e- Office 7.X Training

A Digital Workplace Solution : Work from Anywhere

Information iCechheldgy pEtectroiics & CommunicationsiDepartmentns Department



1. Government email account should be in Active(ap.gov.in, gov.in , nic.in , govcontactor.in etc.,) &
mobile number must be registered/linked with their Government email account to get the OTP & to
validate PARICHAY authentication
Email : apparao.sampangi@aptransco.co.in, praveen091@aptransco.co.in , Ph No: 9440912154

2. Installation of Digital signer service 7.0.2 & DSC Token Drivers: (Latest Version of Digital signer

service 7.0.2. which is available in https://www.ap.gov.in/ A Services A eOffice DSC Service 7.0.2).
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Sri S. Abdul Nazeer

Hon'ble Governor of Andhra Pradesh eOffice DSC Services 7.02 OWin)

Public Grievance Redressal System (PGRS)

Sri Justice (Retd) S. Abdul Nazeer was appointed on 24th February =zoz23 as the zath Governor of

Andhra Pradesh. _Read more State Services — Forms For Public

T State Services — GSWS

| Change of Name
Sri Nara Chandrababu Naidu -
VN

Hon'ble Chief Minister of Andhra Pradesh

a3 s
Sri N. Chandrababu Naidu was sworn in as the 18th Chief Minister of the Government of Andhra

2deshonrmthaane oz, Hon'ble CM Sri Nara Chandrababu Naidu's held a review meeting on Finance Department

AP State Overview



https://www.ap.gov.in/

1. Login with Parichay Authentication (Must be active in email id & Mobile number).

2. Register DSC Token same like older version ( eFile A Register for Signing -A select DSC Registration)
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3. eSign Registration same like older version ( eFile A Register

for Signing -A select eSign Registration).

The user will not have to enter the compledadhaamumber / Virtual 1D, but only the last three digits of it with each

signature being made. To make it possible, a manda&ignregistration process is introduced for the users as a-time

activity.
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3.eSign Registration :

teoffice.ap.gov.in/efile/# signing /esign-registration

e5ign Agreement

Consent for using UID Token for eSigning

National Informatics Centre
1 hereby state that | have no objection in extracting my UID token from the XML response received
fram the issuance of Digital Signature Certificate (DSC) from this specific transaction.
I hereby further state that | have no objection in using this UID token for subsequent eSigning, along
with my Security Number *** which is last 3 digits of Aadhaar(as shown in image below) as
additional security measure.
I understand that National Informatics Centre shall ensure security and confidentiality of my
personal identity data and UID token for the purpose of eSigning.

ToneEwen

T GOVERMNENTORNOA
Name XXXX
DOB: XX-XX-XXXX
Gender: XXXX

Consent for Authentication
National Informatics Centre
I hereby state that | have no objection in authenticating myself with Aadhaar based authentication
system and consent to providing my Aadhaar number, Biometric and/or One Time Pin (OTP) data for
Aadhaar based authentication for the purposes of availing of the AP-eSjen Gateway _ from
Ministry of Electronics & Information Technology (MeitY) .| understand that the Biometrics

and/or OTP | provide for authentication shall be used enly for authenticating my identity through the
Aadhaar Authentication system, for obtaining my e-KYC through Aadhaar e-KYC service and for the
issuance of Digital Signature Certificate (DSC) for this specific transaction and for no other purposes,
For the creation of DSC, | understand that the options that | have chosen are the ones that shall be
populated in the DSC generated by the CA and | provide my consent for the same. | also understand
that the following fields in the DSC generated by the CA are mandatory and I give my consent for
using the Aadhaar provided e-KYC information to populate the corresponding fields in the DSC,

+ Common Name (name as obtained from e-KYC)

+ Unique Identifier (hash of Aadhaar number)

+ Pseudonym (unique code sent by UIDAI in e-KYC response)

+ State or Province (state as obtained from e-KYC)

+ Postal Code (postal code as obtained from e-KYC)

+ Telephone Number (hash of phone as obtained from e-KYC)
lunderstand that __Ministry of Electronics & Information Technology (MeitY) shall ensure
security and confidentiality of my personal identity data provided for the purpose of Aadhaar based
authentication.

/] By providing the last 3 digits of my Aadhaar, | agree to providing the consent for authentication

8 By pioviding the last 3 digits of my Aadhaar, | agree to providing the consent for authentication

Minity of Elecrnics and
Information Techriology

Govamment of Inda

Digital India

Power To Empower

P Type here to search

You are currently using C-DAC eSign Service and have been redirected from null

COAC' fign Senvioe
AC's e-Sign Service
View Document Information
® Aadhaar Number () Virtual D () UID Token Get Virtual ID
=BT @
Aadhaar TOTP (¢ Aadhaar OTP How to generate TOTP?

& | seesne

I hereby state that | have na abjection in authenticating myseffwith Aadhaar based authentication system and consentto
providing my Aadhaar numberVIDIUID Token and One Time Pin (OTP)Time-based One Time Password (TOTP) data for
Aadhaar based authentication. | understand that the OTPMOTP | provide for authentication shall be used only for
authenticating my identity through the Aadhaar Authentication system and for obtaining my e-KYC through Aadhaar e-KYC
senice only for the purpase of esigning

QTP has been sent to mobile number <****0114>

Not Received OTP? Resend OTP

Kindly click "Resend OTP" link after 44 seconds

served | Website owned and maintained by: Centre for Development of Advanced Computing (C-D:




3.eSign Registration : The user details iaSigncertificate differs from the details available@®ffice If u wish to proceed with this, the
mismatch willbe denoted by &) icon against youeSigrin eFilenotes.

