File Management System
User Manual

NIC-EOF-EFILE-UM-002

M Prepared by
| National Informatics Centre




cofice

Table of Contents

DiIariSatioN Of DAK/LEIET ..ottt ettt e e et e e et et e e e e ek e e e e e 2aaabr b e e e e e s abbr e e e e e e nrre s .8
Created RECEIPE LIST.. .. oottt e et e —e e e e e e e e e e e e e e e e e es £eeeeaeaasaaa s nnn b r e e e r e e e eeaee teeeeeans 11
= ToT =] 1 T ] oo )RR 14
SUBFOIAEIS UNUET INDOX ...ttt et —e e e e e e e e e s s s e e e e e e e e es £eeeeeeeeeasaaaannnnnnnnnneeees oes 18
CrEALE SUBFOIUES. ...ttt ettt e e oo e e e e e ot e e ettt e e e e e e e e aa e Sasnbnnn e ne s e e et e eeeeeeeeaaaan saannns 18
Moving Receipt between the FOIAEIS............ooo i e e e e e e e e e e es eaearreenane 19
SUBFOIAEr MABNAGEIMENL. ...t e e e e e e e e e e e —a e e e e e et e e e e e e e e e aas 1aaannnbbn s nrrrreeeaeeeeeeaas 19
Edit RECEIPL (P/E) DELAIIS .......ceeeiieiiiiiiiiiiei et ceee e et s e e e e e eeeeeee e et eeeeeaea e tarbaas aaeeeeseeaaaeaaaeeeeeeseessnrnns 22
RECEIPE DEAIIS ...t et ettt ettt e e e e e e e e s s s aab b bbbt e ettt e e e e e e e e e e e e e b r e n e e e 24
Steps t0 VIEW RECEIPE DELAIIS:.......ccoooiiieee e e e s 24

PUL 8 RECEIPE INSIAE @ FHlE ... et ettt e e e e e e e e e e e e saa bbb e e e e et e e e eeeeeeanas .27
(070 01V g B =T ot =T o S PP P P PPPPPPPPP 31
=TT =] o AN = (o o1 1T o] £ 33
Attaching Files/ReCeipts WIth RECEIDL........ooii i e e e e e e e e e e taeeeeeaeas 33
Detaching FileS/ReCeipts from RECEIPL.........ooiiiiiie e e e e e e e e e e e e e e e e e e e e e e aeees s 37
AtaCh WIth NOTNET RECEIPL......coii i et e e e e e e e e e s e e e e e et es teaeeaaeaessaanannneeeees 39
D= 11 @fe] 001101V o1 o= 11[o] o PP PPP PP 41
CrEALING @ DA et oot e ettt et e e e e e e e e e e £a e abbbbb b e e e e e et e e e eeeaeeaaas saannnnne 41
[ R o] B = £ TP O O PP PPPPPPPTPN 46
Editing Draft in an EleCtroNIiC RECEIPL.........ooiiiiiiiiiee e ettt et e e e e e e e e e e e e e s s s s nabeeees sreeeeeeees 49
Yo [0 /] =o | L=Tod o] [=] o | PP TP OO PPP PP 53

F Y o] 010017 o I = 1 P PPRSRPRR 62
ST [0 011 0o [ D] = 11 ST TP PP PPPPPPPIN 63
DiISPALCN fTOM RECEIPL.....ee ittt ettt e et £ e e et e et e e e e e s b et e e e e abb e £eeesasbb e e e e e e anbbeeeeeeanns seeeas 78
(S [Toi 10 ool R =T o =T o £ PP P PP PP TPPPI 78

L VS o= LI LT o= ] £ U 81
1= 0o [ (Tt o | ST PPPPPPTRPPPP 86
ot o] A= | ) 89
RECEIPE PUIIBACK. ...ttt ettt ettt ettt e e e ettt e oo £ kbt e e e e e e e nbbe et e e e e annbe e e e 2eeannenneeas 92
Lot =TT 1 U | SRR 95

Copyright © NIC, 2020
Ver.7.0[1]



cofiice

INILALE ACHON (P/E) .ottt ettt oo e oo e e e e ettt e e e e e e e e e aan o nbbbn e e e e ettt e e e e e eeeaaaan saannne 97
INIEIAEE ACTION ...t ettt et e e et e oo et e e e e o s he et e e e e e et b e et e e e e b e e e e e e sanrneeaeeaa 97
Add CommeNts tO INITATE ACTION ......coiiiiiiii e et cre e e e e e e e e e e e e s e e ee srrreeaeaeeeeens 98
Review / Initiated ACHION DELAIIS .......ccooiiiiiiiie e et et e e e e e e e e e e ee rrrrraaaeeeaaaaas 99
(O[T lo TR LT L(F=1 =T A ox o] o PPN 100

ClOSING Of RECEIPIS ...ttt e e ettt e £eeee e e e e s s e b h b e e e e et e e e e £eeeeeaeas e e s nbbb e e n et e e e ees teeeeeeens 101
IS o O [0 1T =T I LYot =] o] £ .103

(01 (o 1S1To [ (232017 (=) L TR ST P PP PPT PP 103
BY Others (HIEIAIrCNY) O ......ccevviiiiiiiiiiiiii i cee et e s e e e —eeeeeeeeeeeeaaes s e re e seaeeaaaeeeeesssesssrnnnnnes 104
BY OTNEIS (Al .ot ettt ettt e oo et e e e e e e e e e e e e e et e e e e e e e e e e e saannne 104
ClOSEU RECEIPE HISTDY: ...t e ettt e e e e e e e e e oot e e et e e e e e e e e e e e aa £aaae bbb b e e e e e e e e e eaeeeaaaaas 105

RE-0PENING Of RECEIPIS. ... et ettt e e e e e e e e e e e e e et et e et e e eees raaaa s e e aeeeaaaaaaeaaeaees see 106

Generate ACKNOWIBAGEIMENL. ... ...ttt e e e e e e e es £eeeeea e s s s s s eb bbb e e e e et eees teaeeeeessssaannnnerennnees 107
(1=t a1 o (AN oY T=To [o =T o g =T 1 107
ACKNOWIEAGEMENT Created LIST.......cii ittt ettt et e e e e e e e e s e s s e rees teeeeeaaesesnaaaanns 110
o [ AN g oY [=To [o =T .41 o | o 111
SIgNING ACKNOWIEAGEIMENL ... it s e s e e e e eeeeeeeeeeeeeee e e et aasaes eaaeeeeeeeeesssssnrrrnnnnes 114
SENA ACKNOWIEAGEIMENL. ... et e e e e e e oot e et e e e e e e e e e e e e e £aaa bbb bbb s e e e e e e e aaaeeaaaas 115

Consolidated VIEW Of RECEIPL.......ooiiiiiiiei et ce e e e e e e e e e e e e et ee e e e e ee it raraas aaaeseseaeeaeaaaaeeeeeeens 118
CoNSOolidated RECEIPE INDOX.......uueeiiiiiiiieeeee e ettt e e e o e et e e e e e e e e e e e e saaa bbb e e eeeeeeeas 118
Consolidated ReCeIPt Created LES...........ooiiiiiiiiiiii et e e s s e e e e e e e e e e e e e e e e e e e eees raaaa s 119
CoNSOlidated RECEIPE SENT LISL.......uuueiiiiiiiiieeeee e oeri ettt e e e e e e e o e e r et e e e e e e aeaaas 2eaeaaannnbbbeeenees 120

Print/DOWNIOAO RECEIPL ... .o et e e e —eeeeeeeeeeeaaaeeeeeeeeeessesats sraaasaaseeeaeaaaeaaaaseeeesnnes os 121

AdVANCE SEAICHOr RECEIPL......oeiiiiiiiiiiiii et e e e e e —eeeeeeeeeeeeeeee s e et e aa s seeeeeaaaseeeeseeesssrrnrnnes 123

Actions Allowed 0N SEAICNEU RECEIPL......uueriiiiiieee et ittt e e e e e e s bbb r e e e e e e e e e e e e aaaa saanes 125

Create @ NEW FHlE... .. e et e e e et e e e e ee £ee e e e e e e e e e e e e e teaeaaaaaaa 127
(O 1T 10T I o = I PP 128

1 (TN 0] o To PP 131
MOVE File t0 FOIAET Of INDOX ......coiiiiiiii e ettt ettt e e e e e e e e s e ee teeeeeaeeeeessaaannnees 134
= To (o) ool T (=T L ] [T g = o = 135

ACLIONS ON FlE INNEI PAGE......co o e ettt e ettt e e e e e e e e e e e aaaaaaas 135
PRYSICAl FIle INNEI PAGE.......coi oot ettt ettt e e e e e e e e e s s s st baes feee e e e et eeeeeaeeeesaaannnnnes 138

Copyright © NIC, 2020
Ver.7.0[ 2]



cofiice

ACHONS ON FIlE INNEI PAGE.....ceeiiiieieee e e ettt e e e e e e e e e e e e e e eeeeeeas 139

P Yo [0 I @ g r=1] o o] aTo [=T g Lot =TT o B 1 = PP PURPR 141
Add Correspondence in EIeCroNIC File...........cceiiiiiiie e e teeeeeens 141
Add Correspondence iN PRYSICAl FIlE..........oeiiiiiee e e teeeeeaeans 145
2 Lo I 1N 11 T 149
F Yo (ol €T (=T=T o N0 =TT PP P PP PPPRRPPP 149
[Slo [T AV Z=To [ €T C=T= N[ ] (1 o PSP 151
DiScard SAVEA GrEEINM NOTING. ... ..uuurriiiiieiiieeeeeeeies oo et e ettt e e e e e e as £ e e s e e e e e e e e e aeeaaas 2aeenaannnnnrrnenees 151
Yo [0 I =1 [0 1V AN o 1oV PP 152
Edit SAVEA YEIIOWNOLING ...t et e e e e ettt e e e e e aes 2aeesa e e e e e e e eeas 154
Confirm Saved YellOW NOTING ......ccoiiiiiiie e e e e ce e e e e e s r e e e e e e ees 2eeeesaaanannnnes 154
Discard Saved YEllOW NOUNG.........cooii it it e e s s e e e e e e e e aaaaaes eerbrrreanaannaas 155
VIEW VEISION OF YEIIOW NOTE......ceeiiiiiiiiiie it ettt et e e e e e e e e e e s s b e e e e e e aeeeeas 156
Refer a Correspondence in a Green/Yellow NOTE..........ooo i e s 157
Refer a Previous Note in @ Green/YelloW NOTE.........cooi i e e e e e e e e 158
EIT FIlE DELAIIS ...ttt ettt et e et et e e e ek e e e e £k b et e e e e et e e e e e r e £eeeanraneeas 160
FIlE ALACIIMENTS ... et e e oot e e e e et e oo £ kb e e e e e e e e e e se e eas 162
Attaching Files With Main file ..o e e eee e e e e e e e e s e aaananes 162
Attaching Receipt WIth MAIN FlE .......uuuiiii i e e e ceeee e e s e e e e e e seeeeeeesessrnnes 164
Detach already attaChed FilES........oooi i et ettt e e e e teeeeeaaeeeesaaaannnes 166
Detach already attaChed RECEIPLS. .. .uuuui i e e e e eeee e et e e ee ittt e e e e e e e 2eaeeeeseresssnnns 168
ALEACH WIth @NOTNET FlE......o e e e e e et e teeeaeaa e e s s s b e e eeeees 169

[ 1 [ TP PP PRPPPPPPPPPPPN 171
LINK Files WIth IMAIN FlE .......ooiiiii it et et e et e e e e bt r e e e e et e e e e e annees 171
DEIINK LINKEA FIES ...ttt ettt ettt e et e e e e e e e e e ettt e —ee ettt e e e e e e e e e e s s e s nanbennee beeees 172
RETEITEA IN FIES....cc et e ettt e e e e e oo e e e e e e e et e e e e e e e e e e e e s s e e e s sernneeees 174
6] o] o= To [l Mo Tor= U a = =] ] o o] = PO PPPPPPPPPP 176
LT o T o 1Y AT =Y 1= 178
V=T (o T | T PP PO PPPPPPPPTP 178
Demerge already Merged FlS.......... i e e e e e e e e e e e e et e et aeeeeeaeaaeaaaaeeaes 180
Merge WIth @NOTNEE FlE...... . oot ettt e e e e e e e e e e e e teeeeeeeeeeeneeannnenn s 181
=T G 1= 183

Copyright © NIC, 2020
Ver.7.0[ 3]



cofice

= T AT I 1= PO PP U PR TOPPPRRP 184
VIBW FlE DBIAIIS ...t e et e e e s et e e e e et e e e e e e e e e e e snrrraee e 186
Create Draft (DFA) in an EleCtroniC File..........cceiiiieeeeeee e e teeeeeeens 191

Create @ NEW FIeSh DIafl..........oo i et et e e e e e e e e e e e e sa e rreeaaeeeeeas 191

Create @ REPIY DAt ... et et s e e e e e e e e e e e e e e e e e e —s i a e e e aaaaaaaaaaaes ee 192

Create @ REMINUEE DIATL. ... .. e et e e e r e et e e e e e e e e e e e e £aaann bbb e e e e e e e aaeeeeaas 193
VIBW DA LIST ...ttt ettt et e ot e e e ekttt oo e kb b et e e e e e eb e et e e e e e aa b e e e e e saannrrreeeaaaa 196

T L0 Y=Y €] (o] o PR PP POPPPP 197

DIBIETE DIFAIL..... . eeeeie ettt ettt e e et e et oo oo e e e e b e e e e e et e e e r e e saaan e e e e aaan 198
Bt DFAFt (DIFA) ..o ettt en s ee e es et e e e e s s en st e s eeeen st es st st en st en et s e e, 200
Add RECIPIENT IN DT ...t e oo e e e et e e e e e e e e s s s e aaes hbbene e e e e e e eeeeeeeeaaaannnnns rnes 202
APPIOVE DIAft (D A) oo ettt e e e ettt ee et ettt e e s e s e e e aeaeeeaaaeee feeseree e e e r e e e e aeaaaeaes reeees 203
SIGNING 8 DFATT. ..ot ettt —e e e e oo e e e ettt et e e e e £eeee e e e e e rrr e e e e e e teeeeeaaaaane 203
DTy o= 1 (o a TN o) 0TI TSRS 203

ELECIIONIC Fl...... et et ettt e e e e oo e e e et e e e ettt e e e e e e e e e e e s e e bbb e anee srreeeaaeeeeas 203

o )Y o= 1 1= U PPRN 203
SN FIES. ... ettt et e oot oo R E et e e e et e e e et e e e 1aab b e e e e e s s 204

SENA FllE WItN @SIGN. ...t e e ettt e e e e e e e e e e e oa bbb r e e e e e e e e e e e e e e e sana 206

Send file with DSC (Digital Signing CertifiCate)..........uu et e e e e e e e 207

Sending File to External @O0ffICE INSTANCE. ........ui i e e e e e e e e e e e saaes 208

[ SIS T=T o I A PP P PP OPUPEP P PPPPPRP 210
FHIE PUIIN BACK. ...ttt ettt e e ettt ettt e e e o4 e oo e s o aebb bt b e e e ettt e e e e e e e e e e e e e annnbbnne e e e e ee s 213
CrEALE PNt FIlE......ci it oottt ettt e e e et e e ook e £ et e e e e e et e et e b e e e e e e e rr e e e e e 216
Create VOIUME FlB....... e e oot e e e ek e e 2o e e sttt e e e e e e bb e e e e e e annne seeeeaaan 220
ClOSING OF FlB... e ettt e e oo oottt e et e e e e £eeeeaaaaa bbb bbb e e e et e e e e e e £eeeeeaaaanane 224

DiIr€Ct ClIOSING OF FlE ..ttt ettt ettt e e e e e e e saatb b e e e e e e e bt e e e e e e e anbrnees oas 224

S T=T o I ] (oI (o] @A [0 TS T o AN o] o1 {0 7= | 225

BUIK ClIOSING OFf FlE.....ceeee e et e ettt e et e e e ek £eeeeanb e e e e e e e nbae e e e e e anns seeeas 226

Submitted Files for CIOSING APPIOVAL..........uuiuiiiiiiiiie s et e eeeeaaae e e et e e e e teeeaeeaaes 228

LISE OF ClOSEA FlES.... et oottt £ e e ettt e e e a et e e e e e e £eeeeaaabbe e e e e e e anbbaeeeeeaanes beeeeas 229

(O3 (o 1S1To [ (232017 =) T PP P PP PP PPP 230
BY Others (HIEIAIrCNY) G .....oceeeiiiiiiiiiiiiiiie e e ettt ettt e e e e e —eeeeeeeeeeeeeeases e e e ana s 2eeeeaaaaeeeesssessssnnnnnes 230

Copyright © NIC, 2020
Ver.7.0[ 4]



cofiice

BY OtNEIS (All) .t ettt e et oo et e e e e e e e e e e e e e e et e e e e e e e e aa saannne 231

([0 1S1=To I 1= 1] (] YU 232
REOPENING OF FHlB.... e et e ettt e e e e e e e e s e s as o sbbbne e e e e e et e e e e eeeeeaaaas sannnnnnnes 233
Submitted Files for REOPENING APPIOVAL . ......uuiiiiiiiiieie e st e e e e e e e e e e e e e e e aaa saanes 235

