How to create an eFile

Click on the Files menu and it will show the options like Inbox, Created
(Completed), Parked, Closed (By me), Sent, Create New, Create Part.

Inbox contains all the received files.

Created (Completed) contains all the created files.

Parked contains the files which are parked by us.

Closed (By me) contains the files which are closed by us.

Sent contains files sent by us.

Create new Non SFS (Single File System), Non SFS File means, a file whose
number will be automatically generated by the E-Office Application itself. We have to
select only the heads of the filing.

Create Part, Part file of any eFile which is under approvals or under submission
can be created.
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Files
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» Initiated Action

Recycle Bin & Initiated Action, are usually not activated in eFile suite.

STEP 1. Go to Create New (Non SFS) option in the Files menu to create the
file. It will open a window, which asks to select the file heads and Subject. On the
left side of the window, we can see the watermark as “Electronic”, which means it
is an “Electronic File”. The window is shown below.
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STEP 2: In the File number, we select the options that are available as the file
heads. eOffice application will generate the file number automatically. Other
options are automatically filled by the eOffice Application itself.

STEP 3: Fill the file no. and description which are mandatory to create the file
and click on the “continue working” and which will ask to create the file or not
confirm box and press “ok”.

Note: Adding Proper Description (Subject) & Remarks is important as it
reflects in your inbox/created/sent you can easily identify the file.

Continue Working »

Confirm

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

oK H Cancel

After confirming, this will open the file by giving the file no automatically as shown
below.

Computer No: 96 File No: RCILCO-COOPRO)(EOFF)/2/2013-0/0 ASST.GM/IT/CO/RCIL-Park(1) Subject: Testingl

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... | Quick View }
B o * [ B
I LD

Bi |Add Green Note | | 21 |add Yellow Note

Microsoft Word - Document1

-
Noting/PP Folio/Correspondence

_ J
Page 19 of 46



eOffice User Guide

STEP 4: On the right side of the window, we will attach the receipts created by
us or available in the receipts inbox, like the folios/correspondence in the
physical file. On the left side we can create eFile. Now we will attach the receipt,
which is present in our receipt inbox.

On Clicking on the ToC tab attach dialog box will be popped up.

[ ToC ]f Recent ]f All ] ﬁ+ HH!

List of Correspondences and Issues
Choose One ¥

*  Receipt/Issue No, v Subject v Type ~ Attached On vPages vwAchon v

from here

,
Attach Receipt J

Click on the Attach, which in turn opens the Receipts dialog box to select all the
available in receipts inbox, both received and created. By selecting the one of the
receipts and press the attach button the respective receipt will be attached at the
right side of the window as shown below.

Search for the receipt

2019 « Search

=] Receipt Mumber Subject

E =23 SZ{Z 2015/ O e ASST.GMS LT OO/ RCIL Testing

E s= SZ{1 2015/ /O e ASST.GMS/IT OO/ RCIL Testing

o X S i
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In the ToC, by clicking on the Receipt/lssue No., receipt will be displayed in the
right side of the window to check whether the Correct Receipt attached or not.

f ToC ]r Recent ]( All ]rprevious Notings]

Choose Cne ¥

- Receipt/Issue No. - Subject w Type~ Attached On  ~ Pages «~ Action
E @ 52(2)/2015/0/0 ASST.GM/IT/CO/RCIL (CC)-Testing PUC1 01/07/19 12:0% 1-1 Recpen

If not correct, we can detach the receipt by clicking on the ToC (Table of
Contents) tab, check (select) on the check box and select the Choose One Drop
down list box, Select the Detach. The selected Receipt will be detached.

Receipt cannot be detached after any Movement of eFile.

Note: Any document, which has been DSC, signed in Adobe Acrobat
Reader DC when put in a file (After creating its Receipt).DSC sign will not
be visible in merged Correspondence (PDF) of eFile.

