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Objective of the Application

The need for transforming conventional government offices into more efficient and transparent -effices,
eliminating huge amounts of paperworkhas long been felt.

The eOffice product pioneered by National Informatics Centre (NIC) aims to support governance bging more
effective and transparent inter and intragovernment processes.

eFile, an integral part of eOffice suite is a system designed for the Government depaghts, PSUand Autonomous
bodies to enable a paperless office by scanning, registering and routing the inward correspondences along with
creation of file, noting, referencing, correspondence attachment, draft for approvals and finally movemeand
tracking of files as well as receipts.

Copyright © NIC, 2018 Ver. 55_05



Introduction

eFile is a workflow based system that includes the features of existing manual handling of filasaddition to more
efficient electronic system. This system involves all stagesf working in a file, including the diarisation of inward
receipts, creation of files, movement of receipts and files and finally, the archival of records. With this system, the
movement of receipts and files becomes seamless and there is more transparency in the system since each and
every action taken on a file is recorded electronically. This simplifies decision making, as all the required

information is available at a single point.
It envisions a paperless office, with increased transparency, efficiency and accountability of theganization.

A revolutionary product aimed to make office work like never before in the history of Indian Governance, is based
on the Thirteenth edition of Central Secretariat Manual of Office Procedures (CSMoP) of the Department of
Administrative Reforms & Public Grievances (DARPG), Govt. of India.

Copyright © NIC, 2018 Ver. 55_05
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Need of eFile

Information technology has changed the life style of people over a period of time. At the same time, environment
plays a major role in the innovation of technology, and later technology bemesthe need of the society.

Files and receipts became an important entity in any organization. There may be thousands of paper documents in
the form of Files/Receipts being dealt in an organization on a daily basis. Keeping record of these paper
documents, thér movement and safety involves lots of time, money and efforts which in turn decreases the
efficiency and productivity of an organization.

Sq any organization looking for a solution that will allowit to capture the documents in digital form, archie them
with some basic information for fast retrieval, movement of the document with the comment/remark, opening of
file to bring all related documents in one folder, noting on file, movement of file for approval finally issuance of
letter to the sender, can @ for this product.

7EAO0 AACAT xEOE OEA AAOGAITPIi AT O AT A EIi bl ATl AT OAQEIT I
towards Less Paper Office, NIC (National Informatics centre) always in forefront in the adoption of new enabling
technologies in irformation and communication technology to meet the need of the organization/society, paved

the path for the eFile a workflow based product enabling end to end electronic file movement across the
government.

Manual techniques for diarizing, moving and recaling of Files/Letters, makes the tracking of those files/letters a
very difficult task, thus delaying the work and decreasing the efficiency. Due to the inefficiency of tracking with the
manual system, there arose a need for a Computerized File Trackings&m. An automated office attempts to
perform the functions of ordinary office by means of a computerized system. In a manual office scenario, there are
thousands of letters and files and their manual tracking is not a very easy task. A computerized Flecking
System enables users to track these letters and files within seconds. Also, dispatch and record keeping are made
easy. It ensures proper distribution of work load, thus increasing the efficiency of the system and bringing
transparency to the systen. The system simulates the manual system in a digital environment.

Copyright © NIC, 2018 Ver. 5.5 05
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eFile Login

1 Enter the Login ID & Password in the eOffice portal,click button as shown inFig.1:

Friday, August 25, 2017

>@ffice

A DIGITAL WORKPLACE SOLUTION

'Mission Mode Project (eOffice MMP)

Login ID usemame

Password

Fig.1

1 eOfficehomepage is displayed on successful login

1 To open theFile Management System, click the link mentioned in theleft panel as highlightedin Fig.2:

- ] B3

DIRECTORY

CONTACT

[JQusicsitheieck ) Tosucceed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

:

Library This Week T TR

€ eoffice services

File Management System
v Knawledge Management System
» eFile MIS Reports

» eoffice Publish to KMS test
TEAM LEAD C ON 16/05/2018

» Leave
» Tour Management System

+ Personnel Information Management System
£\ bownload Forms » Tes2
coce a onaws.zats

=) employee corner
» Birthaay wishes

+ Superannaution

+ Join Today

+ Issue-11 May 18

NIC Connect

&

EMPLOYEE SERVICES  QUICK LINKS

i b

B

& veipuero

} Register Hardware Complaints
» Book Room in NICHQ @ @ e @ @
- ing  Learning Resources

Rtk colon oy officegouin  Reportlssus  SubmitFesdback  Offics Train

News ) events

» WT20: India beat Pakistan; maintains WC all-win record » Mo Event Available
» 10C chief invites Ramachandran for discussien on Indian
sports

+ Four IM terrorists arrested in Rajasthan

Fig.2

1 User isthenredirected to the application, as shown irFig.3:
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Dats Range : 08/09/2017 To 24/08/2018
Receipts ( Receive | Send Back | Send | View | Move To | More | Hisrarchical View | 1y Files v ]
Files g | O ~ Computer No ~ File Number - Subject ~ Sent By ~ Sent On ~ Due On~ Read On ~  Remarks *

» Inbox (4) ] E 3385168 C-12/0005/2018-siftrs /oit v Y (f wE v Jmes (B &7 caxcdsafzz4 aRduBrdend. e /oie T i (W) 17/07/18 02:10 BM - 17/07/18 02:10 BM ]
. g;l;:\i;t:dpp#‘rﬂ:‘;lfnr [m] E 3385157 AJ0022/2018-5iTEs /3 wE U (¥H US T.)-MHA gdsgdsg235235 aRAuBrend. e /oie T m (W) 17/07/18 02:08 PM - 17/07/18 03:08 PM =]
@ E 3385162 8-11/0008/201 8-iftrs /oit e ¥ (Y wE 7 )mea dsfds25235 RRUBNIEG, e /aTE Te tw (W) 17/07/18 02:07 M - 17/07/18 02:08 PM ]
» Greseed @ E 2385155 C/0009/2018-3i® /5T 72 9 (V8 U5 7 )-MHA dsfghidsf 224234 RRUBNIEG, e /aTE Te tw (W) 17/07/18 12:23 M - 17/07/18 12:25 PM ]
‘Draﬂs‘ . o E 3385154 i /2018- 30t /5 o= 79 (¥H U5 T )-MHA file 122123122122 @ddudndend,sifew /oiTe w3 da (Tugay) 17/07/1812:21 PM - - ]
> Complet= @ E 3385149 Af0021/2018-3iitFE /31F 7= 3% (YO U5 T )-MHA gsgdfgdsazs TARUBNEG, T /aTE vE i () 17/07/18 12:13 M - 17/07/18 12:13 PM ]
b parked o E 33285148 B/0007/2018-5i® /376 72 99 (V0 15 7.)-MHA &) &7 crsfdsfanaza ABID ALI,OFFICE OF US(K-V1 ) 17/07/18 11:48 AM - 17/07/18 11:48 AM ]
' Ap:‘r":im“uem @ E 3385145 B-12/0006/201 8- it /5iF ¥2 3@ (YE 09 7.)-MHA fdsfdsf @B@udrdend, siftre /e va tm (FATa T ) 17/07/18 11:35 AM - - ]
::;Ezumg @ E 3385143 €/0007/2018- 3= /37F 72 3 (¥E 7T 7)-MHA dfsfdsf @B duBadent, #irs Jofe va tm (FATaT) 17/07/18 11:28 AM - - ]
aye [m] E 3384871 B-11/0005/2018-0/0 of HS(MHA)-MHA vivek testing @B duBndend, sifrs /afe wa & (T Tag) 18/06/18 12:54 PM - - B
By Othars [m] E 3384554 A/0040/2018-0fp of HS(MHA), note test bipin, ¥4 /ofw w i (@ n) 23/05/18 04:10 BM - 23/05/18 04:11 PM B

¥ (Hisrarchy) =] E 3384533 C-12/0010/2018-0/0 of HE(MHA) xcvxov bipin, ¥FE (¥ = (mTwE ) 16/05/18 11:54 AM - 16/05/18 11:55 AM B

-+ By Others (All) o E 3384459 AJ0033/2018-Ofp of HS{MHA) chk for note missing  bipin, ¥ /3 o= ¥ (drwE ) 09/05/18 02:42 PM - 09/05/16 02:42 BM ]

N g:w";‘;‘lii j‘;:rgz;‘ 0 m & E 3381146 SahooStry & sahes SR1 EBAUBBENS, #erT /3 TE B (ST T R ) 13/02/18 03:12 BM - 06/03/18 05:42 PM i)
R (=] E 3382552 C/23/0025/2017-0/s of Hs(mna) B Testingh Dezpika Saini,OFFICE OF DM-T1 12/02/18 06:23 BM - 12/02/18 06:24 PM i) -
b Sent
} Conversions LEGEND Priority B Out Todsy M Most Immadiate B Immadiats § Action Initiated €3 Other Department [Zr Files with Draft [E} Draft Note Yellow Note External Files

» Drafts Subjact Catagory Sarvice Mattars Budget prapar. ACR ralsted mattars Appointment and other related matters of Planning Comission Annusl Proparty Return

» Completed
¥ Physical File

Coeate Now (Moo

Fig.3

Note:

For multiple post login refer to Annexurel (Multiple Post Login in eFilg.
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eFile Modules

File Management SystenfFMS) or eFile,comprises ofdifferent modules which are inter-linked and managethe
official work flow of the entire life cycle of a Document/DAKirom the moment it is received by the organizatiortill
the time it is disposedof with proper set of actions

The different modulesin FMSare Receipts, Files, Bpatch, Notifications Settingsand etc. Eachmodule comprises
of different sub modules (links) with actionable menus that help the users to accomplish different official
procedures in an electronic envirmment.

&EOOO T A& Al 1l h 1 ARéwigs nmodukaieFilET x O OOA OEA
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Receipts

Once a DAK/ letter is diarised and a unique receipt/ diary number iallocated then it becomedReceipt.

The links available under Receipt module are shown iRig.4:

Receipts =l
» Browse & Diarise
- Physical

-+ Electronic

Inbox {2)
Emazil Diarisation
Created

Sent

vy v v v v

Closed
-+ By Me

By Others
{Hierarchy)

-+ By others(All)
» Acknowledgement
-» Created

-+ Sent

» Initiated Action

Files (=]
Migrate File =
Dispatch =
Dispatch (=]
DSC =
Settings =]
Notification (=]
Ext Department [+]

Fig.4

, A @érdabout these subs- modulesone by one:

Copyright © NIC, 2018
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Browse & Diarise
It is used to generate receipts which can be either physical or electronic.

U Physical: The unique number for the DAK is generated by the systemnd further processing of the receiptcan
either be physical (manual) or electronicin nature.

