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Browse your eOffice VPN URL in Internet Explorer/Mozilla Firefox/Google
Chorme.

URL : Saccess.nic.in

\ s + v = X
<« C & saccessnicin * O :
5 Ap, 1] PP @ Central Aftendanc & TuMazaSangaati-.. @ TSRS - Yahoo Searc.. @ NewTasb G Google @ Lifelnsurance Corp.. @ Email Web Client Si... » Reading list

NIC WEBVPN Sign-in

NIC WebVPN service provides user friendly and secure access to
internal applications over public network.

Users can access internal web applications hosted in NIC Data
Centers over any internet connected device using a web browser.

Please contact your respective NIC coordinator for details _
Sign-in
regarding accounts and aceess.

Unautherized access is prohibited. All access is legged on NIC
WebVPN.

((R)
/8 Network Diagnostic Test

== Click here to download HySecure Client.
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Here You Select ( SMS Token ) From Check list After that
Click on Get OTP Then Sign In

N\ NIC webveN x  + v = X

€« G @ saccessnicin - *x @ :

© Whotshppweb @ Central Attendance.. @ ° @ TuMaza Sangaati~.. @ TSRS - Yahoo Se

G Google @ Life

ance Corp.. @ Email Wb Client Si. » Reading list

Email OTP as 2nd factor of authentication has b

NIC WEBVPN Sign-in

More Authentication required.

NIC WebVPN service provides user friendly and secure access to
internal applications over public network. SMS Token

Users can access internal web applications hosted in NIC Data

Centers over any internet connected device using a web browser. Get OTP

Please contact your respective NIC coordinator for details e
regarding accounts and access.

Unauthorized access is prohibited. All access is logged on NIC n
WebVPN. e

Network Diagnostic Test Cancel 5

Ml Click here to download HySecure Client.

Now Click on Eoffice_ MoT

v - 8 x
* O :
@ NewTs & Gosgle » | [@ Resding it

National Informatics Centre

My Profile  Logout

t works then s

ptiLeanjayT4@gouin
Welcome to NIC WebVPN

Message from administrator
Unauthorized access s \i,
protibited. All access i logged

on NIC WebVFN.
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How to open the eOffice Application?

For direct access to parichay page you just have to Type URL :
( mot.eoffice.gov.in)

- o
P PARICHAY QEFICIA| PAGE X % apiso, X | #* Downloads * + =

& q B mot.eoffice.gov.in a

Q@ English

g ?ARICHAY

Singie, Smpited safe
Welcome, Please sign-in

Enter User Name eg. userid@domain.in

Enter Password

Undate

Facing Parichay certificate expiry issue. Update your OS and Browser. For more detail Click Here

Parichay Analytics logs user activities including all successful, failed and incomplete login attempts along with other session related activities to reduce potential hacks

\?Allulyu\.)

] eOffice User Ma..decx  ~ ] eOffice User Ma...docx  ~ ] eOffice User Ma...docx  ~ ] eOffice User Ma..decx A Showall | X

Enter your credentials :

Login into the eOffice website as shown below.

& Tarichay

Welcome, Please sign-in
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Press the Login button and it will be directed to the eOffice Home page.

Click on the “File management System” which is available under the “eOffice
Services” Tab as shown below.

<« > 0O @ £ | httpsi//sr.eofficerailnet.gov.in/index,php

Y| = L ®»

= || @ search Here Advancedsearch v| g () AnisHsinGHGusAINy (@) Logout

@ o

DIRECTORY CONTACT EMPLOYEE SERVICES  QUICK LINKS

lqum;e of theweek  To succeed in your mission, you must have single-minded devotion to your goal. - Abdul Kalam
EE
- [, ST e
eFile Notice Board
.C ' eOffice Services Amenity - T gfauT
» Do's and Don'ts - EMD = .
@ » File Management System €Office Administrator ON 29/04/2019 News
KMS » Knowledge Management System
~ » eFile IS Reports » SCdismisses PIL on 100% -
) » Personnel Information matching of VVPAT slips
NIC mail | Management System with EVMs
@ n Employee Master Details » U.S. delays Huawei ban for
N E‘z Download Forms 90days
eConnect = » EAM Sushma Swaraj
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1. eFile Modules in eOffice

File Management System (FMS) or eFile, comprises of different modules which
are inter-linked and manage the official work flow of the entire life cycle of a
Document/DAK from the moment it is received by the organization till the time it
Is disposed of with proper set of actions.

The different modules in FMS are as follows:

Receipts means the DAK or any Letter received from others or self-generated.
These receipts are the folios we attach at the right side of the eFile
(Correspondence) or use as the independent correspondence.

Files mean eFile, which we use in the office in daily proceedings.

Dispatch contains the dispatch of all the proceedings.

2. Receipt Section.

Click on the Receipts tab and it will expand with options as shown below.

Receipis 1=
r Browvw=s= & Diarse
p Inksoos (1)
¢ Email Diarisacion
» Creaved
» Sent
p Closed
v By M=

r Acknowledgernent
» Created
» Senit

p Recpydd= Bin

» Initisted SAction

Receipt Section Submenu : -

Browse & Diarise (Electronic) is used to create/diarize the pdf document
(DAK/receipt).

Inbox will contain the receipts sent by the others to your account.

Created contains the receipts created by the User.
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Sent contains the details of the receipts sent to others.
Closed (By me) contains the closed receipts.

Acknowledgment section contains the acknowledgment that have been created
and sent against the DAK received.

Note: Email Diarisation, Recycle Bin, Initiated Action are currently not
active for current suite of eOffice.

To Create receipt/Diarize a pdf document:-

Go to Browse & Diarise - Electronic option which will display as follows.

FoIl ncvanced |
—
—| |
Receipts =r
\ Browse & biarise Step] UPl0ad(Only PDF upto 20 MB) Step? mrmm Diary Details
Classified Choose one v| Language English v
................ Delivery Mode* | By Hand V] LetterRetNo
Mode Number File Number
5555 Tiper Step3 [ Leter V] LetterDate il
Received Date 0110772017 (7  DiaryDate 0110712017
v Choose one U] Dealing Hands Choose One v
VIP Name Choose one v
Contact Details [] Add to Address Book
» Ministry Choose one v
L$ Department Choose one v
Files = Name Designation
Mig = Organization
= ] Address 1
s = Meta Data
atch @ Address 2
= Country INDIA o] st Choose one v
wwwww [E3) Gy PRRIE
- Mobile Landline
&,
Email
3]
Category & Subject
e
Main Categony* Choose one v
Sub Category Choose One v
Subject:
v
Enclosures —
[Clcustomize Acknowledgement
Stepd Generate & Send

The above page showing the “Electronic" water mark reflects the option of
generating eReceipt and “Physical” Watermark depicts the pReceipt (physical).
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STEP 1: Click on Browse & Diarize

STEP 2: The uploading DAK or Letter should be in the single and preferably
searchable PDF format and should be less than 20 MB size (To reduce the
scan size it is recommended to scan the large documents in Black and White
mode).

Upload the file using the “EEEZIED” button. By clicking on the “Upload File”
option, it will open the File upload dialog box of the system. We can select the
Document, Letter, or DAK in the PDF format.

Choose One

B Comniter . 2 || -
osc & pobile
Settings = o ~ |AuFiles ~] |}rs
Nethaten @ = Category & Subject
............... Msin Category®
Sub Catego

Customize Acknowledgement

= =

STEP 3: On Uploading the file which shows the preview of the uploaded
document and on the right side fill the Meta Data (Diary details, contact details
and category & subject).