One can view the DSC signed PDF by downloading the particular Receipt

i
Novinia ?Mw /
) jaf of Correspondences and Issues
Receipt Details
| - 52(2)/2019/0/0 RCILCO-COO0PROJ(EOFF)/3/2019-0/0 : :
Receipt No : i — m File No ASST.GMATICO/RCIL-Part(1) v Receip! e No. Subject v Typev Attached On v
. ‘ ) 52(219/0/0 ASST.GM/IT/CO/RCIL (CC)-Testing  PUC1 01/07/19 12:08
From test Designation test E
Attach
Main Category General Sub Category :
Address testing at co Sent Date 24/06/19 04:26 PM
Letter Ref. No Letter Date
Subject Testing Enclosures
Delivery Mode By Post Sender Type
Movement Details
Sent By v~ SentOn  ~ SentTo ~ Action- Remarks~~
ANKITA CHAUDHARY,0/0 24/06/19 ANISH SINGH GUSAIN,O/o Forward -
DY.MANAGER/IT/CO/RCIL 04:26 ASST.GM/IT/CO/RCIL
€< <1 >3>>
Receipt Dispatch History
Dispatch Number ~ v Subject ~ Address ~ Dispatch Date v
from ToC as shown below. STEP 2
STEP 1
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1. How to Create a Noting on eFile?

We can write the Noting on the left side of the window.

There are two options which are available in the left window are “Add Green
Note” and “Add Yellow Note”.

Computer No: 36  File No: RCILCO-COOPRO)(EQFF)/3/2013-0/0 ASST.GM/IT/CO/RCIL-Part(1) Subject: Testing! %

i Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... | ‘
L A +

P i L Fme

EAdd Green Note | | = |Add Yellow Note

§2(2)2019/0/0 ASST.GMATICO/RCIL

test pdf.txt
test pdf for file upload in eoffice - vikrant

Green Note means the normal noting that we do on green note sheets on usual
files and are forwarded to another Officer/Supervisor/Staff. No one can edit a
green note, which has been written by a user.

Yellow Note means a note akin to a yellow slip that is generally used by Private
Secretaries or OSDs to assist an Officer in understanding summary of a file. This
can be edited, deleted or confirmed by the next officer. Now we will proceed with
a comparison -
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Once the Green Note is sent in afile, it [It is a draft noting, which is not publ
Can’t be changed, overwritten or deletedUntil confirmed.
It will be Published on Noting side with |After Writing the Yellow Note we ha

Sender’s detalils. the

three options:-
It is always AutoSaved. > Edit: - Edit the Yellow Note.

» Discard: - Discard the Yellow Not
If Pulled Back by Sender, Green » Confirm - Confirm the Yellow Not
Note is then editable (only if not digitally|Once the yellow note gets confirme
signed). noting is finalized and saved to mai

Green Noting.

Need to save, before sending.

i Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachr

= @

B 7 U asc | = ~ Paragraph v FontFamily ~

= = I e | | L S @
XaAa@Em A —CE|x ¢ | Q@ T -H=| "
4 | | 5% s == | | | A -3 - | |& @ | english F12) ~

Font Size - | =

Here one can type the Draft Noting as in MS Word.
After saving the eFile, version of file is displayed along with the “Edit” “Discard”
and “Confirm” Options is as shown below.

Edit — By clicking on the Edit option, we can edit the eFile.
Discard - The changes will be discarded.
Confirm - The “Yellow note” will be converted into the “Green note”.
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Created On CreatedBy

71119 12:17 PM AMNISH SINGH GUSAIN

Note: Ensure to add Noting (Green or Yellow) before sending any eFile as
by default eOffice Platform will publish a Blank Green Note by Sender.

In addition, at a time only one noting is active, either yellow note or Main
Green sheet note.

2. How to send the eFile?

Click on send tab.

Sending the file is same as the sending of receipts. Click on the “Send” button,
selecting the details of the Officer/Supervisor/Staff in the preferred list of the send
dialog box. The eFile will be sent, and the details can be seen in the sent tab.

The Pullback option is available to the eFile also.
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Computer Mo: 96 File No: RCILCO-COOPROI(EQFF)/3/2019-0/a ASST.GM/IT/CO/RCIL-Part{1) Subject: Testingl
| Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... |
N +
o [ Tec [ Recemt | ANl
Version : 1.0
test note
§2(2)/2019/0/0 ASST.GMATIC
test pdf for file up]
Version Created On CreatedBy
1.0 7/1/19 12:17 PM AMISH SINGH GUSAIN

Yellow notes cannot be digitally signed.

