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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.




Built on Open Source
Software Stack

Generic Design :
Single Product for
Government at all levels

Based on Central
Secretariat Manual of
eOffice Procedure
(CSMeOP), DARPG, Gol

Fast Tracking
Government Decision Making

Enhances Efficiency,
Transparency, &
Accountability

Promotes less paper
office with greater
collaboration and
knowledge sharing




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




~_eOffice | eFile — Main modules Key features

Search

Setting Due
Dates

e-File
Movement

eElectronic diarization of
inward letters and files.

eElectronic Movement of
receipts and files with Digital

Signature

eCreation of Drafts for approval
and final issue

eDispatch of letters

eSetting Due Dates and
Reminders

eQueries and Reports

e Migration Module




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.



First receiver scans |l Browse Enter System creates Send eReceipt to

inward receipt/letter = & =) MetaData =  sequential DiaryNo. =y concerned
& storesin local clientll Upload [ (Diarization) for eReceipt user/Put in eFile

—

Create a new eFile Put in existing eFile

l

Enter Meta Data

l

System creates an eFile No.

Decisions recorded |l eFile moves through [l Digitally Sign - [l Open eFile & Start Noting, Create Draft/
& Approved Draft/ M the Channel of (DSC/eSign) Edit Draft/Approve Draft/Issue Draft,
letter dispatched W Submissioninthe W &Sendefile W  Referencing to Notings, Drafts &
by post/email system to next user Correspondence within efile




oW 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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A PARICHAY OFFICIAL PAG

?ARICHAY

Singie, Sampbfied, Sofr

Please enter details to proceed

Next

Forqot Password

JOURAG YIDLIWOD

SabkaPrayas '

Tip of the day

Keep changing your Password often and make them complex and not
quessable.

6
a»

Panchay Authenticator and Kavach should be downloaded only from authentic

platforms

Extend 1D Update Mobde &

(Retired Officers) Profile

SLIISAY TIMTANNS I0) DACEM Bogy |

IVAG VIDHIWAD

Sabka Prayas

of the day

hanging your Password often
ble.




e Login with the same credentials used for login to NIC mail. Press the next button

In the next screen select OTP on Mobile as 24 Step Authentication.

?ARICHAY 2l
& Tarichay

Two Step Authentication

Select OTP on Mokile and Cick Next Two Step Authentication

I G OT? on Mabie

Select OTP on Mobile and Click ‘Next’

I E] OTP on Mabile

73 ' Uy

== ?ARlCHAY

OTPFP Authentication

T Show TP
Don't asik me agaimn o tThis Dewvice




- eFile Home Page

o After successtul login it will be directed to the e-Office Home page.

N1 - P I Fal . -

€ eOffice Services

File Management System

[Quutl of the weekk * To succeed in your missit

‘ -

- € e ¥ice Services

s S » Knowledge Management System
iy ciocone ) eFile MIS Reports

= s » Employee Master Details

= - » Leave Management System

® » Leave MIS Reports

. » Tour Management System
Employee Corner .
» Personnel Information Management System

» Superannuation

o Click on e-file/File Management System. This will open your Files inbox
module.
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ADIGITAL WORKPLACE SOLUTION

% DASHBOARD ~ View RECEIPT ~ Create» Inbox Sent Advance Search FILE Create QLW Sent  Advance Search ISSUE Sent Returned  ArwvanceSez )

Receive  Send  SendBacl. MoveTow CreateVolume Create Part o Search Here... v FileView(SELF) @
Ha \@ .I Comp. No. 1} | File No. .M Sent By SentOnt) ReadOnt]  DueOntl Remarks I

m L RecoraNeound
il

[

You can chdqnge
Label Language from
here

=

Your/Name and
Designation will show here

-»>

] ¢
Receipt
Section

File Section




= t Section
eOffice -File

A DIGITAL WORKEPLACE SOLUTROM

| . RECEIPT Create » Inbox Sent Advance Search
Receipt

ck Move To - Create Volime Create Part Park

Created

Sent

Initiated Actions
Acknowledgement

Closed

Receipt Section



- Register aReceipt

efﬁCe efile 735 ‘ 0 n Ravir;:;llch:l:qn;;;)]nshi

A OIGETA SCLUTION

ESIGN  Registration DASHBOARD View RECEIPT Inbox  Sent  Advance Search ALE  Create Inbox Sent  Advance Search ISSUE  Sent Returned  Advance Search

k ] Palf Only <= 20 ME * .
% Receipt Upload & e B} Nature Details

@® Electronic () Physical
Browse & Diarise v

. 0 X
e pen b Forms Of Communications * Language
. N B | Letter X | ¥ | English LB
4 ‘ + ThisPC » Downloads » 4 Search Downloads n
Letter Date Letter Ref. No.
Organize *  New folder =+ [ o B | ddmmiyyy @
- Mode Number Sender Type
modified Type " x| v Chase One v
Created
o v
sent 2-00-20230248PM  Filefolder
Initiated Actions &l Documents & ¥ Last WECK _I
ps Add to Address Book
Pidus 4 M 16-00-20230138PM  Adobe AcrobatD.. £ Address Boa
Acknowledgement R R ) )
CUET @ £81039108396872 16-09-2023 1219 PM Adobe Acrobat D...
d m Kaagaz_20230606_173307853796 13-09-2023 03:38 PM Adobe Acrobat D... a
ocument .
s @ 1427598218 2-08-2023 02:33 PM Adobe Acrobat D... Designation
Closed T GeM-Bidding-463646 11-09-2023 02:37 PM Adobe Acrobat D... ' OR
Manoj o
~ Earlier this month (4)
@ OneDrive ! AE_N0LINI3 5 A
g @ Resources Person Details 06-09-2023 02:43 PM Adobe Acrobat D... Email
Ha File [ ThisPC m Schedule Adobe Acrobat D...
m RFP HIGH-COURT-Streaming-04-09-2023 (1) Adobe Acrobat D...
& Dispatch o Network 8 s10-2017-23-7-203 Adobe AcrobatD... v
L4 b 4
{} File namel | D ighCourt National Code\PS-details p | Adobe Acrobat Document »
B Ile namey| D:\HighCourt\National Code'\P5-details, v obe Acrobat Documen v
by Received Letters : ° State City/District
Cancel ¥ v | (ChooseOne v
LE Notification T Landline Fax
2l
&l Migrate File .
e Jh, Category & Subject
7 Main Category * Sub Category
El' Register for Signing Choose One v (hoose One v
Subject”
Setti Subject
ettin,
B #~

