File Management System
User Manual

NIC-EOF-EFILE-UM-002

M Prepared by
| National Informatics Centre




cofice

Table of Contents

Diarisation Of DAK/LELET .......uuiiiiiiiiiiiiii e e ettt e e e e ettt e e e e e e e et eeeas 8
Created RECEIPTE LISt ..ovviiiiiniieei ittt e e e e ettt e e e e e ettt e e e e e e e et aa st e e e e e e e e eaaaat e eeeeeeesastta e eeaeeessssannnnnaeaeens 11
RECEIPE INDOX ...ttt e e e e ettt e e e e e e et e eatat e e e eeeeeeesssa s e eeaeeeesssssnn e aeeeeeessssnnnnneeaees 14
SUD-FOIAErs UNAET INDOX.......uuiiiiiiiiiiiii et e e e ettt et e e e e e ettt e e eeeeaaaas 18
CrEate SUD-FOLACTS ...ttt ettt e e e e ettt et e e e e e ettt eeeeeeeeaaas 18
Moving Receipt between the FOLATS. ..........oiiiiiiiiiii e e e e e e e e e e e et e e e e e e eeeasssannnnns 19
SUD-FOIAEr MANAZEIMEIE .....ovvuuuiieeiiiiiiiiiieee e e e e et eeee it eeeeeeeeeeeeetat e e eeeeeeeasstt e aeeeeeeessstaannsaaeaesssssstannaaeaaesesssaes 19
Edit Receipt (P/E) DELALLS .......eeeiiiiiiiieeeeiieiiiieee e e e e ettt e e e e e e et ettt s e e e e e e e eeaaatt s e eeaeeeessssanaeaeeaaeessssnnnnanaeaeees 22
RECEIPE DIOLALLS ...ttt e e ettt e e e e e e e e et e e e e e e e e e e ettt e e e e e e e e e aa et e eeeeeeeartrtaeaeaens 24
Steps to VIEW ReECEIPE DIELAILS:.......oiiiiiiiiieeeeit ittt e e e ettt e e e e e e et ta e e e e eeeeeeeasstaeaeeeeaeessssnnnaaaeaeeeeessnes 24

Put a ReCeipt INSIAE @ FIlE......oiiiiiiiiiiii i e e e e e e e e e e e e et e e e e e e e e e et bt eeaaeas 27
COMVEIT RECEIPL. . .ceiiiiiiiiiiiie e e et e e e ettt e e e e e e ettt e et e e e e e e e eeta b e e e e e e e e aaa it e e eeeeesaaaabtaaeeaeeesssrtanaaaaens 31
ol oL AN v 1ol 41 0 1<) LTSRS PSPPP 33
Attaching Files/Receipts With RECEIPE ........cooviiiiiiiiiiiiiiiiiiiieee e e e e e e e et e e e e e e e e aaabaes 33
Detaching Files/Receipts from RECEIPL ........cooviiiiiiiiiieiiiiiiiiiee e e et e e e e e e e e e e e eeeeeesssannnnns 37
Attach With another RECEIPE .....oooviiiiiiii et e e e e e e e et e e e e e e e e e abanes 39
Draft COMIMUNICATION. ....eiiiiiiiiiiiiitiee e ettt e e e e e ettt e e e e e et et ettt eeeeaaaatbaeeeeeeeeeeaaaeabnneeeeeeens 41
CreatiNg @ DTt ...oueei it e e e et e e e e e e ettt aaaaaeaaaaa 41
LLISE OF DDIAIES ...ttt ettt e e e e ettt e e e e e ettt et e e e e e ettt e e eeeeeaaaa 46
Editing Draft in an Electronic RECEIPTt........ccoiiiiiiiiiiiieeeii et e e e e e et e e e e e e e eeasbaeeeeeeeeeasssannnnns 49
AAA/EQIE RECIPIEIIL. ...eevviiiieeeee et e e ettt e e e e e et e e e e e e e e e e et e e e e e e e e e e aa st e eeeeeesseaabaaeeeesssesrraannnss 53
APPTOVING DITAft. ..ot e e e e e et e e et e e e e e e e e ea s bt e e e e e e e e eaar b e aeeeaerarrrnans 62
SIGNING DITATT ..ottt e et e e e e e e e e e e e e e e et eeeeae e ettt aaaaaaeaaaaas 63
DISPALCH fTOM RECEIPE ..veuniiiiiiiiiiiiiie e e e e e e e e e e e et e e e e e e e e eeaa it e e eeaeeeeassbaaaaeeeeessssannnnaeeees 78
ELECtTOMNIC RECEIPES. ..ciiiiiiiiiiiie e e ettt ettt e e e et ettt ee e e e e e e et eeb it e aeeeeeeeeeasaa s e eeaaeeessssaaaaeaaeeeesssssnnnaaeeseessssnnnnnns 78
PRYSICAL RECEIPLS ..uuiiiiiiieeiiii ettt e e e et e e et e e e et e e e e et e e e ea it e e e s st e e e e sateeesatan e e sataneessranneasssanns 81
SEINA RECEIPE ...ttt e e ettt e e e e e e et et bt s e e e e e e e e eaasa e eeeeeeeaasaaa e eeaeesaassttnnaaeaeeeasssannnnaeaees 86
RECEIPE SEIE LISt 1ovunniiiiiiie e et e et e et e e et e e e et e e e e et e e e sa it e e e s st e e e sataeeesatan e esasaneeesraneassranns 89
RECEIPE PUIL BACK ...oeiiiiiiiii i e e e e ettt e e e e e e e e e b bt s e e e e e e e eaast it e e eeaeeeeessannaaeeaaes 92
RECOIPE PULL TP oottt et ettt e et e e et e e e e et e e e e aa e e e e bt e e e st e e e sataeeesraaaaaaaes 95

Copyright © NIC, 2020
. Ver.7.0[1]



cofiice

INItIAtE ACHON (P/E) . .ue ettt et 97
INIHALE ACHIOML. ..cei i 97
Add Comments tO INItAtEA ACEIOM ....ciiiuuiiiiiiiiite et e e e e ettt e e e e e e e et eeeeees 98
Review / Initiated Action DEtails ...........eiiiiiiiiiiiiiiiiiiie et e e e e 99
CloSING INTIATEA ACHIOM ..uuuiiiiiii ittt et e e et e e ettt e e et e e e e e e e et e e e s et e e e s aateeessataeeessaaaaasaes 100

ClOSINE Of RECEIPES ...oieveiiiiiiieiee e ettt et e e e ettt e e e e e e e e e et e e e e e e e e e e e aaa e e eaeeeeeaasa it aeeeaaeessastsannaaeaeeeessstnnnnnns 101
LISt Of CLOSEA RECEIPLS ..ot 103

CIOSEA (BY IMB) —.. ettt e ettt e e e e e et e e e e e e e e e ettt e e e e e e e e et e bt eeaeeeearab e aeaaeeaanaes 103
By Others (HITarChy) — ......uiiiiiiiiii et et e e e e e e e e e e et e e e et e e e eaaaans 104
BY Others (Al c.oeoiiiiiiieee et e e e e et e e e e e e e e e et e e e e e e e e a bt e e e e e e e aaa e aaaes 104
CloSEA RECEIPT HISTOTY . iiiiiiiiiiii e et e ettt e e et e e e e e e e e e ettt e e e e e e e e eaaaa e aeeeeesaarataaaaeaeaaeesraees 105

RE-0PENING Of RECEIPLS ....uiieiiiiiiiiiiiii e e e et e ettt e e e e e e e e ee et e e e e e e e eeeassa e e eeeeaeeesssssnseeaeeaeessssnnnnaeeeens 106

Generate ACKNOWIEAGEIMENT ..........oiiiiiiiiii i e e e et e e e e e e e e e ettt a e e e e e e e e e sttt e eeeeeeeeaaataannnss 107
Generate ACKNOWIEAGEIMIEIIL . ... ....eeeiiiiiiiiiees et e e e ettt e e e e e e e ettt e e e e e et eeaatt s e eeeeeaeessssnnnaeeeeeessssssnnnaaaeeesesssnes 107
Acknowledgement Created LSt .........oiiieiiiiiiiiiiiei e e e e e e e e e e e e e e e e e e et e e e e e e e a s 110
Edit ACKNOWIEAZEIMENT ....uuueiiiiiiiiiiiiiiie e e e e e e e e e ettt ee e e e e e e e eeeaatt e e e eeeeeeeesssasnaaaeaeeeessssssnnaaeeeeeessnnes 111
Signing ACKNOWIEAZEIMENT ........uiiiiiiiiiiiiiiies et e e et e e e e e ettt e e e e e e e e eeat e e e e eeeeeeasssteaaeeeeaeesssssnnaeaeeaeesssnes 114
Send ACKNOWIEAZEIMENL .. ...ciiiiiiiiiiiiie e e e e e e e et e e e et e e e e et s e e e aateeesataseesastneassstnneeesstenaaesssanaaaeees 115

Consolidated VIEW OFf RECEIPL ......oeeviiiiiiieeieiiiiiiiieie s e e et e e e e e e ettt bt e e e e e e e e e eaaa e e e eeeaeaeesssenaeeeeeaeessssnnnnnns 118
Consolidated ReCEIPE INDOX ... ...iiiiiiiiiiiiiiie et ee e ettt e e e e e e ee e e e e e e e e e ettt e e e e eeeeeaaaataeeaeaeeesranes 118
Consolidated Receipt Created LISt .........uuuiiiiieiiiiiiiiiiiieeee ettt e e e e e e e et eatt e e e eeeeeeeaaataaeeeaaeassssennaaaeeaaeesssnes 119
Consolidated ReCEIPt SENE LISt ......coiiiiiiiiiiii e e ettt e e e ettt e e e e e e et ee e e e e e e e e e e ettt aeeeeeeeesaataaeeaeeasesraees 120

Print/DoWnIoad RECEIPL......ccoiiiiiiiiiii e e ettt e e et e e e e e e et a it s e e e e e e eeeasta e e eeeaaeeesssssaseeeeeaesssssnnnsaeaaes 121

Advance Search fOr RECEIPE .....uuuuiiiiiiiiiiiiiiei et e e e e e e et ettt s e e e eeeeeeaasst e eeeaeeeesssssnaaeeaaaeeessnes 123

Actions Allowed on Searched RECEIPT ......uuuuiiiiiiiiiiiiciee e e e e e e e e et e e 125

Create @ MEW FIle.....ciiiiiiiiiiiiii ettt e e e ettt e e e e et e e e e e e 127
CTEALEA FILE LLIST .. e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaans 128

F1E INIDOX ettt ettt et ettt e e ettt e e e e e ettt e e e e e e eeeeas 131
Move File t0 FOIAET Of TNDOX .....eeiiiiiiiiiiiiiiitte ettt et e e e e e ettt e e e e e e e et eeeeeas 134
Electronic File INNET PAZE .......oiiiiiiiiiiiiiii e e e et e e e e e e e e e e e st eeeeeeeeassataaeeeaeeaessnnes 135

Actions ON File INNET PaGE.......uuuoiiiiiiiiiiiiie e e e e e e e et e e e e e e e e eas e eeeaeeas 135
Physical File INNET PA@E .........ouiiiiiiiiiiiiie et e e e e e et e e e e et e e e ettt e e e e aatneeesatanaeaeaes 138

Copyright © NIC, 2020
Ver.7.0[2]



cofiice

Actions ON File INNET PaGE.......vuueiiiiiiiiiiiiii et e e e e e e et e e e e e e e aaa e eeeaeas 139
Add Correspondence 1N File........ccoiiiiiiiiiiiiiii e e e e e ettt e e e e e e e e e e e at e e e e e e e e eeeaaat e e eaaeaaaaanes 141
Add Correspondence in E1eCtrOnic FIle ............uuiiiiiiiiiiiiiiiiiiii e e e e e e e e e e eaaaaaes 141
Add Correspondence in PRySiCal FIle...........oouiiiiiiiiiiiiiiiiiiiiiie e e e e e e e e e e earaaaaaes 145
N L B0 ' =P SURPPPPRRR 149
A QA GIEEI INOLE ...ttt ettt e et e ettt e e e e e ettt et e e e e e e et eeeeeeas 149
Edit Saved GTeen INOTINIE ......evviiiiiieeee st e e e e ettt et e e e ee et ettt e e eeeeeeeeasstaaeeeeeaeesasstnnaaaeeeeeessssnnnnaaaeaees 151
Discard SAVEd GIEen NOLINE . .....uuuieiiiiiiiiiiiie e e et e e e e e e e e e e e e e eea ittt e e e eeeeeesarta s eeeaeeesssraaaaeeaeeas 151

g Lo B (= 1 Lo} N\ [ 4§ o VOSSP 152
Edit SAVed YellOW NOTINE. ....ovviiiiieieiiiiiiiee e e e ettt e e e e e e et ee e e e e e e e eaa et e e eeeeeeesaataaeeeaeeesssranaaeeaaeas 154
Confirm Saved YeEIlOW NOTINE ......ovviiiiiiiieeiiiiiiiieee e e et e e e e e e ettt eee e e e e e e e eeaa it aaaeeeeeesassataeaaeeasesanees 154
Discard Saved YellOW INOLITIZ .....uuieiiiiiiiiiiiei e e et e e e ettt e e e e e e e ettt e e e eeeeeesasssaeeeeeeeesssssnnnaaeeeees 155
VieW VEISION Of YELOW INOTE........eiiiiiiiiiee ettt e ettt e e e e e ettt e e e e e e e e e 156
Refer a Correspondence in @ Green/ YelloW INOLE .........ceeiiiiiiiiiiiiii e eei e e e e e eeetieee e e e e eeeeesaeeeeeeeaeeesanes 157
Refer a Previous Note in @ Green/ YelloW INOLE.........uuiiiiiiiiiiiiiiiiiiie e e e 158
Edit FI1E DELALLS ......uviiiiiiiiiiiiiiiie ettt e e ettt e e e e e ettt e e e e e e et eeeeas 160
FAle ATLACKIMIEIIES .....oeiiiiiiieiiiiiite ettt e e e ettt e e e e e e e ettt ettt e e e e e e et eeeeas 162
Attaching Files With Main fIle ............oiiiiiiiiiiiii et e e e e e e 162
Attaching Receipt With IMain FIle .......cccooiiiiiiiiiiii et e e e e e e e e e bt eeeeeeeeassaannanns 164
Detach already attaChed FIlES ..........oouuiuiiiiiiiiiieiieee et et e e e e e e e e e e e e e e ettt e e eaeeaeeaaaaes 166
Detach already attaChed RECEIPES.......uuuuuiiieeiiiiiiiiiiiiie e e e e et ettt e e e e e et eeta e e e e eeeeeeeasaa s aaeeeaeeessssennaaaaaeeeesssnes 168
Attach With @anOther FIle..........ueiiiiiiiii e e e e e ee e e 169
LNK FILE Lot e e et e e e ettt e e e e e et e eeeas 171
Link Files With Main FILE .........cciiiiiiiiiiiiiiiiiie e e e e et e e 171
Delink LANKEd FILES ..ottt ettt e e e e e ettt e e e e e e e et eeeeeeas 172
RELEITEA 10 FILES....eeiiiiiiiiiiit ettt et e ettt e e e e e ettt e e e e e e et eeeeeeas 174
UPLOAd LOCAL RELEIEIICE. ... ..ttt 176
METZE PRYSICAL FILES ... . ciiiiiiiiiiiie e e et e e e e e e e e e e e e ettt ea e e e e e e e e eaasat e e eaeeeesasaae e aeaaeeesssssnnnaaaaeeesssnes 178
B o S 1 (USRS 178
Demerge already Merged FIleS .........oouuuuiiiiiiiiiiiiiiiee e e e e e e ettt ee e e e e e e e e eeaa e e e eeaeeeeasatanaeaaaeeeeesnnes 180
Merge With ANOTNET FILE .......ciiiiiiiiiiiiei e e e e e e et e e e e e e e e e aa st eeeeeeeeesssataeeeeaeeesssssnnnnns 181
PATK FILES ...ttt 183

Copyright © NIC, 2020
Ver.7.0[3]



cofice

PaTKEA FILES ...ttt et ettt e e e ettt e e e e et eeeeas 184
VIEW FILE DIETAILS ... 186
Create Draft (DFA) in an EleCtronic FIle ............uuiiiiiiiiiiiiiiiiei e e e e e e e e e e e eeaaaannnas 191

Create @ New Fresh DIIaft........cooiiiiiiiiiiiiiiii et e e e e e e 191

Create @ RePLy DITaft ....cooiiiiiiiiii et e e e ettt e e e e e e e e e e ettt e e e e eeeeeeessssaaaaeeaaeenanes 192

Create @ RemINder DITaft ........oooiiiiiiiiiiiiii et e e e e e e e 193
VIEW DITATE LLIST. ..ottt ettt e e e e e ettt e e e e e e ettt e e e e e e e e 196

SROW VBISION. ...ttt ettt e e e e ettt e e e e ettt et e e e e e e ettt e e e eeeeeaaaas 197

DELEtE DAt e e e et 198
Edit DIaft (DEFA) ...ttt e e e ettt e e e e e ettt e e e e e et eeeeas 200
Add Recipient N DITaft......ooooiiiiiiiii et e e e e e e e e e e e e e e e e e aa e aaaaeaaaaaa, 202
APPTIOVE DITAft (DFA) ...ttt e e e e e et et a e e e e e e e e eaaba e e e eeaeeeeessstnaaaeaeeeesssstnnaaeaaarersrnes 203
SIGNING @ DITATT ...t ettt e e e e e e e e e et e e e e e e e et a e e e e e e aa— 203
DISPALCR fTOM FILE....euiiiiiiii et e e e e e e e e ettt e e e e e e e e eeas bt aeeeeeeeeessstsaeeeaaeeeessstanneaeaees 203

ELECLIONIC FILE......ceiiiiiiiiiie ettt ettt e e e e e ettt e e e e e e e et eeeeas 203

PRIYSICAL FIL ...ttt et ettt e et e e e e e e e e e ee e e e e e e e e e e e e aaaaa 203
SENA FILES .ttt e ettt e e e e e et e e e e e e e 204

SENA I1€ WILI ©SIEI.....ciiiiiiiiiiiii e e e et e e e e e e e ee e e e e e e e e ettt aeeeaeeaaa it e aaaaaearaaes 206

Send file with DSC (Digital Signing CertifiCate)..........cceeeeiiiiiiiiiiiiiieeeeeieiiiiiee e e e e e e eeeeeieseeeeeeeeeasaanaeeeeeaaeesanes 207

Sending File to External €OffiCe INSTANCE ...........cooviiiiiiii i e e e e e e e et e e e e e e eaaaaes 208

FIE SEIE LLIST.....etteiiieee ettt et ettt e e e e ettt e e e e ettt e e e e e et eee s 210
FLE PUIL BACK ...ttt ettt e e e ettt e e e e e ettt e e e e e e et reeeeas 213
CIEate PArt FIIE ....ooiiiiiiiiiiii et ettt e e e ettt e e et e e e e e e 216
Create VOIUIME FILE.....cooiiiiiiiiiiiiiii ettt e e e ettt e e e e e et eeeeeeea e 220
CLOSINE OF FIL@ ...ttt e e e ettt e e e e e e e et e e e e e e e e e ettt e e e e e e e e e e e sttt e eeeeesesartaannnss 224

DIrect CLOSING OFf FILE ..iiiiiiiiiiii e e e e et e e e e e e e e e aa st e e e e e e e e e eeasata e aeaaaeeesssssnnnaaeaasesssnes 224

Send File for CloSING ADPPIOVAL.........uiiiiiiii ittt et e e et e e e et e e e s aa e e e e sttt e e e aateeeesstaaaaeaes 225

BUlK ClOSING Of FAlE.....iiiiiiiiiiiii e e e e e e e et ees e e e e e e e e e aaa bt e e e eeeeeeeessaat e aeeaeeeesssssnnnaaeaaeessnnes 226

Submitted Files for ClOSING APPIOVAL.......cccciiiieieieeeeeeeeeee e e e e e e e e e e e e e e e e e e e e e e e aaaaaaeans 228

LISt O CLOSEA FILES.....ceiiiiiiiiii ettt ettt et e ettt e e e e e ettt et e e e e e e ettt eeeeeeas 229

(@101 Te N €237 (=) PP P U PPN UPPPPPPPURIN 230
By Others (HIBTarCIY) — ...ouuniiiiiiii et e e et e e e et e e e e et e e e e b teeessbtaeeesaaaneeessaans 230

Copyright © NIC, 2020
Ver.7.0 4]



cofice

BY OtRers (Al c.ceeiiiiiiiee et e e e e e e e e e e e e e e e e bt e e e e e e e et bt aaeaaeeaab e aaaes 231

L 01T I 1 (el = £ () 2SS SUSRPPPRRINE 232
REOPENING OFf FL ...eeiiiiiiieiee ittt e e e e e e e e e et e e e e e e e e eaa bt e e e eeeeeeasaattaaeeaeeeeessraanaaaeaaens 233
Submitted Files for REOPening APPIOVAL.........cooiviiiiiiiiiieiiii e e et e e e e e e e e eaaa e e eeeeeeaaaes 235
ADDTOVAL TEQUESE .. 237
PULLTUD FILE. ettt et ettt e e e e ettt e e e e e e ettt e e e e e e e e naabbtaeeeeeeas 239
INItIAtE ACHION O1 FILE . ...eiiiiiiiiiiiii ettt 241
TOTEIALE ACHIOML. ...etteeeee ettt ettt e e e oottt e oo e e ettt ettt e e e e e ettt et e e e e e et eeeeeas 241
View and Add Comments t0 INitiated ACHIOM ......eeiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii ettt 244
CloSINg INTHALEA ACHIOM ..oeviiiiiiii et ettt e e e e ettt et e e e e e e e e ettt e s e eeeeeeeaas e aeeeeeeaasastaaaaeeasessssstannaeaaaaeesssnes 246
Convert File from Physical t0 EIECIIONIC. .........ouuiuiiiieiiiiiiiiiicee e e e e e e e e e e e e e e e e e e aaaraanes 248
File Conversion DIaft LISt .........ccoiiiiiiiiiiiiiiiie e e e e e e e et 249
File Conversion CompPLeted LLISt..........uuuuiiiiiiiiiiiiiiiieie e e e et e e e e e e ettt e e e e e e e e e ee ettt e e e eeeeeeeaasttaaaaeaeeeeesranes 250
Consolidated VIEW OF FILE ........ooiiiiiiiiiiiiiiiiiiie et e et e e e e et e e e e e e e 252
ConsOlIdated FIle TNDOX .....eteiiiiiiiiiiiiiiieee ettt e e e e e ettt et e e e e e ettt e e e e e e e e e 252
Consolidated File Created LISt...........uuiiiiiiiiiiiiiiiiiiii et e ettt e e e e e e et eeeeeeeaaas 253
Consolidated FIle SNt LISt.......ccoiiiuiiiiiiiiiiiiiiiii e e e e et e e e e e e e e e e e e e e e 254
Print/DOWNIOAA FILE ....ccciiiiiiiiiiiiiiiii ettt e e e ettt e e e e e ettt et e e e e e e et eeeeeas 255
Advance Search fOr FIle........coooiiiiiiiiiiii e 257
Actions Allowed on Searched RECEIPT ......uuuuiiiiiiiiiiiiciee et e e e e e et ee e 259

)1 (Y e 1 (o) o NP PPRRUUT PP 261
Create INeW MIGIrated FIle ........eiiiiiiiiiiiiiiie e e et e e e e e e e e et e e e e e e e e e ettt eeaeeaaeeraaes 261
List of Files Created fOr IMIGIatiOn ..........uuieeiiiiiiiiiiiei e e e e eeeeeiiiieee e e eeeeeeetatt e e eeeeeeeesssteasaeeeaeessssssnnaaaaaeeeesssnes 263
Actions 0N Mirated INOTITIZ ........ouuiiiiii e eee ittt e e e e e ettt e e e e e e e et eet e e e eeeeeeaasstaaeeeeeeeesssssnnaaeeaeeesssssnnnnnns 264
Actions on Migrated COTTeSPONAEIICE ............uuuuuiiiiiiiiiiiiiieee e et e e e e e e e e e e e e e et e e e e e e e earaaaaanns 265
Actions on Migrated REFEIENCES .......uiiiiiiiiiiiiiiiei e e e e e e e e e e e e et eeeeeeeeasaaananns 267
Edit MIGIated FILe ....ccooiiiiiiieiiiiie ettt e ettt e e e e e ettt e e e e e e et eeeeas 268
FINAliZE IMIGIALION ....ceiiiiiiiiiiiieeeee et ettt e e e e e et e eetat e e e eeeeeeeeaat e e eeaaeeeassst e aaeeesessssssensaeaaeesssssssnnnnaaeaeeessnnes 268
Assigning Folder Permission for Migration Of FAles.............ueiiiiiiiiiiiiiiiiiie et 269
RECEIVEA LLEIEETS ...ttt ettt ettt e oo ettt e e e e ettt e e e e e e e ettt e e eeeeeanaebbnaeeeeeeas 271
INEEA @OTHICE. ...t ettt e e et e e e e et eas 271
List of Received Letters from Intra @OffICe: ............oiiiiiiiiiiiiiiiii e 271

Copyright © NIC, 2020
Ver.7.0[5]



cofice

Diarise RECEIVEA LLELLOT .......ociiiiiiiiiiiiiitie ettt ettt e e e e e ettt eeeee e e e 272
INter @OMTICE. ..o 274
List of Received Letters from Inter €OMFICe: ..........uiiiiiiiiiiiiiiie e 274
D1arise RECEIVEA LLETEOT ......cceiiiiiiiiiiiiiiii ettt e ettt e e e e e e ettt eeeeeee e 275
EmMail o 276
List of Email moved for Receipt DIariSatiOn: ............uuuueiiieiiiiiiiiiiiiieeeeeeeeeeiiiee e e e e e e e eeaviee e e e e e e e eeaariaaeeaaas 276
Daarise Bl ....ccooiiiiiiiiiiiiiiiiii e e e e e e et e e e e e e e 277
DISPALCH (OFFICET) .ottt ettt e e e e e e e e et e e e e e e e e e aa bt a e e e e e e e eaaaa e eeeeeeeessaaaaeeaeens 278
Dispatched ACKNOWIEAGEMENT..........coiiiiiiiiiiii e 278
DISPALCREA ISSUE ... . eiiiiiiiiiiie ettt e e e e e et e et e e e e e e e e e e eaa bt e e e e e e e e easaat s eeeaeeeaasstaaaaaeeeeerranes 285
AdVance SEATCH fOr ISSUE .....coeiiiiiiiiiiiii et ettt e e e e e et e e e e e e e 295
Actions Allowed on Searched RECEIPE ......uuuuiiiiiiiiiiiiiiis e e e e e e e e e e e e e eesraaaeeeeeas 296
DISPALCH (CRU) ..ottt et e e ettt e e e e e e ettt e e e e e e e e e s et e e e e e e e e e es bttt e eeeeeeesaattnaaeaeens 297
TIIDOX ..t e e et e e e e e et ee s 297
RETUIIIEA. ..ottt e e e e e ettt e e e e e ettt e e e e e e e et e eeeeeas 302

) BT o1 o] o L<Ts F SRR USUPPPRPPRRNE 305
INOTIFICALIONIS .ttt e e ettt oo e e ettt et e e e e e ettt ettt e e e e e e e abtbee et e eeeeeeenaaaanees 309
DISPALCH FOIIOWUDS ....oiiieiiiiiie e ettt e e e e et e e e e e e e e e e ettt eeeeeeeeees ettt e aeeeaessesstbaaeaaaaeesraaes 309
IDISC REGISTIALION ...eevviiiiineeeeeiiieiiiieeeeeeeeeettati e e e eeeeeetastt e eeeeseassstenn s aeeaseessssssnneeesesessssssnnnaeaeseesssssnnnnaeeeees 311
REGISTET DISC .ottt ettt e e e et e e e e e e e e ettt e e e e e e e e e e e ettt e aaeaaeeeaat e aaaaaaeraaaes 311
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Receipt

Once a DAK/Letter is Diarised and a unique receipt/diary number is allotted then it becomes Receipt.

Diarisation of DAK/Letter

Browse and Diarise sub module of Receipt is used to generate Receipt, which can be either physical or
electronic in nature.

e Physical: The unique number for the DAK/Letter is generated by the system, and further
processing of the receipt can either be physical (manual) or electronic in nature.

e Electronic: The unique number for the DAK/Letter is generated by the system, and further
processing of the receipt is always electronic in nature.

Important Points:

v" Uploading of scanned document of ‘DAK/Letter’ is mandatory for Electronic diarisation and
optional for Physical diarisation.

v' DAK/Letter must be scanned as a single PDF (preferably a searchable PDF).For scanning the
DAKY/ letter refer to Annexure-I ( ).
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STEPS TO FOLLOW:

1. Click Physical/Electronic link under Browse & Diarize sub-module or Click
Physical/Electronic under Create link in Quick Access Menu bar for Receipt (Figure 1).

