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Receipt

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

Diarisation of DAK/Letter

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

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

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

Important Points:

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

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

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

2. Click Upload button. The File Upload dialog box appears. Select the desired scanned PDF
document (up to 20 MB) and click Openbutton (Figure 2).
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3. Once the scanned DAK/Letter is uploaded, enter the required metadata ( Diary Details, Contact
Details and Subject Category):
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Figure 3

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

Note:

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

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

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

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

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

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

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

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

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

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

e The list of receipts can be filtered on the basis of Nature, Subject Category, Reference (VIP) and
Creation Date range by clicking Filter Icon in menu bar.
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Figure 7

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

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

= Receipt View will display list of created receipts in Section and Hierarchy and no action will be

allowed on them except ‘Pull up’
= Receipt is to be pulled up, to view its inner page and take other actions.

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

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

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

= Putina File

= Copy

» Generate Acknowledgement
* C(Close

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

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

= Edit

= Attach

» Draft (For Electronic Receipt only)

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

The Receipt Inbox sub module displays list of all the incoming receipts that have been marked to the
logged in user for further necessary action. The receipts in Inbox are in active state pending for necessary
disposal.

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

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

Figure 10

Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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e The Inbox list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt No., Subject, Sent By, Sent on, Read On, Due On and Remarks (Figure 11).
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Figure 11
e List of Receipts can be sorted based on Computer No., Sent On, Due On and Read On.
e Legends and Color Code are used to differentiate various receipts in list.(Figure 11)

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

Figure 12

e The list of Receipts in the Inbox can be filtered by clicking on the Filter Icon in the menu bar on
the basis of Nature, Read/Unread, Priority, Subject Category, Reference (VIP), Sent Date

range, Due Date range and other Flags/Label such as Important, Due Date Elapsed and Action
Initiated. (Figure 13)
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e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender and
Sent By).(Figure 13)

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

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

Figure 14
Note:
= Receipt View will display Inbox list of users in Section and Hierarchy, no action will be allowed on
them except ‘Pull up’

= Receipt is to be pulled up, to view its inner page and take other actions.

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

Figure 15
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e Details of receipt such as diarized letter and other information can be viewed on receipt inner page
by clicking on the Receipt No.

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

Figure 16

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

1.
2.
3.
4.
5.
6.
7.

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

Move To (My Folders)

Send

Send Back

Copy

Close
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Sub-Folders under Inbox

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

Create Sub-Folders

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

STEPS TO FOLLOW:

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

Figure 17
2. Click Move To~>Create New Folder.

3. Enter Folder Name in the Create Folder Popup.

{reate Folder In

Folder Mams =
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Recaipt Inbos

Figure 18

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

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

= Selected Receipts will move to Inbox Sub Folder.
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Moving Receipt between the Folders

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

STEPS TO FOLLOW:

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

Figure 19
2. Click Move To in the menu bar, Click My Folders.

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

Sub-Folder Management

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

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

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

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

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

Figure 20
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STEPS TO RENAME SUB-FOLDER NAME

2. Click Edit icon adjacent to Folder in List of Folders. Clicking Edit Icon will display Update Folder
Pop up:

Figure 21

3. Update the Folder Name and click Save button to finalize changes:
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Figure 22

STEPS TO DELETE SUB-FOLDER

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

Figure 23
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3. Click OK Button on the Confirmation Pop up to delete the folder:

et FEcdar

Do you want to dedece this folder?

Figure 24

Figure 25

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

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

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

Important Points:

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

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

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

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

STEPS TO FOLLOW:

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

Click receipt number to open receipt, or Right click on receipt number to ‘Open’ in same or ‘Open
in Tab’ to open in different tab of the browser:
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Figure 26
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2. Click ‘Edit’ menu as shown in Figure.27:
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Figure 27

3. Make the necessary changes in the Diary Details, Contact Details, and Category& Subject of the
receipt as shown in Figure 28:
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4. Click ‘Save’ to save the changes or ‘Save and Send’ button to save the changes.

[
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Figure 28

Note:

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

The receipts details consist of all the information recorded when it was diarized into the system. These
details are by far most important when it comes to knowing the history of the associated letter received
and action done so far. Along with the uploaded scanned DAK of a receipt user is able to check receipt’s
information like it is Subject, Diary Date, Receipt No., list of Drafts prepared, List of letters Dispatched

against it, Attached/Detached Receipts/Files, Closed History, Movement details, etc.

Steps to view Receipt Details:

1. Click a receipt number in Inbox/Inbox Sub-Folder/Created/Sent/Closed list as shown in Figure
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Figure 29
Note:

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

Description:

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

a) Receipt Home — Displays the receipt inner page with its details. Upon clicking on the receipt
number, by default, Receipt Home is opened. It is useful when you are on some other screen

(example, SEND screen) in a receipt, and wish to go back to receipt inner details page.

b) Movements —Displays the movement history of the receipt from one user to another with
respective movement details such as its timestamp and remarks. The most recent movement is

available at the top and the first movement at the bottom of the list.

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

= The feature to copy the uploaded scanned document is also available and is configuration based
only. This will useful when same letter is required to be diarized multiple times but with different
receipt/diary numbers. This approach varies from organization to organization.
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Figure 30

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

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

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

g) Draft —This option allows a user to prepare a draft form of a communication to be issued
against the receipt after it 1s approved and signed using the system.

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

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

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

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

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

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

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

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

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

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

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

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

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

c) Closed — Details of the number of times the receipt was closed and re-opened by user’s name on
specific date and time with the action remarks.
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Put a Receipt inside 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.
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2. Click ‘Put in a File’ menu as shown in Figure 32:
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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:
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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:

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.

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.

Hig Mumber will be RERETEIED [Pioarmity genermed will e fedl
and carrot he edited] Do you wish 10 procesd?

(590 10\, ey ey

Figure 36

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

Figure 37
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Convert Receipt

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

Important Points:

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

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

STEPS TO FOLLOW:

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

2. Click Convert menu. (Receipt conversion page will open).
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3. Upload Scanned DAK/Letter. (PDF format only)
4. Click Convert Action button.
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5. Enter mandatory Conversion Remark and Click OK to convert physical receipt into electronic as
shown in Figure.39:

Aot mt Comnrionn Corfumation

Figure 39

Note:

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

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

Important Points:

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

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

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

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

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

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

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

Attaching Files/Receipts with Receipt

STEPS TO FOLLOW:

1. Click opens a Receipt to view receipt inner page from Inbox/Inbox Sub-Folder/Created list as
shown in Figure 40:
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To Attach Files
2. Click Attach in the menu bar, and then Click Attach File as shown in Figure 41:
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3. On the Attachment page, Click Attach File action Button as shown in Figure 42:
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4. In a pop-up window, Files from user’s Inbox/Inbox Sub-Folder/Created of the same nature are
listed. Select the Files to attach as shown in Figure 43:

Figure 43

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

To Attach Receipt(s)

2. Click Attach in the menu bar, and then Click Attach Receipt as shown in Figure 44:
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3. On the Attachment page, Click Attach Receipt action button as shown in Figure 45:

Figure 45

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

Figure 46

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

Note:

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

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

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

= Attached files and receipts are available under the Attach option in menu bar.
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Detaching Files/Receipts from Receipt

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

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

Figure 47

To Detach File(s)

2. Under Attach action in the menu bar, click Attach File as shown in Figure.48:
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Figure 48

3. Select the File(s) to detach and Click Detach action button or Click Detach Icon against the

attached File record in the list.
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4. Enter the mandatory Remarks in confirmation pop-up box.
5. Click OK button to detach selected files.

To Detach Receipts

2. Under Attach action in the menu bar, click Attach Receipt as shown in Figure.49:
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3. Select the Receipts to detach and Click Detach action button or Click Detach icon against the
attached Receipt record in the list as shown in Figure.50:
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4. Enter the mandatory Remarks in confirmation pop-up box as shown in Figure.51:
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Figure 51

5. Click OK button to detach selected files.

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

Attach with another Receipt

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

STEPS TO FOLLOW:

1. Click open the Receipt from Inbox/Inbox Sub-Folder/Created.
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Figure 52
To Detach Files and attach with another Receipt

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

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

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

To Detach Receipts and attach with another Receipt

1. Under Attach action in the menu bar, click Attach Receipt.
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Figure 53
Click Attach with Another icon adjacent to attached Receipt record is the list.
Select the receipt with which you wish to attach it within the pop-up window.

Enter the mandatory Remarks.

2.
3.
4.
5.

Click OK button to detach selected files.
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Draft Communication

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

Creating a Draft

Important Points:

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

STEPS TO FOLLOW:

1. Click open an ‘Electronic Receipt’ from Created/Inbox/Inbox folder list of receipts as shown in
Figure .54:
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2. Click ‘Draft’ in the menu bar and then Click ‘Create New Draft’.
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3. Prepare the draft content of the communication on the left side of the screen. The draft content can
be prepared by -

a) Using Templates — Preparing content by choosing pre-defined templates i.e. the letter-heads
with pre-defined format and content of specific nature.

b) Upload Letter - Preparing the letter on your system using word processor (like MS Word) and
then uploading it into the system. (.doc/.docx extension file — Word format)

¢) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.
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Note:

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

4. Insert Hash ‘#’ Tags wherever necessary.

Note:

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

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

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

6. Check ‘Enable Multi Sign’ checkbox, if required.
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Note:

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

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

Note:

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

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

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

8. Click Add/Edit Recipients to add recipients’ details.
9. Click Save to save the draft.

Once the draft is saved, a unique number is generated and draft is added to the list of drafts in the
receipt.
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Figure 58
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Note:
» The state of the draft created remains to be ‘DFA’ (Draft for Approval) until it is approved.

= After creating the draft, a draft number is generated of following format — DFA/<sequence Number>

where, DFA stands for Draft for Approval. And a running sequence number is allotted to it.
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List of Drafts

It shows the list of already created drafts attached with the receipts which are created but not yet

dispatched. This section describes the steps to view the list of drafts created.

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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Figure 59

2. Click Draft in the menu bar and then Click View Draft.
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The following details can be seen from the List of Drafts —

1. Draft Number — The number of the draft generated when it was created. The format of the number
is - DFA/<sequence number>.

2. Subject — The subject of the draft defined in draft details when it was prepared.

3. Status — The status of the drafts defines the stage at which the draft is existing. The various
statuses/stages can be defined as —

Pending Ink Sign
DFA Confirmation
Draft pending for Avaiable only in case
approval of Ink Sign feature
® ® ® ()
Approved Signed
Draft which is approved Approved draft which
and no further changes is now Signed

can be made to its
content.

4. Approved By — Name of the Approving authority who approved the DFA
5. Last updated on — The date on which it was last updated.

6. Action — A user can take following actions on the receipt, such as,
a) Versions — It displays all versions of a draft created so far.
b) Delete — This deletes the draft from the receipt’s list of drafts.
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Note:

= List of Drafts can be sorted based on ‘Last updated on’
= List of Drafts can be traversed through by clicking next page number.
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Various cases of ‘Delete’ Draft Explained —

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

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

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

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

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

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

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

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

Copyright © NIC, 2020
Ver.7.0[48]



~office

Editing Draft in an Electronic Receipt

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

Important Points:

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

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

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

@

Figure 63

2. Click Draft in the menu bar and then Click View Draft.
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Figure 64

3. Click the draft no. from the List of Drafts to open.
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Figure 65

4. Click Edit Button.
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In case content is prepared using online text editor

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

Or

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

Click Download to download the original document, then make changes in the document and
Click Upload to re-upload the edited document.
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6. Add or remove Attachment. (If required)

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

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

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

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

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

STEPS TO FOLLOW:

1. Click opens an Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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Figure 68

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

AR RS AT e aw e meatee |

So o e T TN

Figure 69

3. Click the draft no. from the List of Drafts to open as shown in Figure 70:
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4. Click Edit as shown in Figure.71:
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Figure 71

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

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

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

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

© Public Intra eQffice Inter eOffice / Other Applications

User
Step 6
O reew Extsting Add Reopient Detals

Min/Dept/Others *

Name

Qrganization

Country

MOt One

City/District

house One

Figure 73

7. Click Add.

8. Click Close button in right panel.

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

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

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

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

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

1. ‘New’ allow you to add user’s details in the fields below such as name, address, contact and
etc. and then to further add into recipient list by clicking on Add at the bottom.
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Figure 74

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

3. Choose the address book by clicking on the down arrow in the ‘Search Here’ box and then
enter the recipient name in the search box.
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Figure 75

4. Based on the characters of recipient name entered in the search box, suggestion list will appear.
5. Choose the appropriate recipient(s) and then Click Add.
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NIRRT »

Groups
Under this tab, recipients can be added from already created groups.

1. In the first drop-down list, choose the type/scope of the address book group (‘Self’, ‘Section’,
‘Department’ and ‘Instance’) from which you wish to add recipient(s).
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Figure 76
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2. In the next drop-down, choose the name of the group from which you wish to add recipients.
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Figure 77
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3. The list of contacts already added in the group will be listed below, under ‘All Contacts under
Group’ and select the recipients you wish to add as shown in Figure.78:
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Figure 78

4. Click Add as shown in Figure.79:
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Figure 79
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NIRRT »

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

memo.

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

employee/recipient belongs to.
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Figure 80

2. Enter the recipient name in the search box.

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

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

c) Inter eOffice / Other Applications -This is the domain of employees in other

Ministry/Organization. It can be wused to add recipients who are from other
ministries/organizations, for example, issue a Govt. Order to other government bodies.

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

2. Enter the recipient name in the search box.

(98]

. Based on the characters of recipient name entered in the search box, suggestion list will appear.
4. Choose the appropriate recipient(s) and then Click ‘Add’ (Figure.82).
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Approving Draft

This section describes steps to approve a draft.

Important Points:

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

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

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

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

STEPS TO FOLLOW:

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

Figure 83

B AT ATUATMESMRIER N Cosmevms D g e ma)

By -am bwmn

T ol s s B g P i Dy
f 5 h

Ferm 6 v s s Crer] | argmanp
Diidm Do w8 1§ E = . gl

i Come gy i Famagery

T Tl bma ke reoratd | ow bere e wen e e b Far recermersle— -

{17671 R s TG

Humeihy
F B R

T ]

Bl tive wsi b S021 dovipiid ol e mirnid b 50

Figure 84

Copyright © NIC, 2020
Ver.7.0[62]



~office

3. Click “Yes’ on approval confirmation pop-up box as shown in Figure.85:
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Figure 85

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

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

In case a prefix was chosen, such as for Government Order (GO) form of communication, then the
Issue number is called as the GO number (also used in #Document number). It 1s the composite value
of —

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

<Year>-The year of creation

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

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

Signing Draft

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

Important Points:

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

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

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

Copyright © NIC, 2020
Ver.7.0[63]



DSC SIGN

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

Important Points:

v' JRE Version 1.8 or above appropriate as per OS must be installed in the client machine.
DSC Signer Service must be installed in the client machine.
User must have valid DSC certificates installed in the computer.

