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q. U¥ITAHT (Introduction)

IABISS Aetde Hodode Iiae (UPMU)

FAGHC [T FRTHATEAT FHeAd FIXUTEAT 3HAch STell glcllcdell. ATAEY AT TemdeT
ST gEeRoT, T JTFoIEr wenTer |, [Hasvyer, Adeifdie faeRoT sgaedr |, EueH,
Fafie AT, WIUTEHHA ST TAC 35, § YT FAgqel AAENd SRR 3ol
el ATEIGaR gTdTde STdTd.

1. AEHST AT AHEY TSogTcliel [STegTithRl SriTorTdler &1 Seary or iRy,
fastmamchier faermelar smgera 3nfor carh &= rfer Jrem FaTaer giar.
2. o7 fferE: IrAed fSegardier DSLR swriferardier ot 3o 3rftrendy, femmemciier
DDLR 37107 dTefeh EeRTa{ler cAmell &1 ey gran FHTLT glal.
3. sieull FAGIIeT® (IGR): LY 3UTEUSh AT &1HT HIATd T foregT, fasimr
30T 5T TS IS FRTEN Jiar AL gidr.
FEHel AN § |a 90T S 30T Fafd §AET gldaesdrd o T 3o
FHTSTEAT TR AT cd Heleld e, IoAT Ioieh INURe Hegel fastmemear ol
AT ARG FIOTHIARIOT & 3T I TTell FaTcdl STell 3Te.
ST Seleiedl dledl YHR 10T TXHRT JAT HTTdSed 3T el SUATTIT Alehied
A& AT FEATAT IRTEAATT AgHel AT ARl AR TR, e 370 |efd
SAGUIATEAT TG Teh AT Fhcol Y0 Heccdrd 30Tg. YRELTeh dar fqemer. oader dqof Isg
3MOT A ARTReRTeAT BraeErd! fafaer #Aggel fSieg 3nfor faemmaed gt adeiear
W‘Vd Tgcl 30T AfdeaqoT 1T 3UshAT arequardr IR 3178
g ST U3l , HEGel TAHENA JiABISS Wotere Heloie e ( UPMU) T EATTAT 0 =T
AT fAUTATEaR HIOATA 3HTell TS,

FEHS T IeT TANTMhSTel MU, HPI0T-2022/9.50.63/1-1 T&=Aieh 18.04.2022
UPMU = H&Z 3RS Wielle9#AToY e d:

1. Aggel TS IE ouTrell fAehffd 0T 30T Ao ERTAR AT oIE] FIUATHTS
2. FgHel TasmeTeAr erdr ArEHEd fSrogT . faemer 3nfor T Taede gHway
Aol JTOT TS JOTld ThATehIOT JTa of&T Saul.
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3. e /faeTmenell g& sholel 30T TARAA dhelel ATfI=IYUT Tehod IB@OT 0T AR
30T 31Mfeh TERA 3l e HYUT AT HAATSAAUN YT
4. AT fAARNT FRRA 3Tear 30T Qumemaed (e Fear S1a 3@eer fhar
ATTRETAT HATAT FIAIT RIS AT of19] 3FeledT T T YOTelredT Teh=IehoTdl
JeThR 8o,

$-3TTT AT NIC & TIR FeledT Tl aTq hee] TTHATAT daifeeT
FIHBISTACY I dGel GIUIN 3Tg. T FeX JoTlelrdT AT aTR FIOAIS $-371fha
AR R TR Shell 3T TS AU Seifced hIHHIST HIAEAT IS SVl TN AehT
SITel.
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2. s‘-aﬁm Qﬁ?l'q'l'ﬁ (eOffice Preparation )

S - I BRIVUTST IMTT BTATA AT ST IITOTI BRI BIATH RTER

el JAqART BRI AT AT, IS PRITGAHE] Sl dac3 BIVIR 32, TS
T EHT AU IIRT BIVIIRITS] HE<T 3778
TR HRAT] Wes e e RReT faIaR 6HRrar STl

a.

2.1.
2.1

IS T ATBRIY/BHHART UGl 5-3AMbd IS Il ATAD I IS
JMTS! 30 §ITHRS 312, &l .Gov.in/ .Nic.in/.mah.gov.in

. s w@rert eId (DSC token)

. BIITSIATAT JRATYAT Tl (Organization Chart )

. BTSJ3R, A d3R 3T Acddh (Hardware, software and Network)

UMD A TS TIR PRI (Create Gov.ID )

. eForm login IO

Link: https://eforms.nic.in/

eForm aRX HHARY/AAHRY AT BRITSAT AT 96 9O, T/ provisional
Gov/NIC login ID Create &Y.

