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Objective of the Application  
The need for transforming conventional government offices into more efficient and transparent e-offices, 

eliminating huge amounts of paperwork has long been felt.  

The eOffice product pioneered by National Informatics Centre (NIC) aims to support governance by using more 

effective and transparent inter and intra-government processes. 

eFile, an integral part of eOffice suite is a system designed for the Government departments, PSUs and 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 movement and 

tracking of files as well as receipts. 
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Introduction  
eFile is a workflow based system that includes the features of existing manual handling of files in  addition to more 

efficient electronic system. This system involves all stages of 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 the organization.  

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. 
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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 becomes the 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, their movement and safety involves lots of time, money and efforts which in turn decreases the 

efficiency and productivity of an organization.  

So, any organization looking for a solution that will allow it to capture the documents in digital form, archive 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 go for this product.  

7ÈÁÔ ÂÅÇÁÎ ×ÉÔÈ ÔÈÅ ÄÅÖÅÌÏÐÍÅÎÔ ÁÎÄ ÉÍÐÌÅÍÅÎÔÁÔÉÏÎ ÏÆ ÔÈÅ Ȱ&ÉÌÅ 4ÒÁÃËÉÎÇ 3ÙÓÔÅÍȱ ×ÈÉÃÈ ×ÁÓ Á ÍÁÊÏÒ ÓÔÅÐ 

towards Less Paper Office, NIC (National Informatics centre) always in forefront in the adoption of new enabling 

technologies in information 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 recording 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 Tracking System. 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 File Tracking 

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 system. The system simulates the manual system in a digital environment.  
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eFile Login  

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

 

Fig.1 

¶ eOffice homepage is displayed on successful login.  

¶ To open the File Management  System, click the link mentioned in the left panel as highlighted in Fig.2: 

 

Fig.2 

¶ User is then redirected to the application, as shown in Fig.3: 
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Fig.3 

Note: 

For multiple post login refer to Annexure-I (Multiple Post Login in eFile). 
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eFile Modules  
File Management System (FMS) or eFile, comprises of different modules which are inter-linked and manage the 

official work flow of the entire life cycle of a Document/DAK from the moment it is received by the organization till 

the time it is disposed of with proper set of actions. 

The different modules in FMS are Receipts, Files, Dispatch, Notifications, Settings and etc. Each module comprises 

of different sub modules (links) with actionable menus that help the users to accomplish different official 

procedures in an electronic environment. 

&ÉÒÓÔ ÏÆ ÁÌÌȟ ÌÅÔȭÓ ÌÅÁÒÎ ÈÏ× ÔÏ ÕÓÅ ÔÈÅ Receipts  module of eFile. 
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Receipts 
Once a DAK/ letter is diarised and a unique receipt/ diary number is allocated then it becomes Receipt. 

The links available under Receipt module are shown in Fig.4: 

 

Fig.4 

,ÅÔȭÓ learn about these subs - modules one by one: 
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Browse & Diarise  
It is used to generate receipts which can be either physical or electronic. 

ü Physical: The unique number for the DAK is generated by the system, and further processing of the receipt can 

either be  physical (manual) or electronic in nature. 

ü Electronic : The unique number for the DAK is generated by the system, and further processing of the receipt is 

always electronic in nature. 

Note: 

The Document will 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 scanned as a single PDF (preferably a searchable PDF). 

Note: 

For scanning the DAK/ letter refer to Annexure-II (Guidelines for Scanning). 

To diaries the Electronic DAK/ letter, perform the following steps: 

¶ Click the Electronic  link under Browse & Diarise  sub-module, as shown in Fig.5:  

 

Fig.5 

¶ The screen as shown in Fig.6 appears: 
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Fig.6 

¶ Click the  button. The File Upload dialog box appears. Select the desired scanned PDF document 

(upto 20 MB ) and click  button as shown in Fig.7:  

 

Fig.7 

¶ Once the scanned DAK/ letter  is uploaded, enter the required metadata (various details in the fields available 

on the right of the screen) and then, click  button as shown in Fig.8: 
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Fig.8 

Note:  

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

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

Customize Acknowledgment:   There is a provision to acknowledge the sender who has sent the DAK/ letter , that 
has been received in the organization (Refer Acknowledgment sub-module). 