U Electronic : The unique number for the DAK is generated by the systemnd further processing of the receipt is
always electronic in nature.

Note:

The Documentwill start with the Electronic diarization of DAK/ letter , on completion of which the Physical
diarization of DAK/ letter will be covered.

Electronic DAK/ letter Diari sation
The DAK/ letter must be scannedas a single®DF(preferably a searchablePDR.

Note:

For scanning the DAK/ letter refer to Annexurell (Guidelines forScanning.

To diaries the ElectronicDAK/ letter, perform the following steps:

1 Click theElectronic link under Browse & Diarise sub-module, as shown inFig.5:

1 Date Range : 01/10/1986 To 27/03/2018
N g ‘ Receive | Send Back | Send | Put in  File | View | Move To | Copy | Close | Dispatch | Hierarchical View | 1y Raceipts v ‘
v ComputerNo v Receipt No. L4 Subject vEender v Sent By v Sent On vDuelOn v  Remarks

-+ hysical E 940970 sa0s70/2018/ e e e v () B 55588123 gohigiglg  bikrem, SiER/STE T E (A0 ) 22/02/18 11:09 &M - B

b E sa0s70 340870(2)/2018/37T o4 asdas sd sanjeey, 358 /3% 4 @ (ATTT) 06/02/18 10:22 AM B
} Inbox (2) e E 940443 940443/2017)/ %5535 77 78 (2797 acrrelated  GEAME  bipin,iTEH/E [T (AEET) 22/12/17 11:52 AM - B
} Email Dizrization P 540108 940108/201 7/t 41 1 78 (A TE T ) 4§ asdead asdasd bikram, 3Tt/ T 8 (T T) 28/03/47 10:26 AM B
} Created
} Sent
} Clozed

+8yMe
} Acknowlzdgement

+ Created

+Sent
} Initizted Action
Files [+
Migrate File [+
Dispatch [+
DsC =] LEGEND Priority M OutToday M MostImmediate W Immediate ’& Action Initiated VIF VIP References
T i Subject Category Sarvice Matters Budget preparation ACR related matters Appointment and ather related matters of Planning Comission Annual Property Return

EDOFS

Fig.5

1 The screen ashown in Fig.6 appears:

Copyright © NIC, 2018 Ver. 55_05
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Recaipts = |
» Browse & Diarise Upload(Only PDF upto 20 MB) Diary Details
» Physical Sender Type Choose one v Dealing Hands Choose One v
+ Elects i
ronic Delivery Mode~ By Hand v| Language English v
Inbs
r e Made Number Letter Ref. No
» Ministry
» Esi Dircation Typer Letizr v|  File Number
» Created Received Date* 240ER01E iz} Letter Date iz}
» Sent
e VP Chooss ane v|  Diary Date 248018
ey be VIF Mame: Choose one v
, By Other: Contact Details Add to Address Book
[Hierarch
« By crhers(all) Ministry Choose one -
Acknowledgement
b Acknowisagemen Department Choose one -
» Created
\ semt Name Designation’
y Recycle Bin Organization
» Initizted Action Address 1+
S = Address 2
Migrate File = Country INDIA v State Andaman & Nicobar Islands v
Dispatch =l City Pincode
bsC = Mobile Landline
Settings = Fax Email
Notification = Category & Subject
Ext Department (3] Main Category® Choose ons -
Sub Category Choose One -
Subject
4
Enclosures y

* Enclosure/Remarks will not be changed afier movement

Customize Acknowledgement

Generate & Send

Fig.6
1 Click the EEZXE3 putton. The File Upload dialog box appearslect the desired scanned PDF document

(upto 20 MB ) and cIick button as shown inFig.7:

Receipts. =
» Browss B Disriss Upload(Only PDF upto 20 MB): Diary Details
+ Pyl R [Tsender Tyoe Choose one v|  Dealing Hands Choose One v
*» Electronic Delivery Mode® By Hand v|  Langusge English v
' ‘"‘::’_ - D=5y D earpiieskiop 21 ode Number Letter Ref. No
iy
 Email Diarisation Organize = New folder - o @ ||v Leter v FileNumber
) Crestsd . 5 AnyUesK | | Reseived Dater R4T0EET1E 55| Letter Date =}
) sent % Favorites = PNG image O AnyDesk
VIR Choose one v Diary Date 124/08/2018
v Closed 133 ke philandro Software GrmbH !
+ By Me B Deskiop VIP Name Choose one v
Babita-eFile document version 7 Balsamiq_Mockups_33.3 -
By Others I8 Downloads f | e Contact Details Add to Address Book
[Hierarcy) = 5505 22 Dec151232 PM
+ By others(al] & Recent Places |2 Microsoft Office Word 97 - 2003 .. L | 3758 Ministry Choose one <
+ Acknowledgement EaseUS-DR v5.8.5 eFile decument version 5.5 05- Department Choose one i
+ Cremes 5 Libraries WinRAR archive Medified by Ashwani X —
» Sent %) Documents 583MB Microsoft Office Word 97 - 2003 ... ams =signsnen
) Recy Organization

) ntiseed Acion & Music eFile document version 5.5_05 L eFileV3style bnaress 1+
- =) Pictures Varsha @ Cascading Style Sheet Document
= w, Microsoft Office Word 97 - 2003 ... 3.56 KB Address 2

=
Migrate File = B videos Country INDIA v ste Andaman & Nicobar Islands ¥
. - eOffice Implementation _Izl epm_trial
B (&3] il ~==_| Handbook-8-8-2016-A5 b= EasellS Partition Master Trial Editi... | et Pincode
. M Comnuter =1 e n " & S ;
DSC = Mobile Landline
Settings = + | AllFiles = o s
Notification = Qpen |' Cancel Category & Subject
Ext Department (=]

Main Category® GChoose one -

Sub Category Ghoose One -
Subject-
P
Enclosures y
* Encicsure/Remarks will nof be changed affer movement
. Customize Acknowledgement

m Generate & Send

Fig.7

1 Once thescanned DAK letter is uploaded enter the required metadata (various details in the fields available

on the right of the screen)and then, dick G button as stown in Fig.8:

Copyright © NIC, 2018 Ver. 55_05
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Receipts

} Browss & Dizrize

Upload(Only PDF upto 20 MBJ:

Diary Details

» Physical
+ Electronic
» Inbox
» Ministry
b Email Diarisation
} Created
b Sent
+ Clesed
» By Me

By Others
* {Hierarchy)

+ By cthers{all)
+ Acknowledgament
» Created
» Sent
» Recycle Bin
» Initisted Action

Files

L s

Migrate File

Dispatch

bsc

Settings

Notification

Ext Department

Sender Type Choose one ¥  Desling Hands Choos One v
Delivery Mode* By Hand v Language English v
Mode Number Lefter Ref No
Typer Letter ¥ File Number
Received Date” 4082018 iz} Letter Date i
VIP Choose one v Diary Date 240612018
= VIP Name Choose one v
No.J-1401217/2015.1PS 1V ;
v wesw /Govemment of (ndie Contact Details Add to Address Book
o T (Ministy of Home Afairs
IPSV Desk Ministry Choos one -
Raom No. 220, North Block, o Choose one -
New Delhi, dated the, sember, 2015, Department Choose ns
Hame Designation
Homcg Organization
Sublect lssua of Offer of Appointment to tha candidates solected Address 1+
forIndian Police Service on the basis of CSE 2014,
ey e G it fr PS oo s of 68 R (2015 Address 2
will commence at the SVP* Natienal Pofice Acadenty, Hydersbad INDIA State Andaman & Nicobar Islands v
i sffec from 26 Decenber, 2015 (Wonday), The candiiates are Gourtry et
required 1o, r2part al the SVP Natlanal Folice Academy, Hyderabad c Pincode
Iatest by 27 Decombor, 2015 evening. The jolning insiructions may be "
S0 at Annexure-| 10 this Notce Mobile: Landline
Offer of appointments to the candidates who have been allocated Fax Email

fa the Indian Poiice service on the basis of their qualiying Crvil Service
Examination 2014 have been dispaiched (0 their respectve
coresandence addresses. The candidatss who are undergaing

Category & Subject

Foundalion C it
undaon Couro ot LESNAA Wil Get thir O oi Apponiment Main Category

3. The comespandence agdresses of the candidatos are given in the. Sub Category
Annexure-Il. In case of Non receipt af offer of appointment or any offar
Uy e candidais may conact Secten Offcer1P5- V) 0o 011 2308

P Subject*
(G. C. Yaday)
Deputy Secretary (Police)
Tol, No, 2308 3256
Enclosures

Chooss ons

Choose One

¥ Enclosura/Remsncs will nat ba changed sher movement

#| Customize

Fig.8

Note:

All the mandatory fields are marked withRedasterisk (*).

User can choose one of the fieldearked with orangeasterisk (*).

Customize Acknowledgment:

has beenreceived in the organization(Refer Acknowledgmentsub-module).

There is a provision to acknowledge thesenderwho has sent theDAK/ letter , that

1 TheDAK/ letter getsdiarised and a uniqueReceipt Number is generated as shown irrig.9:

Receipts
» Browse & Diarise
+ Physical

+ Electronic

» Inbox (2)
» Email Diarisation
» Created

» Sent

» Closed

+ 8y Me

» Acknowledgement
 Created
» Sent
» Initiated Action
Files
Migrate File
Dispatch
DsC

Settings

{2 2 3 3

=

("Send | Putin a ile | Copy | Dispateh | Details | Movements | Edit | Attach File | Aftach Receipt | Generate Acknowledgement |

Receipt Details
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1
Receipt No

From

Main Category
Address
Letter Ref. No

941038/2018/31 8131 T T8 (M TH T) Im

RIMAN DEEP
AMC & Demand
shastri park

File No
Designation ASSTT(RD)-eOffice
Sub Category

Sent Date

Letter Date

Subject Kindly see Enclosures/Remarks:
» Delivery Mode Email Sender Type
" Movement Details
o Sent By ~ SentOn ~ Sent To ~ Action ~ Remarks vvow
<< 3>

Fig.9

1 The generated receipts arsaved inO E Breat@d6sub-module till they are marked to other user(s).
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1 button (refer Fig.8): Generates the Receipt Number and redirecs the user to Receipt

Sendscreen

1 button (This feature is configurable ): Generates the Receipt Numberand redirects the
user to diary screenretaining the content(pdf) and metadata(Copying the pdf content is also configurable

feature) of the receipt

The actions that can be taken on a receipt ashownin Fig.10:

=]

