr « eFile verz0 a G TD{SKP}-EQFFICE

RECEIPT Create +  Inbox Sent = Advance Search Create  Inbox Sent  Advance Search 1SSUE Sent  Rewurmed — Advance Search

%7 Dispatch No. : DIS/11020/2020 Acknowledgement No. : 701/2020-ACK

m P 4+ 3 1 of1 — + AutomasticZoom * § Min./Dept./Others *
MINISTRY OF COAL

Mame Designation *
Mame: Automation Testing ASD

Address *

Acknowledgement Content Automation Testing

Organization
NICSI
Country State
INDIA b ANDAMAN & NICOBAR ¥
City/District Pincode
Mobile Email
9510458514 Automation@got.in
LandLine Fax

S

Save Save And Send |

Figure 393

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

Resend Remarks

Beal TOU0 | 992 URaracter 187

Figure 394

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

After an Issue is sent for dispatch, it’s sent details are maintained in under ‘Issue’ section of ‘Dispatch
module. This section consists of —

e Sent/Dispatched — List of Issues sent for dispatched via CRU or already dispatched by the
User/ Officer.

o Returned — The list of issues returned by the CRU in case of any more clarity is requested before
dispatching.
A user can check the number of dispatches made against an ISSUE and further the recipient’s and
dispatch mode details. If required, an Issue can also be re-dispatched.

View List of Issues Sent/Dispatched

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.

ISSUE m Retumed  Advance Search
Sear

Creare Reminders | View Reminders

Currently In (File No.) ‘ Receipt No.

1/3024506/2020 Automation Testing 23/06/2020 11:14PM  ISSUE A1011/4835/2020-QA-01
Automation Testing 23/06/202011:12PM  ISSUE A-11011/4934/2020-QA-01

Dispatch
Automation Testing 23/06/202011:10PM  ISSUE A-11011/4933/2020-QA-01
) Automation Testing 23/06/202011:08PM  ISSUE A-11011/4932/2020-QA-01
» Issue - Automation Testing 23/06/202011:06 PM  ISSUE A-11011/4931/2020-QA-01
> Sent/Disparched Automation Testing 23/06202011:05PM  ISSUE A11011/4930/2020-QA-01
Automation Testing 23/06/2020 1103 PM 155U A-11011/4929/2020-QA-01
] 1/3024499/9020 Enter Description 223 23/06/202010:08PM  ISSUE A11011/4861/2020-QA-01

Figure 395

The user can now see the list of dispatches sent to the addressees/recipients. The following information is
available-

Nature: The nature of the ISSUE, Physical (P) / Electronic (E).

Issue number: The unique number of the ISSUE sent for dispatch.

Subject: The subject of the ISSUE letter sent for dispatch.

Issued On: The date on which the is the issue letter was sent for dispatch

Type: The type of the issue whether it is an ISSUE or REMINDER to an ISSUE.
Issued Against: The ISSUE number against which the reminder has been issued.

Currently In (File No.): The File number from which the ISSUE has been generated.

ol S T

Receipt No.: The Receipt number against which the ISSUE has been generated.

Copyright © NIC, 2020
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View Issue Details

STEPS TO FOLLOW:

1. Under Dispatch module, click on Issue.
2. Click Sent/Dispatched.
3. Click Issue No.

File ver.70

EIPT Create » Inbox  Sent  Advance Search Create  Inbox Sent  Advance Search ISSUE Returned  Advance Search

TF-" Create Reminders | View Reminders

Currently In (File No.) ‘ Receipt No.

Gt

1¥3024506/2020 Automation Testing 23/06/2020 11:14PM ISSUE A-11011/4535/2020-QA-01
o= | _1#3024505/2020 Automation Testing 23/06/2020 11:12PM  ISSUE A-11011/4534/2020-QA01
= 1/3024504/2020 Automation Testing 23/06/2020 11:10PM ISSUE A-11011/45933/2020-QA-01
@ | _1#3024503/2020 Automation Testing 23/06/2020 11:08 PM  1S5UE A-11011/4832/2020-QA-01

Figure 396

Note:

= Use ‘Filter’ (to filter by issue date filter range and type) and/or ‘Search’ to search for required Issue.

The user can now see —
o The Issue letter on the left side of the screen (in case of electronic nature only).
e Issue Details such as Issued By, Issued On, Type, Subject, Issued Against, etc.

e Dispatch Recipient Details - The list of various recipients to which the ISSUE letter has been
dispatched, Dispatch number, Sent Through (CRU/Self) and the Status of the Dispatch.

3559 n Saroja Kumar Patro.
L2 TD{SKP}-EOFFICE

Advance Search

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

Create Reminders | View Reminders

+ AutomaticZoom * ] a Issue Details
Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM..
A Simple PDF F||e Issued On 23/06/2020 11:14 PM Type Issue
File No. A-1101144935/2020-QA-01 Receipt No.
This is @ small demonsiration pdf file -
Subject Automation Testing
Just for use in the Viftusl Mechanics tutorials, More text. And more
text. And moce text. And more text. And more taxt Draft Nature New Reply Type
And mare text. And more text. And mare text. And mare text. And more - o
text. And more text. Boring, zzzzz. And more text. And more text. And Language Bengali Forms Of Communications
more text. And more text And more text. And more text. And more texct . -
And more text. And more text Prefix Main Category Establishment
And maore text. And more text. And more text. And more text. And more Sub Category
text. And more text. And more text. Even more. Continued on page 2
i Dispatch Details
Recipients List
@ - | Recipient Type | Dispatch No. ‘ Addressee Sent Through | Status
DIsf13214/2
External 020 Jaskiran ASSISTANT SECTION OFFICER-G SELF DISPATCHED @ 3%

Figure 397
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Note:

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

Issue letter.

* Each Dispatch will have its own status.

» The Status of the Dispatch will be Dispatched in case dispatched via self.
= The Status of the Dispatch will be Sent in case it is sent to CRU for dispatch and will turn to Dispatched
in case the issue has been dispatched by the CRU.

Create Reminders

Creating reminders is to create a ‘Draft for Approval’ as a reminder against an existing Issue already
generated from the system. These reminders are dispatched as Issue letters with their type defined as

‘Reminder’ instead of ‘Issue’.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.
3. Select the required ISSUE No.

4, Click on ‘Create Reminders’.

eFile ver 70

RECEIPT Create »  Inbox ~ Sent  Advance Search

167 Create Reminders | View Reminders

&

w » 2 of 2 +  Automatic Zoom

Ea}n
= A Simple PDF Fil
== Impie lie
Y This is a small demonstration pdf file -
[
Just for use in the Virtual Mechanics tutorials. More text. And more
Fl text. And more text. And more text. And more text
BA And more text. And more text. And more text. And more text. And more
text. And more text. Boring, zz2z2. And more text. And mare text. And
more text. And more text. And more text. And more text. And more text
'_'m ‘And mare test. And more text
]
And more text. And more text. And mare text. And more text. And mare
= text. And more text. And more text. Even more. Continued on page 2
=0
a
i
]
G

Create  Inbox

Sent  Advance Search

B !ssue Details

Issue No.

Issued On
File No.
Subject
Draft Nature
Language
Prefix

Sub Category

i Dispatch Details

@ - | Recipient Type | Dispatch No. ‘ Addressee Sent Through

DIS/13214/2

BExternal

ISSUE Sent.  Rewrned

1/3024506/2020

23/06/2020 11:14 PM
A-11011/45935/2020-QA-01

Automation Testing

New

Bengali

3559 n Saroja Kumar Patro.
a ¥ TosKerEOFRCE

Issued By

Type
Receipt No.

Reply Type
Forms OFf Communications

Main Category

Jaskiran ASSISTANT SECTION OFFICER-G SELF

Advance Search

Saroja Kumar Patro, eOffice
MM..

Issue

Establishment

DISPATCHED @ »&

Figure 398

5. Follow steps as mentioned in article to create a reminder. (Draft Nature, Issue No. and Reply Type
will be auto populated and remains locked)

6. Follow steps to Sign the reminder Created.

7. Follow steps to Dispatch the reminder created.
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View Reminders

This displays the number of reminders already sent against an Issue letter.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’ or ‘Returned’.

Note:

= Reminders can be checked for both Issues in ‘Dispatched’ list and ‘Returned’ from CRU list, if previously
created.

3. Select the required ‘Issue No.’.

4, Click on ‘View Reminders’.

. isa! n Saroja riumar Pafr:- il
eFile ver70 TD{SKPFEOFFICE
RECEIPT Create »  Inbox ~ Sent  Advance Search Create  Inbox Sent Advance Search ISSUE Sent  Rewrned  Advance Search

Create Reminders | View Reminders

m P & 3 oo — + AutomaticZoom * B !ssue Details

aa Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice

5 A Simple PDF File Issued On 23/06/2020 11:14 PM Type Issue

File No. A-11011/45935/2020-QA-01 Receipt No.
Y This is a small demonstration pdf file -
< Subject Automation Testing
Just for use in the Virtual Mechanics tutorials. More text. And more
p text. And moce text. And more text. And more taxt Draft Nature New Reply Type
A And more text. And more text. And more text. And mare text. And more - o
v test. And more text. Boring, zzzzz. And more tet. And more fext. And Language Bengali Forms OFf Communications
more text. And more text. And more text. And more text. And more text . -
:a And maore text. And more text, Prefix Main Category Establishment
]
And maore text. And more text. And more text. And more text. And more Sub Category
o text. And more text. And more text. Even more. Continued on page 2
&0 = -
g i Dispatch Details
@ - | Recipient Type | Dispaich No. | Addressee Sent Through | 5tatus
DIS/13214/2
BExternal 020 Jaskiran ASSISTANT SECTION OFFICER-G SELF DISPATCHED @ 3%

Figure 399

View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an Issue. Upon
clicking Details Icon against a dispatch, the Dispatch detail popupwill open.
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. TO{SKP}-EOFFICE

RECEIPT Create ¢ Inbox Sent  Advance Search Create  Inbox S Advance Search ISSUE Sent Advance Search

Create Reminders | View Reminders

— + AutomaticZoom * § Issue Details
= &

Ea Issue No. 1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM

D= H H

b1 A S'mp|e PDF File Issued On 23/06/2020 11:14 PM Type Issue

File No. A-11011/4935/2020-04-01 Receipt No.
‘I} This is & small demonstration pdf file - ) ) :
[ 4] Subject Autornation Testing

Just for use in the Virtual Mechanics tutorials, More text. And more
tenit, And more text. And more text. And more text

m Draft Nature MNew Reply Type

BA And more test. And more text. And mare text. And more text. And more =

- text. And more text. Boring, zzzzz. And more text. And more text. And Language Bengall Forms Of Communications
more text. And more text. And more text. And more fext. And more text. o =

:-m And more text. And more text. Prefix Main Category Establishment
And more fext. And more text. And more text. And more text. And more Sub Category

5 tesxt. And more text. And more text. Even more. Continued on page 2

B g % Dispatch Details

g
Recipients List

Ty —

DISA3214/2  Jaskiran ASSISTANT SECTION

5 G External SELF @
(I"JE e 020 OFFICER G =
sean
@ Public g; i Anubhi,IT Park Delhi SELF ol B

DISf13217/2  Jaskiran, ASSISTANT SECTION
External SELF

g\ 020 OFFICER-G
(53

Figure 400
e Basic Details — It displays —

a) Dispatch details — Details such as dispatch no., dispatch sent by, date sent on, Dispatch by,
Delivery mode, and etc.

b) Communication details —- Communication details of the addressee

c) Postal Details — The postal details recorded if sent by post media.