F N o] oL (o 1V 2= 1IN =T [T P 237
PUITUD FlB ..ot ettt et n st es e e s e s s e et en e en s eee seenneenen e eenenean 239
INILATE ACHON ON FlE ... e e et e e e e e e e e et et e e e e et e e e e e aans sreeas 241
INITIALE ACTION .ottt ettt e oo oo oot e ettt e e e e e e e e e s s s e a b e et e e ee £e e et e e eeeeaeea e e e nnnnn e rnnne srreeeeaeeeeas 241
View and Add Comments t0 INIATEA ACHON .........viiiiiiiiiii e e e 244
(O (o ][ aTo W LT =1 (=To [N ox 1 0] o PP P PP PPPPPRRPTP 246
Convert File from PhySiCal t0 EIECIIONIC. ...t et e e e e e e e e e taeeeeaaans 248
File CONVEISION DIAFt LISt.......eiiiiiiiiiiiiie et ettt e e et e e e s e e e e e hbe e e e e e s et e e e e e annnes 249
File CoNVErsion COMPIETEA LIST........coiiiiiiiiiiiii s ettt e e e et e e e e e e e s s e s s bbb e nres teeeeeaeeeessaaaanns 250
CoNSONAAEA VIEW OF FlE......eeiiiiiiiiiii it et e et e et e e e e aas e e e e e e b e e e e s s eeee s 252
(0] g STo] [0 Fo1C=To l 1 T=TN [ ] o To )t TP PP P PP PPPPPRPPTP 252
Consolidated File Created LiSL...........uu i it et et e e e e r e e e e snbb e e e e e anrnneeeas 253
CoNSONAAEA FIle SENE LIST........uiiiiieiiiiiiiii et et et e e e et e e e e eees £easbb e e e e s s anneeeaeeas 254
PHNT/DO WNIOG FlE ... ettt ettt et e e e e e e e e e s o bbb e e e ettt e e e e e eeeeaaaan saannn 255
AAVANCE SEAICH FOI FlB....i e e oo e et e et £e e e et e e e e e e ebb e e e e e aannes oo 257
Actions Allowed 0N SEAICNEU RECEIPL. ... .uueiiiiiiieee et ettt e e e e e s bbb r e e e e e e e e e e e e aaaa saanes 259

1LY e = o I USSR 261
Create NeW MIQIated File........ ... i i e ot e e e e e e e e e e e e £aaa bbb r e e e e e aaaeeas 261
List Of Files Created fOr MIQIatiON. ... ... .ciiee i e e s s e e e e e e e e e e e e es ceeeeessea e b s aaeseesaaees seeeeessssssrnes 263
ACtions 0N MiIgrated NOTING .......ccooiiiiiiiie e e e e e e e e e e e e e e e e e e e e e e e eeees e e e e e eaeeaeaaaans 264
Actions on Migrated COITESPONUEINCE. .........ciueiiiiiiiiii et es teee e e e e e e e e e e e e es £eaaeeaaas s s e abbb e e rreeeees taeeeaeanas 265
ACtiONS 0N MiIgrated RETEIENCES........ e oo e e e e —eeeeeeeeeeeeaaeeaae e e e e e 2eeeeeeeeeeeeennees 267
[=o [ T = 1=To B | PP PP PR TPPPP 268

L T E= 14T/ o = oo 268
Assigning Folder Permission for Migration Of FIlES...........cociiiiiiiiiiis s e 269
RECEIVEA LETEEIS. ... ettt et e ettt e e e e e e e s e s e e ne e e e e et e e e e e e e e e e e e s e s snnnnrnnnnees 271
INEFA EOMMICE. ..o et ettt e e e oo e oo e e e e e e e e e e e e e e e e e rrrrreaeeeeaaaas 271
List of ReceivedLetters from INra @O ICE. ... ...uuiiiiiiiiii e e e e e e e 271

Copyright © NIC, 2020
Ver.7.0[5]



cofice

DiIAriSE RECEIVEU LR ......cii ittt ettt e e ettt e e e e st e e e e e e e s et eeeaanbtn e e e e e anbnneeeas 272
11 (=T =T 1o P PP TP PP PP PUPRPPPPPPPRRPIN 274
List of Received Letters from INter @O ICEL ... ..uu i e e e e e e 274
DIariSE RECEIVEA LETET.......uuuiiiieiiiiiiiee e oot e e e o e e et e e e e e e e e e e e £aa e rreeaaaeeeeas 275

o 0= PP PP TP PP PP PPUPPPPP 276
List of Email moved for RECEIPt DIariSAtION:..........uuureieeiiiieeeeeeiies s e e e e e e e e s e e e eeeeeeas 276
DIHAMISE EMAIL ... e oottt e et e e £e e e et e e e e rree e 277
DI oF= (o1 (@1 o= o PSSP PPPPPP PPN 278
Dispatched ACKNOWIBAGEMIENL............ouiiiiiiiiiiiii i ceeee e e e et s seeeeeeaaaeeaeeeeeeseaaettrrraas aaeaeeaaeaeaaaaaaeeess 278
DISPAICNEA ISSUE........ciiiii e ettt ettt ettt e e e e e e e e e e bbb et e e ee e et e e e e e e e e e e e a e e nnnnrn e rerreeees 285
AQVANCE SEAICKH TOF ISSUE.....ceiiiiiieeei it ettt e e ettt e e ettt e e e e e e e s s s s bbbas febbereeeeeeeeeeeessaaannnnnnes .295
Actions Allowed 0N SearChed RECEIPL........oviiiiiiiiii i e e ee e e e e e e e e e e e e e, s 296
DI oF= (o1 o I (4 2 U ) TP PP PP PP TPPPPP 297
18] o0 ) OO P PP PP P PPTPPPPP 297
R0 0 T=To PP PPPPRPPPPPRR 302
D11 0= 1 (o 1T PRI 305

N\ Lo] 1] o= 11 o] 0 K SO PP PP PPPPPPPPIN 309
DISPAICN FOHOWUPS ... et ettt e e e e e e e e e et e e e ee £eeeeeeeeeesaaa bbb bnneeees seeas 309
(DS O = To 1S i = 11 0] o VSRR 311
REGISIEN DSC.... it ettt ettt et e e e e e e e e s e e b bbb et e et £e et e e e e e e e e e e e e e e bbb n e e s rreeteaeeeeeas 311
Activate/Deactivate RegISIErEd DSC..........ooiiiiiiiiiiiiiiieies ceee e e ettt e e e es taeeeeaaaesaan bbb raereeaaaes aeeeeaeaans 312
Y= U] 0 OO PP PU PP PP TPPPPPN 313
B =TS (] S PO PP PO PP PRPP PP 313
AAIESS BOOK. ...ttt ettt et e oot e e e ookttt e oo e s b e et e e e e e n et e e e e r e e e e e e e e an 316
=1 (=T =] o To L TP PP PP PP PPPPPPPPPP 321
SECHION ASSIGNMIEIL. ... eeeeiiittee ettt e e ettt e e e ettt e e e e e abe et e e e o s bbb et e e e e aa b b e et e e e e ans fheeeeeeaannbb e e e e e e annnnneeee e sannes 324

L0 L] G ] 1 o SRR 326
INter INStANCE REQGISITALION. ... .eii ittt ettt e e e e e e et e e e e e e e bbb et e e e e as htre e e e e e annbneeeeeeannnes 328
ST T= Lol T o 1Y/ T SRR 331
Setting Search Priege FOr INSLANCE. ........ccoiiiiiiii it e e e e e reeeeeas 332
Setting Search Privilege fOr USEI..........oo it et et saanbereeeaaaes 333

L@ 11 1 Tod Q1N 1 T 335

Copyright © NIC, 2020
Ver.7.0[ 6]



= -
cOffi
=

A DIGITAL WORK PLACE SCLUTION

F AN TSN (U =l T 337

Guidelines for SCanNING DOCUMIEBNL............covuiiiiiiiiii cee et e e e e e e e e e et car e e s e e aeaaaaaaaaaeaeeeeeaeaes saaaeeeeas 337

Copyright © NIC, 2020
Ver.7.0[ 7]



= -
—
A DIGITAL WORK PLACE SCLUTION

Recelpt

Once a DAK/Letter is Diarised and a unique receipt/diary number is allotted then it becomeReceipt.

Diarisation of DAK/ Letter

Browse and Diarise sub module of Receiptis used to generat&keceipt, which can be either physical or
electronicin nature.

1 Physical: The unique number for the DAK/Letter is generated by the system, and further
processing of the receipt can either be physical (manual) or electronic in nature.

1 Electronic: The unique number for the DAK/Letter is generated by the system, and further
processing of the receipt is always electronic in nature.

Important Points:

V Uploading of scanneddocumento f 6 DAK/ Let t er OElect®nicrdarisati@ntarar
optional for Physical diarisation.

V DAKI/Letter must be scanned as a single PDF (preferably a searchable PB&1).scanning the
DAK!/ letter refer to Annexure -l ( ).
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STEPS TO FOLLOW :

1. Click Physical/ Electronic link under Browse & Diarize sub-module or Click

eFile ver 70
RECEIPT

:Tow

Receipt

/BO1-DFS

{§) 1470312020 01:01 AM

(E) | 2522 | 358/2020/B01-DFS
{I} 1470312020 12:58 AM

(E] | 2520 | 356/2020/B01-DFS
{ 14/03/2020 12:55 AM

(E] | 2519 | 355/2020/B01-DFS
{f} 147032020 12:53 AM

(E] | 2518 | 354/2020/B01-DFS
I 1470312020 12:52 AM

T1 1 9515 | 281/2020WRO1-NES

Total Records: 280

Send

test subject

%

(SO ehysical |[eeconic] ]

Send Back

Copy Close

Mantosh Kumar Ojha, BO 1 SECTI...

CCS University ‘Q Mantosh Kumar Ojha, BO 1 SECTI..

& CCS University

@ | CCS University | & Mantosh Kumar Ojha, BO 1 SECTL..

test subject

test subject

test subject

test subject

test subject

=

Mantash Kumar Ojha, BO 1 SECTI...

Mantosh Kumar Ojha, BO 1 SECTI...

Mantash Kumar Ojha, BO 1 SECTI...

Mantosh Kumar Ojha, BO 1 SECTI...

Mantash Kumar Ojha, BO 1 SECTI...

oA 1 cErT

'Q Mantosh Kumar Ojha, BO 1 SECTI...

Create  Inbox

14/03/2020 10:11 AM

Sent

Advance Search

Search Here...

Sent  Rewrned  Advance

Receipt V

14/03/2020 08:53 AM

14/03/2020 01:01 AM

14/03/2020 12:58 AM

14/03/2020 12:55 AM

14/03/2020 12:53 AM

147032020 12:51 AM

FR 14370720 17-4F AM

14/03/2020 08:50 AM

14/03/2020 08:37 AM

Physical/ Electronic under Create link in Quick Access Menu barfor Receipt(Figurel).

Search

F

278
a n ASSTIEOT}DFS

Shravan Kumar

®
®

&
W

V2]
L

e
[i2]
®

Em
©
®

e
[i2]
»

Figurel

2. Click Upload button. The File Upload dialog box appears. Select the desired scanned PDF

Create

Inbax

document (p to 20 MB) and click Openbutton (Figure2).

Sent  Advance Search

Pdf Only <= 25 MB * o . .
"y< Diary Details
Diary Date
15utsmnon
@ File Upload X
T » ThisPC » Desktop » CBP [Basic Users] v O Search CBP [Basic Users] p
Organize *  Mew folder =~ T @
~
& Pictures  # % Name Date madified Type Size
CBP [Basic Users Sample 2 06-May- Adobe Acrobat D... 87KB
efile Manuals Sample Letter 31-Dec-12 248PM__ Adobe Acrobat D... 260 KB
Office2016 | Sample Receipt 2 11-Dec-122:52PM  Adobe Acrobat D... 6KB
Vaibhav Sample RTI Letter Adobe Acrobat D... 0z KE
samplel Adobe Acrobat D... 3KB
P!
@ OneDrive N B .
Sampled Adobe Acrobat D... 13KB
I This PC Signed Draft Adobe Acrobat D... 6KB
¥ 3D Objects v
File name: |Samp\a Receipt 2 ~| | Adobe Acrobat Document v
Cancel
- Personalize Acknowledgement

3230 Saroj
» 0

Sent  Returned

Forms Of Communications *

Letter M

Letter Date
dd/mmiyyyy

Mode Number

Designation *

Emiail

Generate & Send Generate & Copy |

Bl copyright @ 2020, designed and developed by NIC.

Kumar Patro
FOFFICE

Advance Search

Language
Bengali

Letter Ref. No.

Sender Type
Choose One

Add to Address Book

&

Copyright © NIC, 2020

Figure2
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3. Once the scanned DAK/Letter is uploaded, enter the required metadatdDjary Details , Contact
Details and Subject Category):

T AR s P 100N et 00

et e
* . .o ~
(=)

ST T R A MR S N e e TR W) 3PN T g e -(__‘“_‘} PSPPI

WO DR PR ST W DT MR LO0%, KR 6 B 00N, Tt W Cor =y

wemrn sy sre amw By

~——

O well & b faw | g P—
17 M 0w Taaw Oufeil pupma © W & el wom B e g e %
LN egrmm g @ e W auw B g R et oen valaw wiowTren
IRECW SO0 Y0wH *erEPeme WA @ BT B Y B 191 B 20106 e Dewe L et
B A 0 e el &

-~
Comny S g tme—

Part of the Army headquarters in Delhil has been sealed after G - e o
avoldier tested positive on Friday. The coronavirus cave v I
count in India has crossed the 50,000 mark with the death [ TS

toll nearing 2,700, Finance Minlter Nirmala Sitharaman

Figure3

4. Click Generate or Generate & Copy or Generate & Sendto generate new electronic receipt with
a unique Receipt No. (Figured).

373“ n Saroja Kumar Patro  _
»n TD(SKP)-EQFFICE

Advance Search

w eFile ver 70

Returned

FILE Advance Search Sent

RECEIPT Create + Inbox Sent  Advance Search Create  Inbox  Sent

Draft - Close Generate Acknowledgement

B |

Edit Attach -

Putin a file

©r Movement Copy Send

E 5057132 6461/2020/EQFFICE Common Office Services

Receipt Created / 6461/2020/EQFFICE

E

~

e +  Automatic Zoom F »

B Basic Details

Comp. No. : 5057132 Receipt No. = 6461/2020/EOFFICE
-]
— Hindi =
Nature - Electronic File No. :
WIS AT WIS W, 100% FIRer @efr
ﬁ = Main Category : Common Office Services  Sub Category :
e [T ST 3 FIH FT TGS SA S A | IR G SF A From : Gopal Gaur Testing Designation : testing engg.
‘ﬂ FA WA TR AR W STETETE 3Ed 100% TR 96 F 100% FTRET
X P Forms of Letcer Delivery Mode : By Hand
Communications :
»
-B @ ol # Sl g ¥ amp Sender Type Letter Ref. No. :
B WIS HEH @A ST AT S WOl S AT §1 9 FAE 3T o
- TR A A5 F AN A T E| SHE ST R A SRR iy s Lezairzlbmns /a0
H THEER X A CEHTEHNE AlSH F Fag A1 S g1 1961 F 2010 F A 2R Diary Date 12/06/2020 Diarised By : Saroja Kumar Patro, eOffi
3 & T AT 88 W AR ReHE A ) ce MIMP Division
[_]
English Subject : gopal testing. g
. Part of the Army headquarters in Delhi has been sealed after Enclosure/ Remarks : EEE
£ H 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 ~
) History E.]

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 Thursday.

Dispatch | Attached/Detached  Closed
v

Figure4

Note:

A All the mandatory fields are marked withRed asterisk(*).

A User can choose one of the fields anked with Orange asterisi(*).

A Personalize Acknowledgment. There is a provision to send acknowledgement to the send
w h o BAK/ letter has been received in the organizatior(Refer Acknowledgment sub-module).

A Generate: Creates the receipt and saves it C r e astibenddile.

A Generate & Send:Generates the Receipt Noand redirects to ReceipSendscreen.

A Generate & Copy: (This feature is configurafjleGenerates the Receipt Number and redirects the user to
diary screen réaining the content (PDF and metadata Copying thepdf content is also configurable fegtur
of the receipt.

Copyright © NIC, 2020
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e@ffice

DOGITAL WORK PLACE SCLUTION

CreatedReceiptList

The Created sub module displays thelist of all generated Feceipts both Electronic and Physical in
nature) that are not yet Marked/Send

To view list of receipts createdClick Created sub moduleof Receipt module as shown inFigures.

) n Shravan Kumar
- en- -
. eFile ver7o A

RECEIPT Create +  Inbox Sent  Advance Search FILE Create m Sent  Advance Search Sent Returned ~ Advance Searct

i
12 ck  MoveTo~ | CreateVolume | Create Part Park Close = Search Here_.
% Receipt
22 ect-11010¢/27/2020-B01-D... | Enter Description -.0 Mantosh Kumar Ojha, BO 1 SECTI =3, 03/03/2020 03:05 PM @ ?
5
Inb &
[ ect-11010/26/2020-801-D... | Enter Description | S Mantosh Kumar Ojha, BO 1 SECTI... | [, 03/03/2020 02:58 PM #
~
(57 "
ect-11010/25/2020-B01-D... | Enter Description ‘q Mantosh Kumar Ojha, BO 1 SECTL... @ 03/03/2020 02:55 PM [ 4
8 :
L _ ect-11010/24/2020-801-D... | Enter Description | &g Mantosh Kumar Ojha, BO 1 SECTL... | [ 03/03/2020 02:50 PM &
:m m 03/03/2020 02:51 PM
| ]
= [E] 3654 | Award Sect-11010v23/2020-B01-D... | Enter Description .'° Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/2020 02:45 PM 5
: ]
i { 03/03/2020 02:46 PM
'.a‘ E] 3653 | Award Sect-110104/22/2020-B01-D... | Enter Description ‘ﬂ Mantosh Kumar Qjha, BO 1 SECTI @ 03/03/2020 02:34 PM ’
b 03/03/2020 02:34 PM
S, i - ) | &
[E] 3652 | Award 5ect-11010/21/2020-BO1-D... | Enter Description | ag Mantosh Kumar Qjha, BO 1 SECTI @ 03032020 02:28 PM [ 4
b 03/0312020 02:28 PM
E] 3649 | Award Sect-11010/19/2020-B01-D... | Enter Description _‘o Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/2020 11:26 AM ﬁ
B 03032020 11:27 AM C
3627 | AT/2020-B01-DFS | dfgdf | 2 Mantosh Kumar Ojha, BO 1 SECTL. | [ 02/03/20201212 PM B
Total Records: 204 M||4 n \Z”E\ |Z| |EHI| |:

Figure5

Description:

1 The Created list of receipts displays information such ad\ature of Receipt (E/P), Computer No.,
Receipt No., Subject, Subject Category,Created On and Enclosure/Remarks (Figure6).

