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Authenticity @eOffice

ﬁ

Digital Signature Certificate

* To apply digital Signatures for all the
approvals/transactions.

* The DSC device will ensure that authorized
person only has the privilege to
approve/decline the request in eOffice.

One Time Password

To maintain the security and to avoid
unintended transactions in eOffice.

NIC email ID

+ Tologin to eOffice application.
+ To reset the eOffice account password.
+ To receive emails related to eOffice transactions.




Hard Ware @ Each User

For eOffice Implementation

01 - Skill Set ;
02 - Workstation 03 - Network

All eOffice users

need to have mdefetg?eni[} . « Provide LAN
basic knowledge %I?’ t’°" e cohnecivilyto + The user must
of computer and op/Llient. ik (i scan incoming » Operating System
- Recommended : :
Internet Browsing. , « Ensure multivle receipts. - Windows 7 or
requirements are P .
as follows: network links in above, Linux 6 or
¢ Drssaeni the department above,
; for fail over. Internet Explorer
2GHz & above
+ RAM: 2GB & (10.0 & above),
b ' Firefox (ESR v32
above. it
Adobe Reader 10
and above




/ e@fflce \

W eFile Process

First receiver scans | Browse Enter System creates Send eReceipt to

inward receipt/letter 3y & =) MetaData = sequential DiaryNo. =, concerned
& stores in local clientfll Upload [l (Diarization) for eReceipt user/Put in eFile

——

Create a new eFile Put in existing eFile
hll .l
- s Enter Meta Data

—--" e System creates an eFile No.

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




Procedure

Login With eOffice
File Management System

Diarization And Receipts

Filing of DAK/Letter received

Noting And Flagging

Drafting and Dispatch




Login With EOffice

Fnday, August 25, 2017

©Office

A DIGITAL WORKPLACE SOLUTION

,‘?‘, T ¢

Login ID usermmame

Password eeecses




File Management System

e@fﬁce 3 ) & & i

DIRECTORY CONTACT EMPLOYEE SERVICES  QUICK LINKS

[Qum of the week  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

_ [iy s w T
Knowledge Forum  Library This Week ~ TwHT¥I Tl it

€ e0ffice Services

Amenity - T8 T30

» Eoffice Catalog for users ** L
l File Management System I =]

eOffice Administrator ON 21/05/2018

[
» eFile MIS Reports

» Employee Master Details 1 » Clle here -

» Leave Management System

» Leave MIS Reports on flle

» Tour Management System A

» Personnel Information Management System management

=l L

[:d- Download Forms Ve <]
eOffice Administrator ON 14/05/2018

@ Employee Corner » Issue-11 May 18 -
KARTIN MISHRA NN 1182018

» Birthday Wishes

» Superannaution

» Join Today NIC Connect

g’ Help Me To

» Register Hardware Complaints

» Book Room in NICHQ @ @ o @ @
» Book Video Conference

eofficegovin  Reportissue  Submit Feedback eOffice Training  Learning Resources

News EVENTS

» WT20: India beat Pakistan; maintains WC all-win record » No Event Available

» 10C chief invites Ramachandran for discussion on Indian
sports
» Four IM terrorists arrested in Rajasthan
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Diarization and Sending the Letter for Further
Necessary Action

Date Range : 01/10/1%86 To 27/03/2013

~

RecE E\\‘ Receive | Send Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch | Hier:
iRiranse B [ar v Computer No = Receipt No. v Subject »5Sender  ~ Sent By

§ ok i 1 E 940870 5405?&{&; 2013@—7 oy S sd san]eeu,aﬁfﬂm,rwqu {ma'u'q]
b Tnbox (2) : ; mﬁ&ﬁmfwrﬁmamu | gm e mpn,aihm,ﬁaﬁ-rﬁqﬂqwn
b Email Diarization | 3Tt o1F T E (T T & asdsad asdasd bikram, /ot LER PT )
b Created 1- Click on Receipts
b Sent
b Closed

+ By Me
b Acknowledgement 2- Cth on Browse

+ Craatad And Diarise

+ Sent
¥ Initiated Action
Files [+]