T4 ATEI o STedTHaR  singleuser 1D generate Blsa. I STfIBRY/GHART
it I Gov/NIC email ID create BISURId ST B+ SdTdT.

el Single User Form ATRIANITST BRITSIATG IS JHNR TTTdhS
TS IIuT AT,

TR ATS e 3MTH IR I+ doIda! 3MIAT  login Dashboard @R TIR ST

eForm J&Te3 | &Rl DA admin NIC JieTdhs UTadTd,
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https://eforms.nic.in/

o ITHE UHIUET SR aTIRD<d (Bulk users) Hes JRIST B0 e 31Tz,
o T ARNHRY/BHAR] Aiddrs ATTATD ATAT 75 TS SRS o i1 4T
3T 19 WA BRI,

2.2. fsfored w@nert @ (DSC Token)
https://intranet.maharashtra.gov.in IT f&5® a= ST $-3H T Wﬁﬁ% Sieed

TR THTOTg ] fa=elt 315t AT foseh ax v BT, DSC form 3MYH Bls o ATl e T
T AT D AV ATS I TS IS HHTOT YRTd Y :

a. d1d

b. Ug
c. O dNIg

d. PIATSITET U]
e. Mobile TeR

f. E-mail id (NIC/Gov =)

g. Signature of subscriber IT AT STSTG R el BR1al d JRIG 7707 feamroT
THS BRI,

h. Organization and seal IT AT JTSTERTT STRATIT T YIB! FETeRT
SIERNECIRICHH

. DSC form WRATT JATILAD IRIUMAT LT =
- ISIGRT WAl DI (self-attested) IASGHT WICT SITSTAT
- PRSI 3od T BTG U (Xerox)
- PAN/AADHAR &TS 91 BTITfdd Ud (Xerox) STreTal

o TERice Aficihade (DSC Token) YRITUIAT WISHT TSI=AT A% &1 DSC Token
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o Y dedloeR 3N ATaNIes USTfEhRN 3G ol Ul hUATIThS DSC 3TF0

JMATTD AT

2.3. ?‘IE%GR TATFEA3R AT Acad (Hardware, software and

Network)
e-office TUMSATS!I BRIUIR Software Hardware %ﬁﬁ'\’ﬂf{ U IS DIO, NIC JiT

TR YIaART JETSAHHATOT DR,

a. Internet Speed > 4-90 mbps,

b. High speed Auto feed scanner,
C. Laptop/ computer etc.
& SIS BT ITd 3RT0T IS 3T,

. S‘-sﬁmﬂvﬂﬁﬁ fire fox, Google Chrome, internet explorer etc. T AREIT Web
Browser dX open HRUGTATST internet Browsing Speed &I 4-90 mbps TR UTE 1ol
GRAT ] BRIGINT §-3HH 1 YU TSI JUUATATST H Physical Files @
Scanning HRUATATS! § HTATGHAT ST MBS SUTS Scan BHRUATHRIAT High speed Auto
feed scanner 3TITT RO 3MTE.

o JMIBERY/EHAR! TAT $-3HIT TUMST ATARTATHIIT laptop/computer  IRT0T TTITH
3Tz

o TUT SR AT ASH AT T AGHT AT TR ET TIR HRITAT AT il &R BT
$-3ITH T 4 new create file BRTI T S ST Fad T TR G ST STTSTdT.

o ST BIScd W 1 BRATE] § -3 BT HRAT TS . SATIRLT o BV
BIVRIE! T BISS §-3AH A& o hol ST Wbl AT G Dhos! SIS L.
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oIy, qreved JUR AT BIgSATS! ATTLID A qdrd T bl T 03 wh
Ho 5 -3MH IR BATTT TGS BTG STTATS.

