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Introduction

eFile is a workflow based system that includes the features of existing manual handling of files with addition of more
efficient electronic system. This system involves all stages, including the Diarisation of inward receipts, creation of files,
movement of receipts and files and finally, the archival of records. With this system, the movement of receipts and files
becomes seamless and there is more transparency in the system since each and every action taken on a file is recorded
electronically. This simplifies decision making, as all the required information is available at a single point.

It envisions a paperless office, with increased transparency, efficiency and accountability of the organization.

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based on the
Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of Administrative
Reforms & Public Grievances (DARPG), Govt. of India.
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eFile Modules

Different sections that constitute eFile application are receipts, files, dispatch, reports, and so on. Each section
comprises of different links that helps the user to easily utilize the functionalities of different sections of the eFile.

First of all, let’s learn about how to use the receipts section of eFile.
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Receipts

A receipt is a written document that a specified entity has been received as an exchange for services. In eFile, receipts
are created by the CRU which is further attached with the file to get processed and approved from the higher
authority.

There are various links available under Receipts section which is mentioned below:
e Browse & Diarise
a. Physical
b. Electronic
e Inbox

e Email Diarisation

e C(Created
e Sent
e C(losed

e Acknowledgement

e Recycle bin

Let’s discuss the above points one by one:-
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Browse & Diarise

The Browse and Diarise link under receipts section includes two sub modules:
1. Physical
2. Electronic

Let’s have an introduction about these sub modules one by one:

1. Electronic: In Electronic Module the browsing or uploading of the scanned document is mandatory and
then the Diarisation of scanned correspondence is done.

2. Physical: In Physical Module the browsing or uploading of the scanned document is not mandatory, only
the Diarisation of the received correspondence is done for tracking purpose.

In case of DAK that have a classified grading, proper grading levels are assigned to the DAK while diarizing
them in case of both Physical and Electronic receipts.

Classification levels are
e Normal
e Confidential
e Secret

e Top Secret

e  Receipt without attachment can be put in Physical files only.
e Physical/Electronic Receipt with attachment can be put in Electronic File.
e Physical Receipt/ Document can be attached with in an Electronic Receipt and Vice-Versa.

e Also, the receipt attached with other receipts can be send to only one user at a time.
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¢ Browse and Diarise (Electronic Receipts)

A user needs to perform the following steps:

| » Browse & Diarise

Step 1: Click the Electronic module under Browse and Diarise ( |) link of Receipts section, as

shown in Fig.eFile.1:

ﬂ

» Browse & Diarise

' Physical
» Eler.:trr.}nic

b Inbox

+ demo

Email Diarisation
Created

Sent

Closed

vy ¥ v wv v

Acknowledgement
| b BecvcleBin |
Fig.eFile.1

Step 2: Select the Receipt and Click the Upload File [| Sl ) button from the Browse and Diarise
screen to upload the scanned receipt as shown in fig.eFile.2.

Upload(Only PDF upto 60 MB)* = Diary Details

Classified Choose one ] we Choose One [+]
Delivery Mode* By Post [=] Lenguage English [=]
Mode Number Humber
Type Letter [] Lstternats il

B Received Date 06/09/2013 m Diary Date 06/09/2013
File Number Dealing Hands Choose One [+]

= Contact Details [ Add to Address Bogk

Ministry Choose one E

3 Department Choose one E
Name N. Dharam Singh
Designation Member of parliment
Organization
Addresst* New Delhi
Address 2
e-Mail
Country INDIA [=]
State Dalhi [=]

- a

< Step 3 , Pincode 110011
Mobile
Telephone
= Category & Subject
Main Category® AN & Demand [=]
Sub Category Choose One E
Recehpr
Subject*
4
gPL P Receipt 1001
Enclosures /Remarks A e receier
il ngt be ghanged af: L -

Fig.eFile.2
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e In case of Classified DAK, uploading of document is not mandatory for CRU, only Delivery mode is
mandatory, but when it reaches to the intended recipient or at any section/officer, scanning including all
other essential fields is mandatory.

Step 3: Enter the essential details in all the mandatory fields in Browse and Diarise Page.

Step 4: There are 3 buttons on while browsing & Diarising the details. The buttons functionality is as under:

= (lick the Generate ( Generate ) button (Fig.eFile.2) on Browse and Diarise page to generate a

unique diary number.

= Ifauser clicks on Generate & Send () button: To generate a unique Diary
number and Send it to the intended Recipient (Fig.eFile.2).

= Generate & Copy ( SEREREEAEE button: To generate a unique Diary number and creating
a Copy of it (Fig.eFile.2).
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e Actions on Receipt Browse & Diarise

There are 10 actions provided under Receipt Browse & Diarise section:

1. Receive
2. Reply
3. Send

e Pull back: User can also Pull back the sent receipt from the intended recipient even when the receipt

is in the Inbox of the recipient, using the Pull Back (IEI) link. In case, the recipient has opened the receipt,
then pullback option is inaccessible.

e Auser can forward receipt to multiple recipients by using semi colon as separators.

4, Put in File

e Ifany File is referenced /attached with the receipt then ‘Putin a File’ option will not work. For that, a
user needs to detach the referenced File.

5. View
. Unread
. Read
. Physical
. Electronic
. All

6. Move To
7. Copy

8. Close

e The receiptin which draft is created and not been dispatched cannot be closed. For that draft needs to
be dispatched first then the receipt needs to be closed.

9. Dispatch

10. Reminder
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Quick Actions:

e Latest Remarks [)
* Reply ()

e Forward ()

Copyright © NIC, 2013



@ffice

A CAGTTAL 'WOR K. FLACE SCLUTION

Inbox

Inbox option contains the list of all the receipts that are received as an Inward Correspondence/DAK.

e User has to click the Receipt number to view the receipt. As a result, the user can view the content of
receipt along with the details.

e Nature of Receipt can be verified from the character ‘E’ and ‘P’ which is written before the receipt
number.

e Character ‘E’ symbolizes Electronic Receipt whereas character ‘P’ symbolizes Physical Receipt.

The steps to view Inbox Receipt are as under:

Step 1: Click on ‘Inbox’ link under the Receipts section to view all the Inbox receipts, by. As a result the, Inbox
Receipts screen appears, as shown in Fig.eFile.3:

Date Range : 15/08/2013 To 13/08/2013 -
Recepts A m.\.wutmaﬂ\ﬂhoveT0|Copy Close | spatc emm lSl&‘M’ Herarchical View.u ece|pts
p Browse & Diar’ise Computer ‘ De Quick
LU ot o v voubject  vSender v SentBy vSentQn v v Y
i R o i
. 2 e . (PLP Recept  gPLPRecept  BAMRAT CHINDARKARJTSECY(OLT)- 0209130142 B4
3+ Electronic P 154960 154860/2013/ITSECY[DLT) CMOg?Attachments 01 0 o o (¢
LAY TULSHIRAM FULMALT MEV- 02/09/13 010
/ | 4 .
} Inbox L E 180727 150727/2003/CMO g?Attachments fest fest (TECH L o (‘
3 demo
Fig.eFile.3

Step 2: Select the receipt to which action needs to be performed. (Fig.eFile.3)
Step 3: A user can perform any of the below mentioned actions:

There are 10 actions provided under Receipt Inbox (Fig.eFile.3)

1. Receive
2. Reply
3. Send

4. Putin File

5. View
e Unread
e Read
e Physical
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e Electronic

o Al
6. Move To
7. Copy
8. Close
9. Dispatch

10. Reminder

Additional Actions: While opening Electronic/ Physical receipt a user can view 4 additional actions
including of above actions as highlighted in fig. eFile.4

' Send | Reply | Put in a File | Copy | Dispatch | Details |[Movements Edit | Close ||V]ew Draft |At'tach File |At'tad1 Receipt | |
= + AutomaticZoom * ‘ =IReceipt Detals
it ReceiptNo: 150727/2013/CMO File No:
- From: fest Designation:  fest
Main Category . Adverfisement Sub Category:
Address : fest Sent Date : 02/09/13 01:06 PM
Letter .
Reference No: L s
. Enclosures |
Subject: fest Remarks:
Fig.eFile.4

a) View Draft

e View Draft option is available in Electronic Receipts only, as in Physical receipt it is directly dispatched
to the concerned authority or to the CRU section.

b) Movements
c) Attach File
d) Attach Receipt

Quick Actions: (Fig.eFile.3):
e Latest Remarks () - Shows latest remark given on any particular receipt.
e Reply ( - [t facilitates the user to reply to the sender of the receipt.

e  Forward ( ¢ ) - Forward a particular receipt to one or more recipient ata time.

Refer to the Actions on Receipts section for details.

Copyright © NIC, 2013




e@ffice

A CAGTTAL 'WOR K. FLACE SCLUTION

Email Diarisation

During Email Diarisation, email should have been sent to the eFile from NIC Email. User should select the email from
NIC Email inbox and Select option Move To eFile button.

To perform Email Diarisation to eFile process, user has to perform:

Step 1: Click the NIC email link, as shown in Fig.eFile.5:

-;.;:__Ql_fjgg o Lk g 4 T, 36042011 03 55 P

O semeduia

D wetitication

Fig.eFile.5
As aresult, NIC email opens.