Diary details mean the Delivery Mode, Type, date and Language of the DAK
received. Fill in the Mandatory fields (with red * asterisk).

STEP 4: After filling the details click Button if you have to keep it to
yourself or to put in an eFile in your inbox/created. Click “ ” if you

have to forward it to another person/list of people. Clicking will
open the Send dialog box which facilitates the user to mark the receipt to the
intended recipient(s). It is explained in next section.

On Clicking on “Customize Acknowledgement”, an auto-generated
acknowledgment letter will be prepared based on Meta data provided, which can
be edited further if required. One can send it instantly choosing Continue or can
send later to Sender via either Mail or Post as a receiving on behalf of letter
received.

All Acknowledgment letters are available in Acknowledgement>Created/Send
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Once a receipt is generated you can perform these actions:
Send — Mark it to recipient(s)

Put in a File — Put in the correspondence side of an eFile in inbox/created.

Copy — Copy the DAK details to upload another (or in continuation) DAK of
similar nature.

Dispatch — To draft a reply against the DAK.

Details — To see the details of the receipt and check if any eFile/receipt attached
with it.

Movements — To see the history of the movement of the receipt.
Edit — To edit the subject/category and a few Metadata fields.
Attach File — To attach an eFile with the generated receipt.
Attach Receipt — To attach another receipt with the receipt.

Generate Acknowledgment — To generate and send an acknowledgment of the
generated receipt.

Send | Putin a File | Copy | Dispatch | Details | Movements | Edit |  Attach File | Attach Receipt | Generate Acknowledgement |

Receipt Details

Convert JPG to PDF online - convert-jpg-to-p.. 1 / 1 L
Receipt No 941038/2018/31TPw/ 3T TI G0 (W TH Q) &=

Movement Details
Sent By ~ Sent On ~ Sent To ~ Action ~ Remarks
<c<> >

Generated Receipts can be located in Created folder of Receipt Section and
system will generate automated receipt number, which is as shown below.

Date Range : 07/05/2016 To 01/07/2019
| Send Back | Send | Put in a File | View | Move To | Copy | Close | Dispatch |

* Computer Mo Receipt Mo. . Subject .
L E 59 59/2019/0/0 ASST.GM/IT/CO/RCIL Faor Testing purpose only .

n

E 52 2(2)/2015/0/0 ASST.GM/IT/CO/RCIL Testing
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3.How to send a Receipt?

By clicking on the created tab in the Receipts menu, it will show the created

receipts. Check (select) the check box of the sending receipt and click on the
“send” button.

Which will open the ‘Send Dialog Box’ as shown below.

Send

o Al () Reporting Officer ) Sub-ordinates | Recent5 | Send Back () InChamnel | Preferred List

Note: Name of the creator i highlighted n yellow colour
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To: In the To field, search the user either by name or marking abbreviation/postor
section OU name of the recipient.

We need to add persons into the preferred list manually. Click the Contacts Tab
which will show the all the contacts who are registered in the eOffice.

Search

Name Marking Abbr Organisation Unit
' p ER Ol

AAKASH SINGH DYMGR/IOSMBKSCIERIRCILIAS 5P’ 1imnime i uc ERIRGIL

Set Due Date p
; O/o OSITENDER-

A ALIYAR OSITENDER-1/DEE/GITPUSRIVAA  JHern o nspi,
Action

AAMCHAL | RAAJ SR MANAGER/MKTGICO/RCIL/AIR O/ JT GMIEB/CO/RCIL
Priority A ANWARALI SSE/DEMUEBGITPJ/SRIyAA Ofo SSE/In-charge/BG/TPJ/SRIy

A AZGARALI AAENIZIST DFMTPI/SRLY/IAA Ofo SSOEINISTDFMTPJISRLY

Ofo -

Remarks L B0 ARIIBLIGAR COSATMISERCIITE USRI YIAR

By searching the Name/Designation/Department which will be filtered and select
the Officer/Supervisor/Staff and add to the preferred list by clicking on the “Add
to: Preferred list” option below of the contacts. The selected contact will be added
to the preferred list as shown below.

Search

MName Marking Abbr Organisation Unit

ANKITA CHAUDHARY DY MANAGERATICOMRCILIAC Ofo DY MANAGERNT/CO/RCIL
s ] rm
Remove from: Preferred List

Select the contact in the preferred list and which will be displayed in the To field
and close the contacts dialog box by pressing the close button.

CC: By clicking, it will open the same contacts dialog box to select the Officers/
Supervisors/Staff to send the Copy.
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Remarks: We can write movement remark if any.

Total 1000 | 1000 characters left.

Remarks

Click on the Send button to send.
Note: Send back is used to reply.

If we sent the receipt wrongly to any Officer/Supervisor/Staff, we can pull
back the receipt until receiver reads it.

4.How to attach any eFile/Receipt within Receipt?

One can attach any eFile as well as Receipt in Receipt.

STEP 1: Open the Receipt and go to Attach File/Receipt.

= eFile version 551 Search |
Receipts ] ‘ Send | Send Back | Put in a File | Copy | Dispatch | Details | Movements | Edit | Close | Vi@ach File | Attach Re@
Files &) P Receipt Details
. == test pdf.ixt - Note e EREG e
Wigrate Fle @ puf P 50(2)/2019/0/0 ASST.GMIT
Receipt No i
Dispatch (3] -
From vik
DSC (]
&) Main Category General
Settings (2] Address RCILCO
test pdf.txt
Notfication # test pdf for file upload in eoffice - vikrant Letter Ref. No
ST Subject For Testing purpose only
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STEP 2: Attach the required eFile/Receipt by adding required Remarks for
reason of attaching.

[

Py | Dispatch | Details | Movements @ Aftach File Remarks Remarks
Remarks *| . far Attarh
[ o ] T Cancel
Year (2019 -

by = ~ Computer Number ~ File Number ~ Subject 1
ce
=l E e RCILCO-COOPRON ECFF/4/20159-0/0 ASST.GM/IT/CO/RCIL-Part(1) Demo
# E 110 RCILCG-COOPROI(EQFF)/4/2019-0/c ASST.GM/IT/CO/RCIL-Part{2) Damo
[mm] E 114 RCILCO-COOPROI EOFF)/4/2019-0Ofc ASST.GM/IT/CO/RCIL-Part(3) Demo
=l E 1=z0 RCILCO-COOPRON ECOFF/15/2019-0/0 ASST.GM/IT/CO/RCIL Demo
[mm] E 1S54 RCILCO-COODMNM(MISC)/ 6/2019-0Ofc ASST.GM/IT/CO/RCIL-Part(1) Demo

- <>

artach File

Page 9 of 46



eOffice User Guide

One can detach the eFile/Receipt in Receipt Details, Clicking on mark
~ ) and adding reasons for detaching it.

Details | Movements I Alert

Detach Receipt Remarks

//F

| R? cerirptr J @

Receipt No : <4

Ramarks *

From :

Main Categor]

Address : | oK | [ cancal |
Letter Ref. Mo™
Subject - For Testing purpose only .