Enclnzura! Remarks

= s _ﬁtﬁé%na]fzjecﬂﬁéﬁlleigemnt Generate & Send || Generate & Cop
IE Audit

m Copyright © 2022, designed and developed by b



efﬁce eFile 735 ‘ 9 Ravindra Chandra Joshi
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= ESIGN  Registration ~ DASHBOARD ~ View  RECEIPT Inbox ~ Sent AdvanceSearch  FILE  Create Inbox Sent AdvanceSearch  ISSUE  Sent  Returned = Advance Search
% Receipt ey Nature Details
] O\ s J{ 0 of2 — 4 uomscZom v _.ﬂ._ E’] » ® Electranic OPhysica\
Browse & Diarize v .
'*F——' = .
7 - S
ot g (o i
i
Received Date * Letter Date Letter Ref. No.
1/09/2023 B | ddimmiyyy i}
m Delivery * Mode Number Sender Type
Created ﬁq—cﬁ‘ By Hand ¥ v Choose One v
KLl '\’Q@[ vIP
Sent IR -ﬁm ﬁﬁﬁ, (hoose One v
- . IERIETs I |
Initiated Actions
U ok ok g Contact Details Add to Adcress Book
Acknowledgement 1, G W "j@ T{ﬁﬁ/ qﬂﬁ Eﬁlﬂ/ Hﬁlﬂ/ Min./Dept./Others *
Jagrg MV | Select Level @
2. T WH/W&T ! FEEE | Name * ; Designation *
3, Qfer WITeer, TS | - o
4, STI‘W m@ Tedre] Hgd | Organization
5, TR forenfiaR), SEeravs |
Ha Fle Mobile Emai
e e R g -3 g e o, 2021
Address*
5 Dispatch v - SRS 3 TR o aratedt ¥ - woeh A
- &
m aﬁ * m #I Total 1000 | 1000 Character left
@ Received Letters m, . CiylDiswrict
. GRS 1 Generate- Receipt will be y
i e 3 w0 A o @ fréel @ a9 A R
g e generate and later we can
a8 Migrate i yfard w0 & g-aifth @ w0
Migrate File
e 2 send to concern
s W g 4 e TR @ W it/
L o 0
[} Register for Signing [ p,,» f W’W T 3| e R B e 2. Genel'ate & Send‘ RECEIPt v

arafet % A ol g T B A Y will generate and

Setting W ) . .
] N T S a4 i, e mediately send to concern
OB Audt _qyﬁ/amma&ﬁnﬁ—aﬁﬁmﬁmﬁWﬁmﬁm%wﬂm

4

Generate & Send || Generate & Cop|
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le ver.70

% Receipt

Browse & Diarise

Inbox

Created

Sent

Initiated Actions
Acknowledgement

Closed

FEE

0N Dispatch

Received Letters
Notification

b

Migrate File

e

2 08 R R T o T e P S S——
,r]»m Frafert & # $-affa woTeh W @ ) 2 Rred R T
Ll TR BT §R1 §-SifhE WiHeduy, TN U@ o= |l @l
/D-\")’w a W B G s Wwedr 4 oy Rum @ @ Aed
,?v‘ ST (e % T W) T T, N e @ wwe o
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Forwarding or Marking a'receipt to an

RECEIPT Inbox  Sent  Advance Search FILE Create  Inbox  Sent

f

Create »

Movement Send | Putinafile Edit Atachw Draftv = Close

Copy

1 of1 4+ Automatic Zoom + »

Flle No.MISC-E/O

020-XXXI-7-SAD

wem /0

il o Click on
gy o Send
1. VR IR q@ wfya/vga wia/whe /At s
SRRIETS AT |

2. AT favmmener / sraterarensr | SRmave |
3. gfer werfees, sarmaTs |

4. YT FARY Gd Taare 7S |

5. I RrenfEerd), Sormve |

Wi v A swmr —3 dwwgw R wEd, 2021

v — sarmavs @ W worta sl § sy
B o S W A .