File ver 70 m
= (LN onysical | [electronic] ]

278 Shravan Kumar
» CEE ; -
ASST1(BO1)-DFS

FILE Create  Inbox Sent  Advance Search 1SSUE Sent  Rewrned  Advance Search

N ) :Tow | Send | SendBack | Copy | Close Search Here... Receipt A
% Receipt
~
& ). P/BOT-DFS | test subject | S, Mantash Kumer Ojha, B0 1 SECTI.. | (£ 14/03/2020 10:11 AM #
CCS University | &g Mantosh Kumar Ojha, BO 1 SECTI... | i, 14/03/2020 08:53 AM @ #
@ | CCSUniversity | &5, Mantosh Kumar Ojha, BO 1 SECTL... | [, 14/03/2020 08:50 AM #
g
k3 s
@ | CCSUniversity | &g Mantosh Kumar Ojha, BO 1 SECTI... | fidy 14/03/2020 08:37 AM #
(]
o testsubject | S Mantosh Kumar Ojha, B0 1 SECTL. | i, 14/03/2020 01:01 AM #
RA ) 1470212020 01:01 AW
(E) | 2522 | 358/2020/B01-DFS | test subject | 8 Mantosh Kumar Ojha, B0 1 SECTI... | [, 14/03/2020 12:58 AM #
{I} 1470312020 12:58 AM
(E] | 2520 | 356/2020/B01-DFS | test subject | S Mantosh Kumar Ojha, BO 1 SECTL.. | [, 14/03/2020 12:55 AM #
{ 14/03/2020 12:55 AM
(E) | 2519 | 355/2020/B01-DFS | test subject | 8 Mantosh Kumar Ojha, B0 1 SECTI... | [F) 14/03/2020 12:53 AM #
{f} 147032020 12:53 AM
(] | 2518 | 354/2020/B01-DFS | testsubject | S Mantosh Kumar Ojha, BO 1 SECTL... | [, 14/03/2020 12:51 AM #
I 1470312020 12:52 AM
[E1 2515 | 2381/200M0/RO1-NES | tact suhisct | o Aamens b Wi Ak DA CETI B 1420020 17-46 AM D & v
Total Records: 280 | [« B (2](3] () (5] (> ][]

Figure 1

2. Click Upload button. The File Upload dialog box appears. Select the desired scanned PDF
document (up to 20 MB) and click Openbutton (Figure 2).

323“- n Saroja Kumar Patro
» TD(SKP)-EQ

RECEIPT Inbox  Sent  Advance Search Create  Inbox  Sent  Advance Search I Sent Returned  Advance Search

131 Pdf Only <= 25 ME * . " ~
%! "y< Diary Details
Diary Date Forms Of Communications ™ Language
176 1sEnn B Leter ¥ | Bengali M
ﬁg @ File Upload X
Letter Date Letter Ref. No.
T > ThisPC » Desktop » CBP [Basic Users] w @  Search CBP [Basic Users] P 8| | ddimmiyyyy a8
-
] Mode Number Sender Type
Organize « New folder % - Chaose One M
=
& Pictures  # % Name Date modified Type Size
S2 ’ .
CBP [Basic Users Sample 2 06-May-1910:33 ..  Adobe Acrobat D.. 87KB
p_'| efile Manuals Sample Letter 31-Dec-12 243 PM___ Adobe Acrobat D... 260 KB
] Office2016 Sample Receipt 2 11-Dec-12252PM  Adobe Acrobat D... 6KB Add te Address Book
Vaibhav Sample RTI Letter 04-Dec-126:26 PM Adobe Acrobat D... 102 KB
»
-B samplel 06-May-19 10:37 Adobe Acrobat D... 3KB
& Onedrive Sampled Adobe Acrobat D... 13KB Designation *
ﬁ ] [ This PC Signed Draft Adobe Acrobat D... 6KB - or
Py =
¥ 3D Objects v
& )
File name: Sample Receipt 2 +| |Adobe Acrobat Document v Email
Cancel
=
213

_.Personalize Acknowledgement Generate & Send Generate & Copy |

Bl copyright @ 2020, designed and developed by NIC.

Figure 2
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3. Once the scanned DAK/Letter is uploaded, enter the required metadata ( Diary Details, Contact
Details and Subject Category):

T Wl eeew P L0 ety R

SR TR R A MM W W e D TR AR PR e g e
3 v ’ -t-n-n-" b b et
MR SRR R TR W DD WA 000 TR 6 @ 00N, et - s T

wemrn sy sre amw By

- R
0 o
QW A bt LR PIeroSey—.
17 M 0w Taaw Oufeil pupma © W & el wom B e g e %
e [

LN egrmm g @ e W auw B g R et oen valaw wiowTren
TRECN OO0 X0wH *CrEPeme WA @ N2 S R 1) 11 B 2006 e v L et
B A 0 e el &

Part of the Army headquarters (n Delhi has been sealed after : oy ~ S~
avoldier tested positive on Friday. The coronavirus cave v
count in Indis has crossed the 50,000 mark with the death
toll nearing 2,700, Finance Minlster Nirmala Sitharaman
will address another press conference today on the Rs 20
h cro M Mod |

P ]

Figure 3

4. Click Generate or Generate & Copy or Generate & Send to generate new electronic receipt with
a unique Receipt No. (Figure 4).

. 3230 Saroja Kumar Patro  _
=€ ff[cz.ﬁ:.,. eFile v so »EED O T

RECEIPT Create +  Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search Sent Returned  Advance Search

©r Movement Copy Send Putin a file Edit Attach~ | Draftw Close Generate Acknowledgement

E 5057132 6461/2020/EQFFICE Common Office Services

of 3 —  + AutomaticZoom = > -

B Basic Details

Comp. No. : 5057132 Receipt No. = 6461/2020/EOFFICE
-]
— Hindi =
Nature - Electronic File No. :
e AT AT W9, 100% FRer @ei
ﬁ = Main Category : Common Office Services  Sub Category :
i e 3 HeGE T el A S A 97| 36 S S 6 From : Gopal Gaur Testing Designation : testing engg.
m AT WAT TH| A T Sraiare 3 100% TR 96 | 100% AR
B AT AR A7 S Forms of Letrer Delivery Mode : By Hand
Communications :
»
-B @ ol # Sl giew § v Sender Type : Letter Ref. No. :
B WIS HEH @A ST AT S WOl S AT §1 9 FAE 3T o
= TR A A5 F AN A T E| SHE ST R A SRR iy s Lezairzlbmns /a0
H THEER X A CEHTEHNE AlSH F Fag A1 S g1 1961 F 2010 F A 2R Diary Date 12/06/2020 Diarised By : Saroja Kumar Patro, eOffi
3 & T AT 88 W AR ReHE A ) ce MIMP Division
[_]
English Subject : gopal testing. g
. Part of the Army headquarters in Delhi has been sealed after Enclosure/ Remarks : EEE
+ I3 a soldier tested positive on Friday. The coronavirus case Address : Loadhi Road JLN New Delhi
count in India has crossed the 80,000-mark with the death ) i
toll nearing 2,700. Finance Minister Nirmala Sitharaman 2] 5 =
‘will address another press conference today on the Rs 20 Dispatch | Attached/Detached  Closed o
lakh crore package announced by PM Modi. On Thursday, V| || — 1 v

Figure 4

Note:

=  All the mandatory fields are marked with Red asterisk (*).

= User can choose one of the fields marked with Orange asterisk (*).

= Personalize Acknowledgment: There is a provision to send acknowledgement to the sender
who’s DAKY/ letter has been received in the organization (Refer Acknowledgment sub-module).

=  Generate: Creates the receipt and saves it in ‘Created’ sub module.

= Generate & Send: Generates the Receipt No. and redirects to Receipt Send screen.

= Generate & Copy: (This feature is configurable): Generates the Receipt Number and redirects the user to
diary screen retaining the content (PDF) and metadata (Copying the pdf content is also configurable feature)
of the receipt.

Copyright © NIC, 2020
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Created Receipt List

The Created sub module displays the list of all generated Receipts (both Electronic and Physical in
nature) that are not yet Marked/Send.

To view list of receipts created, Click Created sub module of Receipt module as shown in Figure 5.

) Shravan Kumar
1 -
(EO1}DFS

RECEIPT Create +  Inbox Sent  Advance Search FILE Create. m Sent  Advance Search Sent  Returned  Advance Search

ck  MoveTo~ | CreateVolume | Create Part Park Close = Search Here_.
ect-11010/27/2020-801-D... | Enter Description | 2 Mantosh Kumar Ojha, BO 1 SECTI i, 03/03/2020 03:05 PM B ?
ect-11010/26/2020-B01-D... | Enter Description | S Mantosh Kumar Ojna, BO 1 SECTI... | i, 03/03/2020 02:58 PM #
A
(2] "
ect-11010/25/2020-B01-D... | Enter Description ‘q Mantosh Kumar Ojha, BO 1 SECTL... @ 03/03/2020 02:55 PM [ 4
83 :
hl _ ect-11010/24/2020-801-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 SECTI.. | g 03/03/2020 02:50 PM &
) { 03/03/2020 02:51 PM
| ]
= [E] 3654 | Award Sect-11010v23/2020-B01-D... | Enter Description .'° Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/2020 02:45 PM 5
; /
i { 03/03/2020 02:46 PM
'.é‘ [(F) 1 3653 | Award Sect-11010/22/2020-B01-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 SECTI [, 03/03/2020 02:34 PM &
b 03/03/2020 02:34 PM
. o - . ) | &
[E] 3652 | Award 5ect-11010/21/2020-BO1-D... | Enter Description | ag Mantosh Kumar Qjha, BO 1 SECTI @ 03032020 02:28 PM [ 4
b 03/0312020 02:28 PM
[(F) | 3649 | Award Sect-11010/19/2020-B01-D... | Enter Description | & Mantosh Kumar Ojha, BO 1 SECTI [, 03/03/2020 11:26 AM #
B 03032020 11:27 AM C
3627 | AT/2020-B01-DFS | dfgdf | 2 Mantosh Kumar Ojha, BO 1 SECTL. | [ 02/03/20201212 PM B
Total Records: 204 M||4 n \Z”E\ |Z| |EHI| |:

Figure 5

Description:

e The Created list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Subject Category, Created On and Enclosure/Remarks (Figure 6).

eFile ver.70

RECEIPT Create » Inbox Sent Advance Search Create Inbox Sent Advance Search ISSUE Sent Retumed Advance Search

Send | PutinaFile | Copy | GenerateAcknowledgement | Clase

" o

Created On 1}
E test subject ACP and other related matters 14/03/2020 05:37 AM B
P P 2545 381/2020/801-DFS CCS University ACP and other related matters 14/03/2020 05:36 AM R #
et E 254 380/2020/B01-DFS test subject ACP and other related matters 14/03/2020 05:35 AM Bé
2. (] E 2541 377/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:58 AM B #
E 2538 374/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:52 AM R #
=0
x[ E 2536 372/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:49 AM ]
m E 2535 371/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:48 AM R R
= E 2533 369/2020/BO1-DFS test subject ACP and other related matters 14/03/2020 01:45 AM Re R
;}{‘u E 2531 367/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:42 AM R e R
& E 25% 362/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:05 AM R #
o]

Figure 6

e The list of receipts can be sorted on the basis of Computer No. and Created On by clicking on
column heads.

o The list of receipts can be filtered on the basis of Nature, Subject Category, Reference (VIP) and
Creation Date range by clicking Filter Icon in menu bar.
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RECEIPT Create » Inbox Sent Advance Search e Inbox Semt  Advance Search

Send  PutinaFile  Copy  Generate Acknowledgement  Close

iy

Nature 8 computer Number

n I
” e smbe: ick t
¢ ] £ 254 B o testsubject © Bon Physical Electronic 200537 B Receipt Number (n::hgosg B #
B subject
P 2585 381 (7 OpeninTab €CS University Suthect Cobegrey. 200536 parameters § ® §
o= ACP and oth Al M A = & Remarks
£ 2544 360, ) Send test subject el kv Saeen A 200535 ®
' IEIC relsted matters maters L4
.:-m E 2541 l} 377/2020/801-DF5 test subject All GPF related 20 01:58 AM ®n#
£ 253 test subject Reference 2001:52AM Be B
@0
- € 253 3 test subect il 2001:49AM R R
Date
\ E 2535 test subject 120 01:48 AM B B
[ Creation Date From Creation Date To :
E 2533 test subject L B 2o0nasam B B
vp E 2531 test subject 20 01:42 AM B 2]
= = LTI
Y E 252 test subject I e e e > varuaren20 01:05 AM ®n s

Figure 7

e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject and Remarks, by entering at least 3 characters.

¢ In addition to above, the Created Receipt list of Self, Section User(s) and User under individual
post hierarchy can be viewed through Receipt View. (Figure 8)

'S Click here for list of

users

PT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Rewmed Advance Seal
e ...

1586 1090/2020/801-DFS test subject ACR related matters 10/02/2020 05:41 PM
£ 1570 1074/2020/B01-DFS test subject ACR relsted matters 08/02/202012:46 PM Select Search
£ 1539 1043 /2 ﬂmo e test subject ACR related matters 08/02/2020 07:21 AM scope
“’,“} E 1472 el OE: — ACR relsted matters 07/02/2020 08:24 PM
E 1434 958200 [ Send g ACR relsted matters 07/02/2020 04:20 PM
i}{? £ 1453 957/2020780TDS test subject ACR refated matters 07/02/2020 04:18 PM
28 E 1452 356/2020/B01-DF5 test subject ACR relsted matters 07/02/2020 04:15 PM
- £ 1408 912/2020/B01-DFS test subject ACR refated matters 06/02/2020 05:18 AM
‘[' £ 1360 364/2020/B01-DFS test subject ACR relsted matters 05/02/2020 08:25 PM
o z EIRECH 861/2020/B01-DFS abedefg ACR refated matters 05/02/2020 05:24 PM
P
¢
=
Total Records: 21 gl  [R[BDI0]
m Copyright & 2020, designed and developed by NIC

Figure 8

Note:
= Receipt View will display list of created receipts in Section and Hierarchy and no action will be
allowed on them except ‘Pull up’
= Receipt is to be pulled up, to view its inner page and take other actions.

e Also, using context menu (mouse right click on receipt no.) created receipts can be opened in same
or Different Tab of browser and also, can be send further.(Figure 8)

e The Attachment Icon @ next to Receipt no. 1s visible in case some other Files and/or Receipts are
attached with it and further can be clicked to see attached details.

e The following actions that can be performed on the list of Created receipts:

Copyright © NIC, 2020

Ver.7.0[12]



= -
cOffi
A DIGITAL WORK PLACE SCLUTION

= Send

= Putina File

= Copy

» Generate Acknowledgement
* C(Close

e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

e Some additional actions that can be taken from receipt inner page are as follows —

»  Edit

= Attach

» Draft (For Electronic Receipt only)

= Dispatch (For Physical Receipt only)
»  Convert (For Physical Receipt only)
* Print

Copyright © NIC, 2020
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Receipt Inbox

The Receipt Inbox sub module 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.

To view list of receipts received, Click Inbox sub module of Receipt module or Click Inbox link of Receipt
Quick Access menu bar. (Figure 9):

‘" n Shravan Kumar

« eFile ver.70

RECEIPT Create »  Inbox Sent = Advance Search FILE Create m Sent  Advance Search Sent  Returned  Advance Search
Move Tov | Create Volume | Create Part Park Close ~
Receipt
=11010427/2020-601-0__ | Enter Description ::, Mantosh Kumar Qjha, B0 1 SECTI... | (& 03/03/2020 03:05 PM ?
ect-11010¢26/2020-601-D.... | Enter Description ‘q Mantosh Kumar Qjha, BO 1 SECT... @ 03/03/2020 02:58 PM 5
ect-11010/25/2020-B01-D... | Enter Description ‘ﬂ Mantosh Kumar Ojha, BO 1 SECTL... @ 03/03/2020 02:55 PM ?
_ N ect-11010/24/2020-B01-D... | Enter Description 'Q Mantosh Kumar Ojha, BO 1 SECTI... @ 03/03/2020 02:50 PM 5
m 03/03/2020 02:51 PM
@ 3654 | Award Sect-11010/23/2020-B01-D... | Enter Description | g Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/2020 02:45 PM 5
{f 03/03/2020 02:46 PM
E] 3653 | Award Sect-11010/22/2020-B01-D... | Enter Description 'q Mantosh Kumar Ojha, BO 1 SECTI... @ 03/03/2020 0234 PM 5
{f» 03/03/2020 02:34 PM
[P] | 3652 | Award Sect-11010/21/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojha, BO 1SECTL. | [, 03/03/2020 02:28 PM 2 #
{ 03/03/2020 02:28 PM
[P | 3649 | Award Sect-11010/19/2020-B01-D.. | Enter Description | 2 Mantosh Kumar Ojha, BO 1 SECTI... fE3, 03/03/2020 11:26 AM #
B 03/03/2020 11:27 aM [
A
Lol o Qo0 Bos ope o e . £S5 00i02:002002:00 0 IS

Figure 9
Description:

e The Inbox View can be switched from Advanced (Row based) to Normal (Column Based) and vice
versa by clicking on switch icon. (Figure 10)

A S

wnen €F11€ ver.70
RECEIPT  Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Rewmed  Advance Search
Receive | Putinafile = MoveTow Send Send Back Copy Close F Search Here...
% 1536 | 1040/2020/B01-DFS | testsubject | 8 Mantosh Kumar Ojna, BO 1 SECTL... | (53, 08/02/2020 07:16 AM
Ea {f 2700272020 05:24 PM This is default - Row
Based view of Inbox
L1 (7] | 1533 | 1037/2020/BO1-DFS | abcdefi | & Mantash Kumar Ojna, BO 1 SECTI... | {3, 08/02/2020 07:09 AM
{3 osrz2/2020 07:09 AM
2] [P 1 1531 | 1035/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI... | [ 08/02/2020 07:04 AM
o {3 08/02/2020 07:05 AM
B4 . = :
[P] | 1530 | 1034/2020/BO1-DFS | abcdefg | & Mantosh Kumar Gjha, BO 1 SECTL... 08/02/2020 07:02 AM
2| {} 08/02/2020 07:03 AM
| ]
= [P] | 1521 | 1025/2020/BO1-DFS | abcdefg | & Mantash Kumar Ojna, BO 1 SECTI... | {3, 08/02/2020 06:50 AM
g {{} 08/02/2020 06:50 AM
Figure 10

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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e The Inbox list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Sent By, Sent on, Read On, Due On and Remarks (Figure 11).

‘"’ n Shravan Kumar

A 2. Information Heads of EaEIEE s 1SSUE Sent Reurned  Advance Search
receipts
e [P e [ o =) e e [ e Receptview 561 &

0 1 SECT w4 =]
3. Sorting of receipts available upnnm[

\_-am [TGeN ROmar OJiE, BO 1 SECTI... gg:g;’:;m g:’g;f:fo
abedefy Mantosh Kumar Cjha, BO 1 SECTI gﬁgjf&m g::‘g:f;zo
abcdefg Mantosh Kumar Ojha, BO 1 SECTL.. gg:g:':&m ggfg;f;zo

P [1521 1025/2020/801-DFS abedefy Mantosh Kumar Ojha, BO 1 SECTI gzg;t:;zo géfg;f;zo
1520 1024/2020/B01-DFS abcdefg Mantosh Kumar Ojha, BO 1 SECTL.. ng;f;zo g:ﬁf&m
P 1519 1023/2020/B01-DFS abcdefz ;::;::“ Kumar Ojha, BO1 gj;f:‘m
P 1518 1022/2020/801-DFS abcdefg Mantosh Kumar Ojha, BO 1 SECTI g:j;t:’azo g:ﬁff&m -
4. Colour legends signifying
P 1517 1021/2020/801-DFS abedetg Mantosh Kumar Ojha, BO 1 SECTL.. ga::;;t:;zo g:f:;f;m ( different subject categories
P 1516 1020/2020/B01-DF5 abedefy Mantosh Kumar Cjha, BO 1 SECTI g?__:;':;zo g:g’if;zo
Total Records: 74 gl - [AERann

Figure 11
e List of Receipts can be sorted based on Computer No., Sent On, Due On and Read On.
e Legends and Color Code are used to differentiate various receipts in list.(Figure 11)

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name. (Figure 12)

'y 0
RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Retumed  Advance Search
D S = S I

2 Receive | Putinafile M

2

E 5. Click here for more
b 27/02/2020
4 E 1536 1040/2020/B07-DFS test subject n sender details Pt
-
= P 1533 1037/2020/801-DFS abederg [T T 0c/02/2020  08/02/2020 B
] % 07:00AM  07:09AM
& Name Mantosh Kumar Cjha Designation  AGSTT. SECTION OFFICER 08022000 08/02/2020
ks P 1531 1035/2020/801-0
Marking Abbr.  ASST2(BO-I}DFS Post ASSTAHBO1}DFS 07.04AM  07:05AM
P Section BO 1 SECTION - DFS Department  DFS 08/02/2020  0B/02/2020 .
B P 1530 103az020801.0f oaca A omgm A
Email
i} 1521 1025/2020/B01-DFS Mantosn Kumar Gjna, BO 1 S2CTI.. C02/2020 - 0B/02/2020 d
- ) iantosh Kumar O], 0BS0AM  0BSDAM
=0 ’ 08/02/2020  08/02/2020 :
: P 1520 1024/2020/B07-DFS abedefg Mantosh Kumar Oha, BO1SECTL. 7 2?20 208

Figure 12

e The list of Receipts in the Inbox can be filtered by clicking on the Filter Icon in the menu bar on
the basis of Nature, Read/Unread, Priority, Subject Category, Reference (VIP), Sent Date
range, Due Date range and other Flags/Label such as Important, Due Date Elapsed and Action
Initiated. (Figure 13)
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17
| 0
6. Filter view 7. Module Search
Create  Inbox Sent Advance Search I5¢} Advance Search
e fi S r

Send Back Copy o5t Search Here_._

BEFTRN B computer Number {1

2
. . . B Receipt Number
El 1 Physical (= .1 Received  Unreceived None 42020
E 1536 1040/2020/801-DFS rest subjec . Fam  subjece
Electronic All Read Unread None
o= yza20 & Sender ®
b’ P 1533 1037/2020/B01-DFS abcdetg cori
Priority VAM © sentBy
O Immediate Mast Immediate Out Today )
ik P 1531 1035/2020/801-DFS abcdetg 2020 03{0212020
Subject Category LAM 07:05AM
8. Context Menu on Mouse i
.F‘ ACP and other All Meetings related Al Advances %2020 08/02/2020 .
A P 15 Right Click on receipt number abcdef related matters matters IAM O7:03AM
2 Al GPF related 2
"‘m P 1521 102572020~ abedetz ;’:;20 g:{gﬁf&m
Open Reference -
@ o 3 OpeninTab VIE Y2020 08/02/2020 y
B: P 1520 1024/2020 abedetg I
[ Send Date
] [® Send Back s 22020 .
P 1519 1023/2020 abcdefe ent Date From Sent Date To
'é B | [Gaimmiyyyy 8| | dammiyyyy g OtAM 4
Due Date From Due Date To Y2020 08/02/2020
8 & d/mmiyyyy d/mmiyyyy I #
P 1518 1022/2020/801-DFS abcdefg || ddimmiyyyy B | dd/mmiyyyy I e #
Others 2
P 1517 1021/2020/801-DFS abcdetg {2020 0B2/2020 #
- FAM 06239 AM
Action Initiated Due Date Elapsed
; Important Y2020 08/02/2020 N
P 1516 1020/2020/801-DFS abedetg ' e E‘]

Figure 13

e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender and
Sent By).(Figure 13)

e Using Context menu (on mouse right click) receipts in Inbox can be Received (Unreceived
physical receipts only), Opened in Same or Different Tab of the browser and can be Send or Send
Back.(Figure 13)

e List of receipts in Inbox of Self, Users in same Section/Office and Users under your individual post
hierarchy can be viewed through Receipt view. (Figure 14)

& Shravan Kumar
i :
-DFS
FILE Create Inbox Sent Advance Search ISSUE Sent  Rewurned

= : £ = 9. Reciept View

MoveTow | Send | SendBack Copy | Close | <7 | Rece
I:III comp.No-14 l__ TR o < =

28
Ea 08/02/2020  27/02/2020
E 1536 1040/2020/BO1-DF5 test subject Mant Ki Qjha, BO 1 5ECTI
SR resn Rumareins OFIGAM  0S24PM

0
| , 08/02/2020  08/02/2020
P 1533 1037/2020/B01-DFS abcdefg Mantosh Kumar Gjne, 80 1 SECTL. = i 5 o

(€¥] 08/02/2020  08/02/2020
P 1531 1035/2020/BO1-DFS abederg Mantosh Kumar Ojna, BO 1SECTL. -

Figure 14

Note:
= Receipt View will display Inbox list of users in Section and Hierarchy, no action will be allowed on
them except ‘Pull up’
= Receipt is to be pulled up, to view its inner page and take other actions.

e The Attachment Icon next to Receipt no. is visible in case File(s)/Receipt(s) are attached with it
and further can be clicked to see attached details.(Figure 15)

Creste | Inbox  Sent  Advance searcn

I:Il o

2
ﬂd 23 /2025/B01-DF5. ACP and other related matters 02/01/2025 12717 PM wed &
= P 2101 575/2024/801-DFS ACP and other related matters 02/01/202410:45 AM  wea P
o=
P 2091 9/2024/B01 DFS/DFS ACP and other related matters 01/01/2024 0551 PM wed p
&
] P 2089 8/2024/BO1-DFS/DFS. €CS University ACP and other related matters 0140172024 05:41 PM wed &

Figure 15

Copyright © NIC, 2020
Ver.7.0[16]



- ‘ff-
e@®ffice
A DIGITAL WORK PLACE SCLUTION

e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

e The un-received Physical receipt need to be received in order to take action on it (Figure 16).

12. Select receipt and 7.0
click on ‘Receive’
] m Sent = Advance Search

%2 Receive | Putin | 0 To~w Send Send Back {
r

Comp. No. j} | Receipt k.

12. Right click to
E 1538 receive

P 1519 1023/20

Receive

P 1518 1022/2020/801-DF5

Figure 16

e The following actions that can be performed on the list of INBOX receipts —

Receive (Applicable for un-received physical files only)
Put in a File

Move To (My Folders)

Send

Send Back

Copy

Close

A ol ol
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Sub-Folders under Inbox

The receipts in an Inbox can be organized by creating sub-folders under Inbox Sub module and moving
these receipts into the created sub-folders. These sub-folders can be named by the user on the basis of the
subject categories or various others level categorization as suitable.

Create Sub-Folders

This section describes the steps to create sub-folders under receipt Inbox.

STEPS TO FOLLOW:

1. Select Receipts from Inbox, to move to the new folder:

office ... f o 0

MEIF‘T Create m Sent  Advance Search FILE Create Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
= vufiafle  Movelow | Senc | SendBack | Copy Close F sencon Wl 57 [ searcn Here Rl Receipt view (SELF)

My Folders v
[ HO1-DFS | testsubject | &g Mantosh Kumar Ojha, BO 1 SECTL... | [E3 08/02/202007:16 AM

2

[ = |
Wy

JORy Venoge Folder

Create New Folder |

abcdefg | 25 Mantosh Kumar Ojha, BO 1 SECTI. | [, 08/02/2020 07:08 AM

Ied

{3 0802/2020 07:08 AM

(33

[P] 1 1531 | 1035/2020/B01-DFS | abcdefg | S5 Mantosh Kumar Ojha, BO 1 SECTL | [, 08/02/2020 07:04 AM
{f3 084022020 07:05 AM

3z

R

[P] | 1530 | 1034/2020/BO1-DFS | abcdefg | &g Mantosh Kumar Ojha, BG 1 SECTI 08/02/2020 07:02 AM
) 081022020 07:03 AM

"

() 1521 | 1025/2020/BO1-DFS | abedefg | B Mantosh Kumar Ojha, BO 1 SECTL... | [, 08/02/2020 06:50 AM
I 081022020 06:50 AM

o0 1]

@ 1520 | 1024/2020/BO1-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:48 AM
I 08/02/2020 06:48 AM

@o

Figure 17
2. Click Move To—>Create New Folder.
3. Enter Folder Name in the Create Folder Popup.

Create Folder In R‘Fm

Folder Name *
RTI

LCreate In *

{ Receipt Inbox

Figure 18

4. Click Save button to create new folder and move the selected receipt into it.

Note:
= [tis required to select the receipt beforehand from the receipt Inbox to create a new folder.

= Selected Receipts will move to Inbox Sub Folder.

Copyright © NIC, 2020
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Moving Receipt between the Folders

This section describes the process of moving receipts between the folders under receipts INBOX.

STEPS TO FOLLOW:

1. Select Receipts from the Inbox or the Sub-Folder of Inbox from which you wish to move the
receipt.

B e

xi

'v\
b/

D ]

2|

B

&

o

=
B:

@c

ate » I cer:  Advance Search

Send Back

& 080212020 07:09 AM

[F] 1 1531 | 1035/2020/801-DFS
& 080212020 07:05 AM

[F) | 1530 | 1634/2020/801-DFS
3 08/02/2020 07:03 AM

(F) | 1521 | 1025/2020/801-DFS
£ 08/02/2020 06:50 AM

(P | 1520 | 1024/2020/801-DFS
{7 08/02/2020 06:48 AM

abcderg

abcdefg

abcdefg

abcdefg

Copy Close

L, Mancosn kumsr Ojns, 50 1 SECTI..
2o Msntosn Kumar Ojns, 50 1 SECTL
20 Msnosn Kumar Gna, 50 1 SECTL
2o Misnsasn Kumar O,

, BO 1 SECTL..

25 Mantosh Kumar Ojha, BO 1 SECTL..

antosn Kumar Ojha, BO 1 SECTL.

Create  Inbox Sent Advance Search

2, 08/02/2020 07:16 AM

% 08/02/2020 0709 AM

% 08/02/2020 0704 AM

£, 08/02/2020 07:02 AM

{22, 08/02/2020 06:50 AM

{3, 08/02/2020 06:48 AM

1SSUE

Figure 19

2. Click Move To in the menu bar, Click My Folders.

3. Choose the destination folder from dropdown list under My Folders. (Receipt will move to selected

folder).

Sub-Folder Management

The Inbox sub-folder management primarily consists of following Actions —

Rename — This is useful, in case the title name of the folder is to be corrected with spelling or a
more suitable title.

Delete — In cases where the sub-folder(s) are not required anymore, they can be deleted provided
they are empty.

This section describes the steps to rename and delete a sub-folder.