File ver.70
RECEIPT  Create) Inbox Sent AdvanceSearch ISSUE  Sent Retumed AdvanceSearch

Send | PutinaFile | Copy | GenerateAcknowledgement | Clase

2

2
E% JE test subject ACP and other related matters 14/03/2020 05:37 AM B
P P 2545 381/2020/801-DFS CCS University ACP and other related matters 14/03/2020 05:36 AM R #
et E 254 380/2020/B01-DFS test subject ACP and other related matters 14/03/2020 05:35 AM Bé
2. (] E 2541 377/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:58 AM B #
E 2538 374/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:52 AM R #

=0
x[ E 2536 372/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:49 AM ]
m E 2535 371/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:48 AM R R
= E 2533 369/2020/BO1-DFS test subject ACP and other related matters 14/03/2020 01:45 AM Re R
;}{‘u E 2531 367/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:42 AM R e R
& E 25% 362/2020/B01-DFS test subject ACP and other related matters 14/03/2020 01:05 AM R #

o]

Figure6

1 The list of receipts can be sortedn the basisof Computer No. and Created On by clicking on
column heads.

1 The list of receipts can bdiltered on the basis oNature, Subject Category, Reference(VIP) and
Creation Date range by cicking Filter Icon in menu bar.

Copyright © NIC, 2020
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cofice

-

e®ffice _
o i OF1 10 w78
RECEIPT Create » Inbox Sent Advance Search £ Create Inbox Semt Advance Search

Send  PutinaFile  Copy  Generate Acknowledgement  Close

B o

2
[} P . © somn Prysica Slectronic 200537 B Receipt Number Cr'llck to B
2 choose
B subject
e P 2585 CCS University Subject Cacegory 0536 o parameters B #
(L] R " ACP and other All Meetings related All Advances Eaad P =
i 200535 e B #
.:-m E 2541 test subject All GPF related 20 01:58 AM ®n#
£ 253 st sutyect Reference 2001:52AM Be B
@0
- € 253 test subect il 2001:49AM R R
Date
\ E 2535 est subject 120 01:48 AM B B
[ Creation Date From Creation Date T :
E 2533 test subject L B 2o0nasam B B
R ” Ntk 200142 N
4 E 2531 test subject P 20 0142 AM R R
<
Y E 252 test subject e e T o> varuaren20 01:05 AM ®n s

Figure7

1 The receipts can be searched usiipdule Searchon the basis ofComputer No., Receipt No.,
Subjectand Remarks, by entering at least 3 characters.

1 In addition to above, theCreated Receipt list of Self, Section User(s)and User under individual
post hierarchy can be viewed througReceipt View. (Figured)

'S Click here for list of
users

Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

e ...

B |

1586 1090/2020/801-DFS test subject ACR related matters 10/02/2020 05:41 PM
om £ 1570 1074/2020/B01-DFS test subject ACR relsted matters 08/02/202012:46 PM Select Search
: £ 1539 1043 /2 ﬂmo e test subject ACR related matters 08/02/2020 07:21 AM scope
“’,“} E 1472 el OE: — ACR relsted matters 07/02/2020 08:24 PM
E 1434 958200 [ Send g ACR relsted matters 07/02/2020 04:20 PM
i}{? £ 1453 957/2020780TDS test subject ACR refated matters 07/02/2020 04:18 PM
3‘& E 1452 356/2020/B01-DF5 test subject ACR relsted matters 07/02/2020 04:15 PM
£ 1408 912/2020/B01-DFS test subject ACR refated matters 06/02/2020 05:18 AM
‘[' £ 1360 364/2020/B01-DFS test subject ACR relsted matters 05/02/2020 08:25 PM
o z EIRECH 861/2020/B01-DFS abedefg ACR refated matters 05/02/2020 05:24 PM
P
¢
=
Total Records: 21 gl  [R[BDI0]
m Copyright & 2020, designed and developed by NIC

Figure8

Note:

A Receipt View will display list of created receipts irSection and Hierarchy and no action will be
~ allowed on them exceptd P u I8l  up

A Receiptis to be pulled up, to view its inner page and takather actions.

1 Also, using context menu(mouse right click on receipt no.) createteceipts can be opened in same
or Different Tab of browserand also, can besend further(Figure8)

1 The Attachment Icon @ next to Receipt no. is visible in case some other Filaad/or Receiptsare
attached with it and further can beclicked to see attached details.

1 The following actions tha can be performedn the list of Createdreceipts:

Copyright © NIC, 2020
Ver.7.0[12]



cofiice

Send

Putin a File

Copy

Generate Acknowledgement
Close

> I B P P

1 Details of receipt such asliarized letter and other information can beviewed on receipt inner page
by clicking on theReceipt No.

1 Some additional actions that can be taken fromreceiptinner pageare as follows d

Edit

Attach

Draft (For Electronic Receipt only)
Dispatch (For Physical Receipt only)
Convert (For Physical Receipt only)
Print

I I T P P P

Copyright © NIC, 2020
Ver.7.0[ 13]



e@ffice

A DIGITAL WORK PLACE SOLUTION

Recelpt Inbox

The Receipt Inbox sub module displayslist of all the incoming receipts that have been marked to the
logged in userfor further necessey action. The receipts in Inboxare in ective state pending for necessary
disposal.

To view list of receipts receivedClick Inbox sub madule of Receipt module or Click Inbox link of Receipt
Quick Accessmenu bar. (Figure9):

@ 0

= RECEIPT Create » Inbox Sent  Advance Search FILE Create m Sent  Advance Search Sent Returned  Advance Search
12 Move Tow  Create Volume | Create Part Park Close »
Receipt
28 =11010427/2020-601-0__ | Enter Description ::, Mantosh Kumar Qjha, B0 1 SECTI... | (& 03/03/2020 03:05 PM ?
F 5]
Qa ect-11010¢26/2020-601-D.... | Enter Description ‘q Mantosh Kumar Qjha, BO 1 SECT... @ 03/03/2020 02:58 PM 5
.
2] %
ect-11010/25/2020-B01-D... | Enter Description ‘ﬂ Mantosh Kumar Ojha, BO 1 SECTL... @ 03/03/2020 02:55 PM [ 4
_ ect-11010/24/2020-B01-D... | Enter Desaription | &g Mantosh Kumar Ojha, BO 1 SECTI... @ 03/03/2020 02:50 PM 5
i) {H 03/03/2020 02:51 PM
|
B @ 3654 | Award Sect-11010/23/2020-B01-D... | Enter Description _‘c Mantosh Kumar Ojha, BO 1 SECTI @ 03/03/202002:45 PM 5
0 . X
= {H 03/03/2020 02:46 PM
[P] | 3653 | Award Sect-11010/22/2020-B01-D... | Enter Description | 2g Mantosh Kumar Ojha, BO 1 SECTI... [y 03/03/202002:34 PM #
{f» 03/03/2020 02:34 PM
[P] | 3652 | Award Sect-11010/21/2020-B01-D... | Enter Description | &g Mantosh Kumar Ojha, BO 1SECTL. | [, 03/03/2020 02:28 PM 2 #
{ 03/03/2020 02:28 PM
[P | 3649 | Award Sect-11010/19/2020-B01-D.. | Enter Description | 2 Mantosh Kumar Ojha, BO 1 SECTI... fE3, 03/03/2020 11:26 AM #
B 03/03/2020 11:27 aM [
g
i ConEoI oD s e : £ noornonicooon SN

Figure9
Description:

1 The Inbox View can be switched from Advancd (Row based) to Normal (Column Basedand vice
versaby clicking on switch icon.(FigurelQ

: 1 F Shravan Kimar
. en- -
amon @Fil€ ver.70 A
RECEIPT  Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Rewmed  Advance Search
Receive | Putinafile = MoveTow Send Send Back Copy Close F SsentOn ? Search Here...
% 1536 | 1040/2020/B01-DFS | testsubject | 8 Mantosh Kumar Ojna, BO 1 SECTL... | (53, 08/02/2020 07:16 AM
Ea {f 2700272020 05:24 PM This is default - Row
Based view of Inbox
L1 (7] | 1533 | 1037/2020/BO1-DFS | abcdefi | & Mantash Kumar Ojna, BO 1 SECTI... | {3, 08/02/2020 07:09 AM
{3 osrz2/2020 07:09 AM
2] [P 1 1531 | 1035/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI... | [ 08/02/2020 07:04 AM
o {3 08/02/2020 07:05 AM
B4 . = :
[P] | 1530 | 1034/2020/BO1-DFS | abcdefg | & Mantosh Kumar Gjha, BO 1 SECTL... 08/02/2020 07:02 AM
2| {} 08/02/2020 07:03 AM
| ]
= [P] | 1521 | 1025/2020/BO1-DFS | abcdefg | & Mantash Kumar Ojna, BO 1 SECTI... | {3, 08/02/2020 06:50 AM
g {{} 08/02/2020 06:50 AM

Figurel0

Note:
A To configure the default view for Inbox List Refer”referencesub module of Setting Module.

Copyright © NIC, 2020
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1 ThelInbox list of receipts displays information such as\yature of Receipt (E/P), Computer No.,
Receipt No., Subject, Sent By, Sent on, ReadOn, Due On and Remarks (Figurell).

3 0
-~ en -
RECEIPT  Create » m Sent  Advance Search 2. Information Heads of EaEIEE s 1SSUE Sent Reurned  Advance Search
receipts
e [P e [ o =) e e [ e fec o &

Comp. No. f| | Receipt No. SentOn fl | Re

‘ 1040/2020/B01-DFS 0 1 SECTI e 7 =
3. Sorting of receipts available upnnm[ -
P 1533 1037/2020/B01-DFS Lam [ERtoEr KUrmar OJne, B0 1 SECTL... ggfjg:t:;zo g:;g;f;zo
P sbedefg Mantosh Kumar Ojha, BO 1 SECTI gﬁgjf&m g::‘g:f;zo
P abedefg Mantosh Kumar Ojha, BO 1 SECTL.. ggig:f&m ngg;/j’:zo
P 1521 1025/2020/801-DFS sbedefg Mantosh Kumar Ojha, BO 1 SECTI gzg;t:;zo g:fg;f;zo
1520 1024/2020/B01-DFS abedefg Mantosh Kumar Ojha, BO 1 SECTL. ng;f&zo g:ﬁf&m
P 1519 1023/2020/B01-DFS abcdefz ;::;::“ Kumar Ojha, BO1 gj;f:‘m
P 1518 1022/2020/B01-DFS abedefg Mantosh Kumar Gjha, BO 1 SECTI g::;t:;zo g:ﬁff&m -
4. Colour legends signifying
P 1517 1021/2020/801-DFS abedefg Mantash Kumar Ojhz, BO 1 SECTL.. ga::;;t:;zo g:;:;f;zo ( different subject categories
P 1516 1020/2020/B01-DFS sbedefg Mantosh Kumar Ojha, BO 1 SECTI gifggt:’azo g:;‘;ﬁij;zo
Total Records: 74 gl - [AERann

Figurell
1 List of Receipts can besortedbased onComputer No., Sent On, Due On and Read On.
1 Legendsand Color Code are used to differentiate various receipts in ligEigurell)

1 Sent Byuser detailgName, Designation, Marking Abbreviation, Post, Section, Department:mail
and I nstance) can be vi e(®iguel2dby <cl i cking on wus

Iy 0
i PT Create m Sent  Advance Search FILE Create  Inbox Sent Advance Search ISSUE Sent Returned Advance Search
Receive  Putinafle MoveTow  Send  SendBack  Copy  Close Receipt View [SELF) | & |
I T S S T T o e R
E

N

28
E 5. Click here for more
y ; 2710272020 .
1536 1040/2020/B01-DFS test subject Mantos! sender details 0524 Bt
-
= P 1533 1037/2020/801-DF5 abedefg [T T 0c/02/2020  08/02/2020 ®
] % 07:00AM  07:09AM
A N Mantosh Kumar Ojh Designati ASSTT. SECTION OFFICER
52 P53 1035/2020/807-0) - e e 08/02/2020  08/02/2020
Marking Abbr.  ASST2({BO-)-DFS Post ASST2BO-)DFS O704AM  07:05AM
N Section 50 1 SECTION - DFS Department  DFS 08/02/2020  0B/02/2020 .
] P 1530 tosa020801-0f ~ CTORAM 0708 Al
Email
i} 1521 1025/2020/801-DF5 Mantosn Kumar Gjna, BO 1 S2CTI.. C02/2020 - 0B/02/2020
L} b ’ 0GS0AM  06:50AM
o i 08/02/2020  08/02/2020 z
B: P 1520 1024/2020/B01-DFS sbedefg Mantosh Kumr Qjha, BO 1 SECTL. o A8 =0 e

Figure12

1 The list of Receipts in the Inbox can béltered by clicking on the Filter Icon in the menu baon
the basis ofNature, Read/Unread, Priority, Subject Category, Reference (VIP), Sent Date
range,Due Date range and other Flags/Label such as Important, Due Date Elapsed and Action
Initiated. (Figurel13)

Copyright © NIC, 2020
Ver.7.0[ 15]



TAL WORK FLACE SCLUTION

17
i o
6. Filter view 7. Module Search
Create » m Sent  Advance Search FILE Create  Inbox Sent Advance Search 15 Advance Search

%Z Receive | Putinafile MoveTo~ Send Send Back Copy Close

ct . e 3 Select User
DN - o [ ]

2
. . . B Receipt Number
El Physical (= .1 Received  Unreceived None 42020
1536 1040/2020/801-DFS rest subjec . Fam  subjece
Electronic All Read Unread None
o= yza20 & Sender ®
b’ P 1533 1037/2020/B01-DFS abcdetg cori
Priority VAM © sentBy
O Immediate Mast Immediate Out Today )
ik P 1531 1035/2020/801-DFS abcdetg 2020 03{0212020
Subject Category LAM 07:05AM
8. Context Menu on Mouse i
.F‘ ACP and other All Meetings related Al Advances %2020 08/02/2020 .
A P 15 Right Click on receipt number abcdef related matters matters IAM O7:03AM
2 Al GPF related 2
"‘m P 1521 102572020~ abedetz ;’:;20 g:{gﬁf&m
Open Reference -
@ o 3 OpeninTab VIE Y2020 08/02/2020 y
B: P 1520 1024/2020 abedetg I
[ Send Date
] [® Send Back s 22020 .
P 1519 1023/2020 abcdefe ent Date From Sent Date To
'é B | [Gaimmiyyyy 8| | dammiyyyy g OtAM 4
Due Date From Due Date To Y2020 08/02/2020
8 & d/mmiyyyy d/mmiyyyy I #
P 1518 1022/2020/801-DFS abcdefg || ddimmiyyyy B | dd/mmiyyyy I e #
Others 2
P 1517 1021/2020/801-DFS abcdetg {2020 0B2/2020 #
- FAM 06239 AM
Action Initiated Due Date Elapsed
; Important Y2020 08/02/2020 N
P 1516 1020/2020/801-DFS abedetg ' e E‘]

Figure13

1 Receiptcan be searched usiniylodule Search (Computer No., Receipt No., Subject, Sender and

Sent By)(Figure 13)

Using Context menu (on mouse right click receiptsin Inbox can beReceived(Unreceived
physical receipts only) Opened in Sameor Different Ta b of the browser and can b&endor Send
Back.(Figurel3)

List of receipts inlnbox of Self, Users in same Section/Office and Users under your individual post
hierarchy can be viewed througliReceipt view (Figurel4)

Shravan Kumar
'y 0n: -
}DFS
FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned

= : £ = 9. Reciept View

DII comp.No-14 I__ sexcontl | Resdon'l WW“*‘*

28
Ea 08/02/2020  27/02/2020
E 1536 1040/2020/BO1-DF5 test subject Mant Ki Qjha, BO 1 5ECTI
SR resn Rumareins OFIGAM  0S24PM
-
2¥ . 08/02/2020  08/02/2020

P 1533 1037/2020/B01-DF5 abcdefg Mantosh Kumar Ojha, BO 1 SECTI.. 0709 AW 07:09 AN

(€¥] 08/02/2020  08/02/2020
P 1531 1035/2020/BO1-DFS abederg Mantosh Kumar Ojna, BO 1SECTL. -

Figurel4d

Note:

A Receipt View will display Inbox list of users inSection and Hierarchy, no action will be allowed on
~ them exceptd P u |l up

A Receiptis to be pulled up, to view its inner page and takather actions.

1 The Attachment Icon next to Receipt no. is visible in case File(s)/Receipt(s) are attached with it

Copyright © NIC, 2020

and further can be clicked to see attached detaflSgure15)

OIS ctile vurro

RECEIFT  Create s | Ir ser " Creste | Inbox  Sent  Advance searcn

xin a Fil
- l:l T

ﬂd P 2113 /2025/B01-DF5. ACP and other related matters 02/01/2025 12717 PM wed &

= P 2101 1575/2024/801.DFS ACP and other related matters 0200172024 10:45 AV wea &

= P 2091 9/2024/B01.DFS/DFS ACP and other related matters 01/01/2024 0551 P wed @

] P 2089 8/2024/BO1-DFS/DFS. €CS University ACP and other related matters 0140172024 05:41 PM wed &

Figurel5
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1 Details of receipt such asliarized letter and other information can beviewed on receipt inner page
by clicking on theReceipt No.

1 The un-receivedPhysicalreceipt need to beeceived inorder to take action on it(Figure16).

12. Select receipt and 7.0
click on ‘Receive’
] m Sent = Advance Search

%2 Receive | Putin | 0 To~w Send Send Back {
— r -

Comp. No. j} | Receipt k.