User must be registered with DSC and DSC should be plugged in the client system.

< N X X

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

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

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

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

To Sign at the location of your choice

3. Click ‘Custom’ as shown in Figure.89:
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4.

5.
6.

7.

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

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

Note:

Draft status should change to Signed.

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

Option of ‘Edit’ (Recipient Detail) and to ‘Dispatch’ will be available.

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

eSign

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

Important Points:

v
v
v

v
v

eSign Web service should be up and running.
Web service URL should available in eFile application configuration table.

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

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

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

1. Click opens an Approved draft from the ‘List of Drafts’.
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To Sign with OTP method at default location
3. Click ‘Default’ and choose option ‘with OTP’.
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4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.
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5. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
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6. Enter the OTP received on the registered mobile number.

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

To Sign with Fingerprint method at default location

3. Click ‘Default’ and choose option ‘with Fingerprint’.
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Figure 96
4. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected

to the eSign service portal.
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Figure 97

5. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
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6. Select the Fingerprint scanner from the discovered connected device(s).

7. Click ‘Capture’ to capture the fingerprint.

8. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

To Sign with OTP method at location of your choice

3. Click ‘Custom’ and choose option ‘with OTP’.
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4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.
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Figure 100
5. Click ‘Sign’.

6. To proceed, read and agree to the ‘Consent for Authentication form’ and then you are redirected
to the eSign service portal.
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Figure 101

7. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
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Figure 102

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

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

To Sign with Fingerprint method at location of your choice

3. Click “Custom’ and choose option ‘with Fingerprint’.
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Figure 103

4. In the Custom Sign pop up window, select signing area by dragging left click using mouse pointer.
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Figure 104
5. Click ‘Sign’.

6. To proceed, Read and Agree to the ‘Consent for Authentication form’ and then you are
redirected to the eSign service portal.
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Figure 105

7. Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
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Figure 106

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

Note:

» Draft status should change to Signed.

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

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

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

It is the process of maintaining a copy of physically signed draft letter and confirming it with its
originally approved copy in the system.

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

STEPS TO FOLLOW:

1. Click opens an Approved draft from the ‘List of Drafts’.
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Figure 107

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

e LA EL Y

PR [ DI TG ——

e Bl UFRMENON Db Sene AFFRIAD  Yermarr 1

il ot o
Daah Blatais Baispr s, * Ry T
r e + 0 E
[§ = T fmties OF Cortaruscdlisin Frela | e
Dmis G D mmrage- 94 ) 7 Dl L : #
1
Saarwlady “"‘" :m"l. = b l'.l:lm n
i Fa 0f Hidas AL
B Aimrreiae o s e vn e 501101 =
1 Bk

e Seamurm
Yinr wied ben bewr rmeemd. Foo fobore coryruiorien paser e o Us oo reopdreieros
117 T il T

HuggL
F K Matus

Figure 108

Copyright © NIC, 2020
Ver.7.0[75]



e@ffice

T nmmd( 001 P ot o (et et ey

. Dk Dt
—— —re N e Sy -
@ e Upicad x _
e Loy gy
- * * Dok~ ¢ Signodimue v & Upload scanned PDE e
signed Copy of the
gl - Hew Hivdes apor oved Issus letar
BB Dwiicp ‘"
& Doanieds 52 Segeredd bzoe Letver
| Documents #
= Pactures ’ _ L—-—-.—— -\ S |
B9 [Radie Viets » >

00 sl | Symad s Vet WO5 POF Docimmant ; _

R N ]

Phe 11 Dy &
e

Figure 109

3. Click ‘Confirm/Discard Ink Sign’ option. The Approved Copy and uploaded Signed Copy will be
displayed side by side in a popup window for comparison, with option to ‘Confirm’, ‘Discard’ and
‘Close’.
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4. Click ‘Confirm’ in the Pop-up window to complete the physical signing of the draft (or discard to

re-upload the correct signed document and then ‘Confirm’.)
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Figure 111
The ink signed copy of the approved draft is visible on the Left side and the approved copy can be seen
by clicking on ‘Approved copy’ link available below.
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Figure 112

Note:

After uploading the signed copy, the Draft status will change to
‘PENDING_INK_SIGN_CONFIRMATION’.
After confirmation of uploaded signed Copy (Confirm Ink Sign) Draft status will change to ‘Signed’ from

‘PENDING_INK_SIGN_CONFIRMATION?.
Ver.7.0[77]
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Dispatch from Receipt

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

Electronic Receipts

STEPS TO FOLLOW:

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

Figure 113

2. Click‘Initiate Dispatch’ to initiate the Dispatch Process.
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3. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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Figure 115

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

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

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

e Delivery Mode — Delivery mode via which letter is to be dispatched
e Remarks — Additional remarks for the dispatch person if any.
e Copy to All — Select checkbox to auto fill CRU details in all the Public Recipient, to whom
letter is dispatching through is CRU.
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Figure 116
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Note:

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

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

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

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

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

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

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

Note:

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

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

7. Click Send —

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

After clicking on ‘Send/Dispatch with Follow up’ fill following details in Follow-up Setting
Popup-
e Desired Action — Choose one of the actions that describe the purpose of the follow-up.

e Description — Type in remarks for the follow-up.

e Due Date — Provide the follow up date.
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~office

e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.
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Figure 117

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

Note:

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

Physical Receipts

STEPS TO FOLLOW:

1. Click opens a physical Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.
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2. Click ‘Dispatch’ in the menu.
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3. Upload the copy of the Signed copy of the Issue letter to be dispatched on the left panel, if
required. (Not mandatory).

Note:

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

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

Note:

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

against the receipt.

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

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

5. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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6. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
a) Self— Choose ‘SELF?, if the letter is to be dispatched through self.
b) CRU - Choose “CRU?, if letter is to be dispatched through Central Registry Unit.

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

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

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

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

Pt Fill CIL) detusiis

STRTLL CEW [iise® i %

& Copry To &8

Figure 121
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Note:

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

against physical receipts.

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

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

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

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

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

Note:

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

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

the email.

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

6. Click ‘Send’ —

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

created.

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

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

e Follow up for — Choose ‘Self’ if only the self is to be notified on defined due date for the
follow-up or choose ‘Section’ to notify all of the employees in Office/Section/Unit.
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Figure 122

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

Note:

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

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

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

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

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

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

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

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

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

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

Important Points:
v Receipt can be forwarded to only one user in ‘To’ and multiple in ‘CC’.
v' Physical receipts should be in received state in Inbox/Inbox Folder to forward further.

v Multiple receipts can be sent by selecting multiple receipts from Inbox/Inbox Folder and
Created list page.

v Receipts forwarded from Sent list, are sent as CC (copy) of the main receipt.

STEPS TO FOLLOW:

1. Select receipt(s) or click opens a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ menu.
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Figure 123
3. Enter the user details in ‘To’ field. In case you wish to forward its copies to multiple users, enter
user(s) details in ‘CC’.

4. Ifnecessary, you may assign Due date, Action, Priority to the receipt. Select ‘Initiate Action’, if
required. (Initiate action is configuration and role-based available feature)

Figure 124
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5.
6.

AU

2.
3.

Enter Remarks. (mandatory for ‘Initiate Action’)
Choose ALERTS (if required) -
a) Notify Through Email and/or SMS — To notify receiver of the receipt via e-mail and/or SMS.

b) Intimate To — To notify the users in the previous movements of the receipt about this current
movement, via e-mail and/or SMS.

Click -

‘eSign & Send’ - To digitally sign and send using AADHAR based eSign services.
Or

‘DSC Sign & Send’ — To digitally sign and send using eToken.
Or

‘Send’ — To send the receipt without signing digitally.

(Refer steps below for ‘eSign& Send’ and ‘DSC Sign & Send’)

OTP based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with OTP’.

Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to
the eSign service portal.

. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
. Enter the OTP received on the registered (with AADHAR) mobile number.

Click ‘Submit’ to eSign and Send.

Fingerprint based ‘eSign & Send’

. Click ‘eSign’ and choose option ‘with ‘Fingerprint’.

. Read and agree to the ‘Consent for Authentication form’ to proceed and then you are redirected to

the eSign service portal.

Enter your Aadhaar Number/Virtual ID and Click ‘Discover Biometric Device’.
Select the Fingerprint scanner from the discovered connected device(s).

Click ‘Capture’ to capture the fingerprint.

Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.
DSC Sign and Send

. Click ‘DSC Sign & Send’. (May ensure, your eToken is registered with the application and plugged in the

system)
Enter the PIN for DSC.
Click login to Sign and Send.

KEY POINTS:
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e Inter Department Receipt Movement - Receipt can be forwarded to users of other departments by
choosing department from Organization hierarchy list and then users, in case for single instance
multiple departments. By default, self-department is selected. (Configuration based feature).

e Ease in Forwarding — Provision of segregated send ‘To’ and ‘CC’ employee list to choose from,
based on —

a) Recent 5 — List of last five employees/users to whom receipts have been forwarded

b) In Channel — List of employees already in channel of submission/movement of the receipt.
c) Sub-ordinates — List of employees directly reporting to the user who is forwarding the receipt.
d) Send Back — Auto populating the name of the employee from whom the receipt was received.
e) Reporting Officer — Auto populating the user’s reporting officer name.

f) Group — Adding all or selective users from a group of employees already created by the user
who has forwarded. This is visible/can be used only for ‘CC?’, since receipt can be forwarded to
only one user in ‘To’.

e Intimate To — This allows user to intimate all or selective employees/users already in channel of
submission/movement of the receipt, about the current forwarding movement. This can be done
via SMS and e-mail.

Note:
= The copy (CC) of the receipt number generated is on the following pattern:
Sequence Number (Copy number)/Year/Section-Code. For example, 101(2)/2020/Parliament Section.
Sequence number - 101

Copy number -2
Year of Creation - 2020
Section/Office - Parliament Section
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Receipt Sent List

The Sent box displays the list of receipts (Electronic and Physical) sent/forwarded by the user to other
users in the system. It keeps a record of all the receipts sent so far and other details such as the date and
time on which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ under Receipts module. (Figure 125)

Figure 125

Description:

e The Sent list of receipts displays information such as, Nature of Receipt (E/P), Computer No.,
Receipt Number, Subject, Subject Category, Sender Name (Sender of the DAK/ Letter), Sent To, Sent
On, Due On, Remarks and Actions.
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Figure 126

e The list of receipts can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.

o The list of receipts can be filtered on the basis of Nature, Subject Category, Sent Date and Due
Date range by clicking Filter Icon in menu bar.
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e The receipts can be searched using Module Search on the basis of Computer No., Receipt No.,
Subject, Sender, Sent To and Remarks, by entering at least 3 characters.
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Figure 128

e The list of already sent receipts of other users if shared with you (in case of employee’s handover

due to transfer/superannuation/promotion)can be viewed through Show shared Sent.
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The following actions that can be performed on the list of Sent receipts —

= Send,

= Copy

= Generate Acknowledgement,
=  Pull Back

= Initiate Action
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Figure 130

e Further, more details on a receipt such as its diarized letter and other information can be viewed by
clicking on the Receipt No.
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Receipt Pull Back

To ‘Pull Back’ a receipt 1s to call it back from the user to whom it was marked by the user, before it
reaches in their hands. This may be required in case-scenarios where user forwards the receipt to an
unintended person mistakenly, or the person is un-available so the subject matter (receipt) may be pulled
back and re-assigned to someone else. This can only be done until the recipient has received or opened the
receipt. This section describes the steps to pull back a receipt.

Important Points:

v" Only unread (eReceipt) or un-received (pReceipt) receipts can be pulled back.

v' ‘Pull Back’ movement is recorded in the movement details of the receipts.

STEPS TO FOLLOW:

1. Go to ‘Sent’ box.

2. Click ‘Pull Back’ Icon * under ‘Actions’ column corresponding to the receipt number to be
pulled back.

.llm n...l.gn. |.
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Figure 131

3. Enter the mandatory ‘Pull Back’ Remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Back

Remarks =

Empityes o Jesve Pulllng back ta re-aasign |

Figure 132
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STEPS TO PULL BACK MULTIPLE RECEIPTS

1. Go to ‘Sent’ box.

2. Select multiple receipts (eligible) to Pull Back.

3. Click Pull Back menu in the menu bar.

oo [ oot ﬂ

T T ATl Full S

= _ R Binm - L

- u 10
B ¥ o T r— hivars
- Tl T
lJ'.I W g rTet, = ol 43 B
T BT
E T T4 7 ETELE e = .';ﬁ" &
1 Sl P s TEICR e
“F'! | lam ALIERETT SETORIT - _“_" (]
5 9 ST - LEE - al UG
a T5] I ARF e i ra
% sl ¥ F n €L
B [ T2 G L ol LH
- -
I 1 i R L i uf
el e ¥ pEras oot e, e o =l
o
il Berormy 41 LRCH | RN

Figure 133

4. Enter the mandatory*‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

Reason For Pull-Badk

Remarks *
| Employee onfeave. Pulling back to re-assign

Toes! 1000 | 955 Charsetsr [sf

Figure 134
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STEPS TO PULL BACK RECEIPTS FROM ADVANCE SEARCH

1. Select the receipt(s) to pull back from the result of the Advance Search.

2. Click ‘Pull back’ action button at the top.

% B m

g = B By B

Figure 135

3. Enter the mandatory ‘Pull Back’ remarks and Click ‘OK’ in the confirmation pop-up box.

At Fow Pl

Figure 136
Note:
» The pulled back receipts will be moved to the respective folders from which it was sent(Inbox/Inbox
Folder/Created).

Copyright © NIC, 2020

Ver.7.0[94]



~office

Receipt Pull up

This section describes the steps to pull up a receipt from Inbox/Inbox folders/Created list of users who are
in same section/office, individual’s hierarchy or as per the action scope defined in the system by the
administrator. This may be required in case-scenarios, for example, where a person is un-available to
process the subject matter (receipt) so it may be pulled up and re-assigned to someone else. Or, also in
cases where it is immediately required. Pull up is irrespective of the fact whether the user forwarded the
receipt or not.