Delivery Mode : Courier

File Mo :

Designation : TL
Sub Category :
Sent Date : 0370719 12:51 PM
Letter Date :

Enclosures: -

Sender Type ©

Dispatch history

Mo Record Found

Attached Files History

No Record Found

Attached Receipts History

Remarks
for
Detach

Detach
from here

~ Receipt No. = Subject ~ Attached by vg;ﬁChEd - Remarks _/ - i
E 50(1)2019/0/0 ASST.GMAT/CO/RCIL Fof Testing purpose ey en De/a7es test ( >< )tlach With Another Action Details

Detached Receipts History

g

No Record Found

Detached Files History

. Computer
No

- Subject |

RCILCO-COOPROMEOFFN3/2019-0/0 ASST.GMAT/CO/RCIL... Testingl SINGH

Attached Detached Attached Detached Attach Detach

- ~
by Date Date Remarks Remarks
AMNISH - ANISH 7/e/18 /818
SINGH oS PM  miasem  test done
GUSAIN  GUSAIN = =

= File Number
! -

Note: Location of the attached eFile/Receipt will be inside the Receipt only.

One can view the attached as well detached File and Receipt in Details of

Receipt as below.
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Receipt Details
Receipt No: 59(2)/2019/0/0 ASST.GM/ITICO/RCIL File No -
From : vik Designation : TL
Main Category : General Sub Category :
Address : RCIL CO Sent Date 03/07/19 12:51 PM
Letter Ref. No : Letter Date :
Subject : For Testing purpose only . Enclosures: -
Delivery Mode : Courier Sender Type :

Dispatch history

No Record Found

Attached Files History

~ File Number ~ Subject Attached by ~ pooc"®? - Remarks -
E RCILCO-COOPROJ(EOFF)/3/2019-0/0 ASST.GMAT/CO/RCIL... Testingl Aveaorion  O8/07/13 g 8

Attached Receipts History

Attached Attached

+ Receipt No. + Subject by Date Remarks ~ v v
For
Testing ANISH  40/07/19 . :

E 59(1)/2019/0/0 ASST.GM/T/CO/RCIL '#5%"¢  singH ol test 75 Attach With Another Action Details
pu;‘pose GUSAIN 03:13
only .

Detached Receipts History

No Record Found

Detached Files History

No Record Found

5.How can we Pull Back Receipt/eFile?

Go to the sent tab in the receipts/file menu and we can see the all sent receipts
and on the right side corner of the row we can see the Pull Back option.

Send | View | Copy | Generate Acknowledgement | ‘

U vCSTmM v Receipt o, v Subject v Sender v Sentto vSentOn  vDueOnv vl

v £ $3/2049/0/o ASST.GM/IT/CO/RCIL z‘;jf“'"g PSR ANKITA CHAUDHARY/o DYMANAGER/T/CO/RCLL ?i{g;’” Iniate Act

0 £ M 223/2015/0/0 ASST.GM/IT/CO/RCIL Noting RaiTel  ANKITA CHAUDHARY,/o DY MANAGER/IT/CO/RCIL ;Z{gg'“g - Initiate Acton \
~ 77In4/18

MQ‘D Il Back
Pull Bac

it Pull Back

Initiate Action

Page 11 of 46



eOffice User Guide

By clicking the pullback option, it will open the remarks window to type the Pull-
back remarks and press “Ok” button. The receipt will come back to sender’'s
Receipts Inbox.

ent | Alert

b Feason For Pull-Back h
SST.GM/IT/CO/RCIL Remarks = o DY.MANAGER/IT/CO/RCIL
ASST.GM/IT/CO/RCIL o DY, MANAGER/IT/CO/RCIL

b ASST.GM/IT/COfRCIL o DY.MANAGER/IT/CO/RCIL

o ASST.GM/IT/CO/RCIL Ofo ASST.GM/IT/CO/RCIL

el

By Cre e S e

Pulled back Receipts/Files are returned back in the respective inbox.

6. How to Work/Reply to received/created Receipt?

Open the Receipt received in your Receipt inbox.

One can put the received/Created receipt in eFile (eFile in Inbox/created
tab) by using “Put in a File” link.

eFi|e Version 55 09 Mmd I 0 @ @

T DteRange: 204G KIRONY

Ry ‘Send Back weTo Copy ' Close | Dipaen | Hiearence Ve My M
bl | ol + feathe + it il b b e s
i i EW 0 mmonsaoumona & Notng RalTel IS SDNGH S Ol ASST GHTICOIACL WIS - t
o i ES 53209100 SST.T/COACL FTengponseely, vk AHSDNGH GUSAIN Ol ASSTGWITICORCL ol T r
T 0 £ B suz)ons/ol ASST.GUTICOACL Teting it AMTTA CHAUOHARS Ol O MANAGER/TI0/ACL U005 -
o i ER B snymgoissseymoona Ty et ANCTACHALOHARY 0o DY AMAGERTTCOACL URSHE - e
1By e

gy

To Put Receipt In File goto ( Page no 22)
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STEP 1: For creating any Reply of the Receipt, go to Dispatch tab.
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= [eFile vesinsis EET— | ) © §

T = ——
Recels 1| gund | Send Btk Pl cupy\ﬁiiimhlnetai;’Movemenu | et | Close | Vi Draf | Atach Fll | Attach Recept ‘
) BoseBDise |
. A Receipt Detals
ol Resotho:  ygooasTONTCORGL @@ Pl
O From RaiTel Designation ReiTel
s Mein Category: ~ Miscellneous Fles Sub Category:

) Closed / i
- Ref: ) Raivay Buad's ot moE G0Nt of AEBAS ke e o
' (412188 2) LeflrRefNo: LeterDete:
) Acknoutedgement I Egz&m;‘?;ys::;d\s bl o E(GW"M'WSMUS o AEBAS Subjet Notng Enclosures;
el i) Thi ofie eter no. RCILCORO1YProjelt-Ofcs Implementaton (o Byl abind
1 Set . 32%0;011913»415) T Movement Detals
b 1) RGWISR's proposal vide note . RC 1849l &0fice : : e 2
:f::a;;m o) a3 1 e o 401 ) sind = — m - oy
1o il |00 [0l
el il SN Y ST GUTICORL 19 TR
Files [® | “er
Inrferance o above rfed e o, (GJ201MisSlatus of AEBAS daled
NigrteFle (1 04.1218,5N 2), Ralvay Board have appoved e folowig
Se— 1. To uso e:Ofice appicalon deveoed by NI fro e Ofice proje ver |

STEP 2: On clicking Dispatch, below tab will open where you can upload or

Type Reply. Fill the required details (Draft details the /Communication details to
which letter needed to be sent).If required you can attach reference documents

also and finally save the data.

PA g Ry P8 A i o
O T SR e

[T8and | Send Back | Putin a File  Copy  Dispatch Detalls | Movements | Edit | Close | View Draft | Attach File | Attach Receipt |
NS o (T oo
Usst Saved 26-06-2019 02:54121 PM ey =] et [Engiah &
B / U B % M M formats~  LneHeight ~ Parsgraph =  Verdana  ~  FontSimes 3 o ] e =
E-iE-DmmE S B —Q ST m- A-A-® ©
R Subjact *
Reply to receipt Total 1000 | 994 characters left
B pepytive  [Ghosesone v
unin]
<] st Choose ane ~
Pincoda
bbe [ | Londine
.....
More Reclpient(s)  Clear
Attachments =
v
ki
Aacamects =m
v
< (Y D
Ao y® s Moo 840 Dy M 1 e e
P s tpen Worde BA v Ry e gratnd L bscetow D enor s i L

T e

&D

(

STEP 3: After saving, you can send back for Approval if you do not have the

right for Approval.