¶ The DAK / letter  gets diarised and a unique Receipt Number  is generated as shown in Fig.9:  

 

Fig.9 

¶ The generated receipts are saved in ÔÈÅ ȰCreatedȱ sub-module till they are marked to other user(s). 
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¶  button (refer Fig.8): Generates the Receipt Number and redirects the user to Receipt 

Send screen. 

¶  button (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. 

The actions that can be taken on a receipt are shown in Fig.10: 

 

Fig.10 

These actions are explained below: 

1. Send: This option facilitates the user to mark the receipt to the intended recipient(s). Click  tab, the send 

screen is displayed as in Fig.11: 

 

Fig.11 

a) To: In the To field, search the user either by name or marking  abbreviation  or section/organization unit 

name of the recipient. Then, select the officer from the filtered  employee list as shown in Fig.12: 
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Fig.12 

Or 

¶ 5ÓÅÒ ÃÁÎ ÁÌÓÏ ÃÌÉÃË ÔÈÅ Ȭ4Ïȭ link , then, click Contacts tab and select user from the list box as shown in Fig.13: 

Fig.13 

 

¶ Provision of radio button has been made available to select the user from different groups of recipient such as: 

All, Reporting Officers, Subordinates, Recent 5, In Channel and Preferred List as shown in Fig.14: 
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Fig. 14 

i. All : By default, ȰAllȱ ÒÅÍÁÉÎÓ selected giving the logged in user option to view and select a recipient 

from all the active users in the department.  

ii . Reporting Officer ȡ 7ÈÅÎ ȰReporting  Officerȱ ÉÓ ÓÅÌÅÃÔÅÄȟ ÔÈÅ ȬSend Toȭ list will display the offic ial  just  

above in the hierarchy  of the logged in employee. 

iii . Sub-ordinates ȡ 7ÈÅÎ ȰSub-ordinates ȱ ÉÓ ÓÅÌÅÃÔÅÄȟ ÔÈÅ ÌÉÓÔ ×ÉÌÌ ÄÉÓÐÌÁÙ ÔÈÅ officials  just  below in the 

hierarchy  of the logged in employee. 

Note: 

To get the name populated in Reporting Officer and Sub-ordinates options, ÔÈÅ ÏÆÆÉÃÉÁÌȭÓȾÕÓÅÒȭÓ post hierarchy 
needs to be defined in Employee Master Details (EMD). 

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 and In Channel radio buttons will not be available.  

v. Preferred  List : It helps to select officials from the list of ȰPreferred  Listȱ already created by the user.   

Note: 

To create the preferred List Click the To linkĄGo to Contacts tabĄselect the users by selecting the check box or by 
searching the name in search box and then selecting the check box Ą click Add to: Preferred List link. 

b) Cc: It is used to mark copies of the receipt to users other than main recipient selected in To field.  
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Note: 

When user is sending receipt to multiple recipient, in Cc field employees (listed under All  radio button)  can be 
marked excluding the employee listed in To field.  

Multiple recipients are separated by using semi colon (;)  

c) Due date: Date by which work is supposed to be done. Assign a Due Date to the recipient using the Set Due 

Date option. 

d) Action : An easy way to notify the recipient the action that is required on receipt. Select Action  which is to be 

taken, from the dropdown menu.  

e) Priority : It is the preference assigned to the receipt based on its urgency. Set the Priority  of the receipt, from 

the dropdown menu. 

f) Initiate  Action : It is used to track the set of action(s) taken on any receipt. The receipt can be tracked even 

after it is put in file. Check the Initiate  Action  check box, provide initiation type to initiate  action and track  

the actions that will be taken on the receipt.  

g) Remarks : These are the forwarding comments given on 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 receipt using any of the following Send 

options: 

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

 

Fig.15 
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ü DSC Sign and Send: On clicking  button, a pop window appears asking for the 

DSC token Pin. Enter the Pin  and click  button and the receipt is sent.  