Important Points:

v Receipts attached with other Files/Receipts cannot be pulled up.

v Closed receipts cannot be pulled up unless re-opened by the custodian.

STEPS TO FOLLOW:

1. Under Receipt View of the Inbox/Inbox sub-folder/Created list, choose Section or Hierarchy
scope.
Or

Choose the user name under Section or Hierarchy scope, whose receipt you wish to pull-up.

Note:

= Section view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

= Hierarchy view gives collective list of all receipts available in the respective folder opened (Inbox/Inbox sub-
folder/Created) of all users in one’s section/office.

2. Select receipts to be pulled up. (Multiple receipts can be pulled up by multiple selection)

3. Click the ‘Pull up’ action button in the menu bar.
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4. Enter the reason in mandatory* remarks Pull up in the pop-up box and Click ‘OK’

Receipt(s) should now be available in Inbox.

Reason For Pull-Up Slep 4 RS

Remarks *— =
i T!"E"J'-E'.El:,-' TE'QL:E-'E

Toeal 1000 | S0 Chararter wft

Figure 138

STEPS TO PULL UP RECEIPTS FROM ADVANCE SEARCH

1. Select the receipts to pull up from the result of the Advance Search.

2. Click ‘Pull up’ action button at the top.

Figure 139

3. Enter the mandatory ‘Pull up’ remarks and Click ‘OK”’ in the confirmation pop-up box.

Reasan For Pull-Us

Rermarks
mrmediarsiy reguirsdl

Tobs 000 | 980 Crarsche: heff

[ oc J e ]

Figurel140

Note:

* The Pull up movement will be added in movement history of Receipt with pull up remark.
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Initiate Action (P/E)

The ‘Initiate Action’ feature is useful when a user wishes to keep a check/follow-up on the actions taken
place on a receipt when it is still in the movement of channel of submission without having to call back the
receipt every time. This is called as ‘initiating an action on a receipt’.

The action can be initiated by a user for the receipts while forwarding them or for the ones which have
been already sent. The recipients of such receipts (in the movement of the receipt) can then add their
comments or record their inputs, which, cab be then reviewed by the initiator against every movement.

This feature is useful, in cases, for example, when the head of the organization/department receives a
letter of important category, and plans to monitor the inputs of the employees towards the disposal of the
letter, by reviewing their comments recorded at every movement.

‘Initiate Action’ primarily consists of —
1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Recording Comments/Action Details — Users recording their comments with every movement of
receipt received with Initiated Action.

3. Review / Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

This section describes the process of initiating a cycle of actions while forwarding a receipt or on already
sent receipt.

Important Points:

v Action on receipts in sent box, can only be Initiated for the ones in active state (not closed).
v Multiple Actions cannot be initiated on a receipt, only one at a time.
v' Initiate action is a configuration-based feature. Available, if the configuration is enabled.

v’ After enabling configuration, user must have necessary privilege/role to use this feature

Initiate Action

STEPS TO FOLLOW:

From Receipt Send Page

1. Select receipt(s) or click open a receipt from Inbox/Inbox sub-folder/Created list.

2. Click ‘Send’ action button.
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Enter the user details in ‘To’ and/or ‘CC?’ field.

If necessary, you may assign Due date, Action, Priority to the receipt.
Select Initiate Action and Initiation Type.

Enter mandatory* Remarks.

NS oA

Choose Alerts (if required) -
Notify Through Email and/or SMS — To notify receiver(s) of the receipt via e-mail and/or SMS.

Intimate To — To notify the users in the previous movement of the receipt about this current
movement, via e-mail and/or SMS.

8. Click ‘Send’ action button.

From Receipt Sent List
1. Click ‘Initiate Action’ link/Icon & under actions against the respective receipt in the Sent list.
2. Select Initiation Type in the ‘Receipt Initiated Confirmation’ pop up box.
3. Provide mandatory*Remarks.
4. Click ‘OK’.
Add Comments to Initiated Action

STEPS TO FOLLOW:

1. Click opens a Receipt from Inbox/Inbox Sub-Folder.
Click Action Details in the menu bar.

. Click Add Comment.

2.
3
4. Select the appropriate option in Action Type combo box.
5. Provide Action Comments.

6

. Click Add.

Note:
1. Comments on a receipt cannot be recorded once the ACTION on receipt(s) is closed.
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Review / Initiated Action Details

STEPS TO FOLLOW:

From Receipt Inbox
1. Click Initiated Action link under Receipt module.

2. Search the receipt using Search Parameters at the top.

3. Click ‘Details’ icon under actions against the receipt number to view the recorded comments and
other details.

From a Receipt Already Attached to a Receipt
1. Click opens a Receipt from Inbox/Inbox Sub-Folder/Created.

Click Attach tab of Receipt History in Receipt Inner Page.

Click Action Details link/Icon for receipt in Attached Receipts List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

S A T

From a Receipt Already Attached to a File
1. Click opens a File from Inbox/Inbox Folder/Parked/Created.

Click Details menu on inner page of file.

Click Attached tab in File History.

Click Action Details link adjacent to Receipt in Attached Receipt List.
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

® N e T oA wN

From ToC Iist of a file in Inbox:

Click opens a File from Inbox/Inbox Folder/Parked/Created.

Click ToC link in Right panel of File Inner page

Click Details icon for receipt.

Click Action Details link.

e » b=
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® N oo oW

N R B

Click Add Comment link in the Action Details pop up.
Select value from Action Type combo box.
Give Action Comments.

Click Add.

From Advanced Search Qutput:

Search receipt in Advanced Search module.

Click Details link in the search output entry.

Click Action Details link in the Movement Details pop up page
Click Add Comment link in the Action Details pop up.

Select value from Action Type combo box.

Give Action Comments.

Click Add.

Closing Initiated Action

STEPS TO FOLLOW:

1.
2.
3.

Copyright © NIC, 2020

Click Initiated Action link under Receipt module.

Search the receipt using Search Parameters at the top.

Click CLOSE icon under actions against the receipt number to view the recorded comments and

other details.

. Enter the Remarks

Click OK.
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Closing of Receipts

A receipt may be required to close in case when —

1. No action is required and is for information purpose only
2. The action is complete and the case is ready to be disposed.

This section describes the process of closing receipts in Inbox/Inbox Folder/Created folder.

Important Points:

v Receipt(s) which have attached files/receipts cannot be closed, they must be detached first.
v" Physical receipt in Inbox/Inbox Folder must be in received state.

v’ After closing the receipt, the status will change to ‘Closed’.

v No action can be taken on closed receipt except ‘View’ and ‘Reopen’.

STEPS TO FOLLOW:

1. Select Receipt(s) from Inbox/Inbox folder/Created using check box or Click a receipt number in
inbox.

2. Click ¢‘Close’ menu.
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Figure 141

3. Give mandatory closing remarks and click ‘OK”’ in the Closing Confirmation pop up to close the
selected receipt(s).

Receipt should move from Inbox/Inbox folder/Created list to Closed—> By Me list.
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(losing Remarks X

Remarks *
No action is required. For infarmation only.

Total 1000 | 956 Character left

Figure 142

Alternatively, user can also click open the receipt from Inbox or Created by clicking on the receipt
number. And then Click Close action button in the menu bar. (Figure 143)
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List of Closed Receipts

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click ‘Receipt’ module in navigation bar.

2. Click “Closed’ folder.

3. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required. (Refer below for
details).

Figure 144
Closed (By Me) -
1. It displays the list of receipts closed by self.

2. User will not be able to take any action on receipts with closed state, except to view them and re-
open.

The user(s) can filter their list of Closed Receipts with help of various search options such as
Closing date range, Computer No., Receipt No, Subject, Remarks, Main Category, VIP Type
and VIP Name.
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Figure 145
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By Others (Hierarchy) —
1. It displays the list of receipts closed by others users in the viewer’s hierarchy downline.

2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of
Sections/ Offices, Closing date range, Computer No., Receipt No., Subject, Remarks, Main
Category, VIP Type and VIP Name.

Note:

= Users with role ‘Role_Closed_By_Others_Hierarchy’ will only be able to see this list.

By Others (All)
1. It displays the list of receipts closed by others users in the viewer’s hierarchy down line.
2. User will not be able to take any action on receipts with closed state, except to view them.

3. The user(s) can filter their list of Closed Receipts with help of various search options such as list of
Sections/Offices, Closing date range, Computer No., Receipt No, Subject, Remarks, Main
Category, VIP Type and VIP Name.

Figure 146

Note:
= Users with role ‘Role_Closed_By_Others_All’ will only be able to see this list.

Copyright © NIC, 2020
Ver.7.0 [104]



~office

Closed Receipt History:

‘Closed Receipt History’ provides the details about the number of times the receipt was closed and re-
opened. These details include the type of action taken place (close/re-open), action taken by user details,
action taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a receipt from Inbox/Inbox folder/Created/Sent/Closed.
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Figure 147

2. Click Closed Tab under History details.
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Figure 148

Note:
The Closed tab displays the action details such as Close or Reopen performed by user, action date and time,

and its action remarks.
Most recent action is visible on the top of the list.

Receipt with no closing history has no information in closed receipt history.
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Re-opening of Receipts

The re-opening of the receipt is required often in cases where an already closed subject matter is now
required to be reopened for further processing. This section explains the steps to re-open a receipt.

STEPS TO FOLLOW:

1. In Closed> By Me list, Click Reopen icon at the end of the receipt record.
Or
Click opens the receipt from Closed-> By Me list and Click ‘ReOpen’ action button.

Figure 149

2. Enter the mandatory* ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.

Reopening Rermarks

O0G | 1000 Craragaer o

Figure 150

Note:

= State of the receipt will be changed to Active.
» Receipt will move to Inbox from Closed.
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Generate Acknowledgement

An acknowledgement letter is a document used to formally acknowledge the receipt of DAK/Letter
received. For example, acknowledging the receiving of an invoice, RTI application or any VIP
correspondence. This section describes the process of generating an acknowledgment while diarizing a
DAKY/Letter or after it was diarized.

Generate Acknowledgement

Generating Acknowledgement while Diarisation

This section describes the process of creating an acknowledgement against an inward correspondence
while simultaneously diarizing it.

STEPS TO FOLLOW:

1. On the receipt diary screen, select Personalize Acknowledgement check box. (Refer for steps for
Diarisation of Dak/Letter).
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2. Click ‘Generate’ to create the receipt and display acknowledgement creation page.

Note:

= Upon clicking ‘Generate’ the receipt is generated and available in Created box and the next screen
visible is to generate the acknowledgement.

Or

Click ‘Generate & Send’ to create the receipt and forward it to the concerned user. After the receipt is
forwarded, ‘Acknowledgement creation page’ is displayed.

3. Prepare the content of the acknowledgement.

Note:
= List of templates can be managed with pre-defined formats which can be selected and used for preparing
acknowledgements.
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4. Click ‘Send Later’ to save the acknowledgement in Receipts>Acknowledgement—=>Created to
dispatch/send it later or Click ‘Continue’ to generate the acknowledgement and further to initiate
dispatch.
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Generating Acknowledgement from Receipt Created/Sent

This section describes the process of creating an acknowledgement against a receipt which is already
diarized i.e. available in created and sent box.

STEPS TO FOLLOW:

1. Select a receipt or click open from receipt’s Sent/Created box.
2. Click ‘Generate Acknowledgement’ to display acknowledgement creation page.

3. Prepare the content of the acknowledgement.
Note:

= List of templates can be managed with pre-defined formats which can be selected and used for
preparing acknowledgements.

4. Click ‘Send Later’ to save the acknowledgement in ‘Receipts-> Acknowledgement-> Created’ to
dispatch/send it later.
Or

5. Click ‘Continue’ to generate the acknowledgement.
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Acknowledgement Created List

Describes the process of checking the list of already created acknowledgements and not sent so far.
1. Click Receipts module in the navigation bar.
2. Click Acknowledgement.
3. Click Created under Acknowledgement.

Figure 154

Description — Acknowledgement Created List

e In the list of acknowledgements created, user can see the acknowledgement numbers, the computer
number and the receipt number against which it is created, Subject, Subject category and the date
on which it was created.

2 Chek on ACK No 10
opon acknowledoernent
and chck open to ‘EON

Figure 155

e To view the acknowledgements user can click the acknowledgement numbers.
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e The list of acknowledgements can be filtered base on creation date range.

4 Modue. wmse
Search

Figure 156

o Acknowledgements can be searched in module wise search base on acknowledgment numbers,
computer number, receipt number and subject.

e The list can also be sorted based on computer number and the creation date by clicking on the
column headers.

e Users can action on acknowledgments such as ‘Edit’ and taking ‘Print’ of the acknowledgement.

Edit Acknowledgement

Describes the process of editing a previously created acknowledgement in the Created list of
Acknowledgement.

STEPS TO FOLLOW:

1. Inthe ‘Receipts’ module, Click ‘Created’ under ‘Acknowledgement’.
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2. Click the acknowledgement number,

eflice

required to edit.
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3. Click ‘Edit’ action button to modify the content of the acknowledgement.
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4. Click ‘Continue’ to update the changes.

Note:

» A ssigned acknowledgment cannot be edited.
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Signing Acknowledgement

The section describes the digital signing process of an acknowledgement.

DSC SIGN

It is the process of digitally signing using eToken.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘DSC Sign’ button.

3. Refer step 5 onwards under article Signing draft.

eSign

It 1s the process of digitally signing using eHastakshar/eSign services based on AADHAR.
User can digitally sign using OTP or biometrics.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from Receipt—> Acknowledgement->Created.
2. Click eSign button.

3. Refer step 5 onwards under article Signing draft.

Ink Sign

It is the process of maintaining a copy of physically signed draft letter and confirming it with
its originally approved copy in the system.

STEPS TO FOLLOW:

1. Click opens an acknowledgment from ‘Acknowledgement-> Created’ under ‘Receipts’.
2. Click ‘Ink Sign’ button and upload the physically signed copy (PDF format) of approved draft.
(Note: The uploaded signed copy is available by clicking on ‘Signed Copy’ link.)

3. Refer step 5 onwards under article Signing draft.
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Send Acknowledgement

Describes the process of sending personalized acknowledgement to the desired recipient(s) (sender of the
receipt or to any other required recipient).