Note: Approve link will
Approving right.

be available to only those Officials having
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EE— - | () @ @

eFile Version 55.09

im’\&"ﬂ’ﬁwmmam Copy Dispatch ' Details | Movements | Edit Close | View Draft ' Attach File | Attach Receipt | ‘

EmEmE

Draft No. : DFA/137 - V 1.0 Draft Status : DFA

Draft Details
BIUEEEE fome - Draft Type* Language* "
z-E-mEeeH-01sE|a-H 08 petteee oot [ P -

The One who will receive the receipt in the inbox with Draft have the draft sign

along with the Receipt No. as shown

One can see draft in “View Draft” tab until it is dispatched.

eFile Version 55_09 Advan:ed | @ @ @
Receipts ] ‘ Send | Send Back Putin a File | Copy | Dispatch | Details ' Movements | Edit | Close | View Draft | Attach File | Attach Receipt 1
» Browse & Diarise
) Inbox A Receipt Details
¥ Emai Dizisation Receipt o 23201900/0 ASST.GMITICORCIL & FileNo:
b Oreated Sub:  Implementa Bl (Phase-l) - From: RailTel Designation : RaiTel
el Detailed Esf Main Category : Miscellsneous Files Sub Category
) Closed ?
e Ref: i) Raiway Board's letier noE(G)2017MiscStatus of AEBAS dated A L Sentlae; AONQLZ0EM
y 04.12.18(5N 2) Lefter Ref. No: Lefter Date :
b Adowdgemert U] ggz&gl:;w:/:()é :t;;r)ds letter no. E(GJ2017/MisciStatus of AEBAS Subject: Notng Escioaiia:
* Created i) This office letter no. RCILICOI2019/ProjectE-Offce. Implementation Deleryblode’, By Hand Sender Type:
» Sent Dated: 0301.19 (SN 16) Movement Details
A g iv) RGM/SR's proposal vide note no. RCILISRISC/2018-19/Rly e-Office il = i
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eFile Version 5509
Date Range : 02/05/2016 To 26/06/2019 Draﬁ IS

Receipts (5] || Send Back 'Send Putina File | View [ MoveTo Copy  Close | Disatch | attached
oB‘m‘w“se&Diarise O v ComputerNo ~  Receipt No. Subject v Sent On vDueOn »  Remarks
:I:,:mmm a £ B an0190/ AssTal A oting RaiTel  ANKITA CHAUDHARY,0/0 DV, MANAGER/IT/CO/RCIL /06190259 - r]
i O E 59 59/2019/0/0 ASST.GW/IT/CO/REN For Testing purpose only . vik ANISH SINGH GUSAIN,0/0 ASST.GM/IT/CO/RCIL 25/06/19 03:47 Ir)
S 0 ER B 52(2)/2015/0/0 ASST.GM/IT/CO/RCIL Testing test  ANKITA CHAUDHARY,O0/o DV, MANAGER/IT/CO/RCIL 24[06/19 0426 - F)
ool | ER B 5201)/2019/0/0 ASST.QW/IT/CO/RCTL Testing test ANKITA CHAUDHARY,O/o DV.MANAGER/IT/CO/RCIL 24/06/19 04:18 e}

»ByMe
) Acknowledgement

a Croated
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= eFile version55 09

- 7~ ~
Receipts =) [ Send | Send Back ' Putin a File | Copy | Dispatch | Details Movements | Edit | Close { View Draft | Afach File | Attach Receipt
» Browse & Dianise
» Inbox

Draft List
» Email Dizrisation [Choose om{V/|
» Created | raft Subject Status Approved By
» Sent .
» Closed a DFA/137 Noting DFA
» By Me View
» Acknowledgement Dl’aft
» Created

g

» Sent
» Recyde Bin Draft Version List
» Initizted Action DFA/137
| version Created 0n Created By Status
Files (€3]
10 26/06/19 02:56 ANISH SINGH GUSAIN DFA

Migrate File =

Dispatch =

STEP 4: 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.

eFile Version 55_09 Mvanmd | 0 @ @

Send | Send Back | Putina File Copy Dispatch Details | Movements | Edit Close | View Draft Attach File | Attach Receipt | ‘

Draft No. : DFA/437 - V 1.0 Draft Status : DFA MH >
\pprove
New Draft Choose from Template(s) K4 m Draft Details

BIVUIEEE Draft Type* Reg E] Langusge*

ZCEEE N H-QINE

m

Draft Nature Choose One V] Prefix

A | subjectt " Edit or

Total 1000 | 994  characters left,
— Approve

Reply to receipt

Receipt Number Reply Type

Communication Details

Approval Confirmation

Ministry Choose one

6 Qnce draft gets approved no further changes can be made. Department Choose one

P Name Anich Singh Guss Designation

Organization

I Address 1+
Address 2

STEP 5: Once the Draft is approved, you get five Options

o Dispatch by Self : You can yourself send either via mail or via Post without
DSC

e Dispatch by CRU : You can send to your Central Unit for dispatching without
DSC

e DSC Sign : DSC sign will appear at the end pf the page

e Edit : You can Edit the details
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e Custom Sign : You can DSC sign at desired location of the page

Country [¥] state g &
city Pincode
Mobile Landline
F: Em
Attachments m

Custom
Sign

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info #ApprovedByName# for Approver Name.

Approver for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email
#ApprovedDate# for Dste of Approvel

Dispatch By Self | Dispatch By CRU | DSC Sign | &dit | Custom Sign

STEP 6: 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.

Baze: 3 Of 3 DSCSign -~

File No.RCILCO-COOPROJEOQFFIS/2019-0/0 ASST.GMAT/COMRCIL

3) How to Install Software?

CIETT T T

ePass 2003 Software: Imsert DSC Token to the System and open the
ComputerThis PC falder on the Desktop.

PMISH SINGH GUEAM, SRIMANAGERIT/ICORCILIASGE, Dis ASST.GMITACORCI

BRMANAGER
T

mai

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).
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= Communication Details

FAttachments m

Dispatch Options

Email Details

To

Co
(Use commal.) to separate recipients.)
Bico
(Use commal.} bo separate recipients_)
Subject Moting
DFA/MS4_null pdf ~
o
Email Body

Postal & Out Register Details

FPostal Mode

oose One Postal Charge
e One Weight

Qo

Medium

Mode Mumber

Note: There is an option available if you want to take follow-up on the
Receipt. In addition, for Dispatching via Post one has 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@domain.com.”

Now after dispatching you can forward (Send) the Receipt with approved/Signed
letter for further action and one can find the Approved/signed letter in Receipt
Details from where you can open it as shown.

Receipt Details

Receipt No - 3232013000 ASST.GMIT/ICO/RCIL == File Mo :

From : RailTel Dresignation - RailTel

Main Category : Miscallaneous Files Sub Category :

Address : RCIL Sent Date 28708/19 02:50 PM
Latter Ref. Mo : Letter Date :

Subject : Moting Enclosures: -

Dielivery Mode By Hamnd Sender Type :

Dispatch history

Dispatch Number. = Subject — Dispatch Date = Sent Through = Dispatch Mode -
1372018 Moting B27/19 2:22 PM SR.MANAGERTT/CO/RCIL | (Self)
3820108 Moting B/27/1% 2:35% PM SRLMANAGERTT/CORCIL | (Self)
IF3e/2018 Moting E27/19 4117 PM SR.MANAGERTT/CO/RCIL | (Self)

Attached Files History

Mo Record Found

Attached Receipts History
Mo Record Found

Detached Receipis History

Mo Record Found
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When you send any Receipt with Dispatched Letter, ensure to mention
Dispatch No. in Remarks so that receiver can easily check the required
letter.

Note: If the Receipt after Dispatching is put in an eFile, Dispatched letters
will be visible in ToC of eFile.