> C’ EJ ht office.ap.gov.in/efi ning gn-registration 7
e5ign Registration

The user details in e5ign certificate differs from the details available in eOffice. If u wish to proceed
with this, the mismatch will be denoted by a (i) icon against your e5ign in eFile notes.

eOffice User Details eSign Details
Mame N Guru Pratap Meeli Guruprathap
Year of Birth 1990

Gender M

corginue registration with the abowve details mismatch,

Mote: Kindly contact eOffice Admin to update your eOffice User Details (Marme =
Gender) as per your e5ign details .In case user wants to make changes in hisfher Aadhaar details
kindly visit Uidai website(https://uidai.gow.in).




Green Tick - Denotes the signature is valid and the user details from the signing

N Guru Prata e : . g .
SECTION il iy certificate used€SignDSC) matches with user detailse@fficePIMS.

[:I-igi'l:,-;llljr Signed |ﬂ

]

SEE A Yellow Exclamation - Denotes that the signature is valid however the user details frc

However eSign details of

signer does not match the signing certificate use@$igrniDSC) do not match with user detailsa®@fficePIMS.

with eoffice user details. r,
Signer has already F\ﬂ :a
confirmed this mis-match _

N LIru ] ®

and given acceptance for SECTION OFFICER

the same. Click for more

details

Red Cross - The digital signature is invalid.




eOffice Version 7.X - Additional / New Features




seaml es s -atepcdutherdication fer agpheations.
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Sabka Saath
Sabka Saath ‘ Sabka Vikas

Sabka Vikas Sabka Vishwas

Sabka Vishwas o Sabka Prayas

X

?ARICHAY ® ‘ ?ARICHAY ®

g, Snpied, Sl Tip of the da
Sigle, Smplfied, Sfe Tip of the day p y

Keep changing your Password often and make them complex and not

Keep changing your Password often and make them complex and not quessable.

quessable. o,
Please enter details to proceed Two Step Authentication

Select OTP on Mobile and Click 'Next' \
Parichay Authenticator @ . b ?& |
Parichay Authenticator @ ] p,

B OTP as SMS and on Sandes

=5 0
Kavach @ ) .

pmu.guru@ap.gov.in

Next Parichay Authenticator and Kavach should be downloaded only from authe
T ichay Authenticator and Kavach should be downloaded only from au € ?& A \‘ ;Jdba R
s
platforms. platforms.

Login as Different User

Next

Ministry of Electronics A TR
Forgot Password 8 Information Technology =_ National

; Informatics
Govemment of India Centre

Ministry of Electronics
& Information Technology ﬁlm?groﬁg{ics
Government of India = Cenire

Due to a recent update in Chrome, users may experience Ul rendering issues. Rest assured, we are working on resolving this promptly. Thank you for your patience!

& ?ARIC Due to a recent update in Chrome, users may experience Ul rendering issues. Rest assured, we are working on resolving this promptly. Thank you for your patience! (o) ?ARICH




2. User Interface (Ul) : Just like regular upgrade eOffice version 7.X comes new User Interface (Ul) features.

GOAP - Test

Government of Andhra Pradesh
ORON. SN W.ENO)
L 3O

Alerts Settings Logout

@ em—
m Busy | hi veeTinG | TEA BREAK | x LUNCH BREAK | *==— OTHERS | @ TIMELINE

eFile
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ASSISTENT SECRETARY

- ASSISTENT SECRETARY

» No record found .

Other Services
Tasks
To do list

Notes @ To Do List P I3

No Record Found Notice Board Central Docs

Download Forms

My Docs

n' Directory |
@ VC Room |

¥ Quick Connect |




3.Generate & Copy : Generates the Receipt Number and redirects the user to diary screen retaining the content
(PDF) and metadata (Copy of the pdf document is also a configurable feature) of the receipt. (refer to doc page
no. 11)

i (=] 3230 Saroja Kumar Patro
wumon ©F11€ ver. 7.0 L TD(SKP)-EOFFICE

RECEIPT Create » Inbox Sent  Adwvance Search FILE Create Inbox Sent  Adwvance Search Sent  Returned Advance Search

Movement Copy Send Put in a file Edit Attachw  Draftw Close Generate Acknowledgement

E 5057132 6461/2020/EQOFFICE Common Office Services

— |+  Automatic Zoom = . . A
=4 Basic Details
=R
Comp. No. : 5057132 Receipt Mo. : 6461/2020/EQFFICE
o

Hirdi =
Mature : Electronic File No. :

5 W AAEA FAT 15, 100% afEr gl
Main Category : Common Office Services  Sub Category:

. [ T H I W 9Ee 3T S AT | 59 AATEE $6 A From : Gopal Gaur Testing Designation : testing engg.

eI T TG aneyr & Sreiare dWea 100% T 96 T 100% JTier Fr

Forms of Letter Delivery Mode : By Hand

TET AlAGA AT S0 5

Communications :

& =it # S e §

Sender Type: Letter Ref. No. :
BT WIeT HEH TN SrEtats A 6 Tol A S S g1 TEe A Hie o
&F FAE AEoA § AW AT T #1156 SR RRewe tAdas SR ST mII e B
e #W e UEAOnNE Al &1 7eg o AT 51 1961 F 2010 F e Sanw Diary Date : 12/06/2020 Diarised By : Saroja Kumar Patro, eOffi
F 57w o 88 I aisr fieis & ) ce MMP Division
English Subject : gopal testing. g
Part of the Army headquarters in Delhi has been sealed after Enclosure/ Remarks : S
a soldier tested positive on Friday. The coronavirus case Address : Loadhi Road JLN New Delhi

count in India has crossed the 80,000-mark with the death
toll nearing 2,700. Finance Minister Nirmala Sitharaman

will address another press conference today on the Rs 20
lakh crore package announced by PM Modi. On Thursdav,

%) History E.]
Dispatch | Attached/Detached Closed




4. Address book: (Refer doc page No0.317)

There are four levels/scopes of address book available which define its creation and availability under that
domain only. These four scopes are :
ASelf i Add and available to user who added only.