SR fvws e s € 5 wfaem v R
R ¥ Ho FErER N > AT B ww ¥ Reie 25 Rewww, 2020 &
I w9 ¥ iifhw ar R W @7 fofa frr T eon, Rrwa

T
‘ﬂ,‘ A A AT TRER @ AR R /st A $siifes yomed

e

y AE(VM), Rl St 4y RmiEr @ W @ wfarn
werrEe T, gHoangodio ud angodiodioto ¥ wWRET wenfd ww
Uiy S—aiifea womell oM TWE etedl ¥ g™ el

G EE

,’“’j.w

Y 4

sE@o 0N

Returned

Pankaj Sharma _
ASO(PS)-SPG

Advance Search ISSUE Sent Advance Search

o/ SUCCESS

Receipt:558/2021/5PG
successfully created

Generate Acknowledgement

Basic Details

Comp. No.: 558 Receipt No.: 558/2021/SPG

Nature:: Electronic File No. :

Main Category : Common Office Services  Sub Category : Accommodation

From : Neha Designation : Developer

Forms of U.0. Note Delivery Mode : File

Communications :

Sender Type : Letter Ref. No. :

Letter Date: Received Date : 04/0712021

Diary Date:: 04/07/2021 Diarised By : Pankaj Sharma, SPG Secti
on

Subject : DAK diarisation

Enclosure/ Remarks :

Address : Delhi:35

'g History

' Dispatch ‘ Attached/Detached  Closed

Dispatch History

Dispatch No. t] mm Dispatched On 1] | Dispatched By I

No records found

1K 1 IBIE

M Copyright © 2020, designed and developed by NIC.
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A DIGITAL WORKPLACE SOLUTICN

i

i |
{l

|ica

N o

XS

Sz

DASHBOARD  View RECEIPT Create » Inbox Sent  Advance Search

0 internal

Organisation

NIC X > | Choose One >

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".

\ All \ Preferred List Recent10 Inghefel Sub-ordinates  Send Back .
Reporting Officer
TO*O/ |
x  Notify Through: = Email SMS

Note : Email/SMS will be sent based on checkbox selection (Notify Through), irrespective of
User Preferences and Instance Configuration..

Cc

Note : Any changes in the main receipt will be reflected in CC receipt until Main or CC receipt
put inside the file

Remarks

Total 1000 | 1000 Character left

9 n Ravindra Chandra Joshi
SSA(UKSCYRC))

ISSUE Sent Returned  Advance Sea

File / Receipt Components Comp.No.  File No./Receipt No. = Subject |

E 5441638 5441638/2023/UKSC MEITY

Note : Noting in the attached files, if any, will be finalized after movement of main file/receipt.

1 4

Intimate To
m Employee Name Marking Abbreviation mm

No Record(s) Found

If necessary, you
may assign Due

Set Due Date Action

dd/mm/yyyy B} Choose One v
Priority

Choose One v

v

(7| somases B o | oscspeses [ sws

date, Action,
Priority to the
receipt.

M Copyright © 2022, designed and developed by NIt



eoffice

o DPGITAL WORKMACE BOLLITION L"I I]E_" Vier, 7.0

RECEIFT Create Sent Advance Search FILE Create m Sent Advance Search

Move To = Create Volume @~ Create Part Park Close - m

ect-11010/27/2020-801-D... | Enter Description | &g Mantosh Kumer Ojha, BO 1 SECTI.. | [ 03/03/2020 03:05 PM

Receipt

INBOX
CREATED

aot-1 10100 26/2020-B01-0... | Enter Descri 1 SECTL. T, 03/03/2020 02:58 PM

P Created

SEME
e | IL

N

-11010/25/2020-B01-D... ' Enter Description | s Mantosh Kumar Ojha, BO 1 SECTI... | [Tg 0370372020 02:55 PM

Imitiated Actions

ect-11010/24/2020-B01-D_. | Enter Description | &a Mantosh Kumar Ojha, B0 1 SECTL.. | [Eay 03/03/2020 02:50 PM

Created On || ‘ Remarks

E 254 82/2020/B01-DFS test subject ACP and other related matters 14/03/2020 05:37 AM A V)
P 2545 381/2020/801-DFS (CS University ACP and other related matters 14/03/2020 05:36 AM ]}] &
£ 254 380/2020/B01-DFS test subject ACP and other related matters 14/03/2020 05:35 AM A #
E 2541 377/2020/801-DFS test subject ACP and other related matters 14/03/2020 01:58 AM &
E 253 374/2020/801-DF5 test subject ACP and other related matters 14/03/2020 01:52 AM Rg R
E 25% 372/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:49 AM Re R
E 25% 371/2020/801-DF5 test subject ACP and other related matters 14/03/2020 01:48 AM Ré R
E 2533 369/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:45 AM @ & B
E 2531 367/2020/801-DF5 test subject ACP and other related matters 14/03/2020 01:42 AM @ & B
E 252 362/2020/801-DF5 test subject ACP and other related matters 14/03/2020 01:05 AM A #



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.



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.
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R

TR

—""'Wﬁmuﬁﬂ?%mﬁvﬂfﬁ/e@mﬁﬁé—aﬁmm

12 ﬁ‘ Movement  Copy  Send  SendBack | Pucinafile Draft»  Edic  Action Details

Receipt Inbax / 1040/2020/B01-DFS

t ¥ 14?2 =+ Automatic Zoom

Flle No.MISC-E/OT/2/2020-XXXI-7-SAD

RTET TSN,
IR g wfug,
SERTETS A |

1. 9N IR g W /uga e swfasefa e
SRRETS 9T |

2. ST RAurTens / sraterarast | SeRrEvs |
gfera Asfes, sovrats |

- ST HAEY §d Teard #oSd |

. T Rranfger, Serrgvs |

o s w

wfearea g R sgurr —3 dwwgw Reiw wa@, 2021

AT — seravs @ www ot wrafert F d-sifferw woreh
By 5 B ey ¥ "k

SaT fAvms s A & 5 afarea gl fRureE
aRER ¥ Ho FEEA Nl @ A @ W fRuie 25 fwraw, 2020 &
afard v ¥ $—iifbw o B o o7 Biofg frr a7 o Rrae