Step 2: Select the Receipt which needs to be moved to eFile Application.(Fig.eFile.6)

e@ffice 0 Arwtmal] Your Lawt kgin At Tue, 30.08-2011 0333 IM

MHeme DOivisions State Units Projects Library Training Download Forms Manuals Dsenren [
Fetch Unmads ll Sync Foder [l Desets losn o ol Move ol Move B efile
B Com
- INBOX
=2
- Subject Fram Date wFile Status
e Systerns 10 De moved o the new
=) SxationyS/W s —axapi 14:25 Mot Sent l
- = (0) :m,m;a v-ﬂ(;nwmr—‘ = Ivheth remat 14.09 Nt Sent
S5 SINURS 06 DN IOWIE. 10 U IO - tuicamit 1124 Mot Sent
B Legin Noofatens (644) kxationyS/W s
RE [Ons-mquest] Rmquest for URL P
O3 PovsdiySpam (0) Sepping L3drvye 10 46 Mot Sent
- e Re Ropd: Eoffice apphcaton for
) Sent (0) thae ~dsandeep Jand 10.40 Mot Sent
2 Tew (0) [ B Reganting Two Servers in [DC _api 1027 Mot Sent
) vabeoiorsizin (40) eleave Script LIankn b 1010 Mot Sent
Guialines Mew LIsandeep pand 04:10 Mot Sent
r
Pansgerereoy Dummy instance for Funjb —3sanacep Jand 0224 Mot Sent
Rmquest for URL Magiping L3%amg Kumar Pate Sep 01,2011 04 07FM Mot Sent
Frtcn Unmads [l Sync Foaser [l Detete Aaie e o] Move B Move 1 ef il

Fig.eFile.6
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Step 3: Click the Move To eFile button to move the selected receipt to eFile application.(Fig.eFile.7)

D khetwal] Your Lawt kign at Tue, 30-08-2011 0335 P

Home Divisions Stals Units Prajacts Ubtary Teaining Download Farms Manusis

B0 Compose Mall

£3 INBOX (4089)

- INBOX

o Subject From Date wFile Status

. Re Systems o be moved & the rew

C3 Owans (0) S et _axapn (T8 Sert

3 Logn Neefcatons (644) Detais of ecfMoe machnes LIwcbhe aeat 1409 Mt Sant
Pt Syserns 5 be moved B e new

23 PosatiySpam (0) Yocatkn/S/W & Saagu 1 ot Sent

- RE: [Dovs-regquest] Reguest for UL

Sert (0 046 ot

-] o) pradicion “3orvem 1 ot Sa

52 Tewn () Re Mo Regd Buffice s0picaton fo

= PONIA pay ~dardeep Jand 1040 Nt Sent

S ==bmnicesnicin (40) [ A Regardng Twe Servers in (DG Iap 10:37 oot Sant

Mansge Folders aloave Scrot LN tamar 1018 Mot Sant
Gusdetines New ~sandeen Jang 0410 Mot Sant
Ourmenry instance for Pungs _3andecp Jans BT ot Sant
Regunst for URL Mappeng SESar) Kumar ot $ep 01,2011 04:07 P Mot Sent
I ST SETTH erryree— N T

Fig.eFile.7

As a result, sent message appears at top (Fig.eFile.7).

Step 4: Click the Home link to move to the Home Page of eOffice Portal, as shown in Fig.eFile.8:

eoﬁlce P khetwal| Your Last logis at Tue, 30-08-2011 03:55 PM
.

m Divisions Stale Units Projects Lidrary Teaining Downlead Forms Manusis Psaarch E

5 Compose Mall 1 messages efile-d
o e () [N ST TN ey rm— Y TN
s INBOX
0 Subject from Date eFile Status
. Re: Systems o be moved b the new
o Dafs () ateVS/W i 3 Sent
O Loge heeficatens (§44) Detads of ecffice machines Jshethe amat w9 Mot Sent
o Fud: Systems b be moved & the rew
3 PebadiySpem (0) RatoVS/W 5. gt 1N Mot Sent
- RE: [Dr-equest] Request hr LRL a
U 7 o4
o3 Sent(0) [ 0 1046 Mt Sent
5 Ten(0) Re R fegd: Eoffice apphcation fir
o nothl ey _wedeey pnd 1040 Mot Sent
9 mbenainc () Re: Regurdng Two Servers i 100 3k 1wy Mt Sent
Manage Folders [ tleave Scigpt Saniit tomar 1018 Mot Sent
[ Gudelnes New dandeep and 04:10 Mt Sent
Dumey ingance ke Punisd Juedeep pnd nnN Nt Sent
Requedt for URL Mapprg ISan) Kumat Patn Sep 01, 2011 04.07PH Nt Sent

fen boeass | Sy foer | ek [uo o ad e b | Hoe befie -

Fig.eFile.8
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Step 5: As aresult, Home Page of eOffice Portal .Click the eFile Link to move into eFile Application (Fig.eFile.9), as
aresult, eFile application opens as shown in Fig.eFile.9

Yout Last lopn at Tue, 30-08-2011 03 55 M|

Ubtaty Training Dewnlosd Forms Manuals Psearch o

Home Divisions jm’}
I

| Browie Application oM Dash Board

Weak's Quote.
“1 s0ukd ghve 21 the wealth of the mond, and all the deeds of all the hemes, for cre taus vison* "= Henary David Thoreau

Knowledge Managenent B, personnel B Pending O schedute @ Notitication
System f
. o\ Docmment a dov o Novronnt Aleit
3 File Trocng Systam v Persanss Mrofbe * ReceiptuTiesiélie + For the weed (0) o ACH Alert
3 Prrvnn e HR/Admin - ReceiptyFRes(FTS

> Tansfer Reguest
E Hotico Board
4 SANS The Coraenaus Secunty Vunerabaty Aert
Pudlished dy: Shn Seervas R0 C on 01/09/2011

+ Sugpest New Brand Narre for ePexcuement Solaten of NIC
Published by: Suchtm en 03/09/2011

& AMOIBM@ « Implementaton of SSDG propct In A

| Events o Approved Menues of FEC 233 Mecting held an 25-08:2011

Fig.eFile.9

Published by: S Adwsh Kuma Aganwal en 01/09/2011

Step 6: Click the Email Diarisation link and then click the moved receipt from the NIC eMail Section to diarise it
(Fig.eFile.10).

c0fice Ry ——

B i e g
* haei

¥ Dl

» A O I
L
Plagta e (=

¥ Uhear Beiing =)

et

Fig.eFile.10
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Step 7: As a result, Diarisation page appears. Diarise moved Receipt and click the Generate Receipt (

G te Receipt
) button (Fig.eFile.11).

cQflice e 4 . L eap—

Fig.eFile.11
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Created

Created option contains a list of all the receipts that has been diarised by the user but not being marked/sent.

The steps to view created Receipt are as under:

Step 1: Click on ‘Created’ link under the Receipts section to view all the created receipts, by. As a result the, Create

Receipts screen appears, as shown in Fig.eFile.12:

e = | Send | Put in a File | Copy | Dispatch | View Hierarchical View My Receipts E
P Browse & Diarise f v ComputerNo + Receipt No. v ~ Subject ¥ Subject Category ~ Created On
+ Physical O P 155238 155238/2013/CMO Attachments ~ wer AICC Gen. Secy. 06/09/13 04:40 PM X
»Bectoric T E 155152 155152/2013/CMO & Atachments  ff Bills Payment 04/09/13 04:47 PM X
b Inbox [ E 155128 155128/2013/CMO & Attachments Test Appointment and othe... 04/09/13 12:40 AM X
*+demo L‘ | E 155127 155127/2013/CMO & Atachments  dsds Bils Payment 04/09/13 12:34 AM X
b Email Diarisation A E 155124 155124/2013/CMO & Attachments  qfbhafh  Board and Committee 04/09/13 12:16 AM x
[0 E 155123 155123/2013/CMO ﬁ Attachments off ACR related matters 04/09/13 12:08 AM X
b sent O E 155021 155021/2013/CMO ﬁ Attachments asdafa Secretary(CM) 02/09/13 12:41 AM X
: E‘Ojeﬂd P I T E 154981 154981/2013/CMO & Attachments  sdf ACS to CM 30/08/13 11:50 AM X

Fig.eFile.12

Step 2: Select the receipt to which action needs to be performed.
Step 3: There are 5 actions provided under Created Section of receipt:

1. Send

2. PutinaFile

3. Copy
4. Dispatch
5. View

=  Physical
= Electronic

= Al

e Ifuser wants to dispatch a receipt from the Created section then the receipt will first move to inbox of
that user and then from there, it can be dispatched.
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Step 4: While opening a Created Receipt, below highlighted actions (Fig .eFile.13) can be performed:

There are 9 actions provided when opening up a Created receipt (Physical /Electronic):

Upload|Only POF upto 60 ME) [= Diary Details
«  [EContact Detalls Add to Address Book|
(= Category & Subject
Fig.eFile.13

1. Send

2. Putin aFile

3. Copy
4. Dispatch
5. Details

6. Movements

7. Edit

o Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

8. Attach File

9. Attach Receipt

e Physical Receipt/Document can be attached with in an Electronic Receipt and Vice-Versa.

e Also, the receipt attached with other receipts can be send to only one user at a time.
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Quick Actions: - There are one useful link given under Created Section of receipt:

+ Delete ()- Deletes the selected receipts, as a result deleted receipt moves to Recycle Bin section of
Receipts.
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Sent
Sent option contains a list of all the receipts that are sent as an outward correspondence.