1. Click Manage Folders sub menu under Move To menu in File/Receipt Inbox List page:

Copyright © NIC, 2020

eFile

RECEIPT

My Folders

[E) 11536 | 1

Pt Manage Folder

[P) 11533 | 8

{§3 08/02/2020 07:09AM

[F) 1 1531 | 1035/2020/801-DFS
{§3 08/02/2020 07:05 AM

[P] | 1530 | 1034/2020/801-DFS
{H os02/2020 07.03 am

[P] 1 1521 | 1025/2020/B01-DF5
{3 08/02/2020 06:50 AM

[F]) | 1520 | 1024/2020/801-DFS
B 08/02/2020 06:48 AM

Create » m Sent  Advance Search FILE

Receive = Putin afile | MoveTo~ Send

Create New Folder

abedefg

abcdefg

abedefg

abedefg

Send Back

Copy | Close

25 Mantosh Kumar Ojha, BO 1 SECTL...

2g Mantosh Kumar Ojha, BO 1 SECTL...

25 Mantosh Kumar Ojha, BO 1 SECTI...

25 Mantosh Kumar Ojha, BO 1 SECTIL...

25 Mantosh Kumar Ojha, BO 1 SECTL...

&5 Mantosh Kumar Ojha, G 1 SECTI..

Create  Inbox

08/02/2020 07:16 AM

£, 08/02/2020 07:09 AM

{3, 08/02/2020 07:04 AM

08/02/2020 07:02 AM

3, 08/02/2020 06:50 AM

{3 08/02/2020 06:48 AM

Sent  Advance Search

@ 0O

Sent  Returned  Advance Search

ISSUE

F sencon fll 57 Jl search Here A Receipt View (SELF)

Figure 20
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STEPS TO RENAME SUB-FOLDER NAME
2. Click Edit icon adjacent to Folder in List of Folders. Clicking Edit Icon will display Update Folder

Pop up:

eFile .

oL

RTI

Ied

B e P

o6 ic]

Q}o

RECEIPT Create » Inbox Sent  Advance Search

Test 1

o

FILE

Creste  Inbox Sent  Advance Search

Receipt

Receipt

.
x

ia 0

ISSUE Sent Retumed  Advance Search

Figure 21

3. Update the Folder Name and click Save button to finalize changes:

Update Folde

Folder Name *
RTI

Create In *
Receipt Inbox

STEPS TO DELETE SUB-FOLDER

Figure 22

2. Click Delete Icon adjacent to Folder in List of Folders on Manage Folders Page:

BB m
B B
§ =iy

RTI

[

g B

1]
s

g o

RECEIPT Creatt Inbox Sent  Advance Search

Test 1

0

Create  Inbox Sent  Advance Search

Receipt

Receipt

L

ia 0

ISSUE Sent  Returned  Advance Search

z
A

PaE Deicte
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3. Click OK Button on the Confirmation Pop up to delete the folder:

Delete Folder

Do you want to delete this folder?

Cancel

Figure 24

RECEIPT  Create» Inbox Sent AdvanceSearch FILE Create Inbox Sent Advance Search ISSUE

B

Receipt

s Fa B W B

@ R

e

Test 1

Folder Successfully Deleted

3 % M
‘ Success FS
Message

Sent Returned  Advance Search

“I

Figure 25

Note:
=  Folder to be deleted must be empty.
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Edit Receipt (P/E) Details

The editing of a receipt is to update some details/fields with additional or correct information only to
make it more relevant.

This is useful when any employee has forwarded you the receipt only with little information available with
them. It is important that existence of the receipts may be made more relevant with appropriate
information to make their search easy and reports more meaningful.

Important Points:

v Only main Receipts available in Inbox/Inbox Sub- Folder/Created list can be edited.

v CCs (copies of receipt) cannot be edited. Any changes in the main receipt will be reflected in CC
receipt until Main or CC receipt put inside the file.

v The uploaded document can only be replaced for receipts in Created list only.

v" Physical receipts in Inbox that need be edited must be in received state.

STEPS TO FOLLOW:

1. From the Inbox/Inbox Folder/Created List —

Click receipt number to open receipt, or Right click on receipt number to ‘Open’ in same or ‘Open
in Tab’ to open in different tab of the browser:

17 "
Shravan Kumar
£ n .
| ST

€ ver.70

(EPT  Create m Sent  Advance Search
%2 Receive | Putinafile MoveTor  Send | Send Bam Close F SentOn Y Search Here. Receip 3] El

FILE Create Inbox Sent  Advance Search ISSUE Sent  Retumed  AdvanceSearch

A
5 @ 1536 | 1040/2020/B01-DFS | testsubje~"* = ner Ojha, BO 1 SECTL.. @1}3{02!202007:16%
| N
HE m 2700212020 05:24 PM h
[ OpennTab
g E] 1533 | 1037/2020/801-DF5 | abedefg| [ Send Ojha, BO 1 SECTL.. QDSIDZFZONOMBAM
(% oai02r2020 0708 AW Cond Back
7\
“Q @ 1531 | 1035/2020/B01-DFS | abedefg | & Mantosh Kumar Qjha, BO 1 SECTL. | [ 080212020 074 AM B
m {I} 08/02/2020 07:05 AM
WA
i [E] 1530 | 1034/2020/B01-DFS | abedefg 'Q Mantosh Kumar Ojha, BO 1 SECTL... | [ 08/02/2020 07:02 AM
:& {:D (08/02/202007:03 AM
| ]
- [E] 1521 | 1025/2020/B01-DFS | abedefg 'qMéﬂtosh Kumar Ojha, BO 1 SECTL... @mmuzoo&sum
0 .
Eifi m 08/02/2020 06:50 AM
@ 1520 | 1024/2020/B01-DFS | abedefg 'QMEntosh Kumar Ojha, BO 1 SECTL... @D&IDMUEDDHSAM
) 0810272020 048 AN

Figure 26

Copyright © NIC, 2020
Ver.7.0[22]



A DIGITAL WORK PLACE SCLUTION

2. Click ‘Edit’ menu as shown in Figure.27:

17 Shravan Kumar
y § ssT 3
ASST1(BO1)}-DFS

eFile ver.70
RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox Sent Advance Search ISSUE Sent  Returned Advance Search

12 o Movement Copy Send Putin afile Edit Attachv = Draftv Close Generate Acknowledgement

Receipt Created / 1169/2020/B01-DFS E 1665 1169/2020/BO1-DFS ~ACR related matters

= + AutomaticZoom L]

Basic Details

Comp. No.: 1665 Receipt No. : 1169/2020/B01-DFS 8}
Nature : Electronic File No. :
Main Category : ACR related matters Sub Category :
i From: o Designation :
v Q U a li ty Forms of Communications:  Leter Delivery Mode : By Hand
7 = Sender Type : Letter Ref. No. :
H As s U ra .n c e o) ) Letter Date : Received Date : 03/03/2020
f c h e c kl I St Diary Date : 03/03/2020 Diarised By : Shravan Kumar, BO 1 SECTI
e-Governance Applications ON-DFS
Subject : xwxwd
Enclosure/ Remarks :
Address : xwex
4 %) History

Dispatch Attached/Detached Closed

B0 0000
O 00

38,000 00!

Dispatch History

Dispatch No. 1} | Issue No.

No records found

00000

Figure 27

3. Make the necessary changes in the Diary Details, Contact Details, and Category& Subject of the
receipt as shown in Figure 28:

37 n Shravan Kumar
eFile ver.70 | ASSTI(BOT}DFS
RECEIPT Create » Inbox Sent Advance Search Create

e [ e TR
in] 3 [

Inbox  Sent  Advance Search ISSUE Sent Returned = Advance Search

Diary Details

Diary Date Forms Of Communications * Language
03/03/2020 & Leter | | English i

= + AutomaticZoom
Received Date * Letter Date Letter Ref. No.
03/03/2020 ® | da/mmyyy

Delivery Mode * Mode Number Sender Type
By Hand - Choose One x.

vip
Choose One

4 Contact Details Add to Address Book

, Quality
«  Assurance o
~  Checklist 0000

e-Governance Applications

Min./Dept./Others *
Ministry of Parliamentary Affairs

Name * Designation "
oW - or
Organization

Mobile Email

Address *
xwex

Total 1000 | 996 Character left
Country State City/District =]
INDIA * |~/ | Delni % |~/ | Choose One -

. Pérsonaiize Acknowledgement " Fax Save
Figure 28

4. Click ‘Save’ to save the changes or ‘Save and Send’ button to save the changes.

Note:

= User will be able to edit the meta-data (Except Delivery Mode, Diary Date and Enclosure (Configurable)) of
main receipt in Inbox/Inbox Folders. (CC receipt should not be editable)
= User should be able to edit Delivery Mode, Enclosure and PDF for created main receipts.
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Receipt Details

The receipts details consist of all the information recorded when it was diarized into the system. These

details are

by far most important when it comes to knowing the history of the associated letter received

and action done so far. Along with the uploaded scanned DAK of a receipt user is able to check receipt’s
information like it is Subject, Diary Date, Receipt No., list of Drafts prepared, List of letters Dispatched
against it, Attached/Detached Receipts/Files, Closed History, Movement details, etc.

Steps

to view Receipt Details:

1. Click a receipt number in Inbox/Inbox Sub-Folder/Created/Sent/Closed list as shown in Figure

29:

%2

e B W B

[

[TY
=4

@: I

@1.

@ 0

FILE Create  Inbax Sent  Advance Search ISSUE Sent Retumed  Advance Search

Receive | Putinafile = Move’l Send Back Copy Close F sencon ll S [ searchHere.

[E] | 1536 | 1040/2020/B01-DFS | testsubject | S, Mantosh Kumar Ojha, BO 1 SECTI... | & 08/02/2020 07:16 AM ]

NSRRI Receipt No. -1040/2020
/BO1-DFS

(7] | 1533 | 1037/2020/801-DF5
B osi2/2020 07:09 AM

abedefg | 25 Mantosh Kumar Ojha, BO 1 SECTI... | [, 08/02/2020 07:09 AM

[P] 1531 | 1035/2020/B01-DFS | abcdefg | 2g Mantosh Kumar Ojha, BO 1 SECTI... | i 08/02/2020 07:04 AM
{ 08/m2/2020 07:05 aM

[P] | 1530 | 1034/2020/B01-DFS | abcdefg | S Mantosh Kumar Ojha, BO 1 SECTI... | i3 08/02/2020 07:02 AM
{ osm2s2020 07:03 AM

()| 1521 | 1025/2020/801-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI... | [, 08/02/2020 06:50 AM

{H osinzr2020 0&:s0AM

((F) 1 1520 | 1024/2020/B01-DF5 | abcdefg | S5 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:48 AM
B 08/02/2020 05:48 AM

Figure 29

Note:

= Physical receipts should be in received state to view its details in Inbox/Inbox Folder.

Description:

1. Menu Bar — Various actions that can be taken on the receipt are available in the menu bar. These
action buttons are as follows —

a)

b)

Receipt Home — Displays the receipt inner page with its details. Upon clicking on the receipt
number, by default, Receipt Home is opened. It is useful when you are on some other screen
(example, SEND screen) in a receipt, and wish to go back to receipt inner details page.

Movements —Displays the movement history of the receipt from one user to another with
respective movement details such as its timestamp and remarks. The most recent movement is
available at the top and the first movement at the bottom of the list.

Copy —Copies the pre-filled diary, contact and subject details to a new diary screen. This is
useful to save effort in entering details when diarizing multiple ‘DAKs/Letters’ from same the
sender or on similar subject. With updating little information after using COPY (if required) a
new receipt can be generated.
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Note:

= The feature to copy the uploaded scanned document is also available and is configuration based
only. This will useful when same letter is required to be diarized multiple times but with different
receipt/diary numbers. This approach varies from organization to organization.

© 1. Menu Bar & en -
3. Receipt Quick
Details
= R e P end end Ba e d tion Deta Arta
=R
Receipt Inbox / 1040/2020/BO1-DFS E 1536 1040/2020/BO1-DFS ACR related matters

8 5. Basic Details =

F 0 & a B Basic Details 2
2. Location ~

. Comp. No. : 1536 Receipt No. : 1040/2020/B01-DFs By

Nature : Electronic File No.:

A Simple PDF File

Main Category : ACR related matters Sub Ci H
4. DAK / Main ST AR
This Is & small demonstration .pot fle - Letter From: Automation Testing Designation :
Forms of Communications:  Acknowledgement Delivery Mode : By Post

N just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text.
Sender Type : Letter Ref. No. :
And more text. And more text. And more text. And mare text. And more
text. And more text. Boring, zzzzz. And more text. And more text. And Letter Date : Received Date : 08/02/2020

=,

more text. And more text. And more text. And more text. And more text.
And more texdt. And mare text Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI
/And more texd. And more text. And more text. And more text. And more aNpDES

& text. And more text. And mare text. Even more. Cantinued on page 2 ... Subject: test subject

Enclosure/ Remaj

o
Address : ing
"D History

Dispatch | Attached/Detached Closed

e ——TT

No records found

WA v

Figure 30

d) Send — This option allows you to send receipt to multiple other users. Clicking on it re-directs to
Receipt Send screen where a user may enter other user details in TO and CC (to mark copies)
along with forwarding remarks, assigning due date, priority and setting e-mail — SMS alerts for
the recipients and other people in previous movement for intimation.

e) Send Back —This option is useful in case user wishes to send back the receipt from whom it was
received. The user details in To field of the send screen is pre-filed by clicking Send Back.

f) Put in a File — This option allows a user to put the opened/selected receipt into a file. User may
put it in to an existing file lying with the user or create a new file for it.

g) Draft —This option allows a user to prepare a draft form of a communication to be issued
against the receipt after it i1s approved and signed using the system.

h) Dispatch — This option is available only in case of physical receipts only to record the dispatch
details against a receipt.

1) Edit —The editing of a receipt is to update some details/fields with additional or correct
information only to make it more relevant.

j) Action Details — This option allows user to View and Record their comments on Initiated
actions on receipt received with Initiated Action.

k) Attach — This option allows user to attach the Receipts and/or Files with receipt for reference
or other purposes.
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1) Convert —This option is available in case of physical receipt only. It allows user to convert the
physical receipt to electronic receipt.

m) Close —This option closes the receipt in case the action on it is complete or not required.

n) Print/Download —This option allows user to download receipt attached/detached file/receipt
details, closed history, corresponding draft and dispatch details with their letters and
attachments, movement history, initiated action details and etc., into PDF format.

2. Receipt Quick Details — Shares some quick information about the receipt opened, such as,
a) Nature — Physical (P) or Electronic (E)
b) Computer number — The unique sequence number of the receipt assigned to it when created.

¢) Receipt Number — The unique number of the receipt, in the format, sequence no./creation
year/dealing_section_name

d) Main Subject Category — The main subject category under which it belongs, chosen at the time
of diarisation and can be edited later.

3. DAK / Main Letter — The letter received by the organization which was originally diarized. In
case of physical receipt, it may not be available, since it is not mandatory to upload its scanned
copy for tracking purpose.

4. Basic Details — Displays the basic details of the receipt, such as, its sender’s name and address,
subject, enclosure details, delivery mode, receiving date, diary date, letter date, type of
communication and etc.

5. History
a) Dispatch — Details of issue letters dispatched against a receipt, such as, its dispatch and issue
number, subject, date, dispatch by user’s name and delivery mode.

b) Attached/Detached — Details of file(s)/receipt(s) attached and detached such as their numbers,
subject, action performed by user’s name, date and time of action with remarks.

c) Closed — Details of the number of times the receipt was closed and re-opened by user’s name on
specific date and time with the action remarks.
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Put a Receipt 1nside 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. This section describes how to put up a receipt in a file.

Important Points:
v' Physical receipts can be put inside a physical file only. To put it inside an electronic file it needs
to be converted.
v' Electronic receipts can be put inside both Electronic/Physical file, if required.

v Receipts with Attached files/receipts are not allowed to be put in file. They are required to be
detached first.

STEPS TO FOLLOW:

1. Select receipt (Figure 31) or Click open receipt, from receipt Inbox or Created list.

. eFile ver70
a Step 2 ~
= Create » m Sent  Advance Search FILE Creste  Inbox Sent Advance Search ISSUE Sent Retumed Advance Search
Putinafile  MoveTo~ Send Send Back Copy Close F sentOn Y Search Here...
= 1536 | 1040/2020/B01-DFS | test subject | S Mantash Kumar Qjha, B 1 SECTL... | [ DB/02/2020 0716 AM
Ea N\ {3 27/02/2020 05:24 PM
b1 ml 1533 | 1037/2020/B01-DFS | abedefg | & Mantosh Kumar Ojfa, B0 1 SECTI... | (£, 08/02/2020 07:09 AM
e T 05/02/2020 07:09 AM
A
‘.‘.i [P] 11531 | 1035/2020/B01.DFS | abcdefg | &y Mantosh Kumar Ojna, BO 1SECTI... | fi 08/02/2020 07:04 AM
m ) 08/02/2020 07:05 AM
4] . e 3
@ 1530 | 1034/2020/B01-DFS | abcdefg | 28 Mantosh Kumar Ojha, BO 1 SECTI. 08/02/2020 07:02 AM
2 { osmr202007:03 am
| ]
= [E] 1521 | 1025/2020/B01-DFS | abedefg | Zg Mantosh Kumar Ojha, BO 1 SECTI... @MZIZOQOOGSOAM
E 5
B & 08/02/2020 06:50 AM
"é E] 1520 | 1024/2020/B01-DFS | abcdefg | 2 Mantosh Kumar Ojha, BO 1 SECTI.. @ 08/02/2020 06:48 AM
& 08/02/2020 06:48 AM
[P 11519 | 1023/2020/BO1-DF5 | abedefg | & Mantosh Kumar Ojha, BO1SECTL... | [ 08/02/2020 06:42 AM @
@ 1518 | 1022/2020/BO1-DFS | abedefg -.0 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:40 AM ?
) 08/02/2020 06:41 AM [
a
[E] 1517 | 1021/2020/B01-DFS | abcdefg '*, Mantosh Kumar Ojha, BO 1 SECTI... & 08/02/2020 06:38 AM ﬁ i
Total Records: 74 LAl |Z|E\ E| E”E E
.
Figure 31

Copyright © NIC, 2020
Ver.7.0[27]



ffice

E-SCLUTION

L WDRK L

2. Click ‘Put in a File’ menu as shown in Figure 32:

7 ‘ Shravan Kumar
-ile DFS
RECEIPT Create »  Inbox Sent Advance Search FILE Create Inbox Sent  Advance Search 1S5 Sent Returned  Advance Search
Movement Copy Send SendBack | Putinafile Draft~ Edit Action Details |~ Attach v Close
E 1536 1040/2020/BO1-DFS ACR related matters
— + AutomaticZoom % a Basi q Gl
isic Details
Comp. No. : 1536 Receipt No. : 1040/2020/B01-DF5 By
. . Nature : Electronic File No.:
A Simple PDF File T W marers S Coegory’
This is & small demonstration .pdf fi - From: Automation Testing Designation :
just for use in the Virtual Mechanics tutorials, Mere text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
taxt. And more texd. And more text. And mare text
Sender Type: Letter Ref. No. :
And mare text. And more text. And more text. And more text. And more
taxt. And more text. Boring, zzzzz. And more text. And mare text. And Letter Date : Received Date : 08/02/2020
more text. And mare text. And more et And mare text. And mare test.
And more text. And more fext. Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI
And mare tesdt. And more fext. And mare text. And mare taxt. And more ON-DFS
taxt, And mora text. And more text. Even more. Continued on page 2 .. Subject: test subjece
Enclosure/ Remarks :
Address : Automation Testing

Figure 32

To put the receipt in an existing file already available with you, continue with the following steps
(Figure 33).

3. In the pop-up window, select or search the file from list displayed.
4. Provide mandatory Remarks.

5. Click Attach as shown in Figure 33:

Put In Filefs)

Year | 2020 = Search Here...
e
P

3212 D-20/6/2020-B01-DFS Enter Description

P 2755 D-20012/283/2020-B01-DFS Enter DescriptonNICNICNIC
2185 Building/1/2020-801-DF5 Test by @, Please do not touch
2756 D-20012/284/2020-B01-DF5 Enter Description
2150 D-20012/2/2020-801-DFS Enter Description

2191 D-20012/3/2020-B01-DFS Enter Description

2192 D-20012/4/2020-B01-DFS Enter Description

219 Building/3/2020-601-DF5 Test by @, Please do nat touch
2155 BC CELL/4/2020-B01-DFS edwwed

01 (50/2/2020-B01-DFS wiefi

NEYDEAGEEMM
-Remarks *
To be examined and for report preparation.

Figure 33
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Or

To Put the receipt in a new file, continue with the following steps

3. Click Create File in Put in File pop-up window as shown in Figure 34:

=+ Create File

Year 2020

Search Here..

L= et _

2757

2759

2739

2741

2745

3211

2740

D-20012/266/2020-B01-DFS

D-20012/285/2020-B01-DF5

D-20012/287/2020-B01-DF5

D-20012/267/2020-B01-DFS

D-20012/269/2020-801-DF5

D-20012/273/2020-B01-DFS

Building/40/2020-801-DFS

D-20012/268/2020-B01-DFS

D-20012/271/2020-B01-DF5

D-20012/270/2020-B01-DFS

Enter DescriptionNICNICNIC
Enter Description

Enter Description

Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
dsff

Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC

Enter DescriptionNICNICNIC

rRemarks * @

Figure 34

4. Select Nature of File (Electronic/ Physical) using radio button on File Cover page. (For Physical

Receipt, Nature of file will be physical only).
5. Select Type of File (SFS/Non-SFS) using radio button on File Cover page.

6. For Non-SFS - Select the File-Heads from the available drop-down list under ‘File No’.
Or
For SFS - Enter desired file number in the File Number text box.

RECEPT  Create» Inbox Sent Advance Search m Inbox 5@' . ISSUE Sem Rewmed Advance Search
- Nature: @) Electronic () Physical | Type: @NONSFS ()5F5| -

e No
ﬂ £ Hindi + || 12-tinci Teac v ||| 12-Training p ||| chooseone ~ | 2020 | sorors ~|

Subject

Description
Qrganizatian of Hindi Training programme for stenographers

Main Category Sub Category
Training related matters %«  Choose One

Other Details

scoll down

Create File To Put In »

AED 0O

[ copyrient & 2020, designed and developed by NIC

S

Figure 35

7. Enter the mandatory Subject Description.
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8. Provide other relevant details like Main Category, Sub Category, Remarks, Previous References,
Later References and Language.

9. C(Click Create File To Put In.

10. Confirm on the action by clicking on Proceed option.

Confirmation

File Number will be generated (Number generated will be final
and cannot be edited).Do you wish to proceed?

= ez

Figure 36
11. Provide mandatory Remarks to put receipt in a file and Click OK.

m Put In Remarks

-Remarks *
Request for Hindi Training programme for Stenographers]

Total 1000 | 945 Character left

Figure 37
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Convert Receipt

This feature is required to convert physical Receipt to electronic receipt.

Important Points:

v’ Physical receipts in Inbox/Inbox Folder/Created can be converted to Electronic Receipt.

v Physical Receipt in Inbox/Inbox Folder should be in received state.

STEPS TO FOLLOW:

1. Click opens a Receipt to view receipt inner page from Inbox/Inbox Sub-Folder/Created list.

2. Click Convert menu. (Receipt conversion page will open).

now €File ver.70

RECEIPT Create +  Inbox Sent  Advance Search 183 Create  Inbox Senmt  Advance Search ISSUE Sent Returned  Advance Search

ﬁ Movement Copy send send Back Putinafile | Dispatch Edit Action Details  Attachw | Convert Close

Receipt Inbox / 6374/2020/EOFFICE P 5057045 6374/2020/EQFFICE

176
Eg Receipt Details

Comp. Ne. : 5057045 Receipt No. : 6374/2020/EQFFICE

[

Creation Date : 09/06/2020 12:42 PM Letter Ref. No. :

Letter Date :

B

Subject: abedefg

| S5edf3679705e6d065703b4se |

Issues

B

'v.
rad

Issue No. Subject Issued By Issued On POF Action

[ R LK
[pl=]=]

Mo Record Found

1(“»!

gile

T

i |}

Figure 38

3. Upload Scanned DAK/Letter. (PDF format only)
4. Click Convert Action button.

Copyright © NIC, 2020
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5. Enter mandatory Conversion Remark and Click OK to convert physical receipt into electronic as
shown in Figure.39:

Receipt Conversion Confirmation

Remarks *
Converted

Cancel

Figure 39

Note:

» Conversion of Receipt is required as physical receipt are not allowed to Put in an electronic File or Attach
in an electronic File.
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Receipt Attachments

This feature is required to attach files and receipts, as required, with a receipt. In this case, the attached
receipts and files are attached along with the main receipt in original and are moved along with it. This
section describes the process of attaching a file or a receipt with a receipt.

Important Points:

v Files and receipts to be attached and the receipt with which it has to be attached should be in
active state i.e. in Inbox/Inbox Sub-Folder/Created.

v Files and receipts to be attached and the receipt with main receipt must be in standalone
condition i.e. not attached with other File and Receipt.

v File/Receipt in Parked/Closed/Submitted files for Closing or Reopening Approval/Approval
Request will not be available for attachment.

v" Physical Files and Receipts to be attached must be in received state.

v’ Files and Receipts to be attached must be of same nature (Physical/Electronic) as of the main
Receipt.

v' Attached/Detached Tab under History in Receipt Inner page maintains the details (such as
action performed by, date, remarks and etc.) of the attached/detached files and receipts.
(Note: Attach/Detach history will not be maintained if attached Files/Receipts was detached without any
movement of the main receipt)

v' With every movement of the main receipt, the movement history of the attached files and
receipts are updated with the attachment remarks until they are detached.

Attaching Files/Receipts with Receipt

STEPS TO FOLLOW:

1. Click opens a Receipt to view receipt inner page from Inbox/Inbox Sub-Folder/Created list as
shown in Figure 40:

EIPT Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retuned  Advance Sea

Receive | Putinafile | Mave’ Send Back Copy Close F sencon [l N7 [ search Here

[E] | 1536 | 1040/2020/B07-DFS | test subject | &5, Mantosh Kumar Ojha, BO 1 SECTI... | (i3, 08/02/2020 07:16 AM
e

NSl Receipt No. :1040/2020
/BO1-DFS

[F) | 1533 | 1037/2020/B01-DFS | abcdefs | S5 Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/202007:09 AM
& oe2r2020 0700 AM
@ [P] 11531 | 1035/2020/801-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL... | [ 08/02/2020 07-04 AM
o h oemzs2020 07:05 AM
A
L (7] 1 1530 | 1034/2020/B01-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL.. 08/02/2020 07:02 AM
2M & 08/02/2020 07:03 AM
|
[F) 1 1521 | 1025/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 06:50 AM

& ]

& oss02r2020 06:50 AM

[P] 1 1520 | 1024/2020/B01-DFS | abcdefg | 35 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:48 AM
H 08/02/2020 05:48 AM

@.

Figure 40
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To Attach Files

2. Click Attach in the menu bar, and then Click Attach File as shown in Figure 41:
cOffice

« eFile ver.7.0

RECEPT  Crese, Inbox Sent Advance Search FILE Creste  Inbox  Sent  AdvanceSel Retumed  Advance Search
Step 2
& fr Movement | Copy Send | SendBack = Putinafie Draft~ Edit | ActionDetaits | Attachw | C
Receipt Inbox / 469/2020/B01-DFS Attach File r E 2633 469/2020/BO1-DFS ACP and other related matters
p 2 1 of2 - 4+ + ¢ ' B O Attach ReceN
2633 Receipt No. : 469/2020/B01-DFS @
A Si le PDF Fil Nature : Electranic File No.:
Imp e I e Main Category : ACP and other related matter  Sub Category ©
'
This is 3 small demonstration pdt fie
| From: Name: Automaticn Testing  Designation : ASO
= st For ws in the Vinusd Mechanics waceials, Moce 1ext. And mon
B Wit A s Wt And, o . A ok Forms of Communications:  Letter Delivery Mode : By Post
| And more text. And moee text. And more text. And more text. And more Sender Type : Letter Ref. No. :
@ teeet. A mone text. Borirg, zzzzz. And mors sxt. And mors bt Ard - T
e 161, AN mors 18x, A More 1ast. And more bl Ared ey tel . = s
| And mang text. And mon 1axt Letter Date : Received Date : 14/0372020
p And mons text. And moes ted. And moes text. And mors text. And mons Diary Date : 1410312020 Diarised By : Shravan Kurmar, BO 1 SCCTIO
vl tskel. AN miar (ext. And mors 181, Even more. Conlinued on pegs 2 N-DFS
<
® | Subject : test subject
&
0 | Enclosure/ Remarks :
Address : Automation Testing
) History
Dispatch | Attached/Detached  Closed
Dispatch History
| | | |
DispatchNo. 1] | lssueNo. | Subject | Dispatchean 1 | Dispatenea ay |Delw¢'yMode|
| { |
uidelines
DIS/8526/2020 167a2020  CHdelines on By Past o
Internship
DIS/8525/2020 is67ar2020  Cusdelinesan By Past o
Internship
DIS/3524/2020 is7ar2020  Cuidelinescn By Post o
Internship
. ca/oaa020 05y Shravan Kumer
DIS/8527/2020  I/3679/2020 stk z >*! po1secTion
Internship AM
alo] . JoH
)

Figure 41

3. On the Attachment page, Click Attach File action Button as shown in Figure 42:
- @ﬂ(,e : 2 Shrawan Kumar

Rat i 1[BO1}
RECOPT  Crestes [nbax  Sent  Advance Search FILE Create  Inbax  Senl  Advance Search 1SSUE Sent  Returned  Advance Search
ﬂ Movement  Copy  Send | SendBack Putinafile | Draftw  Edit | AdionDetals | Attach» | Close

Receipt Inbox / 469/2020/B01-DFS E 2633 4G92020/BO1-DFS - ACP and other related matters

o T R = R = R = ==

M records found

Lo}

o

s

E

Pl

3=

S

P

Figure 42
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4. In a pop-up window, Files from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the Files to attach as shown in Figure 43:

Arrnmbn il

Year| 2z =

D-13013/1/2020-801-DFS Test File lor Correspandance
14-11/50/2020-BO1 -DFS hitgsifindiacode. i in
AA2MT/2020-800-0FS EEETEEE
A-11012/3/2020-801-DF5 upityilyutpu

ALT-1 3/7/2020-801 -DFS wedhwedwed
A-14011/1/2020-B01-DFS ]

14/772020-B04 -BFS v

11-11/48/2020-B01 -DF5

Step 5
IEARDEEEE®

emarks ™

Total 1000 | 579 Craracter left

Figure 43

5. Enter mandatory Remarks and Click Attach to attach selected file.

To Attach Receipt(s)
2. Click Attach in the menu bar, and then Click Attach Receipt as shown in Figure 44:

‘17 n Shravan Kumar

Advance Search

. eFile ver.70

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Returmed

Movement Copy Send Send Back Putinafile = Draft~ Edit Action Details | Amach»

Attach File E 1270 774/2020/BO1-DFS

ACR related matters

1 of2 = <+ AutomaticZoom = B > Attach Receipt i )

Comp. No.: 1270 Receipt No. : T74/2020/B01-DFS B
. . Nature ; Electronic File No. :
A Slmple PDF Flle Main Category : ACR related matters Sub Category:
This Is a small demonsiration .pdf file - From: Automation Testing Designation
just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text
Sender Type : Letter Ref. No.:
And mare text. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz. And more text. And more text. And Letter Date : Received Date : 04/02/2020
more text. And more text. And more text. And more test. And mare fext.
And mare text. And more text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
‘And more text. And more text. And more text. And more text. And more SECTONLDE:
text. And more text. And movre text. Even more. Continued on page 2 .. Subject: test subject
Enclosure/ Remarks :
Address : Automation Testing
D) History

Dispatch | Attached/Detached  Closed
Dispatch History
o et s i oty o B

No records found L
. I - [DIE vl
Figure 44
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3. On the Attachment page, Click Attach Receipt action button as shown in Figure 45:

17 -
Shravan Kumar
4 0
CEIPT Create » Inbox Sent  Adwvance Search FILE Create  Inbox Sent ~ Advance Search ISSUE Sent Returned  Advance Search
Movemnent Copy Send SendBack Putinafile Draft~ Edit Action Details | Attach ~ Clase

E 1270 774/2020/BO1-DFS ACR related matters

5 | Receiptis)
T S R S
No records found
Attach Receipt

Figure 45

4. In a pop-up window, receipts from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the receipts to attach as shown in Figure 46:

Attach Receipt(s)

Year 2020 S Search Here...
D
E 1666 1170/2020/B01 -DFS gerghe
1169/2020/B01-DFS swowd
1164/2020/B01-DFS cdc
1156/2020/B01-DFS eryhrtyhwe
1154/2020/B01-DFS Subject
1132/2020/B01-DFS erg

1065/2020/B01-DFS abcdefg

1068/2020/B01-DFS abcdefg

1058/2020/BO1-DFS rest subject

1040/2020/B01-DFS test subject

-Remarks ™.
For reference pur:usa{

Figure 46

5. Enter mandatory Remarks and Click Attach to attach selected receipt.

Note:

= The attached files and receipts will no longer be present in the respective folder from which it is
attached. Its location will change to the Attach section of the receipt it is attached with.