L B T 2| AiEEray 9RER P e SEREve @ WEE THETE
FrEafear ¥ At o uome gy & S @ Rras e e
NISTRIT HTATEI g1 §—SHifthe \Hiheday, TedaY T4 =0 |l 1
T wad B vd doifew wWieedur ¥ omd Rem @ ww Srew
FAF(VM), fmmfin soarmeafe 2 R <@ aer & afyaea
ueEA T, gHoenEo¥Io Ud g0diodIoge ¥ WH=T wTfad @y
s S—aiffsa  gomsl e IOEIT Sratadl ¥ WR™y ST |

— RECEPT  Creates Inbox Senr  Advance Searth ALE  Creae Inbox Semt  Advance Search

Amachy  Close

Basic Details

Comp. No.:

Nature:

Main Categary :

From:

Forms of Communications :
Sender Type:

Letter Date:

Diary Date :

Sulject
Enclosure! Remarks :

Address:

[SSUE

1336

Electronic

ACR related matters
Automation Testing

ﬁCkﬂGW\EdgEMEI‘I’E

D3/02/2020

tes Ut

Automation Testing

‘" 0 Shravan Kumar )
ASSTI(BOTL-OFS

Returned  Advance Search

E 153 1040/2020/B01-DFS  ACR related matters

Receipt No.:

File No.:

Sub Category :

Designation:

Delivery Mode:
Lettr Ref No.:

Received Date:

Diarised By:

104072020/801-DF5

By Post

0810272020

Shravan Kumar, B0 1 SECTI
ON-DF5



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.
BProvide mandatory Remarks (4). Click Attach (5).

Put InFile(s)

#+ Creare file Year 2020 = Search Here...
EECT

0-20/&/2020-B01-DFS Entar Deseription
2755 0-20012/283/2020-BQ1-LF% Enter DescriptionNICHICNIC
2185 Building/1/2020-801-DF5 Test by @, Plegse do not touch
2756 0-20012/284/2020-B01-CF5 Enter Description
2190 0-20012/2/2020-B01-DFS Enter Description
219 0-20012/3/2020-B01-DFS Enter Description
2182 D-20072/4/2020-801-DF3 Enter Description
2198 Building/3/2020-801-DF5 Test by @, Plezse do not touch

2195 BC CELL/4/2020-B01-DFS edwwed

m 0 C50/22020-801-DF= wafiy
W (1] 2 A(4)(s](»] (W]
Remarks ™ s
l W

To be examined and for report preparation.




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.

#+ Create File

ICC _

Remarks *

D-20012/266/2020-801-DF%
D-20012/285/2020-801-DF=
D-20012/287/2020-801-DF%
D-20012/267/2020-B01-DFS
D-20012/269/2020-801-DF5
D-20012/273/2020-B01-DF%
Building/4Q/2020-B01-DF5

D-20012/268/2020-B01-DF%
D-20012/271/2020-B01-DFS

0-20012/270/2020-B01-0F5

Year 2020

Enter DescriptionNICNICHIC
Enter Description

Enter Description

Enter DescriptionNICNICNIC
Enter DescriptionNICNICHIC
Enter DescriptionNICNICNIC
dsff

Enter DescriptionNICNICNIC
Enter DeseriptionNICNICNIC

Enter DescriptionNICNICNIC

Search Here...




ance Search

ISSUE Sent

E-Hindi

""| | 1E-Hinn::|iTE_-ac"| | 12-Training p "'| | Choose One "'| |2&Eﬂ

| | BO1-DF5

Description *

Subject

Organization of Hindi Training programme for stenographers

Main Category

Suly Category

Training related matters K - Chioose One

Step 4

Other Details

<ol down

Create File ToPutIn »

Retu



Confirmation

File Number will be generated (Number generated will be final

and cannot be edited).Do you wish to proceed?

o/




- 57—" n Shravan Kumar
.. en- e'
eFile ver 70 ST1(BO1}-DFS

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search DISPATCH Sent  Retumed Advance Search

% . Moverment Details Draft - Edit Ce Send Back Link Fles | Attach~ Park Close~ More ~

E | 2189 | D-20012/1/2020-BO1-DF5 | Enter Description

P3| Lreate a Green Note a
El ? References
o
2 03/01/2020 11:08 AM Shravan Kumar
e ASST1(BO1)-DFS B Sample BTl Letter pdf Shravan Kumar, ASST1{BO1)-DFS 03/01/2020 12:12 PM
a2 M4 P M
Pl Note # 2
_ Create one more Green Mote
I

:
‘4‘2 03/01/2020 11:08 AM Mantosh Kumar Ojha
Sk ASST2(BO-Iy-DF5
F] Note#3 E
R Create 3 Green Note
[

03/01/2020 11:09 AM Shravan Kumar

ASST1{BO1)}-DFS

MNote#4

Create one more Green Mote

03/01/2020:11:09 AM Mantosh Kumar Ojha

ACCTIWDM Iy MiCC




~

é wedwedwed 18/03/2020 1217 PM
wedwedwed 18/03/2020 1216 PM
cemman 18/03/2020 11:23 AM
] ! Create Volume wged 18/03/2020 1045 AM
- wiwed T8/03/2020 10:37 AM Ei
3} Inbox
= g 18/03/2020 10:18 AM
Sent
tyh 18/03/2020 10:17 AM
Parked
rthg 17703/2020 06:27 PM
4012/1/2020-B01.DF5 gfaff 17/03/2020 0455 PM
0/2/2020-801-DF5 MMmmmemm 17703/2020 0d:24 PM B
Approval Requests
Conversions

REATED 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.