Receipts

b Brovise & Disrisz

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

-+ Physical

-+ Electronic

b Inbex (2)
» Email Diarisation
b Created

» Sent

» Closed

By Me

b Acknoviledgement
-+ Created

+ Sent

} Initiated Action _oDeny ATTasw

Files

“ Send | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement ||

Receipt Details

Receipt No 94103812018/ ST T TH M TA W) om File No
From RIMAN DEEP Designation ASSTT(RD}-eOffice
Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly see Enclosures/Remarks. -
Delivery Mode Email Sender Type

Movement Details

~ SentOn - SentTo ~ Action ~ Remarks T v

Sent By
czoran

Fig.10
Theseactions are explained below:

1. Send: This option facilitates the userto mark the receipt to the intended recipien(s). Qick

screenis displayedasin Fig.11:

e ltab, thesend

v

Sisis s =] “ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |
» Browse & Diarise
-+ physical
@ All () Reporting Officer () Sub-ordinates () Recent 5 () Send Back () In Channel () Preferred List
-+ Electronic
Note: Name of the creator is highlightsd in vellow colour.
» Inbox (2)
» Email Diarisation To
» Creatad -
» Sent
» Closed
-+ By Me ce =
v (Us. = recipients.)
Note editable (both pdf and metadata). Any change in the
» Acknowledgement Main i it will be reflected in the OC copies, till the time not put inside the file
-» Created
Set Due Date )
b Initiated Acti Action Forward v
Files 3] Priorty Chooseone ¥
Migrate File (]
Total 1000 | 1000 characters left.
Dispatch =
Initiste Action
[Ed =
= & Total 1000 | 1000 charactars left,
= Remarks
Notification [+
A
Ext Department (%)
m DSC Signand Send [l eSign and Send

Receipt Number

(219410387201 3 HHHT T8 @ T T )

Subject

Kindly see

Fig.11

a) To: IntheTo field, search the user either byname or marking abbreviation or section/organization unit
name of the recipient. Then,selectthe officer from the filtered employee list as shown irFig.12:
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Receipts
» Browse & Diarise
-+ Bhysical

-+ Electronic

¥ Inbox (2)
» Email Diarisation
b Craatad

» Sent

» Closed

8y Me

» Acknoviedgement
-+ Creatad

» Sent

b Initiated Action

=

Files
Migrate File
Dispatch
DSC
Settings
Notification
Ext Department

[ Send | Putina File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement |

- Al Reporting Officer Sub-ordinates Recent 5 Send Back In Channel Preferred List
Mote: Name of the creator is highlighted in yellow colour.
Io abhi
ABHUIT--2dmin23546--AD-1II
ABHIMANY KUMAR MANISH--US-(SR)--Under Secratary (SR)
ce
ABHIMANYU KUMAR MANISH--US-[ME:3)--OFFICE OF US

ISHEK KAUSHIK--A, )--OFFICE OF F.C.R

ABHISHEK KUMAR VERMA--ASST1(ADMN-T1)--OFFICE OF ADMN-II

Set Due Date

Action Forward v
Priority Choose one M
Initiate Action (]

Total 1000 | 1000 characters left.

Remarks

‘ m DSC Sign and Send eSign and Send

®

Receipt Number

(09410382012 TE/6 9 = (@ =T

Subject

Kindly see

Fig.12

iGidk , tien, dliok EontécEs fab dhd selectuser from the list box as shown inFig.13:

Receipts
b Brawse & Diarise
-+ Physical

+ Electronic

b Inbox (2)
» Email Diarisation
b Created

» Sent

» Closed

By Me

» Acknowledgement
- Created

+ Sent
b Initizted Action
Files

Migrate File
Dispatch

D5C

Settings
Notification

Ext Department

3 = = <

[s:..d

L8 ] ]

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

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

DSC Sign and Send eSign and Send

! Preferred List | Groups [=]
|
Search
ce
Name Marking Abbr Organisation Unit
[ AAKASH ADLAKHA ASTHT Ofo AS(IT)
Set Due Date AARTI KUKREJA US(AK}-Cfo US Ofo Under Secy (Pondicherry)
Action [] AASHIRWAD GAUR ASZT Ola AS(IT)
[ AASHISH BAHUGUNA CP-FS3AI Ofa Chair Person
Priority
[ abc col(a)-dcdemo coloffice
Initiate Action [ ABC abe Olo AD
Total 1000 | 1000 characters left.
Remarks

Receipt Number

(L] 32530201 8ieofice

Subject

Kindly

Fig.13

1 Provision of radio button has been made available to select theser from different groups of recipient such as:
All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as showrigil4:

Copyright © NIC, 2018

Ver. 55 05

17



Generate Acknowledgement |

Forward

E B E

m DSC Sign and Send @Sign and Send

‘Ef l 1
A DUGITAL 'WORK PLACE SCLUTION
. na File | Copy | Dispatch | Datails | Move ttach File | Attach Receipt
»

[X<]
|

Subject

Kindly see

Fig. 14

i.  All: By default, Q\ll &
from all the active users in the department.

ii. Reporting Officer 4, 7 EREkportiy Officero
above in the hierarchy of the logged in employee.

ii. Subordinatesd 7 ESubordibatesé EO OAI AAOAAR

hierarchy of the logged in employee.

O A isdldeted@iving the logged in user option to view and seleatrecipient

EO OA Bédnd Tihsiwill diépiayithe official just

Ofiidlals Tjust ®&ow inhk |

Note:

To get the name populated in Reporting Officer and Swdrdinates options, O E A
needs to be defined in Employee Master Details (EMD).

1 AR ANaBSAQieda iy

iv. In channel: It helps the user to mark the receipt to officials who are already in the submitted

channel of the receipt.

Note:

When user is sending multiple receipts, Send Back atil Channel radio buttons will not be available.

v. Preferred List: It helps toselect officials from the list of@Preferred Listbalready created by the user.

Note:

To create the preferred ListClickthe To linkA Go to Contacts taBy select the users by selgting the check box or by
searching the name in search boand thenselecting the check boxy click Add to: Preferred List link.

b) Cc Itis used b mark copiesof the receipt to usersother than main recipient selected inTo field.
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Note:
When user is sendag receipt to multiple recipient,in Ccfield employees (listed under All radio button) can be
marked excluding the employeelistedin To field.

Multiple recipients are separatedby using semi colon(;)

c) Due date: Dateby which work is supposed to be doneAssign aDue Date to the recipient using the SetDue
Date option.

d) Action: An easy way to notifythe recipient the actionthat is required on receipt. SelectAction which isto be
taken, from the dropdown menu.

e) Priority :Itis the preference asgjned to the receipt based on itsirgency. Set thePriority of the receipt, from
the dropdown menu.

f) Initiate Action: It is used totrack the set of action(s) taken on any receipt. The receipt can be tracked even
after it is put in file. Check thelnitiate Action check box, provide initiation type to initiate action andtrack
the actionsthat will be taken onthe receipt.

0) Remarks: These are theforwarding comments givenon receipt while sending them to recipient Type
forwarding remarks in the Remarks field

Note:

In case initiate action is selected, then Remarks field becomes mandatory

After selecting the recipient(s) and entering other details, user can send the r@pt using any of thefollowing Send
options:

i Send:On clickingm button in Fig.15, the receipt will be marked to the intended user(s).

[X]

= Send | Putina File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | |

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

Note: Name of the ereator is highlighted in yellow colour.

Receipt Number Subject

=)

) (0] 941033201/ F AT MW @ETET) Kindly see

Initiste Action

B e E BB E

DSC Signand Send [l eSign and Send

Fig.15
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U DSC Signand Send: On clicking DS ignandioend button, a pop window appears askingfor the

DSCtoken Pin. Enter the Pin and cIick button and the receipt is sent.

Note:

For complete process refer teAnnexure-1l1 (Digital Signing of Receipt Remank

U eSign and Send On clicking button, a pop window appears asking to continue the
ACOAAT AT O COHEEAESr th® PTP received on Aadhaar regitered mobile number and click

button, the receipt is sent

Note:

For complete process refer to AnnexurdV (eSigning of Receipt Remapk

9 The Digital SignaturdeSign appears on theReceipt Remarks in Movement Details Page.

9 Once the receipt is sent using any of the above Send option, the receipt will be visible in thbox of recipient.
The user who sent the receipt can check the details of the receiptlirs/her own Sent folder.

2. Putin a File: Toput the generated receipt into a concerned file , perform the following steps:

1 Click "5"3FlE h Alist of files appear, as shown inFig.16:
. ppear, h Fig.16:
[X]
= ‘ Send || Put in a File ' Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement | |
Receipt Details
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 -
Receipt No 941038/2018/3{1TP/3HE T TH M TI Q)
From RIMAN DEEP ASSTT(RD)-eOffice
Main Cate AMC & Demand
Address shastri park
Letter Ref. N
ubject Kindly see arks:
Delivery Mode Email
Search Files for Attach
[Crese i

2 |
g
(3 [

&

Settings

E]

4
3
]
&

o

7
} J

E 3333773

Computer Number.

E 3333734

E 3333930

B/0011/2018-Olo of
HS(MHA)

<< >3>

Note:
ThelistAT T O

PN Z

EI O

AEI AO

x EEAE

~ A 2 A n

AOA ® OG)OIAA 10D & 1 b k@RI IATO AIALE § &K i

1 Selectthe file in which the receipt needs to beput in. Gick the m button (Fig.17), and thereceipt gets
attachedin the correspondences othe selected file.
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1 User can alssearch the file using Year and Search fields.

Receipts

» Browse &
» Physical

» Electronic

=) | | Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |

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

Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

ReceiptNo 94103812018/ 31T T TH (M TT W) w=
From RIMAN DEEP

Main Category AMC & Demand

Address shastri park
Letter Ref. No

Subject Kindly see
Delivery Mode Email

File No
Designation ASSTT(RD)-Office
Sub Category

Sent Date

Letter Date

Enclosures/Remarks: -

Sender Type

» Acknowledgemant
+ Created

» Initiated Action

Files

]

®

Migrate File

(2]

Dispatch

psc

o]

Settings

®

Notification

[

Ext Department

&
&
/5
/l
Y

Search Files for Attach

[Year 2016 + [ searcn |
Computer Number File Number Subject
33773 D/0002/2018-O/o of -
E 3383773 HS(MHA) Test
e E 3383734 file-1-Part(1) kavita1987@eci.gov.in
33308 B/0011/2018-O/o of
E 3333980 HS(MHA) TestA

<< ==>

Fig.17

Note:

Main Receipt card be put inside a File(Put in a File option) which is already attached withanother File/

To do so, user needs tarkt detach the attached file

Receipt

OR

1 Ceate the New File (non-SFS Filefrom the receipt Put in a File list screenitself using button as

shownin Fig.18:

| [acsge =

» Browse & Diarise

- Physical

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

-+ Electronic

» Inbox (2)

» Email Diarisation
» Created
» Sent
» Closed
+ 8y Me

» Acknowledgement
+ Created B ndig

» Sent

» Initiated Action

Files =
|
| Migrate File =
| | Dispatch =
|

DSC =
| [Settings =
| | Notification =

Ext Department  (+]

" Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No 941038/2018/3i1RPw/911® 05 06 (A TH T) &=

From RIMAN DEEP

Main Category AMC & Demand

Address shastri park
Letter Ref. No

Subject Kindly see
Delivery Mode Email

Search Files for Attach

File No
Designation ASSTT(RD)-eOffice
Sub Category

Sent Date

Letter Date

Enclosures/Remarks:

Sender Type

Year| 2018 v | Search

Computer Number File Number Subject Non SFS
D/0002/2018-Ofo of -
E 3383773 HS(MHA Test
file-1-Part(1) kavita1987@eci.gov.in
B/0011/2018-Olo of
HS(MHA) TestA

Eo 8 B3 |

Fig.18

Note:

A New File (SFS File) can also be creatddom
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feature isconfigurable.