Note:  

For complete process refer to Annexure-II I (Digital Signing of Receipt Remark). 

ü eSign and Send: On clicking  button, a pop window appears asking to continue the 

ÁÇÒÅÅÍÅÎÔ ×ÉÔÈ Ȱ) !ÇÒÅÅȱ. Enter the OTP received on Aadhaar registered mobile number and click 

 button, the receipt is sent. 

Note:  

For complete process refer to Annexure-IV (eSigning of Receipt Remark) 

¶ The Digital Signature/eSign appears on the Receipt Remarks in Movement Details Page.  

¶ Once the receipt is sent using any of the above Send option, the receipt will be visible in the Inbox of recipient. 

The user who sent the receipt can check the details of the receipt in his/her own Sent folder. 

2. Put in a File : To put  the generated  receipt  into a concerned  file , perform the following steps: 

¶ Click  tab. A list of files appear, as shown in Fig.16: 

 

Fig.16 

Note: 

The list ÃÏÎÔÁÉÎÓ ÆÉÌÅÓ ×ÈÉÃÈ ÁÒÅ ÐÒÅÓÅÎÔ ÉÎ Ȭ#ÒÅÁÔÅÄ ɉ#ÏÍÐÌÅÔÅÄɊȭ ÏÒ Ȭ)ÎÂÏØȭ ÓÅÃÔÉÏÎ ÏÆ &ÉÌÅ of the user. 

¶ Select the file in which the receipt needs to be put in. Click the  button (Fig.17), and the receipt gets 

attached in the correspondences of the selected file.  



 

 

21 

¶ User can also search the file using Year and Search fie lds. 

 

Fig.17 

Note:  

Main Receipt canȭt be put inside a File (Put in a File  option)  which is already attached with another File/  Receipt. 
To do so, user needs to first detach the attached file. 

OR 

¶ Create the New File  (non-SFS File) from the receipt Put in a File list screen itself using  button as 

shown in Fig.18: 

 

Fig.18 

Note: 

A New File  (SFS File) can also be created from the receipt Put in a File list screen using  button. This 
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feature is configurable. 

¶ Click  button and click Non-SFS, from dropdown menu. The new file creation screen appears, as 

shown below in Fig.19:  

 

Fig.19 

¶ Click  button, the receipt gets attached in the correspondences of the created file. 

Note: 

Once the receipt is put inside a file, the receipt will be removed from the created receipts list. 

3. Copy: It  can be used, in cases where DAK/ letter are diarized for same subject nature. Generates the Receipt 

Number and redirects the user to diary screen retaining the content (pdf) and metadata (Copying the pdf 

content  is configurable  feature ) of the receipt. 

4. Dispatch : It  is a process of issuing an official reply to the concerned sender (user/department/ministry ) after 

the approval from the internal competent authority.  

To Dispatch an issue against a Receipt, perform the following steps: 

¶ Click the  tab, a confirmation pop-up message appears, as shown in Fig.20: 
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Fig.20 

¶ After confirming, the dispatch screen is displayed with  the pre-filled receipt metadata on right side. 

¶ The generated receipt will be moved to the Inbox for dispatching. 

¶ 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 pre-defined template by clicking  or upload the 

doc/ pdf by clicking  button. 

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

 

Fig.21 

¶ A unique Draft  Number  is assigned to the draft, as shown in Fig.22: 
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Fig.22 

¶ A newly created draft has three actions: 

a) Preview : View the Draft content before approval. 

b) Approve : To finali se the DFA. Once the draft is approved no further changes in the content can be done. 