Step 1: Click on Sent link under the Receipts section to view all the sent receipts. As a result the, Sent Receipts screen
appears as shown in Fig.eFile.14:

Receipts =] | ”Send | View | Copy | Reminder | Handover -- My Sent Receipts -- EI
} Browse & Diarise
U - Lampute; Receipt No. v v Subject v Sender v Sent to v Sent OH'M
+ Physical No On
T SR
* Bectroric 0 E12394  123942013/CHOTAPAL) ¢ Attachments TEAVERAR RAE AL AL TR onk LS oy
Mo 7 DESALCMO(CMRF) 03:29 PM
¥ Inbox 0 PiS24  155214/2013/HSG-TOPANI2  Attachments GPF ADVANCE Adu.Prakashchandra - SUNIL 20913 oy
¢ =
feme @rl ¢ EIS777 LSTT7013/CMO(TAPAL) 4 Attachments ¥R S g don B‘Ejg% c . éé’gg’;& .
} Email Diarisation
d [ B 172570013/CMOTAPAY 4 Attachments aﬁaﬁmi M ng% CHO(CHR) éé’ gg’;ﬁ A
} Create 2 :
SUNLL 12/09/13
(] P155198  155198/2013/CMO(CMRF Attachments : DESALOHO(CHRF) Ooap ~ D)
b Closed AL T Al SUNIL 12/09/13
0 P 16318  16318/2013/CMO(TAPAL Attachments sdia AR 7= BN DESALCHO(CHRF) 03:20 PH * |
b Acknowledaement I Coed .. g '

Fig.eFile.14
Step 2: Select the receipt to which action needs to be performed.
Step 3: A user can perform any of the below mentioned actions:

There are 4 actions provided under Sent Section of receipt as highlighted in the above Fig .eFile.14

1. Send
2. View
3. Copy

4. Reminder

Step 4: While opening a sent Receipt (Physical), below highlighted actions (Fig.eFile.15) can be performed:

Send Copy | | Details ‘lMovemeﬂ l' ;fmﬁ Handower __ sy Seqt Recepts - ;_
[=IReceipt Details

Receipt No : 155237/2013/CMO File No :

From : dsf Designation : dsfs

Main Category : AR matters related to Medical Centre Sub Category :

Address : sdfsd Sent Date : 10/09/13 11:44 AM

Letter Reference No : Letter Date :

Subject : dsfds Enclosures / Remarks:
=IMovement Details
Sent By ~ SentOn ~ Sent To ~ Action ~ Remarks ~ Received On
EOFFICE ADMINISTRATOR,CMO 10/09/13 11:44 AM EQFFICE ADMINISTRATOR,CMO

Fig.eFile.15
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There are 5 actions provided while opening a particular Sent Electronic Receipt (Fig.eFile.16)

i rSend | Copy | Details | Movements |  View Draft | |

Automatic Zoom

Procedure to Install Gemalto Token and Certificate Generation

1. Installation of Gemalto Token Driver
Instaliation of the dniver has to be done for the first ime and only
once.
Download the driver from http://nicca.nic.infhtmi/datakey.htm! for
Gemalto e-Token, from option no. 15.
Unzip the downloaded file and install the driver by double clicking
on Install file
In InstaliShield Wizard you can see the items to be installed in
your machine. Click on Install button to continue.
Click on Next button when prompted.
Click on Install button.
On completion of the installation, click on the Finish button,
An icon by the name SC-SED appears on your Desktop. This will
install Gemalto Token Drivers on your machine.

Initializing Gemalto Token:
* Insert your token in the USB port.
*_Double click on SC-SED i

Send

Copy
3. Details

4. Movements

5. View Draft

[=IReceipt Details

Receipt No: 155128/2013/CMO &3

From: Sumit Agarwal

Main Category - pjanning Comission

Address : Mumbai
Letter

Reference No :

Subject : Test

[=IMovement Details

Appointment and other related matters of

File No :

Designation :

Sub Category :

Sent Date :

Letter Date :

Enclosures /
Remarks:

dd

20/09/13
12:59 PM

Sent By ~ Sent On
EOFFICE

20/09/13 12:59
ADMINISTRATOR,CMO AM

~ Sent To

EOFFICE
ADMINISTRATOR,CMO

~ Action Remarks

Read
On

Fig.eFile.16

Refer to the Actions on Receipts section for details.
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Closed

Closed option contains a list of all the receipts that are marked as closed as shown in Fig.eFile.17:

Re-open @
Receipts =
; & Dia Computer No Receipt No. v File No. v Subject + Closed On v Closing Remarks
} browse & Diarise
+Physica 155237 155237/2013/CMO dsfds 12/09/13 09:55 AM dfgdsqdfgds
T — ‘J 155270 155270/2013/CMO M sdffs 10/09/13 10:33 AM Fie
47153 47153/2013/CMO 6-11012/1/2013-CMO-CMO test 04/09/13 03:29 PM TN
» Inbox
P 134027 124027/2013/CMO G-11012/1/2013-CMO-CMO asd 04/09/13 03:29 PM TN
4 (emo
o 67713 67743/2003/CMO HOU-D6012(10)/1/2013-CMO- CMO-Part(2) eaffice 19/08/13 1143 AM fest
» Email Diarisation
eted 6977 6977(2)/2013/CMO 6-11012/1/2013-CMO-CMO A TFI(TEST RECEIPT) 08/08/13 01:01 PM don
} Lreate
) Sent 4816 4816/2013/CMO A-11011/1/2013-CMO UID BLANK FORM 04/02/13 04:49 PM finish

Fig.eFile.17

To Re-open a Receipt (Physical/ Electronic), user has to perform following steps:

Step 1: Click on Closed link under the Receipts section to view all the closed receipts. As a result the, Closed Receipts
screen appears as shown in Fig.eFile.12a:

Step 2: Select the receipt which needs to be Re-Open by clicking on the highlighted checkbox in Fig.eFile.17.

Step 3: A user can perform below mentioned action on closed receipt:

There is 1 action provided while opening a particular Closed receipt (Physical/Electronic).
(Fig.eFile.17)

1. Reopen: User can re-open the closed receipt anytime by clicking the Re-Open option.
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Acknowledgement

Acknowledgement option contains all the receipts that are diarized by the user for which an acknowledgement can be

generated.
‘ View |[Edit
Receipts =
- Computer No ~ Receipt No.  Subject + Subject Category
» Browse & Diarise D D
. 155270 155270/2013/CMO sdffs ACR related matters
s Physical D
» Electronic v 155129 155129/2013/CMO gPL P Receipt 1001 ACS to CM
155109 155109/2013/CMO sdfdsf FMS
» Inbox
p 155108 155108/2013/CMO XXZXZ All Service matters
+ demo
155036 155036/2013/CMO fdsfdfdf All Accounts related...
» Email Diarisation
155029 155029/2013/CMO Testing Advertisement
» Created
) Sent 154974 154974/2013/CMO Subject must be given more space everywhere it app... All Estates related ...
» Closed ' 150727 150727/2013/CMO test Advertisement
» Acknowledgement I 144584 144584/2013/CMO test Annual Property Retu...
Fig.eFile.18

To acknowledge a Receipt (Physical /Electronic), user has to perform following steps:

Step 1: Click on Acknowledgement link under the Receipts section to view all the receipts that can be
acknowledged. (Fig.eFile.18)

Step 2: Select the receipt on which actions needs to be performed as shown in highlighted checkbox in Fig.eFile.18.

Step 3: A user can perform below mentioned actions on acknowledged receipt:

There are 2 actions provided under Acknowledgement Section of receipt as highlighted (Fig.eFile.18).

1. View: Thislink helps the user to view the details of a selected receipt.
2. Edit: This link helps the user to generate an acknowledgment for the selected receipt.
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Recycle Bin

Recycle Bin option contains list of all the receipts which are deleted from the “Created” section of receipts.

Receipts E ‘
; & Diai v Computer No + Receipt No. v Subject v Subject Categor
» Browse & Diarise
) Physical E 138597 138597/2013/CMO R General 5[
» Electronic b
» Inbox
» demo
» Email Diarisation
p Created
b Sent
» Closed
» Acknowledgemen
» Recycle Bin fep {
Fig.eFile.19

To Restore/Delete a Receipt (Physical or Electronic), user has to perform following steps:

Step 1: Click on Recycle Bin link under the Receipts section to view all the receipts that can be acknowledged.
(Fig.eFile.19)

Step 2: Select the receipt on which actions needs to be performed as shown in highlighted checkbox in Fig.eFile.19.

There are 2 Quick Actions provided under Recycle Bin Section of receipt.

1. Delete (): Permanently deletes the selected Receipt.

5
2. Restore (): The receipts which are deleted from the Created section are restored back.
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Actions on Receipts:

a) Receive: This link helps the user to receive the Physical Receipt. Without receiving the physical receipt user
cannot perform any action on that particular receipt.

b) Send: User can use this option to send the receipt to the intended recipient.
c) Reply: This link helps the user to reply to the sender of the Receipt.

d) Forward: This link helps the user to forward a particular receipt/s to one or more recipients at a time.

e User cannot forward multiple nature receipts i.e. Receipts with Physical nature and Electronic nature
cannot be sent simultaneously.

e) Putin a File: This link helps the user to attach a receipt/s to a concerned file.
If any File is referenced /attached with the receipt then ‘Put in a File’ option will not work. For
that, First user needs to detach the referenced File.

f) View: This link helps the user to list the receipts depending upon its current state. i.e. (Unread, Read,
Physical, Electronic, All).

e Unread - Click the Unread from the dropdown menu to view unread receipts.

Read - Click the Read from the dropdown menu to view read receipts.

Physical - Click the Physical from the dropdown menu to view the Physical nature receipts.