STEPS TO FOLLOW:

1. Click ‘Initiate Dispatch’ to initiate dispatch for the acknowledgement.
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Figure 162

2. Intended recipients are listed under ‘Recipient Details’. Click ‘Add Recipients’ to add more, if
required.
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Figure 163

3. In Recipient Details — Public, select Sent Through for each public recipient (Self or CRU).
¢) Self— Choose Self, if the letter is to be dispatched through self.
d) CRU - Choose ‘CRU’, if letter is to be dispatched through Central Registry Unit.

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

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

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

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

Note:

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

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

Note:

= Delivery Mode Postal is available only in case Dispatch mode chosen is Self.

(Postal Details - Postal Mode*, Postal charges, Medium, Weight, Mode No., Peon Book No.,
Peon Name, Out Date and Time*, Delivery Date and Time, Delivery Status and check ‘Copy
to All’ in case the postal details are to be copied to all recipients in case of multiple recipients)
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b) Email — Select ‘Email’ check box and fill email details, if letter is to be dispatched via email.
Email Details to be entered are - Email Id (Auto populated if available), Subject, Email
Message. User can check ‘Copy to All’ in case the same message is to be copied to all
recipients in case of Multiple recipients)

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

Note:

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

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

the email.

6. Click Send.

Note:
» To check the list of Acknowledgement sent so far, and check their respective Dispatch numbers generated

for every recipient, Refer Dispatch (Officer)> Acknowledgement - Sent.
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Consolidated View of Receipt

This feature allow user to view receipts available on his or her multiple posts in a single window.

STEPS TO FOLLOW:

1. Log into eFile account to view file inbox list of primary post

2. Click “All” posts link available in dropdown under Logged in user’s Primary post in profile area.
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Figure 164

3. Click OK in the confirmation popup to switch to consolidated inbox.
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Consolidated Receipt Inbox

e Consolidated Inbox will display Receipt Marked To users multiple posts in a single Inbox list.

e Fields Like Computer No., Receipt number, Subject, Sent By, Sent On, Marked To (Post), Due
On, Read on and Remarks are displayed

e Actions on single Receipt selection- Receive (Applicable for unreceived physical Receipt only), Put in a
File, Send Back, Send, Dispatch and Close can be taken.

e Receipt inner page (Detail Page) can be viewed by clicking on Receipt Number.

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

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon
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Consolidated Inbox List can be filtered depending on Nature, Priority, Subject Category and Sent
Date, Due Date, etc. by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No., File No., Sent On and Due On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sent By and
Remarks)

Using context menu (on mouse right click) Inbox Receipt can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back

Clickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Note:

Receipts in Inbox folder of user’s various posts should be displayed in Consolidated Inbox List.

Consolidated Receipt Created List

Consolidated Created list will display Receipt created by users multiple posts in a single created list.

Fields like Computer No., Receipt number, Subject, Subject Category, Created By, Created On and
Remarks are displayed.

Actions on single Receipt selection- Send, Put in a File, Dispatch, Generate Acknowledgement
and Close.

Receipt Inner Page (Detail Page) can be viewed by clicking on Receipt Number.

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

Consolidated Created List can be filtered depending on Nature, Subject Category and Creation
Date by clicking Filter Icon in menu bar.

List of Receipt can be sorted based on Computer No. and Created On.

Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Subject
Category and Remarks)

Using context menu (on mouse right click) created receipt can Opened in Same or Different Tab
of browser and can be Send.

Clickable Attachment Icon should be displayed next to file no. in case of Receipt having an
attached File/Receipt.

Legends and Color Code should be used to differentiate various Receipt in list.

Copyright © NIC, 2020
Ver.7.0[119]



~office

Consolidated Receipt Sent List

e Consolidated Sent list will display Receipt sent by users multiple posts in a single list.

e Fields like Computer No., Receipt number, Subject, Sender, Sent By, Sent To, Sent On, Due On
and Remark are displayed.

e Actions on single Receipt selection- Send, Generate Acknowledgement, Pull Back and Initiate
Action can be taken.

e Receipt inner page can be viewed by clicking on File Number in Read only Mode.

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

e User should be able to Initiate Action on individual electronic and physical Receipt (Action should
be initiated from post from which individual Receipt is forwarded)

e User should be able to Pull Back individual Unreceived (P)/Unread (E) Receipt. (Action on Multiple
selection is allowed if selected Receipt are forwarded from same post)

e Consolidated Sent List can be filtered depending on Nature, Subject Category, Sent Date and
Due Date by clicking Filter Icon in menu bar.

e List of Receipt can be sorted based on Computer No. and Created On.

e Receipt can be searched using Module Search (Computer No., Receipt No., Subject, Sender,
Sent To and Remark)

e C(Clickable Attachment Icon should be displayed next to Receipt no. in case of file having an
attached File/Receipt.

¢ Legends and Color Code should be used to differentiate various receipts in list.
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Print/Download Receipt

This feature allows user to Print/Download content of Receipt as per selection

Important Points:
v User must have assigned Role_.DOWNLOADER.

STEPS TO FOLLOW:

1. Click Download/Print action button on Receipt Inner Page to open Downloading page.

A Simple PDF File
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Figure 166

2. Select the Radio Button (Complete Receipt, Receipt Details, Draft, Issue, Movements History and
Action Detail) as per requirement.

3. Select Customize button (if required) to download selected content of Complete Receipt, Draft,
Issue, Movements History and Action Detail.

4. Click Preview Button to view selected content. (If Required)

5. Click Download Button.

Copyright © NIC, 2020

Ver.7.0[121]



B e L AR B STIMMEBAHIFFDT D O Naromes
Ll
. SR I e e
i
[ — e SIEI [ MG IILECFR
.= [CLT “conman | -
0 crmtedCemeesfien B Siecedrlewcied Seoneis. @ Dopest B ek Haury St Fir Fim
(%7 B Cene by Main Camwgany Carrrme D lavvicrn Tl Canspary |
oo Flarrn dgernmias Tejie [arigrosian el
2 e :
e Parern o Lo Gty Mamin Courmr
ILH Diypsne HJ Corremgransrry
G Ty Ly Hef. W -
krsnmprr Hopyery mt
ﬂ Leties Dt Fam mrimd oaie o Lighirhi]
e phore meads, m:l Diwryp Daiw iR ] [Hawam By L I T LR T}
u B (i
“.@ LELE L=
Sabqar TR Bt
B [ L T
Roddrran by feeg
r
T A 7

Figure 167

Note:

= Selected Content of Receipt will get downloaded to Systems in PDF format.

= Receipt No. (Computer No.) will be embossed on every page of downloaded File.

* Draft no., Issue no., Receipt no. will be embossed on respective documents.

» Downloaded page sequence No. should be embossed on every page at center Bottom.
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Advance Search for Receipt

This Feature allows User to users to Search and Retrieve Receipt (According to the assigned Search
Scope) and takes actions on searched records (According to assigned Action Scope).

Important Points:

v’ Search Privileges must have been set for instance level by administrator. (Refer Search privilege

for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer Search privilege for individual user).

STEPS TO FOLLOW:

1. Click Advanced Search link in Receipt Quick Access Menu. (System redirects to the ‘Advanced
Search’ screen with ‘Receipt’ tab activated by default.)
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2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).
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3. Search from main Basic parameters (Computer no., Receipt No. or Subject).Figure 169

4. Select Additional parameters from dropdown list icon to search with additional inputs.
(Received/ Sent, Diary Detail and Sender Detail)
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Figure 170

5. Click Search Receipt button to search the receipt records.

6. Opt for default output fields or Select/Remove output fields. (Computer No., Receipt No. and Subject
cannot be removed)
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Figure 171

Note:

List of Receipt will be displayed based on selected input search parameters values.

Searched record will display file(s) depending on their current location.

Searched record list can be sorted depending on Active, Created and Closed File.

By Default Closed Receipt will not be displayed in output. User should have to select Include Closed
checkbox to retrieve closed Receipt Record.

Actions Allowed on Searched Receipt

e Send: Clicking Send Action Link/Menu (for single/multiple Receipt) should open send window to
forward single/multiple Receipt.

Note:
= This action will be applicable when receipt is available in signed in user’s Receipt inbox/inbox
folder/Created.

e Reopen: Clicking on Reopen Action Link/Menu (for single/multiple Receipt) should open
Reopen Remark popup. On providing mandatory Remark and Clicking OK should Reopen the
Receipt.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt Closed (By Me)
List.

e Receive: Clicking on Receive Action Link/Menu (for single/multiple Receipt) should Receive
unreceived physical receipt to user’s Receipt inbox.
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Note:

= This action will be applicable when physical receipt is available in user’s Receipt inbox/inbox
folder in unreceived state.

e Pull Up: Clicking Pull up Action Link/Menu (for single/multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Up single/multiple Receipt to
user’s Receipt inbox.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Pull Back: Clicking Pull Back Action Link/Menu (for single/ multiple Receipt) should open a
confirmation popup. Providing Remark and clicking OK should Pull Back single/multiple Receipt
to user’s Receipt inbox.

Note:

= This action will be applicable when Receipt is available in signed in user’s Receipt sent list and
remained in unread/unreceived state in recipient Inbox.

e Details: Clicking on details action link should display the complete Details and Movement of
Receipt.
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File

A File is a collection of related records which comprises of Receipts, Noting, Drafts, References, and
Linked Files.

Create a new File

STEPS TO FOLLOW:

1. Click “Create New” from the “File” module or “Create” link in Quick Access Menu bar to view
file creation page. (Figure 172)

2. Select Nature (Electronic/Physical) and Type (Non SFS/SFS) of File to be created.
3. Select the File-Heads from the available drop-down list under “File No”.

4. Enter Mandatory Description and provide other relevant details like Main Category, Sub-Category,
Remarks, Previous References, Later References and Language.

5. Click ‘Continue working’ to create a new file of selected Nature and Type.
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Figure 172

Note:
= Creation of File depends upon Role Assigned to User
= Selection of Nature and Type of File is Configuration Based
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IMPORTANT POINTS:

e Non SFS - User must select the available file heads for the nomenclature of File.
e SFS -User can enter File No. without any restriction or standards

o File No. once generated cannot be edited however other metadata can be edited any time by the
users of Dealing Section of File.

e Created Files can be viewed from Created Sub module of File Module.

Created File List

The Created List of Files displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files those are forwarded to recipient but pulled back later. User can Click Created link under file
module to view Created File listing. (Figure 173)

@ffice

Figure 173

e Created List displays Files that are Created (Electronic/Physical) and not yet forwarded and
created files forwarded to recipient but pulled back later.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Subject Category, Created
On and Remarks are displayed.

e Actions like Send, Create Volume (For Physical File), Create Part, Close can be taken.

e File inner page can be viewed by clicking on File Number.

e List of Files can be sorted based on Computer No. and Created On. (Figure 174)
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e Using context menu (on mouse right click) created files can be opened in same or different tabs of

browser and can be sent (Figure 175).
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Figure 175

e Files can be searched using Module Search (Computer No., File No., Subject, Subject Category

and Remarks. (Figure 176)
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e Created File list of Self, Section User and User under individual post hierarchy can be viewed

through File view (Figure 177).
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Figure 177

Note:

Created list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

o C(Clickable Attachment Icon will be displayed next to File no. in case of File having an attached

File/Receipt. (Figure 178)
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Figure 178

Note:

Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

Created File list can be filtered depending on Nature, Subject Category and Creation Date by
clicking Filter Icon in menu bar. (Figure 179)
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Figure 179

Legends and Color Code are used to differentiate various Files in list.
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File Inbox

The File Inbox is the list of Files submitted/marked to a user. The Files in Inbox are in active state
pending for the user’s necessary action for its disposal. User can clicks on Inbox sub module under File
module or Inbox Quick Access menu of File in the Home Page to view Inbox List.

Figure 180

e Inbox list displays record of Files that have been marked to the logged in user.

o Fields like Nature of File (E/P), Computer No., File Number, Subject, Sent By, Sent On, Read on,
Due On and Remarks are displayed.

e Physical file marked to user are displayed as unreceived and user will not be able to click open the
file without receiving them.

e Actions like -Receive (Applicable for unreceived physical files only), Send Back, Send, Move To
(Inbox Folder), Create Volume (Applicable for physical files only), Create Part, Park, Close (Send
For Approval) can be taken.

e Inbox View can be switched from Advance (Row based) to Normal (Column Based) by clicking on
switch icon. (Figure 181)
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Note:
= To configure the default view for Inbox List Refer Preferences sub module of Setting Module.
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e File inner page can be viewed by clicking on File Number.

e Sent By user details (Name, Designation, Marking Abbreviation, Post, Section, Department, Email
and Instance) can be viewed by clicking on user’s name. (Figure 182)

Figure 182

e List of Files can be sorted based on Computer No., Sent On and Due On. (Figure 183)
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Figure 183

e Files can be searched using Module Search (Computer No., File No., Subject, Sent By and
Remarks). (Figure 184)

Figure 184

e Using context menu (on mouse right click) Inbox files can be Received (Unreceived physical file
only),Opened in Same or Different Tab of browser and can be Send or Send Back. (Figure 185)
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Inbox file list of Self, Section User and User under individual post hierarchy can be viewed through
File view. (Figure 186)
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Note:

Inbox list of Section User and User under Individual Post Hierarchy can only be viewed. File need to be
pulled up, to view inner page and take various actions.

Clickable Attachment Icon will be displayed next to file no. in case of file having an attached
File/Receipt. (Figure 187)
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Figure 187
Note:

Clicking on Attachment Icon will display list of attached File/Receipts in a Popup window.

Inbox File List can be filtered depending on Nature, Priority, SubjectCategory and Sent Date,
Due Date, etc. by clicking Filter Icon in menu bar. (Figure 188)
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Figure 188

e Legends and Color Code will be used to differentiate various file in list.

Move File to Folder of Inbox

User can manage Inbox Files by moving selected Files to Self-created Folders in File Inbox.

STEPS TO FOLLOW:

1. Select Files from Inbox or Folder of Inbox.

2. Click destination Folder from dropdown list of My Folders under Move to menu. (Figure 189)
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Figure 189

Note:
» For Editing Folder Name and Deleting Folders Refer Folder Management.
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Electronic File Inner Page

Electronic File Inner pages displays Nature of File, Computer No., File No., Subject, Noting Panel,
Correspondence panel and various menus to work on file. (Figure 190)

Electronic File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.
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Figure 190

Actions on File Inner Page

Actions on Menu Bar

e File Home Page: Clicking File homepage Icon will display files Green Note in Left Panel and
ToC/Recent Correspondence (As per preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File
e Details: Clicking Details will open Detail Page of File.
e Draft: Clicking Draft menu will display Create New and View Draft sub menu.
o Clicking Create new sub menu of Draft, will open Draft editor page.
o Clicking View Draft sub menu of Draft will open List of Draft Created on Right Panel.
o Edit: Clicking Edit will open File Cover Page to edit Meta data of File.

e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in To Field.
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Link: Clicking Link Menu will open Linked Files List with option to Link Files.

