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A DIGITAL WORK PLACE SCLUTION

Put a Receipt 1nside a File

To record decisions on the note sheet against a receipt, it is necessary that the receipts may be put inside a
file as correspondence. This section describes how to put up a receipt in a file.

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

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

STEPS TO FOLLOW:

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

. eFile ver70
a Step 2 ~
= Create » m Sent  Advance Search FILE Creste  Inbox Sent Advance Search ISSUE Sent Retumed Advance Search
Putinafile  MoveTo~ Send Send Back Copy Close F sentOn Y Search Here...
= 1536 | 1040/2020/B01-DFS | test subject | S Mantash Kumar Qjha, B 1 SECTL... | [ DB/02/2020 0716 AM
Ea N\ {3 27/02/2020 05:24 PM
b1 ml 1533 | 1037/2020/B01-DFS | abedefg | & Mantosh Kumar Ojfa, B0 1 SECTI... | (£, 08/02/2020 07:09 AM
e T 05/02/2020 07:09 AM
A
‘.‘.i [P] 11531 | 1035/2020/B01.DFS | abcdefg | &y Mantosh Kumar Ojna, BO 1SECTI... | fi 08/02/2020 07:04 AM
m ) 08/02/2020 07:05 AM
4] . e 3
@ 1530 | 1034/2020/B01-DFS | abcdefg | 28 Mantosh Kumar Ojha, BO 1 SECTI. 08/02/2020 07:02 AM
2 { osmr202007:03 am
| ]
= [E] 1521 | 1025/2020/B01-DFS | abedefg | Zg Mantosh Kumar Ojha, BO 1 SECTI... @MZIZOQOOGSOAM
E 5
B & 08/02/2020 06:50 AM
"é E] 1520 | 1024/2020/B01-DFS | abcdefg | 2 Mantosh Kumar Ojha, BO 1 SECTI.. @ 08/02/2020 06:48 AM
& 08/02/2020 06:48 AM
[P 11519 | 1023/2020/BO1-DF5 | abedefg | & Mantosh Kumar Ojha, BO1SECTL... | [ 08/02/2020 06:42 AM @
@ 1518 | 1022/2020/BO1-DFS | abedefg -.0 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:40 AM ?
) 08/02/2020 06:41 AM [
a
[E] 1517 | 1021/2020/B01-DFS | abcdefg '*, Mantosh Kumar Ojha, BO 1 SECTI... & 08/02/2020 06:38 AM ﬁ i
Total Records: 74 LAl |Z|E\ E| E”E E
.
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2. Click ‘Put in a File’ menu as shown in Figure 32:

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

Figure 32

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

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

5. Click Attach as shown in Figure 33:

Put In Filefs)

Year | 2020 = Search Here...
e
P

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

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

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

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

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

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

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

Figure 33
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Or

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

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

=+ Create File

Year 2020

Search Here..

L= et _

2757

2759

2739

2741

2745

3211

2740

D-20012/266/2020-B01-DFS

D-20012/285/2020-B01-DF5

D-20012/287/2020-B01-DF5

D-20012/267/2020-B01-DFS

D-20012/269/2020-801-DF5

D-20012/273/2020-B01-DFS

Building/40/2020-801-DFS

D-20012/268/2020-B01-DFS

D-20012/271/2020-B01-DF5

D-20012/270/2020-B01-DFS

Enter DescriptionNICNICNIC
Enter Description

Enter Description

Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC
dsff

Enter DescriptionNICNICNIC
Enter DescriptionNICNICNIC

Enter DescriptionNICNICNIC

rRemarks * @

Figure 34

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

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

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

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

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

Subject

Description
Qrganizatian of Hindi Training programme for stenographers

Main Category Sub Category
Training related matters %«  Choose One

Other Details

scoll down

Create File To Put In »

AED 0O

[ copyrient & 2020, designed and developed by NIC

S

Figure 35

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

9. C(Click Create File To Put In.

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

Confirmation

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

= ez

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

m Put In Remarks

-Remarks *
Request for Hindi Training programme for Stenographers]

Total 1000 | 945 Character left

Figure 37
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