If the Receipt with Draft Letter is put in eFile, Draft Letter (DFA) can be
viewed in View Draft Section of eFile.
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 = |
b Inbox (1]

Submittad Filzs for
Clasing Approwval

» Created

-+ Drafts

+ Complatad
Parked

Approval Requests

Bulk Cloesing

* ¥ v r

Closed

-+ By Mea

Submittad Filzs for
Raopening Approval

» Sent
F Create Mew
» Create Part

» Racycle Bin

» 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.

< (] & mot.eoffice.gov.in/eFile/?x=w0UszvTObkpn39q350z9ABITzsVmpgHIjW3dqzkUS MndGIr8IOYSell UxMOQatwsLaDO76U3dFc#no-back-button a ¥ 2
e@Irmce 4 MAHARNAB MANNA DY.DIRECTOR(MMITHC (IT1 - =
S = = O © ®
Receipts

=

ppppppp

=
Dispatch
DsC
Settings =
Notificatios
nnnnnnnn
Audit =
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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

(Number generated will be final and cannot be edited).

@ File Number will be generated
Do you wish to proceed?

| OK II Cancel

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

Computer No: 95 File No: RCILCO-CO0PROI(EOFF)/2/2019-0/0 ASST.GM/IT/CO/RCIL Part(1) Subject: Testingl

( Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... | Quick View }
o 2

Bi |Add Green Note | | Ei|add Yellow Note

Microsoft Word - Document1

" r
Noting/PP Folio/Correspondence

I /
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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 w Se=arch

L= Receipt Mumber Subject

E s= S22 20LS O e ASST.GMS/IT OO/ RCIL Testing

E ==l SZ1 2015/ 0 /0 ASST.GM/IT OO/ RCIL Testing

o I o
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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

from ToC as shown below. STEP 2 STEP 1

é@ Recent Al /

Movement :
El | ’ jaf of Correspondences and Issues
Receipt Details
52(2)i2019/0/0 RCILCO-CO0PROJ(EOFF)/3/2019-0/0 ?

Receipt No S STEMITCTIRCIE m File No ASST.GMATICO/RCIL-Part(1) v Receip e No. ¥ Subject v Typev Attached On v

9/0/0 ASST.GM/IT/CO/RCIL (CC)-Testing PUC1 01/07/19 12:09

From test Designation test ‘
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

Receipt Dispatch History
Dispatch Number ~ ~ Subject ~ Address ~ Dispatch Date -
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7. 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! m

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

P e T Fme

BAdd Green Note | | = |Add Yellow Note

§2(2)/2019/0l0 ASST.GMITICOIRCIL

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

Green Noté 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 details. 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.

J‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachr

= &

v Paragraph v FontFamily '~
Font Size Tei=y| = iE | O J @
& ﬁﬁiﬁ”%p‘,( |— e @E|x x| 2 ©F~-H =|»m m
o |2 E |5 5. | | A | | Enish (1) -

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.

8. 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(EOFF)/3/2015-0/0 ASST.GM/IT/CO/RCIL-Part{1) Subject: Testingl
| Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... |
_— +
p [ Tec ) Recemt | AN
Version : 1.0
test note
52(2)/2019/0/o ASST.GMATIC
test pdf for file upl
Version Created On CreatedBy
1.0 7119 12:17 PM ANISH 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

E 130 RCILCO-COQPROI(EOFF)/15/2019-0/0 ASST.GM/IT/CO/RCIL ﬁ Demo

We cannot detach areceipt after movement of eFile.

0. 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 7119 12:17 PM AMNISH SINGH GUSAIN

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

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

"Motng [ | Draf | References | Link | Detais | Movements | Edt | Send | Attachment | Hore.. | [ quickview |
Quick Nofing v | 2] X (7 [Faw # pme;

BJI U EX=Z=E fFomasv LneHeight v Paragraph v  Verdana v

11pt v

R A ” — vA*A-a® " 1

ETETEESCHA-Q I8 ATE-o] 52(2)1201910/0 ASST.GMATICORRCIL

Engishy @ v ¥

test pdf.txt
test notd

test pdf for file upload in eoffice - vikrant

10. 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
need the Reference in the right side folios/Correspondence.

[ = [eFile vesmss O - () © ©
Computor No: 93 File No: RCILCO-COOPROJ(EOFF)/7/2015-0/0 ASST.GM/IT/CO/RCIL Subject: Demo
Noting € | Draft | Ref [ Link | Details | | Edit | Send | Attachment | More... Referen
Quick Nofing + | [5] X (7o) Recent AT o'
Last Saved 11-06-2019 12:59:48 PM A i °
BZUE=ESES Fomas Line Height Paragraph Verdana 1200 A !
ik T ’ ’ ’ Office
1ot = s ——
E-E-EE NP H-QINE- A-H-0R 2. Digitisation Framework
Engishe | @ v € Reference
Inthe overall trangtion to e0ffics, the digitisation of documents and files play 2 key role. Hence
A | a for d 1s crtical for the frandfion to an electrorzc mode of
o ale o functioning, The framework helps to build an integrated approach, connecting the areas that are
Dlgltlsatlon Fl’amework at Page Number -10 congidered sssential in preparing the ussr departmert/ ministry for naking the teangition, The
framowork will inchuds the Standards, Policies, Guidslines and Best Practices that will help ary
organgation intendingto irmplement eOffi ce
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 Search PRI Advanced | @ @

Computer No: 93 File No: RCILCO-COOPROJEOFF)/7/2012-0/0 ASST,GM/IT/CO/RCIL Subiect: Demo
\' Noting | Correspondence | Draft | R Refer Correspondence ttachment | More... | i

e i ) ] X | e . om

Last Saved 11-06-2019 01:01:52 PM 10114
BIuc==== b & 153/2019/0/0 ASS

ETEEESNOIR-Q I E AR~ Y 2. Digitisation Framewarl
Engish @ v ¥

A

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

af k for digitisation is eritical for the transition to an electroric mode of
S Yera A functioning, The helps to build an dapproach, ing the areas that are
Dlgltlsatlon Framework at Page Number - 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 beinsync withthe overall eOffice Implementation
I ‘The overall framework illustrated in 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

= eFile version55.09 Search o) Atheaniced. | o

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 Reemt A S'ER
Last Saved 11-06-2019 01:02:50 PM A 1o11a
B U = Formats Line Height Paragraph Verdana 139201900453
= S E k: - cOffice
11pt = smame e
ErE-v=E=E 480 B —Q S 9% B A-B~-sH 2. Digitisation Framework
Engishy @© ~
Inthe overall transition to eOffice, the digitisation of documents and files play a key role. Hence
(e ishing a for digiti is aitical for the transition to an electronic mode of
s st e functioning, The framew ork helps to build an integrated approach, connecting the areas that are
Digitisation Framework at Page Number - 10 considered essential in preparing the user departrert/ ministry for making the transition. The
framework will include the Standards, Policies, Guidelines and Best Practices that will help any
intendingto offi

The Digitisation Frameworkhasbeen designed to beinsyns withthe overall Offi ce Implementation

. The overall framework illustrated in the figure below, depicts the areas thatinclude the Governance
Structure, Approach and Metha dology ion of the Digitisation to the final i i
into eOffice. Each area depicted been elab: din 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 Noting

Window.
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| Nating | € d Draft | Link | Details | | Edit | Send Back | Send | Attachment | More...
ESERT = [ee ) Recene ) (AP Previous Wetinge | $
13/00/ 2019 1:29 PM ANISH SINGH GUSAIN
Last Saved 01-07-2019 01:09:58 PM A \ / (sn.unmceni‘coincui
B J U EE = = Fomatsv LineHeight ~ Parsgraph v  Verdsna  ~  1ipt - g Ogialy S|
E-E-EE 60 H—-Q T B A-H~- &5 Engish O -2 Page: 1
note no. 4 A
s 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

13/06/2019 4:10 PM ANISH SINGH GUSAIN
(SR.MANAGER/IT/CO/RCIL)
ot Soned]

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.

ot Carsnderce Dk Rl Lk e ovenes e | Sk S | Mo, [ kv |
[Qiick Neima v | €1 f \ - T i ' (171 0
[ ULSE o , R T L T “EER» 0B
= Oaypageto. Otyhoet | [FanTam Sl

Lt v 1 0720190114 A

D - Vet v A v

ErE-EE “ Be @8 e Ovs Page: 1

note no. 4 A |
| [Note#4

Draft created pls check
13/06/2010 1:37 PM ANISH SINGH GUSAIN
(SR.MANAGER/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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11. 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.