Electronic - Click the Electronic from the dropdown menu to view the Electronic nature receipts.

e ALL - Click the ALL from the dropdown menu to view the All receipts altogether.

g) Move To: This link helps the user to create New Folders and manage Existing Folders.

e My Folders - Click the My Folders link from the dropdown menu to view the Receipt inbox and
its subfolders.

e Manage Folders - Click the Manage Folders link from the dropdown menu to Delete or Edit the
folders created under Receipt Inbox.

e Create New Folder - Click the Create New Folder link from the dropdown menu to create a new
folder

h) Copy: This link helps the user to copy the metadata fields automatically and send it to other eOffice user.
User can edit the metadata fields as per requirement and after clicking the ‘Generate Receipt’ button
a new Receipt no. will be allocated to the copied receipt.

i) Close: This link helps the user to close a receipt.
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e The receipt, in which draft is created and is not dispatched, cannot be closed. For that draft needs to be
dispatched first then the receipt can be closed.

j) Dispatch: Thislink helps the user to Dispatch a receipt.
The user has 2 options after filling the required metadata fields which are ‘Dispatch By Self and ‘Dispatch By
CRU'.

o Ifuser selects ‘Dispatch By Self option, then the physical receipt will be dispatched that same moment
and also the receipts gets closed and moves to ‘Closed’ section of receipt.

o Ifuser selects ‘Dispatch by CRU’ option, a popup appears. Popup contains the list of all the users mapped
with CRU section (if any), Delivery Mode and Remarks.

k) Details: User can use this option to view the details of the generated receipts.
4 additional links will be available on opening Electronic/ Physical receipt:

a) View Draft: User can use this option to view the drafts that are already created.

e View Draft option is available in Electronic Receipts only, as in Physical receipt it is directly dispatched
to the concerned authority or to the CRU section.

b) Movements: User can use this option to track the Movements’ of the receipt which automatically gets
updated as Receipt moves further.

c) Attach File: User can use this option to attach the receipt with the File.
d) Attach Receipt: User can use this option to attach the working receipt/document with the other

Receipt(s)/Document(s) irrespective of the receipt nature. This link is visible when user
opens the receipt from Receipt Inbox/Created.

e) Edit: User can use this option to edit the Metadata fields of the Receipt by Clicking the Edit link (), as a
result the Metadata fields get active.

o Editing of the metadata is possible after every movement of the receipt, except, Received Date,
Diarised Date, Letter Date and Delivery Mode.

Quick Actions: There are some useful Quick Actions in Receipt module for such as:
= Latest Remarks () - Shows latest remark given on any particular receipt.
() - This image shows there is no remark given on any particular receipt.
= Reply ( - It facilitates the user to reply to the sender of the receipt.

* Forward () - Forward a particular receipt to one or more recipient at a time.

=  Delete ()- Deletes the selected receipts, as a result deleted receipt moves to Recycle Bin section of
Receipts.
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Files

AFile is a collection of related records which comprises of Receipts, Noting, Drafts, References, and Linked Files

There are various links available under Files section which is mentioned below:

e Inbox
e C(Created
a. Drafts

b. Completed

e Parked
e C(losed
e Sent

e (Conversions
a. Drafts
b. Completed

e Physical File
a. Create New(Non SFS)
b. Create New (SFS)

e Electronic File
a. Create New(Non SFS)
b. Create New (SFS)

e (reate Part

e Create Volume

e Recycle Bin

Let’s have an introduction about these Links one by one:

Copyright © NIC, 2013




@ffice

A CAGTTAL 'WOR K. FLACE SCLUTION

Inbox

Inbox link contains the list of all the Files that are received/ marked by any eOffice user, as shown in Fig.eFile.20:

wak [ Recewe“ﬂ\ S ] v To [ .. Heratchic Vi Fies i
, Park Fle -
Files v Computer Nov Number » Sender v Sent o + Due Orv Read On v Quick Action
e aropmnon |PORROY g e o - swouam Y O
) sied Porcus menaunoop| |15 STSHPTMKROOPR)  MmmomM - wwnuas 09 ¢
il i comrnnonond TS L e ) s - Wwnase B Y ¢
3 Completed Create Volume
s Darlad
Fig.eFile.20

The steps to view Inbox File are as under:

Step 1: Click on ‘Inbox’ link under the Files section to view all the Inbox Files. As a result the, Inbox Files screen
appears, as shown in Fig.eFile.20.

Step 2: Select the File to which action needs to be performed.

Step 3: A user can perform any of the below mentioned actions:

e  User has to click the File number to view the File. As a result, the user can view the content of File
along with the details. The convention E and P is used to discriminate between Electronic and physical File

respectively.

There are 7 links provided under Inbox section of Files:
1. Receive

2. Reply

e User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back () link. In case, the recipient has opened the File, then it is not possible
to pull back the File.

3.Send
4. View
5. Move To
= My Folders
= Manage Folders

= (Create New Folder

6. Reminder
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7. More
= ParkFile
= Park File history
* C(lose File
= C(Close File History

=  (Create Volume

e Only creator of the File can close the file, no other person has access to close files.

8. Create Volume: This link helps the user to create a new Volume of an existing file. Volume file is created with
the Volume number suffixed adjacent to the file number.

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
= Remarks () - Shows latest Noting that has been done on that particular File.
= Reply () - [t facilitates the user to reply to the sender of the File.

=  Forward () - Forward a particular File to the recipient.

Refer to the Actions on Files section for details.
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There are 11 actions while opening an Electronic file:

1. Noting
=  View By Name
=  View By Date
= View All

2. Correspondence

3. Draft
=  (Create New Draft

=  View Draft

4. References
=  Local Reference
5. Link
= Internal Files
= Referred in Files
6. Details
7. Movements
8. Edit
9. Reply
10. Send
11. Attachment
= File
= Receipt

12. More
= (Close File

= ParkFile

= Park File History
= (lose File History
= Merge Details

Refer to the Electronic Files section for details.
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There are 11 actions while opening a Physical file:

1. Correspondence

2. Link
= Internal Files
= Referred in Files

. Movements

. Details

. Edit

. Reply

. Send

. Dispatch

O© 00 N O U1 B W

. Convert File

10. Attachment

= File
= Receipt
11. More

= C(lose File

= ParkFile

= Park File History
=  (lose File History
= Create Volume

= Merge Files

=  Merge Details

Refer to Physical Files section for Details
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Created

Created files link includes:

e Drafts: The Files whose File numbers has not been generated and kept as draft to work later on.

‘ View |
Receipts ] Piysica
v Subject v Subject Category v Created On v Remarks
Files
W . Eectroric e e JENERAtED arere Assembly master 17/09/13 10:12 AM - XA
y Inbox
v E  Number not generated klklik AICC Gen. Secy. 05/09/13 04:38 PM
e
m E Number not generated iuouioi ACP and other relate. .. 05/09/13 02:06 PM ki X
+ Completed
Fig.eFile.21

The steps to view Drafts file are as under:

Step 1: Click on Created -> Drafts link under the Files section to view all the draft files created. As a
result, Draft Files screen appears, as shown in Fig.eFile.21.

Step 2: Select the File to which action needs to be performed. A user can perform below mentioned
actions:

The actions provided under Drafts Section of file as highlighted in the above Fig .eFile.21
1. View: Click on View option to list the Files (P/E) depending upon its current state.
= Physical- Go to Physical option under View to view all Physical Files.

= Electronic- Go to Electronic option under View to view all Electronic Files.

2. Delete ( ): Click on Delete LI option to delete the selected files.

e The Files in the Draft option can be deleted and sent to Recycle Bin using Delete () link.

Copyright © NIC, 2013




@ffice

Receipts Herarchical Vew My Fies EI

Files [l v D v Subject vSubject Category vCreatedOn v Remarks Quick Action
) Inbox p | BTO0C Htactments 456545 - B LA - ¢

» Created P A — Attachments 456546 - 70913 1 - ¢
s PUM s itachments 4555 - BB - ¢
|v' PR ALUGMIRNO Atachments ety - T - ¢ |
P Fated P BMUABMO Htachments it - 10913 00 AN - ¢

Fig.eFile.22

The steps to view Completed file are as under:

Step 1: Click on Created -> Completed link under the Files section to view all the files whose file number has
been generated. As a result, Completed Files screen appears, as shown in Fig.eFile.22.

Step 2: Select the File to which action needs to be performed as shown in Fig.eFile.22.
There are 3 actions provided under Completed link of Created File Section:
1. View: Click on View option to list the Files (P/E) depending upon its current state.
= Physical- Go to Physical option under View to view all Physical Files.
= Electronic- Go to Electronic option under View to view all Electronic Files.

= All- Go to Electronic option under View to view all the Files.

2. Send: Helps the user to forward a particular File/s to the recipient.

e User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back () link. In case, the recipient has opened the File, then it is not possible
to pull back the File.

3. Create Volume: Helps the user to create a new Volume of an existing file.

Quick Action: There are some useful links given in inbox for Quick Actions such as:

= Forward () - Forward a particular File to the recipient.
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Parked

This contains a list of all the Files that are temporary closed and work will be done later on. Parked files can be made
active at any point of time.

‘ Mark As |
Make Active )
— * Number v Subject + Parking Remarks

v 14974 G6-11012/1/2013-CMO-CMO z REQUIRED

Receipts

Files

» Inbox

p Created
+ Drafts

+ Completed

» Parked

Fig.eFile.23

e Pendency of File will be removed if a particular file is parked.

To make Parked File as Active File, user has to perform the following steps:

Step 1: Click on ‘Parked’ link under the Files section to view all the parked Files. (Fig.eFile.23)
Step 2: Select the File/s to which action needs to be performed.

Step 3: The Action provided under Parked link of File Section:
There is 1 action provided under Parked link of File Section:

1. Mark As: Scroll mouse over ‘Mark As’ Link and click the Make Active option under it.
As a result, the Files become active and move to the File Inbox.
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Closed

Closed link contains a list of Files that are closed as complete work has been done on it already. Closed Files can be
made active at any point of time.

Receipts 3 ake Active

- Number » Subject + Closed on » Closing Remarks
4 20702 B-13012/2/2013-CMO | While sending/forwarding the output of To/Preferre. ., 03/09/13 11:25 AM gh

Files [ |
b Inbox r—
) Created

+ Drafts

» Completed

} Parked
} Closed

Fig.eFile.24

To make Closed File in the Active File, user has to perform the following steps:

Step 1: Click on Closed to view all the closed files.

e Only creator of the File can close the file, no other person has access to close files.

Step 2: Select the File/s to which action needs to be performed as shown in Fig.eFile.24
Step 3: The action provided under Closed link of File Section:

1. Mark As: Scroll mouse over ‘Mark As’ Link and click the Make Active option under it.
As a result, the Files become active and move to the File Inbox.
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Sent

Sent option contains a list of all the Files that are sent as an outward correspondence.