= Search results for such files and receipts will display its status and location as ‘Attached with’ Receipt
number of the receipt it is attached with.

= Attachment icon next to receipt number in Inbox/Inbox Sub-Folder/Created signifies that the receipt
has attached file(s) and/or receipt(s).

= Attached files and receipts are available under the Attach option in menu bar.

Copyright © NIC, 2020
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Detaching Files/Receipts from Receipt

This section describes the process of detaching of an already attached files/receipts from the main receipt.

STEPS TO FOLLOW:
1. Click opens the Receipt from Inbox/Inbox Sub-Folder/Created.

mow @File ver 70

RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent Advance Search

ISSUE Retumed  Advance Search

1536 | 1040/2020/B01DFS | test subject | 25, Mantosh Kumar Ojha, BO 1 SECTI.. | [ 08/02/2020 0716 AM ®

NS RELLEIE 7] Receipt No. - 1040/2020
/BO1-DFS

Sent

12 Receive Purinafile | Move® 5end Back Copy Close Search Here...

.

(7] 1 1533 | 1037/2020/B01-DFS | abedefg | &y Mantosh Kumar Ojha, BO 1 SECTL. | [, 08/02/2020 07:09 AM
) osm2/2020 07:00 M

[P] 11531 | 1035/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 07:04 AM
{ osr02/2020 07:05 aM

(] 1 1530 | 1034/2020/B01-DFS | sbcdefg | & Mantosh Kumar Ojha, BO 1 SECTI | B 08/02/2020 07:02 AM
{Iy 08/02/2020 07.03 AM

[P] 1 1521 | 1025/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTL. | [£3, 08/02/2020 06:50 AM
1 os02/2020 0650 AM

(F] 1 1520 | 1024/2020/B01-DFS | abedefg | 4 Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 06:48 AM
{B 08/02/2020 06:43 AM

Figure 47

To Detach File(s)
2. Under Attach action in the menu bar, click Attach File as shown in Figure.48:

o Shravan Kumar

ISSUE Sent  Retumed  Advance Search

wn €File ver.70

RECEWT Creste »  Inbox Sent  Advance Search FILE Create  iInbox  Sent  Advance Se St 2
ep
£ | Movement Copy | Send | SendBack  Pwinafie | Dratv | Edit | AcionDetais | Aftachw | C

=)

57

Receipt Inbox / 463/2020/B01-DFS Attach File E 2633 459/2020/BO1-DFS ACP and other related matterd
13
E‘.I > Amtach Recey
Comp. No.: 2613 Receipt No. : 469/2020/B01-DF5 @
o=
ez ASi le PDF Fil Nature : Tlecranic FileNo.:
2B imple e Main Category : ACP and other related matter  Sub Category ©
a4 s
. This is a seall demonstration pdt fie
From: Name: Automation Testing  Designation : A0
=0 st For wess i thes Virtusst Mechanics iacrials, Moce 1ext. And mons
B VA ) R Ll AL NP 0, TN TR0 TS Forms of Communications:  Letter Delivery Mode : By Post
A mare text. Anc more text. And more text. And more text.And mare Sender Type: et Rer N
& Vet A mone texl. Boring, zzzzz. And mors text. And more best. Ard
o a1, AN o 19w, A more 16xt. Arxd more sk, A mvrs text . - :
s plspiod gy st Letter Date : Received Date 14032020
1] D — Diary Date : 140372020 Diarised By : Shravan Kumar, BO 1 SECTIO
B4 1L, And mof8 161, And more texi, Even more. Conlined on pegs 2 N-DFS
s Subject : test subject
[
@ Enclosure/ Remarks :
Address : Automation Testing
) History
Dispatch | Attached/Detached  Closed
Dispatch History
1 1
Dispatch No. ] lssue No. | Subject }DBMMDHIHWW ‘Demevym‘
| | |
Guadelines o
DIS/8526/2020 136792020 e By Post o
Internship
r Guidelines an
DI/ES25/2020 367942020 . By Post °
Internship
. Guidelines an
DIS/8524/2020 /367972020 By Post o
Internship
Guidelines an 0B/04202005:47 A Kumsr
DIVES27/2020 1367942020 : BO1
Internship AM
ol G
)

Figure 48

3. Select the File(s) to detach and Click Detach action button or Click Detach Icon against the
attached File record in the list.
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4. Enter the mandatory Remarks in confirmation pop-up box.
5. Click OK button to detach selected files.

To Detach Receipts

2. Under Attach action in the menu bar, click Attach Receipt as shown in Figure.49:

eFile

RECEIPT

fir

Create » Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search

Movement  Copy Send | SendBack Putinafile Draftv Edit | AcionDetails - Amach= || Clos=

Attach File
- +

Automatic Zoom  * 2] ¥ Attach Receipt

Comp. No.: 1270
. . Nature : Electronic
A Slmple pDF Flle Main Category : ACR related matters
This is @ small demonstration pdf file - From : Automation Testing

just for use in the Virtual Mechanics tutorials. More text. And mare Forms of Communications:  Acknowledgement

text. And more text. And more text. And more text
Sender Type :

And more text. And mare text. And more text. And more text. And more

text. And more text. Boring, zzzzz And more text. And more test. And Letter Date :

more text And more text. And more text. And more text And more test

And more fext. And mare text. Diary Date : 04/02/2020

‘And more text. And mare text. And more text. And more text. And more

text, And more text. And more text. Even more. Continued on page 2 T e
Enclosure/ Remarks :
Address : Automation Testing
¥ History

Closed

Dispatch | Artached/Detached

Sent  Returned

Receipt No. :
File No. :

Sub Category :
Designation :
Delivery Mode :
Letter Ref. No. :
Received Date :

Diarised By :

E 1270 774/2020/BO1-DFS

17 .
n Shravan Kumar
y | .@ &~ s

Advance Search

ACR related matters

~

T74/2020/B01-DF> B

By Post

04/02/2020

Mantosh Kumar Ojha, BO 1
SECTION - DFS

Dispatch History

No records found

T R ——

v

i - 1D

Figure 49

3. Select the Receipts to detach and Click Detach action button or Click Detach icon against the

attached Receipt record in the list as shown in Figure.50:

eFile ve

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE

Movement | Copy Send | Send Back Draft» Edit  Action Details ~ Attach~

Sent

Shravan Kumar

‘” n FS

Returned

E 1126 630/2020/BO1-DFS = Advertisement

S S R

Advance Search

Remarks

oy
= dvfbfhtrjrychfofhirjrydvibf

E &4 329/2019/B01-DF TR . Shravan Kumar, B0 1 SECTION -... 2400172020 11:34 AM 2 De

TR T e v eTs T ¢ PO gy ravan Kumar, Frpyerpy . Da

‘,Q dvfbfhirj j
Pl ; rjrydvfbfhirjrydvfbf

E a2 327/2019/B01-DFS e 1. Shravan Kumar, BO 1 SECTION -... 2400172020 11:34AM

wiEr T T i TR R g ravan Kumar, biryelveofhtrycifbfh.. @
El ) ] N ) . dvfbfrjrydvibihirrydbf
B4 E 817 322/2019/B01-DFS T R T e YR T g T L Shravan Kumar, BO 1 SECTION - . T o, B
L
]
i
Attach Receipt
e
i ¢
o
®
Figure 50
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4. Enter the mandatory Remarks in confirmation pop-up box as shown in Figure.51:

Are you Sure to Detach ?

-Remarks *
Reference complete.

Total 1000 | 981 Character left

Figure 51

5. Click OK button to detach selected files.

Note:
»= Detached Files/Receipts will move to Receipt Inbox of the user if the main receipt is in movement
after Attach action.
» Detached Receipts will move to its previous location it was attached from if the main receipt was not
moved after the Attach action.

Attach with another Receipt

This section describes steps to detach and attach already attached files and receipts with
another receipt, simultaneously.

STEPS TO FOLLOW:

1. Click open the Receipt from Inbox/Inbox Sub-Folder/Created.

eFile
RECEIPT  Create » w Sent Advance Search FILE Create Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

Receive | Putinafile = Mave” Send Back Copy Close F sencon Wl 7 ] sesrchHere

B~

1536 | 1040/2020/B01-DFS | test subject | 3 Mantosh Kumar Ojha, B0 1 SECTI | £, 08/02/2020 07-16 AM (5]

VAR T Receipt No. 2020
/BO1-DFS

[
Wi

() | 1533 | 1037/2020/B01-DF | abcdefg | 8 Mantosh Kumar Ojna, BO 1SECTI... | [ 08/02/2020 07:00 AM
) 0s/02/2020 07:09 AM

(]

53

[P) | 1531 | 1035/2020/801-DFS | abcdefg | & Mantosh Kumar Ojna, BO 1 SECTL... | [ 08/02/2020 07:04 AM
{D osi02/2020 07:05 am

3]

o

[F) 1 1530 | 1034/2020/B01-DFS | sbedefg | &g Mantosh Kumar Ojha, 50 1 SECTI 08/02/2020 07-02 AM
{D osi2/2020 07:03 M

"

[P] 11521 | 1025/2020/801-DFS | abedefg | Sg Mantosh Kumar Ojna, B0 1SECTI | [ 08/02/2020 0650 AM
D 08022020 06:50 AM

@e

@ 1520 | 1024/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojha, BO 1 SECTI @ 08/02/2020 06:48 AM
{} 08/02/2020 05:48 AM

@o

Figure 52
To Detach Files and attach with another Receipt

2. Under Attach action in the menu bar, click Attach File.

3. Click Attach with Another icon adjacent to attached File record in the list.

4. Select the receipt with which you wish to attach it within the pop-up window.
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5. Enter the mandatory Remarks.
6. Click OK button to detach selected files.

To Detach Receipts and attach with another Receipt

1. Under Attach action in the menu bar, click Attach Receipt.

) Shravan Kumar
A4 GLY -
A DFS

RECEIPT Create + Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent Returned  Advance Search

£  Movemert | Copy Send  SendBack Purinafile Draft»  Edit  Action Detalls | Amachw |

Artach File E

1270 774/2020/BO1-DFS  ACR related matters

— + AutomaticZoom * B > Attach Receipt L (o)

Comp. No.: 1270 Receipt No. : 774/2020/BEQ1-DFS 8]
0 p. pt =8
! . . Nature: Electronic File No.:
‘3} A Slmple PDF Flle Main Category : ACR related matters Sub Category :
This is a small demonstration pdf file - From : Automation Testing Designation :
m just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
BA test. And more text. And more text. And more text SenderT. y Ref. N
ender Type : etter Ref. No. :
N And more text. And more text. And mare text. And more text. And more
.m text. And more text. Boring, zzzzz. And more text And more tesxt. And Letter Date : Received Date : 04/02/2020
B mare text. And more text. And more text. And more text And mare text
‘And more fext. And mare text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
Re And more fext. And more text. And more text. And more text. And more SECHOR S
= text, And more text. And more text. Even more. Continued on page 2 Subject: R
] 5
Enclosure/ Remarks :
Address : Automation Testing
D History

Dispatch | Atached/Detached  Closed
Dispatch History
o1 et s opron oty ooy

No records found

v ul[e »|[n
Figure 53

©

v

. Click Attach with Another icon adjacent to attached Receipt record is the list.

. Select the receipt with which you wish to attach it within the pop-up window.

2
3
4. Enter the mandatory Remarks.
5

. Click OK button to detach selected files.
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Draft Communication

Any communication to be issued against a case or any official letter of the communication is first prepared
as a draft letter which after numerous corrections (if required) is submitted for approval and then signed
and dispatched. This section describes the process of creating a new draft (Draft Nature: New/Fresh,

Reply, Reminder) against an electronic receipt.

Creating a Draft

Important Points:

v" Drafts can only be created for receipts in Created/Inbox/Inbox Sub-folders and are not attached

with other files or receipts.

STEPS TO FOLLOW:

1. Click open an ‘Electronic Receipt’ from Created/Inbox/Inbox folder list of receipts as shown in

Figure .54:

eeffice

sy eFile ve.70
RECEIPT  Create ) m Sent  Advance Search FILE

Receve = Putinafile MoveTor  Send  SendBack  Copy = Close

L . . BA ¢ CPPT
est subject | ag) Mantosh Kumar O, BO 1 SECTI,

J R

% (2] 12633 459.'1:20
m Ty, Receipt No. . N9/2020
/801-DFS
M) -
. L| 2587 | 423/2020/801-DFS | CCS University .Q Mantosh Kumar Ojs, BO 1 SECTI.

{ 10300200853 A0

(o) | 2586 | 422/2020/801-0F5 | ) | CCS Universiy | & Mandosh Kumar Ojhs, O

) rnan0z0 085t v

=

(o] | 2583 | 4192020/801-0F5 | ¢ | ccsUniversiy | & Mantesh Kumar Ojhe, B0 15

{ 14032020 0838 A

LS =

(] 2522 | 35812020/801-DF5 | test subiet | & Mantosh Kumar O, BO 1 SECTI

o3

{0 13020 1258 0

(£) | 2520 | 356/20201801-DFS | test subject | & Mantosh Kumar O, B0 1 SECTI

@ 14/03/2020 12:55 AM

Create  Inbox

Sent  Advance Search

(iTd 20/03/2020 04:13 PM

DFS | test subjject 'Q Mantosh Kunar O, BO 1 SECTI. @WOMOZMO:HAM

14/03/2020 08:53 AM

pscer., | 140302020 0850 AN

terl.. | [ 1403020 08:37 AN

14/03/2020 12:58 AM

(i 1410320201255 AM

281
'

ISSUE Sent  Returned  Advance Search

@B

BRA S

oRs

B

Bé

BB e

Shravan Kumer g

ASST1(BO1)}DFS

)
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2. Click ‘Draft’ in the menu bar and then Click ‘Create New Draft’.

AcD® 0O

s €File ver.70

RECEIPT Create » Inbox Sent  Advance Search FILE Crea Advance Search ISSUE Sent  Retumed  Advance Search
@ Movement | Copy Send | SendBack Putinafile = Draftw £ ActonDetails | Attachw | Close

Receipt Inbox / 469/2020/801-DFS Create New Draft, E 2633 469/2020/BO1-DFS ACP and other related matters|

= |+ Automatic ] View Draft “ . Basic Details
Comp. No. : 2633 Receipt No. : 469/2020/801-DFS 8
Nature : Clectronic File No.:
Py Main Category : ACP and other relsted matt  Sub Category :
gh
= From: Name: Automation Testing ~ Designation : As0
a ‘; Forms of Communications :  Leter Delivery Mode : By Post
Sender Type : Letter Ref. No.:
@ Letter Date : Received Date : 14/03/2020
p Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
24 ON-DFS
Subject : test subject

d!o

Enclosure/ Remarks :

Address : Automation Testing
D History
Dispatch | Attached/Detached

Dispatch History

Dispatch No. 1] | lssue No. [PY— | Delivery Moae

Subject ! Dispatched On 1]

No records found

ale] -« (ol

Figure 55

be prepared by -

3. Prepare the draft content of the communication on the left side of the screen. The draft content can

a) Using Templates — Preparing content by choosing pre-defined templates i.e. the letter-heads

with pre-defined format and content of specific nature.

b) Upload Letter - Preparing the letter on your system using word processor (like MS Word) and

then uploading it into the system. (.doc/.docx extension file — Word format)

¢) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.
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eeffice ... 5 0;

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Semt  Advance Search ISSUE Sent Returned  Advance Search

ULRORONN .. ooy  Send | SendBack  Putinafile | Draftw | Edit | ActionDetails | Atachw | Close

2

E 2633 469/2020/BO1-DFS ACP and other related matters

B
[

Last Auto backed up: 08/04/2020 0159 AM | 8 raf: Details
* L E A | DrafNature*

o : Reply
= 3 mats

Forms Of Communications
2B Ty Choose One Inglish
L} S Main Category Sub Category

ACP and olher related matters * | | Choose One v
é 2 Subject *
e test subjec
) Step 3 - Content
Prepration
4]
"é + Add/ Edit Recipients
I Recipient Details - Public
Name ‘ Designation ] Address | Min/Dept/Others | Actions.
R Sharma #s0 New Delni Wihlstry of ParllSmentyy . wice
Affairs
v
OWORDS | ¥
] 56
Figure

Note:

»= The content prepared by uploading a document can only be edited by downloading it using
Download option, then make changes in the downloaded document and re-uploading it.
= Content prepared using online text editor can be edited in the same window.

4. Insert Hash ‘#’ Tags wherever necessary.

Note:

= Hash ‘#’ tags are used to auto-insert the ‘Approving authority’s’ details in the content of the draft
being prepared. These details include Approving authority’s Name, Post, Approved date and etc.

= Hash ‘#’ Tags can only be added to the content built in templates used and with content prepared
using online text editor.

5. Add annexure using ‘Attachment’ option, if required.

6. Check ‘Enable Multi Sign’ checkbox, if required.
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ffice .
ucsum €File ver.70
RECEIPT Create » Inbox Sent  Advance Search FILE Create Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

o Movement Copy Send SendBack Putinafile | Draft~ Edit Action Details =~ Attach~ Close

2

E 2633 469/2020/BO1-DFS  ACP and other related matter:

Receipt Inbox / 469/2020/801-DFS

1 | Upioad 2 | Remove x SRR Last Auto backed up: 08/04/2020 02:01 AM e
lin g 1 ¥ : 3 Receipt No. *

3 Draft Nature *

Reply Type
¥ © | Choose One

(d

ve o> ard Pensions
(Meprtsert of Posszoact suc Trining!

Forms OF Communications Prefix Langusge *
Office Order v | | choose 0 v
28 e ne
B Main Category Sub Category
ACP and olher related matters L] Dot Choose One | 7ot
a 2 Subject* [ et
- Guidelines on Intermnship L
(<X

North Biock. New Delni-1 16001
Duted the 17" May 2018

B

Offics Wz orsecun

R

Subject: Guidelines on latergshp for Usderpradustes purswing five vear
imtegrated course i egree |y
N s

+ Add/ Edit Recipients

Name |oeunnsan Address [P Step 8

Ministry of Parliamentary
Alfairs

d}o

1.0 Introduction

Xepariment of Per R.K Sharma ASO New Delh: x £

v
2 m
Attachment § [

Enabie Multi Sign l Step 6 . m
Figure 57

Note:

= ‘Enable Multi Sign’ allows multiple users to digitally sign on the same approved draft.
* ‘Ink Sign’ option is not available in case multi sign is enabled.

7. Fill in the ‘Draft details’ on the right side of the screen. Drafts details include Draft Nature, Reply
Type, Forms of Communication, Prefix, Language, Subject Category, Sub Category and Subject
description.

Note:

"  ‘Draft Nature’ — Choose -
New/Fresh — If the draft is being prepared as fresh communication being initiated.
Reply — If the draft is being prepared as a reply against the receipt.
Reminder — If the draft is being prepared as a reminder to the previously dispatched communications
against the receipt.

= ‘Draft Nature’ — ‘Reminder’ only available if any Issue/Official communication has been already
dispatched against the receipt.

= By default, ‘Reply’ is selected as ‘Draft Nature’. Upon selecting ‘New/Fresh’ the ‘DAK/Letter’
sender details added as recipient details are removed.

8. Click Add/Edit Recipients to add recipients’ details.

9. C(Click Save to save the draft.

Once the draft is saved, a unique number is generated and draft is added to the list of drafts in the
receipt.
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e@ffice 3 g

wwsncrzomes €F11€ ver. 70
RECEIPT Creae »  Inbox  Sent  Advance Search FILE Create  Inbox  Sent — Advance Search Sent  Returned  Advance Search

ﬁ Movement  Copy Send | SendBack Putinafile Draftv Edit Action Details = Attach~  Close o/ success

New Dralt DFA/334E has been
Receipt Inbox / 469/2020/B01-DFS
Creatéd

Draft No.:DFA/3348  Draft State: DFA  Version: 1

[ Draft Details

Draft Nature * Reply Type
Y 6 5 ¥ 0 | Chnoseo

0 A || Reply 1-DFS " ¥
Noeth Block. New Delhi-1 10001 Forms Of Communications Prefix Language
i . Duted the 17" May,2015 Office Orde Y] o Y| | English i
.m Offies Merorsncum g
B v o Main Category Sub Category
Subject:  Guidelines oo lntergship for Underpraduates pursuing five vear ACP and other related matters v & One .
0 integryigy course in [an a8d pradustes pursaing Bachelor's degree [y =
é Law coder the Appual Progromme on  Improving Transparency and 5,“"",‘ S
Accountability in saveramgat through effectiv plemeatation of Right Guidelines for Internship
to Inforw i Act”
@ 1.0 Introduction
m « 'X‘.:'mlms_\lﬂnl ’.-mu»-d and Traimig (DOPT), Mimistry of Persunnel, Public Total 2000 | 1975 Character leh
NV ences i Tepsions, Gova £ Ida, s e rodal Minsuy for the Rigat 1o
— q m2 Lited “lmproving
° ve Implementstion of the § = = =
- f 0 contbute Iowirds imoce ‘ J
Q € aceemoes ad i 335 sverd nents ivcluding

PRIGTAMMe for Xa3ren0s: gencra'ion, Tuomg and s-gestence iniint
achicyiag the papase.

ives fee RTI for

Recipient Details - Public

Depactinent n! Peruang] s34 Trairies b3 300 conduet w3 incensiie Proprasne for the k\“m 1 SEimoaten I i ‘ e e
Ministries and Doparumens i the Govermwert of India, which is benefieial both w the
Depariments a:d the inteme, Tux weil beip e Mimisiry! Departmeaz consofidate und R K Sharma Dedhi or: A

decumen it experience 't th erseneeten of RTL 5 sueeeses. consimints m Atais

‘mpleancrtatinn, ‘denfify e snexs whict seed more areeion, sddress the 2ap urews and
Sggest whal mMors nods ie be doac w belp achisve the obye of the Act. The
s would Bc faryibarizad wilk e procass of seekirg “nfomaton and enabling
aceess 10 Infommation unde the RT 1egiere i

l.ltd:r the scheme. DOFT ik wcliving short-term internships to twenty (M)
( mlrr-_-f:udu!ex Who aee in the sccom) and third year purvaing five year ml&nlud
counsc in Law and graduaics in the first aud secund year purswing three year
gradw,m course in Law from a recopaized and reputed University (o conduct gn
analysis of RTI Applicarions v seet public zuhacitees, v

2.0 Areas of Stady and Resesrch Outpat
The RT) Iateeship is beamy offered 12 anlvzz 2 srpke of the R12 spplications reccived
in £ dar yest 2017 and 2018 by seiect pebic st entios. The analysis of the

old aim 1o g an everall et of the apotications weceived wnd do ar in
the ir-fometior. sozght 2 e reszove 3y ihe CPIOF Public Authority v

Figure 58

| A B O S SR SRR /L

Note:

» The state of the draft created remains to be ‘DFA’ (Draft for Approval) until it is approved.
= After creating the draft, a draft number is generated of following format — DFA/<sequence Number>
where, DFA stands for Draft for Approval. And a running sequence number is allotted to it.
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List of Drafts

It shows the list of already created drafts attached with the receipts which are created but not yet
dispatched. This section describes the steps to view the list of drafts created.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.

Shravan Kumar
eFile ver.70 ASST1(BO1)DFS

RECEIPT Create » m Sent  Advance Search Create  Inbox  Semt = Advance Search Sent  Returned  Advance Search

m Receive | Putinafile | MoveTow | Send | SendBack = Copy Close g Search Here B Receipt View (SELA)
1 (D) 1271 |77 stsubject | g Mantosh Kumar Ofis, B0 1 5cCT)... | [ 20/03/2020 04:15 PM ® R
HJ I 201032020 04:14

(£) 1 2633 | 469/2020/f1 OFS | test subject | S Mantosh Kumar Ofia, B0 1 5ECTI... | (5 14/03/2020 10:41 AM BR#&
SRR, Receipt No. - N92020

(d

/B01-DFS
2B -
- (7] | 2587 | 423 CCS University | 89 Mantosh Kumar O, BO 1 SECTI 14/03/2020 08:53 AM OR &
E 8 & 14032020 08:53 AM
3 (2] | 2586 | £222020/B01-DFS | 2 | CCS University | &g Mantost 1seeTl. | 14/03/2020 08:50 AM B #$
Q O 1432020 08:51 AM
o (7] | 2583 | 419/2020/801-DFs | @ | CCS University | Qg Mantosh Kumar Ojha, BO § SECTI 14/03/2020 08:37 AM m$
B4 O 14032020 08:38 AM
',C:} (5] 1 2522 | 358120208 S | test subject | g Mantosh Kumar O, BO 1 SECTL 14/03/2020 12:58 AM B R &
O 14032020 12:58 AM
|Z| 2520 | 356/2020/801-DFS | test subject | &g Mantosh Kumar O, BO 1 SECTI... | f) 14/03/2020 12:55 AM B R &

O 141032020 12:55 AM

Figure 59
2. Click Draft in the menu bar and then Click View Draft.

m Shravan Kumar
« eFile ver.70 s &0 ASST1(BO1}DFS

RECEIPT Create »  Inbox Sent  Advance Search FLE Create  Inbox Sent  Advance Search Sent

Returmed  Advance Search

o Movement = Copy Send | SendBack Putinafile | Draftw Edit ActionDetails ~ Attach~ = Close

Receipt Inbox / 469/2020/BO1-DFS Create New Draft
4

o ) 3 T of2 - + View Draft By Basic Details

E 2633 469/2020/BO1-DFS  ACP and other related matters|

2633 Receipt No.: 469/2020/B01-DFs 8}
A S I PDF F' Nature : Clectranic File No.:
2B Imp e lie Main Category : ACP and other relsted malt  Sub Category ©
| J Tris e 5 small camonstrtion ool e - e
- From: Name: Automation Testing  Designation : 4SO
a _— Forms of Communications :  Letter Delivery Mode : By Post
(} Sender Type : Letter Ref. No.
b Letter Date Received Date : 14/03/2020
[ Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
P4 ON-DFS
P.“ Subject : test subject
(o] Enclosure/ Remarks :
Address : Automation Testing
% History
(Dispaceh | ¢
Dispatch History
Dispatch No. 1] ) lsueNo. | Subject | Dispatched On 1] | Dispatched By | Delivery Mode
Ne records found
W) (B (¥

Figure 60
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The following details can be seen from the List of Drafts —

1. Draft Number — The number of the draft generated when it was created. The format of the number
is - DFA/<sequence number>.
2. Subject — The subject of the draft defined in draft details when it was prepared.
3. Status — The status of the drafts defines the stage at which the draft is existing. The various
statuses/stages can be defined as —
Pending Ink Sign
DFA Confirmation
Draft pending for Avaiable only in case
approval of Ink Sign feature
Approved Signed
Draft which is approved Approved draft which
and no further changes is now Signed
can be made to its
content.
4. Approved By — Name of the Approving authority who approved the DFA
. Last updated on — The date on which it was last updated.
6. Action — A user can take following actions on the receipt, such as,

a) Versions — It displays all versions of a draft created so far.
b) Delete — This deletes the draft from the receipt’s list of drafts.