Dispatch Details

| Basic Details

B} Dispatch Details

Dispatch No. DIS/13214/2020 Sent By

Sent On - Dispatched By Saroja Kumar Patro, eOffice
MMP Division

Dispatched On 23/06/2020 1114 PM Delivery Mode
CRU Name Dispatch Mode
Mobile No. Notified Via SMS
Sent Through SELF

Subject Automation Testing

Bl Communication Details

Jaskiran Designation ASSISTANT SECTION OFFICER
-

Min./Dept./Others

Figure 401

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.
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Dispatch Details

B tion Details |
[ emoen
1

Saroja Kumar Patro,
e0ffice MMP Division

DISPATCHED 23/06/2020 11:14 PM External dispatch by SELF has ...

Figure 402

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click ‘Sent/Dispatched’.

3. Click the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Alternatively:

1. Under ‘Dispatch’ module, click on ‘Issue’.
2. Click on ‘Returned’.

3. Click on ‘Details’ icon against the respective dispatch entry you wish to see details for. (7he
dispatch details are available in the pop-up box.)

Re-Dispatch

This action enables the user to re-dispatch the already approved and signed issue letter.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.

3. Click on the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Re-Dispatch’ icon.
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RECEIPT Create »  Inbox Sent = Advance Search

View Reminders

mu Create Reminders

= + Automatic Zoom

b= A Simple PDF File

This is a small demonsiration pdf file -
>

Just for use In the Vitual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text

LA And more texd. And maore text. And mare tex. And more text. And mare
text. And more text. Boring, zzzzz And more text. And mare text. And
more text And more text. And more text. And more text. And more text

{.'- ] And more texdt. And mare fext.

And more text. And more fext. And more text. And more text And more
text. And more text. And more text. Even more. Continued on page 2 .

Print Envelope

Create

Inbox  Sent.  Advance Search

Bl 'ssue Details

Issue No.

Issued On
File No.
Subject
Draft Nature
Language
Prefix

Sub Category

37““ n Saroja Kumar Patra
=3 TD{SKP}-EQFFICE

Advance Search

1/3024506/2020 Issued By Saroja Kumar Patro, eOffice
MM

23/06/2020 11:14 PM Type Issue

A-11011/4535/2020-QA-01 Receipt No.

Automation Testing

Mew Reply Type

Bengali Forms Of Communications

Main Category Establishment

i Dispatch Details

| Recipients List

@ - | Recipient Type

Dispatch No. | Addressee

| Sent Through | Status

External
Public

External

Figure 403

DISA13214/2  Jaskiran ASSISTANT SECTION

020 OFFICER-G 2tt s
DISA3216/2
by Anubhi,IT Park Delhi SELF DISPATCHED =

DISA3217/2  Jaskiran, ASSISTANT SECTION
SELF DISPATCHED @

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready

for print-out.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

. Click on ‘Sent/Dispatched’.

2
3. Click on the ‘Issue No.’ to open and view the issue details.
4

. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Print Envelope’ icon.

Copyright © NIC, 2020

Ver.7.0[291]



>@ffice

A DIGITAL 'WORK PLACE SCLUTION

RECEIPT Create »  Inbox Sent  Advance Search

View Reminders

%ﬂ Create Reminders

- +

Issue No. 1/3024506/2020 Issued By Saroja Kumar Patra, eOffice
MM....
D i i Issued On 23/06/2020 11714 PM Type Issue
YP!
File No. A-11011/4835/2020-QA-01 Receipt No.
‘\2 This is & small demaonstration .pdf file - = S T
£2] Subject Automation Testing
Just for use In the Virtual Mechanics tutorials. More tesxd. And more
m text. And more text. And more text. And more text Draft Nature New Reply Type
B4 And more text. And mare text. And mare ted. And more text. And more : Sins
— text. And more text. Boring, 222z And more text And more texd. And Language Bengali Forms Of Communications
mare text. And more text And more text. And more fext And mare text. S 7
zm And more fext. And more text. Prefix Main Category Establishment
- And mare fext. And more text. And more text. And more text. And more Sub Category

text. And more text. And more text. Even more. Continued on page 2.

7
\'“E Print Envelope E);SO 132142 git:g:ﬁslﬂmr SECTION Gix DISPATCHED @ o
1
@ Public 35;1 ol Anubhi,IT Park Delhi SELF DISPATCHZYIIS EnvelapeE
DIS/13217/2  Jaskiran ASSISTANT SECTION
[} External ks i ipiEic SELF DISPATCHED @ & o

Automatic Zoom

Create  Inbox Sent Advance Search

= Issue Details

i Dispatch Details
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Figure 404

‘ Dispatch No. ‘ Addressee

Advance Search

| Sent Through

Status ‘ Action

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

Print Envelop

Choose Print Template *

‘ Envelope DL

Cancel

Figure 405

List of Issues Returned by CRU

This list of returned dispatches are those dispatch requests which were sent to CRU and are returned back
seeking for further clarification for dispatch process to complete. It is expected that the user may check the
remarks submitted by CRU and provide the necessary clarification. This list can be checked by —

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Returned’.

-
Saro|
A [ ¢ R

= RS

AduEnce Saarch Create  inbox:  Sent  Advance Sesrch IS5LUE

Returned On [

Subramanian M, } i
D4S13201/2020 \¥3024491/2020  Erter Description, Anushi,Deih = ‘ 25062020 0333 EM  Enter Remarks S5UE
i e, D sl i o rér Rimas o
spatch Subramani
MiaRat 2 Erter DescriptianTesting Anichi,Deihi ~dbramonian b, 13062020 0531 M Enier Remarks 55U o
= eCThice WINE Div...
i - fM‘|cdgeml.‘1'-" = Subramanian M,
Erter DescripianPysical Anwchi,Dalh ot 21/0B/202005:48 AN update postal detalls ESUE a
¥ lssiE - elfice MNF Div.
B Ertar O Py i Dl BB e i, 21 106/2000 05:46 AN cate ] IS5UE o
: 2 Erter DescriptionPrysicat Areshi Del 3 21 106/2000 05:44 u ommal deails =
L i =Office MNP Div pestep
» Rewirned
L RS OARZHOM LRITITLL000 Ectes Deecoiptionbineial Anuihi Delk b e, 21 MRG0 Tl AN sincete postal desail JSSUE il

Figure 406

Copyright © NIC, 2020

Ver.7.0[292]



- ff |
A DIGITAL WORK PLACE SOLUTION

The user can now see the list of dispatches returned by the CRU. The following information is available —
1. Nature: The nature of the ISSUE, Physical (P) / Electronic (E).

Dispatch No.: The unique number generated for different dispatches against the Issue letter.

Issue number: The unique number of the ISSUE sent for dispatch.

Subject: The subject of the ISSUE recorded while creating it in Draft for Approval Stage.

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

Returned By: The name of the CRU who has returned the Issue against a specific dispatch.

Returned On: The date and time on which the Issue against a specific dispatch is returned.

® N 9w oA wN

Remarks: The remarks submitted by CRU seeking some clarification on the dispatch against the
issue returned.

9. Type: The type of the issue whether it is an ISSUE or REMINDER to an ISSUE.

Resend the Returned Issue for Dispatch by CRU

After checking the necessary remarks against the dispatch returned by CRU, the user may resend it back
for dispatch by adding/editing some communication details of the intended recipient, for example, if the
pin code was found to be incorrect hence unable to make postal dispatch. Or CRU may simply ask for
some clarification which can be submitted as remarks.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’ and then click on ‘Returned’.
2. Select the required ‘Dispatch’.

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

arnz Saroja Kumar Patro
STl A GEM s— ~
o« eFile ver.70 TD(SKP}-EOFFICE

Create’s Inbox Sent  Advance Search FILE Create  Inbox Sent = Advance Search ISSUE Sent Advance Search

View Reminders

Returned On 1)

330
aa 4 " . Subramanian M,
(] DIS/13201/2020 1/3024491/2020 Enter Descriptiong Anubhi,Delhi & 23/06/2020 0933 PM  Enter Remarks ISSUE :]
elffice MMP Div...
= =
= v 3 = < Subramanian M,
& DISN3200/2020 1/3024490/2020 Enter DescriptionTesting Anubhi,Deihi A 23/06/202009:31 PM  Enter Remarks ISSUE a
eOffice MMP Div._
0 ) ) Subramanian M, )
Ll (| DIS/10989/2020 1/3024316/2020 Enter DescriptionPhysical Anubhi,Delhi =Office MM Div. 21/06/2020 05:48 AM  update postal details ISSUE [:]
.
Figure 407

4. Click on ‘Dispatch No.’ to edit the recipient details (if required).

5. Click on ‘Save’.(Click Save and Send to directly resend dispatch from edit page)
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37"2 n Saroja Kumar Patro
a TD(SKP}-EOFFICE

RECEIPT Create »  Inbox Sent  Advance Search Create  Inbox Sent  Advance Search 1554 Sent Remrned  Advance Search

eFile ver.70

— + AutomaticZoom * Min./Dept./Others *
MINISTRY OF COAL

Name * Designation ~
Anubhi
Address *

Delhi
Organization
Country State

Choose One T Choose One &
City/District Pincode
Maobile Email
9655678765
LandLine Fax

F igur; 408
6. From the returned list, select the ‘Dispatch’ and click on ‘Resend’.