' Migrate File +]
Dispatch [+
DSC LEGEMD .~  Priority [ OQutToday M MostImmediste W Immediate 3 Action Initiated VIF YIP References
— Subiect Cateaorv Sarvice Mattars Budnat oraparation ACR ralated matters Apoaintment and other related matters of Blanning Comission




4 Uploading DAK/Letter and Its

Diarization

Receipts [=] |
) Browse b Diarisz Upload(Only PDF upto 20 MB) Diary Details
j Sender Type Cho 1"". Dealing Hands C
Delivery Mode* | By Hand Y| Langusge | English Y|
) Inbo—=x : — :
Mode Number Letter Ref. No
+ Ministry
y Emall Diarisation Type* ._I__etter Y File Number
) Created Received Date* TTTE 7 Letier Date 1m
b Sent : B e
vIP | Choase ong ¥ | Diary Date 281082018
b Clozed e e S
2 By Me VIP Name | Choose one 7|
, By Others Contactﬁtails Add to Address Book
[Hizrarchy) t
» By cthers[All) Ministry _.Choose one v
it Dggfartment Chooze one A
+ Crezated E
P Name’ Designation’
y Recycle Bin (Organization
p Initizted Action Address 1+
| Files & Address 2
Migrate File & Gountry [INDIA ] Stk Andaman & Nicbar lslends ¥
Dispatch = City . Pincode '
DSC & Mobils | Landline
Sattings = Fax L Email
Nofification = Category & Subject
Ext Department  [3] Main Catagory* Chooss one v
Sub Category Chooze One T
bject
4
losures A
* Enclosure/Remarks will not be changed sfier movement
stomize Acknowledgement




/Click Upload button. The File Upload dialog box appears. Select the desired scanned \

.mce = n Pankaj Sharma  _
PLACE SOLUTION @Flle Ver. 7.0 ‘ 9 ASO(PS}-SPG
= RECEIPT Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned ~ Advance Search
8 Foronly <= 20me° — . 7 |«
% Receipt Upload & | i Diary Details
e Forms Of Communications * Language
Open x U.0. Note % ¥ Bengali X v
Browse & Diarise “ @ o . ! g
_ « v 4 « Downloads > WFH2021 > efile SOP Data * v U P Searchefile SOPData P “ Ei“‘jfnate o p s
» Electronic Organize ~  New folder = M 0 E* Mode Number Sender Type
a0 L Choose One ¥
Inbox @ OneDrive A Name Date modified Type Size
Created @ This PC £/ SAMPLE RECEIPT 04-07-2021 1656 Adobe Acrobat D... 19}
J 3D Objects - -
Sent Details Add to Address Book
I8 Desktop
Initiated Actions & Documents e
Downloads e
Acknowledgement x Designation
D Music a ~ OR
Closed =] Pictures
m Videos
E% File & Windows (C) Email
& Network vl 7 3
Dispatch
—
File namey| SAMPLE RECEIPT.pdf Adobe Acrobat Document v
. SAMPLE RECEIPT.pdf E .
Received Letters —_— - 4
| el Character left
[ Country State City/District
Notification INDIA X ¥  Choose One v
Pin Code Landline Fax
Migrate File
Persanalize Acknowledgement | Generate & Send f| Generate & Copy
B Cataonrv & Suhiart
4 DsC WCopyright@ 2020, designed and developed by NIC.

/




4 > Send :- TH I H HETAT egTFa AT AUTT &Y {5 & ford Send Button 9T Click

Cxy

1 = Pankaj Sharma _
@m?e eFile ver.70 | ?) n ASO[PS)SPG

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

% Receipt ﬁ» Movement  Copy Send  Putinafile Edit | Attachw Draftw = Close = Generate Acknowledgement +/ SUCCESS

Receipt:558/2021/5PG
successfully created

ES

Browse & Diarise o L = |+ Aulomatic Zoom ¢ _ B Basic Details

Comp. No.: 558 Receipt No. : 558/2021/5PG
Nature : Electronic File No. :
Inbox Main Category : Common Office Services ~ Sub Category : Accommodation
Crestid From : Neha Designation : Developer
SAMPLE EFILE RECEIPT UPLOAD Forms of U.0. Note Delivery Mode : File

Sent Communications :

Initiated Actions Sender Type : Letter Ref. No.:
Letter Date : Received Date : 04/07/2021
Acknowledgement
Diary Date : 04/07/2021 Diarised By : Pankaj Sharma, SPG Secti
Closed on
Subject: DAK diarisation
Hg File Enclosure/ Remarks :
Address : Delhi:35
Dispatch
%) History

Dispatch" Attached/Detached  Closed

Dispatch History

Received Letters

Notification Dispatch No. t] | Issue No. Dispatched On 1] | Dispatched By | Delivery Mode

No records found

Migrate File ol O

s DSC m Copyright © 2020, designed and developed by NIC.