! Noting | Correspondence | Draft | References | Link | Details |

o' | Create New Draft

: View Draft =

It will open the Draft creation window.
TWWWWWWWWMW,

New Draft or Draft Details
BIUG#|EEZEEIE- stk ~ Paragraph v FontFamiy Draft Type* New/Fresh v| Classified Choose one v
FontSze v [i= viS | = 5E ¢ | | e AR Draft Nature Choose One v|  Prefix Choose One
B GEm ALY —CeE| x| Q0T -H=|"wn Language* Enalish v
- |A-Y- | B | engish 1) - E-Office Implementation in APSRTC
Subject*

Total 1000 | 967  characters left,

Communication Details

Ministry Choose one v]
Department Choose one ¥
Name Designation

Organization

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.

Page 29 of 46



eOffice User Guide

Draft No. : DFA/82 - V 1,3 Draft Status : DFA
3

Draft Details
Draft Type* (V] Language* v
Drsft Nature [V]  Prefix v
A Subject*

Total 1000 | 995  characters lef.

Communication Details

Attachments m

The above DSC Token will be supplied by the State Government IT & C department by PE_Bookmarks.doc
authenticating aadhaar number and finger prints of the concerned person, which will

Note : Use following # tags for draft creation
#ApprovedBy# for Approver Info #ApprovedByName# for Approver Name

3) How to install Software? I #ApprovedByDesignation# for Approver Designation #ApprovedBy SectionName# for Approver Section Name
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email

ePass 2003 Software: Insert DSC Token to the System and open the My #ApprovedDate# for Date of Approval

Computer/This PC folder on the Desktop.

#ApprovedBy®

#ApprovedByDesignation#

#ApprovedDate#

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.

Draft List
Choose Cne ¥

Draft Mo.  Subject Status Approved By

DFAf153 Moting Approved ANISH SINGH GUSAIN, SR.MANAGER/TT/CO/RCIL/ASG, RCIL

DFAS151 Testing Draft Approved ANISH SINGH GUSAIN, SR.MANAGER/IT/CO/RCIL/ASG RCIL

DFASEZ Demoz DFA

Draft Version List

DFAf153
Version Created On Created By Status
1.0 27/06/19 03:08 ANISH SINGH GUSAIN Approved
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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.

E 33 RCILCO-COOPRON EOFF)/7/2019-0f0 ASST.GM/IT/C0/RCIL =

I 4.0 T s O T U o PO e BT SR T s T T

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.

! EEERE

Draft Details

Once the Draft is approved, you get five Options

e Dispatch by Self : You can yourself send either via mail or via Post without
DSC

e Dispatch by CRU : You can send to your Central Repository Unit for
dispatching without DSC

e DSC Sign : DSC sign will appear at the end pf the page

o Edit : You can Edit the details

e Custom Sign : You can DSC sign at specific location of the page

Page 31 of 46



eOffice User Guide

Country NC M State 2 one ﬂ
City Pincode

Mobile Landline

Fax Email

Attachments

Note : Use following # tags for draft creation

#ApprovedBy# for Approver Info #ApprovedByName# for Approver Name
pp ion# for Approver i i for Approver Section Neme
#ApprovedByPost# for Approver Post #ApprovedByEmail# for Approver Email

#ApprovedDate# for Date of Approval

T e e e

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.

Page- 3 O0f 3 DSC Sign ~ L
File No.RCILCO-CO0PROJNEOFFNS/2019-0/c ASST.GMAT/CO/RCIL |:
c |
3) How to install Software? —_—
ePass 2003 Software: Insert DSC Token to the Systemn and open the e |:
Computer/This PC falder on the Desktop.
FHISH BINGH GUSAIN, SR MANAGERIT/ICORCILIASE, Qo ASST GMATICORCI
BRMANAGER
TR
|
A
< >

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).
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= Communication Details
= Attachments [ Attach Fite |
Dispatch Options
Email Details
To
co

{Use commal.] to separats recipi=nts.)

Beo
{Use commal.) to separate reciprents )
Subject Moting
DFAM54_null. pdf

<>

Email Body

Postal & Out Register Details

Postal Charge
Weight

Postal Mode

edium

Mode NMumber

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.

[ Recent || an |[ Previous Notings | pt S
List of Corr d and
Choose One ]v|
TOC 1 - Receipt/Issue No. ~ Subject ~ Iype ~ Attached On ~ Pages ~ Action -

=L E Y 323/2019/0/0 ASST.GM/AT/CO/RCIL Noting 27/06/19 04:45 176-180  Reopen

2019 Noting Issus  27/06/19 04:37 175-175  Reminders

35/2019 Noting Issue 27/06/19 04:17 174-174  Reminders

/ & L/38/2019 Noting Issue 27/06/1S 02:39 173-173  Reminders
. | I P 1224/2019/0/0 ASST.GM/IT/CO/RCIL Testing Draft PUC1 27/06/19 02:33 116-172 Reopen

Details @ U37/2019 Neoting Issue  27/06/19 02:22 115-115  Reminders
[ = & 111/2019/0/0c ASST.GM/IT/CO/RCIL DEMO2 07/06/19 10:20 55-114 Reopen
O E ) 112/2019/0/oc ASST.GM/IT/CO/RCIL demo2 06/06/19 05:34 1-54 Reopen

Dispatch No. = 1/38/2015 1 KMS Document History Versions
Draft Details Dispatch Options
Draft Type* Reply Langusgs" English <! Email Details
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12. How to attach any eFile/Receipt within another eFile?

One can attach any eFile as well as Receipt into another eFile.

STEP 1: Open the File and go to attachments>File/Receipt and attach the
required eFile/Receipt.

-
MNoting ' Correspondence | Draft | References | Link | Details | Movements | Edit | |
ot

B |2dd Green Note | =1|Add Yellow Note

Attach

One can find the required eFile/Receipt with File Number/Receipt Number or
Subject (Description provided during eFile/Receipt creation).
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eFile Version 55.09 Adun(ed | 0 @

Computer No: 97 File No: RCILCO-COOPROJ(EQFF)/4/2015-0/0 ASST.GM/IT/CO/RCIL-Part(1) Subject: Dema

T e »
R RCILCO-COOPRO] | Search File For Attach
{ ASST.GM/IT/CO, :
Opening Date ¢ 14/06/19 01:57 Year| 2019 v Search |
Main Category : eOffice Computer No File Number Subject
: . RCILCO-COOPROJ(EOFF)/7/2019
Pebis efrence O i -0fo ASSTGM/IT/CO/RCIL  De™
RCILCO-COOPROJ(EOFF)/3/2019
O€ % -0/0 ASST.GM/IT/CO/RCIL-Part Testing!
Attached / Detached File(s) 1) Attach file Detach File
O P RCILCO-COUPROI(EOFF)2/2019 .
[] ~vCho. v File Number v -0/o ASST.GM/IT/CO/RCIL o ﬁad By v Detached Date + Detached Remarks vv
Attach
PRSEES

STEP 2: Provide Remarks for reason of attachin

g one eFile/Receipt to another
eFile/Receipt.

