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   How to close and reopen an eFile 

 
 

STEP 1: Go to File inbox and open the file by clicking on the File no. On the top 
of the window we can see the “More” tab. 
 
 

 

STEP 2: Click on the more tab and place the cursor on the “Close” option and 
Click on the “Close File”. It will ask for the Closing remarks to enter and Click on 

the “Close”. It will ask the confirmation to close then press “ok”. 
 
 

 

The Closed files are available under the “Closed (By me)” Option in the File 

menu. Click on the Closed (By Me) Option, all the closed files will be displayed. 
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STEP 3: We can reopen the File by clicking on the “Reopen” hyperlink available 
to the every row of the file. If we click on the Reopen hyperlink, it will ask to enter 
the Reopen Remarks and press “ok”. It will be moved from Closed Files to File 
Inbox. 
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