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1. Introduction

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

E-office initiated in year 2009 by NIC, with the objective to improve the Government
functioning through more efficient, effective and transparent Inter-Government and Intra
Government transactions and processes. It is a complete digital work place solution for
Government offices and is based on Central Secretariat Manual of e-Office Procedure
(CSMeOP), formulated by Department of Administrative Reforms and Public Grievances
(DAR&PQG).

E-office project under e-Kranti which is the 5th pillar of Digital India is being
increasingly adopted by central and state Government Departments for achieving the
objective of Governance with Accountability, Transparency and Innovation (GATTI).

E-office is a product suite possesses several applications for transforming day to day
official work of an organization.

Online submission of

N
u i
LT

Iy
Gl

\

E-file, a component of e-office suite enables a paperless office by scanning, registering
and routing the inward correspondences along with creation of file, noting, referencing,
correspondence attachment, draft for approvals and finally movement and tracking of files
as well as receipts.

The formulation of this material is an effort to layout the steps and operations
required during the file processing at various levels.
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2. File Management System

File Management System (FMS) or eFile is a workflow based system that includes the
features of existing manual handling of files in addition to more efficient electronic system.
eFile comprises of various modules which manage the official work flow during the

entire life cycle of a DAK i.e. the moment dak is received by the organization till the time it
is disposed of with proper set of actions.

First receiver scans | Browse Enter System creates Send eReceiptto

nward receiptfleter 8 & B MetaDan B coquentalDiaryNo. %,  concerned
Gstoresinlocalclient | Upload | (Diarization) foreReceipt user/Putin eFile

Createa new efile Put n existing eFile

l

Enter Meta Data

l

System creates an eFile No.

Decsions recorded | eflemovestrvough B Digtaly Sn W Open efile & Start Noting Create Draft

& Approved Dratt/ the Channelof (DSC/eSian) Edit Draft/Approve Draft/lssue Draft
. h o N h ol h : ,
etter dispatched Submission in the & Send eFil Referencing to Notings, Drafts &

by post/email system tonext user Correspondence within eFile

An overview of File Management System
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3. Login to e-file/File Management System

e Go to the URL https://cag.eoffice.gov.in

& FaricHAY

e Login with the same credentials used for login to NIC mail. Press the next button

¢ In the next screen select OTP on Mobile as 2rd Step Authentication.

Powered by

g ?ARS[QH&X

g ?ARICHAY

Single, Simplified, Safe

Two Step Authentication
Select OTP on Mobile and Click ‘Next'

I E QTP on Mabile

Two Step Authentication

Select OTP on Mobile and Click 'Next'

I B QTP on Mobile

Login as Different User

Login as Different User

Office :
S Office
AGOAL HORPUACE SOLUTON

e An OTP will be sent on your registered Mobile Number. Enter the OTP received.

g ?ARICHAY

Snagve. SumDIRles, Sare

OTP Authentication

[ Enter OTP I

T Show OTF
Don't ask me again on this Dewvice

Update Mobile Mumber

Resend OTE

G AL WG ANELASE ST




e After successful login it will be directed to the e-Office Home page.

&<t || Q search Here Advanced Search ~ a - @ Logoun

c@ffice - o

DIRECTORY CONTACT EMPLOYEE SERVICES QUICK LINKS

[ Quote of the week » To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam

: : (5 s

efile ]
€ eg ¥ice Services N Affinity - SFRRfd, e vy

» Best practices to mitigate cyber attacks

S
o) - GUIIA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 27/08/2020 =
~ry + File Management System
s e e » Compliance to CCS Conduct Rules and Code of Ethics by staff members P News
P GUJJA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 13/08/2020 - =
(;;D e s e e » Communication through electronic methods J + Steps taken by the Government to
— + Employee Master Detail ~ 8
— GUIA PREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-| ON 08/07/2020 o overcome the Operating Cost for
NIC mail s Civil Aviation sector
= Other Services » Clarifications regarding date of next increment IZL. Numb. fLPC in th
-‘ - - GUJJA FREETI REDDY(ASSISTANT AUDIT OFFICER) from ISTC-1 ON 06/12/2019 * Number of customers in the
» Finance Services A country has increased to 29.11
calendar c * Mts posting = crore
4 Download Forms SHEKHAR SINGH(SENIOR AUDITOR) from GENERAL SECTION (AMG-V & ADMIN) GN 15/11/2019 v
= e
~
o2 B2 evenrs (o< ]
Gallery o =
» No Event Available
eConnect connect
v
[£5] Employee Corner v

DTN @ @ e @ @
* Superannuation
E coffice gov.in __Report Issue__Submit Feedback _eoffice Training _Learning Resources

e (lick on e-file/File Management System. This will open your Files inbox
module.

e@ffice ——
ISR —— 5 _ . B
= eFile version6.0 search PSR Advanced | 0 @
Date Range : 07/03/2021 To 27/08/2021
e [ || Receive | Send Back | Send | View | Move To | More | Print Barcode | Hizrarchical View | My Files v |
Files = 0 ~ Computer No  ~ File Number Subject ~ Sent By ~ Sent On ~ Due On ~ Read On - Remarks
Migrate File = O = E 29662 19/08/21 10:38 - 19/08/21 12:20 i}
__ 10 £ 39272 19/08/21 10:34 - 19/08/21 12:23 B
Dispatch =
O = E 30281 19/08/21 10:31 - 19/08/21 12:39 ]
Dispatch [+l
DSC =
Settings [+l
Notification =
—
Ext Department (¥ || ™=
Audit =
| LEGEND Priority M OutToday M Most Immediat= W Immediate § Action Initiated £ Other Department By Files with Draft [£} DraftNote Yellow Note External Files

Note:-

= There is a Demo Version available for practice on e-office which can be accessed using
URL https://demo.eoffice.gov.in. (Presently Not Available due to migration of e-office
applilcation to PARICHAY Platform on 07.09.2021.)

= Kindly use updated version of Mozilla Firefox or Internet Explorer for eFile application as
some features of e-Office are not supported in other browsers (Chrome, Safari and
Microsoft Edge etc.)
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https://demo.eoffice.gov.in/

4. Create new e-File

There are two categories of e-File: -

1. Physical File: - Physical File may be created for scanning the existing Manual Files
used in office. There is no facility to Add new note and draft in a physical file.

2. Electronic File:- Electronic File is used to record the current correspondence directly
through e-office.

Each categories of File have two sub categories:-

a. Non SFS: - User must select the available file heads for the nomenclature of
File.

b. SFS: - User can enter File No. without any restriction or standards.
STEPS TO FOLLOW:

eFile wversion s.0

1. Click “Create New SFS” under Electronic File category from the “File” module
2. Enter the File-number. (File No. should be unique)

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

4. Click Continue working to create a new file of selected Nature and Type.

Note:

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

= All other three categories of files can be created by following the same sequence of steps.

= Users are advised not to create e-file just for testing/training purpose. They can use demo version for
testing/training.

= The practice of creating new SFS(Electronic) file is being used in IAAD.

= Created Files can be viewed from Created—=>Completed Sub module of File Module.
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1.1 Created File List

e 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.

e User can Click Created - Completed link under file module to view Created File
listing.

= eFile versions.o Search POl Advanced | o @
M |

Date Range : 23/03/2021 To 12/08/2021
| Send | View | Create Volume | Print Barcode | Hierarchical View | My Files

Receipts =

Files 2] 0 ~ Computer No ~ Eile Number - Subject ~ Subject Category ~ Created on ~ Remarks
» Inbox (1) [m] E 42104 RTI/]PR/EDP/E—ufﬁceﬁrammg/@Z1[ e-Office WBC Demonst tration E-OFFICE 12/09/21 02:45

»VS

Submitted Files for
Closing Approval

» Created
» Parked
) Approval Requests
» Bulk Closing
¥ Closed
+By Me

, By Others
(Hierarchy)

» By Others (All)

Submitted Files for
+
Reopening Approval

» RMS Inbox
» Sent
+ Conversions LEGEND riority M OutToday M MostImmediste M Immediate $ Action Initiated 4 Other Department [ Files with Draft [*} Draft Note Yellow Note External Files
»Drafts
» Completed
» Physical File

, Create New (Non
SFS)

+ Create New (SFS)

» Electronic File
| Create New (Non

Note:

= Legends and Color Code are used to differentiate various Files in list
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5. Diarisation

e As we know inward receipt is received in physical form (Dak or Letter) or by email.
e Diarisation is the process of registration of receipts in e-office.

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

e Letus first understand the diarisation of inward receipt received in Physical Form.

5.1 Diarisation of Physical Dak/Letter

e Browse and Diaries sub module of Receipt is used to generate Receipt.

Important Points:
v Uploading of scanned document of DAK/Letter is mandatory for diarisation.

v' DAK/Letter must be scanned as a single PDF (preferably a searchable PDF).

STEPS TO FOLLOW:
1. Click Browse & Diarize sub-module

Fe) Mwn:dl@@

s =
‘ "'pload(Only PDF upto 20 MBJ* _./m Diary Details
nd Disrise -

e Y - — | + [E—— S65 M » Sender Type Choose one | Delivery Mode By Hand
Mode Number

English

Letter Ref. Ho Letter

1/08/2021 i

File Number

Diary Date 11/08/2021

VIF Choose one e one
Contact Details () Add to Address Book

Ministry Choase one

Depariment Choose one

Name Designation

b Resyoe Bn
» Inilisted fAction

Crganization

Addrasz 17
Files
Address 2
Migrate File

L O O A A 3 O

Country INDIA v State Choose one
Dispatch ;
City Pincode

I Mabile Landiine

i Fax Emsil

Settings Category & Subject

Notificstion

Main Category” Choose one

Et Departimet
T Sub Category Choose One

Audit

Subject”

Endlosures

[l Customize Acknowledgement

ceneate & 5ed
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2. Click Upload button. The File Upload dialog box appears. Select the desired scanned

PDF document (up to 20 MB) and click Open button.