Attach: Clicking on sub menu Attach File/Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

Park: Clicking on Park Menu of file will open popup to move File to Parked Folder.

Close: Clicking on submenu (Close/ Send for Approval) of Close will open popup to take
necessary action.

More: Clicking More action menu will display following menus in drop-down.

o Action Detail: Clicking Action Detail will open Initiated Action detail Page.

o Create Part: Clicking on Create Part will open Part File creation page.

o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.
=  Merge File sub menu will be inactive for Electronic File.
* Merge Detail will open details of merged File.

Print/Download: Clicking on Download will display a Print/Download page to View or
Download Complete/Customized File, Noting, Correspondences, DFA, Local Reference,
Movement History and Action Detail.

Note:

Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

Actions on Left Panel (Noting Panel
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e Add note: Clicking on Add Note Icon will display icon to Add Green Note and Add Yellow Note.
o Add Green Note: Opens Green Noting editor page.
o Add Yellow Note: Opens Yellow Noting editor page.
e Switch View: Clicking on Switch View Icon switches the view of Noting Panel to Split view panel.
e Sort/Filter Note: Clicking in Sort/Filter note Icon display icon to Sort by ASC/DESC and Sort By
Post.
o Sort by ASC/DESC: Clicking on Icon will sort noting by Note no., in Ascending or
Descending order.
o Sort by Post: Clicking on Icon will display post of all users mentioned in Green Note and
selecting one of them will display noting of selected post.

Actions on Right Panel
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Figure 192

e Switch View: Clicking on Switch Window Icon switches view of Correspondence Panel to Split view
panel.

e Referencing Icon: Clicking on Reference Icon will provide option to refer previous note or attached
correspondence in Green or Yellow note in file.

Note:

Referencing Icon will be active only on selection of text in Green/Yellow Note Editor and only if
Correspondence or Previous Noting is available in File.

e Action Menu dropdown list (Hamburger menu Icon): Clicking on Action Menu dropdown list will
display dropdown list of menus (TOC, Recent, All, Previous Noting, Migrated Noting, Draft List,
Draft Document and References)
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o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.

o Recent: Clicking on Recent menu icon will display latest attached correspondence in PDF
format with option to navigate all the attached correspondences.
All: Clicking on All menu icon will display all attached correspondence in PDF format.
Previous Noting: Clicking on Previous Noting menu icon will display all Previous Noting.
Migrated Noting: Clicking on Migrated Noting menu icon will display Noting uploaded during
File Migration.

Note:
Migrated Noting menu will be visible only for Migrated File having migrated Green Note.

o Draft List: Clicking on Draft List menu icon will display list of all drafts along with draft
version list.
Draft Document: Clicking on Draft document menu icon will display latest draft.

o References: Clicking in Reference menu icon will display list of all attached local References.

Physical File Inner Page

Physical File Inner pages displays Nature of File, Computer No., File No., Subject, Correspondence panel
and various menus to work on file.

Physical File Inner page can be opened by clicking on File no. link from various list pages viz.
Inbox/Inbox Folder/Created/Parked Folder.

Figure 193

Copyright © NIC, 2020
Ver.7.0[138]



Actions on File Inner Page

Action on Menu Bar

e File Home Page: Clicking File homepage Icon will display ToC/Recent Correspondence (As per
preference setting) on Right Panel.

e Movements: Clicking Movements will open Movement page of File

e Details: Clicking Details will open Detail Page of File.

e Edit: Clicking Edit will open File Cover Page to edit meta data of File.
e Send: Clicking Send will open Send page of File.

e Send Back: Clicking Send Back will open file send page with name of Sender of File auto
populated in ‘To’ Field.

e Convert: Clicking Convert will open File conversion page to convert physical file to Electronic
File

e Link: Clicking Link Menu will open Linked Files List with option to Link Files.

e Attach: Clicking sub menu Attach File/ Attach Receipt of Attach File menu will open
File/Receipt Attachment Page.

e Park: Clicking Park Menu of file will open popup to move File to Parked Folder.

e Close: Clicking submenu (Close/ Send for Approval) of Close will open popup to take necessary
action.

e Dispatch: Clicking Dispatch will open dispatch page of File.
e More: Clicking More action menu will display following menus in drop-down.
o Action Detail: Clicking Action Detail will open Initiated Action detail Page.
o Create Part: Clicking on Create Part will open Part File creation page.
o Create Volume: Clicking on Create Volume will open File Volume creation Page.
o Merge: Clicking on Merge will display Merge File and Merge Detail sub menu.

=  Merge File sub menu will open File Merging Page with option to select physical files and
merge.

=  Merge Detail will open details of merged File with option to Demerge or Merge with
another.

e Print/Download: Clicking on Download will display a Print/Download page to View or
Download Complete/Customized File, Correspondences, Local Reference, Movement History
and Action Detail.
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Note:
* Menus/Action Buttons which are not applicable in currently opened file will remain Inactive.

Actions on Correspondence Panel
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Figure 194

e Switch View: Clicking Switch Window Icon switches view of Correspondence Panel to Split view
panel.
e Action Menu dropdown list (Hamburger menu Icon): Clicking Action Menu dropdown list will
display dropdown list of menus (TOC and References)
o ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
o References: Clicking in Reference menu icon will display list of all attached local References.
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Add Correspondence in File

User can add correspondences in both Electronic and Physical File Inner page opened from File
Inbox/Inbox Folder/Created/Parked Folder and take various actions on attached correspondence.

Add Correspondence in Electronic File

User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/ Inbox Folder/ Created/
Parked through following process.

STEPS TO FOLLOW:

1. Click ToC menu from Action Menu Dropdown list in the right panel of file inner page.
(Configurable using user preference setting to view correspondence list by default).
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Figure 195

2. Click Add Receipt action button.
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Figure 196
3. Select receipt from year wise sorted list of Electronic Receipt.
4. Provide mandatory Remark.

5. Click Attach to attach selected receipt in File.

List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.

Note:
= Latest correspondences (receipt/issue) will be displayed on top the list
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Figure 197

Action on ToC List

e Issue details, Dispatch Details (with option to View Remainders, View Versions of Issue,
Download Issue Attachments, Print envelope and View details of specific dispatch), Dispatched
Document (PDF) along with Attachment in respective Issue can be viewed by clicking on
information icon adjacent to attached Issue.

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.
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e Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.
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o Close: Selecting a receipt from Correspondence list using check box and clicking Close from
action menu drop down, displays closing confirmation pop up. Giving closing confirmation
and clicking on OK, closes the receipt.

Note:

»= Reopen link becomes active once a receipt is closed in Correspondence list.
= Not applicable for Issues.

o Detach: Selecting a receipt from Correspondence list using check box and clicking Detach from
action menu drop down, displays detach confirmation pop up (when there is no movement of
file after the selected receipt was put in). Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with its Issues (if any).
= Receipt will only be detached if there is no movement of File after the receipt was put in.
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= Not applicable for Issues.

o Mark as PUC: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as PUC, the receipt is marked as PUC.

Note:

= Not applicable for Issues and closed receipt.

o Mark as FR: Selecting an unmarked receipt in Correspondence list using check box and
clicking Mark as FR, provision of FR mapping with PUC is displayed. User can select PUC
No. from the list of PUCs from dropdown list and click Mark action button to mark the receipt
as FR.

Note:

= Not applicable for Issues and closed receipt.

o Unmark: Selecting a marked (FR/PUC) receipt in Correspondence list using check box and
clicking Unmark, the receipt is unmarked.

Note:
= Not applicable for Issues.

o Reopen: Click Reopen link/Icon, displays the receipt reopen confirmation pop up. Entering
reopening remark and clicking OK, reopens the receipt.

Note:
*  Once receipt is reopened, Selection check box is made active and Reopen Icon is made
inactive.

e Action on issues like Create Reminders can be taken from correspondence list view.

o Create Reminder: Click Reminder link/Icon for Issue, displays the View Reminder window
with the Issue Details and Reminder list and details,

Note:
= Applicable only for Issues.

e Further receipt can be attached in correspondence list using Add Receipt feature.
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Add Correspondence in Physical File

User can attach pReceipt/eReceipt diarized in eOffice to a pFile opened from Inbox/ Inbox Folder/
Created/ Parked through following process.

STEPS TO FOLLOW:

1. Click Add Receipt action button.
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Figure 198
2. Select receipt from year wise sorted list of Physical/Electronic Receipt.
3. Provide mandatory Remark.

4. Click Attach to attach selected receipt in File.
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Figure 199
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List of all the attached correspondences (Issues, eReceipt, pReceipt) will be displayed in ToC.

Figure 200

Note:

= Latest correspondences (receipt/issue) will be displayed on top the list

Action on ToC List
e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and Movement of the receipts can be viewed in popup window by
clicking on information icon adjacent to attached receipt.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.

e Attachments of the issues can be viewed by clicking on attachment icon.

e Issue details, Dispatch Details (with option to print envelope and view details of specific dispatch),
Dispatched Document (PDF) along with Attachment in respective Issue can be viewed by clicking
on information icon adjacent to attached Issue.

e Basic details, Dispatch History and movement of the receipts can be viewed by clicking on
information icon adjacent to attached receipt.

o Content of the receipts can be viewed by clicking on Receipt No. link.

e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark, Reopen etc.) can be taken
from correspondence list view.
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Add Noting

This feature is required to add Green or Yellow Note in an electronic file opened from File Inbox/Inbox
Folder/ Created/ Parked.

Add Green Note

In order add green note in an electronic file user needs to follow following steps.

STEPS TO FOLLOW:

1. Click ‘Add Note’ icon to expand and then click ‘Green Note’ Icon in noting panel of electronic
file inner page.
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Figure 201
Note:

= User will be able to select Standard/ User defined Quick noting (English, Hindi, Other language) by
Clinking on respective Sub Menu of Quick Noting action button available in Note Action Header.
= Option to Discard, Save and upload Attachment will be available for green note.

2. Enter either text by typing or paste copied data (text, hyperlink and image) in the web editor or
inserts table (using editor toolbar).
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Park Files

This feature is required to Park those files of File Inbox/Inbox Folders on which user needs to take action
after a certain period of Time.

Important Points:

v" Main file must be present in Inbox/Inbox Folder.

v’ Physical files in Inbox must be in received state.

STEPS TO FOLLOW:

1. Select Files using checkbox in File Inbox/Inbox Folder list or click open a file from Inbox/Inbox
Folder.
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2. Click Park menu.

3. Provide Parking Due Date and Parking Remarks in Confirmation Pop up.
4. Click OK button.

Figure 252

Note:

List of parked files will be displayed under Parked link of Files module.
File will be removed from inbox/inbox folder listing.

User will be provided option to Unpark file.

User will be provided option to Extend Parking Due Date.

Park file history will be maintained in the Park History of File.

Parked Files

The Parked File is the list of Files Parked from Inbox/Inbox Folder. User can click Parked link under File
module to view parked files.

e Parked File List can be filtered depending on Nature, Parking Date and Due Date by clicking
Filter Icon in menu bar

e Parked Files can be searched using Module Search (Computer No., File No., Subject and Remarks)
e Parked Files can be Unparked

STEPS TO UNPARK FILE:

1. Click Unpark menu after selecting files or click Unpark link with respect to parked file
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View File Details

Various details of File can be viewed by clicking on Details menu in File Inner Page.

e Basic metadata (File No., Opening Date, Main Category, Sub Category, Previous Reference, Later
Reference, Read On, Subject and Remarks) will be displayed.

e List of attached/detached File(s)/Receipt(s) will be displayed under Attached/Detached tab of
Files History section.
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Figure 255

Note:

» Attach/Detach history should not be maintained if attached File(s)/Receipt(s) get detached without any
movement of File

e List of Linked/Delinked Files will be displayed under Linked/Delinked tab of Files History
section.
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Create Draft (DFA) in an Electronic File

Draft for approval (DFA) can be created in a standalone Electronic File (Not Attached with any other
File/Receipt) available in Inbox/Inbox folder/Created/Parking list. There can be three different nature of
Draft that can be created.

i. New Fresh Draft
ii. Reply Draft
iili. Reminder Daft

Create a New Fresh Draft

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.
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2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Typeor paste copied content in the text area to create draft content.
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Add Hash Tag if required (If draft created using Text Editor or Template)

Add Attachment if any.

Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)
Fill basic metadata categorized under Draft Details.

Click Add/Edit Recipients (Optional at time of Draft Creation) action button.

® N 9 woa

Click Save to Save the draft and generate unique draft number.

Create a Reply Draft

Important Points:

v Receipt (of same or external instance) must be attached as a correspondence in file.

v’ Attached receipt in correspondence should not be in closed state.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

. Add Hash Tag if required (If draft created using Text Editor or Template)

3

4. Add Attachment if any.

5. Check Enable Multi Sign checkbox. (If draft needs to be signed by multiple signing authority)
6

. Fill basic metadata categorized under Draft Details.

7. Select Draft Nature as Reply(A4vailable only when file has active receipts in correspondence)
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8. Select Receipt No. if there are multiple receipts in ToC.
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Note:

= If only one receipt is available in ToC, it will be selected by default
» Recipient details, Main Category, Sub Category and Subject of selected receipt are auto fetched
in respective metadata fields.

" Clickinicon will display details of Receipt.

9. Select Reply Type (Optional) from Drop down list.

10. Click Add/Edit Recipient (Optional at the time of Draft Creation) action button for adding more
recipient.

11. Click Save to Save the draft and generate unique draft number.

Create a Reminder Draft

Important Points:

v' Issue must be a present in correspondence of file.

STEPS TO FOLLOW:

1. Click Create New Draft submenu of Draft menu from file inner page menu bar.Figure 264

2. Select from pre-defined draft template or Upload a file (PDF or Word Document Only upto 25 MB) or
Type or paste copied content in the text area to create draft content.