ASection

Anstance

I Added by a user and available to the u s e rsecsion/office users also.
ADepartment i Added by user and available to the

@ffice eFile 73.4

A DIGITAL WORKPLAC

ESIGN Registration DASHBOARD View RECEIPT Create » Inbox

u s e rdepartment users also.

Sent

I Added by user and available to all of the users in the entire organization

10 Srinivas kumar
‘ 9 n SECY(SK) ”
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GOVERNMENT OF ANDHRA PRADESH

ABSTRACT
IT.E&C Department - eProcurement — Revised Guidelines for operating eProcurement
Corpus fund and tr ion fee to be admini: ed by APTS Limited — Orders — Issued.

INFORMATION TECHNOLOGY, ELECTRONICS & COMMUNICATIONS
(eProcurement) DEPARTMENT
G.OMSNo. 17 Dated: 31-10-2017
Read the following:
G.O.Ms No.20, IT E&C Dept., Dt.06.07.2004.
G.OMs No. 4. ITE&C Dept.. Dt.17.02.2005.
G.O.Ms.No. 23, IT.E&C (eProc) Dept., Dt. 03.08.2005.
G.O. Ms. No.10, IT.E&C (eProc) Dept., Dt.23.07.2010.
G.O. Ms. No.11, IT.E&C (eProc) Dept., Dt.23.07.2010.
APTS Board of Directors Resolution, dated 12.01 2017
Steering committee minutes of the meeting, dated 21.3.2017.

NeVpRNE

ORDER:

Government has taken up eProcurement as a major eGovernance initiative to
maintain the transparency in procurement of works. goods and services etc. The project is
taken up under PPP model when launched in 2004. Vide G O 15t read above, orders were
issued mandating all the Departments/PSUSs/ Local bodies to use eProcurement only for all
works with an estimated cost of Rs.10.00 lakhs & above and for goods and services with an
estimated cost of Rs. 5.00 lakhs & above.

2. To make the Project self-sustainable. two types of charges are being levied as given
below:

a eCorpus fund: Vide G.O. 2™ read above. user departments authorized to

>>

B piary Details

Diary Date Forms Of Communications *
04/10/2023 ER Letter x| v
Received Date Letter Date

04/10/2023 = dd/mmiyyyy =
Delivery Mode * Mode Number

By Hand x| WV

VIP

Choose One ~

Language

English x| v
Letter Ref. No.

Sender Type

Choose One hd

e Contact Details

Min./Dept./Others

Select Level

Name * Designation *
guru ~ OR
No Record(s) Found self
Section
Mobile Email
Department

AP P P
JAddaiess

© Instance

Add to Address Book

@

Personalize Acknowledgeme Generate Generate & Send Generate & Copy
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5.Acknowledgement : creating an acknowledgement against an inward correspondence after generated
receipt.(Refer doc page no:108 to 114)

c0ffice o F@eo 0 o0fice f@o 0

ADIGIT ]

PUICE

:—: ESIGN  Registraton  DASHBOARD View  RECEPT (Create) Inbox Sent AdvanceSearch  FILE  Create Inbox Sent AdvanceSeach  ISSUE  Sent Retuned Advance Search ESIGN' Registration  DASHBOARD  View  RECEPT ~Creater Inbox Sent AdvanceSearch FILE Create Inbox Sent AdvanceSearch  ISSUE Sent Returned AdvanceSearch

L @  Moement Copy = Send  Putinafe  Edt  Attachv | Draftv  Close | GenerateAcknowledzement
% L = a Receipt Details

Receipt Created / 54/2023/ADMIN-GAD E Comp No: 54 Receipt No 54/2023/ADMIN-GAD ~ B sl ERIE ED

B -0xxX A-A 0O t® Y

Browse & Diarise | Brows Nature: £ Comp. No.: %
Basic Details i ine Hei
Engi + - Fomls - undeed + Ty LneHegh + - Chocse ne Receptlos SHIYAOMINGHD B, Meln Category: Exalsmen:
=+ fuomaicZoom v » . . 3 VAR
Comp. No.: 5 Receipt No.: SU2023/ADMIN-GAD By | Sub Cangary: Letter Ref. oz
A/1/2023-NIC Nature : Flectronic File No.: Da B3 Letter Date: Delivery Mode By Hang
/200 Main Category: Establishment Sub Category: Sender Type:
Created el From: quru Designation: Created T, Subject: st
- Forms of Communications  Letter Delivery Mode: By Hand Sent 3 b e
i
" ) Slgﬂed by N Guru Pra'ap Initiated Actions Sub- Acknowledgement of your leter no - dated a Sender Details
Initiated Actions Sender Type: Letter Ref. No.:
Date: 04—04—2023 11:04:48 ) r Dt zum, Min./Dept./Others : Address: P

: Letter Date: Recefved Date: 201092003 Acknowledgement f
Acknowledgement Neme: T

Diary Date: 20/09/2023 Diarised By: N Guru Pratap, ADMIN SEC Your letter has been received. For future commonication please refer o the comespondence computer po. 34 Ame au esignation:

TION-GAD Organisation: Email:
Closed
Subject: Regards, Country: INDIA State:
N G Pratap
Enclosure/ Remarks : SO(NGR) City/District: Pin Code:
Adiress: Ha Fie Moile: LandLine:
Fax:

9 history
M

Dispatch Dispatch | Attached/Detached  Closed =M Dispatch

Na Recordfs] Found Notification

«(")»‘E‘

Q Received Letters

Fg Notification

;ﬁ Migrate File

1
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6. Localization :

v @fflce efile 734

B

ESIGN = Registration

Receive  Send

Send Back

DASHBOARD  View

Move To»

Comp. No. ] File No.