The Yellow Note is usually sent to the Officer for the corrections. In the receiver’s
inbox, to differentiate the Yellow and Green Note, on the Computer no. (Which is
automatically generated by the eOffice Application) a Yellow colour highlighter is
displayed which is shown below.

Date Range : 07/05/2016 To 01/07/2019
Send Back | Send | View | Move To | More... |

~ Computer No  ~ File Number v Subject

ﬁ Demo

E 1320 RCILCO-COOPROI(EOQFF){15/2019-0O/0 ASST.GM/IT/CO/RCIL

We cannot detach areceipt after movement of eFile.

3. How to Convert a Yellow Note to Green Note?

Whenever there are no corrections to be done, the Officer/Supervisor/Staff can
confirm this note. It turns into green colour. By clicking on the “Confirm”, the
Yellow Note will be converted into Green Note on asking the confirmation dialog
box and press “Ok” to convert.
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Version

Created On

CreatedBy

1.0 FAL19 12:17 PM AMISH SINGH GUSAIN

After Converting the Green note, the left side of the window displayed in Greencolour and
the Green note auto saved.

Note: At a time only one noting is active, either yellow note or Main Green
sheet note.

‘ Noting | Correspondence | Draft | Ref
Quick Noting + E])(

| Link | Details | M ts | Edit | Send | Attachment | More... |

e |
pme

B S T

B I U= =E Fomalsv LneHeight v Paragraph v Verdana v

fipt v
vl EvsmE " = +vA*TA-Y® N 1
EYETEESCH-Q I8 ATE-o] 52(2)12019(0/0 ASST.GMATICORRCIL
Engishy @ v ¥
test pdf.txt
test notd test pdf for file upload in eoffice - vikrant

4. How to keep flags in an eFile for referencing?
> Elags for Correspondence Side

We use flags in a normal hard file to go directly and refer to a dak / page. In the
Same way, we can keep flags in eOffice in Green note. Select the Text to which

ne ‘rl t!‘\n Reference In the rlnhf cldn fnhne/(‘nrrncnnpdnnr-n

LA ASA B AYAS]

eFile Version55.09

Computor No: 53 File No: RCILCO-COOPROJEOEF)/7/2018-0/0 ASST.GM/IT/CO/RCIL Subject: Demo

Noting | Draft | Ref
Quick Noting « | [Z] X

i fo
| Edit | Send | Attachment | More,.. Reference

) ] A'm

| Link | Details |

(T7C ) Recent

Last Saved 11-06-2019 12:59:48 PM A i °

1632019010 ASS| Y
e N\

BJ VU EX==S romalsv LnoHeight v Paragraph ~ Verdana
18pt -

EE-EE N H-Q I B A-A-@H

2. Digitisation Framework

Engish @ ~ %

Inthe overall trangtion to e0ffics, the digitisation of documents and files play 2 key role. Hence

a for d 1s crtical for the frandfion to an electrorzc mode of
functioning, The framework helps to build an integrated approach, connecting the areas that are
congddered essential in preparing the ussr departmert/ rnistry for making the trangtion, The
framowork will inchuds the Standards, Policies, Guidslines and Best Practices that will help ary
organgation intendingto irmplement eOffi ce

Reference

Digitisation Framework at [T TS

TheDi fhasbeen demgned to beineyns withthe overall e Office Implerentation
B | The overall framework flustrated in the figure below, depicts the areas thatinclude the Govermance
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Select the note for which reference needs to be marked(shown as above “Page
Number 10”) then Click on the reference icon on the top right of the Folios which
Is shown below and give the input as reference page no of the right side folios.

eFile Version 5.5_09 Gearch P Advanced | @ @

Computer No: 53 File Not RCILCO-COOPROJEQEE)7/2013:0/0 ASSTGMATICO/RCIL ... Subject: Demo
\ Noting | Correspondence | Draft | R Refer Correspondence ttachment | More... | i

Quiek Neing (] X Pt x| (TToC [ Recemt A ) o

A
Last Saved 11-06-2019 01:01:52 PM 100114
i N | i

EvETEE SN H-QITE ATA- oY 2. Digitisation Framework
Engish @ v ¥

Inthe overall transition to eOffice, the digitisation of documents and files play a key role, Hence

a for digitisation is citical for the transition to an electronic mode of
5 Negia o functioning, The k helps to build an i d approach, ing the areas that are
Dlgltlsatlon Framework at Page N“mber - 10 considered essential in preparing the user department/ ministry for making the transition. The

framework will include the Standards, Policies, Guidelines and Best Practices that will help any
organization intendingto implement eOffice.