3702 Saroja Kumar Patro
A .@ en~ %
RECEIPT Create » Inbox Sent  Advance Search Create  Inbox Sent”  Advance Search S5 Sent Advance Search

Resend = View Reminders

Returned On [}

E]
Subramanian M,
d DIS/13201/2020 V3024451/2020  Enter Descriptiong Anubhi Delhi syl 23/06/2020 09:33PM  Enter Remarks 155UE 5]
£Office MMP Div._.
=
| % 5 Subramanian M,
& DIs/13200/2020 1/3024490v2020 Enter DescriptionTesting Anubhi,Deihi Office MMP D 23/06/202009:31 PM  Enter Remarks ISSUE (i]
O ...
{i} : o~ Subramanian M, . _
bid DIS/ 1098972020 W3024316/2020  Enter DescriptionPhysical Anubhi,Detni ks 21/06/2020 05:45 AM  update postal details 1SSUE ]
Office MMP Div._.
m = 5 Subramanian M, .
YW (1 Disrosssz020 1/3024315/2020  Enter DescriptionPhysical Anubhi,Deini sk 21/06/2020 05:46 AM _ update postal details 1SSUE (]

Figure 409

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

Resend Remarks

-Remarks *
Resend|

Total 1000 | 994 Character left

Cancel

Figure 410
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Advance Search for Issue

e

This Feature allows User to users to Search and Retrieve Issue (According to the assigned Search Scope)
and take actions on searched records (According to assigned Action Scope).

Important Points:

v' Search Privileges must have been set for instance level by administrator. (Refer search privilege

for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the

v Advance Search for Issue is available to Officers and Dealing hands only.

scope set for whole instance (Refer search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in Issue Quick Access Menu. (System redirects to the ‘Advanced Search’
screen with ‘Issue’ tab activated by default.)

coffice

camon @File ver, 7.0

Sent  Advance Search

Create  Inbox Sent  Adwvance Search

ISSUE

- n Saroja Kumar Patro
fa e

N Advance Search

P:Global | E:Global @~

@’.E\PT Create »  [nbox
54
% File \} Receipt | Issue

b

Issue No. Subject

Issued By

Department Section

I

Issued On
From Date
dd/mm/yyyy B

To Date

ddimmiyyyy

E

Forms of Communication
Choose One

]

Prefix Physical Scope

Choose Ong] Global v

-

Electronic Scope
Global

Dispatch Details
Dispatch From Date

ddimmiyyyy

0]

Dispatch No.

'v‘
N

Dispatched By

Department ~* | Secion

Z

Dispatched To
© an Public

oo

(o 13

eOffice Internal ' eOffice External

Name Email Id

@1.

Dispatch To Date

ddimmfyyyy

Search Issue

=]

Dispatch Through

oHo

(> |

Create Reminder

Issued On 1]

Sent On 1]

Subject

No records found

Issued By

Figure 411

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search

Scope).

3. Search from main Basic parameters (Issue No., Subject, Form of Communication, Prefix, Issued By and

Issued On).

4. Select Additional parameters from dropdown list icon to search with additional inputs. (Issue

Details and Dispatch Details).
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14511 n Saroja Kumar Patro
L L3 TD(SKF-EOFFICE

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

; _ P:Global | E:Global @~ ]
fisue No Subject Forms of Communication Prefix
Choose One v Choose One
Dispatch Details =
¥ | | Section ¥ | | Select User
Ea Issue Details
'
TO To Date
ddir y 8 | dd/mmiyyyy =]
5 ED
5
B 5
:a Subject Issued By Issued On 1] | Sent By
]
No records found All
&0 &
5 Issue No.
2
d Issued By
(] ted
Issued On
Type
@0 File No.
7 |_| Receipt No.
Subject
ubjec E
& sentBy
B sentOn
L

Figure 412

Note:

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

5. Click Search File button to search the file records.

6. Opt for default output fields or Select/Remove output fields. (Issue No., Issued By, Issued On, Type
and Subject cannot be removed)

Note:

= List of Issues will be displayed based on selected input search parameters values.

Actions Allowed on Searched Receipt

e Create Remainder: Clicking on Create Remainder action link/menu should open Remainder
draft creation page in case of Electronic File/Receipt and Remainder Dispatch page in case of
Physical File/Receipt.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Details: Clicking on details action link should display Issue detail Popup.
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Dispatch (CRU)

This module is available to only the users who are working in Central Registry Unit and dealing
with dispatch associated work for the Ministry/Organization/Department. This module keeps the
record of the Issues and acknowledgements dispatched or pending for dispatch.

Inbox

This Inbox of Dispatch consists of dispatch requests received by the CRU from any of the other user in
the department. The CRU then checks the received dispatch request and then dispatched it via requested
delivery mode.

In case, some clarification is to be sought from the user who has sent the request for dispatch, then the
CRU may return it back with the appropriate remarks.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click ‘Inbox’.

-

eFile ver 70

Create »  Inbox Sent  Advance Search IS5UE m Returned  Dispatched

Receive | Return

[ ES S i Sent On 1}

-
2= pispatch Rachns
Transfer order & Mail Transfer PRAVEEM, fsdfdfsdfver, erwerwenwe

0120- i Srivastava, 24/06/2020 01:31 AM  Email ACKNOWLEDGEMENT @
request from Shri 5. rwer
Saroja Kumar
hgorfde sahoo,erherg Patro, eOffice 21/06/2020 07:16 PM  Airmail bgge REMINDER a
MM...
Name: Automation = Ofe KAt
~] DISA1027/2020 T08/2020-ACK test subject 5 " " Patro, eOffice 21/06/2020 08:20 AM  Airmail Enter Remarks ACKNOWLEDGEMENT @
= Testing ASO,Automation Testing MM
.
Figure 413

The user can now see the list of dispatch request. The following information is available —
1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be
sent.

3. Subject: The subject of the Issue/Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.

5. Sent By: The user details who has requested for dispatch to CRU. (click on user name for more
details)

6. Sent On: The date on which the dispatch request is made to the CRU.
7. Delivery Mode: The requested mode for delivery.

8. Remarks: The remarks with which the user requested for dispatch. This may contain necessary
message for the CRU.

9. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.
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Dispatch the Issue letter

This section describes the steps to dispatch the Issue letters received in Inbox for dispatch by CRU.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Inbox.

2. Select the required dispatch and click Receive.

Creste» Inbox  Sent  Advance Search ssue YR Rewined | Dispatched

Search Here...

@ | Dispatch No. Issue/Ack. No. Subject Addressee Sent By SentOn 11 Delivery Mode

Rachna
Transfer order & Mail Transfe RAVEEN, fsdfdfscifw :
@ DisA32232020 182/2020-ACK kel T ISTCISIWET STWETNENYS  crivastava, 24/06/2020 01531 AM Email ACKNOWLEDGEMENT @
request fram Shri 5. rwer 3
eQffice MMP....
Saroja Kumar
| DISH 104772020 130243682020 hgerfde sahao,erherg Patro,eOffice  21/06/202007-16PM  Airmall eEg REMINDER )
MM...
Name: Automation Sy Cer
| DIS/A1027/2020 708/2020-ACK test subject = ) Patro, eOffice  21/06/202008:20 AM  Airmail Enter Remarks ACKNOWLEDGEMENT @
Testing, ASO,Automation Testing MM

SaroizKimac

Figure 414

3. Click on the Dispatch No. to open.

4. Enter the Postal out and Register details.

i 1 Subramanian M
A ®f.fl,ce eFile ver 70 7 n SAEOFFICE)

RECEIFT Create »  Inbox Sent  Advance Search ISSUE Inbox  Returned  Dispatched

Dispatch No. : DIS/13223/2020 Acknowledgement No. : 182/2020-ACK

= + AutomaticZoom

Organization
i 191 _g. Country State
tDeiLi0geal Choose One ¥ | | Ehoose One e

City/District Pincode
To,
caRhna -antC4522yvaalsE,i . e
k-BelAo OCG LemhxipCood! ewNRoad ilenD Mobile Email

eofficesa-nic@nicin

-uSh neemicdmwgokaen of rayu tletre on -liN adetd NIl e Fae

rDae hRanac 4a 51aaC- 2rESvatvi

Yrou tetrel has eenb ee.dvierc oFr eufutr otmuainmeoicn apesle refre to the

podncecrnoesre .on 962157/0ESFFCA0/LEE Postal and Out Register Details

Postal Mode ™ Postal Charge Delivery Mode
i Email !
rRase,dg
OA-PEIEFFC Weight Mode Number
IgaeeDide - (-GEIFECH)OOSFR
Peon Book No. Peon Name Out Date And Time *
v | | dd/mmiyyyy B
Delivery Date And Time Delivery Status
dd/mmdyyyy = E-]

: oo ]

[ copyrient © 2020, designed and developed by NIC.

Figure 415

5. Click Dispatch.

The dispatched ‘Issues/Acknowledgements’ can be viewed under Dispatched section.
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Note:

= After the Issue/Acknowledgement is dispatched by the CRU to the concerned recipient, the dispatch
action by CRU with timestamp and remarks is recorded in the Action details under dispatch details
against the respective dispatch entry.

=  Once the letter is dispatched by the CRU the status of the dispatch against respective issue in
User’sDispatch->Issue->Sent (who has sent ‘Dispatch by CRU’ request) will change to Dispatched.

Return the Dispatch

This section describes the steps to return the dispatch to the user from whom the dispatch request is
received. This is required in case scenarios where CRU wants to seek more information on the dispatch,
for example, if the pin code was found to be incorrect hence unable to make postal dispatch.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Inbox.

2. Select the dispatch and click Receive. (17 case, it is not in received state i.e. the dispatch number link is
not active to be clicked on)

3. Select Dispatch using checkbox and click return menu.

=

: Subramanian M
4 Gl 2 = =
: SAEOFFICE)

RECEIPT Create +  Inbox Sent  Advance Search IS5UE Returned  Dispatched
Remurn
Addressee Sent By SentOn |} Delivery Mode Remarks
Saroja Kumar
DIS/13231/2020 1/3024517/2020 Auromation Testing Rakesh Kumar,50,New Delhi Patro, eOffice 24/06/2020 0210 AM By Hand Send to CRU REMINDER [: ]
MM...
Transfer order & Mail Transfer RAVEEN, fsdfdfsdfiver,erwerwerwe Factma
M |3 DI5/13223/2020 182/2020-ACK ;: & i P o ' Srivastava, 24/06/2020071:31 AM  Email ACKNOWLEDGEMENT @
request from Shri S... rwer -
e0fiice MMP...
Saroja Kumar
DIS/11047/2020 1/3024368/2020 hgtrfde sahoo erherg Patro, eOffice 21/06/2020 07:16 PM  Airmail bgeg REMINDER [i]
MM...
.
Figure 416

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

Return Remarks

-Remarks *
| Return

Total 1000 | 934 Character lefc

Eeser]

Figure 417

Note:

» The list of returned dispatched can be seen on Returned Section.

