
e- Office 7.X Training
A Digital Workplace Solution : Work from Anywhere 

Information Technology, Electronics & Communications Department 



Before Migration : pre - requisite(s) to log - in eOffice  latest version7.x.

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/  Ą Services Ą eOffice  DSC Service 7.0.2 ).

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


After Migration : pre - requisite(s) to log - in eOffice  latest version7.x.

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

2. Register DSC Token same like older version ( eFile ĄRegister  for Signing -Ąselect DSC Registration)



After Migration : pre - requisite(s) to log - in eOffice  latest version7.x.

3. eSign  Registration same like older version ( eFile ĄRegister  for Signing -Ąselect eSign  Registration).  

The user will not have to enter the complete Aadhaar number / Virtual ID, but only the last three digits of it with each 

signature being made. To make it possible, a mandatory eSign registration process is introduced for the users as a one-time 

activity.



After Migration : pre - requisite(s) to log - in eOffice  latest version7.x

3.eSign Registration .



After Migration : pre - requisite(s) to log - in eOffice  latest version7.x

3.eSign Registration :  The user details in eSign 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 eSign in eFile notes.



various marks on digital signature :

Green Tick - Denotes the signature is valid and the user details from the signing 
certificate used (eSign/DSC) matches with user details in eOffice-PIMS.

Yellow Exclamation - Denotes that the signature is valid however the user details from 
the signing certificate used (eSign/DSC) do not match with user details in eOffice-PIMS.

Red Cross - The digital signature is invalid.



eOffice  Version 7.X  -  Additional  / New Features 

eOffice  Version 7.X  -  Additional  / New Features 



About eOffice  & Benefits

1.Parichay Authentication : Itôs a seamless and secure two-step authentication for applications.



eOffice Version 7.X  -  Additional  / New Features 

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



eOffice Version 7.X  -  Additional  / New Features 

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)



eOffice Version 7.X  -  Additional  / New Features 

4. Address book: (Refer doc page No.317)

There are four levels/scopes of address book available which define its creation and availability under that 
domain only. These four scopes are :
ÁSelf ï Add and available to user who added only. 
ÁSection ï Added by a user and available to the userˤs section/office users also.
Á Department ï Added by user and available to the userˤs department users also. 
ÁInstance ï Added by user and available to all of the users in the entire organization .

 



eOffice Version 7.X  -  Additional  / New Features 

5.Acknowledgement : creating an acknowledgement against an inward correspondence after generated 
receipt.(Refer doc page no:108 to 114)



eOffice Version 7.X  -  Additional  / New Features 

6. Localization :  eOffice 7.X shall be available in two regional languages i.e. English and Hindi. 



eOffice Version 7.X  -  Additional  / New Features 

7. One single link of "Createñ New File (refer doc page no 128)



eOffice Version 7.X  -  Additional  / New Features 

8. Multiple Signing on Draft :  (refer doc page 195 to 197)

Á A draft (e.g. Minutes of Minutes (MoM)) can be signed multiple times by multiple users.

Á Check/Uncheck ñEnable Multi Sign ò checkbox. (If draft is required to be signed by multiple signing authority) .



eOffice Version 7.X  -  Additional  / New Features 

9.Note checking in sent page :

Á Before sending the file, provision to check the correctness of the Green Note. In case any changes to be made, 
click Edit button.

Á Once the file is sent, Green note cannot be modified. 



eOffice Version 7.X  -  Additional  / New Features 

C:\Users\acer\Desktop\MS OFFICE TRNG\multiple screens.png

10. Seamless Viewing of multiple documents :  In the Left portion of the window, the top view will be 
ñPrevious noteò  bottom view will be ñadd noteò (Green/yellow)ò . On the right portion of the window , screen can 
be adjust with Hamburger menuò like correspondence, previous note , drafts and referral documents.  



eOffice Version 7.X  -  Additional  / New Features 

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)

 



eOffice Version 7.X  -  Additional  / New Features 

Fig: 1 Fig: 2

12. Inbox elegantly organized(Flagging of important files etc.) : Important files can be flagged (*) for 
future reference purpose as shown in Fig 2. 



eOffice Version 7.X  -  Additional  / New Features 

C:\Users\acer\Desktop\MS OFFICE TRNG\aa.png

13. More  area for read/write operations : A Hamburger menu with three stacked lines that indicate a hidden 
menu to adjust the work area. 



eOffice Version 7.X  -  Additional  / New Features 

14. Paragraph Referencing: (Refer doc page no 158 )
Á Clicking in Reference menu icon will display list of all attached local References.
Á References are available for Green note and Yellow note.
Á Para wise references are available.



eOffice Version 7.X  -  Additional  / New Features 

15. "All" link to enable common inbox view for Multiple posts: Itôs a consolidated inbox view that displays all 
files marked to users of multiple posts in a single Inbox list.                       (Refer doc page no 253 )



eOffice Version 7.X  -  Additional  / New Features 

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

(Refer doc page no 132 )

C:\Users\acer\Desktop\MS OFFICE TRNG\swich view.1png.png



eOffice Version 7.X  -  Additional  / New Features 

17. When ñ right clickò  against any file, a contextual menu will appear with a few options like ñOpenò, 
ñOpen in New Tabò, ñSendò, and ñSend Backò. (Refer doc page no 6 & 130)

C:\Users\acer\Desktop\MS OFFICE TRNG\right click button.png



eOffice Version 7.X  -  Additional  / New Features 

18. Filters can be applied with many parameters. (Refer to doc page no 11 to 13): The files displayed in the 
inbox can be categorized as per the user requirement like ñnature of the fileò, ñSubject categoryò, ñDate wiseò and 
ñVIP categoryò etc.



eOffice Version 7.X  -  Additional  / New Features 

C:\Users\acer\Desktop\MS OFFICE TRNG\sent page details.png

19. In the ñSent By columnò on clicking the username, it will give complete details of the user.



eOffice Version 7.X  -  Additional  / New Features 

20. Close Receipt: Provision to close the receipts even if the receipts are under the ñcreatedò section.

(Refer doc page no 101 to 103)



eOffice Version 7.X  -  Additional  / New Features 

21. Close Files: : Provision to close the Files even if the files are under the ñcreatedò section..

 (Refer doc page no 224 to 225 )


