
 

 



Objective of eFile 
 The eOffice product pioneered by National Informatics Centre 

(NIC) aims to support governance by using more effective and 
transparent inter and intra-government processes.  

 eFile, an application of eOffice is a system designed for the 
Government to enable a paperless office by scanning, registering 
and routing the inward correspondences along with creation of 
file, noting, referencing, correspondence attachment, draft for 
approvals, movement and tracking of files as well as receipts and 
finally the archival of records.  

 Simplify decision making, as all the required information is 
available at a single point.  

 Creates a paperless office, with increased transparency, efficiency 
and accountability of the organization.  

 To keep track of receipt and dispatch of all the official documents 
and letters with transparency. 
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Quick Decision 
Making and Faster 

Delivery of Services 

Security and 
Integrity 

Accountability and 
Transparency 

Environment 
Friendly  

and Go Green 
Initiative  

Always available 
Files never be lost 

and stored for 
perpetuity 

• Access of Files Any Where Any Time 
• Movement of files in real time irrespective of geographical locations 
• Set due dates and reminders. The sender of a document can request the receiver 

to respond by a certain date and also trigger  reminders before and after the due 
date. 

• Once converted to electronic form, the system ensures that receipts are ‘sent’ 
and ‘delivered’ securely.  

• Digital signatures are used to authenticate users.  
• Files are maintained electronically in a secure central repository (Cloud). 
• Deleting/replacing the notings or tearing of files etc can not be even thought of 

• eFile provides users the facility to search files based on recipient, subject, and 
other keywords. 

• Citizens can track the papers they have submitted to an office.  
• Pendency Monitoring . 

• Tonnes of papers are saved which in turn saves trees 
• Infrastructure like Printers, Cartridges, Cupboards, Office Spaces are also saved 
• Saving on Account of travel for transporting of files from one location to other 
• Unicode Compliant – Support for Local Language 

• Natural Storms, Corona, floods but Government functioning is not at all 
impacted 

• Officials could work on their files seamlessly, in secured & safe manner from 
offices/homes 

• Transform the government work culture and ethics 



eFile 



Pre-Requistites eFile 
 eFile can be used only in secured network like SWAN, NICNET. 

 User department may kindly note that GOV/NIC Email IDs through 
Parichay (Single Sign-on) can also be used for login and authenticate 
into eFile instance.  

 User department can apply for the same by filling the Single/ Bulk 
Subscription Form available online at https://eforms.nic.in/ with 
online approval from their departmenttal Nodal Officer and further 
submitting it to their NIC eMail Coordinator. 

 It is recommended that name based email IDs may be prepared for all 
eOffice users rather than designation based. 

 Digital Signature Certificates (DSC) Class-2 or above with Signing 
Certificate will be required for signing of noting and drafts in 
electronic files. 

 For procurement of DSC, user department may kindly refer to 
http://www.cca.gov.in/faq.html . 
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 Department will Nominate a Nodal Officer for eFile and will identify 
and prepare expected no. of users along with the organization chart.  

 Nodal officer will prepare the Employee Master Details (EMD) on 
the available template. 

 Nodal Officer will prepare in available File head template for all 
offices and sections within the department . 

 Nodal Officer  will nominate one employee as a Local Admin for 
eFile . 

 The Local Admin will be responsible for all master entry related to 
Employee and File, User Role  mapping, Employee Transfer , 
Employee Retirement etc. 

 

 

 



eFile Process 



How to access eFile 

Open any Browser (Mozilla Firefox/ 
Microsoft Edge/ Google Chrome). 