2.3.1.Minimum Specifications for User Machine

Every eOffice user must have client machine with following minimum specifications for
accessing eOffice Product.

a. Processor: 2 GHz and above

b. RAM: 2 GB and above

c. USB 2.0 controller & above (for Digital Signature Certificate)

d. Operating System - Windows 7 or above

e. Browser- Internet Explorer (Latest version), Mozilla Firefox (Latest version)
f. Adobe Reader (Latest version)

g. Anti-Virus (any antivirus)

Reference:- https://eoffice.gov.in/downloads/CLIENT-EQUIREMENTS.pdf

2.4. Organization Chart

o IMIS HIRATGATT §-3MHI YU TG ST anies aTReE sedre aud
YT BIe5aTes ( Movement) SIS HUl HE<ATd 318, 3Md [o5Uldh ATdl g
SIBRY T T T BTN BRIATE! € S-S HoTTes! 7ed TS Hor
TR 3TTE.
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o 3-3HINT YOS 7 ARTERY/FHARI AT Mapping  HRUIATS! BIRITS AT S
UGTIH (Office Hierarchy) 3MOT GG BHAT Al fHIToft 0T, 3T,
SUHATGS A AW SW, 0T HTITSARIS Organization Chart

s W™dr= (3T 5)

== T [amem 18]

HTeTiT HATT 1
wietes TRdreR{FT.eT, 31

s fRdrR{=T.e, 2] s Tde [3md) === T [T 2
wheres ordrw (3= whees Sar=lear 3

weres i (Fma=]

\\ Figure 1. 3&Teldh 13 31AlE, gor FIIfeT AT Organization Chart /

T U TSI ST HIATSATRN SIS eh ITeiol.
SaT. N3 SUFTS D Y AW3W, Y01 & Brafesd Yb  Organization Chart 318, T4 AT
BIATHIN (GAY Organization Chart) |d fTeaT 3reflere YA HS@ (Y1, FiTel,
HIART, QAR BIGETYR) & BRI d ARG Hd BIITSU SIS 0T RO 3778,
& 94 BIITHY UhHD T SIS s TTgol. BRI, GTRG! ATATHTI] S5 dTe3 Bl

o TITYHTUIE File Movement 1< & HTdTe! Ui 81, ATamd Ha¥ e HIUT HRUATHTS
BIAT. T SATRRATYT <TRIT BTATSHATY FYfekTeh AT SO A EMD AL ATl
YR AT 2leh TS UL aTaRTal.

9|Page




‘ SHHIGE] HRF HI0T Sereidh Sff# 38 o@ (A4) 907 (Organization Unit-1)

I

|

l

|

3.HALA

iG]
(Organization

Unit-7)

ERL R EUT (Crganization Unit-2)
I . SHAA. IHAHA. SHAA.
H AT TagraeR | [adacen TEAI N R N
I | | ] U (or a“niz:}zi RS SREae A
init 3) (Organization (Organization (Organization
H.3.9, 37 3l EEEEEICIH Unit-4) Unit-3) Unit-6)
o7 - SICIPUEIIGINIES
FaregIde IECIGICH E E
o5 o Td T
330937/ A | THAA,
& |33, N o
G e Sl B & ¥ 4.4,/
N /aTdeTT i >
Ao AT | AdarT
adaa | T T | FHe | R

feq- STHTEET et [AHRTHE) UHUT oy JTH aRe THIO HRUIT YUR 3RGT
AT PRI [UITET Wad e 7 SiIso! SR 3G e © e ThHbRN

SIS o] SIUIR 3778,

o WEYS 9 9 AU [l e S dt,  Aigull 9 gaid fa9rT Ly e g
HEY s T YA GG SRATYAT i (Organization Chart), s 3=

(File Head), Organization unit 3TTfOT Designation JTHE e FHTAICT TOTUATATST 372
FRITSIET e &Ta] T FRATGIHE] $-3iH N U0 BRIRT 37%.

3al.

PIITHY T Iehelel.

TUG STHIEG T YT BIITSY G SUAATSS Y A IuT I HeH YA JAiae

fGHTITCie $aR Brafesd og Irebdrel.
o Fie0fl g 5T PTG HaH Hd 8- BT U 2D,

3al.