= eFile version55 09

Computer No: 97 File No: RCILCO-CO

S ject: Demo
[" Noting | Correspondence | Draft | File attach alert K [
RCILCO-C( Are
| Fil : you sure to Attach the file?
| File Number ASST.GM/ ﬁ
| Opening Date : 11/06/19 01:5 emarks *yes for testing ‘
Main Category : eOffice File b Subject
| Previ | RCILCO-COOPRO)(EOFF)/7/2019
staass -0/o ASST.GM/IT/CO/RCIL Demo
| oK. | | Cancel ‘ RCILCO-COOPROI(EOFF)/3/2019 )
-0/o ASST.GM/IT/CO/RCIL-Part Testingl
Attached / Detached File(s) (1) : o
\ RCILCO-COOPROJ(EOFF)/2/2019 ___ .
[T o, = File Number -4 O 54 -0/0 ASST.GM/IT/CO/RCIL ____1=5ting bhed €

<< <]>>>

STEP 3: Attached eFile/Receipt is visible in attachments only as below.
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G @ https://sr.eoffice railnet.gov.in/eFile/ 7x=brX3bRoRC:3"2kit2SpTPz4bwYs ~ @ & | | Search... o~
[ = |eFile vrsonsson O e s o ®
Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... | ~

Computer No: 97 File No: RCILCO-COOPROI(EOFF)/4/2019-0fo . GM/IT/ | m

Noting | Comespondance | Drart | Relerences | ink | Detall | Movement e i e ] Quick View |

; RCILCO-COOPROJ(EOFF)/4/2019-0/0 ot Croer Wote W B LA vallow Note oA
Féa Nimbec ASST.GM/IT/CO/RCIL-Part(1) B s o R ~
11/06/19 01:57 “« 12 of 2 Note(s) » »

Note # 1

Digitisation Framework at Page Number - 10

b File
11/06/2019 1:04 PM ANISH SINGH GUSAIN B
(SR.MANAGER/IT/CO/RCIL)
Note # 2
11/06/2019 1:55 PM ANKITA CHAUDHARY %
(DY.MANAGER/IT/CO/RCIL) e-Office FAQS

R100% ~

One can detach the eFile/Receipt as well by selecting the eFile/Receipt,
Clicking on Detach File/Receipt and adding reasons for detaching it.
After Detaching, the eFile/Receipt will be available in respective Inbox.

Note: Location of the attached file will be inside the file only. Attached file
will not be visible in Inbox/Created tab.

For making any changes in the attached eFile, first one has to detach it.
You cannot make any changes in attachment.

13. What is the use of Link Tab and Reference Tab?

Link Tab is used to Link any internal eFile where a copy of the eFile is linked for
information only.

One can see the Correspondence/Noting until the time when the eFile was linked
and can trace the movements of linked eFile but cannot make any changes into it
as the eFile is not with the Official, he only has a copy linked. The Original eFile
IS with someone else.

| Link | Details | Movements

Internal Files

= Referred In Files =

Internal File: Internal Files > Attach

One can link any internal eFile (in Inbox/Created) and can delink it in future.

Page 36 of 46



eOffice User Guide

t| More... | \
[0 Recent | A1)
Link/Delink
+ File Number v Subject Choose One

~

Delink

Referred In File: This will show the details of the eFile into which this eFile has

been linked to.

Reference Tab is used for uploading any document (Word, PDF, Excel, PPTs
etc) from your system into the eFile for reference purpose. Once file is moved,

local references cannot be deleted from the file.

[ Noting | Corresuundenc< Draft | References |Ijn'\ Detals | Movements | Edit | Send | Attachment | More.., |
N il
5 p g

References

aAdd Green Note || = Add Yellow Note

v Attached By

References Attached

Choose Cne 7

v Attached Date v

References > Local References > Upload File

The entire Uploaded document will be visible in References Only.

14. How to Sign digitally and Send the eFile?

By sending the Green Note and send dialog box will be opened which contains

the “DSC Sign & Send” option and which is shown below.
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Computer No: 35 File No: RCILCO-COO0PROI(ECFF/3/2015-0/c ASST.GM/IT/CO/RCIL-Part(1] Subject: Testingi
| Moting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send | Attachment | More... |
- A Reporting Officer Sub-ordinates In Channel Preferred List
Mote: Mame of the creator is highlighted in yellow colour.
To Notify : Email SMS
Set Due Date 57
Action Forward ¥
Priority Choose one ¥

Total 1000 | 1000 characters left

Remarks |

m 4 Dsc sign and Send ’

Click on the DSC Sign and Send.

Enter the Login Pin of the DSC Token and click on the “Login”. The Green Note
will be sent. The Digital Signature will be seen in the “Sent” tab by clicking on the
sent file. The Digital Sign is shown below.

Note # 1 Digital
PAGE 1 Sign
18/06/2019 11:47 AM ANISH SINGH GUSAIN
(SR.MANAGER/IT/CO/RCIL)
K oiaialy Signed

The file is forwarded to the next higher/respective Officer. Now Officer can give
their noting by click on “Add Green Note”. Then send to the next
higher/respective officer by clicking on “send”

Note: Ensure to Click on Notify via SMS/Email, so that Recipient is notified
when receives any File.

15. How to create Part eFile?

Part File is created when main file is under any submissions.

STEP 1: Click on Create part and then Browse File for which Part File need to
be created as shown below.
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Select the main eFile, provide proper Description & Remarks, and click on
Create Part.

For reference: Description “File Subject”
Remarks “eFile of Existing Physical File No. X”

s = Search File 3
Files = Year[2019 V|search| |
Inbox File Number Subject
, Submitted Files for RCILCO-COOPROJ
Closing Approval 1 O E  (EOFF)52019-0/0  Demo2
ASST.GMITICORCIL
reated
o RCILCO-COOPROJ
@ E  (EOFF)42019:0/0  Demo
'''''''' 4 ASST.GMIT/CORRCIL .
——
» parked RCILCO-COOPROJ
O E  (EOFF)32019.0/0  Testing
Ik Clos ASST.GMITICORCIL
losed
By e <1>

Select File

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

STEP 2: after the Part File is created, it will appear in Created>Completed tab.

= rite vesnsso O i () @ ©

Date Range : 17/04/2016 To 11/06/2019
Receipts [ send | Hierarchical View My Files Iv| |
| Files & |0 v Computer No v File Number v Subject v Subiect Category ~ Created On v Remarks
» Inbox E 97 RCILCO-COOPROJ(EOFF)/4/2013-0/0 ASST.GM/IT/CO/RCIL-Part(1) Demo eOffice 11/06/19 01:57
HSobmited s for | g g RCILCO-COOPROJ(EQFF)/3/201-0/0 ASST.GM/IT/CO/RCIL-Part(1) Testingt - 11/06/19 01:51

Closing Approval
T
1=
» Completed
» Parked
» Bulk Closing
» Closed
4By Me

, Submitted Files for
Reopening Approval
b Sent

» Create New

} Create Part

16. How to Park and Unpark a File?
We can park the files, which are present in our inbox.
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It contains the list of Files that are temporarily closed and work will be done late
on. Pendency of File will be removed if any File is parked. Select the File by
checking on the Check box in the Inbox files, Click on the “More” tab and select
“‘Park File Option”. It will ask for the Parking Due Date (Until What time the

work is expected to be done on the File), Parking remarks are to be filled up and
Click on the Ok button.