M1 Click button and click Non-SFS from dropdown menu. The new file creation screenappears,as
shown below inFig.19:

Receipts () (TSe0d ] PltinaFie | Copy | Dispateh | Detalls | Moverments | Edit | Atiach Fle | Attach Receipt | Generate Acknoviedgement | |

Receipt Details

Convert JPG to PDF online - convert-jpg-to-p.. 1 /1 5
Pg-top. Receipt No 94103872018/ P35 T T (A TI T) = File No

From RIMAN DEEP Designation ASSTT(RD)-<Office
Main Category AMC & Demand Sub Category
Address shastr park Sent Date
< Letier Ref No Letier Date
Electronic File(Non SFS) Kindly see Enclosures/Remarks:
<] Emai Sender Type
ttach

Vear| 2018 v | Search i =T
Number File Number Subject
D/0002/2018-Olo of
HS(MHA)
tie-1-par(l v 1657 i govin

BI001172018-Olo of
HS(MHA)

Test

T T (2 i N XN e esl

Testa

Files

Migrate File

Dispatch

osc

I I

Settings

<<<1>>>
Notification 1

B

Ext Department

Fig.19

. Continue Worki :
1 dick button, the receipt gets attachedn the correspondences ofhe created file.

Note:

Once the receipt is put insida file, the receipt will be removed from the createdeceiptslist.

3. Copy: It can beused, in cases whereDAK/ letter are diarized for same subject natureGenerates the Receipt
Number and redirects the user to diary screen retaining the content (pdf)Jand metadata (Copying the pdf
content is configurable feature) of the receipt

4. Dispatch: It is a process of issuing @ official reply to the concerred sender (user/department/ministry ) after
the approval from the internal competentauthority.

To Dispatchanissue against @&eceipt perform the following steps:

1 Click the 2's°3=h

tab, a confirmation pop-up messageappears, as slown in Fig.20:
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=) | |[7Send | Bt File | Copy | Sispatch | Betails | Mavaments | Edit |  Attach File | Attach Receipt | Generate Asknowiedaement |
:

Upload(Only PDF upto 20 MB):

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

Receipt Details

941038/2018/SMTRE/STB UL UH (0 U9 U) ey
RIMAN DEEP

ASSTT(RD)-

eOmce

Fig.20
After confirming, the dispatchscreenis displayedwith the pre-filled receipt metadata on rightside.

The generated receipwill be moved to the hbox for dispatching.

To create theDraft for Approval (DFA), type the draft content or copy the content from already created
word/ text files and paste it or choose a prelefined template by clickin or upload the

doc/ pdf by clicking button.

After creating the DFA,click the button, Fig.21:

Sand | Sand Back | Putin 3 Fila | Capy | Dispatch | Datails | Movamants | Edt | Closs | View Draft | Attach Fils | Attach Razaipt | Action Datails )
New Draft rage suc e~ | o | | Draft Details
B 7 U S = = = = Formats~ LineHesight ~ Parsgraph -  Verdsns -  i4px - Draft Type" Reply Y] Classified Chosss one v
Dratt Nstures Choose One v Prew Chosse One v
S-E-S= b0 a Xl Hx X —QO0 NN L@m- A~ B~ ® X engisn-
Language* Punjsbi v
9 - Kindly see
‘ Subject * A
Torsl 1000 | 950 characears leR
Rezeipt Number 41035201/ U2 0% (T Reply Type Choose one v
Communication Details
Ministry * CABINET SECRETARIAT
Department = Cthers
RIMAN DEEP Designation [ASSTTRD)<Office
[shastr park
TNDIA v simte DELHI i
Pincode
Landiine
F Email
Add More Recipient(s) | Clear
Attachments N
Note : Use following # tags for draft creation
. #ApprovedBys for
3 5 #Approves Designatior
#Approve: ost
p Words: 0 #ApprovedDate# for Date of Approval

Fig.21

1 A uniqueDraft Number is assigned to the draff as shown inFig.22:
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X}

[ Send | Send Back | Putin a File | Copy | Dispatch | Detais | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Defails |

|nnn No. : DFA/3003357 - V 1.0 Draft Status : DFA

|
CIEmED

Draft Details
Uuslse===-r L Draft Type* Reply Classified Choose one A
= = ==q th & | H - T o= A A Draft Natures Letter Prefix Choose ane v
E Language® Punjabi
N Kindly see
This is regarding the approval of letter. Subject® T pre—— 4
Receipt Number Himﬁa/zm&/\im/eﬂﬂﬁﬁ\rﬂ(t T Reply Type Cheose one v
e
Communication Details
Attachments

Note : Use following # tags for draft creation
i #ApprovedBy# for Approver Info

#ApprovedByPost# for Approver Post
#ApprovedDate for Date of Approval

#ApprovedByDesignation# for Approver Designation

#ApprovedByNamet for Approver Name

#ApprovedBy SectionName#: for Approver Section Name
#ApprovedByEmail# for Approver Emall
#DocumentNumber# for Document Number

Fig.22

1 A newly created drafthas threeactions:
a) Preview : View the Draft content beforeapproval.

b)
Only the communication details can be edited

draft once the receipt along with the draft is movedo the next

user

Approve : To finalise the DFA Once the draft is @proved no further changesin the contentcan be done

Edit: To make the necessary changes in DRRach editing ofthe draft will create a new versionof the

Note:

The button is visible only to usershaving role of Draft Approver.

1 Once button is clicked, an approval confirmation popupappears CIick button, the

Draft gets approvedas shown inFig.23 & Fig.24:

[ "Send | Send Back | Put in a File | Copy | Dispatch | Datails | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details |

Draft No. : DFA/2010074 - ¥ 1.0 Draft Status | DFA

Draft Details

Reply

Letter

Punjabi

Kindly See.

Subject *

Kindly see

Receipt Number

Total 1000 | 83 ch

941074/20 18/ S8/ 311 79 178 (£ ¥

g used for dise
content. Would you like 1o praceed further

aK

-
|
EmETnED

Classinea cnoose ane -

Prefix Choose ane

Reply Type Choose ane -
Attach File

WAPPIOVedBYPORLN fof Appiaver Fost
#ApprovedDate# for Date of Approval

#ApprovedByName# for Approver Name

#ApprovedBy SectionNamed for Approver Section Name
WApprovedByEmaill for Approver Email
#DocumentNumber# for Document Number

Fig.23
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1 After approving of the draft the actions available areshownin Fig.24:

["send [ Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Aftach File | Attach Receipt | Action Details | -
Draft No. : DFA/3010074 - V m
New Draft Draft Details
_ Draft Type* Reply v| Classified Choose one v
1/1 ¢ 2 o&
Draft Nature* Letter v Prefix Choose one v
Language* Punjabi v
Kindly See.
Subject * A
Total 1000 | 989  characters left.
a. 12018/3Pw3 v
Kindly see. Receipt Number kj—m?mzm& PRI T O Reply Type Choose one M
=
Communication Details
Ministry * CABINET SECRETARIAT1 v
Department * Others v
Name RIMAN DEEP Designation’ ASSTT(RD)-eOffice
Organization
I Address 1+ shastri park
Address 2
Country INDIA v State DELHI v
City Pincode
Mobile Landline
Fax Email
Add More Recipient(s) = Clear
Attachments
+
Note : Use following # tags for draft creation
- #ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
#ApprovedByDesignation# for Approver Designation #Appi il for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
T #ApprovedDate# for Date of Approval #DocumentNumber# for Documant Number
| Dispaich By Seif | Dispaich By CRU | eSign | DSC Sign | Edit | Custom Sign o
1

Fig.24
a) Edit: To modify the Communication Details only in the approved DFA.

b) DSC sign To sign the approved DFA with digital signature using DSC token device.

Note:

For complete process refer to Anneure-l11 (Digital signing of DFEA

c) eSign: To sign the approved DFA with digital signature using Aadhaar authentication.

Note:

For complete process refer to AnnexurdV (eSigning of DEA

d) Custom Sign: The provision to select the desired location in the approvedraft to DSC sign / eSign.

Note:

For complete process refer toAnnexure-1l1 (Custom Digital Signing of DFA& Annexure-1V (Custom eSigning of
DFA

e) Dispatch By Self: It is used, if the person, who has the receipt with the approvédigned draft, wants to
dispatch (send the issue) himself/ herself The issue can be dispatched electronically through maiby
OOET ¢ O%i AET $AOAEI 06Q 1 O Pastalla@utRdgister DetaBE OT OCE DI OC
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1 Further the two options Send with Follow -up and Send without Follow -up appears as shown inFig.25.

U Send with follow -up: It helps to seta follow up notification in anticipation of a reply which could be
receivedagainst the dispatched letter.

1 Click BRI button, select the required actionenter the description messageand due date
for the follow-up and cIick button, as shown inFig.25:

@R | Send Back | POt T 8 FiE | CoRY | Toetans T TESTE T CIEe T View Drart | ATSch FiTa | ACEREh Wacaipt | ACtion DEtane | T

lats Mo, ©ra/13780 < v 1.0 Draft Statue 1 Approved

= (HICommunication Detalls
Dispatch Options

| Email Detalls

(v Postal & Out Register Detalls

Document for draft approval.

Fig.25

Note:

For Self: The user whohasdispatched the receiptcan view the details under Notification Dispatch Followups sub
module.

For Section: Every user inthe sectioncan view the details under his/ her Notification Dispatch Followups sub
module.