10|Page




T, fSTeg] WIS 94 BRITGT  $-3M% I Jue ] IRUTHGRS AdGde] S
Tl

o IS T $-3MHINT YUITST fTAURT WRTeaR I RNTeaT TWRTaR IR THT0T TcHdTd
EIGISIERIC
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3. YUTIPT (Files)

o TS HRATSIMLSG TS Ah SIS GRID D GIHBIOT HRUI LD TS,

o HHATEI BTN STV fIuaie FT B i T qHIBRUT BV AT 37TE.

o UTYS Tey 0T & ETRDT IR bR o+ ATey, BTN DI HRAT T STl AT AR
EIGESSE NI CRUCC 3

Current files Closed Files

Scan all pages including
correspondance and May required in future Completely Close
notings

DE‘.[JEI'II: S on Instruction
received from Desk officer some
Close file will completely Scan or
n some file only those documents|
of file which required in future for|

glerence

Figure 2: Sample file categories
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3.1.  d§c YUTPI(Close File)

o T YTRGT §g MM AT ITRBIA Scanning Hw . HRUT §€ RIS T TR BT 5~

3B JUTTe] HE YSIE BRIGITAT ATEId. 49 Files o THTHRIT G81 YoIe5 R

HDIRTA dhxa Rl dl:

a. 9< Files I{, INIR AGHNTS! HETE! Bigei-81 BIses IUT Scanning HRTA!
STIUIR 3778

b. ¥ File U, BIEI AT HSH TG ! YTl I FHAL B ddedTd
YT Scanning ®RTd. FAe(Ed HrITGY 3Tefierd JreR o oxias.

c. g Files JATOT HETET ATURET 1 YUY File BT File I Wb RO TR ATE!
R, GTR T 3T BETHERS (Record Room ) HHTAET Tl

d. 4% BIses -ST BIses ST G T AR BISU ANY AT JATed. grdl
IR g i ATRI Bl BRIdTe! SR,

3.2.  dTq YTRPTI(Current File)
HHAFTER [IUITAR SHRU hosedl YTRDBTU D! TUH Bed aTe] TR BT Thi~T
HTHATATS] YOI AT,

3.3. %ﬂmﬁv_ﬁﬂ(ﬁle Scanning)
o AU BT ATGIIG Fd aTe TTR®BT (Current files) 3MUTdE &TR@T ( Closed Files)

HIUAH File Heads (Secondary Codes) THR IR & Scanning Fo HRUATYA!
T &1 I &%ﬁ%aﬁmmﬁm@m Scanning Coordinator Ell
GRELEDIRESEAIE]H

e Scanning Coordinator 5 Scanning Agency SXTER AHdY DT hTH qTfaes e, Scanning

Co-ordinator = fe3 T format HEY THTOT ITUTTRIT b 10T ITEaTS IIR PRI,
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e Scanning ®TH &I TITHE] ATAVIR G YRAKIAT 9 a5 HTRDT Th & VIR 37T2d
30T §-3ATHINT TUTTe I Yo SATTER G-iia+ AUTR TUTSS Tbi~T ha-Tel TUIe e
Receipts =T ¥ Upload ®RTIT 3118, O Y [ANITIHR et eFile =1 W BIUR
3Te.

o Agency 1 fA&AT Scanned Data |efdrd wraicrar arefletes i TURLA Tora<it =reof]

(Quality check for readability) ¥ A= QUGN 37T .

° ﬁﬁo’r@_oﬂ Data 31TUTY T File Heads IR Folders do-1 Hard Drive &I ATSdTId] &T%.

3.4. Uploading (3[TdSI)

o $-3THINT T Generated file ¥ Uploaded file &I permanently stored BITd. T file &1
U6 fIfR¥< File number generate BIAl. ST file AT Computer number generate SATeATIXY
A DIVIATE! dGc5 BT I ATel.

o $-3MHINT A file Upload HRUITATS! <1 file PDF format 3TRTUI TROId 3718,

o $-3HINT T file Upload BHRUITATSI T file STR<IIT SIRG 0 MB Tid 31701 1RO 3778

(R0 MB YTl ST 3RTdT file compress ¥ Upload dX d1 T Spilt option dTYX+

< AT &%+ upload BRT4T @ upload SITITEAR Merge BRT4T.)
o $-3HINT 9 file Upload E1F UHR &% Idhdl.
9. Receipts 7eY Browse and Diaries T option dX click &% PDF format Al file

Upload @0+ ‘Put in File’ IT Option dT dTU4X ®Hw file Upload &% ITHl.