E 1538

P 1519 1023/20

Receive

P 1518 1022/2020/801-DF5

Figurel16

1 The following actionsthat can be performed on the list oNBOX receiptsd

=

Receive (Applicable forun-received physical files only)
Putin a File

Move To (My Folders)

Send

Send Back

Copy
Close

NoaMLODN

Copyright © NIC, 2020
Ver.7.0[17]



Sub-Folders underinbox

The receipts in an Inboxcan be organized by @ating subfolders under Inbox Sub moduleand moving
these receipts into the reatedsubfolders. These suffolders can be named by the user on the basis of the
subject categories or various othersJel categorization as suitable.

Create SubFolders

This section describes theteps to ceate sukfolders under receipt Inbox

STEPS TO FOLLOW :

1. Select Receipts fronminbox, to move to the new folder:

office ...

L EIPT Cre; m Sent  Advance Search FILE Create Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search
-- vufiafile | MoveTow | Sencl | SendBack | Copy Close F sencon [l N7 [ searcn vere. Rl Receipt view (SELF)

My Folders v
[ HO1-DFS | testsubject | &g Mantosh Kumar Ojha, BO 1 SECTL... | [E3 08/02/202007:16 AM

2

[ = |
Wy

HO1-DFS | abcdefg | &5 Mantosh kumar Ojha, BO 15ECTI... | [ 08/02/2020 07:09 AM

Ied

{3 0802/2020 07:08 AM

(33

[P] 1 1531 | 1035/2020/B01-DFS | abcdefg | S5 Mantosh Kumar Ojha, BO 1 SECTL | [, 08/02/2020 07:04 AM
{f3 084022020 07:05 AM

3z

R

[P] | 1530 | 1034/2020/BO1-DFS | abcdefg | &g Mantosh Kumar Ojha, BG 1 SECTI 08/02/2020 07:02 AM
) 081022020 07:03 AM

"

() 1521 | 1025/2020/BO1-DFS | abedefg | B Mantosh Kumar Ojha, BO 1 SECTL... | [, 08/02/2020 06:50 AM
I 081022020 06:50 AM

@e

@ 1520 | 1024/2020/BO1-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:48 AM
I 08/02/2020 06:48 AM

@o

Figurel?7
2. Click Move ToA Create New Folder.

3. Enter Folder Namein the Create Folder Popup.

Create Folder In R‘Fm

Folder Name *
RTI

Create In *
i Receipt Inbox

Figurel8

4. Click Savebutton to create new folder and move the selected receipt into it.

Note:
A ltis requiredto select the receipt éforehand from the receipt Inboxo create a new folder.

A SelectedReceips will move to Inbox Sub Folder.

Copyright © NIC, 2020
Ver.7.0[ 18]
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Moving Receipt betweenthe Folders

This section describes the process of moving receipts between the folders under receipts INBOX.

STEPS TO FOLLOW :

1.

2.
3.

Select Receiptérom the Inbox or the Sub-Folder of Inbox from which you wish to move the
receipt.

FILE Create  Inbox Sent Advance Search 1SSUE Sent

antosn Kumar Ojna, 8O 1 SECTL... | [0, 08/02/2020 07:16 AM

antosh Kumar Ojna, BO 1 SECTL. | [ 08/02/2020 07:09 AM

> i B B

'v\
b/

& 080212020 07:09 AM

[F]1 1531 | 1035/2020/501-DFS | avcders | 8o Mantosh Kumar Ojna, 50 1 SECTI . | (3 08/02/2020 07:04 AM
& 080212020 07:05 AM

2|

B

[F) | 1530 | 1034/2020/801-DFS | abcdefg | Sg Mantosh Kumar Ojna, 50 1 SECTL... 02/02/2020 07:02 AM
3 08/02/2020 07:03 AM

[F] | 1521 | 1025/2020/BO1-DFS | abcdefg | g Mantash Kumar Ojna, 5O 1 SECTL... | (2, 08/02/2020 06:50 AM
1 08/02/2020 0650 AM

]
8
-

[F) | 1520 | 1024/2020/801-DFS | abcdefg | Sg Mantosh Kumar Gjha, 80 1 SECTI | (3, 08/02/2020 06:45 AM
{7 08/02/2020 06:48 AM

Figurel9

Click Move To in the menu bar Click My Folders.

Choose the destination foldefrom dropdown list under My Folders. (Receipt will move to selected

foldey.

Sub-Folder Management

The Inbox sub-folder management primarily consists dfollowing Actions &

T

Renamed This is useful, in case the title name of the folder is tue corrected with spelling or a
more suitable title.

Delete 0 In cases where the sufplder(s) are not required anymore, they can be deleted provided

they are empty.

This section describes the steps to rename and delete afeldber.

1.

Copyright © NIC, 2020

Click Manage Folderssub menu undeMove To menuin File/Receipt Inbox List page:

ISSUE

Create  Inbox Sent  Advance Search Sent  Returned  Advance Search

2 Ver. 7.0
g m Sent  Advance Search FILE

%2 Receive = Putin afile | MoveTo~ Send Send Back Copy Close

F sencon fll 57 Jl search Here A Receipt View (SELF)

My Folders

25 Mantosh Kumar Ojha, BO 1 SECTL... 08/02/2020 07:16 AM
Create New Folder R
L] [P] 11533 | TORPOMOONI etz | S, 1iarcosh Kumar Ojns, BO 1 SECTL.. | [, DBA2/2020 0709 AM
{§3 08/02/2020 07:09AM
fad [F] 1 1531 | 1035/2020/801-DFS | abcdefg | & Mantosh Kumar Ojna, BO 1SECTL. | [ 08/02/2020 07:04 AM
o {§3 08/02/2020 07:05 AM
] ® . _ ,
1530 | 1034/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojha, BO 1 SECTI... 08/02/2020 07:02 AM
M {H os02/2020 07.03 am
L ]
- [P] 11521 1 1025/2020/B01-DFS | abcdefg | S Mantosh Kumar Ojha, BO 1SECTI... | [, 08/02/2020 06:50 AM
- -
ﬂi:‘ {I} 08/02/2020 06:50 AM
[P) | 1520 | 1024/2020/801-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTI {3, 08/02/2020 06:48 AM

ﬁ’.

B 08/02/2020 06:48 AM

Figure20

Ver.7.0[ 19]



STEPS TO RENAME SUB -FOLDER NAME

2. Click Edit icon adjacert to Folder in List of Folders. Clicking Edit Icon will display Update Folder
Pop up:

eFile ver 70

Create » Inbox Sent Advance Search FILE Creste  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

A w

Receipt

E 28
a3 e [ Receipt

e B

[ X3
2

e R

Q}o

Figure21

3. Update theFolder Name and click Savebutton to finalize changes:

Update Folde

Folder Name *
RTI

Create In *
Receipt Inbox

Figure22

STEPS TO DELETE SUB-FOLDER

2. Click Delete Icon adjacemnto Folder in List of Folders onManage Folders Page:

ia 0

FILE Create  Inbox Sent  Advance Search ISSUE Sent  Returned  Advance Search

eeeee Action
RTI 0 Receipt FAR . Delete

BB Fa B I “‘g H’; 1

g o

Figure23

Copyright © NIC, 2020
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3. Click OK Button on the Confirmation Pop up to delete the folder

Delete Folder

Do you want to delete this folder?

Figure24

17 —
a4 Success Fs
Message
FILE Create Inbox Sent Advance Search ISSUE Sent Returned  Advance Se

» e rance Seart
. :
%w i

Folder Successfully Deleted
Receipt .o~

Ied

ke B

5y
=4

@ R

e

Figure25

Note:
A Folder to be deleted must be empty.

Copyright © NIC, 2020
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Edit Receipt (P/E) Detalls

The editing of a receipt is toupdate somedetails/fields with additional or correct information only to
make it more relevant.

This is useful when any employee has forwarded you the receipt only with little information available ti
them. It is important that existence of the receipts ay be made more relevant with appropriate
information to make their search easy and reports more meaningful.

Important Points:

V Only main Receipts available innbox/Inbox Sub - Folder/Created list can be edited.

V CCs (copies of receipt) cannot be editedny changes in the main receipt will be reflected in CC
receipt until Main or CC receipt put inside the file.

V The uploaded documentcan only be replaced foreceipts in Created list only.
V Physical receipts in Inbox that need be edited must be in receivadte.

STEPS TO FOLLOW :

1. From the Inbox/Inbox Folder/Created List &

Click receipt number to open receipt, oRight click on receipt numbertod Op é md s a @men o r
inTabd t o o p eemtalh afithedbrodskere

Office Fen~
Inbox 8 Adva earct edte 0 8 Ad £d = B d Adva
& D a F - G | et
= d d F SentOn Search Here.. M eipt Vie Select User -
iR Step 1 Y g
A
@ 1536 | 1040/2020/B01-DFS | test subje~ .O = ¥% narOiha, BO 1 SECTL. @, (08/02/202007:16 AM
en T
F m 27/02/2020 05:24 PM ?
[ OpennTab
D @ 1533 | 1037/2020/801-DF5 | abedefg| [ Send Gjha, BO 1 SECTL.. @ 08/02/2020 07.09 AM
{'[} 08/02/2020 07:09 AM Send Back
@ 1531 | 1035/2020/B01-DFS | abedefg 'q Mantash Kumar Ojha, BO 1 SECTL.. & 080212020 07:04 AM @

ﬂ} 08/02/2020 07:05 AM

@ 1530 | 1034/2020/B01-DFS | abedefg 'Q Mantosh Kumar Ojha, BO 1 SECTL... | [ 08/02/2020 07:02 AM
{i} 08/02/2020 07:03 AM

e

@ 1521 | 1025/2020/B01-DFS | abedefg 'qumosh Kumar Ojha, BO 1 SECTL... &0&[@320200&5@.@1\
B ¥ oeozz200650 M
@ 1520 | 1024/2020/B01-DFS | abedefg 'QMEntosh Kumar Ojha, BO 1 SECTL... @D&IDMUEDDHSAM

) 0810272020 048 AN

Figure26

Copyright © NIC, 2020
Ver.7.0[ 22]



A DIGITAL WORK PLACE SOLUTION

2. Click & d i medu as shown in Figure.27:

— 17
Shravan Kumar
o en~ -
eFile ver.70 | 0 ASST1(BO1}-DFS
RECEIPT Create » Inbox Sent Advance Search FILE Create Inbox Sent Advance Search ISSUE Sent Returned  Advance Search
o Movement = Copy Send | Putinafile Edit | Amach~v | Draftv |~ Close | Generate Acknowledgement
E 1665 1169/2020/BO1-DFS ACR related matters

= + AutomaticZoom L]

) Quality
~ Assurance
+  Checklist

e-Governance Applications

Basic Details

Comp. No.: 1665 Receipt No. :
Nature : Electronic File No. :

Main Category : ACR related matters Sub Category :
From: o Designation :
Forms of Communications:  Letter Delivery Mode :
Sender Type : Letter Ref. No. :
Letter Date : Received Date :
Diary Date : 03/03/2020 Diarised By :
Subject : xvowd

Enclosure/ Remarks :

Address : xwex

%D History

Dispatch | Attac

ed/Detached Closed

1169/2020/B01-DFS 8y

8y Hand

03/03/2020

Shravan Kumar, BO 1 SECTI
ON-DFS

Dispatch History

Dispatch No. 1} | Issue No.

No records found

Figure27

3. Make the necessary changes in thgiary Details , Contact Details, and Category& Subject of the
receipt as shown in Figure 28:

eFile ver.70

RECEIPT Create » Inbox Sent  Advance Search

%z Upload & Pdf Only <= 20 MB *
o 3 of 3

, Quality
«  Assurance
«  Checklist

e-Governance Applications

Create

Inbox

Sent

v

Advance Search

ISSUE

Sent  Returned

Advance Search

Diary Details

Diary Date Forms Of Communications * Language
03/03/2020 & Leter | | English

Received Date * Letter Date Letter Ref. No.

03/03/2020 ® | da/mmyyy =]

Delivery Mode * Mode Number Sender Type

By Hand v Choose One s
vIP

Choose One

4 Contact Details Add to Address Book

Min./Dept./Others *
Ministry of Parliamentary Affairs

Name * Designation "
oW - or

Organization
Mobile Email

Address *
xwex

Total 1000 | 996 Character left

Country State City/District
INDIA * |¥| | Delhi * | ¥| | Choose One

" 'Persohalize Acknowledgement <% Lt

37 Shravan Kumar
3 3
ASST1(BO1)-DFS

S

4. Click 6 S a tosave the changesd Sa v e

Figure28

a rbuttonSoesavd the changes

Note:

A User will be able to edit the metalata (ExceptDelivery Mode, Diary Date and Enclosure (Configurably) of
main receipt inInbox/Inbox Folders . (CC receipt should not be editable)
A User should be able to edit Delivery Mode, Enclosure and PDF for created main receipts.

Copyright © NIC, 2020
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ReceiptDetalils

The receipts details consist of all the information recorded when it was diarized into the system. These
details are by far most important when itcomes to knowing the history of the associated letter received
and action done so farAlong with the uploadeds c ann e d

Steps to view Receipt Details:

1. Click a receipt number ininbox/Inbox Sub -Folder/Created/Sent/Closed

29

o

e
6 o

[ = |
Wy

FanJpzf0Pelis] Receipt No.
/BO1-DFS

1o
[

B osi2/2020 07:09 AM

E>

A

{ 08/m2/2020 07:05 aM

3z

[

{ osm2s2020 07:03 AM

{H osinzr2020 0&:s0AM

g @ B3

B 08/02/2020 05:48 AM

-DFS | test subject -.o Mantosh Kumar Ojha, BO 1 SECTI...

[P) 1533 | 1037/2020/B01-DFS | abedefg | &g Mantash Kumar Ojha, BO 1 SECTI...

[F] 11531 | 1035/2020/B01-DFS | abedefg | 2g Mantosh Kumar Ojha, BO 1 SECTL...

[P] | 1530 | 1034/2020/B01-DFS | abedefg | &g Mantosh Kumar Ojna, BO 1 SECTL...

() | 1521 | 1025/2020/B01-DFS | abedefg | &g Mantosh kumar Ojha, BO 1 SECTI...

[F] | 1520 | 1024/2020/801-DFS | abedefg | Sg Mantosh Kumar Ojha, BO 1 SECTL...

3, 08/02/2020 07:09 AM

[E3, 08/02/2020 07:04 AM

08/02/2020 07:02 AM

3, 08/02/2020 06:50 AM

3, 08/02/2020 05:48 AM

08/02/2020 07:16 AM

DAK

of a

receipt
information like it is Subject, Diary Date, Receipt No., list of Drafts prepared,List of lettersDispatched
against it, Attached/Detached Receipts/Files, Closed History, Movement detalils, etc.

list as shown inFigure

Figure29

Note:

A Physical receipts should be in reived state to view its details in Inbox/Inbox Folder.

Description:

us

1. Menu Bar 0 Various actions that can be taken on the receipt are available in the menu bar. These
action buttons are as follows®

a) Receipt Home & Displays the receipt inner page with its details. Upon clicking on the receipt
number, by default,Receipt Home is opened. It is useful when you are on some other screen
(example, SEND screen) in a receipt, and wish to go back to receipt inner details page.

b) Movements dDisplays the movement history of the receipt from one user to another with
respectivemovement details such as its timestamp and remarks. The most recent movement is
available at the top and the first movement at the bottom of the list.

c) Copy oCopies the prefilled diary, contact and subject details to a new diary screemhis is

useful tos a v e

effort

i n

enteri

ng

det ai

S

when

di

sender or on similar subject. With updating little information after using COPY (if required) a
new receipt can be generated.

Copyright © NIC, 2020
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Note:

A The featureto copy the uploadedscanned documenis also available and is configuration base
only. This will useful when same letter is required to be diarized multiple times but with differer
receipt/diary numbers. This approach varieBom organization to organization.

Receipt Inbox / 1040/2020/BO1-DFS E 1536 1040/2020/BO1-DFS ACR related matters|
8 5. Basic Details =
o
— " B Basic Details L
~
D

© < 1. Menu Bar & en -

3. Receipt Quick
Details

2. Location
Comp. No. : 1536 Receipt No. : 1040/2020/B01-DFs By

Nature : Electronic File No.:

A Simple PDF File

Main Category : ACR related matters Sub Ci H
4. DAK / Main ST AR
This Is & small demonstration .pot fle - Letter From: Automation Testing Designation :
Forms of Communications:  Acknowledgement Delivery Mode : By Post

just for use in the Virual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text
Sender Type : Letter Ref. No. :
And more text. And more text. And more text. And mare text. And more
text. And more text. Boring, 2222z And more text. And more text. And Letter Date : Received Date : 08/02/2020
more text. And more text. And more text. And more text. And more text
And more texd. And mare text Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI
And more texd. And more text. And more text. And mare text. And more -3

text. And more text. And more text. Even mare. Continued on page 2 ... Subject: test subject

Enclosure/ Remaj
Address : ing
"D History

Dispatch | Attached/Detached Closed

e ——TT

No records found

WA v

Figure30

d) Sendd This option allows you to send receipt to multiple other users. Clicking on it &irects to

f)

9)

h)

)

K)

Receipt Send screen where a user may enter other user details in TO and CC (to mark copies)
along with forwarding remarks, assiging due date, priority and setting enail 8 SMS alerts for
the recipients and other people in previous movement for intimation.

Send BackdThis option is useful in case user wishes to send back the receipt from whom it was
received. The user details info field of the send scren is prefiled by clicking Send Back

Put in a File & This option allows a user to putthe opened/selected receipt into a file. Ber may
put it in to an existing file lying with the user or create a new file for it.

Draft dThis option allows a user to prepare a draft form of a communication to be issued
against the receipt after it is approved and signed using the system.

Dispatch 0 This option is available only in case of physical receipts only to record the dispatch
details aganst a receipt.

Edit dThe editing of a receipt is to update some details/fields with additional or correct
information only to make it more relevant.

Action Details 6 This option allows user toView and Record their comments on Initiated
actions onreceiptreceived withInitiated Action.

Attach 0 This option allows userto attach the Receipts and/or Files with receipt for reference
or other purposes.