1 The draft gets dispatched and an entry of the dispatched draft gets displayed isent sub-module
O1 A Bigpatth moduled x E O ElssOad Ar0 Gigpatchedd A O OFEg28:T EI

Date Range : 11/09/2017 To 27/08/2018
Receipts & ||| Print Envelope | Create Reminder | View Reminders |
Filas (3] ~ Dispatch Number~  ~  Address ~ Sent On ~ Sent Through  ~ File Number ~ Receipt Number . Lssued . Sanction  _ Dispateh
S s Against Code Mode
Migrate File (=) Riman, IT Park.NEW 27/08/18 02:31  ASST(C)-HS | 54174072018/ 3= /o wim (dm o @
DELHI (s=lf)
Dispatch = fdsfds, fdsfdst 17/07/18 02:41 .:Ssj:-)(cws | A-11/0006/2018-34i1t5= /3 T 4w (TR U )- o
b Sent ot yserd 28/09/17 10128 ASST(C)-HS | 540107/2017/ =/ 475 T 75 (A @ T Issued & o
» Returned . (Self) ) . Dispatched
28/03/17 10:28  ASST(C)-HS | 940107/2017/ 3%/ 315 U= 75 (T 79 4 Issues
er-3, user-3 R [7]
_ AM Sel D
DsC (€3] I ha 0
- 28/09/17 10:28  ASST(C)-HS | 940107/2017/ 3%/ 31F U= T8 (T 7@ U I
: - P er-2, user-2 e (oaih o [7]
Soiods & 28/08/17 10:38  ASST(C)-HS | 540107/2017/ 3=/ ¥1F T TF (T 7@ T I
P I r-1 user-1 (Self) ) - o (7]
Notification 3] .
i2onasa2/201 28/03/17 10028 ASST(C)-HS | 540107/2017/ 5=/ #1F T2 07 (7= ¢ Tssue:
— P 1/2004523/2017  Issue asds, asdsad e ) ) Dispatched (7]
Ext Department (%)
LEGEND priority M Out Today M MostImmediste M Immediate % Action Initiated
Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comissian Annual Property Return

Fig.26
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‘ﬂ If the reply is not receivedagainst the issughen a reminder could be sent
o0 To send tre Reminder clickSent sub-module underDispatch module.

) . ) . Create Remind
o0 Selectthe Issuefor which reminder is to send and therclick Tote e ErItab.

0 The draft window appears with DO A £0 42UA8 A 1 AR OB

0 To create the Draft for Approval (DFA), type the draft content or copy the content from already
created word/ text files and paste it or choose a pralefined template by clicking

or upload the doc/ pdf by clicking button.

0 Sendwithout Follow -up: No follow up notification is set for the dispatch

1 Click button, the draft gets dispatched and an entry of the dispatched draft gets

displayed in Sent sub-module OT A DBpatth moduledx E OE  ORBued nd digpatched 6 as
shown in Fig.27:

Luipts o Pt Emielope | Crete Remindr | Vi Remindrs |

Fles G0 D, e - : et Soon Digah
| 4 . o SntOn ntThoug b v Rt umber ¥ e v it W e

Number
Gaavel Venkaesham, anjara il Road 24/08/47 0333 AGSISTAIT | lsted §
024, W e v

HateFle (¢ | (] £ yoosa e

Dptdh -

Sent

Oubiirnnn

Fig.27

f) Dispatch By CRU It is used, if the person, who has the receipt with the approved draft, wants the issue to
be dispatched (send the issue) by the CRUhen the issue can be dispatched physically through post (by
O O E Postal & Out RegisteDetailsd).

1 Click Dispatch By CRUbutton, it will show all the users mapped with CRU section along with, Delivery
Mode and Remarkgdirections) for CRU, as shown ifrig.28:
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Download = Draft Details

#Communication Details

L) < = = = Attachments [Attack Fie )
Dispatch Options

Dispatch By CRU Details

CRU User(s) KARAN MEHRA - Delivery Mode By Hand -

Remarks

Document for draft approval.

e :
Use #ApprovedBy# For Approver Info
Use #ApprovedByName# For Approver Name

Use #ApprovedDate# For Date of Approval

Send with Followup | Send without Followup

Fig.28

f  Once the dispatchis sert to CRUthe record of samewill be displayed ii O Cs&rdgul®module under
ispatch module dwith © O A G€uéd afdl sentdas shown inFig.29:

I
Files ® [:| v Dispatch Numberv v Address * Sent On A{Sent Through | File Number * Receipt lumber  + [ssued Against* Status +Sanction Code- Dispatch Mode~
WgateFle D E 76492017 lssue testuser gibnew dehi 09/10/17 11:31 AM | ASSISTANT | (CRU) 25971/2017 feoffce Tssued & Sent Registered Post )
= 7 |:| E 126422017  lssue testtest 05/10/17 03:45PM  ASSISTANT | (Self) ~A-12013/34/2017-Demo-DEPT-EQFFICE Tssued & Dispatched v
ispatl =)
Vet |:| E17641/2017  Issue testtest 05/10/17 03:39 P ASSISTANT | (Self) ~ A-12013/34/2017-Demo-DEPT-EOFFICE Issued & Dispatched /]
fl
_— D E 17409/2017  Issue  Bharadwaj Poorahit, Nic Bhubaneswar 13/09/17 11:59AM ASSISTANT | (Self) A-12013/34/2017-Demo-DEPT-EQFFICE  25507/2017/eoffce Issued & Dispatched v
etume
|:| E17203/2017  Issue  DrParveen, Delhi 16/08/17 12:47 PM  ASSISTANT | (CRU) A-12015/4/2017-Demo 24655(1)/2017 eoffce Issued & Dispatched By Hand v
L) il |:| P 172042007 Issue  DrParveen, Delhi 16/08/17 12:47 M ASSISTANT | (CRU) 24650/2017 feoffce Issued & Dispatched By Hand ]
Settings ]
Notification (¥
Ext Department ()
Fig.29

1 The CRU receiveshe dispatchin his/ her dispatch inbox This is to be finally dispatched outside the
organization through physical mediumor asdescribed by the sender irDelivery Mode.

1 In case if issues/ reply haveany discrepanciesthen the CRU can return the issue/reply back to the
section officer.

| The returned issue/ reply moves undemispatch ®eturned dsub-module of section officer.

Note:

For Dispatch by CRUYSend With Followup and Send Without Followupprocess refer Dispatch By self (Send With
Followup and Send Without Followup).

5. Details: It can be usedo view dispatch history, list of attached files, list of attached receipts, detached receipts
history and detached files history, as shown ifig.30:
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Receipts
» Browse & Diarise

- Physical

Convert JPG to PDF online - convert...

+ Electronic

» Inbox (7)
» Ministry

» Email Diarisation

a5/ s |

» Created

» Sent

» Closed
+By Me

, By Others
(Hierarchy)

» By others(All)
» Acknowledgement
 Created
+ Sent

» Initiated Action

= “ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No
From

Main Category AMC & Demand

9415711201831 /301 T AW (EATIT) o
Adibasi Bikash Trust

File No
Designation
Sub Category

Address Odisha Sent Date
Letter Ref. No Letter Date
Subject Docs Enclosures/Remarks:
Delivery Mode By Hand Sender Type
Dispatch history
No Record Found
Attached Files History
No Record Found
Attached Receipts History
~ Recipt No. Adinchen _ Arached - Remarks: - - -

~ Subject by

Files = £ 94157212018/ /AP TH AW AR TAT) Docs  @BBUBBEd 2707108 test Azza:h With Another Action Details
Migrate File = Detached Receipts History

i =+ Computer Attached _ Detached_ Attached Detached Attach Detach
Di tch {E3] - v - - - - - - -

S * No Receipt No. Subject by Date Date Remarks Remarks
psc = E 941570 9415702018/3M0R /AP TI TV HHTIT) Docs  @B@UBBeS @B@Bedend 22/07/18 27/97/18  goes docs
Settings = Detached Files History
Notification = No Record Found
Ext Department  [¥] T‘* l q o

Tr -
) cac TREE 5tisst o

Fig.30

Note:

In caseany receipt(s) or file(s) are attached to the receiptthen usercandetach them fromthe receipt details page

using (%) icon.

6. Movements: This option is usedto track the Movements of the receipt which automatically gets updated as

Receipt mowesfrom user to anotheras shown inFig.31:

[E2}

Migrate File =
Dispatch =
osc & Soz
Settings &= e ‘ i
Notification = :

-

Ext Department (£

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

=’ | 7Send || Putina rile | Copy | Dispateh | Details Edit || Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details
Receipt No
From RIMAN DEEP

Main Category AMC & Demand

941074/2018/3{1TP /31 T TH (M TT W) m=m

File No
Designation ASSTT(RD)-Office

Sub Category

Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly See. Enclosures/Remarks: -
Delivery Mode Email Sender Type
[ Movement petails
Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks vv

Fig.31

7. Edit: It can beused to edit the different metadata fieldson the right and the PDFcontent on the left of the
Receipt before sending it to the intended recipiergs).

To edit the generated receipt, to perform following steps:

7 Click =/

Copyright © NIC, 2018

tab, the metadata fields get activeas shown inFig.32:
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Send | PutinaFile | Copy | Dispatch | Details | Movament = [FE] Astach File | Astach Receipt | Generate Acknowiedgement |
=il

Upload(Only PDF upto 20 MB)-

Choose one Choos
Convert JPG to PDF online - convertjpg-to-p. 1 /1 Email Punjabi
130472018

[Choose One

Add to Address Book

CABINET SECRETARIAT1

Otners
RIVAN DEEP Designation ASSTT(RDy<OMce
@
® shasin park
®
NoIA stet oELH
= Pincode
= Mot Landline
=) R Fax nai
® s Category & Subject
S . 2 Main Category AMC & Demans =
ER S o —— Sub Category Choose ong, =
ancly Se=
1 + Subject
- Enck s/Remark

Customize Acknowledgement

Save Receipt

Fig.32

. . . Save Recei .
1 After making required changes click the button to savemetadata(Fig.32).

8. Attach File: This option is used torefer any file with the current receipt, if the decision takenon the file has
any implication on the current receipt.

Note:

PhysicalFile/ Electronic Filecan be attached withan Electronic Receiptand same action can be done witRhysical
Receipt.

To attach afile to areceipt, perform the following steps:

1 Click the S tab, as shown inFig.33:

[Sand | Pukin & File | Copy | Dispateh | Detalls | Movemants | Edit [ Attach Fils | Attach Raceipt | Ganerate Acknowledgament | |

Upload(Only PDF upto 20 MB)* D

Receipt Details
- Receipt No 941038/2018/ TV 34T T TH (1 79 T ) 4y
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 i
From RIMAN DEEP
AMC & Demand

ASSTT(RD)-0Office

shastri park

Kindly see
very Mode
Movement Details
Sent By ~ Sent On ~ SentTo ~ Action ~ Remarks

Files (E3)
(£}
&
(3]

(3]

&

=

+

Fig.33
1 Alist of files appearsselectthe file and click button, as shown inFig.34.