Reoeipts E Handaeer .. | '] -
Fles =) bl —
: ” aitachmants phycd Be MANGESH BUENE sicy comperation - (MTD
Ivals Alacheeots Saced MANGESH SUENE sacy coopecation - (MTD L
mpi Amacheasts phyiacyl e A L KAMBALE PLAN [STRTE PLAN
¥ Fad @ PRI 1NN Amackeseets sidind & HAMBALE PLN [STATE PLAN s
j@ (2 neww  peumsagon Amachmenns et fhe ALCAMSHL VS TUBE DY SeCph Gl
+ Sent =
» Canversng B0 AT Armacheseets phyiecal fhy & & KAMGALE,PLAN [STATE PLAN ot
» Dratts P WSS B-1L37003 TSECHIDLTI-CMD Amachemgnes DY 4.4 KAMEALE PN [STATE LAk i
Fig.eFile.25

The steps to view Sent file are as under:

Step 1: Click on Sent link under the Files section to view all the files that are sent. As a result, Sent Files screen
appears, as shown in Fig.eFile.25

Step 2: Select the File to which action needs to be performed .
There are 3 links provided under Sent section of File:

a) View: Helps the user to list the Files depending upon its current state (Physical, Electronic, Followed Up,
All).

e  Physical-Click the Physical from the dropdown menu to view the Physical Files.

o Electronic-Click the Electronic from the dropdown menu to view the Electronic Files.

e All - Click All to view all the Files.

e User can also Pull back the File from the intended recipient even when the File is in the Inbox of the

recipient, using the Pull Back ( ) link. In case, the recipient has opened the File, then it is not possible to
pull back the File.

b) Create Part: User can use this option to create a Part file of the existing file which is under submission.

o PartFiles cannot be created if the file is already in File inbox.

c) Reminder: Reminder process facilitates the user to set notification for themselves or for other eOffice
users. It can be implied on Files, Receipts and Drafts.
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Conversions

This module contains the Files which are in process of conversion or converted already.

It contains 2 sub modules:
e Drafts
e Completed

Let’s learn these modules one by one:

Drafts: This module contains all the Physical files which are in process of conversion but has not been

converted so far. During the Conversion process if users clicks the ‘Save’ button, then files moves
under this module.

To complete the process of conversion on a draft, user has to perform the following steps:
Step 1: Click on Drafts under Conversions section. As a result following page appears as shown in Fig.eFile.26.

Step 2: Click on the link under File Number to open the draft. As a result the draft file opens up as shown in
Fig.eFile.26.

Receipts ]

Files =)

Computer No.

~ File Number

~ Subject

~ Subject Category

= | 21241 A-15014/1/2013-CM O . test data
b Inbox

b Created

-+ Drafts
+ Completed
¥ Parked

¥ Closed

+ Completed

Fig.eFile.26

Correspondence | Link | Movements | Details | Edit | Send | Attachment | More...
] | | \ | St ‘
Close File

Park File &
SIFile Details \Park File History
Close File History
File Number A-15014/1/2013-CM O ——————— Subject test data
Opening Date 18-09-2013 Merge Details Remarks
Subject Category -
[=ICorrespondences
Receipt/issue No. Type Subject Attached On
[=INoting
Upload Moting

Step 3 Upload

—

@ | Save | Convert

Fig.eFile.27
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Step 3: Under ‘Noting’ section, user can upload a noting document (Fig.eFile.27).
Step 4: There are 8 actions provided after opening a Draft file:
a) Correspondence
b) Link
* Link Files
= Referred In Files
c¢) Movements
d) Details
e) Edit
f) Send
g) Attachment
= File
= Receipt
h) More
* C(losefile
= ParkFile
= C(Close file History
= Park File History

= Merge Details

Step 5: Click on Save button to save the details.
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Completed: This module contains the entry of all files which have already been converted from Physical to
Electronic, as shown in Fig.eFile.28:

Receipts =
Computer No. ~ File Number ~ Subject v Subject Category ~ Converted By v Converted On ~ Remarks v

Files =)
» Inbox (3)
-+ ddd

5539 Created_Now_After Created_Now_After - ALOK PANDEY 20/05/13 12:14 Converted
5475 A/61/2013-CC dsgsg , ALOK PANDEY 10/05/13 11:20 Converted
+time 5474 B/111/2013-CC adsfff " ALOK PANDEY 10/05/13 11:03 Converted
+aa 5460 D-14012/4/2013-CC XZCXCXZ ® ALOK PANDEY 09/05/13 05:04 Converted

- prajendral 5471 ertert ertert AMC & Demand ALOK PANDEY 09/05/13 04:10 Converted

-+ myfolder

-+ prince patel

v

Created

+ Drafts

-+ Completed
» Parked

» Closed

» Sent

» Conversions

+ Drafts

v

Physical File LEGEND u Out Today | | Most Immediate | | Immediate Ordinary

Fig.eFile.28
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Physical File

Physical File option under the Files section helps the user to create a Physical File.

e Create New (SFS): This option creates a physical file with SFS standard i.e. the user can enter File No.
without any restriction or standards.

e C(Create New (Non-SFS): This option creates an Electronic file with Non-SFS standard i.e. the user has to
select the available heads for the nomenclature of File.

To create a new Physical File in Non-SFS mode, user has to perform the following:

Step 1: Open Create New (Non-SFS) by clicking on the option under Physical File as shown in Fig: eFile.29
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As aresult, File Cover Page screen appears, add the File No.
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Fig.eFile.30

Step 2: Enter the necessary details on the File Cover Page. Subject Description is a Mandatory field along with

File no.

Continue Working »

Step 3: After filling the necessary details, click the Continue Working (!
new physical file. As a result file gets created.

) button to create a
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There are 11 actions provided on opening a Physical File.

a) Correspondence: With the help of this feature user can attach physical correspondence/Receipt to the
working File.

b) Link: With the help of this feature user can Link and delink other eFile(s) to the working file.
It contains 2 sub links:
o Internal Files: This sub link helps the user to link/delink any other file from within the Organization.

e Linked In Files: This sub link helps the user to view other Files that are linked from some other
Organization with the working file.

c) Movements: With the help of this feature user can see the movement of a File i.e. the details of all the
users who has worked on it.

d) Details: With the help of this feature user can see the details of a File i.e. total no. of part Files created,
TOC receipt, Dispatch Movement History and Linked Files.

e) Edit: With the help of this feature user can make changes to the cover page of existing running file except
the Basic and corresponding Heads.

f) Reply: With the help of this link user can send a reply to the intended person.
g) Send: With the help of this feature user can send the File to the Recipient.

h) Dispatch: With the help of this feature user can Dispatch the receipt to the Recipient of different Ministries or
Office.

i) Convert File: Helps the user to convert the Physical File to Electronic File only irrespective of the File
location, weather it is attached with a receipt or from the File inbox/Created Section.

j) Attachment: This link facilitates the user to attach other files or receipts with the working File.
k) More Action: With the help of this feature user can Park or Close the working file.
= (Close File: Only creator of the File can close the file, no other person has access to close files.

= Park File: Parked File contains files that are temporary closed and work will be done later on.
= Park File History: Displays the history of the Parked file.

= (Close File History: Displays the history of the closed file.

= Create Volume: With the help of this feature, user can create a new Volume of an existing file.
= Merge Files: This link facilitates the user to merge physical files only. Merged file will be in ‘View only’
mode.
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e User can De-Merge or Merge the Merged File with any other File also by using the ‘De-Merge’ and
‘Merge with Another’ option available respectively under ‘Merge Details’ tab.

= Merge Details
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Electronic File

Electronic File option under the Files section helps the user to create an Electronic File.

e Create New (Non-SFS): This option creates an Electronic file with Non-SFS standard i.e. the user has to
select the available heads for the nomenclature of File.

e Create New (SFS): This option creates an Electronic file with SFS standard ie. the user can enter
File No. without any restriction or standards.

To create a New File user has to perform the following steps:

Step 1: Open Create New (Non-SFS) by clicking on the option from the Left navigation panel under the Electronic
File section, as aresult, File Cover Page screen appears as shown in fig.eFile.31

== Esc |-
l

Work On File Later » Continue Working »

P Step 3.

Fig.eFile.31

Step 2: Enter the necessary details on the File Cover Page. Subject Description is a Mandatory field along with File
No.

Continue Working »
Step 3: After filling the necessary details, click the Continue Working [_) button to create a new
file.
As aresult, file gets created, along with a unique file number based on the selection of heads.
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. ) Waork On File Later > . )
e User can also click the Work on File Later ( sl ) button if want to work on File later on.

And so the file moves to Draft section of Created File link. In this case the unique number of file is not
generated.

There are 14 actions provided on opening an Electronic File:

a)

b)

d)

e)

g)

h)

i)
j)

Noting - Add Note: It facilitates the user to view the noting By Name and By Date or All the noting together.
The user can add Green Note or a Yellow note after creating a file.

e Once the yellow note gets confirmed, noting gets finalized and saved to main Green sheet noting of
File. At a time only one noting is active, either yellow note or Main Green sheet note.

Correspondence: With the help of this feature user can attach correspondence/Receipt to the working File.
Draft: With the help of this feature user can Create New Draft and View existing Drafts in the File.
Reference: With the help of this feature user can attach references corresponding to the working File.
Link: With the help of this feature user can Link and delink other eFile(s) to the working file.
It contains 2 sub links:

o Internal Files: This sub link helps the user to link/delink any other file from within the Organization

e Linked In Files: This sub link helps the user to view other Files that are linked from some other
Organisation with the working file.

Details: With the help of this feature user can view the total number of part files created.

Movements: With the help of this feature user can have a track on the Running File and can view all the
movements.

Edit: With the help of this feature user can make changes to the cover page of existing running file except the
Basic and corresponding Heads.

e  Only the creator of the file has access to ‘Edit’ the Cover page of file. No other eOffice user has access to
it.

Reply: With the help of this link user can send a reply to the intended person.