Copyright © NIC, 2020
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[) Convert dThis option is available in case of physical receipt only. Hllows user toconvert the
physical receipt to electronic receipt.

m) Close dThis option closes the receipt in case the action on it is complete or not required.

n) Print/Download A&This option allows user to download receipt attached/detached file/receipt
details, closed history, caesponding draft and dispatch details with their letters and
attachments movement history, initiated action details and etc., into PDF format

2. Receipt Quick Details d Sharessome quick information about the receipt opened, such as,
a) Nature d Physical (P) o Electronic (E)
b) Computer numberd The unique sequence number of the receipt assigned to it when created.

O Receipt Number d The unique number of the receipt, in the formatsequence no./creation
year/dealing_section_name

d) Main Subject Categoryd The main subject category under which it belongs, chosen at the time
of diarisation and can be edited later.

3. DAK / Main Letter 0 The letter received by the organization which was originally diarized. In
case of physical receipt, it may not be available, since itngt mandatory to upload its scanned
copy for tracking purpose.

4. Basic DetailsoDi spl ays the basic details of the rec:
subject, enclosure details, delivery modereceiving date, diary date, letter date, type of
communication and etc.

5. History
a) Dispatch & Details of issue letters dispatched against a receipt, such as, its dispatch and issue
number, subject, date, dispatch by userds na

b) Attached/Detached & Details of file(s)/receipt(s) attached and detached such as their numbers,
subject, action performed by userds name, da

C) Closed 6 Details of the number of times the receipt was closedandosep e ned by wuser
specific date and time with the action remarks.

Copyright © NIC, 2020
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Put a Receipt inside a File

To record decisions on the note sheet against a receipt, it is necessary that the receipts mpuythaside a
file ascorrespondenceThis section describes how to put up geceiptin afile.

Important Points:

V Physical receipts care put inside aphysicalfile only. To put it inside an electronic file itheeds
to be converted.

V Electronic receipts can be put insidboth Electronic/P hysical file, if required.

V Receiptswith Attached files/receipts arenot allowed to be put in file. They are required to be
detached first.

STEPS TO FOLLOW :

1. Select receip{Figure31) or Click open receipt, from receipt Inbox or Created list.

ffice

eFile ver70

Step 2
— P Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

%2 Putinafile  MoveTo~ Send Send Back Copy Close F sentOn Y Search Here...

=] 1536 | 1040/2020/B01-DFS | test subject | S Mantash Kumar Qjha, B 1 SECTL... | [ DB/02/2020 0716 AM

\ /02/2020 05:24 PM
m| 1533 | 1037/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, 0 1 SECTI... @mz:znzoo?mm

{0 08/02/202007:09 AM

[P] 11531 | 1035/2020/B01.DFS | abcdefg | &y Mantosh Kumar Ojna, BO 1SECTI... | fi 08/02/2020 07:04 AM
I 08/0212020 07:05 AM

@ 1530 | 1034/2020/B01-DFS | abcdefg | 2y Mantosh Kumar Ojna, BO 1 SECTI 08/02/2020 07:02 AM
m 08/02/2020 07:03 AM

[E] 1521 | 1025/2020/B01-DFS | abedefg | Zg Mantosh Kumar Ojha, BO 1 SECTI... @MZIZOQOOGSOAM
{0 08/02/2020 06:50 AM

E] 1520 | 1024/2020/B01-DFS | abcdefg | 2 Mantosh Kumar Ojha, BO 1 SECTI.. @ 08/02/2020 06:48 AM
& 08/02/2020 06:48 AM

[P 11519 | 1023/2020/BO1-DF5 | abedefg | & Mantosh Kumar Ojha, BO1SECTL... | [ 08/02/2020 06:42 AM #
@ 1518 | 1022/2020/BO1-DFS | abedefg -.0 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:40 AM ?
m 08/02/2020 06:41 AM [
-
[E] 1517 | 1021/2020/B01-DFS | abcdefg '*, Mantosh Kumar Ojha, BO 1 SECTI... & 08/02/2020 06:38 AM ﬁ i
Total Records: 74 LAl |Z|E\ E| E”E E
Figure31

Copyright © NIC, 2020
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ITAL WORK PLACE SOLUTION

2. Click@ ut i n menuas shbwenin Figure 32:

Shravan Kumar
eFile A n
RECEIPT  Create» Inbox Sent Advance Search FILE Create Inbox Sent Advance Search Sent Retuned  Advance Search

Y  Movement | Copy Send | SendBack | Putinafle Draftv | Edit | ActonDetalls Amachv = Close

Receipt Inbox / 1040/2020/B01-DFS E 1536 1040/2020/BO1-DFS ACR related matters
— + Automatic Zoom a Basi il @
isic Details
Comp. No. : 1536 Receipt No. : 1040/2020/B01-DF5 By
. . Nature : Electronic File No.:
A Simple PDF File T W marers S Coegory’

This is & small demonstration .pdf fi - From: Automation Testing Designation :

just for use in the Virtual Mechanics tutorials, Mere text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post

taxt. And more texd. And more text. And mare text
Sender Type: Letter Ref. No. :

And mare text. And more text. And more text. And more text. And more

taxt. And more text. Boring, zzzzz. And more text. And mare text. And Letter Date : Received Date : 08/02/2020

more text. And mare text. And more et And mare text. And mare test.

And more text. And more fext. Diary Date : 08/02/2020 Diarised By : Shravan Kumar, BO 1 SECTI

And mare tesdt. And more fext. And mare text. And mare taxt. And more ON-DFS

taxt, And mora text. And more text. Even more. Continued on page 2 .. Subject: test subjece
Enclosure/ Remarks :
Address : Automation Testing

Figure32

To put the receipt in an existing file already available with you, continue with the following steps
(Figures?d).

3. Inthe pop-up window, select or searchihe file from list displayed
4. Provide mandatoryRemarks.

5. Click Attach asshown in Figure 33:

Put In Filefs)

Year | 2020 = Search Here...
e
P

3212 D-20/6/2020-B01-DFS Enter Description

P 2755 D-20012/283/2020-B01-DFS Enter DescriptonNICNICNIC
2185 Building/1/2020-801-DF5 Test by @, Please do not touch
2756 D-20012/284/2020-B01-DF5 Enter Description
2150 D-20012/2/2020-801-DFS Enter Description

2191 D-20012/3/2020-B01-DFS Enter Description

2192 D-20012/4/2020-B01-DFS Enter Description

219 Building/3/2020-601-DF5 Test by @, Please do nat touch

2155 BC CELL/4/2020-B01-DFS edwwed

@ 01 (50/2/2020-B01-DFS wiefi

-Remarks *
To be examined and for report preparation.

Figure33
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Or
To Put the receipt in a new file, continue with the following steps

3. Click Create File in Put in File pop-up window as shown in Figure 34:

+ Create File Year 2020 G Search Here_.

EECEIEET
2738

D-20012/266/2020-B01-DFS Enter DescriptionNICNICNIC
D-20012/285/2020-B01-DF5 Enter Description
D-20012/287/2020-B01-DF5 Enter Description
D-20012/267/2020-B01-DFS Enter DescriptionNICNICNIC
D-20012/269/2020-801-DF5 Enter DescriptionNICNICNIC

D-20012/273/2020-B01-DFS Enter DescriptionNICNICNIC

Building/40/2020-801-DFS dsff

D-20012/268/2020-B01-DFS Enter DescriptionNICNICNIC
D-20012/271/2020-B01-DF5 Enter DescriptionNICNICNIC

D-20012/270/2020-B01-DFS Enter DescriptionNICNICNIC

rRemarks * @

Figure34

4. SelectNature of File (Electronic/Physicalusing radio button on File Cover page(For Physical

Receipt Nature of file will be physical only).

5. SelectType of File (SFS/Non-SFS)using radio button on File Cover page.

6. For Non-SFS- Select the FileHeads from the available drogd 0 wn
Or
For SFS- Enter desired file number in the File Number text box.

Inbox

o
[
A

8

A

e No
ﬂ £ Hindi + || 12-tinci Teac v ||| 12-Training p ||| chooseone ~ | 2020 | sorors ~|

Aul
3
Subject
R2 Description *
B Organization of Hindi Training programme for stenographers

Q‘;o

Main Category Sub Category
Training related matters %«  Choose One

Other Details

Create File To Put In »

s‘@ ISSUE Sent  Rewmed  Advance Search
- Nature: @ Electronic () Physical | Type: @ NONSFS (SFS| -

scoll down

st under O Fi

& Shravan Kumar
3 0

S

[ copyrient & 2020, designed and developed by NIC

Figure35

7. Enter the mandatorySubject Description.
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8. Provide other relevant details like Main Category, Sub Category, Remarks, Previous References,
Later References and Language.

9. Click Create File To Put In.

10. Confirm on the action by clicking on Proceedoption.

Confirmation

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

= ez

Figure36

11. Provide mandatoryRemarksto put receipt in a file andClick OK.

m Put In Remarks

-Remarks *
Request for Hindi Training programme for Stenographers]

Total 1000 | 945 Character left

Figure37
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Convert Receipt

This feature is required to convert physical Receipt to electronic receipt.

Important Points:

V Physical receiptsn Inbox/Inbox Folder/Created can be converted to Electronic Receipt.
V Physical Receipt in Inbox/Inbox Folder should be in received state.

STEPS TO FOLLOW :

1. Click opensa Receipt to view receipt inner page frombox/Inbox Sub-Folder/Created list.
2. Click Convert menu. (Receipt conversion page will)open

m_:"_ffice

eFile ver.70

T Create +  Inbox Sent  Advance Search 183 Create  Inbox Senmt  Advance Search ISSUE Sent Returned  Advance Search

ﬁ Movement Copy send send Back Putinafile  Dispatch Edit Action Details  Attachw | Convert Close

Receipt Inbox / 6374/2020/EOFFICE P 5057045 6374/2020/EQFFICE
176
Eg Receipt Details

Comp. Ne. : 5057045 Receipt No. : 6374/2020/EQFFICE

[

Creation Date : 09/06/2020 12:42 PM Letter Ref. No. :

Letter Date :

B

Subject: abedefg

| S5edf3679705e6d065703b4se |

Issues

3Z|

=
DS

=

Issue No. Subject Issued By Issued On POF Action

2]

e

Mo Record Found

1(“»!

gile

T

i |}

Figure38

3. Upload Scanned DAK/Letter. (PDF format only
4. Click Convert Action button.

Copyright © NIC, 2020
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5. Enter mandatory ConversionRemark and Click OK to convert physical receipt intoelectronic as
shown in Figure.39:

Receipt Conversion Confirmation

Remarks *
Converted

Cancel

Figure39

Note:

A Conversion of Receipt is required as physical receipt are not allowed to Put in an electronic File or Atte
in an electronic File.

Copyright © NIC, 2020
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Receipt Attachments

This feature is requiredo attach files and receiptsas required, with a receiptin this case, the attache
receipts and filesare attached along with the main receipt in original and are moved along with it. This
section describes the process of attacy a file or a receipt with a receipt.

Important Points:

V Files and receiptsto be attached and the receipt with which it has to be attached should be
active state i.e. innbox/Inbox Sub -Folder/Created.

V Files and receiptsto be attached and the receipt with main receipt must be in standalg
condition i.e. not attached with other Fileand Receipt

V File/Receipt in Parked/Closed/Submitted files for Closing or Reopening Approval/Approval
Request will not be available for attehment.

V Physical Files and Receiptto be attached must be in received state.

V Files and Receiptgo be attached must b@f same nature (Physical/Electronic) as of themain
Receipt

V Attached/Detached Tab under History in Receipt Inner page maintains the dails (such ag
action performed by, date, remarks and etc.pf the attached/detached filesand receipts
(Note: Attach/Detach histowill not @ maintained if attached Files/Receipts detached without 4
movement of the main regeipt

V With every movement of the main receipt, the movementhistory of the attached files ang
receiptsare updated with the attachment remarks until they areletached.

Attaching Files/Receipts with Receipt

STEPS TO FOLLOW :

1. Click opensa Receipt to view receipt inner page froninbox/Inbox Sub-Folder/Created list as
shown in Figure 40:

Inbox e

Click here F sencon ll 57 [l sesrch Here - ipt Vie Select User M

[E] | 1536 | 1040/2020/B07-DFS | test subject | &5, Mantosh Kumar Ojha, BO 1 SECTI... | (i3, 08/02/2020 07:16 AM

F NSl Receipt No. :1040/2020
/BO1-DFS

[F) 11533 | 1037/2020/801-DF5 | abedefg | & Mantosh kumar Ojha, BO 1 SECTL.. | [, 08/02/2020 07:09 AM
& oe2r2020 0700 AM

[P] 11531 | 1035/2020/801-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL... | [ 08/02/2020 07-04 AM
h oemzs2020 07:05 AM

(7] 1 1530 | 1034/2020/B01-DFS | abcdefg | & Mantosh Kumar Ojha, BO 1 SECTL.. 08/02/2020 07:02 AM
h oemzs2020 07:03 AM

[F) 1521 | 1025/2020/801-DF5 | abedefg | & Mantosh kumar Ojha, BO 1 SECTL.. | [, 08/02/2020 06:50 AM
B & oss02r2020 06:50 AM

[P] 1 1520 | 1024/2020/B01-DFS | abcdefg | 35 Mantosh Kumar Ojha, BO 1 SECTI... @ 08/02/2020 06:48 AM
H 08/02/2020 05:48 AM

Figure40
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A DIGITAL WORK PLACE SCLUTION

To Attach Files

2. Click Attach in the menu bar, and therClick Attach File as shown in Figure 41:
office 'S | e g

«a €File ver.7.0
RECEIPT  Creste )  Inbox = Sent  Advance Search FILE Creste  inbox  Sent  AdvanceSe Retumed  Advance Search
Step 2
& ﬁ Movement Copy Send SendBack Putinafie Draftw Edit Action Details ~ Attach~ C
Receipt inbox / 469/2020/B01-DFS Attach File r E 2633 469/2020/BO1-DFS ACP and other related matters
P 3 1 262 -+ <] B O Amach ReceN
2633 Receipt No. © 468/2020/BO1-DFS &
A S I PDF FI Nature : Clectronic File No.:
Imp e I e Main Category : ACP and other related matter  Sub Category ©
'
This is 2 seall demonstration padt tie
From : Narme: Automation Testing  Designation = ASO
st For wesss i thes Virtusd Mechanics haoriats, Mo 1ext. And mons
tast. Asd man tast. And o laxd. And mora tast Forms of Communications :  Letter Delivery Mode : By Post
And more text. And moee text. And more text. And more text. And more Sender Type : Letter Ref. No.
A nd
o Letter Date : Received Date : 14/0372020
Ared mianes bl A moee text. And mors text. An sext. Ard more Diary Date : 14/03/2020 Diarised By : Shravan Kumar, BO 1 SICTIO
el AN e (i<, And mors texd. Even mors 60 00 pRs 2 N-DFS
Subject : test subject
Endlosure/ Remarks :
Address : Automation Testing
D History
Dispatch | Attached/Detached  Closed
Dispatch History
| | | |
DispatchNo. 1y | lssueNo. | Subject | Dispatcheacn 11 | ispateneasy | Deiivery Mo |
| | |
uidelines
DIS/8526/2020 167a2020  CHdelines on By Past o
Internship
DIS/8525/2020 is67ar2020  Cusdelinesan By Past o
Internship
. o Guidelines en
DIS/3524/2020 1/3679/2020 By Post o
Internship
BRrEsTAn V7020 Guidelines an 08/04/2020 05:47
Internship AM
e « [
]

Figured4l

3. On the Attachment pageClick Attach File action Button as shown in Figure 42:

1 Shravan Kumar
'@ 0

RECOPT  Crestes [nbax  Sent  Advance Search FILE Create  Inbax  Senl  Advance Search 1SSUE Sent  Returned  Advance Search
Eﬁ ﬂ Movement  Copy  Send | SendBack Putinafile | Draftw  Edit | AdionDetals | Attach» | Close

Receipt Inbox / 469/2020/B01-DFS E 2633 4G92020/BO1-DFS - ACP and other related matters

o T R = R = R = ==

M records found

LA

=

ot

E.;.

Pl

LS =]

P

Figure42
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A DIGITAL WORK PLACE SOLUTION

4. Inapopup wi ndow, F i Inbm¢InbdxrSobmFoldes/@reafied of the same natue are
listed. Select the Fileso attach as shown in Figure 43:

Arrnmbn il

Year| 2z =

D-13013/1/2020-801-DFS Test File lor Correspandance
14-11/50/2020-BO1 -DFS hitgsifindiacode. i in
AA2MT/2020-800-0FS EEETEEE
A-11012/3/2020-801-DF5 upityilyutpu

ALT-1 3/7/2020-801 -DFS wedhwedwed
A-14011/1/2020-B01-DFS ]

14/772020-B04 -BFS v

11-11/48/2020-B01 -DF5

Step 5
IEARDEEEE®

emarks ™

Total 1000 | 579 Craracter left

Figure43

5. Enter mandatory Remarksand Click Attach to attach selected file.

To Attach Receipt(s)
2. Click Attach in the menu bar and then Click Attach Receipt as shown in Figure 44:

‘17 n Shravan Kumar

Advance Search

. eFile ver.70

RECEIPT Create »  Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Returmed

Movement Copy Send Send Back Putinafile = Draft~ Edit Action Details | Amach»

Attach File E 1270 774/2020/BO1-DFS

ACR related matters

1 of2 = <+ AutomaticZoom = B > Attach Receipt i )

Comp. No.: 1270 Receipt No. : T74/2020/B01-DFS B
. . Nature ; Electronic File No. :
A Slmple PDF Flle Main Category : ACR related matters Sub Category:
This Is a small demonsiration .pdf file - From: Automation Testing Designation
just for use in the Virtual Mechanics tutorials. More text. And more Forms of Communications:  Acknowledgement Delivery Mode : By Post
text. And more text. And more text. And more text
Sender Type : Letter Ref. No.:
And mare text. And more text. And more text. And more text. And more
text. And more text. Boring, zzzzz. And more text. And more text. And Letter Date : Received Date : 04/02/2020
more text. And more text. And more text. And more test. And mare fext.
And mare text. And more text. Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
‘And more text. And more text. And more text. And more text. And more SECTONLDE:
text. And more text. And movre text. Even more. Continued on page 2 .. Subject: test subject
Enclosure/ Remarks :
Address : Automation Testing
D) History

Dispatch | Attached/Detached  Closed
Dispatch History
o et s i oty o B

No records found L
. I - [DIE vl
Figure44
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3. On the Attachment pageClick Attach Receipt action button as shown in Figure 45:

eFile ver70 ‘17 n

CEIPT Create » Inbox Sent  Adwvance Search FILE Create  Inbox Sent ~ Advance Search ISSUE Sent Returned  Advance Search

@ Movernent Copy Send SendBack | Putinafile Draft~ Edit Action Details | Attach v Close

o

Receipt Inbox / 774/2020/B801-DFS E 1270 774/2020/BO1-DFS ACR related matters

5" | Receiptis)
S S T S =

No records found

Attach Receipt

[ =}
N
B

[

e B

1Y
Z,]

@ n

GX.