= Once the user provides the necessary details, it will return back in Dispatch ‘Inbox’ of the CRU.

= This movement of return and resend between CRU and the user (officer/dealing hand) is recorded in
Action Details tab of the Dispatch Details.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details.

1 n Subramanian M
eFile ver 70 | J SA(ECFFICE)

RECEIPT Creare »  Inbox Sent  Advance Search IS5UE m Rewurned  Dispatched

Receive = Return

n Dispatch No. Issue/Ack. No. Subject. Addressee Sent By SentOn 1} Delivery Mode Remarks

Saraja Kumar
DIS/13231/2020 1/3024517/2020 Automation Testing Rakesh Kumar,50 New Delhi Patro, eOrffice 24/06/2020 02:10 AM By Hand Send to CRU REMINDER
MM_

Rachn
Transfer arder & Mail Transfer PRAVEEN fsdfdfsdfwer erwererme -

DIS/13223/2020 182/2020-ACK = Srivastava, 24/06/2020 01:31 AM  Email ACKNOWLEDGEMENT
request from Shri 5. rwer
e0ffice MMP...
Saroja Kumar
DIS/ 1104772020 1/3024368/2020 hgtrfde sahoo,ernerg Patro, eOffice 21/06/2020 07:16 PM  Airmail bggg REMINDER

MM...

Figure 418
e Basic Details — It displays —

a) Dispatch details — Details such as dispatch no., dispatch sent by, date sent on, Dispatch by,
Delivery mode, and etc.

b) Communication details - Communication details of the addressee

c) Postal Details — The postal details recorded if sent by post media.

Dispatch Details

Basic Details

—_—
Dispatch Details

Dispatch No. DIS/13231/2020 Sent By Saroja Kumar Patro, eQffice
MMP Division

Sent On 24/06/2020 02:10 AM Dispatched By
Dispatched On Delivery Mode By Hand
CRU Mame Subramanian M, eOffice MM Dispatch Mode Post

P Division
Mabile No. Motified Via SMS No
Sent Through CRU

Subject Automation Testing

Communication Details

Name Rakesh Kumar Designation S50

Address MNew Delhi Min./Dept./Others MINISTRY OF COAL

Figure 419

e Action Details — These are the details of the actions on the dispatch taken after it is dispatched or
sent for dispatch. The Dispatch by Self or CRU details recorded with dispatch date and remarks. In
case the dispatch is returned by the CRU for further clarification, the movement of return from
CRU and Resend by user with remarks also recorded here.
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Dispatch Details

Basic Details | | Action Details |

| Action | Action Taken By Action Taken On | Remarks

Saroja Kumar Patro, -~ . s N
SENT Office MMP Division 24/06/2020 02:10 AM Dispatch by CRU has been initi...

Figure 420

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Inbox’.

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)
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This is the list of dispatches returned by the CRU to the user (who has requested for ‘Dispatch by CRU”)
seeking for some clarification against the dispatch.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

eFile ver.70

Creater  Inbox Advance Search 55 Inbox Dispatched

- ‘ Nicnarrh Rin eualfck. No. j Rewrned By | Returned To Returned On 1} Delivery Mode

-
Dispatch Subramanian
Saroja Kumar Patro,

ical i, M ice M i &
Enter DescriptionPhysical  Anubhi,Deihi rD«iVeafﬂ EMWRT 24/06/2020 02:58 AN update postal details ISSUE [ e
SLbtamnin Saroja Kumar Patro
Enter DescriptionPhysical  Anubhi,Delhi M, eQffice MMP EOEﬂ‘cZ l\\.-'!M. ’ 24/06/2020 02:56 AM update postal details ISSUE [:]
Div. -
Subramanian
, " Saroja Kumar Patro, )
(] DIs13248/2020 1/3024534/2020 Enter DescriptionPhysical ~ Anubhi,Delhi M, eOffice MMP eO‘ﬂ‘ce MM 24/06/2020 02:53 AM update postal details I5UE i} ﬁ
f ...
Div.
Figure 421

The user can now see the list of dispatch returned. The following information is available —
1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be
sent.

3. Subject: The subject of the Issue/Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.

5. Returned By: The CRU details who has returned the dispatch to the user. (Click on user name for
more details)

6. Returned To: The user details to whom the dispatch has been returned. (Click on user name for
more details)

7. Returned On: The date on which the dispatch is returned.
8. Delivery Mode: The requested mode for delivery.
9. Remarks: The remarks with which the CRU returned the dispatch.

10. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.

Pull — Back the Returned Dispatch

The returned dispatch can be pulled back by the CRU in case the scenarios where —

e A wrong dispatch has been returned.

e The clarification requested in not required any more.
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STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

2. Against the required dispatched, click on ‘Pull Back’.

1 e
4 n SubramanianM
er. 7.0 SA{EGFFICE)
\ RECEIPT Create » Inbox Sent = Advance Search I55UE Inbox Dispatched
Print Envelope Search Hen
@ | Dispatch No. Issue/Ack. No. Subject Addressee Returned By Returned To Returned On ] Delivery Mode Remarks Type ful
DN
b= Subramanian B
. . Saroja Kumar Patro, =
DISA13250/2020 1/3024536/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP ce MM 24/06/2020 02:58 AM update postal details ISSUE
Div
i
Subramanian &
£ & Z Saroja Kumar Patro,
@0 DIS/13245/2020 1/3024535/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP > |-ca MM 24/06/2020 02:56 AM update postal details ISSUE
B: Div. : .
Subramanian "
y " " . Saroja Kumar Patro, .
@ DIS/13248/2020 1/3024534/2020 Enter DescriptionPhysical  Anubhi,Delhi M, eOffice MMP 'C""ﬁ-ca MM 24/06/202002:53 AM update postal details ISSUE
Div. b g
Figure 422

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

Reasan For Pull-Back

-Remarks *
pull back

Total 100C | 991 Character left

Cancel

Figure 423

Note:
» The pulled back dispatch will be available in CRU’s Dispatch->Inbox’

View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details. Refer View Details of inbox dispatches.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Print Envelope

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready
for print-out.
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STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

2. Select the respective dispatch against which the envelope is to be generated.

3. Click on ‘Print Envelope’.

File ver.70

RECEIFT Create'» Inbox Sent Adwance Search IS5UE Inbox Dispatched

Print Envelope -
o [ I e S e e S R

Search Here.

Subramanian
Saroja Kumar Patr
DIS/13251/2020 /30245372020 | Enter DescriptionPhysical  AnubhiDelni M, eOffice MR _ 10 "UMENPATO 540672020 03:00 AM update postal details 1SSUE [
i eOffice MM, PEAEES
Div... i i
S ) Saroja Kumar Patro,
| DIS/13250/2020 1/3024536/2020  Enter DescriptionPhysical  Anubhi,Delhi M, cOffice e =1 ' 24/06/2020 02:58 AM update postal details 1SSUE e
Div.. 2
Al et fee) Saroja Kumar Patro,
DIS/ 1324572020 I/3024535/2020  Enter DescriptionPhysical  Anubhi,Delni M, eOffice Mmp S L " 24/06/2020 02:56 AM update postal details 1SSUE o

Div._

Figure 424

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

Print Envelop

-Choose Print Template *
Envelope (5

el

Figure 425
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Dispatched
The ‘Dispatched’ is the list of Dispatched made by the CRU against their respective Issues.

STEPS TO FOLLOW:

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

3 Subramanian M
P en- sl
SA[EOFFICE)

Advance Search IS5UE Inbox ~ Returned [Eaf.Eiegl]

.Y _ar(r Here =
Dispatched By | Dispatched On 1] | Sent By i
Jaspreetbbbbbbbb Subramanian
Test bbbbbbbbbbbbbbb M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT @ 13
bbbbbbbb Div...
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Test as,hhh M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 0337 PM ACKNOWLEDGEMENT @ 13
Div...
Gop.al o Subramanian
. . Testing,testing % . o
DISA13160/2020 733/2020-ACK testggg engg. Loadhi M, eOffice MMP  23/06/2020 02:32 PM 23/06/2020 0232 PM ACKNOWLEDGEMENT @ 13
= Div.
RoadJLN ...
Gap.al i Subramanian
% Testing,testing :
DISA31244/2020 732/2020-ACK 222 engg. Loadhi M, eOffice MMP  23/06/2020 01:43 PM 23/06/2020 01:43 PM ACKNOWLEDGEMENT @ 13
Road LN .. D
:?50 ;rr‘c;r |isn bkkjshdkjsddeditnh Subramanian Kapil Kumar
DIS#12099/2020 1/3024400/2020 RE?E\ i Sirlt i skdnfksdfeditsdjnks M, eOffice MMP  22/06/2020 08:43 PM Sharma, eOffice  22/06/2020 08:42 PM Courier sdcsdesde REMINDER [:]
i PESETEREES  pdighsigdn... Div... MM

Figure 426

The user can now see the list of dispatch returned. The following information is available
1. Dispatch Number: The unique dispatch number generated against the Issue number.
2. Issue number/ACK no.: The Issue/Acknowledgement number against which dispatch is sent.
3. Subject: The subject of the Issue/ Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.
5

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

o

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

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

8. Sent On: The date on which the request to CRU for dispatch was made.
9. Delivery Mode: The requested mode for delivery.
10. Remarks: The remarks with which the user requested CRU for dispatch.

11. Type: The type of the dispatch whether it is dispatched against an Issue or an Acknowledgement.
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View Dispatch Details

The dispatch details are maintained individually against every dispatch sent against an
Issue/Acknowledgement. Upon clicking Details Icon, Dispatch detail popup will open displaying various
details. Refer View Details of inbox dispatches.

STEPS TO FOLLOW:

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

2. In the ‘Dispatch Details’ (available on the bottom part of the right side of the screen), click on
‘Details’ icon against the respective dispatch entry you wish to see details for. (The dispatch details
are available in the pop-up box.)

Print Envelope

This action allows the user to print envelope for the letter to be dispatched. Upon clicking, the system will
ask user to choose from a pre-defined set of templates which will then be downloaded to user system ready
for print-out.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Dispatched’.
2. Select the respective dispatch against which the envelope is to be generated.