N /
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N

-l:i';

m Al 00 Reporting Officer 0 Sub-ordinates FemceEnt § 1 Smnd Back © 0 In Channe! Praterred List
Organizakion GAD
Receipt Number Subject
1o SECTION OFFICER=-30(50 17 }-GAD-1 ot e
'l #- (] 1669720 18/GAD-1 % HITH & 75 3 T |
SECTION OFFICER-50{50 15)-GAD-1; ASSISTANT-AGIAG-15)-GAD-1
gt (Usg o .
Mata | CC cophes are man-editable (bath pdf and metadata). AWy change in
the
Msin receipt will be reflected in the CF coples. i the time not put Mgida
the file
SetDueDate | 26022018 & ISR P Aol & 32 od ob
) CRU®DI,
Action Forwarg T
Priority Chooseone 7|
R o At 3o User's @I 91 ust &1 ufecra
Remarks stail Sifofl 2 At Ce 3 3af User's @1 § Aid

O3 AT oA O PO AR LU BN

D5C Sign and S5and

eSign and Seand




DSC Sign And Send

DSC Sign must be registered with EOffice

|-5El'ld

Crrganization - MHA

@ all () Reporting Officer () Sub-ordinates () In Channel () Preferred List

Hote: Mame of the creator i= highlighted in yvellow colourn

To | Deepika Saini—Steno-1(DM1}—-OFFICE OF DMl

—o=a

fUse semicolon(:) to seperate recipients.)

Mote : Cc copies are non-aeditable. Any change in th Werify User PIN

Main receipt will be reflected in the Cc copies, till the

i : ﬁ Mowr wverify your User PIM:
Set Due Date 572l
Action Forward T-- User PIM: || SRBBBBBE |
Pricrity I“Chcn:lse ane ."“"'ué [ 1Enable soft keyboard

| Change User PIM | Lorgin I | Cancel |

Initiate Action 1 )

Total 1000 | 990 characters |aeft.

_h:indlg.-' Sea
Remarks

Pop up Window like this and enter here DSC
Token Pin

DSC Sign and Send




eSign And Send

Confirmation

asjpt Number

like this

J948596/2016/CMO(VIKAK)

If click on eSign
and Send , this will
Pop up a window that | have chosen are the ones that shall be populated in the DSC generated by the CA and |

Consent for Authentication

Mational Informatics Centre

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric andior One
Time Pin (OTF) data for Aadhaar based authentication for the purposes of availing of the

nic-esign Gateway from Mational Informatics Centre . | understand that
the Biometrics and/or OTP | provide for authentication shall be used only for authenticating my
identity through the Aadhaar Authentication system, for abtaining my e-KYC through Aadhaar
e-KYC service and for the issuance of Digital Signature Cerificate (DSC) for this specific
transaction and for no other purposes. For the creation of DSC, | understand that the options

provide my consent for the same. | also understand that the following fietds in the D3C
generated by the CA are mandatory and | give my consent for using the Aadhaar provided
e-kKYC information to populate the carresponding fields in the DSC.

Common Mame (name as obtained from e-KYC)
Unigue |dentifier (hash of Aadhaar number)
Fseudonym (unigue code sent by UIDAL in e-KYC response)
State or Province (state as obtained from e-KYC)

Fostal Code (postal code as obtained from e-KYC)
Telephone Mumber (hash of phone as obtained from e-KYC)

| understand that vational Informatics Centre shall ensure security and confidentiality
of my persoenal identity data provided for the purpose of Aadhaar based authentication.