Only the communication details can be edited. 

c) Edit : To make the necessary changes in DFA. Each editing of the draft will create a new version of the 

draft once the receipt along with the draft is moved to the next user. 

Note: 

The  button is visible only to users having role of Draft Approver. 

¶ Once  button is clicked, an approval confirmation popup appears. Click  button, the 

Draft gets approved as shown in Fig.23 & Fig.24:  

 

Fig.23 
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¶ After approving of the draft the actions available are shown in Fig.24:  

 

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 Annexure-II I (Digital signing of DFA) 

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

Note: 

For complete process refer to Annexure-IV (eSigning of DFA) 

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

Note: 

For complete process refer to Annexure-II I (Custom Digital Signing of DFA) & Annexure-IV (Custom eSigning of 
DFA) 

e) Dispatch By Self: It is used, if the person, who has the receipt with the approved/ signed draft, wants to 

dispatch (send the issue) himself/ herself. The issue can be dispatched electronically through mail (by 

ÕÓÉÎÇ Ȱ%ÍÁÉÌ $ÅÔÁÉÌÓȱɊ ÏÒ ÐÈÙÓÉÃÁÌÌÙ ÔÈÒÏÕÇÈ ÐÏÓÔ ɉÂÙ ÕÓÉÎÇ ȰPostal & Out Register Detailsȱ). 
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¶ Further the two options Send with Follow -up and Send without Follow -up appears, as shown in Fig.25. 

ü Send with follow -up: It  helps to set a follow up notification  in anticipation of a reply which could be 

received against the dispatched letter. 

¶ Click  button, select the required action, enter the description message and due date 

for the follow-up and click  button, as shown in Fig.25: 

 

Fig.25 

Note: 

For Self: The user who has dispatched the receipt can view the details under Notification Dispatch Followups sub-
module. 

For Section: Every user in the section can view the details under his/ her Notification Dispatch Followups sub-
module. 

¶ The draft gets dispatched, and an entry of the dispatched draft gets displayed in Sent sub-module 

ÕÎÄÅÒ ȰDispatch moduleȱ ×ÉÔÈ ÓÔÁÔÕÓ ȰIssued and dispatchedȱ ÁÓ ÓÈÏ×Î ÉÎ Fig.26: 

 

Fig.26 
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¶ If the reply is not received against the issue then a reminder could be sent. 

o To send the Reminder click Sent sub-module under Dispatch  module. 

o Select the Issue for which reminder is to send and then click  tab. 

o The draft window appears with DÒÁÆÔ 4ÙÐÅ ÁÓ Ȭ2ÅÍÉÎÄÅÒȭ. 

o 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 pre-defined template by clicking 

 or upload the doc/ pdf by clicking  button. 

ü Send without Follow -up : No follow up notification is set for the dispatch. 

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

displayed in Sent sub-module ÕÎÄÅÒ ȰDispatch moduleȱ ×ÉÔÈ ÓÔÁÔÕÓ ȰIssued and dispatchedȱ as 

shown in Fig.27: 

 

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 CRU, then the issue can be dispatched physically through post (by 

ÕÓÉÎÇ ȰPostal & Out Register Detailsȱ).  

¶ Click Dispatch By CRU button, it will show all the users mapped with CRU section along with, Delivery 

Mode and Remarks (directions)  for CRU, as shown in Fig.28: 



 

 

28 

 

Fig.28 

¶ Once the dispatch is sent to CRU, the record of same will be displayed iÎ ÕÓÅÒȭÓ Sent sub-module under 

ȰDispatch moduleȱ with ÓÔÁÔÕÓ ȰIssued and sentȱ as shown in Fig.29: 

 

Fig.29 

¶ The CRU receives the dispatch in his/  her dispatch inbox. This is to be finally dispatched outside the 

organization through physical medium or as described by the sender in Delivery Mode. 