3. Click on ‘Print Envelope’.

eFile ver 70

RECEIPT Create »  Inbox ~ Sent  Advance Search 55| Returned
Print Envelope
" | Dispatch No.
L
= Jaspreet,bbbbbbbb  Subramanian
(9 DISA3167/2020 T38/2020-ACK Test bbbbbbbbbbbbbbb M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT @ 5
’; bbbbbbbb Div.
5
Subramanian
mo | DIs/13166/2020 738/2020-ACK Test as,hhh M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT @ 5
B: Div
Gopal Gi
T:;a L:L;;in Subramanian
DISf13160/2020 T33/2020-ACK test ggg Eng’li)ad?‘\ E M, eOffice MMP  23/06/2020 02:32 PM 23/06/2020 02:32 PM ACKNOWLEDGEMENT @ 3
2 : Div.
Road JUN N
.
Figure 427

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

Print Envelop

-Choose Print Template *
Envelope (5

el

Figure 428
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Regenerate Acknowledgement

Regenerating an acknowledgement is the re-issuance of the acknowledgement with some modification in
the content and/or the recipient details required in case scenarios when,

e The acknowledgement has to be sent again in case the intended recipient informs of not receiving
the acknowledgement (Incorrect communication details could be a reason)

e The acknowledgement is to be sent to some more recipients.

Regenerate acknowledgement for CRU will be available only when acknowledgement was created and
dispatched by CRU itself.

STEPS TO FOLLOW:

1. Click Dispatch—>Dispatched.

2. Click on Regenerate icon against an dispatched acknowledgement.

SubramanianM
OFFICE)

EIPT Create »  Inbox Sent  Advance Search ISSUE inbox  Returned

Print Envelope

Issue/Ack. No. i Dispatched By ‘ Dispatched On 11 Delivery Mode Remarks

Jaspreet,bbbbbbbb Subramanian

& DIsA13167/2020 T38/2020-ACK Test bbbbbbbbbbbbbbb M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLED@ENEE N 3
bbbbbbbb Div...
Subramanian
| DIS/13166/2020 738/2020-ACK Test as,hhh M, eOffice MMP  23/06/2020 03:37 PM 23/06/2020 03:37 PM ACKNOWLEDGEMENT
Diw.
f:;il G:e‘;:in Subramanian
| DISA13160/2020 T733/2020-ACK Test i ﬁ‘aadh\ 2 M, eOffice MMP  23/06/2020 02:32 PM 23/06/2020 02:32 PM ACKNOWLEDGEMENT
=
2 Div...
Road LN ..
ch.al Gaur_ Subramanian
- 5 Testing testing i i
| DIS/13144/2020 T32/2020-ACK. g8 engz.Loadhi M, eOffice MMP - 23/06/2020 01:43 PM 23/06/2020 01:43 PM ACKNOWLEDGEMENT @ 93
22,
EE- Div.
Road JLN . "
:_ID: E"i?jr 'isn bkkjshdkjsddeditnh  Subramanian Kapil Kumar
(] DIsf12099/2020 1/3024400/2020 Re:ei v Sin( - skdnfksdfedit,sdjhks M, eOffice MMF  22/06/2020 08:43 PM Sharma, eOffice  22/06/2020 08:42 PM Courier sdcsdesdc REMINDER [: ]
PLSEMUPEES  kgnskjdhe Div. MM
forA...
tarun Subramanian Saroja Kumar
] DIS/1069/2020 173024378/2020 edie singhediteditAddre M, eOffice MMP  21/06/202008:41 PM  Patro, eQffice 21/06/2020 08:39PM  ELECTRONIC ministry chnge d ISSUE i}
ssedit Div... MM

Figure 429

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

4. Click on Continue.
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SA[EQFFICE)

RECEIPT Create »  Inbox  Sent  Advance Search ISSUE Inbox Dispatched
B R Le|lp T VSs|lFEEss|E-E- == # = | | H RecelprDemils
— Q% ¥ A-HE- 8- ® X Engish- Formats~  Verdana 13px Nature : E Comp. No.: 5057321
g Line Height Choose One Receipt No. : 6648/2020/EQFFICE Main Category :
g
@ acknowledgement sent Sub Category : Letter Ref No. :
Letter Date : Delivery Mode @ By Hand
EI[I Sender Type:
Subject : Test
Enclosure/ Remarks :
Bl Sender Details
Min./Dept./Others : MINISTRY OF DEFENCE Address
Name : Saroja Kumar Patro Designation : SCIENTIST E
Organisation : Email : sumit7rawst.nic@gmail.com
Country : INDIA State © GOA
City/District : Pin Code :
Mobile : 8448072124 LandLine :
Fax:
H
|

Figure 430

Note:

= Refer article for ‘Steps to Sign an acknowledgement.
= Refer article for Steps to Dispatch an acknowledgement.

Copyright © NIC, 2020

Ver.7.0[308]



A DIGITAL 'WORK PLACE SCLUTION

Notifications

This section describes the steps to view the list of follow-ups created previously against the dispatches and
further to check their details and close if necessary.

Dispatch Follow-ups

View details of Dispatch Follow-up

STEPS TO FOLLOW:

1. Click on Dispatch Followups link under Notification module.

3514 -
» (9]

Create v Imbox  Sent  Advance Search Create Inbax  Serc Adwance Search Sent  Recurned  Advance Search

Dispatch Mo, Issue No. Feply due date 1] Min./Dept.fOthers Dispatched By | Dispatched On 1]

Erier MINISTRY OF
HS/81027202 1130214347 M T1/0a/2021 o h L C ACTIVE
Lt G P S e R R L Descriptiondescription  PARLAMENTARY AFFAIRS ~ 0° il 2 "

DIS/8342/2020 W3I02163772020 19/05/2020 sad MINISTRY OF AGRICULTURE ::;:f:':iioﬂ PUBLIC ACTIVE =
i
Enter MINISTRY OF
DIS/8099/2020 F02143172020 OV/0E/2020 Delhi FUBLIC ACTIVE =
reee 3 o Descriptiondescription PARLIAMENTARY AFFAIRS = = o
Atif 5 . . Autom, 1 . -
Natification 14/05/2020 asf MINISTRY OF AGRICUILTURE T:S:::“" PUBLIC ACTIVE = -
ng
b Dispatch Followups Automation
i R 01/06/2020 Automation MINISTRY OF AGRICULTURE  Z7072%" pUBLIC ACTIVE = .
ng
- - 3 . . Autamation , _ &
DIS/2445/2020 /302174742020  D1/06/2020 Automarion MINISTRY OF AGRICULTURE PUBLIC ACTIVE = x

Tesung

Figure 431

2. By Default, list of Dispatch Followups is displayed which have reply due as on date. (i.e. Reply
due date already elapsed and due on current date).

Note:
= Ifrequired, select set necessary filters in ‘Filter view’ for optimized results

3. Click Details icon to view the Followup details of the corresponding dispatch followup.
In the pop-up box the dispatch followup details will be displayed.

Motification Detaill

Issue Ne. : 1/3021538/2020 lssued Against : 1302163772020

File No. @ Receipt Na. : 19E7202WECFHRCE
Desired Acton @ Foliow Up Description = asf

Interim Action Taken By : Interim Action Taken On :

Follow Up Receipt No. (Interim) : Rephy Received Date :

Final Action Closed By : Final Action Closed On -

Follow Up Receipt No. (Final) = Status :

Subsject :

Final Action Closing Remarks ¢

Irerim Action Remarks :

Figure 432
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Close Dispatch Follow-up

Important Points:

v Actions like interim closing and final closing can be taken only on followups with active status.

STEPS TO FOLLOW:

1. Click on ‘Dispatch Followups’ link under Notification module (Figure 431).
2. By Default, list of dispatch followups is displayed which have reply due as on date. (i.e. Reply due
date already elapsed and due on current date).

Note:
» Ifrequired, select set necessary filters in ‘Filter view’ for optimized results

3. Click Close icon.

: . 3711
eeffice eFile ver7.0 A

IPT Create ¢+ Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search 1SSUE Sent  Retumed  Advance Search

ot

Ied

Dispatch No. Issue No, Reply due date T} Description Min./Dept./Others ‘ Address Type Dispatched By Dispatched On 1) Status

MIMISTRY OF PARLIAMENTARY
DIs/8102/2020 1302143472020 01/06/2020 Enter Descriptiondescription AFFAIRS - Delhi PUBLIC ACTIVE i

DIS/E342/2020 /302163772020 11/05/2020 sad MINISTRY OF AGRICULTURE Automation Testing  PUBLIC ACTIVE f (lose

MINISTRY OF PARLIAMENTARY

DIS/8055/2020 1/3021431/2020 01/06/2020 Enter Descriptiondescription AFFAIRS Delhi PUBLIC ACTIVE f
DI5/8343/2020 1/3021638/2020 11/05/2020 asf MIMISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE I
DI5/8067/2020 1/302140272020 01/06/2020 Autornation MINISTRY OF AGRICULTURE Automation Testing PUBLIC ACTIVE E %
DIS/B445/2020 /302174772020 01/06/2020 Autornation MIMISTRY OF AGRICULTURE Automation Testlz?a PUBLIC ACTIVE = %

Figure 433

4. Choose close type as ‘Interim’ if the reply received in an interim reply or ‘Final’ if the reply
received against dispatch is final in popup.

Closing Confirmation

Do you want to close the reminder ?

interim @ Final

Receipt No. / Subject /Comp. No.
Search Receipt

Remarks *
Close

Total 1000 | 395 Character left

Reply Received Date*
24/06/2020

Figure 434

. Enter Receipt No. /Subject/Comp. No. of the receipt received in reply to the dispatch.

. Enter Received Reply Date. (The date on which the reply is received against the dispatch)

5
6. Enter mandatory Remarks.
7
8

. Click OK.
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DSC Registration

This Feature allows user to Register and Activate/Deactivate registered DSC (Digital Signing
Certificate) in eFile Application.

Register DSC

Important Points:
v" Compatible DSC installer must be present in User’s Computer.
v" DSC dongle must be plugged into the client machine.
v User must have valid DSC certificates installed in the client machine.

v' Certificate with which user is going to register must not used by another user for registration.