. 281
a . Shravan Kumar
‘,®fflce eEileives ASST1(BO1)-DFS
= RECEIPT Create +  Inbox  Sent Advance Search FILE Create  inbox Semt  Advance Search Sent Retumed  Advance Search
N ©r Movement Copy Send SendBack | Putinafile Draft~ Edit Action Details | Attach~ Close =
Receipt Inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters|
HJ’ List of Drafts
Draft No. Subject Status [ Last Updated On 1} ‘ Action
1
= DFEA3348 Guidelines for internship DFA 8 W
2B Guidelines on Internship DFA b =
B
1) st subject SIGNED Shravan Kumar, g0 1| VETSIONS ()
Lest subject SIGNED Shravan Kamar, BO 1 SECTION
& % 0| Delete
DFA/3344 test subject APPROVED Shravan Kumar, BO 1 STCTION
P 2 AM
w e« IO
P4
Version List of DFA/3348
(]
'@ | Version 1] | Created On ] Crested By Status l Action
08/04/2020 02:05
1 Ce/4r2020 120 Shravan Kumar, BO 1 SECTION DFA 7
- AM
" ‘ n » L
.
Figure 61
Note:

List of Drafts can be sorted based on ‘Last updated on’
List of Drafts can be traversed through by clicking next page number.
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— 3 Mantosh Kumar Ofha
a 9=
RECEWPT Create y  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

Movement Copy Send Send Back : Edit Action Details | Attach~

List of Drafts -
Delete

s 08/04/2020 02:28
st subjec M

DEA/3348 Guidelines for Internship :E);\?NG mksien cone® Click on "Versions' Icon /1‘

to see all versions of a
specific draft.

o ry

08/04/2020 07:21 @

Lest subject SIGNED
LSS AV

test subject

05/04/2020 12:04 ey

APPROVID A

S -

Lest subject

S

"'n"‘

e

2 ;‘ﬂm/m:ooua Mantosh Kurnar Ojfa, BO 1 SICT Versi(_)n List Of a t )
0810420200227 specific Draft - -
1 M Shwavan Kumar, BO 1 SECTION - Delete E
LI n » L

Figure 62

Various cases of ‘Delete’ Draft Explained —

1. Delete Option under List of drafts (refer Figure 62)

a) Receipt without further movement (Single Version): Clicking on Delete Icon in draft list will
remove the Draft and its version.

b) Receipt with further movement (Single Version): Clicking on Delete Icon in draft list will
change the Draft and its Version Status to Deleted and the Draft No. and Version Link will
become ‘Inactive’.

¢) Receipt without further movement (Multiple Version): This is the case, when the draft has
more than one version and the last version is created by user and did not forward the receipt
further. Clicking on ‘Delete’ Icon in for such draft will remove the latest created version and
change the Draft and its other Versions Status to Deleted and Draft No. and Version Link
should become ‘Inactive’.

d) Receipt with further movement (Multiple Version): This is the case, when the draft has more
than one version and the last version was created by some other user. Clicking on ‘Delete Icon’
in draft list will change the Draft and its Version Status to Deleted and Draft No. and Version
Link will become ‘Inactive’.

2. Delete Option under Versions List of Draft (refer Figure 59)

a) Receipt without further movement (Single Version): Clicking on Delete icon in version list of
draft will remove version and draft associated with it.

b) Receipt without further movement (Multiple Version): Clicking on Delete icon in version list,
will remove latest version (if created by self) of draft.
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Editing Draft in an Electronic Receipt

Draft in an Electronic Receipt can be edited till they get approved. Versions of Draft will be created to
view the changes made by different users.

Important Points:

v Only drafts which are unapproved and in state of DFA (Draft for Approval), can be edited. i.e.
approved drafts cannot be edited/changed except the changes in recipient details or
adding/removing a recipient.

v' Draft content in the editor, Draft Details and Recipient Details get Auto Backed up if not saved
by user.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-folder list of Receipts.

~ 281 Shravan Kumar
< - -
office eFile ver.70 ’ ASST1(BO1)DFS
= RECEIPT  Create » m Sent  Advance Search FILE
m Receive | Putinafile MoveTo~ Send Send Back Copy Close
13
¢
0 DFS | testsubject - So Mantosh Kemar Opa, B0 1 SECTI... | [ 14/03/2020 10:11 AM R R#
fus RELELDS. Receip
= /BO1-DFS
F{] = .
- (2] 2587 | 4 FS | CCS University | 39 Mantosh Kumar Ojha, 8O 1 SECTI 14/03/2020 08:53 AM [~ v
3 & 14032020 0853 AM
8 . i .
() | 2586 | 42212020/801-0F5 | P} | CCS University | &g Mantosh Kumas Ojha, BO 1 SECTL. | {5 14/03/2020 08:50 AM B #$
@ I 14032020 08:51 AM
] () | 2583 | 419/2020/801-0F5 | @ | CCS University | Qg Mantosh Kumar Ojia, BO 1 SECTI 14/03/2020 08:37 AM B #
B4 O 14032020 08:33 AM
C’é () 1 2522 | 358/2020/M01-DFS | test subject | Sg Mantosh Kumar Opss, 80 1 SECTL.. | [ 14/03/2020 12:58 AM BB §
O 14032020 12:58 AM
|Z| 2520 | 356/2020/B01-DFS | test subject | Sg Mantosh Kumar O, BO 1 SECTI 53 1470372020 12:55 AM m» @ &
O 14022020 12:55 AM
Figure 63

2. Click Draft in the menu bar and then Click View Draft.
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File ver.70
CEIPT Create » Inbox  Sent  Advance Search K Create Inbox Sent  Advance Search Returmned Advance Search
@ Movement = Copy Send | SendBack Putinafile | Draftw Edit Action Details | Amtach~ | Close

E 2633 469/2020/BO1-DFS  ACP and other related matters|
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Figure 64

3. Click the draft no. from the List of Drafts to open.

28% Shravan Kumsr
« eFile ver.70 ? 3 )1)-DFS

RECEIPT Create s  Inbox  Sent  Advance Search FiLE Create  Inbox  Semt  Advance Search Retumed  Advance Search

@ Movement Copy Send SendBack Putinafile Draft~ Edit Action Details | Attach~ Close a8
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B M
W0 Lest subject SIGNLD Shravan Kumar, BO 1 SCCTION
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Lest subject APPROVED Shravan Kumar, BO 1 SECTION AN L= )

Version List of DFA/3348
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| Version 1] ‘ Created On ] Created By Status ‘ Action

X 08/04/20200205 L 04
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Figure 65

4. Click Edit Button.
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2 Shravan Kuma
. eFile w70  § 0; —

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

= Movement Copy Send SendBack | Putina file Draft Edit Action Details =~ Attach~ Close
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Draft State: DFA  Version: 1

No.: DFA/3347
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B8 copyright © 2020, designed and developed by NIC]

Figure 66

In case content is prepared using online text editor

5. Edit/Modify the content, as required.
(Option to type content, paste content and choose template is available)

Or

In case content is prepared using word processor (like MS Word) and uploaded

Click Download to download the original document, then make changes in the document and
Click Upload to re-upload the edited document.
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Figure 67

Enable Multi Sign

{8 copyright © 2020, designed and developed by NIC.

6. Add or remove Attachment. (If required)

7. Check/Uncheck Enable Multi Sign checkbox. (If draft is required to be signed by multiple signing
authority)

8. Edit Draft Details. (If required)
9. Click Remove or Edit action buttons to remove or edit the recipient’s details.
Or
Click Add Recipients to add or remove or edit recipient details.

10. Click Update to save the changes in the Draft.

Note:
= User will be able to edit and save draft metadata (excluding Draft nature, Receipt/Issue Number, Reply
Type).
» Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.
= Text editor cannot be kept blank while editing an already saved draft.
= User will be able to remove or add attachment from Attachment list.
= New version of draft will be created subject to movement of File.
= User should be able view/edit any version of Draft until it is approved.
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Add/Edit Recipient

This section describes the steps to add, edit and remove the recipient details in the creation of draft.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.

coffice

« eFile ve.70

Create » m Sent  Advance Search

Move To~

RECEIPT Create  Inbox  Semt  Ad

Receive = Putinafile Send Send Back Copy Close

w est subject | &9 Mantosh Kumar O, BO 1 SECTI
(2] 2633 469/1'320 DFS | test subject | &o Mantosh Kemar Ofa, BO 1 SECTI
@ EPTLElDYy. Receipt No. : N99/2020
/801-DFS

(2] 1 2587 | 42320

D) i2n

O 200032020 0411

23, 14032020 1

01-DFS | CCS University | 89 Mantosh Kum

1ar Ojha, BO 1 SECTI

& 141032020 08:53 AM

(2] | 2586 | 422/2020/801-DFS | 2 | CCS University | &g Mantosh Kuma

O 14032020 08:51 AM

(2] | 2583 | 419/2020/801-DF5 | &2 | CCS University | Qg Mantosh Kumar Ojha, BO 1 SECTI

O 1432020 08:38 AM

g Bg B @ B3

|Z| 2522 | 358/2020/BO1-DFS | test subject | 39 Mantosh Kumar Ofha, BO 1 SECTL 14/03/2020 1

O 14032020 12:58 AM

() | 2520 | 356/2020/B01-DFS | test subject | &g Mantosh Kumar Ofa, BO 1 SECTI
O 14022020 12:55 Am

B3 140320201

vance Search
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Returned

Shravan Kumar

2 @®

Advance Search

EEdy 20/03/2020 04:15 PM

0:11 AM

14/03/2020 08:53 AM

1secT. | [ 14/03/2020 0B:50 AM
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2:55 AM

®BR e

®
7
®

Figure 68

2. Click Draft in the menu bar and then Click View Draft.

e €File ver.70

RECEIPT Create »  Inbox  Sent  Advance Search FLE Create  Inbox Sent  Advance

o Movement Copy Send SendBack Putinafile | Draft= Edit Action Details

Create New Draft
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ACP and other related matt
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5

Advance Search
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File No.:

Sub Category :
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Delivery Mode : By Post

Letter Ref. No. :

Received Date : 14/03/2020

Diarised By : Shravan Kumar, BO 1 SECTI

ON - DFS

Dispatch History
Dispatch No. 1] i lssue No.

No records found

Subject

|
‘ Dispatched On 1] | Dispatched By I Delivery Mode
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w O

Figure 69

3. Click the draft no. from the List of Drafts to open as shown in Figure 70:
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Figure 70

4. Click Edit as shown in Figure.71:

i = Shravan Kumar
PICE. eFilamera 7 3 TR oS

RECEIPT

Advance Search FILE

Create » Inbox  Sent Create  Inbox Sent  Advance Search Sent  Retumed  Advance Search
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Figure 71

5. Click Add/Edit Recipient in Draft/Dispatch Page.

(Note: Already added recipient’s details are already listed in right —panel of ‘+ Add/Edit
Recipient’ pop-up window with option to remove and edit)
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Figure 72

6. Fill all available details of recipient (including mandatory fields).

(Note: Refer to section below the steps to know more details to add recipients under ‘Public’,
‘Intra eOffice’ and ‘Inter eOffice / Other Applications’.)

Copyright © NIC, 2020
Ver.7.0[55]



ffiC

DRk PLACE SOLUTION

Add Recipients

© Public Intra eOffice Inter eOffice / Other Applications

User ‘ Groups

- =
Step 6
O New () Existing Add Recipient Details Reciplent Details - Pubilic
Min./Dept./Others * < Name ‘ Designation ’ Address

Select Leve

Name * Designation R.K. Sharma ASO New Delhi

<
Address *

Organization

Country State

h v
Choose One Choose One Step 8
City/District Pincode
Choose One b4 S 4 >

“

Figure 73

7. Click Add.

8. Click Close button in right panel.

Important Points:
v To add recipients under ‘Intra eOffice’ and ‘Inter eOffice instance’ are allowed only for
electronic dispatch.

v Edit option to edit recipient details is available only for ‘Public’ recipients and not available for
recipients added under ‘Intra eOffice’ and ‘Inter eOffice’ instance.

v' ‘Remove’ option is available for all listed employees.

There are three domains from which recipients can be added. Let us see them all one by one,
a) Public (selected by default)
b) Intra eOffice
c) Inter eOffice / Other Applications

a) Public — This is the domain of people who are outside the organization for example citizens, people
from other private organizations and officials of government bodies where eOffice to eOffice
transactions are not taking place (also known as inter eOffice movement).The user details can be
added under two tabs ‘User’ and ‘Groups’ —
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User

Under this tab, recipient can be added by choosing ‘New’ or ‘Existing’.

1. ‘New’ allow you to add user’s details in the fields below such as name, address, contact and
etc. and then to further add into recipient list by clicking on Add at the bottom.

Add Recipients x
© Public Intra eOffice Inter eOffice / Other Applications
User I Groups

Min./Dept./Others *
Select Level

Recipient Details - Public

Name Designation Address

Name * Designation *

Address * Add details

Organization

R.K. Sharma ASO New Delhi

<

Country State
Choose One % Choose One

Click 'Add' to
add details

City/District Pincode
Choose One X

>l
- f

Figure 74
2. ‘Existing’ allow adding users from the already maintained address books. There are four types
of address books available ‘Self’, ‘Section’, ‘Department’ and ‘Instance’.

3. Choose the address book by clicking on the down arrow in the ‘Search Here’ box and then
enter the recipient name in the search box.

© Public| O Intra eOffice () Inter eOffice / Other #
( Choose Scope of

I User | Groups Address Book Group

” ~
) New | © Existing Raman = Recipient Details - eOffice Internal

All Contacts Search the contact by () self Name | Designation | Department
name, designation -
) Section
‘ Name | Lesignation H.ATHELI Deputy Secretary DOE

© pepartment

i <
Raman Sharma Sr Advisor Instance

Recipient Details - Public
Select the required

contact Designation Address
Joint Secretary
4
Click on'Add' A0 New Delhi
£ to add details

Figure 75

4. Based on the characters of recipient name entered in the search box, suggestion list will appear.
5. Choose the appropriate recipient(s) and then Click Add.
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Groups
Under this tab, recipients can be added from already created groups.

1. In the first drop-down list, choose the type/scope of the address book group (‘Self’, ‘Section’,
‘Department’ and ‘Instance’) from which you wish to add recipient(s).

Add Recipients

|° Publicl () Intra eOffice () Inter eOffice / Other Applications

User [| Groups

Choose Gro ¥

Recipient Details - Public

Name ‘ Designation : Address ‘
Section 8 R.K. Sharma ASO New Delhi
Department < >

Instance

Figure 76

2. In the next drop-down, choose the name of the group from which you wish to add recipients.

Add Recipients x

© Public Intra eOffice I Inter eOffice / Other Applications
User Groups l
Department ~ || [choose Grod » Recipient Details - Public
e Choose Group Name ‘ Designation Address ‘ Mi
- Administration
it
eoffice R | Address R.K. Sharma ASO New Delhi Pal
No Any Record Fo nis Em?[ioryeg < 2
< > < > !
=N

Figure 77
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3. The list of contacts already added in the group will be listed below, under ‘All Contacts under
Group’ and select the recipients you wish to add as shown in Figure.78:

Add Recipients »®

© Public () Intra eOffice () Inter eOffice / Other Applications
User Groups |
Department ¥ Administratic ¥
PN Name Designation Address Mi
L] ‘ Name | Designation | Address R.K. Sharma ASO New Delhi ::"‘
al
Kabir Singh Joint Secretary Delhi < >
E N Deputy Secretary Delhi
[ Raman Sharma Sr Advisor Delhi
< > i€ >
) =
Figure 78
4. Click Add as shown in Figure.79:
Add Recipients X
© Public () IntraeOffice () Inter eOffice / Other Applications
User | Groups ‘
Department ¥ | Administratic ¥ Recipient Details - Public
Al Contacts in Group PSIl| Name ! Designation ‘ Address Mi
| Designat | add ; Mi
' Designation e s R.K. Sharma ASO New Delhi b
Kabir Singh Joint Secretary Delhi < >
Deputy Secretary Delhi
(] Raman Sharma Sr Advisor Delhi
Step 4
< >
<|

Figure 79
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b) Intra eOffice— This is the domain of employees in user’s own Ministry/Organization. This can be
used to add recipients who are from one’s own organization, for example, for issuing inter-office
memo.

1. In the first drop-down menu, choose the name of the department, to which the intended
employee/recipient belongs to.

Add Recipients x
) Public | © Intra eOffice | (' Inter eOffice / Other Applications
Users l Step 1 3
‘iChoose One '4 Search Here... Recipient Details - Public
‘ thooseione LET T ‘ Designation ‘ Address
DEA
DOE A Designation [ Department R.K. Sharma ASO New Delhi
DOR
DFS Kabir Singh Joint Secretary Delhi
DOD
MOF Neha Tyagi Deputy Secretary Delhi
CBDT T 5
CBEC
O/0 FINANCE MINISTER
OUTSIDE MINISTRY
ADVII/DT >
< >
Figure 80

2. Enter the recipient name in the search box.

3. Based on the characters of recipient name entered in the search box, suggestion list will appear.
Choose the appropriate recipient(s) as shown in Figure.81:

Add Recipients x

Public © Intra eOffice () Inter eQffice / Other Applications

Users
DOE Y Atheli Recipient Details - Public

O/o Dir(Admn i ame Designatio Addre
¢ ) Step 2
™
m P R.K. Sharma ASO New Delhi
& e oo o
Kabir Singh Joint Secretary Delhi
H.ATHELI Deputy Secretary DOE

. Meha Tyagi Deputy Secretary Delhi
(503 ) ; ;
Step 4 )
< ™

< >

Close

Figure 81
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4. Click ‘Add’ (Figure.81).As a result recipients will be added as shown in Figure.82:

Add Recipients x
A

) Public © Intra eOffice Inter eQffice / Other Applications

Users |
[ ]
Dot * | | oro DirfAdemn) v Atheli |
All Contacts
T 1 " Deputy Secretary pot o DirtAdmn) x
| Name | Designation ‘ Department Section
@ HATHIU Depuly Secretary poc Ove DirfAdmn) Recipient Details - Public
Name | Designation | Address | Min./Dept soehers | Actions
Mty of Bad 3
RK. Sharma Aso New Delhi heaEsny (P liotnenthey. s o
Alfairs
Details Added Wi o Py
Kabir Singh Joint Secretary Delhi x
Affairs
s f Pali
Neha Tyagi Depaty Secretary Delhi Muistiy L Palisveniaey: ik
¥ Altairs
Figure 82

c) Inter eOffice / Other Applications -This is the domain of employees in other
Ministry/Organization. It can be wused to add recipients who are from other
ministries/organizations, for example, issue a Govt. Order to other government bodies.

1. In the first drop-down menu, choose the name of the ministry/organization, to which the
intended employee/recipient belongs to.

2. Enter the recipient name in the search box.

3. Based on the characters of recipient name entered in the search box, suggestion list will appear.

4. Choose the appropriate recipient(s) and then Click ‘Add’ (Figure.82).
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Approving Draft

This section describes steps to approve a draft.

Important Points:

v’ Draft content is not available for editing, once draft is approved.

v User will not be able to Check/Uncheck ‘Enable Multi Sign’ on approved Draft.
v" Removal or Adding of attachment is not possible after approval.
v

Only Recipient details can be edited after approval. (Except in case the draft was created by user
of other ministry/organization)

v User must have necessary privileges (Role_Draft_Approver) for approving the draft.

STEPS TO FOLLOW:

1. Click open a draft (DFA) from the ‘List of Drafts’ as shown in Figure.83:

o eFile ver 70

RECEIPT Creare » Inbox Sent Advance Search FILE Create Inbox Sent Advance Search S5 Returned Adwvance Search

= Mowvement Copy send send Back = Putin a file Draft - Edit Action Details | Attach

E 5055902 5232/2020/EOFFICE Commen Office Services

30/05/2020 12:49
test subject DFA a LEmm)

Receipt Inbox / 5232/2020/EOFFICE
List of Drafts

DFA/4804

test subject DFA 30/05/2020 12:48 o @

AM
W < BB

DFA/4803

Version List of DFA/4804

Nerion 18| Cremted On 13 Crasted By _m

30/05/2020 12:49
1 AM Sareja Kumar Patro, eOffice MM.. DFA

W BB

Figure 83

2. Click Approve as shown in Figure.84:
198 erite s @ O -

RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox  Sent Advance Search S5 Returned Advance Search

Movement Copy Send Send Back Put in a file Draft - Edit Action Details =~ Attach - Close

E 5055903 5232/2020/EOFFICE Common Office Services]

Draft No.: DFA/4804 Draft State: DFA  Version: 1 - .
Draft Details

+  Automatic Zoom =

Draft Nature * Receipt No Reply Type
Reply v szazfzozofso FFICE ¥ | ® | Choose One -
Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One he Choose One - Bengali M
To,
Main Category Sub Category
Secretary Common Office Services ~| | Choose One -
Ministry of Home Affairs
Subject *

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

Dear Secretary,
Your letier has been ived. For future icati please refer to the correspondence no.
117/2012/Secretary(TRG)

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Recipient Details - Public
S S [

MINISTRY OF
ASO A ion Testi -
e utomation Testing AGRICULTURE [
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Figure 84
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3. Click “Yes’ on approval confirmation pop-up box as shown in Figure.85:

Approval Confirmation

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

Figure 85

As soon as the draft is approved, an Issue number is assigned to it. It is the composite value of —
a) I- Denoting Issue
b) <Sequence number> — The continuous running sequence number from the series of dispatches
c¢) <Year of Issue> — The year of dispatch

Hence, Final dispatch number will be - I/<sequence number>/<Year of Issue>Example —
1/218/2020

In case a prefix was chosen, such as for Government Order (GO) form of communication, then the
Issue number is called as the GO number (also used in #Document number). It is the composite value
of —

<GO Prefix Code>-GO denoting government order and its prefix code, such as GO RT or GO Ms
<Sequence Number>-The continuous running sequence number

<Year>-The year of creation

<Department> —-The name of the department from which it is issued from. Hence, <GO Prefix
Code>/<sequence number>/<Year>/<Department>For example, GO
RT/25/2020/ADMIN DEPT

Note:
= After approving, the status of the DRAFT will change to ‘Approved’.

Signing Draft

The use section describes the digital signing process of an approved draft.

Important Points:

v Only Approved drafts in the Drafts List can be digitally signed.

v Drafts along with receipts received from other Ministries and organizations cannot be digitally
signed.

v" Multi Sign — A draft can be signed multiple times if ‘Enable Multi Sign’ is checked.
v A draft enabled with Multi Sign feature cannot be Ink signed.
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DSC SIGN

This feature allows user to digitally sign an Approved Draft Using DSC Token.

Important Points:

v' 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.
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.

< N X X

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’ as shown in Figure.86:

— 2450
eFile ver. 70 » (2]

Create » Inbox Sent  Adwvance Search FILE Create  Inbox Sent Advance Search ISSUE Returned  Advance Search

ECEIPT

oy Movement Copy Send send Back Putinafile | Draft~ Edit Action Details | Attach ~ Close

Receipt Inbox / 5232/2020/EQFFICE E 5055903 5232/2020/EOQFFICE Commeon Office Services

30/05/2020 12:49

List of Drafts

DFA/AB04 test subject APPROVED Saroja Kumar Patro, eOffice MM vt RE]
30/05/2020 12:48
DEA/A803 test subject DFA e L= m]
Wl < R

Version List of DFAs4804

1 iﬁDS’ZDZD 1249 oo Kumnar Patro, <Office MM APPROVED

Figure 86

2. Click ‘DSC Sign’ button as shown in Figure.87:
eFile ver. 70 gf‘n n

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

= Movement Copy send send Back | Putinafile | Draftw Edit Action Details | Attach~ = Close

E 5055903 5232/2020/EOFFICE Common Office Services)

Receipt Inbox / 5232/2020/EOFFICE

Issue No.: 1/3023442/2020 Draft State: APPROVED  Version: 1

Draft Details

+  Automatic Zoom ¥

Draft Nature = Receipt No. * Reply Type
Reply ¥ | | 5232/2020/EOFFICE ¥ Choase One ¥
1202344212020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One v Choose One A Bengali v
Te
' Main Category Sub Category
Secretary Common Office Services ~ | Choose One -
Ministry of Home Affairs
Subject *

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

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG) .

Total 1000 | 988 Character left

Regards,
P. K. Mathur

Recipient Details - Public
ASO

MINISTRY OF E
AGRICULTURE

Name: Automation 3 .
Automation Testing
Testing

Enable Multi Sign

Figure 87
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To Sign at default location
3. Click ‘Default’ as shown in Figure.88:

RECEIPT Create »  Inbox nt  Advance Search FILE Create  Inbox Sent  Advance Search

ﬁn Movement Copy Send Send Back Putinafile  Draftw Edit Action Details = Attach +

Receipt Inbox / 5232/2020/EQFFICE

Issue No.: 1713023442/2020 Draft State: APPROVED  Version: 1
Draft Details

Subject *

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

Dear Secretary,
“Your letter has been received. For future communications please refer to the correspondence no.
117/2012i3ecretary(TRG)

Regards,
P K. Mathur

nt Detal

~ Customn 4

n - | @ DsCsign - I X, InksSign

Name: Automation
Testing

Enable Multi Sign

Draft Nature * Receipt No. * Reply Type
Reply - 5232/2020/EQFFICE - Choose One v
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One - Choose One S Bengali v
To
' Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One -
Ministry of Home Affairs

Total 1000 | 988 Character left

I’ubl c

Saroja Kumar Patro

)-EOFFICE

Sent Returned = Advance Search

Close

E 5055903 5232/2020/EOFFICE Common Office Services

MINISTRY OF E

Automation Testing AGRICULTURE

Figure 88

4. Enter the PIN for DSC.
5. Click “OK’ to DSC sign the approved draft.

To Sign at the location of your choice

3. Click ‘Custom’ as shown in Figure.89:

RECEIPT Create »  Inbox nt  Advance Search FILE Create  Inbox Sent  Advance Search

©r Movem Copy Send  SendBack Putinafile Draftw Edit Action Details | Attach v

Receipt Inbox / 5232/2020/EQFFICE

Issue No.: 1/3023442/2020  Draft State: APPROVED  Version: 1

Draft Details

Subject *

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

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG)

Regards,
P. K Mathur

Name: Autornation

Custom

Enable Multi Sign @ Dscsign~ i X, inksign

Testing

Draft Nature * Receipt No. * Reply Type
Reply M 5232/2020/EQFFICE M Choose One v
113022442/2020 Forms Of Communications Prefix Language *
Date: 04-December-2012 Choose One v Choose One v Bengali M
To
s ' Main Category Sub Category
© 2 Common Office Services ¥ | | Choose One -
Ministry of Home Affairs

Total 1000 | 982 Character left

Default

2450 n Saroja Kumar Patro
L ) EOFFICE

Rewurned ~ Advance Seart

E 5055903 5232/2020/EOFFICE Common Office Services

MINISTRY OF

ASO Automation Testing AGRICULTURE

Figure 89
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4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.

Custom Sign

Page: 1 of 1

/302344212020
Date: 04-December-2(
To.
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

Dear Secretary,

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

Regards,

P. k. Mathur

Figure 90
5. Click ‘Sign’ in Custom Sign pop-up window.
6. Enter PIN for DSC.
7. Click ‘OK’ to DSC sign the approved draft.

Note:
» Draft status should change to Signed.
= User shall be able to view Digital Signature(s) on signature panel of signed draft.
=  Option of ‘Edit’ (Recipient Detail) and to ‘Dispatch’ will be available.

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.

eSign

This feature allows user to digitally sign Draft using eHastakshar/eSign (Aadhaar based using OTP or
Fingerprint).

Important Points:
v eSign Web service should be up and running.
v" Web service URL should available in eFile application configuration table.

v User should have Aadhaar authenticated mobile number (For OTP based eSign) listed in the
EMD.

v" User should have Biometric Device (For Fingerprint/IRIS based eSign) connected to system.

v License Agreement (Consent of Authentication) should be made between the Department and
eSign Service provider to avail the eSign service.
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STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’.

o f' 245“ n Saroja Kumar Patro
AU gkt
RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search S5 Sent Returned  Advance Search

-m- Movement Copy Send Send Back Putinafile | Draftw Edit Action Details = Attach = Close

E 5055903 5232/2020/EOFFICE Commeon Office Services

30/05/2020 12:49

Receipt Inbox / 5232/2020/EQFFICE
List of Drafts

DFA/4304 test subject APPROVED Saroja Kumar Patro, eOffice MM... AM L]
30/05/2020 12:48
DEA/4R03 test subject DFA v qF Tl
W B

Version List of DFA/4804

30/05/2020 12:49

1 AN Saraja Kumar Patro, eQffice MM... APPROVED

Figure 91

2. Click ‘eSign’ button.
245{] nSam]aKumarFatro ;

RECEIPT Create +  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search 55 Returned ~ Advance Search

&E‘i ﬁ Mave Copy Send | SendBack | Putinafile | Draftv Edit = Action Details = Attachv

E 5055903 5232/2020/EQFFICE Commen Office Service:

Receipt Inbax / 5232/2020/EOFFICE
Issue No.: 1/3023442/2020  Draft State: APPROVED  Version: 1

Wz

B4 Draft Details
= + AutomaticZoom = .
Draft Nature * Receipt No. * Reply Type
i Reply Y | | 5232/2020/EQFFICE v & Choose One \
/302344212020 Forms Of Communications Prefix Language *
{} Date: 04-December-2012 Choose One ¥ | | Choose One ¥ | | Bengali M
X To
= 3 cmta Main Category Sub Category
ECretary Common Office Services ¥ Choose One v
m Ministry of Home Affairs .
34 Sub: Acknowiedgement of your lefter no - dated 30-11-2012 Subject
- test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
11712012/Secretary(TRG) .

e

Total 1000 | 388 Character left

=1=)

EE

Regards,
P. K Mathur

+ Add/ Edit Recipients

@3.