Moting | Correspendence | Draft | References | Link | Details | Movements | Edit | Send Back | Send |Attachm

Parking Confirmation
Do wou want to park the following file{=)?
Computer No File No. Subject

RCILCO-COODNM(MISC)/6/2019-
154 O/0 ASST.GMITICO/RCIL-Part(1) . D&M

Parking Due Date* i)
~ Action v |
Parking Remarks*
AV IT/CO/RCIL
e
oK A IT/COJ/RCIL
BER/IT/CO/RCIL Forward
A IT/CO/RCIL
BER/IT/CO/RCIL Forward
A IT/CO/RCIL Forwrard

T SR |

The Parked files will be available under the “Parked” option in the “Files” Menu.
Parked files can be made active at any point of the time.

Parked Files
Receipts =l
Status | All v

Files =
b Inbox

Submitted Files for

Closing Approval Unpark
} Created Computer No w = File Number « Subject  Parkin

+ Drafts
+ Complatad

» Parked

mﬂ ests
<\n_n..lb i

Select the Check box on the file to “Unpark” and Click on the “Unpark” option

and write the unpark remarks in the unpark confirmation box and will be sent to
Files inbox.

Unparking Confirmation

)

Remarks *

|:| Computer No -
299441 E
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17. 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 \ Section | Ofo ASSTGMAT/CO/RCIL v
Computer Mo File No
Subject Closing Date
File Heads | Select Basic Head v Select Primary Head v Select Secondary Head v Select Tertiary Head v
sean |
Computer No ¥ v File Number ¥ Subject v Closed on = Closing Remarks
54 E  RCILCO-COOPRONECFF)/2/2019-0/0 ASST.GM/IT/CO/RCIL Testing 25/06{19 02:48 PM part file need to be created Re-open

127

m

RCILCO-COOPROJ{EQFF){14/2019-0/0 ASST.GM/IT/CO/RCIL Dama for eCffice 19/06/13 04:22 PM by mistake @

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

@ To Issus Lnother

Remarks #Letter

| oK || Cancel |
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18. How to view the Movements of the eFile?

Open the file and on the top of the row will see the “Movements”. Click on the

| Noting | Correspondence | Draft | References | Link | Det&ls | Movements | EgD| Send | Attachment | More... |

File Number : RCILCO-COOPROJ(EQFF)13/2019-0lo ASST.GMITICOIRCIL
(Opening Date : 14/06/19 11:40

Iain Category -

Previous Reference .

File Movement History

Sender v 3t on v aent to

ANKITA CHAUDHARY, 00 DY.MANAGER/IT/CO/RCIL 28/05/13 04:12 RAJESH SUBRAMANIAN,0/a Dy.GM/PROIECTS/CO/RCIL
ANISH SINGH GUSAIN, 0/ ASST.GM/TT/CO/RCIL 28/05/13 02:44 ANKITA CHAUDHARY,0/a DY.MANAGER/IT/CO/RCIL
ANKITA CHAUDHARY, 2o DY.MANAGER/IT/CO/RCIL 28/05/13 02:41 ANISH SINGH GUSAIN,O/o ASST.GM/IT/CO/RCIL
ANIZH SINGH GUSAIN,O/o ASST.GM/IT/CO/RCIL 25/05/13 11231 ANKITA CHAUDHARY,0fo DY.MANAGER/IT/CO/RCIL
ANKITA CHAUDHARY,C/o DY, MANAGER/IT/CO/RCIL 25/08/13 11:20 ANISH SINGH GUSAIN,Of0 ASST.GM/TT/CO/RCIL
ANISH SINGH GUSAIN, 0/ ASST.GM/TT/CO/RCIL 25/08/13 11:29 ANKITA CHAUDHARY,0/0 DYMANAGER/IT/CO/RCIL
ANKITA CHAUDHARY, 0o DY.MANAGER/IT/CO/RCIL 14/05/13 12:01 ANISH SINGH GUSAIN,O/o ASST.GM/IT/CO/RCIL
ANISH SINGH GUSAIN, 0/ ASST.GM/TT/CO/RCIL 14/05/13 11:54 ANKITA CHAUDHARY,0/a DY.MANAGER/IT/CO/RCIL

File Close History

Action + Action By  Action On  Action Remarks ~ Approved By  Approved On

Movements, it will show the file movement history, file closing history and file

dispatch history with date and time and remarks also. By viewing
movements, we can know the exact location of the
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Tips and Tricks for smooth working in eOffice.

Kindly use updated version of Mozilla Firefox or Internet Explorer
for eFile application as some features of eFile are not supported in
other browsers (Chrome, Safari and Microsoft Edge etc.)

It is recommended to compose and write content in eOffice itself
(For Noting and Draft). But if you want to copy and paste the content,
kindly use the source as WordPad or Notepad (for Windows) and
Text Edit (iOS) to retain formatting.

If a file is uploaded in draft instead of composing, it will be uploaded
in a non-editable format and to edit/update the draft later you will
have to download it first, make changes and upload a new (updated
file) which replaces the old dratft.

For sending a reply in your Organization letterhead template in drafts

(for external communication), keep a template word file handy with

Letterhead background as header and footer.

a) Copy and paste the content in word file and upload (word and pdf
can be uploaded) in draft section.

b) For further editing (word file), this draft maybe downloaded and
reuploaded after making required changes.

For dispatching a draft via email, instead of adding multiple recipients
in the communication details, enter the email IDs after clicking on
“Dispatch by Self” to avoid multiple copies (one for each recipient) of
draft getting attached at correspondence side (after the dispatch).

Draft is used to send a reply against a file/receipt for external
communication or interdepartmental communication.
There are two ways to compose a draft-

a) By typing a draft in composer of eOffice draft section. You may
copy and paste from Window’'s WordPad/Notepad and Apple’s
Text Edit into draft composer. To edit the draft, just click on ‘edit’
and make the required changes and save the draft.

Or
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b) By uploading an already composed word file. To edit this draft
later, the recipient must download the draft and reupload the draft
after making required changes. This will replace the first version of
draft with latest version.

For vetting purpose, user may upload the word file in track

mode.
eFlle Version 5.5_11
Computer No: 7122 File No: '+ A N R BNLIAEN @ Subject: Creatad for Testing

\ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment |

Last Saved 20-12-2019 05:57:44 PM

B 7 U = = = = Formmatsv LineHeight v Paragraph ~ Verdana -

11pt -

Sy E~=S=E 890 B —Q 5 % By A~ A~ @ 3 Engishv
© -

And to make changes, click on edit button and download the draft and
make necessary changes and reupload the file.

Computer No: 7122 File No: =+ ¢ b e Lo e Lt e e Sl =|§' Subject: Created for Testing

‘ Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment |

Draft No. : DFA/2404 - V 1.0 Draft Status : DFA

To Download DFA -->

Receipts means the DAK or any Letter received from others. Based on the receipts
received, we can decide whether to open the Note file or not. These receipts are the
folios we attach at the right side of the Note File.

I Files mean Note files Beretheediting-Deleted for track mode.

This will replace the old draft with latest version.

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk
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