[ Agres || Cancel




If click on adhaar No then this will pop up window like below

g Lipirad dosdir
e o P e e A onm - '

1- Enter 12 digit

Aadhaar No A O 3- Enter OTP

B e

2- Click on GET OTP

O T i b s o
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Receipis
b Browse & Diarizse
-+ Physical

+ Electronic

¢ Inbox (2]

¢ Email Diarisation

¢ Sent
b Closed
+ By Me

eant
+ Created

+ Sent
b Initizted Action
Files
[ .Higril-te File
[ Dispatch
| DSC

Settings

| .Ficl:t.if.i;:aticm

| Ext Department

1S

F Craatad 1\

(3|1 5 | 3

I

[+ &

o

Once DAK/Letter is sent ,sender can check these sent file

~

I’: Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement |

Friarity

w All 1+ Reporting Officer | Sub-ordinates () Recent 5 () Send Back | In Channel ) Preferred List

Mote: Mame of the creator is highlighted in vellow colour,

To
Generated Receipts will save
ct here 4
Mote : CC copies are non-editable [both pdf and metadata). Any change in the
Main receipt will be reflected in the CC copies, till the time not put inside the filz
Set Due Date | i@
Action | Forward L |

d

[ Choose one

Send DAK/Letter characters left.

will be saved here

Femarks

characiars left,

[

DSC Sign and Send eSign and Send




PCreated:-ﬂﬁmgmm%ﬁmﬁmtlﬁmeated#ﬁ'ﬂ? A

¢

E eFile Version55 02 Search |

Date Range : 19/04/2015 To 12/06/2018

Recelpts & iﬁénd Back | Send | Put in & File | View | Move To | Copy | Close | Dispatch |

b Browse & Dianse ] vComputer No ~  Receipt No. *  Subject ~ Sender v Sent By
» Inbox{1) ] E 73 B 73212018/64D-1 Electronicfile  Piyushgoyal  ASSISTAN
) Efﬂ‘ll Diarisation

» 2ent

» Closed

+ By Me

b Acknowledgemant
¢ Created
+ sent

» Recycle Bin

¢ Inthated Achan

N /




» Sent:- S O AT et F AT A AT Mark FIQ § @ WX O HUH Sent

sirceret # frel

Date Range : 19/04/2015 To 12/06/2018

E eFile Version 5.5 02 Search |

~

Reate =) |. Send Back | Send | Putin a File | View | Move To | Copy | Close | Dispatch |

b Er:rwsi:. & Diarise | ~ Computer No  ~ Recaipt No. v Sudject v Sender v 28Nt
b Inbox (1) ) E 73 B 73(2)/2018/GAD1 Electronicfile  Piyushgoyal ~ ASSI
p Email Diansation

+ By Me

p Acknowledgement
+ Created
+ Sent

b Recycle Bin

y Imitiated Action




Receipts

¥ Browse & Diarise

| AP
F Filyandl

+ Electronic

b Inl:ru\

p Email Diarisation
b Created
b Sent
b Clozed
+ By Me

" By Others
(Hierzrchy)

4+ By others(All)

b Acknowledgemant
+ Created
+ Zent

b Initiated Action
hIEE
Migrate File

[iis-patch

> Inbox :- ST T3 39! Mark g9 @& 3T9%’ Receipts & Inbox # fg@st
| Date Range : 24/10/1986 To 15/04/2018
i Receive | Send Back | Send | Putin 3 File | View | Move To | Copy | Close | Dispatch | Hierarchical
l v ComputerNo Receint No, ¥ Subject v Sender ¥ Sent By
B E 941038 941038/2018)/ ¥/ 1 75 75, ) @ Kindlysse  RIMANDEEP  bikram, 3iTtes/ o 7 W (R T)
B 1 E 540870 B oaoe70(2)/2008/8ws ot # asas < sanjeey, 35/ 3TF 7% W (A TR T )
| wr N\ E 90 THM b ST EE (T
L L asdasd bikram, 17477 TR O (37 Y
1- Receiver can check new DAK/ Letter
Receipts in Receipts Module
2- Receipt Inbox sub module displays all the
incoming receipts
E'I X
E| [
||| LEGEND Priority W OutToday M MostImmediste M Immediate 3 Action Initiated P VIP References
|+
: Subject Category Service Mattars Budget preparation ACR relsted matters Appointment and other related matters of Planning Comission Annual F

