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Login With EOffice



File Management System

1- Click here 
on file 

management 



Diarization and Sending the Letter for Further 
Necessary Action

2- Click on Browse 
And Diarise

1- Click on Receipts



Uploading DAK/Letter and Its 
Diarization 

1- Click On 
Electronic 2- Click on upload 

and upload scan 
copy in PDF form 
with size<=20 MB

3- Fill Details about 
DAK / Letter and its 

sender

4-click here on Generate or 
Generate & Send



Click Upload button. The File Upload dialog box appears. Select the desired scanned 
PDF
document (up to 20 MB) and click Open button 



Click on 
Send



Send

1- Contain Id of 
someone , you want to 

send File or Receipt

Can set priority



DSC Sign And Send
DSC Sign must be registered with EOffice

Pop up Window like this and enter here DSC  
Token Pin



eSign And Send

If click on eSign 
and Send , this will 
pop up a window 

like this

Click Here on I Agree



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

1- Enter 12 digit
Aadhaar No

2- Click on GET OTP

3- Enter OTP 



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

Send DAK/Letter  
will be saved here

Generated Receipts will save 
here







2- Receipt Inbox sub module displays all the 
incoming receipts

1- Receiver can check new DAK/Letter 
Receipts in Receipts Module



Receiver can open Receipts

First click on Receipts Inbox Receipts No



Click on Receipt No in Inbox will show this 
screen



Ǒकसी Receipt पर िनण[य नोट शीट मɇ दज[ करने के िलए, यह आवæयक है Ǒक Receipt
को पğाचार के Ǿप मɅ एक फाइल के अंदर रखा जाए ।

1- Click on 
Put In File



Creation Of New File

Click करने के बाद इस तरह से एक File का कवर पेज Open होगा।

1- Department

2-Wings

3- Subject

4-Title Of the 
DAK /Letter

5- After clicking on 
Continue Working 

,Receipts will add auto in 
this created file .



Notesheet
Correspondence

/ Receipt



Noting And Its Type
यहाँ पर Notesheet के िलए दो Option होते है, पहला Add Green Note और दसूरा Add
Yellow Note

 Green note means this 
note is approved .

 Can’t be edit.

 Yellow note is meant for getting approval 
of the draft note.

 Can edit any time.

 After approval ,Yellow note becomes 
Green Note

 It is advised to create yellow note first.

Noting

Green Note Yellow Note



Adding Note

Click on Add Green Note Click on Add  Yellow Note



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

Click on Add  Yellow Note



After clicking on Submit button 

Can edit any thing in this 
Yellow Note

Can delete this Yellow 
Note

Once approved, this 
Yellow Note will become 
Green Note and no one 

can change content



After clicking on Approve Button ,Yellow 
Note will appear as following

Approver Sign will display 
with Designation







Create a New Draft

Click on Draft =>Create New Draft



After clicking on Create New Draft 

Nature of draft will be 
mentioned 

Communication details 
contain information about 

Receiver

This # tag can be used in 
Draft at below to draft 

content



After filling all the details about Draft 
, click on Save Button 













After click on save button ,this 
screen will display with THREE 

BUTTON

Edit Button can edit in this 
Draft

Once Approve button is 
clicked ,no one can change 

the content of Draft



Approved Draft 

1- Approved Draft No 2- Status Of Draft

Approver details 



Signing Draft
To Sign at default location Click ‘Default’ as shown 

To Sign at the location of your choice Click ‘Custom’ as 
shown 



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



Now you can dispatch 
by clicking on 

DISPATCH BY SELF

If you want to dispatch by 
Post then click on DISPATCH 

BY CRU

Edit button allows you 
to change only Draft 

Details And 
Communication Detail

DISPATCH







How to create Part eFile?
 Part File is created when main file is under any submissions.
 Click on Create part and then Browse File for which Part File

need to be created as shown below.
 Select the main eFile, provide proper Description & Remarks,

and click on Create Part.



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.

 Select the File by checking on the Check box in the Inbox files, Click on
the “More” tab and select “Park File Option”.

 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
Ok button.



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.
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