
File Track

 The Module Keeps the information of files originate in various Branches/Districts/Zones/Schools
and also handles dispatch, receive, search, part file, merging of files, generate File slip whole
dispatch track of file and close files current status of file. Dispatch file moves from one  branch  to
another  branch

There are different types of report which is used to according
to  the requirement:-

1.) Files which are not received yet.
2.)Files which are not received from two month.
3.)List of file to be received from branch on date.
4.)Total no. of Files with full details.
5.)Record room details(for close file).
6.)View Files(Branch Wise).
7.)Close Files.
8.)File Search.
9.)Daily Transaction



Index Page
This page shows the various links by which you can perform the various

file transaction activities
on line



FILE ENTRY FORM
LINK NAME => File Master (For Own Files)

First step is to enter  the  file details  to start the online processing of particular file



After creation of particular file online , generate the file slip against that particular file with the
unique file id.



(For Old Files of other branches/Districts/Zones/Schools)
From this link other branch’s file or old file which belongs to other branch

is created



(For Closed Files)
Dealing person of a particular file has to enter his employee id and password if he will be

authorized to close the file (step 1) .



(Step 2)
User can close 4 files at a time from this link



(Step 3)
Before closing files user can delete if he has entered wrong data against file number



(Step 4 )
User can delete the added file if it has been wrongly entered by them for close for this

he can check which file is to be deleted



(step 5 )
User can now close the files click on Submit button



PART FILE
LINK NAME=>Part file Master

After dispatching file to other branch, user can retain the (duplicate copy)  of the file from this link
for this select file number and click on submit button



From above link the part file is generated with the part file id and same copy of created file



To generate print out of file slip
Link name => For File slip Printout

(Step 1)
This link is used to take out the print for the online created file record. User has to enter the file id

which has been generated after the creation of online entry of a particular file



(Step 2)
User can take the print out against the file id entered by them in the previous step.



Link name=>File Dispatch
(Step 1)

Dealing person of a particular file has to enter his employee id and password if he will be
authorized to dispatch the file.



(Step 2)
Aurthorized  user can select file id which is to be dispatched and select branch id from Search

for Id Link then click on Add More button, he can dispatch one or more than one file for
transaction process



(Step 3)
User can search the branch or District or Zone or School id from the given (search for id) link in which

he wants to send his file for further transaction process



(Step 4)
User can add one or more than one file for dispatching other branches at the same time



LINK NAME =>File Back (If Not Received)

(Step 1)
User can take his file back if it has not been  received by the another branch

user has to enter his employee id & password



File back (Step 2)

User has to select the file id / file no to take the file back from another branch and click on to the
next  button



FILE BACK (3RD STEP)
This will show the details against the selected file id & file no ,click on to the submit button to

back the file in own branch



Link name=>File Receive
(Step 1).

Dealing person of a particular file has to enter his employee id and password if he will
be authorized to receive the file



Aurthorized  user can receive file from other branch for transaction process
for this he can select file id which is to be received then click on add button

user can receive more than one file at same time



File Update

From this link user can update the file record until the file has not been received by the another branch

for further process



(Step 1)
File can be updated by click on Edit button according to file number then modify

and click on update button



(Step 2)
Update file via file id ,for this enter file Id

and click on submit button then click on Edit button



(Step 3)
For Updation searching by dealing person name



(Step 4)
Updation of dispatched files

from this link only dispatched file can be modified



(Step 2 )
Updation of dispatched files



FILE DELETION
(Step 1)

From this link user can delete those files which has not been dispatched/received by another branch to
select the file no. Which user wants to delete



FILE DELETE
User can delete file by select  file id or file no which has not been received by the another branch

,once file has been received by the another branch that file cannot be deleted



PROCESS TO MERGE PART FILE INTO ORIGINAL FILE

When user dispatch original file to the another branch where this file is received and after
processing it is sent back to the branch where it has been created at that branch,
dispatched file or sent file is received then part file can be merged with the original file.
For this follow the below process



(Step 1)
Receive if dispatched file is sent back after processing



FILE MERGER
(Step 2)

From this link select file number of original file



FILE MERGER
(Step 3)

Click on Agree button, thus created part file will be merged into original file



File Close
User has to select the file number  which has  to be closed

(if file is not further to be processed)



File current status
(Step 1)

From this link user can see the current status of file
for this enter the file id



User can see the details of entered file id in the previous step



Send Close file for Record Room

User can send only close file to the record room



Send Close file for Record Room
As user check against the file id the selected file record opens and user can easily send close

file to the record room



Last step to send close file to the record room, click on submit button



Files Dispatched But Not Received Yet

This report contains the record  for dispatched files of a
particular branch  but  not received by  another branch for further transactions



Files which are not received yet
User can see the files which has not been received by branch

which are dispatched by other branches



Reports
User can see the files which has not been received by branch
which are dispatched by other branches from two months



Reports

TOTAL NO. OF FILES WITH FULL DETAILS
(Step 1)

User can see the details of file (including dispatched & received files) by click on the details button



Reports
(Step 2)

Detail of particular file



Record room details( for Close Files)
From this link user can see all the files which are closed and sent into

Record room



Reports

View Files(Branch Wise)
Through this link user can see the record of  his own file in any branch  where his file has been

dispatched by selecting the branch id given in the drop down list.



Report
Close Files

This report contains the all closed file records which has not been sent
into Record Room.



Reports

(STEP 1) File Search
User can search his file by the various options given in the proforma



(Step 2)
User can see the complete information about the file



(STEP 1)
Link name=>Reports Daily Transaction

Through this link user can see the status of received &  dispatched file date wise



(STEP 2)
Daily Transaction

Through this link user can see report of all received files on given date



(STEP 3)
through this link  user can see all dispatched files on given date



(STEP 4)
Through this link user can see report of all dispatched files on given date



THANKS
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