Figured5

4. Inapopup wi ndow, r e claboylribex Stbr-Folder/Qresated @ the same nature ge
listed. Select the receipt® attach as shown in Figure 46:

Attach Receipt(s)

Year 2020 S Search Here...

T L
E 1666

1170/2020/BO1-DFS gerghe
1169/2020/B01-DFS aenowd
1164/2020/B01 -DFS cdc
1156/2020/BO1-DFS egyhryhwe
1154/2020/B01-DFS Subject
1132/2020/B01-DFS erg

1065/2020/B01-DFS abcdefg

1068/2020/B01-DFS abcdefg

1058/2020/BO1-DFS rest subject

1040/2020/B01-DFS test subject

-Remarks ™.
For reference pur:usa{

Figure46

5. Enter mandatoryRemarksand Click Attach to attach selected receipt.

Note:

A The attached files and receiptsvill no longer be present in the respective folder from which it i
attached. Its location will change to the Atach section of the receipt it is attached with.

A Search results forwsch files and receiptsvi | | di splay its statushante

number of the receipt it is attached with.

Attachment icon next to receipt number in Inbox/Inbox SubFolder/Created signifies that the receipt

has attached file(s) and/or receipt(s).

Attached files and receiptsire available under théittach option in menu bar.

>\

>
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A DIGITAL WORK PLACE SCLUTION

Detaching Files/Receipts from Receipt

This section describes the process of detachiof an already attached files/receiptiom the main receipt.

STEPS TO FOLLOW :

1. Click opensthe Receipt frominbox/Inbox Sub -Folder/Created .

Ly n Shravan Kumar
” en~ >
o @File ver 70 ! ASST1(BO1}DFS

= RECEIPT Create » m Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

1536 | 1040/2020/B01DFS | test subject | 25, Mantosh Kumar Ojha, BO 1 SECTI.. | [ 08/02/2020 0716 AM ®

NS RELLEIE 7] Receipt No. - 1040/2020
/BO1-DFS

12 Receive Purinafile | Move® 5end Back Copy Close

(7] 1 1533 | 1037/2020/B01-DFS | abedefg | &y Mantosh Kumar Ojha, BO 1 SECTL. | [, 08/02/2020 07:09 AM
) osm2/2020 07:00 M

[P] 11531 | 1035/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 07:04 AM
{ osr02/2020 07:05 aM

(] 1 1530 | 1034/2020/B01-DFS | sbcdefg | & Mantosh Kumar Ojha, BO 1 SECTI | B 08/02/2020 07:02 AM
{Iy 08/02/2020 07.03 AM

[P] 1 1521 | 1025/2020/B01-DFS | abedefg | & Mantosh Kumar Ojha, BO 1 SECTL. | [£3, 08/02/2020 06:50 AM
1 os02/2020 0650 AM

(F] 1 1520 | 1024/2020/B01-DFS | abedefg | 4 Mantosh Kumar Ojha, BO 1 SECTL.. | [ 08/02/2020 06:48 AM
{B 08/02/2020 06:43 AM

Figure47

To Detach File(s)
2. Under Attach action in the menu bar, clickAttach File as shown in Figure.48:

office

« eFile ver.70

RECEWT Creste »  Inbox Sent  Advance Search FILE Create  iInbox  Sent  Advance Se St 2
ep
£ | Movement Copy | Send | SendBack  Pwinafie | Dratv | Edit | AcionDetais | Aftachw | C

ISSUE Sent  Retumed  Advance Search

57

Receipt inbox / 469/2020/801-DFS £ 2633 460/2020/BO1-DFS ACP and other related matters
13
Ga
|
A1 | comp.No.: 2633 Receipt No. © 469/2020/B01-DF5 8}
o=
s A S | PDF Fl Nature : Tlectronic File No. :
) imple le Main Category : ACP and other related matter  Sub Category -
=t s
. This is 2 small demorstraton padt e
From: Narme: Automation Testing  Designation : ASO
=0 just Tor wss in the Vit Mechanics o, Mo 16t And mors
B VA ) R Ll AL NP 0, TN TR0 TS Forms of Communications:  Letter Delivery Mode : By Post
At more text. And moee toxt. And more text. And more Yext. And more SenderType: Letter Ref. No.:
@ teset. Aneé mione e, Boring, zzezz. And more tast. And mons bast. Ard
e ol ANd moro o, And more s, A o . An e e Satter Gams® erar et s
(] Ane e ext. And mors text. And mors text. And more Diary Date : 14/03/2020 Diarised By : Shravan Kumar, BO 1 SECTIO
4 1 o, And moes text, Even mors. Conlinued on pgs 2 N-DFS
° Subject : test subject
[~
@ Enclosure/ Remarks :
Address : Automation Testing
%) History
Dispatch | Attached/Detached  Closed
Dispatch History
| 1
Dispatch No. ] lssue No. | Subject }DBMMDHIHWW ‘Demevym‘
| | |
Guidelines ol
DIS/8526/2020 136792020 e By Post o
Internship
; Guidelines an
DIS/8525/2020 113679/2020 g By Post o
Internship
. Guidelines an
DIS/8524/2020 /367972020 By Post o
Internship
Guidelines an 08/04/202005:47 Sy
DIS/8527/2020 113679/2020 ; B
Internship AM
e« [N
)

Figure48

3. Select the File(s) to detach and Cliclbetach action button or Click Detach Icon against the
attached File record in the list.

Copyright © NIC, 2020
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A DIGITAL WORK PLACE SCLUTION

4. Enterthe mandatoryRemarksin confirmation pop-up box.

5. Click OK button to detach selected files

To Detach Receipts

2. Under Attach action in the menu bar, clickAttach Receipt as shown in Figure.49:

eFile ver 70

RECEIPT Create » Inbox Sent = Advance Search FILE Create  Inbox Sent  Advance Search

£+  Mowememt Copy  Send | SendBack Purinafle Draft~ | Edt | ActionDetais : Amach |

— + AutomaticZoom =

A Simple PDF File

This is a small demonstration pdf file -

Just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text

And maore text. And more text. And more text. And more text. And more
text. And more text. Boring, 2zzzz. And more text. And more text. And

more text And more text And more text. And more text And more text.
And maore fext. And more text.

And more fext. And more text. And more text. And more text. And more
text. And more text. And more text. Even more. Continued on page 2

Attach File

3] ¥ Attach Receipt

Sent  Returned

E

“7 n Shravan Kumar _

Advance Search

1270 774/2020/BO1-DFS

ACR related matters

~

No records found

Comp. No.: 1270 Receipt No. : T74/2020/B01-DF> B
Nature : Electronic File No. :
Main Category : ACR related matters Sub Category :
From: Automation Testing Designation :
Forms of Communications:  Acknowledgement Delivery Mode : By Post
Sender Type : Letter Ref. No. :
Letter Date : Received Date : 04/02/2020
Diary Date : 04/02/2020 Diarised By : Mantosh Kumar Ojha, BO 1
SECTION - DFS
Subject : test subject
Enclosure/ Remarks :
Address : Automation Testing
¥ History
Dispatch | Artached/Detached  Closed
Dispatch History

o1 et s o] bty v I

v

i - 1D

Figure49

3. Select the Receiptdo detach andClick Detach action button or Click Detach icon against the
attached Receipt record in the list as shown in Figure.50:

eFile ver.70

RECEIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox

Sent  Advance Search ISSUE Sent

Movement | Copy Send | Send Back Draft» Edit  Action Details ~ Attach~

E 84 329/2019/B01-DFS i A i e EE TR
E a2 327/2019/B01-DF5 e Rl f e i TR

B4 E 817 322/2019/B01-DFS LR R ERE S R e e

Shravan Kumar, BO 1 SECTION - ...

Shravan Kumar, BO 1 SECTION - ...

Shravan Kumar, BO 1 SECTION - ...

“!}' n Shravan Kumar

Returned  Advance Search

E

24/01/2020 1134 AM

24/01/2020 1134 AM

24/01/2020 1134 AM

1126  630/2020/BO1-DFS  Advertisement

Remarks
dvibfhirjrydvbfhirjryovibf | = g
htrjrydvfbfhtrjrycvibf... D‘J
thqdelrjwdmf B
htrjrydvibfhtrjryavibfh...
dvfbfhirjrydvbfhtrjrydvibf

) ) e
hirjrydviofhirjrydviof...

Attach Receipt

Figure50
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4. Enter the mandatoryRemarksin confirmation pop-up box as shown in Figure.51:

Are you Sure to Detach ?

-Remarks *
Reference complete.

Total 1000 | 981 Character left

Figure51

5. Click OK button to detach selected files

Note:

A Detached Files/Receiptswill move to Receipt Inbox of the user if the main reeipt is in movement
after Attach action.

A Detached Receiptswill move to its previous location it was attached from if the main recefpvas not
moved after the Attachaction.

Attach with another Receipt

This section describes steps to detach aatlach already attached files and receiptgith
another receipt, simultaneously.

STEPS TO FOLLOW

1. Click open the Receipt from Inbox/Inbox SubFolder/Created.
fICe.. erile vero i ia 0

7.0
w Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retuned  Advance Search

%2 Receive | Putinafile = Mave” Send Back Copy Close F sencon ll 57 [ sesrch Here.

1536 | 1040/2020/B01-DFS | test subject | 3 Mantosh Kumar Ojha, B0 1 SECTI | £, 08/02/2020 07-16 AM (5]

VAR TE Receipt No. 104012020
/BO1-DFS

() | 1533 | 1037/2020/B01-DF | abcdefg | 8 Mantosh Kumar Ojna, BO 1SECTI... | [ 08/02/2020 07:00 AM
) 0s/02/2020 07:09 AM

(]

53

[P) | 1531 | 1035/2020/801-DFS | abcdefg | & Mantosh Kumar Ojna, BO 1 SECTL... | [ 08/02/2020 07:04 AM
{D osi02/2020 07:05 am

3]

o

[F) 1 1530 | 1034/2020/B01-DFS | sbedefg | &g Mantosh Kumar Ojha, 50 1 SECTI 08/02/2020 07-02 AM
{D osi2/2020 07:03 M

"

[P] 11521 | 1025/2020/801-DFS | abedefg | Sg Mantosh Kumar Ojna, B0 1SECTI | [ 08/02/2020 0650 AM
D 08022020 06:50 AM

@e

@ 1520 | 1024/2020/B01-DFS | abcdefg | &g Mantosh Kumar Ojha, BO 1 SECTI @ 08/02/2020 06:48 AM
{} 08/02/2020 05:48 AM

@o

Figure 52

To Detach Files and attach with another Receipt

2. Under Attach action in the menu bar, clickAttach File .
3. Click Attach with Another icon adjacent to attached File record in the list.

4. Select the receipt with which you wish to attach wvithin the popup window.

Copyright © NIC, 2020
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5. Enter the mandatoryRemarks.

6. Click OK button to detachselected files

To Detach Receiptsand attach with another Receipt

1. Under Attach action in the menu bar, clickAttach Receipt.

RECEIPT Create + Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search

ﬁ- Movermnent Copy Send Send Back Putinafile Draft~ Edit Action Details Artach~ Close

Receipt Inbox / 774/2020/601-DF5 Amtach File

— + AutomaticZoom * B > Attach Receipt

Comp. No.: 1270
. . Nature : Electronic
A Slmple PDF Flle Main Category : ACR related matters
This is @ small demonstration pdf file - From : Automation Testing

Forms of Communications:  Acknowledgement

just for use in the Virtual Mechanics tutorials. More text. And more
text. And more text. And more text. And more text

Sender Type :

And more text. And more text. And mare text. And more text. And more

text. And more text. Boring, zzzzz. And more text And more tesxt. And Letter Date :

more text. And more text. And more text. And more text. And more fext.

‘And more fext. And mare text. Diary Date : 04/02/2020

‘And more text. And mare text. And more text. And more text. And more

text, And more text. And more text. Even more. Continued on page 2 Subject: R
Enclosure/ Remarks :
Address : Automation Testing
D History

Dispatch | Atached/Detached  Closed

A 0

Sent Returned  Advance Search

E

Receipt No. :
File No. :

Sub Category :
Designation :

Delivery Mode :
Letter Ref. No. :

Received Date :

Diarised By :

1270 774/2020/BO1-DFS  ACR related matters

~

774/2020/BO1-DFs &

By Post

04/02/2020

Mantosh Kumar Ojha, BO 1
SECTION - DF>

Dispatch History

No records found

T P T e

©

v

K - IR

Figure53

Enter the mandatoryRemarks.

2.
3.
4.
S.

Click OK button to detach selected files

Copyright © NIC, 2020

Click Attach with Another icon adjacent to attached Receipt record is the list.

Select the receipt with which you wish to attach ivithin the pop-up window.
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Draft Communication

Any communication to be issued against a case or any official letter of the comnication is first prepared

as a draft letter which after numerous corrections (if required) is submitted for approval and then signed
and dispatched. This section describes the process of creating a new draft (Draft Nature: New/Fresh,
Reply, Reminder) aginst an electronic receipt.

Creating a Draft

Important Points:

V Drafts can only be created for receipts int€ated/Inbox/Inbox Sub -foldersand arenot attached
with other files or receipts.

STEPS TO FOLLOW :

1. Click openan6 E|l e ct r o n froon CRatedénbop/intibx folder list of receipts as shown in
Figure .54:

. . _
c@ffice A e

s CF1E Vi 70

RECEIPT Create ) m Sent  Advance Search FILE Create  Inbox ~ Sent  Advance Search ISSUE Sent  Returned  Advance Search

Receie Putinafie MowTor Send  SendBack Copy  Close m_aw. vercr TG I

1 I] 121 |77 est subject .Q Mantosh Kunar Osa, BO 1 SECTI. 20/03/2020 04:15 PM ’:} @

J R

Y IZI 2633 459.':czo DFS | test subject | 2y Mantosh Kumnar Ojhs, 60 1 SECTI @,woyzozmomm PR
m VTR, Receipt No. : N9/2020
/B01-DFS
B =
B (2] | 2587 | 42372020/B01.DFS | CCS University | & Mantash Kumar O, B0 f SECTI woz/zozooa.szm 0 R $

{ 10300200853 A0

(o) | 2586 | £222020/8010F5 | ) | CCS Univssiy | Ry Mancosh Kumes Oj, BO 1 SECTL., | ) 14/03/2020 0850 AN R g
@ {0 1030020 0851 Av
P (7). 2583 | 4197202000105 | ) | CCS niversiy | &g Makosh Kum Ojv 80 1 st | 1410372020 08:37 A L)
Y] { 14032020 0838 A
"é (c] I 2522 | 3581202080185 | test subject | S Martosh Kurar O, BO 1 SECTI (i, 14/032020 1258 AM BR e
{0 13020 1258 0
(£) 2520 | 35620201801-0FS |est subjec | &g Manucsh K O, 80 1 SECT.. | [ 1400320201255 M BR ¢

@ 14/03/2020 12:55 AM

Figure54

Copyright © NIC, 2020
: Ver.7.0[ 41]



2. Click 6 Dr dnfthte éhenu bar andthenClick® Cr eat e New Dr aft o

= . = 281
'efhc « eFile ver.70 . n

RECEIPT Create » Inbox Sent  Advance Search FILE Crea Advance Search ISSUE Sent  Retumed  Advance Search
£  Movement  Copy | Send | SendBack Putinafile | Draftw | o ActionDetails | Atach~ | Close

Receipt Inbox / 469/2020/B01-DFS Create New Draft E 2633 469/2020/B01-DFS ACP and other related matters
= |+ Actomarc S WieWDraft “ 3] B Basic Details
Comp. No.: 2633 Receipt No.: 469/2020/801-DFs B}
Nature : Clectronic File No.:
2B Main Category : ACP and other rélsted matt  Sub Category :
2l
B
= From: Name: Aulomation Testing  Designation : Aso
k3 c Forms of Communications :  Letter Delivery Mode : By Post
Q Sender Type : Letter Ref. No. :
3
Letter Date : Received Date : 14/03/2020
p Diary Date : 14/03/2020 Diarised By - Shravan Kurmar, B8O 1SECT1
4 ON-DFs
'.‘ Subject : Lest subject
(5 Enclosure/ Remarks :
Address : Automation Testing
D History
Dispatch | Attached/Detached
Dispatch History
Dispatch No. 1] | lssue No. Subject | Dispatched On ] | Dispatched By | Delivery Mode
| |
No records found
ole ol

Figureb5

3. Prepare the draft content of theommunication on the left side of the screen. The draft content can
be prepared by

a) Using Templates d Preparing content by choosing prelefined templates i.e. the letteheads
with pre-defined format and content of specific nature.

b) Upload Letter - Preparing the letter on your system using word processor (like MS Word) and
then uploading it into the system. (.doc/.docx extension filed Word format)

c) Prepare using online editor - Preparing content by typing and/or pasting from another
document file.
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4 281
e D ) o

»@fflceﬂ eFile ve.70 A ASST1{BOT}OFS

= RECFIPT Create »  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Returned  Advance Search

UPLOAD Send | SendBack Putinafile Draft~  Edit | ActionDetsils  Amach~ | Close

E 2633 469/2020/BO1-DFS ACP and other related matters

[
13
¥

Last Auto backed up: 08/04/2020 01:59 AM B Draft Detsits
= A | Draft Nature * Receipt No. * Reply Type
oy ; Reply b4 469/2020/B01-DFS © | Choose One
Forms Of Communications Prefix Language
Ty Choose One x Choose One Y. Inglish
A Main Category Sub Category
ACP and other related matters * = | Choose One

-5

Subject *
test subjec

Step 3 - Content
Prepration

a B

S

+ Add/ Edit Recipients

Q‘!o

I Recipient Details - Public

Name ‘ Designation I Address | Min/Dept /Others | Actions

R Sharma ASO New Delhi :‘:xjualry of Parlismentary
airs

v
oo |V

Figure56

Note:

A The content prepared by uploading a document can only be edited by downloading it using
~ Download option, then make changes in the downloaded document and-uploading it.
A Content prepared using online text editor can be edited in the same window.