Send: With the help of this feature user can send the File to the Recipient.

k) Attachment: This link facilitates the user to attach other files or receipts with the working File.

1)

Merge: This link allows the user to check the details whether the file has been previously merged with any
other file (Physical files merged with other files and then converted to Electronic).

m) More: With the help of this feature user can Park or Close the working file.
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= (Close File: Only creator of the File can close the file, no other person has access to close files.

» Park File: Parked File contains files that are temporary closed and work will be done later on.
= Park File History: Displays the history of the Parked file.

= (Close File History: Displays the history of the closed file.

= Merge Details:
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Create Part

The Create Part file option allows the user to create a part file against the file in submission i.e. not residing with the

working user.

To create a part file the user has to perform the following steps:

1. Open Create Part b Create Part |k by clicking on the option from the Left navigation panel under the File

Section. Add File Number or upload the file, a part which is to be created as shown in Fig.eFile.32.

5

| BrowseFie

Fig.eFile.32

2. Enter the necessary details on the File Cover Page. Subject Description is a Mandatory field along with File No.

3. Click on the Create Part ( ) button to create a part file, as a result the part file gets created.
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Create Volume

The Create Volume option allows the user to create a new volume of an existing file which is residing with
him/her in the Draft or Inbox.

To create a Volume of a file the user has to perform the following steps:

Step 1: Open Create Volume by clicking on the option from the Left navigation panel under the File Section. Add
File Number or upload the file, a part which is to be created as shown in Fig.eFile.33.

| BrowseFie

;

Step 3.

>

Fig.eFile.33

Step 2: Enter the necessary details on the File Cover Page. Subject Description is a Mandatory field along with File
Number.

Create Volume »

Step 3: Click on the Create Volume ( ) Link (Fig.eFile.33) to create a Volume, as a result the new

Volume of a file gets created.
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Recycle Bin

Recycle Bin option contains list of all the Files which are deleted from the “Created” section of Files.

There are 2 links provided under Recycle Bin Section of File:

a) Delete (): Permanently deletes the selected File.

b) Restore (): The File which are deleted from the Created section are restored back.
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Actions on Files

There are 7 actions provided in Files:
a) Receive: This link helps the user to receive the Physical file only.

b) Reply: This link helps the user to reply to the sender of the file.

e User can also Pull back the Sent File from the intended recipient even when the File is in the Inbox of

the recipient, using the Pull Back () link. In case, the recipient has opened the File, then it is not possible
to pull back the File.

c) Send: This link helps the user to forward a particular File/s to the recipient.

d) View: This link helps the user to list the Files depending upon its current state. i.e. (Unread, Read,
Physical, Electronic, All)

* Unread - Click the Unread from the dropdown menu to view unread Files.

= Read - Click the Read from the dropdown menu to view read Files.

= Physical - Click the Physical from the dropdown menu to view the Physical Files.

= Electronic - Click the Electronic from the dropdown menu to view the Electronic Files.

= ALL - Click the ALL from the dropdown menu to view the All receipts altogether.

e) Move To: Helps the user to create New Folders and manage Existing Folders.

= My Folders - Click the My Folders link from the dropdown menu to view the File inbox and its
subfolders.

= Manage Folders - Click the Manage Folders link from the dropdown menu to Delete or Edit
folders created under File Inbox.

= Create New Folder- Click the Create New Folder link from the dropdown menu to create a new
folder under File inbox.

f) Reminder

g) More

= ParkFile

= Park File history
* C(lose File

= (lose File History

= (Create Volume: This link helps the user to create a new Volume of an existing file. Volume file is created
with the Volume number suffixed adjacent to the file number.
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e Only creator of the File can close the file, no other person has access to close files.

Quick Actions: - There are some useful links given in inbox for Quick Actions such as:
= Remarks () - Shows latest Noting that has been done on that particular File.
= Reply () - It facilitates the user to reply to the sender of the File.

=  Forward () - Forward a particular File to the recipient.
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Migrate File

With the help of Migrate File user can migrate old files from local system to the eFile application.
Migrate File Link contains 3 sub links:

e Create New

e C(reated

e Folder Options

Let’s learn about these links one by one:
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Create New
This option helps the user to migrate a new file to the eFile application.
To migrate new File, user has to perform the following:
1. Open the Create New by clicking on the option under Migrate File link, as a result, Migrate File Cover page

appears. Add the File No. or click the Browse button to import the file which needs to be migrated as shown in
Fig.eFile.34.

<=

[Croos ) cnoos | cnoosf cnoosd | 2015 | esc_[+]
I

.

Step 3. I

——@

Work On File Later » Continue Working »

Fig.eFile.34

2. Fill all the mandatory fields on cover page such as Description/Subject, Category (Main).

3. Enter the Opening Date.

Continue Working »

4. Click the Continue Working ( to generate new file no.
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Created
This option helps the user to save the file as drafts and can send later on whenever required.

Create option contains 2 sub modules:

e Draft: In Drafts File Number is not generated.
e Completed: In Completed module, File number is generated.

There are 5 links under Completed tab to perform operations:

a) Noting: Itis used to view the mapped noting of the migrated file.
b) Correspondence: Itis used to view the mapped Correspondence of the migrated file.
c) References: Itis used to view the mapped references in the migrated file.

d) Edit: In this all the fields can be modified and saved.
e) Finalize Migration: It requires Diarisation of all Correspondence and Issues being mapped into the
application before finalizing the file.
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Folder Permission

With the help of Folder Permissions, user gets the permission for section required for migration of files.

To provide permission to a user, perform the following:

Step 1: Click the Folder Permissions option under Migrate File link; as a result Permission page appears.

Permission for section to the user for migration

Receipts B 0N ALAM SINGH RAWATFARASH(ALR =
Files [+ 0 items selected Remove all : Add all
Migrate File = up +

» Create New

» Created

Draft
it Step 1.
-+ Completed

M Folder Permissions | I

Dispatch (* Save

Dispatch [+

Save [Clear]

Fig.eFile.35

Step 2: Search the user to provide folder permission and click the Save () button, as shown in the figure

Fig.eFile.36:
Permission for section to the user for migration
To “S|ALKA A KULKARNI [~ |
3 items selected Remove all Add all
¥ ups - | up1 +
¥ up7 - | up3 +
E T — | up2 ES
Save| Clear
Fig.eFile.36
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Dispatch
Dispatch section helps the user to view the issues that has been dispatched by them to the concerned recipient.
There are two links available under Dispatch Section which is mentioned below:
1. Sent
=  Print Envelope
= (Create Reminder

= View Reminder

2. Returned
=  Receive
= Resend

=  View Reminder

Let’s learn these links one by one.

Sent: This module helps the CRU user to view the Sent Issues/Drafts.

o Issued and Sent: Refers to when the DFA has been sent by the CRU section but not dispatched finally
by the CRU section

e Issued and Dispatched: Refers to when the DFA that has been sent to CRU section has been finally
dispatched.

o Issued and Returned: Refers to when the sent DFA has been returned back to the CRU section.

e Final Dispatch can be done only after receiving the Draft/Letter.

There are 3 actions provided under Sent section of Dispatch:
a) Print Envelope: Helps the user to Print the envelope required for final Physical dispatch.
To print the Envelope, user has to perform the following:

1. Select the Sent Issue needs to be printed/dispatched physically and click the ‘Print Envelope’ link, as
shown in Fig.eFile.37:
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Date Range : 11/08/2013 To 09/09/2013
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Fig.eFile.37

As a result new window appears asking for Print Size, as shown in Fig.eFile.38:

e —
Choose Print Size : Envelope #10 VI
Choose Template : | organization

Fig.eFile.38

2. Select the Print Size, Template and click the ‘Print’ (-]) button (Fig.eFile.38), as a result the
issue gets printed.

e Action Link (IQI ) in Quick Actions facilitates the user to track the status of sent DFA.

b) Create Reminder: Helps the user to create the reminder on sent issues.

e The Issue/Draft details and other Communications details cannot be changed while creating a
reminder for an issue.

To create Reminder on sent issues, user has to perform the following:
Step 1: Click on the Sent under Dispatch section.

Step 2: Select the issue for which reminder is to be created.

Step 3: Click the Create Reminder (| Geate REmInder |) link, as shown in Fig.eFile.39:
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Step 4: As a result the Dispatch Draft Details page appears, as shown in Fig.eFile.40.Fill the required

fields and click on Set Reminder button (Fig.eFile.40)

Step 5: As a result,

mentioned fields and click on Save button.
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Reminder Setting window appears, as shown in Fig.eFile.41. Enter the data in the
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Reminder Setting
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€p
Fig.eFile.41

As a result, areminder is created for the selected issue.

To view Reminder on sent issues, user has to perform the following:

Step 1: Click on the Sent under Dispatch section.

View Reminder: Helps the user to view the list of all reminders that were created on sent issues.

Step 2: Select the issue by clicking on the check box on which action needs to be performed.

- —
Step 3: Click the View Reminder ( ) link to view reminder Details as shown in Fig.eFile.42

Date Range : 21/08/2013 To 19/09/2013 —
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Fig.eFile.42

As a result the list of reminders pertaining to the selected issue appears, as shown in Fig.eFile.43.

Copyright © NIC, 2013

|Reminder List Details |
[=zIReminder List
} ; ; . i i Reminder Reminder Reminder
; File Receipt Receipt _Dispatch_ Dispatch _ Dispatched . : :
File No. -~ . - h - - . - ~ Dispatch ~ Dispatch -~ Dispatched ~
Subject No. Subject No Subject On No. subject on
ENS-13/4 ,
2013- Scurity 1/458/2013 Modi é;{gg’g; 1/459/2013  Modi Fl,;mg"'w bz:40
Fig.eFile.43




@ffice

A CAGTTAL 'WOR K. FLACE SCLUTION

e Returned: Contains the list of correspondence(s)/issues that are returned by the CRU/CRU section.
There are 3 actions provided under Returned section of Dispatch:

a. Receive: Helps the user to receive the returned Issue/Correspondence only after which user can edit the
received Document.

b. Resend: Helps the user to resend the returned Issue/Correspondence after required changes (if required)
to the CRU/CRU Section.