1 User canalsosearchfor the file using Yearand Searchfields.
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Upload(Only PDF upto 20 MB):

Ext Department (2]

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

[usicad ric ]

1 | (ST i TRy T e S et | e |G P At Reciot | Gararate Akl |

Receipt Details

Search

Receipt No 94103872018/ I/ 3T U TH (I TTT) e
From RIMAN DEER
Main Categary AMC & Demand
Adaress shastri park
Latter Ref. Mo
Subject Kindly see
Gelivery Mode Email

1t Details

~Senion + Sent To ~ Aetion

File No
Designation

Sub Category

Sent Date

Letter Date
Enclosures/Remarks
Sender Typa

~ Remarks

ASSTT(RD)-e0Mce

Fig.34

Note:

ThelistAT T OAET O

AEI1 AO

xEEAE AOA DPOAOGAT O EI

O# OAAOGAA

#1

1 Attach File pop-up appears, enter theRemark and cIick button as shown inFig.35:

» Browse & Diarise
> Physical

-+ Elactronic

» Tabox

b Emsil Diarizstion
» Created
» Sent
» Closed
oy Me

b Acknouladgemant
» Crasted

o sent

b Initiated Action

i

Migrate File

Receipts =

Dispatch
LES
Sattings
Notification
Ext Department

Upload(Only PDF upto 20 MB)-

Convert JPG to PDF online - convert-jipg-to-p_ 1 / 1

["Send | Putin  File | Copy | Dispatch | Details | Movements | Ed:!! Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Attach File Remarks

Receipt No 941038/2018/31TF /3T T TH M TIT) gy File No
From RIMAN DEEP Designation
Main Category AMC & Demand Sub Category
Adgress shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly see Enclosures/Remarks:
Delivery Mode Email Sender Type

nt Details

~ SentOn ~ Sent To ~ Action ~ Remarks o

i

Copyright © NIC, 20
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1 The selected file then gets attached with the Receipt and moves
shown in Fig.36:
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» Browise & Diarise

+ Physical Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1
» Electronic

» Initiated Acti

Files ()

Migrate File = :

Dispatch = :

bsc & Srorn thy

potX z
4512 th

Settings &= 2 r

Notification = § e
< a 0N

Ext Department (3] | ANIReD

W = ‘ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No 941074/2018/30TF /1% T TH (M TH Q) w2 File No

From RIMAN DEEP Designation

Main Category AMC & Demand Sub Category

Address shastri park Sent Date

Letter Ref. No Letter Date

Subject Kindly See EnclosuresiRemarks: -

Delivery Mode Email Sender Type

Dispatch history

ASSTT(RD)-Office

No Record Found

Attached Files
~ File Number ~ Subject ~ Attached by ~ Attached Date ~ Remarks ~ =
e D/000212018-O/0 of HS(MHA) Test bikram 19/04/18 11:07 AM  kindly see. X Action Details

Attached Receipts

No Record Found

Detached Receipts History

No Record Found

Detached Files History
No Record Found

Detach File- Will detach a file from the receipt
1 The file can be d&ached from receipt onclicking (< &

i The detacled file then moves to the fildnbox of the userwho hasdetached the file.

AOOOI T ET

OEA

FIQIBAAEAA

9. Attach Receipt: This option is used to refe to any receipt with the current receipt, if there is any implication

of the decision taken in anyeceipt on the current receipt.

Note:

Physical Receipt can be attached only with Physical receipt.

In case of Electronic Receipt both Electronic & PhysicBeceipt (with PDF uploaded) can be attached.

To attach other receipt(s) with the working receipt, perform following steps:

1 Click the Attach Receipt

tab, as shown inFig.37:

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

BE 8B

[ ©
o
/5
U

%

=] | ("Send | Putin a File | Copy | Dispatch | Details | Movements | Edit | Attach File [ Attach Receipt | Generate Acknowledgement |

Receipt Details

Receipt No 94107412018/3i1TRP/31 T TH (M TT T) &= Fite No
From RIMAN DEEP Designation ASSTT(RD)-€Office
Main Category AMC & Demand Sub Category
Address shastri park Sent Date
Letter Ref. No Letter Date
Subject Kindly See. Enclosures/Remarks: -
Delivery Mode Email Sender Type
Dispatch history
No Record Found
Attached Files
~ File Number ~ Subject~ Attached by ~ Attached Date  ~ Remarks ~  ~ -
£ D/D002/2018-O/0 of HS(MHA Test bikram 15/04/18 11:07 AM  kindly ses. < Action Details

Attached Receipts

No Record Found

Detached Receipts History

No Record Found

Detached Files History

No Record Found

Copyright © NIC, 2018
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1 Alist of receipts appears selectthe receipt andclick button, as shown inFig.38.

1 User canalsosearchfor the receipt using Yearand Searchfields.

&) || [Send | Putin s File | Copy | Dispatch | Detalls | Movements [ Edit | Attach File [ Attach Receipt | Generate Acknowledgement | |
Receipt Details
Convert JPG to PDF online - convert-jpg-to-p... 1 / 1 -
Receipt No 941074/2018/3{1RFw/ 3G T TH (AT V) &= File No
From RIMAN DEEP Designation ASSTT(RD)-eOffice
Main Category AMC & Demand Sub Category
Adress shastri park Sent Date
» Sent . = LetiecRet N Letter Date
» Closed | . e Enclosures/Remarks: -
S5y 3 Sender Type
» Acknowledgement A =
- Created 3 oo
» Sent
» Initiated Action 2= ~ Subject - Attached by ~ Attached Date  ~ Remarks ~  ~ -
- Test bikram 19/04/18 11:07 AM  kindlysee. X Action Details
Files +)
Migrate File =
Dispatch = Pesronion | &
s Y
psc = fron th
e poc 7
Settings ] 73 £ ¢ itech e
s
Notification = & "
- a S0\
Ext Department [+ >\\ DN
o] t
e = -+
= pany P
. ix

Fig.38

Note:
The listcontainsreceiptsx EEAE AOA POAOGAT O ET O #shbimiodulk &f Receipt | D1 AOAAQ

1 Attach Receipt popup appears, enter theRemark and cIick button asshown in Fig.39:

=] “ Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File [ Attach Receipt | Generate Acknowledgement | |

Receipt Details
Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1 £ L )

Receipt No 241074/2018/3i1R/ 31T T T8 (M TA ) &= File No
RIMAN DEEP Designation ASSTT(RD)-eOffice

AMC & Demand Sub Category

Attach Receipt

Attach Receipt Remarks

@ shastri park Sent Date
Remarks {kindly see. Letter Date

e. Enclosures/Remarks: -
& 201 Sender Type
8 ~ = s
S ~ Subject - Attached by ~ Attached Date  ~ Remarks ~  ~ -
2 Test bikram 15/04/18 11:07 AM  kindly see. X Action Details

Files = o
Migrate Fil =
Dispatch = = =

4 . : v
osc & fron i : = |

epoc 1 ey
Settings = i » 1a the Depars
Notification = 3 S i
Ext Department (3]

Fig.39

1 The selectedreceipt then gets attached with the Receipt and moves along with the movement of Receipt as
shown in Fig.40:
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Receipts =1 | “Send | Putina File | Copy | Dispatch | Details | Movements | Edit | Attach File | Attach Receipt | Generate Acknowledgement | ‘
Browse & Diar = =
» Browse & Diarise Receipt Details
-+ Physi Convert JPG to PDF online - convert-jpg-to-.. 1 /1 -
+ Electronic Receipt No 941074/2018/31RF/3F T TH M THT) == FieiNo
From RIMAN DEEP Designation ASSTT(RD)-eOffice
» Inbox (2
— Main Category AMC & Demand Sub Category
» Email
Address shastri park Sent Date
» Craate -
» Letter Ref. No Letter Date
» Sent
ec / See y rks: -
T 5 Subject Kindly See Enclosures/Remarks
+ By Me Delivery Mode Email Sender Type
DIam Dispatch history
» Acknowledgement L
No Record Found
» Created g a L
+Sent ¢ \SparDy At Attached Files
~ File Number ~ Subject ~ Attached by ~ Attached Date ~ Remarks ~ - b4
» Initizted Action
L3=1 the {=7-30 £ D/0002/2018-O/o of HS(MHA) Test bikram 19/04/18 11:07 AM kindly see. X Action Details
Fil 2
oo L Attached Receipts
Migrate File = 4
s ~RB=1 3 ~ Receipt No. ~ Subject Aftached Atiached Remarks ~ - b
5 — ¢ by Date
Dispatch =
£ 9410372018 AMBHAT T TE @THY) Y pikram 10418 kindly > atrach with Another Action Details
DS = Ak s S
T Detached Receipts History
Settings = 73 ¢
o 5 No Record Found
Notificati = & g s 3
— = a A\ . Detached Files History
= N\ 32 W™ . s L
Ext Department (] >\ i s No Record Found
1. i
. 1 i :
. o D £0a1p
+R23 Rat tay 5

Fig.40
Detach Receipt- Will detach a receipt from the Receipt.

1 The receipt can be deched from receipt oy clicking(**6 A OOOI 1T ET OEA | GQMAEAA
1 The detached receipis moved to the receipt Inbox of the userwho had detached the receipt.

10. Generate Acknowledgement : There is a provision to acknowledge the user who has sent the letténat has
been received in the organization.

Note:

For steps to Generaté\cknowledgementrefer Acknowledgementsub-module.

Physical DAK/ letter Diari sation

In PhysicalDAK/ letter the Browsing and Uploading of Correspondence is Non- Mandatory , rest of the process
is sameto electronic diarisation.