Total Records: 5

A-10131172023-A5-GAD

M-11012/1/2023-A5-GAD

AN2023-NIC

P-1201111/2023-A5-GAD
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QOo_DIREDP

Create Volume

eOffice 7.X shall be available in two regional languages i.e. English and Hindi.
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test file efile version 7.1

test file
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test file
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N Guru Pratap, ADMIN
SECTION - ...

N Guru Pratap, ADMIN
SECTION -...
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SECTION -...
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SECTION - ..
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SECTION - ..

N Ramesh
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wTh | waEdTy | Pewader) o

24/08/2023
03:34PM
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01:05PM

20/07/2023
01:02PM

19/07/2023
1249PM

10/07/2023
04:09PM

26/09/2023 01:30 PM
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20/07/2023 01:02 PM

19/07/2023 12:49 PM

10/07/2023 04:10 PM
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A DIGIT:

@_ffic[e eFile 734 ‘31 9 n N Guru Pratap

SO(NGP)

ESIGN Registration DASHBOARD View RECEIPT Create » Inbox  Sent  Advance Search FILE Inbox  Sent  Advance Search ISSUE Sent Returned  Advance Search

- Nature: @ Electronic | Type: @ NON SFS | -

~File No. *

[ChooseOne '] [ChooseOne '] [ChooseOne '] [ChooseOne '] [2023 ] [ADMIN—GAD ']

| Subject |

‘Description *
Description

Main Category Sub Category
Choose One Choose One

Other Details

Continue Working »
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8. Multiple Signing on Dratft : (refer doc page 195 to 197)
A A draft (e.g. Minutes of Minutes (MoM)) can be signed multiple times by multiple users.
A Check/ Un cBnable kultifSign 6 checkbox. (I f draft

e@fflce efile 734 ‘71 ) n NRamesh

ADIGITAL WORKPLACE SOLUTION VUL i i
DIGITAL WORKPLACE ION Slgn DeIBﬂS
N ESIGN  Registration ~ DASHBOARD  View  RECEIPT  Create» Inbox Sent AdvanceSearch  FILE  Create Inbox Sent ~AdvanceSearch  ISSUE  Sent  Returned )

Draft No: DFA/10  Subject: test file efile version 7.1
ﬁ Movement  Details  Draft» Edit Send  SendBack LinkFiles Arachv  Park  Closev More v

Sr.No. Signed By Signed On 1} Sign Type
H% File Inbox / M-11012/1/2023-AS-GAD E Comp.No.: 16  File No.: M-11012/1/2023-A5-GAD ~ [RTlifla il
TAN 3115
Issue No.:1/39/2023  Draft State: SIGNED  Version: 1 Signed On: 26/07/2023 03:30 PM . e ST 1 ESIGN
B Draft Details SECRETARY -GAD
‘
Draft Nature * Receipt No. 0 Reply Type
e} - 4 fuomaicZom v New/Fresh A Choose One

Forms Of Communications Prefix Language *
Letter v Choose One v English

e

N Guru Pratap, ADMIN SECTION - 04/04/2023 02:35

GAD M o

=

M-11012/1/2023-A5-GAD

1/33/2023

LS =]

Main Category Sub Category

Choose One v (hoose One
FILENO : M-11012/112023-AS GAD

Subject *
test file

CZF

Date

Shaik Mastan Vali i E-office framenat and He log sus

N Guru Pratap
SECTION OFFICER

Siped oy N Gun Prp
Do I 200
R A

Enable Multi Sign Approved Copy W Initiate Dispatch
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9.Note checking in sent page :

A Before sending the file, provision to check the correctness of the Green Note. In case any changes to be made,

click Edit button.
A Once the file is sent, Green note cannot be modified.

e@fflCe efile 724 g 0 ﬂ“ii@“,ﬁ’;‘“" '

ESIGN" Registration ~ DASHBOARD  View  RECEIPT  (Creates Inbox Sent AdvanceSearch  HLE Create Inbox Sent AdvanceSearch  ISSUE  Sent Rewrned — AdvanceSearch !
% ﬁ Movement  Details  Draft»  Edit Send  SendBack LinkFiles Attachw  Park  Closew More v a8
E Comp.No: 3 File No: B-11011/1/2023-ADMIN-GAD
.2
Ha 0 Intemal () Excernal
Qrganisation
M
E—N | GADDY X ¥ | Choose One ?
Q ‘ Al Preferred List | Recent5 | Inchannel ~ Sub-ordinates  SendBack  Reporting Officer ‘ File / Receipt Components Comp.No.  File No. / Receipt No. Subject  Note Type
I Name Marking Abbreviation Section
E 3 B-110111/2023-ADMIN-GAD test GREEN
‘E ® eofficesupport DS(VSR) Deputy Secretary-GAD
— O Srinivas kumar SECYSH) Secresany GAD Note : Noting in the attached files, if any, will be finalized after movement of main file/receipt.
i
O NRemesh AS(NR ASSISTANT SECRETARY -GAD
.m e ) CurrentNote | Intimate To
0 B Subba Reddy SECY(BSR) eoffice
’ test green note before sent to file
Bl
To* i .
eofficesupport-DS(VSR}-Deputy Secretary-GAD w Notify Through () Email [ | SMS
Note : Email/SM5 will be sent hased on checkbox selection (Notify Through), irrespective of User Preferences and Instance # Edit
Configuration.,
Remarks
4
Total 1000 | 1000 Character [t
Set Due Date Action
dd/mmfyyyy # | Choose One v
Priarity
Choose One v
Note : Before forwarding the file, kindly check the correctness of the Green Note, given above. Once the file is sent, the
J e send - @ | DSCSign & Send . m note cannot be medified. In case any changes needed, please click Edit button,

M Copyright @ 2022, designed and developed by NIC.

office e

1]

E

View v Inbox Sent A

ﬁ Moement Defals Draftv  Edt  Send  SendBack  LinkFiles

0 bteral  Ecerna
Organisation
GAD01 ) Choose One }

\W] PreferredList  Recent5 Inchannel Sub-ordinates SendBack  Reporting Officer

To*
enfficesupport-DS(VSR)-Depury Secretary-GAD

x Moty Through: || Emai [ SMS

Note : Emal/SMS wi b2 sent based on checkbar selection oty Througn), irespective of User Preferances and Instznce
Configuration.