¢. View Reminders

Refer to Sent Section in Dispatch module

Quick Actions: - There is one useful link given under Dispatch as:

7

< Action Detail (IEI) - It facilitates the user to view the actions done at that moment on the
Letter/Correspondence received.
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DSC (Digital Signature Certificate)

It is a Digital Signature Certificate used for e-office that has the same legal recognition and validity as handwritten
signatures which implies a process of demonstrating the authenticity of a digital message or document.

There is one link available under DSC section which is mentioned below:

DSC Registration

DSC Registration implies Digital Signature Certificate Registration. eOffice users obtain a Signing Certificate to go
through DSC registration. DSC registration option facilitates the eOffice users for registration using an e-token issued
to them by certificate issuing authorities like Tata Consultancy Services (TCS), National Informatics Centre (NIC),
IDRBT Certifying Authority, SafeScrypt CA Services, Sify Communications, (n) Code

o eOffice USER ID and DSC LOGIN ID are different. Both are required to authenticate the LOG IN process,
if the eOffice user has registered for DSC.

DSC registration can be done either using a DSC card or e-token. User can visit the website http://nicca.nic.in, for
basic information of how to obtain the DSC certificate or e-token, how to obtain the software for DSC certificate or e-
token, how to install them, and finally how to how to initialize the DSC certificate or e-token.

e User has to properly installed drivers for the DSC Smart card and USB Token in the system before
using the DSC authentication or e-token authentication.

Fee structure for the different certificates and the hardware devices involved can be easily obtained by accessing,
http://nicca.nic.in. Under this site, user can easily obtain the detailed information regarding the Certificate’s Fee
Structures, under the Support Link.

e Token involves only a single pen drive device.

After the user has properly enrolled for the DSC certificate or e-token, user has two level of authentication for
accessing the eOffice application. User has to perform series of steps to log into the eOffice application, using e-Token
or DSC card.

For e-Token Enrollment, perform the following steps:

Type the URL of the eOffice application in the address bar of the web browser.

Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.

Type the User id in the User Name text box.

Type the password in the Password text box.

Click the Login button. As a result, the user gets successfully log into the eOffice application.

Plug-In the e-token in your machine/system.

Click the DSC Registration link under the DSC section. As a result, the DSC Enrollment Screen appears.
Click the Signing Certificate link in the DSC Enrollment Screen. As a result, the DSC Enrollment screen
appears. Select the certificate for enrollment.

10. Click the OK button.

11. The Message box appears, displaying the message for successful enrollment of the eOffice user.

12. Click the OK button to complete the process of DSC enrollment.

O 0NN
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For e-Token Authentication, perform the following:

Plug in the e-token device in your system.

Type the URL of the eOffice application in the address bar of the web browser.

Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.

Type the User id in the User Name text box.

Type the Password in the Password text box.

Click the Login button, as a result, the Log On dialog box appears, prompting for password above the DSC
Authentication screen.

No gaswNRE

Fill Details

User Name

Password @ Login

Click to log
in

Fig.eFile.44

Log On to eToken eTOi(e n

Enter eToken password

eToken Name: | Sanjay Singh

Password; | eees|

Fig.eFile.45

8. Type the password in the Password field in the Log On screen. (Fig.eFile.45)

e User can enter the wrong password only 10 times. Thereafter if the wrong password is entered, the
user gets blocked.

9. Click the OK button (Fig.eFile.45). As a result, the user gets log into the eOffice application.
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For DSC Card Enrollment, perform the following:

Type the URL of the eOffice application in the address bar of the web browser.

Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.

Type the User id in the User Name text box.

Type the password in the Password text box.

Click the Login button.

Plug-In the e-token in your machine/system, as a result, the user gets successfully log into the eOffice
application.

Click the DSC Registration link under the DSC section. As a result, the DSC Enrollment Screen appears.

NogawN e

&«

9. Click the Signing Certificate link in the DSC Enrollment Screen. As a result, Enter Pin dialog box appears.

10. Enter the pin in the Enter Pin text box in the Enter PIN dialog box.

11. Click the OK button, as a result, the DSC Enrollment screen appears.

12. Select the certificate for enrollment and click the OK button.

13. The message box appears, displaying the message for successful enrollment of the eOffice user. Click the OK
button to complete the process of DSC enrollment

For DSC Card Authentication, perform the following:

Plug in the DSC card in your system.

Type the URL of the eOffice application in the address bar of the web browser.

Press Enter from the keyboard.

A window appears, displaying the login page for eOffice.

Type the User id in the User Name text box.

Type the password in the Password text box.

Click the Login button. As a result, the Enter PIN dialog box appears.

Type the password in the Enter PIN dialog box and click the OK button. As a result, the user gets logged into
the eOffice application.

O NN
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Reports

Reports are the documents that display the results of some search/experiment based on certain predefined
parameters and filters such as Sent By, Time Period, Department etc.

It contains following 23 types of reports:

Reports under Files Section

e Register: Displays a list of files that are registered/ diarised.
¢ Forwarded: Displays a list of files that have been forwarded.
¢ Received: Displays a list of files that have been received.

e Parked Files: Displays a list of files that have been parked.

e Closed Files: Displays a list of files that have been closed.

Reports under Receipts Section

e Diary: Displays a list of receipts that have been diarised.

¢ Received: Displays a list of receipts that have been diarised.

¢ Receipt Category: Displays a list of receipts that have been received Category-wise.
e VIP Details: Displays a list of receipts based upon VIP Details.

e Closed Receipts: Displays a list of receipts that have been closed.

Departmental Summary

This selection generates a PDF report that contains a list of all the Receipts and Files that has been Created,
Received, Sent, Parked, Closed or Pending.

My Files Pending With Others

Displays a list of pending files lying with other users.
Dispatch (Section-wise)

This selection generates a PDF report that contains a list of all the Letters which has been dispatched by the
section between two specified dates.

Revenue Report

This selection generates a PDF report that contains a list of the revenue that has been spent in the section(s) for
dispatch.

Receipts Forwarded by Section

This selection generates a PDF report that contains a list of all the Receipts that has been Forwarded by a section

within a particular Time Duration.
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Pendency Report (File/ Receipt)

This selection generates PDF Report of Files/Receipts which are in pendency.

Month Wise

Under this section the reports are generated based on Month-wise data.
Month-wise Files Received: Displays a list of files received in the particular month.
Month-wise Files Forwarded: Displays a list of files forwarded in the particular month.
Month-wise Receipts Created: Displays a list of receipts created in the particular month.
Month-wise Receipts Received: Displays a list of receipts received in the particular month.

Month-wise Receipts Forwarded: Displays a list of receipts forwarded in the particular month.

File Summary Report

This section displays a Summary report of all the actions performed on various Files, Department-wise
(segregated by Sections of the selected Department) within a particular Time Duration.

Receipt Summary Report

This section displays a Summary report of all the actions performed on various Receipts, Department-wise
(segregated by Sections of the selected Department) within a particular Time Duration.

File Pendency Report

This section displays a report on all the Pending/ Parked Files, Department-wise (segregated by Sections of the
selected Department) within a particular Time Duration.

PUC Pendency Report

This section displays a report on all the Pending/ Parked Receipts, Department-wise (segregated by Sections of
the selected Department) within a particular Time Duration.
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Settings
This section helps the user to change the preferences/settings in eFile application.
The Setting section incorporates 4 modules:

a) Preferences

b) Address Book

c) User Groups

d) Deactivate DSC

Let’s have an introduction about these modules one by one:

Preferences: This module facilitates the user to change the user requirement general preferences and
customize as per requirement. Preferences module is partitioned among different sections like:

i. General Settings : It helps the user to modify the General Settings like:
= Max # of records/page: Refers to numbers of records that listed in a page

= Auto Save Duration: Refers to set mode into Auto save while making any note in eFile
Application.

= Flash Animations: Refers to if users prefers Flash animation in eFile application or not.
ii. Alert Settings: It helps the user to set alerts on Mobile, Email or both.

iii. List View Settings: It helps the user to change the default view mode of Files/Receipts. User can set
it to Electronic view, physical view or Default view which comprises of both.

iv. DSC Settings: It helps the user to view the current status of DSC installed to his/her account (if any).

v. Customize your settings: It helps the user to customize the DSC setting as per requirement.
User can set it to Authentication mode, signing mode or both which
comprises of Authentication and signing of DSC.
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To change the settings, user has to perform the following steps:

1. Click the Preferences Link under Settings section, as a result, Preferences page appears.

|
Receipts (+] =
= General Settings

Files £ Max # of records/page Choose One EI
Migrate File + 5 57
Auto Save Duration(In Sec) 3 Flash Animation No E]
= &
EEE = Alert Settings
Dispatch # _ _
© Email © smMs © Both @ None
DSC (£}

Reports

I I List View Settings

Settings = Mode | Default B3
» Address Book Sicope [Defauk El
» User Groups DSC Settings

» Deactivate DSC Current Status

» Change Password

I Customise your Settings |

Notification = ] ] )
| ) Authentication “ Signing "~ Both

|Tm ]

Fig.eFile.46

2. User can change the General Settings, Alert settings or List View Settings as per requirement.

3. Click the Save (] Button to save the altered changes.

Address Book: This module facilitates the user to create the group and add new contact/user into that group
which helps the user while diarizing of a correspondence.