¶ In case if issues/ reply have any discrepancies then the CRU can return the issue/reply back to the 

section officer. 

¶ The returned issue/ reply moves under Dispatch  ȬReturned ȭ sub-module of section officer.  

Note: 

For Dispatch by CRU (Send With Followup and Send Without Followup) process, refer Dispatch By self (Send With 
Followup and Send Without Followup). 

5. Details : It can be used to view dispatch history, list of attached files, list of attached receipts, detached receipts 

history  and detached files history, as shown in Fig.30:  
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Fig.30 

Note: 

In case any receipt(s) or file(s) are attached to the receipt, then user can detach them from the receipt details page 

using ( ) icon. 

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

Receipt moves from user to another as shown in Fig.31: 

 

Fig.31 

7. Edit : It can be used to edit the different metadata fields on the right and the PDF content on the left of the 

Receipt before sending it to the intended recipient(s). 

To edit the generated receipt, to perform following steps: 

¶ Click  tab, the metadata fields get active, as shown in Fig.32: 
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Fig.32 

¶ After making required changes, click the  button to save metadata (Fig.32).  

8. Attach File : This option is used to refer any file with the current receipt, if the decision taken on the file has 

any implication on the current receipt.  

Note: 

Physical File/ Electronic File can be attached with an Electronic Receipt and same action can be done with Physical 
Receipt. 

To attach a file to a receipt, perform the following steps: 

¶ Click the  tab, as shown in Fig.33: 

 

Fig.33 

¶ A list of fi les appears, select the file and click  button, as shown in Fig.34. 

¶ User can also search for the file using Year and Search fields. 
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Fig.34 

Note: 

The list ÃÏÎÔÁÉÎÓ ÆÉÌÅÓ ×ÈÉÃÈ ÁÒÅ ÐÒÅÓÅÎÔ ÉÎ Ȭ#ÒÅÁÔÅÄ ɉ#ÏÍÐÌÅÔÅÄɊȭ ÏÒ Ȭ)ÎÂÏØȭ ÓÅÃÔÉÏÎ ÏÆ &ÉÌÅȢ 

¶ Attach File pop-up appears, enter the Remark  and click  button as shown in Fig.35: 

 

Fig.35 

¶ The selected file then gets attached with the Receipt and moves along with the movement of Receipt as 

shown in Fig.36: 
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Fig.36 

Detach File- Will detach a file from the receipt. 

¶ The file can be detached from receipt on clicking Ȱ ȱ ÂÕÔÔÏÎ ÉÎ ÔÈÅ !ÔÔÁÃÈÅÄ &ÉÌÅÓ ÓÅÃÔÉÏÎ ɉFig.36). 

¶ The detached file then moves to the file Inbox  of the user who has detached the file. 

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

of the decision taken in any receipt on the current receipt. 

Note: 

Physical Receipt can be attached only with Physical receipt. 

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

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

¶ Click the  tab, as shown in Fig.37: 

 

Fig.37 
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¶ A list of receipts appears, select the receipt and click  button, as shown in Fig.38. 

¶ User can also search for the receipt using Year and Search fields. 

 

Fig.38 

Note: 

The list contains receipts ×ÈÉÃÈ ÁÒÅ ÐÒÅÓÅÎÔ ÉÎ Ȭ#ÒÅÁÔÅÄ ɉ#ÏÍÐÌÅÔÅÄɊȭ ÏÒ Ȭ)ÎÂÏØȭ sub-module of Receipt. 

¶ Attach Receipt pop-up appears, enter the Remark  and click  button as shown in Fig.39: 

 

Fig.39 

¶ The selected receipt then gets attached with the Receipt and moves along with the movement of Receipt as 

shown in Fig.40: 
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Fig.40 

Detach Receipt- Will detach a receipt from the Receipt. 