= eFile versions.o

Search yeol

Advanced 0 @

Receipts =

*l Upload File

Ext Department (]

Upload(Only PDF upto 20 MB)* Diary Details
» Browse and Diarise
Choose one

» Inbox M | @ rile Upload x
» Email Diarisation
» Created T « sample > receipt v D Search receipt
» sent
» Closed Organize ~ New folder - @ @

+By Me . 1210972021

. ) ~ o

» (E}-‘:i?rtaéﬁ/) = This PC Name Dats modified Choose one

+By others(All) _J 3D Objects RO1- Depu Assignment for AAO OI0S 12-09-2021 15:20
» Acknowledgement Choose one

» Created | DE o

Choose one

»Sent Documents
» Recyde Bin ¥ Downloads
» Initiated Action

ﬁ Music
Files ®
_ &= Pictures
Migrate File =
& videos < > INDIA

Dispatch ®
L = RO1- Depu Assignment for AAO OIC ‘ All Files =~
DSC =
Settings 2] ubject
Notification = Main Category”

Sub Category

v|  Delivery Mode* By Hand v
Language English v
Correspondence
Type® Letter v
Received Date 12/09/2021 il
Letter Date: il

v | VIPName Choose one v
[] Add to Address Book
Designation
v | State Choose one v
Pincode
Landline
Email
Choose one M
Choose One v

3. Once the scanned DAK/Letter is uploaded, enter the required

Details, Contact Details and Subject Category):

metadata (Diary

Search FSI Advanced o @
Receipts
Upload(Only PDF upto 20 MB)* Upload File Diary Details
» Browse and Diarise
A Sender Type Choose one v|  Delivery Mode* By Hand v
» Inbox @ Q M™MY 1] of3 — 4 AutomaticZoom v nl» PE:
Mode Number Language English v
» Email Diarisation A '
» Created e XA / Tolophone : 2652 1902 / 2654 1878 (D) / 2654 0453 (0 Letter Ref. No (T:j’p"fp""‘m"w Letter v
» sent o > §9/ e.mail : rimumbaig@eag govin
%
s %, T/ FAX No. : 2652 2627 File Number Recelived Date 120012021 5l
» Closed 3 %
§ 3 AT T P ge e
»By Me . it el gt Al Diary Date 1210012021 Letter Date 5l
By Others — 2 g e, Hag
* (Hierar AN SR + 3SR vIP Choose one v VIPName Choose one v
(Hierarchy) AL TSI y p
oy ’ NG IN
» By others(All) Contact Details [_] Add to Address Book
» Admowiedgemert Ministry Choose one ~
» Created T A0 /R §
T &5 Al Department Choose one v
» Sent
S ReBa R . T Name: Designation
» Initiated Action To Organization
_ AILTA&AD offices/ User offices of RTI, Mumbai Address 1°
Files =
— fava: shomaiy & @t ¥ forg T S S g Address 2
Migrate File = i & BTt & g e st B uffrgE ¥ vy E
Sub: Deputation of Asstt Audit Officer for implementation of OIOS- reg, Country INDIA V| stae Chec one b
Dispatch =
= 2 city Pincode
Dispatch 3] Mobile Landiine
DSC = Fax Emall
Settings = Category & Subject
Notification = Main Category* Choose one -
Ext Department (=] Sub Category Choose One »
Audit =
Subject*
4
v
Enclosures

IV [ customize Acknowledgement J

d Generate | Generate & Send
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4. Click Generate to generate new electronic receipt with a unique Receipt No.

= eFile version 6.0 Search

Pl ravancet | (D) @) @

Receipts B

» Browse and Diarise
» Inbox
» Email Diarisation
» Created
» Sent
» Closed
+ By Me

By Others
* (Hierarchy)

+ By others(all)
» Acknowledgement
+ Created
» Sent
» Recycle Bin

» Initiated Action

Files 3]
Migrate File &
Dispatch (&3]
Dispatch 3]
DSC &
Settings =
Notification ]
Ext Department (%]
Audit =

oD Q

" ccouK,
o“h e

of 3 — 4+ AutematcZoom v

N2 1
U/ Telephone : 2652 1902 2654 1876 (D) / 2654 0453 (D)
$47/ e-mail : timumbai@cag gov.in

BT | FAX No. : 2652 2627

HIRET T T e AT T

INDIAN AUDIT AND ACCOUNTS DEPARTMENT

MUMBAI

I A/ v 202122
fem

JaH,

AR R WA Frfvn st & o o aiag
To

AITA&AD offices/ User offices of RTI, Mumbai

fawg: siraméaiea & w1t ¥ Ry were damle ST B vl & dey &

Sub: Deputation of Asstt Audit Officer for implementation of O10S- reg,

IR, FEe,

e rHE?HBﬂ-‘iT\EH,’W TSR, Al 410-2013 71 31.12.2019, Fai b 2t

HRHIETHT F R z:oz_zoznmqaﬁ%-w« Y SR IuFTTe, s T o €A wem

24- TRTETY23-2019 Rt 04.03,2020 3 argerewr 3 el g P EGti e ca i of

B g el & s o amifya fe o o
i R Lk

w]  w == —
5] | T BT T
[ e e |

| sfters Rfi

EEFEI) T

| 20213

T
| 3Tl duge

»
A

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

Receipt Details

Recelpt No 194734/2021/EDP(RTI Jaipur) &=

Computer No - 194794

From - RTI Mumbai

Main Category - General

Address Mumbai

Letter Ref. No

Subject Deputation of Asstt Audit Officer for impl of OIOS...

Delivery Mode : By Hand

Movement Details

Sent By ~ SentOn ~ Sent To ~ Action
<<z

|
File No
Designation - SAO(CF & Admin.)
Sub Category -
Sent Date -
Letter Date

Enclosures:

Sender Type :

~ Remarks

Note:-

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

= Personalize Acknowledgment: There is a provision to send acknowledgement to the

sender who’s DAK/ letter has been received in the organization.

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

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

e This feature allows user to view and diaries Email received on their official email (NIC

Email)

STEPS TO FOLLOW:
1. Go to e-office Home page
2. Click on NIC mail

effice NIC Mail 2.3.2

Enter the password associated with following
MIC Mail login ID

email.zow.in

3. Fill the login credentials—=> Click Sign In

4. This will open your NIC e-mail mailbox(inbox).

Mailbox

NIC Mail 2.3.2

@ Home - INBOX

Folders INBOX
B4 ArchiveofficeAGAEAP Show 25 ~ entries
E4 Drafts
E Imp

E4 INBOX

E4 Junk

E4 Junk E-mail

Search:

Submitted
Date

office order Madam/Sir, Please see th

Aug 112021

F4 Magazine

4 Manuals

B4 NetworkEvents

E4 NewsLetter

£ PM-MKB

B4 Probablyspam

E4 RTI-Jpr-EDP

E4 saloTP

Click to open mail

1102021

1§ 102021

1§102021

15102021

18102021

1§102021
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5. Open the mail which you want to diarize

NIC Mail 2.3.2

¥ MrVINOD SENCHA

b s .
2 Junk E-mail Fegna Traking RstRse. Japur
2 Magazine
2 Manuals
2 NetworkEvents
5 Newstetter
2 PM-MKE
2 ProbablySpam

@ Office Order.PDF
3 RTI-Jpr-EDR.
=X
2 sent

& sus

2 Studymatarial

Read Mail & Home - INBOX
Read
office order
Folders - From: RT! Jaipur (rtijaipur@ P
TO: rakesh guj. . k
[ ArchiveOfficsAGAEAD o
L i sz zovin, ™ 4 delesm: keshk ilhc el tsenld
3 brafts
= imp Madam/Sir,
= mBox Plzase see the attachment.
= Junk

 Move To file

6. Click on move to e-File = It will ask for confirmation—> Click ok

@ cag.eoffice.gowin

Are you sure Move to eFile?

7. This will move your email receipt to e-office.

+ File has been moved successfully !

Ifyou want to diarize this mail, pleaze click here to be redirected to eFile Application.

INBOX

Show 25 v entries

Ik

S.No. % Sender Name

1 % RT1 Jaipur
(] 2 @ RTI Jaipur
[} 3 % RTI Jaipur
[} 4 % RAKESH VIJAYVERGIA
(] 3 % Sunil Kumar
] [ L Sunil Kumar

Subject

Fwd: [Cag-iaad] Deputation of SAS(Civil Audit examination passed officials to the post of Assistant Audit Officer in Civil Audit
Offices - regarding From: "PAG Audit Jammu a

Fud: [Cag-all-offices] TTHTAT TS "R & 248 2% F1 w0

office order Madam|Sir, Please see th

Fuwd: Acknowledzement of your letter no Nil dated Nil rezarding Regarding feedback From: eaffice@nic.in Tozjosh
Auditors duty list pfa Regards SUNILKUMAR §

Ty i e & Ty El TR TRn e

Search:

Submitted
Date

11:25AM

11:25 AM

Aug 112021

Aug 102021

Aug 102021

Aug 102021

Moved eFile
Status
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8. Now you can logout/redirect to e-office home page.

f

Soum Bwrww wit e o Pl o wre=wrll = FilLe

9. Go to e-file > Receipts Module = Email Diarisation

= [ehlewnso Pi— = () © §
|
Send By - Sent Date + Sender Email
— = EeE el
o [ RT aipur <rlfsipurBeng.govine /082 HsipurBieag.govin |
- = _— ——

.
> o % o

Click to diarize email

} Recyee B

} Initsted Adtion

Files €]

10. Open the imported email.
11. Select the require attachment

12. Click on Diary. (you can also preview of selected documents by using preview button)

Mail Body & Attschments Select Attschments to Merge

~ Jvinodsenchatelae @caggovin_maibody_1528 A
Jvinodsenchatelae @caggovin_att162874854;
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13.Fill the relevant details of the sender of mail, Category & Subject

Upload(Only PDF upto 20 MB)*
@ Q L 1| ef2 — |+ autemstcZoom v =0 R »
~
v

Diary Details
Sender Type Choose one

Mode Mumber

Lefter Ref. No

File Number

Diary Date 12/08/2021

VIP Choose one
Contact Details

Ministry Chouse one

Department Chouse one

Name’ MUKESH KUMAR

Orgsnizstion
Address 1 -
Address 2
Country INDIA
City
Mabile
Fax
Category & Subject
Main Category™

Sub Category

Subject”

Enclosures

[“Icustomize Acknowledgement

v|  Delivery Mode*

Language

Conespondence Type®

Received Date:
Letter Date

v|  VIP Neme

Designation

~| state
Pincode
Landling

Email

Choose one
Chocse One

office order

Email v
English -
Letter -

Choose one v
[l Add to Address Book

Choose one v

rtijaipur@csg.govin

cenerate 8 5end

14.Click Generate to generate new electronic receipt with a unique Receipt Number.
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5.3 Created Receipt List

[T
E eFile versions.o Search Bl Advanced | 0 @
T |DateRange : 23/03/2021 To 12/09/2021
Receipts =] | Send | Putin a File | Copy | Dispatch | View | Generate Acknowledgement | Print Barcode | Hierarchical View | My Receipts |
} Browse and Diarise |D ~ Computer No E Receipt No. E Subject ~ Subject Category. ~ Created On |
» Inbox (] E 194794 194794/2021/EDP(RTI Jaipur) Deputation of Asstt Audit Officer for impl of OIOS... General 12/09/21 03:41
} Email Diarisation (] E 193116 193116/2021/EDP(RTI Jaipur) [Cag-all-users] e-Office CAG- Parichay Upgrade. General 07/09/21 11:57
» Closed
::!tehers
(Hierarchy)
» By others(All)
» Acknowledgement L\A
» Created
» Recyde Bin
» Initiated Action
Files =
Description:
e The Created list of receipts displays information such as, Nature of Receipt (E/P),
Computer No., Receipt No., Subject, Subject Category, and Created On
e The list of receipts can be sorted on the basis of Computer No, Subject, Subject Category
and Created On by clicking on column heads.
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 Created sub module displays the list of all generated Receipts that are not yet

Marked/Sent.

e To view list of receipts created, Click Created sub module of Receipt module.