N

=

~

/




s

Receipts
b Browse & Diarise
+ Phyzical

+ Electronic

b Inbox

b Email Dizrisation
b Created
b Sent
b Clozed
4+ By Me

E-yr Othars
(H igrarchy)

+ By others|All)

b Acknowledgement
+ Craated
+ Sent

b Initiated Action

Files
Migrate File

Dispatch

o

=l

= @3

~

Date Range ; 24/10/1986 To 15/04/2018
| Recewe | Send Back | Send | Put in File | Ulew | Move To | Cc-py | Close | DrSpatd'u | Hierarchical |
| v ComputerNo = Receint No. ¥ Subject Sender v Bent By
L E 941035 941033;%513?1}?{%1!31?" m;.r_‘ 1 @ Kind}-,r zee RIMAN DEER hlkram,ﬂﬁn'ﬂi&ﬁ?rﬁ(ﬁﬁ‘l |
[ ,; E 941}3?5 il 94[:8?&@ /2018/5wg ok Vi asdas - san]ew.oﬁfbﬂfanﬁu‘w(quﬂuj
L woE wz i mwzﬂ\mﬂw&mww@ﬂw} acr relatsd T hnpin.wﬂiwawww )
N P 540108 $40108/201 amam.wwmaq; & asdsad asdasd bikram,35%/415 7 78 (AT T
First click on Receipts =2 Inbox =¥ Receipts No
LEGEND Priority M OutToday M MostImmedite M Immediate @ Action Initiated UIP VIP References
Subject Category Service Matters Budgst praparation ACR ralsted matters Appointment and other related matters of Planning Comission Annual F

/
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-‘vvv-r- H - .-

/ screen

~

Recaipts B
b Browse & Diarizs

+ Physical

Convert JPG to PDF online - convert-jpg-to-p... 1 / 1

+ Electronic

b Inbox (2)

b Emaif Diarization
b Crezted . P
} Sent
b Clozed

+ By Me

b Acknovledgemant
+ Created I SR o] |
+ Sent Gt ¢ & byl 1 I S
} Initizted Action
Files [+

Migrate File [+

s S ._ S i B T alt A TOF 15 4
Dispatch [ e L3, 1aioe 10l 1
DSC # fron ths o= 4
-— 3 0 T i
Settings [+ il J .
."J il - |
Notification f+ ; \a
L3 g l-."". \ :
Ext Department [+ :J\ N Y Mottt
i Gy L REDER Ugna) |
i 2450 The Ca
b J dd
- J.--'_ 1y Doy P
5 anl = o ]
HEA {2 conien) :

' send | PutinaFile | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

: Receipt Details

Receintho’ wnaeIETEEAEy a  (EN
From RIMAN DEEF Designation ASSTT(RD}-e0ffice
Main Categary - AMC & Demand Sub Category
Address shastri park Gent Date
Letter Ref. No: Letter Date .
Subject Kindly ses Enclosures/Remarks; -
Delivery Mads Email Sender Type
Search Files for Attach
Year 21]1 B"'  Search Create File
Computer Number  File Number Subject
s DO002R2018-0loef -
13 ot
E 38 HSIMHA) Test
o [ 3383734 file-1-Pari(1) kavita1987@eci.oovin
s BI0011/2018-0loof o
E 3383930 HS{MHA) TestA
oy
ﬂ\
5




-

P! TAMIR & ®T H Th BISol b 3G TQT ST |

y Inbox (2}
y Emasl Dianmation
p Createc
p Gant
» Clogsc
»By Ma
b Aooagidedgament
& Crazred
+ 5z
¢ Recyclz Bin
b Initiared Asrion

Files
Migrate File

Dispatch
D&EC
Settings
Mobification

Ext Department

3 |G

fpdT Receipt TX A0 Al e & 57 e & ToIT, TS 3TITH & b Receipt

# &

:hmﬂmmﬁm?ﬂﬁmﬂmuumnhﬁﬁhmmﬂhh
wE #fe awew e w ofide d rene Afteen & alEw W e
whwET & L & wrw =W oF FOW b T o oa F

wimd w0 B R )
W T @gb;_a
e 3 )
e wfte,
FLUET T,
O A T 54016452 ¥iTH, e -H-Hra.?ﬂ?-ﬂ