To diaries the PhysicalDAK!/ letter, perform the following steps:

1 Click thePhysical link under Browse & Diarise sub-module. The screen ashown in Fig.41 appears:
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Receipts

» Tnbox

b Sent
b Closed

Files

Dispatch
DSC

Settings

Diary Details

» Ministry
» Email Diarization
b Cremad

+ By Me

Ciassified
Delivery Mode=
Mode Number
Typer
Received Date*
VIP

VIP Name

Choose one
By Hand

Letter
270712018
Choose one

Choose one

Choose one v
English v

)
27072018

Choose One v

, By Others
[Hierarchy,

Contact Details

Add to Address Book

+ By others]
» Acknowiedgement

» Created

b Initiztad Action

Migrate File

Ministry
Department
Name
Crganizstion
Address 1+
sgaress 2
Country

City

Mobile

Fax

Choose one

Choose one

INDIA

Andaman & Nicobar Islands v

Notification

Category & Subject

{0

Ext Departmant

Meain Category®

Sub Category

Subject

Enclosures

* Enclosure/emarks will not be changed afier movement

Customize Acknowledgement

Note:

For further Browse and Diarise Process of Physical Receipt, refer to Browse and Diarise process dtlectronic

Receipt.
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Inbox

Receipt Inbox sub module displays all the incoming receipts that have been marked to the logged in useras

shown in Fig.42:

Date Range : 24/10/1988 To 15/04/2018
[ Receive | Send Back | Send | Put in  File | View | Move To | Copy | Close | Dispatch | Hisrarchical Viev: | My Receipts
~Computer No  ~ Receipt No. = Subject ~ Sender ~ Sent By ~ Sent On
E 541038 Kindly se= RIMAN DEEP bikram, siftss/sfE @@ (AT ) 11/04/18 11:54 AM
% £ o40870 & asdas =d sanjeev,3fifFm/ iz mww () 06/02/18 10:22 AM
E 540443 540443/2017/ 3/ 3fE T TR (AT ¢ relsted T=m T bipin, 3T/ +E = = (FEY) 22/12/17 11:52 AM
» Email Diarisation P 540108 340108/2017/ s/ v vE (T T) &7 asdsad asdasd bikram 3ftr/3iE v oF (AT Y ) 28/09/17 10:26 AM
b Craated
b Sent
» Clos=d
By Me
By Others
* (Hierarchy)
» By others(All)
b Acknowledgement
» Created
+ Sent
b Initizted Action
Files =
Migrate File [+ -
LEGEND Priority M OutToday M Most Immediate Bl Immediate & Action Initiated wIe VIP References
Dispatch [+
Subject Category Service Mattars Budgst praparation ACR related matters Appointment and other related matters of Planning Comission | Property Ret

T I

vDueOn ~ Remarks

Bl Gl a1 &

Fig.42

f There are legends displayedwithin the Receipt® Inbox, which provide additional information like urgency
grading and other tags defining necessary detailsaut the receipts as shown inFig.42.

Note:

Receiptg Files of different subject category in the Inbox/ Created/ Sent list can beélemarcated by color coding
(max. 5 subject categorare allowed). This feature is configurable.

9 Along with these detailsfew actiontabsare also definedasshown in Fig.43:

|Date Range : 24/10/1986 To 19/04/2018

| Receive | Send Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch ||

b Acknowledgemant

+ Crezted
+ Sent

b Initizted Action

Files =
Migrate File =

LEGEND Priori
Dispatch =

~ ComputerNo ~ ~

E 541038
E 540870
E 540443
P

940108

ty M Out Today

Subject Category

Receipt No. - Subject  ~ Sender
541038, eyt g ve (m ) B Kindly see RIMAN DEEP
540870(2)/2018/F=% & asdas sd
940443/2017/ 35/ 31E T VS (T 7T acr related A i

540108/2017/ 3=/ 3F TH R (T @Y, & asdsad azdasd
M Most Immediate M Immediate § Action Initiated VIP References
Service Matters Budget preparation ACR related matters Appointment and rel

Hierarchical View| My Receipts

~ Sent By

bikram, 5=/ 4fF W (AT )
sanjeev, He/ AT T TF (ATET)

bipin, #w/#E W (WTET)

bikram, sfFw/3fE wwm (A=)

= Sent On

11/04/18 11:54 AM
06/02/18 10:22 AM
22/12/17 11:52 AM
28/09/17 10:26 AM

Annual Proparty Return

~DueOn v

T |
Remarks

=]

]
2
)

Fig.43

a) Receive: It is used to receive thePhysical Receipt as shown in theFig.44. Without receiving the physical
receipt user cannottake any acton on that particular receipt.
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Date Raf 5/10/1586 To 20/04/2018
o =] Send Back | Send | Putin a File | View | Move To | Copy | Close | Dispatch | Receive Receipt Confirmation Hizrarchical View| vy Raceipts v |
» Browse & Diarise . - - - -
O Computer No Receipt No, Are you sure you want fo receive this receipt 2 Senton Due On Remarks
+ Physical P 941003 941093/2018/ T 31 7 0 (4T TTT) @ 5 3% W@ () 20/04/18 12:16 PM 27/04/18 B
-+ Elactrenic [5] E s41038 941038/2018/ it/ oiw v v (a v ) B S T (EE ) 11/04/18 11:54 AM - B
» Tnbox (1} ] L & se0er0 940870(2)/2018/%E oy o asda =) Tanjeev, H S5 7 W (W W= T) 06/02/18 10:22 AM - B2
» Email Diarisation L] e E 940443 9404442/201 7/ 35w/ 3 U5 U8 (A TE T acr related TR bipin, 3754 6 @ 3w (W T) 22/12/17 11:52 AM - 2
b Crestzd o P 540108 940108/2017/3bw/3i5 U= UE (A 7T ) & asdsad asdasd bikram, 38 3l v= ¥ (FwET) 28/09/17 10:25 AM - !
» Sent
» Closed
-+ By Me
N By Others
(Hierarchy)
» By others(All
» Acknowiledgement
- Created
- Sent
¥ Initiated Action
Files
Migrate
LEGEND Priority M OutToday M MostImmediate M Immediate § Action Initiated VIP VIP Referances
Dispatch
Subject Category Service Matters Budget preparation ACR related matters Appointment and other related matters of Planning Comission Annual Property Retum
1 Select the receipt andlick =79 B3¢ | tap as shown inFig.45:
" |DatzRange: 28/10/1586 To 23/04/2018
o =] Send | Put in a File | View | Move To | Copy | Close | Dispateh | Hisrarchical View | 1y Receipte v 1
b Browse & Diarise ] ~ Computer Ne Receipt No. - Subject ~ Sender ~ Sent By ~ Sent On ~DueOn ~ Remarks
+ Physical P 941003 941093/2018/ HBw 31 7T PTG TET) Kindly See  RIMANDEEP  bikeam, 3T /3 ma g (fA T2 ) 20/04/18 12:16 PM 27/04/18 (i)
» Elestronic & E ss0en0 940870(2)/2018/F g oy & asdas = sanjeev, 3T /41 @ I (W w T ) 05/02/18 10:22 AM - B
L P 540108 540108/2017 /3435 78 78 (R TR ) & asdsad asdasd bikram, % /34F T I (FwE ) 28/09/17 10:26 AM - "
» Email Diarisation
P Creatsd
b Sent
» Closed
8y Me
By Others
* (Hierarchy)
+ By others(all)
» Acknowledgement
-+ Created
-+ Sent
» Recycle Bin
¥ Initiated Action
s
LEGEND Priority M OutToday M Most Immediate B Immediate & Action Initiated WP VIP References
Migrate File
Subject Category Service Matters Budget prepa ACR related matters Appointment and other related matters of Planning Comission Annual Property Return
Dispatch

Fig.45

1 TheSend screenwith the To field auto populated with the name of the preious senderappears as shown
in Fig.46:
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= Sand

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

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

o sanjoou—saneor—aiTrersfin = b 7 T 1) Receipt Number Subject

“ (2] 940B70(2)/2018/FTEd o4 asdas

12
N

n the
= time not put inside the file

Set Due Date

Acton Forward v
Priority Choose one v
» Recyele B
» Initiated Action Total 1000 | 1000 characters left
Gl 6] Remarks
Migrate File =
— 4
Dispatch =
bsc = — =
@ DSC Sign and Send 2Sign and Send
satting =
Notificatio =

Fig.46

Note:
Refer the steps mentioned underSendaction tab of ReceiptBrowse and Diariessub-module.

c) Send: This option facilitates the userto mark the receipt to the intended recipient(s).

Note:

Refer the steps mentioned undeSendaction tab ofReceiptBrowse and Diariessub-module.

d) Putin a File: Toput the receipt into aconcerned file.

Note:
Refer the steps mentioned undeiPut in a Fileaction tab of ReceiptBrowse and Diariessub-module.

e) View: It is usedto sort the receiptsbased on differentcriteria suchascurrent state, priority, VIP, Due Date etc

iew |

Vv
1 Keepthe cursor on tab and a drop down menu will appear with the options ashown inFig.47:

—— |Date Range : 05/11/1986 To 01/05/2018
Receipts )| ||| Receive | Send Back | Send | Putin a File !E!%Enve To | Copy | Close | Dispatch | Hierarchical View | oy Raceipts M |
rowse iarise U d
» Browse & Diarise ~ Computerng | 7= - Subject ~ Sender ~ Sent By ~ sent On vDueon - Remarks
+Physical P o41003 Read Az dw(fmey) Kindly See  RIMANDEEP  bikram, 3% /o 72 4w (f7 qw 1) 20/04/18 12:16 PM 27/04/18 "
R & E ssce70 Action Initiated A £ ascas =d sanjeev, i 1o T & (HR T T) 06/02/18 10:22 AM - =]
P sa0108 Physical FETEEEL) & asdsad asdasd bikram, 35 /3 T T (P T T) 28/09/17 10:26 AM - B
Electronic
VIP References
Out Today
Most Immediate
Immediate
Due Date Elapsed
all
Subject Category
» Recycle Bin
» Initiated Acti
Files *
LEGEND Priority M Out Today M Most Immediate B Immedicte & Action Initiated viP VIP Referances
Migrate File =
Subject Category Service Mattars Sudgat praparation ACR ralatad mattars Appointment and othar related mattars of Blanning Comiszion Annual Property Return
Dispatch =]

Fig.47
a) Unread: Toview all unreadelectronic receipts and unreceived physicaleceipts.

b) Read: To view allread electronic receipts and received physical receipts
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¢) Action Initiated : Toview all the receipts against which initiate action processhas been taken up

d) Physical: Toview all physical receipts.

e) Electronic : Toview all electronic receipts.

f) VIP referenc e: Toview all the VIP referencel receipts.

g) Outtoday: Toview all the receiptsthose aremarked with priority as Out Today.

h) Most Immediate : Toview all the receipts those aremarked with priority as Most Immediate.
i) Immediate : Toview all the Prioritized receipt marked assimmediate.

i) Due date Elapsed: Toview all those receipts for which duedate asset during sending / marking of the
receipt haselapsed.

k) All: Toview all the incoming receiptsfrom the latestto the oldest order (Default View).