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

e Send

e PutinaFile

e Copy

e Dispatch

e view

e Generate Acknowledgement
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Receipt Inner Page

e (lick areceipt number in Created submodule of Receipt module:

PEmare e Wovemewn 31| Amacn e | Amacn
f
¢ || Upload(Only PDF upto 20 MB} N’ =3
" ([0 Q1 1)ef3 = |+ | AutomatcZoom v CX=RLEE) Cronse one

GRS [ Telephone : 2652 1902 / 2654 1878 (D) / 2654 0453 (D) )

$-¥5/ o-mail : timumbai@cag.gov.in S "

P | FAX No. : 2652 2627 ) ] v RO =

T T £ q’ﬁaﬂ Contact Details [ Add to Address Bool
INDIAN AUDIT AND ACCOUNTS DEPARTMENT
: it
UMBAI REGIONAL TRAINING IN esignatir SAO(CF & Ace
s
T A/ W 2021-22/9R 3 b =5 =T
e & e &% 06.09.2021 P
osc ® HarH, oy o
= = W ATARRAE ot ol sdtond & mi swemet sty iy .
Notrcati To c o i
o oy i t t
—— AILTA&AD offices/ User offices of RTI, Mumbai g0ty & Mbjec
wan Cangor cee
Audtt -
& st o wiaffa & weu S0 Camg)
of Asstt Audit Officer for implementation of OI0S- reg,
Y, . eem M
. || W
~— ~
4
|| Customizs Acxnowssagemant

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) 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.

b) Putin a File - This option allows a user to put the opened/selected receipt into a
file. User may putitin to an existing file lying with the user or create a new file for
it.

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.

d) Dispatch - This will dispatch the created receipt to receipt inbox.

18 |Plage




e) Details -

= Thereceipts 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 Subject, Diary Date, Receipt No., list of Drafts prepared, List of
letters Dispatched against it, Attached/Detached Receipts/Files, Closed
History, Movement details, etc.

f) 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.

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

h) Attach - This option allows user to attach the Receipts and/or Files with receipt
for reference or other purposes.

2. 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.

3. Receipt Meta Data
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5.4 Receipt Inbox

e 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.

e The receipts in Inbox are in active state pending for necessary disposal.

e To view list of receipts received, Click Inbox sub module of Receipt module.

Description:

e The Inbox list of receipts displays information such as, Computer No., Receipt No.,

Subject, Sent By, Sent On, Due On

Date Range : 24/03/2021 To 13/09/2021

)| || Receive | Send Back | Send | Putina File | View | Mave To | Copy | Close | Dispatch | Print Barcade | His My Racaipts v |
uj ~ Computer No > Receipt No. ~  Subject ~ Sender ~ Sent By ~ Sent On ~DueOn~  Remarks
(] E 194734 194794/2021/EDE(RTI Jaipur) Deputation of Asstt Audit Officer for impl of OIOS... RTI Mumbai 13/09/21 02:40 - =
O E 182833 182833/2021/EDE(RTI Jaipur) B Tast- Acknovledgement \ 02/09/21 07:05 - =

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.

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

H eFile version6.0 Search oIl Advanced | 0 @
Receipts = ||"Send | Send Back | Putin a File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |'| |
b Brovss an d Diarise - .

_ D Q J 1 0f3 — |4+ AutomaticZoom  ~ A » Receipt Details
[y Inbox | =
» Email Disrisstion ) A Receipt No 194794/2021/EDP(RTI Jaipur) &= File No
) Created TRl / Telephone : 2652 1902 / 2654 1878 (D) / 2654 0453 (D CUmUU‘E[ No 194794
4= i@eag.govin
» sent A Y o From RTIMumbai Designation SAO(CF & Admin.)
b Closed '; T ST T e fanT Main Category General Sub Category:
By Me R S Address Mumbai Sent Date 13109121 02:40 I
) Sy gfie e, g
+ f’,j Uthef i sttt g Letter Ref. No Letter Date
(Hierarchy) — Y 3
+ By others(all) Subject: Deputation of Assit Audit Officer for impl of O10S... Enclosures:
b Acknovdedgement Delivery Made : By Hand Sender Type
+ Crested . &5 sy nRiE: 2afees Movement Details
» Sent A 09.202 Sent By ~ SentOn ~ SentTo ~ Action ~ Remarks ==
} Recycle Bin T d b wh wrim sk & mb gudme s VINOD SENCHA,EDP(RTI Jaipur) 13/09/21 02:40  VINOD SENCHA,EDP(RTI Jaipur)
» Initisted Action To selzEz
Al TA&AD offices/ User offices of RTI, Mumbai
Files 2]

e The following actions that can be performed on INBOX receipts -

1.

2.
3.
4

Send

Send Back
Putin a File
Close
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6. Send Recelpt

e This section describes how to forward or mark a receipt to another user in an
organization or to an external organization.

e Receipts which are in pending state, i.e. receipts in Inbox/Created and Send can be
forwarded further.

e 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 Multiple receipts can be sent by selecting multiple receipts from Inbox 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/Created list.

[><]
Receipts = | Send | Send Back | Putin = File | Copy | Dispatch | Details | Movements | Edit | Close | View Draft | Attach File | Aftach Receipt | |
() Q - 1 of3 — 4+  AutomaticZoom v n>» Receipt Details
~ ReceiptNo: 194794/2021/EDP(RTI Jaipur) &= File No
o Computer No 194794
" From RTI Mumbai Designation : SAO(CF & Admin.)
§ s t Main Gategory General Sub Category :
me u R Address Mumbai Sent Date 13/09/21 02:40 P11
arfra afraor v, g Letter Ref. No© Letter Date ©
Subject Deputation of Asstt Audit Officer for impl of OI0S Enclosures:
Delivery Mode By Hand Sender Type
e & uH e, st 2 rafraa Movement Details
-+ sent i, R 06.09.202 sent By ~ senton ~ SentTo ~ Action ~ Remarks ~~-
» Recycle Bin AT AR W e SR & wd S weT VINOD SENCHA.EDR(RTI Jaipur) 13/05/21 02:40  VINOD SENCHA,EDP(RTI Jaipur)
¥ Initiated Acti T i . ) <2122
All IA&AD offices/ User offices of RTI, Mumbai
File: =
Click ‘Send’
2. 1C ena menau.
Recaipt: =l ——
I |
» Brovse d Di
» Inbox Organization COMPTROLLER AND AUDITOR GENERAL OF INDIA (CAG) »
» Email Diarisa tion
» Created @Al (O Reporting Officer () Sub-ordinates () Recent5 () Send Back (J1In Channel () Preferred List
» Sent Note: Name of the creator is highlighted in yellow colour.
» Closad
+By M2 To Receipt Number Subject
By Oth | -
(Hierarchy) ~—r I [ 194794/2021/EDP(RTI Jaipur) Deputation of Asstt Audit Off
o ( - ~
» Acknoviedgement 5 \ Note
c —
-+ Created = % S
en (Use s pera
, Recydle Bin = not puf inside the file
» Initiated Action Totsl 1000 | 1000 charactsrs laft.
= Remarks
Files =
Migrate File =
Dispatch = 4
%
Dispatch = _
Set Due Date
DSC = v
N’
Setti =
Notification =
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. Enter Remarks.
5. If necessary, you may assign Due date to the receipt.

6. Click -
‘Send’ -To send the receipt without signing digitally.

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

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

ii. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP".
iii. Enter the OTP received on the registered (with AADHAR) mobile number.
iv. Click ‘Submit’ to eSign and Send.

KEY POINTS:

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

a) Recent5 - 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.

¢) 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.

Note:
= The copy (CC) of the receipt number generatedis on the following
pattern: Sequence Number (Copy number)/Year/Section-Code.
For example, 101(2)/2021/EDP Section.
Sequence number - 101 Copy number -2

Year of Creation - 2021
Section/Office- EDP Section
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6.1 Receipt Sent List

e The Sent box displays the list of receipts sent/forwarded by the user to other users in
the system.

e [t 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.

Date Range : 24/03/2021 To 13/09/2021
Send | View | Copy | Generate Acknowledgement |

o ~ Computer No~  Receipt No. ~  Subject ~ Sender ~ Sentto ~ Sent On ~ Due On~ 2
| E 194794 194794/2021/EDP(RTI Jaipur), D ion of Asstt Audit Officer for impl of OIOS... RTI Mumbai VINOD SENCHA,EDP(RTI Jaipur)  13/09/21 02:40 - Initiate Action
T E 154407 0153357/ 2021/EDB(RTT Jaipur) — = e —
m] E 194394 194394/2021/EDP(RTI Jaipur) Initiate Action
O E 193133 193139/2021/EDP(RTI Jaipur),
O E 193117 193117/2021/EDP(RTI Jaipur),
O E 182833 182833/2021/EDP(RTI Jaipur),
E 189307 189307/2021/EDP(RTI Jaipur]
O E 186306 186306/2021/EDP(RTI Jaipur)
» Acknoviedgement O £ Ieeia2 DAL IS AT
+ Created (] E 183977 183977/2021/EDP(RTI Jai
» Sent O E 183715 183715/2021/EDP(RTI Jai
¥ R i O E 181564 181564/2021/EDP(RTI Jaij
) Initiated Action m} E 181563 181563/2021/EDP(RTL
= 1ll, 1] E 181561 181561/2021/EDP(RTI Jaipur),
Files =) =
O E 181523 181523/2021/EDP(RTI Jaipur) Initiate Action v
Migrate File (E3]
i 2] LEGEND priority M OutToday M Most Immediate W Immediate $ Action Initiated wIF VIP References

e To view list of receipts sent, click ‘Sent’ under Receipts module.

e The Sent list of receipts displays information such as Computer No., Receipt Number,
Subject, Sender (Sender of the DAK/Letter), Sent To, Sent On, and Due On.

e The list of receipts can be sorted based on Computer No., Sent On and Created On by
clicking on column heads.
e The following actions that can be performed on the list of Sent receipts -
e Send,
e Copy,
e Generate Acknowledgement.