i TR ¥ W R, T e, S T e i

¥ witE,
FUREN W,

| end | Sand Back [Putin 2 Fie |Copy | Dispatch | Distals | Movements | Edit | Closs | View Draft | Attach File [ Attach Receipt | Action Detalls “
Receipt Details
Receipt o T4 21SGAD.Y File b
Fed < I From; Praghed des Designation us
xewake '“ "" Y \iain Categary Seneral Sub Catenory
o e sheetfrdh P ,1 ! 1_@; J-q Addness Bhopal Sent Date D218 [4:40 PM
FEME T S 1420150412 sy, S Eﬁ*ﬂq-zm}, Letter Ret Mo Letter Date: 01-01-2019
Ll ?\ Subgect e-gifice iralning lether Enclogures VD .Ch
""g’ s, A Dislrvery Mods By Hand Sender Type
LY WA, "
ey s ) &“3 Ill"- e Fhmmch_...._..- ;
e pll g Select Year 3
Companter
foeg- e witmme A Laife oftdtaen & frores & o A Numibsés e e S
o E ) lt;; & -‘-IIS_GHDJ FAH AN EE Wﬁ meaC A
ww fmestn o Wte TR A0S0 @ e W 5 o A-2T014i252016- msur doimion '
SRR T R 184-2017 FER R &) w0 A faifew it e oy EANDL oo

2. 3151 MU File @ Inbox 302 File  Created @ Completed
31 =il il e & ag el asiehl | am st @l 5 i
Il 3 coTioll diad & 33 Grd o Select () @31 |

R -

3. File Select war & e [ = Click w531 1 32 & [
Button U2 Click ¥l 3o Ut 331 Wisel 3 a1 el | 51

30 WBIEe Jifverst 3 ST JidfPa wida i 28 Ama Bl




Creation Of New File

Click B & d1¢ 39 die 8 Uh File &I e UsT Open BT

Receipts =l

- | Attach Racelpt | Gensrate Acknewledgament | |

b Browse & Digrize

Receipt Details
i) Convert JPG to PDF online - convertjpg-to-p.. 1 /1
: : . u i S
+ Electronie Receipt o 94103812018/ T5E/21T U5 06 (A 09T i File Mo:
From RIMAN DEEP Designation : ASSTT{RD)-£0ffice

¥ Inbox (2} Main Category © AMC & Demand Sub Category -
» Emall Giarization Address shastr park Sent Date : :
» Creatad B | Letter Ref. No: Lefter Date -
b Sent Electronic File{Non SFS) Kindly see Enclosures/Remaris: -
¥ Closed . || Email Sender Type

-+ By Me ttach

Year| 2078 v | Search| |

b Acknovledgamant

+ Created r Number File Number Subject
D002/2018-0io of
Sen
+Sent HS(MHA) Test
Initiated Acti ; file-1-Part{i kavital 567 @eci.gowvin
¥ Initiated Action (v v | Coe ¥ [ Co ¥ (e T 12018 | 0/oof Wl ¥ (1) @ecig
Bi0011/2015-0fo of TestA
Files = HE(MHA)
Migeate File # SELI B Topuist e
"n":-ﬂ"f M)k
Dispatch [ L ‘
DSC =
Notification [ SS A
Ext Department [+

4-Title Of the P20 » T

i e

ok, Toarinins

DAK /Letter #

A —J 1| N:)
lizy 0. pEE q
g aal R s
&3,“ -ﬂa“tt, 'a Prnc-*f',gn
B *1, Bk, ;:E :
i End e
.': : J}t-"t;-l.lb'z':t ' I..‘..-.m:‘?-i'c

5- After clicking on

Continue Working

,Receipts will add auto in
this created file .




/*I* Ok WX Click 3% & &1 3§ g § 31U TdH« reil Notesheet 3R CorresponderD

Show gI4T|
% Electronic File Create 3% & &1 ®gel & Unique Computer No., File No. ferar

Pnl wifie b E i i b s Bl B ek N et Nuvems 1 B e bl fu e e

£ o e Ul ipmirempenficngovin

Lk Fe lmee—s b

ehicly Hevnmeiis | CiR | Sond | Asadhene | ey m

o L ] fi i

Unique Computer No.