 Enter URL for e.g.  

https://eoffice-uttarakhand.gov.in 

 For those users who are not accessing 
through secure network can apply for VPN 
(Virtual Private Network) through 
https://eforms.nic.in 
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Login to eFile 

 



 



eFile Home Page 

 



 

You can change 
Label Language from 
here 

Your Name and 
Designation will show here  

Receipt 
Section 

File Section 



Receipt Section 



Register a Receipt 

1- Click On 

Electronic 

2- Click on upload 

and upload scan 

copy in PDF form 

with size<=20 MB 



Fill Details about DAK / 
Letter and its sender 

1. Generate- Receipt will be 
generate and later we can 
send to concern 
2. Generate & Send- Receipt 
will generate and 
immediately send to concern 



Forwarding or Marking a receipt to another user 

 

Click 
on Send 

Click on 
Send 



Forwarding or Marking Receipt 

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

If necessary, you 
may assign Due 

date, Action, 
Priority to the 

receipt.  



Receipt Folders 

 
INBOX 

CREATED 
SENT 



• The Created Folder displays the list of all generated 
Receipts that are not yet Marked/Send. 

• The Receipt Inbox Folder 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.  

• The Sent  Folder displays the list of receipts sent/ 
forwarded by the user to other users in the system.  

• Only main Receipts available in Inbox/Created list can be 
edited to update some details/fields with additional or 
correct information. 

 



Put a Receipt inside 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.  

 Select and Click open receipt, from receipt Inbox or 
Created folder. 



 



To put the receipt in an existing file already available with you, In the 
pop-up window, select (3) or search the file from list displayed. 
Provide mandatory Remarks (4). Click Attach (5). 

 



To Put the receipt in a new file, Click Create File (3) in Put in 
File pop-up window and fill up all the necessary fields. 

 





 



FILE 



CREATED File List 
The Created List of Files displays Files that are Created and not yet 
forwarded. User can Click Created link under file module to view Created 
File listing. 



INBOX File List 
• 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. 

• Inbox list displays record of Files that have been marked to the logged in 
user. 

• File inner page can be viewed by clicking on File Number. 

 



FILE Inner Page 
File Inner pages displays Nature of File, Computer No., File No., Subject, 
Noting Panel, Correspondence panel and various menus to work on file.  



Actions on Noting (Left) Panel 

 



Actions on Correspondence (Right) Panel 



Noting And Its Type 

 Once the Green Note is sent in a 
file, it Can’t be changed, 
overwritten or deleted. 

 It will be Published on Noting side 
with Sender’s details. 

 It is always Auto Saved. 

 If Pulled Back by Sender, Green 
Note is then editable (only if not 
digitally signed). 

 Green note means note is approved 
. 

Noting 

Green Note Yellow Note 

• It is advised to create yellow note first. 

• It is a draft noting, which is not published 
Until confirmed. 

• After Writing the Yellow Note we have three 
options available:- 

Edit: - Edit the Yellow Note. 

Discard: - Discard the Yellow Note. 

Confirm - Confirm the Yellow Note. 

• Once the yellow note gets confirmed, noting 
is finalized and saved to main Green Noting. 

• Need to save, before sending. 

• Yellow notes cannot be digitally signed. 



Refer a Previous Note or Pragraph 
Scenario 1 

• Selects content in Green Noting/Yellow Noting in text editor. 

• 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. 



Scenario 2 

• Select content in Green Noting/Yellow Noting in text editor. 

• Click the Referencing icon 

• Select Note No. and subsequent Paragraph using Drop down list. 

• Clicks OK to refer to specific Note or Paragraph of previous noting. 



Refer a Correspondence 
Scenario 1 

• Selects content in Green Noting/Yellow Noting in text editor. 

• Open Recent or All correspondence in Right Panel of File inner page. 

• Right click correspondence page (to be referenced) and selects „Refer this Page‟ option 
from context menu. 



Scenario 2 

• Select content in Green Noting/Yellow Noting in text editor. 

• Click the Referencing icon. 

• Enters page number of correspondences that is to be referred. 

• Clicks OK to refer to specific page of Correspondence 

• 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. 



Add Correspondence to a FILE 
• User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/ Inbox Folder/ 

Created/ Parked through following process. 

• Click ToC menu (1) from Action Menu Dropdown list in the right panel of file inner page. 

• Click Add Receipt (2) action button. 