Q. é-sﬂcﬁm 7Y Electronic File Create New JT option ATl dTYN ¥+ o9l file Upload

CARINCICIS

14| Page




4. EMD (Employee Master Data)
o Employee Master Data H& BIIG T Hd JAABRI/ HHART i Wehes Tl THa

BHRTTAR AT 4R Excel Sheet AL 3TTad B ST B SqUl.

o TUT FEX EMD A WSS dAATIHR Organization Unit, File Heads, Designation El

fRTYe U TR BIRITSAHD T TR HRAIT TR . AT SSREVIGES T

BRI 31 IaT. WlosIes SUAATSD A e, JUI I HRATHAT EMD

o =
A @ o=
Al B C D E [ F G H J K L M =
. . Joining Date _ E
FULL Designation Name of Joining
sr e uID Employee - at Date of
Title | NAME OF | Sex of Email Post Name | Organization o ) date of
No Number * Code * N Organisation Birth N (F
EMPLOYEE employee * unit* N service
. Unit Jt
2 1 2 £ 4 5 6 7 8 9 10 11 12 13 | |
3
4 L
5
6
7
8
9
10
11
12
13

14 =

" " new alocattion of EMD employes - 220ffice - astha3 englih fls heads asthal fie head transete ShastS . login ksus | Sheet1 . #3 ~[]4

Biendy | Scroil Loo

ﬂ £ Type here 1o search

EICE gy [
[ " w | vica c@ o m

T u x Y z AA AB Al
. Joining Date of
Employee Name of Designation Organisation Roles Date of Dat: p Reti t Present
Status Working |, | Abbreviation | _-®7% n g . Unit of Assigned Birth S" o etiremen poh Mobile
(permanent/| Status of POST eporting [of Reporting | p o harting tothe |[(dd/mm/yyy| o ¢ reSS | Number
Officer Officer (dd/mm/yy |(dd/mm/yy| Details
temporary) Officer User v)
vy) yv)
| 14 |15 [ 18 | 17 | 18 | 19 | 20 |21 | 24 | 25 | 26 | 27 | 28

CONO DA WN=

Figure 4: Fields in EMD-Part 2
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4.1. Organization Unit
o 3-3HIF YU LY TGN/ BHARI AT Mapping HRUATATS] BIITHATIS TSI

(Office Hierarchy) JATIOT AT [AHRTUN AT Code I BRI RO 3MTB.

o UTTH Hh BT File Heads T OU Code TIR BIUIR AT Hebor(-E1d/qaTsh

v

fEreRT Sge TR HRUATT ATal.
o I WIS ITAATGD YA AW, JUI T HIIcsdTd Organization Unit

Organization unit for eOffice of Settlement Commissioner and Director of Land Reords (M.S.), Pune

Organization unit Type Parent Unit Name 0U CODE File Code*
SrNo Name of section/department etc. for example Planning Mark if Organisation unitisa  |Most immediate parent of the Code for the organization for example PC for Planning
[ AGRI division, department, section | organization unit C ission, ADMN for i
etc. in case of AGRI for
example it is a division
1 O/0 DY. DIRECTOR ( LR )-DDLRPN Office 0/0 SC&DLR-(M.S.) 01 DDLRPN
2 0/0 DISTRICTSupritendent| LR)-DDLRPN Office 0/0 DDLRPN 02 DSLR{A)DDLRPN
3 0/0 OS-DDLRPN Office 0/0 DDLRPN 03 0S-DDLRPN
4 DDLRPN-EST 1 Section 0/0 0S-DDLRPN 04 EST1
5 DDLRPN-EST 2 Section 0/0 05-DDLRPN 05 EST 2
6 DDLRPN-EST 3 Section 0/0 0S-DDLRPN 06 EST 3
7 DDLRPN-EST 4 Section 0/0 05-DDLRPN 07 EST 4
8 DDLRPN-EST 5 Section 0/0 0S-DDLRPN 08 EST 5
9 DDLRPN-EST 1A Section 0/0 0S-DDLRPN 09 EST 1A
10 DDLRPN-ACC 1 Section 0/0 0S-DDLRPN 10 ACC1
11 DDLRPN-ACC 2 Section 0/0 0S-DDLRPN 11 ACC2
12 DDLRPN-ACC 3 Section 0/0 0S-DDLRPN 12 ACC3
13 DDLRPN-ACC 4 Section 0/0 0S-DDLRPN 13 ACC4
14 DDLRPN-IN/OUT Section 0/0 0S-DDLRPN 14 IN/OUT
15 DDLRPN- SURVEY Section 0/0 DSLR (A)DDLRPN 15 SURVEY
16 DDLRPN-CITY SURVEY 1 Section 0/0 DSLR (A)DDLRPN 16 CITY SURVEY 1
17 DDLRPN-CITY SURVEY 2 Section 0/0 DSLR (A)DDLRPN 17 CITY SURVEY 2
18 DDLRPN-CITY SURVEY 3 Section 0/0 DSLR (A)DDLRPN 18 CITY SURVEY 3
19 DDLRPN-CONSOLIDATION 1 Section 0/0 DSLR (A)DDLRPN 19 CONSOLIDATION 1
20 DDLRPN-CONSOLIDATION 2 Section 0/0 DSLR (A)DDLRPN 20 CONSOLIDATION 2
21 DDLRPN- CONSOLIDATION 3 Section 0/0 DSLR (A)DDLRPN 21 CONSOLIDATION 3
22 DDLRPN- CONSOLIDATION 4 Section 0/0 DSLR (A)DDLRPN 22 CONSOLIDATION 4