Remarks

Toaal 1000 | 1000 Cheracer lef:

St Due Date Action

sy B | ChooseOne '
Priori

(hoase One v

A OET

Sem Rewned A

Mora v a

E Comp.No:3 FileNo: BHOUAZADMNGAD  EIEeEGH
[0 File/Receipt Components Comp.Ne.  File No./ Receipt No. Subject  Note Type
¢ B3 B 101IAZ0ADMINGA = GREEN

Note : Nofing in the atached files,  any, will b finalized after movement of mein fle/receipt

Current Note | Intimate To

5.No. | Employee Name Marking Abbreviation Section WEmai [@SHS
35ubbs Reddy SO iz 0 0

1 eofficeadmin enffice admin eaflice

3 DSVSR) Depury SecretaryGAD 0 0

E Copyright € 2022, designed and developed by NIC




10. Seamless Viewing of multiple documents : In the

APr evi
be

bottom vi
Hambur ger

not eo
wi t h

Ous

adj ust menuo

efﬁCe eFile 7.34

# DIGETAL WORKPLECE SOLUTION

ESIGN

Registration

DASHBOARD View RECEIPT Create » Inbox Sent Advance Search FILE

F§ Movement Details Draft « Send Send Back | Link Files | Attach w Park

ew Wi

Create

Note # 1

this is a test file

27/03/2023 10:58 AM M Ramesh

ASSISTENT SECRETARY

BRBRERD B

Masicle Bladim~s — E [ EF ranfieo L™ I TS =l

_ _ P
L. m B 7 U 5 = = = E = = = = H B — Q
x, by A A (o] g 2%  English Formats Verdana 13px Line Height

-

Left portion of the window, the top view will be

b e
k e

Inbox Sent

Maore -

nadd
correspondence,

Advance Search

ISSUE Sent

not eo

Returned

| T e

Ele bl 8

List of Correspondences

()] O |/4/2023

6/2023/ADMIN-

GAD

4/2023/ADMIN-

. GAD

g2

test

B - Receipt/lssue No. m Marked As | Attached On T} | Issued On 1]
ES -6

28/03/2023
04:44 PM

28/03/2023
0432 PM

(Green/yello
previous

25 N Guru Pratap
‘ 9 n SO(MNGP)

Advance Search

Suhiart: tecr fila afila varcinn 7

_

28/03/2023

& Lo
04:52 PM e
5-5 hh
1-4 est

Note # 1
Khis is a test file

P7/03/2023 10:58 AM

Previous Notes %

N Rames]
ASSISTENT SECRETARY

Elﬂ Coovright @ 2022. desiened and developed bv NIC




11. Multiple Receipt(s) selection: Multiple receipts can be added by selecting multiple receipts from
Inbox/Inbox Folder and Created list page . (Refer doc page no 141 to 143)

Attach Receipt(s)

Year * 2023

31/2023/ADMIN-GAD test20-07-2023
33/2023/ADMIN-GAD test
35/2023/ADMIN-GAD test file in eoffice
36/2023/ADMIN-GAD Wryr
39/2023/ADMIN-GAD test file in eoffice ap
40/2023/ADMIN-GAD test file

42/2023/ADMIN-GAD test

52/2023/ADMIN-GAD test

53/2023/ADMIN-GAD twesyt

Total Records: 10

Search Here...

=== N

45/2023/ADMIN-GAD We hereby state that in Work Order No: M2106187, P ...

«|(< @2 CI>)(e]v]

Selected Receipt(s)

I C

Total Selected Records: 3

31/2023/ADMIN-GAD test20-07-2023

35/2023/ADMIN-GAD test file in eoffice

33/2023/ADMIN-GAD test

Remarks *

Total 1000 | 1000 Character left




12. Inbox elegantly organized(Flagging of important files etc.) :
future reference purpose as shown in Fig 2.

-8

iy
H;

e

Eam B

"

®ﬁ|ce eFile 734

Q B hitps;/testeoffice ap.govin/efile?//fle/inbox?params=Wsib3/kZX)CeSlelnNlonRPbilsimRpcmVjdGivbilEKRFUOMILCAZr £3

vy =

31 N Guru Pratap
A 0 n NG

ESIGN  Registration ~ DASHBOARD ~View  RECEIPT Create» Inbox Sent AdvanceSearch  FILE ~ Create m Sent AdvanceSearch  ISSUE  Sent  Returned

Receive  Send

Send Back

Comp.No.t} File No.

Total Records: 4

AN02212023-A5-GAD

B-11011/1/2023-ADMIN-
GAD

P-12011/2/2023-ADMIN-
GAD

T-11/1/2023-ADMIN-GAD

MoveTov CreateVolume —Create Part

oi ﬂ Search Here... g Fie

SentOn {]

Subject Sent By ReadOnt]  DueOnt LENE

. eofficesupport, Depu 22109/203 2210972083
test file efile version 7 Pport. Beputy
Secreta .. 03:11PM 03:48 PM
ffi i, D 21097203 2200972023
- eofficesupport, Deputy
Secreta .. 03:11PM 04:42 PM
test eofficesupport, Deputy  22/09/2023
Secreta .. 03:11PM
st eofficesupport, Deputy ~ 22/09/2023
& Secreta .. 03:11PM

«(“)»1ov|

m Copyright © 2022, designed and developed by NIC.