Correspondence
Notesheet / Receipt
|




4 ] N
Noting And Its Type

el W Notesheet & felw ar Option &4 &, Ugel Add Green Note 3R & Add
Yellow Note

Green Note Yellow Note

® Yellow note is meant for getting approval

® (Green note means this of the draft note.
note is approved . * Can edit any time.
o Can’t be edit. * After approval ,Yellow note becomes
Green Note

e Jtis advised to create yellow note first.

o /




4 _ )
Adding Note

lomputer Mo: 29624 File Mo: BEPHCL-11012/1/2018-Demo Subjeckt: docs

""Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | M

ﬁ+

Bl | Add Green Note = [&dd ¥ellow Note |




a N
Yellow Note

If click on Add Yellow Note ,a blank yellow note will open like below

Computer Mo: ZT3E824 File Mo: BEPHCL-11 01231 /2031 8-Demo Subject: docs

! MMoting | Correspondence | Draft | Referances | Link | Details | Mowvemeants | Edit | Send Back | Send | attachment | Action Detaid

Subeni

Last Sawed 13-08-2018 12:24:53 PN

B 7 U = = =

Formats - Line He=ight - FParagraph - Werdana - 11pt

= = = = | Ty &) — ¢ M "M = A ~ A « | @5 Ef  English - =S — o

Java Syntax:

1. Case sensitive
2. Class Name: For all class mame first letter should be in upper case, e.qg.
My FirstJavalClass.

3. Method NMame: All method names should start from lower case, if method

narme is made using several words the inner word’s first letter should be in
upper case, e.g. public void myMethodMame.

4. Program File Mame: Exactly same as the class name.

5

. public static void main (String args [1): Mandatory part of every java
progran.

Jawva Identifiers:

Mames used for class, methods and variables.

Java Modifiers:

1. Access Modifiers: default, public, protected, private
Mon-Access WModifiers: final, abstract, _:_'.l:_tjﬂ-aﬂ:_f._‘_ﬁ[:_:]
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Note # 1
The Ministry of Women and Child development has taken several initiatives on the programmatic front too.

SWADHAR: & Scheme for Women in Difficult Circumstances

The Ministry of Women and Child Development launched "Swadhar’ in 2001-02 to address the specific vulnerability of women in
difficult circumstances through a home-based holistic and integrated approach. The scheme through the provision of shelter,
food, clothing, counselling, training; clinical and legal aid aims to rehabilitate the women in difficult circumstances. Widows

dezerted by their families and relatives and left uncared near religious places are also target group beneficiaries of this scheme.
Funds under the scheme are released to implementing agencies which include non-governmental organizations and State

Government bodies.

May kindly see article proposed by Ministry of Women and Child Development.
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Browse J
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Eaut Dwpartment (=)

Note: Adding Proper Description (Subject) & Remarks is important as it
reflects in your inbox/created/sent you can easily identify the file.
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> Select the File by checking on the Check box in the Inbox files, Click on

> It will ask for the Parking Due Date (Until What time the work is expected
to be done on the File), Parking remarks are to be filled up and Click on the

How to Park and Unpark a File?

» We can park the files, which are present in our inbox. It contains the list of

Files that are temporarily closed and work will be done late on. Pendency

of File will be removed if any File is parked.

the “More” tab and select “Park File Option”.

Ok button.

[ Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachms

~

Parking Confirmation
Do wyou want to park the following file(s)7 ) ) _.
- Computer Mo File No. Subject
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Files inbox.

<
il Computer No .

¥ 299441
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Unparking Confirmation

w9

oK ‘ ‘ Cancel

Fage au

~

The Parked files will be available under the “Parked” option in the “Files”

Menu. Parked files can be made active at any point of the time.