3. Add Hash Tag if required (If draft created using Text Editor or Template)
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View Draft List

Important Points:

v' Electronic File containing the drafts must be in Created/Inbox/Inbox Folders/ Parked/Closed
list.

v' Electronic File must have drafts in DFA/Approved/Sign Pending/Signed State.

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown
menu on Right panel of File Inner Page to view List of all created Drafts.
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Note:

= User will be able to see list of DFA/DRAFT created by the users in a File in Draft list (user should be
able to by default open draft list tab in right panel of file inner page using User Preferences Settings)

= User will be able to View Draft details (Draft No., Subject, Last Updated On and Approved By) and
version details (Version, Created On, Created By, Status).

= User will be able to click open a draft, to view the Draft.

= User will be able to identify Draft with enabled Multi Sign (Demarcated using Icon).

= User will be able to view Signature Details (Signed By, Signed On, Signed Using (DSC/eSign)) by
clicking on Signed Status.

= User will be able to take following action - Show Version and Delete.

Show Version

Clicking on Show Version Icon should display all version of respective draft.
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Delete Draft

Only Draft in DFA State can be deleted.
From Draft List
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¢ File without further movement (Single Version): Clicking Delete Icon in draft list should remove
the Draft and its version.

¢ File with further movement (Single Version): Clicking Delete Icon in draft list should change the
Draft and its Version Status to “DELETED?’ and Draft No. and Version Link should become
Inactive

¢ File without further movement (Multiple Version): Clicking Delete Icon in draft list should

remove the latest created version (if any) and change the Draft and its other Versions Status to
‘DELETED’ and Draft No. and Version Link should become Inactive

o File with further movement (Multiple Version): Clicking Delete Icon in draft list should change
the Draft and its Version Status to ‘DELETED’ and Draft No. and Version Link should become
Inactive
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Edit Draft (DFA)

This feature is required to edit draft (DFA) content, details and Add/Edit Recipient details.

Important Points:

v
v

Created drafts must be available in the Draft List of the electronic file.

Electronic File containing the saved draft (to be edited) must be in Created/Inbox/Inbox
Folders/ Parked list.

v' Draft to be edited must be in DFA state (with unique draft number).

v
v

Draft to be edited must not be in Approved state.

Draft to be edited must not be created by users of external eFile instances

STEPS TO FOLLOW:

1. Click View Draft submenu of Draft menu from file inner page menu bar or Draft List Dropdown

menu on Right panel of File Inner Page to view List of all created Drafts. Refer View Draft.

2. Open unapproved draft from Draft List by clicking on Draft No.
3. Click Edit Button.
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Figure 276

Scenario 1: In Case of DFA created using DFA Editor or Template

4. Saved content of the draft should be displayed in editable form
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Add Recipient in Draft

This Feature allow user to Add Public, Intra eOffice and Inter eOffice Recipient in recipient detail list of

draft/dispatch. Also user can Edit details of Public recipient and Remove recipients at any point of before
final dispatch.

There are three type of Recipient that can be added in Draft/Dispatch.

i.  Public: Public Users not having an eOffice Account
ii. Intra eOffice: Users of other departments available in same eOffice Instance
iii. Inter eOffice: Users of other departments available in other eOffice Instance

Important Points:

v' Intra eOffice and Inter eOffice instance recipient can be added only for electronic
Draft/Dispatch.

v" Duplicity of Recipient will not be allowed.

STEPS TO FOLLOW:

1. Click Add/Edit Recipient in Draft/Dispatch Page to view Add/Edit Recipient popup window
with Public> User (New) preselected.

Note:

» Ifrecipient details are already listed in Draft/Dispatch it should be displayed in right —panel of
Add recipient popup with option to edit/delete

2. Fill all available details of recipient (including mandatory fields) and click ADD.
Note:

= User details form gets reset to default value. Recipient Detail will be listed in right panel with
option to edit/delete.)

3. Click Close button in right panel to close the Popup.

Note:
= To Add Recipient for Public , Intra eOffice and Inter eOffice, refer following link
o Public Recipient
o Intra eOffice Recipient
o Inter eOffice Recipient
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Approve Draft (DFA)

Approval of Draft in File will be same as approval of draft in receipt. Refer Approve Draft in Receipt.

Signing a Draft

Signing of Draft in File will be same as Signing an approved draft in receipt. Refer Signing a Draft in Receipt.

Dispatch from File

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

Electronic File

Dispatch from Electronic File will be same as Dispatch from Electronic Receipt (Refer Page No.78).

Physical File

STEPS TO FOLLOW:

1. Click opens a Physical File from Created/Inbox/Inbox Folder list of File.

2. Refer Dispatch from Physical Receipt from Step 2 Onwards.
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Send Files

This feature allows user to forward Files to other users from Inbox/Inbox Folder/Created List.

Important Points:

v" File should be available in file inbox/inbox folder /created list.

v" Physical files in Inbox should be in received state.

STEPS TO FOLLOW:

1. Select files or Click open a file from Inbox/Inbox Folder or Created list.
2. Click Send menu
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Figure 278

3. Select user in To field (Select the user from segregated employee List using any of “All” |, “Recent
5”7, “In Channel”, “Sub-ordinates”, “Send Back” and “Reporting Officer”).
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12. Select Intimate Through (SMS/Mail) using checkbox to intimate users in previous movements. (If
required).

13. Click Send to forward file.

Note:

* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.

Send file with eSign

This feature allows user to digitally sign green note using eSign (Aadhaar based using OTP or
Fingerprint).

Important Points:

v' File should be available in file inbox/inbox folder /created list.
Physical files in Inbox should be in received state.
eSign Web service should be up and running.

Web service URL should available in eFile application configuration table.

D N NI NN

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

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

AN

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

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.

OTP based ‘eSign & Send’
1. Click eSign and Send and choose option ‘with OTP’.

2. Read and agree to the ‘Consent for Authentication form’ to proceed and then you will be
redirected to the eSign service portal.

3. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.
4. Enter the OTP received on the registered (with AADHAR) mobile number.
5. Click ‘Submit’ to eSign and Send.
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Fingerprint based ‘eSign & Send’
1. Click eSign and Send and choose option with ‘Fingerprint’.

2. Read and agree to the ‘Consent for Authentication form’ to proceed and then you will be
redirected to the eSign service portal.

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

3
4. Select the Fingerprint scanner from the discovered connected device(s).
5. Click ‘Capture’ to capture the fingerprint.

6

. Click ‘Submit’ after successfully capturing the fingerprint to eSign and Send.

Note:
* Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.

By clicking on Signature user will be able to view complete details of Signer.

Send file with DSC (Digital Signing Certificate)

This feature allows user to digitally sign green note using DSC Token.

Important Points:

File should be available in file inbox/inbox folder /created list.

Physical files in Inbox must be in received state.

JRE Version 1.8 or above appropriate as per OS must be installed in the client machine.
DSC Signer Service must be installed in the client machine.

User must have valid DSC certificates installed in the computer.

User must be registered with DSC and DSC should be plugged in the client system.

DN N N N N RN

Compatible DSC installer should be present in computer.

STEPS TO FOLLOW:

Follow Steps 1 to 12 as in sending a file, then click eSign and Send.
1. Click DSC Sign & Send.
2. Enter the PIN for DSC.

Note:
= Sender Name and Post details shall be appended in Green Note of File automatically after movement.
* Entry of File Sending shall be updated in File Sent list of User and Movement details of File.
= User will be able to see the Electronic signatures embossed on the note sheet.
= By clicking on Signature user will be able to view complete details of Signer.

Copyright © NIC, 2020
Ver.7.0[207]



~offic

Sending File to External eOffice Instance

This feature allows user to forward Files to user in external eOffice Instance.

Important Points:

v' File should be available in file inbox/inbox folder /created list.
Physical files in Inbox must be in received state.
External Instance must be registered with users eOffice Instance.

Role_Instance_Sender must be assigned to User sending file to external Instance.

< N X X

Role_Instance_Receiver must be assigned to user of external eOffice Instance to whom file is to
be sent.

<

External eOffice Instance should be active at time of Inter Instance file movement.

<

The eFile(s) to be exchanged must not have-
e Yellow Noting

e KMS References.

e File(s)/Receipt(s) as attachments.

e Linked Files

STEPS TO FOLLOW:

1. Select file(s) or Click a file number in Inbox/Inbox Folder/Created list.
2. Click Send menu.

3. Select External Radio Button on File Send Page.
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File Sent List

The Sent box displays the list of Files (Electronic and Physical) sent/forwarded by the user to other users
in the system. It keeps a record of all the files sent so far and other details such as the date and time on
which it was forwarded, the person to whom it was forwarded along with remarks etc. if any.
May please refer below for more details —

To view list of receipts sent, Click ‘Sent’ sub module under File module.
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Figure 281
Description:

e The Sent list of File displays information such as, Nature of File (E/P), Computer No., File
Number, Subject, Sent To, Sent On, Currently With, Due On and Actions.
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Figure 282

The list of File can be sorted based on Computer No., Sent On and Created On by clicking on
column heads.
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File Pull Back

This feature allows user to ‘Pull Back’ forwarded file from the user to whom it was marked. This may be
required in case-scenarios where user forwards the file to an unintended person mistakenly, or the person
is un-available so the subject matter (file) may be pulled back and re-assigned to someone else. This can
only be done until the recipient has received or opened the receipt. This section describes the steps to pull
back a receipt.

Important Points:
v Entry of File must be available in sent list with Pull Back link.

v' File to be pulled back must not be in received (for physical File) or read (electronic File)
condition in inbox of recipient.

v' File to be pulled back must not be attached with other File/Receipt in Recipient eFile account.
v’ Pull Back link/icon must be available for only those file which are eligible for Pull Back.

STEPS TO FOLLOW:

From File Sent List

1. Click Pull Back icon with respect to file to be pulled or Select Files with Pull back Icon and click
Pull Back Menu in File Sent list.
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2. Enter Pull Back remarks and click OK in the Pull Back Confirmation pop up to pull back the
selected File.
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Create Part File

This feature allows user to create Part File of Main file whenever required.

Important Points:

v Entry of files (Physical/Electronic) must be available in Sent/Inbox /Inbox Folder/ Created
Files list.

v’ The files selected in Sent List should not be present in Closed Files list of any user.

<

Only users of Dealing Section can create the part file of the main file.

v' Creation of Part file of only main (Physical/Electronic) File is allowed.

STEPS TO FOLLOW:

Create Part from File Module

1. Click ‘Create Part’ link under Files module to display part file creation page.
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Figure 291

2. Click ‘Choose File’ to view the list of Sent/Inbox/ Inbox Folder/ Created Files with year wise
sorting in popup window.
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Create Volume File

This feature allows user to create Volume File of Main Physical file whenever required.

Important Points:
v User must have physical File in Inbox/Inbox Folder/Created list.
v' Physical file must be in received state.
v Only users of Dealing Section can create the volume of the main file.

v’ Creation of Volume file of only main (Physical) file is allowed.

STEPS TO FOLLOW:

Create Volume from File Module

1. Click Create Volume link under Files module to display Volume File Creation page.
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Figure 298

2. Click Choose File to view the list of Inbox/Inbox Folder and Created Physical Files listed with

year wise sorting in popup window.

3. Select File and click Submit button.
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Closing of File

This Feature allows user to Close the File, if actions on File are completed. User will be able to Reopen
closed file whenever required.

Direct Closing of File

This feature is Role Based. User with Role Closing and Role Approver can directly Close the File from
Inbox/Inbox Folder/Created List.

Important Points:

File must be in Inbox/Inbox Folder/Created List.

File must be of same dealing section (that of logged in user) for direct closing.
Physical Files must be in received state.

Inbox files to be closed must not have any File/Receipt as attachment.

Inbox files to be closed must not be received from another eFile instance.

ANANANANR

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Close menu or Click open a File
from Inbox /Inbox Folders/Created listing and click Close menu.

Bifilce

Figure 305

2. Enter Closing Remarks in the file closing confirmation pop up window.
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Figure 306

3. Click OK button to Close the File.
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Note:

Closed File will be removed from Inbox /Inbox Folders/Created list.

Closed File will be displayed under Closed (By Me) list of Files module.

All the receipts inside the file (as correspondence) will be closed.

State of the file should be changed to CLOSED.

Entry of Action, Action By, Action On, Action Remarks values should be displayed in File Closing

History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Send File for Closing Approval

User having only Role Closing can send File for Closing Approval. Once approval is granted user can
close the File from Submitted File for closing approval list.

Important Points:

File must be in Inbox/Inbox Folder.

Files in Created Folder can be directly closed without any Approval.
File must be of same dealing section (that of logged in user).

Physical Files must be in received state.

Inbox files to be closed must not have any File/Receipt as attachment.
Inbox files to be closed must not be received from another eFile instance.

ANANANANAY

STEPS TO FOLLOW:

1. Select files in file Inbox /Inbox Folders/Created listing and click Send For Approval submenu
under Close menu or Click open a File from Inbox /Inbox Folders/Created listing and click Send
For Approval submenu under Close menu.
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2. Enter approval-seeking remarks in the ‘Send File for Approval’ pop up window

3. Click Send button to Send Close Approval.
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Figure 308

Note:

* File will be removed from inbox/inbox folder list and is displayed under Submitted Files for Closing
Approval module with pending status.

= User will be able to take actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and
Pending approval status respectively.

= User will be able to view list of approvers for that particular file by clicking on ‘View Approvers’ link.

Bulk Closing of File

This Feature allows user to Close Files in Bulk. User with Role Closing and Role Approver can Directly
Close the File while User with only Role Closing can Send File for Closing Approval.

Important Points:

v Bulk Closing List will display Files in Inbox/Inbox Folder/Created list of Same Dealing section
as of logged in User.

v' Physical Files must be in received state.

v Inbox files to be closed must not have any File/Receipt as attachment.

v’ Inbox files to be closed must not be received from another eFile instance.

STEPS TO FOLLOW:

1. Click Bulk Closing link under Files module.
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History.

* No action will be allowed on the file once closed except viewing details of the file, and option to Re-Open
the closed file from Closed (By Me) list.

= User will have the option to Record closed physical file from Closed (By Me) list (Configurable feature).

Submitted Files for Closing Approval

This feature allows the user to View the Submitted Files for Closing Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status
respectively.

STEPS TO FOLLOW:

Click Submitted Files for Closing Approval Link Under File->Inbox Module to view list of files send for
closing approval.
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e Submitted Files for Closing Approval list can be filtered depending on Nature, Approval Status,
Initiation Date and Rejection Date by clicking Filter Icon in menu bar.
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Figure 313

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).
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Figure 314

e Files with Approved Status can be Closed by clicking on Close Menu or Link.