"

[ — I All Contacts :
Receipts = Add New Group |Add New Contact”Delete COMact] widto ¢ | chooss ore El Search :
Files & Show All Contacts B ~ Email-1D ~ Group v
Migrate File ] Groups v 2 ] 77 Singh nic@nic.com 5555,ramesh,AMIT SAINI 007

— ramesh “ =] a a@a.com 5555,ramesh, AMIT SAINI 007
Dispatch =
pranav i | @ a a@a.com 5555,ramesh,AMIT SAINI 007
Di + e
Sl & ok i | ] A test@AA.com 5555
L2 = Kalra i | a LYY 5555 ramesh,pranav,AMIT SAINI 007
Reports ) I hfghfah \1 1 B AAA AAA@AA.com ramesh,AMIT SAINI 007
s
Settings hfahfahfe “ ] AAA AAA@AAA.com 5555
AMIT SAINI 007 \i [} AAA AAA@AA.com 5555,ramesh,pranav,AMIT SAINI 007
Amit Saini ‘-‘ [ 33aaa ramesh,pranav,AMIT SAINI 007
» User Groups a7 \ii L @] 33aaa
» Deactivate DSC a6 \1 <<<12345678910>>>
» Change Password =
9 24 1
Notification = a3 i

Fig.eFile.47

Copyright © NIC, 20




@ffice

A CAGTTAL 'WOR K. FLACE SCLUTION

User Groups: This module facilitates the user to create a group and add user list to that created group which
helps the user while sending a Receipt/File to list of selected users or to a group which
comprises of contained user list.

To create User Group and add users to the group, user has to perform the following steps:

1. Click the User Groups Link under Settings section.

| Create Group
Receipts (B3]
w Description
Files (B3]
d
Migrate File +)
Dispatch (+
Dispatch (=
DSC [#]
Reports [+ I
Settings =
» Prefere
» Address Bw
»| U
» Deactivate DSC
» Change Password

Fig.eFile.48
2. Click the Create Group button, as a result new window appears.
3. Enter the Group name and description (if any), click the Create button. As a result, a new group is created.
Now to add users to the created group:
1. Click the Group in which user is required to be added up.

2. Select the users from the list which needs to be added up in the selected group and click the Save button. As a
result, the user gets added up in the selected group.

Deactivate DSC: User can delete the DSC enrollment through Delete link and for Activation link Activate can
be used.
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Transfer: Only Admin has access to this module. In case, an employee is transferred, Admin can transfer his/her
data (Files/ Receipts) from his/ her account to any other particular employee’s account. Then onwards

the transferred data will be worked upon and handled by that employee.

To Transfer the data, Admin has to perform the following steps:

1. Click the Transfer Link under Settings section, as shown in Fig.eFile.49.

= Transfer Initiated

Receipts (3]

8. No.
Files =
1
Migrate File = >
Dispatch (E3) 3
Dispatch = 4
DSC = . 2
. 3
Reports =)
l7
Settings =

» Preferences
» Address Book
» User Groups

» Deactivate DSC

» Change Password

~ Employee Code

1

NOP00004
NOP00027
NOP00003
GAO00023
GAOD0005
NOP00037
GAOD0016
GA0C00018
NOP000O0S
NNPO0007
NOP000S7
NOP000SS
GAO00013
NOP00023

NOPO00S50

¥ Employee Name
eOffice Administrator
A NALLASAMY
AJAY KUMAR
ALKA A KULKARNI
ALOK PANDEY
ALOK KUMAR
ANAND SINGH RANA
APPASANI SRI RAMACHANDRA
ARJUN RAM TAMTA
ARSHAD MEHMOOD NANDAN
ARVIND SINGH NEGI
ASHIM KUMAR DEBNATH
ASHOK KUMAR
ASHISH VACHHANI
BALAM SINGH RAWAT

BALBIR SINGH RAWAT

~ Quick Action

Initiate Transfer -

itiate Transfer -
Transfer -

ate Transfer -

eOffice Administrator
A NALLASAMY

AJAY KUMAR

ALKA A KULKARNI

nitiate Transfer -

ALOK PANDEY

Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -
Initiate Transfer -

Initiate Transfer -

ALOK KUMAR

ANAND SINGH RANA
APPASANI SRI RAMACHANDRA
ARJUN RAM TAMTA

ARSHAD MEHMOOD NANDAN
ARVIND SINGH NEGI

ASHIM KUMAR DEBNATH
ASHOK KUMAR

ASHISH VACHHANI

BALAM SINGH RAWAT
BALBIR SINGH RAWAT

2. Click the Initiate Transfer link against the Employee Name, whose transfer has been initiated and his data is

to be transferred.

Fig.eFile.49

As a result Transfer Details page appears, as shown in Fig.eFile.50:

[=I Transfer Details

Transfer : |File V. Transfer From : |ALOK PANDEY - CC -- SR. PROGRAMMER Transfer To : [ALKA A KULKARNI--LI(AAK)--COMPUTER CENTRE X |
i ; 4 ; ;
Year 13 l ] Subject |
Computer No. \ ] Opening Date | ‘Eﬂ To| ‘Eﬂ
Step 3. )
File No. l
\Choose one V|
}Choose One V|
| Transfer
Computer No File No
5667 D-16015/4/2013-CC
5669 E-13/6/2013-CC
Fig.eFile.50

3. Enter details to filter search for the Data (Files/ Receipts) under selected employee, to be transferred to

another employee.

Submit
4. Click on button.
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5. Select the data to be transferred by clicking on the check boxes pertaining to the files/ receipts.

6. Enter the employees name in Transfer To, to whom the data is to be transferred.

Transfer

7. Click on Transfer button.
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Search

Search section helps the user to search the File(s)/Receipt(s) or any Dispatched issue from within the section/
Organisation/ application.

There are basically 2 different types of search that user can perform:

e  Module search
e Advanced Search

Let’s learn about these types one by one:

Module Search
This type of search allows the user to search the Receipt/File /Dispatch from within the application module only.

For example - To find any receipt lying under Receipt inbox, user first has to select Receipt Inbox module and
then can search for that particular receipt. If in case user has selected Receipt inbox module and searching any File
or any receipt which is not in receipt inbox, then Module Search won’t allow the user to give the required result.

For module search process, perform the following:
Step 1: Select the application module from which the user want to search, as shown in Fig.eFile.51:

Receipts
» Brovse

» Physica

+ Electroni

[ » Inbox (7) ]

» Emalil Diarisation
» Created

» Sent

» Closed

» Acknowledgemant

» Recycle 8in

Files =

Migrate File =)
Dispatch (£
Dispatch =
DSsC =
Reports =
Settings (3]
Fig.eFile.51

Step 2: Type the receipt number in Module search field which user want to search, as we have chosen Receipt

Inbox module, and click the Search (IZI) button.
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Hierarchical View 7hgy7Rt<c-:;u B
v Sent On vDyeOn ~ Quick Action
18/12/12 10:30 - w9 &
18/12/12 10:23 - B &
Fig.eFile.52

As aresult, Search result appears.

o Ifthe searched receipt/File is not received electronically, then user first need to receive it or else user
can open the Receipt/File from there itself and can perform any action on it.
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Advance Search

This type of search allows the user to search the Receipt/File/Dispatch from within the application,
Section wise or globally (within Organisation).

Advance Search module is divided into 3 types of search:

a) Section wise search:
b) Global Search:

Let’s Learn about these submodules one by one:

a) Section wise search: This search helps the user to find any receipt/file /dispatch from within the section
to which the user lies in. User don’t have access to the receipts and files that lie
under other sections.

b) Global Search: This search helps the user to find any receipt/file/dispatch that lies within the
Organisation i.e. the scope of search is global.
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Search - Actions

It helps the user to perform various actions on Receipt(s)/ File(s)/ Dispatch. This can be accessed by right clicking
the Search Results.

Following actions can be performed on Search Results:
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On Receipts
Receipts Inbox and Created
= Details: Helps the user to view the metadata details and the movements of that receipt.
= Send: Helps the user to forward the receipt to other eOffice user.
= Putin a File: Helps the user to attach the receipt to a concerned file
= Dispatch: Helps the user to dispatch the Letter.
Receipts Sent

= Details: Helps the user to view the metadata details and the movements of that receipt.

Receipts with other user

= Details: Helps the user to view the metadata details and the movements of that Receipt.
= Pull Up: Helps the user to force receive the Receipt from other e-Office user.

e No action can be performed on Receipts which are attached with a File.

Actions on Closed Receipts
= Reopen: This action helps the user to reopen the closed receipts.

On Files
File Inbox and Created

= Details: Helps the user to view the metadata details and the movements of that File.
= Send: Helps the user to forward the File to other eOffice user.

File with other user

= Details: Helps the user to view the metadata details and the movements of that File.
= Pull Up: Helps the user to force receive the File from other eOffice user.

Actions on Parked Files
= Details: This action helps the user to view the details of the parked file.

= Make Active: This action helps the user to make the parked file active.

Actions on Closed Files
= Reopen: This action helps the user to reopen the closed file.

File Closed

= Reopen: Helps the user to make the File active.

e No action can be performed on Files which are attached with a Receipt.
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On Issued Dispatch

Issued & Dispatched: This includes dispatch done by the user finally.

= Details: Helps the user to view the details of the issued dispatch.
» View Reminders: Helps the user to view the reminder list of that selected dispatched issue.

Issued & Sent: This includes dispatch done by the user to the CRU.
= Details: Helps the user to view the details of the issued dispatch to the CRU.
Issued & Returned: This includes dispatch returned by CRU to the user.
= Details: Helps the user to view the details of the issued dispatch to the CRU.
= Receive: User need to accept the issue returned by CRU.
= Resend: User can resend the dispatch after receiving the issue.

Dispatch by other users

= Details: Helps the user to view the metadata details of the issued dispatch.

Actions on Notification
= Self Reminder: [t contains all the reminders/notification that has been set by the user for themselves or
for other eOffice users.
= Reminder Received: It contains all the reminders/notification that has been set by other eOffice users.
User can further mark the received reminder as ‘Mark as Read’ or even can ‘Delete’ the reminder.
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