Recipient Details - Public

Name: Automation Automation Test MINISTRY OF [
utomation |estn:
Testing g AGRICULTURE

Electronic Sign

Enable Multi Sign

X, Inksign

Figure 92
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To Sign with OTP method at default location
3. Click ‘Default’ and choose option ‘with OTP’.

@fflce . n Saroja Kumar Patro  _
- ion @File ver 5

= RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search S5 Returned ~ Advance Search

Movement Copy Send Send Back Putinafile = Draftw Edit Action Details | Attach =

E 5055903 5232/2020/EQFFICE Commen Office Services]

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EQFFICE v Choose One v
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One & Choose One v Bengali b
To
' Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One -
Ministry of Home Affairs
Subject *

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

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012iSecretary(TRG)

Regards,
P. K. Mathur
With OTP
With Fingerprint
Default

- Custom 4

Enable Multi Sign eSign I § Dscsign- | A, InkSign

Total 1000 | 982 Character left

Recipient Details - Public
ASOD

MINISTRY OF E
AGRICULTURE

Name: Automation
Testing

& Automation Testing

B orouriohe © 2000 desioned end develoned by NI

Figure 93

4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.

e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of
Asp=>____ for the purpose of <<Purpose of ASP application

b with e-Hastakshar (C-DACs eSign Service) during __ <<Start

Date=>_____ and ___=<End Date" »= . | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 94

5. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
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= . . §
= Digital India (@2 [
Ministry of Electronics and Power Ta Empower Centre for Development of
Information Technology Advanced Computing

Govermnment of India

You are currently using C-DAC eSign Service and have been redirected from

=~ Hastakshar
@t

C-DAC's eSign Service

Aadhaar Based e-Authentication

2 | EnterYo

fiftual ID / Adhaar Number

Get Virtual 1D

& | Enter Your Aadhaar OTP

m View Document Information

Get OTP Mot Received OTP? Resend OTP

Figure 95

6. Enter the OTP received on the registered mobile number.

7. Click ‘Submit’ to eSign the approved draft.

To Sign with Fingerprint method at default location

3. Click ‘Default’ and choose option ‘with Fingerprint’.

2450 n Saroja Kumar Patro
eFile ver.70 » TD(SKP)-EOFFICE
RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox = Sent  Advance Search 5 Returned ~ Advance Search

Movement Copy Send Send Back | Putinafile = Draftw Edit Action Details | Attach =

E 5055903 5232/2020/EOFFICE Common Office Services]

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply M 5232/2020/EQFFICE v Choose One v
1202344212020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One v Choose One - Bengali M
To
' Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One -
Ministry of Home Affairs
Subject *

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

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

117/2012/Secretary(TRG)
Total 1000 | 988 Character lef

Regards,

P K Mathur
with OTP g

With Fingerprint
Default v

~ Custom Ly

+ Ad) £t Recipient

Recipient Details - Public
ASD

MINISTRY OF E
AGRICULTURE

Mame: Automation
& Automation Testing

Testing

Enable Multi Sign

B ourione @ 2000 decioned and develones NI

Figure 96

4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.
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e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of
Asp=>____ for the purpose of <<Purpose of ASP application

> with e-Hastakshar (C-DACs eSign Service) during __ <<Start

Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 97

5. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.

- Digital India conC
Ministry of Electronics and Power To Empower Cantre for Development of
Information Technology Advanced Compuling

Gaovemnment of India

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's eSign Service

Aadhaar Based e-Authentication

E 2 | Enter Your Aadhaar Number/Virtual ID

'ib Discover Biometric device

Get Virtual ID

View Document Information

Help
Cancel

Figure 98

6. Select the Fingerprint scanner from the discovered connected device(s).
7. Click ‘Capture’ to capture the fingerprint.
8. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

To Sign with OTP method at location of your choice

3. Click ‘Custom’ and choose option ‘with OTP’.
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245“ n Saroja Kumar Patro
}-EOFFICE
RECEIPT Create +  Inbox Sent  Advance Search FILE Create  Inbox = Sent  Advance Search IS Sent  Returned  Advance Search

Movement Copy send Send Back | Putinafile Draftw Edit Action Details | Attach = Close

E 5055903 5232/2020/EOFFICE Common Office Services

Draft Details
= + Automati
Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EQFFICE v Choose One -
1/3023442/2020 Forms Of Communications. Prefix Language *

Date: 04-December-2012 Choose One v Choose One A Bengali v
To
! Main Category Sub Category
Secretary Common Office Services ¥ | | Choose One -
Ministry of Home Affairs i
Sub: Acknowledgement of your letter ne - dated 30-11-2012 Subject

test subject
Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.

117/2012/Secretary(TRG) .
Total 1000 | 988 Character left

Regards,
P. K. Mathur

Name: Automation MINISTRY OF
v Automation Testi
Testing uremation Testng AGRICULTURE S

‘With OTP
Default 4 — .
‘With Fingerprint

@ Dscsign - [ X, InksSign

Enable Multi Sign

Figure 99

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

Custom Sign

Page: 1

/302344212020
Date: 04-December-2(
To.
Secretary
Ministry of Home Affairs
Sub: Acknowledgement of your letter no - dated 30-11-2012

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

Regards,

Figure 100
5. Click ‘Sign’.

6. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.
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Consent for Authentication
<<Name of Agency Providing the Service>=
| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of

Asp=>____ for the purpose of <<Purpose of ASP application
> with e-Hastakshar (C-DACs eSign Service) during __ <<Start
Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 101

7. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.

= ;s . &
= Digital India conC
Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Computing

Govemment of India

You are currently using C-DAC eSign Service and have been redirected from

@Hastéksé}a_{m‘

C-DAC's e5ign Service

Aadhaar Based e-Authentication

nter Your Virtual ID / Adhaar Number

[

Get Virtual 1D

[ ]
m
@

nter Your Aadhaar QTP

View Document Information

Get OTP Not Received OTP? Resend OTP

Figure 102

8. Enter the OTP received on the registered mobile number.

9. Click ‘Submit’ to eSign the approved draft.

To Sign with Fingerprint method at location of your choice

3. Click “Custom’ and choose option ‘with Fingerprint’.
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Receipt Inbox / 5232/2020/EQFFICE

Create +  Inbox Sent  Advance Search FILE Create  Inbox ' Sent  Advance Search

Movement Copy Send send Back | Putinafile = Draftw Edit Action Details | Attach =

Issue No.: 1/3023442/2020 Draft State: APPROVED  Version: 1
Draft Details

+

Automatic
Draft Nature *

Reply
Forms Of Communications
Choose One

r2023442/2020

Date: 04-December-2012

To,
Secretary

Ministry of Home Affairs

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

Main Category
Common Office Services
Subject *

test subject

Dear Secretary,
‘Your letter has been received. For future communications please refer to the correspondence no.

117/2012/Secretary(TRG)
Total 1000 | 988 Character left

Regards,
P. K. Mathur

with OTP

Default v — -
With Fingerprint Name: Automation

Dscsign - fl X, InkSign

Enable Multi Sign

Saroja Kumar Patro
TD| -EOFFICE

a0

Sent Rerurned  Advance Search

Close

E 5055903 5232/2020/EQFFICE Common Office Services

Receipt No. * Reply Type
v 5232/2020/EQFFICE v ® | Choose One v
Prefix Language *
v Choose One v Bengali v
Sub Category
¥ | | Choose One -

MINISTRY OF

Automation Testing AGRICULTURE

Figure 103

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

Custom Sign

Page: 1

/302344202020

Date: 04-December-2(

To.

Secretary

Ministry of Home Affairs

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

Dear Secretary,

Your letter has been received. For future communications please refer to the comrespondenci

117/2012/Secretary(TRG) .

Regards,
P. K. Mathur

(et d

Figure 104

5. Click ‘Sign’.

6. To proceed, Read and Agree to the ‘Consent for Authentication form’ and then you
redirected to the eSign service portal.
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e5ign agreement

Consent for Authentication
<<Name of Agency Providing the Service>=

| hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric
and/or One Time Pin (OTP) data for Aadhaar based authentication for the purposes of
carrying out the pre-production integration of ASP application from ___<<Name of
Asp=>____ for the purpose of <<Purpose of ASP application

> with e-Hastakshar (C-DACs eSign Service) during __ <<Start

Dates>______and ___=<fnd Date" »>_____. | understand that the Biometrics and/or
OTP | provide for authentication shall be used only for authenticating my identity
through the Aadhaar Authentication system and for obtaining my e-KYC through
Aadhaar e-KYC service and for the issuance of Digital Signature Certificate (DSC) for
integration purposes and for no other purposes. | understand that C-DAC shall ensure
security and confidentiality of my personal identity data provided for the purpose of
Aadhaar based authentication. | also understand that subsequent to the completion of
integration, ASP shall not use my Aadhaar ID for integration with C-DAC ESP.

Cancel

Figure 105

7. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.

o = Digital India conC

Ministry of Electronics and Power To Empower Centre for Development of
Information Technology Advanced Computing

Gaovemnment of India

You are currently using C-DAC eSign Service and have been redirected from

C-DAC's eSign Service

Aadhaar Based e-Authentication

! 2 Enter Your Aadhaar Number/Virtual ID

'ib Discover Biometric device

Get Virtual ID

View Document Information

Help
o

Figure 106
8. Select the Fingerprint scanner from the discovered connected device(s).
9. Click ‘Capture’ to capture the fingerprint.
10. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

Note:

» Draft status should change to Signed.

= User shall be able to view Digital Signature(s) on signature panel of signed draft.

= Option of Edit (Recipient Detail) and Dispatch should be available.

= Signing details (user’s name, date and time stamp of signing) should be embossed on the Approved DFA
content at the bottom left of the document or at desired location in case of custom sign.
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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.

IMPORTANT - Ink Sign copy of only those drafts can be maintained in the system which are not
Multi Sign enabled.

STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’.

@fflce

avsm s umim EEL1E Ve 70

245“ n Saroja Kumar Patro  _
' TD(SKP)-EOFFICE

Returned

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox ~ Sent  Advance Search Sent Advance Search

send sendBack Putinafile | Draft Edit Action Details | Attach « Close

Movement Copy

E 5055903 5232/2020/EOFFICE Commeon Office Services

30/05/2020 12:49

test subject APPROVED Saroja Kumar Patro, eOffice MM... AM L]
30/05/2020 12:48
test subject DFA LERm
AM
W B

30/05/2020 12:49
AM

1

Saroja Kumar Patro, eQffice MM... APPROVED

Figure 107

2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy can be downloaded by clicking on ‘Signed Copy’ link.)

2450 - Saru]a Kumar Patro
AT & en- d
eFile ver.70 (SKP)-EOFFICE

RECEIPT Create » Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search 5 Sent Returned  Advance Search

%‘1 ﬁ- Movement Copy send Send Back | Putinafile = Draftw Edit Action Details | Attach w Close

E 5055903 5232/2020/EOQFFICE Commeon Office Service|

Issue No.: 1/13023442/2020 Draft State: APPROVED  Version: 1 .
% Draft Details

+  AutomaticZoom

Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EQFFICE v Choose One v
1/3023442/2020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choose One be Choose One S Bengali v
To
' Main Category Sub Category
Secretary Common Office Services ~ | | Choose One -
Ministry of Home Affairs
Subject *

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

test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/2012/Secretary(TRG)

Total 1000 | 988 Character left

Regards,
P. K. Mathur

+ Addr Edit Recipients

Recipient Details - Public

Name: Autormation MINISTRY OF [

il Aut 141 Testi
Testing Hramation festing AGRICULTURE

+ —— Upload Ink Signed
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3. 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’.

2450 n Saroja Kumnar Patro
ile ve x plkiss
RECEIPT Create » Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search Sent Returned  Advance Search

Movemnent Copy send Send Back | Putinafile  Draft~ Edit Action Details | Attachw Close

E 5055803 5232/2020/EOFFICE Common Office Service:

Draft Details
Draft Nature * Receipt No. * Reply Type
Reply v 5232/2020/EQFFICE v Choose One v
1/3023442/2020 Forms Of Communications Prefix Language *

Date: 04-December-2012 Choase One v Choose One v Bengali v
To
' Main Category Sub Category
Secretary Commeon Office Services ¥ | | Choose One -
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Sub: Acknowledgement of your letter no - dated 30-11-2012
test subject

Dear Secretary,
Your letter has been received. For future communications please refer to the correspondence no.
117/12012iSecretary(TRG) .

Total 1000 | 982 Character left

Regards,
P. K. Mathur

Name: Automation MINISTRY OF
h ASO Automation Testi o]
Testing Hremation festng AGRICULTURE S

Enable Multi Sign signed Copy

Figure 110

Copyright © NIC, 2020
Ver.7.0[76]



A DAGITAL 'WORK PLACE SOLUTION

4. 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 Copy Signed Copy

= +  Automatic of — + AutomaticZoom *

1302344213020
Date: 04-December-2012 Date: 04-December-2012

To. To,

Secretary Secretary

Ministry of Home Affairs Ministry of Home Affairs

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

Dear Secrefary. Dear Secretary,

“Your letter has been received. For future communications please refer to the comespondence no. “Your letter has been received. For future communications please refer to the corespondence no.
17/2012/Secretary (TRG) 117/2012/Secretary(TRG)

Regards, Regards,
P. K Mathur P. K Mathur

Figure 111

The ink signed copy of the approved draft is visible on the Left side and the approved copy can be seen
by clicking on ‘Approved copy’ link available below.
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Note:

= After uploading the signed copy, the Draft status will change to
‘PENDING_INK_SIGN_CONFIRMATION’.

= After confirmation of uploaded signed Copy (Confirm Ink Sign) Draft status will change to ‘Signed’ from
‘PENDING_INK_SIGN_CONFIRMATION’.
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Dispatch from Receipt

This feature allows User to Dispatch Signed Draft (Issue) letters through Self or CRU (Central
Registering Unit) against an electronic receipt —

Electronic Receipt

STEPS TO FOLLOW:

1.

. eFile ver.

RECEIPT  Create» Inbox Sent Advance Search FILE Create  Inbox = Sent

Movement | Copy Send | SendBack Putinafile Draft~

Receipt Inbox / 469/2020/BO1-DFS

List of Drafts

Edit Action Detai

Advance Search

Attach - Close

Click the signed draft no. from the ‘List of Drafts’ required to dispatch.

Shravan Kumar
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70

Click‘Initiate Dispatch’ to initiate the Dispatch Process.
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3. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if

required.
seffice

RECEPT Inbox  Sent  Advance Search FILE Creste | inbox  Sent | Advance Search ISSUE Sent  Retumed  Advance Search

-~ eFile ver.70

o Movement Copy Send SendBack | Putinafile Action Details | Amach~ Close

Receipt Inbox / 469/2020/BO1-DFS € 2633 465/2020/BO1-DFS ACP and other related matters

~

Redipient Details - eOffice internal

Name | pesignation | pepartment | section | incernat | Emait | s | actons

Sabjoct: G

1.0 Jatcodacy

Katir Singh

RK Sharma  ASO New Deini rhamentar 2 Ceoe = ::(( x
NemaTyaw  oPUY peny i : i il =X = |
Step 8 -

=% Email Details ~
Emaits ~

] |

= - — - — ¥ Drafepdl
e poprores oo o)
Figure 115

4. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
a) Self— Choose ‘SELF?, if the letter is to be dispatched through self.
b) CRU - Choose “CRU?, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

e CRU Name — Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Pleaze Rl CRU details

CRU
Suman Sharma

Deefivery Mode ™
By Past

Remarks

Total 1000 | 1000 Characer k&

B copyTonn

Figure 116
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Note:

» Dispatch by Self and CRU is not applicable for ‘Internal’ and ‘External’ Recipient.
= Dispatch to recipients under ‘Internal’ and ‘External’ will take place as eOffice to eOffice
transaction.

5. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:
= Delivery Mode ‘Postal’ is available only in case DISPATCH mode chosen is 'SELF’

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.

Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

¢) SMS — Select SMS checkbox and provide mobile no. (Auto populated if available) for sending
notification to the recipient regarding the dispatch.

Note:

= Delivery Mode ‘Email’ and SMS’ are available only in case the email ID and mobile number details
of the respective recipient is added in the recipient details.

6. Enter Additional Email Details — If the letter is to be dispatched additionally to some people,
then this can be done via email. For example, you might want to dispatch a copy to one of the
officials in senior management for information purpose only. For dispatching to additional users,
provide Email ID, Subject and Email Message. The Dispatch letter 1s automatically attached to
the email.

7. Click Send —

a) Send/Dispatch with Follow up — Follow up is useful when a follow-up has to be saved for self
or all employees in the same Office/Section/Unit for the letter which is being dispatched. On
the follow-up date, the intended employee(s) will receive a notification for the follow-up then
created.

After clicking on ‘Send/Dispatch with Follow up’ fill following details in Follow-up Setting
Popup-

¢ Desired Action — Choose one of the actions that describe the purpose of the follow-up.
e Description — Type in remarks for the follow-up.

e Due Date — Provide the follow up date.

Copyright © NIC, 2020
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e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.

Desired Action

Information Sought

Description™

Report expected in a week

Toed 1000 | 575 Character feft

Reply Due Date*
1 5.-1&.':92:» ] © For Seif O For Section

Figure 117

b) Send/Dispatch Without Follow Up — For Sending /Dispatching the letter without creating
any follow-up.

Note:

» To check the list of Issue letters sent so far, and check their respective Dispatch numbers generated for
every recipient, Refer Dispatch (Officer)->Issue=>Sent.

Physical Receipts

STEPS TO FOLLOW:

1. Click opens a physical Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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Figure 118

2. Click ‘Dispatch’ in the menu.
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« eFile ver.70
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3. Upload the copy of the Signed copy of the Issue letter to be dispatched on the left panel, if
required. (Not mandatory).

Note:

» Uploading the Issue letter in the system gives the user an option to dispatch the issue letter via email also,
provided that the email details of the recipient(s) is available.

4. Fill in the ‘Draft details’ on the right side of the screen. Drafts details include ‘Draft Nature’,
‘Reply Type’, ‘Forms of Communication’, ‘Prefix’, ‘Language’, ‘Subject Category’, ‘Sub Category’
and Subject description.

Note:

* Draft Nature: Choose -
o New/Fresh — If the draft is being prepared as fresh communication being initiated.
o Reply — If the draft is being prepared as a reply against the receipt.
o Reminder — If the draft is being prepared as a reminder to the previously dispatched communications

against the receipt.

= Draft Nature — ‘Reminder’ is only available if any Issue/Official communication has been already
dispatched against the receipt.

= By default, ‘Reply’ is selected as ‘Draft Nature’. Upon selecting ‘New/Fresh’ the ‘DAK/Letter’ sender
details added as recipient details will be removed.

5. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.

Copyright © NIC, 2020
Ver.7.0[82]



« €File ver.70
RECEIPT  Creste +  Inbox  Sent  Advance Search FILE Create  inbox  Sent  Advance Search
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6. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
a) Self— Choose ‘SELF?, if the letter is to be dispatched through self.
b) CRU - Choose “CRU?, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

¢ CRU Name - Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Please Fll CRU details

CRU *
Suwinan Sharrma

Defivery Mode *
By PasL

Remarks

Toral 10040 | 1000 Character k&

Copy Te All

Figure 121
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Note:

= Internal and External eOffice recipient option will not be available for dispatch against Physical
Receipt. L.e. eOffice to eOffice dispatch feature is not available in case of Issue letters prepared

against physical receipts.

7. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:
=  Delivery Mode ‘Postal’ is available only in case DISPATCH mode chosen is 'SELF’

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.
Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

¢) SMS - Select SMS checkbox and provide mobile no. (Auto populated if available) for sending
notification to the recipient regarding the dispatch.

Note:

= Delivery Mode ‘Email’ and SMS’ are available only in case the email ID and mobile number details
of the respective recipient is added in the recipient details.

8. Enter details under ‘Email Details’ — If the letter is to be dispatched additionally to some people,
then this can be done via email. For example, you might want to dispatch a copy to one of the
officials in senior management for information purpose only. For dispatching to additional users,
provide Email ID, Subject and Email Message. The Dispatch letter is automatically attached to

the email.

Note:
= Dispatch via Email feature (In step 7(b) and 8) is only available in case the scanned copy of the Issue
letter was uploaded in step 2.

6. Click ‘Send’ —

a) Send/Dispatch with Follow up — Follow up is useful when a follow-up has to be saved for self
or all employees in the same Office/Section/Unit for the letter which is being dispatched. On
the follow-up date, the intended employee(s) will receive a notification for the follow-up then

created.

After clicking on ‘Send/Dispatch with Follow up’ fill in the following details to create a
follow-up and dispatch the letter simultaneously-

e Desired Action — Choose one of the actions that describe the purpose of the follow-up.
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e Description — Type in remarks for the follow-up.
e Due Date — Provide the follow up date.

e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.

Follow up Setting

Desired Action
T

Desoription™
Rerninder on the regor regquested

Toral 1000 | 568 Character left

Reply Duwe Date™ ot
Z204/Z020 & O Forserr ®Eror Section

Figure 122

b) Send/Dispatch Without Follow Up — For Sending /Dispatching the letter without creating
any follow-up.

Note:

= TIssued dispatch details will be available in Dispatch =>Issue=>Sent list of Officer. More details can be
viewed by clicking on Issue number link.

» Issued dispatch will be made part of the dispatch history of the receipt.

» In case of multiple recipients, all the different dispatches (with unique dispatch no. and common issue
no.) will be displayed as part of the dispatch history.

» Dispatch Recipients of same Ministry/Organization (intra-eOffice) and other Ministry/Organization
(Inter-eOffice) will receive the dispatches under Received letters (Intra eOffice and Inter eOffice
respectively) section in their eOffice account.

» User will be able to view the created follow-up notification under Notification > Dispatch Follow Ups
(In case of ‘Dispatch with Follow Up’).

= Re-dispatch option will available for the dispatch in Sent Dispatch list.

» IfTIssue is dispatched through CRU, then the CRU user can check the dispatch record in the ‘Dispatch
Inbox’.

= If dispatched through CRU, Dispatch status in Dispatch Sent list should be displayed as ‘Sent’, until the
time it is finally dispatched by CRU. Once CRU makes the final dispatch, dispatch status will be
displayed as ‘Dispatched’.

* For Issue letters dispatched by Self, the status of the dispatch will be ‘Dispatched’.
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Send Receipt

This section describes how to forward or mark a receipt to another user in an organization or to an
external organization. Receipts which are in pending state, i.e. receipts in Inbox/Inbox Folder/Created
and Send can be forwarded further. Closed receipts are required to be re-opened first before forwarding.

Important Points:
v Receipt can be forwarded to only one user in ‘To’ and multiple in ‘CC’.
v' Physical receipts should be in received state in Inbox/Inbox Folder to forward further.

v Multiple receipts can be sent by selecting multiple receipts from Inbox/Inbox Folder and
Created list page.

v Receipts forwarded from Sent list, are sent as CC (copy) of the main receipt.

STEPS TO FOLLOW:

1. Select receipt(s) or click opens a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ menu.

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

4. Ifnecessary, you may assign Due date, Action, Priority to the receipt. Select ‘Initiate Action’, if
required. (Initiate action is configuration and role-based available feature)
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7 { ]
EX N Chief Manager(Suman Sharan) RECOVERY SECTIO Step 6(a)
~
2
i = - —
RAKESH KUMAR GUPTA-US(Rakesh Kumar Gupta)- DFS-O/o L ||Notfy Through : Email SMS |
-
1
)
=,
o 7
Set Due Date Action
27/03/2020 B8 | Exomine - Step 6(b)
Note: Not files, if any, will be finalized after movement of main filefreceipt.
jiate hd Initiate Action
- - Intimate To
Ger ) e e e S
1 Mantash Kumar Ojha ASST2(BO-)-DFS BC 1 SECTION - DFS
-
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5.
6.

AU

2.
3.

Enter Remarks. (mandatory for ‘Initiate Action’)
Choose ALERTS (if required) -
a) Notify Through Email and/or SMS — To notify receiver of the receipt via e-mail and/or SMS.

b) Intimate To — To notify the users in the previous movements of the receipt about this current
movement, via e-mail and/or SMS.

Click —

‘eSign & Send’ - To digitally sign and send using AADHAR based eSign services.
Or

‘DSC Sign & Send’ — To digitally sign and send using eToken.
Or

‘Send’ — To send the receipt without signing digitally.

(Refer steps below for ‘eSign& Send’ and ‘DSC Sign & Send’)

OTP based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with OTP”’.

Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to
the eSign service portal.

. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
. Enter the OTP received on the registered (with AADHAR) mobile number.

Click ‘Submit’ to eSign and Send.

Fingerprint based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with ‘Fingerprint’.

. Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to

the eSign service portal.

Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
Select the Fingerprint scanner from the discovered connected device(s).

Click ‘Capture’ to capture the fingerprint.

Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.
DSC Sign and Send

. Click ‘DSC Sign & Send’. (May ensure, your eToken is registered with the application and plugged in the

system)
Enter the PIN for DSC.
Click login to Sign and Send.

KEY POINTS:
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e Inter Department Receipt Movement - Receipt can be forwarded to users of other departments by
choosing department from Organization hierarchy list and then users, in case for single instance
multiple departments. By default, self-department is selected. (Configuration based feature).

e Ease in Forwarding — Provision of segregated send ‘To’ and ‘CC’ employee list to choose from,
based on —

a) Recent 5 — List of last five employees/users to whom receipts have been forwarded

b) In Channel — List of employees already in channel of submission/movement of the receipt.
c) Sub-ordinates — List of employees directly reporting to the user who is forwarding the receipt.
d) Send Back — Auto populating the name of the employee from whom the receipt was received.
e) Reporting Officer — Auto populating the user’s reporting officer name.

f) Group — Adding all or selective users from a group of employees already created by the user
who has forwarded. This is visible/can be used only for ‘CC’, since receipt can be forwarded to
only one user in ‘To’.

o Intimate To — This allows user to intimate all or selective employees/users already in channel of
submission/movement of the receipt, about the current forwarding movement. This can be done
via SMS and e-mail.

Note:
= The copy (CC) of the receipt number generated is on the following pattern:
Sequence Number (Copy number)/Year/Section-Code. For example, 101(2)/2020/Parliament Section.
Sequence number - 101

Copy number -2
Year of Creation -2020
Section/Office - Parliament Section
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A DIGITAL WORK PLACE SOLUTION

Receipt Sent List

The Sent box displays the list of receipts (Electronic and Physical) sent/forwarded by the user to other
users in the system. It keeps a record of all the receipts sent so far and other details such as the date and
time on which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ under Receipts module. (Figure 125)

a1 Shravan Kumar
s 2 ——— -
ASSTYEO1)DFs

RECEWPT Create » m Sent  Advance Search Create  Inbox  Sent  Advance Search ISSUE Sent  Retumed  Advance Search

effice

« eFile ver. 70

Receive Putinafie MoveTo~ iend Send Back Copy

© Manosh Kumar Ojha, BO 15£CT. | {3 20/03/2020 04:15 PM B R

@12

& 201032020 04:16 PM

()| 2633 | 463/2020/B01-DFS | test subject | &g Mantosh Kumar Ojha, 50 15ccT. | B 14/03/2020 10:11 AM ®RRS
) 14032020 10:11 AM
() | 2587 | 423/2020/B01-DFS | CCS University | 89 Mantesh Kumar Ojts, B0 1 SECTL. | ES 14/03/202008:53 AM ORn &

§ 14032020 08:53 AM

Figure 125

Description:

e The Sent list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt Number, Subject, Subject Category, Sender Name (Sender of the DAK/ Letter), Sent To, Sent
On, Due On, Remarks and Actions.

© = 66 @ en -
Sent
X end op enerate A owledgeme P V Search Here... - d Choose One
=R
O Due O
F v Sirai Ahmed,  20/06/2020 This is a free online
erur Siraj Ahme:
E 5057199 6528/2020/EOFFICE Automation Testing Raj O MI':WM ’ 06:50 AM calculator which +8 | @
D counts the ...
~ B Yerur Siraj Ahmed,  20/06/2020
E 5057202 6531/2020/EQFFICE Automation Testing Raj «Office MMP... 01:16 AM (@]
Kapil Kumar
19/06/2020
E 5057179 6308/2020/EQFFICE lipo hhguyhb Sharma, eOffice @
N 0€:58 PM *
MM...
Kapil Kumar
19/06/2020
M E 5057166 6495/2020/EQFFICE freddf fer Sharma, eOffice 06:33 PM d @]
MM... :
= B Yerur Siraj Ahmed,  09/06/2020
3 P 5057102 6431/2020/EQFFICE abcdefz Automation Testing OFice M. 02241 PM 8 @
B MName: Automation Yerur Siraj Ahmed,  09/06/2020
& E 5057101 6430/2020/EQFFICE test subject T «Office MMP... 02:40 PM o+ @
.
Figure 126

e The list of receipts can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.

e The list of receipts can be filtered on the basis of Nature, Subject Category, Sent Date and Due
Date range by clicking Filter Icon in menu bar.
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3265 n Saroja Kumar Patro
eFile ve B .

RECEIPT Create »  Inbox Advance Search Create Sent  Advance Search Sent  Rewrned  Advance Search
Copy Generate Acknowledgement | Pull Back Filter - ekt Choose One -
© Both Physical Electronic is i I
E 5057199 6528/2020/EQFFICE jJpmed. 201062020 Thlls IIs . f"eeh"':‘”e
Subject Category d.. 06:59 AM caleulator whic £ @
counts the ..
Hindi Public Relations Finance, Budget,
Cash and Accounts  f[med,  20/06/2020
E 5057202 6531/2020/EQFFICE 1 RO @
Parliament
E 5057179 6508/2020/EQFFICE Date ffice 19‘_@6{2029
Sent Date From Sent Date To 06:38 PM
dd/mmiyyyy 8 | dd/mmiyyyy ez}
Due Date From Due Darte To
, ! L 19/06/2020
E 5057166 6495/2020/E0FFICE ddfmmiyyyy & | ddimmiyyyy B ffice EETY d @
r Hhmed, 09/06/2020
P 5057102 6431/2020/EQFFICE :
p— 02:41 PM 0q

Figure 127

e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject, Sender, Sent To and Remarks, by entering at least 3 characters.