‘TheDigitisation Framework hasbeen designed to beinsyne withthe overall e0ffice Implementation
I ‘The overall framework illustratedin the figure below, depicts the areas thatinclude the Governance

Structure, Approach and Metho dolo gy, Implementation of the Digitisation to the final integration
into eOffice. Each area depicted has further been elaborated in the sections which follow:

1 Governance Structure

—— k)

Computer No: 92 File No: RCILCO-COOPRO)(EOFF)/7/2019-0/0 ASST.GM/IT/CO/RCIL Subject: Demo
" Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... | 1
[ Quick Noting + x e Y Ty A ) S'ER
Last Saved 11-06-2019 01:02:50 PM A 1114
B 7 U = Formats Line Height Paragraph Verdana 18320000 ASS]
= = = = = cOfflce
110t = smama e
EviEvE=E S0 B —Q SS9 B A-BE~-23 2. Digitisation Framework

Engishv @© ~
Inthe overall fransition to eOffice, the digitisation of documents and files play a key role. Hence

a for digiti: is critical for the transition to an electroric mode of
s e - functioning, The framework helps to build an integrated approach, connecting the areas that are
Digitisation Framework at Page Number - 10 considered essential in preparing the user departraert/ ministry for making the transition. The
framework will include the Standards, Policies, Guidelines and Best Practices that will help any

ion intending to Offi

The Digitisation Frameworkhasbeen designed to beinsync withthe overall Office Implementation

. The overall framework illustrated in the figure below, depicts the areas thatinclude the Goverrance
Structure, Approach and Metha dology ion of the Digitisation to the final i i
into eOffice. Each area depicted been in the sections whi ow:

1 Governance Structure

» Elags for Noting Side

Write noting on Green Note and go to previous Noting on right side of thePrevious Neting

Window.
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Noting | C d Draft | Link | Details | | Edit | Send Back | Send | Attachment | More...
|

o Recent | AllgF” | Previous Netings |

S——
13/00/ 2019 1:29 PM ANISH SINGH GUSAIN

Last Saved 01-07-2019 01:09:58 PM A (SR.HANAGERi‘COiRC!Li
B J U EE == Fomatsv  LineHeight ~ o Dty Sonec|

Parsgraph v Verdsna v 1ipt -

E-E-EE 60 H—-Q T B A-H~- &5 Engish O -2 Page: 1

note no. 4 e Reference

Draft created pls check

13/06/2019 1:37 PM ANISH SINGH GUSAIN
(SR.MANAGER/IT/CO/RCIL)

INote # 5

Draft is updated with ver 1.1

13/06/2019 1:41 PM ANKITA CHAUDHARY

(DY.MANAGER/IT/CO/RCIL)
INote #6
Please find at page 90

r 13/06/2019 4:10 PM ANISH SINGH GUSAIN

(SR.MANAGER/IT/CO/RCIL)
ﬂ Digially Signed

Now select the written note on left and then Reference, a pop-up for “Refer
Noting” will appear in which one can refer noting via Page No. or via Note No.

Notng | Crespondance Dt Refrences | Lnk Dt Wovemens |t Send Back | Sen | Arachment | e, \
[ 2 X ,Referﬂoﬁng | (T Rem | «EEmn ' EE
@By Page No Oﬂy Note No, i m

| i 3
BIVUEEE ™ | Vet v A v

ErEY v &K gy Qv Page: 1
‘ E-E8 n ! W ey @ : age

note no. 4 A |
| [Note#4

Draft created pls check

13/06/2019 1:37 PM ANISH SINGH GUSAIN
(SRMANAGER/IT/CO/RCIL)

|Note # 5

Draft is updated with ver 1,1

Hyperlink/Reference will only be activated once the eFile is moved.
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