¶ The receipt can be detached from receipt on clicking Ȱ ȱ ÂÕÔÔÏÎ ÉÎ ÔÈÅ !ÔÔÁÃÈÅÄ ÒÅÃÅÉÐÔ ÓÅÃÔÉÏÎ ɉFig.40). 

¶ The detached receipt is moved to the receipt Inbox of the user who had detached the receipt. 

10. Generate Acknowledgement : There is a provision to acknowledge the user who has sent the letter that has 

been received in the organization.  

Note: 

For steps to Generate Acknowledgement refer Acknowledgement sub-module. 

 

Physical DAK/ letter  Diari sation  
In Physical DAK/ letter  the Browsing  and Uploading  of Correspondence  is Non- Mandatory , rest of the process 

is same to electronic diarisation.  

To diaries the Physical DAK/ letter, perform the following steps: 

¶ Click the Physical  link under Browse & Diarise  sub-module. The screen as shown in Fig.41 appears: 
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Fig.41 

Note: 

For further  Browse and Diarise Process  of Physical Receipt , refer to Browse and Diarise process of Electronic 
Receipt.  
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Inbox  
Receipt Inbox sub module displays all the incoming  receipts that have been marked to the logged in user, as 

shown in Fig.42: 

 

Fig.42 

¶ There are legends displayed within the Receiptȭs Inbox , which provide additional information  like urgency 

grading and other tags defining necessary details about the receipts, as shown in Fig.42. 

Note: 

Receipts/ Files of different subject category in the Inbox/ Created/ Sent list can be demarcated by color coding 
(max. 5 subject category are allowed). This feature is configurable.  

¶ Along with these details few action tabs are also defined, as shown in Fig.43: 

 

Fig.43 

a) Receive: It is used to receive the Physical Receipts as shown in the Fig.44. Without receiving the physical 

receipt user cannot take any action on that particular receipt. 
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Fig.44 

b) Send Back: It is used to send the receipt back to the sender of the Receipt. 

¶ Select the receipt and click  tab as shown in Fig.45: 

 

Fig.45 

¶ The Send screen with the To field auto populated with the name of the previous sender appears, as shown 
in Fig.46: 
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Fig.46 

Note: 

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module. 

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

Note: 

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module. 

d) Put in a File : To put  the receipt  into a concerned  file . 

Note: 

Refer the steps mentioned under Put in a File action tab of Receipt Browse and Diaries sub-module. 

e) View : It is used to sort the receipts based on different criteria  such as current state, priority, VIP, Due Date etc.  

¶ Keep the cursor on  tab and a drop down menu will appear with the options as shown in Fig.47: 

 

Fig.47 

a) Unread : To view all unread electronic receipts and unreceived physical receipts. 

b) Read: To view all read electronic receipts and received physical receipts. 
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c) Action  Initiated : To view all the receipts against which initiate action process has been taken up. 

d) Physical : To view all physical receipts. 

e) Electronic : To view all electronic receipts. 

f) VIP referenc e: To view all the VIP referenced receipts. 

g) Out today : To view all the receipts those are marked with priority as Out Today. 

h) Most Immediate : To view all the receipts those are marked with priority as  Most Immediate. 

i) Immediate : To view all the Prioritized receipt marked as Immediate. 

j) Due date Elapsed: To view all those receipts for which due date as set during sending / marking of the 

receipt has elapsed. 

k) All : To view all the incoming receipts from the latest to the oldest order (Default View). 

l) Subject Category: To view all the receipts categorized on the basis of subject Category, as configured in 

the system 

6. Move To: It is used to categorize the receipts into subfolders under Receipt Inbox.  

To create New Folder or manage existing ones, perform the following steps: 

¶ Select receipt(s) from the Receipt Inbox, which needs to be moved. 