STEPS TO FOLLOW:

1. Click on ‘Registration’ link under DSC Module to open Certificate Information Page.
»CED U

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned m h
[ Signing Certificate

Certificate Information

en ©File ver.70

Certificate Validity Enroll Date User Name Deactivation Date | Action

30/01/2022 02:44 PM

Class 1 Individual Test 15/05/2020 03:56 PM  Saroja Kumar Patro

16281994

16281994 Class 1 Individual Test 30/01/2022 02:44 PM  15/05/2020 03:56 PM  Saroja Kumar Patro 15/05/2020 03:59 PM

" lnb [

ner
I3

a B

'va
FaN

"

S0

2 2

¥ Registration

e

Figure 435
2. Click on ‘Signing Certificate’.
3. Select the certificate in DSC Enrollment popup and click “Register”.
4. Enter the PIN for DSC and click on OK. DSC is registered successfully

5. Click on OK to complete the registration process.

Note:
= Registered DSC user will be available in the list of Certificate Information page.

* By Default, Signing feature will be enabled (DSC required while forwarding a file.)
= User will not be able to re-register with the same certificate if already registered and is active.
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Activate/Deactivate Registered DSC

Important Points:

v" DSC must be registered in Users eFile account.

STEPS TO FOLLOW:

1. Click ‘Registration’ link under DSC Module to open Certificate Information Page.

2450 n Sarojs Kumar Patro
TD{SKF)-EQFFICE

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

non €File ver.70

Certificate Information 3 <icoing Certificate

Certificate Validity Enroll Date User Name Deactive 1w Lo | Action

Class 1 Individual Test 30/01/2022 02:44 PM  15/05/2020 03:56 PM

EJ 15281994 Saroja Kumar Patro

16281994 Class 1 Individual Test 30/01/2022 02:44PM  15/05/2020 03:56 PM  Saroja Kumar Patro 15/05/202003:59 PM

N [ 1D

F Registration

Figure 436

2. Click Activate Icon (For Deactivated DSC) or Deactivate Icon (For Active DSC) corresponding to
registered DSC.

3. Click OK in Confirmation Popup.

Note:

= Record of Registered DSC user will be available in the list of Certificate Information page.
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Settings

Transfer

This section describes the process of ‘Transferring of File(s) and Receipt(s)’ from one post to another (with
an option to share sent list), required to handover the files and receipts in case scenarios such as
employee’s transfer, promotion and superannuation.

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges or
‘Role_Transfer_Within_Department’ role only. Any other user will not have access to this
feature.

v User with ‘Administrator’ privileges can transfer files and receipts of employees post within the
instance i.e. inter and intra department.

v User with ‘Role_Transfer_Within_Department’ role can transfer files and receipts of employees
post within same department only (i.e. Intra Department).

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Transfer’.

1 2450 Saroja Kumar Patro
L+ - -
@fﬁceﬂ: eFile ver.70 » n EOFFICE

RECEIPT | Create » m Sent | Advance Search Create  Inbox  Sent | Advance Search Sent Returned  Advance Search

Receive Putinafile MoveTow Send Send Back Copy = Sen ) Search Here...

[F] | 5055906 | 5235/2020/EOFFICE - | abedefg | 8o Yerur Siraj Ahmed, eOffice MMP.., | [, 28/05/2020 01:07 PM

{ 281052020 01:08 PM
g foFFICE

[E | 5055903 | 5232/2 test subject | &g Yerur Siraj Ahmed, eCffice MMP... 28/05/2020 01:06 PM
/2020/EOFFICE .. | abedefg | Ze Yerur Siraj Ahmed, eOffice MMP... | iz, 28/05/2020 01:05 PM
/2020/EOFFICE « | testsubject | ey Yerur Siraj Ahmed, eOffice MMP... | i, 28/05/2020 01:03 PM
b/2020/EQFFICE .. | abcdefg | &g Yerur Siraj Ahmed, eOffice MMP... | [E3, 28/05/2020 01:02 PM
. | testsubject | S Yerur Sirsj Ahmed, eOffice MMP... | [id 28/05/2020 01:01 PM
Figure 437

2. Select ‘Transfer from’ details of the employee from whom Files/Receipts are to be transferred.
‘Department From’ — Employee’s Department name,

‘Section From’ — Employee’s Office/Section name and

‘Transfer From’ — Employee’s Name
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Step 2 Step 4

Department From Section From Transfer From * Transfer
™ | Choose One ~ | Choose Cne

¥ | Saroj Kumar Rajan-SA{JHA)SK)-RANCHI (STATE UNIT) File

Department To Section Te Transfer To *
Choose One - Choose One - Saroja Kumar Sahoo-TD(O5C)(SK)-BHUBANESHWAR (ST)

| Folder Naty Comp. Ne. File No. Subject Dealing Section

Inbox

[ Share Sent items|[[RIELEL

i copyrignt @ 2020, designed and developed by NIC.

Figure 438
3. Select ‘Transfer to’ details of employee to whom File/Receipts are to be transferred.
‘Department To’ — Employee’s Department name,
‘Section To’ — Employee’s Office/Section name and
‘Transfer To’ — Employee’s Name
4. Select ‘Transfer’ type as ‘File’ to transfer file(s) or ‘Receipt’ to transfer receipt(s).
. Click on ‘Search’ button to view list of available File(s)/Receipt(s) from the ‘Transfer From’
employee post.
6. Select the File(s)/Receipt(s) from the search result to be transferred.
Note:
= Select all Files/Receipts in case all of the records are to be transferred to a single employee post.
= Selective records can be chosen one at a time to transfer only a set of required records to another
employee post and repeat the process with other set to selective records to transfer to other employee
post(s).
7. Select ‘Share Sent Items’ in case the ‘Sent’ list of the ‘Transfer From’ employee post is also to be
shared.
8. Click on ‘Transfer’ button.
9. In the confirmation pop-up box, upload the ‘Transfer Document’ i.e. official document requesting

for employee’s handover/transfer order.
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Upload Transfer Documen

Remarks *
Transfer Selected Files

Total 1000 | 977 Character left

Note:

& Document once uploaded can not be replaced. Ensure that correct document is uploaded.

» Dealing section of the closed files will be changed to transferred user's post section

& Created files will be transferred to Parked folder.
# RMS file(s) will be transferred to Closed folder. m

Figure 439

Note:

» Document once uploaded cannot be replaced. Ensure that correct document is uploaded.
» Dealing section of the closed files will be changed to transferred user's post section.

10. Provide mandatory transfer remarks.

11. Click ‘OK” to finalize the transfer of selected File(s)/Receipt(s).

Note:
» The ‘Transfer Remarks’ and ‘Transfer Document’ will be visible in File(s)/ Receipt(s) movement
details.

=  Receipt(s)/File(s) Transferred from Inbox/Inbox Folder will move to Receipt/File Inbox of recipient with
Unread (for electronic) / Unreceived (for physical) state.

= Shared Sent Items will be displayed in Show Shared Sent Dropdown List of Sent list of File/Receipt.
= Receipt(s) Transferred from Created Folder will move to Receipt Created folder of recipient.

= Receipt(s)/File(s) transferred from Closed Receipts folder will move to Closed Receipts folder of recipient.
» File(s) Transferred from Created Folder will move to File Parked folder of recipient.
»  File(s) Transferred from Parked will move to Parked Folder of the recipient.

»  File(s) Transferred from Conversion Draft should move to File Inbox of recipient with its draft state
discarded. (User will be prompted “Conversion state of file will get discarded” while transferring file in
Conversion draft folder)

= Files to be transferred if listed in Conversion Draft folder, Files submitted for Closing and Reopening
Approval will revert and displayed under their original source folder as given below:

o Files in Conversion Draft list will move to Inbox.
o Files in Files submitted for Closing Approval list will move to Inbox.

o Files in Files submitted for Reopening Approval list will move to Closed (By Me) list.
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Address Book

The address book is a book used for storing entries called contacts. Each contact’s relevant information
like Name, Designation, Address, Contact information and etc. is maintained in an address book. The
address book makes it easy to retrieve the contact details while diarisation and maintaining list of
recipients while preparing ‘Draft for Approval’/External communication/Dispatch.

This section describes the steps to add contacts to address book and preparing groups of contacts from
address book.

Adding Contacts to Address Book

Important Points:

v User must have necessary privileges for accessing Address Book or Diary page in eFile.
User must have necessary role to add VIP contact
Address book Levels must be assigned.

Scopes in Address book —

There are four levels/scopes of address book available which define its creation and availability
under that domain only. These four scopes are —

AN NN

Self — Add and available to user who added only.

Section — Added by a user and available to the user’s section/office users also.

Department — Added by user and available to the user’s department users also.

Instance = — Added by user and available to all of the users in the entire organization.
STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

.24511 n Saroja Kumar Patro |
wmon @File ver 70 o e

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

Receive | Putinafile MoveTow Send Send Back Copy Close

[] | 5055906 | 5235/2020/EQFFICE .. | abcdefg | Ss Yerur Siraj Ahined, eOffice MMP... | [if, 28/05/2020 01:07 PM
{1 28/05/2020 01:08 PM

- | testsubjeet | S Yerur Siraj Ahmed, eOffice MMP... | (53, 28/05/2020 01:06 PM 24

b/2020/EOFFICE | abedefg | e Yerur Sirsj Ahmed, eOffice MMP... | [ 28/05/2020 01:05 PM

/2020/EQFFICE - | testsubject | 3o Yerur Siraj Ahmed, eOffice MMP... | [, 28/05/2020 01:03 PM

}/2020/EOFFICE «. | abcdefg | Be Yerur Siraj Ahmed, eOffice MMP... 28/05/2020 01:02 PM

- | test subject k Yerur Siraj Ahmed, eOffice MMP... | fizdy 28/05/2020 01:01 PM

Figure 440
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2. Under ‘Contacts’ tab, click on ‘Add Contact’. Add contact form opens on right side of the
window.

245“ n Saroja Kumar Patro  _
£ ¥ 1D(SKP)EOFFICE

oon @File ver.70

RECEIPT Create »  Inbox @an(e Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned ~ Advance Search
Contacts ‘ Groups = ﬁ Add Contact

All Contacts "® AddContact | © Add To Groun Search Here
© Add Contact | @ Add To Group Senrdy Hepe | Add to: * @ Self Section Department Instance |
ame ation ress rou ctions .
N. Designati Add Group Acti vip Name
Choose One ¥ | Tarun
3rd
Floor, Aug Designation Organization
| Abhilakh Singh Dy.GM(TS) s rhng = i
b Bl e Bhawan,B Email
CP,New 7
Delhi i
= = | Min./Dept./Others *
ARA 5l | MINISTRY OF URBAN DEVELOPMENT & POVERTY ALLIEVATN
Centre,Gr 5 | Address *
ound : Delhi
Abhilasha Barua Assistant Director Floor,E- il | country State
(Systems) 2Jhandew M | oA % |+ | DELHI x |-
alan c
; City/District
Exi L T
PRSI Choose One w
Pincode * Mobile
Unit 3,
2nd Floor, :
Head Product Ferns e i
(| Abhilash GK Management, DCG, Icon,
India Bangalore
.Bangalor E—]
€ E
ConceS
Comeuser X
.
Figure 441

3. Select ‘Add To’ Address Book Level/Scope.
4. Fill in the Contact Details. (Name and Address field mandatory for NON-CRU users).