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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6.2 Receipt Pull Back

To Pull Back a receipt is to call it back from the user to whom it was marked by the
user, before it reaches in their hands.

e 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.

e This can only be done until the recipient has not opened the receipt.

e ‘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 corresponding to the receipt number to be pulled back.

Recepts =l Send | View | Copy | Generate Acknowledgement (
) Brovse and Diarise v Computer Nov  Receint No. v Subject v Sender ¥ Sentto vSentOn v Due O
} Inbox D £ 194794 194794(1)/2024/EOP(RTL Jaipur)  Deputation of Asstt Audit Officer for impl of OI0S... ' Iniiste |
) Email Diarisaton D r insans B nianeinan ienntamr s o\ Al P ua liatt t (A
) Created [:]
} Closed D
4By Me D
By Others
(Hierarchy) D
2y cthercal) 0

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

Reasaon For Pull-Back

-Remarks *
Employee on leawe. Pulling back to re-assign]

Total 1000 | 955 Character left

=N

Note:

= The pulled back receipts will be moved to the respective folders from which it was
sent (Inbox/Created).
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e Torecord decisions on the note sheet against a receipt, it is necessary that the receipts

/. Put a Receipt inside a File

may be put inside a file as correspondence.

e This section describes how to put up a receipt in a file.
STEPS TO FOLLOW:

1. Select receipt or Click open receipt, from receipt Inbox or Created list.

Receipts =
Files. =
» Inbox (1)

»vs

, Submitted Files for
Closing Approval

» Created
» Parked
» Approval Requests
» Bulk Closing
» Closed
» By Me

, By Others
(Hierarchy)

» By Others (All)

Submitted Files for
»
Reopening Approval

» RMS Inbox
» Sent
» Conversions
» Drafts
» Completed
» Physical File
, Create New (Non
SFS)

» Create New (SFS)

» Electronic File

Create New (Non

Date Range : 23/03/2021 To 12/09/2021

= eFile versions.o Search

Fe) Advanced\@@

[
(]
[m]

LEGEND

Send | View | Create Volume | Print Barcode |

Hierarchical View | my Files

¥ |
~ Computer No ~ File Number Subject ~ Subject Category ~ Created On ~ Remarks
E 42104 ﬂ/]ﬂR/EDD/E—cfﬁ:e/Trammg/@?l[ e-Office WBC Demonstration E-OFFICE 12/09/21 02:45
Priority M OutToday M MostImmediate M Immediate & Action Initiated €3 Other Department [Z Files with Draft [} Draft Note Yellow Note External Files

2. Click ‘Putin a File’ menu as shown in:

Receints =] \

+ Browsz and Diarisz
b Inbox
+ Emil Digristion
b Created
) Sanl
+ Cloed

+By He

. m.mr:n
{ Hierarchy)

+ By clhers(Al)

# art
+ Recyche Bin
b Initisted Action
Files ]
HigrsteFile (4]

<=

put Ina Flle | ddpatch Details Movements |Edit | Attach Flle | Attach Receipt | Generate Acknowledgement

=+ hutomzicZoom v

aflyh»

A

o emmidag g

Receipt Details
ezt - 183T15/2024/EDPAT] Jaipur) q File o
Computer o : 183715
From : Designation : 5t Auditor
ain Categary: Sub Category
Address RTI Jaipur Sent Date
Letter Ref. No: Letter Date :
Subject: office order Enclosures:
Delivery Mode : Email Sender Type:
Movement Details
Gent By = SentOn * SentTo ~ Action * Remarks
<<p3r

l ]

-

Diary Details
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3. To put the receipt in an existing file already available, select or search the file from
list displayed.

Reccipts [

+ Browse and Disrise
b Inbex
» Email Diarisstion
b Crestad
b Sant
b Cleszd

+ By Me

2By Othess
(Fierzrchy]

» By sthers{il)

¥ Recyce B
» Inftiated Action

Files ®
Migrate File =
Dispatch (3]
Dispatch (3]
DSC o]
Settings =
Notificstion ]

Ext Depertment (2

Send | PutinaFile | Copy | Dispatch Derails  Movements | Edit | Arrach File | Attach Receipt | Generate Acknowledgement

o a

¢

1) of2

— |+ AvtomsticZoom v

aBnN»

A

/

Click on radio
button

Receipt Details

Receipt No 18371512024 EDP(RT! Jaipur) €3 File No:
Computer No 183715

From Designstion
Main Category : Sub Category
Address : Sent Date:
Letter Ref. No Letter Date :
Subject: Endlosures:
Delivery Mode Email Sender Type

Search Files for Attach

Sr Auditor

Year| 2021 v Search|

Create File

Computer Number File Humber Subject A
28183 RTUFREDFTANG/A  =OFFICE {RAINING

v

EEER

4. Click Attach as shown in:

5. This will attach diarized receipt to the selected file.

26 |Plage




8. File Submission

e The File Inbox contains the list of Files submitted/marked to a user.

e The Files in Inbox are in active state pending for the user’s necessary action for its
disposal.

o Comssw=-— 000

Date Range : 26/02/2021 To 18/08/2021
e [ | | Receive | Send Back | Send | View | Move To | More | Print Barcade | Hisrarchical View My Files v

Files.

~ Computer No ~ File Number ~  Subject ~ Sent By ~ Sent On ~ Due On~ Read On ~  Remarks

» Inbox u | 09/08/21 02:13 - 03/08/21 03:06 ]

V5 0/08/21 02:06 - 09/08/21 02:59 B

| 31/07/21 10:15 - 31/07/21 10:24 ]

oooo

N Submitted Files for
Closing Approval

» Created
+ Completed
» Parked
» Approval Requests
» Bulk Closing
» Closed
By Me
, By Others
(Hisrarchy)
» By Others (all)
Submitted Files for
+ Reopening
Approval
» RMS Inbox

¥ Sent -
LEGEND Priority M Out Today ~ M Most Immediate M Immadiate & Action Initiated £ Other Department [Br Files with Draft [E! Draft Note Yellow Note External Files

-+ Drafts

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

e Actions like Send Back, Send, View, Move To can be taken.

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

e List of Files can be sorted based on Computer No., Sent On and Due On by clicking on
respective Heading

e Legends and Color Code is used to differentiate various files in list.
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8.1 Electronic File Inner page

e Electronic File Inner page can be opened by clicking on File no. link from
Inbox/Created.

e Electronic File Inner pages displays Computer No., File No., Subject, Noting Panel,
Correspondence panel and various menus to work on file.

Z
<]
27 [Ih |8y
Bl |Add Green Not = |add vellow Nots fin) Q, 1 a1 — |+  Automatic Zoom ~ ~ (= N B
Noting|Ranel Correspondence Ranel

Menus:
1. Draft: Clicking Draft menu will display Create New and View Draft sub menu.
a. Clicking Create new sub menu of Draft, will open Draft editor page.

b. Clicking View Draft sub menu of Draft will open List of Draft Created on Right
Panel.

References

Link: Clicking Link Menu will open Linked Files List with option to Link Files.
Details: Clicking Details will open Detail Page of File.

Movements: Clicking Movements will open Movement page of File

Edit: Clicking Edit will open File Cover Page to edit Meta data of File.

S L

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

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

9. Attachment: Clicking on sub menu Attach File/ Receipt will open File/Receipt
Attachment Page.
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10. More

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

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

1
Note:

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

= 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.

Actions on Left Panel (Noting Panel)

eFile wversion 6.0

uuuuuuuuuuuu s =10 il Mo R TI A IERAEDE e officas Trmininal202 1.0 Subject: e Offica WEBC DaronstnmEion
Moting | Correspondence | Draft | References | Link | CDetails | Mowverments | Edit | Send | Attachment | More |

=y L

l' Bl Acd crecn Note | | 21 [Add vellow Note | I

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.
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Actions on Right Panel

& e

Juick Wieww

I Too T Rec=nt | Al ] I S CEE ey
(Em] (o} 1| of 1 — | 4+  Automatic Zoom ~ = Ch | >>

ToC (Correspondence List): Clicking ToC menu icon will open List of Correspondence
attached within a File.
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:

= Available only while writing Note

= C(Clicking on Previous Noting menu icon will display all Previous Noting.
Referencing Icon: Clicking on Reference Icon will provide option to refer previous
note or attached correspondence in Green or Yellow note in file.
Quick View:

» There are 3 sub menu under this menu, Noting, Correspondence TOC and Draft

TOC.
» By clicking any sub menu will open the respective panel in new pop up window.
» This is very useful during the making of note and draft to view other panel.
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B.2 Add Correspondence in File

e User can attach eReceipt diarized in eOffice to an eFile opened from Inbox/Created
through following process.
STEPS TO FOLLOW:

1. Click ToC menu from the right panel of file inner page.

[ Quckview |
[ 7€ ) Recent || Al ] o e

Wy Step 1

e

List of Correspondences and Issues
Choose One v

EI - Receipt/Issue No. * Subject T Type ~ Attached On ~ Pages  Action o

Attach .

N Step 2

—

2. Click Add Receipt action button.

3. Select receipt from year wise sorted list of Electronic Receipt.

E eFile version 6.0 Seaul L Advanced | @ @

Computer No: 42104  File No: RTI/JBR /EDB/E-office/Training/2021/ Subject: =-Offica WBC Demonstration
{ Noting |Correspurvdeme | Draft | | Link | Details | | Edit | Send |Attachmer|t | More | Quick View ]
SN + "
s L

Search for the receil
Bi | add or{ | - List of Correspondences and Issues
(21 v
2021 v Search
O - Receipt/Issue No. ~ Subject vIype  ~ Attached On ~ Pages ~ Action =
Computer Numbar Receipt Number Subject Step 3
Deputation of —
O« 194794 194794/2021/EDP(RTI Jaipur) 55t Audit Officer | S8
for impl of
Ql0s
[Cag-all-uzars]
£ 193116 193116/2024/EDP(RTI Jaipur) :'O.FF‘“ CAG
srichay
Upgrade.
Oc¢ 182833 182833/2021/EDP(RTT Jaipur) 1ot
N Acknaviedgement
Q¢ 135287 135287/2021/EDP(RTI Jaipur)  Tender Notice
Re: Data
Oc¢ 133348 133348/2021/EDR(RTI Jaipur)  COlection for
creation of
e-office praf..,
€l ooy
Attach I
Step 4
p S

4. Click Attach to attach selected receipt in File.

o ————————————————————————————————————————————————————————————————_————————————————————————————————————————————————————————————————————————————————————

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

= List of all the attached correspondences (Issues and eReceipt) will be displayed in ToC.
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Action on receipts
e Action on receipts like (Detach, Close, Mark (as PUC, FR), Unmark etc.) can be taken|

from correspondence list view.
ik vien |

+ A
FoC | Recert | Al | OBy
List of Correspondences and Issues
Choose One ¥
I:I b Receipt/Iszue No. * Suhject ~ Type™ Attached Of Choose One r
£ ) 134794/2021/EDP(RTI Jaipur) Deputation of Asstt Audit Officer for impl of PUCT 14/09/21 | Mark As PUC
0I0S5... 04:07
UnMark
Mark Az FR.
N\ Step 1
\ / / Detach
Close
Step 2 Print Barcode
e

STEPS TO FOLLOW:

1. Select the receipt using checkbox on which action has to be taken
2. Select the action from the drop down menu as shown
e Mark as PUC:

e An unmarked receipt can be marked as PUC by clicking Mark as PUC
Note:

= Not applicable for Issues and closed receipt.

e Unmark:

e A marked (FR/PUC) receipt in Correspondence list can be unmarked using
Unmark.

