eOffice User Guide

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.

Search for Closed Files (By Me)

Department | RCIL v Section | /o ASST.GMIT/CORCIL v
Computer No File No
Subject Closing Date i
File Heads | Select Basic Head v Selct Primary Head v Select Secondary Head v Select Terfiary Head v
sear
Computer No * v File Number * Subject v Closed on v Closing_Remarks
54 E  RCILCO-COOPROI|EQFF)/2/2015-0/0 ASSTGM/IT/CO/RCIL Testing 25/06/15 03:48 BM part file need to be created Re-open

127 E RCILCC-COOPRO(EQFF)/14/2019-0/o ASST.GM/IT/CO/RCIL Dema for eCffice 19/06/13 04:22 PM by mistake @
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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.

Remark

a To Issue Another

Remarks #Letter

| OK || Cancel |
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