5. Click on ‘Save’ to create the new contact.

Alternatively: Adding Contact Details from Receipt Diary Page:

1. Under ‘Browse & Diarize’ in ‘Receipts’ module, click on ‘Electronic’ or click on ‘Electronic’
under ‘Create’ link in Quick Access Menu bar. This will redirect to ‘Diary’ page.

2. Upload the scanned copy (PDF format only) of the inward document.
(Mandatory* in case of ‘Electronic’ option only.)

3. Enter the diary details corresponding to the inward letter, categorized as ‘Diary Details’, ‘Contact
Details’ and ‘Subject Category’.

4. In Contact Details select Add to Address Book checkbox.

5. After adding ‘Contact Details’, click on ‘Address book’ icon, next to ‘Name’ field and choose
the required scope of ‘Address Book’.

6. Click on ‘Generate’ or ‘Generate & Copy’ or ‘Generate & Send’ to generate new electronic
receipt with a unique ‘receipt number’.

Note:

= Contact person details will be displayed as autofill suggestions while entering name during diarization.
= User will be able to Search and Add the existing contact under Public recipient (User) category of
recipients while preparing ‘Draft for Approval’/Dispatch.

Copyright © NIC, 2020
Ver.7.0[317]



=office

Editing Contacts in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. From the list of contacts visible below, click on ‘Edit’ action button against the contact you wish
to edit.

4. Make necessary changes to the contact details visible on the right side of the screen.

5. Click Update to save the necessary changes.

Deleting Contacts in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. From the list of contacts visible below, click on ‘Remove’ action button against the contact you
wish to delete.

Or

4. Select multiple contacts and click on ‘Delete Contact’ to delete multiple contacts.

g

In the pop-up confirmation box, click on ‘OK’ to confirm and delete the contact(s).

Creating Address Book Groups

Important Point:

v Scopes in Address book —
There are four levels/scopes of address book available which define its creation and availability
under that domain only. These four scopes are —
Self — Add and available to user who added only.
Section — Added by a user and available to the user’s section/office users also.
Department — Added by user and available to the user’s department users also.
Instance — Added by user and available to all of the users in the entire organization.
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STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, click on ‘Add Group’. Add group form opens on right side of the window.
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Figure 442
3. Select ‘Add To’ Address Book Level/Scope. (Refer Important points above)
4. Fill in the name of the group to be created.

5. Click on ‘Save Group’ to create the new group.

Note:

= Newly created Group will be saved to Address Book.

= Newly created Group will be displayed under ‘Add to Group’ drop down list in Contact Details list page.

= User will be able to search and select Created Group under Public recipient section (Group) during
dispatch process.

Adding Contacts to Group in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Contacts’ tab, search the contact (based on name, designation, etc.) to be edited using
search bar. (If required, scope of the contact can be chosen from filter view to narrow down the
search results)

3. Select the contact(s) you wish to add to a group.
4. Click Add to a Group.
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5. In the pop-up box, choose the name of the group to which you wish to add contacts and click OK.

6. In the confirmation pop-up box, click on ‘OK’ to add the contact(s) to the group.

Editing Group name in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, search the group to be edited using search bar. (If required, scope of the
group can be chosen from filter view to narrow down the search results)

3. From the list of group(s) visible below, click on ‘Edit’ action button against the contact you wish
to edit.

4. Make necessary changes in the contact group details visible on the right side of the screen.

5. Click on ‘Update Group’ to save the necessary changes.

Deleting Group in Address Book

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.

2. Under ‘Groups’ tab, search the group to be deleted using search bar. (If required, scope of the
contact can be chosen from filter view to narrow down the search results)

3. From the list of contacts visible below, click on ‘Remove’ action button against the group you
wish to delete.

Or
4. Select multiple groups and click on ‘Delete Group’ to delete multiple groups.

5. In the pop-up confirmation box, click on ‘OK’ to confirm and delete the group(s).
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Preferences

The purpose of the ‘Preferences’ is to enable users to configure certain views and alerts in user settings as
per user to user convenience. This section describes how to set user preferences and the various preference
options available.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Preferences’.
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2. Choose the required options as per your preferences. (For details, refer below)
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3. Click on ‘Save’ Button.
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Preferences in Detail —

1. Alert Settings — The alerts can be enabled for the incoming Files, Receipts and Dispatches. The alert
modes available are ‘Email’ only, ‘SMS’ only and ‘both’ and can be set independently for physical and
electronic files, receipts and dispatches.

For example, as shown in Figure 444, for incoming physical files the alert mode is set to ‘SMS’ and for
electronic files it is set to ‘Both’ Email and SMS.

Whereas alerts for receipts (physical and electronic) are disabled by unchecking receipts altogether.

For physical incoming dispatches the alerts are disabled by unchecking ‘physical’ option against it
whereas ‘Both’ Email and SMS alerts are enabled for incoming ‘Electronic Dispatches’.

2. Correspondence/Draft View Settings - The right side view of the electronic file inner page can be set
to default to any one of the following views —

a. TOC — Table of contents view for the list of correspondences

b. All Correspondence — A combined ‘PDF’ view of all the correspondences attached in a file.

c. Recent — The ‘PDF’ view of the last correspondence attached to the file.
d. Draft List — The ‘List of Drafts’ view of all the drafts present in the file.

e. All Drafts — A Combined PDF view of all Drafts attached in File.

f. Previous Notings — The view of the previous notes in the file.

g. References — The list of all the references attached as annexure with the file.
Note:

» The above mentioned preferences for ‘Correspondence/Draft View Settings’ are for Electronic files
only. The Physical files will display TOC for any Correspondence/Draft view settings chosen except for
references which will show list of all references attached as annexure.

= By default, ‘Recent’ is selected in ‘Correspondence/Draft View Settings’.

3. Listing View — The preference view of the list of records of receipts and files available in user’s Inbox.
a. View —

Row Based — The row-wise list of records of ‘Files’ and ‘Receipts’ unlike details of records stacked
in a columnar approach. This gives better on-screen space utilization for displaying maximum
records.

Column Based — The traditional column-wise list of records for ‘Files’ and ‘Receipts’ where the
details of the records are stacked in a columnar approach.
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b. Scope — The list view of the files/receipts records available in user’s Inbox as per the following
scopes available —

Self — List of signed-in user’s records only

Section — List of signed-in user’s records along with the records of other users of the same
section/ office.

Hierarchy — List of logged in user’s records along with the records of other users in the hierarchy of
the signed-in user.

Note:

= The ‘Section’ and ‘Hierarchy’ scope of the listing scope as mentioned above only gives the records
view of receipts/files available in the Inbox of the users of the same Section/Office and users in the
hierarchy of the signed-in user respectively. The view does not allow the user to click open to view
further details inside. The contents of the receipts/files can only be checked by the user with whom it
is available/present.

= By Default ‘Row-Based’ view and ‘Self’ scope is selected in the listing view.

4. Notify for Blank noting — Enabling this will give an alert message when forwarding a file with a blank
note. This alert is required in case the user forgets to add note to file before forwarding or when
unintentionally the content is deleted completely.

5. PDF Viewer — This preference enables user to choose whether to view the respective PDFs using the
PDF viewer of the eOffice application or the one available with the browser.
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Section Assignment

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The ‘Section Assignment’ is the transferring of the dealing rights on a file or set of files from its current
dealing section to other section. It is the changing the ownership on the file(s) and its closing/re-reopening
rights. This is required in case-scenarios where,

e A specific case-file or subject(s) head has been reassigned to some other section/office/unit.

e The two section/units are merged into one therefore changing the ownership of the files to the new
section/unit created.

e A section/unit is divided into two on the aspect of better administration and hence dividing the
work allocation and assigning new ownership rights of the case-files.

e This section describes the steps to reassign the dealing rights to another section of the files searched
on the basis of file/computer number, subject, subject category or the file subject-heads.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Section Assignment’.
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2. Select Department and Dealing Rights From (section name from which dealing rights are to be
transferred) by clicking on Combo-box.
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Figure 446

3. Search required Files on the basis of File No. /Computer No. /Subject Description /Subject
category /File Heads.

4. Click Search Button.
5. Select File(s) who’s Dealing rights need to be re-assigned to another section/office/unit.

6. Select Department and Dealing Rights To (section name to which dealing rights are to be
transferred) by clicking on Combo-box.

7. Click Submit Button.

8. Click OK in the pop-up confirmation box.
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User Group

The ‘User Group’ is referred to the group of employees created to make the marking of copy of a receipt
convenient to a group of people within an organization. This is done by selecting all or selected employees
in a group while forwarding a receipt. Refer below for the steps to create a group and adding the
employees to the group.

Creating User Group

This section describes the steps to create a user group.

Important Point:

v User must have role to create group for Section, Department and Instance.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on “User Group’ and the list of already created groups (if any) is
visible.
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2. At the bottom right corner of the screen, click on ‘Create Group’ and create group pop-up box
will appear.

3. In the pop-up box, select the ‘Scope’ at which the group to be created should be visible.
Note:

= There are three types of scope defined —
Section — If the group should visible to the others users of the same section/office only.
Department — If the group should be visible to the users of the same department only.

Instance — If the group should be visible to all the users of the entire organization.

4. Enter required ‘Group Name’ and its ‘description’. (both fields are mandatory*)
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5. Click on ‘Save’ to create the ‘User Group’.

Note:

» The user groups are visible while sending a receipt and entering ‘CC’ details. To select the user(s) in
CC from group, user must click on CC field and under the group tab, choose required group name
and select the name of the users from the group.

Adding Users to User Group

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on “User Group’ and the list of already created groups (if any) is
visible.

2. Search by group by name (use filter if required) to which you wish to add users and click on its
name.

3. At the bottom right corner of the screen, click on ‘Add Users’ and add users pop-up box will
appear.

4. Search User(s) you wish to add to the group by using input parameters such as Department,
Section, Users (employee name) details and click on ‘Search’.