[) Subject Category: To view all the receipt categorized on the basis of subjec€Category, as configured in
the system

6. Move To: It is used tocategorize thereceiptsinto subfolders underReceipt Inbox.
To create New Folder or manage existing ones, perform the followirsgeps:

1 Select receipfs) from the Receipt Inbox which needs to be moved.

Move T : . , -
1 Keepthe cursor on( wEe I) tab, a drop down menu will appear with the options as shown ifig.48:

Date Range : 07/11/1986 To 03/05/2018
Receipts = ||| Receive | Send Back | Send | Putin a File | View |[Move To ] Copy | Close | Dispatch | Hierarchical View | 1y Receipts v |
s riss My Folders

b Browise & Diariss ~ Computer o~ Y Subject ~ Sender ~ Sent By v Sent On ~ Due On - Remarks

+ Physical P 941003 5| Manage Folders #wemy) Kindly See  RIMANDEEP  bikram, 3T /3% 02 &2 (fA 02 ¥ ) 20/04/18 12:16 PM 27/04/18 B

+ Elactronic § E seos7o 54| Create New Folder & asdas <d sanjeev, e (AF @I R Y) 06/02/18 10:22 AM - B
b Inbox (1) P 340108 540108/2017/3iftr=/3E v vE (ATET ) & asdsad asdasd bikram, 3 foiE @ 3w (W= T) 28/03/17 10:26 AM - B
» Email Diarisation
» Created
»

+Sent
» Recycle Bin
» Initiated Acti
Files *

LEGEND Priority M Qut Today M MostImmediate M Immediate § Action Initiated vIP VIP Referancas
Migrate File =3}
Subject Category Servi Budget preparation ACR related matters. Appointment and other related matters of Planning Comission Annual Property Return

Dispatch =3}
DSC (=]

a) Create New Folder: Click theCreate New Folder link from the dropdown, as show in Fig.49:
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My Folders

Manage Folders

|Create New Folder

Fig.49
1 The screen appearsis shown in Fig.50. Enter the Folder Name and select the Folderin which new

folder is to create. Clickthe M button as shownin Fig.50:

Folder Name* Lfvjinistry
Create in*| Receipt Inbox ¥ |

[[save || crear |

Fig.50
1 Thenew folder is created under Inbox as sub folder asshown in Fig.51:
Date Range : 07/11/1986 To 03/05/2013
Receipts B ‘ Receive | Send Back | Send | Putin a File | View | Move To | Copy | Close | Dispatch | Hierarchical Viev | My Receipts v ‘
b Browise B Dierize ~ Computer No hd Receipt No, hd Subjedt ~Sender v Senth) ~3enton ~DuelOn -~ Remarks
+ Physical § £ saEn 540870(2)/2018/5% oy & asdas =d sanjeev, TR (FE WM (EET) 06/02/18 10:22 AM - B
+ Electronic
b nbox (1)
¥ Email Diarisation
b Created
¥ Sent
b Closed
+8yMe
Fig.51

b) My Folders: Qick the My Folders link from the dropdown menu to movethe Receif either in inbox or
in its subfolders.

c) Manage Folders: Click the Manage Folders link from the dropdown menu to Delete ( Edf) or Edit

(?"' ) the folders created under Rceipt Inbox.

Note:
Above mentioned action are available in sutolders as well.

7. Copy: It can be used, in cases where multiple correspondences of similar nature are received from the same
person or organization. Generates the Receipt Number and redirecs the user to diary screen retaining the
content (pdf) and metadata(Copying the pdf content is configurable feature) of the receipt

8. Close User can close those receipts on which either action is completed action is not required as per
departmental instructions.
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To close areceipt following steps needs to be followed:

cl

1 Clickthe - tab after selecting oneor multiple receipts. Apopup window of closing confirmation

appears Enter themandatory closing remarksas shown inFig.52:

Date Range : 13/11/1986 To 09/05/2018

[TReceive [[Send Back | Send [ Putin a File | View | Move To | Copy [iose Joispatch [ | Closing confimation

: close,
» Browse & Diarise ~ Computer No ~ Receipt Not ‘l'-"

+ Physical ¥ & e s 940870(2)/, Close History

+ Electronic

Recaipts g

Do you want to close the following receipt(s)?

'-D' o J40870(2)/2018/FTF o4

viork is done.
¥ Inbox (1)

+ Ministry

¥ Email Digrisation
b Created 4
b Sent

» Clased

By M

Hierarchical View | 1y Receipts

~ Sent On

@) 06/02/18 10:22 AM

= orrs —
i )

» By athers(All)
¥ Acknowledgemant
 Craated
+ Sent
» Recycle Bin
» Initiated Action

LEGEND IP VIP Refarances

Files )

Migrate File )

Dispatch =

2nning Comission Annual Property Retumn

v

~DueOn ~

Remarks

]

Fig.52

1 dick button to close the selected receipt(s).

1 The closed receips will be available under dosedA By Me sub-module under receipt module.

Note:

The receipt in which draft is created anchasnot yet been dispatched cannot be closed.

Qose History: The history of closingandd AT PAT ET ¢ EO | AET OAE)N AA O1 AAO O#11 0

f) Dispatch: It is a process of issuing ra official reply to the concerned user/department/ministry after the

approval from the internal competentauthority.

Dispatch

1 By clicking the

Copyright © NIC, 2018

tab, the Dispatch screemppears as shown inFig.53:

Ver. 5.5 05




e@ffice

DOGITAL WORK PLACE SCLUTION

[ Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details

New Draft Page Size|Ad ¥ or Draft Details
B J U = = = = rFomats~ LneHeight ~ Paragraph ~ Verdana  ~  1ipt Draft Typs" Reply ¥| language® English A

Draft Nature® Choose One V] Prefix Choose One v
E-E-EE S B - QAT E- A-HE- ® Y Engsh- T - C

Is Sanction

“ Circular
Subject * 4
Total 1000 | 992  characters left.
Receipt Number 24728/2017/eoffce ¥ Reply Type Choose one v
Communication Details

Ministry Choose one -

Department Choose one -

Neme latin maggo Designation General Manager,

Organization Milestone Technologies Limited

I Address 1+ Milestone Teshnologies Limited, Sector 53, Noida

Address 2 B/53, Greater Kailash |, New Delhi

Gountry INDIA& v] State Dehhi v

City Pincode

Mobile 871584865 Landling

Fane Email

Add More Recipient(s) | Clear
Attachments =1
Note : Use following # tags for draft creation
< #ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
1 » #ApprovedByDesignation# for Approver Designation #ApprovedBy SectionName# for Approver Section Name
y— Words: 0 #ApprovedByPost for Approver Post #ApprovedByEmait# for Approver Email
i #ApprovedDate for Date of Approval #DocumentNumber# for Document Number

Fig.53

Note:

Refer the steps mentioned undeDispatchaction tab of ReceiptsBrowse & Diarisesub-module for further details.

Inner Page of Receipt in Inbox :

f Openthe receipt (Electronic Receipt) by clicking O E Recdipt No.§ as shown inFig.54:

lmipts g " Receive | Send Back | Send | Put ina Fle | View | Move To | Copy | Close | Dispaten | Hierarchical\rxew'My Recepts v ‘
Browse & Diarise (1 vComputerNov  Receiptho. v Subjest v Sender v Sent By vSent On vDueOn v Remarks
L e on ewm I Tlect | Offce rocedures, Mnsha Baloni  ARADHANA ISWALecfce /08705t e [
o g Qeums [ umsilhe Byl Rl AADWAMSIALafe 09T 00M - B

Inbo (1) | B P UM U020 7ecffee  eOffice procedures Akansha Baloni  ARADHANAJAISWALofice  17/08/1710:23AM - G

+ Ministry L n E 24669 .24569/2017-"eo.‘fce Regarding eOffice details ~ Akansha Baloni ARADHANA JAISWAL,eoffce ‘16/08/17 w0 /0817 [

Email Diarisation
Created

Sent

Fig.54
1 Receiptgetsopen, as shown irFig.55.

1 PDF content of the receipt is displayed on the left sidand the reeipt details and movement details are
displayed on theright side.
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1 Along with the detailsthe actions that can be taken on Blectronic Receipt are present on the top in thevienu
bar as shown inFig.55:

L-

Receipts = | Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt | Action Details
» Browse & Diarise - z

Bhysbial = | Receipt Details

-+ Electronic Receipt No 2475512017 /eoffce = File No
» Tnbox (1) From Akansha Baloni Designation : Programmer

» Ministry Main Category : ACR related matters Sub Category

x) ) Address : Mandir Marg Sent Date 17/08/17 05:16 PM
» Email Diarisation
» Created ~ Letter Ref. No Letter Date
» Sent 5 Subject Office procedures Enclosures
NiClased : i = Delivery Mode : By Hand Sender Type

» By Me i @ A Movement Details

» EYOthers.. P . Sent By ~ SentOn ~ SentTo ~ Action ~ Remarks vrr

(Hierarchy)
5 = ADHAL 17/08/17 05:16  RIMAN pl. Kindly do the

- By others(All) PM DEEP, 20ffce Discuss  needful.
» Acknowledgement

-+ Created v

» Sent froz b i 5 i r$1ca) Asate, I
» Initiated Action 2,98y Da iy
Files = B9 \_,""‘ 3

Fig.55

Electronic Receipt Action Tabs
Let us learn following different optionsavailablein the menu barfor electronic receipts.

1. Send: This option facilitates the userto mark the receipt to the intended recipients)..

Note:

Refer the steps mentioned undeSendaction tab of Receipt Browse and Diarie sub-module.

2. Send back: Itis usedto send the receipt backo the sender of the Receipt

Note:

Refer the steps mentioned undeGend backaction tab of Receipt Inboxsub-module.

3. Putin a File: To put the receipt into aconcerned file ..

Note:

Referthe steps mentioned undeiPut in a Fileaction tab of ReceiptsBrowse & Diarisesub-module.

4. Copy: It can be used in cases where multiple correspondencesf similar nature are received from the same
person or organization Generates the Receipt Number and redirecs the user to diary screen retaining the
content (pdf) and metadata(Copying the pdf content is configurable feature) of the receipt

5. Dispatch: It is a process of issuing @ official reply to the concerned user/department/ministry after the
approval from the internal competentauthority.

Note:

Dispatch

By clicking the tab, the Dispatch screen appears.dier the steps mentioned underDispatch action tab of
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Receiptsinbox sub-module.

6. Details: It can be usedto view dispatch history, list of attached filesand list of attached receipts, detached
receipts history and detached files history

Note:

ReferDetails action tab ofReceiptBrowse & Diarisesub-module.

7. Movements: This option is usedto track the Movements of the receipt which automatically gets updated as
Receipt mowes from user to another as shown inFig.56:

Fig.56

8. Edit: It can beused to edit the different metadata fieldson the right of the Receipt before sending it to the
intended recipient(s).

Note:

The pdf content on the leftof the Receiptand the Delivery mode field on right side under Diary Details are nen
editable.

Referthe steps mentioned undelEdit action tab of Receipt Browse & Diarisesub-module.

9. Close: User can close those receipts on which either action is completed or action is not required per
departmental instructions.

Note:

Referthe steps mentioned underCloseaction tab ofReceiptinbox sub-module.

10. View Draft : It is used to view the created drafts

To view the drafts, perform the following steps:

1 Click tab, as showm in Fig.57:

Copyright © NIC, 2018 Ver. 5.5 05

44