Figure 5: Org. unit example from SCDLR office

o UM YT BTG, SH SUMEHD BITHY, NEITHR] FRIGT 3. BrIHAT
Organization unit TIR HRATT S-3ITHINT YU TRUMHGR S GTOROT=AT THA
HRTSITAT HeH ST,
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4.2. 4T RS (File Heads)

BTSN Hehes BT [y BTdTees SIATd T f[AYATIAR TR aeded ST,

Teh fAwaTedT UehTuer ST gTR T 317 Srehelld.

1 IR & ey gTRDT d §g GTRDT I GIDHRUN H¥a-] Thi~ ] FRATI el
ITe} TR BT BRI UL 3772,

RIS HhIUT (Miscellaneous) T8 Uedes Hehos A=l fawa el #ed FHIRIS HRUATd
T,

3aT. Wlosles SUAeTS D YA WS, J0T IT BT AT File Heads

File Heads for eOffice in Deputy Director of Land Reords, Pune Region,

. __|Tertiary
Basic Basic Primary DF:;rgriTntlio Secondary Secondary Description H
code |Description Code P Code v P v Descrip
n Code .
tion
FrETEET 11 987 11 997 92
=T FETEATS q9g T FHeerATS . ; . + 1
SrarEr EiCs T A=A By
S fawaraT o=
HEHTH TF FIE
1=
IO FHETHE
) st
I |y ot 11 AT 1 11 AT AT
wae 9ot

11 T
11 T
11 T
11 T
11 T

12 e =itamelt gavor
13 Teeia=

14 TIEdeieT FRas

15 =il AT =EEar
16 Tl eIl T=1aerat

11 HTERT 17 =2l garer a=rtao
11 TR 18 HBIT

11 37T 20 AT TEe=T

11 TR 21 Tersreaet

22 EIRIGEC e

23 AT |1 AT Ta. =t g7 o T
24 AT AT

25 ATET Tl

26 TereqT= e, Tae =g e, 93T
27 ThIoT gahdor

28 HI9el b

29 EIECECD

11 HTEAT 30 Taa &ifeles TdadoTda

11 HTET 31 ol =150zl &7 [da{oTa=

» » [ Updated EMD SC . OU .~ DESIGNATION | FILE HEADS . Sheetl . Sheetz . ¥4

11 T
11 T
11 T
11 T
11 T
11 T
11 AT
11 T

Ala|lalalalalalalalalalala|la|lala|a|lal=a

Figure 6: File Heads eOffice in Deputy Director of Land Records, Pune
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4.3. Ug-TH (Designation)
o AUN/STGARNS 38 HRY/BHAR] JiAT WIS IGAHNBII/YSTIHH dadl qAR

ECIRCIRCH

o Td $-3IMHIN YIS S ATIRGITT T AHTADT HTal.

o HfU PHRUBT AT UG8 Organization chart THAR HRUAT Al

o WIERU: UI I[SATATS! T T ST A BRI fhan HHan] I TRET UG 300
RO 318,
JaT. WIS SUHATS D A WS, YUl T BrATSAT Designation Table