Shrawan Kumar
,gr."(.:? . eFile ver.70 0 ASSTI(EOT}OFS

ver. f

RECEIFT Create s Inbox S5Sent  Adwance Search FILE Create  Inbox Semt  Advance Search ISSUE Sent  Returmed — Advance Search

Send | CreateVolume = CreatePart  Close~ H File View




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.
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ert-11010M1305/2020-B01... | Autemation Testing ,'ﬂ Mantosh Kumar Ojha, BO 1 SECTL... & 14/03/2020 1119 AM EJ f




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.
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Filz Inbox / Award Sect-11010/194/2020-B01-DFS E 3867 Award Sect-11010/194/2020-BO1-DFS Testingl
-_za = A —
3 4 Y © 1222/2020/801-DFs
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A Note # 2 just for use in the Virual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text
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| E fext. And mare fext. Boring, zzzzz. And more text. And more text. And
mane text. And more text. And mare tedt And more texd. And maore taxt.
And - #nd tet
Rl 18/03/2020 11:37 AM Shravan Kumar TR e
iEI | And mare text. And more text. And more text And more text. And maore
" ASSH{BO" DFs test. And more text. And more text. Even more. Continued on page 2 ...
[_B Note #3
G
@
18/03/2020 11:38 AM Mantosh Kumar Ojha

ASST2(BO-I)-DFS

Note#4
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Actions on Noting (Left) Panel
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AS5T1(BO1)-DFS

RECEIPT Create »  Inbox  Sent  Advance Search FLE Create  Inbox  Sent = Advance Search GSUE Cent  Returned  AdvanceSearch

File Var.7.0

Movement  Details  Draftw Edit Send  SendBack LinkFiles Aftachw  Park  (Closew Morew -

¥ " 11249972020

File Inbox / Award Sect-11010/127/2020-801-DF% E 3870 Award 5ect-11010/197/2020-B01-DF5  Testing
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=7 Add Noting
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Just for u=s in the Wirtual Mecharnics tutorials. Mare text. And more
ted. And maore text. And more text, And mare texd

:ﬁ And mare test. And more test. And mare text. And more text. And mare

- E test. And more test. Boring, zzzzz. And more text. And more text And
mone e, And more text. And more texd. And more text. And mane taxt.
And more text. And more text.

&0

B | And mare text. And more text. And moe text And mare et And more
tet. And mere feaf, And more text, Even mare, Continued an page 2.,
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Actions on Correspondence (Right) Pane

FileInbox / Award Sect-11010/197/2020-B01-DF5

FL{_}’

1
2

i Note # 1

12/03/2020 10:04 PM

=

Y

Right Panel

Mantesh Kumar Qjha
ASST2(BO-)-DFs

| @en'

E

0

/249972020

liZ488/2020

Award Sact-1101019722020-B01-DFS

A Simple PDF File

This s & small demaonstration . pdf fie -

just for use in the Virtual Mechanics futorials, Mare text, And more
text. And meore text. And more text. And more texd.

And more text. And more text. And more fext And mone text And more
tent. And more text. Boring, 22237, And more text. And more texd. And
more test. And more text. And more texdt. And more text. And maore text.
And more text. And mare text.

And mare text. And more texd. And more text. And more fext. And mare
tesrt. Andl maore text. And more tewt Even mare. Continusd an page 2 ..
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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.

PE

Once the Green Note is sent in a
file, it Cant 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




Refer a Previous Note or Pragraph

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.

~ (Vi 3266 ak »
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= RECEPT  Create» Inbox OSent Advance Search FILE Create Inbox Sent  Advance Search IS5UE Sent  Returned  Advance Search

135 Movement Details Draftv  Edit cend  SendBack LinkFiles Attachw  Park  Closew  Morew a

File Inbox / A-12/1122/2020-0A-01 E 31537 A12M1222020-QA-01  Automation Testing
ﬁ? ° Quick Noting ~ Last Saved : 20/0672020 04:05:28 AM (; Y
]
IxEBIQE-::EZ:E'E E"SE = 490 h B Note #1
= I % X A A s ¢ KA Cooich Eormat Create a Green Note
0 t - = ev ENQI oA Refer This Note
@ Yerdana 13px Line Heignt Refer This Paragra ph
A 10/06/2020 09:38 AM load Thi Saroja Kumar Patro

0 Refer to fallowing AL INDIVIDUAL
B
h’! Note #2
» Create one more Green Note
| T
- |

] 10/06/2020 09:39 AM Yerur Siraj Ahmed
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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.

Mote Reference X

© Noting

Naote Number*
Note # 1

Paragraph

Para# 1:- Create a Green Note

Cancel




Refer a Correspondence

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.
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E RECEIPT Create v Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search 5S Sent  Returned  Advance Search

135 m Movement  Detalls  Draft » Send Send Back  Link Files  Attach w Park o -

File Inbox / A/940/2020-RTI E 3115390 A/940/2020-RTI Test Email & SMS 11

175 . ‘ e
ﬁd oe Last Saved | 20/06/2020 03:61:63 AM B O © 1912/2020/€0FFICE G

D L ® B 7 V S F ¥ 3 8 2 = EE % Hom ' of & = +  Automatic Zoo
= O x, x' A A 0] e N AS40/2020-RTI "2 s
- ) 8

., [ A A Simple PDF File

Refar to following =i

C English Formats 101272020000MMCH

p ' i l This is & senall damonstration .pdf file «
\]
m Just for use in the Vinual Meohanios tutorials. More wd. And more
toxt. And more text And more texd And more fet
n And mors text. And more text. And mome led. And more text. And more
L“ k. And more text. Boring, zzzzz. And more text. And more text. And
more texd. And more text. And more text And more texd. And mioes fext
And more text. And more taxt
[
ﬁ i And more text. And more text. And more text. And more text And more
|

text. And more text. And more texd. Even more. Continued on page 2
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Download This Page
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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

Note Reference X

@ Correspondence

Page Number'

7

Cancel

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.