- n Saroja Kumar Patro
en~ =
TD[ EOFFICE
Create  Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search
Copy Generate Acknowledgement | Pull Back Search Here... Sent

h% ¥, Sirai Ahmed, a Receipt Number This is a free online
3 ) erur Siraj Ahmed, .
E 5057199 6528/2020/EQFFICE Automation Testing Raj Office MMP... B Subject calculattc;-lr which 48 @
counts the ...
1] B Sender
R R Yerur Siraj Ahmed, Sent To
E 5057202 6531/2020/EQFFICE Automation Testing Raj Office MMP... @
@ Remarks
Kapil Kumar
19/06/2020
m E 5057179 6508/2020/EQFFICE lipo hhguyhb Sharma, eOffice 06:58 PM (@]
MM... i
A
Kapil Kumar
19/06/2020
:B E 5057166 6495/2020/EQFFICE freddf fer Sharma, eOffice d (@)
| 3 MM 06:33 PM .

Figure 128

e The list of already sent receipts of other users if shared with you (in case of employee’s handover
due to transfer/superannuation/promotion)can be viewed through Show shared Sent.

}-EQFFICE
RECEIPT Create »  Inbox Advance Search Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search
Choose One
Navneet Kaur-SA(NK)-EOFFICE-INDIVIDUAL
ﬁ§ This is a free online
R . . Yerur Siraj Ahmed,  20/06/2020 )
E 5057199 6528/2020/EOFFICE Automation Testing Raj OFfice MMP.. 06:50 AM calculator which PG
D™ counts the ...
]
Yerur Siraj Ahmed,  20/06/2020
E 5057202 6531/2020/EOFFICE Au ion Testil Raj
I ! <Office MMP... 01:16 AM @
Kapil Kumar 19/06/2020

Figure 129
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135

175
[FE]

[

[ I S - I 2

The following actions that can be performed on the list of Sent receipts —

= Send,
= Copy
= Generate Acknowledgement,
=  Pull Back

= Initiate Action

eFile ver.70

Create +  Inbox Advance Search

RECEIPT

Send Copy

Comp. No. 1} | Receipt No.

E 5057199

E 5057202

E 5057179

E 5057166

o

5057102

m

5057101

6528/2020/EQFFICE

6531/2020/EOFFICE

6508/2020/EOFFICE

6495/2020/EOFFICE

6431/2020/EQFFICE

6430/2020/EQFFICE

Generate Acknowledgement

Pull Back

Automation Testing

Automation Testing

lipa

freddf

abcdefg

test subject

Create  Inbox Sent  Advance Search

ISSUE

Search Here...

37-65 n Saroja Kumar Patro
» TD(SKP)-EOFFICE

Sent Returned  Advance Search

5 Choose One

Yerur Siraj Ahmed,

Ral Office MMP...

Yerur Siraj Ahmed,

Raj
] cOffice MMP...
Kapil Kumar
hhguyhb Sharma, eOffice
MM...

Kapil Kumar
fer Sharma, eOffice
MM...

Yerur Siraj Ahmed,

Automation Testing Office MMP...

MName: Automation Yerur Siraj Ahmed,

Testing eOffice MMP...

20/06/2020
06:59 AM

20/06/2020
01:16 AM

19/06/2020
06:58 PM

19/06/2020
06:33 PM

08/06/2020
02:41 PM

09/06/2020
02:40 PM

This is a free online
calculator which 48 Q@
counts the ...

B B
(5}

)

Figure 130

e Further, more details on a receipt such as its diarized letter and other information can be viewed by
clicking on the Receipt No.
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A DIGITAL WORK PLACE SOLUTION

Receipt Pull Back

To ‘Pull Back’ a receipt 1s to call it back from the user to whom it was marked by the user, before it
reaches in their hands. This may be required in case-scenarios where user forwards the receipt to an
unintended person mistakenly, or the person is un-available so the subject matter (receipt) may be pulled
back and re-assigned to someone else. This can only be done until the recipient has received or opened the
receipt. This section describes the steps to pull back a receipt.

Important Points:

v" Only unread (eReceipt) or un-received (pReceipt) receipts can be pulled back.

v' ‘Pull Back’ movement is recorded in the movement details of the receipts.

STEPS TO FOLLOW:

1. Go to ‘Sent’ box.

2. Click ‘Pull Back’ Icon & under ‘Actions’ column corresponding to the receipt number to be
pulled back.

e@ffice

+ eFile ver 70

Aomm
= RECEIPT  Create» Inbox m Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Rewmed  AdvanceSearch
B o o it =

e = e —euleeu mm

28
Ea P 1561 1065/2020/B01-DFS abcdef Automation Testin RAKESH KUMAR GUPTA,  18/03/2020
& & O/ US{Rak... 04:22 PM @
[
= E 1629 1133/2020/B01-DFS efsdf rajanikant sahoo SETIERETAL, TR A 1
B ) Ofo US[Rak._ 04:22 PM
(2] E 1440 944(1)/2020/ESTT. SECTION-DFS. Mantosh Kumar Ojna,  28/012/2020 PERE ]
BO 1 SECTI... 1251 PM :
Pull Back
‘I/n E 1440 94472020/ESTT. SECTION-DFS SETIERETAL, S IEAT) @
X . i Ofo US[Rak._ 12:51 PM "
2B £ 1410 S443020/ESTT. SECTION.DFS RAKESH KUMAR GUPTA,  28/02/2020 @
| ] - Ofo US{Rak... 12:49 PM »
=0 Mantosh Kumar Ojha,  18/02/2020
g 1615 1119/2020/B01-DFS fdsfifs S0 1 sech 047 Pt righdb
"" 1643 1147/2020/B01-DFS rajanikant sahoo Manrash Kumar Cjna, 18102/2020 sdv
[o] ) g BO 1 SECTL... 03:24 PM
Figure 131

3. Enter the mandatory ‘Pull Back’ Remarks and Click ‘OK’ in the confirmation pop-up box.

Rea=on For Pull-Back

-Remarks *
Employee on leave. Pulling back to re-assignl

Total 1000 | 955 Character left

Figure 132
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STEPS TO PULL BACK MULTIPLE RECEIPTS

1. Go to ‘Sent’ box.
2. Select multiple receipts (eligible) to Pull Back.

3. Click Pull Back menu in the menu bar.

“!7 n Shravan Kumar

@ FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

Copy | Generate Acknowledgement | Pull Back red Sent
_m-m

3 RAKESH KUMAR GUPTA,  18/03/2020
P 1361 1065/2020/B01-DFS abedefg Automation Testing 0o USfRskc. 0422 PN @

RAKESH KUMAR GUPTA,  18/03/2020
1133/2020/801-DFS efsdf rajanikant sahoo A

0o US{Rak.. 0422PM
944(1)/2020/ES T, SECTION-DES E'ga:?:gﬂk__umarojha' ??50?:320 3e
Q44/2020/ESTT. SECTION.DFS &KS;HR:EWRGUM ﬁ’gﬁ:ﬂm @
Q44/2020/ESTT. SECTION.DFS &KS;HR:EWRGUM ﬁ’:f:ﬂm 2 e
E .U 1615 1119/2020/801-DFS s E'ga:?:gﬂk__umar Ofra, ;ﬁ’f:ﬂm rghdh
1643 1147/2020/801-DFS rajanikant sahoo E'ga:?:gﬂk__u mar Oja, ;:’gf:ﬂm siv
1633 1137/2020/801-055 rajanikant sahoo ;g':(‘:; ::?Ear’ oo ;i’gf;ﬂm wef @
1629 1133/2020/801-DFS rajanikant sahoo E'ga:?:gﬂk__u mar 0jfa, 1???:320 s
1622 1126/2020/B01-DFS rajanikant sahoo E'ga:?:gﬂk__u mar 0jra, }?’f:&m s E
Total Records: 441 LN .E”EHEHE”] E
Figure 133

4. Enter the mandatory*‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Back

Remarks *
Employee on leave. Pulling back to re-assign|

Total 1000 | 955 Character left

Figure 134
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STEPS TO PULL BACK RECEIPTS FROM ADVANCE SEARCH

1. Select the receipt(s) to pull back from the result of the Advance Search.

2. Click ‘Pull back’ action button at the top.

Shravan Kumar
-i bl n ~
File ver.70 .® SST1(BO1)-DFS
RECEIPT  Create » | Inbox | Semt WGl FILE

Receipt

- Comp. No.

Create  Inbox Sent Advance Search ISSUE Sent Returned  Advance Search

P:Global | E:Global @~

Issue

2.

Receipt No. Subject

E Include Closed
w Search Receipt

Send | Reopen | Receive | Pull Up | Pull Back 973 Records T~
(W]« st\lmllﬁHﬁHTl\T\l 10 -|

D e s e e e e e

B
Wi

]

e

Shravan Kumar,B0O 1

M Details E 1468 972/2020/B01-DFS test subject Receipt/Created Automation Testing BEO 1 SECTION - DFS SECTION - DFS
] ) } Shravan Kumar,B0 1
| ‘5 Send Details E 1467 971/2020/B01-DFS test subject Receipt/Created Automation Testing  BO 1 SECTION - DFS SECTION . DFS
EE‘ Receibninb. Wantosh Kumnar
E eipt/Inbax
= Details P 1466 . cdefg pu Automation Testing BO 1 SECTION - DFS 07/02/2020 10:11 PM 0Ojha,BO 1 SECTION -
Select Multiple Receipts /969/2020/E01-DF5 DFS

@o

or
_—5. Click on PULL BACK for iy Mantosh Kumar
() Pull Back |Details P 145! pulling back single receipt pedefg Receipt/inbox Automation Testing ~ BO1SECTION-DFS  07/02/2020 10:11 PM 0jha,BO 1 SECTION -

Re ks
emart o

File/Created/CS0Q/35 N Shravan Kumar,BO 1
/2020-801-DFS Automation Testing BO 1 SECTION - DFS SECTION - DFS

Figure 135

Details E 1454 968/2020/B01-DFS test subject

3. Enter the mandatory ‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Back ‘ =

-Remarks *
Employee on leave. Pulling back to reassignl

Total 1000 | 955 Character left

Figure 136

Note:

» The pulled back receipts will be moved to the respective folders from which it was sent(Inbox/Inbox
Folder/Created).
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Receipt Pull up

This section describes the steps to pull up a receipt from Inbox/Inbox folders/Created list of users who are
in same section/office, individual’s hierarchy or as per the action scope defined in the system by the
administrator. This may be required in case-scenarios, for example, where a person is un-available to
process the subject matter (receipt) so it may be pulled up and re-assigned to someone else. Or, also in
cases where it is immediately required. Pull up is irrespective of the fact whether the user forwarded the
receipt or not.

Important Points:

v Receipts attached with other Files/Receipts cannot be pulled up.

v Closed receipts cannot be pulled up unless re-opened by the custodian.

STEPS TO FOLLOW:

1. Under Receipt View of the Inbox/Inbox sub-folder/Created list, choose Section or Hierarchy

scope.
Or
Choose the user name under Section or Hierarchy scope, whose receipt you wish to pull-up.

Note:

= Section view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

= Hierarchy view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

2. Select receipts to be pulled up. (Multiple receipts can be pulled up by multiple selection)

3. Click the ‘Pull up’ action button in the menu bar.

17
I 0
FILE Create  Inbox Sent Advance Search ISSUE Sent Returmed  Advance Search
%2 F sencon [l 57 [ search Here.
Self () Section () Hierarchy ”
o [E] ' 1440 | 944(1)/2020/ESTT. SECTION-DFS | | &5, Shravan Kumar, BO 1 SECTION - .. 28/02/2020 12:51 PM —
Ha 22 MWantosh Kumar Ojha, ...
[ [E] | 1617 | 1121/2020/B01-DFS | fgrid | & Shravan Kumar, BO 1 SECTION - [, 17/02/2020 03:26 PM
{I} 17/02/202004:36 PM A% Mantosh Kumar Ojha, ...
[€2] [E] 1614 | 1118/2020/B01-DFS | sdx | & Shravan Kumar, BO 1SECTION - | [ig 17/02/2020 10:38 AM #
{1 17/02/202010:38 AM 2% Mantosh Kumar Ojha, .
&
(€] 1 1610 | 1114/2020/B01-DF5 | wed | &g Shravan Kumar, BO 1 SECTION - __ 14/02/2020 05:17 PM
2h {f} 14/02/202005:17PM [%5] d A% Mantosh Kumar Ojha, .
| ]
= =] (€] | 1609 | 1113/2020/B01-DFS | asfdeas | &g Shravan Kumar, BO 1 SECTION - . 3, 14/02/2020 04:20 M B
B: {f} 14022020 05:00PM 2% Mantosh Kumar Ojha, ...
"a_ 1608 | 1112/2020/B01-DFS | dafc | &5 shravan{ Name of the userWIth whom 25 PM
antosh Kumar Ojha, ... receiptis lying.
@ [[E] 1 1600 | 1104/2020/B01-DFS | asd | & RAKESH Kumgdpn\_ pasecTion... | B 13/02/2020 11:48 AM B #
{ft 13/02/202011:98 AM 28 Meniosh Kumar Ojha, ...

Figure 137
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4. Enter the reason in mandatory* remarks Pull up in the pop-up box and Click ‘OK’

Receipt(s) should now be available in Inbox.

Reason For Pull-Up

-Remarks *
Immediately req uired|

Total 1003 | 980 Character left

Figure 138

STEPS TO PULL UP RECEIPTS FROM ADVANCE SEARCH

1. Select the receipts to pull up from the result of the Advance Search.

2. Click ‘Pull up’ action button at the top.

S®fflos on

RECEIPT

P:Global | E:Global @-

Recelpt No. Subject T

973 Record: - &
[(w] (<] (i8] [i6] B (i8] (18)(* ) (%] 10| = |

T S S TS [ e e
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ar B8O 1

E

1468 972/2020/B01-DES test subject Receipt/Created Automation Testing B0 1 SECTION - DFS

Send Details E 1487 971/2020/B01-DFS test subject Recelpt/Created Automation Testing BO 1 SECTION - DFS
— Recei e
Details P o1ass 970/2020/B01-DFS abcderg — Automation Testing BO1SECTION - DFS  07/02/2020 10:11 BM
Initiate Actio:
Pull Biack Desails P 1ass 969/2020/B01-DFS abedety Receipt/inbox Automation Testing BO 1 SECTION -DFS  07/02/2020 10:11 pm T1oo0= 2

...................

Detaiis E 1464 968/2020/B01-DFS test subject om0 B Ore

BO 1 SECTION - DFS

Mantos h Kurnar

o o f— e e
Step 1 Selact Muliple Receipts . 1677/2020.001-0F5 s ol ]
s s

Click on PULL Marrost Kurmar

Capyrignt ® 2020 designed and developed by NIC

Figure 139

3. Enter the mandatory ‘Pull up’ remarks and Click ‘OK”’ in the confirmation pop-up box.

Rea=son For Pull-Up

-Remarks *
Immediatehy requi red|

Total 1000 | 980 Character left

Figurel140

Note:

* The Pull up movement will be added in movement history of Receipt with pull up remark.
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Initiate Action (P/E)

The ‘Initiate Action’ feature is useful when a user wishes to keep a check/follow-up on the actions taken
place on a receipt when it 1s still in the movement of channel of submission without having to call back the
receipt every time. This is called as ‘initiating an action on a receipt’.

The action can be initiated by a user for the receipts while forwarding them or for the ones which have
been already sent. The recipients of such receipts (in the movement of the receipt) can then add their
comments or record their inputs, which, cab be then reviewed by the initiator against every movement.

This feature is useful, in cases, for example, when the head of the organization/department receives a
letter of important category, and plans to monitor the inputs of the employees towards the disposal of the
letter, by reviewing their comments recorded at every movement.

‘Initiate Action’ primarily consists of —
1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Recording Comments/Action Details — Users recording their comments with every movement of
receipt received with Initiated Action.

3. Review / Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

This section describes the process of initiating a cycle of actions while forwarding a receipt or on already
sent receipt.

Important Points:

v Action on receipts in sent box, can only be Initiated for the ones in active state (not closed).
v" Multiple Actions cannot be initiated on a receipt, only one at a time.
v' Initiate action is a configuration-based feature. Available, if the configuration is enabled.

v’ After enabling configuration, user must have necessary privilege/role to use this feature

Initiate Action

STEPS TO FOLLOW:

From Receipt Send Page

1. Select receipt(s) or click open a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ action button.
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@MME;@@ PLe Crame inbox  Senc | Advance saarcn
o

Send | SendBack | Copy Close
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D [F] | 1533 | 1037/2020/BO1-DFS | abcdefg | g Mantosn Kumar Ojns, BO 1 SECTL.. | [Fg, 08/02/2020 07:09 AM
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. Enter the user details in ‘To’ and/or ‘CC?’ field.

If necessary, you may assign Due date, Action, Priority to the receipt.
Select Initiate Action and Initiation Type.

Enter mandatory* Remarks.

\IO\.Ulrlkw

Choose Alerts (if required) -
Notify Through Email and/or SMS — To notify receiver(s) of the receipt via e-mail and/or SMS.

Intimate To — To notify the users in the previous movement of the receipt about this current
movement, via e-mail and/or SMS.

8. Click ‘Send’ action button.

From Receipt Sent List
1. Click ‘Initiate Action’ link/Icon @ under actions against the respective receipt in the Sent list.
2. Select Initiation Type in the ‘Receipt Initiated Confirmation’ pop up box.
3. Provide mandatory*Remarks.
4. Click ‘OK’.
Add Comments to Initiated Action

STEPS TO FOLLOW:

1. Click opens a Receipt from Inbox/Inbox Sub-Folder.
2. Click Action Details in the menu bar.
Click Add Comment.

3.
4. Select the appropriate option in Action Type combo box.
5. Provide Action Comments.

6.

Click Add.

Note:
1. Comments on a receipt cannot be recorded once the ACTION on receipt(s) is closed.

Copyright © NIC, 2020
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Review / Initiated Action Details

STEPS TO FOLLOW:
From Receipt Inbox
1. Click Initiated Action link under Receipt module.

S A T

® N 9w oA W N

Search the receipt using Search Parameters at the top.

. Click ‘Details’ icon under actions against the receipt number to view the recorded comments and

other details.

From a Receipt Already Attached to a Receipt
Click opens a Receipt from Inbox/Inbox Sub-Folder/Created.

Click Attach tab of Receipt History in Receipt Inner Page.

Click Action Details link/Icon for receipt in Attached Receipts List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From a Receipt Already Attached to a File
Click opens a File from Inbox/Inbox Folder/Parked/Created.

Click Details menu on inner page of file.

Click Attached tab in File History.

Click Action Details link adjacent to Receipt in Attached Receipt List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

From ToC Iist of a file in Inbox:

1. Click opens a File from Inbox/Inbox Folder/Parked/Created.
2. Click ToC link in Right panel of File Inner page

3.

4. Click Action Details link.

Click Details icon for receipt.

Copyright © NIC, 2020
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Click Add Comment link in the Action Details pop up.
Select value from Action Type combo box.

Give Action Comments.

® N o oW

Click Add.

From Advanced Search Qutput:

1. Search receipt in Advanced Search module.

Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

N R B

Closing Initiated Action

STEPS TO FOLLOW:

1. Click Initiated Action link under Receipt module.
2. Search the receipt using Search Parameters at the top.

3. Click CLOSE icon under actions against the receipt number to view the recorded comments and
other details.

4. Enter the Remarks
5. Click OK.

Copyright © NIC, 2020
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Closing of Receipts

A receipt may be required to close in case when —

1. No action is required and is for information purpose only
2. The action is complete and the case is ready to be disposed.

This section describes the process of closing receipts in Inbox/Inbox Folder/Created folder.

Important Points:

v Receipt(s) which have attached files/receipts cannot be closed, they must be detached first.
v" Physical receipt in Inbox/Inbox Folder must be in received state.
v’ After closing the receipt, the status will change to ‘Closed’.

v No action can be taken on closed receipt except ‘View’ and ‘Reopen’.

STEPS TO FOLLOW:

1. Select Receipt(s) from Inbox/Inbox folder/Created using check box or Click a receipt number in
inbox.

2. Click ¢Close’ menu.

office .. L@ 0

RECEIPT Crea m Sent  Advance Search w FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Sea

e | MoveTov  Send  SendBack = Copy Close F sencon l 57 ] searchHere

&
~
55 1536 | 1040/2020/B01-DFS | test subject | 8, Mantosh Kumar Ojhs, 50 1 SECTI. | [ 08/02/2020 07:16 AM
Ea {f} 27/02/2020 05:24 PM

(P) | 1533 | 1037/2020/B01-DFS | abcdef | S Mantosh Kumar Ojha, BO 1 SECTI. | [, 08/02/2020 07:09 AM

[

{P 08/02/2020 07:09 AM

53

(P] 11531 | 1035/2020/BO1-DFS | abcdefg | &g Mantosh Kumar Ojhs, BO 1SECTL.. | [ 08/02/2020 07:04 AM
{f} 08/02/2020 07:05 AM

B

N |
= [P] | 1530 | 1034/2020/B01-DF | abedefs | S Mantosh kumar Ojna, BO 1 SECTL... | [ 08/02/202007:02 AM
l:-m ) 080212020 07:03 AM
@mo [F] 1521 | 1025/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojns, B0 1 SECTL... | [ 08/02/2020 06:50 AM
B: {f} 05/02/2020 06:50 AM
f’é [P] | 1520 | 1024/2020/B01-DFS | abedefg | & Mantosh Kumar Ojhs, BO 1 SECTL... | [ 08/02/2020 06:48 AM

{ 08/02/2020 06:48 AM

Figure 141

3. Give mandatory closing remarks and click ‘OK”’ in the Closing Confirmation pop up to close the
selected receipt(s).

Receipt should move from Inbox/Inbox folder/Created list to Closed—> By Me list.

Copyright © NIC, 2020
Ver.7.0[101]



A DIGITAL WORK PLACE SCLUTION

Closing Remarks

Remarks *
No action is required. For information only.

Total 1000 | 956 Character left

Alternatively, user can also click open the receipt from Inbox or Created by clicking on the receipt
number. And then Click Close action button in the menu bar. (Figure 143)

Figure 142

‘T" n Shravan Kumar

Create » Inbox Sent  Advance Search FILE Create Inbox Sent  Advance Search Returned  Advance Search
Alternatively, click open
Movement | Copy Send | SendBack Putinafile = Draft~ Edit | Action Details = Attachv | Close the receipt and

click on'CLOSE'

E 1536 1040/2020/BO1-DFS ACR related matters

= + AutomaticZoom / a Basic Details .

Comp. No.: 1536 Receipt No. : 1040/2020/B01-DFs B}

. . Nature : Electronic File No.:
A Slmple PDF Flle Main Category: ACR related matters Sub Category :
This is & small demonstration .pdf file - From: Automation Testing Designation :
Just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text.
Sender Type : Letter Ref. No.:
And more text. And mare text. And more text. And more text. And more
text. And move text. Boring, zzzzz. And more text And more text. And Letter Date : Received Date : 08/02/2020
more text. And more fext. And more text. And more texd. And more text
And mare text. And mare text. Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI
And maore text. And mare text. And more text. And more text. And more OHZDES
text. And more text. And more text. Even more. Continued on page 2 ... Subject: test subject
Enclosure/ Remarks :
Address : Automation Testing
*9) History

Dispatch | Attached/Detached  Closed

Dispatch History

o e e v oty 8
v

No records found

v 01K « B[ .,
Figure 143
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List of Closed Receipts

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click ‘Receipt’ module in navigation bar.
2. Click ‘Closed’ folder.

3. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required. (Refer below for
details).

FILE

Create  Inbox Sent Advance Search

Copy Close

[20/B01-DFS | testsubject | 25 Mantosh Kumar Ojha, BO 1 SeCTL.. | 53, 08/02/2020 07:16 AM

abcdefg | &g Mantosh Kumar Ojna, BO 1 SECTI.. | (i 08/02/2020 07:05 AM

(2] beoers | g Mantosh Kumar Ojne, 501 SECTI | B 08/02/2020 07:04 AM
& : ,
- abcdefg | &g Mantosh Kumar Ojna, BO 1 SECTI... 08/02/2020 07:02 AM
F{]

&=

- abcdefg | g Mantosh Kumar Ojna, BO 1 SECTI.. | (f%, 08/02/2020 06:50 AM
'.é (B] | 1520 | 1024/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojna, BO 1 SECTI.. | B, 08/02/2020 06:45 AM

P 08/02/2020 06:48 AM

Figure 144
Closed (By Me) -
1. It displays the list of receipts closed by self.

2. User will not be able to take any action on receipts with closed state, except to view them and re-
open.

The user(s) can filter their list of Closed Receipts with help of various search options such as
Closing date range, Computer No., Receipt No, Subject, Remarks, Main Category, VIP Type
and VIP Name.

Fi 'y 0

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returmed  Advance Search

Search For Clesed Receipt( byMe)

Department Section Closing Date
DFs | BO1SECTION-DFs * Nerom e -
Comp. No. Receipt No. Subject Remarks
Category Vip Type VIP Name
Choose One - Choose One - Choose One -
e ]
1616 1120/2020/B01-DFS Shravan Kumar, BO 1 SECTION - 17/02/202002:09 PM  savds ReOpen (3
E 1613 1117/2020/B01-DFS eaf Shravan Kumar, BO 1 SECTION - ___ 17/02/2020 02:09 PM wvdvsd =
P 1595 1099/2020/B01-DFS wed Shravan Kumar, BO 1 SECTION - 13/02/2020 12:05 PM hmnb =
P 1535 1039/2020/BO1-DFS abcdefg Shravan Kumar, BO 1 SECTION - __. 18/02/2020 1116 AM  SDgsdfg =
P 1534 1038/2020/BO1-DFS abcdefg Shravan Kumar, BO 1 SECTION - . 18/02/2020 11:55 AM  zxfd =
P 1532 1036/2020/B01-DFS abcdefg Shravan Kumar, BO 1 SECTION - ... 18/02/2020 11.58 AM  sadgadg =
E 1476 980/2020/B01-DFS test subject Shravan Kumar, BO 1 SECTION - . 07/02/2020 08:49 PM Enter Remarks =
E 1445 949/2020/ESTT. SECTION-DFS Shravan Kumar, BO 1 SECTION - __. 02/03/202003:58PM  vbnbwn =
E 1365 869/2020/B01-DFS test subject Shravan Kumar, BO 1 SECTION - .. 05/02/2020 08:53 PM Enter Remarks =
E 1266 770/2020/B01-DFS test subject Shravan Kumar, 8O 1 SECTION - ... 04/02/2020 0850 PM  Enter Remarks =
E 1208 712/2020/801-DFS test dispatch Shravan Kumar, BO 1 SECTION - .. 01/02/2020 04:38 PM sfsfsdf = E
Total R;:Drdrsr:}ﬁ D - - L ‘- n b
[ copyright © 2020, designed and developed by NIC.

Figure 145
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By Others (Hierarchy) —

1. It displays the list of receipts closed by others users in the viewer’s hierarchy downline.
2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of
Sections/ Offices, Closing date range, Computer No., Receipt No., Subject, Remarks, Main
Category, VIP Type and VIP Name.

Note:
= Users with role ‘Role_Closed_By_Others_Hierarchy’ will only be able to see this list.

By Others (All)
1. It displays the list of receipts closed by others users in the viewer’s hierarchy down line.
2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of
Sections/Offices, Closing date range, Computer No., Receipt No, Subject, Remarks, Main
Category, VIP Type and VIP Name.

eeffice . g 0:

RECEIPT Create » Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent  Retuned  Advance Search

Search For Closed Receipt { byAll )

&

Department Section Closing Date
N oS * | BO1SECTION-DFS *| N erom IR =
Ea Comp. No. Receipt No. Subject Remarks.
LW caregory Vip Type VIP Name
Choose One v Choose One: - Choose One -
(]
ol e e e e —
M 1475 979/2020/B01-DFS abcdefg Mantosh Kumar Qjha, BO 1 SECTL... 07/02/2020 08:32 PM Create a Green Note
:hm E 1474 978/2020/BO1-DFS test subject Mantash Kumar Ojha, BO 1 SECTL... 07/02/2020 08:30 PM Create a Green Note
E 1473 977/2020/BO1-DFS test subject Mantash Kumar Ojha, BO 1 SECTI... 07/02/2020 08:28 PM Enter Remarks
‘[I P 1383 867/2020/BO1-DFS abedefg Mantosh Kumar Ojha, BO 1 SECTI... 105/02/2020 08:33 PM Create a Green Note
- E 1362 866/2020/B01-DFS test subject Mantosh Kumar Qjha, BO 1 SECTL... 105/02/2020 08:32 PM Create a Green Note
'é E 1361 865/2020/B01-DFS test subject Mantosh Kumar Ojha, BO 1 SECTL... 105/02/2020 08:30 PM Enter Remarks
P 1284 768/2020/B01-DFS abcdefg Mantosh Kumar Qjha, BO 1 SECTL... 04/02/2020 08:29 PM Create a Green Note
E 1263 767/2020/BO1-DFS test subject Mantash Kumar Ojha, BO 1 SECTI.. 04/02/2020 08:28 PM Create a Green Note
E 1262 766/2020/B01-DFS test subject Mantash Kumar Ojha, BO 1 SECTI... 04/02/2020 08:26 PM Enter Remarks
E 1258 762/2020/B01-DFS test subject Mantosh Kumar Qjha, BO 1 SECTL... 04/02/2020 06:11 PM Enter Remarks
E 1257 761/2020/B01-DFS test subject Mantosh Kumar Qjha, BO 1 SECTL... '04/02/2020 06:08 PM Create a Green Note E
TDtaIR;cu!:\;;:-13 T . B T - LR L
I8 Coouvien: ©2020 desiencd and ceveioped by NIC|

Figure 146

Note:
= Users with role ‘Role_Closed_By_Others_All’ will only be able to see this list.
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Closed Receipt History:

‘Closed Receipt History’ provides the details about the number of times the receipt was closed and re-
opened. These details include the type of action taken place (close/re-open), action taken by user details,
action taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a receipt from Inbox/Inbox folder/Created/Sent/Closed.