4. InsertHa s h 0 #wherevex gesessary.

Note:

A Hash o#@usedtgautd nsert the O6Approving authorii
being prepared. These details include Appr o)

A Has h 0 #dan ofilalpe sidded to the content built in templates usethd with content prepared
using online text editor.

5. Add annexureusingd At t a ¢c h me niftreéguiredp t i o n,

6. Checkb Enabl e Mcheckbox, iSeqgiradd
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PR % — 281 Shravan Kumay
COMICe  crile oo I = -

RECEIPT  Create s Inbox Sent  Advance Search FILE Create  Inbox Sent  Advance Search SSUE Sent Rewmed  Advance Search

o Movement Copy Send SendBack Putinafile | Draft~ Edit Action Details =~ Attach~ Close

4

Receipt Inbox / 469/2020/801-DFS E 2633 469/2020/BO1-DFS  ACP and other related matter:

Upload £ m #0%, DO Last Auto backed up: 08/04/2020 02:01 AM Drah Details
ling 3 =f 13 o y Draft Nature * Receipt No. *

B
g

]
Forms OF Communications Prefix
Office Order Y Ch

2B =

B Main Category Sub Category
ACP and other related matters * |~ |Choase One

a 2 Subject*

L. Guidelines on Intermnship

North Biock. New Delni-1 16001
Duted the 17" May 2018

Offics Wz orsecun

S - 3

S

Subject:  Guidelines on latergship for Und: purswing five v
imtegrated course 2

Q‘!o

Recipient Details - Public

Ministry of Parliamentary
RK Sharma Aso New Demn y 7 xu
Alfairs

>

V

Attachment § [
Enable Multi say@ m
Figure57
Note

A BGEnabl e Mallbwsnultislé ugensdo digitally sign on the same approved draft.

A 61 nk dptiogisindt available in case multi sign is enabled.

7. Fi || in the O0Draft dedean. Dratddetails indutledrait Nagute,tReptyi d e
Type, Forms of Communication, Prefix, Language Subject Category Sub Category and Subject
description.

Note:

A 6Dr aft Ga\NChdoser e
New/Fresh @ If the draft is being prepared as fresh communication being initiated.
Reply 8 If the draft isbeingprepared as a reply against the receipt.
Reminder 0 If the draft is beingpreparedas a reminder to the previously dispatched communications
against the receipt.
Oraft N&emnmMad only available if any | ssuady Of
dispatched against the receipt.
Byde f a RRéptyd i6s s eDraét Nattuee®d . a ¥ pd n New/Fresbd i thhle/O0lbet t er
sender details added as recipient details are removed.

8. Click Add/Edit Recipients t o add recipientsdé detail s.

9. Click Saveto save the draft.

Once the draft is saved, a unique number is generated and draft is added to the list of drafts in the
receipt.
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. 281 A
e@ffice I sk

sonme o zomes €F11€ ver. 70
= RECEPT  Create s Inbox  Sent  Advance Search FLE  Create Inbox  Sent  Advance Seareh Sent Retumed  Advance Search

ﬂﬁ ft  Movement  Copy Send | SendBack Putinafile = Draft~ Edit | ActionDetails = Attachv  Close W/ success
New Dralt DFA/334E has been
Receipt Inbox / 469/2020/B01-DFS
created

Draft No.:DFA/3348  Draft State: DFA  Version: 1

[ Draft Details

Draft Nature * Receipt No. * Reply Type
0 A ||| Repy Y| | 469/2020/801-DFS ¥ O | Chooss One Y
Noeth Block. New Delhi-1 10001 Forms Of Communications Language *
. - Duted the 17" May, 2015 Ofice Orde One English X
nm Offies Neroraecun g
B oy Main Category Sub Category
Subject:  Guidelines on_latergshp for Usdergraduates purswing five veor ACP and other related matters *| | Cheese One e

imtegryigd course in L asd graduates pursaing Bachelor's degree [p s
Law coder the Agpual Programme on * Improving Trassparency snd e
Accountal in goveramegt through effectiv @ plemeatation of ;Lm Guidelines for Internship

to Informfion Ac”
10 Introduction

1 « Dezariment of Porsowrel and Treimng (DOPT), Ninisiry of Personnel, Pulic Total 2000 | 1975 Character loft
C Inda, is e rodal Minsuy for the Rigat to
g 2 Anmca!

me: litled “lmproving
Implementstion of the
f 0 contnbute Iowirds o
T scvemnest ad a5 soversd 05 iecluding

Right 1 Informatior
accouriuble nc trange

g Bg B

AIIGTAM MY JOF Tw2reness pml-u'i.t, Toomg and S-getieance i ey fee RTI for o

ach ey iag the parpase Recipient Details - Public

Dlt:\ﬂln:m v! t‘:vu-wlsd'h?i"* t s condueting inemmsaiz Proprarine fir the 1 Sl fin T e

Miristrics and Dopermen's i ths Govermsert of India, which is bencfieta! both % e

Depariments 2 e intems, s il eip by Mimisry! Department comsolicatc und RKSharma Delhi sty e Sy
Allairs

ducoment 1S experience e irrenceten of RTL, 5 sueveses, consiraints m
implementtion, ‘denfify e mrexs ¥t seed rore areeion, sddress e pap wrews and
Sggest whl mors nods ie be doac  belp ackisve the obve of the Act. The
s would Bc faryibarizad wilk e procass of seekirg :m’o:lna(.un and enabling
aceess 10 Infommation unde the RT 1egiere i

l.ltd:r the scheme. DOFT ik wcliving short-term internships to twenty (M)
( ndrr-_'_mduw Who aee in the sccom) and third year purvaing five year mlo;gnlud
counsc in Law and graduaics in the first aud secund year purswing three year
gradw,m course in Law from a recopaized and reputed University (o conduct gn
analysis of RTI Applicarions v seet public zuhacitees, v

2.0 Areas of Stady and Resesrch Outpat
The RT) Imtervship is bom, offored 13 anves 2 sample of the R spplications received
in £ dar yest 2017 20d 2018 by seiect peblic autentios. The analysis of the

appl Ad aim 10 g an everall e of the apolicstions received wnd do ar in
Upth stady of the irfonmetior sozght 2 the reszese 3y the CPIOY Puilic Autharity v

Enable Ml Sign E3
Figure58

| A B O S SR SRR /L

Note:

A The state of thedraft created remainstobé& DF Ad ( Dr af t uhtibitris agpmyed.o v a | )
A After creating the draft, a draft number is generated of following form@&DFA/<sequence Number>
where, DFA stands for Draft for Approval. And a running sequence number is allotted to it.
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List of Drafts

It shows the list of already created drafts attached with the receipts which are created but not yet
dispatched. This section describes the steps to view the list of drafts created.

STEPS TO FOLLOW :

1. Click opensan Electronic Receipt fromCreated/Inbox/Inbox Sub -Folder list of Receipts.

Shravan Kumar
eFile ver.70 ASST1(BO1)DFS

RECEIPT Create » m Sent  Advance Search Create  Inbox  Semt = Advance Search Sent  Returned  Advance Search

m Receive | Putinafile | MoveTow | Send | SendBack = Copy Close g Search Here B Receipt View (SELA)
1 (D) 1271 |77 stsubject | g Mantosh Kumar Ofis, B0 1 5cCT)... | [ 20/03/2020 04:15 PM ® R
HJ I 201032020 04:14

o (T) ' 2633 | a60r2020/f OFs | test subject | Sg Mantosh Kemar O, B0 1 SECTL. | () 14/03/2020 10:11 AM R RA#
P MELELES: Receipt No. - N9/2020
:B /B01-DFS
- (7] | 2587 | 423 CCS University | 89 Mantosh Kumar O, BO 1 SECTI 14/03/2020 08:53 AM OR &
E[ & 14032020 08:53 AM
3 (2] | 2586 | £222020/B01-DFS | 2 | CCS University | &g Mantos 1seeTl. | 14/03/2020 08:50 AM B #$
Q O 1432020 08:51 AM
o (7] | 2583 | 419/2020/801-DFs | @ | CCS University | Qg Mantosh Kumar Ojha, BO § SECTI 14/03/2020 08:37 AM m$
B4 O 1432020 08:38 AM
',C:} |Z| 2522 | 358/2020/8 S | test subject | 39 Mantosh Kumar Ofha, BO 1 SECTL 14/03/2020 12:58 AM 2} B P
O 14032020 12:58 AM
|Z| 2520 | 356/2020/801-DFS | test subject | &g Mantosh Kumar O, BO 1 SECTI... | f) 14/03/2020 12:55 AM B R &

O 141032020 12:55 AM

Figure59
2. Click Draft in the menu bar and therClick View Draft .

m Shravan Kumar
« eFile ver.70 s &0 ASST1(BO1}DFS

RECEIPT Create »  Inbox Sent  Advance Search FLE Create  Inbox Sent  Advance Search Sent

Returmed  Advance Search

o Movement = Copy Send | SendBack Putinafile | Draftw Edit ActionDetails ~ Attach~ = Close

Receipt Inbox / 469/2020/BO1-DFS Create New Draft
4

o ) 3 T of2 - + View Draft By Basic Details

E 2633 469/2020/BO1-DFS  ACP and other related matters|

2633 Receipt No.: 469/2020/B01-DFs 8}
A S I PDF F' Nature : Clectranic File No.:
2B Imp e lie Main Category : ACP and other relsted malt  Sub Category ©
| J Tris e 5 small camonstrtion ool e - e
- From: Name: Automation Testing  Designation : 4SO
a _— Forms of Communications :  Letter Delivery Mode : By Post
(} Sender Type : Letter Ref. No.
b Letter Date Received Date : 14/03/2020
[ Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
P4 ON-DFS
P.“ Subject : test subject
(o] Enclosure/ Remarks :
Address : Automation Testing
% History
(Dispaceh | ¢
Dispatch History
Dispatch No. 1] ) lsueNo. | Subject | Dispatched On 1] | Dispatched By | Delivery Mode
Ne records found
W) (B (¥

Figure60
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The following details can be seen from thkeist of Drafts o

1. Draft Number & The number of the draft generated when it was created. The format of the number
is - DFA/<sequence number>.

Pending Ink Sign
Confirmation
Avaiable only in case
of Ink Sign feature

2.
3.
statuses/stages can be define$d
DFA
Draft pending for
approval
Approved
Draft which is approved
and no further changes
can be made to its
content
4,
Last updated on & The date on which it was last updated.
6.

a) Versionsd It displays all versions of a draft created so far.

b) DeletedThi s

Seffice

« eFile ve.70
= RECEIPT
ﬂf! @

Receipt Inbox / 469/2020/BO1-DFS

Create »  Inbox

Movement Copy

Eja.L'stnfDraﬁs

Sent | Advance Search

Send

Send Back

del et es

FILE

Putin a file Draft» Edit

t he

Action Details

dr aft

Create  inbox  Sent  Advance Search

Attach ~ Close

Action 8 A user can take following actions on the receiptush as,

Subjectd The subject of the draft defined in draft details when it was prepared.
Status 0 The status of the drafts defines the stage at whichethdraft is existing. The various

Signed
Approved draft which
is now Signed

Approved By d Name of the Approving authority who approved the DFA

from t he

r

Fye..

Sent  Rewmed  Advance Search

eceipto

Shravan Kumar
ASST1(BO1)-DFS

=

E 2633 469/2020/BO1-DFS ACP and other related matters)

Draft No.

Subject

Status

[ Last Updated On 1} ‘ Action

ro
I

DFA/3343

Guidelines for Internship

DFA

8 W
Ma

:-a 7 Guidelines on Internship DFA
@0 test subject SIGNLD Shravan Kumar, BO 1 Vers‘ons
Lest subject SIGNED Shravan Kamar, BO 1 SECTION
& % 0| Delete I
DFA/3344 est subject APPROVED Shravan Kumar, BO 1 SECTION M
‘g "l n QI
= Version List of DFA/3348
S | Version || | Created On ] Crested By Status l Action
1 ii;\]"‘"mm 0205 Shravan Kumar, BO 1 SECTION DFA L
" ‘ n » L
Figure61
Note:
A List of Drafts can be sorted based on 6Last updat e
A List of Drafts can be traversed through by clicking next page number.
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m B &

S

e

& 08/04/2020 0228 - = = -
2 oy ar Versm_)n Listofa > o}
. 0810420200227 specific Draft - "
1 P Delete =
4 n » L

) Mantosh Kumar Ogha
a 9=

ISSUE Sent  Returned  Advance Search

« eFile ver.70

RECEWPT Create s Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search
Movement Copy Send Send Back : Edit Action Details | Attach~ 3
List of Drafts -
Delete

08/04/2020 02:28
M

PINDING INK SIGN cONFR Click on 'Versions' Icon /z“w
TION -

to see all versions of a
SIGNED specific draft. ")

05/04/2020 12:04
APPROVID Sheavan Kurmar, BO 1 SECTION M‘N

Figure62

Various cases of O0Del eted Draft Explained

1. Delete Option under List of drafts (refefFigure62)

a) Receipt without further movement (Single Version): Clicking on Delete Icon in draft list will
remove the Draft and its version.

b) Receipt with further movement (Single Version): Clicking on Delete Icon in draft list will
change the Draft anl its Version Status toDeleted and the Draft No. and Version Link will
become o6l nactived.

c) Receipt without further movement (Multiple Version): This is the case, when the draft has
more than one version andhe last version is created by user and did not forward the receipt
further. Clicking on 6Deleted Il con in for s
change the Draft and its ther Versions Status tdDeleted and Draft No. and Version Link
shoul d become 6l nactived.

d) Receipt with further movement (Multiple Version): This is the case, when the draft has more

than one version and the | ast version was ¢cCt
in draft list will change the Draft and its Version Status toDeleted and Draft No. and Version
Link wild@ become Ol nactivebod.

Delete Option under Versions List of Draft (refer Figure®

a) Receipt without further movement (Single Version): Clicking on Delete icon in version list of
draft will remove version and draft associated with it.

b) Receipt without further movement (Multiple Version): Clicking on Delete icon in version list,
will remove latest version (if created by self) of draft.
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Editing Draft in _an Electronic Receipt

Draft in an Electronic Receipt can be edited till they get approved. Versions of Draft will be created to
view the changes made by different users.

Important Points:

V Only drafts which are unapproved and in state ddFA (Draft for Approval) , can be edited. i.e
approved drafts cannot be edited/changed except the changes in recipient details
adding/removing a recipient.

V Draft content in the editor, Draft Details andRecipient Details get AutoBacked up if not saved
by user.

