
How to create a Draft in eFile? 
 

STEP 1: The Letter will be created as click on the “Draft” Button and Click on 

the “Create New Draft” Option. 
 

 
It will open the Draft creation window. 

 

 
 

 
Here we can upload a MS word file, we can type the Draft letter, or we can paste 
from word. 

 
We can use the Short cut annotations in the Draft, by copying (select & drag) the” 
#ApprovedDate#” etc. 



 

 
 

 

STEP 2: after Uploading, typing, or pasting the letter, one can attach any other 

document with Draft, need to fill the Draft details and communication Details as 
shown in the above right-side window. Save the Draft. 

 

Draft letter can be seen in “Draft>View Drafts” as shown below. 
 

We can see the Draft letter by clicking on the “Draft No” which is given by the 

eOffice Application Automatically. 
 

We can also see the version of the Draft, if any officer / official in the flow chain of 
file edits, the version of the Draft will be changed to 1.1 and so on. 

 



STEP 3: Now you can send back for Approval if you do not have the right for 

Approval. 
 

The eFile, which contains a Draft letter by, represented with the green symbol as 
shown below. 

 

 

Note: Approve link will be available to only those Officials having 

Approving right. 

 

The Officials either can now edit it further or can directly approve. Once the Draft 
is approved, it will be converted into PDF, which cannot be edited further. 

 

 
 
 
 

 

Once the Draft is approved, you get five Options 
 

 Dispatch by Self : You can yourself send either via mail or via Post without 
DSC 
 Dispatch by CRU : You can send to your Central Repository Unit for 

dispatching without DSC 
 DSC Sign : DSC sign will appear at the end pf the page 
 Edit : You can Edit the details 
 Custom Sign : You can DSC sign at specific location of the page 



 

 
 

On clicking Custom sign, a pop-up of Approved pdf Letter will appear where you 

can select the area where DSC is required and then click on DSC Sign as shown 
below. 

 

 

After Signing is done you can Dispatch by Self/CRU. 
Before dispatching, ensure that Communication details are correct. 
Select the Dispatch Option (Email/Post) by clicking on check box (one can 

select both). 



ToC 

Details 

 

 
 

 

Note: There is an option available if you want to take 

follow-up on the Receipt. In addition, for Dispatching via 

Post we have to take out the Print from Dispatch>Sent tab 

and then Post. 

 

For Officials without Mail Box access: Ensure to write in 

Email Body: “Do not reply to this Email, for any further 

communication use x@railtelindia.com.” 

 
After Letter is dispatched, the final Approved/Signed letter 
becomes part of ToC and one can check the versions of the 
Draft by clicking on . (Details) and then show versions. 
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