Note:
= Notapplicable for Issues.

e Mark as FR:

¢ An unmarked receipt can be marked as FR by clicking Mark as FR

Note:
= Notapplicable for Issues and closed receipt.
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Close:
e [t will display closing confirmation pop up.

e (iving 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.

Detach:
e It will display detach confirmation pop up Clicking OK will detach the receipt.

Note:

= Detach receipt will be removed from Correspondence list along with

its Issues (if anly).

= Receipt will only be detached if there is no movement of File after the
receipt was putin.

= Not applicable for issues.
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B.3 Add Noting

Add Yellow Note:

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

e Yellow Note is to add a draft note in a file for taking approvals from reporting before
finalizing the green note.
¢ Once the yellow note is confirmed, it changes to green note sheet.

¢ Yellow Note can be used in following two scenarios:

Scenario 1: For PA/PS attached with officers:

e PA/PS of the officers can write noting on yellow note when officer is giving dictation
and submit file back to officer for correction or confirmation.

e Officer can either edit/discard/confirm the yellow note.

e Once it is confirmed than Yellow note changes to Green note sheet and officer can

then sign and send the file to the concerned.

Scenario 2: For confirmation:

e When user is not sure about the content to be written on green sheet and requires
confirmation from reporting officer then user can write content on yellow note and

submit to reporting officer for correction.

o Further, reporting officer can edit yellow note for correction and submit back to user

who created yellow note.

STEPS TO FOLLOW:

Step 1: Click on Add Yellow Note link.

= eFile versionss Search

Computer No: 25715  File No: 8-12012/1/2017-ADMIN-TRAINING DEPT, (52 Subject: policy related
Noting | C Draft Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More

LT (o€ (“Recert Y Al Previous Notings)

S

w s O e

Note # 1
PUC is a latter received from
re as under

04/05/2017 11:28 AM

B Add Green Note | | =1 Add Yellow Note I« «

1-1 of 1 Note(s) »

»

LEVEL X
(Loc)

25644/2017/ADMIN SECTION-TRG

e +  Automatic Zoom =

GOVERNMENT OF ANDHRA PRADESH"
ASTS
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Step 2: Click on SAVE button after adding content; as shown. As a result the yellow note
gets saved.

e wesmww— 000

Computer No: 25715  File No: §-120312/3 23 2-ADMIN-TRAINING DEPT. [; Subject: policy related m
Noting | Col | Draft | Ref Link | Details | Movements | Edit | Send Back | Send | Attachment | Action Details | More |
[T Toc Y"Recent )| AN YPravious Notings) s "o e

Noting saved at 18-09-2017 12:13:27 PM * To refer correspondence, please click on “All" tab.

B Z US E FE E = Fomatsv  Paragraph ~ Verdana

o = 25644/2017/ADMIN SECTION-TRG
PX GOVERNMENT OF ANDHRA PRADESH'
e = ABSTRACT
EvEvEE 6 XD H XX -Q0 I .

rrgaton & CAN Degiarreont - Sg g o OFams (ur udminsion 10 M. Tech £ I°
LEy A A ® :: English v fo IR g ¢ Diloma in 'WR0 s H «‘-:Km';w o uu; Nh‘-m!.-m 1::::?| ::‘:«

fatrainfingry Loave withaur ey & Ao 025 - Pormmssion - Acoorded - Orters

A Taund.
The eOffice product aims to support governance by ushering in more effective T RekaTion & cap (sERV
transparent inter and intra-government processes. The vision of e-Office is to GO Kt Na 12 o 2652012
achieve a simplified, responsive, effective and transparent working of all governi Heinl e followingy
offices. 1. Froee 1hes W5t of Doad, 11T, Riootkes, W et & Wy g
3 P 22002
The Open Architecture on which eOffice has been built, makes it a reusable 3. From s Cngicer-nChIGtiAW) L KO SNGIRaNATL ) ROY AZE 2+
g T, Roorene. M Ty?2M2, 9U16.4 2012

framework and a standard reusable product amenable to replication across the

governments, at the central, state and district levels. The product brings toget!
the independent functions pnd systems under a single framework.

ORDER:

L
Rosautcas De
for edmissicn o
1790t an Widcs banageman 1o¢ the Acadentc Sessor 2012-2013. Aczerdingly, e

Wn«m Liiet (AW wide rocronce 5 tead abcwe umabed e o
i e

C 3 1TAS 000w, Hea o Nepcrtmord (T, Rodekes, Weaser

Step 3: After the note is saved, user can perform the action as per the authorization
o Edit: User can edit the yellow note

e Discard: User can discard the yellow note
e Confirm: User can confirm the yellow note into green note.

Discard Confirm
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Add Green Note

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

STEPS TO FOLLOW:

1. Click Add Green Note Icon in noting panel of electronic file inner page.

Computer o: <2105 i No: RT1 158 /EOR/E s TAng(2021  Subjects o Offics WEC Demanstation =
| moting | Correspondence | Draft | References | Link | Details | | Edit | send | | More ‘
2 (o e £ m

Choose One v

~ Type~ Attached On ~ Pages Actior
21

3 Reopen

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

E\Emputer MNo: 42104 File No: RTI/IPR/EDE/E-office/Training/2021/ Subject: e-Office WEBC Demonstration

Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More |

Quick Noting >~

—
H — Q x >x A 9. =B~ A ~ A -~ @& % English~

Discard Note ~
Quick ~ -
Noting
Step 2
b - 7
P =» span Step 3 - Words: 3
Note:
= Pasted content having hyperlinked data/URLs should be saved as plain
text

= Quick Noting may be used to add predefined noting.
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3. Click Attachment icon to attach document (PDF) if require.

Note:

Document attached can be of maximum 25MB.

Clicking on Attached document will allow the user to download the
document.

Clicking on Remove icon on attached document will remove the attached
document.

4. Click Save icon to finalize the Green note.

Note:

Content either typed or copied and pasted from word document in editor
should get Auto Saved if not saved by user.

If Text editor has blank note it will not be Auto saved or Saved.

Last Saved date and time (dd/mm/yyyy hh:mm:ss AM/PM) should be
updated in Note Action Header after getting auto saved.

Legends will be displayed in File Inbox/Inbox Folder/Created /Parked list to
indicate file having saved Green note.

Discard Saved Green Noting

1. Click Discard icon on Note Action Header.

2. Confirm deletion of noting in alert popup. On confirmation, green note will be
discarded and blank text editor is displayed with option to Add Note.
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8.4 Create Draft(DFA) in an Electronic File

e 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.

e There can be three different nature of Draft that can be created.

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

8.4.1 Create a New Fresh Draft

STEPS TO FOLLOW:

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

Computer No: 42104 File No: RTI/IPR/EDP/E-office/Training/2021 Subject: e-Office WBC Demonstration

| Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More |

Quick Moting ~ > Create Mew Draft
Wiew Draf—t{j
Last Sawved 14-09-2021 05:32:05 PM -
B T« B F W = = = = Formats~ Line Height - Paragraph ~ Verdana -
11pt -
E vy = v = E=E %N H — O »x x MM M =B~ A -~ A -~ @& zI English~
o -~ =

2. Select draft type as New/Fresh & Fill basic metadata categorized under Draft Details.
Click Add/Edit Recipients (Optional at time of Draft Creation) action button.

omp RTIER . c
I}FNﬂ[mg Corrazpondance | Draft | Refarancas | Link Datails | Movements | Edit  Send | Atcachmant | Mora |
'
Step 3
Hew Draft ~—__—— Pl Upioad File JESERES Draft Details
== Draft Type® New/Frasn v|  Language® English ~
=) - Jjverdana T Tipt Draft Nature™ Choose One ~ Prefix Choose One ~

- @ Englshv © -~z
=-Office WBG Demonstation
Subject =
Totel 1000 | §74  charsciers L.
Communication Details

Ministry Choose one

/
P Department Choose one
Step 2
Name’ Designatien
Step 4 Organization
— Address 1+
i Address 2
Country INDIA. v|  state Chocse one -
ity Pincode
Mobile Landline
F Email
Add More Recipient(s) Clear
== Stps e
7 S Hote - Use following # tags for draft creation

#ApprovedBy# for Approv

I, Step 6
N

Meme

#ApprovedByPast# for Apy

e e e Step 7
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upto 25 MB)
4. Type or paste copied content in the text area to create draft content.
5. Add Attachment if any
a. Click on Attach File button.