@ 0

RECEIPT Create » m Sent  Advance Search Create  Inbox Sent  Advance Search 5 Returned  Advance Search

% el Receive Putinafile = Move i | SendBadk = Copy Qose E—

29 Mantosh Kumar Ojha, BO 1 SECTI.

(E] | 1536 | 1040/2020/B01-DFS | test subject
{$ 27/02:2020 05:24 PM

[, 08/02/202007-16 AM [}
Browse & Diarise &

() 1533 | 1037/2020/BO1-DFS | abcdefg | Ss, Mantosh Kumar Ofhs, B0 1SECTI | (3 08/02/2020 07:09 AM
Created 080212020 07:09 AM
sent [P] 11531 | 1035/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojhs, B0 15ECTI.. | [ 08/02/2020 07:04 AM ]
Initiated Actions {fy 0802/2020 07:05 AM
Acknowledgement v [F] 11530 | 1034/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojhs, BO 1SECTI 08/02/2020 07:02 AM ]
Closed 080212020 07:03 AM

By Me [P] 11521 | 1025/2020/BO1-DFS | abedefg | Se, Mancosh Kumar Ojha, 0 1 SECTI.. | [ 08/02/2020 0650 AM
{ 080212020 06:50 AM

@ 1520 | 1024/2020/BO1-DFS | abcdefg :9 Mantosh Kumar Ojha, BO 1 SECTL... @ 08/02/2020 06:43 AM |3
22 $ 08/02/2020 06:48 AM
@3 e
= a 2

Figure 147

office .. ‘ A DO

RECEIPT Create » Inbox Sent Advance Search Create  Inbox Sent  Advance Search Returned  Advance Search

1 Movement | Action Details

e,

Receipt Closed / 1120/2020/B01-DFS E 1616 1120/2020/BO1-DFS  All AMC/FSMA cases|

28
Ea = + AutomaticZoom % H Basic Details &
Comp. No.: 1616 Receipt No. : 1120/2020/B01-DFs @)
o ) e -
— Nature : Electronic File No. :
ﬁ} Main Category : Al AMC/FSMA cases Sub Category :
hiad
. . From: Luug Designation : sdfsdfsdfsdfsdf
Liferay 7.1 Back-end Developer Exam Outline
] Forms of Communications :  Letter Delivery Made : By Hand
A
L )
Liferay 7.1 : Basic Concepts 15% Sender Type : Letter Ref. No. :
.':m Creating personalized digital experiences across web, mobile and connected device is Letter Date : Received Date : 17/02/2020
L the goal of Liferay DXP's framework, but to accomplish that Liferay leverages the OSGi Diary Date : 1700272020 Diarised By : Shravan Kumar, BO 1 SECTI
framework to provide a development environment for modular applications. Y ° ° "
ﬁ o ON-DFs
& I
. Basic Concepts 0OSGi and Modularity Subject: safd

Module Development
Blade CLI

Liferay Workspace
Gogo Shell

Enclosure/ Remarks :

Address : dsfsdfsdf
Dispatch _ Attached/Detached | Closed |
o T T

Close shravan Kumar, BO T SECTION - 12/62/2020 02:08 PM savds

@o

25%

Liferay 7.1 : Portlets

Web apps in Liferay Porial are called portlets. Like many web apps, portlets process
requests and generate responses. In the response, the portlet retumns content (e.g
HTML, XHTML) for display in browsers. In Liferay, portlets runs in a portion of the web
page. With Portlet, you can create new functionalities.
Portlets e Liferay MVC Portlet v &

Figure 148

Note:
= The Closed tab displays the action details such as Close or Reopen performed by user, action date and time,
and its action remarks.
»= Most recent action is visible on the top of the list.
= Receipt with no closing history has no information in closed receipt history.
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Re-opening of Receipts

The re-opening of the receipt is required often in cases where an already closed subject matter is now
required to be reopened for further processing. This section explains the steps to re-open a receipt.

STEPS TO FOLLOW:

1. In Closed> By Me list, Click Reopen icon at the end of the receipt record.
Or

Click opens the receipt from Closed-> By Me list and Click ‘ReOpen’ action button.

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

| [

2 Search For Closed Receipt  byMe )

.

Department Section Closing Date

| oFs | | BO1SECTION-DFS *| N erom =1 e
Ea Comp. No. Receipt No. Subject Remarks
= Category Vip Type VIP Name
Choose One - Choose One v Choose One v
[€2]
N Y S ot o ~
% E 1616 1120/2020/801-DFS safd Shravan Kumar, BO 1 SECTION - 17/02/2020 02:09 PM
:‘m E 1613 1117/2020/801-DFS eaf Shravan Kumar, BO 1 SECTION - 17/02/2020 02:09 PM  vdvsd =
P 1395 1099/2020/801-DFS wed Shravan Kumar, BO 1 SECTION - . 13/02/2020 12:05 PM hmnb =
,n P 1335 1039/2020/801-DFS abcdefg Shravan Kumar, BO 1 SECTION - ... 18/02/2020 11116 AM  SDgsdfg =
) P 1534 1038/2020/801-DFs abcdefg Shravan Kumar, BO 1 SECTION - . 18/02/2020 1155 AM  zxfd =
'a P 1532 1036/2020/801-DFS abedefg Shravan Kumar, BO 1 SECTION - 18/02/2020 11:58 AM  sadgadg =

Figure 149

2. Enter the mandatory* ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.

Reopening Remarks

-Remarks *

Total 1000 | 1000 Character left

Cancel

Figure 150

Note:

= State of the receipt will be changed to Active.
» Receipt will move to Inbox from Closed.
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Generate Acknowledgement

An acknowledgement letter is a document used to formally acknowledge the receipt of DAK/Letter
received. For example, acknowledging the receiving of an invoice, RTI application or any VIP
correspondence. This section describes the process of generating an acknowledgment while diarizing a

DAXK/Letter or after it was diarized.

Generate Acknowledgement

Generating Acknowledgement while Diarisation

This section describes the process of creating an acknowledgement against an inward correspondence

while simultaneously diarizing it.

STEPS TO FOLLOW:

1. On the receipt diary screen, select Personalize Acknowledgement check box. (Refer for steps for

Diarisation of Dak/Letter).

fice . )
st surmen @File ver.7.0

RECEWPT m Inbox ~ Sent  Advance Search

Advance Search

< Shravan Kumar _
» [ Jmstnd

Retumed  Advance Search

Fo N TAE2GIR - IR

Miniztry of Persannel, Pubiic Grievanzes and Pensions
{Depariment of Perscanel and 1z ning)

Neeth Black, New Delhi- 110001
3 Dated te 17" Muy, 2018
Olize Mengrundurn

Subject:  Guidelines oo Ieternski Lndes 1y i
_Ltidelines _on Ieternskip for Undergraduatyy punuing five year
integrated course in [y and yraduates pyrsuiny 1 ree
Law under the Appuul Programme on " Improvieg ranspas
Assnl untability in government through effective mplementatian of Right
to Information Act”

LI Intredvnerion
Ihe Deperiment of Personnel and Jraining (Mo 13, Ministey

Grievances and e et of e i
Information

Pessonne’, Public
for the Ripht 10
d “Improving
ive ling lementasion of the

several compancnls inciuding
" ining and ¢-govemance intiatives for RT1 for
schieving 1he purpose.

Department of Pezsine! o 20 cancuctieg Inmenzzhip Programme far the
Ministeies and Depanma, = el of agin, which is beneficial bath t th
Ueparments and the e, This will belp the Ministe D
document its Speriviee @ the miencnntion L

sugpest whal mece
inetmns woulé be h the process
#eeess 1o informut en uader dhe R 17 regire

Under the scheme. DOPT i: olloring short-term inrernships to twenty (20)
lludrr-,:raduum who ure in the second and thint vear pursuing five year |n|e.grlml
comrse in Law and graduates in the first and second year pursuving three year
gmh-?rlnn course in Law from n recognized and reputed University 1o zorducs an
anzlysis of RTI Applications in se'ect public authoritiss. :

200 Areas of Stady and Resvarch Output

[ Diary Details
Diary Date

08/104/2020

Received Date *

08M4/2020

Defivery Mode *
By Hand

vie

Choose One

% Contact Details
Min./Dept/Others *

Ministry of Parliamentary Alfairs

Name "
Abhashek Mishra

Organization
Mobile

Address *

North Block, New Delhi

Total 1000 | 978 Character loft

T, Category & Subject
Main Category *

Miscellansous Files

Subject*

Guidglines

Country State
INDIA * v  Delhi

Pin Code Landline

Forms Of Communications *

Letter

Letter Date

Mode Number

f1- or

Email

Language
[nglish

Letter Ref. No.

Sender Type

Chease One

Add to Address Book

Designation *

City/District
* (v | Choose One

Fax

Sub Category
* | v Choose One

dup for Undergraduates

Generate & Send

Wl Copyright © 2020, designed and developed by NIC

Copyright © NIC, 2020

Figure 151

Generate &'Crapy'

Ver.7.0[107]



e@ffice

A DIGITAL WORK PLACE SOLUTION

2. Click ‘Generate’ to create the receipt and display acknowledgement creation page.

Note:

= Upon clicking ‘Generate’ the receipt is generated and available in Created box and the next screen
visible is to generate the acknowledgement.

Or

Click ‘Generate & Send’ to create the receipt and forward it to the concerned user. After the receipt is
forwarded, ‘Acknowledgement creation page’ is displayed.

3. Prepare the content of the acknowledgement.

Note:
= List of templates can be managed with pre-defined formats which can be selected and used for preparing
acknowledgements.
‘\\GﬁIC‘e eFile ver.70 ‘m n ?'"T’::"’:;’ i

ISSUE Sent Returned  Advance Searth

= L SRR Predefined FILE Creste  inbox  Sent  Advance Search
2 ! 3 3 it Det!

=
3 5 : + SUCCESS
% Recei pt creation . Receipt:3503/2020/B01-DFS
Success message omp. No. : successfilly created
N Vo= in Cat 2 Miscellaneous Fles

hy - -

Sub Category : Letter Ref. No. :
D
== Letter Date - Delivery Mode : By Hand
B Step 3 Sender Type :
L - Subject : on i for Undergraduat
= 0 Enclosure/ Remarks :
8 [ Sender Details
Q Min/Dept./Others : Ministry of Parkiamentary Alfa  Address : Naeth Block, New Dedhi

irs
[u] Name : Abhishek Mishra Designation =

3%
L Organisation : Email :
"é Country: INDIA State : Delhi

City/Distriet : Pin Cade :

Mobile : LandLine :

Fax: I}

v
m CW!HEP\I{ 2020, dcﬁncd and dcvcdoEu bx NIC.
.
Figure 152

4. Click ‘Send Later’ to save the acknowledgement in Receipts2>Acknowledgement—=>Created to
dispatch/send it later or Click ‘Continue’ to generate the acknowledgement and further to initiate
dispatch.

Copyright © NIC, 2020
Ver.7.0[108]



5 2

[

g Bg B o By

ffice.
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RECEWPT Creste »  Inbox  Sent  Advance Search

[ Receipt Details

FaD 0
» =) ASSTHEO1}OFS

ISSUE Sent  Returmed  Advance Search

e Nature : 3 Comp. No. 2687
130 Line Heignt Choose One Receipt No. : 3503/2020/B01-DFS @) Main Category: Miscellaneous Files
National Informatics Centre Sub Category : Letter Ref. No. :
£0ffice Project Division Letter Date Delivery Mode : By Hand
£GO Complex, New Delhi

Sender Type :

Subject : an for Undergraduat
To,
Sh Abhishek Mishra, Enclosure/ Remarks -
Ministry of Parliamentary Affairs, .
New Delhi- 110 001 . S e
Date- 06.042050 Min_/Dept./Others : I:v:inisuy of Parfiamentary Affa  Address : North Block, New Delhi
Sub:- Acknowledgement of your letter no -110/112/2020 dated Name : Abhishek Mishea Designation :
30.03.2020

Organisation : Email =
Dear Abhishek Misha: Country : INDIA State: Delhi
Your letter has been received. For future communication please refer to the City/Distrier - Pin Code :
correspendence no. 3503/2020/BO-1-DFS

Mobile : LandLine :
Regards, fac

umar
ASST1(BO1)-DFS|
.ﬁl v
m Copyright © 2020, designed and developed by NXC|
.
Figure 153

Generating Acknowledgement from Receipt Created/Sent

This section describes the process of creating an acknowledgement against a receipt which is already
diarized i.e. available in created and sent box.

STEPS TO FOLLOW:

1. Select a receipt or click open from receipt’s Sent/Created box.

2. Click ‘Generate Acknowledgement’ to display acknowledgement creation page.

3. Prepare the content of the acknowledgement.

Note:

List of templates can be managed with pre-defined formats which can be selected and used for

preparing acknowledgements.

Copyright © NIC, 2020

Click ‘Continue’ to generate the acknowledgement.

Click ‘Send Later’ to save the acknowledgement in ‘Receipts-> Acknowledgement-> Created’ to
dispatch/send it later.
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Acknowledgement Created List

Describes the process of checking the list of already created acknowledgements and not sent so far.

1. Click Receipts module in the navigation bar.
2. Click Acknowledgement.

3. Click Created under Acknowledgement.

Y [ ool

Advance Search

le ver.70

Create » m Sent  Advance Search Creste  Inbox Sent  Advance Search ISSUE Sent  Returmned

) s s N - e

aneosh Kumar Ojha, BO 15ECT. | () 20/03/2020 04:15 PM BR

B
[h7)
®

Marsosh Kumar Ojha, BO 1 SECTL. | ) 14/03/202010:11 AM

Mantosh Kurnar Ojhs, B0 1 SICTL... | EZd 14/03/202008:53 AM (> Mv- 1P
3o Mantosh Kumar Ojha, BO 1SECTL- | F) 1400372020 08:50 AM R #
E] 2583 | 419/2020/B01-0F5 | @ | CCS University | &g Mantosh Kumar Ojha, BO 1 SECTI @ 14/03/2020 08:37 AM m#

O 1403120200838 AM

(£) 1 2522 | 358/2020/B01-DFS | test subject | S Mantosh Kumar Ojha, BO 15eCT. | By 14/03/2020 1258 AM 2R S
§ 14022020 1258 AM

(D) 2520 | 356/2020/B01-DF5 | test subject | Sg Marnosh Kumz 30 1 secTi | {53, 14/03/2020 1255 AM B R#
§ 14032020 1255 AM

(E) | 2519 | 355/2020/801-DFS | test subject | S Manosh Kumar Ojhs, B0 1SECTL. | ) 14/03/2020 1253 AM BR &
§ 140320201253 AM

(£) ! 2518 | 350/2020/801-DFS | test subject | g Marosh Kuma 0 15cCTI 14/03/2020 1251 AM B R &
$ 14032020 1252 Av

(Z) ! 2515 | 351/2020/B01-DFS | test subject | S Mancosh Kumar Cjha, BO 15ECTI. | By 14/03/2020 12:46 AM B #

& 14032020 12:46 AM

Figure 154

Description — Acknowledgement Created List

e In the list of acknowledgements created, user can see the acknowledgement numbers, the computer

number and the receipt number against which it is created, Subject, Subject category and the date
on which it was created.

28V, X Shravan Kumar
1. Information . 0: L

RECEIPT Creste »  Inbox  Sent  Advance Search Heads ISSUE Sent  Returned  Advance Search

Adknoviedgament Created ™ D

| createaon 11 ‘

Comp. No. 1] | Peceipt No. ; Subject

502202 aer 07/04/20200634PM &
3501/2020/801-DFS ACS 10 CM 06/04/202009:22PM &
5. Sorting Records
2A Cllck On ACK No to 3499/2020/B01-DFS Advertisement D6/D4/202008:45PM &
:‘B open acknowledgement 361/2020/B01-DFS Teut B ‘ ACP and other relsted matters 02/04/202007:55PM &
and click open to 'EDIT' 3473/2020/B01-DFS el ACR redated mallers
=0
‘ 34593/2020/B01-DFS All Accounts related matters
@ 13/2028/B01-DFS/DFS €CS University ACP and other related matters
421/2020/B01-DFS 250002 ACP and other related matters
‘g 420/72020/B01-DFS 250002 ACP and other related matters 14/03/202008:44AM &
2/2023/B01-DFS €CS University ACP and other related matters 05/03/20201223PM &
}é 2/2025/B01-DFS €CS University ACP and other related 05/03/2020 1201 PM &
2/2029/801-DFS CCS University ACP and other relat 05/03/2020 12:00PM &

Figure 155

e To view the acknowledgements user can click the acknowledgement numbers.

Copyright © NIC, 2020

Ver.7.0[110]



>@ffice

A DIGITAL WORK PLACE SCLUTION

e The list of acknowledgements can be filtered base on creation date range.

RECEWPT Creste +  Inbox Sent  Advance Search

Acknowledgement Created

B2 O

3502/2020/B01-DFS

3501/2020/801-DFS

=
e

3493/2020/801-DFS

:ﬁ 2525 361/2020/B01-DFS
5: 120 3
| ]
2665 3473/2020/B01-DFS
=
. 2686 3493/2020/B01-DFS
Q 2138 13/2028/B01-DFS/DFS
2585 421/2020/B01-DFS
.p 2584 420/2020/BO1-DFS
D<)
2154 2/2029/801-DFS
]
-
G 2154 2/2029%/B01-DFS
2154 2/202%/801-DFS
1965 1469/2020/B01-DFS

Create  inbox  Sent  Advance Search

Date
acr

Automation Testing SIff 1233433221123«038

Creation Date From

ISSUE Sent Returned  Advance Search

Creation Date To

8

[ ox | o J]

€CS University
250002

250002

€CS University
€CS University
€CS University

sdfds!

ACP and other related matters 02/04/
ACR related matters 02/04/
Al Accounts related matters 24003/
ACP and other related matters 14/03/:

r related matters 14/03/.

3. Filter view

281 n Shravan Xumar
3 e ASSTI{BO1}OFS

B Acknowledgement No
B computer Number
- 3 Receipt Number

007:55 PM

007:54 PM

0 12:29 AM

0 08:46 AM

[ L R R L ()

08:45 AM

her related matters

ACP and other related matters

4 Module-wise
Search

ACP and other related matters

ACP and other related matters

Al AMC/FSMA cases

05/03/2020 12:00PM &

02/03/202003:19PM &

Figure 156

e Acknowledgements can be searched in module wise search base on acknowledgment numbers,

computer number, receipt number and

subject.

e The list can also be sorted based on computer number and the creation date by clicking on the

column headers.

e Users can action on acknowledgments such as ‘Edit’ and taking ‘Print’ of the acknowledgement.

Edit Acknowledgement

Describes the process of editing a previously created acknowledgement in the Created list of

Acknowledgement.

STEPS TO FOLLOW:

1. In the ‘Receipts’ module, Click ‘Created’ under ‘Acknowledgement’.

ff_'ce

ssursw €File ver. 70

RECEPT

Create m Sent  Advance Search

Send | Send Back

FILE

eTov Close

N Copy
Receipt

(VBO1-DFS | te<t subject | &g Mantosh Kumar Ojha, BO 1 SECTI

(0/BO1-DFS | test subject | &g Marwosh Kumar Ojha, BO 1 SECTI

[

ly | &9 Mantosh Kurnar Ojhws, B0 1 SECTI

> []

Miversity | ag Mantosh Kumas Ojha, BO 15

©

(7) ! 2583 | 41902020/801.0F5 | &

@ 14/03/2020 08:33 AM

CCS University |

(£) 12522 | 358/2020/801-DF | vest subject | & Manosh Kumar Ojha, BO 1 SECTI
§ 10202012580

gie Bn

a0 WMantosh Kumar Ojha, BO 15|

Create  Inbox  Sent  Advance Search

281 Shravan Kumar
» | o

ISSUE Sent  Retumed  Advance Search

3 20/03/2020 04:15 PM
i 140372020 10:11 AM

14/03/2020 08:53 AM
£ 14/03/2020 08:50 AM
£c

14/03/2020 08:37 AM

) 140372020 1258 AM
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Figure 157
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2. Click the acknowledgement number, required to edit.
SOMICe  crile vers g 5 ——

RECEWPT Creste »  Inbox  Sent  Advance Search Create Sent  Retumed  Advance Search
Acknowdedgement Created B _
T
| Created On 1]
2696 acr ACS 10 CM 7/04/20200434PM &
0 2695 3501/2020/B01-DFS Automation Testing 11T 12334332211236039493277673... ACS 1o CM 06/04/202009:22PM &
il 2693 3499/2020/BO1-DFS adv Advertisement 06/04/202008:45PM &
:- 2525 361/2020/B01-DFS test subject ACP and other related matters 02/04/202007:55PM &
2665 3473/2020/B01-DFS wel ACR related malters 02/04/202007:54PM &
=0
+ B 2686 3493/2020/B01-DFS s All Accounts related matters 240320201229AM &
@ 2138 13/2028/801-DFS/DFS €CS University ACP and other related matters 14/03/2020 08:46 AM &
2585 421/2020/801-DFS 250002 ACP and other related matters 14/03/202008:45AM &
;E‘l 2584 420/2020/B01-DFS 250002 ACP and other related matters 14/03/202008:44AM &
n
7 2154 2/2029/B01-DFS €CS University ACP and other related matters 05/03/202012:23PM &
[~
o 2154 2/2029/B01-DFS CCS University ACP and other related matters 05/03/2020 1201 PM &
2154 2/2029/B01-DFS €CS University ACP and other related matters 03/20201200PM &
.
Figure 158
ick ‘Edit’ action b dify th f the acknowled
3. Click t’ action button to modify the content of the acknowledgement.
- 1 — 281 Shravan Kumar
eeoffice .. . .
RECEIPT  Creste » Inbox Sent  Advance Search Creste  Inbox  Sent  Advance Search ISSUE Sent  Retumed  Advance Search
. Receipt Details
Nature : 3 Comp. No. : 2697
Receipt No. : 3503/2020/B01-DFS &} Main Category : Miscellaneous Fies
Sub Category : Letter Ref. No. :
Letter Date : Delivery Mode : Hand
National Informatics Centre > .
eOffice Project Division Sender Type :
z N .
00 Conmlex New el Subject : Guidelines an Internship for Undergraduates
= ( Enclosure/ Remarks :
B To. -
Sh Abhishok Mishra, [ Sender Details
Ministry of Parlamentary Affirs, -
é} Now Deki- 110 001 Min_/Dept./Others : i:"usny of Pariamentary Alla  Address : Narth Block, New Dedhi
[} Dt - 08,04.2020 Name : Abhishek Mishea Designation :
D<) Son+ 2
- Subt- Acknowkedjgermens of your ketier o <1 10011272020 dated 30,03, 2020 Orgenisstion® EnaRs
}, Country : INDIA State : Delhi
G Dzsr Ablihek Madw,
City/Distriet - Pin Code
Your ketter hes boen reccived. For fimure it refer o the " s
35032020/B0-1-DFS — il
Fax:
ASSTI(BOI-DFS
=
v
Copyright 020, designed and developed

Figure 159

4. Click ‘Continue’ to update the changes.

Note:

* A ssigned acknowledgment cannot be edited.

Copyright © NIC, 2020
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ceffice

~ eFile ver.70

RECEPT Cresme »  Inbox Sent  Advance Search Create

inbox Advance Search

=61 Shravan Xumar
. 0

ISSUE Returned  Advance Search

o National Informatics Centre
e 20Qffice Project Division
£GO Complex, New Delhi
Flul
To,
= sh

Mizhra
Ministry of Parliamentary Affairs,
New Delhi- 110 001

Date - 08.04.2020

Sub:- Acknowledgement of your letter no -110/112/2020 dated
30.03.2020

Dear Abhishsk Mishra.

Your letter has been received, For future communication please refer to the
correspondence no, 3503/2020/BO-1-DFS

ge Bp B 9

Regards,
ASST1(BO1)-RES

5 A | [ ReceiptDetails
Nature :
Receipt No.:
Sub Category :
Letter Date -
Sender Type :
Subject :
Enclosure/ Remarks
. Sender Details

Min /Dept./Others :

Name :
Organisation :
Country :
City/District :
Mobile :

Fax:

3 Comp. No.:
3503/2020/801-DFs & Main Category :
Letter Ref. No. :
Delivery Mode :

an p for Und duat

Ministry of Parfiamentary Alla  Address
irs

Abhishek Mishea Designation :
Email -

INDIA State :
Pin Code :
LandLine :

8 copyright © 2020, designed and developed by Nic

2697

Miscellaneous Files

By Hand

North Block, New Delhi

Delhi

=

offic

e wossriact socoren @File@ ver. 7.0

e

RECEWPT Create »  Inbox  Sent  Advance Search

National Informatics Centre
eOffice Project Division
CGO Conplex. New Delhi

To.

Sh Abhishck Mashra,

Ministry of Parlamentary Affars,
New Dethi- 110 001
Dt - 08,04.2020
Subz- Acknowkedgement of your ketier no - 11001122020 dated 30032020

Dezer Abbmshok Madw,

Your ketrer has boen reecived. For fimure
3503202080- 1-1FS

please sefer 10 the ©

Regards,
Strnan Kumar
ASSTI(BOL)»-DFS

Figure 160

Success Message

ISSUE

Sent

Comp. No. :

Receipt No. :
Sub Category :

Letter Date =

Sender Type -
Subject :

Enclosure/ Remarks ©
. Sender Details

Min/Dept./Others :

Name :
Organisation :
Country :
City/Distriet =
Mobile :

Fax:

v
5 oxcse

285 Shravan Kumar
» _

Retumed  Advance Sarch

7 success
Acknowdedgement has been
updated.

3503/2020/801-DFS @ Main Category :

Letter Ref. No. :

Delivery Mode :

on for Undergraduat

Ministry of Parkamentary Affa  Address =

irs

Abhishek Mishea Designation :
Email =

INDIA State :
Pin Code :
LandLine -

Copyright © NIC, 2020

Figure 161

By Hand

North Block, New Delhi

Delhi

=

ned and developed by NIC)
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Signing Acknowledgement

The section describes the digital signing process of an acknowledgement.

DSC SIGN

It is the process of digitally signing using eToken.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘DSC Sign’ button.

3. Refer step 5 onwards under article Signing draft.

eSign

It 1s the process of digitally signing using eHastakshar/eSign services based on AADHAR.
User can digitally sign using OTP or biometrics.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from Receipt—> Acknowledgement->Created.
2. Click eSign button.

3. Refer step 5 onwards under article Signing draft.

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.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy is available by clicking on ‘Signed Copy’ link.)

3. Refer step 5 onwards under article Signing draft.

Copyright © NIC, 2020
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Send Acknowledgement

Describes the process of sending personalized acknowledgement to the desired recipient(s) (sender of the
receipt or to any other required recipient).

STEPS TO FOLLOW:

1.

Click ‘Initiate Dispatch’ to initiate dispatch for the acknowledgement.

ceffice_

eFile ver.70

= RECEWPT Creste »  Inbox  Sent  Advance Search Advance Search

;B

Nature :

R
[

Receipt No.:
Sub Category :

o
(]

Letter Date -

i-

National Informuatics Ceatre
eOffice Project Division Sender Type :

CGO Congllex. New Delhi Subject

To.

B o

Manistry of Parfiumertary Affirs,
New Delhi- 110 001

Dite: - 08.04.2020 Name :

=)

R

Sub:- Acknowkedement of your ketier o -1100112/2020 dated 30,03 2020 GRsanaddn
Country:
1zer Abbmshek Madwe,

e

City/District :
Your ketrer hes bocs cived. For fimuc
3S032020/H0- 1-1FS

Mobile :
Fax:
Regards,

Strvan Kumser
ASSTI(BOI)»-DFS

Acknowledgement No.: 221/2020-ACK - Receipt Details

Enclosure/ Remarks :

Sh Abhishok Mashra. [ Sender Details

Min/Dept./Others :

251 Shravan Kumar

ISSUE Sent Retumed  Advance Search
c Comp. No.: 2697
3503/2020/B01-DFS 8} Main Category : Miscellaneous Fles
Letter Ref. No.:
Delivery Mode : By Hand
Guidel ip for L
Ministry of Pariamentary Alla  Address : North Block, New Deli
irs
Abhishek Mishea Designation -
Email :
INDIA State: Delhi
Pin Code :
LandLine :

[ cocyright © 200, cesgned snd coveloped by

Figure 162

2. Intended recipients are listed under ‘Recipient Details’.
required.

Copyright © NIC, 2020

Click ‘Add Recipients’ to add more, if
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RECEPT Creste +  Inbox  Sent

r

™3 B

National Informutics Centre
eOffice Project Division
CGO Complex, New Delhé

To,

Sh Abhishek Mishen,
Mirntry of Parkarentary Affses,
New Delti- 110001

Dute - 08.04.2020
Subic- Acknowledgmens of your ktter no - 11011272020 dated 30.03,2020

Dear Abhishek Mishra,

Your ketter his been recened. For fisture Pl ner 5o the 5 o,
33032020'BO-1-DFS

Regrds,
Shravin Kurmur
ASSTIHBOI -DFS

Figure 163

3. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).

¢) Self— Choose Self, if the letter is to be dispatched through self.
d) CRU - Choose ‘CRU’, if letter is to be dispatched through Central Registry Unit.

On Selecting CRU Popup will be displayed. Fill CRU details in popup —

¢ CRU Name - Name of the dispatch person in CRU through which letter is to be
dispatched.

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.

e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.

Note:

Dispatch by Self and CRU is not applicable for ‘Internal’ and ‘External’ Recipient.
Dispatch to recipients under ‘Internal’ and ‘External’ will take place as eOffice to eOffice
transaction.

4. Enter Delivery Mode -
a) Postal - Select Postal checkbox and fill postal details if dispatching through post.

Note:

Delivery Mode Postal is available only in case Dispatch mode chosen is Self.

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)

Copyright © NIC, 2020
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