Select the Check box on the file to “Unpark” and Click on the “Unpark” option
and write the unpark remarks in the unpark confirmation box and will be sent to

' 46
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H ¢File Version 55,08

Computer No; 20213 File No: H-11016/35/2017-WT2 SECTION-MTP Subject: Parfizment Matters Lok Sabhz

Nuﬁn; | Corraspendance | Draft | Refarances | Uink | Detalls | Movemants | Edt | Sand Back | Sand | Attachment | Action Datals | More |

g
Bj AddCreanlote | = AddYellowhote [# ¢ | 13 of 8 Notefs) * #
Note # 1
aceived a request from 1STM, Dethl, for conducting a training seseion on eQffice and asking for schedule, sganda trainer detalls
09/01/2017 ;59 PM JARTIE MISHRA
. (50
ﬂm Signed
Note & 2
1 95 0N 7 ATCR {0 R O
v
09/01/2017 4:07 PM AKSHARA TRIVEDI
(AssT)
Note # 3
Plezza rafer to pagz 2 of comespondents
plazse refer o previous noteshiest
Pigase refer o noce 2,
Prozze rafer from page 310 3
Fleass refar 1o [rEvious note sheet
Pleaza refer to the annexure attached titled 2t ‘eFile Handholding'
Plaaze refer to annevure attachad below.
L efile Handholding, pdf
¥ Sample Lotto pd
09/01/2017 4:20 PM KARTIE MISHRA
50
oo
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R |

PDFProvider

7 Frevius angs | L]

GOVERNMENT OF [NDIA
o whewen vl T s T
{ { [STITUTE OF SECRETARIAT TRAMNING & MANAGEMENT
\ (il st swar faer)
{Dapit. of Perioanel snd Training)
wiftfm, wirs ferwrer 7w Sy e
et Minjsy of Bersonal, Public Orievanies and Ponsions
v wre, Wy de (o)
Tei, 01128168883 Adrisiaraive Biook, JN.U. Campus (Qld)
FAY D1i=2BUM1E3 § fiwwll=110067/New Delhi- 110067

N0, A33022/2220128TH Datad ;24" Denamber 2012

To
Me. Suchitra Pyarelal
Head of Cvigon
Foffice Project Oivison
NIC, New Dainl,
Fax 24305808124384873
(Emal D suchira@nic n)

ub. 6"

ik

Wml 14

First of all let me thank yeu for continued mxenaon of help fo ISTM whenever
requested. Once again we sesk your halp
‘ormutaled by Department of Parsennel and 1raining, Govemment of India, being run from i
31122042 to 11-01-2013,

2 Aspart of the training curmiculum, the particpants of thase Training Programmes are

qained 01 NI packages you are, thersfore, requested o kindy dopute One of your =
aficers/taculias for domonsirafion including practice cn E-Office in fwo sessions, from

230 AM 10 4.45 PM, on 8:01.2013, at 1STM, JNU (Olc) Campus, New Delhi,

3. A lne in confrmation mav please be sent fo undersipnad ol E-mal (D =




L

- File Send Page

eFile Version 5508 Advanced | 0

Computer No: 20213 File Noz H-11016/25/2017-MTR SECTION-MTP  Subject: Parilament Matters Lok Sabha

‘ Noting | Correspondence | Draft | Reerences | Link | Detalls | Movements | dit | Send Back | Send | Attachment | Action Details | More | ‘

@ All () Reporting Officer () Sub-ordinates () Recent5 () Send Back () In Channel () Preferred List

Note: Name of the creator is highlighted in yellow colour,

KARTIK MSHRA-SOKM-MTP-MTP SZCTION Fie Himber L e Chogs)

I | . |
Notify: -/ Email ©/ SMS ¢ @ JH-1016/25/2017-MTP SECTIONMT.. Parliament Mattars L., 0

- Il Note : Bulk signing mayimum allowed characters- 1000000 Total(Formatting included) :0
Action | Foward N Intimate To
Priarity Immedate X S.No.  Employee Name . Email . SNS

Total 1000| 1000  characters left 1 AKSHARA TRIVEDI(MTF SECTION) |
Remarks 2 KARTIK MISHRA(MTP SECTION)

4 3 TANMAY BHATT(OFFICE OF SECRETARY)

\l DSC Sign and Send [ eSign and Send
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eFile Version 55 08
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Cayis) W Stame U CleingRemares L Coeation Remarks
Search Fles
Search Qutput
Acton:  Fullp  Reeve  Sand
Actions * Computer Nov File No v Subject » Location ~ Currently With » Section
Send Cetalle E 20213 H-12015/25/2017-TP SECTICN-MTP  Pariamert Matters Lok Sabha  File/Inbox  NATASHA SkASMA,JE(NS!-MTP  CFFICE OF J0INT SECRETARY
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