— RECEPT  Create+ Inbox Sent = Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search

% Movement = Details Draft~ Edit Send Link Rles | Attach~ | Clase~ Maore~ a8
E 5244 D-13013/1/2020-BO1-DF5  Test File for Carrespondance
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HE if E List of Correspondences m E D | —y —
L —
o 8- | recpctos et e | Tpe | Mared s | At . meaon|
_ Mo records found Recent D
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= All
iﬁ A
Previous Motes %
iS5 0 =
e Migrated Notes %

Draft List [
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Draft Document [

References Q
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2STNCS.| oriie v

E  SZ4as $D-1301 3 1/2020-B01-03FS | Test File for Cormespondes nce




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.

Put In Receipt(s)

., Search Here...

Year 2020
e
558/2020/801-DF5 test subject
E 1481 985/2020/B01-DF5 [est subject
E 1482 986/2020/801-DF% test subject
E 1434 588/2020/801-DF5 Automation Testing
@ E 1486 990/2020/801-DF5 Automation Testing
E 1485 99%/2020/801-DF% Automation Testing
E 1456 1000/2020/B01-DF5 Automation Testing
E 1497 1001/2020/B01-DFS Automation Testing
E 1498 1002/2020/B01-DFS Automation Testing
E 1459 1003/2020/B01-DF% Automation Testing
Remarks *
Add Receipt.




Create Draft (DFA)

There can be three different nature of Draft that can be created.
e New Fresh Draft
e Reply Draft
e Reminder Daft

256 - A
H'.fflce 0 SarjaKumar Patro
armonnicrsmn GLHR Ver 70 A @ TD(SKP)-EQFFICE
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=

175
s

File Inbox / A/S4072020-RT) (reate New Draft E 3115300 A/S4072020-RTI Test Email & SMS 11

7 View Draft Y 191212020 /EOFFICE

Note#1 |I| P “ of 2 = 4+ AutomaticZoom
A/940/2020-RTI

1912 2020E0FFICE

18/06/2020 02:40 PM Vandana Pal A SI[TIP|E POF File
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A DIGITAL WORKPLACE SOLUTICH E‘F 11’53 Ver. 7.0

W osoome

E RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox  Sent  Advance Search I55UE Sent Returned  Advance Search
135 Movement  Details = Draft v Edit Send  Send Back LinkFiles Aftachv  Park More v
File Inbox / A-12/112272020-QA-01 E 3115376 A12/1122/2020-QA-01  Automation Testing
L t PDF & DOC Only <= 25 MB
3 | Upload & ry <= % Draft Details
Template L B USEEEE Z"E"EE DraftNature™ | Receipt No. o Reply Type
A ¥ ; v - v
# H o _ X, ¥ i i w ;@ :: Engiish Cormate Mew/Fresh Choose Receipt Choose Cne
o Choose One Prefix Language *
m Verdana 13px Line Height = Hash Tag Choose One ewfres Choose One " Bengil '
— A Renty Sub Category
Select from pre-defined % v ChooseOne -
1,? draft template or Upload Th7e
S : Automation Testing
a file (PDF or Word
i&i Document Only upto 25
MB)

Tocal 1000 | 982 Character left

Ll =]

o 12

Matter

Type, Copy and
-E Paste OWORDS

¥
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Enable Multi Sign ]
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£ DIGITAL WORKPLECE SOLUTTION L"Flll_‘ Ver.7.0 TD(SKP)-EQFFICE
— RECEIPT Create +  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search ISSUE Sent  Returned  Advance Search
Movement  Details = Draft = Send Send Back | Link Files | Attach~ Park
175
ﬁg ' Draft No.. DFA/5496  Draft State: DFA  Version: 1 Draft Details
Draft Mature * Receipt No. Reply Type
g New/Fresh ¥ | Choose Receipt * 0 (hooseOne Y
Forms Of Communications Prefix Language *
Choose One ¥ | | Choose One ¥ | Bengali M
i |
L * | Main Category Sub Category
Choose One = | | Choose One -
(N NO. oo .
Subject *
X Government of India
(Bharat Sarkar)
-
M DEPATtMENT Ofuuumvmssssssssmssssssvns
L (oo Vibhag)
E o Total 1000 | 1000 Character left
:
] DER + Add/ Edit Recipients
New Delhi, .
Sanction of the president is accorded under rule 10 of
the Delegation of Financial Powers Rules, the the write
% off irrecoverable loss of Rs. 5000 (Rupees Five Thousand only) being the value of the v
I’;"I
9]

& || |
" | Enable Muki Sign |
o

m Cosgright £ 3030 dacionad sndd o Lo oo b BT

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




rove Draft

P 1 2450 i
eff[ce . - n Saroja Kumar Patro
A DTGITAL W LacE soeumeon Fllé wWer. 7.0 ‘ L TD(SKP)-EQOFFICE

RECEIPT Create » Imbox Sent Advance Search FILE Create Inbox Sent Advance Search 55 Returned Advance Search

Movement Copy Send send Back Put in a file Draft = Edit Action Details = Attach « Close

File Inbox / A-12/1122/2020-QA-01 E 5055903 5232/2020/EOFFICE Commaon Office Services|

Draft No.: DFA/5496 Draft State: DFA  Version: 1 Draft Details

Draft Nature * Receipt Mo. * Reply Type
Reply v 5232/2020/EQOFFICE v Choose One ¥
Forms Of Communications Prefix Language *
Choose One v Choose One v Bengali =
» | Main Category Sub Category
Common Office Services - Choose One -
[T P—— Subject *
Government of India = omyEEE

{Bharat Sarkar)
Department ofi.o.