Fig: 1

‘ nce eFile 734

Important files can be flagged (*) for

‘31 0 n NGunuPrazp

% ESIGN Registration  DASHBOARD View  RECEPT ~Create) Inbox Sent AdvanceSearch  FILE Create WALVA Sent AdvanceSearch  ISSUE ~Sent Returned

Receive  Send  SendBack MoveTov CreateVolume  (Create Part 0 ﬂ
Comp.No. 1| FileNo. Subject Sent By SentOnf|  ReadOnf]  DueOnfl  Remarks

~ ‘ ff 1, D 2009208 20903

s MIODINASED ey
T Secreta... 03:11PM 03:48PM
- - B101/1/2023-ADMIN- eofficesupport, Depuy 2209208 220903
- GAD Secreta.. 03:11PM 0442 M
~ — P-12011/2/2023-ADMIN- st eofficesupport, Depuy — 22/09/2023
- GAD Secreta .. 03:11PM
] E 3R T-1/172023-ADMIN-GAD test cofiesiporDepuy - Z2BAS
- Secreta.. 03:11PM

——

Total Records: 4 « fl» v

K Copyight 20, desged andceeloped by N

Fig: 2




13. More area for read/write operations
menu to adjust the work area.

NGuruPratap
SONGP)

1o

Sent  Retwrned  Advance Search

e ffice ere 72

ESIGN™ Registration  DASHBOARD ~ View  RECEPT (Creater Inbox Sent AdvanceSearch  FILE  Create Inbox Sent AdvanceSearch  ISSUE

ﬁ Movement  Detals  Draft Send  SendBack LinkFles Attachv  Park More ¥

File Inbox / A-11012/2/2023-A5-GAD

Note#1
this is 2 test file

N Guru
test il P B 123
wy E;‘e PROVED Am " B
27032023 1058AM NRamesh e
ASSSTENT SECRETARY ol
EEER
N Guru
test file efle Pratap, 220072023 11:44
DRKT APPROVED
- T e DN A &
Er8E B -QxX A A0 1Y SECTION-.
English = Formats = Verdana 13px Line Height
N Guru
. test file efle Pratap, 161082023 12:27
FAS3 APOROVED
|D B2 T MNP &
SECTION-..
N Guru
Patp,  BIC/2030441
DA SIGNED
== MNP &
SECTION- ..
¢ n y/[» |£‘
Version List of DFA/S8

I Created On 1] | Created By M

20902023 N Gury Pratap, ADMIN SECTION -
- 1233PM ARPROVED

& Attachment v

v

m Convright € 2022. designed and develoned bv NIC.

"@fﬁ(‘ﬁ aFila 724

% Receipt
ﬂ§ Fle

925 Dispatch

}/ﬂ Received Letters

F] \ofification

M Not
:‘B Migrate File

I’ . T
Ej Register for Signing

Setting

ESIGN Registration

fd  Movement

File Inbox / A-1012/2/2023-AS-GAD

A Hamburger menu with three stacked lines that indicate a hidden

3 N Guru Pratap
' @O0

Sent  AdvanceSearch  ISSUE Sent Retume )

Atachv  Park o a8
NI RS Tl S eI Subject: test file efle version 7

DASHBOARD View  RECEPT Creates Inbox Sent AdvanceSearch  FILE ~Create Inbox

Detalls  Draftv Send  SendBack  Link Files Morew  Park

/) Add Green Note

AR ® it of Correspondences . o = | =

ote § 1
this is a test file

2/09/2023 01:10PM

L2/09/2023 03:11 PM

piflssueNo. Subject MarkedAs AttachedOnt| IssuedOnt| Pages Rema

28103023

|f |f ] v
0 wB g o
ASSISTENTSP:ETET::' L S 803003 -
S Y g e
g o 03003 v
T UM

p@( )
N Guru Prata o t} N

ADMIN SECTION -GAD (SECTION OFFICER)
Add Receipt

eofficesupport
Deputy Secretary-GAD (DEPUTY SECRETARY)

m Copyright © 2022, designed and developed by NIC.




14. Paragraph Referencing: (Refer doc page no 158)

A Clicking in Reference menu icon will display list of all attached local Refer
A References are available for Green note and Yellow note.
A Para wise references are available.

e@fﬂce eFile 724

ADIGITAL WORKPLACE SCLUTION

sEdO N

Y ESIGN  Registration DASHBOARD  View  RECEIPT  Create » Inbox Sent  Advance Search FILE Create Inbox Sent Advance Search ISSUE  Sent Retumed )

ﬁ Movement Details  Draftv Edit Send  SendBack  Link Files

H% File Inbox / A-11013/1/2023-AS-GAD

MPR April 2023-04-28

AeBAS: PRISM Number: 15336

« Provides ar Facial demo to APCRDA Commissioner
« Nodal officers are requested to manage their Employees for New Registrations, Tra and block the
employees who are retired/resigned.

« Efforts are being made to merge all Autonomous bodies to merge the various URLS of the units located in

[ ::::x::
Quick Noting = m Last Saved : 27/09/2023 11:43:25 AM

Srinivas charge sheet

Attachv  Park  Closev More v Park  Closev

v

®

E Comp.No. 7 File Nop=#

MPR April 2023-04-28

AeBAS: PRISM Number: 15336

al officers are requested to manage their Emplo New Registrations, Transfers and block the
employees who are retired/resigned.