L I
Page Size | Choose One ~ [[TIRIE (mex 2 ms) Draft Details
— | 4  AutomaticZoom ¥ E B9 A 5 | Draft Type=* MNewiFresh v Language* English -
= Prefix Choose One hd
@ File Upload X
4 B+ ThisPC » Desktop N J) O Search Desktop
Organize « Mew folder ==~ [ e
ed | [ This PC 2 Mame Status Date n1C(|IfI;C| Type b
;ﬁ L ' 30 Objects ﬁ% Sl 22-5ep-21 2:45 PM Microsoft Word Docur | >
I Deskiop ¥ eoffice T7-Sep-21 1:51 P Wicrasaft PowerPoint P hd
8] Documents he 15-5ep-21 6:45 PM Adobe Acrobat Docume Designation AADIEDP
ol N g: 03-5ep-21 10:47 AM Microsoft Excel Worksh
; Downloads R R .
oul ﬁ 21-Aug-2 W Adobe Acrobat Docums
— b Music 23-5ep-2112:12 PM File folder
M =] Pictures 22-Sep-214:51 PM File folder :
o B videos 21-Sep-21 4:20 PM File folder | St Rajasthan hd
ffic i 05(C) 16-Sep-21 446 PM File folder vl Pincode
wrm =
nataoreTma Y € 2 Landline
agel File name: | | |AllFiles v Email
Cancel Add More Recipient(s) ~ Clear
ZlAttachments \ m
| 1 Step b | Step a «
b. The File Upload dialog box will appear. Select the desired document and click
Open button
c. This will attach the document as shown.
yComputer No: 42104 _File No: RTL/JPR/EDE/E-of ng/2021/ Subject: e-Office WBC D

Select from pre-defined draft template or Upload a file (PDF or Word Document Only

[ Noting | Correspondence | Draft | Referef Details | Movements | Edit | Send Back | Send | Attachment | More |

|‘u.-aftm.=nrafmssaz -V 1.0 Draft Status : DFA
Draft No Page Size | Choose One v {mex 20 mb) Draft Details
o Q _1 of 1 — |+ a8 N » Draft Type* New/Fresh v|  Language* English
~ Draft Nature* Note hd Prefix Choose One
e-Office WBC Demonstration
Subject*
Total 1000 | 1000 characters lef.
Communication Details
Ministry Choose ong
Department Chaose one
Name intemal Designation AAOIEDP
Organization
Address 1+ RTI Jaipur
Address 2
l Country INDIA v | State Rajasthan
City Pincode
HMobile Landline
Fax Email
Attachments
T st.docx
", Attached Draft

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

7. Click Save to Save the draft. Unique Draft number will be generated by system

automatically for each draft creation.

Add More Recipient(s) | Clear
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8.4.2 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.

2. Select Draft Nature as Reply (Available only when file has active receipts in
correspondence)

Computer No: 42104 File No: ET1/JER [ED/Ecoffice (Training/2024(  Subject: =-Office WEC Demarstration

Step2 |

Draft Details

I U EE E = Ffomss i~ Paragisph - Verdsna

omats - Line Heigh
= N H — O x X M9 =- A -

=
9
@

::::::::

Step 4

Step 7

nnnnnnnn

Attachments " Step 8 m
S N

Step 9

"™ (step 10
—
=

Select Receipt No. if there are multiple receipts in ToC.

Fill basic metadata categorized under Draft Details.

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

Select from pre-defined draft template or Upload a file (PDF or Word Document Only
upto 25 MB).

7. Type or paste copied content in the text area to create draft content.

8. Add Attachment if any.

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

S s

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

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.

. Clickir@ icon will display details of Receipt.
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8.4.3 Create a Reminder Draft

Important Points:

v Inorder to create a Reminder draft, Issue must be present in correspondence of file.

STEPS TO FOLLOW:

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

2. Select Draft Nature as Reminder.

Compuber No: 20281 File Noi RTJJPR/E-20K-EWebaite'y  Subjich: Development & Hostig of AT Website %
Noting Comespongence Draft | References | Link  Detals | Movements | it SendBack Send  Attechment | More| Quick View
E;::N; T B TR T T P e B BT S T

oy [SICT T croose trom Tempiatets) [ upioaa Fie [f SRR Draft Details
S Draft Type® ~ Language* English
& L Formats | LineHeight =  Parsgraph =  Verdana v | 11 et 1 erenx —
S-E-EE % = Q XX TN E- A~A~- ® ¥ Engisn O~z
= csting of RTI Websi
ject~ p
P ———— Step 3
Issue Number [Choose one P3 Miew Remingers
Choose One |
Chosss one 1/55884/2021
hoose one M62763/2021
g dere 2021 Designation
Step 4
\—/"—_’
Step 6
S

Country INDIA v] staie Choose one ~

city Fincode

Mobile Landline

Fax Email

Attachment:
< >
P P Words: 0 #ApprovedByNames for

#ApprovedByEmailé for
#DocumentNumbent for

3. Select Issue No. if there are multiple Issues in ToC. (Reminder popup will open
displaying list of all dispatches done on selected Issue)

4. Fill basic metadata categorized under Draft Details.

5. Select from pre-defined draft template or Upload a file (PDF or Word Document Only
upto 25 MB)

6. Type or paste copied content in the text area to create draft content.
7. Add Attachment if any.

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

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

Note:

= Recipient details, Main Category, Sub Category and Subject of selected receipt are
auto fetched in respective metadata fields.
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8.4.4 View Draft List

Important Points:

1. Electronic File containing the drafts must be in Created/Inbox/Parked/Closed list.

2. 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.

E eFile version 6.0

RTLIPR/F-2/K-6/ Website/3/ 15 ; Subject: Development & Hosting of RTI Website
Noting | Correspondence | Draft * References  Link | Details | Movements | Edit | Send Back | Send | Attachment = Maore
|, 0 Create Mew Draft ) e
Vi raft ==
6 of 16 Note(s) » »

B Add Green Note | =
il

2. This will show List of all created Drafts.
ey

Draft List

Dol et

z
i
:

D
>
=
3
2
(e
(e
(L}

o

Fi

Draft Wersion List

Created By

Note:

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 take following action - Show Version and Delete.
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8.4.5 Preview Draft (DFA)

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

e This feature is useful to check actual formatting of created draft.
STEPS TO FOLLOW:

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

2. Open unapproved draft from Draft List by clicking on Draft No.

3. Click on preview button.

Computer No: 42104 File No: RTI/JPR/EDP/E-office/Training/2021/ 5 Subject: =-Offics WEC Demonstration [X]
[ Noting | Correspondence | Draft | References | Link | Defails | Mavements | Edit | Send Back | Send | Atachment | More | [ Quick view |

1 DFA/ -V 1. : ’

Draft No. : DFA/103898 - V 1.0 Draft Status : DFA Step 3 — @
e
max 20 mb| Draft Details
Draft Tyna: MawlEresh v Language* English v
v Prefix Choose One v
You have chosen to open: ift version 2
| T DFapdf
V.
mmw which is: Portable Document Format (PDF) (36.5 KB)

00 | 980 characters left.
REGIONAL TRAINING IY ~ from: hitpsi/cag.eoffice.govin

,,,;,,., -1;:1 INDIAN AUDIT & ACCOUNTS DEP| Whatshould Firefox do with ths file? Step 4 m
| | ® Open with Firefox - S ——

(O Qpenwith | Adobe Reader (default]

<

(O Save File
Test: Using Edit functionality. G
O Do this automatically for files likg this from now on. #ApprovedByName# for Approver Name
prover Designation #ApprovedBySectionName# for Approver Section Name
ost #ApprovedByEmail# for Approver Email
Step5 = ok Cancel
val #DocumentNumber# for Document Number

o, ST, HiEAT, A T, A - 302015

4. A dialog box asking to open the previewed draft will be visible. Select any option.
5. Enter Ok

6. This will preview the draft content
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8.4.6 Edit Draft (DFA)

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

STEPS TO FOLLOW:

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

Computer No: 42104 File No: ETI/IPR/EDE/E-office/Training/2021/ (WP Subject: - Offica WBC C Damonstration
et orars - o (o]
Draft Details
-~ test Draft version 2
e otal
REGIONAL TRAINING INSTITUTE Communication Detalls
~ ﬁ Attachments Attach File
INDIAN AUDIT & ACCOUNTS DEPARTMENT

Test: Showing Edit functionality. nop

#ApprovedByE mail#
#ApProvedDate# for Date of Approva #DocumentNumbers for Document MUmMber

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

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

4. Saved content of the draft will be displayed in editable form

5. Edit content (option to type content, paste copied content and choose template
will be available) as required.

Draft No. : DFA/103838 - V 1.0 Draft Status : DFA @
=+
New Draft Choose from Template(s) Jl:1 gl Upload File [EEGIFE-VRNN Draft Details
-l S USRI LTl (1 Draft Type= NewlFresn v | Language” English v
B L B 7 U == = = Fomalsv LineHeight v Paragraph ~ \Verdana v  11pt - Oraf Nature® Lotter T Prem Choose One -

ETE-EE 4 B —Q x,x % =~ A~-A~- & Engishe © ~2

= test Draft version 2
Subject*
i A
= Total 1000 | 980 characters left.
Communication Details
REGIONAL TRAINING INSTITUTE
ARG SETET U S e Ministry Choose one
INDIAN AUDIT & ACCOUNTS DEPARTMENT Depariment Chaose one
Name internal Designation AAOIEDP
Step 5 Organization
- —_—— .
Test: Using Edit functionality. Address 1 RT! Jaipur
m Address 2
Country INDIA V| state Rajasthan v
T
City Pincode

Scenario 2: In Case of DFA created using uploading Word/PDF Document

4. Download uploaded document by clicking Download Icon for further editing. A

Computer No: 42104 File No: RTIr‘JPRJEDPr'E-ch\ceﬁTrain\ngJZDZ1}a Subject: e-Office WEC Demonstration
| Nating | Carrespandence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Aftachment | Mare | |
Draft No. : DFA/103332 - V 1.0 Draft Status : DFA
LS5 20 mb) Draft Details
il Q \l/ 1 el - |+ | AiomaicZoom v [ » Draft Types NewFresh v Lanquage* English v
Draft Naturet Note v Prefix Choose one v
nload
—-
e-ffica WBC Demonstration
| | Duihinads
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6. Edit metadata (If required)

7. Add or remove attachment (If required)

pdf file of draft DFA will be downloaded.

5. Make required changes in the downloaded file by converting it from pdf to word.
Click Upload File button to select and upload updated/edited word /pdf document
or a new document from local drive.

e An attachment may be added if required as shown in Creating Draft Section.

e An attachment may be removed if not required by clicking the delete icon in front

8. Click save. This will save the updated content of Draft.

Q 1 — | 4+  Automaticzoom ~ &R » Draft Type~ NewFresh ~|  Language- English ~
~ Draft Nature= Note v Prefix Choose One v

&-Office WBC Demonstration
Subject =

Total 1000 | 1000 charactsrs I=ft

Remove Attachment Confirmation [ | Choose one ~

@ Are you sure you wantto delete Sl.docx ?

— = | Country INDIA ~| State Rajasthan ~

Add More Recipient(s) ~ Clear

of an attachment.

e A confirmation dialog box will pop up. Click Ok to remove the attachment.