(virmrrsnrsennnnnViDDEG) Total 1000 | 988 Character left
DER
New Delhi,
Sanction of the president is accorded under rule 10 of
the Delegation of Financial Powers Rules, the the write

off irrecoverable loss of Rs. 5000 (Rupees Five Thousand only) being the value of the

i ey 0

MINISTRY OF E

ASO Automation Testing AGRICULTURE

Enable Multi Sign
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Approval Confirmation

Once draft gets approved no further changes can be made. Would you like to proceed further?




ning 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.

e®ffice

2450 n Saroja Kumar Patro
en =
sz worucesimon €F11€ ver, 7.0 » TD{SKP}-EQFFICE

RECEIPT Create v+ Inbox  Semt  Advance Search FILE Create  Inbex  Semt  Advance Szarch 55 Sent  Returned  Advance Search

%‘1 ©r Movement Copy Send Send Back | Putinafile | Draftw Edit Action Details | Attach w Close

E 35055903 5232/2020/EOQFFICE Common Office Services|

Receipt Inbox [ 3232/2020/EQFFICE

|ssue No.: 1/3023442/2020 Draft State; APPROVED  Versiom: 1 - .
Draft Details

— +  Automatic Zoom *

Draft Nature * Receipt Mo. * Reply Type
Reply v 5232/2020/EQFFICE @ Choose One A
1302 344272020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One M Choose One M Bengali v
To,
S Main Category Sub Category
e ry Common Office Services ¥ | |Choose One v
Ministry of Home Afiairs
Subject™

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

Dear Secretary,
Your letter has been received. For future communications pleasze refer to the cerrespondence no.

17Ti2012/5ecretaryiTRG) .
Total 1000 | 98& Character left

Regards,
P. K. Mathur

+ add/ Edit Recipients

Recipient Details - Public

Mame: Automation MINISTRY OF C

Aut tion Testi
Testing Hromation festing AGRICULTURE

.

Enable Multi Sign A esign-|| § DsCsign~ || X, InkSign
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DSC Sighing Options

1. To Sign at default location

e@ffice

ADIGITAL WORKP LACE SCLUTION UP llu Ver. 700

= RECEPT Create+ Inbox Sent ~ Advance Search FILE

Movement Send | SendBack Putinafile Draftv  Edt  Acion

Copy

Issue No.: 113023442/2020  Draft State: APPROVED  Version: 1

- 4

Automatic Zoom =

130224422020

Date: 4-December-2012

o,
Seeretary

Winistry of Heme Affairs

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

Dar Sacratary,
Yourletter has bean recaived. For future communications please rafar o the t‘.DI'I'EEpOI'IﬂéI'ICE M.
TR ZSecrelany(TRG)

Regards,
P. K. Mathur

Default

_ Custom

| § DSCSin~ I &

T

Enable Mult Sign Ink Sign

(reare  Inbox  Senc  Advance Search

Details  Attach =

Draft Details

Oraft Nature *
Reply

Forms Of Communications
(hoase One

Main Categery
Common Cffice Services

Subject*
test subject

Total 1000 | 288 Character left

Reclpmntlletalls Fubl|c

v Name: Automation

Testing

(lose

50

v

v

I55LE

Receipt No, *
5232 2020/EQFRICE !

Prefix
(haase One

Sent

@

n Sarojz Kumr Patra
TD[SKF)-EORFICE

Rewrned  Advance Search

B 5005803 5232/2020/EOFFICE  Common Office Services

Reply Type

(hoase

One

Language *

Y| Bengali

Sub Category
¥ | Choose One

Automation Testing

MINISTRY OF
AGRICULTURE

User must have valid
IDN@ 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.




To Sign at the location of your choice
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RECEIPT Create » Inbox Sent Adivance Search FILE Create Inbosx Sent Advance Search 55 Sent Returned Advance Search

-m- Movement Copy Semd Send Back Put im a file Draft = Edit Action Details Attach =

&

Receipt Inbox 4 5232/2020/EOFFICE E 5055803 5232/20Z0/E0FFICE <Common

)
3
®

Issue Mo.: 1/3023442/2020 Draft State: APPROVED Versiom: 1

[
W

B Draft Details
0 0 | of 1 — o Autormatic Zo-om = >

Draft Mature * Receipt No. * Reply Types
D= -~ Reply - 5232/2020/E0FFICE - Choose One -
1r3023442/2020 Forms Of Communications Prefix Language *
Date: 04-Decembear-2012 Choose One - Choose One - Bengali -
<] To
S = ! Main Category Suk Category
= v Common Office Services - Choose One -
m Ministry of Home Affairs
: -
¥ Sub: Acknowledgement of vour letter no - dated 30-11-2012 Subiect
- test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
1172012/ Secretary(TRGD .

2

Total 1000 | 928 Character lefe

e [+ Adar edit Recipients |
P. K. Mathur Edit == Adds Edit Reciplents

Recipient Details - Public
S — e —

Mame: Austomation MINISTRY OF
At T Testn
Testing wromation esune AGRICULTURE

neo

E

fgllal

e

Default

Enable Muldi Sign

custom sgn J In the Custom Sign pop up window, select signing area
il by dragging left click using mouse pointer.

113023442/2020
Date: 04-December-2C

oo Click ‘Sign’ in Custom Sign pop-up window.
Ministry of Home Affairs
ub:- nowledgermeant of your letter no - date -11- Enter PIN for DSC.

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

Click ‘OK’ to DSC sign the approved draft.

Regards,

P _ . 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.