« Efforts are being made to merge all Autonomous bodies to merge the various URLS of the units located in
Dist th the state level unit.

« Supporting for Central Govt orgs

CPGRAMS Centralized Public Grievance Redress and Monitoring System: Prism
Number3150

Two-way Integration of CPGRAMS Centralized Public Grievance Redress and Monitoring System
with State government public grievance system SPANDANA,

Eoffice:PRISM Number :15333

v
EEE

m Copyright © 2022, designed and developed by NIC

Note Reference

0 Noting

Note Number *
Note # 1

Paragraphs
All

Pa test file.

- EEE




15. "All" link to enable common inbox view for Multiple posts: | t s a consolidated i nbox
files marked to users of multiple posts in a single Inbox list. (Refer doc page no 253)

Qffice

A DIITAL WIORKPLACE SCLUTION EFI]E Ver 7.0

. n PA-EQFFICE
‘ en~ .
PA-EQFFICE

e —

: RECEIFT Create +  Inbox  Sent  Advance Search FILE Create m Sent  Advance Search 155UE PA-EOFFICE

PA-DDG(Rachna Srivastava)

13 Receive  Send  SendBack MoveTow  CreateVolume CreatePart  Park  Closew ﬂ Search Here... Fle(E-010 P-1/1) Recelpt(E-3/3 P-01) l

Comp. No. 1] | File No. Subject SentOn | | ReadOnt| PA-EQFFICE
PA-EQFFICE

N e 300027 P-12011(11)/22/2019- Hiring of Taxi services for NIC Saroja Kumar Patro,eOffice  31/03/2020  31/03/2020 File(E-0/6 P-0/0) Receipt(E-13/21 P-0/2)
. EQFFICE Karnataka State Un... MMP... 03:41PM  07:02PM Al
N c 3105870 P-12011(11)/16/2020- Approval for implementation of eOffice  Saroja Kumar Patro,eOffice  30/03/2020  30/03/2020
- EOFFICE in various .. MMP... 00:16AM  10:21AM & Logout
N c 3105007 P-12011(11)/13/2020- Approval for implementation of eOffice  Nirvesh Kumar,eOffice 24/03/2020  24/03/2020 =
. EQFFICE (SPARROW) i.. MMP Divi... 09:41AM  09:41AM =
N c 3105600 P-12011(11)/15/2020- Approval for implementation of eOffice  Saroja Kumar PatroeOffice  20/03/2020  24/03/2020
- EOFFICE in various ... MMP... 1212PM  09:38 AM
N c 3105072 P-12011(11)/12/2020- Approval for implementation of eOffice  Saroja Kumar Patroe0ffice  17/03/2020  17/03/2020

- EOFFICE in variaus ... MMP... 01:16 PM 01:16 PM




16. Inbox switch View :

(Refer doc page no 132)

S ¢ O B ttpsy/fest.eoffice.ap.govin/efler/# fle/inbaxZparams=Wasio3IkZX CeSlo InNibnRPbilsImRpcm\VidGvbil6IRFUOMILCIvZmZzZX QICjAslmypbWIDoxMHOsbnVsb CiT V0L ﬂ’

£@o 0

ESIGN™ Regimaton ~ DASHBOARD View  RECEPT ~Create» Inbox Sent AdvanceSearch FILE (reatem Sent AdvanceSearch  ISSUE Sent Retumed Advance Search

@ffICe efile 734

ADIGTALYI

Receive  Send  SendBack MoveTov  CreateVolume = CreatePart Park | Closev ﬂ

] Comp.No. 1} File No.

H ES

O AM222003A5-GAD
E OwER T112023-ADMIN-GAD
ﬁi el B1011/172023-ADMIN-GAD
g OwE P-120117212023-ADMIN-GAD
b

Subject SentOn 1) ReadOnt) DueOntfl Rema ks
test file efile version 7 N Guru Pratap, ADMIN SECTION -.. 1:10PM Lz
0110
JITI0Z3 22092023
test N Guru Pratap, ADMIN SECTION - . UBN B
19071203 19072023
test N Guru Pratap, ADMIN SECTION - . BSOS
19071203 1907203
test N Guru Pratap, ADMIN SECTION -..

304PM - 0305 PM

Receive

By Default provides Column View. We can switch it to "Row View" as well

ff|Ce efile 724

BGN  Regimation DASHBOARD View  RECEFT ~(reates Inbox Sent AdvanceSearch FLE Create M Sent

Snd  SendBack MoweTov  CreateVolme CreatePat  Park | Close

3 ADIAUN2ASGAD | test fleeffe version 7 '¢NGuruPratap,ADM\NSEGION-m 1:10PM

dj U003 0LA0PM

33 THN22ADMNGAD  test hNGuruPratap,ADM\NSEG\ON-‘.‘ ZWOHZOZSMGBPM

m LU0 1Z28PM

3 BIOIMAZOZADMINGAD  test :9NGumPratap,ADM\NSEG\ON-..‘ IB/WZOZBD?:S?PM

{'ﬁ 191072023 0357 M

15 MAON22ABAMNGAD test '¢NGuruPratap,ADM\NSECTION-m 19[07!202303:04PM

m 19107023 0305 PM

Advance Search

e N

[SUE ~Sent Retumed Advance Search

Search Here,,




17 Whenringht c
AOpen in New

any fil e, a
end

cont ex

t ual
0, (Referdocipegenoé & B3@)c k

0 .

menu Wpkehoappear

a (@) eOffice - File Inbox = + ~ — 2
L (&) O EJ https://test.eoffice.ap.gov.in/efile? /#/file/inbox?params=W3sib3JkZXICeSl6InNIbnRPbilsimRpcmVjd Glvbila | kRFUOMILC wZmZzZ X Qi0jAsimxpbWI0joxMHOskbnWsbCx 7 HVO! fird ﬂ =