¢ Files with Rejected Status can be moved to Inbox by clicking on Move to Inbox Link.
¢ Files with Pending Status can be Cancelled by clicking on Cancel Link.

e List of Approvers can be viewed for that particular file by clicking on ‘View Approvers’ link.

List of Closed Files

This section describes the different lists available to check the receipts which are in closed state.

STEPS TO FOLLOW:

1. Click Closed sub module under File module.

2. Click ‘By Me’ or ‘By Others (Hierarchy)’ or ‘By Others (All)’, as required.
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Closed (By Me):

Figure 315

e It displays the list of Files closed by self.

e User will not be able to take any action on Files with closed state, except to View, Re-open/Send
for Reopening Approval.

e Closed File List can be filtered with help of various search options such as Closing date range,
Computer No., File No, Subject, Remarks and File Heads.

By Others (Hierarchy) —
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o It displays the list of Files closed by others users in the viewer’s hierarchy down line.

e User will not be able to take any action on Files with closed state, except to view them.

e Closed File List can be filtered with help of various search options such as Section, Closing date
range, Computer No., File No, Subject, Remarks and File Heads.

Figure 317

Note:
=  Users with role ‘Role_ClosedByOthersHierarchy’ will only be able to see this list.

By Others (All)
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Figure 318

o It displays the list of receipts closed by others users in the viewer’s hierarchy downline.

e User will not be able to take any action on receipts with closed state, except to view them.

e C(Closed File List can be filtered with help of various search options such as Department,Section,
Closing date range, Computer No., File No, Subject, Remarks and File Heads.
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Figure 319

Note:
= Users with role ‘Role_ClosedByOthersAll’ will only be able to see this list.

Closed File History:

‘Closed File History’ provides the details about the number of times the file was closed and re-opened.
These details include the type of action taken place (close/re-open), action taken by (user details), action
taken date and its remarks for the action.

STEPS TO FOLLOW:

1. Click opens a File from Inbox/Inbox folder/Created/Sent/Closed.
2. Click Details Menu.

3. Click Closed Tab under History details.
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Reopening of File

The re-opening of the File is required often in cases where an already closed File matter is now required to
be reopened for further processing.

STEPS TO FOLLOW:

With Role Approver

1. In Closed-> By Me list, Click Reopen icon at the end of the File record.

Or

Select Files from Closed—> ByMe list and Click ReOpen dropdown action button.
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Figure 321

2. Enter the mandatory ‘Reopening Remarks’ in the pop-up box and click ‘OK’ button.
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Submitted Files for Reopening Approval

This feature allows the user to View the Submitted Files for Reopening Approval list and take various
actions like ‘Close’, ‘Move to Inbox’, ‘Cancel’ for Approved, Rejected and Pending approval status

respectively.

STEPS TO FOLLOW:

Click Submitted Files for Reopening approval Link Under File=>Closed Module to view list of files send

for closing approval.
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e Submitted Files for Reopening Approval list can be filtered depending on Nature, Approval
Status, Initiation Date and Rejection Date by clicking Filter Icon in menu bar.
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Figure 326

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Approved/Rejected By, Dealing Section, Requesting
Remarks and Status).
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Approval Request

This feature allows the user to View the Closing and ReopeningApproval Requests pending with
Approver and perform the Approve and Reject actions on the requests. This feature will be available to
only users with Role Approver.

STEPS TO FOLLOW:

Click Approval Request Link under File Module to view list of Closing/Reopening approval.
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Figure 328

e Approval Request list can be filtered depending on Nature, Approval Status, Initiation Date and
Rejection Date by clicking Filter Icon in menu bar.
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Figure 329

e File available in Submitted Files for Closing Approval list can be Searched using module search
(Computer No., File No., Initiated By, Sender Remarks and Remarks).
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Pull Up File

This feature allows user to pull up Files from other user’s File Inbox/Inbox Folder/Created who are in
same section/office, individual’s hierarchy or as per the Pull up scope defined by the administrator.

Important Points:
v" Proper Search and Pull up Scope should be assigned to user.
v' File to be pulled up must be attached with other File/Receipt.
v' File to be pulled up must be in Inbox/Inbox Folder/Created folder of other user.

STEPS TO FOLLOW:

From Advance Search Output List

1. Search File to be pulled up in advance search.

2. In Advance Search Output page, click Pull Up icon/link for selected File.
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Figure 331

3. Enter Pull Up Remarks in the Pull Up Confirmation pop up.
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4. Click OK to pull up the selected files.
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Initiate Action on File

This feature 1s useful when a user wishes to keep a check/follow-up on the actions taken place on a file
when it is still in the movement of channel of submission without having to call back the file every
time. This is called as ‘initiating an action on a file’.

The action can be initiated by a user while forwarding file or for the ones which have been already
sent. The recipients of such file can then add their comments or record their inputs, which can be then
reviewed by the initiator against every movement.

This feature is useful, in cases, when the head of the organization/department plans to monitor the
inputs of the employees towards the disposal of file, by reviewing their comments recorded at every
movement.

‘Initiate Action’ primarily consists of —

1. Initiating an Action — Initiated against the receipt by the initiator for review while forwarding.

2. Adding Comments/Action Details — Users recording their comments with every movement of
receipt received with INITIATED ACTION.

3. Review/Initiated Action Details— Reviewing the comments recorded with every movement, by
the initiator.

4. Close Initiated Action — The action initiated on a receipt can later be then closed, as required.

Initiate Action

This section describes the process of initiating a cycle of actions while forwarding a receipt or on
already sent receipt.

Important Points:
v File must be available in file Inbox/Inbox Folders/Created list.
v' ACTION on File in sent box, can only be INITIATED for the ones in active state (not closed).
v’ File must not have currently active initiated action.

v External (eOffice Instance) should not be selected on File Send Page.

STEPS TO FOLLOW:

From File Send Page

1. Select file(s) or Click open a file from Inbox/Inbox Folder or Created list.
2. Click Send menu.
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e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section and Department).
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Figure 374

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)

ORI ¥ B i Ea T R TRLIAT,

Naris T — T

e B

Lot T il n. i

e amr ralyena o

Figure 375

Diarise Received Letter

STEPS TO FOLLOW:

1. Click Diarise Icon for dispatch in the Intra eOffice Received Letters list.
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2. Click Upload action button to select PDF files from local system. (If Required)
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This feature allows user to view and diaries letters received from Inter eOffice (Department from other eFile
Instance) as a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Inter eOffice link under ‘Received Letters’ module.

List of Received Letters from Inter eOffice:
e Received letter can be viewed in a popup window (PDF format) by clicking on Dispatch No.
e List of Received Letters can be Sorted based on Sent On date.

e Received Letters available in list can be Searched using module search (Dispatch No., Sender
Email, Sent By, Subject, Section, Department and Instance).
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Figure 379

e Received Letters available in list can be Filtered depending Sent on Date and Status (Diarised/
Not Diarised/ Both)
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Diarise Received Letter

STEPS TO FOLLOW:

1. Click Diarise Icon for dispatch in the Inter eOffice Received Letters list.

2. Click Upload action button to select PDF files from local system. (If Required)

==

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page (PDF will be auto populated).

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic

receipt.
Note:
» Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Email

This feature allows user to view and diaries Email moved to eFile from eOffice Mail diarisation Module as
a Receipt in eFile Module.

STEPS TO FOLLOW:

1. Click Email link under ‘Received Letters’ module.

Figure 381

List of Email moved for Receipt Diarisation:

e List of Email can be Sorted based on Sent On date.

e Email available in list can be Searched using module search (Subject, Sender Email and Sent By).

Figure 382

e Email available in list can be Filtered depending Sent on Date and Status (Diarised/ Not
Diarised/ Both)
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Figure 383
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Diarise Email

STEPS TO FOLLOW:

1. Click Diarise Icon for an Email in the moved Email list.

2. Click Browse and Upload to select PDF files from local system. (If Required)

- =l =

Figure 384

3. Move dispatch content, PDF attachment and Uploaded document for merging into a single
document (PDF) required for receipt Diarisation.

4. Click Preview to view and verify the merged PDF.
5. Click Diarise to open electronic receipt Diarisation page. (PDF will be auto populated)

6. Follow the diary process as mentioned in Electronic Receipt Diarisation to create electronic

receipt.
Note:
* Diary Status column in Intra eOffice Received Letter list will be updated to Diarised for records that are
already Diarised

= Newly created receipt should be displayed in Created folder in Receipt Module.
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Dispatch (Officer)

This module is available to only the users who usually all dealing hands and officers except users working
in Central Registry Unit. This module keeps the record of the Issues and acknowledgements dispatched by
Self/CRU or pending for dispatch to be made by CRU.

Dispatched Acknowledgement

The ‘Acknowledgment’ sub-module under Dispatch module comprises of the list of acknowledgement
sent for dispatch to CRU or has been dispatched by CRU or Self. It is mainly divided into —

1. Sent/Dispatched

2. Returned

List of Acknowledgment Dispatched/Sent for Dispatch

This section describes the steps to view the list of acknowledgements dispatched or are pending for
dispatch.

STEPS TO FOLLOW:

1. Under Dispatch module, click on Acknowledgement.
2. Click Sent/Dispatched.

Figure 385

The user can now see the list of acknowledgements dispatched or dispatch in process. The following
information is available —

1. Acknowledgement number: The unique no. of the acknowledgement no. against which dispatch is
made/in process.

2. Receipt No.: The receipt no. against which the acknowledgement is prepared.

3. Dispatch No.: The unique number generated for different dispatches against the
acknowledgement.

4. Subject: The subject of the acknowledgement letter.
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Dispatched Issue

After an Issue is sent for dispatch, it’s sent details are maintained in under ‘Issue’ section of ‘Dispatch
module. This section consists of —

e Sent/Dispatched — List of Issues sent for dispatched via CRU or already dispatched by the
User/ Officer.

o Returned — The list of issues returned by the CRU in case of any more clarity is requested before
dispatching.
A user can check the number of dispatches made against an ISSUE and further the recipient’s and
dispatch mode details. If required, an Issue can also be re-dispatched.

View List of Issues Sent/Dispatched

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Issue’.

2. Click on ‘Sent/Dispatched’.

Figure 395

The user can now see the list of dispatches sent to the addressees/recipients. The following information is
available-

Nature: The nature of the ISSUE, Physical (P) / Electronic (E).

Issue number: The unique number of the ISSUE sent for dispatch.

Subject: The subject of the ISSUE letter sent for dispatch.

Issued On: The date on which the is the issue letter was sent for dispatch

Type: The type of the issue whether it is an ISSUE or REMINDER to an ISSUE.
Issued Against: The ISSUE number against which the reminder has been issued.

Currently In (File No.): The File number from which the ISSUE has been generated.

ol S T

Receipt No.: The Receipt number against which the ISSUE has been generated.
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Advance Search for Issue

This Feature allows User to users to Search and Retrieve Issue (According to the assigned Search Scope)
and take actions on searched records (According to assigned Action Scope).

Important Points:

v' Search Privileges must have been set for instance level by administrator. (Refer search privilege
for whole instance).

v' Search privilege if set for user must restrict or allow the user to search and take action beyond the
scope set for whole instance (Refer search privilege for individual user).

v Advance Search for Issue is available to Officers and Dealing hands only.

STEPS TO FOLLOW:

1. Click Advanced Search link in Issue Quick Access Menu. (System redirects to the ‘Advanced Search’
screen with ‘Issue’ tab activated by default.)
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Figure 411

2. Select Physical Scope and Electronic Scope (By Default Value is Global or as per assigned Search
Scope).

3. Search from main Basic parameters (Issue No., Subject, Form of Communication, Prefix, Issued By and
Issued On).

4. Select Additional parameters from dropdown list icon to search with additional inputs. (Issue
Details and Dispatch Details).
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Note:

* Additional Parameters will not be available if Origin of File is selected External.

5. Click Search File button to search the file records.

6. Opt for default output fields or Select/Remove output fields. (Issue No., Issued By, Issued On, Type
and Subject cannot be removed)

Note:

= List of Issues will be displayed based on selected input search parameters values.

Actions Allowed on Searched Receipt

e Create Remainder: Clicking on Create Remainder action link/menu should open Remainder
draft creation page in case of Electronic File/Receipt and Remainder Dispatch page in case of
Physical File/Receipt.

Note:

= This action should be displayed depending upon action scope set for whole eOffice Instance.
= Action scope for individual should superimpose scope set for whole instance.

e Details: Clicking on details action link should display Issue detail Popup.
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Dispatch (CRU)

This module is available to only the users who are working in Central Registry Unit and dealing
with dispatch associated work for the Ministry/Organization/Department. This module keeps the
record of the Issues and acknowledgements dispatched or pending for dispatch.

Inbox

This Inbox of Dispatch consists of dispatch requests received by the CRU from any of the other user in
the department. The CRU then checks the received dispatch request and then dispatched it via requested
delivery mode.

In case, some clarification is to be sought from the user who has sent the request for dispatch, then the
CRU may return it back with the appropriate remarks.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click ‘Inbox’.

Difice

Figure 413
The user can now see the list of dispatch request. The following information is available —
1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be
sent.

3. Subject: The subject of the Issue/Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.

5. Sent By: The user details who has requested for dispatch to CRU. (click on user name for more
details)

6. Sent On: The date on which the dispatch request is made to the CRU.
7. Delivery Mode: The requested mode for delivery.

8. Remarks: The remarks with which the user requested for dispatch. This may contain necessary
message for the CRU.

9. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.
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Returned

This is the list of dispatches returned by the CRU to the user (who has requested for ‘Dispatch by CRU”)

seeking for some clarification against the dispatch.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Returned’.

Figure 421

The user can now see the list of dispatch returned. The following information is available —

1. Dispatch Number: The unique dispatch number generated against the Issue number.

2. Issue number/ACK No.: The Issue/Acknowledgement number against which dispatch is to be

sent.
3. Subject: The subject of the Issue/ Acknowledgement sent for dispatch.

4. Addressee: The recipient details to whom dispatch is to be made.

5. Returned By: The CRU details who has returned the dispatch to the user. (Click on user name for

more details)

6. Returned To: The user details to whom the dispatch has been returned. (Click on user name for

more details)
7. Returned On: The date on which the dispatch is returned.
8. Delivery Mode: The requested mode for delivery.
9. Remarks: The remarks with which the CRU returned the dispatch.