STEPS TO FOLLOW :

1. Click opensan Electronic Receipt fromCreated/Inbox/Inbox Sub -folder list of Receipts.

P . . 281
= fflc(:e eFile ve.70 . n ’s*:

RECEIPT Create » m Sent  Advance Search FILE Create  Inbox  Semt  Advance Search Sent  Returned  Advance Search

m Receive | Putinafie = MoveTo~ = Send | SendBack  Copy Close i ‘ Ciath K I s s
13 (B 11271 177 est subject | & Mantash Kumar Ofa, BO 1 SECT 20/03/2020 04:15 PM BB
@
o 45 F{-DFS | test subject © S Mantosh Kumar Ofia, BO 1 SECTL. {2 14/03/2020 10:11 AM R R &
e
2
| FS | CCS University | &9 Mantosh Kumar Ofha, BO 1 SECTI 14/03/2020 08:53 AM QR &
3 & 14032020 0853 AM
E ~ 5 ‘
(2] | 2586 | 4222020/B01-DFS | 7 | CCS University | &g Mantosh Kumar Ojha, BO 1 SECTL. | By 14/03/2020 08:50 AM B $
@ I 14032020 08:51 AM
(5] | 2583 | 419/2020/801-0F5 | & | CCS University Mantosh Kumar Ojha, BO 1 SECTL. | [iid 14/03/2020 08:37 AM 2
[ (&) > 04 #
B4 O 14032020 08:33 AM
C’é () 1 2522 | 358/2020/M01-DFS | test subject | Sg Mantosh Kumar Opss, 80 1 SECTL.. | [ 14/03/2020 12:58 AM BB §
O 14032020 12:58 AM
|Z| 2520 | 356/2020/B01-DFS | test subject | Sg Mantosh Kumar O, BO 1 SECT| 53 1470372020 12:55 AM B R &
O 14022020 12:55 AM

Figure63

2. Click Draft in the menu bar and therClick View Draft .
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File ver.70
CEIPT Create » Inbox  Sent  Advance Search K Create Inbox Sent  Advance Search Returmned Advance Search
@ Movement = Copy Send | SendBack Putinafile | Draftw Edit Action Details | Amtach~ | Close

E 2633 469/2020/BO1-DFS  ACP and other related matters|

View Draft
2633 Receipt No.: 469/2020/B01-DFS &}
A Simple PDF File Nature : Clectranic File No.:
p Main Category ACP and other relsted matt  Sub Category ©
Trve is 3 small cemonstrxtion ot e - =
Just for s 11 tha Vsl Machanes Seomss. Mors tee Ane From : Name: Automation Testing  Designation : AsO
Ioxt. And more text. An mare text. Ans more st
Forms of Communications :  Letter Delivery Mode : By Post
And mors st And mars taet A
e, Ang mors ssat. Borng, 22273 A Sender Type : Letter Ref. No.:
more teat. And
bbincubes i Letter Date : Received Date : 14/03/2020
‘Ang more Aa
Y A s Diary Date : 14/03/2020 Diarised By - Shravan Kumar, BO 1 SECTI
ON - DFS
Subject : test subject
Enclosure/ Remarks @
Address : Automation Testing
D History

Dispatch | A

Dispatch History

DispatenNo. 1] | tasue No.
|

No records found

Figure64

3. Click the draft no. from theList of Drafts to open.

28% Shravan Kumsr
« eFile ver.70 ? 3 )1)-DFS

RECEIPT

Create s  Inbox  Sent  Advance Search FiLE Create  Inbox  Semt  Advance Search Retumed  Advance Search

@ Movement Copy Send SendBack Putinafile Draft~ Edit Action Details | Attach~ Close a8

Receipt Inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters|

Subject Status Approved By Last Updated On 1} | Action

I

Guidelines for internship DFA @ W

0] Guidsdines on Internship DFA I8/0820200202
B M
W0 Lest subject SIGNLD Shravan Kumar, BO 1 SCCTION
test subject SIGNED Shravan Kamar, BO 1 SECTION L]
% 05/04/2020 12:04 o
Lest subject APPROVED Shravan Kumar, BO 1 SECTION AN L= )

g Bg B @

08/04/2020 02:05
- AM

Shravan Kumar, B0 1

Figure65

4. Click Edit Button.
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RECEIPT Create » Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Retumed  Advance Search

= Movement Copy Send SendBack | Putina file Draft Edit Action Details =~ Attach~ Close

Draft No.: DFA/3347 Draft State: DFA  Version: 1 &
Draft Details

Draft Nature * Reply Type
Reply Y ¥| © | chocse toe
Forms Of Communications Language *
‘ Pt English
Flaal
L Sub Category
= F.No 1487618 IR
0 F. 3 Subject
Minissry of Personcd. Pubic Grieszroes ard Pencicns SR o
o (Mcpstimert of Porsconct smc e ine)
52
Ntk Block. New Delai-1 10001
) Drsted the 17" May,2018
o Offics Mexorscem Toca) 2000 | 1975 Character left
7 S i purssing
Subject: o0 latergshp fur U urseing five veor
° imtenraied course in [y asd pradustes purssing Bachelor's deprec p
'é Law coder the Appual Prorammes on * Improvies Iransparency and
Accosntabaliry in peverament throagh cffective of Right
Ac™
Recipient Details - Public
e “ Designanan ‘ PRI | minspeperomers

|
Ministry of Parkamentary
Alfairs

of Porsomrel 3md Trsiming (DoPT
™ " -

¥ Personmel. Public
v for the Rigt to
= tited ‘I

R.K Sharma ASO New Delt

of Poravans 234 Trairic s b3 500 conduct
s and Dopasumen's = the Govermwert

nccoss 10 infarmation unce- the RT reoi

Under the scheme. DOPT is «ifimice shost-erm internshine ta b

Enable Multi Sign

E 2633 469/2020/BO1-DFS ACP and other related matters|

=

B8 copyright © 2020, designed and developed by NIC]

Figure66

In case content is prepared using online text editor

5. Edit/Modify the content, as required.
(Option to type content, paste content and choose template is available)

Or
In case content is prepared using word processor (like MS Word) and uploaded

Click Download to download the original document, then make chages in the document and
Click Upload to re-upload the edited document.
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a $ 28
."Qﬁ'?e eFile ve.70 ? !

= RECEIPT Create v  Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search ISSUE Sent Retumed  Advance Search

m ©or Movement Copy Send SendBack | Putinafile = Draft~ Edit Action Details | Attach~ St 8
e
Receipt Inbox / 469/2020/BO1-DFS P

13
HJ Upload & PDF, DOCX, DOC Only <= 50 MB Draft No.- DFA/3347  Draft Stste: DFA  Version: 1 . Draft Details
ing 3 1 of13 ¥

E 2633 469/2020/BO1-DFS ACP and other related matters

Draft Nature * Receipt No. * Reply Type
™ Renty v 469/2020/B01-DFS *| @ | Fhosse One Y
Forms OF Communications Prefix Language *
Office Order Y Chaose One 5 Cnglish ¥
Main Category Sub Category
ACP and other related matters * |~ | Choose One v.

-

Subject*
Cowerx Guidelines on Internship
e vaocs ard Pensicns
(Mhpattaent of Porscned snc rmining)

Nurth Block, New Delfi-| 10001
Duted the 17" May, 2018

S - 2

Officz Meroraecun

S

Subject: G __on for_Und, purswing five venr
imtepraigd course in [ aw asd mgqmwnm s degree |y
Law coder the Agpeal Prosramme oa “ Improvims [ramsparency and
Accountsi in thiough effectivg o[ Right

Q‘!o

+ Add/ Edit Recipients
Recipient Details - Public “

Name ‘ Designation ‘ Address | Min/Dept./Others J Actions

The Ixpaiment of Porsmcel amd Traimi (DOPI). Misisty

C l"\ oF Personmel. Puhlic

X Ministry of Parliamentary
s and Ponsions, G of 3 & mu\nx |urher<|;,mn

R.K Sharma ASO New Delhi x £
Alfairs

o be doac w belp ckiese
izsd wik $he procsss of seekirg
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Enable Multi Sign

{8 copyright © 2020, designed and developed by NIC.

6. Add or remove Attachment. (If requireyl

7. Check/Uncheck Enable Multi Sign checkbox.(If draft is required to be signed by multiple signing
authority

8. Edit Draft Details . (If requireyl
9. Click Removeor Edit action buttons toremove or edit the ecipients details.
Or
Click Add Recipients to add or remove or edit recipient details.

10. Click Update to save the changes in the Draft.

te:
User will be able to edit and save draft metadata (excluding Draft nature, Receipt/Issue Number, Reply
Type).
Draft content, Draft Details and Recipient Details get Auto Saved if not saved by user.
Text editor cannot be kept blank while editing an already saved draft.
User will be able to remove or add attachment from Attachment list.
New version of draft will be created subject to movement of File.
User should be able view/edit any version of Draft until it is approved.

>g

T v > > >
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Add/Edit Recipient

This section describethe steps to add, edit and remove the recipient details in the creation of draft.

STEPS TO FOLLOW :

1. Click opensan Electronic Receipt from Created/Inbox/Inbox Sub-Folder list of Receipts.

~ . 281 avan Kumar
Oﬁlce‘ eFile ver.70 A oo s

RECEIPT Create » m Sent  Advance Search Create  Inbox  Semt  Advance Search

Sent Returned  Advance Search

Receive Putinafile MoveTo~ Send Send Back Copy Close

w est subject | S Mantosh Kumar O, B0 1 SCCTL., | [ 20/03/2020 04:45 PM ® R
(T) 12633 469/1'320 DFS | test subject | Sg Mantosh Kemar O, BO 1 SECTL.. | [ 14/03/2020 10:11 AM ®RR#&
@ RPTAE Ly, Receipt No. : N9/2020
/801-DFS

D) i2n

O 200032020 0411

)
= s "
‘B [»]) | 2587 | 423/2020/B01-DFS | CCS University | 29 Mantosh Kumar Ofha, BC 1 SECTI 14/03/2020 08:53 AM [ » W] &
a g & 141032020 08:53 AM
c |3 2586 | 422/2020/B01-DFS (// CCS University :0 Mantosh Kuma 15LCTI Q 14/03/2020 DB:50 AM ®m #
@ O 14032020 08:51 AM
m El 2583 | 419/2020/801-DF5 | & | €CS University | &g Mantosh Kumnar Ojha, BO 1 SECTI 14/03/2020 08:37 AM B
] O 14032020 08:38 AM
',é |Z| 2522 | 358/2020/BO1-DFS | test subject | 39 Mantosh Kumar Ofha, BO 1 SECTL 14/03/2020 12:58 AM R R &
O 14032020 12:58 AM
() | 2520 | 356/2020/801-DFS | test subject | &g Mantosh Kumar Ofa, B0 1 SECTI... | B 14/03/2020 12:55 AM R B &

O 14022020 12:55 Am

Figure68
2. Click Draft in the menu bar and therClick View Draft .

281 Shravan Kumar
e €File ver.70 A ASSTI[BOT}OFS
RECEIPT  Creste ) Inbox Sent  Advance Search FLE Create  Inbox Sent  Advance Search Sent Retumed  Advance Search

o Movement Copy Send SendBack Putinafile | Draft= Edit Action Details | Attach~ Close

Create New Draft E 2633 469/2020/B01-DFS  ACP and other related matters|

< View Draft
2633 Receipt No. : 469/2020/B01-DFS 8}
ASi le PDF Fil Nature : Tlectranic File No.:
imple lie Main Category : ACP and other relsted matt  Sub Category :
Trws iz 5 small cerc =
P From: Narme: Aulomation Testing  Designation : AsO
text. Ana more text
Forms of Communications :  Letter Delivery Mode : By Post
Sender Type : Letter Ref. No.:
Letter Date : Received Date : 14/03/2020
AT o ek D et Ao Diary Date : 14/03/2020 Diarised By : Shravan Kumar, BO 1 SECTI
ON-DFS
Subject test subject
Enclosure/ Remarks :
Address : Automation Testing
9 History
Dispatch | A
Dispatch History
Dispatch No. 1] i lssue No. Subject J Dispatched On 1} E Dispatched By ! Delivery Mode

No records found

w O

Figure69

3. Click the draft no. from theList of Drafts to open as shown in Figure 70:
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281 Shravan Kumsr
. eFile ver.70 &

RECEIPT Create s  Inbox  Sent  Advance Search FILE Create  Inbox Semt  Advance Search 3 Sent Retumed  Advance Search

Q Movement Copy Send SendBack | Putinafile Draft = Edit Action Details =~ Attach~ Close

Receipt Inbox / 469/2020/BO1-DFS E 2633 469/2020/BO1-DFS ACP and other related matters|

Subject Approved By Last Updated On 1] | Action

Guidelines for internship

[ /2020 02:0.
afh Guidelines on Internship DFA 8/04/2020 02:02
B M
a o Lest subje SIGNLD Shravan Kumar, BO 1 TION
test subject SIGNED Shravan Kumar, BO 1 SECTION ]
@ % 05/04/2020 12:04 @
Lest subject APPROVED Shravan Kumar, BO 1 TION a L}

Version List of DFA/3348

g Bp

Version 1] Created On ] Created By Status Action
| | |

08/04/ 05
1 Af;" o ravan Kumar, 80 1 SECTION 0¥k o

Figure70

i = Shravan Kumar
wurscs scmew. €@Fil€ ver. 7.0 & YOFS

RECEIPT

Create » Inbox  Sent  Advance Search FILE Create  Inbox Sent  Advance Search Sent  Retumed  Advance Search

@ Movement Copy Send SendBack | Putina file Draft Edit Action Details =~ Attach~ Close

Receipt Inbox / 469/2020/801-DFS E 2633 469/2020/B01-DFS  ACP and other related matters|

Draft No.: DFA/3347  Draft State: DFA

Version: 1

[ oraft Details

Draft Nature * Receipt No. *

Forms Of Communications

Main Category Sub Category

Subject *
Guidelines on Internship

Minissry of Person

evzooes and Pensices
(Mcpariaent of Porsconct snc Treiog!

Nocth Block, New Delai-110001
Drated the May,2018

Offic: Merorsecem

Subject:  Gui o8 latergshp for U purswing five veor
i course

imtearsied course in [y asd graduates perssing Bachelor's deprec jp
Law coder the Appual mme on * Improvieg Irans, and

Agcountabilty in 2overameny th effectiv. lemca
to Informtion Ac™

1.0 Intreduction

Character left

Recipient Details - Public

Name 1‘ Designation Address. [ Min/Dept/Others

The Dezariment of Porsomrel 3md Traiming (Do 1), Mi
icvances and Poosiors, Go
forracic
Transpency snd emensation of the
Right 1> Informaiier 2 F= jritracy 503 € e scheme i 1 contnbutc lowrds hoce
sccoursuble anc aRsPart ScvemamcE ad # a3 soversl cempensnts including
PIOZRAMANS foF TaIFetss pensa'ion, Tummg sad o-gwesnce initiatives for RT1 for
ach PP

atry of Personmel,
< codsd Minsuy for the

R.X Sharma ASO New Delhi

roving

secrushin Progras e e
Inta, which is boneficial Both 10 the

s will baip Fae Mimiscry/ Department consofidare und
© th: wzesemaren of RTL

Under the scheme. DOPT is wlimize shost(erm internshine to fwen)
< >

=
v

BB copyrignt © 2020, designed and developed by NIC]

Figure71

5. Click Add/Edit Recipient in Draft/Dispatch Page.

(Note: Al ready added reci pientds oOpaed afibl+s Aarde E d
Re c i ppopup widdow with option to remove and edit)
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o Shravan Kumar
« eFile ver.70 ASST1{BO1}-DFS
RECEIPT Create y  Inbox  Sent  Advance Search FILE Create  Inbox  Sent  Advance Search Sent  Retumed  Advance Search
@ Movement Copy Send SendBack | Putinafile = Draft~ Edit Action Details | Attach~ Close

Receipt Inbox / 469/2020/B0O1-DFS E 2633 469/2020/BO1-DFS ACP and other related matter

B o

Upload & FDE, DOCK, DOE Only <= 50 MB Draft No:DFA/3347  DraftStste: DFA  Version: 1 BB Draft Detsils
(ing 3 1 of13 : : Draft Nature * Reply Type
o= Repty Y *| © | choose One Y,
Forms Of Communications Language *
28 Office Order ¥ nglish bt
By Main Category Sub Category
ACP and other related matters * |~ | Choose One v
é‘ F.No (45218 R Subject*
e Gowerent of bdia Guidelines on Internship
Minsary of Personncl, Revanocs ard Pensicns
@ (Mcpattent of Pessconct snc Trining)
Noeth Block. New Delfi-110001
o e b cpsmirn Dutadibe 7% May,2015 Tots! 2000 | 1976 Character loh
= Subject: Gt on for_Und: purssing five vear
tepraied course in [aw asd gradwates purssing Bachelor's degree Jp
Pé ]:nxmnhe_ ) mme on “ Improviey Iransi v and
: in geveramens through effertive j of Right
to Informsytion Ac™ Recipient Details - Public
1.0 Intraduction Name | Designation ‘ Address ‘ Min./Dept./Others | Actions

Ministry of Parliamentary
Alfairs

) Tramcgg (DOPD). Micistry of Personmel. Public

f rodad Minsuy for the Rignt o
o me titled ‘lmproving
7z Implemenation of the
0 contribute towards iy
mpeasnts ircludiog
nce imitiotives foe RTI for

R.K Sharma ASO New Defhi

wrtincnl of Poraane] s5d Trairie 3 Fss soes conduct
strics ané Deper

1 Tr T Prograrcine for the
ws @ 1he Govermert of India, which is beocfic

T »ill heip % Mimisry! Departmenat consoli
* th: wrenowsien of RTL 5 succeses, ©
areas w¥e aeed mons arewion, address e ap
cods tc be doac  belp ackieve the ob

>

=
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Figure72

6. Fill all available details of recipient (including mandatory fields).

(Note: Refer to section below the steps to know more details to add recipients undeP u b | i ¢
0l ntra aaddflfnitceceed eOf fice [/.)Other Applications?o
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Add Recipients

© Public Intra eOffice Inter eOffice / Other Applications

User ‘ Groups

Step 6

-
O New Existing Add Recipient Details Reciplent Details - Pubilic

Min./Dept./Others * Name ‘ Designation ’ Address

Select Leve
Name * Designation * i R.K. Sharma ASO New Delhi

<
Address *

Organization

Country State
h v
Choose One Choose One Step 8
City/District Pincode
v v >

Choose One

Figure73
7. Click Add.

8. Click Close button in right panel.

Important Points:
V Toaddrecipientsundeo | nt r a amddfl fnitceerd e Of fareallewed amlg fora n c e
electronic dispatch

V Edit option to edit recipient details isavailable only for6 P u brecipienis and not available for
recipients addedundeb | nt r a amd®fl fnitceerd irest@ricd i c e O

V 6 R e moopterdis available for all listed employees

There are three domains from which recipients can be added. Letsee them all one by one,
a) Public (selected by default)
b) Intra eOffice
¢) Inter eOffice / Other Applications

a) Public 6 This is the domain of people who are outside the organization for example citizens, people
from other private organizations and officials of geernment bodies where eOffice to eOffice
transactions are not taking place (also known as inter eOffice movement).The user details can be
added undertwo tab® Us and® Gr o Wp s ©
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User

Under this tab, recipient can be added by choosiigN e ow® Ex i st i ng

1. 6Newldowyou to add

user06s details in the fiel
etc. and then to further add into recipient list by clicking oAdd at the bottom.

Add Recipients

© Public Intra eOffice Inter eOffice / Other Applications

User I Groups

Recipient Details - Public
Min./Dept./Others *

Designation Address

R.K. Sharma

S
e e
Name * Designation *
<
. =
Address Add details

New Delhi

Organization

Country State

Choose One % Choose One Click 'Add' to
City/District Pincode add deta”'s
Choose One X > !

|

Figure74

2. 0 E x i sdlawraddiing users from the already maintained address books. There are four types
of address books availablé Sed® $ & c t6iDoenpda r tamdé hh&t.anced

3. Choose the address book by clicking on the down arrow in the S e a r ¢ hboxHaedr theeid
enter the recipient nane in the search box.

Figure /5

4. Based on the characters of recipient name entered in the search box, suggestion list will appear.
5. Choose the appropriate recipient(s) and the@lick Add.
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