Note:

= Input Parameters available are —
Department — Select department name and click on search to list all employees in that department.
Department and Section — Select department and section within to list all employees in that section.
Users — Search employee by name

= Atleast any one of the above mentioned parameters is mandatory* to use search parameters.

5. Select user(s) from searched output list to be added to the group.
6. Click on ‘Add User’.

Adding User in CC Field from User Groups

STEPS TO FOLLOW:

1. In the receipts module, click on ‘Inbox’, or ‘Created’ from which the receipt is to be forwarded.
2. Select the receipt and click on ‘Send’.

3. Click in ‘CC? field of receipt send page. (Group Tab will be Displayed)

4. Click on Group tab to display list of all created groups Scope wise.
5

. Select Scope using Radio button (Self, Section, Department, and Instance).
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6. Click User Group Name to display User(s) within selected group. (User can search user group using
‘Search bar’ provided)

7. Select User(s) using check box to Add user(s) to the CC field.(User can search User(s) using ‘Search
bar’ provided)

8. Selected User(s) should be added in CC field of Receipt Send page.

Inter Instance Registration

This section describes the steps to register an instance of eOffice with another instance for facilitating the
exchange of files between the two instances (Organizations/Ministries).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

v Under Instance Registration Details, the Central Repository of eOffice Instances of
Organizations/Ministries will be available for Inter-Instance Registration process.
(Note: This will display list of all eOffice Instance (excluding Locally Hosted Instances) available for Inter
Instance Movement of File)

Sending the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.
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2. List of Central Repository of eOffice Instances of Organizations/Ministries will be available for
Inter-Instance Registration process.
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3. Click on Register ( 4, ) icon, against the respective organization/ministry name available for inter-
instance registration.

4. Enter the mandatory* remarks in the pop-up box and click on ‘OK’.

5. Request is sent to the requested instance for approval.

Note:

» The request for inter-instance registration will be approved by the administrator of the respective
organization/ministry for which the request has been placed.

Accepting/Rejecting the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Pending Request’.
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2. List of requests from various organizations/ministries is visible pending for action.

3. Click on Accept/Reject icon, against the respective organization/ministry name available for
inter-instance registration.

4. Enter the mandatory* remarks in the pop-up box and click on ‘OK’.

Cancelling the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘Cancel’ (E) icon, against the respective organization/ministry name.
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Note:

» The cancel option is available for organization(s)/ministries for which the request for inter-instance
registration has already been placed and with status pending for approval.

3. Enter the mandatory* remarks in the pop-up box and click on ‘OK”’.

De-registration of Instance

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘De-register’ (@) icon, against the respective organization/ministry name.
Note:

= The de-register option is available for organization(s)/ministries for which are already registered for
inter-instance movement i.e. with status ‘Approved’ for inter instance movement.

3. Enter the mandatory* remarks in the pop-up box and click on ‘OK”’.

View History of Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Details’.

2. Click on ‘View History’ ( icon, against the respective organization/ministry name.

Note:

» View History Icon should be available for all instances with any status except for a fresh request.
» In a pop-up box, the history of various actions performed on registration of the respective Instance will
appear.
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Search Privilege

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The use of search system is required to provide users with search results that lead to relevant information
in their daily tasks. For example, a user might want to search whereabouts of a file initiated in his/her
own section in order to take follow up on its status.

Whereas another user might want to check out the whereabouts of a file which was not in his/her channel
of submission.

The question here is, should this be allowed. One might say that it may only be allowed to be searched
upon since the dealing section of that particular file comes under his/her administration however this may
not be the case every time. Hence defining the scope of search for complete organization is required.

The ‘Search Privilege’ is the defining of the scope of search for ‘Files’, ‘Receipts’ and ‘Issues’,and can be
set differently for ‘Physical’ and ‘Electronic’ entities. There are eight types of scope of search and action
on them available as mentioned below —

S. No. Scope Name Description
Global It refers to domain of users of entire Ministry/Organization i.e.
1. users of all of the departments created within the eOffice instance.
It refers to the domain of users of the signed-in user’s Department
) Department
. only.
Section Hierarch It refers to the domain of users of the signed-in user’s own
3. y office/section and section(s)/ office(s) in its hierarchy.
. It refers to the domain of users of the signed-in user’s own
4 Section :
. office/section.
. It refers to the individual signed-in user and the individuals in user’s
5 Post Hierarchy : .
. direct post hierarchy.
6. | Individual It refers to the individual signed-in user only.
Post Hierarchy And It refers to the individual signed-in user, the individuals in user’s
7. | Section direct post hierarchy and section/office.
Post Hierarchy And It. refers to the ipdividual signed-in user, the individuals.in user’s
8. | Section Hierarch direct post hierarchy, wusers of own office/section and
y office(s)/section(s) in its hierarchy.

The scopes mentioned above can be set in two ways —

Search Scope — It defines the scope of search of physical/electronic Files, Receipts and Issues.
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e Action Scope — It defines the scope of action (for example PULL-UP) that can be taken on the
files, receipts and issues from the search results.

Let us understand with different case scenarios —

Case Scenario I

Search Scope — Department
Action Scope — Section

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of users of the same
department however can only pull-up those which are with the users of his/her own section.

Case Scenario I1

Search Scope — Section Hierarchy
Action Scope — Post Hierarchy

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of the user’sown
office/section and section(s)/office(s) in its hierarchy. However, can only pull-up those which are with the
users under his/her post’s direct hierarchy.

These privileges can be defined in two ways but are not alternate to each other —

1. For Instance — This option is used to define the default search and the action scope for all of the
users of the Ministry/Organization at once.

2. User wise — This option is used to exceptionally change the search and the action scope of specific
user(s) from default values (as defined for the instance). For example, this may be required for
particularly for a senior official in the administration to change action scope from section to
department as discussed above in case scenario I, so that the person can search and pull-up a file
from any individual of his/her department.

Setting Search Privilege For Instance

This section describes the steps to define ‘Search Privilege’ for all users of a Ministry/Organization (i.e.
for complete Instance).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

STEPS TO FOLLOW:

1. Under ‘Settings module, click on Search Privilege for Instance.

2. Select Search Scope and Action Scope for Physical and Electronic Records
(Files/Receipts/Dispatch).

3. Click Save Button.
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Note:

=  Selected Search Scope and Action Scope should be applied to complete eOffice Instance.
=  Search Privilege History should be maintained for all changes made in search/action scope.

Setting Search Privilege for User

This section describes the steps to define ‘Search Privilege’ for a specific user.

STEPS TO FOLLOW:

1. Under Settings module, click on Search Privilege for User.
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2. Click All Users tab.

3. Search the user using input search parameters (User’s Department & Section name and User’s name).
The user’s current search and action scopes are visible in search results.

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

5. Select ‘Search Scope’ and ‘Action Scope’ for ‘Physical’ and ‘Electronic’ records respectively.
(Refer to table above for detailed explanation on scopes)

6. Click Add New Section.

7. In the pop-up box, select the ‘Department’ and its ‘Section(s)’ name required to be added under
the scope and click on ‘OK’.

8. Click Save Button.
Note:

= Step 6 and 7 are optional in case the user wishes to add an out of scope section(s)/office(s) under
the search scope of the user.
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Adding Section/Office under current Search Scope

This section describes the steps to add an out of scope section(s)/office(s) under the search scope of the
user.

STEPS TO FOLLOW:

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

3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on User’s Name to open View/Edit Privilege page.
5. Click on ‘Add New Section’.

6. In the pop-up box, select the ‘Department’ and its ‘Section(s)’ name required to be added under
the scope. Click on OK to add.

7. Click Save Button.

The record for such privileged users is maintained under ‘Privileged Users’ tab. It shows the list of users to
whom search privilege has been assigned individually and the respective search and action scopes
assigned.

Viewing User Search Privilege History

This section describes the steps to check the history of ‘Search Privileges’ set for the user.

STEPS TO FOLLOW:

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

3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on ‘History’ icon under actions to check the history of search privileges assigned in the pop-
up box.

Removing User Search Privilege

This section describes the steps to remove the user’s ‘Search Privileges’ set previously.

STEPS TO FOLLOW:

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

2. Click on ‘Privileged Users’ tab.
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3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on ‘Remove’ icon under actions to delete the search privileges previously assigned.
Note:

= Removing User’s search privileges will set them back to default search privilege set for the complete
Ministry/Organization (i.e. Search Privilege set for Instance).

Quick Noting

The quick notes are the most commonly used phrases while preparing notes in note sheet. These quick
notes are available which when chosen are populated at the position of the cursor in the note. They are
available in two ways —

1. Standard — List of quick notings provided as a standard list to the end-users

2. User Defined — Users can prepare their own list of quick notings
This section describes the steps to create user defined list of quick notings.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Quick Noting’.
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2. Click on ‘Add Quick Noting’ at the bottom right corner of the screen.
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3. In the pop-up box, select ‘Language’ for Quick Noting.

Add/Edit Quick Noting

Language *
Choose One

Content *

Total 1000 | 1000 Character left

) Add Translated Content =

Translated Content

Total 1000 | 1000 Eharac'( STEP 6

Figure 453
4. Enter the mandatory*‘Content’ (quick note).

5. Check ‘Add Translated Content’ checkbox (if required) and enter the Translated Content.

6. Click ‘ADD?’ to add user defined Quick Noting to the list.
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Annexure-1

Guidelines for Scanning Document

The objective of scanning guidelines is to scan and bring the physical daks/letters and other documents into the
electronic system in the least possible size, so as to facilitate quick and easy retrieval of eFiles from the
server/system.

For Physical DAK or Inward Correspondence —

Scan the whole DAK/inward correspondence as single pdf only (preferably as searchable pdf). The size should not
exceed 20MB.

‘While Migration of physical files —

Scan all the required files in following manner —

1. | Correspondence:

The Receipts, References and Issues on the correspondence side may be scanned
as single PDF document keeping check on the max size as 20 MB.

If pages are more and size exceeds 20MB then more than one PDF should be
created.

1.| Noting:
Scan all the pages of the Noting as one single PDF document.

For scanning of various document types, the following colour & DPI are suggested:

Sl. No. Document type/ Condition Color & DPI Output
Format
1 Regular/normal/good B/W-100 dpi PDF
2 Damaged/tarnished/clouded B/W- increase DPI as per legibility / PDF
visibility
3 Seriously B/W- increase DPI as per legibility / PDF
damaged/tarnished/clouded visibility
4 Coloured Photographs/text Grayscale PDF
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