10. Type: The type of the dispatch whether it is against an Issue or an Acknowledgement.

Pull — Back the Returned Dispatch

The returned dispatch can be pulled back by the CRU in case the scenarios where —

e A wrong dispatch has been returned.

e The clarification requested in not required any more.
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Dispatched

The ‘Dispatched’ is the list of Dispatched made by the CRU against their respective Issues.

STEPS TO FOLLOW:

1. Under ‘Dispatch’ module, click on ‘Dispatched’.
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Figure 426

The user can now see the list of dispatch returned. The following information is available
1. Dispatch Number: The unique dispatch number generated against the Issue number.
2. Issue number/ACK no.: The Issue/Acknowledgement number against which dispatch is sent.
3. Subject: The subject of the Issue/ Acknowledgement sent for dispatch.
4. Addressee: The recipient details to whom dispatch is to be made.
5

. Dispatched By: The CRU details who has dispatched the Issue/Acknowledgement. (Click on user
name for more details)

o

Dispatched On: The date on which the dispatch is made.

7. Sent By: The user details who had originally requested for dispatch. (Click on user name for more
details)

8. Sent On: The date on which the request to CRU for dispatch was made.
9. Delivery Mode: The requested mode for delivery.
10. Remarks: The remarks with which the user requested CRU for dispatch.

11. Type: The type of the dispatch whether it is dispatched against an Issue or an Acknowledgement.
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Notifications

This section describes the steps to view the list of follow-ups created previously against the dispatches and
further to check their details and close if necessary.

Dispatch Follow-ups

View details of Dispatch Follow-up

STEPS TO FOLLOW:

1. Click on Dispatch Followups link under Notification module.
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Figure 431

2. By Default, list of Dispatch Followups is displayed which have reply due as on date. (i.e. Reply
due date already elapsed and due on current date).

Note:
= Ifrequired, select set necessary filters in ‘Filter view’ for optimized results

3. Click Details icon to view the Followup details of the corresponding dispatch followup.
In the pop-up box the dispatch followup details will be displayed.
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Figure 432
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DSC Registration

This Feature allows user to Register and Activate/Deactivate registered DSC (Digital Signing
Certificate) in eFile Application.

Register DSC

Important Points:
v" Compatible DSC installer must be present in User’s Computer.
v" DSC dongle must be plugged into the client machine.
v User must have valid DSC certificates installed in the client machine.

v Certificate with which user is going to register must not used by another user for registration.

STEPS TO FOLLOW:

1. Click on ‘Registration’ link under DSC Module to open Certificate Information Page.

Figure 435

Click on ‘Signing Certificate’.

2.

3. Select the certificate in DSC Enrollment popup and click “Register”.
4. Enter the PIN for DSC and click on OK. DSC is registered successfully
5.

Click on OK to complete the registration process.

Note:

= Registered DSC user will be available in the list of Certificate Information page.
* By Default, Signing feature will be enabled (DSC required while forwarding a file.)
= User will not be able to re-register with the same certificate if already registered and is active.
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Activate/Deactivate Registered DSC

Important Points:

v" DSC must be registered in Users eFile account.

STEPS TO FOLLOW:

1. Click ‘Registration’ link under DSC Module to open Certificate Information Page.

Figure 436

2. Click Activate Icon (For Deactivated DSC) or Deactivate Icon (For Active DSC) corresponding to
registered DSC.

3. Click OK in Confirmation Popup.

Note:

= Record of Registered DSC user will be available in the list of Certificate Information page.
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Settings

Transfer

This section describes the process of ‘Transferring of File(s) and Receipt(s)’ from one post to another (with
an option to share sent list), required to handover the files and receipts in case scenarios such as
employee’s transfer, promotion and superannuation.

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges or
‘Role_Transfer_Within_Department’ role only. Any other user will not have access to this
feature.

v User with ‘Administrator’ privileges can transfer files and receipts of employees post within the
instance i.e. inter and intra department.

v User with ‘Role_Transfer Within_Department’ role can transfer files and receipts of employees
post within same department only (i.e. Intra Department).

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Transfer’.

eifice o

Figure 437

2. Select ‘Transfer from’ details of the employee from whom Files/Receipts are to be transferred.
‘Department From’ — Employee’s Department name,

‘Section From’ — Employee’s Office/Section name and

‘Transfer From’ — Employee’s Name
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Address Book

The address book is a book used for storing entries called contacts. Each contact’s relevant information
like Name, Designation, Address, Contact information and etc. is maintained in an address book. The
address book makes it easy to retrieve the contact details while diarisation and maintaining list of
recipients while preparing ‘Draft for Approval’/External communication/Dispatch.

This section describes the steps to add contacts to address book and preparing groups of contacts from
address book.

Adding Contacts to Address Book

Important Points:

v User must have necessary privileges for accessing Address Book or Diary page in eFile.
v’ User must have necessary role to add VIP contact

v Address book Levels must be assigned.

v Scopes in Address book —

There are four levels/scopes of address book available which define its creation and availability
under that domain only. These four scopes are —

Self — Add and available to user who added only.

Section — Added by a user and available to the user’s section/office users also.

Department — Added by user and available to the user’s department users also.

Instance = — Added by user and available to all of the users in the entire organization.
STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Address book’.
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Preferences

The purpose of the ‘Preferences’ is to enable users to configure certain views and alerts in user settings as
per user to user convenience. This section describes how to set user preferences and the various preference
options available.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Preferences’.
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2. Choose the required options as per your preferences. (For details, refer below)
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3. Click on ‘Save’ Button.
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Section Assignment

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The ‘Section Assignment’ is the transferring of the dealing rights on a file or set of files from its current
dealing section to other section. It is the changing the ownership on the file(s) and its closing/re-reopening
rights. This is required in case-scenarios where,

e A specific case-file or subject(s) head has been reassigned to some other section/office/unit.

e The two section/units are merged into one therefore changing the ownership of the files to the new
section/unit created.

e A section/unit is divided into two on the aspect of better administration and hence dividing the
work allocation and assigning new ownership rights of the case-files.

e This section describes the steps to reassign the dealing rights to another section of the files searched
on the basis of file/computer number, subject, subject category or the file subject-heads.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Section Assignment’.
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Figure 445

2. Select Department and Dealing Rights From (section name from which dealing rights are to be
transferred) by clicking on Combo-box.
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User Group

The ‘User Group’ is referred to the group of employees created to make the marking of copy of a receipt
convenient to a group of people within an organization. This is done by selecting all or selected employees
in a group while forwarding a receipt. Refer below for the steps to create a group and adding the
employees to the group.

Creating User Group

This section describes the steps to create a user group.

Important Point:

v User must have role to create group for Section, Department and Instance.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on “User Group’ and the list of already created groups (if any) is
visible.
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2. At the bottom right corner of the screen, click on ‘Create Group’ and create group pop-up box
will appear.

3. In the pop-up box, select the ‘Scope’ at which the group to be created should be visible.
Note:

= There are three types of scope defined —
Section — If the group should visible to the others users of the same section/office only.
Department — If the group should be visible to the users of the same department only.

Instance — If the group should be visible to all the users of the entire organization.

4. Enter required ‘Group Name’ and its ‘description’. (both fields are mandatory*)
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6. Click User Group Name to display User(s) within selected group. (User can search user group using
‘Search bar’ provided)

7. Select User(s) using check box to Add user(s) to the CC field.(User can search User(s) using ‘Search
bar’ provided)

8. Selected User(s) should be added in CC field of Receipt Send page.

Inter Instance Registration

This section describes the steps to register an instance of eOffice with another instance for facilitating the
exchange of files between the two instances (Organizations/Ministries).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

v Under Instance Registration Details, the Central Repository of eOffice Instances of
Organizations/Ministries will be available for Inter-Instance Registration process.
(Note: This will display list of all eOffice Instance (excluding Locally Hosted Instances) available for Inter
Instance Movement of File)

Sending the request for Inter Instance Registration

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Inter-Instance Registration’ and then ‘Instance Registration
Detalils’.
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Figure 448

2. List of Central Repository of eOffice Instances of Organizations/Ministries will be available for
Inter-Instance Registration process.
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Search Privilege

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

The use of search system is required to provide users with search results that lead to relevant information
in their daily tasks. For example, a user might want to search whereabouts of a file initiated in his/her
own section in order to take follow up on its status.

Whereas another user might want to check out the whereabouts of a file which was not in his/her channel
of submission.

The question here is, should this be allowed. One might say that it may only be allowed to be searched
upon since the dealing section of that particular file comes under his/her administration however this may
not be the case every time. Hence defining the scope of search for complete organization is required.

The ‘Search Privilege’ is the defining of the scope of search for ‘Files’, ‘Receipts’ and ‘Issues’,and can be
set differently for ‘Physical’ and ‘Electronic’ entities. There are eight types of scope of search and action
on them available as mentioned below —

S. No. Scope Name Description
Global It refers to domain of users of entire Ministry/Organization i.e.
1. users of all of the departments created within the eOffice instance.
It refers to the domain of users of the signed-in user’s Department
) Department
. only.
Section Hierarch It refers to the domain of users of the signed-in user’s own
3. y office/section and section(s)/ office(s) in its hierarchy.
. It refers to the domain of users of the signed-in user’s own
4 Section :
. office/section.
. It refers to the individual signed-in user and the individuals in user’s
5 Post Hierarchy : .
. direct post hierarchy.
6. | Individual It refers to the individual signed-in user only.
Post Hierarchy And It refers to the individual signed-in user, the individuals in user’s
7. | Section direct post hierarchy and section/ office.
Post Hierarchy And It. refers to the ipdividual signed-in user, the individuals.in user’s
8. | Section Hierarch direct post hierarchy, wusers of own office/section and
y office(s)/section(s) in its hierarchy.

The scopes mentioned above can be set in two ways —

Search Scope — It defines the scope of search of physical/electronic Files, Receipts and Issues.
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e Action Scope — It defines the scope of action (for example PULL-UP) that can be taken on the
files, receipts and issues from the search results.

Let us understand with different case scenarios —

Case Scenario I

Search Scope — Department
Action Scope — Section

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of users of the same
department however can only pull-up those which are with the users of his/her own section.

Case Scenario I1

Search Scope — Section Hierarchy
Action Scope — Post Hierarchy

Explanation: Under this case scenario, a user can search the Files/Receipts/Issues of the user’sown
office/section and section(s)/office(s) in its hierarchy. However, can only pull-up those which are with the
users under his/her post’s direct hierarchy.

These privileges can be defined in two ways but are not alternate to each other —

1. For Instance — This option is used to define the default search and the action scope for all of the
users of the Ministry/Organization at once.

2. User wise — This option is used to exceptionally change the search and the action scope of specific
user(s) from default values (as defined for the instance). For example, this may be required for
particularly for a senior official in the administration to change action scope from section to
department as discussed above in case scenario I, so that the person can search and pull-up a file
from any individual of his/her department.

Setting Search Privilege For Instance

This section describes the steps to define ‘Search Privilege’ for all users of a Ministry/Organization (i.e.
for complete Instance).

Important Points:

v’ This feature is available with the user assigned with ‘ADMINISTRATOR’ privileges only.

STEPS TO FOLLOW:

1. Under ‘Settings module, click on Search Privilege for Instance.

2. Select Search Scope and Action Scope for Physical and Electronic Records
(Files/Receipts/Dispatch).

3. Click Save Button.
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Note:

= Selected Search Scope and Action Scope should be applied to complete eOffice Instance.
=  Search Privilege History should be maintained for all changes made in search/action scope.

Setting Search Privilege for User

This section describes the steps to define ‘Search Privilege’ for a specific user.

STEPS TO FOLLOW:

1. Under Settings module, click on Search Privilege for User.

Figure 450
2. Click All Users tab.

3. Search the user using input search parameters (User’s Department & Section name and User’s name).
The user’s current search and action scopes are visible in search results.

4. Click on User’s Name to open View/Edit Privilege page.

5. Select ‘Search Scope’ and ‘Action Scope’ for ‘Physical’ and ‘Electronic’ records respectively.
(Refer to table above for detailed explanation on scopes)

6. Click Add New Section.

7. In the pop-up box, select the ‘Department’ and its ‘Section(s)’ name required to be added under
the scope and click on ‘OK’.

8. Click Save Button.
Note:

= Step 6 and 7 are optional in case the user wishes to add an out of scope section(s)/office(s) under
the search scope of the user.
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3. Search the user using input search parameters (User’s Department & Section name and User’s
name). The user’s current search and action scopes are visible in search results.

4. Click on ‘Remove’ icon under actions to delete the search privileges previously assigned.
Note:

= Removing User’s search privileges will set them back to default search privilege set for the complete
Ministry/Organization (i.e. Search Privilege set for Instance).

Quick Noting

The quick notes are the most commonly used phrases while preparing notes in note sheet. These quick
notes are available which when chosen are populated at the position of the cursor in the note. They are
available in two ways —

1. Standard — List of quick notings provided as a standard list to the end-users

2. User Defined — Users can prepare their own list of quick notings
This section describes the steps to create user defined list of quick notings.

STEPS TO FOLLOW:

1. Under ‘Settings’ module, click on ‘Quick Noting’.

Figure 451

2. Click on ‘Add Quick Noting’ at the bottom right corner of the screen.
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Annexure-1

Guidelines for Scanning Document

The objective of scanning guidelines is to scan and bring the physical daks/letters and other documents into the
electronic system in the least possible size, so as to facilitate quick and easy retrieval of eFiles from the

server/system.

For Physical DAK or Inward Correspondence —

Scan the whole DAK/inward correspondence as single pdf only (preferably as searchable pdf). The size should not

exceed 20MB.
‘While Migration of physical files —

Scan all the required files in following manner —

1. | Correspondence:

The Receipts, References and Issues on the correspondence side may be scanned
as single PDF document keeping check on the max size as 20 MB.

If pages are more and size exceeds 20MB then more than one PDF should be
created.

1.| Noting:
Scan all the pages of the Noting as one single PDF document.

For scanning of various document types, the following colour & DPI are suggested:

Sl. No. Document type/ Condition Color & DPI Output
Format
1 Regular/normal/good B/W-100 dpi PDF
2 Damaged/tarnished/clouded B/W- increase DPI as per legibility / PDF
visibility
3 Seriously B/W- increase DPI as per legibility / PDF
damaged/tarnished/clouded visibility
4 Coloured Photographs/text Grayscale PDF
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