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 may 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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8.4.7 Show Version

e This section describes how to see previous version created by various users during

the file submission
STEPS TO FOLLOW

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

Draft List
Delete
N Draft Ho. Subject Status Approved By
D DFEAS103858 test Draft version 2 DFA Verj'nn Delete
Step 1
j
Step 2 Draft Version List
DF&/103838
Created By Status 1
15/09/21 11:18 VINOD SENCHA,ARD{EDP)VS DFA
2. Clicking on version number in draft version list will display that version.
B

Noting |Currﬁpondence | Draft | References | Link. | Details | Movements | Edit | Send |Attachment | More |

Draft No. : DFA/103898 - V 1.0 Draft Status : DFA 1

T
{max 20 mb}

gt whiraor e
REGIONAL TRAINING INSTITUTE
ATt SETET e s e
INDIAN AUDIT & ACCOUNTS DEPARTMENT

Test: Show version 1

. o, BT, TS L, TR - 302015
A.G. Colony, Bajaj Nagar, Jaipur - 302015
ZOATT/ Tel.: 0141-2704709, %1/ Fax: 0141-2702927
$99/ E-mail: rtijaipur@cag.gov.in, 9122/ Website : www.rtijaipur.cag.gov.in

Draft Details
Draft Type* NewiFresh v
Draft Nature® Letter el
test Draftversion 2
Subject*

Total 1000 | 980  characters left.

Communication Details
Attachments

temp.docx

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info
#ApprovedByDesignation# for Approver Designation
#ApprovedByPost# for Approver Post
#ApprovedDate# for Date of Approval

Language* English

Prefix Choose One

#ApprovedByName# for Approver Name
#ApprovedBySectionNames# for Approver Section Name
#ApprovedByEmail# for Approver Email
#DocumentNumber# for Document Number

[~ quck ven ]

A
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8.4.8 Delete Draft

e Only Draft in DFA State can be deleted.
STEPS TO FOLLOW

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

Draft List

Deleta

D Draft No. Subjact Status Approved By

DFEAf10Z2898 test Draft version 2 DFA Vearsion Delets

Draft Version List
COFAaf1032898

Version Created On Created By

Status
1.0 1s5/09/21 11:18 WINOD SENMCHA, AAC{EDP)VS DFA

2. Click the delete button respective to the draft to be deleted.
There will be following different scenario

a. File without further movement: Clicking Delete Icon in draft list should remove
the Draft and its version.

b. File with further movement (Single Version): Clicking Delete Icon in draft list

will change the Draft and its Version Status to ‘DELETED’ and Draft No. and
Version Link become Inactive

c. File with further movement (Multiple Version): Clicking Delete Icon in draft

list will change the Draft and all of its Version Status to ‘DELETED" and Draft No.
and Version Link become Inactive.
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9 Send Files

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

STEPS TO FOLLOW:

1. Open a file from Inbox or Created list.

Computer No: 42104  File No: RT1/JPR /EDP/E-office/Training/2021/ & Subject: =-Office WEC Demonstration [X]

[ Noting | Correspandence | Draft | References | Link | Details | Movements | Edit | §end | Attachment | More | ‘

Organization : COMPTROLLER AND AUDITOR GENERAL OF INDIA (CAG) »

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

Note: Name of the creator is highlighted in yellow colour

T Notify: (] Email [ sms File Number Subject Note(Chars)

#-(_]) RTIJPR/EDP/E-office/Trainingl... e-Office WBC Demonst.. 1000
Total 1000| 1000 characters lefi.

Remarks Note : Bulk signing maximum allowed characters- 1000000 Total(Formatting included) :1000

Set Due Date
Action Forward v

Priority Choose one v

2. Click Send menu

3. Select user in To field from the Organization hierarchy list in case for single
instance multiple departments.

Select Due Date(If Required)

Select Action(If Required)

Select Priority(If Required)

Enter Remarks

Select Notify Through (SMS/Mail) using checkbox to notify receiver. (If required)).
Click Send to forward file.

Note:

= Sender Name and Post details shall be appended in Green Note of File automatically
after movement.

. EPI‘E‘r?/ of File Sending shall be updated in File Sent list of User and Movement details
of File.

© 0N U A
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9.1 Send file with eSign

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

Important Points:
v' File should be available in file inbox/created list.

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

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

STEPS TO FOLLOW:

1. Follow Steps 1 to 8 as in sending a file
9. Click eSign and Send.

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

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

13. Click Submit to eSign and Send.
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9.2 File Sent List

etc. if any.

Date Range : 26/03/2021 To 15/09/2021
| View | Create Part |

Ike(elp!s =

Files =Ellln - ﬁ—gmp—”ﬁﬁ ~ File Number
Inbox o=
L2 O E 42104
+VS
[J ™ Ezo0281
Submitted Files for
* Closing Approval O t S0044
» Created O = e 38345
+ Completed =
(m] € 28887
» Parked
O E 30244
» Approval Requests
» Bulk Closing 0O ® e 40487
» Closed ] m Ezes03
2By Ma O E 30137
By
*;,:, O E 30137
2By (All) (] E 30240
Submitted Files for | [] E 40487
Reopening
Approval O = E 3603
» RMS Inbox
__ LEGEND Priority M OutToday M Most Immediate
» Conversions
+ Drafts

Pescription:

clicking oncolumn heads.

M Immediate

& Action Initiated

¥ Sent To

) Other Department

[By Files with Draft

e To view list of Files sent, Click ‘Sent’ sub module under File module.

~ Sent on ~ Currently With

[E} Draft Note

Yellow Note

e The Sent box displays the list of Files (Electronic and Physical) sent/forwarded by the
user to other users in the system.

e It keepsarecord 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

Initiate Action

Initiate Action
Initiste Action
Initiate Action
Initiate Action
Initiate Action
Initiste Action
Initiate Action
Initiste Action

Initiate Action

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.

e The list of File can be sorted based on Computer No., Sent On and Created On by

Initiate Action v
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9.3 File Pull Back

e This feature allows user to Pull Back forwarded file from the user to whom it was
marked.

e This may be required in case 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.

Important Points:

v This can only be done until the recipient has not opened the file.

v" Pull Back link/icon will be available for only those file which are eligible for Pull Back.

STEPS TO FOLLOW:

1. Click Pull Back icon with respect to file to be pulled from sent list of files module.

Date Range : 26/03/2021 To 15/09/2021
Receipts = | View | Create Part |

Files = -~ Computer i - v A
- No

~ File Number v  Subject v SentTo ~ Senton ~ Currently With ~ Due On

Inb
yelfibon E 42104 RTI/JPR/EDP/E-office/Training/2021/ e-Office WBC Demons tration Z‘:Ef{* VEIAYWERGIA EDP{RTL ::{g?/n RAKESH VIJAYVERGIA,EDP - Initiate Action @

VS

, Submitted Files for
Closing Approval

» Created
+ Completed
» Parked
» Approval Requests
» Bulk Closing

» Closed

+ By Others (All)

Submitted Files for
+ Reopening

D00000D0000000Iu

LEGEND Priority M OutTodsy M Most Immediate M Immediate § Action Initiated €3 Other Department [y Files with Draft [E} Draft Note Yellow Note External Files

2. Enter Pull Back remarks.

SAlert

Reasomn For Pull-Back

—e=T =c=micd o T
aald 1 sk .

3. Click OK in the Pull Back Confirmation pop up to pull back the selected File.
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10. Approve Draft (DFA)

e This section describes steps to approve a draft.

e |f the Draft Approving Authority wants to change the content of the draft. Please refer the
instructions in Edit Draft Section.

Important Points:
v This option is available to the official only having the draft approving authority.
Draft content is not available for editing, once draft is approved.

v
v" Removal or Adding of attachment is not possible after approval.
v

Only Recipient details can be edited after approval.

STEPS TO FOLLOW:

1. Open a draft (DFA)by clicking draft no link to be approved from Files>view
draft->‘List of Drafts’.

2. Click Approve.

Draft No. : DFA/103838 - V 1.0 Draft Status : DFA

{max 20 mb Draft Details /
(Step 2]
Draft Type* New/Fresh v Language* EngliSims v
Draft Nature® Letter v Prefix Choose One v
o test Draft version 2
Subject = 4
%
aftr afSrerdears Totsl 1000 | 980  characters lsft.
REGIONAL TRAINING INSTITUTE Communication Details

O et ST o e e Attachments | Attach Fie |

it T INDIAN AUDIT & ACC(

Approval Confirmation

@ Once draft gets approved no further changes can be made.

#Doi tag used for displaying the number is not available in the draft
Test: Using Edit functionality. content. Would you like to proceed further.
#ApprovedByName# for Approver Name
" n #ApprovedBySectionName# for Approver Section Name
Step 3 Step 4 /\; & #ApprovedByEmait# for Approver Email
— — e #DocumentNumbers# for Document Number

3. An approval confirmation pop will appear as shown above.
4. Click ‘Ok’ on approval confirmation pop-up.

5. This will approve the draft.

52 |Plage




11. Signing Approved Draft

e This section describes the digital signing process of an approved draft.

11.1 eSign

This feature allows user to digitally sign Draft using eSign.

Important Points:

v User should have Aadhaar linked mobile number (For OTP based eSign) listed in the
Employee Master Data.

STEPS TO FOLLOW:

1. Open an Approved draft from the ‘List of Drafts’.

[ Quick view

Draft Details

Ciraft Type=* Mew/Fresh - Language* English -

Draft Mature= Letter s Prefix Choose One e

test Draft version 2

Subject= y
Total 1000 | SEO characters laft.
Communication Details
Ministry Choose one -
Department Choose one -
MName internal Designation AMDVEDP
Crganization
Address 1= RTI Jaipur
Address 2
Country INDIA ~ State Rajasthan ~
Mobile Landlineg
Fax Email
Add More Recipient(s) Clear
Attachments Attach File

temp.docx

Hote : Use following # tags for drafi creation

#ApprovedBy# for Approver Info #approvedByMName# for Approver RName
#ApprovedByDesignation#® for Approver Designation #ApprovedBySectiontMame# for Approver Section Mame
#ApprovedByPost for Approver Post #ApprovedByEmail# for Approver Email
#ApprovedDate# for Date of Approval #DocumentMumber# for Document NMumber

Notify Through SMS

Dispatch By Self Dispatch By CRIL Edit I Custom Sign I
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2. Click ‘eSign’ button.

3. To proceed, read and agree to the ‘Consent for Authentication form’.

[ Confirmation

@

Consent for Authentication
Matiornal fnfonmratics Centre

I hereby state that | hawve no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric andior One
Time Pin (OTP) data for Aadhaar based authentication for the purposes of availing of the

ric-eSigrr  Gateway from Maticrnal Informatics Cernbre . I understand
that the Biometrics andior OTF | provide for authentication shall be used only for
authenticating my identity through the Aadhaar Auathentication system, for obtaining my

e-kNC through Aadhaar e-KYC service and for the issuance of Digital Signature Cerdificate
(OD=C)y for this specific transaction and for no other purposes. For the creation of DsSC, |
understand that the options that | have chosen are the ones that shall be populated in the »

11 Agree

| Confirm || Cancel

4. It will redirect to the eSign service portal.

<
WSPh
= Digital India <cONC
Power To Empower Centre for Develoy
sslpeilietone
You are currently using C-DAC eSign Service and have been redirected from
@ Hastaks 1_’;

G-DAC's eSign Service

Aadhaar Based e-Authentication

Get Virtual ID

View Document Iinformation

Not Received OTP? Resend OTF

5. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP’.