• Select receipt (3) from year wise sorted list of Electronic Receipt. 

• Provide mandatory Remark (4). 

• Click Attach (5) to attach selected receipt in File. 

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



Create Draft (DFA) 
There can be three different nature of Draft that can be created. 

 New Fresh Draft 

 Reply Draft 

 Reminder Daft 

 



 

Matter  
Type, Copy and 

Paste 

Select from pre-defined 
draft template or Upload 

a file (PDF or Word 
Document Only upto 25 

MB)  



• Approve link will be available to only those Officials having Approving right. 

• The Officials either can now edit it further or can directly approve. Once the 
Draft is approved, it will be converted into PDF, which cannot be edited further. 

• ‘Enable Multi Sign’ allows multiple users to digitally sign on the same approved 
draft 



Approve Draft 



Signing Draft 
• Only Approved drafts in the Drafts List can be digitally signed. 

• Multi Sign – A draft can be signed multiple times if ‘Enable Multi Sign’ is 
checked. 

• A draft enabled with Multi Sign feature cannot be Ink signed. 



DSC Signing Options 

1. To Sign at default location 

•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. 
•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. 

Enter the PIN for 
DSC. 

Click ‘OK’ to DSC 
sign the approved 

draft. 



2. To Sign at the location of your choice 

 

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

•Click ‘Sign’ in Custom Sign pop-up window. 

•Enter PIN for DSC. 

•Click ‘OK’ to DSC sign the approved draft. 

•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. 

 



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. 

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



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’. 



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”.) 



View Draft List 
 File containing the drafts must be in Created/Inbox/ Parked/Closed folders. 

 File must have drafts in DFA/Approved/Sign Pending/Signed State. 

 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. 



Send Files 
 This feature allows user to forward Files to other users from 

Inbox/Created List. 

 Select files or Click open a file from Inbox/Inbox Folder or Created list. 
Click Send menu 

 



 Select user in To field (Select the user from segregated employee List 
using any of “All” , “Recent5”, “In Channel”, “Sub-ordinates”, “Send Back” 
and “Reporting Officer”). 

 Click Send to forward file. 

 



File Folders 
The File Inbox is the list of Files submitted/marked to a user. The Files in 
Inbox are in active state pending for user’s necessary action for its disposal. 



File Sent List 
The Sent box displays the list of Files (Electronic) sent/forwarded by the user 
to other users in the system. 
The following actions that can be performed on the list of Sent Files – 

• Create Part 
• Pull Back 
• Initiate Action 



Create Part File 
• This feature allows user to create Part File of Main file whenever 

required. 

• Only users of Dealing Section can create the part file of the main file. 



• Select File and click 
Submit button. 

• click Create Part button 
to create part file.  
 



File Pull Back 
• This feature allows user to create Part File of Main file whenever 

required. 

• Only users of Dealing Section can create the part file of the main file. 



Closing of File 
• This feature is Role Based. User with Role Closing and Role Approver can 

directly Close the File from Inbox/Created List. 

• 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. 



Park Files 
यह सुविधा फाइऱ इनबॉक्स की उन फाइऱों को ऩाकक  करने के लऱए 

आिश्यक है जिन ऩर उऩयोगकर्ाक को एक लनजिर् अिलध के बाद 
कारकिाई करने की आिश्यकर्ा होर्ी है। 

फाइऱ इनबॉक्स/इनबॉक्स फोल्डर सूची में चेकबॉक्स का उऩयोग 
करके फाइऱें चुनें या इनबॉक्स से फाइऱ खोऱें ऩर जक्ऱक करें। 



ऩाकक  की गई फाइऱों को अनऩाकक  ककया िा सकर्ा है, फाइऱों का 
चयन करने के बाद अनऩाकक  मेनू ऩर जक्ऱक करें। 

मुख्य फाइऱ इनबॉक्स में मौिूद होनी चाकहए। 



Print/Download File 
 User must have assigned Role_DOWNLOADER. 

 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. 
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