¶ Keep the cursor on ( ) tab, a drop down menu will appear with the options as shown in Fig.48: 

 

Fig.48 

a) Create New Folder: Click the Create New Folder link from the dropdown, as shown in Fig.49: 
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Fig.49 

¶ The screen appears is shown in Fig.50. Enter the Folder Name  and select the Folder in which new 

folder is to create. Click the  button as shown in Fig.50:  

 

Fig.50 

¶ The new folder is created under Inbox  as sub folder, as shown in Fig.51: 

 

Fig.51 

b)  My Folders : Click the My Folders  link from the dropdown menu to move the Receipt either in inbox or 

in its subfolders.  

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

( ) the folders created under Receipt Inbox. 

Note: 

Above mentioned action are available in sub-folders 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 redirects 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 or action is not required as per 

departmental instructions. 
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To close a receipt following steps needs to be followed: 

¶ Click the  tab after selecting one or multiple receipts. A popup window of closing confirmation 

appears. Enter the mandatory closing remarks as shown in Fig.52: 

 

Fig.52 

¶ Click  button to close the selected receipt(s).  

¶ The closed receipts will be available under ClosedĄBy Me sub-module under receipt module. 

Note: 

The receipt in which draft is created and has not yet been dispatched cannot be closed.  

Close History: The history of closing and ÒÅÏÐÅÎÉÎÇ ÉÓ ÍÁÉÎÔÁÉÎÅÄ ÕÎÄÅÒ Ȱ#ÌÏÓÅ (ÉÓÔÏÒÙȱ). 

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

approval from the internal competent authority. 

¶ By clicking the  tab, the Dispatch screen appears, as shown in Fig.53:  
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Fig.53 

Note: 

Refer the steps mentioned under Dispatch action tab of Receipts Browse & Diarise sub-module for further details.  

 

Inner Page of Receipt in Inbox : 

¶ Open the receipt (Electronic  Receipt) by clicking ÔÈÅ ȰReceipt No.ȱ, as shown in Fig.54: 

 

Fig.54 

¶ Receipt gets open, as shown in Fig.55.  

¶ PDF content of the receipt is displayed on the left side and the receipt details and movement details are 

displayed on the right side. 
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¶ Along with the details the actions that can be taken on a Electronic Receipt are present on the top in the Menu 

bar  as shown in Fig.55: 

 

Fig.55 

Electronic Receipt  Action Tabs 
Let us learn following different options available in the menu bar for electronic receipts.  

1. Send: This option facilitates the user to mark the receipt to the intended recipient(s)..  

Note: 

Refer the steps mentioned under Send action tab of Receipt Browse and Diaries sub-module. 

2. Send back: It is used to send the receipt back to the sender of the Receipt.  

Note: 

Refer the steps mentioned under Send back action tab of Receipt Inbox sub-module.  

3. Put in a File : To put  the receipt  into a concerned  file ..  

Note:  

Refer the steps mentioned under Put in a File action tab of Receipts Browse & Diarise sub-module.  

4. 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 redirects 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 an official reply to the concerned user/department/ministry after the 

approval from the internal competent authority.   

Note: 

By clicking the  tab, the Dispatch screen appears. Refer the steps mentioned under Dispatch action tab of 
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Receipts Inbox sub-module.  

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

receipts history and detached files history. 

Note: 

Refer Details action tab of Receipt Browse & Diarise sub-module. 

7. Movements : This option is used to track the Movements  of the receipt which automatically gets updated as 

Receipt moves from user to another, as shown in Fig.56: 

 

Fig.56 

8. Edit : It can be used to edit the different metadata fields on the right of the Receipt before sending it to the 

intended recipient(s). 

Note: 

The pdf content on the left of the Receipt and the Delivery mode field on right side under Diary Details are non- 
editable. 

Refer the steps mentioned under Edit action tab of Receipt Browse & Diarise sub-module. 

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

departmental instructions.  

Note: 

Refer the steps mentioned under Close action tab of Receipt Inbox sub-module. 

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

To view the drafts, perform the following steps: 

¶ Click  tab, as shown in Fig.57: 