Create » Inbox Sent

Park

Subject

— Registration DASHEOARD View RECEIPT
% Send Send Back Mowe To ~
Comp. No. 11  File No.
G3 pemre
Open
D =
] A
O E 33 hin © OpeninTab
send
] E 3 gi1011, Send Back
View File Inbox FAQ
[ E 15 PR12011/2/2023-ADMIN-GAD

test file efile version 7

test

test

test

Total Records: 4

L Type here to search

¥

FILE Advance Search

Advance S5 Adwvance Search ISSUE Sent Remurned

Search Here... Select User

Sent By SentOn |] Read On 1] DueOn Tl Remarks

M Guru Pratap, ADMIM SECTIOM - ... 1:10 PM g?f‘lﬁgf;::‘23
N Gure Pracap, ADMIN SECTION . RS TS

N Gure Pracap, ADMIN SECTION . 1910772023 1910772023
N Guru Pratap, ADMIN SECTION - ... 102!32;5:;23 ;Z!g;"f;fq23

«(n) »|‘|0v|

Lif] copyrignt ® 2022, designed and developed by NIC.




18. Filters can be applied with many parameters. (Refer to doc page no 11 to 13): The files displayed in the
Il nbox can be categorized as per the user requirement | i ke nr
AVI P categoryo etc

@ffl C e Saroja Kumar Patro

A DIGITAL WORKPLACE Soumion. FllL’ Ver.7 TD({SKP)-EOFFICE

RECEIPT Create v+ Inbox  Sent  Advance Search Create  Inbox Advance Search ISSUE Sent Returned  Advance Search

Create Part | Pull Back E_ Show Shared Sent
ul Comp. No. ] STl Nature SentOn {] | Currently With DueOn 1}

Choase One v

O Both ! Physical ) Electronic 20/06/2020  Yerur Siraj Ahmed, eOf
(] E 3115438 A/952/2020-QA-01 Test i erur Sira] Ahmed, elTiice @
- 7 Hind; T Pk - I 20/06/2020
(] E 3115481 A-12/1128/2020-QA-01 Test | - Hindi - PublicRelations |/ Finance, Budge, Jaskiran, n1d2
Cash and Accounts 12:04 AM
- (| Parliament 19/06/2020
(1 E 3115481 A-12/1128/2020-QA-01 Test Jaskiran, n1d2
11:25 PM
Date
- Sent Date From Sent Date To e 19/06/2020  Yerur Siraj Ahmed, eOffice
(] E 3115408 B/23/2020-QA-01 Draft ddimmiyyyy B ddimmlyyyy = S . 47 @
Due Date From Due Date To o
-~ dd/mmiyyyy B | dd/mmiyyyy g |Ic 19/06/2020  Yerur Siraj Ahmed, eOffice
(] E 3104365 10(2)/2020-RTI Requi y y (118 o0 . @
. e 19/06/2020  Yerur Siraj Ahmed, eOffice
E 3115462 A/958/2020-QA-01 dd oK m '
U Q =i HATPM  MMP.. Q
- Yerur Siraj Ahmed, eOffi 19/06/2020  Yerur Siraj Ahmed, eOffi
() E 3115479 A1965/2020-QA-01 Test Extl SO e FImEE, S =R eSS Q@

MMP... 11:16 PM MMP...




19. 1 n Sehnet By ¢ odnglickingthe username, it will give complete details of the user.

= @' eOffice - Welcome to eOffice & X +

«— & O EJ https://test.eoffice.ap.gov.in/fefile? /#ffile/view/FAPDEMONEWO000000005 2viewParam=eylkb2MN 1 bWWudElkljoiRKFQREVMNTOS FWVzAw M D AWM DAWMDUILCIjb2 50ZXh0ljoi ‘f_? = ﬂ =

f‘[i CL% eFile 7.3.4 - E 9 n eoﬁl';::elsuppor‘t

ESIGN Registration DASHBEOARD View RECEIPT Create » Inbaox Sent A = FILE Create Inbox Sent Advance Search ISSUE Sent Returned Advance Search

Fy Movement Details Draft = Send Send Back Link Files Attach « Park Maore »

File Inbox / A-11012/2/2023-AS5-GAD E Comp.Mo.: 5 File No.: A-11012/2/2023-A5-GAD Subject: test file efile version 7

© Internal External

Organisation

GADD1 ® 3 Choose One >
[ All ] Preferred List Recent 5 In channel Sub-ordinjgtes Send Back Reporting Officer (=] File / Receipt Components Comp. No. File No. f Receipt No. Subject Note Type
To = A-11012/2/2023-A5- test file efile version
| gurul | x ]:;iﬁf Through : Email SMS E 5 GAD 7
M Guru Pratap-SO(NGP}-ADMIN SECTION -GAD on (Mo Through), irrespective of User Preferences and Instance Note : Noting in the attached files, if any, will be finalized after movement of main file/receipt.
Contiguration..

5R]
FE|
>
B
g.l!h

Current Mote Intimate To

o P
Total 1000 | 1000 Character left
S5et Due Date Action
dd/mimifyynyn B Choose One v
Priority
Choose One -

Mote : Before forwarding the file, kindly check the correctness of the Green Note, given abowve. Once the file is sent, the

& | esign & send - - ) | DSC Sign & Send . note cannot be modified. In case any changes needed, please click Edit button.

Eif] copyright ® 2022, designed and developed by NIC.

- L Type here to search




20. Close Receipt: Provision to close the receipts even if
(Refer doc page no 101 to 103)

Closing Remarks




21. Close Files: : Provision to c¢close the Files even i f tthe files are
(Refer doc page no 224 to 225)