SETTLEMENT COMMISSIONER AND DIRECTOR OF LAND RECORDS (M.S.), PUNE
DESIGNATION TABLE

SR NO. |DESIGNATION DESIGNATION CODE No. Of POST
1 DISTRICT SUPERINTENDENT DDLRPN 1

QOFLAND RECORDS ATTACHED

DEPUTY DIRECTOR OF LAND

2 DISTRICT SUPERINTENDENT DSLR(A)DDLRPN 1
QOFLAND RECORDS ATTACHED
DEPUTY DIRECTOR OF LAND
RECORDS PUNE REGION PUNE

3 OFFICE SUPERINTENDENT DEPUTY DDLR-OS 1
DIRECTOR OF LAND RECORDS
PUNE REGION PUNE

4 PESONERAL ASSISTANT P A 1
DEPUTY DIRECTOR QF LAND
RECORD PUNE DIVISION PUNE

SENIOR CLERK SR. CLERK 7
MNIMTANDAR NIM 1
JUNINOR CLERK JR. CLERK 11

o AUTT Y HRITGT , STH UMD BRITGT , RSN dRITGY 5. BRATGAT
Designation chart TR HRATMT $-3TH I TS IRUMHGR S dTIROT=AT THH
FTATHITT Gy =JTaT
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5. EIﬁT&‘I'UT (Training)

o $-3HIF YUITe ML TRVMEHREGYUl BT HRUATATST TRIETT HUATe] RS W,
o PRIGINIG dRGANDG! (9-3) ITRGATT FHVTAR AR o UA s
FRI.

o URNEIUTRN &avel DIT §R $hodl STised MOT  UPMU 3faid faumiia/ et wRTaR
eOffice FH=IID FBUA Maea e HHAR JrTdhg dTed UST=il HIthd el T1efur
ERDISRIAC]

o  URIEUTATS!/XBRTATS! WIS s ATSTH (Links )T ATIR BRI,

- https://eoffice.gov.in
- https://www.youtube.com/watch?v=dEM4hrfKRPO

- https://www.youtube.com/results?search_query=eoffice

- https://eoffice.gov.in/downloads/eOfficeFilm.mp4

Figure 7: Snippets from the training sessions/ workshops
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https://eoffice.gov.in/downloads/eOfficeFilm.mp4

6. CRU- Go live
o S-3THI YUMo ISRl BIVATATS! 3 -Siadh (Inward/Outward) Hhe3T FgUTo]

Central Repository Unit(CRU) Tde3/ef¥ 01 TR 1L,

e JUMR TUTS IR scan Ho- SIBIIT FADR $-3MHIT T 19T Browse
and Diarise ®XUI TROIT 3718,

CRU &1 a3 Mail ID TR B &3 BIITSATIA Softcopy &I (Scanned )SUTe)

TIIRIGR CRU H& SUTSTAT 3T dh TR FIIeT U1 TR 3773

TR 00-3Y0 &fYdH TUTS (9000 qFl'Rﬂé)r) ? Auto feed Scanner, Q Desk Top, 9
Flatbed scanner, 9 Tower Scanner g. ?jf%ﬁ%ﬂ SO Tt S0 o] <UTS Arafeasi

b1 STRATTT ST =T Q@ ™Taie Browse and Diarise %o+ §-3iTh 1 HUTHHE]
TR B0

e@ffice

eFile verdon 5. st | () @ @

Receipts = ! !
» Browise & Diarise L U ey soche LA
¥ Inbex (1) Sender Type Choose one v Delivery Mode® By Hand v
»Email t Mode Number Language English v
» Created
Comespondence
) sent Letter Ref No Typer Letier v
» Clased File Number Received Date 171082022 @
2By M
Diary Date 1710872022 Letter Date E
VIP Choose one v VIP Name Choose one
Contact Details [J Add to Address Book
Ministry Choose one
 Initiated Action
Department Choose one
5 -
ol &) Name Designation’
Migrate File (=] 0/ Organization
Dispatch e 5 Address 1+
DSC =] N Address 2
Settings 2] NN Country INDIA v| st Choose one v
Notificstion (1) NN City Pincode
= Mabile Landiine
Ext Department (]
_ Fax Email
Audit ]
Category & Subject
Main Category* Choose one
Sub Category Choose One

Figure 8: screenshot from eoffice application
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7. Important points to be considered

o FHHAR! T GOV ID TIR HRU AEcATd TR,

o EMD TIR AT HHANI T Sevaarth ID, Reporting Officer 3T OU It @3N
CASRRZICIE

° H@mﬁiﬁﬁ Scanning BT g compress ¥ TS e upload U] HEcdTd 38,

e T4 AR Il RITST NIRRT fhal It ard TH=<aad A b WiRIeTo

o HaIGINIST Work From Home ﬁwwﬁmﬁqw
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Images from Workshop held on 5" Aug 2022 in Pune.

Implementafion of £-Ofic e
ot Depariment of Land Recoeds Moharashiig S

e, Pune
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