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

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

Note:
= Draft status will 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 will 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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11.2 Custom Sign

o This feature allows user to digitally sign by selecting custom location on an approved
Draft.

STEPS TO FOLLOW:

1. Open an Approved draft from the ‘List of Drafts than Click on ‘Custom Sign’ button.

U custom Sign

File No.RTI. aining/2021/ = l=fE.
B Step 3 [T t=r
N—
~]
ni ~]
=
Designation” AADIEDP |
= I
I
|
~ State | Rajasthan ~]
Pincode [ |
Landline [ |
Email [ |
Add More Recipient(s) | Glear

#ApprovedByMName# for Approver Name
#ApprovedBySectioniMame# for Approver Section Name
#ApprovedByEmail# for Approver Email
" #DocumentNumber# for Document Number
’ Step 1
step 2
 — Dispatch By Self | Dispatch By CRU Edit

2. A dialog box showing approved letter will pop up. Select the area of signature by
using the dragging of mouse as shown.

3. After selecting area click on esign.

4. To proceed, read and agree to the ‘Consent for Authentication form’.

Confirmation

7

Consent for Authentication
Mational Inforrmatics Centre

I hereby state that | have no objection in authenticating myself with Aadhaar based
authentication system and consent to providing my Aadhaar number, Biometric andior One
Time Pin (OTP) data for Aadhaar based authentication for the purposes of availing of the
rmic-eSigr Galteway from Matiornal Informatics Centre . I understand
that the Biometrics andfor OTP | provide for authentication shall be used only for
authenticating my identity through the Aadhaar Authentication system, for obtaining my
e-kNC through Aadhaar e-KYC service and for the issuance of Digital Signature Cerdificate
(DSC)y for this specific transaction and for no other purposes. For the creation of DSC, |
understand that the options that | have chosen are the ones that shall be populated in the

] 1 ~gree

Confirm || Cancel
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5. It will redirect to the eSign service portal.

2

Pyt
Ministry of Electronics and
Information Technology

Government of India

Digital India

Power To Empower

coAC

Centre for Development of
Advanced Computing

You are currently using C-DAC eSign Service and have been redirected from

@"“’Z‘*s&‘]‘iﬁ’i‘

C-DAC's eSign Service

Aadhaar Based e-Authentication

2 S
Get Virtual ID
-]
@ View Document Information
GetoTP | cancel Not Received OTP? Resend OTP

6. Enter your Aadhaar Number/Virtual ID and Click ‘Get OTP".

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

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

9. The esign will be made at the selected location in step 2.

| Woting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Atachment | More |

Draft No. : DFA/104014 - V 1.0 Draft Status : Signed
New Draft {max 20 mb) Draft Details
@ Q 1|of1 — + AutomaticZoom v & B » Draft Type* MEWEIESI) e
A Draft Nature* Letter v
) e-Office WBC Demonstration
Subject*

Total 1000 | 1000 characters left.

Communication Details

Winistry Choose one
Department Choose one
Name internal
Organization
Address 1+ RTI Jaipur
Address 2

I Country INDIA

City
Mobile

Signed by Vinod Sencha e

Date: 15-09-2021 15:19:33

Reason: Approved
Attachments

Notify Through SMS

[ ouck vien

Language* English v
Prefix Choose One v
V.
Designation AAOIEDP
State Rajasthan v
Pincode
Landline
Email

Add More Recipient(s) ~ Clear

Dispatch By Seif | Dispateh By CRU
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(Central Registering Unit).

12.1 Dispatch by Self

STEPS TO FOLLOW:

2. Chck on dispatch by self

Enter Dispatch Option

12. Dispatch from File

e This feature allows User to Dispatch Signed Draft (Issue) letters through Self or CRU

1. Open the signed/approved draft to be dispatched from ‘View Drafts’ Menu.

Intended recipients are listed under ‘Communication Details’.

Click ‘Add Recipients’ to add more, if required.

Computer 104 File No: ETI/IPR/EDE/E office/Tralnino/2021/ |3 Subie WEBC Demonstratio <]
‘anma‘c. ce | Draft | References | Link | Details | Mavements ‘Edt‘s nd Back | Se d‘Attanhmenl|Mnre‘ Quick View |
Draft Na. 1 DFA/ V 1.0 Draft Status : Signed
|/}
New Drart max 20 m Draft Details
m Q 1ot — |+ AutomaticZoom v &R » ki N—— o tanoueg m—— =
= Draft Nature* Letter | Prefix Choose One ~
File No.RTIJPR/IEDP/E-office/ Training/2021/
o-Office WBC Demons tratian
Subject -
Y
nnnnnnnnn | 974 charactars left
Communication Details
Ministry Choose ane L]
Step 3 Department Chaose ane =]
Name intemal Designation AMD/EDP
Orgar
Adare: RTI Jaipur
Address 2
Country INDIA v stat Rajasthan ~
city Fincad,
Mobile Landline
Fax Email
Add More Recipient(s) | Clear
Step 4 i
Attachments | Attach File |
Dispatch Options
=
Signad b Minad Sancha & EmaiiDetaiis
19:33 e
o ce
Bee
Subject e-Office WBC Demonstratian
Step 5b
DFA/104014_42104.pdf
e ——
Email Body
Postal & Out Register Details
Postal Mode Choose One ~| Postal Charge
 Medium Choose One ~|  weight
Mode Number
Step 5a Peon Baak No Peon Name Choose one ~
! outDate 671 outTime
Delivery Date 7 Delivery Time
Delivery Status Choose one ~
Hote : Use follawing # tags for draft creation
#ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
for Appraver D #ApprovedBySectionh for A Ma
#ApprovedByPost# for Approver Post #ApprovedByEmail#
#ApprovedDate# for Date of Approval #Documen tNumber# for Docurment t Number

i
| Send With Folliowup | Send withol x:c.u:.wup

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

57 |Plage




'SELF.

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.

6. There will be two dispatch option-

Dispatch with Follow up

e 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.

e On the follow-up date, the intended employee(s) will receive a notification for the
follow-up then created.

o After clicking on ‘Dispatch with Follow up’ fill following details in Follow-up
Setting Popup-

= Desired Action — Choose one of the actions that describe the purpose of the
follow-up.

» Description — Type in remarks for the follow-up.
* Due Date — Provide the follow up date.
* 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.

Dispatch Without Follow Up

e 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
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2.2 Dispatch by CRU

STEPS TO FOLLOW:

1. Open the signed/approved draft to be dispatched from ‘View Drafts’ Menu.

Computer No: 42104 Fila No: RTI/JPR/EDP/E-offics

[Training/2021/ Bf Subject: =-Offics WeC Demonstration <]

| Link | Details | Mavements | Edit | Send Back | Send | Attachment | More | ‘
Draft No. : DFA/102892 - V 1.0 Draft Status : Signed

[ Nating | Correspondence | Draft | Referen

=i
New Draft {max 20 mb) (=IDraft Details
[an) Q 1| o1 — 4 e S0 N » Communication Details
-~ Ministry Choose one v
File No.RTI/JPR/EDP/E-office/Training/2021/ Department Choose one v
Name internal Designation AAD/EDP
Qrganization
Address 1* RTI Jaipur
T PN
“ﬁﬁ&?@‘i; giefier srfreror e Address 2
:‘,!'U L REGIONAL TILLU\T_\I(A_-' INSTITUTE Country INDIA v State Rajasthan v
O i stenadiET ue s R
Pl INDIAN AUDIT & ACCOUNTS DEPARTMENT City Pincode
Mobile Landline
Fax Email
Add More Recipieni(s) = Clear

I Attachments m

temp.docx

Dispatch Options

Dispatch By CRU Details
CRU User(s): Choose One v Delivery Mode By Hand v
Remarks,
A
w, oft, FTAER, 9T T, 99 - 302015
A.G. Colony, Bajaj Nagar, Jaipur — 302015
FEATT/ Tel.: 0141-2704709, &/ Fax: 0141-2702927 Note : Use following # tags for draft creation
E-HA / E-mail: rtijaipur@ cag gov.in, A4ATEZ/ Website : www.riijaipur.cag.gov.in #ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
v

#ApprovedByDesignation# for Approver Designation #ApprovedBySectionName# for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
#ApprovedDate# for Date of Approval #Documentumbers for Document Number

2. Click on dispatch by CRU

3. In Dispatch options fill the CRU Details.

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.
4. Rest of the step is same as shown in Dispatch by self (point no 6)
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13. Closing of Recelpts

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.

Important Points:

v Receipt(s) which have attached files/receipts cannot be closed, they must be
detached first.
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/Created using check box or Click a receipt number in
inbox

2. Click ‘Close’ menu.

Date Range : 26/03/2021 To 15/09/2021

Receipts )| || Receive | Send Back | Send | Putina File | View | Move To | Copy | f‘ﬁ | Dispatch | Closing confirmation Hierarchical View| my Racaipts v

7
b Brovse and Disriss Computer No Step 2 Do you want to close the following receipt(s)? fot By Sent On Due On Remarks

» Inbox E 182833 182833/2021/EDR(RTI Jaipur) HOD SENCHA,EDP(RTI Jaipur) 02/09/21 07:05 - [E]

- o @ ®  182832/2021/EDP(RTI Jaipur)
» Email Diarisa tion

» Created \ Step 1
» Sent -
) Closed Step 3

4By Me

Remarks =

, By Others
(Hierarchy)

+ By others(All)

b Acknovledgamant
+ Created

+ Sent

» Recycle Bin

» Initiated Action

Files )

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

Receipt will move from Inbox/Created list to Closed By Me list.
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13.1 List of Closed Receipts

e 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.

%_ || Re-open |

Raceipts =)
O Computer No ~ ¥ Receipt No. ~ Subject ~ Closed On ~ Closing Remarks

=
L=
o |5

‘x
[n:
i
5

b Brovzs an d Diarise (m] 182833 E  182833/2021/EDR(RTI Jaipur) Test- Acknovdedgement 15/09/21 05:59 Tast-closing.
¥ Inbox

» Email Disrisation
b Created
b Sent

¥ Closed

+By Me

By Others
(Hierarchy)

» By others(All)

+ Acknovledgement
+ Created
+ Sent

} Recycle Bin

b Initisted Action

Files )

Closed (By Me) — It displays the list of receipts closed by self.

By Others (Hierarchy) It displays the list of receipts closed by others users in the viewer’s
hierarchy.

By Others (All)- It displays the list of receipts closed by others users in the viewer’s
hierarchy down line.