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.
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RECEIPT Create v+ Inbox  Sent  Adwance Search FILE Create  Inbox  Semt  Adwance Search 5 Sent  Returned  Advance Search

Movement Copy Send sendBack @ Putinafile = Draftw Edit Action Details | Attach Close

E 5055903 5232/2020/EQFFICE Common Office Service|

Issue No.: 1/3023442/2020 Draft State: APPROVED  Versiom: 1 - 5
Draft Details

— <+ Automatic Zoom F

Draft Nature * Receipt Mo. * Reply Type
Reply b 5232/2020/EQFFICE ¥ | ® | Choose One b
1302244272020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One v Choose One v Bengali -
To
' Main Category Sub Category
Secretary Common Office Services ¥ | |Choose One -
Ministry of Home Afiairs
Subject™

Sub: Acknowledgement of yvour letter no - dated 30-11-2012 )
test subject

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

Total 1000 | 988 Character left

Regards,
P. K. Mathur
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Ink Sign Copy (PDF Only)
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Receipt Inbox / 46%/2020/8010F8

Issue No. V3679/2020  Draft State: APPROVED  Version: 1

@ File Upload

€ v

« Desk.. » Signed Issue...

Organize v New folder

W 0eskop #7  Name
¥ Downloads ¢

| Documents

@j Signed lssue Letter

& Pidures  #

CBP (Basic Users v ¢

Create  inbor  Sent  Advance Search [SsuE

e Shravan Kumar

Sent  Retumed  Advance Search

Action Detals  Atachv  Close

£ 2603 4692020/B01-DFS  ACP and other related matters

Receipt No. *
4692020801 0F

Prefix

Upload scanned PDF
signed copy of the
approved Issue letter

Date modified

4/8/2020 1:36

File name |Signed Issue Letter

v| ' WPSPDF Document

Open Cancel
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RECEIPT

Create »  Inbox  Sent  Advance Search

Movement =~ Copy Send

Send Back | Putinafile

FILE Create  Inbox

Draft v Edit | ActionC

-+

1/3022442/2020

To,

Secretary

Ministry of Home Affairs

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

Diear Secretary,

Automatic Zoom  *

Date: 04-December-2012

Your lettar has basn racaivad. For future communications plaasa rafer to the corraspondanca no.

11712012/Secretary(TRG) .

Regards,
F. K. Mathur

Enable Multi Sign Signed Copy

Discard || Confirm/Discard Ink Sign

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”.)

Approved Cupy Signed Cupy

= 4+ AvtomaticZoom = + AutomaticZoom *

Date: 04-December-2012 Date: 04-December-2012

To,

Secrefary Secretary

Miniztry of Home Affairs Minisiry of Home Affairs

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

Dear Secrefary, Dear Secrefary,
Y our letter has been received. For future communications please refer to the corespandence no. Your letter has been received. For fulure communications please refer to the correspondence: no.

712012/Secretary (TRG) . 1712012/Secretary(TRG) .

Reyaids, Reyands,
P. K. Mathur P K. Mathur




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.
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nd Files

This feature allows wuser 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
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Select user in To field (Select the user from segregated employee List
using any of “All” |, “Recents’, “In Channel”, “Sub-ordinates”, “Send Back”
and “Reporting Officer”).

Click Send to forward file.
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g NIC Choose One »
@ All | Recent5 Inchannel  Sub-ordinates send Back  Reporting Officer = Comp. Ne. File No. / Receipt No.  Subject Note Type
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o Remarks

MNote: Moting in the attached files, if any, will be finalized after movement of main file/receipt.
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File Flders

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.
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Create Volume
Created

Sent

Parked

Bulk Closing
Initiated Actions

Review

Conversions



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

e Pull Back
e [nitiate Action

Office
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ite Part File

— GICc
This feature allows user to create Part File of Main flle whenever
required.

Only users of Dealing Section can create the part file of the main file.
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File 10/06/2020  19/06/2020
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%5 Receive  Send Send Back MoveTow | CreateVolume = Create Part Park Close v ? [l Select User

Create New

‘ } Create Part

Craate Volume

, 18/06/2020  18/06/2020
Test Email & SM5 4 Wandana Pal, RTI DIVISION 03:14 PM 0756 P ;‘I

_ 18/06/2020  20406/2020
Test Email & SM5 11 Wandana Pal, RTI DIVISION 12:40 PM 0350 AM 1

Created

250002 Yerur Siraj Ahmed, eOffice  10/06/2020  10/06/2020

MMP... 08:52 AM 0%:52 AM
250002 YerurSira] Ahmed, eOffice  10/06/2020  10/06/2020
MMP... 09:52 AM 09:52 AM
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E"_l |1 |: |:-_:|i|"|._E MMP... (09:49 AM 0049 AM
nitiated Actions 25000 Yerur Siraj Ahmed, eOffice  10/06/2020 10406/2020
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Part File

Select File and click

Year* 2020 K
L]
Submit butt || emen A e
u ml u On' E 3115438 A#052/2020-0A-01 Test

E 3115477 A963/2020-QA-01 ferf

click Create Part button R
to create part file. SR
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SPASnAR

Main Category Sub Category
Choose One Choose One

Other Details

Create Part »
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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.
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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.
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Parking Confirmation

Do you want to park the following file(s)?

D-20012/565/2019-B01-DF5 Enter Description
Parking Due Date *
17/0172020

Parking Remark *
Park till Further Action

Total 1000 | 576 Character left
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~ Print/Download File _

) User must have assigned Role_ DOWNLOADER.

[ Selected Content of eFile will get downloaded to Systems in PDF format.

A File No. (Computer No.) will be embossed on every page of downloaded
File.

O Draft no., Issue no., Receipt no. will be embossed on respective
documents.

1 Correspondence Page no. will be embossed on all correspondence.
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Ravindra Joshi

OIC NIC
High Court of Uttarakhand



